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TEACHING AND LEARNING PROCESS

PREFACE

The major objective of this manual 1s to facilitate the work of faculty and

administration in the realization of the effective teaching learning process
in the institute.

The manual should promote effective working of administration and
faculty by delineating and regularizing the operating and procedures and
to define and distribute responsibilities.

The teaching learning process 1s divided 1n to three categories viz.,

1. Procedures to be followed before the commencement of the
semester

2. Procedure to be followed during the course of the semester and

3. Procedures to be followed at the closure of the semester
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1. Procedures to be followed before the commencement of the semester

1.0

1.0.1

1.0.2

11

111

1.1.2

1.13

1.2

1.3

13.1

1.3.2

Teaching Subjects/Laboratory Classes options by the faculty

All department faculties have to provide their options for teaching the
subjects for the ensuring semester, Semester wise, to the Head of the
Department (HoD) whenever asked.

Each faculty have to give their preferences for subjects and laboratories in
the stipulated time.

Allocation of Subjects/Laboratory classes to the faculty

Depending upon the preferences given by the faculty, HoD has to allocate
the subjects and laboratory classes to each faculty.

In special cases, the HoD can allocate a particular theory subject or
laboratory class to any particular faculty by considering the experience and
subject knowledge of the faculty.

Once the allocation of subjects is completed, the Timetable Coordinator has
to get the signature from each faculty for the allocation list and to be filed
in the Timetable file with the signature of the HOD.

Class Room Allocations to all departments

The principal has to allocate the required number of class rooms to each
department depending on their requirements like number of elective
subjects, student strength. The allocation list is to be sent to all department
heads.

Class Timetable preparation

After finalization of the theory subjects/laboratory class allocations, class
room allocations and nominations of Class Teachers for each semester, the
Timetable Coordinator has to prepare the Timetable for the Odd/Even
Semesters.

While preparing the timetable, the coordinator has to take in to account any
special requirements of timings for placement activities, Project work,
Technical seminar, Proctoring and Tutorials.



1.3.3  The Timetable coordinator of the department has to consult his counterpart
in the other department for finalizing the slots for common subjects among
departments and first year subject/s.

1.3.4  The draft Timetable to be circulated among the concerned faculties for
modifications, if any.

1.3.5 The final Timetable to be signed by the department heads and the Principal
for approval.

1.3.6  The approved Timetable copies are to be displayed on the notice board of
the departments and the concerned class rooms.

1.3.7  The individual faculty time table has to be issued by the HoD to each

faculty.
1.4 Updating of all notice boards including laboratory notice boards
1.4.1 Before the commencement of the semester, all the department notice

boards/laboratory notice boards have to display the relevant information
required by the students for that semester. This is the responsibility of
department HoDs.

1.4.2  The department notice board should display:

i.Vision and Mission of Institution and Department
ii.Calendar of Events of the University, Institution and Department
iii.Class Timetable of all semesters
iv.Eligible students list
v.University/Institution/department Circulars pertaining to students
vi.Previous semester Newsletter
vii.Project batch list with titles and guides
viii.Project Evaluation Committee list
ix.Technical Seminar list with titles and guides
x.Technical Seminar Evaluation Committee list
xi.Proctor/Students list
xii.Anti ragging cell information
xiii.Internal Complaint Committee
xiv.Any other relevant documents
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Nomination of Mentors/Proctors nomination

The department heads in consultation with their faculties have to nominate
the mentor for each class.

The tenure of the mentors will generally for one academic year (Odd and
Even semester).

Class Teachers nomination

The department heads in consultation with their faculties have to nominate
the Class Teachers for each class.

The tenure of the Class Teachers will generally for one academic year (ODD
and Even semester).

Nomination of various faculty coordinators at Institute level

The Principal in consultation with the department heads nominate the
coordinators for various committees, clubs at institution level. The tenure
of each coordinator, generally, will be for one academic year (Odd and Even
Semester) or till further notifications.

Nomination of various department faculty coordinators

The department heads in consultation with their faculties, nominate the
coordinators for various committees/clubs at department level. The tenure
of each coordinator, generally, will be for one academic year (Odd and Even
Semester).

These department coordinators assist the coordinators at institution level for
fulfilling the objectives.

Provision of Calendar of Events (CoE) at Institute level

Before the commencement of each semester (Odd/Even), the Principal has
to issue the calendar of events for that particular semester, based on the
calendar of events issued by the University and the programs planned to
conduct by the institution for semester.

The approved calendar of events to be displayed on all the notice boards of
the departments.

All the faculty of the departments has to file this CoE in their Course Files.
The departments should follow the CoE for the conduction of all the
events/programs.



1.10
1.10.1

1.10.2
1.10.3

1.11

Vil.
Viii.

Xi.
Xii.
Xiii.
Xiv.

1.12
1.121

Preparation of Department wise Calendar of Events

Based on the Calendar of events of the institutions, the department heads
has to prepare the department calendar of events considering the planned
events/programs to be conducted by the department and get the approval of
the Principal and then to be displayed in the department notice boards.

All the faculty of the departments has to file this CoE in their Course Files.
The department heads have to strive to adhere to the planned CoE.

Course Files preparation by faculties

All the faculties of the departments have to prepare a course file, for their
allocated theory subjects/practical classes, consisting of approved copies of
the following:

Vision and Mission of the Institute and Department
Syllabus copy

Importance/Significance of the subject
Prescribed Text Books and Reference Books
CoE of University, Institute and department
Lesson Plan

Student List/Practical Batch List

Class Timetable

Individual Timetable

Question Bank

Assignment Questions for all Modules/Units
Previous year question papers

Notes

Attendance Register

Updating of Students Database

The Class Teachers of all the departments have to prepare and update the
student database as per the prescribed format. The copy of the latest
database of the students is to be issued to all the concerned faculties to
understand the strengths, weaknesses and interest of the students.



2. Procedure to be followed during the course of the semester

2.0
2.0.1

2.0.2

2.1
2.11

2.1.2

2.1.3.

Students admission/enrolment

At the start of each semester, the administration office has to provide the list
of eligible students for each department.

The Class Teachers of all departments have to enrol the students to the
department through the prescribed registration form.

Fresher’s Day/Orientation Program

Before the commencement of regular classes of the semester (Even and ODD
semesters), all the department heads have to organize induction
program/orientation program for both new and old students.

The Class Teachers of the concerned classes have to give a Power Point
presentation on the following:

I. Vision and Mission of the Institute
ii. Vision and Mission of the department
ii. All the Facilities available in the Institute and department

v, Various Committees, Clubs and associations available for students
V. Significance of the course
Vi. Significance of each subjects of that semester

Vii. Scope of the course in getting placemats

viii. Gender sensitization for first year students

The Class Teachers of the departments have to arrange for visit to all the

laboratories of their department for first year students.

2.2

2.2.1

2.2.2

2.2.3

2.2.4

2.2.5

2.2.6

Class Room Interaction

All the faculties have to ensure the lectures will be delivered as per the
approved lesson plan.

All the faculties have to maintain faculty diary to record the topics covered
in class.

All the HODs have to review the diary of their faculties periodically to
monitor the progress and any deviations are to be covered in the due
course.

All the faculties have to maintain the student attendance registers for both
theory and practical classes.

All the faculties are encouraged to make their lecture sessions more
interactive.

All the faculties are encouraged to make use of ICT enabled teaching aids
in delivering their lectures.
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2.4.5

2.5

2.5.1

2.5.2

2.6

2.6.1

All the faculties are encouraged to strive for continuous internal evaluation
of their students in their subjects.
All the faculties have to conduct technical quiz after completion of each
unit/module.
It is the responsibility of each faculty to complete the prescribed syllabus
by taking special classes, if required.

Issue of Lesson Plan, Question Bank, Assignment Questions and Cos
On the first day of class room interaction, all the faculties of the
department have to issue the copies of approved lesson plan, question
bank, Course Objectives (COs) and assignment questions to the students.

Laboratory Interactions

The faculties of the department who are in-charge of particular laboratory
classes are responsible for completing the laboratory experiments
prescribed by the university.

The concerned faculty has to evaluate the practical records of the students
immediately after submission.

The concerned faculty has to conduct viva-voce for each experiment.
The concerned faculty has to conduct a test at the scheduled date.

The concerned faculty has to allocate 1A marks of laboratory class
considering the conduction of the experiment, viva voce and lab record
marks.

Segregation of slow learners and advance learners

The proctors/mentors along with the concerned class teacher has to
identify the slow learners and advanced learners in the beginning itself by
interacting with the students, considering the previous examination marks.

The list of slow learners and advanced learners has to be prepared by the
concerned class teachers of the departments. The list is to be reviewed
periodically to analyse the progress by the department heads along with
the concerned class teachers.

Special programs for Slow and advanced learners

All the heads of the departments have to conduct the special programs
for slow learners and advanced learners according to a timetable prepared
separately for them, including counselling, special classes, bridge courses,
crash courses, providing mini-projects, internships.



2.7

2.7.1

2.8
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2.8.2

2.8.3

2.8.4

2.9
29.1

29.2

2.9.3

294

2.10

Continuous internal evaluation

The faculties of all the departments have to monitor continuously the
progress made by each student in their subjects’ viz. the internal
assessment test marks, laboratory performance and performance in
assignments.

Completion of syllabus by faculty
All the faculties of the departments have to complete the teaching of the
prescribed syllabus by the University to the students without fail.

In extra-ordinary cases, the faculty has to complete the syllabus by taking
special classes with the approval of the department heads.

The topic covered in each class has to be entered in the Faculty Diary.

The teaching is to be carried out by all faculties as per the approved lesson
plan. In case if any deviation in this, the same has to be brought to the
notice of the department heads. Suitable corrective action has to be taken
by the faculty under intimation to the department heads.

Organizing SDP, FDP, Workshops and Seminars/Conferences

All the department heads have to organize sufficient number of SDPs,
FDPs, workshops and seminars for the benefits of the students and faculty
to create awareness on the state-of-the-art technologies.

Reports on the program conducted to be prepared by the faculty of the
department in-charge of that program. Attendance of the participants and
their feedbacks for all the programs conducted should be taken by the
program in-charge.

The funds required for organizing such programs has to be get approved
from the Principal.

Proper accounting report to be provided by the program in-charge on the
amount spent on organising the event.

Conduction of Internal Assessment Tests, Valuation and Analysis

2.10.1 The conduction of Internal Assessment Tests, Valuation and Display of 1A

Marks should be as per the procedures of the approved test conduction
process manual only.



2.10.2

2.10.3

2.11
2.11.1

2.11.2

2.12
2.12.1

2.12.2

2.12.3

2.13
2.13.1

2.13.2

2.13.3

2.14

2.14

The 1% IA test marks scored by the student can be used for segregating the
Slow Lerner and Advanced Lerner.

All the faculties of the departments have to analyse the marks scored by
first two IA tests and evaluate the progress of each student in their
respective subjects. Accordingly, suitable remedial measures have to be
taken for the needy students.

Usage of ICT enabled teaching aids

All the faculties of the departments have to make extensive use of ICT
enabled teaching aids and e-learning resources, in delivery of their
lectures.

All the faculties of the departments have to make extensive use of online
content and NPTEL, and other Video lectures to supplement the class
room teaching.

Student representation in all committees and events

The institute encourages all students to take part in all activities of the
institution.

There will be student participation (both male and female) in all the
committees/associations/clubs constituted by the Institution.

The HoDs have to nominate the required number of students in all the
committees/clubs/groups at the department and college levels.

Industrial/Field Visits, Internship and student exchange programs

It is the responsibility of the department heads has to organize Industrial
Visits/Field Visits/Internships and student exchange programs.

Each department head has to conduct at least three above mentioned
programs for the benefit of their students.

The faculty in-charge has to prepare the reports on the above events and
to submit to the HODs along with the attendance of the participants.

Research projects/Sponsored projects

The faculties of all the departments have to strive for getting research
projects/sponsored projects(funded projects) for their respective
departments through various agencies like AICTE, UGC, DST (Karnataka
State Government), etc,.

10
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2.15.2

2.15.3

2.15.4

2.155

2.15.6

2.16

2.16.1

2.17

2.17.1

2.17.2

2.18

2.18.1

POs and COs attainment

The head of the departments has to upload all the Program Outcomes
(POs) and all Course Outcomes (COs) of their departments, based on the
Graduate Attributes (GAs) concerning that specific program, in the
institution website well in advance.

All the faculties have to frame the IA Test papers giving suitable weight-
age for each COs enabling for easy evaluation of the attainments.

At the end of each IA test, all the faculties have to evaluate the COs
attainment by each student.

All the faculties have to submit the CO attainment reports to their
department heads for their analysis.

Department heads have to nominate one Attainment coordinator for their
departments.

Attainment of course objectives and outcomes are to be evaluated
through the feedback obtained from the students. This is the
responsibility of the Class Teachers of the departments.

Industry Academia interactions

It is responsibility of the department heads to facilitate the industry
academia interactions to bridge the gap by arranging sufficient number
of industrial visits, field visits and arranging interactions with industry
experts/alumni with students.

Report of syllabus coverage/ student attendance

All the faculties of the departments has to submit the report on syllabus
coverage and attendance of the students in their subjects, in the
prescribed format to their HODs, at the beginning of each IA test.

The above report has to be analysed in the Academic Review Meeting to
be taken by the Principal. Suitable measures to be taken by the
concerned faculty if any discrepancy found.

Pre-placement training programs for pre-final year students

The faculties are encouraged to take pre-placement training for the pre-
final year students of the department, in soft skills and technical skills.

11



2.18.2

2.18.3

2.19

2.19.1

2.19.2

2.19.3

2.20

2.20.1

2.20.2

2.20.3

2.21
2.21.1

2.21.2
ARM.

2.21.3

2.22

2.22.1

The calendar of events for the pre-placement training is to be prepared by
the department heads with the assistance of the placement coordinators.

Attendance of the participants for each program conducted should be taken
by the placement coordinators of the departments.

Placement drives for final year students

The Placement Officer of the institution in coordination with the
department faculty coordinators and student coordinators has to conduct
placement drives for the students.

The coordinators of all the departments have to maintain the database of
the placed students in their department, year wise.

Attendance of the participants for each program conducted should be taken
by the placement coordinators of the departments.

Maintaining Faculty Dairy

All the teaching faculty of the department has to maintain the ‘Faculty
Dairy’ issued to them by the institution (One Faculty Dairy per year).

All the entries (Class Room interactions/Topics covered and other
activities of the day) in the dairy to be completed by the faculty and to take
the signature of the HODs at the end of the day.

The faculties are required to produce the Dairy to the Principal during
Academic Review Meeting (ARM) for his review and signature.

Academic Review Meeting (ARM)

Principal of the institution has to take Academic Review Meeting with the
faculty, department wise during each test time to review the academic
progress by each faculty.

Principal has to announce the date and time for each department for the

The minutes of the meeting is to be send to each department for the
improvements in the drawbacks, if any.

Project, Technical Seminar and Internship

The HODs have to make required number of batches of students for
project as follows:

2.22.1.1 B Pharm VIII Semester: 5 students in each batch, considering students

preferences.

12



2.22.2

2.22.3

2.22.4

2.22.5

2.22.6

2.22.7

2.22.8

2.22.9

2.22.10

2.22.11

2.23
2.23.1

2.23.2

2.22.1.2 Pharm D. V Year: Minimum 2 and Maximum 4 students in each
batch, considering students preferences.

The Technical Seminar has to be given by individual students.

The HODs have to nominate the Project Work Coordinator, Seminar
Coordinator and Internship coordinator for their departments.

The HODs have to make arrangements for providing Internships to
students in reputed industries.

The HODs have to allocate guides for each batch of students for Project
Work and guides for Technical Seminar.

In case the students get permission from industries to carry out the project
work, the internal guide has to discuss with the external guide in the
beginning of the semester/year and make visits to the industry periodically
to evaluate the progress in the project.

Internal guides of the departments have to provide regular updates to the
project coordinator and the HoD on the status of the project work and any
deviations are to be reported immediately to the HoDs for taking suitable
actions.

The guides should ensure that the students are regular and punctual to their
work and adheres to the schedule given by the departments in preparing
for the seminars/project work, report documentation in lieu with the
university requirements.

The guides should ensure that the seminar/project report is of quality
standards as per university requirements and is to be submitted within time
frame specified.

The Project Work and Technical Seminar Evaluation committees of the
department should allocate marks for each phase of the Project and
Seminar and to be documented. The final marks to be awarded based on
the marks scored by the students in all the three phases of presentation.

The project coordinators has to arrange for the project exhibition in-house
and other institutions.

Elective options from the students for the VII1 Semester B Pharm

All the department heads have to offer the open elective subject to all other
departments.

The Course coordinator and Elective Coordinators are responsible for
getting the options of electives (Open Elective/Professional Elective) from

13
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2.24
2.24.1

2.24.2

2.25
2.25.1

2.25.2

2.25.3

2.25.4

2.26

2.26.1

2.26.2

2.27
2.27.1

the students in a written document after explaining the scope of each
elective to the students.

The report of Elective selection by students is to be submitted to the
Principal by HoDs.

Proctors report/performance report of the students to parents

At the end of each internal assessment test, the proctors has to prepare the
proctor report/progress report of their students and sent to their
parents/guardians by post/email.

The parents/guardians of the students are informed about the weakness
and strong points of their ward.

Parents Teachers meeting

The Class Teachers of the department has to organize the Parents Teachers
meeting on the days scheduled in the calendar of events of the institution.
A separate book to be maintained to record the parent’s signature and their
feedback/comments.

The proceedings of the meeting and feedback from the parents have to be
maintained with Class Teachers concerned.

The feedbacks from the parents to analyse and a report to be submitted to
the head of the departments by the concerned class teachers.

The HoDs have to take suitable actions with respect to the reports, if
required.

Online entry of IA Marks and Attendance to University Web portal

The concerned official has instructed to enter the 1A marks to University
Web portal upon notification by the University.

The concerned official has instructed to enter the attendance to University
Web portal upon notification by the University.

Submission of 1A Marks and Attendance Statement to University

The head of each department has to send the IA marks and Attendance
statement of students to the University in the format and time prescribed
by the University.

14



2.27.2 The hard copy of the above statements with the signature of the students

2.28

2.29

to be preserved by the department heads for inspection by LIC committee.

Responsibility of faculty and various coordinators

The duties and responsibilities of the faculty and various coordinators are
as per the laid down procedures of the institution in this regard.

Disciplinary action against erroring Faculty/Staff

Disciplinary action against the erroring faculties in their duties has to be
taken as per the laid down procedures of the institution in this regard.

3. Procedures to be followed at the closure of the semester

3.0
3.0.1

3.0.2

3.0.3

3.1
3.11

3.1.2

3.1.3

Students Feedback

The faculties nominated by the HoDs have to take feedback from all the
studentsof all the classes in the prescribed format at the end of all the
semesters and submit to the administration office in closed covers.

The office faculties nominated by the Principal have to analyse the
feedback and make a report on the same, department wise and submit to
the department heads.

The HoDs have to analyse the report and to take suitable remedial actions
if the performance of the faculty is not up to the mark, if any.

Exit Feedback from outgoing students

The Class Teachers of all the departments have to take feedback from all
the outgoing students (Final Semester Students) in the prescribed format
at the end of the semester.

