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No.1-PolicyDocumentfortheAcademicCalendar

1) Introduction:
Academic Calendar is a preplanned well structured approachfor enhancing teaching learning
process. The Academic calendar is also designed to take care of interruptions and difficulties
caused during the academic year.

2) ObjectivesofAcademiccalendar:

a) TheaimofAcademiccalendar isto plantheactivitiestobeconductedduringtheacademic year in
the month of May every academic year.

b) To preparetheMasterandDepartmental Time tables.

c¢) Tointimateallstakeholdersabouttheactivitiesplannedduringanacademicyear.

3) Committeeatinstitutelevelforacademic calendar:
a) Acommitteeshallbeconstitutedat institutelevelunderthechairmanship ofthePrincipal.
b) Vice Principal(Administrative), Vice Principal (Academic)/Vice Principal(Second shift),
One senior faculty shall be the member of the Committee.
c) TheacademiccoordinatorwillbetheMemberSecretary.

4) Frequency,QuorumandTenureofthe Committee:
Frequency:Thecommitteeshallmeetatleasttwiceinasemester.

Quorum :Shallbe50%ofwhichpresenceofChairmanandMember Secretaryis
Mandatory.

Tenure :Committee shallhave tenureoftwoacademicyears.
5) FormatandrequirementofAcademiccalendar:

a) Activitiesshouldbeplannedforall365daysoftheacademicyear.
b) Aformatasshownbelowshallbeadopted forthepreparationofacademiccalendar.
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ACADEMICCALENDAR

Name of the Institute:

Semester:First/Second/Third/Fourth/fifth/Sixth. AcademicYear:20 -20
Week | Month Week Days No. of Events Responsible
No. Mon|Tue|Wed|Thu|Frilsat| Working Dept./Staff/
Days Faculty
1 Jure 4 5 |6 7 189 6 Forexample: CE Dept.
2012 5t-Celebration of
WorldEnvironment Academicdean
Day

22"-HODsMeeting TPC Dept.
25"_FirstTermStarts
28" - Contacting
Industries for
campusinterview
byletterandE-mail.

6) Majorpointstobeincludedin Academiccalendar:
a) Importanteventswithrespecttoexaminationsasplannedbytheaffiliating body.
b) Celebrationofimportantdaysthroughouttheyear.
c) Activitiesplannedbyindividualdepartments.
d) Itshouldincludesports,culturalandalumniassociationevents.
e) Effectivedaysavailablefortheoryandpracticalteaching.
f) Summaryofactivities(calendardatewise).

7) ApprovalofAcademiccalendar:
ThedraftofAcademicCalendarpreparedbythecommitteeconstitutedatinstitutelevel should be

approved by the by the Governing Body of the institute.

8) ReviewofAcademiccalendarand actionplanattheend ofeachsemester:
Followingpointsshall benotedwhiletakingReviewofAcademic calendar:
a) ActivitiesPlanned.
b) ActivitiesConducted.
¢) Activitiesnotconductedalongwiththereasonfornonconductionofactivities.
d) Areviewofpreviousyear not performedactivitieswithprecautionsto avoidsimilar
lapses during current year/semester.

Prepared by
Prof.N.G.Nikam
Principal
Polytechnic,Loni
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No.2-PolicydocumentforCoursefilesandPersonalFilesof Teachers

Introduction:
In order to enable the teachers to understand teaching learning process thoroughly following
are the recommended policy guidelines:

A) CourseFile
B) PersonalFile

A) Course file
Every faculty member shall maintain a course file for each subject taught byhim during the
semester /year in the following format.

1.
2.
3.

N o ok

9.

10.
11.
12.
13.
14.

Index

Timetableofthe course

Individualtime table should include all the activities being under taken by the respective
faculty member during the week such as visit to Library, Preparation of lecture,
Assessment of term work /tutorials, Administrative work, remedial classes for slow
learners etc. A model individual time table is given in annexure 1.

Teachingplan/schedule

Syllabusofrespectivesubjectdesignedbyaffiliating body.

Listoftextbooksand referencebooksrequiredforthecourse.

Class test question papers (Two class tests and one prefinal examination should be
conductedineverysemester.Onesamplecopyofanswerpaper andquestionpapers should

be attached in file)

Home Assignments ( One assignment at the end of everyunit should be given to the
students.Onesamplecopyofassignment submittedbystudent should beattached infile)
Unitwisecompletenotes.

CD’s/Transparenciesifany.

QuestionBank.

Attendanceregisterofthecourse throughCAS/ERP ifavailable.
Universityguestionpapersofpastfoursemesters.

Resultanalysisoftwoyearssame semester.

The personal file shall be periodically(twice in a semester) monitored bythe respective head
ofthedepartment, incaseofAsstt.Professor andProfessors, byprincipalinrespect ofHODs/
section incharges and by Management in case of Principal.

Note—Aboveguidelines areindicativeonly,the teacheris atliberty toaddany innovative practices.
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B) PersonalFile
Everyfacultymembershallmaintainhispersonalfileandshallbeupdatedfromtimeto time. The
personal file shall contain following information.

1.

Resume oftheteacher.

2. AppointmentordersbyPravaraRuralEducationSocietyandPrevious organizations.

© o Nk

Approvalfortheappointmentbyaffiliatingbody.
Xeroxcopiesofcertificatesregardingeducationalqualificationsandtestimonials.
Workloadofthesemester.

Seminars/Workshopsorganizedinlastacademicyear.
Workshops/seminarsattendedinlastacademicyear.

Extraresponsibilitiesat college level,ifany,duringthe lastacademic year.

. AdditionalresponsibilitiesatUniversity/Boardlevelifany,duringthelastacademic year.

10 Guest lecturedeliveredatotherorganizations,ifany,duringthelastacademicyear.
11. Books/monographs/paperspublished,ifany,duringthe lastacademicyear.
12. Awards/medalsreceived,ifany,duringthe lastacademic year.

The personal file shall be periodically(twice in a semester) monitored bythe respective head
ofthe department incase ofAsstt.Professor, Associate Professor andProfessors, byprincipal in
respect of HODs and section in charges and by Management in case of Principal.

Prepared
byDr.A.A.Kulkarn
i

Principal , SVIT



Annexurel

(Modelindividualtimetable)

g Dr. D. Y. Patil Pratishthan's
Padmashree Dr. D. Y. Patil Institute of Management Studies
Sector no. 29, Behind Akurdi Railway Station, Pradhikaran, Nigdi, Pune - 411044

WINDIVIDUAL TIME TABLE JAN _ MAY 2012 Name : Prof. Kunal Patil
wef 2nd Jan. 2012 i
i : Administative | Administative R h| R h Lecture Lecture . X
T Ljbrary Libary Work Work Work Work Preperation | Preperation Mentoring | Mentoring
201
201 201 . X p
(""d. (lind Sem Lectur? (IInd Sem Div| Mentoring SUbJ.eCt Sub_p.ec i Mentoring | Mentoring SUbJ?Ct =
Sem Div . Preperation reading reading Reading
Div A) B) L
A) U
Subject Lecture 201 N Research Lecture Lecture
— reading | Preperation (Clnd ie)m Divl, Mentoning g Work | Preperation | Preperation Ly Eiboary Liveary
4074 D Subject Subject s Subject Lecture 20 .| Adminstrativ| Adminstrati
(Mr. N readin readin Mentoring > reading | Preperation (maRem DIy, e Work ve Work s
Kunal) | Kunal) e & R e B B)
E
Administa| Administative | Administative| ~ Subject }1: (llnfioslem Meiitorin Mentoring Lecture 407A NEstor
— | tive Work Work Work reading Div A) e sem Preperation | (Mr. Kunal) &
P:emunfteio Lecture (IInd égxln pivl Mt Administa| Administativ| Research Research Research Research
= p: Preperation B) g tive Work| e Work Work Work Work Work
1 Teaching Workload = 12 hrs 4 Mentoring = 6 hr 7 Library = 2 hr 40 min Total workload = 44 hr 45 min.
2 Preparation of Lecture = 5 hrs 5 min 5 Research work = 4.5 hr
3 Subject reading = 7 Hr 15 min 6 Administrative Work = 7 hr 15 min
Prof. Kunal Patil i Academic Coordinator Director
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No.3-PolicyDocumentforinternalEvaluation

1) Introduction:

The subject of Examination and Evaluation occupies an important place in the field of
education. It is necessaryfor parentsandteachersto knowfromtimetotime howthestudents are
progressing and what their attainments are at any particular stage. It is equally necessaryto the
management to assure that the work entrusted to its institutes is being carried on
satisfactorilyand thatthe students studying there are receiving the right type ofeducationand
attaining the expected standards. Revaluation is required in the interests of all thestakeholders
such as students, teachers, parents, Boards/University and the society. Examinations are the
normal means adopted for this purpose.

2) Obijectives:

1. Toassesstheprogressofthestudentduring thesemester.

2. Totakecorrectivemeasures basedontheperformanceintheinternalexamination.

3. To assess the students on the parameters developed for the purpose to gauge his/her
understanding of the subject.

3) FormationofinternalExaminationCommittee(IEC)atinstitutelevel:

At Institute level ‘Internal Examination Committee’ (IEC) under the chairmanship of
Principal shall be formed with members as:

i) Principal -Chairman

ii) VicePrincipal(AcademicSecondShift)-Member(ifapplicable)
iii) AIIHODs. -Members

iv) VicePrincipal(Academic) - MemberSecretary

For smoothconductionofthe internalexaminationeachdepartment shall appoint a facultyas an
incharge for the internal examination.

4) Frequency,QuorumandTenureofthecommittee:

Frequency:Thecommitteeshallmeetatleasttwiceina semester.

Quorum  :Shallbe50%ofwhichpresenceofChairmanandMember Secretaryis
mandatory.

Tenure :Committeeshallhavetenureoftwoacademicyears.

5) ResponsibilitiesofInternalExaminationCommittee(1EC):

As per curriculum of affiliating body (Board/University), following internal evolution of the
students needs to be carried out during a semester.
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*A)Classtest (Minimum Two):
Two class tests shall be conducted in each semester, first in the midterm and second at the
end ofthe semester.Eachtest isof20/25/30 marks asprescribed in curriculumofaffiliating
body. These tests are conducted at institute level as per the schedule given by Board/
University. The marks awarded by the subject teacher of each subject in these two tests is
then added and the average marks ofall subjects ofthe respective course is then considered
under sessional work/term work (SW/TW) in the final mark sheet issued by Board/
University in that semester.

a)

b)

d)

f)

Arrangementofstationary:

The exam in-charge of each department shall arrange stationary items like- test answer
papers, attendance sheet of student/invigilator, examination logistics for each class like
marker pen, thread, pins, register to maintain record and office files to keep other
documents of examination such as question papers in 2 copies, time table etc. He will
also maintain the opening and closing stock of stationary issued per day.

DeclarationoftheExamination Date:

As per the Board/ University Academic Calendar the test dates are declared by the IEC
and the time table oftest is prepared and displayed one week before the test examonthe
Notice Board by the respective department.

SeatingArrangement-

The examination incharge of each department shall prepare seating arrangement
onedayin advanceofthetest.It shall bedisplayed on NoticeBoard after approvalfromthe
Vice Principal (Academic).

Settingofexaminationpaper-

The test question paper shall be set as per the sample test Question Paper given by
Board/ University by the respective subject teacher. Sealed packet of Question Paper
shall be submitted to examination incharge5 days before the date of examination. The
marking scheme shall be as per the Board/ University Question paper pattern.

Reprographicandsealingofquestionpaper:

The sealed envelope containing question paper shall be opened a day before the
examination after the office hour in the presence of subject teacher and HOD. The
question paper shall be photocopied in their presence and then sealed in envelope after
the signature of the subject teacher and HOD.

OpeningofSealed QuestionPaper:

The examination incharge shall personally open the sealed question paper Packets in
presence ofthe invigilator in the examination controlroom15 minutes beforethe start of
the examination.

g) Arrangementofthelnvigilator/Reliever/Bellman.

The exam in charge shall prepare the supervision chart comprising of supervisor
(invigilator)includingteachingandnonteachingstaff. Thechartshallbeendorsedbyall



relevant faculties. Allsupervisorsshould report 15minutesbefore the commencement of
exam.

g) Issueofthestationaryitemson thedayofExamination:
BlankanswersheetswithcollegestampsandQuestionpapers(Xeroxedcopies)shallbe issued
along with other accessories like attendance sheetsthreads, graph papers to the
supervisors 15 minutes before the commencement of examination.

1) Receiving Answersheets:
The exam incharge shall collect and count the answer sheets immediately after the
examination from the invigilator and keep in the control room or give to the concerned
subjectteacherbykeepingrecordofsubjectcode,numberofanswersheets,supplements
/Questionpaper etc.

J) AssessmentofAnswerSheet :
Answer Sheets should be accessed only by Red pen as per the assessment norms of
Board/University (RAC/CAP Norms). Marks per question and its total should be noted
on the first page of answer book. The checked answer books are kept with the
corresponding subject teacher and the mark list isgiventothe classteacher.The answer
sheet should be shown to the students by subject teacher and clear the queries in the
assessmentif any. Final corrected mark listis submitted to the class teacher within 7 days
after the end of examination.

k) Displayofsubject marksontheNotice—-Board :
The class teachers should display the Test marks as per the Board/ University format on
the Notice Board and keep the same record in the register with student’s signature (in
prescribed format of Board/University)

*B)Progressiveassessmentoflaboratorywork:

Eachexperimentisassessedoutof-10Marksasperfollowing guidelines:

1) 4marksforcognitiveknowledgeaboutthe experiment.

2) 4 marks for psychomotor skills like how he/she performed the experiment, recorded

the readings and analyzed the obtained readings.

3) 2marksforpunctuality,neatnessandattendance.
It is then filled in prescribed format of Board/University. Then total marks are counted and
as per curriculum is then converted into maximum TW marks and then filled in prescribed
format of Board/University.

*C) Skilltest forthesubject havingpracticalexamination attheend ofsemesterbut prior to
practical examination :
After completion of 80% of the practicals, skill test is conducted as per the pattern of
practical examination of Board/University in the regular practical hours which shall be 0f30
marks and its marks are recorded in the prescribed format of Board/University.

*D)Finalassessment fororal/practical/onlineexam(Internal/External):
Assessment of Practical /Oral /On-line exam is carried out as per the norms of
Board/University and the marks to be filled in prescribed format of Board/University.

8



*E)ProgressiveassessmentofSessionalwork(SW):
The marks awarded by the subject teacher of each subject in two class tests is
consideredforworkingout marksofsessionalwork/Termwork(SW/TW)aspertheprescribed
format of Board/University.

