Shirdi Sai Rural Institute’s

Arts, Science and Commerce College Rahata
Allotment of Cleaning work-2021-22

All the non- teaching staff are informed that cleaning work has been planned for various departments and to
the campus of the college.

1. To clean corridors and classrooms.
2. To clean cupboards, tables, benches and other materials in all room with a cloth.

3. To clean corridor and rooms with clean water on second and forth Friday and wash the corridor and

classrooms on first and third Saturday of every month.

4. To wipe all the fan in the classrooms once in a week.

5. To clean the glass windows of all halls,

6. To clean area under trees, watering the trees etc.

7. To report every evening at 5 'O clock or register the work done in the diary or report to the head of

the departments which assigned to you, or to office superintendents.

8. Do not take leave without permission.

9. Apart from this work, all the work assigned by department is to be completed within time.

Sr. | Name of Employee Post Nature of work

No.

1 Shri Khobre R.N. Lab. To keep the office of Hon’ble Namdar Saheb & Dr. Sujay

Attendant | Dada Vikhe Patil and New office, seminar hall etc. keep
clean & neat.

2 Shri Gholap A.R. Peon Regular cleaning of new office, Hon’ able Principal sir
cabin, store corridor, Sarswati mandir, main gate, Xerox
operating and official work etc.

3 Shri Chitalkar K.B. Peon To clean 2 labs of chemistry (3&4 Lab), Glass wares and
equipments also cleaning your front & back area of labs and
staff room and the rooms coming under the lab section.

4 Shri Palghadmal B. D. | Peon To clean HOD Office, Chemical store, 1 & 2 labs Glass
wares and equipments of chemistry, front and back area of
these labs.to clean up the area till the stairs.

5 Shri Yadav A.N. Peon To clean the classroom, 2 labs, H o D cabin of Zoology
department. Also clean 2 labs, HOD cabin, e- learning
classroom of Botany department. To take care of botanical
garden etc.

6 Shri Lahamnge D.T. Peon To clean No.1 & 2 computer labs, language lab, Math’s
department & classroom, 6labs of Physics department.

I Shri Bramhane V. P.. | Peon (Second floor) to clean and take care of whole Library, the
passage inside the library and outside the library.

8 | ShriHon.R. V. Peon To clean regularly NSS office. Politics department,
T.Y.B.Com classroom, old store room , F.Y.B.Com
Classroom, staff room and also class No. S-1 to S-3 and
whole passage.

9 | Shri Kadu S.R. Lab. To clean regularly classroom No. S-5 & S-6, Commerce

: Attendant | Department, record room, staircase, all arts departments. To
ring the bell and note down the lectures regularly.




Name of the woman

Women on Daily wages

]

s

Nature of work

SR.
No. i
1 | Garud Shital AJaY
5 [ Waghmare Sangita Balu
3 | Barse Arund Vivek
4 _V’Vgg_hﬁaEB,harati Vilas

To clean up Third floor passage & classrooms from —
,vmkhana to commerce d¢ artment \
Regular cleaning in Campus —
Regular cleaning in Campus. g
(Third floor) To clean the classroom No. T-1t0T-8 ‘
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SHIRDI SAl RURAL INSTITUTE,
PRAVARANAGAR

Tal- Rahata, Dist-Ahmednagar (425107)

‘ Clo- Arts, Science and Commerce College, Rahata,
|
'

Phone No. (02423) 295488

SERVICE RULES
|
CODE OF CONDUCT
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SHIRDI SAI RURAL INSTITUTE, PRAVARANAGAR

CI0- Arts, Science and Commerce College Campus, Rahata,
Tal- Rahata,Dist-A Nagar (423107)

---------------------------------------------------------------------------------------------------------

Service and Conduct Rules

Following Technical/Non Technical Colleges run by the Institute. ..

01. Arts, Science and Commerce College, Rahata.

02. Industrial Training Institute, Rahata.

03. Dr. Balasaheb Vikhe Patil International School, Rahata.

Generally Institute follows the University of Pune, DGT New Delhi
Statutes regarding the service rules for teaching stalf.
A) Appointments:

Academic/Teaching Posts: Recruitment of Teachers:

01.Appointment of Teachers by Selection Committee:

Selection Committee Shall Consist of:

a) Chairman, Governing Body of the College or/his Institution Nominee
from amongst members of the Governing Body.

b) A Nominee of the Vice Chancellor (General).

c) If the Post is reserved one, the Vice Chancellor shall nominate one
additional member, belonging to Scheduled Caste or Scheduled
Tribe or Denotified or Nomedic Tribe who should be preferably an
expert on the subject.

d) Three experts in the case of appointment to the post of Professor
and Associate Professor (Minimum two out of three are present on
the committee at the time of interview), and two experts in the case
of appointment to the posts of Assistant Professor and Associate
Professor (Minimum one must be Present).

e) Principal/Director.




Procedure:

a) All posts of the teachers are widely advertised with particulars of
minimum and other qualifications, if any and emoluments. Reasonable
time is allowed to applicants, to submit their applications.

b) The date of the meeting of the selection committee is fixed so to allow
the notice of fifteen days to each member & to the candidates, the
particulars of each candidate called for interview, are collected in
consultation with the Head of the Department/Principal of the College.
The panel members are intimated seven days before the date of the
meeting.

c) The quorum to constitute a meeting of the Selection Committee shall
be four members of whom, one being V.C. Nominee and three experts
nominated by the University.

d) The Selection Committee shall interview and adjudge the merits of
each candidates in accordance with the qualifications advertised, and
report to the Competent Authority the names arranged in order of
merits giving reasons for the order of preference. If no person is
selected a report to that effect be made. The Committee may
recommend only one name if others are not found suitable.

e) The Competent Authority, with the approval of the Vice Chancellor,
shall appeint from amongst the persons selected/recommended.

02. Appointment of Teachers on Institute/Management level for
filling in temporary vacancy:

Where vacancy of a teacher is to be filled in temporarily but not
exceeding one academic year/one term, the appointing Authority on
the recommendation of the Principal/Director of the Institution shall fill

—_— in the Temporary Vacancy.
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than a year, the vacancy will be filled in by the appointing Authority on
the recommendations of the Local Selection Committee constituted as
follows and Information of the same will be given to the Competent
Authority:
a) Chairman of the Governing Body or his Nominee.
b) Principal/Director of the College.
c) Head of the Department of the College.
d) One expert in the subject concerned nominated by the Chairman of
the Governing Body.

Procedure:

a) To feel temporary vacancy a advertisement be given in leading
news paper.

b) Suitable/Qualified candidate called for Interview before Local
Selection Committee.

c) After the recommendations of the Local Selection Committee,
Candidate may be given appointment on Purely
temporary/adhoc basis for one academic year/one term.

03. Non-Teaching Staff:
Appointment of Non Teaching Staff:

Generally Institute follows the rules and regulations of
Maharashtra Non- Agricultural Universities and Affiliated College's
standard Code/University of Pune/Govt. of Maharashtra regarding the
service rules for Non-Teaching Staff.

To fill vacancy a advertisement be given in leading news
paper. Vacancy of Non-Teaching staff filled in Adhoc basis for one
year. Those non-Teaching staff who complete 7 years of their service

are given pay scale and allowances as per SSRI's Rules.




Probation:

The period of probation of the staff shall in no case be more
than two years, on the expiry of which he will be deemed to be
confirmed unless after assessment of this work by the committee, his
services are terminated by giving him one month's notice or one
month's salary in lieu of notice. The Terms and Conditions are
mentioned in his appointment Order.

B) Service Book:
A Service book shall be maintained by the Registrar or any other Officer

duly authorized by him/Principal/Director/Head of Recognised Institution for the

staff of the College/Institution and shall contain such Information regarding date
of birth, date of appointment, qualifications, scale of pay, increments, probation,
particulars of leave and such other information as the competent Authority may
prescribed.

C) Increments:

The employee having his pay on the pay scale, shall draw increment
every year unless it is withheld.

The Head of the Department should send the CR (Confidencial Report) of
each employee every year before one months at his increment date to the
competent authority i.e. Management/Governing Body.

D) GENERAL:

01. Leave is a privillage and not a right: it may be refused or revoked by
the authority empowered to grant it. It would, however, generally be
granted unless the exigencies of service so demand.

02. Leave Application: The Leave application shall be submitted on
prescribed form well in advance and shall be got sanctioned before

e availing of the leave. The faculty members shall make alternate

_" “..~arrangement of his/her any other department to keep the students




engaged.

03.No leave can commence unless it has been sanctioned: Mere
submission of leave application does not authorize an employee to avail
the leave applied for. Availing of leave without getting the same
sanctioned makes the employee liable to disciplinary action besides
penal deductions.

04. Acceptance of alternate: Employment/engaging in trade/business etc.
causing him/her the monitory/personal gain is an offence and the
employee shall refrain from the same.

05. No leave will be sanctioned on telephone except in case of extraordinary
circumstances/sudden illness etc. This shall however, be regularized
immediately on joining the duty in writing.

06.Continued absence of more than fifteen days, or repeated irregularly
without intimation of any kind may render an employee liable to
disciplinary action including termination of services besides penal
deduction.

E) Kinds of Leave:

a) Casual Leave (CL)

b) Compensatory Off

c¢) Medical Leave (ML)

d) Earned Leave (EL)

e) Extra Ordinary Leave/Leave Without Pay (LWP)
f) Duty Leave (DL)

g) Study Leave

h) Vacation Leave

i) Maternity Leave




a) Casual Leave:
Casual Leave is intended to meet special circumstances for which

provision can no be made by exact rules.
1. For teaching staff 15 days and Non- Teaching Staff 12 days

Casual Leave in One Calender Year.

2 Casual Leave can be enjoyed at Proportional rate commencing
from the beginning of the Calender Year.

3. If any member of staff avails casual leave more than the
proportionate, the leave may be considered as extra ordinary
leave (i.e. leave without pay) by the sanctioning authority.

4. Not more than 3 days casual leave can be enjoyed at a time, to
be extended to 5 days in most exceptional circumstances.

5. Total period of Casual Leave and holidays enjoyed at a time
should not exceed 3 days. Only in exceptional circumstances
casual leave can be extended to 5 days, if it is due.

6. Absence on a half working day should be treated as full day's

casual leave.
7 Casual leave can not be affixed or prefixed with Earned Leave,

Medical Leave or Vacation.

8. Casual Leave should not be availed without prior sanction and
without making alternate arrangement of the work in consultation
with HOD.

a) Employees are expected to attend regularly as per the college
timings, if an employee comes more than 10 minutes late,
he/she must sign the muster roll marking the time at which

he/she reports for duty.
b) If an employee comes more than 10 minutes late 3 or more




times during the month his/her casual leave accounts shall be
debited at the rate of 1 day's casual leave for 3 days late
attendance.

9. If there is tendancy to fritter away casual leave, the following

steps may be taken against the person concerned:-

a) Refusal of Casual Leave, if it is believed that it is asked for
without adequate ground.

b) Treatment of absence as leave without pay when a person
has remained absent without making alternative arrangements
for his periods/work.

b) Compansatory Off:

No Compensatory Off will be allowed for completion of academic
work allotted to the Teaching Staff Members.

Employees if asked to work (except academic work) on
Sunday/Public Holidays by the Competent authority, with prior order, shall
be entitled to have Compensatory holiday, provided they work for more
than 5 hours on that day.

Compensatory holidays should not be accumulated more than 3
days at a time. No Compensatory Off will be permissible if he has already
3 Compensatory Offs at his credit. Compensatory Offs are to be enjoyed
on full day basis (No half day Compensatory Off is permissible).
Compensatory Off should not be availed without prior sanction.
Compensatory Off can not be affixed or prefixed with Earned

Leave/Medical Leave or Vacation.
No Compensatory Off is allowed to carry over to the next calendar

year.
No Compensatory Off is permissible for attending the remunerative

,\. » work on Sundays or public holidays.
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While asking for extra work (Other than academic one), the
competent Authority should issue an office order in writing.
c) Medical Leave:

01. All teaching and Non-teaching staff members get medical leave for 10
days on communication basis or 20 days on half of Pay for each
calendar year.

02.Medical Leave may be granted in case of sickness of the employee
and not his/her dependents. A Medical certificate from Doctor or a
registered medical practitioner would be required in case where more
than Three days the person was sick.

