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Section: One
Tosition Management

e  Introaduction

Ourinsntuuon has classitied staft into two categories: Academie Stafl and Support Staff. The
duties and responsibilities ot the Academic Staff s to fulfill the academic requirements set by
athiliated University and - of the Support . Staff is to support academics by fulfilling
adimamistranve duties

L. Job Description of the academic staff:

leachers of the institntion means Professors, Assistant Professors and such other
persons as may be appointed for imparting instruction or conducting research in the
Insttunon and designated as teachers as per the appointment policy of afifihiated
Unmiversity,
A teacher shall be a full-time salaried employee of the institution and shall devote
s 7 her scheduled time ot work towards accomphshment of designated duties as follows:
e Develop and implement innovative academic methods.
e L'valuate, monitor and mentor student academic progress.
e Guide, lead and mentor students in research projects.
e Create, innovate and implement career-enhancement programs and activities.
e IPParticipate in departmental and college activities.
e Scrve and support funcuonal actuivities of departmental committees.
e Assess, review and evaluate student activities and progress.
e Assist and support senior professors in their academic and Research tasks and
functions.
Contractual statt includes honorary, visiting, part-time and ad-hoc teachers whose duties are

tramed on the basis of the academic requirements of the institution.

1. Job Description of the support staff:
1. Support statl” of the institution means , Office Superintendent. Library In charge.

Library Attendant, Clerk, Laboratory assistant, Security Staff. Canteen Support Staft.,




Sports Directors

and In charge, Administrative Manager. Accountants, Clerks, Pcons
and  such other persons as

may be appointed for conducting short/long term
administrative assipnme

nts by the institution and are designated as above as per the
institution policy.

1. A support staff shall be a full-time salaried employee of the institution and shall
devote his / her scheduled time of work towards accomplishment of designated duties as
follows:

-

Engaging in activities related to student’s scholarships

Maintains the Faculty Member leave records

* Acts as a Coordinator for all the activitics rclating to the maintenance of the
College.

 Takes ¢

arc of HR policics of the institution inside and outside the College.

= Takes carc of all admission approval procedures and communicates with
universitics in person.

= Keeps account of financial transactions such as admission fecs, semester fees
cte.

e Keeps account of all the financial transactions rclated to repair, maintenance,
purchase cte.

= Disburses salaries for the employces of the College.

= Prepares the annual account, get it audited.

= Deals with banks and other financial institutions regarding loans etc.

-

Will be responsible for filing annual returns.
3. Contractual:

Contractual Support staff includes gardener, cleaning staff, part

-time and ad-hoc
painter, electrician, Plumber, Sccurity etc. whose duties are framed on the basis of the

infrastructural requircments of the institution.

Recruitment and sclection:

= Rccruitment: Staffing Pattern

1. Yearly as well as semester-wise Job Analysis:

Preparing vacant job profiles by identifying changes in the syllabus or as per the
expansion requirements of the institution.



Sports Directors and In chinpe, Administrative Managror Acconntants, Clorks, oo
and such other persons as oy be appainted  tor condoctingg sliontAonge tonm
admumistrative assipnments by the institution aod are desipmited aw above o the
msttion policy
LA support stadt shall be o tull-time salaried cmployee of the institation and sholl
devote his 7 her seheduled time of work towirds accomphishment of desipomted daties
follows:
= Pngapimg in activities related 1o student s seholirships
=  Muaintains the Faculty Member leave reconds
=  Acts as o Coordinator tor all the acuvities relatingg to the nuintenance of the
Collepe.
e lakes care of IR policies of the institution inside and oumtside the < llegpre
e Takes care of ol admission approval procedures and conmuniciates with
UINIVETSILICS in person,
=  Kceeps account of financinl transoctions such as admission lees, semester fees
cle.
e Keeps account of all the financial transactions relited to repairn, maintenance,
purchase cte.
=  Disburses salaries for the employees of the Collepe.
=  Prepares the annual necount, pet it audited.
= Decals with banks and other financinl institutions regarding loans ete,
e  Will be responsible for liling annual returns.,
3. Contractual:
Contractual Support stall’ includes pardener, cleaning stafl, part-timme and nd-hoe
painter, clectrician, Plumber, Sccurity cte. whose duties are framed on the basis of the

infrastructural requirements of the institution.