(*Canbesuitably modifiedaspertherequirement ofaffiliating bodyoftheinstitute)

Prepared by

Prof.N.G.Nikam
Principal
Polytechnic,Loni
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No.4-PolicyDocumentforFeedbackfromStudents

1. Introduction:
TheinstitutesunderPravaraRuralEducationSociety,Loni,seektodevelopthetalentsof
individualstudentstothefullestextentpossiblebyprovidingahigh-qualitylearning experience.
Responding to student feedback is an important means of enhancing the
qualityofthestudentexperienceofteachingandlearning.Studentfeedbackprovidesstaffwith
information that can be ofassistance to them in their professional development as academics.
This policy articulates the reasons why feedback is sought and the principles accompanying
theconductofvariousstudentfeedbackmechanisms,includingtheuseandhandlingof information
obtainedfrom students.Consistentwith institute strategic planning,this policy will
enhancethequality of teachingpracticesandthelearningenvironmentby drawingon learner
needs, expectations and perceptions.

2. Objective:

a) Recognize and sustain good teaching by providing data to assist staff to improve
professional practice and the quality of teaching and to inform the development of
processes which recognize and reward good teaching.

b) Provide a foundation for embedding student evaluation and feedback processes into a
continuous cycle of quality enhancement.

c) Enhance the student experience throughthe systematic collection and analysis ofstudent
feedback as a basis for improvement.

d) Ensure the provision of information to students regarding the purpose and outcomes of
student feedback, including actions taken to address concerns raised.

e) Provide the basis for development of procedures to be used in the collection, analysis,
reporting and use of student feedback.

f) To asses the needs of a teacher for development through Faculty Development
Programmes /Acquiring of higher qualification

g) Tonotifyatleasttwiceina termactiontakenonhefeedbacks.

3. Principles:
a) Student feedback is an important component in monitoring and enhancing the qualityof
the student learning experience.
b) Feedback processes shouldbe systematic,rigorous and respectful of the rights of
bothstudents and teachers.
¢) Allstudentsshouldhavetheopportunityandarestronglyencouragedtoprovide feedback. (Ref.
Annexure [)

10
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d)

Students should be informed about how their feedback has been used provided that
students recognize that teachers and / or the institute may, on occasions, have legitimate
reasons for not acting on certain feedback.

College is required to develop systematic processes for collecting and responding to
student evaluation and feedback.

4. CollectingStudentFeedback:
Arangeofmethodscanbeusedforobtainingstudentfeedbackandincluding:

a)

b)
c)
d)
€)
f)

Surveys,includingthestudentexperienceoflearningsupport;studentexperienceof teaching
questionnaires.

Staff-StudentLiaisonCommittees

Informalfeedback

Openmeetingswiththestudentbody

Focusgroups.
Suggestionbox(Tobeopenedbyprincipal/vice-principalandrepresentativeof management
once in two months)

Teachers are encouraged to obtain voluntary interim feedback once in the first month, mid-
term and close of course, which can be used to improve learning outcomes for the students
studying in the institute.

5. UseofStudentFeedback:
StudentFeedbackwillbeusedto:

a)
b)
c)
d)
e)
f)

Improvethequalityofcoursesandprograms

Support thequalityofteaching

Introduceprofessionaldevelopmentprograms

Enhancecourse design
Improvetheprovisionoflearningresources,facilities,equipmentandservices,and

Provide evidence ofteaching qualityfor the purposes ofappointment and promotionand
teaching awards.

6. ReportingandActingonStudent Feedback:

a)

Reportsonthe results ofstudent feedback will be made byCollege.lt is recognized that
therewill beoccasionswheretheremaybe legitimatereasons for notactingonfeedback.

b) Mechanisms will be put in place to ensure that students, staff and the institute are aware

of actions arising and outcomes of the student feedback process. Teachers, students and
the institute will be informed about actions arising from student feedback by:
i.  Informing incoming students into a course of improvements made as a results of
feedback from the previous student cohort
i.  RegularreportsfromCollegeStudentLiaisonCommitteetotheCollege Education
Committee.
iii.  MonitoringofstudentfeedbackincludingSurveysbyCollegeacademicCommittees.

7. Responsibilities:
Studentshavearesponsibilityto:

a)
b)

Contributeconstructive,honestandthoughtfulfeedback.
Providefeedbackwhichisnotderogatoryor vindictive.

11



10.

¢) Recognizingtheirimportantroleincontributingtoimprovementsinteachingand learning
process.

Teachershavearesponsibilityto:

a) Engagewithstudentfeedbackandactivelyrespondwhere possible.

by Maintain their own personal records of feedback, with due regard to the confidentialityof
data.

c¢) Ensureconfidentialityandethicalproceduresareupheld.

d) Provideinformation,guidanceandsupporttostudentstoenhancetheirlearning.

UniversityManagementhasaresponsibilityto:

a) Make the existence and timing of feedbackmechanismsknown tostudents in a
timelyfashion.

by Ensureconfidentialityandethicalproceduresareupheldandregularlyassessed.

¢) Maintainallsurveysand surveydataforimprovements.

d) Provide information, guidanceandsupporttobothstaffandstudentswhenrequired.

Frequencyoffeedback:

Feedback shall be takenatthe end ofone monthafter commencement ofthe course,based on
feedback remedial measures shall be taken by the teacher to improve the teaching learning
process. At the end of the course second feedback shall be taken to assess the impact of
feedback.

Monitoringoffeedback:
The vice principal academic shall be responsible to monitor and implement the feedback
mechanism effectively.

Feedbackformat:
Thefeedbackshallbetakenintheformatgivenalongwiththefeedbackpolicy.

Prepared by

Dr.S.N.Hiremath
(Principal).

COPW,Chincholi

12



Annexurel

STUDENTSFEEDBACKFORM

Sr.No.

Description

SubjectNameandcode

A

Coursecontent

1

Hastheteachercoveredentiresyllabusas
prescribedbyuniversity/Board (Yes/No)

2 Hastheteachercoveredrelevanttopics
beyondsyllabus(Yes/No)

3 Effectivenessofteacherintermsof

i Technicalcontent

ii Communicationskills

i UseofNonprintteachingaids

iv Availabilitybeyondnormalclassesand
co-operationto solveindividualproblems

% Paceonwhichcontents werecovered

Vi Isthe teacherproactive

4 How doyouratethe contentofcurriculum

5 Howdoyouratethepracticalscovered (if
applicable)

6 How doyouratethe personalityofthe Inspiring,Motivating,Pleasant, Boring

teacher

(Rating:5-Excellent,4-Verygood,3-Good,2-Average)

1 Anysuggestionregardinglibraryfacility

2 AnysuggestionregardingCo-Curricular
activity

3 AnysuggestionregardingExtraCo-
Curricularactivity

4 Anyothersuggestion

Nameand signatureofthestudent(optional)

ObservationsofHOD /Dean/Principal

Ihaveobservedtheclassconductedby theteacheron

not agree with students observations regarding.

IMPIovements N............cvevvevueiuineinnenennnn..
his/her strength and weaknesses.
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No.5-PolicyDocumentforRemedialClasses

1) Introduction:

The students admitted to the institutes come from different socio-economic and linguistic
backgrounds. This causes barrier in their teaching learning process. To take care of such
students and facilitate their learning process remedial classes are arranged to build their
confidence and come out as effective engineers / technicians/professionals.

RemedialMeasure is a pro-active learning technique designed to prepare studentsto the level
of skill and knowledge competency expected as per curriculum.

2) ObjectivesofRemedialclasses:

a) Theaimofremedialclassesistofocusspecialattentiontowardsaslowlearner.
b) Toimpart specializedguidancetoslowlearnerwithtimeboundprogramme.
c) Tobringaboutnoticeableacademicimprovementintheslowlearner

3) Institutelevelcommitteeformonitoringremedialclasses:
The committee should havefollowing members.

i) Chairman -Principal
ii) Member Secretary -Vice—Principal(Academic)
iii)Members -All HODs

4) Frequency, Quorumand Tenure of the

Committee:Frequency: Thecommitteeshallmeetatleasttwiceinase

mester.

Quorum :Shallbe50%ofwhichpresenceofChairmanandMember Secretaryis
mandatory.

Tenure :Committeeshallhavetenureoftwoacademicyears.

5) Workandresponsibilitiesofcommittee:

i) Identification ofstudents:After analyzing results, committee shall identify subject-wise
list of weak students who may attend remedial classes.

i) Nominationoffaculty:-Theeligiblefacultyforremedialclassesshallbenominated.

iif) Time slot of remedial classes shall figure in the individual time table of concerned
faculty.

iv) Exact time slot for running remedial classes shall be incorporated in the institute /
departmental calendar.

V) Proper circulars clearly mentioning faculty name, time table, number ofremedial classes
arranged, name of subject, list of selected students shall be notified to the students after
the analysis of board / university results / internal tests.

vi) The attendance to remedial classes be mandatory to the students who are found weak
during the tests / exam of affiliating board / university.
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6) IdentificationofFacultytoengageremedialclasses:Remedialclassesmaybeengaged by a
senior and experienced faculty of respective subject. Such teachers shall be identified by

Head of Institution / HOD.

7) Time -slot forclasses:Remedialclasses may be conductedpriorto commencement orafter the
regular classes are over. Also these classes may be conducted on holidays / Sundays.

8)

9)

Incentivesfor faculty and staff: Suitable incentives shall be given to facultyand staff from
students welfare fund / Alumni Association for conducting remedial classes for slowlearners.

Testing and evaluation:Fortnightly tests may be conducted to assess the performance of
selected group of students. The test should be based on the question paper pattern of

affiliating board / university exam.

10) Output of remedial classes: - The output of remedial classes shall be mentioned in the
tabular form as follows, after analysis of the result of examination by affiliating board /

University.
Sr. | Nameof Name and Class No. of No. of % of Remark
No. | subject | Designationof and Students students improvement
Teacher Year passed
11) Feedbackabout remedialClasses(fromstudentandtheirparents):
i) RemedialClassesforthesubjectandclass:..............ccoeviviiiiiiiiin..
i) RemedialClassesengaged during period: ~ From............. TOo i
iii) RemedialClassesengagedby:.........oviriiiriiii e
A) FeedbackFromStudents:
a) WasteachingSatisfactory? :Yes/No
b) Are yousatisfiedwithcontents? :Yes/No
¢) Whethernumberofclassesplannedwere sufficient? :Yes/No
d) Wereyou happywithtiming and duration? :Yes/No
e) Doyouexpectimprovementinforthcomingexam? :Yes/No
f) Differentiatebetweenpreviousyearteachingwithcurrentteaching:-
g) Comment onpatternoffortnightlyTest:............ccooviiiiiiiiien,
B) Parents Opinion about remedial Classes:.........ccooiviiriiriiiiiiiiiiiiiieea,
Preparedby

Prof.N.G.Nikam
Principal
Polytechnic, Loni
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No.6PolicyDocumentforGuestandVisitingLecture

Introduction:

To expose our students to corporate / scientific world and to bring latest trends inthe R &D
and in industryeminent guest speakers / visiting facultyare invited so that the facultyand the
students are benefited by enrichment of their knowledge / skills.

Objective:

1. Toformpanelofguestspeakersandvisitingfaculty

2. Tostructurethesubjectsothatitwillmeettheneedsofthestudents/facultyof respective colleges
/ institutions.

3. Todevelopexcellentlongtermrelationswithexpertsinordertoseekplacementsin respective
scientific professional organizations eventually.

4. To invite eminent teachers fromnationaland state institutions so that the knowledge and
skill of our faculty and students are upgraded.

Classification:
The experts from industry / scientific organization / academic from national / state level are
classified as :

1. Guestlecturers

2. visitingfaculty

Committeeatinstitutelevel:
Everycollege/institutehastoformacommitteetoimplementthispolicyoffollowing members
a. ThePrincipal- Chairman

b. Facultymembers—Headofeach dept.

c. Course coordinator —Convener

Roleand responsibilities:

Toidentifythecompetent,eminentspeakersandfaculty.

Toupdatethedatabaseregularly.

Toorganizeandplanthevisits required.

Toconductthefeedbackfromaudience.

To procuretravelallowances/recommended remunerations for the approvalfromfinance

and accounts.

Toprepareoutline /abstractofthe topicsforfuture recordsincase ofguestlectures.

7. Toarrangeappropriatefelicitationandintroductionofthespeakerstotheaudience concerned
(Flex / Welcome board / Announcement arrangements)

AR A

o
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6.

10.

8. Toprovideandensureeffectivefunctioningofnecessaryaudiovideoaids.
9. Toensuregoodpublicityamongstthestudents.

Quialification:

While there is no prescribed academic qualification for the guest lecturer, he / she shall have
organizational / industrial exposure / experience in the relevant field are desirable guest
speakers.

Postgraduation/Doctorateoranequivalentqualificationisdesirableforvisitingfaculty.

Frequency:

Guest lecture: There must be no restriction on the duration; it is preferable to have a guest
lecture limited to a day maximum. In an academic year number of guest lectures shall be
minimum three. The guest lectures may be common to all students or focused for any
specialization subject.

Visitinglecturers:Visiting lecturersarebasicallysyllabusoriented.Universityguidelinesfor the
total number of teaching hours required may be followed.

Recordsoftheabovementioned programtobe maintained.

Feedback:

Rating of the speaker / faculty is necessary to gauge the audience reaction and to know the
proficiencyofthespeaker / faculty. Rating shall becarried outon1-4 rating scaleand records be
maintained. Sample of feedback forms for visiting and guest faculty is enclosed at annexure |
and Il respectively.

Panelofexpert committee:

The committee at institute level for shall decide the panel of experts.. The committee must
shortlist thepanelofexperts/ guest speakers. Committeeshallcollect theresumeofanexpert and
handwritten or typed lecture material before commencement of lecture. Schedule, date and
venue shall be informed to concerned students well in advance.

Modeofpayment:

The concerned guest speaker / visiting faculty must enter all the details of the title / topic
covered after the lecture.Guest speakers must be paid their remuneration and travelling
allowances as decided by PRES, Loni immediately. However, in case of visiting faculty the
coordinator shall compute the total numbers of lecture hours and shall workout the monthly
bill. Subsequently he shallobtain the approvalto the bill fromthe Principal before submitting it
to the accountant for payment. The visiting faculty shall be paid regularly on the tenth day of
every month.