03.Medical Leave can not be sanctioned between two holidays. (i.e. one
side holiday, Sunday) otherwise it will be count in the Medical Leave.

04.Employee applying for a medical leave should produce treatment
certificate with their application and at the day of joining duty he/she
should submit a fitness certificate.

05. If the employee avails Medical Leave for more than on months. He
has to produce Fitness Certificate from Civil Surgeon at the day of
joining Duty.

d) Earned Leave:

|) Teaching: No Earn Leave for teahing faculty. However vacation can
be converted to Earned Leave. The basic rate for conversion is one
day for three consecutive days.

[I) Non Teaching:
01.Earned Leave is admissible to all non- teaching staff. (excluding

departmental technical staff) Employees should get Earned Leave
for 30 days in each Calender Year.
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03.Earned Leave can be availed minimum 3 days at time.

04.Earned Leave can not be affixed and prefixed with Holidays or
Sundays or C.L. from both Sides.

05.Earned Leave should not be availed without Prior sanction.

06.If a person is absent without prior sanction of leave or without
making alternate arrangement, his absentee for the day will be
treated as extra ordinary leave i.e. Leave Without Pay.

07.1f employee, availe Earned Leave, no other type of Leave will be
sanctioned in continuation with Earned Leave. In the situation when
Earned Leave is prefixed with Holidays or Sundays, the leave
immediately after holidays and Sundays will be treeted as Earned
Leave.

e) Extra Ordinary Leave/Leave Without Pay:
01. For reasons beyond ones contol, if an employee has to avail leave in
excess of ones authorization, he may be granted, ‘Extra Ordinary

Leave/Leave  without Pay"” at the discretion of the
Principal/Director/Management subject to exigencies of service. Such
leave shall not exceed 3 months in a calendar year at a time.

02.Maximum for 6 months including 3 months, as above on medical
ground where the staff has completed 3 years of continuous service.

03.Maximum for 12 months, on medical grounds where the staff has
completed 5 years of continuous service.

04.Maximum for 12 Months for undergoing treatment on TB, Leprosy etc.
where the staff has completed on year completed service.

05.Maximum for 18 months for undergoing treatement on TB, Leprocy
etc. where the staff has completed one year completed service.

_———-_06.Maximum for 24 months for prosecution of higher studies which are in



f) Duty Leave

01. An activity of an employee which can bring recognition to the institute
may be considered for grant of this leave

02.Duty Leave may be granted for one of more of the following purposes.
a) To deliver academic lecture.

b) To work on behalf of the University/College.
¢) To read/present a reaserch paper in a Conference/Symposium of
National/International Level or to attend workshop/Seminar.
d)To attend selection committee or other such like committee
meetings provide they are convened by a statutory body/university
recognized by the Government.
e) To inspect academic institutions attached to a statutory body or a
University recognized by the Government.
03. The duty leave will be restricted to @ maximum of 15 days during a
calendar year subject to the following conditions:
- There exists a written request from the competent authority.
- The Paper has been accepted for presentation and a
communication to this effect recelved a writing.
g) Study Leave:
01.Leave for upto a maximum of two years may be granted ONCE in the
tenure of service for pursuing higher studies at the recognized
Institute.
02.Study Leave may be granted after an employee has rendered at least
5 years of unblemished service to the institute. He/She will be reqired
to furnish a bond for that will serve the Institute at least for a period of

5 years after return from the Study Leave.

.a) One day/week to faculty permission higher study (PG i.e. ME.



Ph.D.) for teaching faculty.
b) One day/week to faculty permission higher study (i.e. Library
Science etc. for non-teaching faculty).

h) Vacation Leave:

01.All Teaching & Non- Teaching technical staff is entitled for Summer
and Winter vacation in one calendar year as per the rules of
University.

02.The vacation leave shall be got sanctioned in advance in writing as
any other leaves.

03.The vacation period amongst the faculty members shall generally
staggered to ensure that the institutes functioning is not hampered.

i) Maternity Leave:

Maternity Leave may be granted to a permanent female emplyoyee
who have completed two years continuous service, having not more
than two living children, shall be entitled to maternity leave on full pay
for a maximum period of 90 days, subject to production of Medical
certificate.

F) Retirement Age:
Retirement age for Teaching and Non- Teaching staff is as per the
University/Govt. of Maharashtra rules.

G) Resignation/Termination of Services:

01. The appointing authority shall have a power to terminate the services
of any staff without notice or without any cause assigned during the
period of Probation.

02.The appointing authority shall have the power to terminate the services of
a staff member by giving one months notice or salary in lieu of in case

3 : Yi, . helshe is found to be physically or mentally unfit for service or on the

'ﬁjounds of retrenchment. This provision shall apply to regular/permanent
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amployees of the institutes
03 A member of the staff can leave his employment by giving one months

notice or pay In heu thereof If the permanent staff wanted to leave the

o

snvices without any notice he has to pay one months basic pay from his
salary If the staff member is working in the consolidated pay he has to
deposit one months total salary.
=) Pay and Allowance
As per University'Govt. of Maharashtra Norms & D.A. and other
allowance as per the Institute Rules.
' Promotion:

01 Teaching staff should be given promotion as per University/Govt. of
Maharashtra rules. after acquiring minimum qualification and experience
for such post. Vacant Post will be filled among faculty members from
seniority list through Selection Committee.

02 Non Teaching Staff should be given promotion as per seniority list
through Departmental promotion committee (DPC). The senior scale
given after twelve years completion of his service from the date of his
such scale.

J) Holidays:
Holidays will be observed as per University/Govt. of Maharashtra/Institute
rules.
K) Travelling Allowance:
As per T.A/D.A. rules.
L) Festival Advance:
Festival Advance for Deepawali Occasion.

M) Employee’s Welfare:




03.Bus facilities provided for students for to and from city to college.
N) Student Welfare:
01. Earn and Learn scheme of University of Pune.
02.Fees Concession for students for Poor Boys Fund specially earmarked
for poor and deserving students.

Director,
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ege Award" from University of Pune {2012-17)

ege Award” from Student Welfare Board, University of Pune (2011.12)
"NAAC ACCREDITED “Bas™

GRADE COLLEGE"

Whatis code of conduct?

A summary of shared institutional values,

moral principles,

rules and responsibilities of an individuals

To whom it applies?

Governing body

Administration

HOD & Teachers

Physical director

Librarian

- Non-teaching staff
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Why do we have?

» To ensure that 3]l should understand the responsibilies of
individuals to adhere with the code of conduct of our
institution.

» To provide the necessary guidance to the necessary one.

» To reflects the vision, mission and values of our institution.

» To build the safe and academic atmosphere of teaching,

learning and working.

» To make the entire institutions environment very clear and

transparent.
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SOP OF PRINCIPAL

Standard Operating Procedure for monitoring the academic activities

conducted throughout the year.
Principal Procedures to be followed for implementation of SOP- Academic

1. 5taff shall use various farm ats prescnbed snd 2pproved by Pringipal,

2 Atthe end of year, Frincipal shall take the chonce of subject for next year from sack

Taculty. Eachfaculty must give subject choice

3. Aftertaking the subject chowce, HOD shall allocate he subjects to each faculty within one
WiEPN

- Pnncipal shall allocate semor faculties for teaching to First Year

b One fzculty shall ngt be A5sgned 10 teach more than ore subject to the same dasgs

Once teaching worklozd is assigned, each faculty thall orepare course fils [if the Subpsct 1

few) or update the course material The file should be B30y 3 wesk befors the st of

o

di=

semester
* Principal shall taka the review of course file ang teaching plan ona week before the star of
dtagamic yaar

" HOD shall prepare academic cxlendar meluging dates of start and eng of year dates of
Vanous examinations, class test | & IL Seminar eic. betore one week of star of VEar or
mmediately after receiving academc calendar of Boarg. whichever is aarher

8. Basad on the academic calendar provided by HOD. principal shall arepare the Customized
acegemic  calendar  whith  may  include e miormzton  about fusst
lecture/seminar ‘workshop nlacement ity mdustnal vaits, the evants organized by
student'sastonation etc.

Y. HOD shall prepare the time table one week before the stan of semester and the approval
of Principal shall be taken

10, Principal must send the letter 1o each parent through class teacher ndicating the date of
starl of year and other informanon one week before the start of year

~. [‘C:‘L‘hh h
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I Ffihl"lplﬂ '.hﬂ:rl ApLeRnl e ,:r'l.'; tpgrier e tlgts tearker it AOErpnt The i'#_.l-r'
meniGrs

I The teaching leatning proesss WA LAt freen the frst day of staen of fear

I3 The class teacher Aoy with the e rmust Leke the lehlorn wg of the sommen stusers;
14 daily bas and prepare a bar Braph of ‘date weesys nurrber of steaes sirlemts” for
weekly altendanes repart shall be deralugted by Frimepsl

1% Principal shali 2000t the variou: portinier of Geparlrnest 1 e Tamdnus o thae fore
werk ofthe 11anm tf the permegn; darnr pretfoles Ef e the coordnaior for NZZ,
Sparts, Time table, MILLITUL B KL, spent, it Nf and rmametpreng Mo, 05 TER
attendange Manitaring, mentoring swherms MONAOg. slumes o, student ation, sy
tlub 1t zvailable), departmental libeary, Board EABTEnIUON, welnte, cays teacher, oftary
WOMENn's grisvance cell, student’s gruevance eril aor

s The resylt Aty shall be done immediately after the declarzton of ressie by Bogrd amet
should be oheryed by the Principa)

17, Princpal shall send the summary of esents conducted ot the erd of sacs moere s e
DirectarNon-technical

18. Principal shall £0 through student’s feedhack lani wnefotfine) neloee tha srg o
first term.Principal shall send the summary of feedback to the Dirertor Norecrmers! for
necessary action,

19, Principal shall go through the defauiter list of students zfrer SVEry MOnTh. T defaates
list shallbe displayed on the college netice boarg
201, The monthly attendance report shall be sent 1o the garents by the clzzs teachar [ Weme-
21. Principal shall arrange parent-teachier meet minimum one per sermestar

The feedback of such meeting should be send to Director Nontechnical

for necessary action.

21 Principal should send the proposals for attending woreshoss [conferences camer
publication, research proposals, QIF with SUPROTLNE documents 3n4 regured fraecia
support to Director Nortechnical for MECESZEry 2Lhign. Af the zzme time Princapal shww il
guide and encourage the faculties 1o publsh ther work = standzrd 20 repnied confersnres
or Journzls. The list of journals isavailable on UGE porizl

23. At the end of year Principal shall 12ke Ris o feedback from all the sta¥ = the o &ge m
the prescribed format.

24. After end of semester Arademic Monitoring Report (AMR) shatl be preszred 20 skt 4
Director Nontechnical,

23. Principal shall prepare APl (Annuzl appraisal of Teaching 2nd non-teach ng staff] = the

end of year and submit to Director Nantechnical
26, The confidential reports of the non-teaching @af 1o be submitted to Diractor N

L

technical at theend of the year
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SOP of Head of the Department (HOD)

Standard Operating Procedure for monitoring the academic activities

conducted throughout the year.
Implementation of S0p;

I, Head of the Department (HOD shall use varigus formats prescribed by QAL and
2ppravedby Principal.
At the end of semester, HOD shall take the choice of elective fram the students
[wherever isit applicable) for next SEmester,

- HOD shall take the choice of subject for next semester from
each faculty. Each faculty mustgive minimum one choice of
subject from First Year to Final Year & Post Graduate (If
applicable).

- HOD shall allocate the subjects 1o each faculty within one week One faculty shall
not to beassigned more than one subject to the same class

- HOD shall assign the senior faculty for teaching to First Year & Final Year
- Bach faculty shall start the preparation of the course file ang ready one week befare

Bl

start ofthe new semester

- The HOD shall take the review of lab maintenance from the lab In charges and
take thefinancial approval of the maintenance from the Principal. The lab In-
charge and lab Assistant should be complete the maintenance of 41| equigment
during the vacation.

Before one week start of new semestar,

- HOD shall prepare the department academic calendar including all activities after
receivingthe college academic calendar from HOD & QAL

- The Time Table In-charge should prepare the Class wise Time tahle,

oy



- Each fr.?l:uih must prepare the teaching plan of thpgrv as well as practical SUbjECIS-

- The 1Qac HOD shall take the review of course file & Teaching Plan.