Recruitment and selection:
e Recruitment: Staffing Pattern
1. Yearly as well as semester-wise Job Analysis:
Preparing vacant job profiles by identifying changes in the syllabus or as per the

cxpansion requirements of the institution.



Reasons for vacancy: In case of events like Change in syllabus or added divisions,
change in workload, transfer, termination, resignation, retircment, death, vacancy may oceur

tor both categories of stafT,
Deriving Job Description: “What to be done by the employce?”

2.
Two documents are prepared for identifying duty allocation to all staff and

supporting stall’members they arc as follows:

a. Workload Chart: A chart which is a descriptive presentation of lecture hours,
practical hours, and man hour required to complete the syllabus.

Academic Duty allocation Chart: Consolidated Presentation of managerial,

b.
Administrative as well as examination man hour required to complete

academic activities.
c.Academic Calendar: A calendar which describes the time schedule of work to

be commenced and completed.
From Job Description formation, Workload and Academic Duty Allocation Chart is

prepared. Required information regarding duties and responsibilities are derived for academic
staff. Information regarding timing, subject knowledge required, experience required and
other details are framed according to the departmental requirements. for Support staff as per

the change in management and administrative requirements, jobs can be defined.

5y Deriving Job Specifications:
For academic staft the eligibility criteria is decided on the basis of the affiliated

university, and Management norms. A document of eligibility is formed for ensuring

transparency on required competency, Experience and qualification.

4. Evaluating Job: Once the analysis process is complete then the management decide
the worth of the job. The factors like profile of job, authority, responsibility, duties,
living requirements ctc. will be considered before worth is finalized.

Advertising is done in newspapers as well as online on social media for the position

5.
vacant as per the UGC norms and eligibility criteria is attached. candidates will be

contacted with date and time for walk-in-interview.

Source of candidate for Sclection:
The major sources of candidate for selection are:

a.  Campus recruitment: own students who are qualified for teaching in Degree College.




b. References: Staff, HoDs, Administrative stafT refer candidates known to them with regard
to qualification and work experience required for the job.

Applicants from advertisements

C.
4. Selection:
A. Selection of full-time permanent Employee:
1. Applications are scrutinized as per the merit requirements and eligible candidates are
contacted for appearing for the interview.
2. A form is given to the candidate to be filled with required details and submitted to
college.
3. Interview: Eligible candidates will appear for an interview with HOD, Principal, Vice
Principal and Management in panel. Subject knowledge is tested at this level.
4. In case of academic staff a demonstrative lecture is taken to ensure the candidate has
proper class control/ Subject knowledge/ students interactions etc.
B. Selection of Part time, Visiting and Temporary Employee:

1. Applications are scrutinized as per the merit requirementsthe eligible
candidates are contacted for appearing for the interview.

2. A form is given to the candidate to be filled with required details and
submitted to college.

3. Interview: Eligible candidates will appear for an interview with HoD, Pincipal
and Management in panel.

4. In case of academic staff a demonstrative lecture is taken to ensure the
candidate has proper class control/ Subject knowledge/ students interactions
etc. Principal and Management together decide the appointment of suitable
staff.

a. Employment Offer Letter
An Employment offer letter specifying leaves and salary are provided upon
selection.

b. Appointments
Selected candidates are inforrned by making telephone calls. Appointment dates are

finalized by management as per the stafT requirements. Appointment letters are given after

verifying the original documents of the candidate. The candidate can collect the appointment
6



order letter hard copy from the administration office after aceepting (e cmployment offer

letter. Once an cmiployece gets an appointment order he/she is subjecied to join as per the date

mentioned.

C. Confirmation of Appointment:

On getting the approval the employce will be in for a prabation period of | month as

mentioned in the letter. If the ecmployce meets performance standards scl by the

per the date
college employce will be given the letter of confirmation.
d. Oricntation and Training:

Institution ensures Academic faculty and other st
tc. is conducted by the mstitute

afl’s developmental programs:

Training: seminars, sessions, conferences, workshops ¢
Orientation and refresher programs: Institutional level, university level, state level, national
level and international level orientation and refresher programs can be organized by institute
for employees as Per requirements of employees for adapting new technology and to change

as per environment growth..