The Class Teachers of all the departments have to analyse the feedback
and make a report (Satisfactory Index) on the same and submit to the
departments heads.

The HoDs have to analyse the report and to give emphasis on the areas
where the students’ satisfaction index is not up to the mark, if any.

3.2 Result Analysis

3.21

The Class Teachers of all the departments have to make result analysis
immediately after the announcement of the results of their class by the
University.

15



3.2.2

3.2.3

3.3
3.3.1

3.3.2

3.4

34.1

3.4.2

Vii.
Viii.

Xi.
Xii.

The result analysis reports should be submitted to the HODs and the
Principal by the concerned Class Teachers.

The HoDs have to analyze the result for each class and suitable measures
have to take in case any poor performance by the faculty.

Preparation work for the next semester

All the department heads have to announce the open elective subjects they
are offering to VIl Semester students.

The class coordinator has to take the student options for open elective
subjects for the VI semester. The report on the same is to be submitted
to the concerned HoDs.

Vacations

At the end of each semester, vacation for teaching and non-teaching staff
will be declared by the Principal of the institution. Vacation period and
slots for vacation are to be decided by the Principal of the institution.

All the teaching faculty has to submit the following documents to their
HoDs before availing the vacation.

Department Calendar of Events

Timetable (Class, Lab, Individual and consolidated)

Lesson plans

Question Bank, Assignment Questions Unit/Module wise

Course Material

Attainment of previous courses handled

COs for all the subjects handled

Students Project synopsis/Seminar synopsis

Proctor Books

List of University recommended Text Books/Reference Books required
for the library

Entry of 1A marks in the University Portal

The department newsletters to be published by the concerned department
coordinator/editor

16



CONDUCTION OF INTERNAL ASSESSMENT (1A)

TESTS

PREFACE

The objective of IA manual 1s to monitor the process of conducting

and evaluating the mternal assessment as per guidelines of affilhated

university to faculty.

The manual promotes effective procedures of carrying out mternal

assessment for UG and PG programs and finalising and evaluating the

mternal assessment of students.
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Format for room nvigilation duty list session wise
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Format for faculty invigilation duty allotment
Format for absentee statement branch wise, semester wise and

section wise
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2.1

2.2

2.3

2.4

2.5

2.6

APPOINTMENT OF CHIEF SUPERINTENDENT [CS]

The Principal shall be the Chief Superintendent of the Internal Assessment Test.
The Chief Superintendent [CS] shall appoint one of the senior Professors/Associate
Professor and an Assistant Professor of the college as the Chief Coordinators for
conduction of the Internal Assessment [IA] Test and suitable number of
departmental coordinators to support them in discharging their duties. The Chief
Coordinators shall assist the Chief Superintendent in identifying suitable persons
for appointing them as Departmental Coordinators [DC], Room Superintendent
[RS] and other supporting staff for conduction of IA Test.

The duties assigned with reference to the conduction of IA Test are mandatory for
all the staff and non-performance is liable for disciplinary action as per the
institutional norms.

2. DUTIES & RESPONSIBILITIES OF THE CHIEF COORDINATOR

On receipt of appointment order as the Chief Coordinators [CC], he/she shall report
to the Chief Superintendent [CS] within a period of 48 hours.

The Chief Coordinators shall give stationary material required for conduction
of 1A Test like A4 sheets, Cello tape, Files, no. of Blue books and notice board
pins fifteen days before the commencement of IA Test to the Administrative
officer [AQ].

The Chief Coordinators shall receive all the stationary material required from
the office for conduction of the 1A Test.

The Chief Coordinators shall send a circular to all the HOD’s to nominate a
Departmental Coordinator [DC].

The Chief Coordinators shall distribute the blue books to Departmental
Coordinator [DC] as per there requirement prior to the one week before the

commencement of |A Test.

The Chief Coordinators shall conduct a meeting with Departmental Coordinator
[DC] before the commencement of 1A Test and discuss about the overall process.
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2.7 The Chief Coordinators shall collect the list of faculties of various Departments
from the office for discharging the Room Superintendent [RS] duties.

2.8 The Chief Coordinators shall collect the list of students of various departments
from the office and cross check the list with the Departmental coordinator [DC].

2.9 The Chief Coordinators shall prepare the IA Test time table and get the
approval from concerned departmental HOD’s and display it on the notice
board ten days prior to the IA Test.

2.10 The Chief Coordinators shall take enough care to arrange the common
question paper for common subjects, irrespective of the branch. [Ex:
Pharmaceutical Marketing subject should be common for all the students
throughout the Class] and instruct the same to DC well in advance.

2.11 The Chief Coordinators shall prepare semester wise, department wise and section
wise Absentee statement and circulate to each department.

2.12 The Chief Coordinators shall prepare B-form semester wise, department wise
and section wise for the signatures of students and Room Superintendent [RS].

2.13 The Chief Coordinators shall allot the seating arrangement for students
session wise as follows;

(i) There will be two sessions every day.
(if) Session 1 [10.30AM to 12 Noon] and session 2 [2.30 PM to 4.00PM] that
is for 1.30 hour [30 Marks].
(iii) Maximum capacity of students in a room is 40.

2.14 The Chief Coordinators shall allot room Invigilation duty to Room
Superintendents [RS] session wise as follows;
(i) Professor: Two duties.
(i) Associate Professor: Three duties.
(iii) Assistant Professor: Four duties.
(iv) Assistant Professor (Fresher): Five duties.

2.15 The Chief Coordinators shall send the Time table, Room Invigilation duty list,
student’s room allotment list, question paper format [higher/lower semester] and
Absentee statement to all the Departmental coordinators [DC] one week before
the commencement of 1A Test.

2.16  The Chief Coordinators shall collect all the question papers from the
Departmental coordinators [DC] date wise and session wise according to
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2.17

2.18

2.19

2.20

2.21

2.22

2.23

2.24

Time table in a sealed cover and safely stored in strong room two days
before the commencement of 1A Test.

The Chief Coordinators shall monitor all sessions for the smooth conduction
of IA Test.

The Chief Coordinators shall assign the duties to the other supporting staff
and see that everyone involved in the smooth conduction of 1A Test.

The Chief Coordinator shall report for duty 30 minutes prior to the start of
IA Test on all the sessions.

The Chief Coordinators shall facilitate the recording of the attendance of the staff
reported for duties on each day and shall report any discrepancies to the CS.

The Chief Coordinators shall liaison between the CS and the Departmental
Coordinators [DC] for monitoring/inspection during the conduction of IA
Test and also in recording the cases of malpractices reported by either the
DCs/RS.

The Chief Coordinators shall display student’s room allotment list one
hour before the commencement of the 1A Test.

The Chief Coordinator shall collect a copy of Absentee statement form DC
and submit it to CS soon after the completion of 1A Test.

Any insubordination or negligence of duties by the coordinators/staff shall
be reported by Chief Coordinator to the CS for a suitable action.

3. DUTIES & RESPONSIBILITIES OF DEPARTMENTAL COORDINATOR

3.1

3.2

The Professor/Associate Professor/Assistant Professor can be nominated as a
Departmental Coordinator by HOD’s of concerned department.

The Departmental Coordinator [DC] shall meet the Chief Coordinators and
collect the necessary information about the smooth conduction of 1A Test.
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3.3

3.4

3.5

3.6

3.7

3.8

3.9

3.10

3.11

3.12

3.13

3.14

The DC shall give the number of blue books required to Chief Coordinators
depending on total number of students in the concerned department [Total no.
of students X Total no. of subjects in each semester].

The DC shall collect the blue books from the Chief Coordinators five days
before the commencement of IA Test with the help of Instructor/attender.

The DC shall display the IA Test time table 10 days prior to the
commencement of IA Test.

The DC shall collect all the question papers of concerned department in a sealed
cover from the respective faculties and arrange it in day wise and session wise in
a sealed cover and hand it over to the Chief coordinators a day before the
commencement of the 1A Test.

The DC shall report to the duty 30 minutes prior to the start of 1A Test in
their respective sessions.

The DC shall collect all the necessary documents like IA Test Time table,
Invigilation duty list, Absentee statement and Student’s room allotment list from
Chief Coordinators five days before the commencement of the 1A Test.

The DC shall instruct all the respective departmental faculties to note down their
Invigilation duties, arrange their respective subject’s blue books according to
student’s room allotment given and also arrange the respective subject’s question
paper according to student’s room allotment in a sealed cover.

The DC with the help of instructor/attender shall arrange blue books and
question papers session wise, room wise 30 minutes before the commencement
of 1A Test.

The DC with the help of instructor/attender takes the signature of students
and RS and shall monitor all the respective sessions for the smooth conduction of
IA Test.

The DC with the help of instructor/attender shall report 20 minutes early for
the collection of blue books after completion of IA Test.

The DC with the help of instructor/attender shall send all the blue books to
the concerned faculties after the completion of IA Test and take the

acknowledgement for the same.

The DC shall submit a copy of Absentee statement to the Chief Coordinators
soon after completion IA Test.

21



3.15 The DC shall take alternative arrangement for Invigilation duty of the

4.1

4.2

4.3

4.4

4.5

4.6

respective faculties if they are going on CL well in advance and inform the
same to CC immediately.

4. DUTIES & RESPONSIBILITIES OF THE ROOM SUPERINTENDENT

The Room Superintendent [RS] shall report to the Chief coordinators at  the
Exam section at least 20 minutes before the commencement of the IA Test
and record his/her reporting to duties by affixing his/her signature in the
attendance register placed for the said purpose.

The Room Superintendent shall ascertain the 1A Test room/block assigned to
him/her and the number of candidates in the block.

The RS shall collect the blue books, question papers and corresponding to the
allotted room/block from the Chief Coordinators under acknowledgement.

The RS shall reach the allotted IA Test room/block, 10 minutes before the
commencement of the 1A Test and permit the entry of students to the IA Test
hall. The RS shall see that the students occupy only the seats allotted for them.

The Room Superintendent shall ensure that candidates take their seats before
the commencement of IA Test, even through the candidate shall be allowed
to enter the 1A Test hall up to 10 minutes from the commencement of the
paper (In such special cases, candidate details should be recorded and submitted to
Chief Coordinators).

Prior to issuing the blue book to the students, the RS shall mandatorily announce
to the students to leave the books, papers and other reference materials etc., outside
the 1A Test hall and instruct the candidates to search desks, tables, their pockets,
wallets, instrument box and hand over to the Room Superintendent if any papers /
notes/ manuscripts / books or any material. The RS shall inform the students that
they shall not be in possession of any written material on hand/s, palm, writing
pads, outer covers of calculator/geometry box/programmable calculator, hand
kerchief,....etc., also they shall not possess mobile phone or any other electronic
gadget such as memory chip etc., in the IA Test hall.

4.7 The blue books shall be distributed to those candidates only who are seated in  the

IA Test hall five minutes before the commencement of IA Test and are not to be
placed on the vacant seat.
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4.8

4.9

4.10

411

412

4.13

4.14

4.15

4.16

The Room Superintendent shall distribute the question papers to the candidates
seated in the 1A Test hall, only when the commencement bell/time of the IA Test
is given.

The Room Superintendent shall affix signature on the answer booklets of the
students, at right side of first sheet of 1A Test as Room Superintendent signature
after checking the necessary details filled by the students.

The RS shall instruct the candidates to write the date, subject name, subject
code, room no. and test no. in the blue book before the commencement of IA
Test.

If any Candidate is absent the word ABSENT shall be written in capital letters
in the appropriate column of the attendance sheet (FORM B), preferably in
red ink, after expiry of 10 minutes from the time of commencement of the 1A
Test.

The RS shall not allow the candidate to use unfair means in the examination
hall.
No candidate shall be allowed to go out for toilet.

The Room Superintendent are expected to take rounds in the hall and shall
not engage themselves in conversation with other Room Superintendent
while the 1A Test is going on and also shall should not use mobile phone.

The Room Superintendent should ensure that, there is no communication
among candidates in the 1A Test hall.

The violations of instructions by any candidate shall be brought to the notice
of the Chief Coordinators immediately.

4.17 After the expiry of the time of the 1A Test, when the final bell/time is given,

the Room Superintendent shall collect the blue books and shall arrange seat
number wise and hand them over to the DC at Exam section soon after the
completion of that session.

4.18 Candidates shall be allowed to leave the examination hall only after the

completion of full duration from the commencement of the IA Test.

4.19 The Room Superintendent shall be personally held responsible for loss,

misplacement of any blue books.
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4.20 While taking rounds of the 1A Test hall, if the Room Superintendent notices
any candidate indulging in copying or possessing a blue book other than that of
the candidate, any written material on calculator/geometry box / scale / parts of
the body, he/she shall immediately take in his / her possession the candidate’s
blue book, question paper, and the materials which he/she has used for copying
and immediately report to the Chief Coordinators.

4.21 Any dereliction to duties on the part of the Room Superintendent as observed
by the Chief Coordinators will be recorded and reported to the CS based on

which the CS initiates the necessary disciplinary action.

4.22 The Room Superintendent shall not leave the College premises until he/she
personally hands over the blue books to the DC.
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5.1

5.2

5.3

5.4

5.5

5.6

5.7

5.8

5. DUTIES & RESPONSIBILITIES OF ALL THE FACULTIES

The Faculty shall prepare the question papers of their respective subjects well
in advance and shall get the approval from the concerned HOD’s five days
prior to the commencement of IA Test.

The Faculty shall follow the prescribed format for preparing the question
papers. [All semester: 30 marks (1.30 hours)].

The Faculty shall take the necessary copies of question papers of their
respective subject depending upon the number of students.

The Faculty shall prepare the common question paper for common subjects,
irrespective of the branch. [Ex: Pharmaceutical Marketing subject should be
common for all the students throughout the class].

The Faculty shall submit the question papers to the concerned Departmental
coordinators three days before the commencement of IA Test in a sealed cover

by arranging them subject wise and room wise according to the students allotment
list.

The Faculty shall write the necessary details on the sealed questions like 1A
Test date, Subject name, Subject code and No. of question paper copies before
submitting it to DC.

The Faculty shall note down the Invigilation duties assigned to them and take
enough care for smooth conduction of IA Test.

The Faculty shall make necessary alternate arrangement for their Invigilation

duty well in advance if they are going on CL and inform the same to the DC in
advance.
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5. FORMAT FOR
YEAR/SEMESTER TIME TABLE

R. R. COLLEGE OF PHARMACY BANGALORE-90
Time Table for B Pharm and Pharm D
Sessional Theory Examination

MORNING SESSION
(10.30 AM TO 12.00 Noon)

Date / Day I —B Pharm IV B Pharm Il Pharm D 11 Pharm D V Pharm D
22/03/2017 Human Anatomy Pharmaceutical Pathophysiology Pharmacology-I1 Clinical research
WEDNESDAY | And Physiology Technology&
Biopharmaceutics
23/03/2017 Pharmaceutics Industrial Pharmacognosy Pharmaceutical Medicinal Chemistry Pharmacoepidemiolo
THURSDAY Microbiology gy &
Pharamcoeconomics
24/03/2017 Pharmacognosy Pharmacology & Toxicology | Pharmacognosy & Pharmacotherapeutics-11 Clinical
FRIDAY Phytopharmaceuticals Pharmacokinetics &
Pharmacotherapeuti
¢s drug monitoring
25/03/2017 Pharmaceutical Medicinal Chemistry- 11 Pharmacology - 1 Pharmaceutical | -
SATURDAY | Organic Jurisprudence
Chemistry-I
27/03/2017 Pharmaceutical Instrumental & Biomedical Pharmaceutical Analysis
MONDAY Inorganic Analysis Community Pharmacy | | e
Chemistry
28/03/2017 Advanced Industrial Pharmaceutical
TUESDAY | - Pharmacy / Pharmaco therapeutics - 1 Formulations | --memmemee-
Pharmacokinetics &
Therapeutic  Drug
Monitoring
30/03/2017 Pharmaceutical Marketing
THURSDAY | ----------- & Management / Clinical & | ------—----- | e e

Hospital Pharmacy

NOTE: 1. ID card & uniform is compulsory 2. All the students should report 15mins before examination




R. R. COLLEGE OF PHARMACY BANGALORE-90

I11 Sessional Theory Examination March -2017

Time Table for B Pharm and Pharm D

AFTERNOON SESSION
2.30-4.00PM
Date / Day 11 B Pharm 111 B Pharm | Pharm D IV Pharm D
22/03/2017 Physical Pharmaceutics Medicinal Chemistry- | Human Anatomy Pharmacotherapeutics-111
WEDNESDA And Physiology
Y
23/03/2017 Pharmaceutical Microbiology & | Pharmaceutical Jurisprudence | Pharmaceutics Hospital Pharmacy
THURSDAY | Biotechnology
24/03/2017 Pathophysiology Pharmacognosy & Medicinal Biochemistry | Clinical Pharmacy
FRIDAY Phytochemistry
25/03/2017 Applied Biochemistry Pharmaceutical Engineering | Pharmaceutical Biostatistics& Research
Organic Chemistry Methodology
SATURDAY
27/03/2017 Pharmaceutical Organic Pharmacology Pharmaceutical Biopharmaceutics &
MONDAY Chemistry 11 Inorganic Chemistry Pharmacokinetics
28/03/2017 Pharmaceutical marketing &
TUESDAY Management Clinical Toxicology

NOTE: ID card & uniform is compulsory.
All the students should report 15mins before examination.

PRINCIPAL

27



R R College of Pharmacy

Chikkabanavara Bangalore-560090
TENTITIVE | SESSESSIONAL EXAMINATION TIME TABLE FOR BPHARM AND MPHARM FOR THE ACADEMIC YEAR 2019-2020

TIME MORNING SESSION 10.30 TO 12.00 PM AFTER NOON SESSION 2.30 TO 4.00 PM

SL. | DATE BPHARM | SEMISTER | B PHARM IlI BPHARM V SEMISTER BPHARM IV YEAR M PHARM |

NO SEMISTER SEMISTER

1 14/10/2019 | Pharmaceutical Inorganic | Pharmaceutical Organic Medicinal Chemistry 1l Pharmaceutical Technology & | Mod,ph.Analytical
chemistry Chemistry 1l Biopharmaceutics Techniques

2 15/10/2019 | Pharmaceutical Analysis Pharm engineering Industrial Pharmacyl—- Theory | Instrumental & Biomedical Mod,Pharmaceutics

Analysis

3 16/10/2019 | Human anatomy Physical Pharmaceutics Pharmacology Il - Pharmacology & Toxicology Mod.Release drug
&Physiology Delivery System

4 17/10/2019 | Pharmaceutics Ph.microbiology Pharmacognosy and Medicinal Chemistry — Il Ph.Regulatary

&Biotechnology Phytochemistry 11— Theory affairs
5 18/10/2019 | Communication SKilll | ..., PharmaceuticalJurisprudence — | Industrial Pharmacognosy | .oceeeiienee,
Theory

6 19/10/2019 | Remedial maths/Remedial | ....c.ccoceeeeee.. | i, Advanced Industrial Pharmacy | ...................