- HOD shy) IPPOINt the class ‘eachers and other duties at department level.
-_Cr'ass Teacher should Prepare the Academic Book and circulate among all the
facuity andstudents.

- The mentoring in-charge muyst appoint the mentor.

The teace hing lea ring process should start from the first day of start of semester.
The class teacher shal initiate the Process of registration of students in the
department fromthe first day of semester.

The HOD and vice Principle must monitor the classes and practical happed as per
the timetable.

The class teacher along with the mentors must take the follow-up of the absent
students ondaily basis.

The HOD shall take the review of the absent students from the class teacher on
every eek,submit the report to respective vice principal for necessary action.

The project allotment shal| pe done to students in the first week of starting of first
semester,

10. Any grievance shall be brought to the notice of the Principal through 1QAC for

14,

—
L

17.

- HOD shall display the monthly defaulter Jist of the students on notice board.
- The monthly attendance shal have sent to the parents,

Vice Principle, HOD and Principal.
- The Vice Principle take the monthly syllabus Coverage review and sent to the 1QAC

and Principal through the HOD.

The class teacher shall prepare the result analysis immediately after the declaration of
result by University and should be sent to the Principal through IQAC.

- Event coordinator must prepare the event conducted report in the prescribed format
and sent to the IQAC and Principal through the HOD.

HOD shall prepare the summary of the event conducted at the department on
monthly and sent to the IQAC and Principal.

The Vice Principle and class teacher take the students feedback (Online / Offline) and
made the feedback analysis. HOD shall sent the action taken report of the student’s

suggestions to the IQAC and Principal for necessary action.
- The frequency of the feedback is 02 times in a semester (in mid semester &



18.

- HOD should be send

end of theser‘nester)

for
progress, Result analysis,

the students with their parents, The

ould be send to the Principal through 1QAC for necessary
action
. The internal assessment marks (TW) shall be display on the notice board after
approval of the Principal,
. The HOD

shall take the time to time review of the academics and arrange fortnight
meetings of all faculties for discussion of the issues. The minutes of the meeting must
be record,

the proposals for attending the workshops /conferences, paper
publication, research proposals, QIp

with supporting documents and required
financial support to the Principal for necessary action.
The HOD should be encouraging the faculties to publish their

work in standard and
reputed conferences

or  Journals and to participate  in  the

wnrkshups{seminars,’FDPs;’STTPs.

- HOD shall prepare API {Annual

appraisal of Teaching and non-teaching staff) at the
end of Second semester and sub mit to Principal through 1QAC.
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SOP of Vice Principles

Standard Operating Procedure for monitoring the academic activities
conducted throughout the year.

Implementation of SOP:

. Atthe end of semester,
a. Collect the choice of next semester elective subjects (wherever is it applicable)

from classteacher at the end of the semester.
b. Take the choice of subject for next semester from each faculty. Each faculty

must giveminimum one choice of subject.
2. Vice Principals and HoD shall take the review of course file and teaching plan one

week before start of semester.
3. Based on the academic calendar provided by Principal, Vice Principals shall prepare
the customized academic calendar which may include the information about guest
lecture/seminarf/workshop/placement activity, industrial visits, the events organized
by student’s assaciation etc with concern HoD.
Take the review of time table from time table In-charge one week before the start of
semesterand the approval of HOD and Principal shall be taken.
The teaching learning process should commence from the first day of semester.
The Vice Principals will take the overall review of the registration process from

respective class teacher from the first day of semester.
The Vice Principals along with the class teacher and mentors must take the follow-up

of the absent students on daily basis.

The Vice Principals along with class teachers to prepare monthly Academic and
Attendance defaulter report should be send to Vice Principals through HoD.

with coordination of all class teachers arrange Students feedback (online/offline)
after completion of First unit and before the end of semester and shall send the

summary of feedback to the HoD for necessary action.
10. To prepare monthly Academic and Attendance defaulter list of students with

n




coordination of respective Class teacher after every month and' send the l:jst t;: th;
Vice Principals through HoD for necessary action. The defaulter list shall be isplaye
on the departmental notice board.

. The monthly attendance report shall be send to the parents with coordination of

respective
class teacher,

5 eet
- 13.With coordination of respective class teacher shall arrange parent-teacher m

minimum one per semester. The feedback of such meeting should be send to the
Vice Principals through HoD for necessary action.

v i ti
- With coordination with lab coordinator check the lab file, dead stock register, Notice

board, Manuals and continuous assessment,
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SOP of Time Table Coordinator

Standard Operating Procedure of Time Table committee is for
smooth conduction of academicactivities in the department.

Implementation of SOP:
I. Prepare draft copy of time table based on distribution of teaching load of the faculty

members before 15 days start of the semester. Following points must include in the
time table
i.e Aptitude, Lecture series, mentoring, training, library and other

activities.
. If laboratories sharing with other department, all overlaps of lectures and practical

shouldresolve in consent with concern HOD and time table in charge.
3. Prepare the final copy of departmental Time table of class wise and master time

table inconcern with HOD and Vice Principals.
4. To take the approval from the principal and communicate to all faculty and

students oneweek before semester start.
Submit one copy to Vice Principals for preparation of master time table of institute.

b [

Allocation of practical batches.

ot
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SOP of Class Teacher

Standard Operating Procedure of Class Teacher for monitoring and
guide the individual classstudents.

Implementation of SOP:
Class Teacher:

I Class Teacher first do the registration of respective students & allocate the roll
numberaccording to the registration forms.

~ Prepare the Roll Call List.

# The final copy of rall call list to each faculty by email.

# The student’s database as per format described and send the final copy to

each facultyby email.

Provide the Time Table & Academic Book to the students before academic year
starts viaemails and WhatsApp group.
Proper maintenance of all furniture's, fittings and power supply in the classroom.
Cverall responsibilities of the class in discipline, conduct, character and cleanliness.
Responsibility of teacher to provide user name & password to each & every
student forStudent information module.
6. Toappoint a Class Representative of the class,
7. To check whether the mentor is allocated to the students or not.
8. To check the effective execution of lectures and practical’s as per the given time

fd

-

L R

table ofrespective class room,

9. Monthly Attendance to be maintained and submitted to the Vice Principals, HOD and
displayit on notice board. In case of low attendance immediate action to be taken

10. Counseling of the students those have less attendance and arrange make-up
classes for thesame with respective subject teachers,

. Contact Parents and inform about the academic progress & attendance.



12 Organize parent Teacher Interaction Meet once in year and infarm the parents
eE3rding P11 meet well " advance at least one week before The parent should he
mtimated through Sms. calling. To mantain a record of PTM and immediate action to
be taken |

L3 Al Leave letters, medical certificates, history cards and parent touch students should
be carefully Preserved and filled In individual files which will be used for futyre
Purposes

14 Aware the students abouy examination & practical’s

15, Take the Feedback of each & every student with the help of mentors

16. Solve the problems which have been mentioned by the students,

I7.1f & student s found ill implant of theft or loss is registered by student/parent
the classteacher should try and Enquire about the same and respond appropriately to
the parent.

I8 Inform the students that no mobiles phones or any digital device to be allowed
duringlectures, or college premises,

19. Every class teacher has liberty 1o organize and implement scheme for the welfare
of thestudents in matter of studies, classroom darrangements, interpersanal
relatrnnshlps. etc.

20 In case of any industrial visit or field trip class teacher should inform parents and have
Properpermission for the same.

21. Class Teacher should not seek personal favors from parents.

21. Prepare the Result Analysis of respective class within one week after declaration
of theresult.

Counseling of the students those have failed in particular subject and arrange remedial

classes for the same with respective subject teachers,
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SOP of Laboratory in charge

Standard Operating Procedure of Laboratory in charge is to achieve

uniformity & consistency in theacademics with all departments.

Implementation of SOP:
I. Atthe end of semester maintenance must be done befare proceeding to vacation

If any requirement it must be submitted before proceeding to vacation.
Lab timetables must be displayed on notice boards of Lab.

According to time table the lab plan must be displayed on notice board.

Maintain the lab Record like lab utilization, lab file, continuous assessment sheet.

tad

-

Maintain lab Equipment.
Preparing lab Requirement at the end of academic year,
Maintenance of hardware and software of labs.

9. Maintain the cleanliness of lab.

10. Maintain dead stock register, inward/outward register of [ab,

1. Maintain & Keep Lab file in lab.

12. Keep Lab manual of Practical’s conducted in Lab.

Suggest new configuration and updating of software’s and hardware.

F'-’:‘-l?""..l'l

13,
14. Maintain lab testing report.

I5. Provides instruction to all lab users on proper use of all equipment.

16. Motivate students to do some research work using available resources in lab.
17. Consult HOD on more difficult issues in lab,

18. If required authorize temporary shifting &/ use of equipment outside the lab.

19, Display models, charts, slides elc.
20. End of every semester |ab verification and testing reports to be maintained.
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SOP of Lab Assistant OR Technical Assistant

Standard Operating Procedure of Lab Assistant or Technical Assistant
for assist to the teacher and conduct the experimentations during the
practical sessions and help to lab In-charges for keeping the

laboratories records and maintenance of lab equipment’s.

Ilmplementation of SOP:
I. Disseminate Vision, Mission statements in the laboratory;

2. Maintain dead-stock register;

3. Prepare laboratory manual.

Display information related to Lab time-table, Total laboratory cost, List of
majorEquipment, Lab area, and Standard operating procedures (SOPs);

Maonitor condition of equipment, conduct preventive and predictive maintenance,

calibration,and annual maintenance contract of laboratory equipment’s;
of teaching,

il

L

6. Suggest new eguipment to meet the needs
erection/installation and commissioning of new equipment,
procurement of consumables etc. before theimplementation of revised
syllabus (if any);

Determine size of the batch, number of sets, demonstration kits etc. to be arranged;
8. Preparation of Continuous Assessment Sheet for allotted batch;
9. Preservation of sample journal copy;

Maintain laboratory utilization register and eguipment utilization for specific work;
. Maintain testing and consultancy (if any) records conducted in [aboratory;

Collect periodic feedback from students about working of instruments and special

need;
13. Prepare laboratory budget; and
14. Monitor laboratory safety and cleanliness.
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SOP of Examination Section

Standard Operating Procedure of Examination Section for smooth

conduction of internal andexternal examinations in the institute.

Implementation of SOP:

L

:'_'.!\ L

The Principal shall appoint the College Examination Officer (CEQ) and member
of theexamination section for smooth conduction of Examination process.

CEOQ shall display the all deadlines the notice board regarding filling of the
examinationform, all examination dates and result declaratian,

Collecting and verify the examination form filled online by the students as per the
scheduleof the University.

To conduct the internal examination as per academic calendar.

Display of the University Examination Schedule on the Notice Board.

Issue of the internal junior supervisor orders for all theory examination. Also issue the
internal examiner order for Term work examination before one week of the
examination consulting the Vice principals

Distribution of the Hall Ticket of the University examination to the students
immediately after issued from the University,

To make the examination hall arrangement, seating arrangement for conduct the
theary examination as per the schedule of the university.

Display the rules and regulation of the examination on the notice board.

CEQ shall print the online question papers received half an hour before start of the
examination and handover to the Senior Supervisor for distribution purpose.

. To prepare the examination bills, audit of bills and submission to the University for

Sanction the bulls through the Principal. Distribute the examination remuneration of




15,

16.
17.

the -niwnﬂ”.mrulry elated 1o examination afte receiving all hills fram the Urniversity
Collect the result Analysis of each subject ang send the list af thaye having less than
60% resyly 1o the Principal for further action
Solve the studeny’s Brievances related 1g nternal examination and reyyl
Written signed application from students addressing exam section, mentioning
thegrievance iy takop
Grievance related to subject ig tanveyed to subject teacher
Any other exam related Grievance is dealt by CFO

. Solve the student’s grievances reliated 1o University:

- Written signed application from students addressing exam section, mentioning
the grievance i taken (Filling of exam /photocopy/ revaluation forms, Hall tickets,
mark entry, results, mark sheet)

- Within 2 days the Queries are conveyed to university either telephonically or mail
on webmail or letter i5 sent enclosing the application of student and necessary
documentsforwarded the through the principal

- Within 3 week Grievance resolved by University (confirmation either
te!ephonical‘]r ormail or receipt of letter)

- Eunvuﬂhegrreuancetuthestudents.