Facilities and support for Eligibility Tests for lectureship at National and State level

(NET/SET) to be given for the staff.

programs arc conducted based on ncwest

To encourage the use of ICT, special training
available technology to ensure cmployee competency.
Soft skills training programs are conducted in order to ensure cffective academic delivery,

Frequent motivational sessions are conducted to ensure building morale of staff.

f. Exit

I. Resignation:
employece he/she can resign with a4 one month prior notice.

In case of a contractual
M norms and procedure to avoid

Inform the management through Principal as pcr te

unpleasant actions.
in-case of research or post doctoral re
on.

scarch, employces may avail leave for the

duration of the program and rejoin upon completi
2. Termination:
mployee is not matching with the current

1. In case of change in the job structure, if the e
agement after

requirement of the job, the employee may be terminated by the man

giving one month's notice.
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Any kind of misconduct and unfair practices noticed by thc managemecnt with
evidence will lead to termination of the cmployment .

Incompetence, including poor quality of work will also lead to termination of the
employece.

Insubordination and related issues such as dishonesty or violating of approved norms
and rules of the institution will lead to discontinuation of the employment

Theft or other criminal behavior will also lead to termination

Sexual harassment and other discriminatory behaviour in the workplace with evidence
will lead to discontinuation of the employment

Physical violence or threats against other employees

Any employee who does not behave modestly with women across the campus will be
liable for immediate termination.

Any form of Atrocity will lead to termination.



Soection: Twao

Performance Appraisal

a. leedback

1.
Feedback forms are given o all students 1o review arl respond o facnley
porformance at the end of every academic year

b 55 Performance of Teaching and non-teaching: stall shall also be inspected tirnel
by the Principal and Vice-Principal

Analysis of fecdback:

The fecdback will be analyzed by the Internal Quality Assurance Cell along
with feedback from the principal, Vice Principal, HoD and students’ grievances over
the acadenice year. concerned faculty are cautioned, terminated or dutics rearranged as
por requircment.

Excellent and specific feedbacks are rewarded with duties that match and better the career

ol the taculty.



Section:Three

Benefits

a. Incremen ts:

performance is found to be outstanding. The management will have a yearly review on

mmcrement. The Incremental year is June to March.

b. Incen tives:

Any a mistration work, rescarch work. and examination work. attendance in skill

is chigible for extra Incentives.

development workshops
of incentives are applicable.

For non-academic staff too these kinds
c. Festival Allowance:

The institution pays festival allowances to its employees on the occasion of celebrations like

Onam. Eid etc.
d. Other Perquisites:

meetings and reimburses various fees for conference and seminar artending, fees for
faculty development programmes conducted by other institutions, college wvehicles

cxpcnses clc.
e. Maternity benefits-
Matermnity: The institution js providing
period of up 1o 3 months whose employment tenure in the

- Matemnity Leave to the ferale employees for a
institution has been at least
2 ycars.
f. Employee Provident Fund and ESI:

Employee Provident Fund and Employee State Insurance contributions are deducted
from employee’s salary, (as per request of the employee) monthly and are then mnvested in

accordance with the prescribed law.

10
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Scection: Four

Stalf Grievance Management

Stall Grievance Redressal Policy:

The insutution ensures yearly revival and formation of Stall Grievance Redressal
Forums Committees, The stall club and statt council acts as forums to discuss stall

grievances and the oflice bearers represent <tafT interest and partake in grievance redressal

through management and administration.