Prepared by

Dr.S.R.Pattan
Principal,PRCOP,Loni
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Annexurel
Visitingfaculty- Feedbackform

NameoftheFaculty:
Subject: Class: Date:
Note: pleaseput (\)markagainst eachiteminappropriatebox.
Itemsof observation Remark
1. Proficiencyinthesubject Excellentl ] Good[] Satisfactory ]  Un-satisfactory [
2. Presentationskills Excellent[] Good[] Satisfactory[]  Un-satisfactory [
3. RegularityinconductingLectures Excellent[ ] Good[ ] Satisfactory[ ] Un-satisfactory[ |
4. Responsivenessandinteractionwithstudents Excellent[] Good[] Satisfactory[ ] Un-satisfactory[ ]
5. ThequalityofthelectureMaterialand Excellent[] Good[] Satisfactory[]  Un-satisfactory []
teachingaidsUsed(notes,slides,handouts, LCD
projectors, transparency etc.)
6. Examplesofpractical Applicationspertaining Excellent] Good[] Satisfactory[]  Un-satisfactory ]
tothetopiccovered.
7. Conductofperiodicaltests Excellent[] Good[] Satisfactory[]  Un-satisfactory []
8. Attendanceofthestudentsinthe class Excellent[] Good[] Satisfactory[]  Un-satisfactory [ ]
9. Overallcontroloftheclass Excellent[ ] Good[ ] Satisfactory[ ]  Un-satisfactory [ ]
10. Assignmentforhomework Excellent[] Good[] Satisfactory[]  Un-satisfactory []
11. Correction ofhomeassignmentsin time Excellent[ ] Good[ ] Satisfactory[ ] Un-satisfactory[ ]
12. Overallconfidenceattainedinthesubject Excellent ] Good[] Satisfactory[] Un-satisfactory []
13. Overallsatisfactionwiththefaculty Excellent[ ] Good[ ] Satisfactory[ ] Un-satisfactory ]
Total:
Listoftopicsnot covered:
*StudentsName: Rollno.:

(*Ifstudentsdonotwanttodisclosetheidentity,theyarefreetodoso)

Ratings4=Excellent
3=Good
2 = Average / Fair
1=BelowAverage
Total of E =
TotalofG=
TotalofS=
Totalof U=

Totaloutof 164

0r81-100%
0r61-80%
0r41-60%
orlessthan40%

Rating:
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Guestfaculty-Feedbackform

Nameofthestudent:
RolINo.. =™ Class:
NameoftheSpeaker:
Topic:
1. Didyou liketheprogram? Yes (] No []
2. Waspresentationattractive? Yes (] No []
3. Areyouconvincedthattheprogramisuseful? Yes (1] No [
4. Wasthetopicfullycovered? Yes ] No [
5. Wasitinteractive/ Participative? Yes [1 No ]
6. Practicalexamplesusedandexplained Excellent [ ] Good[] Satisfactory [ ]
7. Thespeaker’scommunicationskill Excellent [] Good[ ] Satisfactory [ ]
8. Thepresentationarrangement Excellent [ ] Good[ ] Satisfactory [ ]
9. Opportunities  provided for questions /Excellent [ ] Good[ ] Satisfactory[ ]
discussions
10. evelofhospitality Excellent (] Good[] Satisfactory []

Suggestions if any

Annexurell

Date:
Time:
Un- ]
satisfactory
Un- ]
satisfactory
Un- ]
satisfactory
Un- ]
satisfactory
un- Il

satisfactory
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Annexure 11
PravaraRuralEducation Society,Loni

Sr. No.
Name of the faculty: Distance:
Address:
Phone no.: (R): (®))
(M):
Subject:
Course: Class: Month:
Time Co- Class
Sr. . Faculty .
Date | Day Hrs Topiccovered . ordinatots| room
no. From| To signature

signature |occupied
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No.7-PolicydocumentforFacultySelfAppraisal

Introduction:

Self appraisal is a process whereby a faculty, at the end of the academic year takes a review of
his/her contribution to the development of students, self development, development of college/
instituion and the development of the community. He prepares a report in the format developed
for the purpose. His seniors and principal takes an objective appraisal of the report and
appreciate the achievements of the faculty and render counseling and guidance in the instances
where the contributions are not adequate.

The chairman of the society or a person nominated by the chairman reviews the report of the
faculty, giving careful weightage to the observations made bythe seniors and the principal.

The faculty is thereafter appreciated for his achievements and advised to improve, if not
effective to a satisfactory level.

Faculty self appraisal is thus a vital and necessary initiative for faculty development and
eventually the development of the college/institution.

Aformat developedforthepurposeisgivenbelow:

SelfAppraisalForm
(Assessment for:AcademicYear20  -20 )

A) GENERALINFORMATION(Tobefilledbyemployee)
i) Nameofemployee:

ii) Residential Address:

ContactNo.:- E-mail ID:-

iii) Designation: NameofDept.

iv) Qualification:

v) Date of Birth: Age:

vi) Dateofjoiningintheinstitute(College):

vii) Date ofjoining atpresentpost:

viii) Total length ofservice (Teaching): Industrial
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B) Work loadoflast twosemesters:

Sr. Class | Subject No of Target No of % % results at Reasonfor
No. Lectures No. of | Lectures | Syllabus | University/Board non
perweek Lectures | engaged covered examination completion
ofsyllabus
a) FirstTermofAcademicYear
1
2
3
4
5
b)SecondTerm ofAcademicYear
1
2
3
4
5
a) TotalWork load ofFirstTerm:- i)Theory:- hrs
li) Practical:- hrs
iii) Tutorials:- hrs
b) TotalWork loadofSecondTerm:- i)Theory:- hrs
i) Practical:- hrs
i) Tutorials:- hrs
C) Doyoupreparelessonplan: Yes/No.
D) Examinationresultsofsubjecttaught:
Sr. Subjecttaught Class Student Student %ofresult Resultsof
No. during appeared passed past3years
1
2
3
4
5
E) Additionaldutiesofcollege/department:
Sr. Dutiesassigned Collegelevel Departmentlevel Remarkworkdone
No.
1
2
3
4
5

F) IPaperpresented in Conferences/Symposiums(Acopyofpaper shouldbeattached):

Sr. Titleofpaper Organizinginstitute Theme of Coauthorif any
No. conferenceand
date
1
2
3
4
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I1) Paperpublished/Communicated.(Acopyofpapershouldbeattached):

Sr. Titleofpaper Nameofjournal Remark
No. (Communicated/Published)
1
2
3
4
I11) Seminar/workshop/Trainingattended:
Sr. Nameofinstitute Topics Date
No.
1
2
3
4
IV) Industrial Visits:
Sr. Nameofindustry Place Date
No.
1
2
3
4
V) ResearchProject:
Sr. TitleoftheProject Nameofthe Funding Amount Duration
No. Agencies Sanctioned
1

VI) Award,Medal,PrizesReceived -

VI1) Participationin(Attachseparatesheet ifrequired):

a) | Co-curricularactivities

b) | Studentwelfareand discipline

¢) | Enrichmentofcampuslife(Hostels,Sports,Games,
Culturalactivities)

d) | Membership/Participationinbodies/Committeeson
educationand NationalDevelopment

e) | CommunityServices (NationalLiteracyMission,Blood
donation,\Plantation,MedicalCamp.)
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VII11) Evaluation:-

1)  AffiliatingBodyEvaluations: - Yes No: Totalpapers assessed
i) InternalEvaluations:- Yes No: Totalpapers assessed
iii)  PaperSettingatAffiliatingBodyExamination -Yeso Noo
iv)  AssessmentofhomeAssignment. -Yeso Noo
v)  ClassTestConducted -Yeso Noo
vi)  EvaluationofProject/Dissertation. -Yeso Noo

IX) Innovations/Contributionin Teaching:

a) DesignofCurriculum

b) TeachingMethods

C) LaboratoryExperiments

d) EvaluationMethod

e) Preparationofresourcematerial
includingbook,readingmaterial,
Laboratory manual etc.

f) Remedial Teaching/Student
Counseling.(Academic)

)] AnyOther

h) ExtensionWork/CommunityService

X) Useof library Regular/Irregular
XI) EffortTakenforimprovementofqualityofstudentandtheirresultsin examination:

XII) Specialparticipationincurriculumdevelopment,implementationandexaminationat
Pune University/ MSBTE level:

G)
a) Membership ofProfessionalBodies/ Societiesetc:i)
i)
b) Editorshipofjournals: )]
i)

H) SelfAssessment:
a) Steptakenbyyoufortheevaluationofthecourseprogrammetaught:
1)

2)

3)

b) Academicdifficultiesbeing faced:
1)
2)
3)
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Date:

¢) Suggestionsforimprovement:
1)
2)
3)

(Signatureofstaffmember)

Encl:AllXeroxcopies submitted.

RemarkofHOD:(Ref. feedbackannexure-1I)

1)
2)
3)
4)
5)
6)
7)
8)

Attendance:
Punctuality:
Adaptability:
Relationwithstaff/students:
Performanceofteaching:
Dept.powerpointpresentation:
Any other:
OverallobservationoftheH.O.DbyclearlystatingtheStrengthsandweaknesses
justifying with facts.

Head Department of:

RemarkofthePrincipal:
Agreed/NotagreedwiththeobservationoftheHODstatingreasonsalongwithsuggestions for remedies:

Principal

RemarkofViceChairman/ Chairman:

(LetterofappreciationstatingremarkGood/VeryGood/Excellent ORLetterofimprovement of
weaknesses adhering to remedial measures)

ViceChairman/Chairman

Preparedby
Prof. A.A.Kulkarni Prof.N.G. Nikam
Principal Principal
S.V.L.T.College,Chincholi Polytechnic,Loni
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Annexurel

Feedbackofperformanceofteachersthroughstudents
(Confidential)

1) Academicyear :-2011-2012 Semester:-1/2/3/4/5/6/7/8

2) ClassandBranch -

3) NameofFaculty -

4) SubjecttaughtbyFaculty - (Th./Pract.)

5) Syllabuscompleted byFaculty(in%)

6) Doeshe/sheengagelecturesfor 60 minutes -Yes ] No[__]

7) Totalno.ofclass testsconductedbyteacher -

8) Answer papers were assessed andreturned back:- a)Withinoneweek 1]
to students b) After one week ~ [_]

C) Neverreturned [
9) Does he/she conducts Practical for 120 minutes:- Yesl ] No ]

10) Continuousassessmentoftermworkisdone :-a)Immediatelyinnextweek 1]
b) Attheend ofsemester 1]

11) Doeshe/she takesattendanceinclassroom/Laboratory:-Yes|:|No 1]

12) Doeshe/sheteachesthesubjectin :-a) English 1]
b) Mixedlanguage ]

13) Does he/she carries his/herownnotes inclassroom :-Yes [ ] If no,
a) Textbook 1]
b) Book byforeignauthors [__]
c) Xerox notes ]

Poor | Average | Good | Best

14) | Wayofhis/herexplanation in lectures/practicals

15) | His/her knowledgeaboutthesubject

Wayofthis/herinteractionwiththestudentsaboutthe

16 ; : .
) topicsofdiscussion.

17) | Disciplineofstudentsin his/herlectures/ practicals

Comparisonofteachingwiththepatternofquestion paper of
18) | Pune University in subject andpractical
applications

Anyotherremarkswhichwillenhanceyour

19 understandingofsubject.

Note:-The feedbackshallbetakenat least twiceduringthecourse.(Attheendofthe first month andat

the end of the term.)

Date:- / /2012 Signature of student:
Name of student:
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No.8-PolicyDocumentonFacultyandStaff DevelopmentProgramme (FDP
and SDP)

In the wake of Globalization quality excellence and continued improvement in all walks of
life have become a key word for success! This is more so in the area of education, has been
realized and implemented by PRES in all its academic initiatives. Faculty and staff are the
backbone of anyeducational institution hence the society has given its primary thrust on
faculty and staff development activities. In part I of this document FDP programs arecovered.
Inpartllofthe document StaffDevelopment Programhave beenconsidered. Inpart Illofthe
document procedures for implementation ofSDP andFDP programs are indicated.

Partl:FacultyDevelopmentProgrammes:
FacultydevelopmentProgramscouldbebroadlycategorizedas below:
a) Pedagogicallnitiatives.
b) Acquisitionofhigher qualifications.
c) Continuous learning.
d) Industrylnternships
e) Consultancy
f) CommunityServices.
g) InvolvementinAdministration.
h) PublicationofTextandReferenceBooks

a) Pedagogicallnitiatives:
In the Pedagogical initiations the faculty will be provided training in teaching, learning
techniques, communicative skills and soft skills evaluation. Training program shall befor
a Periodofnot exceeding two weeks duration, organized bythe college / Institutesor the
faculty evaluation members may be encouraged to participate in such programs
conducted by or on behalf of University /Board/ AICTE / UGC orby national level
institutes.
The college /Institute shall depute faculty to participate in such programmes treating
absence of faculty as on special leave. The funding will be done fully by the organizing
institute. However, while deputing faculty members care shall be exercised not to affect
the working ofcollege / Institute, bydistributing the workoffacultymember so deputed, to
the rest of the faculty members.
Under specialcircumstances the members ofthe facultymay be deputedto participate in
such programs treating the absence of the faculty member so deputed as on duty.

b) Acquisition ofhigherqualifications:
On occasions the faculties having adequate qualifications at different cadres are not
available. 1t becomes therefore necessaryto encourage faculty members having flare for
teachingtoacquiredminimumhigherqualificationlikeM.E/PhD.Thesequalifications
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could be acquire throughi. Distance Education ii. Part time Education or iii. Full time
Programs.The faculty members considered and approved for participation in programs
for acquisition of higher qualification will be provided with following incentives.

i. DistanceEducationProgrammes:
The faculty members who are considered and permitted to undertake acquisition of
higher qualification through distance learning program will be given permission to
undergo practical examination, theory examination, paper presentation,
participationinseminars,conferencesand
forappearinginexaminationstreatingtheabsence from the college / Instituteas on duty.
The faculty members sponsored shall have given an undertaking on 100/- Rs. stamp
paper stating that he will servethe college / institute for a minimum period of three
years.(from the date of completion of the course).
Incase of breechofthe undertaking the facultymember has to paydouble the amount
that has been spent by the college/ institute while sponsoring him/her.

ii. ParttimeEducationProgrammes:
The faculty members will be encouraged to join part time education programme for
acquisitionofhigher qualificationbeyond theoffice hours.However he maybe given
relaxation inobserving normaltimings ofthe college / institute ifneeded. He willalso be
permitted to undergo tests examinations, paper presentations and participation in
seminars etc. whenever necessary by treating the absence of faculty members as on
duty.
However the faculty members sponsored for acquisition of higher qualification
through distance education programme shall have to give undertaking on 100/- Rs.
stamp paper stating that he will serve the college / institute for a minimum period of
three years.(from the date of completion of the course).
Incase of breechofthe undertaking the facultymember has to paydouble the amount
that has been spent by the college/ institute while sponsoring him/her.

iii. FulltimeProgrammes:

The faculty members may be permitted to undertake full time programms of two to
three years duration for acquisition of higher qualifications.