To complete the examination related work of the University as per the target dates

given bythe University.

Maintain all the record related to the examination.

Maintain the files of the accreditation as per the formats given by the IQAC cell,
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SOP of Training & Placement Cell

Standard Operating Procedure of Training & Placement Cell for
conduct the training activities andrecruitment of the students.

Implementation of SOP:

A) Training & Placement Officer
1. Tolook after day-to day activities of placement.

2. To have liaison with industries, Government and non-Government organization.
3. To arrange skill development training such as soft skills, communication,

interview skill,inter personal skill etc.

To prepare the students for competitive examinations.

To create data base on Alumni and their present position,

To arrange expert lectures by industry professional.

To collect feedback from industries coming for placement.

To arrange workshop for entrepreneurship development.

To develop Management Information System (MIS) on placement of passed out

students andto create data base of recruiting industries and organization.

10. Call meetings of departmental coordinators on regular basis to plan the activities of
training and placement. Members of the committee propose names of
companies/organizations whichcan offer placements to the students,

11. Invitation to companies for placement through T&PC coordinator via mail/letter.

12. Collection and segregation of database of eligible students is collected from

0 0w oo o

respectivedepartments for the scheduled placement drive.
13. Conduct preplacement formalities after receiving positive response from company,
to get indepth information about the profiles being offered, pay package, number of



15

16,
17
18.
19

posts, ete

All the infarmation regarding the company and the placement drive is discussed
among themembers of cell in a meeting and it s shared with students

Required approval for conducting placement drive In the campus premises is taken
by TPOfrom Principal with other NECessary expenses

Coordination for smoath conduction of placement drive and training pragrammes

To organize HR Meet to develop rapport with companies

Any other duties assigned by higher authorities from time Lo time,

Collection of student’s data (Phone No. Email ete.) af final year students. (P.G. & U.G.)

B)Y STUDENTS

L.

o e N

10.

11

12,

Students should register themselves for placements with Tralning & Placement Cell
in thebeginning of the 6th Semester,

- Training and Placement Cell functions just as a facilitator and counsellor for

Placementactivities. Registering with TPC does not Buarantee a Job or Internship.
Based on the company request student’s database after obtaining willingness from
studentswill be shared with the company.

The students participating in On Campus Recruitment Drive is required to carry the
institute ID card with them at the time of PPTs, Tests, Interviews and any other TPC
related activities. The students need to produce the ID when asked by the TPC
representatives. In no scenario will a student be allowed to take part in these
activities without the above identification documents

Attending the Pre-Placement Talk(PPTs) conducted by the companies is mandatory for
thestudents who have applied for that particular company. Attendance will be taken 5
minutes before the PPT begins. Record of the same will be handed over to the
company for record keeping purposes.

Campus recruitment dates will be confirmed on the mutual convenient days.

Students will be informed about the company visit three days in advance,

Results will be announced ta the students at the end of the recruitment process.

A student is free to apply for as many companies as hefshe wants.

Once the students receive the offer letter by mail, they have been asked to submit
copy to thedepartment staff coordinator,

Those students selected for the internship will submit the internship request form
(held in Placement Office} to the Department along with the Internship offer letter
received from the company.

RULES OF APPLICATION:

~ Students are advised to check the company background and profiles on offer well

beforeapplying for the compa ny.
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Once apphed, application cannot be withdrawn under any condition,
There 15 no restriction on the number of companies; a student might apply until

the firstjob is secured
Under no circumstances, application deadline will be extended, unless explicitly

requested bythe company itself

» Students are required to be well assured of meeting all the required criteria of a

"

13.
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company. (CGPA/Medical Condition etc.
It is necessary to appear in the test/interview if shortlisted. Absence from such
actvitiesmay attract the severest action from the TPC,
STUDENT CODE OF CONDUCT:
Students found in possession of any such gadget will be expelled from the test location.
Any student found indulging in any form of cheating will attract punishment in
form ofderegistration from the entire Placement season,
No concession shall be provided in cases involving cheating under any circumstances,
If any placed student is found to be indulging in any such activity either an the spot or
remotely shall be reported the TPO and a request to cancel their offer shall be
forwarded to the concerned company.
In case of discrepancies the decision taken by the TPC will be non-revacable and

binding.

C. FACULTY COORDINATORS

I

lad

Coordinators must compile and update the database of students of Final year
& year inprescribed formats as sent by Training & Placement Officer from time to
time,

Coordinators must submit the list of company HRs relevant to the respective
departments andassist TPO in organizing HR Meet.

Departmental Placement coordinators will assemble the data of students &
activities andsubmit to the Placement Officer,

Physical presence of coordinators is must during Assessment Test and for the
entire processaf campus drive.

Coordinators must help in selection of candidates after assessment test

Feedback form for the Training and placement related events is collected from the
participants. A summary report along with relevant photographs is submitted in the
TPC for future record.

Campus recruitment dates should be conveyed to the students by coordinators &
necessary preparations must be completed prior to recruitment process.

Once the students receive the offer letter by mail, they have been asked to submit
the same tothe department staff coordinator. Coordinatars must collect the offer
letters from all placed students and submit the copies to placement officer.
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Coordinators must facilitate the internships of students by issuing letters to

communicatewith companies for getting internships.

0. SUPPORTING STAFF

s Ied
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. PEON

Arrangement of seminar hall for placement related activities such as seminars,
expert lectures and placement activities.

Prior permission of principal on Indent, DP book and mess coupons book for
hospitality of guests visiting the college campus for placement drives or training

and placement related activities,
Help to maintain discipline amongst students throughout the placement process.

Keep written record of attendance of students in attendance register of TPC
To maintain the documentation of placement related activities in the form of

separatefiles of each activity.
To maintain the record of visitors, experts, students, Alumni visiting the

placementoffice,
Not to leave the department without the permission of TPO.

Any other task as assigned by Training and placement officer or Principal

To maintain cleanliness in Training and placement cell by supervising over the

housekeeping contract cleaners
To offer water, tea/coffee to the visitors visiting Training & Placement Cell,
Get the signatures of principal on DP books, Notices and letters issued to the studentshy

placement coordinators.

To issue the materials such as Cordless Mic, Coller Mic for various functions and
programmes which are organized in seminar hall of TPC.

Not to leave the department without the permission of TPO.

Any other task as assigned by Training and placement officer or Principal.

oo I.‘ll_.;: o e
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SOP of Research & Development Cell

Standard Operating Procedure of Research & development Cell for
improving high-quality scientific research is a necessary requirement
for creating successful applications. The objective of Research &
development (R&D) initiatives undertaken by the Institute is to build
research careers, internationalization 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. All education, research and innovation of this Institute
should aim to be of a high standard. The goal of creating technological
and social innovations has emerged alongside R&D-based activities.

Implementation of SOP:
| The development and enhancement of the Department Research capacilies.

3. Motivate all Faculties and Students to pursue research in their respective areas of

pxpertise.
Motivate all faculties to participate in various I/N Conferences, seminars,

Ladi

waorkshops andFDPs.
The protection and commercialization of the Department intellectual property.

-

Consultancy activities related to R&D
The provision of research and development opportunities for academic staff and
students to maintain enthusiasm, awareness of current scholarship and relevance in

o

teaching and other Institutional activities.
7. The development of infrastructure conducive to promoting the quality and guantity of



research and development
8 Promote EMErging areas of research and development

To promate building strategic, durable partnerships and de

withindustiies and research Institutions for

To apply for Betting financial Assistance for research
Agencies

.

velop funding salulions
steering, funding and Looperation
projects from various funding

'l To submit the audited statements of ulilization of all grants duning central audit

conducted bythe University

dporovedjournals

2 To motivate students and faculty for publishing researeh Papers in reputed UGE

I3 To attend meetings of research coardinators called by University and Head affice

from timeto time.
14. To prepare and maintain the record of minutes of meetings
I5. Overall coordination of research actwities in college.

e
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NOP of Skill Dexelopment € ell
Standard  Operating  Procedure of Skill Development Cell for

implement the skill developmentcourses for students and staff

Implementanion of MOT
Register fo0 the dkill develapment b
pirements ol industry in the surrounding

pme available for the respectoe lield Dy

studying the req areas in arder 1o provide

employmen 1o driop oulyouth

Conduct a Skill Mela for counsehing drop out students in the surfo
o needs of local youth

unding areas,

collectingdrop out student data, and understanding th

T Monitor the individual college which is completing the pracess of approval of the
TrainingCenter Iram the respechve organization

1 Shall find dropout students and enroll them in affillated courses

5 Shall appoint the statf necessary to complete training of the students, us
1o verifyattendance of trainees, and provide Quality Assurance.

ent and pay their fees from the received grants

¢ blometrics

s Enroll eligible students for assessm
7 Complete the assessment and abtain the results from the respective assessment

agency
& Prepare and maintain the record of the recruited students as required by the sill

developmentagency, and submit such up dated records to the respective governing

authonty.
4 Follow-up with the relevant agencies for 100% recovery of applicable grants.

2\ QL%
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SOP of IQAU

Standard Operating Procedure of Internal Quality Assurance Cell
(IQAC) is to attain uniformity and consistency in the academics with
all departments. Also to develop a system for conscious, consistent
and catalytic action to improve the academic and administrative
performance of the institution and to promote measures for
institutional functioning towards quality enhancement through
internalization of quality culture and institutionalization of best

practices.

Implementation of SOP;
| Development and application of quality benchmarks,/parameters for various academic

and admimistrative activities of the institution.
> Facilitaung the creation of a learner-centric environment conducive fo quality
education and faculty maturation to adopt the required knowledge and technology

for participatory teachingand [earning process,
Arrangement for feedback response from students, parents and other stakehaolders

on quality-related institutional processes.

Dissemination of information on various guality parameters of higher education.

s Organization of inter and intra institutional workshops, seminars on quality related
themes and pramotion of guality circles.

Documentation of the varnous programmes/activities leading to quality improvement
7. Acting as a nodal agency of the Institution for coordinating quality-related activities,

including adoption and dissemination of best practices.



Development ang maintenance of institutional database through MIS for the
purpose ofmaintaning /enhancing the institutienal quality-
Development of Quality Culture in the institution

'+ Preparation of the Annual Quality Assurance Report (AQAR] as per guidelines and

parameters of NAAC, 1o be submitted 1o NAAT

TOAC will facilitate / contribute-

Ensure heightened level of clanty and focus n nstitutional functioning towards
qualtyenhancement
Ensure internalization of the quality culture

MSur .
. M_J € enhancement and coordination among various activities of the insitution
andinstitutionalize 3| good practices.

Provide a sound basis for decision-making to improve institutional functioning.
Act as a dynamic system for gquality changes in HE|s

Build an organized methadology of documentation and internal communication

Roles and Responsibilities:
Chairperson:

Fu L B —

Overall supervision of activities of IQAC
To approve the minutes of meeting.
Communication of decisions taken during IQAC meeting to the management,

Approval authority for SOPs.

Coordinator:

.1
2

3
q

To ensure active participation of all members in meetings,/daliberations.
To co-ardinate activities of 1QAC,
To ensure adherence of IQAC functioning as per SOPs

Preparation of Annual Quality Assurance Repaort (AQAR),

Seerelary:

l.
.

i
4.

Scheduling of meetings, preparation of the agenda and minutes of the Meeting.
Maintain documents relating to IQAC activities, communication {within the
arganization)and archival

Assist coordinator in matters related to IQAC.

Updating of SOPs as and when required,

Members:

T

AN

Ta attend the mestings of 104C regularly,
To participate actively in preparation of AQAR,



i
|

Vomine ol wewstog whip

b Comti i e Aol b e mdonvie aiil
1o b e Vvl o il ot s Vgt fnsy gl 1A

he membership of members shall be for period of three years,
I WECT g o A

Crlterion in charge:

!