Section: Five

Compensation

Compensation policies — General rules and regulations:

The compensation of our institution sceks o maximize compettive advantage by

attracting the most quahified stafl to the instumton. Tlhas policy relies on the best methods of

compensation muanagement.
The ansttution strives o provide a friendly working environment, satisfactory

compensation,  and  opportumties for  carcer  advancement,  flexable  work  hours,

womcen-fricndly pohlicies and support among the tcam members 1o keep employees highly

motivated. Theh level of empowerment and accountability is provided for where each
cmplovee owns his arca of domain functuion, employvees™ inmvolvement ain institutions
dearsions, leaderslup  development  through mentoring and  coachig, skills/‘competency

development imitiatives, are all a part of the compensation received by the cmployee. People
arc respected and valeed, performance s nurtured, creativity and excellence are encouraged,
and leaderstup and teamwork are rewarded. The management e s sumple, honest and

nghily approachable. winch makes it casy for people to work topgcther as one team.
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Q)

The salary range is determined by market pay rates, established through market pay
studies, for people doing similar work in similar institutions in the same region of the country
Pay rates and salary ranges are decided recognizing the level of education, knowledge, skill,
and expenience needed to perform each job.

Salary range is also affected by additional demographic and market factors. These
factors include the number of people available to perform a specific job in the employer’s

region. competition for employees with the needed skills and education, and the availlabihity
of jobs.

The compensation system will be decided by price positions to market by using
local and national specific surveys regarding pay to stafT.
C. Compensation Structure:
a Principal and Vice Principal: Pay of Principal and Vice principal is determined on the
basis of remuneration critena of management norms of appointment and
remuncration.

b. Compcnsation of Academic Staff:

Head of

Department : : - : " — .
o = Pav is determined on the basis of remuneranion cniena of management
norms of appointment and remuneration.

Professor : . . - 3 L =
Pay is determined on the basis of remuncration criternia of management
norms of appoeintment and remuncration.
Assistant Grade of pay is determined on the basis of remuneration criteria of affiliated
professor university norms of appointment and remuncration.
Visiting
Faculty Visiting faculty will be paid 350 Rs per lecture of 50 minutes each.




Crest

lectures

An invited resource person for o pguidance lecture will be paid 750 Rs
mchudhing: conveyance and the remuncration can  be increased by
management as per the qualification, cxpencnces, position, and competency
ol the lecturer.

C, Compens

ation of Support staff:

Olhice

Supenntendent

Pay as determined on the basis of remuncration criterna of management

norms ol appoimmtment and remuneration.

the basis of remuneration criteria of management

Accountant

Accountant Pay is determined on
norms ol appointment and remuneration.
Assistant Dectermuned by management on the basis of duties he/she is allocated

with, while determining pay external cquality is also considered.

Office Clerk

Yay is determined on the basis of remuneration criteria of UGC norms of

appointment and remuneration.

Assistantcley Determined by management on the basis of duties he/she is allocated

with, while determining pay external equality is also considered.

Pcon

*ay is determined on the basis of remuneration criteria of management
norms ol appointment and remuncration.

Lab Assistant

Determined by management on the basis of dutics he/she is allocated
with, while determining pay external ecquality s also considered.

others

is ol dutics he/she is allocated

Dctermined by management on the b
with, while determining pay external equality is also considered.




D. Market adjustment policy.
* The compensation policy will ensure external equity.
* The Principal and Management should ensure that salary ranges are updated at least
annually, that all individual jobs are market priced at least once every fwo years, and

that pay equity adjustments are administered in a fair and equitable manner.

E. Manapement of overtime policy.

e The management ensures that the work is done in a given shift ume. In case of any
extra job demand. the management will pay on hourly basis if the employee 1s made
to do any overtime.

F. Student employee compensation policy.

Students can do intemnships and pan time jobs in the institute. They arc subjected to
get compensation according to their job profile and job evaluation. The management is
responsible to meet the minimum standard of living requirement by providing appropriate
stupend.

Section: Six
Working Hours

a. Emergency policy:
e In case of anv bad weather condition or emergency the weekly working hours can be

reduced by the prnincipal or management. A non-instructional working day is a part of
regular duty for staff.
b. Flexible time policy:
e In case of genuine needs. an emplovee can be given flexible ime. But this should not

impact the lecture hours.

c. Holidays:
* Employeces are eligible to avail all public holidays and Sundays other than leaves.

14
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d. Hours actu: o be B . .
L ol actual employment: For academic stall completing 30 (16 lecture hours)
hours a weck i - ; o
1 week is the norm for working hours. Teachers have to complete a minimum
average time of 6 hours in a day.
e For support staff completing 48 hours a week is the norm for working hours. Stafl

have to complete minimum average time of 8 hours in a day.