The absence of such faculty member from the college / institute shall be treated as on
study leave. However if the institute , where the faculty member is deputedfor full
time programme pays stipend or scholarship, such amount shall be deducted fromthe
pay and allowances of the faculty member deputed for undergoing acquiringofhigher
qualification.The facultymember sponsored shall have to give anundertaking on 100/-
Rs. stamp paper stating that he will have to serve the college / institute for a minimum
period of five years from the date of completion of the course.

Incase of breechofthe undertaking the facultymember has to pay double the amount

that has been spent by the college/ institute while sponsoring him/her.

c) Continuouslearning:
To motivate faculty members to keep himself / herself update to the changes and the
development in the field of Science, Humanities and technology. The faculty members
willbeencouragedtoparticipateinprogramssuchassummerschools,winterschools,
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d)

f)

9)

presentation of paper in seminars and conferences organized and sponsored by
Universities, AICTE, UGC such another national / international institutes of repute. For
such purpose special leave not exceeding one week shall besanctioned to participate in
such a programs.

However the faculty members shall have to make a full report on the benefits that have
been accrued to him and the college / institutes byhis participation in the event.

He or she shall also conduct a seminar on his experiences of participations in such a
event falling which full cost on his deputation shall be recovered.

IndustryInternships:

The faculty members under professional colleges rarely get an occasion to have latestlive
experience of processes and products in the industry / business. It is essential therefore
for every members of faculty to undergo regularly internship in industry business to
make themselves familiar with the various practice and products. To enable the faculty
member to undergo internship in industry, he or she will be deputed in the identified
industries/ business houses for a period of one week. On completion of the internship the
facultymember hasto makeapresentationtothestudentsortherestofthe faculty memberson
the experiences gained by him in the industry / business houses, failing which full cost
on his deputation shall be recovered.

Consultancy:

The faculty members will be encouraged to undertake consultancy projects receivedfrom
individuals, industry, institutions, Community University, AICTE, UGC, DSC etc. This
endeavor will enable to update and sharpen their knowledge and skills contributing in a
modest way in the cause of nation building resulting in brand building for thecollege /
Institute. The college / institute shall make available physical and human resources for
such activities. The consultancy may be undertaken by one or a team of faculty and staff
members, without affecting the normal functioning of the college / Institute. The funds
generated out of consultancy shall be shared in the ratio of 30 % to the college/ Institute
and 70 % for the team of consultants.
Theteamleadershalldecidethedistributionoftheconsultancyfeesdependinguponthe  type
and scope of the consultancy.

CommunityServices:

It is necessary for every faculty member to involve himself / herself in community
services. sothatthestudentsofcollege/ instituteareexposedthroughfacultymember to the
various facets of community life. In case such initiatives are not undertaken by faculty
membersthe college / Institute islikelyto remain indifferent and in sensitive to the needs
and aspiration of the community which has contributed in the development of the college
/ Institute. Such activity may be undertaken through NSS, Samarth Bharat Abhiyan,
Health care, WaterHarvesting , solar energy , etc.

Involvementin Administration:

Each and every faculty member is required himself or herselfto activelyparticipate in
administration ofthe college/institute , so that a sense of commitment and belonging is
evolved in the faculty members. This will also benefit the faculty member in his / her
grooming to undertake higher administrative responsibilities as he / she climbs up in the

29



cadre. These activities may be conducting of tests and examinations making
arrangementsfortest and examinations, organizing socialand culturalevents,organizing
sports, games, industrial visits, applying for grants and effective utilization of such
grants, assistingstudentsin filling their admission andexaminationforms etc.

h) PublicationofTextandReferenceBooks:
A teacher who is actively involved in teaching different subjects over a period of time
gains confidence and proves to be an effective teacher. He also updates his knowledge
and keep himself well aware of the changes that are taking place in his subjects. Such
senior and experienced teacher shall render service to the students and scholars by
writing text and reference books. To facilitate the teacher to write text and reference
books he shall be encouraged to use libraryand other resources ofthe college / Institute.
The revenue earned shall go to him /her.

PartllStaffDevelopment Programs:
Staffdevelopmentprogramscouldbebroadlycategorizedasbelow:
a) Acquisitionofhigher qualifications
b) ContinuousLearning
c) CommunityServices
Theincentivesavailabletothestaffmembersshallbesimilartotheincentives available under
similar heads covered under facultydevelopment program in Part

PARTIIImplementation ofFDPand SDP
TheimplementationoftheFDPandSDPshallbe,monitoredandimplementedbya committee at the
college / Institute level. The FDP and SDP shall have following members.

1. FDPand SDPCommittee

a. Principal(Ex-officiomember) Chairman
b. VicePrincipal(academic) MemberSecretary
c. HODand Rand D Centre Member
d. TPO Member
e. OneHOD(inrotationforoneacademicyear) Member
f.  NBACo-Coordinator Member
g. Registrar/O.S. Member
h.  Librarian Member
i.  Workshop superintendent Member

2. TheRoleandResponsibilitiesofthecommittee:
1) ToinviteandcoordinateFDPandSDPproposalsbeforethecommonmeetofthe

academicYear.

2) To scrutinize and approve the proposals for SDP and FDP in first monthofacademic
year .

3) To consider proposals for FDP and SDP received after the scheduled month in their
merit.

4) TopreparebudgetestimatesforFDPandSDPinthefirstweekofFeb.ofeach financial year.

5) TomonitortheprogressofongoiningFDP and SDP regularly.

6) TosortoutdifficultiesoffacultyandstaffinvolvedinFDPandSDP.
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7) The committee shall not encourage participation in such programmes more thantwice
in an academic year

8) All such deputations whether paid or sponsored shall depend upon the exigencies of
the work of the college.

9) Financial assistance for registration and miscellaneous expenditure shall not exceed
morethanRs.1500/-perprogramme, incasetheregistrationchargesexceedthislimit same
shall be borne by the concern faculty.

. TheTenure:

ThetenureoftheCommitteeshallbeforthreeyears.

FrequencyoftheMeetings:
TheCommitteesshallmeetatleastonceintwo months.

. Quorum:

The quorum shall be five of which the presence of the chairman, convener and HOD is
Mandatory.

Finance:

Provision for finance for conducting FDP and SDP shall be done by applying to various
fundingagencies.Incase fundsarenot available fromfundingagencies, activitiesshallbe
carried out if the budgetary provisions are available.

Prepared by
(Dr.S.M.Kelo)
Principal,PREC
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No.9-PolicyDocumentforRewardsandAwards

1. Introduction:
To motivate the faculty and staff to upgrade their professional skills and knowledge
continuously and appreciate their commitment, achievements and contribution to the
development of stakeholders like students, institution, parents and the community, thePravara
Rural Education Society, Loni has purposefully introduced a system of rewards and awards.

2. Objectives :
a) Tomotivatefacultyand staffto excelintheircontributiontothecauseofcollege.
b) Toappreciatetheirachievementfromtimetotime.
c) Torecognizethecommitmenttothevisionandmissionoftheinstitute.
d) Toappreciatetheircontributioninthedevelopmentofstudentsastheprimarystake holders.
e) Tomotivatefacultyandstaffto pursueResearchandDevelopmentactivities.

3. Constitutionof thecommittee:
TheRewardsandAwardsCommitteeatcollegelevelshallbeconstitutedasbelow.

I.  ThePrincipal Ex.officio-chairman
il.  Onerepresentativeofthemanagement. Member
iii.  Two faculty members of the college nominated by Member
the Management.
iv.  Onerepresentative ofthe staffnominatedbytheManagement. MemberSecretary

4. Quorum of meeting: The quorum shall be three including the chairman and representative
of the management.

5. Frequencyofmeetings: Themeetingsshallbeheldonceinasemesterortwiceinan academic year.

6. Roleandresponsibilityofthecommittee:

a) To take the review of the performance of facultyand staff periodically andmaintain
arecord of their achievements.

b) Toconsidertheresultsoftheexaminationsofaffiliatingbody ofthelastthreesemesters
/academicyearsinthesubjecttaughtbytheteacher.

c) Toreviewattendanceregisterof theteacherbyaccessingtheattendancerecordof the subjects
tough by him during the past three semesters / three academic year.

d) To issue circulars /notices for the information of the faculty andthe staff inviting their
outstanding performances, if any periodically.

e) Toconsideroutstandingreportsofthefaculty/ staff forthelast threeyears.

7. Tenureofthe committee:
Thetenureofthecommitteeshallbeforfiveyears.
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8. Coverage:Alltheapprovedfacultyandstaffofthecollege.

9. SchemeofRewardsand Awards:

Sr.no. | Achievements Reward/ Award

I. Excellentacademicresultinthe Aletter ofappreciation.
subject(min.85 %) for successive three (Ref.Annexurel)
yearsinUniversityofPuneexaminations

ii. 100%attendanceintheclassofmorethan 75%| Aletter ofappreciation.
students at the subject taught by the faculty|
successively for three semesters/
academicyears.

i, Forpaperpublicationinnationaland AcashawardofRs.1000/-anda
internationaljournals. letterof appreciation.

Iv. Forpaperpresentationinnationaland Reimbursement ofthe cost oftoand
international conference. fro journeyandaletterof appreciation.

V. PublicationofTextbooksbyrenowned CashawardofRs.5,000/-andaletter
publisher. of appreciation.

Vi. Scholarships received by faculty to Deputation on half pays leave (max
pursuePhDinnationalandinternational three years) with a bond to serve the
universities. institution for at least 5 years afterthe

scholarshipisover.Incaseofdefault/
breach of agreement pay to the
institute twice the amount reimbursed
ascoursefees.

Vii. Faculty and staff to acquiring higher Reimbursement of full fees till the
qualificationsrelevanttotheneedsofthe completionofthecourseofmaximum
college. duration of three years. Three years

bond to serve the institute after
completion of course. In case of
default / breach of agreement pay to
the institute twice the amount
reimbursedascoursefees.

viii. Outstandingappraisalreportsin AcashawardofRs.5,000/-andletter
consequentthreeyears. of appreciation.

IX. Forgrantofpatent AcashawardofRs.10,000/-and

letterof appreciation.

X. Bestteacheraward at state/ National Felicitationbythe Management.
level.

Budget/Expensesprovision-
Fortherewardsand awards,atthelevelofcollegeaseparatebudgetprovisionshallbemade.
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(Annexurel)
Date-
LetterofAppreciation-

To,

We, the Chairman, Vice Chairman and the members of management of PRES, Loni,along
with the Principal/ Director of the institution are pleased to present you this letter of

appreciation for your outstanding achievement, your contributionforpresentation/ publication

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

receiving excellent name for our society.

Weheartilycongratulateyouforyourexcellentcontribution tothecauseofthecollege.

Chairman

PravaraRuralEducation Society,
Pravaranagar
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1.

No0.10-Policydocumentonstudent’sdiscipline
Introduction:
It is designed to provide positive constructive learning experiences for students who have
violated institutes behavioral standards. The primary purpose of the program’s lesson is to
dole out consequences for unacceptable behavior. We believe that students need to think
about how their actions affect the other students, and how other students feel when they
become subjects of disrespect.
By emphasizing the feelings and rights of others, we attempt to lead the students to a more
empathetic and social understanding of the effects of their actions and the fact that their
behavior impacts on the whole college community.
We will prompt the students to move frompast mistakes and rethink old habits and actions.
Within this framework, the role of the teacher is to reinforce the behavioral goal for each
student with cautioning his,/her about the consequences of violating institute behavioral
standards.

Objectives :

a. Theobjectiveofpolicydocumentonstudent’sdisciplineistomaintaindisciplinein students
during the in-campus as well as out-campus activities.
Disciplineis importanttomaintainthestandardofthe institute.
Itwillensureaqualityproduct(student)attheendofthecoursewhichcandefinitely give a good
placement to the student

d. Theindustrywillalsogetsupplyofqualitystudentsfromtheinstitute.
The discipline policy is devised as a means to address all issues that are disruptive to the
teaching and learning environment.

RoleandResponsibilityofDisciplinecommittee:

The responsibilities of Discipline Committee includes various activities like discussing
importance of discipline with students, observing their behavior, correcting them whenever
necessary etc which are described in detail hereunder.
Thedisciplinecommitteeatcollege/institutelevelshallcompriseof:

i. Chairman :Vice-Principaladministration

ii. Member :Head OfDepartment(Onrotationannually)

iii. Member :Deanfirstyear

iv. Member : Wardenofhostel(one each fromboy’sand girl’shostel)

v. MemberSecretary :Registrar/O.S

TheroleandresponsibilitiesofDisciplinecommitteeareasfollows:
i. Tomakestudentsawareoftheirrolesandresponsibilitiesbyfollowingrulesand regulations of
the college/Institution.
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ii. Tokeeptrackofthebehaviorofstudents.

iii. Toconsidercasesofindisciplinereported byfaculty/staff/Principaltothe committee.
iv. Totakecorrectiveactiontomovehis/herbehaviortowardsdisciplinedbehavior.

v. Tomaintaincompleterecordsofcasesofindisciplineconsideredbythecommittee.
vi. Tomaintainproceedingbookofthemeetings.

4. Frequencyofdisciplinecommittee:
Thecommitteeshallmeetatleastonceinamonth.

5. Quorum:
Thequorumshallbethreeofwhichtheattendanceofthechairmanandtheconveneris mandatory. The
tenure of the discipline committee shall be for four years.

6. DiscussingThelmportanceOfDisciplineAndGivinglnstructionsToStudents Regarding
Standard Behavior That Institute Expects:

a) DiscussingtheimportanceofDisciplinetoStudents:
It is required that students should be informed about the importance of discipline in
College/Institute as well as outside the institute before giving them the instructions
regarding expected standard behavior. Responsibility of discussing importance of
discipline and instructing should be placed on the respective Principal/ HOD/ Dean/
Section in charge.