HOTYS e mermbiors ol I are made 1 Bty ol criborian, Crltorin in C e e
W Biogesponsile fon e actiities Ralllng undes el respoctive crltorion

& e bkl cooign e mbedss atben Yo IOAD miomlers Moo, ol vach

chtenon shallbold meotings as amid when required

Meethngs of HOAL

Wb will meet sl monthly

Additiomal meetings may Tie Wbl as and whon requiced. Secretary i consultation
withchalrperson and coordinmaor decides the agenda and sends cammunication to all
ierbers

The date, time, venue and agonda of the meoting will be communicated 1o the
e mbiers atleast ooe week (0o advine

Minutes of the meeting will b sent to the members by el and uploaded 1o
R VLAY DRI N VA T PR

Aciudemibe wudh:

i

HOD will responsible ta carry ot the Audit in consultation with Principal & 1QAC
conrdinato
Academic audit will b done after completion of cach semester of the academic year,

Schedule of the audit will be finalized by the Chairperson alter discussion with thes
membersduring IGAC meeting

Audit willbe done as per the Academic audit module. Audit reports subimitted
by theauditors are sent to the departments for carrective action

Preparation of Annual Quality Assuranee Repart (AQAR):

ACAR will be prepared as per NAAC standard larmat and discussed during 1040
meeting

Finalized AGAR will be placed before Managing Cammittes for {he approval and the
approved AGAR will b submitted to the HAAD
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SOP of Student Development Officer

Standard Operating Procedure of Student Development Officer for
smooth running of the student’s council and effectively implement

the various schemes of the University in the institute,

Implementation of SOP:

-
v

L
.

i,

Apply to various schemes like Earn and Learn, NSS as well as other schemes of Board of
student development of SPPU Pune praobably in the manth of July.

To form the student council as per the norms and guidelines given by the SPPU Pune
for smooth conduction of academic as well as other activities like annual social
gathering, sports, cultural events etc.

Student's council should be elected from the students, All class representatives are
members and other posts like General Secretary, Sports Coordinator, Gymkhana
Secretary, Cultural Secretary, Magazine Secrelary, NS5 Coordinators, University
Representative, and Ladies Representative should be filled by arranging election as per

the guidelines given by the SPPU Pune. .
Get the approval from the board of student development, SPPU Pune for the various

programsand schemes,

Organize the approved programs and schemes in the institute,

Preparation of reports and accounting of every program.

Audit of every scheme should be completed through university in the month of March.
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SOP of Earn & Learn Scheme

Standard Operating Procedure of Earn & learn Scheme for effectively
implement for needy studentsas per the guidelines given by the SPPU
Pune.

Implementation of SOP:
| Toget the sanction of earn & learn scheme from SPPU, Pune in month of July of pvery
year
- Inform to students by Notice to submit documents required for enroll to Earn &
LearnScheme

-Documents needed: Duly filled form along with Income Certificate by
Tehsil, CasteCertificate, Non- creamy layer Validity, Bank account
3 details

3. Selection of students dccording to income basis and academic records who are

ecanomicallypoor
Work zllotment to the students ac per the choice of the work at various

ds

departments andsections.

3. Students can work for 2 hours daily in working days and the remuneration for the
same is Rs. 45=00 per hour. Or as per guidelines of $PPU Pung.

b. At end of every manth, the student must submit their wark report to Earn &
LearnCoordinator,

7. To take the approval of the Principal and accountant for transfer the money on the

studentsaccount,
8. To prepare the audit report and submit to the SPPU Pune in the month of the

D

™



‘Shirdi Sai Ryral Inafiute’s’
ARTS, SCIENCE AND COMMERCE COLLEGE, RAMATA

PIN Tal- Rahata, Dist-Ahmednagar (423107)
AN (University of Pune AMilisted 10 No. PUIANIASCIDS 21997,
(3([FRLEE) Phone- (12423) 208488, 204400, Fax. (0242%) 2044ss
,&f e H Email. rahatacollege@redittmail com

@ Website Wobsie www stcrahata org

Recipient of “Best Rural College Award™ from University of Pune (2012-13)
Recipient of “Best Rural College Award™ from Student Weitare Board, University of Pune (201112

NAAC ACCREDITED “B++" GRADE COLLEGE"
March as perthe Universty schedylp

SOP of NSS

Standard Operating Procedure of National Social Scheme (NSS) for
effectively implement for purpose of create the social awareness
among the students,

National Service Scheme [NSS) has been playing an important
role in enriching the souls and minds of the students. The overall
objective of this scheme is "Education and Service' to the community
by the students. It s 3 program for students to cater the needs of the
tammumity. It will also help the students to communicate with the
society. The students joining this scheme develop many behavioral
Interactive skills, They visit the rural areas as NSS volunteers during
the camps organized by the colleges. The NSS volunteers take
Initiative in developing a environment and dlso help the people for
their rights and advantages to develop themselves. The scheme
promotes the ability to present them in a better way. Thus due to this
scheme student inculcate the human values such as patriotism,

national integration, cooperation, communal harmony.
Motto of NSS: 'NOT ME BUT YOU'
lmplementation of SO
I Every year college has to take approval from university lor the N S S Ui
Also approval of program efficer from unwersity. Onee program officer approved he
has towork for thres years ax a program officer
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Qur callege has sanctioned unit of 100 students. The students are selected from the
college asper thelr work, interes) and attitude towards scheme Students selectod for
NS5 known as NAS voluntees

The Final selected list is uploaded on N 5.5 portal

Under N.5.5 regular activities and one 07 days” camp is conducted in neatby village
For the camp permession of enly 50 students are glven by university

Students have 1o work in NS S Tor Dwo years and one camp. He/She has to complote
120 howrs per year Then students are eligible for NS S certificate and benelit of
ardinance 0163

For the smooth conduction of activities one N.5 S faculty member is appointed

from eachdepartment

NS5 Student representative Is selected from N 55 volunteer

Program officer is conducting Regular activities with permission of the Principal

PO prepares report of regular activities and uploads on N.5.5. portal

For conduction regular acteity unlvessity sanction grant of B 21000/ and Rs
29500/ farcamp

Atend of year audit of regular activity and camp s done by the Uriversity.
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SOPF of Electrical Maintenance Team

Standard Operating Procedure of Electrical maintenance team is for

smooth conduction of thecampus regarding electrical issues.
Electrical Maintenance Team:

I Electrical superasor

2. Wiremon
Implementation of S0OP:

A) MAINTENANCE IN-CHARGE:
1. Cempile the complaints, Requirements, Electrical related work {from the various
departmentsand sections
2. Assigned daily work to all the Wireman as per work/ complaint/ requirement of the
PTEC
3. Checking/ supervise of all the wiremen team far smooth conduction of all electrical
relatedwark

Taking eait report fram all the wiremen before leave the campus.

If any emergency fault/ accident, power outage happened than immediately report to

Campus Director/ Principal, after taking the permission, take immediate action with

help of wiremen.

6. If any new electrical work, then taking approval of budget fram Campus Director/
Principal, call guotation, make comparative chart, finalized the purchase order.

7. Wany big Maintenance- requirement fwork feomplaint come in the campus, than take
the appraval from Campus Director/ Principal through L-mail and after getting
approval work will be started,

B. For Electricity saving timely instruct to the entire stakehalder,

9. If any Power outage from HT line than contact to MSEDCL

10. if load shading in the campus than immediate give the instruction to on the DG-Set.

11. At the end of every manth supervise the reading of all energy meter in the campus,
far internal billing purpose.

12. Regular inspection of batteries {UPS / Invertars)

o




BIWIREMAN

1. Compieted the ras rvery day those avsigned by Malntenance Incharge

2. Repert 1o Maitenance in charge in the Maring & Evening

1. Collet The Malntergm e equirement Waork complaint Tram entire campus &
ubmitiedin r*'l-ﬂlﬂll.‘n.llltr I

4. W mingr COMplaint u compe than take awn decision and com pleted the (s

S Ihany emergency falt/ Heeident) power outage than report to Maintenance 1€
& rectifythe problem et ely

b I poweer ourbags dul.ug 1hi rghl time thgn immediately repart te campuy &
ohe theproble it

T 0 any Uneanted power iy LSing. than take immediately aciion aned @@ o
M.Ilr'h'ﬂ-'.l"ll:i"l_-"f

B Alternate diy wisil to Hostel (B {airiy), Cantern, Guest House, stafl guarter of
the Campus & Giye ta the report Ma ntenance |/C

9, W ipad thading in (ke fampus than immediate an the DG-Set & inform ta
Maintenance I/0

10. At the every fortnight check o level, Temperature, Diesel fevel overal
maintenance ofDG Set, & grve (he repert 1o Maintenance 1/C

11, Go to outilde for diesiel purchase along with vehicle 1/ of Campus by written
permission of 1he Campus Qirector) Peingipa

12, Taking Electrical Materal (Switch, Board, Flexible Wire, MCD, FLCCB s per
requirement from Campus Stores, by written permission of the Campus Directar)
Fringipal

13. O the unwanted fan, Tube, e1¢ if running in the day time & instruct 1o LE T TS TR
place In-charge

14, Chieck all the Street /Corndor Light Maintenance WiErkly & e the repart 1o
Maintenance 1/C

15, Atthe end of every month take the reading of all energy meter for nterngl tiling
Purpase & hand over to Maintenance 1/¢

16, AN Witer Pumping of the Campus Check the maimtenance regularly on maonthiy
batis

17. Taking the WT Electncity bill from MIEDCL & Handed over to Account Section by
prior permission ol the Campus Director/ Frifcipal

18. One wireman avallable in the campus during the Night time

C] SAFETY PRECAUTION FOR ELECTRIC HAZARD:

1.

ol o

™ mon

Buckets. it should contain coarse #ERregate or sand

Fire extinguisher shall be available at different location of the Cam pus,

Water resources shall be available at diferent focation of the Campus.

Hard gloves, insulating sticis, Dielectric Shoes and ather safety Electrical devices
should beavaitabrle in the campus,

Always used 151 mark Wire, cables, Switches, fuse. MO, ELCCH, ete.

As far as possible wiring work should haye lewer jonts,

Loose connection should not provide in the WIring system

Control panel & other distribution boves of the campus should be neat & clean,




B, Inlas
10,

MR Laddesy walh pood merhanscal itrengih thatl e gvanleble in the Campys
15 mars Eiectricaly Too! (Puer, Tanter Srrew Driver. Mode plier. Clamp rreted
Muttimeterjshal be available - the Campus

L B Ay Dhegtrig Viee! Areodent happened than dicconnet? supply (emediately

2. Victim must be pravided first Ald wiach 2y gure O by standard methad

13. Check Victim breathong s proper o not

18 Inform to MSEDC| Substation 220013 Kv) about Blectne fire i the campuy,

D) ANNUAL ELECTRICAL MAINTENANCE RUDGET
L As per Campus Wirectoe Frinzipal guidelings Finalized Budget allacation ol the eack
financal vear at the beginning of the sewvien
2. Vamous Budget allogation

A Condumalble. - Dlectngity Bills, Generator [edel! Serveoing, Electrical Manterance
work reguiremeont far al AfCessones, rewnding Fan motas, AL - Maintenance, Solar
water heater Maintenance, Imoerter Mainterance Battery, annual Maintenance =f a1l
Swh panel

By Nor consumable - LED Strect [ght for Campus, Ceding fan Replacement. Tube
light reglacerment, Various Equipment BMaintenance, 3l new Elpetncal work

3. A Budgets prepared by Maintenance In-tharge and take the approval from Campus
Deregtor

/ Principal & submitted to the Account section of respective institute of

the campus,
EFREQUIKMENT FROM VARIOUS INSTITUTES [N THE CAMPUIS

1. Prepared & Crcwlar by Maintenance In charge after approval from Campus
Directon/Princpal, Ciroulate this 1o all the kst tutef Degartment/ Sectian of the
Lampus

2. ‘Wrreman goes 1o the different institute of the campus, take survey, prepares the
repont andsubmitted to respective In-charge

3. Institute in-charge prepare electnical materal list, take approval from head of the
institute andsubmit ta the Mantenance In-gharge.

4. Mantenance Ircharge collects all inattute requirgments, and submits 1o campus
sore In-charge

3 Campus Store In-charge should take the approval of campus director and send these
requirements to the head office as per the central level grocedure

Fi NEW ELECTRICAL MATERIAL FROM THE CAMPUS STORE TO DI¥FERENT
LUCATION,

1. Institute / Department In-charge write the OF for Elettnical work and take the
approddl fromthe Prineipal ana submit 1o the Maimenance In-charge.