Section: Seven

> Employece Conduct

The institution works with people from various areas, sections and class of socicty.
The point of view of all stakecholders may differ. This might especially happen with both
academic and support stallT whose interests and opinions may differ. There may be a lot of

differences of opinions. These differences can be handled with these following norms.

a. Employee code of conduct:
> A teacher should be caring, fair and committed to the best interests of the students

entrusted to their care, and seek to motivate, inspire and celebrate effort and success.
Acknowledge and respect the uniqueness, individuality and specific needs of students
and promote their holistic development. A staff should be committed to equality and
inclusion and to respecting and accommodating diversity including those differences
arising from gender, civil status, family status, scxual oricntation, religion, age,
disability, race, ethnicity, membership of the Traveller community and socio-economic
status, and any further grounds as may be referenced in equality legislation in the
future. A statl should seek to develop positive relationships with students, colleagues,
parcnts, institution management and others in the institution community, that are
characterized by professional integrity and judgment. The work of staff has to establish
and maintain a culture of murtual trust and respect in their institutions.

‘1

A stalf should act with honesty and integrity in all aspects of their work. A staff should
inculcate the character of respecting the privacy ol others and the confidentiality of
information gaincd in the course of professional practice. unless a legal imperative
requires disclosure or there is a legitimate concern for the wellbeing of an individual.
An cmployec should represent themselves, their professional status, qualifications and
cxperience honestly. A staff should use their name/names as set out in the Register of
Institute, in the course of their professional duties He / She should avoid conflict




()

d - il U‘_}c:r ]"I'Ofcsslqul work and private interesis which could reasomably be
cemed 1o impact negatively on students,

A staff should uphold the reputation and standing of the profession. He / she should
take all reasonable sieps in relation 1o the care of students under their SUPCTVISON. 50
i cnsu.rc their safety and welfare. A staff should work within the framecwork of
relevant Icgislation and regulations as per the affiliated unrversity. A staff s lixble to
C?mply with agreed national and institution policics, procedures and gusdclines which
aim to promote student educzation. welfare and protection A staff should be
responsible enough to report. where appropriate. incidents or matters which impact on
student welfare. He/ She has to communicate cffectively with students, collcagnes,
parents, institution managecment and others in the mnstitution CoOMMuUIIty in a manncy
that is professional. collaborative and supportive. and based on trust and respect. He /

She should ensure that any communication with students. collcagucs, parems.
institution management and others 1s zapproprnate. including communcalon via
clectronic media. such as e-mail. texting and social networking sitcs. He/ She should
cnsure that thcy do not knowingly access, download or othcrwisc have in ther
possession while engaged in institution activities, inappropriatc matenals/images m
clectronic or other format. He/ She should ensure that they do not knowmgly access.
download or otherwise have in their possession. illicit matenials/images in electromic or
other format. He’ She should ensure that they do not practice while under the influcnce
of any substance which impairs their fitness 1o teach.
A staff is supposed to maintain high standards of practice in rclation to student
learning. planning. monitoring, assessing. reporting and providing feedback. A staff
should apply their knowledge and experience in facilitating students” bholistic
development. He’ she should plan and communicate clear. challenging and achievable
cxpectations for students. A staff is supposed to creale an environment where students
can become active agents in the learmming process and develop lifelong leaming skills.
An academic staff should develop academic, leaming and assessment strategies that
support differentiated learning in a way that respects the dignity of all students. An
academic staff should inform their professional judgment and practice by engaging
with. and reflecting on, student development. learning theory, pedagogy. cummiculum
development, ethical practice. educational policy and legislaion Develop mutual
respect, be open and responsive to constructive feedback regarding their practice and.
if necessary. seek appropriate support. advice and guidance.

Take personal responsibility for sustaining and improving the quality of their

professional practice by:
- Actively maintaining their professional knowledge and understanding to ensure itis

current
« Reflecting on and critically evaluating their professional practice. in light of their

professional knowledge basc
= Availability of opportunities for career-long professional development.