Theimportanceofdisciplinetobecommunicatedtostudentscanbeasfollows:

i. Discipline isessentialfor studentsprogressandachievingsuccess inthechosencourse.

ii. Disciplineisimportanttomaintainthestandardoftheinstitute/college.

iii.Discipline is important for a quality output.

iv. Disciplineensuresqualitywhichhelps forgettingacareeropportunity.

v. Disciplineis essential aspectfor doing his/herjob in industry so that, he/she will not face
any problem once he/she enters the industry.

b) Giving instructions to students regarding standard behavior that institute/college
expects :
Studentsshould be instructedtoavoid misbehaviorslike:
Use of mobiles in the campus, not attending classes in formaldress , chewing tobacco in
premises, misuse of corridors and passages, overcrowding in office and canteen, rowdy
behavior, notobserving traffic rules, using abusive language withcolleaguesand juniors,
damage of property etc.
Studentsshouldalsobeinstructedtomaintaindisciplineinotheraspectssuchas:
i. Maintainingsilence inclassroomsandcampus.
il. Comingtotheclassesongiventime.
iii. Submittingassignments/homeworkontime.
iv. Maintainingarespectfulbehaviorwithfaculty.

c) Issue ofStudent’sManualtostudents:
A students manual /brochure containing rules and regulations of the college /Institute
shall be prepared and supplied to the student at the time of admitting him/her.
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The contents of the students manual shall be thoroughly discussed with the students during
induction program organized by the college/institute.

ObservingTheBehaviorOfStudents:

It is required that the members ofDiscipline committee as well as all other faculty members
and staffshall observe the behavior of students in-campus or out of campus activities.

. TAKINGCORRECTIVEACTIONTOMOVEHIS/HERBEHAVIORTOWARDS

DISCIPLINED BEHAVIOR :

All cases of misbehavior as stated above and that follow be reported in writing briefly
narrating the incidence and the names of student involved in the acts of indiscipline.

The committee shall inquire intothe matterwithin 24hoursofthe occurring ofthe incidence and
report the case to the Director /Principal with recommendations for action.

The cases of indiscipline may occur in the campus or out of campus, these are categorized
andtheconsequencesandcorrectiveactionsthat shallbe initiatedunder suchsituations have been
given under various categories mentioned below :-

A] GENERALRULES:

Vi.

Vii.
viii.

Students should be punctual in attending classes, practical and regular submission of
assignment and projects. If their progress, conduct and attendance is not satisfactory,they
will not be allowed to appear for the examination / placements.

Loitering in the college corridor or/campusor during the class or after lectures and
practicals is not permitted.

No student shall use unfair means in any of tests, examinations, orals, project work
arranged by the Institute. ‘Unfair means’ include transcribing unauthorized material,
violence and intimation of students, supervisorystaff, and staff appointed to conduct the
examinationwork. Incase a student is found guiltyofsuchacts, he/she shall be expelled
from the examination etc. A further action as deemed fit shall be initiated to deal with
this act of misconduct.

More than 75% of the full attendance in theory and practical is mandatory. A student
failing to comply with this is likely to be debarred from the subsequent semesters.
Students are expected to wear laundered, clean dress and apron while attending the
Institute. On days specified by the Institute they shall follow a formal dress code. No
chappals / slippers and casual wear is allowed in the institute premises.

Smoking, tobacco chewing, consumption of alcohol and use of ‘Drugs’ are strictly
prohibited in the premises of Institute, hosteland the canteen. Students found guiltywill
be summarily expelled from the Institute and handed over to the Law Enforcement
Authorities.

Eatingordrinkinganywhereinthecampusisstrictlyprohibited.

Student’s mobile phones shall be switched off in the institute. In case they are found
using mobiles; the same be confiscated.

Damage to the property of Institute like tampering with fixtures, fittings, equipments,
instruments, furniture, books, periodicals, walls, windows panes, vehicles etc. will be
viewed seriously and is likely to result in recovery of the cost of damage and instant
expulsion of the defaulting student/students from the institute, if necessary temporarily
for a period of one week or permanently if damage cause is serious.

Ragging in any form within or outside the Institute and hostels is totally banned. Any
studentinvolvedinsuchactivitieswillbeexpelledfromthelnstituteandhandedoverto
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Xi.
Xii.

Xiii.

Xiv.

XV.

XVil.

XViii.

XiX.

XXil.

XXiii.

XXIV.

theLawEnforcementAuthoritiesaspertheprovisionsofUniversityOfPune/ AICTE.(See
Annexure —I)

Studentsshallwearidentitycardissued bythe Instituteonthe campus.

A student will not be allowed to participate in the recruitment process by companies
unless they have cleared all the dues and their assigned preparatory work.

The Principal reserves the right to strike off the name of the studentfrom the roll for non-
payment of the course/hostel/other dues in time.

Theauthorized mediaofcommunicationwiththestudentsofinstituteisthe notice board. As
such, the students are expected to read the notice board regularly. The Institute shall not
accept any responsibility for loss caused due to negligence of the students not for reading
notice regularly displaced on the notice board.

Bicycles, Scooters and other vehicles shall be parked only in the area provided for the
purpose on their own responsibility.

All the students are expected to behave and work decently in the institute and its
premises, befitting a global professional.

Theuseofanyverbalor non-verballanguageor gesturesthat willrisetothe level

of disrespect will not be tolerated .

Any student ofthe institute if expelled or debarred from the institute or his/ her name is
struck off from the muster roll; amount paid by the student in any form to the institute
shall stand forfeited.

Tuitionfeesandother feesoncepaidshallnotberefundedonanyaccount.

Student are bound bythe rules and regulations framed bythe Institute fromtime totime.
Any violation of the rules or an act of indiscipline on the part of the studentshall resultin
disciplinary action leading to dismissal from the Institute.

Allthe admissionsare provisionaluntileligibilityisgrantedbytheUniversity.

All students shall give name and address, mobile number of parents, local guardian to
contact in emergency.

All students shall take prior permission in writing from the Principal for activities such
as, any social, personal and cultural gathering festival meeting, exhibitions, sports etc.
Any legal dispute between the Institute and a student or his/her guardian, arising out of
the relation established by admission will be dealt within the Jurisdiction of Nasik,
Maharashtra.

B] PLACEMENT (Tothecollegesandinstituteswheresummertrainingismandatory)

Introduction:

The Institute has established a Placement Cell managed by faculty and students. With the
aim to provide a) Summer Training Placement for Projects b) Final Placement after
completion of course.

Ifa student isselected for summer training throughthe Institute, it is mandatoryto accept it or
else he/she will have to make his/her own arrangement for summer training.
Theinstitutewillnotassistthosestudentsforsummertrainingwhoarechoosyonjob location, job
profile or stipend.
Eachstudentundergoingsummertraininginacompany/Industryshallmakeweeklyreports to
his/her guide about the progress and receive instructions from the guide.
Eachstudentshallkeepminimum75% attendanceinthecompanywhiletraining.
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Vi.

Vi.

Vii.

Misconduct ofanykind bythestudents inthecompanyduringthesummer training is likely to be
punished leading to non granting of term.

The students are to follow the procedures / rules / regulations of the company during
summer training. Based on the actual training students shall prepare a project report and
submit to the training and placement officer bythe stipulated date fixed by the Institute.

FINALPLACEMENT:

Student having consistent attendance record shall be eligible for campus placement
assistance.

Studentshavingmorethantwobacklogswillnotbeeligibleforplacement.

Attendance for pre-placement talk (PPT) is compulsory for all student. The decision to
apply will be made by the student only after the PPT.

Students are not allowed to approach the company directly or refuse an offer by the
company or discuss salary and other details, after the PPT or having the interview.

Student found guilty of misconduct or misinformation or purposely “Underperforming”
during the selection process will not be considered for further campus selection process.
Student selected through placement process of the Institute are bound to accept the first
offer made bythe company, failing whichthe student will be debarred fromfurther campus
selection process.

After accepting an offer ,the student must ensure he/she joins the company on the date
required, failing which the Institute will not provide further assistance for his/herplacement.

viii. Each student will be allowed only five placement opportunities after which he/she will not

D]

be considered for further opportunities.

LIBRARY:
a. Generalrulesandregulationsofthe library
i.  Working timing of thelibrary shall befrom 9.30 am to 5.30 pm.The timings willbe
extended beyond working hours if the students request for the same.
ii.  Silence insidethe librarymustbestrictlymaintained.
iii.  Nopersonalbelongingincludingbooksareallowedinsidethelibrary.
iv. Booksborrowedona particulardaywillnotbe acceptedforreturnonthe same day.
v. Mobilesphonearestrictlyprohibitedinsidethelibrary.
vi. Bookstaken fromthe shelfneedtobe keptonthetable andnotbackonthe shelves.
vii.  Librarycatalogue kept at the entrance (public access catalogue) need to be used before
making entry for selecting any books.

viii.  Alwayskeeplibrarycard withyouwhilemakinguseofthelibrary.

ix. A borrower shall withdraw his/her deposit amount within six months after the
declaration of the results. Otherwise it will be forfeited.

X. Books can be borrowed for aperiod ofone week only bythe student. Ifthe same is not
refunded withinthis prescribed time he/she shallbe liable to payfine ofRs. 5/- perday for
the first ten days and Rs. 10/- per day thereafter.

xi.  No due certificate shall be obtained from the library before leaving thecollege/institute.
Double the market value of the book shall be recovered from the member if the books
are damaged or not submitted to the library before leaving college/institute.
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xii. A borrower is responsible for the safe custody and return of the borrowed book /
publication. In the event of its being lost or damaged he/she will have to reimburse
double the cost of the market value of the lost book.

xiii. ~ Writing, markings erasing ofany marks, onany bookor manuscript will be considered
as misconduct. Suitable action against the borrower shall be initiated.

xiv. A book may be reissued only after the same is returned No automatic renewal is
permitted.

xv.  Periodicals andJournals have to be referred in the Libraryas theyare not to be issued on
individual’s name.

b. IssueofClearanceCertificate:

Afterthestudentcompletesthecourseorifastudent leavesthelnstitute.Hehas to
obtain a clearance certificate from the librarian which will be issued to him after
verifying following aspects-

i. Duesoutstandingifanyhavebeenpaidby him.

ii. Librarycard hasbeensurrendered to the library.

c. Lossofmembershipcard:

in the event of loss of membership card, the same shall be reported to the librarian in
writing immediately. The members, whose membership cards have been lost, shall beheld
responsible for the book issued to them. Incase member looses the bookor damages the
book, cost of replacement with a fine of 50% of the cost shall be recovered from the
member.

d. CareoftheProperty:
Library is an asset which has to be used carefully and developed for use of its member in
future. As such causing damage or loss to the books, periodical and other libraryproperty
like furniture,fixturesandportraitsshallbeseenasa major misconduct inviting following
actions against the default member.

i. Suspensionofmembership temporarilyorpermanently.
ii. Torecoverdoublethemarketpriceofthebooks/periodicalsandsuchotherlibrary property
along with suitable fine as decided by the Director/Principal.

e. Rights of Librarian
The Librarian reserves the right of preventing any member from entering in the library,
reissue or recall any issued books as per need. In this case, the decision of the librarian
will be final and binding.

f. Timing(Booklssue) —9:30a.m.t05:30p.m.(MondaytoSaturday)
Collection of fine:

Details Fine
i)Booksnotrefundedwithin prescribed  Rs.5/-perdayforthefirsttendaysand Rs.10/-per

time: day thereafter
1)Writing,markings,erasingofany Rs.50/-orincaseofindiscriminatemarking,

markson anybookormanuscript. erasingorwritingdoublethecostofbookwill

bereimbursed
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E] HOSTEL:
Hostel is an environment created bythe management for the students as a home, away from
their home to provide a tranquil and serene environment, to enable the students to pursue
their studies sincerely and regularly. In order to achieve this goal, following rules and
regulations have been made which every hostelite shall follow strictly without deviation.

Vi.
Vi.

viii.

Xi.

Xii.

Xiii.

Xiv.

Visitors, guests, well-wishers and all other persons not authorized by the
Director/Principal shall not be allowed to enter the hostel under any circumstances.
Visitors shall be required to wait for the inmates outside only. They can contact the
warden / Watchman/In charge of the hostel. However, such meetings are limited for a
period of 15 minutes only.

Warden shall take rounds of the hostel as per his/her convenience regularly in addition
to the attendance round.

The Director/Principal, Warden or any other authority so authorized by
Director/Principal shall take a complete search of the rooms and belonging of the
students, if necessary in case of doubts.

Heating items such as shegadies, hot plates are strictly prohibited. Such items if found
shall be immediately confiscated and handed over to the institute’s office for disposal.
Computers / irons can be permitted at an extra cost decided by the institute.
Hostelitesarenotpermittedtomaintainanyvehicles.

Hostelites shall take full care of the hostel property such as fixtures, fittings, doors,
windows etc. And shall not damage them in any way. In case of damages, full cost of
damage with fine shall be recovered from the concerned student.

In case of such damage, in addition to recovery of cost of damage, such an act will be
treated as misconduct and suitable action will be taken against defaulters.

Hostelites shall not use indecent language or engage in quarrels with fellow hostelites.
They shall not disturb other hostelites by engaging in demonstration, shouting, singing
playingetc. Theyshallnot behave ina manner unbecomingofastudent ofthisinstitute,
including passing indecent remarks on passerby or shouting at them. Any infringement
of this rule shall be treated as misconduct.

Hostelites shall refrain from smoking, taking alcoholic drinks otherwise becoming a
nuisance to others within the hostel premises. Such an act will be deemed asmisconduct.
If the hostelite is absent without prior permission of the Warden for a fortnight, he/she
cannot reclaim the accommodation without permission of the Principal.

No eachtransaction for anypayment is to be made inthe hostel. Allpayments are to be
made only through the Bank and Cash counter of the Institute

No part of the Hostel fees paid by the hostelite shall be refunded in case expelled from
the hostel / leaves the hostel on his/her own accord.

Misbehavior or misconduct within or outside the hostel premises shall be punishableand
ultimately may result in expulsion from the hostel.

The students are advised not to keep money and other valuable in their rooms but make
use of the banks nearby.

The hostelite shall not stay away from the hostel other than in the Institute during the
night except with prior written permission of the warden / Director/ Principal which
shall be obtained by stating the exact reason and the time of return.
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XVil.

Xviii.

XiX.

XXil.

XXiil.

XXiV.

XXV

XXVil.

XXVii.

XXIX.

Hosteliteswishing to goout ofstationtemporarily shallapply in writing to theWarden/
Director/Principal specifying the date and time of departure, address and telephone no.
where he/ she could be contacted during absence from the hostel.

Hostelites are required to state in the application the names and addresses of the local
acquaintances or relatives whomtheyusually visit during the holidays, mentioning that
they are permitted by their parents / guardians for doing so.

Hostelites are permitted to convene and conduct meetings in the hostel premises only
with the prior permission from the warden / Principal. Conduct of unauthorized
meetings shall entail disciplinary action.

All complaints in regard to the hostel maintenance and upkeep shall be made to the
warden / Director/Principal in writing for which a register is kept with the watchman.
Boarding is not compulsory and the students are at liberty to make use of the facilities
either in the hostels or nearby eating establishments. They shall, however see that they
observe the timings or the hostels while using outside facilities.