Biology
NOTE; All the practical sessional will be conducted by respective subject teachers during their regular practical classes
EXAMINATION IN CHARGE PRINCIPAL

28




R. R. COLLEGE OF PHARMACY BANGALORE-90
Time Table M.Pharm Il Sessional Theory Examination MARCH -2017

MORNING SESSION (10.30 AM TO 12.00 Noon)
Date / Day M.PHARM. (PHARAMCEUTICS) M.PHARM. (PHARAMACOGNOSY)
24/03/2017 MODREN PHARMACEUTICAL ANALYSIS MODREN PHARMACEUTICAL ANALYSIS
FRIDAY
25/03/2017 PREFORMULATION & PRODUCTION INDUSTRIAL PHARMACOGNOSY
SATURDAY MANAGMENT
27/03/2017 BIOPHARMACEUTICS & PHARMACOKINETICS | ADNABCE PHARMACOGNOSY & PHYTOCHEMISTRY
MONDAY
28/07/2017 ADVANCES IN DRUG DELIVERY SYSTEM MEDICINAL PLANT BIOTECHNOLOGY
TUESDAY

NOTE: ID card & uniform is compulsory. All the students should report 15mins before examination.

PRINCIPAL
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6. FORMAT FOR

ROOM INVIGILATION DUTY LIST SESSION WISE

R R COLLEGE OF PHARMACY, BANGALORE-90
INVIGILATION DUTY LIST FOR THEORY EXAMINATION JANUARY-2017

S.NO DATE/DAY MORNING 10.30AM - 12.00 NOON AFTERNOON 2.30-4.00PM
1 16/01/2017 Dr.shailesh Yadav Mr. Subash P.G
MONDAY Dr.spandana .E. Mrs. Srilatha K.S
Dr. Geetha Jayaprakash Ms.Hima varshini
Mr. G Parthasarathy Mr. Hemanth S
Ms.Vindhya.N.S. Mr. R Raveendra
Mr. Nagaraj N.D Mrs. Sujatha P.M
Dr.Gnana ruba priya
Ms. Poornima N.B
2 17/01/2017 Dr. Geetha Jayaprakash Ms.Hima varshini
TUESADAY Mrs. Aparna A Mr. Hemanth S
Mr. Prasad .v. Kalahal Mr.subash P.G
Mr.Honnesh Mrs. Sujatha P.M
Ms.Vindhya.N.S. Dr.shailesh Yadav
Dr.Gnana ruba priya Dr.spandana .E.
Mrs. Srilatha K.S
Mr. Nagaraj N.D
3 18/01/2017 Ms.Hima varshini Dr. Geetha Jayaprakash
WEDNESDAY Mr. Hemanth S Mrs. Aparna A
Mrs. Srilatha K.S Mr. Prasad .v. Kalahal
Mr. G Parthasarathy Ms.Vindhya.N.S.
Mr.subash P.G Dr.Gnana ruba priya
Dr.shailesh Yadav Mrs. Srilatha K.S
Dr.spandana .E.
Ms. Poornima N.B
4 19/01/2017 Mr. R Raveendra Mr. G Parthasarathy
THURSDAY Ms.Hima varshini Mr. Nagaraj N.D
Mr. R Raveendra Dr.Gnana ruba priya
Mrs. Sujatha P.M Mr.subash P.G
Dr.shailesh Yadav Mrs. Srilatha K.S
Dr.spandana .E. Mrs. Sujatha P.M
Mr. Prasad .v. Kalahal
Mrs. Aparna A
5 20/01/2017 Ms. Poornima N.B Ms.Vindhya.N.S.
FRIDAY Mr. Hemanth S Mr. Hemanth
Dr.shailesh Yadav Mr.subash P.G
Dr.spandana .E. Mr. Syed Nizamuddin
Mr. G Parthasarathy Mrs. Aparna A
Mr. Nagaraj N.D Mrs. Sujatha P.M
Mr. Prasad .v. Kalahal
6 23/01/2017 Ms. Poornima N.B Ms.Vindhya.N.S.
MONDAY Mr.Honnesh Dr.Gnana ruba priya
Mr. G Parthasarathy Mr. R Raveendra
Mr. Nagaraj N.D
7 24/01/2017 Ms.Hima varshini Ms. Poornima N.B
TUESADAY Mr. Prasad .v. Kalahal Mr.Honnesh

Mr.Honnesh

Mr. Syed Nizamuddin

Invigilators are requested to report 15mins before the commencement of examination.

PRINCIPAL




QUESTION PAPER PATTERN

R. R. College Of Pharmacy, Chikkabanavara, Bengaluru-90
I st Sessional (Theory)Exam October-2015

Year:- | B.Pharm
Sub:-

Date: Max. Marks: 30

Day: Duration: 1hr 30 min.

Your answer should be specific to the question asked. Draw a neat diagram wherever require.

| - Answer “ANY ONE” of the following. 1X10=10M
1.
2.

Il - Answer “ANY TWO?” of the following. 2X5=10M
3.
4.
5.

111 - Answer “ALL” of the following. 5X2=10M

© N o

10.
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R.R.COLLEGE OF PHARMACY

9. FORMAT FOR
STATEMENT OF MARKS SUBJECT WISE ALL BRANCHES

IV SEM B.PHARM SECTION A INTERNAL ASSESSMENT MARKS LIST 2019-20
SUBJECT:
SUBJECT INCHARGE:

SN | REGISTER | NAME OF THE
0 NO Student 1 1A(T) I IA(P) 1 1A(T) 11 1A(P) AVERAGE
cls|TOTA| C |[S|[TOTA| C | S |TOTA| Cc | S | TOTA
M | E L M | E L M | E L M | E L THEORY PRACTICAL
10 | 15 25 5 |10 15 10 | 15 25 5 |10 15 c|s|]TOoTA | Cc | s | TOTA
M | E L M | E L
10 | 15 25 5 |10 15
1
2

o (N (oo~

10

11




12

13

14

15

16

17

18

19

20

SIGNATURE OF THE
FACULTY

SIGNATURE OF
HOD

SIGNATURE OF
PRINCIPAL
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R.R. COLLEGE OF PHARMACY
FINAL YEAR B.PHARM SESSIONAL EXAM INTERNAL ASSESSMENT STATEMENT 2019-20

SUBJECT: SUBJECT
INCHARGE:
SI.No Name of the Student | Sessional Exam Il Sessional Exam 11 Sessional Exam Average
Theory Practical Theory Practical Theory Practical Theory | Practical
1
2
3
4
5
6
7
8
9
10
11
12
13
14
15

SIGNATURE OF THE

FACULTY

SIGNATURE OF THE
HOD

SIGNATURE OF PRINCIPAL
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10. FORMAT FOR
ABSENTEE STATEMENT

RR COLLEGE OF PHARMACY

Chikkabanavara, Bangalore-90

Academic Year:

Absentee statement

Year : Internal Assessment.:
Subject:
Register | Name of the Student Date Invigilator’s Signature

No

Signature of Sessional Exam In-charge

Signature of Principal
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RESEARCH AND DEVELOPMENT

PREFACE

The major objective of this manual is to facilitate the Research and
Innovative work carried out by the faculty in their respective domain.

The manual 1s used as guide hne for regularizing the registration and
admission procedures and effective monitoring of the research work as per
the Rajiv Gandhi University of Health Sciences (RGUHS), Bengaluru

norms.

CONTENTS
1. R& D Procedure
2. Establishment of Research And Development (R&D) Cell
3. Objectives
4. Research Commuttee
5. Umversity eligibility for admission
6. Research process
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1. R&D PROCEDURE

Improving high-quality scientific research is a necessary requirement for creating
successful applications. The objective of Research & development (R&D) initiatives
undertaken by R R College of Pharmacy is to build research careers, utilization of human
potential, support to strengthen the knowledge foundation and promote the creation of new
applications, as well as societal impact of education, research and innovation.

To achieve the high quality research ambience, following policies has been undertaken. A
research development cell has been established that will prepare and implement the
documents for development of research and development activities within the institute.

2. ESTABLISHMENT OF RESEARCH AND DEVELOPMENT (R&D) CELL

2.1. The Research and Development (R&D) Cell was established as per the university
guidelines.

2.2. The R&D Cell comprise of the following members:

Principal,

Head of the Department

R & D co-ordinator

Research guide

Faculty Members of Department

3. OBJECTIVES

e To develop necessary infrastructure for establishing Incubation centre.

e Promote emerging areas of research and development of internal research facilities
and utilizing facilities available with 11Sc, NIPER, and ICMR etc.

e Educating the faculty regarding the importance of IPR (Intellectual Property Rights)

e To enhance the industry and institution interaction through consultancy, development
new product to improve quality, productivity and process of manufacturing

e The provision of research and development opportunities for academic staff to
maintain enthusiasm, awareness of current scholarship and relevance in teaching and
other institutional activities.

e The development and enhancement of the Institute’s research capacities and mobilize
funds from government and non-government organizations.

e Motivate all faculty members to pursue research and development of innovative
ecosystems in their respective areas of expertise.
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e Motivating faculty to carryout consultancy activities and publish journal papers
related to their thrust area of research.
e Latest RGUHS regulations will be followed for Ph. D admission.
Revised ordinance governing enrolment of candidates for research leading to
Ph.D in various faculties of health sciences 2020. (Link provided below)
https://www.rguhs.ac.in/phd/2019/0Ordinance%20for%20Ph.D%202019-20.pdf

4. RESEARCH COMMITTEE

4.1. Constitution of Boards/Committees

The University shall constitute the following Boards/Committees for monitoring the
Ph.D. Programme:

a) Ph.D Registration Committee

The composition, duties and responsibilities of the Boards and Committees shall be as
given below:

a) Ph.D Registration Committee
The Registration Committee to be constituted by the Vice Chancellor for Faculty shall

consist of:

1.
2.
3.

5. UNIVERSITY ELIGIBILITY FOR ADMISSION

Dean of the Faculty
BOS Chairman, PG Studies
Past Dean

Two Senior Faculty

Two Subject Experts
Director R and D

Chairman
Member
Special Invitee

Members

Special Invitees
Member Scretary

5.1 ELIGILIBLITY CRITERIA TO APPEAR FOR ENTRANCE EXAMINATION:
A postgraduate qualification in the concerned specialization and faculty.
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https://www.rguhs.ac.in/phd/2019/Ordinance%20for%20Ph.D%202019-20.pdf

5.2 ELIGIBILITY CRITERIA FOR ADMISSION TO Ph. D. PROGRAMME:

The Students who score 50% and above marks in the Entrance Examination are declared
qualified foradmission as per calendar of events and such marks are valid for two terms (
for that academic year and next academic year).

5.3 Pharmacy: Candidates with M.Pharm, Pharm-D and Pharm -
D (PB) degree awarded by this University or a College/University recognized by
AICTE/PCI/RGUHS o a P.G. Degree in  Pharmacy considered &
equivalent by RGUHS, are eligible for enrollment for Ph.D course in Pharmacy.

Note:

e Candidates with Pharm
D degree are eligible to register for Ph.D in Pharmacy Practice only.

e Candidates with M -
Pharm in Pharmaceutics, Pharmaceutical Technology and Industrial Pharmac
y areeligible to register for Ph.D in any one of the 3 subjects.

e Candidates with M -
Pharm in Quality Assurance and Pharmaceutical Analysis are eligible to register fo
r Ph.D in any one of the 2 subjects.

5.4 Admission procedure to Foreign Nationals / NRIs:

e Foreign Nationals / NRIs intending to register for Ph.D Programme should obtain
equivalence certificate from AIU and Eligibility Certificate from RGUHS before
admission.

e The post graduate qualified Candidates from other Universities applying for Ph.D
Registration are required to obtain eligibility certificate by paying the eligibility fees
as prescribed for PG Programme by RGUHS.

e All foreign nationals irrespective of their PG Studies in India (including RGUHS) or
abroad are required to obtain eligibility certificate by paying eligibility fees and
submission of copies of valid passport, visa and police permission for residential permit
for stay in India.

5.5 DURATION OF THE Ph.D. PROGRAMME:

5.5.1 The Candidate, Ph. D guide and the research department are in the same institution, the
Course duration for full time course is three years and for part time course it is four
years for the faculty.
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5.5.2 The guide and research department are from one institution and the candidate is from
another institution affiliated to RGUHS, the minimum course duration for Part time
Ph.D. shall be or four years.

The registration of candidates for Ph. D will not be considered, if the candidate, guide
and research department are in three different places.

5.5.3 Maximum duration shall be seven years including course work from the date of
his/her provisional registration for the faculty.

5.5.4 Extension beyond the above limits may be considered by the Ph. D. Registration
committee of the respective faculty on case to case basis, only in exceptional cases,
for maximum period of one year, based on the representation submitted by the student
and the guide.

5.5.5 The women candidates and Persons with Disability (more than 40% disability) may
be allowed a relaxation of two years for Ph. D. in the maximum duration.

5.5.6 The women candidates may be provided Maternity Leave/Child Care Leave once in
the entire duration of Ph. D. for up to 240 days.

Note: In case of relocation of a Ph. D. woman scholar due to marriage or otherwise,
the research data shall be allowed to be transferred to the University to which the
scholar intends to relocate, with prior consent of the Guide provided all the other
conditions in these regulations are followed in letter and spirit and the research work
does not pertain to the project secured by the parent institution/Guide from any
funding agency. The scholar will however give due credit to the parent guide and the
institution for the part of research already done. This relocation should be done with
the approval of the Ph.D. Registration committee of the faculty.

5.5.7 The contact period for Part time Ph. D Student shall be 45 days for every 6 months.
The candidate has to submit attendance certificate duly signed by the Guide and the
Principal for this period through proper Channel along with half yearly reports.

5.5.8 Part Time facility provided for pursuing Ph. D Programme can be availed ONLY by
teaching faculty working in colleges affiliated to RGUHS and eligible candidates
working in department of different Institutions/ Industry/ Hospitals recognized by
RGUHS as Ph. D research centres.

6.0 PROCEDURE FOR ADMISSION:

6.1. All the candidate intending to register for Ph. D. programme shall appear for
the entrance test conducted by the University

6.1.a.

An Entrance Test shall be qualifying test with qualifying marks as 50%. The test consists
of two papers, conducted over two sessions of one and half hours each. The syllabus of
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the first paper consists of Basics of research methodology and will carry 50 marks. The
Second theory paper which will be subject specific, preferably short notes with the
competence of PG  standard  will cary 50  marks. The Entrance
Test shall be conducted at the Centre(s) notified by the University.

6.1.b.

An interview/viva-voce to be organized by the University for the candidates who success
fully clear the entrance test and are selected for the Ph. D. course to discuss their
research interest/area through a
presentation before a duly constituted University Ph.D. R
egistration committee of the respective faculty.

6.1.c. The interview/viva voce will also consider following aspects, viz. whether:
i. To evaluate the research aptitude of the applicants.

ii. The candidate possesses the competence for the proposed research.

iii. The research work can be suitably undertaken at the Institution/College.

iv. The proposed area of research can contribute to new/additional knowledge.

6.2. There will be only one stream of admission annually. The eligibility secured at the
entrance test is valid for admission as per calendar of events and such marks are valid
for two terms (for that academic year and next academic year).

6.3. The Colleges under the university which are allowed to conduct Ph. D. programmes shall
decide on an annual basis through their academic bodies, a predetermined and
manageable number of Ph.D. scholars to be admitted, depending on the number of
available Research Guides (not exceeding the permissible number of Scholars in each
department) and other academic and physical facilities available. They shall follow the
norms regarding the scholar- guide ratio, laboratory, library and such other facilities.

6.4. The University will notify well in advance through the University website regarding the
criteria for admission, procedure for admission, details of entrance test centre(s) and all
other relevant information for the benefit to the candidates.

6.5 The University shall maintain the list of all the Ph. D. registered students on its website on
year-wise basis. The list shall include the name of the registered candidate, topic of
his/her research, name of his/ her Guide/co-Guide and date of enrolment/registration.
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6. RESEARCH PROCESS

Mission of Research process is mainly on future oriented, long term activities in
Health sciences using easy and feasible methods and techniques to scientific
research directed towards wishful outcomes and with broad forecasts of societal
and commercial yield.

Research process of R&D cell includes of research activities as well as the
laboratory facilities.

6.1. Research activity:

Applying research proposals to access research funding from various
authenticated State and Central Government agencies like UGC, AICTE,
RGUHS, DST, VGST, CSIR, DBT, ICMR, etc.

Writing research journal papers associate with research work.

Conducting project exhibitions related to students project models.
Organising National and International conferences and workshops related to
thrust research area.

R & D consists of Ph. D guides with their regular interaction with students.
Planning patents for new product development.

Institute promote teachers to attend research seminars / workshops and
trainings.

Institute provides academic infrastructure like instruments, laboratories, ICT
facility, Library, HELINET and other requirements, to carrying out research
activity.

College provides continuous inputs to promote students to expose various
research regions where they can handle projects independently.

Proposals have sent to purchase sophisticated instruments to improve
research infrastructures.

6.2. Laboratory Facility Available

ook wndE

Well-equipped Machine Room
Well-furnished Instrumentation Room
Animal House
Bromine Chamber
Laboratories with Air-conditioned
Softwares: a) Ex-pharm Software at Pharmacology Lab
b) Design Expert Software at Pharmaceutics Lab
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PROCTORIAL SYSTEM

PREFACE

The major objective of this manual 1s to set the guidelines of student
counseling by Proctorial system, to mimprove academic environment.
Manual will promote effective academic learning and improves
mteraction between Mentor and Mentees.

The general objectives of the Proctorial System are:

1. To inspire a healthy relationship between the teacher and student.

2. To eliminate any indiscipline among the students and to motivate.

3. To improve the overall academic performance i Curricular and
Co-Curricular Activities

4. To give students a measure of self-confidence

5. To be in touch with Parent/Guardians.

CONTENTS
. Introduction
1.1Vision
1.2Mission
1.3Core Values

. General Process

. Duties of Proctor

. Information to be sent to Parents

43



1. INTRODUCTION

The Proctorial System has been introduced in the year 2017 with the main
objective of providing supportive care and counseling to students in their
academic and personal problems. This system helps the students complete their
studies comfortably and successfully. The Proctorial system is used to
continuously and regularly monitor the overall progress of the students and to
rectify their problems. The college encourages parents to be in regular contact
with the Proctor/Chief Proctor/HOD/Principal.

The Institution implements a Proctorial system under which each faculty is
assigned 10 to 20 students. Academic and personal counseling for the students are
effectively carried out by the proctor in regular intervals. The parents are also
being taken into confidence and are being informed regarding the continuous

improvement of their wards, through progress report.

1.1 Vision

To motivate students towards effective education through mentoring and

counselling
1.2 Mission

To continuously communicate and track student overall performance and

help to improve their professional skills.

1.3 Objective

1. To resolve academic and personal problems in any

2. To be in contact with parents/guardians

3. To counselling when required and at regular intervals
4. To build confidence and motivate
5

. Track and improve academic progress
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2. GENERAL PROCESS

Principal or Senior Professor or Senior HOD will be designated as Chief
Proctor and HODs as Deputy Chief Proctor.

. The Proctorial Process is a supportive process, wherein the Chief Proctor
heads the system. Each department has a deputy chief proctor and all the
faculty members act as proctors. Proctors will be same Teacher for a student
from the student enters department and till the completion of this degree or
course

Each proctor is allotted around 10 to 20 students.

. The proctor acts as a local guardian helping to solve the academic and
administrative problems faced by his wards, and would help in solving
personal problems, if any.

. The proctor maintains a Student Proctorial Book for each of his/her wards
which gives all the details of the students, in terms of course
registration/course dropping/withdrawn/re-registration etc.