16
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g good practice and mmantainimg the highest quality ol
educational experiences for students. Work in o collaborative manner with students,
parcnts{guurdinns, institution management, and other members of stalf, relevant
prol"cs_smnals and the wider institution community, as appropriate, in sceking (o
effectively meet the needs of students. ngage with the planning, implementation and
evaluation of curriculum at classroom and nstitution level.

b. Administration of staff - management relationship:

A discussion about a difference of opinion should always begin with finding a

common ground for cach party. For example, wanting the best cducational program for the

student is something everyone can agree on. If each party agrees that this is the intended goal,

getting everyone to work together on behalf of the student is a good way to encourage
positive problem solving in the college.

1. To create a positive environment:
Honest and respectful communication is the key to resolving differences of opinion

needs. Remarks that do not contribute to the positive progress of the
a meeting should

about a student's

conversation should be avoided. Negative conversations about any party in

be avoided. Negative reviews should be discussed in privatc.

2. To Support opinions with objective data:
Statements about a situation should be accompanicd by facts. Tt is not necessary that
one side is wrong. Requirements of both parties should be taken into consideration before
resolving a particular conflict. The party who has an innovalive idea for problem solving may

benefit all the stakeholders with his/her solution.

3. To discuss timelines:
If different strategies are recommended by different parties, it may be helpful to
establish a time period during which one strategy is used at a time. Progress should be noted

so that the strategy can then be evaluated for its effectivencss.

c. Staff linbility:
i. It staff members have availed any facility, they have to take responsibility to ensurc

proper care of the assets and property of the insttution, E.g.: Laptop, P.C, Printer



reports, family background details,

i. Staff should not smoke in the campus pre

sSpeaker, Mikces, Project Te . -
p > Jector, Telephone, Mobile, cte. provided should be submitted back in
same the condition without any damage
The books issucd i p
from library for reference should be submitted back on time fixed by
librarian, ili i all wi i
failing which the stafl” will be liable to pay a fine which will be revised

annually.

-Staff who have availed funding from cashier with *I Owe You™ form shall submit the

eceipt of the expenditure within 7 days of availing fund or completion of program

whichever is carlier failing which stall’ will be liable to pay back the fund to the

institution.

d. Discipline policy:
Staff is expected to maintain a formal positive attitude and relations with other
stakeholders especially with students and collcagues. If there arc any gricvances or
complaints against a staflf, member, the institution will hear both the partics and resolve
the situation with the help of Staff Grievance Redressal Forum's policics.

mises. Strict actions will be taken against a

staff member who is found smoking in the campus premisces.

e. Privacy policies:

Stafl have rights to maintain 100
reasons for leaving prior institution, memos, €tc. from

2% secrecy regarding their compensation, feedback

his/her colleagucs.

f. Termination policy:
StafT can be terminated due to the following reasons:

If the stafl has got a continuous ‘Letter of Wamning® to maintain performance for three

times or more but failed to do so, then the institution can take decision for termination

due to underperformance.

ii. If the staff has failed to follow the code of conduct of the institution, irrespective of the

memos given, then the institution can take a termination decision for not following the

institution’s code.If any fraud conducted or initiated by staff is proven, then termination

will be the final decision.

18
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Sceetion: Fight
Healthy Waorkplace
. Ditlerentlhy, Abled Accommuadation Policy:

Any candidate with o partal disability, which can be accommodative to the working
condition of the institution, can be absorbed for working as an employee in the institution.
The institution will accommodate ditterently abled persons and train him/ her for job prolile.
I the candidate is suitable with required qualifications and minimum skills then he/ she will
be absorbed into the system easily. Disability absorption will diller according: to nature and

requirements ol the job

. sStall Assistance Progeame:
e Assistance s bemyg provided for support i rescarch, to apply tor funding agencies in
order o receive prants for rescarch
e Assistince is provided tor Publications in form ol payment for publication expenses.
e lFaculty devclopment programs e orpanized (o the stall members i order to
develop theinr Acadenue and Facihtator skills. With the commencement of every term,
tacultics are mouvated to atend or conduct senunars, workshops, and conferences for

development ot stadl

e Stall pronics are organized every year basced onthe mterest ol the Stalt



e Lcave for Higher Ed i
“ducation and
rescarch

. 2 Programmes (p
are provided. which — (Ph.D.