2. Based on the list the wireman goes [0 respective Department, and prepare
acCessories hst andsubmit te respective Head

3. Based on requirerment those El¥en by Various Institute / Department, Peon, TA




EOTT lodampun \iore ang Take [he matprig
4 A ording availakyit

Vel witeman goey to dibferent locat

ion of Campus and wstall
electsalaccessones

Gl PROM EDURE  FOR FAN
EW[.EH-HMHTEHENEF
Imititute/ Deuaxlmenr,- St
Maintenance andsubymig

MOTOR/ WATER
HEWINDING

orin-charge make requiremen tomplaint/ any
to Maintenance in tharge

PUMP/AC/ WATER
1

for spat veribication about complaint
mits 1o Insbitute Head & Maintenance In-
rh;-!;f

External Agency already dec
by theHead OHfice

3. Mamtenance In-charge take an g oy al

Wnds item/machinery 1o the Dutiide agency by gate pass
Maxirmum time limat a4 Pt the wark af ¢

CPANNE Also decided by Head OMice
Bill these given by external agency, take appraval from campys Director &
Campus Store

HY SCRAP ELECTRICAL MATERIAL

1. after replacement of ney Lessories, ald no WOrking matera) howld collect a0
E|t:'l.rltlll'l‘lalr'|l!ni AEE 1Em

ided and Rate o various machinery | 2arts alo decided

fram CAMAus Director/ Principsl ang

subrmit g

« Wireman prepares It af cat

PEOrY wise all wrap mater)al
manlenancp IA-char e

and fubmit 1o

3. Mainténanep In-charge take ippraval from campus directer/ Pringigal and subet
st withmae hinery ta the Campus ftoep

4, Campus Store wends Ehis list 10 the Read office tor furthar Process

Head office sells these scrap item though open Tender in presence of
the Director Bady ofHO,
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SOF of Mentorimg
Standard Operating Procedure of Mentoring 1s for counseling to the

small group of students (Approximately 20 numbers) by a mentor for

salving the students’ day to day problems
Implementation of SO
| Al the starting ol acadernic year depending upan the strength of respecine
department students are equally dathibuted a3 mentees amongst the total sta¥ of
the departmient at the Deginning of avery ye2l
Departmental coardinaters have to submit mentgnng summary at the starbing of

academic ear

whd

As per the schedule given oo fene tab’e mentor - meabee mactings are congducted per

week in which the mentees discuss thee academic & personal nsues with the menior

4. Each Mentor has ta mantain record of regularty, academic performance of sach
allatted students

5. All the respective mentors then submit the meetings report and major iwsues 1o the
ceparimenial coordinatorns

6. The departmertal coordinators then distuss the sssues with the respective HODs & try

1o reschee the iwswes al ther level | any major nsees are there the deparimental

coordinator susmiis the major issues ta the college level co-coordimator manthly

T Colege Tevel coordinator kas (0 condwct monihly mecting with deparimental o
coordinalor

5. The college level coordinator then discusses the mages ssues with the Principal

9. The Principal resolves the major ssues of college level & forward the issues to the
management || needed

10 The coliepe caunseler & alvo nva'ved to resalve some cntical ssuas.
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SO ol Store

standard  Operating Procedure of Store je for compiled the
requirement and issue the all type of dead stock and consumable

materials,

Implementation of SO
I Collecton of afl type of requirement ke dead stock (Equipment, machinery
tomputers, printers, furniture etc |, consumables like chemicals, statigneries, civil and
eiectnt material ete. from department and sections as per the budget grovision made
by the account section

< Al type of coliected requirement should compile and send to the Head Office for
Pufthasing process

1Any type of material coming in the campus should be registered at Secunty Oice
MGate)

4 Al type of materal ssued should be registered in the General Purchase register

£ W Reguires, the purchased matenal Instzllation 1o ke done and testing report
should becol'ected fram Department

i The bill of the purchased matenal should be submitted to the account section after

receivedihe testing report from the concern section or department

Material s issued as per the requirement by the Departments on Indent by HoD sign

with thepermission of the Principal,

K. For gl and Electical Maintenance matenal will be ssued after subrmitting
damaged/oldiatenal

Y Records Materal Gssued and recewved will be got verified from Head office as
per therlnstructions

10 S¢rap of Items will be done as per the committer decision made by the Principal of
coliegeand also by time to time instructions from Lhe Head Office

-
i

P
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SOPF of Magazine

standard Operating Procedure of Magazine committee is for publishing
college magazine

lmplementation of SOP;

I Institute level magatine commater o formed at the begnning of the semester

Thecommittee must include one departmental coardinator for magazine data

collegtion

Conduct magarine data collectian meeting at the end of every month and asagn

the workamong the coordinaters and viudenty

Departmental magatine coord nator mush prepare group of 2-3 students under Them

i Collect the mesxages from hanorable trusty members of the institute with thesr
photographaand signature

. Conmider all areas of success in the Asliute and prepare short pasays on them

8. Lofiect 4l departmental ang vegtion nfarmation from coordinators which thiey

Want 1o putin magazing

Collects topper sudents information with their photographs depari ment wise

8 Coliect the extrac urnicular activty data from interested students to print in the
Magazinesuch s students drawings. poems. articles atc in Marath, English ar Hing)
language

4. After collecting all the information, pnnting commaittes will decide the layout of
Maganng quality and quantity of Magaimg

I Magarine must be published pn the Cav of annual social gathering by respective Euest

1 The copies of Maganne are datnbuled among all the students of inshitute by
oepanmentalcoordinators

|2, One copy af the Magazing should be vend 1o the Liniverty
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SOF aof Cultyral Activiny

standard ORerating procedurag

(SOPs) for cultyral dttivities ara
structions intended

o document how to perfarm  Institute
sponsored cultyural activities and other EVENTS within the premise.
Standard OPerating  procedures  are dalso
COmmunitate important University policies and be
Implementation il SCHp*

useful tools tg
st practices,

ihe Printipal of the Insbiute thould areg

Beginnung pf dtadermc vear The 382l gne Sudents must be inely gong in the gultural
Lammities

are the culiyea ammiltes 3t 1he

Culfural Secrelgry (L5} elected from the Hudent | Sudent counel Memoes | miust
coordinate for jnatifupe ransared cultura! activities Aeng with wtatl membar
and coordinator in the fultural committes They are entitled to make v urnifaer

BTOUEL 10 perform differgns clivities and commuricate the same to the
authoriey

HMudents, with permissian fram the
entitled 10 put notice Feiated to culiy
wedl 3y for all Deparima rital Bogrd

Princpal 3nd/ar LUtural coord natar are
ral aChivitiey i frstitute’s notice Bzard as

4 AR ultural coordmatas meeting 14 being held ard PEORET imtructions are bearp
EIven with distribution of their duties Alter the meeting aof all culiurg! eoardinatars
dLInstAute level and gepartmentyl et the Auditions are beang held with Breper
MNECHON com mittee

 The responubilties assigred &y Br Mepdl or culiural coordinator te students and
statfs fer managing the Arogramme shouid be delrvered with siRcerty

& All expenditure detads mut be subm tted wihin 2 wepss after the programme The




7

financial matters related fo cultural programme A under the discreton of the
Institule’s approving authorty, ie. Principal Imgbiiule authonties are the firad
decision maker regarding financial support of any #vent

Deciion regarding inclusion eaclusion of any performance related to cultural event
is under the discreton ol the cuftural cossdingtlor. A student can participate in any
number of events, depending on avallability of time, for the event where s/he
wants te perform and depending on the number of participant’s participation fos
that programme within a time frame

Mamtain the record of all events and make one-page report of all the cultural

Related Actraties with the tgn of the Princpal
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SOP of Websile

Standard Operating Procedure of Website for maintaining and
updating the regular activities on theinstitute website

Implementation of SOP:
|. Send the department level updates to website coordinatar on regular bass to

upload it ancollege website

2 Wisit the website on regular basis & suggests the changes if ay to college website
coard imator

i Take follow-up of data sent to upload on callege website till it is not upleaded on
collegewebsite.

1. Upload the Department event photos on college Facebook Page & on College Twitter
account regularky

5, Promote students to visit our college website, 1o ke our college Facebook Page & to
followon Twitter

fr. Ask students to give review to our college website for betterment & to imprave the
hits,

7. To send all department level Stalf/Students actiities information to college
coordinator anregular basis

B. Upload Updated data receved from department website coordinator on college
webtite

W Upload News & circulars received from various departments on college website,
[}, Upload Aesults/Academic Book/Event Photos/Invitation Latters eic Received from
vanousdepartments on college website
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SO of Stuidents Feedback

Standard Operating Procedure of student’s feedback for improve
the academic of the teacher bystudents suggestions given in the
feedback,

Implementation of SCHF:

Firalize thie schodule of conducting Crlinefoffline Student feedback

Y} Prepare the notice to conduct online students feedback and send it to all HODY
1 Prepare the list of supporting staff to conduct feedback & send i1 to all HODS

Is

|

Pregare the fab before ane day of scheduled date.
Prepare all required 1hings for Feedback pefore scheduled date,
Complete the analyss of Online Feedback & send if toall HODs

. Send updates OF related notices to all HOD.

Collect the Action Eaken Repart and keeping the records
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SO of Green Uampus

standard Operating Procedure of Green Campus for operational
practice developed to control thepollutant discharges by using
routine maintenance procedures for mowing and debris control.

implementation of S0P

L

MAINTENANCE OF GARDEN /GREEN AREA

STEP 1 Panty/Tree Care: Begular watening of plants and lawn Pruning of trecs and
planty/shrale as ané when required Regular mavang and sweeping of lawn. Removal
o! garden refuse frem garder 1o 1he designated place. Converson af garden garbage
te compast s use a3 manure Encourage plantation of seasonal Rowers and trees
Heport damage/ comptomee 10 landscape sreas or bare areas voild of vegetation that
may result oo sediement beng transperted off site, prepare a repalr schedule and

miplement repaies lorndghity

F STEP 2 Lawn Care and Signage » Garden proper mantenance of garden benches, If

-

[

amy. Educate students 10 respect 1he ulility of the lawns. Classify trees and plants by

praget winage and prepare reaort manthly,
PROCEDURLE MAINTENANCE FOR GARDENING
Ciyil Engneer/ Site Engineer imitrufl Lo superviser of the Garden about garéening

mainfenance.
Superdses sratriet 1o labaur (Maal ) about gaidening manienance




Superviar verilies the EVEn assignment to the labayr EVETY day, and pregate a
report andyubmit to S Engsnper,

e Enginerr makes fepart baved on supervivor fepart and wbmits 1o Green
Lampus In-chprge

Green campuy i/0 RrEpare a report bated on ute Engineer repart and submit ta the
Campya fecton Pringipal

®oad

tad

h

By COLLECTION ARD SEGREGATION OF GENERATED
'i'-'."l.‘.'?TE[.'j
Say NO 1o Plastics The firat and most critical elemens for weeess of wate

Management i the rejretian of nos Lodegradable materials such a5 plastic covers
and plastic batrles oy

Sy Yes 1o Plastic & ternatives Inatead of plast utibze beodegradable matenals
such ascioth bags, jute bas eis, feusable bags, reusable glass bottles e

Procews figr replacing plastic bottle, and bagy

ALBAL the current usage ot plathe batties and bagsy thraugh a surves form,
observation fram the collected waste ant general utage acrass the institytian, ol
Pravara Techrlcal Education Campus |PTEC) Mashis

Deliver 2 one week natire 80 oEweryone o0 the irslitubion o elimimate sl ek
current non- fecyclable plastic bottles ang bags as well as 20 ban [he carrying af
plastic bottles ar bags on the PTEC Mashic

Arrange collection points at all convenient lacations 1o collect discarded batties ang
bags

ftrange cloth and paget BAE coumters acress the institution far anyane to
purchase If reguired

The Principles of "Refuse’ and ‘Reuse' will be promoted for elminating usage of
lasbic in the Askititions

Al the bags will be checked ot the entrances of the Institution fer ary possiole
plastic bags or Bottles being brought in and have they replaced with paper, clath
or jule bags

Csegregation of the waste at souree | g PRy segregation wall be executed 3t the

laboratory, househe'd, hostel kitchen, hostel dining kalls, and canteen levaly.

dppropnate bins stou'd be placed at every feasible location in InslAutions 1 & wat
waste in green bin, recyclable waste in biue bin, and hazardous waste in the red
bin. Hawe a harardows materials Ipgo on the red bin to prisvent ity use far diiposing

e-wasioe




L]
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L

WET WASTE TREATMENT

E”tﬂ El‘-"l'lpl.lt 1] [I'Ijrl‘l el imitruck 1o t.,rl-. K Byt Pt led A ang Cantegh

MANAEE aboul wel waste treatment

Waste. particularly from kitchen. such an vegetable refuses. food wcraps, #tc 1 wit
waste Wet watte it 1o be sent for comporting unng aerotie 0f anperobic methods.
Aerobic Method Windrow composting, vermicompasting and NADEP
tomaaiting aresome of the populaf Fraet e

At of yaeful puedes thal enplan each of these methods ib provided i the

web linkshelow and can be emplayed by the campus

RAIN WATER HARVESTING

L]

A= La¥

'l

s Ol wj B

Civil Enginper can pregare a report based on avaitabilty of infrastructure/ natura’

Location and jubmit to Green Campl In charge

Green campus I can prepare a report based on cral engneef ppmort B take
approval ofthe ol woek from Camput mnrectod | Poncipal

Measure the College Terrate ared. Heght

To get calculation done for raim water hareesting

To know the Capacity of water to be colleched

To grve appropriate selution for fitration of water & Reuung of watef

Do datermire the cost for Plpeling work

Do determine The cost for Stonng water that 4 storage tank work

To pive appropriate solution fee Filtration of water & Reupng of water codlecied

|0 Do determine the coat {os Filtratien Plant
I1. Design of Filtration Plant & quitable Filtration Lint.