The hostelites shall not indulge in any formofantisocialor prohibited activities leading to
indiscipline and undesirable environment either inside or outside of the Institute or
hostel or any other place. If any hostelite is found resorting to such activities, he/she is
liable for severe punishment including expulsion from hostel and or Institute and the
punishment may include handling over of such hostelites to the Law Enforcement
Authorities.

Every student admitted to the hostel within 10 days from the date of admission shall
have to undergo full medical examination and produce a certificate of fitness from the
registered Medical Practitioner authorized by the Institute.

All students admitted to the hostel shall attend functions such as 15" August, 26"
January, seminars and such other ceremonies organized by the Institute without fail.
Deliberate absenteeism from such functions shall be deemed as misconduct.

Hostel admission shall be given only after the student pay prescribed hostel fees and
deposit and submit his/her application to the Director/Principal in the prescribed hostel
admission form.

Ragging inanyformshall be treated asa serious misconduct and hostelites found guilty of
such misconduct shall be expelled immediately from the hostel and may include
handing over of such hostelites to the Law Enforcement Authorities.

Hosteliteshas to taketheir foodwithin a specified period oftime, ifnot , it shallnot be
responsibility of college to make them food available.

TimingsoftheGirlsHostel:
Intime: Upto6.00 pm

Prayer / Attendance time: 6.30pm

Breakfasttime:7.30am—8.00am

Lunch time: 12.00 -1.30 pm

Dinner time: 07.00-8.00 pm.

Note:While taking round ofthegirlshostelbyanyauthorized personif
heismaleshallnecessarilybeaccompaniedbythewardenofthehostel.

TimingsoftheBoysHostel:

Intime:Upto9.00pm

Prayer/Attendancetime:6.30pm

Breakfasttime:8.00am—9.00am

Lunch time: 12.00 -1.30 pm
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Dinnertime: 07.00-8.00pm.

The decision ofthe Director/Principal in regard to interpretation ofthe rules or anyother
matter not specially mentioned above shall be final. The Director/Principal has an
absolute discretionand reserves the right to modifyanyofthe existing rules as and when
necessary.

F] COMPUTERCENTRE:

iv.

Vi.
Vi.
vii.

Nostudentwillbeallowedtocometothecomputercentrewithouthis/heridentitycard.
Studentsshallnotbeallowedtousethecomputercentrebeyondthestipulatedhours prescribed.
The students are advised tocheck his/hercomputersystem every day before they
startworking.

The student shall have to take permission fromthe faculty / computer staff before going
out from the computer centre during his/her lab hours.

Ifthereisany probleminthecomputercentrerelatedtoelectricpowerotherwiseany system
fault, the students shall have to follow the instructions given by the lab instructor

/ systemadministrator.

If astudentfacesany problemsincomputercentre,he/sheshouldapproachtothelab instructor.
No studentshallbeallowedtodoinstallationofsoftwareinthecomputer centre.

If a student is found tampering or damaging any property of the computer lab/computer
centre he/she will be dealt with severely as per the discretion of the Principal. The
defaulter student willbe warned fined ordisallowed further useofthe computer centreat
the discretion of the Director/Principal.

Any student found violating any of the rules shall be disallowed from the use ofcomputer
centre and shall not be permitted to enter the computer centre for a period specified by
the Principal, He/She will also be treated as ‘Absent’.

While working in the computer centre the noise level shall be low so that other students
are not disturbed.

G] DRESSCODE:

As a process of personality development, every student who has been admitted to the
Institute shall have to follow the executive dress code as decided by college/institute.
Each student will get uniform stitched from the authorized tailor appointed by the
institute.

Students are required to come to the Institute in proper Dress code whenever notified or
failing to comply, disciplinary action shall be taken against such students. Dress code is
applicableonallthedaysexcept Wednesdayandonallthe occasions likeGuest Lectures
/Industrialvisits,interviewsandotherimportantoccasions.

Dresscode forWednesdayshould be befittinganacademic institution. Thedressshallbe well
laundered and neither flashy nor cheap.

If the student is found violating the dress code rules repeatedly, he/she may bedisallowed
to attend the classes, library and other facilities for a period specified by the Discipline
committee.
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H] LEAVERULES:
Ifa student is desirous ofavailing leave for genuine reasons, he/she has to applyfor the same to

the academic co-ordinatior for availing leave.

I] ALUMNI ASSOCIATION:
Every institute/college shall to constitute their Alumni Association and get registered under
SocietyregistrationAct (Year 1860, section. Allthestudentsareadvisedto become member ofthe
Alumni association. Ifthey fail to be member ofalumni association ofthe college then they
shall be deprived of the facilities like placement and other benefits of the alumni association.

J] ATROCITIESAGAINSTWOMEN:
Atrocities against woman shall be considered as an act of major indiscipline leading to
expulsion, if found guilty and handing over the case to law enforcing authority as per
provisions of policy guidelines on Atrocities against women (Policy guideline No.12)

Prepared by
Dr.S.N.Hiremath,
Principal
WomensPharmacy, Chincholi
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ANNEXURE-I
ALLINDIACOUNCILFORTECHNICALEDUCATION
New Delhi
NOTIFICATION
Dated01-07-2009

Sub:Prevention and prohibitionofRagging intechnicallnstitutions, Universitiesincluding
Deemed to be Universities imparting technical education.

F.No0.37-3/Legal/AICTE/2009 — Inexerciseofthepowersconferred under Section23 read with
Section 10 (b), (9), (p) and (q) of AICTE Act, 1987, the All India Council for Technical
Education, hereby makes the following Regulations:-

. Shorttitleandcommencement:-

(i) These Regulations may be called the All India Council for Technical Education
(Prevention and Prohibition of Ragging in Technical Institutions, Universities including
Deemed to be Universities imparting technical education) Regulations 2009.

(i) Theyshallcomeintoforceonthedateofthenotification.

. Objectives:-

In view ofthe directions ofthe Hon’ble Supreme Court in SLP No. 24295 0f2006 dated 16-05-
2007 and in Civil Appeal number 887 of 2009, dated 08-05-2009 to prohibit, prevent and
eliminate the scourge of ragging including any conduct by any student or students whether by
words spoken or written or by an act which has the effect of teasing, treating or handling with
rudeness a fresher or any other student, or indulging in rowdy or undisciplined activities by any
studentor studentswhichcausesor is likelytocauseannoyance, hardshipor psychological harm or to
raise fear or apprehension thereof in any fresher or anyother student or asking any student to do
any act which such student will not in the ordinary course do and which has the effect of causing
or generating a sense of shame, or torment or embarrassment so as to adversely affectthe
physique or psyche ofsuch fresher or anyother student, withor without an intent to derive a
sadistic pleasure or showing off power, authority or superiority by a student over any fresher or
any other student, in all higher education institutions in the country, and thereby, to provide for
the healthy development, physically and psychologically, of all students, the All India Council
for Technical Education,(AICTE) brings forth these Regulations.

. Definitions:-
€)) “Act”meanstheAllindiaCouncilforTechnicalEducationAct1987 (520f1987);

(b) “Technical Institution” means an institution of Government, Government Aided and
Private (self financing) conducting the courses/programmes in the field of technical
education, training and research in Engineering, Technology including MCA,
Architecture, TownPlanning, Management, Pharmacy, HotelManagement andCatering
Technology, Applied Arts andCrafts and such other programmes and areas as notified by
the Council from time to time;
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(©)

(d)

(€)

()

@)

(h)

‘University” means a University defined under clause (f) of section 2 of the University
Grants Commission Act, 1956 and includes an institution deemed to be a University
under section 3 of that Act.

“Academic year” means the period from the commencement of admission of studentsin
any course of study in the institution up to the completion of academic requirements for
that particular year.

“Head of the institution” means the Vice-Chancellor in case of a university or adeemed
to be university, the Principal or the Director or such other designation as the executive
head of the institution or the college is referred.

“Fresher” means a student who has been admitted to an institution and who is
undergoing his/her first year of study in such institution.

Words and expressions used and not defined herein but defined in the Act or in the
General Clauses Act, 1887, shall have the meanings respectively assigned to them in the
Act or in the General Clauses Act, 1887, as the case may be. And

Allother words and expressions used herein and not defined but defined in the Allindia
Council for Technical Education Act, 1987 (52 of 1987), shall have the meanings
respectively assigned to them in the said Act;

What constitutes Ragging: - Ragging constitutes one or more of any of the
followingacts:

any conduct by any student or students whether by words spoken or written or by an act
which has the effect of teasing, treating or handling with rudeness a fresher or anyother
student;

indulging inrowdyor undisciplined activities byanystudent or students whichcauses or is
likely to cause annoyance, hardship, physical or psychological harmor to raise fear or
apprehension thereof in any fresher or any other student;

asking any student to do any act which such student will not in the ordinary course do
and which has the effect of causing or generating a sense of shame, or torment or
embarrassment so as to adversely affect the physique or psyche of such fresher or any
other student;

any act by a senior student that prevents, disrupts or disturbs the regular academic
activity of any other student or a fresher;

exploiting the services of a fresher or any other student for completing the academictasks
assigned to an individual or a group of students.

anyact offinancialextortionor forcefulexpenditure burdenputonafresher or anyother
student by students;
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g. any act of physical abuse including all variants of it: sexual abuse, homosexual assaults,
stripping, forcing obscene and lewd acts, gestures, causing bodily harm or any other
danger to health or person;

h. anyact or abuse byspokenwords, emails, posts, public insultswhichwould also include
deriving perverted pleasure, vicarious or sadistic thrill from actively or passively
participating in the discomfiture to fresher or any other student;

I. anyact thataffectsthe mentalhealthandself-confidenceofa fresher or anyother student with
or without an intent to derive a sadistic pleasure or showing off power, authorityor
superiority by a student over any fresher or any other student.

5. Measuresforprevention ofragging:-

It shall be mandatoryfor everytechnicallnstitution, University, deemed to be University
imparting technical education to take following measures for prevention of ragging at
such institutions.

1. The advertisement issued for admission by a technical institution, University including
Deemed to be University concerned and/or the admission authority/ affiliating
University/State Govt./UT/Central Govt. as the case may be, shall clearly mention that
ragging is totally banned and anyone found guilty of ragging and/or abetting ragging is
liable to be punished.

2. The ‘Prospectus’ and other admission related documents shall contain directions of the
Supreme Court Affiliating University/admission Authority/State Govt/Central Govt.shall
make it mandatory for the institutions under their jurisdiction to compulsorily
incorporate such information intheir ‘Prospectus’.These Regulationsshallbe printed in the
brochure of admission/instruction booklet for candidates.

3. The application form for admission/enrolment shall have a printed affidavit, preferably
both in English and Hindi and/or in one of the regional languages. The affidavit should
be filled up and signed by the candidate to the effect that he/she is aware of the law
regarding prohibition of ragging as well as the punishments, and that he/she, if found
guilty of the offence of ragging and/or abetting ragging, is liable to be punished
appropriately.

4. The application formshallalso containa printed affidavit, preferably both inEnglishand
Hindi and/or in one of the regional languages and the affidavit should be signed by the
parent/guardian of the applicant to the effect that he/she is also aware of the law in this
regard and agrees to abide bythe punishment meted out to his/her ward incase the latter is
found guilty of ragging and/or abetting ragging.

5. The application for admission shall be accompanied by a document along with theSchool
Leaving Certificate/Character Certificate which shall include a report on the
behavioralpatteroftheapplicant, sothatthe institutioncanthereafter keep intensewatch upon
the student who has a negative entry in this regard.
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10.

11.

12.

13.

A student seeking admission to the hostel shall have to submit another affidavit along
with his/her application for hostelaccommodation that he/she is also awareofthe law in
this regard and agrees to abide bythe punishments meted out if he/she is found guiltyof
ragging and/or abetting ragging.

Every technical institution, University including Deemed to be University imparting
technical education shall maintain a proper record of the affidavits obtained to ensure its
safe up keep thereof,including digital copies of the affidavits and such digital copyshould
be madeavailabletothe AICTEortoanAgencyidentified/nominatedbyAICTE.

The AICTE or an Agency identified/nominated for the purpose and affiliating
Universities and Directorate of Technical Education of the concerned State Govt./UT
shall maintain anappropriate data base ofthe affidavits inthe digitalformobtained from
everystudent atthe time ofadmissiontothetechnicalinstitutions, Universities including
Deemed to be Universities imparting technical education.

Each batch of freshers should be divided into small groups and each such group shall be
assigned to a member ofstaff.Such staff member should interact individuallywitheach
member ofthe groupondaily basis to ascertainthe problems/difficulties, ifanyfaced by the
freshers in the Institution and extend necessary help.

Incase of freshers admitted to a Hostel it shall be the responsibility of the teacher
incharge of the group to co-ordinate with the warden of the Hostel and to make surprise
visits to the rooms in the hostel where the members of the group are lodged.Freshers
should be lodged in a separate hostel block wherever possible and where such facilities
are not available, the college/institution shall ensure that seniors’ access to freshers’
accommodation is strictly monitored by wardens, Security Guards and Staff.

Every institution should engage or seek the assistance of professional counselors at the
time of admissions to counsel ‘freshers’ in order to prepare them for the life ahead,
particularly for adjusting to the life in hostels. At the commencement of the academic
session the Head of the technical Institution, University including Deemed to be
University imparting technicaleducation shallconvene and address a meeting ofvarious
functionaries/agencies, like Wardens, representatives of students, parents/guardians,
faculty, district administration including police, to discuss the measures to be taken to
prevent ragging and steps to be takento identify the offenders and punish themsuitably.

Every fresher admitted to the technical Institution, University including Deemed to be
University imparting technical education shall be given a printed information booklet
detailing when and whom he/she has to turn to for help and guidance for various
purposes (including Wardens, Head of the institution, members of the anti-ragging
committee, relevant district and police authorities), addresses and telephone numbers of
such persons/authorities, etc.

The technical institutions, University including Deemed to be University imparting
technicaleducationthroughthe informationbooklet mentionedabove shallexplaintothe
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14.

15.

16.

17.

18.

19.

20.

21.

22.

newentrantsthearrangementsfortheirinductionandorientationwhichpromote efficient and
effective means of integrating them fully as students.

The informationbooklet mentioned above shall also tellthe freshers about their rights as
bona fide students and clearly instructing them that they should desist from doing
anything against their will even if ordered by the seniors, and that they have nothing to
fear as the institution cares for them and shall not tolerate anyatrocities against them.

The information booklet mentioned above shall contain a calendar of events andactivities
laid down by the institution to facilitate and complement familiarization of juniors with
the academic environment of the institution.