naturc of education and tenure

Fellowship etc.)

o
Post Doctorate

of the leave pe

e Common canteen. sanitar; i sty
! - Sannation, drinking water, etc are ided
- eparate cabins i . s
e ns and cubicles are provided as per job requirement
- cmor tecachers : 3
s also
O : act as mentors and guide fresher’s for rescarch projects
1al assistance: SS1 &
e : Assistance for research, national and intemational conference.
rsement of official traveling expenditure is provided
e Early going permissi '
rmission fi / ‘e joi i '
. - or mothers who have joined after maternity leave is provided
or a period of up to 3 months.
-

Free Hostel facility are provided for the stafT.

Annual sports day is organized.

Inter - institutional support for development of stafT is provided.

C. Harassment and Discrimination Free Workplace Policy:-

The institution has a strict anti-harassment and anti-discrimination policy for
cnsuring a healthy and peaceful workplace.

1. Religious, Racial and Regional Discrimination:-

The institution stands strict against any form of discrimination on the basis of

Religion. Race, Language. Region, Caste, Place of Birth. etc. Any form of discrimination if

proven, will lead to Termination of Service with immediate effect.
1. Sexual Harassment:-

The institution strongly complies with the Procedural Guidelines against Sexual
Harassment at Workplace.

The institution also has a strict Anti-Sexual Harassment Policy. If found guilty, the

employce will be terminated with immediate effect and a legal action will be taken against
him/her.

1. Mental Harassment:-
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The institiution also has St e hanem spamst any lorm of Mental Harsssmen?!
towards all the stukeholders It tound pailty, the crnpliryee will be terrmated with irrmrrveddinte

clfect and a lepal action will be taken apamat lomtwer

O Physical Harassment:-
The institution also has a strict Ants-Pliysscal Harasoment Policy If fourud guilty, the

cmployce will be termunated with immediate effect and a lepal actnon will be taken st

himher

i3 Cryber Harassment:-
Any form of harassment via [-Mails, Phone Calls, Text Messages, I

Stones, Social Medin Status Updates, News Peeds, Videos and Images on the nternct
(without the permmission of the concerned person) is stnctly protubited and a stningent action

will be taken apgminst any person, proven puilty. Additiomally, Legal Action will be initusted

aprnst hon/her

The pohey reparding safety measures agminst discrimination and harassment are
renewed yearly by the Stafl Grnievance Redressal Forum as per the current siuational

requirement  Fyvery staffroom has an anti-harassment and anti-discrimination policy staterment

chart
Anncxure 20s format attached for putung forward any gnevances by stalf

d. Manapement - Stafll Relationship managemoent Policy:

In casec of diflerences of opinion between management and stalf, the concerned siaff
can approach the Princaipal and the management any time to discuss and resolve the issue If
there 15 o penuine need to change the management decisions for growth of the instutunion and

development of the faculty, the management will be ready to rethink for a better policy to get
the problem resolved
The Sl Grnievance Redressal Forum can present any tssues related to staff for a

surtable practcal soluton tor the same

c.  Policy Tor against Carrying and ( ‘onsumption of Hazardous Products in the

Campus:



Staft should ensure that knowing or unknowingly they don’t carry any hazardous
products which can harm health and safety of onescll or other employees or any other
stakcholder. Stafl is restricted to carry or consume alcohol, cigarettes, or any harmiul drug
within the campus. Any harmtul machine or cquipment like puns, harmful knives ete. are
restricted to be earried in the institution (However, Kirpans shall be allowed 1o be carned by
Baptised Sikhs as a practice of their religion as mentioned in the Article 25() of The

Constitution of India).

f. Respectful Workplace Program;

Management will develop mutual

trust and understanding between staff, Cultural

. G e T . *Ddehrati al Sports,
programmes, Group Programs by teachers in Teacher's Day Celebration, Annu il Sp

Mentoring by Scnior Teachers for rescarch work to Junior Teachers, c¢lc. arc platforms

developed to enhance mutual understanding between the stafl.