5, Com>
TN Qe
|- pnits) ] = LC ‘]
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s ) inati i
I To organire all works related to universily exarminations such as
preparation of supervisian chart, appaintments of seniar supenisarsin
consultation with principal
. Tocorrespondence with university regarding university examinations, results
of students, student’s complaints regarding examinations
To arganize the filling of examination farms, revaluation & verification forms of

-

students&submission Lo university of Pune
4 Toobtainresults of students and its distribution

*  Tosendrequirement of examination stationary 1o Pune University&maintaining its

uptodatlerecords,
6 Toarrange foronline examinations as perschedule & instructions of university

Tomaintainthe records of all passed out students ofthis instituten a sEparate

-

registeralsoin asoft copy

8 Tosee the day to day notification/cireular on uriversity website & bring the
contents to the notice of students/faculty /principal from University,

7. Tosendthe program of proposed practical examinations dates to university
& getfinalprogramme of practical/oral examinations

. Tosubmit term work /oral practical marks to Pune University & time bound manner

i1 Te organize arrangement of furniture and numbering of examination seats for

Universityof Pune examinations.
|2 Torecewnetheexaminationstationery from University of Pune & keepinthe strang raom.

i1 Custody ofkey of strongroomof the sealafthe strangroomopen beforeVice
PrincipaljAdmin_} & CED.

I4 Anyother duties assigned by the Principal from time to ime.
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SOP of Internal Complaint Committee
Standard Operating Procedure of internal Complaint Committee for
maintain the safe and healthy work environmentin the campus.
Everybody has the right to be treated with dignity and respect

and a right to safe and healthy work environment. Sexual harassment
s 3 violation of an individuals’ right to work and live with dignity.
College is committed to provide a place of work and study that is free
of sexual harassment. Instances of sexual harassment will be taken
seriously and dealt with promptly. Disciplinary action will be taken
according to the nature and gravity of the behavior reported. The
College will respect the confidentiality and privacy of individuals
reporting and the accused of sexual harassment to the extent
possible. Care will be taken to see that complainants, witnesses and
the harasser does not face victimization and discrimination during the
process of enquiry. Intentionally providing false information is a
ground for disciplinary action. In case of a false complaint a penalty
will be levied on the complainant. All members of the institute -
students, teaching faculty, and administrative staff, both contractual

and temporary will come under the purview of this policy.
What constitutes sexual harassment (VISHAKIIA)?

Sexual harassment as defined in the Sexual harassment of women at




workplace (prevention, prohibition and redressal) Act, 2013 includes

2Ny one or more of the following ‘Unwelcome’ acts orbehavior
(1] Physical tontact and advances
1) Ademand ar request for spyyal

'fa\'l}-'!-.illljfu"l.mng sexually colored

femarks |:n:|5hm~..nﬂ pornography

(v) Any other Unwelcome physical, verbal or non-verbal

conduct of sexya| nature.(vi)include online harassment

via internet, 5mMs and socjal network sites,

lmr-lnmtnt;ninn of SOP:
The Process for Complaint and Inquiry

Step I: An 2BRrieved woman should give a written complaint either in

Person or through post of email. It should pe submitted to the
‘Prevention of Sexual Harassment and Atrocities against Women
Committee’ Within 3 months of the date of the incident. The time

rther pericd of 3 months if, on account
woman was prevented from filing the

complaint. If the dggrieved woman i unable to make 3 complaint, her

legal heirs may do so.
Step II: On receipt of the complaint, the
inquiry in accordance with the Service r
accordance with rules under the Act. The

ICC will proceed to make an
ules or in thejr absence, in
Inquiry will be completed
within 90 days. And the ingquiry report will be submitted within 10
days from the date of completion of the inquiry,

Step III: If the ICC finds that the allegatio

Ns against the respondent are
proven, it will submit 3 report to the

Principal to take action for
sexual harassment as misconduct in accordance with the

Provisions of the applicable service rules or where no service rules
exist, in accordance with rulesframed under the Act.



days of th :
@ recom mendations. Committee for prevention of sexual

harassment and atrocities against students and women. The

Committee seeks to achieve these goals through:

* Complaint Redressal: As per the act ‘The Sexual Harassment at
Workplace (Prevention,

Prohibition and Redressal) Act, 2013', appropriate action will be taken
once the complaint is filed.

Dissemination of Information: through production, distribution and circulation of

materials,posters and handouts etc. to SPPU campus community.

Awareness Workshops: for faculty, non-teaching staff and students with an aim to
develop nonthreatening and non-intimidating atmosphere of mutual learning.
Counselling — Confidential counselling service is an important service as the sexual
harassment cases are rarely reported and are a sensitive issue. Counselling provides a
safe space to speak about the incident and how it has affected the aggrieved woman.

c Q)‘&F( '
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SOP of Sport Committee

Standard Operating Procedure of Sport Committee for smooth
conduction of the sport events in the campus as well as participation
of students in a sport at inter college, District, State, National, and

International competitions.

Content and management:
Content is based on actions of the physical director and

subsequent approval by the Principal and Director. The Management
will look after sanctioning the budget of annual sport requirement

and also giving approval to annual sport plans.
Objectives:

I} Promote goodwill among the students through sports.

2y Promote a positive image of the institute through sports,

3} Provide the incentive and encourage physical fitness by promoting a highly
competitivesports program.

4) Provide a venue for student athletes to participate in national and international
competitions.

Implementation of SO

A Physical Director
|. Taking regular periodic meetings with all College Leve| Sport Coordinators

2. Planning for annual sports to be conducted and submitting to principal.




' Prepaning various sport schedules

4 Attending meetings of physical directors at university level

5. Instructing to sports coordinatars

i Prepanng notices and passing il to college level sport coordinatars

Taking care of rules and regulatians ta be followed by all sport coordinatars
8. Prepating the annual budget for sports & Rething sanctioned it by higher authority
9 Looking alter maintenance & marking of sport ground

10 lssuing matenals and Instruments to students tor variaus sports

H1 Maintaining records of issued material

12 Completing the pracedures related to sport competitions

I3 Preparing sport reports and keeping record

1) Sport Coordinators
To attend the annual sport meeding with physical director
Passing the instructions & natices to the departmental sport coordinaters

Taking inputs from various departments regarding budgets and passing it to physical
director

TR N —

4. Conducting periodic meetings with departmental sport coordinators
L) Departmental Sport Coordinator

1. To encouraging students in arganizing and taking active part in various outdoor and
Indoorgames

2 Making schedules for various sparts and infarming students about it
3. Selecting sport persons for various posts related 1o sport.

5. Preparation of reports of sports activities

3. Making arrangements for smooth conduction of games

&

- Fine tuning the skiils of students by assuning participation of students in sports
Student Sport Coordinator

1. Attending meetings with departmental sport coordinatars

2. Passing notices and instructions to the students

i Collecting information of students and submitting to departmental coardinatar
4. Participating in arganizing and Managing sport activilies,

[
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SOPs for Alumni activity

Let us all join hands together to make our Alumni relations stronger!

thical Protocol:

—_— - S

I, Stay conmected with the Alumnus

D Develop asense of belonging

i Be courteous not authentabye They aren’t your students argrmorel! Trisar
themprolewlonaily

4. Do not pass any comments with respect to their choice of professian, their
designationand/or persanal life.

Dutles of the Head of the Institution:

Pre-Event:

1 Coordinate with the Alumni in tharge of the institution,

2. laentify Alumni for planni fg the activity,

3 Communicate to the Alumm Cell, Shirdi Sai Rural Institute abaut the \dentified

alumnus, along with Know your Alumaus {KYA) farm (Profarma 1)

The Alumni Cell, Shirdi $ai Bural Imsntute shall contact the Alumnus, decide the dates

for the activity and make all arran rements for local logistics

*. The datesfactivity shall be decided by Alumei Cell, Shirdi 5
toordination with the Head of the fnstitution

6. The Head of the Instilution along with instit

a Rural Instilute in

utional IT team shall ensyre that the

venue identified = suitable fpr hesting the event While deaiding the venue the



jlion
aken into cansider:
tollowing factors arctn be taker

4 The strength of the Target Audience

since all
w s perfect

b The acoustics of the venue (Kindly ensure hat the san
il [} LMA

vister concernsl
Alumnirelated activity shall be live shirpamed Lo &

¢ Ease ol access
% L conpectnly resent and ensure that the
¢ Audio-Visual Facdity Sound technician to remain p
soundsystem s working Hawlessly e
. i
Pre-event check is 1o be done and report submitted to Alumni Cell, Shir
Institute in Protorma 2 i
S Arrangements to be made for felictation & slage seating (Protocol provide
Profarma 1) )
Y Registration link shall be given to the head of the institution. The same 15 to be
passed on totarget awdience for registration. {Proforma 4)

During the Event:
| Ensure that disciphine s mantained

-

2 Ensure that the protocol as previously communicated is being followed.
* Photographs ta be taken by photographer/suitable person from the rear end of the
hall coverng the entire  audience as  well as depicting the
spezker/videaconferencing/webinar. One photo specifically to be taken from front
view of the venue too. (These photos are to be submitted dlong with the metrics
farm, additional photos can be incorporated in the event report).

4. Attendance report as per registration data shall be signed by the participants.
Post Evenr:

| Prepare the activity report (Proforma 6) and email to Alumni Cell, Shirdi 5ai

Institute.

Rural

Maintain the documentation of the same for accreditation purpose.
Distribute the participation e-certificates,

A el

Duties of the members of Alumni Cell, Shirdi Sai Rural Institute:

I're-Event:

|. Coordinate with the Head of the institution,
1. Proture the KYA form and toordinate with the head of
planning ofactivity.

Make all arrangements for loeal logstics.

Inform the IT team for issues related to 1T sery

the institution for

el

pand live streaming.
Generate the feedback form and provide the |ink

audienceduring event.

(Y _‘.‘

to IT for bulk sms Posting to target



FH-'I.'Mrr- loodhark fromn link Tt Mdyrnnge

f Fs .

Wl hnlmfn., LB e ITiRN theck |, Proforma 3 (Feliemtation DR e b
PlFFJdFI thie Thark Py ety ‘-'P,r"\'d by Hangeakile Chairman
f_,l"!'l",l the Aetals of vk gt 1y all it gt £,

ri"'n-r"rd“' th reERistratinn link

r_,r-r.r-r;,n. the attendance Lhee

Generate the parvcipatagn o-sertilie ates

During the Fyent:
|

Ensure that dircipling is maintained
2 Ervyre that the prannond a: previnusly eommuynicated is E»"r""?;‘fﬂ“ﬂﬂ‘.'d
Post Eveni:

L]

Communicate the “Thank you” courtesy email to Alumnys slong with the
photographs of theevent

Check the activity report sent by the Head of the Institutior

Lk Fad

Maintain the documentation of the same for accredtation purpose
Prepare the news for print media & social media

L

Transfer the participation e-certificates to Alumni in-tharge of the institution

Duties of the IT team, Alumni Cell. Shirdi Sai Rural Institute:
Pre-Event:

I Prepare for live streaming,

Check Proforma 2 (Pre-event IT/AV check).