To make the community at large and the students in particular aware of thedehumanizing
effect of ragging, and the approach of the institution towards those indulging in ragging,
big posters (preferably with different colors for the provisions of law, punishments, etc.)
shall be prominently displayed on all Notice Boards of all departments, hostels and other
buildings as well as at vulnerable placesSome of such posters shall be of permanent
nature in certain vulnerable places.

The technical Institution, University including Deemed to be University imparting
technical education shall request the media to give adequate publicity to the law
prohibiting ragging and the negative aspects of ragging and the institutions ‘s resolve to
ban ragging and punish those found guilty without fear or favor.

The technical Institution, University including Deemed to be University imparting
technical education shall identify, properly illuminate and man all vulnerable locations.

The technical Institution, University including Deemed to be University imparting
technical education shall tighten security in its premises, especially at the vulnerable
places.If necessary, intense policing shall be resorted to at such points at odd hours
during the early months of the academic session.

The technical Institution, University including Deemed to be University imparting
technical education shall utilize the vacation period before the start of the new academic
year to launch wide publicity campaign against ragging through posters, information
booklets, seminars, street plays, etc.

The faculties/departments/unitsofthetechnicallInstitution, Universityincluding Deemed to
be University imparting technical education shall have induction arrangements
(including those which anticipate, identify and plan to meet any special needs of any
specific section of students) in place wellin advance of the beginning of the academic
year with a clear sense of the main aims and objectives of the induction process.

Mobile Phones and other communication devices may be permitted in residential areas

including hostels to provide access to the students particularly freshers, to reach out for
help from teachers, parents and Institution authorities.
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Monitoring mechanism in technical institution, University including Deemed to be
University imparting technical education:-

a) Anti-ragging Committee: Every institution University including Deemed to be University

b)

d)

e)

f)

imparting technical education shall constitute a Committee to be known as the Anti-
ragging Committee to be nominated and headed by the Head of the Institution, and
consisting of representatives of civil and police administration, local media, Non
Government Organizations involved in youth activities, representatives of faculty
members, representatives of parents, representatives of students belonging to thefreshers’
categoryas well as senior students, non-teaching staff; and shall have a diverse mix of
membership in terms of level as well as gender.

It shall be the duty of the Anti-Ragging Committee to ensure compliance with the
provisions ofthese Regulations as well as the provisions ofanylaw for the time being in
force concerning ragging; and also to monitor and oversee the performance of the Anti-
Ragging Squad in prevention of ragging in the institution.

Anti-Ragging Squad: Every institution University including Deemed to be University
imparting technical education shall also constitute a smaller body to be known as the
Anti-Ragging Squad to be nominated by the Head of the Institution with such
representation as may be considered necessary for maintaining vigil, oversight and
patrolling functions and shall remain mobile, alert and active at all times. Provided that
the Anti-Ragging Squad shall have representation of various members of the campus
community and shall have no outside representation.

It shall be the dutyofthe Anti-Ragging Squad to be called uponto make surprise raids on
hostels, and other places vulnerable to incidents and having the potential for ragging and
shall be empowered to inspect such places.

It shallalso be the dutyofthe Anti-Ragging Squadto conduct anon-the-spot enquiryinto any

incidentsofragging referred to it bytheHead ofthe institutionor anymember ofthe faculty
or any member of the staff or any student or any parent or guardian or any employee of a
service provider or by any other person, as the case may be; and the enquiry report along
with recommendations shall be submitted to the Anti-Ragging Committee for action.
Provided that the Anti-Ragging Squad shall conduct such enquiry observing a fair and
transparent procedure and the principles of natural justice and after giving adequate
opportunity to the student or students accused of ragging and other witnesses to place
before it the facts, documents and views concerning the incidents of ragging, and
considerations such other relevant information as may be required.

Mentoring Cell: Every institution shall, at the end of each academic year, in order to
promote the objectives of these Regulations, constitute a Mentoring Cell consisting of
students volunteering to be Mentors for freshers, in the succeeding academic year; and
there shall be as many levels or tiers of Mentors as the number of batches in the
institution, at the rateofone Mentor for six freshers and one Mentor ofa higher level for
six Mentors of the lower level.
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9)

Monitoring Cell on Ragging:- The State Govt./UTand the affiliating University shall set
up a Monitoring Cell on Ragging to coordinate with the institutions to monitor the
activities of the Anti-Ragging Committees, Squads , and Mentoring Cells, regarding
compliance with the instructions on conducting orientation programmes, counseling
sessions, etc., and regarding the incidents of ragging, the problem faced by wardens and
other officials, etc. This Cell shall also review the efforts made by such institutions to
publicize anti-ragging measures, cross-verify the receipt of affidavits from
candidates/students and their parents/guardians every year, and shall be the prime mover
for initiating action by the University authorities to suitably amend the Statutes or
Ordinances or Bye-laws to facilitate the implementation of anti ragging measures at the
level of the institution.

h) The Monitoring Cellshallcoordinate withthethe institutions, universities including deemed to

be universities imparting technical education to achieve the objectives of these
Regulations; and the Monitoring Cell shall call for reports fromthe Heads of institutions
in regard to the activities of the Anti-Ragging Committees, Anti-Ragging Squads, andthe
Mentoring Cells at the institutions, and it shall also keep itself abreast of thedecisions of
the Anti-Ragging Committees etc.

The Monitoring Cell shall also review the efforts made by institutions to publicize anti-
ragging measures, soliciting ofaffidavits fromparents/guardians and fromstudents, each
academic year, to abstain from ragging activities or willingness to be penalized for
violation; and shall function as the prime mover for initiating action for amending the
Statues or Ordinances or Bye-laws to facilitate the implementation of anti-ragging
measures at the level of the institution.

Action to be taken against the Principal or the Head of the Institution/Faculty
Members/Non-Teaching staff of technical institution, Universities includingDeemed
to be Universities imparting technical education.

The Head of the Institution along with other administrative authorities should take
adequate measures for prevention of ragging. Any lapse on the part of these authorities
shall make them liable for criminal action for negligence of duty.The technical
Institution, University including Deemed to be University imparting technical education
should incorporate a clause in their letter of appointment that the Director, Faculty and
other administrative Heads should ensure all possible steps for prevention of ragging in
the premises of the educational institutions, and that theyare liable for action, in case of
non-compliance.

The Principal or Head of the Institution/Department shall obtain an affidavit from every
employee of the Institution including teaching/non-teaching staff, contract labor
employed in the premises either for running canteen or as watch and ward staff or for
cleaning or maintenance of the building, lawns etc. that he/she would report promptlyany
case of ragging which comes to his/her notice.A provision shall be made in the service
rules for issuing certificates of appreciation to such members of the staff who report
ragging which will form part of their service records.
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Departmentalenquiries shall be initiated, in additionto penalconsequences against such
heads of the Institution/Faculty members/non-teaching staff who display an apathetic or
insensitive attitude towards complaints of ragging and would not take timely steps in the
prevention of ragging and punishing those who rag.

The Principal or the Head of the Institution/Faculty Members/Non-Teaching staff, if
found negligent in taking necessary measures for ensuring safety of students and
preventing the ragging would be declared unfit for holding any post in any technical
institution, University including Deemed to be University imparting technical education.

Actionstobetakenagainst  studentsforindulgingandabettingraggingin  technical
institutions Universities including Deemed to be University imparting technical
education:-

The punishment to be meted out to the persons indulged in ragging has to be exemplary
and justifiably harsh to act as a deterrent against recurrence of such incidents.

Every single incident of ragging a First Information Report (FIR) must be filed without
exception by the institutional authorities with the local police authorities.

The Anti-Ragging Committee of the institution shall take an appropriate decision, with
regard to punishment or otherwise, depending on the facts of each incident of raggingand
nature and gravity of the incident of ragging.

a)Depending upon the nature and gravity of the offence as established the possible
punishments for those found guilty of ragging at the institution level shall be anyone
or any combination of the following:-

0) Cancellationofadmission

(i) Suspensionfromattendingclasses

@) Withholding/withdrawingscholarship/fellowshipandotherbenefits

(iv)  Debarringfromappearinginanytest/examinationorotherevaluation process

(V) Withholdingresults

(vi)  Debarringfromrepresentingtheinstitutioninanyregional,nationalor
international meet, tournament, youth festival, etc.

(vii)  Suspension/expulsionfromthehostel

(viii)  Rusticationfromtheinstitutionforperiodrangingfroml1to4semesters

(ix)  Expulsion from the institution and consequent debarring from admission
to any other institution.

x) Collective punishment: when the persons committing or abetting thecrime
ofragging are not identified, the institutionshallresortto collective
punishment as a deterrent to ensure community pressure on the potential
raggers.
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b) AnappealagainsttheorderofpunishmentbytheAnti-RaggingCommitteeshalllie,
I. In case ofan orderofan institution, affiliated to or constituent part, ofthe
University, to the Vice-Chancellor of the University;
ii. Incaseofanorderofa University,toits Chancellor.
iii. In case of an institution of national importance created by an Act of
Parliament, to the Chairman or Chancellor of the institution, as the case
may be.

5. Theinstitutionalauthoritiesshallintimatetheincidentsofraggingoccurredintheir premises
along with actions taken to the Council form time to time.

9Action to be taken against the technical Institution, University including Deemed to be
University imparting technical education which fail to take measures for prevention of

ragging:-

1. Role of the concerned technical institutions, Universities including Deemed to be
Universities imparting technical education shall be open to scrutiny for the purpose of
finding out whether they have taken effective steps for preventing ragging and action
taken against provision indulged and/or abetting ragging. The Council shall constitute
Committees to inspect technical institutions, Universities including Deemed to be
Universities imparting technical education to verify the status of anti ragging measures
and to investigate specific instances of ragging and take appropriate action.

2.  The technical Institution, University including Deemed to beUniversity imparting
technical education should submit an affidavit along with its compliance reportsubmitted
to AICTE annuallywithdetails of measures takenfor preventionofragging in technical
institutions.The Compliance Report should also contain the details of the instances of
ragging and action taken against students, and others for indulging and abetting ragging.

3. All Letters of Approval issued by AICTE such as extension of approval letters, letters
issued for additional courses/increase in intake and letters issued for new technical
institutions, release of grants, letters of approval issued to integrated campus, secondshift
etc. shall contain a specific clause of prevention of ragging.

4.  The AICTEshall, inrespect ofanyinstitutionthat fails to takeadequatestepsto prevent
raggingor failsto act inaccordancewiththeseRegulationsor fails topunishperpetrators or
incidents of ragging suitably, take one of more of the following measures, namely;

I. Noadmission/Withdrawalofapprovalgrantedundersection10(k)ofAICTE Act.

ii. Withholdinganygrant allocated.

iii. Declaring the institution ineligible for consideration for any assistance under any
of the general or special assistance programmes of the AICTE.

Iv. Informingthegeneralpublic,includingpotentialcandidatesforadmission, througha
notice displayed prominently inthe newspapersorother suitable media
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10.

a)

b)

d)

f)

9)

and posted on the website of the AICTE, declaring that the institution does not
possess the minimum academic standards.

V. Taking such other action within its powers as it may deem fit and impose such
other penalties as may be provided in the Act for such duration of time as the
institution complies with the provisions of these Regulations.

As regards the Universities including Deemed to be Universities imparting technical
educationthe actionsproposedto betakensuchas stopping release ofgrants, withdrawal of
approval/recognition will be sent to University Grants Commission (UGC), Ministry of
Human Resource Development (MHRD), Govt. of India and the concerned State
Govt./UT.The UGC, MHRD Govt. of India, and the State Govt./UT concerned shall
initiate immediate action on the recommendations of the Council.

Dutiesand Responsibilitiesofthe AllindiaCouncilfortechnicalEducation:-

All India Council for technical Education, or the Central Government or the agency
authorized for the purpose shall establish, fund and operate, a toll-free Anti-Ragging
Helpline, operational round the clock, which could be accessed by students in distress
owing to ragging related incidents.

Any distress message received at the Anti-Ragging Helpline shall be simultaneously
relayed totheHead ofthelnstitution, theWarden oftheHostels, theNodalOfficer ofthe
affiliating University, if the incident reported has taken place in an institution affiliatedto
a University, the concerned District authorities and if so required, the District Magistrate,
andtheSuperintendent ofPolice, and shallalso bewebenabledso asto be in the public
domain simultaneously for the media and citizens to access it.

The Head of the institution shall be obliged to act immediately in response to the
information received fromthe Anti-Ragging Helpline as at sub-clause (b) of this clause.

The telephone numbers of the Anti-Ragging Helpline and all the important functionaries
in every institution, Heads of institutions, faculty members, members ofthe anti-ragging
committees and anti- ragging squads, district and sub-divisional authorities and state
authorities, Wardens of hostels, and other functionaries or authorities where relevant,
shall be widely disseminated for access or to seek help in emergencies.

The All India Council for technical Education, theCentral Government or the agency
authorized for the purposeshall maintain an appropriate data base to be created out of
affidavits, affirmed by each student and his/her parents/guardians and stored
electronically by the institution; and such database shall also function as a record of
ragging complaints received, and the status of the action taken thereon.

The All India Council for technical Education, theCentral Government or the agency
authorized for the purposeshall make available the database to anon-governmental
agency to be nominated by the Central Government, to build confidence in the
publicandalsotoprovideinformationofnoncompliancewiththeseRegulationstothe
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11.

b)

d)

f)

Councils and to such bodies as may be authorized by the All India Council for technical
Education/Central Government.

TheAlllndiaCouncilfortechnicalEducationshalltakethefollowing regulatorysteps,
namely;

The Allindia Council for technicalEducationshall make it mandatoryfor the institutions to
incorporate in their prospectus, the directions of the Central Government or the State
Level Monitoring Committee with regard to prohibition and consequences of ragging,
and that non-compliance with these Regulations and directions so provided, shall be
considered as lowering of academic standards by the institution, therefore making it
liable for appropriate action.

The All India Council for technical Education shall verify that the institutions strictly
comply with the requirement of getting the affidavits from the students and their
parents/guardians as envisaged under these Regulations.

The All India Council for technical Education shall include a specific condition in the
Utilization Certificate, in respect of any financial assistance or grants-in-aid to any
institution under any of the general or special schemes of the All India Council for
technical Education, that the institution has complied with the anti-ragging measures.

Any incident of ragging in an institution shall adversely affect its accreditation, rankingor
grading by National Board of Accreditation or by any other authorised accreditation
agencies while assessing the institution for accreditation, ranking or grading purposes.

The All India Council for technical Education shall constitute an Inter-Council
Committee, consisting ofrepresentatives ofthe various Councils, the Non-Governmental
agency responsible for monitoring the database maintained by the All India Council for
technical Education/Central Governmentand such other bodies in higher education, to
coordinate and monitor the anti-ragging measures in institutions across the country andto
make recommendations from time to time; and shall meet at least once in six months
each year.