Section: Nine

Occupational Health and Safety

Health and Safety policy during Working Hours:

a.
e Water purifiers are maintained at every floor for supply of drinking water facility.
e Hygicnic canteen is maintained in the campus for the benefit of staff.

b. Staff Support Equipment Policy:
e The Staff is allowed to use labs for printouls or any computer or online service

requirements. Departments are  also cquipped with desktop computers for any

academic work.
e Pantry facility for staff is provided

Classrooms are [CT enabled to aid in academics

-

e Separate sanitation rooms and rest rooms are provided to the staff.

e StafT will be able to order food directly from the canteen at reasonable rates.

e Library facilities are provided to stafl. StafT will be able to borrow books physically

from the library. Library will have a scparate wing for rescarch requirements with a

separate P.C and printer with WIFEI facility.

I
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€. Personal Privacy Protection policy:

Staff have v ;
¢ full right to protect their personal information. Stalt will not be compelled

o sharc . 5 - e . N )
personal information related to family background and present famuly

relations. Employee privacy will be fully taken care ol
i1 not be shared with anybody.

111.

.

Medical background shared by stafl to management w

Financial details shared by staff will not be made public.

Section:Ten
lLLeaves

Casual leave
Employces can avail 15 Casual leaves at any point of time in an academic ycar.
ments. Current year’s casual leaves

These leaves are for personal casual require
car if not availed by staftf.

cannot be carried forward to next academic y

Duty leave
Employees can avail 08 duty leaves in an academic year. 04 duty leaves cach term.
Duty lcave arc for the purpose of short term workshops, attending seminars,
conferences or any other requirement permitted by management can be availed by

staff.Medical leave
sedical leave can be availed by employees for medical purposes only. If
mployces are supposcd to submit a medical certificate to the

unplanned then, ¢
ive office as soon as she/he join back after availing the leaves with an

administrat

application mentioning the number of days availed, date, reasons ctc.
Career development leaves
avail leaves for workshops, seminars,

conducted by University of Calicul..

and refreshment courses,

Stafl can
In casc of

orientalion programmecs
international conference presentations the days of presentations will be considered

as career development leave.

l.cave to vole



Employces can avail lcave for participating in local body. statc. or central

clections by voting.

vi. Maternity leaves:
1. Maternity leave of 3 months can be availed by stafl’ those who hiave

completed two years in the college.
Vil. Half days:
Employees can avail half day leaves like early going or la

availed by submitting lcave form. Sin
e to maintain minimum 3 hours at job

te coming for personal
requirements. These can be ce the total

average working hours is 6 hours staff hav
for a half day leave on the same day.

viii.  Early going and late coming:
¢ coming facilities in casc ol emergency

Employcecs can avail early going or lat
m of one hour.

situations. This facility can be availed for a maximu

Section: Eleven

Travel

a. College vehicle usage policy:
College car can be used by staff by taking prior approval for the same.

b. Industrial visit accompany policy:
Staff members academic or
gram as a part of their duty whenever required by management.

supporting arc supposcd to assist the Industrial

visit pro

c. StafT picnic policy:
StafT picnics will be arranged by stafT Club secretary who is the stafT welfare

in charge. Required assistance will be provided as per management decision.

d. Travel expenses reimbursement policy:
Staff can avail reimbursement for any traveling expenses with prior approval

from management. A voucher can be used for reimbursement.



Section: Twelve
Miscellancous

Equipment and resource usage policy:

Any facilities, equipment or resource available in an institution can be utilized by employccs

with prior permission from management.
Conference and seminar fees policy:

Any fees for one conference and one seminar in a year can be funded by the college. The
limit for such funding shall be fixed by management.

Membership fees policy:
Association membership fees can be funded in case if such kind of association membership
feces is required for better working of the institution. This kind of funding can be only availed

prior approval of management.

Personal file update policy:

Staff have to provide detailed information regarding current development of staff in any field.
A certification indicating the same should be submitted to the clerk to be filed with the

administration ofTice.

Policies for availing supporting staff aid for work:
ance from support staff to get the job done. Any special

Academic staff can avail assist
1aff can be availed with prior permission from

assistance other than regular duty of support s
management.
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