In addition to details of proctor-student meetings held from time to time,
proctorial book also gives the details of the performance of the candidate in
the semester end examination.

Provision has been made to send the progress reports of each student to his/her
parents/ guardians furnishing the details of attendance, class marks,
examination results, etc. These reports are sent twice in a semester (at the end
of 45 days & 90 days from the starting of the semester) to the parent / guardian
of each student.

. The third report is sent in case of such students who fail to satisfy the minimum
attendance requirement of 80% in each of the subjects and the necessary
internal marks of 25% for B. Pharm and M. Pharm Semester and 30% Pharm
D as stipulated by Rajiv Gandhi University of Health Sciences norms.

. The Chief Proctor regularly conducts scheduled meetings with the deputy

chief proctors, HODs and Principal on the Proctorial process.
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10. A student whose performance is not up to the mark is asked to appear for

N o a k~ wDnh e

counseling with the proctor/deputy chief proctor/chief proctor in order to help

the student improve his/her performance in the coming semesters.

3. DUTIES OF PROCTORS

Every teaching staff will be designated as proctor and he is a leader of a
specified number of students.

The Proctor shall exercise an effective control and influence over the students
under his charge.

The Proctor shall facilitate in academic and over all development of the
student under his charge.

The Proctor shall enquire into their various problems and help them to solve
either by himself or by bringing it to the notice of the Chief Proctor or the
parents of the students.

The Proctor shall maintain the quarterly Proctorial record and shall submit to
the Chief Proctor on the last working day of every session.

The Proctor shall send quarterly progress report to the Parent/Guardians of the

student, wherever deemed necessary as discussed in earlier section.

4. INFORMATION TO BE SENT TO PARENTS

Marks secured by the students in college examination.
Shortage of attendance.

Non-payment of college dues.

Absence from college examinations.

Any act of misconduct of the student.

Payment of scholarship and free-studentship to the student.

Any matter which the Principal deems necessary.
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FEEDBACK MECHANISM

PREFACE

Feedback 1s a powerful communication tool. As such, it can have mcredibly
deep, positive effects. Good feedback can open a world of msight for the
people involved, used prudently and wisely; feedback can change our
experience of the world, our understanding of our place m 1it, and our

relationship to it.

The nstitute has a strong feedback mechamsm to collect and analyse the
feedback from the various stakeholders of the institute to improve the
Quality of the Institute.

CONTENTS
1. Student Feed Back.
2.  Exit Feed Back.

3. TFaculty Self-Performance Evaluation of Teaching.

4.  Performance Appraisal Feed Back for HOD/MANAGEMENT.
5. Parents Feed Back.

6. TFaculty Feed Back on Institution.
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1.1.

1.2.

1.3.

14.
1.5.

1.6.

Student Feedback:

The above feedback is taken from all the students in the class about the teaching
performance of the faculty members in the particular class.

The feedback form is given to the students in the class just before the third internal
test

The percentage feedback is calculated for each faculty based on the feedback
forms returned by the students.

From 2017-2018 the format SFDBK — 1, was used for the feedback form.

From 2016 onwards format SFDBK — 2, is being used for the feedback
form.

If the feedback obtained by a faculty member is less than 70%, the particular
faculty is counselled by HOD/Principal and shall be asked to give an action plan

for improving the performance in coming semesters.

2. Quality of Campus Life (Exit) Feedback:

2.1.

2.2.

2.3.

3.1.

3.2.
3.3.

This feedback is taken from final year students, regarding the various
infrastructure and other facilities provided to the students.

Canteen facilities, Library facilities, services provided by  college offices,
Examination section, maintenance of the Institute Premises, Teaching Learning
Process, laboratory maintenance, Placement Training Facilities, Extra Curricular
and Co-Curricular activities, Sports activities, Personality development
Opportunities, Redressal of grievances are some of the aspects, on which the
feedback is taken. The feedback format EXFB-1, is used for this purpose.

Based on this feedback any improvement if required shall be taken up
for implementation.

Faculty Self-Performance Evaluation of Teaching:

Faculty self-appraisal is taken at the end of each academic year.
Format FSAFB — 1, is used for this purpose.
The percentage of pass in the final exam, student feedback percentage, number
of research papers published by the faculty, number of conferences
conducted/attended, number of FDP conducted/ attended, number of text books
written, member of various university committees are some of the aspects that
are taken into account in this appraisal feedback.
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3.4.

4.

4.1.

4.2.

5.

5.1.

5.2.

Based on the points scored in this appraisal feedback, awards are given
to the best performing faculty members.

Performance Appraisal Feedback for HoOD/MANAGEMENT:

Performance appraisal feedback is taken from all the faculty members about
HoD in the feedback format PAFB -1 and about the management in the
feedback format PAFB -2.

The feedback received with regard to HoD/Management shall enable to draw
conclusion about the realizing of the Vision and Mission of the
Department/Institutions.

Parents Feedback:

The attendance status as well as the Internal Test marks (I and Il internal tests)
reports is sent to the parents of the students by the respective proctors within about
one week of the conduction of the internal tests.

The parent — teacher meeting shall also be conducted and the reports are
discussed with the parents. The feedback of the parents is taken in the format
Parents Feedback. Appropriate actions are taken if required.

6. The Institutional Feedback by faculties:

6.1.

The feedback from each faculty is taken on the questionnaire about the
Institution. The format is Faculty Feedback-1.
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PLACEMENT ACTIVITIES

PREFACE

This manual explains the various activities conducted by the

Preplacement cell for the placement assistance to the
students.

CONTENTS

1. Procedure to conduct Pre Placement Training

2. Procedure to conduct Campus Placement Drive

3. Procedure to conduct Job Fair.

4. Procedure to conduct Placement Committee Meeting

1. Procedure to conduct Pre Placement Training

1.1 To conduct Pre placement Training programme, The Placement Department calls
for a discussion with Faculty Placement Coordinators and Students Coordinators
which is headed by the Principal. Based on the feedback the training will be
conducted.

1.2 Receiving the proposal from the vendors as per the requirement of students, year
wise.

1.3 Conducting pre placement demo before the students from the different vendors.
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1.4 Collecting feedback and updated syllabus and proposal from the vendors after
demo.

1.5 Screening the vendors’ proposal based on the report.
1.6 Calling for the vendors for the discussion with Management and finalize.
1.7 Signing the MOU’s from the both the parties.

1.8 Giving information to the students about pre placement training dates & syllabus.
The same syllabus and circulars will be displayed in Notice Board and sending
mails to students.

1.9 Department Faculty Placement Coordinator’s takes the attendance classwise
during the training program.

1.10 At the end of the Pre-placement Training Programme, collect feedback
from the students about the programme. The same analysed report will be received
from the training vendors along with invoice.

2 Procedure to conduct Campus Placement Drive

2.2 Before starting Placement Drive, the Placement Team collects Final year students
Database in the prescribed format and based on the eligibility criteria, sending
invitation mails to various companies for campus drive and doing follow up.
Contacting companies through calls and mails.

2.3 Receiving requirement details from companies.

2.4 Writing a requisition/proposal letter to Principal for their approval. Based on
eligibility criteria, scheduling the campus drive. Sending circular to respective
department’s about campus placement drive. A copy to HOD’s and Faculty placement
coordinators.

2.5 Display a circular in the Placement Department’s Notice Board and other visible
notice boards. Scheduling seminar hall for presentation and identifying other class
rooms to conduct tests and other processes depending upon company’s interview
process. Taking support from student’s coordinators and faculty coordinators during
the placement drive.

2.6 Well Coming the HR’s or concerned representatives of company’s on the day of drive.

2.7 Respective Department’s Faculty Placement coordinator collects students’
attendance. Taking photos of interview process.

51



2.8 At the end of the interview process, on the same day few companies issue offer letter
on spot or they will send confirmation mail from their mail ID’s and within few days
offer letters will be received by the students directly.

2.9 Preparing the report of drives and submitting to The Principal.

3 Procedure to conduct Job Fair.

3.1 Conducting meeting with all Principals headed by the Management to get suggestion
for a job fair date. The process starts a month before. Sending proposal to

Management for approval.

3.2 Forming various committees for smooth work process, this is lead by the respective
Principals. Sending MoM to all Principals.

3.3 Sending invitations to various companies, sending invitation to various colleges for
participation. Advertisement through posters, banners, electronics and print media.

3.4 Identifying class rooms for different companies and allotting class rooms as per
company’s requirement. On the day of job fair having various registration counters
for the students and guiding them about the interview process.

3.5 Displaying details about company’s details related to eligibility criteria, role and
interview procedure. Inaugural function in the morning on the day of job fair. Taking

photos of the event.

3.6 Few companies give offer letter on spot and few give companies conduct further
rounds in the company’s premises.

3.7 Preparing report of the job fair and submitting to the Principal.

4 Procedure to conduct Placement Committee Meeting.

4.1 One Faculty Placement Coordinator from each department will be nominated by the
HOD’s as members of Placement Committee.

4.2 Sending circular with agenda to conduct meeting. Taking signature during the
meeting.

4.3 Writing MoM in a note book after the meeting. Submitting MOM’s note book to the
Principal.
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ORGANIZING THE EVENTS

PREFACE

The utmost objective of this manual 1s to assist the work of faculty and
administraton 1 the realization of the effecive conduction of

Conferences and workshops in the institute.

The manual should upgrade effective working of administration and

faculty by portraying and regularizing the operating and procedures and

to define and distribute.

CONTENTS

. Planning the Workshop/ Conference
. Fmancial Planning
. Targeting the Right Audience
. Registration and Mailing
. Final registration
. Fial Mailing
. Communication and Promotion
. Logistical Matters
9. Planning and Preparing the Programme
10. Convention Stationary
11. Workshop Pack Contents
12. Venue Related Activities
13. Equipment’s
14. Photograph(s)
15. Press Releases/ Press Conference
16. Feedback
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Operating Procedures to be followed before the Conduction of the
Conference/Workshop

1. Planning the Workshop/ Conference

1.1 Planning to conduct an international conference should begin at least 18 months
before the event. The primary step is to make few vital decisions. If this is not the
first event, preceding year’s attendance data can be applied to estimate number of
attendees, vendors, speakers, and size of venue. If it is the first event of its kind, apply
akin event as a guide and adjust the estimate on early responses.

1.2 Compose and define theme(s) and subjects of event.

1.3 Agree and set dates.

1.4 Frame organizing working group(s) — ensure support within the organization;

1.5 Appoint conference staff/assistants.

2. Financial Planning

Finding budget — Enlist all costs to bear and identify the sources of funding/ income
to incur the following items:

2.1. Hire of venues

2.2. Catering — meals, lunches, tea and coffee breaks etc.

2.3. Conference stationery

2.4. Evaluation report and publication of results of workshop

2.5. Local accommodation for non-paying delegates.

2.6 Transport requirements — e.g. College bus to/ from venue

2.7 Contact potential funders.

2.8 Substantiate appropriate systems to control and account for all financial
transactions. This must include a list of confirmed registered participants showing

the details of the amount paid and when this was received.

3. Targeting the Right Audience

3.1 Write-up in brief person specification — the type of people you think will
benefit most from attending.

3.2 Recruit chairpersons.

3.3 Invite VIPs and other officials.

3.4 Invite speaker for opening address.
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3.5 Invite keynote speakers.
3.6 Determine who is welcoming VIPs and other officials.

3.7 Recruit opening address and keynote speakers, and panellists.

4. Registration and Mailing

4.1 Workshop registration — set deadline.

4.2 Corroborate method for registration — usually by email or the mailing address for
registration forms.

4.3 Generate registration form, considering all essential information necessary — be
critical and look at this from the point of view of recipients — easy to complete?
/ Clear and apparent?

4.4 With respect to the budget, establish the registration fee and think about

1) Late registration fees.

ii) Spot registration fees.

iii) Discount fee structure for students, research scholars, etc

iv) Deposits and finalization of payments (deadline).

v) Mode(s) of payment/mention the type of currency — include bank account details

and other required information for international money transfers.

v) Cancellation and refund conditions.

5. Final registration

Ensure all registration forms received have been processed and resolve any queries.
5.1 Send final confirmation of registration to participants.

5.2 Collate final list of registered participants.

5.3 Report updated list of participants to convener(s).

5.4 Prepare name badges including participant's register number, first name, family

name and country of origin.
5.5 Prepare name badges for staff involved in workshop.
6. Final Mailing

Contents of final mailing
i) Workshop title, dates, location.

ii) Description of workshop venue (facilities).
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iii) Postal address, contact details with fax numbers, e-mail address of lead contact.
Iv) Reception arrangements and registration desk opening hours.

v) Hotel and other accommaodation details

vi) Locations relative to workshop venue — a map is always useful.

vii) Organising local transport etc.

7. Communication and Promotion

7.1 Confirm all acknowledgements, including logos to be included on all material
for the workshop — adverts, hand-outs, flyers, reports, website announcements,
posters, social media announcements etc.

7.2 Prepare a summary of the event and use it as the support for internal
communication (within your own organization).

7.3 Compile mailing list of specialist/trade journals.

7.4 Contact and recruit graphic designer in order to produce promotional material.

7.5 Create first announcement/workshop flyer, including challenge, outcome, venue,
date and pre-registration deadline.

7.6 Print first announcement circular and pre-registration form.

7.7 Mail soft copy of first announcement circular and pre-registration form.

7.8 Ensure links installed on contacted websites to advertise about the workshop.

8. Logistical Matters

8.1 Identify right place for workshop and venue — considering remoteness of venue
and further arrange travel to and from venue for participants.

8.2 Determine the need for break-out rooms and their capacities.

8.3 Consider choices on preferred workshop venues — make spot bookings wherever
possible.

8.4 Organise working group(s) and/or committee(s).

8.5 Check the schedule for bus/ train times etc to and from the venue to attend
workshop conveniently. Describe how to get to venue of workshop from main
points of arrival in prospectus.

8.6 Inquire, check and arrange special transport facility for officials and/ or delegates.

8.7 Find out catering facilities (like coffee, tea, drinks, snacks, lunches, dinners,

conference dinner) and likely requirements.
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8.8 Inquire and hire caterer - Check special meal requirements (dietary, vegetarian
etc. extra costs).
8.9 Inquire and contact the suppliers of appropriate promotional items — bags, pens

etc.

Procedures to be followed on the day of the Conference/ Workshop

9. Planning and Preparing the Programme

During the development of programme and its content, need to remember to include

the following elements.

9.1 Confirm who will make the opening address and welcome.

9.2 Complete sessions.

9.3 Parallel working sessions/ break-out groups.

9.4 Poster and display arrangement.

9.5 Specified time for inter-transmission from one place to another within venue etc.

9.6 Transportation facility to get to the conference site: by train, local public

transport, car.- Provide clear, concise route descriptions.

9.7 Schedule for the call for papers, posters and abstracts.

* Time limit for submission of abstracts/ speaker biographies etc for inclusion in pre-
workshop information.

* Availability of or need for guidelines for presenters/ speakers — amongst other
things this should confirm.

i) Length and duration of presentations.

ii) Responsibilities of the speakers before and after the presentation.

iii) Suggestion on audience numbers, description of venue and technical facilities.

9.8 Post workshop reporting:

i) Give clear advice on editorial requirements.

ii) Confirm a deadline for submission of reports.

9.9 Consider the need for receptions, depending on when any officials, special

invitees or dignitaries.
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9.10 Preparations, venue, style, format and timing etc of a conference dinner.

* Appropriate entertainment.
« Parking facilities (parking lot, tickets).

* Transport to and from conference venue and hotels.

10. Convention Stationary

Excluding the contents of the workshop pack, only badges are essential in the

following list.

The other items listed below are subject to available budget.

 Badges with clip/pin combination.

* Pens (or other promotional materials).
* Folders.

* Clip boards.

* Event (conference) bags.

e Book pads

11. Workshop Pack Contents

* Note paper.

* Programme schedule.

* Speaker biographies.

* List of participants.

« Up-to-date logistical information.

* Copy of evaluation form.

12. Venue Associated Activities

» Sign boards to meeting rooms and other areas.

* Prepare display area for promotional stands etc.

 Establish registration/help desk and ensure access to telephone, photocopiers,

printers, first-aid supplies etc.
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» Take stationery box — pens, marker pens, scissors, tape, blue-tac, paper, post-its etc.
—as well as last minute registration forms, public transport time tables, city map and
a list of all staff and their mobile phone numbers.

* Ensure workshop staffs are familiar with emergency evacuation procedures, toilets
and other services;

« Co-ordinate the timing of coffee/tee breaks and meal services.

* Assistance by staff at registration desk.

« Co-ordinate assistance in the meeting rooms.

* Briefing with workshop venue staff.

13. Equipments

Communications are heart of the workshop. Presentations must be as clear and
audible in the back row as they are in the front, and guests must have the ability to

stay in contact throughout the session.
Most conferences will require the following items:

e Audio and visual equipment

e Lighting,

e Computer stations,

e LED screens and many other essential electronics.
14. Photograph(s)

* Keen observation on the entire programme and consider when and where it would
be useful to have Photographs.

* Inquire and make contact and contract agreement with a skilled photographer —
he/she may be a local staff member rather than an official photographer to keep costs
as low as possible, but for formal events, especially involving officials and
dignitaries, a professional photographer is worth considering.

« If contracted-out, this should be a written confirmation, including:

1. Acceptance of offer

2. Conference site

3. Shooting date and time

4. Estimated group size

5. Size and number of photographs required

6. Black and white or coloured

7. Delivery date
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15. Press Releases/ Press Conference

* Draft press releases and consider means of dissemination — via participants,
personal media contacts, those of others participating. This can be a very formal
expectation and requirements, especially for visiting dignitaries and officials.

* Compile mailing list for press release.

* Consider the need for a press conference - site, date and time.

* Determine a lead contact (official) spokesperson.

» Make arrangements for press to interview VIPs, officials, speakers, etc.

16. Feedback

At the end of Program feedback is collected from Participants.
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PURCHASE PROCEDURE

PREFACE
This manual helps in following a method for purchase in

the institution.

CONTENTS
1. Procedure to be followed before purchasing

2. Procedure to be followed during purchasing

3. Procedure to be followed after purchasing
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1.

1.1.

1.2.

1.3.

14.

1.5.

1.6.

1.7.

1.8.

1.9.

2.

2.1

2.2

2.3

Procedure to be followed before purchasing

The user departments HOD or Faculty have to give purchase requisitions in
a specified form (indent form).

Sometimes, the storekeeper may inform to Administrative officer to buy the
stationery items, which have reached in the minimum level from the each
department.

The Administrative officer may place the order by considering the rate of use
of stationery in the departments and the balance of stock in store room.
Re-order quantity for the same suppliers to taken into account for placing an
order.

The Administrative officer has to consider offer, durability, performance,
discount, price, after sales service, quality, design and the like.

The Administrative officer makes enquiries from the suppliers about the
terms and conditions of supply and asks for price lists, quotations etc after
deciding the type of (consumable or non-consumable) stationary idem
required.

The Administrative officer has to prepare the comparative statement based
on price lists, quotations and samples sent by the different suppliers to clarify
to the management

The Administrative officer and Management commence the negotiations
with suppliers based on lowest price quoted by the supplier.

The supplier has decided the terms and conditions for supply of stationery
items and Administrative officer, then an order has been placed with the

selected supplier in a prescribed form.