During the Event:
1. Ensure that IT/AY work is flawless,

[ £

Ensure that the protocol as previously communicated is being followed

Post Event:

I. Update the event details on the institution website.
5

1. Process the news for print mediz & sodal media,

Proforma 1: Know Your Alumnus form:
Proforma 2: Pre-event IT/AV checklist:

Proforma 3: Felicitation protocol:



Proforma 4: Target audience list & summary metrics:
Proforma S: Feedback

from students:
Feedback from
Stakeholders:

Feedback from

Alumnus:

cree Callege
o g ' o



"Shirdi Sal Rural Instiiute's’
ARTS, SCIENCE AND COMMERCE COLLEGE, RAHATA
Tal- Rahata, Dist-Ahmodnagar (423107)
(University of Pune Affillated 1D No. PUIAN/ASCI052/1987)
Phone- (02423) 2044886, 204400, Fax- (02423) 204488 w
Email: rahatacollege@rodifimall com i Vol
Websito: Website: www.ascrahata.org

Recipient of “Best Rural College Award" from University of Pune (2012.13)
Recipient of “Best Rural College Award” from Student Welfare Board, University of Puna (2011-12)
"NAAC ACCREDITED “B++" GRADE COLLEGE"

—— — — — —
 — = = e e — — i — e =c
— — —_— —

SOPS of Assistant Professor/ Associate Professor /Professor

1. Teaching and ensuring attendance of students as per University narms

{. Planningand implementation ofinstructions received from Head/principal.
3. Student's assessment and evaluation,

4. Developingresource material for teaching and learning.

5. Extension of services to the industry and community.

b, Continuing education activities, Co-curricular and extra-curricular activities,
7. Students counseling/ mentoring scheme im plementatian.

. R& Dwnrkunmdustrralproblems&cnnsultanw.

9. Liaisonwith parents and community,

10. Publication of research papers, at least one in a semester.

1. Participate at least in gne seminar/conference/workshop in an academic year
11, Participation in departmental administration. (Lab Management)]

13. Shallbecome member of at least tworelevant professional bodies at his/her own cost
14. Contribute tothe activities sustaining accreditation of the institute.

15. Assist in summer and final placement activities.

16. Examinationwork pertainingto College University suchasorganizing
supervisionandassessmentete,

17. Arrangement of bridge& remedial classes.



1] mMm“nmm Upradiog of quabfi ations
19 Witing of hooks & monag aph
10 Any athr duties suigned by 1he Management snd Prinetpsl from tima (s time
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SO OF System Adminkstrator
I Ta marmtaln the nelwork and PCa
{0 Toallacate login aod passwaeds o students and stall

1 Teattend anycomplaintsrecelved fram studonts and stafl regarding PCor the
Aeiwork

4 Tomaanbainperipberals ke prinbees, scanners ebeinservicedalle conditionalltime

5 Toassist the management (npracurement of hardware's, soltware's and
eulpment’s

k. Toensure back upolcriticalinformatlon rogularky and at spocdic intoreals

7. To maintain diseipline In the lab and the server raom.

E. Todispose of write off itemns in accordance with the procedure Laid down by PAES
% Tomaintaininternet connectivity and take steps to prevent misuse.

10, Toassst faculty member inconducting lab sessions af their students

T Anyother duties assigoed by the Principal/Head/Professor
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SOPs of Librarian

| Toprepare and issue of Librarycards to students andstaf

To recewe demand slips from students and issue books to students as per theit

demand andiibrary rules

i Tofollow up return of books issued to students and staff members

To maintain fine collection register and instruct students to depost the
fine in the bank through challan
To receive reguisitians and issue and receive books from students,

staffs following complete procedure

. Todisplay new arrividls by photocopy of the cover page of the baoks and journals

7 Te recelve international journals & magaznes and highlight important

articles, news, [IEMS periaining (o management education institutes e1c. and
put uptothe Principal foninfarmation
Toupdate and maintain files of paper cuttings

To compile back volumes of journals and periodicals and arrange for hinding and
stacking. '

Il Toseethatlibraryisin apresentable and tidy condition atalithetime

| Toattend to problems af the staf members, if any, end redress the same promptly.

12 Tomalntainthe day wise records of visits of student's/staff faculty membersinlibrary.

1 Displayof cuttings of newspapers on education fsotial matters an notice boards.

14 Toeanduct the mestng af library caommittee asper guidelinelowork a5 a

secretany of hbrary commitiee.

'3 To Compile requirement of books& perodical periodically & submit to the

n

rincipal for further procurement



16 To take care of library automation & update the same from time to time

I7. To effectively encourage faculty & student 1o yse e-journals-books keeping
the IEL, IEEE always in working condition.

|8 Tocarryout 100%annualverfication preparelistof book whichone outdated &
damagedbeyond yse

19 Toregularly under take binding of books which are da maged.

20 To make report to HOD/section heads books not at all referred by

faculty and students

21 Toreceives expert committee & present tothem effectively,

i [~ ] Art's, S eree College
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'-—-"""J.‘



‘Shirdi Sai Rural inafitute’s’
ARTS, SCIEMCE AMD COMMERCE COLLEGE, RAHATA

Tal- Rahata Dist-Ahmednagar (423107)
(University of Pune Affiiated 10 No. PLUAN ASC/OS2184T)
Phone- (02423) 204488, 204400, Fan- (02427) 204488
Emall rahmacolegedred fmal com
Webite Weobalte www ascrahala org

Reciplent of “Bes! Rural Collage Award™ from University of Pune [2012-11)
Reciplent of "Beaf Rural College Award™ from Student Wellare Board, Unbversity of Pune [2001-1])
"NAAC ACCRED{TED "Be+" GRADE COLLEGE™

SOPs OF Office Superiptendent

| Serutimze Admssion & Elgibildydocumients ang registers of admisson

Superviae and maintan persanal iles of staH and faculty.

Maintaining ©.F. account as the case may be

4. Kpepingdiscipling and work schedule of class IV employees

3 Serutinize attendance register of stalf and putupto the Pringipal for hiscounter signature daily

t. Mamtanrecordsofcompensatory off andseethatthe same are avadle dinthe

swubsegquent week /Month

7. Maintain casual leave register,

& Maintain movement register for statl under office administration.

9. Supervise dally reports received from security section and other sections-of the college

I Maintain key board and supervise key movément fegisier,

11 Intiate discplnany action wherever necéssany an instrugtions of principal

|2 Render/Guidance/Assstanceto Accounts B other Sections whenever reguired/ask for

{3, Organize printing of brochures and placement documents for the institute

14 Assistant Pringipal in rece ving guests and visiting dignitaries in a dignified manner

15, Initiate and recard all correspondence & putupthe same to Pringipal fHOD & section heads

16 Ligisioning wehUniversity DTE JAICTE/Shikshan Shulka Samitil/Pravesh RiyantranSamits
andSocial Welfare department onrelated matters

17 Maintaining of all the files duly numbered updated in all respects (na systematic
format as perrequirement

1% He shall be responsible for all the matters assigned to estadlishment
saction, studentssection, stores section, maintenance sectian and security
sectaon,

19. Tosupervisecontrolof admission section, heshall notdealwith admissionmatter

directly or indirectly.
0. General discipline & Healthy relations maintained among the statt of Institute.



studenthappyof contalmed,
13 Totake care of blometric requirement
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SOPs_of Accountant

Tomaimtain account records pertaining to cOnLIFLCtian work

Toprepare documents for submission of six manthly and annual audit

To prepare budget estimate of the college under guidance of Frncipal&wice
Principal &AHOD/ section heads take periodical review of the same

Ta vernfy bills for payment

Tocheck the monthly pay sheet

Ta file E-TDS returns

To maintain all statutory books of accounts such. as dead stock registers,
ledgers,consumable register, register of fixture and fittings, printing and
attest the same every month Te hold custody of receipt books and
vauchers

Toprepare all the recordsas required by the statutory au ditars and

present the sme regularly to the statutory auditors,”

Tocontral and check the advance register and ensure timely reconveny of advances,
To Supervise maintenance of ali the tiles and records pertaining to Accounts
Section heldbyAccounts Assistants,

To ho'd one of the duplicate keys of the cash box

T receve record of fees collection from bank counter B maintain its records

To notify & collect dues from stu dents & ensure that all fees are collected in
vame academic year under guidanceof Vice Principal {Adminstrative).

To recanciliation of bank statement and fees received.

TaVerifying tulls for payment

TaMaintaming register for advance and ensure timely settlement of the advances
To Maintaining of ail the files duly numbered wpdated in ail respects.
ToPreparingaf monthly pay sheet and paymentio parties:

Ta Settlement of journey claims and advances.



ubmit to Chartered Accountant

30 Toprepare TDS statement ands
spction and at the time of emergency typng

21 Totype all the letters pertaining to
ather work assignedtry Otfice supdt And Officers
17 Tomaintain Fee Collection register
Tomasntan (aih book and attestthe same by Accountant daily and Principal orce inaweek
33, To ensute wiiting of ledger by the cashier.
24 Fdmwﬂpw|thinculw:-|1a.r:-f.'r”|rrlnrballrrc
leand transactions with SBItreasury hranch for chegue clearance
15 Toreceerecord of foe collection from bank counter & maintalns recar d
26 Anyother duties asssgned by the Principal from time to time.
37, To prepare various grant proposal utilization

eleepaymentrecelvab

(Fla)
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I Checkingwebsite of AICTE, DTE and University of Pune.,

2. Maintain personalfiles of teaching and non-teaching staff.

3 Maintain attendance registers of teaching and non-teaching staff,

4. Maintain service books

5. Maintainleave record of staff

. lssue of advertisement for recruitment of teaching and nonteaching staff, Getting

approvalfrom PRES/ Universityin concern with 05 & Principal.

Preparing proposals for approval of staff by University of Pune

8. Completion of attendance of faculty and non-teaching staff and forwarding
thesametoaccounts section far preparation of payment.

4. Mamntaining of all the files duly numbered updated in all respects.

|0, Typing all work pertaining to the section and at the

time ofemergency typing other work assigned by 05

& Officers

Il Anyather duties assigned by the Principal from time totime
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SOPsof Clerk S

Sechio issinns

Custody of original documents of students and their final disposal
T.C Eligibility farms.

Issuing Air, Bus, Rallway concessions

B d Pl ===

Maintaining of the files and registers pertaining to the section duly numbered
update inall respects. To maintain all the current and back volumes of files
neatly, labeled and numbered
. Torecewe scholarship forms for Economical Backward Class students
‘and the students belongs to 5C, 5T, NT, VI, DT, OBC and $BG. submit the
same to theSocal Welfare department along with caste validity and
other documents complete in all respect in the time limit prescribed by
t. Toreceive applications for Minority scholarship (Central and State Govt.) and
submit the same to Directorate of Technical Education, Maharashtra complete in
all respect in the time limit prescribed by Directorate of Technical Education
under the supervision of Principal,
- To prepare merit list of all the students admitted to first yedr
Category wise as required by Directorate of Techrical Education,
Maharashtra andsubmit the same to Directorate of Technical
Education, Maharashtra far their approval in a time bound
marnner.
5. Totake regular follow up of approval of sanction” to the ESE Scholarship, Scholarship
framSocial

9. Toissue ‘Mo Dues Certificate’ to students promptly whenever they approach the
section. "

1. To issue Transter Certificate to students whenever they approach



promptivensuring that ‘No Dues Certificate’ (s receivable from the
students

Typing all the letters pertaining 1o the section and al the time of
emergenoytyoing other work assigned by Office super indent and
Officees

2 While interacting with students, past students, faculty and stafll, he shall always

behavecourteously and extend all the assistance willingly

. Any other duties assigned by the Principal and Vice Principal from time to time
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