Procedure to be followed during purchasing

The purchasing order contains the details like quantity, quality, services,
replacement of the items with manufacturing defects, rate, time of delivery,
terms of payment etc.
The Administrative officer or the office manager/store keeper may sign the
order.
The Administrative officer also takes the follow up action if there is any delay
in the delivery of stationery items and when the items will come.
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3 Procedure to be followed after purchasing

3.1 The administrative officer has to check up the stationary items whether they
are supplied according to the order of quality, quantity, or not.

3.2 After receiving the stationery items, entries are made in the stationery Stock
register in the stationery store under appropriate heads this maintained by
stationery department/store keeper.

3.3 Then, the administrative officer has to inform to the department HOD or
faculty, which are requested the stationery regarding receipt of the same from
the store in the Institute/College.

PURCHASE PROCEDURE/POLICY

Purchase Committee
The member of the purchase committees is as follows

1. Management Representative
2. Principal
3. Concerned Department HOD
4. Advisor

The all the concerned have to follow the defined purchase procedure as below

1. Requisition (indent) for the required item/consumables/material should be raised
by the staff/lab in charge and submitted to the Purchase committee for scrutiny
and approval from the Principal.

2. Purchase committee shall scrutinize the requirement and accord the sanction for
the purchase taking into consideration the allocated budget for the same within
two working days of receipt of the recruitment.

3. The approval shall be sent to Head of the Department for calling quotations from
various vendors.

4. The indenter will select three or more quotations which suits the specification of
the requirement with the help of stores Department and will prepare comparison
statement and forward the same to the purchase committee for approval. The
committee may invite the vendors for discussion/ negotiations.

5. On approval the purchase order shall be prepared. The purchase order, indent, 3
guotations, comparison statement, to be forwarded to the Principal for signature

6. Once the material is received the same will be forwarded to the concerned
department for installation and testing. The department will check the material,
certify and the concerned Head/Authority will sign on the Installation/Testing
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Report supplied by the Supplier, then the same will be entered in the Stock
Register.

7. The invoice from the supplier will be submitted to the Stores for passing and
forwarded to Accounts Dept. for payment. Without passing remarks by HOD,
lab In charge and Stores Department, Account Department will not process for
payment.

8. In case of emergency requirement of consumables/ small items, the same may
be procured verbally in consultation with Principal, Head of the Department and
then follow all the above procedures.

9. While passing Invoice, following documents in original are compulsory:
Purchase Order

Invoice

Delivery Challan

Comparative Report

Quotation

Good Received Note

hD OO0 T
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WEBSITE MAINTAINENECE

PREFACE
The major objective of this manual 1s to set a standard procedure to
design update and maintenance Institution official website. It also will
be responsibility to design and utilize the website for the use of
Institutional Information and student community at large.

The general objectives of the RRCP website are:

1. To present an attractive, professional image of the RRCP to the
wider community (including prospective parents)

2. To promote the RRCP community and its activities within the
technical community and also to engage the students and parents,
helping them to take mterest and pride m their RRCP and its
achievements

CONTENTS
5. Introduction
1.1Vision
1.2Mission
1.3Core Values
General Rules
7. Roles and Responsibilities
1.1 Website Advisory Committee
1.2Website Manager
1.3Website Editorial Team
1.4Website Technical Team
1.5Website Data Collection Team
1.6 Website Administrator
General Procedures
Website Maintenance Procedures

o

© oo
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1. INTRODUCTION

The RRCP website will be hosted at https://www.rrcollegeofpharmacy.com/

with the provisions that the updating and management of the website will be in

the hands of the Director, Principal and Website Manager of RRCP. This is the

Website Policy Document of RRCP. The website will be reviewed regularly for

development, in addition to updating the website content. This policy outlines the

procedures and rules in place to set out the type of information that is to be

included /excluded and the procedure for approving updates.

1.1 Vision

To Update and Maintain RRCP Website to be best in the technical

training world

1.2 Mission
1. To Upgrade college website

2. To do content management

1.3 Core Values

1.
2.
3.

Professionalism and integrity
Quality Customer Service
Update and Up-to-the-minute
Team spirit and team work

Integrity
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2. GENERAL POLICIES

. The website and its components, including design, images, written content,
and all other contents, are copyrighted by RRCP and may not be copied,
modified, used on other sites or re-purposed without express, written
permission from the college.

It is the responsibility of each department or office to bring corrections if
any, changes needed to the Website Manager.

It is the responsibility of the department website editorial team member to
ensure that all information in their section of the site is accurate, current and
adheres to college policies. HOD/TPO/AO of respective department/Office
will be the content owner for their page.

. Web initiatives, which exceed the scope of simple maintenance or effect
navigation, should be sent to the Website Manager to be prioritized in
accordance with policies set by the Web Advisory Committee.

Student information or student work may not be published on a web page
without the student’s prior permission.

Information created and posted on the RRCP Website is the intellectual
property of the institution. Content providers must comply with copyright
and fair use laws and all relevant College policies, including those
governing use of computing resources, nondiscrimination, harassment, use
of College facilities and services for commercial purposes, and student and
employee conduct.

Illegal or inappropriate activities and harassment is prohibited. Illegal
activities shall be defined as a violation of local, state, and/or central laws.

Inappropriate use shall be defined as a violation of the intended goals of the
RRCP Web site. Harassment is defined and addressed in the RRCP

Harassment/Discrimination Committee.
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8. Unauthorized use of RRCP Web sites for commercial purposes is

prohibited. Personal or institutional Web pages may not be used for direct

advertising for personal profit or gain.

3. ROLES AND RESPONSIBILITIES

Website Manager has overall responsibility for the implementation and
monitoring of the RRCP policy on the RRCP Website. The Website Manager
is the day to day manager of routines contained in the policy with the assistance
of all staff members. Maintenance and updating the website is carried out by the

appointed website administrator.

3.1 Website Advisory Committee
The Management, Principal, experts from Industries and HODs will be the

members of this committee.

3.2 Website Manager
The Management / Principal will appoint the Website Manager who is HOD or

Senior Professor on annual basis.

3.3 Website Editorial Team
The Website Manager will appoint the website Editorial team. The team consists
of Faculty from each department and student (preferably from pre-final year).

3.4 Website Technical Team
The Website Manager will appoint the website Technical team. The team consists
of Faculty from each department and student (preferably from pre-final year)
with programming knowledge.

3.5 Website Data Collection Team
The Website Manager will appoint the website Data Collection team. The team
consists of Faculty from each department and student (preferably from pre-final

year)

with good communication skills
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3.6 Website Administrator

The Management/ Principal will appoint a website administrator. He/She will be
responsible for uploading the content items for the RRCP website. This will be
completed at the request of and in consultation with the Management/Principal.

4. GENERAL PROCEDURES

The website will be regularly checked by the Website Team, website
administrator and principal to ensure that there is no content that compromises the
safety of the Students, members of staff or members of the RRCP community.

Website content will be subject to the following rules:

1. Information on and updates to the website will be approved by the Website
Manager and then by Management, before being uploaded. All faculty
data and student data published in the website is the approved and allowed
data. Newsletters/Event Information will be adapted for uploading to the
website.

2. Students will be given the opportunity to publish projects, artwork or
technical work on the RRCP website in accordance with the following
rules:

a. Publication of RRCP work will be co-ordinated by the class
teachers and uploaded for approval by the website administrator.

b. The RRCP website will publish full names alongside Students’
work. Work published will be linked to subject areas. Students’
work published will appear in an educational context with a
copyright notice prohibiting the copying of such work without
express written permission. Students continue to own the copyright
of any work published.

3. Photographs: The RRCP anticipates using digital photographs of group

activities and events. The content of the photos will focus on the
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activity/event in question. Photographs will be published in accordance
with the following rules:

a. The administrator and other approved contributors, in consultation
with the Website Manager, have permission to publish
photographs of RRCP related activities/events.

b. No photographs of students for whom consent has not been
received will be shown on the website. Individual student will not
be named and other identifying information will not be attached to
the photos. Photographs will focus on the activities and not on the

individuals.

5. WEBSITE MAINTENANCE PROCEDURES

. Any requests for web updates should be sent to the website contact address.
The website team will assume that all content received has been through a
quality check and approval process from their work unit or team.

. The turnaround time for the website team to update information provided is
48 hours from the time content is received. For any large quantities of work,
this time may increase to one week or more.

. The department website editorial member and HOD will take responsibility

for the accuracy of the information, and ensuring deadlines are met.

. The website editorial member or HOD is to inform the web team to remove

or archive any outdated information.
For any new page creation, an additional approval from the Website

Manager is required
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SOP FOR REMEDIAL CLASSES

Objective:

Remedial classes are meant basically for slow learners, needy students and students

admitted late to the institution for various reasons. The main objective is to provide

minimum basics required for a student to cope up with the subject in regular classes

and also to prepare them for the Class tests, Internal Assessment and Semester End

Examination.

1. Selection/ldentification of students for Remedial Classes

Students are selected

Based on their previous grades obtained. (Failure in more than two

subjects)

Based on general observation made by the faculty handling Tutorial classes.

Late admitted students.

2. Formation of Remedial class Time Table

Class coordinators identify the slow learners based on above mentioned criteria
and the list must be submitted to the HoD.

HoDs to seek permission/approval from Principal to conduct remedial classes,

highlighting the justification for the same.

Time table to be framed for the subjects approved by the Principal, by
identifying suitable time slots.

Approved Time table by the Principal as per college format to be displayed in
all the prominent notice boards.
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Vi.

Vii.

viil.

Remedial classes other than regular class hours may also be planned with the
permission of the Principal including the option of conducting remedial classes from
8.30 AM.

Faculty handling remedial classes at 8.30 AM should report fifteen minutes before
the start of the class.

Classes to start immediately a week after announcement of results.

Maximum of fifteen classes for each course must be held in each semester.

3. Conduct of classes

V.

Vi.

With due approval from the Principal, HoDs to allot faculty to handle remedial

classes.
A separate attendance registers to be maintained by each faculty handling the class.
Classes should be more interactive rather than the regular chalk and talk classes.

Faculty must solve minimum of 3 previous year’s university question papers

encompassing three modules of faculty choice.

HoDs to monitor the remedial classes on regular basis.

Mentors to ensure that the students are attending the classes regularly.

4. Assessment

Faculty to ensure good performance of students in the semester end examination.

Each faculty to submit result analysis in their subjects to the HoD.

HoDs to send consolidated result analysis to the principal for necessary action.

Based on the analysis of results, action plan for the next semester to be drafted for further
improvement.
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PKM EDUCATIONAL TRUST®
CHIKKABANAVARA, BENGALURU-560090

Service and Conduct Rule for the Employee of the

R R COLLEGE OF PHARMACY,
CHIKKABANAVARA, BENGALURU-560090

CHAPTER-I

1. SERVICE RULES

These rules may be called

“THE SERVICE RULES FOR THE EMPLOYEES OF PKM EDUCATIONAL TRUST®”.

11

1.2

1.3

14

1.5

The PKM Educational Trust®.here after called PKMET.

The Rules shall come into force from the date of approval by the Board of Trustees of the
PKMET.

The Board of Trustees reserve the right to. amend/modify/delete/add to any of these Rules and
to bring any such amendments/alterations with effect from such date as it may apply.

The rules shall apply .to all employees working in Institutions run and /or owned by the
PKMET irrespective of drawing a scaled salary, consolidated salary, daily wage or on part
time work for the PKMET.

In respect of matters not specifically provided in these rules, the Board of Trustees shall be
the competent authority to issue such directions or orders it may consider appropriate and
such directions or orders shall carry as much authority and effect as these Rules.

Any Rules under this Service Rules requiring clarification and interpretation shall be referred

to the Board of Trustees, whose clarification/ interpretation shall be final.

CHAPTER -II

2. DEFINATIONS:

2.1 Association: means any Trust/society/Association registered under any act for the purpose
of attaining a defined goal.

2.2 Chairman: means the Chairman of the Board of Trustees of PKMET.

2.3 Board of Trustees: means the duly congregated Trustees of the PKM Educational Trust®.

2.4 Board of Management: means a board constituted by the Board of Trustee of the PKMET,

consisting of members from the Board of Trustees to manage the affairs of an Institution
under the PKMET.



2.5

2.6

2.7

2.8

2.9

2.10

2.11

2.12

2.13

2.14

2.15

2.16

2.17

2.18

2.19

Director: A member of the Board of Trustees in charge of an Institution.

Competent Authority: in relation to the exercise of any power, means the Governing Body
or the Governing Council or the Board of Management or Committee of Management or any
other authority empowered to exercise any such powers accorded by the Board of Trustees.
Management: The Board of Trustees or administrative body headed by the member
appointed by Board of Trustees.

Casual employee: means one who is engaged on a day to day basis for a specific work of
sporadic and casual nature.

Constituent College: means Colleges /institutions which are functioning under PKMET,
like RRCP which is duly affiliated to the Rajiv Gandhi University of Health Sciences,
Bangalore or the other Institutions affiliated to their respective affiliated /accredited bodies.
Contract employee: means who is employed on a contract for a fixed time and for limited
operation.

Continuous Service: means the services of an employee from the beginning of his/her
services without any break in the services.

Consolidated Pay: means fixed pay and. inclusive all. It does not carry any benefit in
present or future other than the agreed consolidated fixed amount. The split of consolidate
fixed pay into various component of pay for administrative compliance shall not be
interpreted as pay scale of employee engaged on consolidated pay .

Day: means an English Calendar day, beginning and ending of midnight but absence from
Headquarters, which does not exceed 24 hours, shall be reckoned for all purpose as one day,
at whatever hour the absence begins or ends.

Employee: means a person in employment of the Institution /Establishment set up /and /or
run by the PKMET.

Establishment: means Hostel, Mess, canteen etc., of any Institution set up and working
under PKMET.

Family: means an employee’s wife or husband, legitimate children, and in case of
unmarried employee parents, who are residing with and are wholly dependent on the
employee.

Governing Body: means the body constituted, according to the guidelines given by AICTE
or university or other affiliated bodies, for governing any Institution, by the Board of
Trustees.

Governing Council: means the body constituted according to the guidelines of Board of
Trustees.

Head of the Institution: means the Principal /Dean of the college or any other authority

who is appointed /designated as the Head of the Institution by the Board of Trustees.



2.20
2.21

2.22

2.23

2.24

2.25

2.26

2.27

2.28

2.29

2.30

2.31

2.32

2.33

2.34

Holiday: means a holiday prescribed or notified by competent authority of the PKMET.
Honorarium : means a recurring or non-recurring payment to an employee payable as
remuneration for work done in respect of affairs of an Institution as may be determined by
the competent authority from time to time

Institution : means the Institutions /Establishments setup and /or by the PKMET, which
includes unaided schools, colleges existing as well as those that may be established in
future.

Leave: Means leave, granted by the appropriate authority to an employee, to which he/she is
eligible.

Leave salary: means the amount payable to an employee for the leave period.

Ministerial Staff: means an employee whose duties are managerial /clerical in nature.
Month: means an English calendar month. In calculation a period expressed in terms of
month and day.

Non-Teaching Staff: Means those categories of staff that are not categorized under the
teaching staff shall be deemed to be non- teaching staff and includes administrative staff.
Part time employee: means an employee appointed for a limited period on a consolidated
monthly salary, who may be employed elsewhere also.

Permanent employee: means an employee who upon ‘the successful completion of the
period of probation has been confirmed.in writing in the appointed position.

Probationer: means an employee appointed on probation in or against a vacancy in any
cadre with an.intension to continue on permanent basis. The employee who is appointed on
probation.will continue on probation till'he / she is confirmed in writing.

Special Pay: means an additional pay to the emoluments of a post or of an employee
granted in consideration of

a) Special nature of duties or,

b) Specific addition to the work or responsibility or

c) Necessity of acquiring or retaining an employee in the interest of the Institution.
Subsistence Pay: means the payment made to the employee who is not in receipt of pay or
leave salary.

Substantive Pay : means the pay , other than special pay, personal pay to which an
employee is entitled to on account of holding the post to which he/she has been appointed
substantively or by reason of his/her substantive position in the cadre.

Teaching Staff: The teaching staffs comprises all the staff whose primary duty is to teach
the academic and consist of (i) Principal /Dean, (ii) Vice—Principal, (iii) Head of the
Department, (iv) Professor (v) Associate Professor, (vi) Assistant Professor, (vii) Lecturer

(viii) Teachers or (ix) any other teaching faculty.



2.35

2.36

2.37

2.38

2.39

2.40

Time Scale of Pay : means pay which arises by periodical increment from a minimum to a

specific maximum

Temporary employee: means an employee who has been employed for a limited period or

for a specific work of temporary nature.

Tenure Post: means a permanent post that an individual /employee may not hold for more

than a specified period without re-appointment.

University: means the affiliating body that awards the qualification aspired for, such as the

Rajiv Gandhi University of Health Sciences, Bangalore, in respect of RRCP or the other

institutions affiliated to their respective affiliating /accrediting bodies.

Vacation leave: means period of leave between closures of one academic period to

commencement of next academic period approved by respective Director.

GENERAL :

a) Every employee shall perform the dutiesassigned to the best of his/her abilities,
and shall always act in the interest of the institution.

b) A Service Register shall be maintained for each employee and the relevant
service entries shall be attested by the competent authority.

c) In these rules what is said to be applicable to male members will also be
applicable to female -members of the staff unless repugnant of or inconsistent
with a given context.

d)  Unless otherwise stated, specifically, in the terms of appointment of every
employee, who is a whole-time employee, may be called upon to perform duties
as-may be assigned to him/her by the appropriate authority, if necessary beyond
the scheduled working hours and on holidays and Sundays whether compensated

for or not.

CHAPTER-HI

3. SELECTION, .= APPOINTMENT, CONFIRMATION, RESIGNATION, &
TERMINATION:
3.1 Selection:

a) The qualification required for filling a post both teaching and non-teaching shall be

such as may be determined by the Board of Trustees in consultation with head of the

institutions from time to time taking into consideration the norms prescribed by the

Government/

Affiliated University/ AICTE or other applicable Statutory Authority.



b) The Board of Management shall have the power to decide whether a particular post will
be filled by an open advertisement or by an invitation or from amongst the members of the

existing staff in conformity with applicable norms.

¢) The Board of Management in consultation with Head of Institutions may constitute a
selection committee wherever it deems necessary. All teaching staff posts, non-teaching
staff, all temporary and adhoc appointments shall be based on the recommendation of the
Selection committee duly constituted by Board of Trustees from time to time. The
Selection Committee shall function under the supervision of Head.of the. Institution and all
the recommendation of Selection Committee is subjected to.approval from the Board of

Management.

3.2 Appointment
a) All appointment of all categories shall be made by the Head of the Institution on the
recommendation of the selection «Committee and duly approved by Board of
Management.
b) A candidate appointed by direct recruitment shall assume charge of the post for which
he/she was appointed within the period specified in the appointment order.
¢) Candidates promoted under career advancement shall have their appointment effective
from the date they assume charge of the higher post.
d) Atthe timeof joining, the candidate shall'complete the following formalities by;
i.  Submission of joining report.
ii.< Submission of. attested true copies of educational certificate and service
certificate along with the originals for verification.
iii. ~ Submission of Educational achievements in the prescribed form.
iv.  Submission of relieving letter or proof of having completed the conditions of
appointment with the previous employer.
v.  Submission of evidence of date of birth/proof of age.
vi.  Application for ID card along with two passport size photographs.
vii.  Application for opening a bank account prescribed by the Institution.
viii. ~ Submission of PAN Card Copy
e) Any of the following documents may be accepted as the evidence of date of birth/
proof of age.
i.  Birth Certificate
ii. S.S.L.C certificate



f)

9)

h)

)

K)

iii.  Where a person is non-SSLC, certified extract from the Registrar of Births and
Deaths or any other valid document acceptable to the Management. The age of
employee verified with reference to any of the above shall be the sole evidence of
the age of the employee for all purpose concerning his/her employment especially
retirement. The Date of birth [Once furnished and] thus accepted by the
Management and entered in the service register, shall be final and conclusive.
Under no circumstance, the request for correction of the same will be entertained.

The institution may verify the antecedents of the candidate either directly or through
any agency by referring to the previous organization in which the candidate was
working. In the event, it is found that the candidate-had suppressed material
information or furnished misleading or wrong information, the employee is liable for
summary termination of employment in PKMET.

All appointment shall be subject to the candidate being medically fit and the candidate
shall produce medical certificate from a Medical Superintendent of the Government
medical hospitals. If on examination the employee is found suffering from any disease
that prevents the effective discharge of duties or is detrimental to the health of other
employees, students or staff, the Institute may deny the employment.

All employees other than‘temporary shall ordinarily be on probation for a period of
two years or as specified in the appointment letter. The probationary period may be
extended for a_further period until specifically declared as having successfully
completed the probation period.

All appointment, by promotion, shall be made on probation for period of one year.

The Board of Management upon the recommendation of the Reporting Authority of
employees for valid and sufficient reason may extend the probation period of an
employee for such a period as may be found necessary. The employee is deemed to
have been on probation until the order declaring satisfactory completion of probation
period is communicated to him/her, even if the stated period of probation is
completed.

The declaration of probation does not confer on the employee any special right of
permanence to continue in the post in which he/she, has satisfactorily, competed
probation.

The rules governing probation will not apply to appointment made on
Adhoc/Contract/Contingent basis or as Trainees.

Employees are not eligible for vacation during the probation period.

Service Record: A service register shall be maintained for every employee showing

the details, the permanent address, date of appointment, consolidated pay, scale of pay



p)

to which he/she has been assigned, increment given from time to time, leave availed

of, transfers, promotions, suspensions, punishments etc. The register shall be opened

immediately after the employee reports for duty and shall be updated periodically.

Special service contract: The Board of Management may select an employee on

contract basis for a fixed period on such terms and conditions, which it deems proper

and fit as per the requirement of the institution.

Seniority : The seniority in a particular cadre of service or class or in their service to

the Institution shall be determined as follows:

i.  Firstly on the date of entry into the employment under PKMET, secondly on the
extra qualification possessed on date of appointment and thirdly from the date of
the confirmation after probation in entering particular cadre/class/category.

Ii.  The seniority of persons , who are confirmed.shall be according to the dates of
confirmation, where the dates of confirmation of any two or more employees is
the same, their relative seniority shall be determined with reference to their ranks
in the lower grade. If the seniority cannot be fixed on the said principle, the one
who is older in age shall be treated as senior.

iii.  When persons are appointed to a post by internal promotion and by here if a
candidate is recruited by direct recruitment, the internally promoted candidate
shall rank higher than those recruited directly, even if the date of assumption of
charge is the same.

iv.  When the promotions are made on the basis of seniority cum merit at the same
time; the relative seniority shall ‘be determined by their seniority in the lower
cadre.

v. When promotion to a class of post or cadre is made by selection at the same time,
the seniority shall be in the order in which the names of candidates are arranged in
the order of merit.

Vi. Seniority of direct recruitment shall be determined as follows :

a) When the recruitment is made through written test, demonstration and
interview, the Seniority shall be in the order of position in the merit list.

b) If the appointments are made without written test and/ or interview, the date of
joining of the candidates shall be the date for reckoning seniority.

**In case two or more persons selected for appointment at the same time to a category

of post, the appointment authority shall fix the order of seniority among them having

regard to the merit order in which they have been placed by the selection committee, if
any, which has included them in the panel. However, seniority alone is not the

criterion for promotion or for conferring any other benefit/authority.



3.3 Resignation:

a) Teaching staff who have completed their period of probation or who are on probation

can resign from service by giving either one month’s notice or by paying one month’s

salary in lieu of such notice to the Employer. The timing of resignation should be such

that the employee will be relieved at the end of the semester/academic year not

withstanding notice period stated above he/she be required to pay salary for remaining

academic period in addition to notice period as penalty.

b) Teaching staff that are on temporary / adhoc appointment can resign from service by

giving either one month notice or by paying one month salary in lieu of such notice.

¢) Non-Teaching Staff can resign from service by giving one month notice or by paying

one month salary in lieu of such notice.

d) When an employee tenders resignation from the post.held, the following points shall be

verified within 3 days by the Head of the Institution before accepting the resignation:

Vi.

Vii.

Whether the resignation is in the middle of an academic session.
Whether no dues certificate has been obtained from different department/sections/

Library of the Institution.

If the resignation is before completion of two years of service, it should also be
seen whether the employee has been paid salary for the vacation period and if so
such salary drawn for the immediate preceding vacation is to be refunded by the
employee.

Whether the required notice has been given or salary equivalent to the notice
period has been paid by the employee.

Whether the employee, during immediate preceding two years from the date of
resignation, has availed any study leave or extraordinary leave with pay, in such
case reimburse the salary paid for such leave period, if there is an understanding
to serve the institution for a specific period of time.

Whether the. employee, during immediate preceding two years from the date of
resignation, has attended any seminar or conference at the expenses of the

Institution, in such case reimburse the said expenses met by the Institution.

If all the above conditions from i and vi are fulfilled, the Head of the Institution
shall forward the resignation letter to the Board of Management with suitable

opinion/remarks for orders/acceptance, within 2 days of receipt.

e) The Management has the right to reject the resignation in case the resignation is

received in the middle of the academic session, in the interest of the students.

f) After receiving the orders/acceptance of resignation by Board of Management, the same

shall be communicated to the employee by the Head of the Institution.



g) The salary for the month and onward in which the resignation is submitted will not be

computed until the resignation is accepted by the Management.

h) The Head of the Institution shall be the authority to receive the resignation of all

)

K)

1)

members of staff. He shall furnish his recommendation to the Board of Management for
direction. The Head of the Institution shall then act on the directions.

All forms of leave standing to the credit of employee as on to date of resignations will
be deemed to have lapsed upon furnishing a letter of resignation.

Employees who were kept on suspension or on enquiry for breach of conduct will not
be permitted to resign in the normal circumstances. If she/he resign same will be treated
as termination of service by the Management for breach of conduct.

In all the above sub clauses of this article, notice does not include vacation or leave on
loss of pay granted to the employee or any other leave.

Notwithstanding the above clauses, the Board of Management reserves the right to
waive any of the stipulation stated above ‘on special cases in the larger interest of the
PKMET.

3.4 Termination of service: The Board of Management may terminate the services of an

employee under special circumstances such as reduced workload, moral turpitude, and

objectionable conduct, breach of conduct, misconduct, non-performance, insubordination

or dishonesty.

a) The services of teaching staff /non- teaching staff who have completed the probation
period are liable to be terminated by the'Management by giving one month notice or
one month salary.in lieu-of such notice.

b) The service of teaching staff/ non-teaching staff who are on probation or on
temporary/adhoc appointment are liable to be terminated anytime without giving any
reason when deemed to_be detrimental.

c) The employee terminated from the service for breach of conduct shall forfeit his/her
past services and shall not be entitled to any terminal benefits.

CHAPTER-IV

4.1 HOURS OF WORK & HOLIDAY

a)

b)

All employees are required to be in the institution concerned and work for a minimum
period of 8 hours for six days a week, expect on third Saturday which is given as a
holiday or such other period decided by the Board of Management from time to time.

Duty hours in the different department and sections of the Institution are to be followed

as notified from time to time.



c)

The duty hours may be changed as per the requirement of the Institution from time to

time and the employees shall attend duty accordingly.

4.2 Attendance

a)

b)

f)

9)

All employees shall mark their attendance by way of the biometric attendance system
and in respective attendance register maintained in different Departments or sections.
as the case may be.

On arrival for duty, the employee shall finger point the biometric scanner and initial
against their names on the appropriate date. The attendance register will not be
available for such initialling after a lapse of 15 minutes from the time fixed for the
commencement of duty.

Employees reporting beyond the grace time of the time for reporting to duty are to
attend duty after explaining the reason for late coming-to the Head of the Institution.
All the employees are expected to be at their allotted place of work throughout their
duty time.

Any employee found absent from his/her place of work space during the working hours
without prior permission of the Head of Institution is liable to be treated as absent from
the duty.

Coming late beyond the-grace period or being absent from place of work, will result in
deduction of salary.

An employee should work for minimum of 15 days in a month for consideration of pay
for Sunday; Saturday and other intervening holidays of the absence, if not salary will

be computed only for the humber of days present.

4.3 National & Festival Holidays: Institution follows a holiday list as notified by the Head

of the Institution. However the employee has to be present for flag hoisting ceremony

compulsorily‘on 26" January, 15" August and all important functions, notified from time

to time.

CHAPTER-V
5. PAY AND ALLOWANCES:
5.1 Regulation of emoluments:

a)

Scale as prescribed by the affiliated University and as approved by the Board of
Trustee shall be adapted to the posts classified as teaching staff. However, the Board
of Trustee reserves the right to adopt different pay scale for different Institution
which it deems fit and also to appoint temporary teaching staff on consolidate pay in

certain course.
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b)  The scale of pay as approved by the Board of Trustees shall be adopted for all posts
not falling under the category of teaching staff.

c) The pay and allowances admissible to the permanent employee shall be at the rates
and scales sanctioned by the Board of Trustees from time to time. All appointments
shall be at the minimum of the relevant pay scale. However the pay above or below
the minimum of the pay scale will be fixed at the discretion of the Board of Trustees
on the merit of each case.

5.2 Charge Allowance: When an employee is assigned with additional duties in addition to
own duties and the charge entails a substantial increase of responsibility and additional work,
he/she may be paid additional allowance to be fixed by the Boardof Management. The charge
allowance shall generally not exceed one tenth of the minimum of the scale of pay applicable
to the post for which the employee is placed in additional charge or independent charge.

a) No charge allowance is admissible unless theincumbent has actually given /taken over
charge of the employee under the orders of the Head of the Institution.

b) The minimum period for claiming charge allowance under this rule shall be one month.

¢) Charge allowance in respect of only one additional post is admissible, even though an
employee is placed in additional charge of the duties of more than one post
concurrently. In such case, the charge allowance is admissible at the rate of one tenth
(1/10) of the minimum pay of the post carrying highest pay scale.

d) However, the Board of Management at its discretion, may sanction higher charge
allowance as and when the need arise.

5.3 FIXATION OF PAY

a) When an employee is promoted to a post or appointed to an ex-cadre post and such
promotion or appointment involves assumption of duties involving higher
responsibilities, than those of the post held, before and after his/her initial pay in the
time scale of the higher post shall be fixed at the stage next above the pay in the time
scale of lower post at the time of fixation.

b) An increment may be withheld from an employee by the Institution, if his/her
conduct/performance has not been satisfactory. The increment envisaged in time scale
is not to be given compulsorily or automatically. The same is subject to performance of
the staff and as reported in annual performance appraisal.

¢) When an efficiency bar is prescribed in a time scale, the increment next above bar shall
not be given to an employee without specific sanction of the Board of Management.

d) The conditions under which service for increment in a time scale are as follows :

i.  All duty in a post on a time scale count for increment in that scale only.
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ii.  All leave except Extraordinary Leave (Leave without pay and allowances) count
for increment in the time scale applicable to a post in which an employee was
officiating at the time of proceeding on leave.

ii.  Extra ordinary leave (leave without pay & allowances) on medical grounds duly
supported by medical certificate will count for increment.

iv.  The period spent on probation shall count for increment.

v.  Time passed while on suspension does not count towards increment, if the period
of suspension is confirmed.

vi.  Period of unauthorized absence not regularized, but treated as such, shall not
count for increment in the time scale.

vii.  If the pay of an employee is reduced as a measure of penalty to a lower stage in
his/her time scale, the authority ordering such reduction ,shall state the period for
which it shall be effective and whether on restoration, it shall operate to postpone

future increment and if so to what extent.

viii.  The period of leave without pay and allowance will not count for increment.

CHAPTER-VI

6. Duties and code of conduct

6.1 Duties of Teaching Staffs: All teaching staffs shall abide by the teaching rules and

regulation framed by the Head of the Institution from time to time. In addition to that;

a)

b)
c)

d)

Teaching staff must see that she/he is Conscientious in giving her/his attention to
teaching the students.

No teaching staff is permitted to inflict corporal punishment on the students.

Teaching staff are expected-to record, whatever required by the regulation, register all
academic-marks of their'students from time to time in particular at the reopening of the
college and at the end of the term/semester of the college. Each year teacher must
supply any statistical and other data required by the Head of the Institution.

In addition to the normal class room duties, the teaching staff shall co-operate fully and
faithfully with the Head of the Institution and other members of the teaching staff in
promotion of an atmosphere for academic excellence and in the performance of extra
duties and devoting extra time which is required for the welfare of the students or the
Institution in general.

No teaching staff shall undertake private tuition or any other assignment in any other
Institute /Govt. Dept./NGOs, ITs, etc., without the permission from the Board of

Management.
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f)

The teaching staff shall follow the duties/workload as prescribed by affiliating
university or other Regulatory Bodies like AICTE/UGC etc., Governing Body or the

Competent Authority shall have the final say in assigning duties/workload.

g) When the automated students information system is instituted, all teaching staff shall

make themselves available for uploading data and furnish information called for.

6.2 Code of conduct for all employees :

a)

b)

d)

f)

9)

h)

)

K)

Every employee shall be governed by these rules and is liable for consequences in the
event of any breach of rules by him/her.

Every employee, at all times, maintains integrity, be devoted to the.duty assigned and
also be honest and impartial in his/her official dealings. An employee shall, at all times
be courteous and polite in his/her dealings with the Management, with other members
of staff, students and with members of the public. She/he shall exhibit utmost loyalty
and shall always act in the interests of the institution.

An employee exercising any authority beyond the powers entrusted, shall submit a
written report of the power exercised and seek to obtain the approval of the immediate
superior for the exercise of such authority as soon as possible. The report shall
describe the circumstance and reasons for exercise of such authority.

Every employee shall endeavour to remain clean and keep one’s operational area tidy.
Demonstration and-strikes are not allowed and will result in summary termination of
employment.

Criticism of Institution without offering constructive remedies will attract disciplinary
action.

Unauthorized communication of information is regarded as misconduct and will attract
disciplinary action. No employee in ordinary course of his/her duties, give any
information of the Institution to any outsiders.

Conduct of any business, lending and borrowing money is not allowed in Institute
campus.

Insolvency and Habitual indebtedness will invite removal from employment.
Consumption of intoxicating drinks and drugs in the campus or entering the campus in
any state of intoxication or under the influence of any drug will attract dismissal.
Prohibition of Sexual harassment: Any staff member reported to be indulging in sexual
harassment will be suspended immediately without salary if the explanation given
when sought, is found to be indifferent or unsatisfactory. The matter will be
immediately reported to the appropriate authority. Restoration of salary and status will

take place only when the appropriate authority pronounces complete innocence.
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Failure to carry out the legitimate orders of a superior will result in a show cause

notice being issued. Any failure to render a satisfactory explanation shall lead to

imposition of penalty that range from a warning, at the very least to the dismissal from
service when the disobedience is serious.

Regularity of attendance and punctuality is expected of all employees. An employee

may communicate inability to arrive on time or attend work by telephone or by

sending a written note to the superior or assistant so that alternate arrangements can be
made. Habitual irregularity or neglect of punctuality shall attract disciplinary action.

All employees shall desist from damaging or misusing PKMET property and material.

Criticism of one’s colleagues, senior or junior, will constitute misconduct.

An employee shall be required to observe the scheduled hours of working during

which he/she must be present at the place of his/her work. No employee shall be

absent from duty without prior permission..Even during leave or wvacation, no
employee shall leave head-quarter except with the prior permission of proper
authority. Whenever leaving station, an employee shall inform the principal, in

writing ,through the respective HOD or the principal directly if he happens to be a

HOD, the address at which he/she would be available during the period of his/her

absence from the head-quarters.

No employee shall;

i Knowingly-or wilfully neglect his/her duty.

Ii.  Propagate through his/her teaching lessons or otherwise, a communal or
sectarian. outlook or incite or allow any student to indulge in communal or
sectarian activities.

iii. Discriminate ‘against any students on the grounds of religion, caste, creed,
language, gender, place of origin, social and cultural background or any
relationship.

iv. Indulge in or encourage any form of malpractices connected with examination or
other activities of the Institution.

V. Give room for sustained neglect in correcting class work or home work done by
the students.

Vi, While being present in the Institution, absent himself/herself except with prior
permission of the Head of the Institution from the class which he/she is required
to attend.

Vii. Remain absent from the Institution without leave or prior permission of the Head
of the Institution, provided that such absence without leave or without prior

permission of the Head of the Institution is due to beyond the control of the
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viii.

Xi.

Xil.

Xiil.

Xiv.

XV.

XVi.

XVii.

XViii.

XiX.

teacher (serious emergencies). It shall not be deemed breach of the code of

conduct, if on return to duty; the teacher has applied for and obtained, post-facto

necessary sanction for the leave.

Accept any job of a remunerative or any non-remunerative character from any

source other than the Institution or give private tuition to any student or other

person or engage himself/herself in any business unless permitted by the Head of

the Institution.

Prepare or publish any book or books, articles in press and media whether

directly or indirectly without the permission of the Head of the Institution.

Ask for or accept (except with the previous sanction of the Head of the

Institution) any contribution or otherwise associate himself/herself with the

raising of any fund or make any other collections, whether in cash or in kind, in

pursuance of any subject whatsoever.

Engage himself/herself as a selling agent or canvasser for any publishing firm or

trader.

Enter into any monetary transactions with any student orparent nor shall he/she

exploit his/her influence for personal matters in such manner that he/she has to

incur a debt beyond-his/her means to repay.

Interfere or indulge in.admission or the examination unless assigned a specific

duty to be carried out.

Cause or incite any other person to cause any damage to Institutions’ property.

Behave or encourage or incite any student, teacher or other employee to behave

in.an unpleasant or disorderly manner in the Institution premises.

Be guilty of or encourage, violence or any other conduct which involves moral

turpitude.

Organise or attend any meeting during the Institution working hours except

where s/he.is required or permitted by the Head of the Institution to do so.

Be guilty of misbehaviour or cruelty towards any parent, guardian, student,

teacher or other employee of the Institution.

Accept or permit any member of his/her family or any other person acting on

his/her behalf to accept any gift from any student, parent of any person with

whom he/she comes into contact by virtue of his/her position in the Institution.

¢ The expression “gift” shall include free transport, boarding, lodging or any

other service or any pecuniary advantage when provided by any person other
than near relation or personal friend having no dealing with him/her in

connection with the Institution.
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¢+ On occasions, such as weddings, anniversaries when the making of a gift is in
conformity with prevailing social practice provided directly or indirectly it
will not be considered as a violation of the conduct rules.
Il.  Every employee shall;

i.  Be punctual in attendance and in respect of his/her class work and also for any
other work in connection with the duties assigned to him/her by the Head of the
Institution.

ii.  Abide by the rules and regulation of the Institution and also show due respect to
the constituted authority.

lii.  Take prior permission from the Governing Body or Board of management for
contesting and canvassing for any election and obey any direction issued by the
Governing Body.

I11.  Nothing contained in the sub rules of 6.1 to 6.2 shall be deemed to take away or
abridge the right of a teacher/employee.

i.  To appear for any examination to improve his/her qualifications.

ii.  To become or continue to be a member of any academic, cultural, scientific or
professional organization.

iii.  To make any representation.for the redressal of ‘any bonafide grievance, subject
to the condition that such representation is not made in any rude or indecorous
language.

iv.  To organize any meeting outside the Institution hours, subject to the conditions
that such meeting is held outside the Institution premises provided such meeting
are not detrimental to the interest of the Institution.

6.3 The breach of any condition specified in sub rule 6.2 shall be deemed to be an act of

misconduct and will be dealt with accordingly.

CHAPTER -VII

7.1 MISCONDUCT : Without prejudice to the general meaning of the term, amongst others
the following acts and omissions shall be treated as misconduct in addition to breach of
those acts mentioned in the code of Conduct Rules:

a) Theft, fraud and dishonesty in connection with the property of the Institution.
b) Demanding, accepting or offering bribe or any illegal gratification whatsoever.
c) Drunkenness, fighting, riotous or disorderly or indecent behaviour within the premises

of the Institution.
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d)

f)
9)

h)

)
K)

Wilful insubordination, or disobedience whether individually or in group with other to
any lawful and reasonable order of a superior.

Sleeping while on duty.

False statement made in the application for employment/subsequently.

Anywhere within the establishment, causing or threatening to cause mental or physical
pain or injury to other employees/students either individually or in collusion with
others.

Committing any act likely to harm or endanger the Institution property by the act of
sabotage.

Conviction of any criminal offence including moral turpitude.

Refusal to accept any communication charge sheet from the authority of the Institution.
Abstaining from appearing before any enquiry authority committee.

Refusal to wear uniform provided by Institute to-Drivers, Attenders, Helpers and Night

watchmen and others.

m) Failure to produce documents/ papers ete., when called for.

n)

0)

p)

Habitual neglect of work.

Smoking, chewing tobacco/gutka/pan’ masala/chewing gum any another prohibited
material within the Institution.

Habitual indiscipline or‘loitering.

Refusal to work onany bonafide assignment

Habitual irregularity in attendance.

Gamblingwithin the premises of the Institution.

Leaving the Institution before time without permission.

Habitual absence without leave or overstaying when on leave.

Holding of unauthorised meeting in the Institution.

Discourteous behaviour.

Resorting to or abetting sexual harassment.

Wearing objectionable dress/ indecent exposure of the body.

Attending natures call/spitting in open in the Institution and not maintaining the highest

standards of hygiene, sanitation and cleanliness.

aa) Attending duty or visiting institution in an inebriated condition.

bb) Employee shall not resort to bad propaganda through posters.

cc) Employee shall not give police complaint/go to the court on fellow employee without

prior intimation to the Head of the Institutions.

dd) Employee shall not interact/communicate with external agencies without the

permission of Head of the Institutions.
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CHAPTER-VIII

8. LEAVE:

This chapter defines the eligibility, applicability and rule to be followed by an employee

while availing the “leave” from duty. The Board of Management has the right to amend the

leave rule from time to time as per the decision of the Board of Trustees. All Employees will

be bound by such rules.

8.1 General Conditions:

a)

b)

d)

f)

9)

h)

Leave cannot be claimed as a matter of right. Discretion is reserved to the Head of the
Institution or Higher authority to grant leave or to refuse or revoke leave at any time
depending on the needs of the service.

Permanent employee shall be eligible for the aforementioned leaves. No employee
shall be entitled to any kind of leave under.these rules, when they are on unauthorized
absence from duty or in pursuance of an'illegal strike.

Employees under probationary period are eligible for one day casual leave on
completion of one calendar month.

Every employee shall endeavour to seek and obtain sanction for any of the above kinds
of leave PRIOR to the period of the leave. Exception will, however , be made in cases
of unforeseen emergencies, accidents that prevent the employee from attending work,
distension due to failure of a public transport service or a circumstance brought about
beyond the control of the employee.

An employee shall seek leave at least one day in advance. When seeking leave, the
employee shall specify the kind of leave required, the duration of the leave; provide the
address at which all communication with the employee is to be made, the telephone
numbers at which contact can be made.

Leave while on suspension: Leave of absence is not admissible to an employee who
has been suspended from duty. An employee under suspension shall report at the work
place while under suspension. No leave will either be granted or allowed to accrue
during such period when suspension stands confirmed.

The sanctioning authority may recall any employee to duty before the expiry of his/her
leaves.

Unauthorized absence from duty may be treated as misbehaviour inviting disciplinary
action.

Failure to report for duty after completion of sanctioned period of leave will result in a

break in service, unless condoned by the Head of the Institution.
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)

All leaves without pay amounts to break in service.

8.2 Leave Sanctioning Authorities:

The leave sanctioning authorities shall be,

a) Head of Department should recommend and forward leave application of all teaching

and non-teaching staff of the department to the Head of the Institution.

b) Administrative Officer should recommend and forward leave application of all

ministerial staff to Head of the Institutions.

c)

The Head of Institution is the sanctioning authority in respect of Vice Principals, all

head of Departments, Administrative officer and also for all the forwarded leave

applications.

8.3 Leave shall be

N o a k~ w D oe

Casual leave

Earned leave

Leave on Medical Grounds: Sickness/Maternity
Extraordinary leave (Leave without pay)

Sabbatical and Study Leave

Special Leave (Marriage/ Death of the family member)
Other Condition.

8.3.1 Casual Leave:

a)

b)

d)

Casual Leave may be.granted to permanent or temporary employee. The maximum
period of casual leave sanctioned to an employee is not more than THREE days at a
stretch and not more than THREE days in calendar month.

The vacation staffs are eligible for 12 days of casual leave in a calendar year (January
to December). The leave account of such employee shall be credited in advance of two
instalments of six days each on 1st of January and 1% of July of every year. All the
leaves will lapse at the end of each session.

The Non vacation staffs are eligible for 15 days of casual leave in a calendar year
(January to December). The leave account of such employee shall be credited in
advance in two instalments of 8 days on 1% January and 7 days on 1% July of every
year.

No employee has a right to claim casual leave. The authority to grant leave may refuse
or revoke casual leave at any time according to the exigencies of work in the

Institution.
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e) Where casual leave is required on any ground, no employee of the Institution shall
absent himself/herself from duties unless he/she has been granted the leave by the
competent authority.

f) Provided where the employee of the Institution is unable to attend due to illness or
sufficient cause and obtain orders of the competent authority in time, s/he may be
granted casual leave subsequently if s/he establish, to the satisfaction of the leave
sanctioning authority, that s/he was unable to attend duty for reason beyond control.

g) Casual leave shall not be granted during the commencement and end of the term or
return to duty after any authorized absence.

h) Casual leave will not be granted in continuation of other leave, but sanctioning
authority may direct that it may be combined with Sundays and other authorized
holidays

i) Leave without allowance shall not be granted in continuation of casual leave, the casual
leave already granted shall be cancelled and leave without allowances shall commence
from the date on which casual leave commenced.

J) Sanction of casual leave cannot be taken for granted as the same has to be applied for
and duly sanctioned before the employee in question actually avails or proceeds on
casual leave.

k) Except in emergent circumstances, such as sudden illness or personal difficulty,
application for casual leave should be sent in advance, leave is availed only after the
required sanction has been accorded and communicated.

I) The Competent authority shall have the discretion to grant special casual leave if it
considered that in the interest of the Institution, to those who are chosen or appointed
examiners/supervisors.in any ofthe Universities in the state for attending examinations,

m) And who are appointed as examiners for the examinations conducted by the affiliated
university and to those who attend meetings of the academic councils without T.A and
D.A not exceeding 30 days in each calendar year.

8.3.2. Earned Leave:

1. An employee, other persons serving in a Vacation & Non-Vacation department, shall be
entitled for earned leave of Twelve days (12 days) in each calendar year.

2. The leave account of every employee entitled as above shall be credited with earned leave in
advance in two instalments of 6 days each on the 1% January and 1%t Of July in every
calendar year.

3. The leave at credit of an employee, at the close of the previous half year shall be carried to
the next half year, subject to the condition that the leave so carried forward plus the credit

for the half does not exceed 30 days.
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4. Earned Leave shall be credited to the leave account at the rate of one day for each completed
calendar month of service till date of retirement.

5. Credit for the half year in which the employee of the Institution is due to retire from service
shall be afforded at the rate of one and half day for each calendar month of service, up to the
date of retirement.

6. When an employee is removed or dismissed from service shall forfeit all leave at credit.

7. The maximum earned leave that may be granted at a time shall be 30 days leave preparatory
to retirement.

8. Encashment: A maximum of 15 days earned leave is allowed to be encashed once in 2 years

block period (i.e. Jan to Dec).

8.3.3. Leave on Medical Grounds: Sickness/Maternity:
a) Maternity Leave: All women employees who have completed the period of probation
are entitled to Maternity leave not more ‘than 135 days with full pay and allowance.

They are entitled for Maternity Leaveonly once during their service.

i. A female employee is credited with a total of 135 days of maternity leave. During
Maternity leave period, she shall be paid. leave salary equal to the pay drawn
before proceeding.on leave.

ii. Maternity leave may cover miscarriage or -abortion including abortion induced
under the” Medical Termination of Pregnancy actl971 (but not threatened
abortion) subject to condition that :

% The leave does.not exceed 4-weeks and
¢+ The application for leave is supported by a medical certificate from a Medical
Superintendent of the Government medical hospitals.
. The maternity leave under sub rule (1) or (2) above shall not be admissible to
a female employee who already has two or more living children.
8.3.4. Extraordinary leave (Leave without pay): Extraordinary leave is completely at the
discretion of Board of Management considered on merit of each case.
a) Extraordinarily leave (Leave without Pay) may be granted to an employee in the
following circumstances:

i.  When no other leave is, by rule, admissible

ii.  When the other leave is available , but the employee concerned applies, in
writing for grant of extraordinary leave

iii.  When an employee is undergoing treatment for cancer/mental illness/pulmonary
/tuberculosis/pleurisy/Leprosy, the Board of Management may at its discretion

sanction the required extraordinary leave (leave without pay) for the treatment of
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such illness if the application is supported by the medical certificate issued by the
medical specialist treating the concerned disease.

8.3.5. Sabbatical and Study Leave: The heads of the respective institutions under PKMET
shall formulate the terms and conditions of these two kinds of leave in consultation or

concurrence with the Board of Management.

8.3.6. Special Leave (Marriage/ Death of family member): The employee will be entitled

to the special leave of 10days on ground of self-marriage or Death of the family member.

a) In case of marriage the employee has to submit leave application with the wedding
invitation as a proof, through proper channel of leave sanctioning authority prior to the
date of marriage.

b) In Case of Death of family member (Spouse/Child/Parents), the employee has to
submit the leave application with a Xerox copy of the death certificate issued by the
competent authority/ municipality/corporation/village panchayth along with proof of

relation with the employee, through proper channel of leave sanctioning authority.
8.3.7. Other Conditions

a) Overstaying after leave: an employee who remains absent after the expiry of his/her
originally granted leave is not entitled to salary for the period of such absence. Absence
from duty after the expiry of leave will render the employee liable for disciplinary action
for misconduct except where the employee establish , to the satisfaction of the leave
sanctioning authority, that he/she was unable to join duty for reasons beyond his/her

control. Such an act of over staying shall automatically constitute a break in service.

b) Employment during leave: An employee who is on leave shall not take service or
accept any work /profession of employment in any capacity either honorary or otherwise,
without obtaining permission in writing from the Head of Institutions. Any violation of this
rule will be construed as a voluntary termination of employment by the employee and also

attract disciplinary action.

c) Part time and temporary employees: Part time and temporary employees are not

entitled to any kind of leave admissible under this chapter.

d)Prefixing and suffixing of holidays : The leave under these rules may be either prefixed
or suffixed or both by holidays, but the intervening Sundays or holidays shall be included

in such leave.
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f). Leave facility for probationers: Employees under probation period is entitled to one

day leave on completion of one month of service, till the completion of probation period.

Chapter-1X

9. DISCIPLINARY ACTION: All employees are liable for disciplinary action for
disobedience, misconduct and dereliction/negligence of duty. However, such disciplinary
action shall be taken after establishing the ground on which the disciplinary action is initiated
and after a fair opportunity being given to the employee to defend oneself. When the action is
deemed by verging on a misconduct on the part of an employee, or is regarded to be
detrimental to the interests of any Institution of PKMET or has contravened these service and
conduct Rules, an authority not below the Head of Department, Administrator, Head of the
Institutions can issue a notice to the employee to explain in his/her conduct in writing and will
be given a chance to explain in person orally. There will be an enquiring committee
constituted if the notice issuing authority deems- it necessary. The decision of the notice will
be considered by the Board of Management and where any penalty is found to be necessary,

shall impose such a penalty as deemed necessary.

a) Disciplinary Actionensues upon the report of any violation of code of conduct rules.

b) Upon receipt of a report of any act of an employee that is unbecoming of an employee
of the PKMET, a chance will be given'to the employee to explain or confirm, in
writing or orally, whether such an act was perpetrated or not, the reasons why such an
act-was done and to provide material that would substantiate the employee’s
contention.

c) If the explanation is sought to be given in writing the employee will have a maximum
of seven days to render such explanation, If the explanation is sought to be given
orally, the same may be done in three days from the date of being issued a show cause
notice/Memo.

d) The authorities competent to conduct a disciplinary enquiry are Administrator, Head of
Department and Head of the Institution. If the competent authority feels it necessary to
constitute enquiry as a part of procedure for taking disciplinary action, an enquiry
committee shall be constituted and consist of members as decided by Head of the
Institution.

e) An appeal on a ruling given by disciplinary authority shall be decided by Board of

Management or its delegated group of Directors.
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f) The full Board of Trustee of PKM Educational Trust® shall have the complete power
to review and decide on a case and its decision will be final.

g) The discharge of a person appointed on probation during the period of probation or of a
person engaged under contract in accordance with the terms of contract or of a person
appointed other than under the contract to hold a temporary appointment, does not
amount to removal or dismissal within the meaning of this rule.

h) The penalty as staled in clause 11 may be imposed in addition to any other penalty
which may be imposed in respect of negligence or breach of orders.

i) Before any of the penalties specified in Rule 10 (b) above is imposed against an
employee of the college, it is necessary to give him a reasonable opportunity to show
cause against the disciplinary action which is proposed to be taken against him by
intimating to the employee concerned the grounds.on which it is proposed to impose

the penalty and by directing to show cause why.it should not be imposed.

Chapter-X

10. PENALTIES
a) The following penalties in order of gravity of the misconduct from the least serious to
the most serious shall be applied as the gravity of the misconduct is deemed:
i.  Warning
ii.  Reprimand
iii.  Imposition of Monetary fine
iv.  Recovery from salary
v. . Denial of salary for a specified period
vi.  Denial of next increment or increments
vii.. Demotion/Reduction in scale of pay
viii. ~ Break in service
iXx.  Removal from employment
X.  Termination of Employment
xi.  Dismissal
b) An employee may be kept under suspension by the order of the Head of the Institution.
¢) Suspension shall mean that an employee shall report to his station of duty but be denied
the opportunity to discharge any duties until the case against the employee is decided
by the disciplinary authority.
d) An employee under suspension shall be paid only half the normal salary. If guilty of
misconduct is confirmed after enquiry, the half salary shall be sustained and if proved
innocent of the charge full salary will be restored.
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€)

Suspension is not a punishment.

HAPTER-XI

11 Miscellaneous provisions:

a)

b)

d)

f)

Transfer: every employee is liable to be transferred from one institution/department to
another institution managed by the PKMET, provided such transfer does not entail any
reduction in salary and position.

Joining time: When an employee is transferred from one.institution to another under
the PKMET and s/he should join the Institution<to which s/he is transferred
immediately. In case of out station transfers the employee has to report for duty at the
place of posting after availing 5 days joining time.

An employee who does not join his/her post within the joining.time is‘nhot entitled to
salary, from the date of relief from the old post till date of joining to the new post,
treating the period as leave without pay. Absence from duty after the expiry of joining
time will render the employee liable to disciplinary action for misconduct except where
the employee establishes, to the satisfaction of Head of the Institution, that s/he was
unable to join duty for reasons beyond his/her control.

Service certificate: Every permanent employee shall be entitled to a service certificate
at the time.of leaving the services of the Institution if the formalities of depart are
completed and there is no backgroundto the cessation of service. Such certificate shall
be valid if it is issued and signed by the Head of the Institution.

IDENTIFICATION CARD:.Every employee will be provided with an identification card
and he shall show it on demand to any person authorized by the management for
inspection. When an employee ceases to be in the employment of the Institutions/hospital,
he shall surrender-his identification card to the management before his accounts are settled.
If an employee loses or damages his identification card during his service, he shall pay a
fee as prescribed by the management from time to time to meet the cost of replacement.
ENTRY AND EXIST: No employee shall enter or leave the premises of the
Institutions/hospital or any department except by the gate or gates, door or doors provided

for the purpose.
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R. R. INSTITUTIONS

Chikkabanavara, Bengaluru-560090

QUALITY ASSURANCE CELL (QAC)

Since 1993

Ver- 02/2022
R. R. Inst./QAC/2021-22/031

Policy for Support to Higher Education

Policy Applies to : All Staff.
Approval Authority : Principals of all colleges
Governing Authority : Quality Assurance Cell
Responsible Officer : Director - QAC
Approval Date : 23" August 2017
Effective Date : 01" September 2017
Date of Last Revision : Not Applicable
[ 1. PREAMBLE ]

This policy governs the rules and regulations of all the facilities given to the employees of R. R.
Institutions, who are involved into research or pursuing their higher studies in relevant domain. This
policy will be in effect from 1% September 2017.

[ 2. ELIGIBILITY ]

Following are the eligibility criteria for availing the facilities

1. The facilities of this policy can be availed only by the employees of RR institutions.

2. The employee should have completed the probationary period.

3. In case the employee resigns the job she/he will not be eligible for the facilities.

4. The facility can be availed by the candidates who have the eligibility of registration as per the
UGC norms.

5. The employee who is ready to give an undertaking of continuing the services at RR institutions
for a period of 3 years after the completion of course, the facility availed for.
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[ 3. LEAVES ]

The Employees pursuing research and higher education in the relevant domain can avail on duty leaves
for the following reasons.
1. Attending Exams
Course work
Doctoral committee meetings
Open seminars/colloquiums
Comprehensive Viva Voce
Defence Viva Voce
7. One day in 2 months for meeting the guide/supervisor for research discussion.
The leaves to be availed on prior permission of at least 3 working days. The attendance of the same,
signed with seal of the guide/Research Centre Head to be produced within 3 working days of availed
period.

o gk wn

[ 4. INFRASTRUCTURE FACILITIES ]

The employees who have registered for higher education or research can utilise the laboratories, library,
digital library, and other Research Centre facilities.

[ 5. FINANCIAL SUPPORT ]

1. Research centre fee: A scholarship of 10% of the research centre fee will be given to the
employees who are working at the RR institutions and who have registered for higher education
at any college/Research Centre of RR institutions.

2. The financial support for attending the conference or seminars and other skill development
programme can be availed as follows with reference to research policy of R R Institutions. (No

4.2.4)
Description Maximum Allowed
Program held abroad US $300
Program held in India: International Rs. 3000
National Rs. 1500
[ 6. INCENTIVES & INCREMENT ]

1. Cash Incentive of Rs. 1000/- will be provided on publishing of paper in the Journal/s (with
ISSN) UGC Care listed / Scopus/WOS/SC.

2. Cash Incentive of Rs. 1000/- will be provided for a faculty who will publish a Paper with ISBN/
Proceedings.

3. Cash Incentive of Rs. 2000/- will be provided for a faculty who will publish a Book with ISBN.

4. Employees who complete their Ph.D. degree while in service shall be entitled to increments as
per institutional norms if such Ph.D. is in the relevant branch / discipline and has been awarded
by a university complying with the process prescribed by the UGC.

5. Employees who acquire M.Phil. Degree or a MTech, NET, SLET, KSET, degree in a relevant
Branch / discipline recognised by a Statutory University while in service, shall be entitled to
one increment.
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[ 7. REVISION OF THE POLICY ]

The revision of this policy can be made every five year based on the need.

[ 8. CUSTODY OF THE POLICY ]

The implementation, updating and custodian of Policy for support to Higher Education shall be with
the Quality Assurance Cell of R R Institutions.

(Dr. Maya Salimath G)
Director - QAC

Director
Quality Assurance Cell (QAC) B
R R Institutions, Bengaluru — 56009C™ -
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R. R. INSTITUTIONS

Chikkabanavara, Bengaluru-560090

QUALITY ASSURANCE CELL (QAC)

VER. Ol
RESEARCH POLICY
Policy Applies to : All Staff and students
Approval Authority : Principals of all colleges
Governing Authority : QAC
Responsible Authority : Director QAC
Approval Date : 227 August 2017
Effective Date : It September 2017
Date of Last Revision : Not applicable
[ 1. PREAMBLE ]

Reputation of any educational institution depends on research productivity and innovation. The success
of an institution in attaining its objectives is greatly dependent upon the alignment of the faculty &
Student’s research initiatives. Therefore, the present research policy aims to help faculty and students of
R R Institutions to achieve research excellence to solve the societal problems.

I.I Research Policy: This document will be hereafter known as the research policy of the R R
Institutions. The policy will be in effect from It September 2017 and will be renewed on
completion of 5 years

[.2 Purpose: The purpose of this Research Policy is to create a vivacious atmosphere of research
among faculty, students and researchers in R. R. Institutions. The policy shall serve as an overall
framework and guidelines within which research activities may be carried out.

.3 Scope: This is R R Institutions Wide Research Policy. It is implementable in all campuses of R R
Institutions and can serve as guideline for all colleges.

[.4 Objectives of the Policy

d.

b.
C.
d

To promote research, innovation and intellectual capital,

To ensure integrity, quality and ethics in research,

To incentivise the generation of intellectual capital.

To ensure high level of efficient and effective support system to facilitate faculty, students
and other and researchers in their research activities.

Ensure publications in quality journals, indexed in Scopus/Web of Science and/or with
impact factor.

To nurture an environment of undertaking socially useful research with potential for
commercialization.
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g. Establish Research Centres within colleges of R R Institutions with potential for Excellence.
h. Forge interdisciplinary research collaborations and partnerships nationally and globally.

.5 Custodian of Policy: The implementation and updating of Research Policy shall be carried out by
the Management of R R Institutions at the institutions level. And at the college level the R & D
committee coordinator shall be a custodian. The Research Policy shall have a research &
Development body (consisting of all the R & D Cell coordinators of colleges) to function as
administrative committee, to assist and advise in matters related to research within R R
Institutions.

[ 2. RESEARCH COMMITTEE ]

R & D committee can be formed as per the guidelines by the respective affiliating university or with the
following guidelines:

2.1 Guidelines for forming a Research Committee
e Principal (Chairman/ Chairperson)
e  One faculty(Member Secretary)
e | Faculty from each dept.
e Students (2 Boys and 2 girls- one Junior batch and one pre final year batch)

2.2 Roles and responsibilities of the R &D Committee

a. Custodian of the Research Policy and suggesting any modifications
b. Processing the request letters of the faculty for attending conference, workshop, seminars etc.
c. Supporting for PhD.
d. Support for paper publications
e. Conduction of research related activities for students and faculties
f. Maintenance of all records of the same etc.
g. R&D Committee should process the documents received, within 3 working days.
h.  The Committee should submit the working report to the management through QAC quarterly
once.
[ 3. RESEARCH PROPOSALS ]

3.1 Faculty research:
a. Faculty who is interested to apply for funding to any funding agency has to submit the research
proposal along with the following documents:

e Problem Statement

e Research Methodology

e Equipments required and availability

e Expected budget and Returns on Investment
e Custodian of the research

e Expected Outcome of the research

b. The proposal is to be submitted by the principal investigator to the departmental / college
research and development Committee. The R&D committee has to process the proposal to the
management with recommendations and only after the approval of the management the same is
to be sent to the funding agency.

c. It is the responsibility of the PI to submit the proposal before 15 days of the deadline date to the
R&D committee.
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3.2 Students Research:
The students research projects will be conducted as per the respective university guidelines.

3.3 Collaborative Research
The collaborative research activities to be taken in following steps:
a) Identify the interdisciplinary area.
b) Identify the different experts from concerned disciplines who can work together.
c) Study the requirement of the infrastructure to conduct the concerned interdisciplinary
research.
d) Explore possibilities to find resources for such interdisciplinary research.
e) Conduct the research with details terms and contained MoU with both parties.

[ 4. RESEARCH SUPPORT FROM MANAGEMENT

4.1 Cash Incentives (only with R.R. Affiliation) — once
a. Cash Incentive of Rs. 1000/- will be provided on publishing of paper in the Journal/s (with
ISSN) UGC Care listed / Scopus/WOS/SC.
b. Cash Incentive of Rs. 1000/- will be provided for a faculty who will publish a Paper with
ISBN/ Proceedings.
c. Cash Incentive of Rs. 2000/- will be provided for a faculty who will publish a Book with
ISBN.

4.2Financial Assistance for attending development activities
Apart from the publication incentives the management also supports the faculty and students by
sponsoring them for the development activities.

4.2.1 Eligibility of faculty:

a. The minimum service of faculty at R. R. Institutions should be at least | Year, to apply for
financial assistance for attending development activities like Conference/ Seminar/ FDP/
deliver invited lectures.

b. A faculty, member can avail a maximum of 06 days in a calendar year as OD only to attend
such development programmes.

c. A faculty member is eligible for a maximum 2 times in a Year to attend professional
development programmes, but on a rotation basis.

4.2.2 The absence of Faculty, member from the Institute during the days of such development
programmes and journey days will be treated as on duty leaves (ODL) and the same approved
through the HoD, Principal and Management. However, the faculty member shall make alternate
arrangements for taking up his/her class work during the absence. On return, the faculty member
shall take extra classes to compensate for the missed academic work. On return, the faculty must
compulsorily present a lecture on the development activity attended to respective college/
department faculties.

4.2.3 Principal at his / her discretion may recommend /may not recommend financial assistance to any

faculty member without assigning any reason for the same and forward to Management for
approval/sanction.
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4.2.4 Maximum Registration Fee that can be sanctioned per year/per Faculty.

Description Maximum Allowed
Programme held abroad us $ 300
Programme held in India: International Rs.3000
National Rs.1500
[ 5. RESEARCH ETHICS ]

The research scholar is expected to follow the following ethics during conduction and even after
completion of research:

a. Academic Honesty: The researcher is expected to be honest in all scientific communications,
honestly report data, results, methods and procedures, and publication status. Do not
fabricate, falsify, or misrepresent data. Do not deceive colleagues, granting agencies, or the
public.

b. Carefulness: The researcher is expected to avoid careless errors and negligence; carefully and
critically examine your work and the work of peers. Keep good records of research activities,
such as data collection, research design, and correspondence with agencies or journals

c. Respect for Intellectual Property: The researcher is expected to honour patents, copyrights,
and other forms of intellectual property. Do not use unpublished data, methods, or results
without permission. Give credit where credit is due. Give proper acknowledgement or credit
for all contributions to research. Never plagiarize

d. Confidentiality: The researcher is expected to protect confidential communications, such as
papers or grants submitted for publication, personnel records, trade or defence secrets, and
patent records.

e. Social Responsibility: The researcher is expected to promote social good and prevent or
mitigate social harms through research, public education, and advocacy.

f.  Competence: The researcher is expected to maintain and improve professional competence
and expertise through lifelong education and learning; take steps to promote competence in
science as a whole.

g. Legality: The researcher is expected to know and obey governmental policies, relevant laws
and institutional rules and regulations.

h. Animal Care: The researcher is expected to show proper respect and care for animals when
using them in research. Do not conduct unnecessary or poorly designed animal experiments;
also take necessary permissions from concerned authorities.

i. Human Subjects Protection: The researcher is expected to when conducting research on
human subjects, minimize harms and risks and maximize benefits, respect human dignity,
privacy, and autonomy. Take special precautions with vulnerable populations and strive to
distribute the benefits and burdens of research fairly.
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6. PLAGIARISM POLICY J

a. All kind of Paper / Articles and Research Publications, by all faculty and students of colleges
under R. R. Institutions are to submit the plagiarism certificate.

b. The expected limit of plagiarism is below 15% failing which, the authors will be responsible
for all the consequences.

c. Further for PhD thesis and students projects, the plagiarism policy will be as per the
respective affiliated University plagiarism policy, if not as per UGC

[ 7. IPR POLICY ]

IPR comprises Intellectual Property generated by students and faculties of R R Institutions or
jointly with Third Parties. This includes Patents, Copyrights and other forms of Ownership of
rights to Intellectual Property.

7.1 Copyright policy
a. Books, Articles and Similar Works, Including Unpatentable Software
In accord with academic tradition, except to the extent set forth in this policy, R R Institutions
does not claim ownership to pedagogical, scholarly, or artistic works, regardless of their form of
expression. Such works include those of students created in the course of their education, such as
dissertations, papers and articles. The institutions claims no ownership of popular nonfiction,
novels, textbooks, unpatentable software, or other works of artistic imagination which are not
institutional works and did not make significant use of institutional resources or the services of
non-faculty employees working within the scope of their employment.

b. Institutional Works
The Institution shall retain ownership of works created as institutional works. Institutional works
include works that are supported by a specific allocation of R. R. Institution's funds or that are
created at the direction of the R. R. Institutions for a specific purpose. Institutional works also
include works whose authorship results from simultaneous or sequential contributions over time
by multiple faculty and students.

7. 2 Patents Policy
a. The expenses incurred for filing and award of patents will be borne by the individual.
b. The Institutions does not reserve the right to decide upon whether to file an application
for the award of patents or not.
c. The institution does not claim any ownership in profits made from patented property by
an individual associated with institutions.

11-
.

8. Renewal of Policy

The renewal of the research policy will be processed every S years.

W

Dr. Maya Salimath G

Director — QAC
Director

Quatity Assurance Celt (QAC)
R R Institutions, Bengaluru - 5~
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R. R. INSTITUTIONS

Chikkabanavara, Bengaluru-560090

QUALITY ASSURANCE CELL (QAC)

Since 1993

Ver- 02/2022
R. R. Inst./QAC/2021-22/031

Policy for Support to Higher Education

Policy Applies to : All Staff.
Approval Authority : Principals of all colleges
Governing Authority : Quality Assurance Cell
Responsible Officer : Director - QAC
Approval Date : 23" August 2017
Effective Date : 01" September 2017
Date of Last Revision : Not Applicable
[ 1. PREAMBLE ]

This policy governs the rules and regulations of all the facilities given to the employees of R. R.
Institutions, who are involved into research or pursuing their higher studies in relevant domain. This
policy will be in effect from 1% September 2017.

[ 2. ELIGIBILITY ]

Following are the eligibility criteria for availing the facilities

1. The facilities of this policy can be availed only by the employees of RR institutions.

2. The employee should have completed the probationary period.

3. In case the employee resigns the job she/he will not be eligible for the facilities.

4. The facility can be availed by the candidates who have the eligibility of registration as per the
UGC norms.

5. The employee who is ready to give an undertaking of continuing the services at RR institutions
for a period of 3 years after the completion of course, the facility availed for.
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[ 3. LEAVES ]

The Employees pursuing research and higher education in the relevant domain can avail on duty leaves
for the following reasons.
1. Attending Exams
Course work
Doctoral committee meetings
Open seminars/colloquiums
Comprehensive Viva Voce
Defence Viva Voce
7. One day in 2 months for meeting the guide/supervisor for research discussion.
The leaves to be availed on prior permission of at least 3 working days. The attendance of the same,
signed with seal of the guide/Research Centre Head to be produced within 3 working days of availed
period.
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[ 4. INFRASTRUCTURE FACILITIES ]

The employees who have registered for higher education or research can utilise the laboratories, library,
digital library, and other Research Centre facilities.

[ 5. FINANCIAL SUPPORT ]

1. Research centre fee: A scholarship of 10% of the research centre fee will be given to the
employees who are working at the RR institutions and who have registered for higher education
at any college/Research Centre of RR institutions.

2. The financial support for attending the conference or seminars and other skill development
programme can be availed as follows with reference to research policy of R R Institutions. (No

4.2.4)
Description Maximum Allowed
Program held abroad US $300
Program held in India: International Rs. 3000
National Rs. 1500
[ 6. INCENTIVES & INCREMENT ]

1. Cash Incentive of Rs. 1000/- will be provided on publishing of paper in the Journal/s (with
ISSN) UGC Care listed / Scopus/WOS/SC.

2. Cash Incentive of Rs. 1000/- will be provided for a faculty who will publish a Paper with ISBN/
Proceedings.

3. Cash Incentive of Rs. 2000/- will be provided for a faculty who will publish a Book with ISBN.

4. Employees who complete their Ph.D. degree while in service shall be entitled to increments as
per institutional norms if such Ph.D. is in the relevant branch / discipline and has been awarded
by a university complying with the process prescribed by the UGC.

5. Employees who acquire M.Phil. Degree or a MTech, NET, SLET, KSET, degree in a relevant
Branch / discipline recognised by a Statutory University while in service, shall be entitled to
one increment.
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[ 7. REVISION OF THE POLICY ]

The revision of this policy can be made every five year based on the need.

[ 8. CUSTODY OF THE POLICY ]

The implementation, updating and custodian of Policy for support to Higher Education shall be with
the Quality Assurance Cell of R R Institutions.

(Dr. Maya Salimath G)
Director - QAC

Director
Quality Assurance Cell (QAC) B
R R Institutions, Bengaluru — 56009C™ -
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R.R.Inst./QAC/2017-18/02

Policy for Self-Appraisal System

Policy Appliesto . All Staff of Colleges of R R Institutions
Approval Authority : Strategic Radar Enhancement Committee (SERC)
Govering Authority : Quality Assurance Cell
Responsible Officer : Director — QAC
Approval Date : 18-08-2017
Effective Date : 01-09-2017
Date of Last Revision : Not Applicable
[ 1roucystamevENt 0L )

The purpose of this policy and the associated procedures is to achieve cooperation and consistent practice
on performance and training of staff, analysis and to work on action plan to result in quality enhancement.

[ 2poLicyscore ]

The Policy applies to all Teaching Staff of R.R Institutions Bangalore.

Sl Appraisee
No.

Assistant Professor
Associate Professor
Ph.Ds

HOD with Ph.Ds
HOD without Ph.Ds

QP IWIN|=

[ 3. OBJECTIVES

a) To achieve quality sustaianance and enhancement ensuring that vision and mission of
the institute are fulfilled.

b) To know the level of required standard of performance.

¢) To know the staff achievements, contributions and potentials.

d) To receive self-appraisal aims to improve and develop self-performance.
e) To identify the area where improvement is required.



ﬁSTAKEHOLDERS L J

\\\\\

Structured self-appraisal form is collected from the staff as stakeholders of R.R Institutions
Bangalore.

| 5. APPRAISALPERIOD &)

The performance of staff will be reviewed on an annual basis. The appraisal period will from
August 01 present to July next year based on evaluation parameters of two semesters/a year
for an academic year.

[ 6. APPRAISAL FORM/PROFORMA J

The IQAC shall design suitable proforma of Self-appraisal for both teaching and non-teaching
staff and rights given for its revision as and when required.

[ 7. TYPES OF SELF-APPRAISALS i : J

SELF-APPRAISALS ON TEACHING STAFF:

I. SELF-APPRAISALS ON PRINCIPAL
The self-appraisal on overall performance of Head of the Institution/Principal will be filled

by the faculty applicable in a structured proforma.

Il. SELF-APPRAISALS ON HOD (WITH Ph.D AND WITHOUT Ph.D)
The self-appraisal on overall performance of HoD will be filled by the faculty applicable in

a structured proforma.

lll. SELF-APPRAISALS ON TEACHING STAFF
The self-appraisal on overall performance of all teaching staff will be filled by the

stakeholder in a structured proforma.

ﬁ; DESIGN OF INSTRUMENT LR ; ]
a) Questions for self-appraisal system shall be designed and discussedin SERC meetmg
Proforma forthe same shall be released after approval from SERC.
b) Any revision in the self-appraisal format from SERC shall be discussed before the

circulation in the month of June every year.
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Preparation and
Revislon of Discusslon and

self-appraisal form approvalin SERC )

Distribution of Self- AUl ?:)I:s'\ﬁpralsal Appraisal recelving
Appraisal proforma by Reporting Officer

and submission

Communication: of Veriflcation and
Performance result Calculatlog °f total endorsement by
and report sharing Scores and grades IQAC

FOR Preparation of
Affirmation by consolidated Forward'of self-
the Reviewing: . | statement of self- appraisal report to
Officer. | appraisal report the Management

Guideline and Procedure:

1. In the beginning of the academic year, all the faculty members familiarize with appraisal
process, evaluation parameters and circulation of proformas shall be done by the QAC.

2. The appraisal period will from August 01 present to July next year based on evaluation
parameters of two semesters/a year for an academic year.

3. Asitis self-examination of staff member, reporting should be clear and accurate supported
with necessary evidences.

4 The staffs are instructed not to modify the proforma in any regards.

5 Before filling the particulars in the proforma, kindly go through proforma and follow it
properly.

6. After filling the proforma, appraise has to forward to the same to the Reporting Officer i.e.
Head of the Department or Head of the Institute for scrutiny.

7. It is part of the duty to verify the entries and evaluation of said parameters. Thereafter it
has to forward to the IQAC for Data Validation Process.

8. Peer review process (includes Validation and evaluation) will be carried out on the basis of
prescribed criterion.

9. Upon completion of above process within a stipulated date, the appraisee will be
communicated about the about the performance along with necessary feedback.

10. Finally, QAC is entitled to prepare the consolidated Performance Appraisal Report and
shall forward the same to the management for their kind perusal.

W

(Dr. Maya Salimath G)
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