The Allindia Council for technical Education shall institute an Anti-Ragging Cell within
the AICTE as an institutional mechanism to provide secretarial support for collection of
informationand monitoring, and to coordinate withthe State LevelMonitoring Cellsand
UniversityLevelCommitteesfor effective implementationofanti-ragging measures, and
the Cell shall also coordinate with the Non-Governmental agency responsible for
monitoring the database maintained by the All India Council for technical
Education/central Government.

(MemberSecretary)
AICTE,NEWDELHI
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1.

No.11-PolicyDocumentforAnti-ragging

Introduction:

‘RightPhilosophy’, ‘RightKnowledge’and‘RightConduct’arethethreeethos constituting the
core values at Pravara RuralEducationSociety, Pravaranagar. Inits objective to be an ultimate
destination for world-class education, the society shall prepare and train professionals in the
modern era of 21st century with a sense of strong ethicalconsideration, sound judgment and
work culture in global environment. Society believes in socialintegration in the
campus. ‘Ragging’ is considered as a social menace, jinx and an abuse of human rights in the
academic environment of the society.Ragging is a criminal offence too and lowers the
standards of education. Hence the Pravara Rural Education Society adopts a comprehensive
‘Anti-Ragging Policy’ with regard to its concerted efforts to overcome the problem and
make the campus absolutely ragging free.

The ‘Anti-Ragging Policy’ adopted by the Pravara Rural Education Society takes care of
preventive,proceduralandpunitiveaspectsofraggingbasedontheguidelinesprovided
byHon’bleSupremeCourtofIndia instructions /guidelinesissuedbytheUniversity
GrantsCommission, Ministry of Human Resource Development (Government of India), State
Government and other regulatoryauthorities such as the AICTE and affiliating bodies.

. TheObijectives:

i. Creating, developingandnourishingconduciveacademicenvironment withinthestudent
community by their social integration.

ii.  Generatingandmaintainingahighlevelofconfidencewithinnewentrants and their
parents/guardians that new entrants to the institute are not going to be harassed and
intimidated and willget all support and learning pleasant environment at the campus.

iii.  Keeping in place an integrated system to discourage and prevent any negative acts like
alcoholism, drugs, abuse and ragging; in what so ever be the manner by the seniors,
which disrupts socio-academic integration of new entrants.

iv. Prescribingpreventive measuresforanyviolationofthe*“Anti-RaggingPolicy” byway of
disciplinary action.

Definitions

Forthepurposeofthis policy:

a) ‘Pravara RuralEducationSocietycovers allconstituent colleges/centres established by it
within the campus or outside the campus.

b) ‘Student’includesanypersonwhoisenrolledforanycourse,inanyofthe instituteof PRES
whetherfull timeorparttime.

¢) ‘Hostel’ includes the place/(s) where students are accommodated through institutionalor
private arrangements.
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4.

d) ‘Ragging’

I.  Anydisorderlyconduct, whether bywords spoken or writtenor byanact, which has the
effect of teasing or handling with rudeness any other students, rowdy or indiscipline
activities, which causes or is likely to cause annoyance, hardship or psychological
harm or to raise fear or apprehension thereof in a fresher or a junior student or
asking the student to do any act or perform something, which such students will not
do in the ordinary course and which has the effect of causing or generating a sense
of shame or embarrassment, so as to adversely affect thephysique or psyche of a
fresher or a junior student.

il.  Untilotherwise specified,thefollowingwouldconstitutethe actofragging:

a) Any act that prevents disrupts or disturbs the regular academic activity of a
student.

b) Exploiting services of junior students for completing academic tasks assigned to
an individual or a group of seniors.

c) Any act of financial extorting or forceful expenditure burden put on junior
student/ (s) by senior /(s)

d) Any act of physical abuse including all varieties, sexual, homo-sexual assault,and
stripping, forcing obscene and lewd acts, gestures, causing bodily harm orany
other danger to health or person.

iii. Ragging has several aspects viz. psychological, social, political, economic, culture
and academic dimensions.ThePsychologicalaspectsofragging as listed below
areseentocausepermanentdamagetothevictim’spersonality.Such treatment of young
and impressionable minds could result in traumatizing themand damaging their
personalities beyond repair in the formative years of their lives.

a) Anyactorabusebyspokenwords,emails,publicinsultoralikeshouldbe considered
within the physiological aspects of ragging.

b) This aspect would also include deriving perverted pleasure, vicarious or sadistic
thrill from activity or passively participating in the discomfort of others.

c) Anyactthataffectsthementalhealthandselfconfidenceofstudentscanbe described in
terms of the psychological aspects of ragging.

PreventivemeasuresofRagging :

AddressbytheDirector/Principal/Headofthe Colleges:

Directors/Principals/Heads of colleges, during their address/discussion to/with
parents/guardians, admission aspirants/fresh entrant students at the time of counseling
meets, new batch induction on registration, batch inaugurals and other such occasions,
should invariablyassure the students and parents about fullprotectionand support against
any attempt of ragging by seniors while briefly explaining the ‘Anti Ragging Policy’ of
the Pravara Rural Education Society. The efforts during such meets should be directed
towards achieving socio_academic integration of new entrants.

Fresher’sWelcome/Party:

Each college may organize inaugurals of new batches, towards progressive socialization
efforts.Headofthelnstituteand facultymembers, duringsuchinaugurals mayprovideto the
students, the guidelines on behavioral norms.
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iii.  Social, CulturalandSportsActivities:
To ensure a better socio cultural mix, social integration is very important between all
batches. Hence each college of the society shall set up social, cultural, and sports
committees, under the charge of a faculty member. Membership of these committees will
be on a mixed group pattern, with a cross section of senior and junior students. While on
one hand this would help develop the extra curricular activities in the Institutes, on the
other hand it would help improve the interaction between students of different batches.

5. AntiRagging Committees:
Each college of the Pravara Rural Education Society shall have an Anti_ragging committee
functioning under the guidance of a Senior Faculty and in direct supervision of the
Director/Principal/Head of the Institute’.

a) Principal/Director Chairman
b) Registrar Member
c) Head ofDepartment/ SectionIncharges Member
d) ChiefRector,Rector/Asst.Rectors Member
e) AdmissionCounselor Member
f) Aladystaff Member
g) VicePrincipal(Administrative) MemberSecretary

The Committee shall ensure strict vigilance on activities of senior students and shall also be
available to the students for any counseling needs either individually or collectively. The
Committee in particular will try to analyze the behavioral pattern among the senior students
and shall try to identify the potential raggers.They should also provide counseling to
‘freshers’ in ordertopreparethemforthesocio-academiclifeaheadparticularlyfor adjusting to life
in hostels.

Each college should ensure a constant vigiland watch at such locations including monitoring
of the atmosphere and the environment at eating ‘Joints’ (Canteens, Cafes, etc).
Hostel/accommodations, where freshers are accommodated, are required tobecarefully
guardedifnecessary,bypostingsecuritypersonneland placed in charge ofa warden.

6. Frequency ofMeeting:
The committee shall meet at least once in a month or as many times as necessary in the first
month of the academic year.

7. Quorum:
The Quorum shall be fifty percent of which presence of Chairman and Convenor is
mandatory.

8. Tenure:
TheCommitteeshall havetenureofthreeyears.

9. ProperCheckingofMigrationCertificates, CharacterCertificatesandSchoolLeaving
Certificates :
Migration certificates, school leaving certificates and character certificates, issued by the
previous institution/university to the admission aspirants to any of the University
College/Course shall be carefully verified for any adverse entry relating to the student’s
involvement in ‘ragging’ related activities at the time of registration for admission. Such
students shall be denied admission in the college.
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10.

11.

12.

13.

ProspectusandAdmission Forms:

a) It shall be mentioned in the prospectus and admission forms that ragging is banned in all
constituents of the college, and anyone found indulging inragging, shallbe punished
appropriately which may include expulsion from the College. While providing a gist ofthe
‘Anti_Ragging Policy’ of the Pravara Rural Education Society, and also the likely
punishments for indulging insuchactivities,theprospectusfor admissiontoany Collegeofthe
societyshallalsomentionthenumberofcasesof ‘ragging’inthe
previousacademicyear/sessionandthepunishmentawardedtothe guilty. The same shall be
made available on the college website.

b) Aspecificdeclarationtobesignedbythestudentseekingadmission wouldbe
obtainedatthetimeofadmissiontoanycourseofthe  college. Admission form  without
suchdeclaration is liable to be rejected.Declaration formis given inthe attached Annexure
‘A’

UndertakingfromExistingStudentsandtheirParents/Guardians:

An undertaking given in Annexure-A; shall also be taken from the existing students and
their parents/guardians.Suchanundertakingshouldbe obtained,beforecommencement
ofthenextacademicsession,failing whichregistrationwould be denied to the defaulting student.

DisplayofBoards/Bannersin College Premises

Eachcollegeofthesocietyshalldisplay suitableboards/bannersin front of the college as also the
entrance of the college and prominent places within the campus of the college to insist
students to prevent, or not to indulge in ragging, also mentioning the names of the officials
and their contact numbers, to be contacted in case of ‘ragging’.

Thenames incaseofthecollege/instituteshallincludethenameandmobilenumberof:
I. Registrar
ii. Directors/Principals/Headofthecollege
iii. DeanStudentWelfare
iv. Headofdepartment/Sectionincharges
v. ChiefRector/Asst.Rectors
vi. Hostel Warden(s)

PreventiveandMonitoring aspectsofRagging:
MENTORING-Mentoringshallbedoneasperthepolicyguidelinescovering junioras well as
senior students highlighting the effects and consequences of ragging.

DisciplinaryAspectsof‘RAGGING’:
Principal shall co-ordinate the preventive aspects of ragging, of the college aiming to
create a ‘ragging free environment’
Principal shall be responsible for takingsteps to ensure that cases of ‘ragging’ withintheir
college are  brought to the notice of the Management, while
simultaneouslyinformingtheHeadoftheDepartment.
Incaseof raggingin Hostelsthestudentshallhave theoptionof either complaining to the
Principal of the concerned college or the Registrar and also the Hostel Rector/warden.
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14.

RaggingReportingProcedure:

If any individual believes that he or she has been subjected to ‘ragging’ or has knowledge
of any such incident, shall have the option to file a complaint with the Registrar or
Principalat the college. This maybe done inwriting ororally. However, writtencomplaint is
preferable.

All Committee’ members will also be available to discuss any concerns exhibited by any
student or a group of students, about ragging.
Allformal/Informalcomplaintsof‘ragging’maybe madetothePrincipalwithinthe

college or directly to Registrar as stated above.

iv. Immediately,thepoliceshallbeinformedand FIRlodgedagainst thepersoninvolved.The
Principal of the college shall be the sole authorityto file the FIR with the due approval of
the Management.

15. EnquiryCommittee:
All cases related to ragging involving students of a particular college only, shall be
investigated by the college level committee. The investigations should start within three
days of reporting the incident and reports finalized by the ‘Enquiry Committee’ shall be
submitted to the Principal of the college within a period of two weeks. In exceptional
circumstances, the Principal may grant extension to the time limit under information to the
complainant and the accused.
16. Punishment/Penaltiesfor‘ragging’:
Based on the findings of the enquiry, the ‘Enquiry Committee’, shall recommend to the
Principal of the college to impose any of the punishment/(s) listed below or any other kind
of punishment, which they may consider to be appropriate:
i) Withholding ofscholarshipsorotherbenefits
ii) Debarringfromrepresentationinevents
iil)  Withholdingofresult
iv) Debarfromhostel/mess
v) Debarringfromappearinginexamination/s
vi) Denyingadmissiontoanyofthecolleges
vii) Suspensionfromthecollegeorclass for alimitedperiod
viii) Finewithpublicapology
ixX) Prosecutingforcriminaloffences
X) FilingFIRwiththelocalpolice
xi) Cancellationofadmission/expulsionfromthecolleges
17. Appeal:

18.

Appeal with regards to any action taken against the accused at any level and/or against the

punishment awarded under this policy, shall lie with the Principal of college, which should
be filed within a period of two weeks from the award of punishment.

SavingandwithdrawClause:
Principalofthecollege willpossessthe soleauthorityfor anyinterpretation, modification, or
amendment to the policy depending upon the need from time to time.

Prepared by
(Dr.L.B.Abhang)
VicePrincipal(Academic), PREC
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AnnexureA

(ONNONJUDICIALSTAMPPAPEROFRs.100.00)
UNDERTAKINGBYSTUDENTSEEKINGADMISSIONINPRAVARARURAL
EDUCATION SOCIETY, PRAVARANAGAR

Name of the student Name of the
Parent/guardian Course

Enrolment No. College Admission year

I s/d of

do hereby undertake

no

Thatlwillnotbeinvolvedinanyraggingduring mystayintheCollege.
ThatlwillfollowallrulesandregulationsestablishedbythePravaraRuralEducation Society.
Iwillnotinvolvemyselfinanyactivitywhichmaycausementalorphysicalharassment to any
student in the campus.
Thatlwillnotuseanywordwrittenorspoken,emailwhichmaycausepublic insult or humiliation
to another student.

I willremaindisciplined at alltimes whether inside oroutside the campus and would also
continue to motivate junior students to be disciplined at all times.

| alsoundertakethatif I amfoundindulging/involvedin any activitywhich constitutes the act of
ragging as defined in the Anti Ragging Policy of the Pravara Rural EducationSociety, which
includes rustication from college, withholding of scholarship or otherbenefits, debarringfrom
representationinevents,expulsionfromhostel,debarring from appearing in examination(s) and
any other punishment that the enquiry committee may recommend and handing over the case
to law enforcing authority.

Further, | have also read the UGC Regulation on Curbing the Menace of Ragging in Higher
Educationallnstitutions, carefullyand fullyunderstoodthe provisions containedinthesaid
Regulations(availableontheUniversityaswellasUGC Website).

Date: Signatureofthe student
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UNDERTAKINGBYTHEPARENT/GUARDIANOFTHESTUDENT

I hereby undertake that if my ward

who is my found indulging in ragging or any indecent

activitywhichisnotpermittedaspertherulesandregulationsoftheSociety,as applicable from time

totime, the institute maytake any action as deemed fit.

Date: Signatureofthe Guardian
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No.12-PolicydocumentonAtrocitiesagainstWWomen

1) Introduction:
Atrocityagainst women is a technical termused collectively to refer violent acts exclusively
committed against women. This type of violence targets a specific group with the victim’s
gender as a prime motive. Women are considered to be the decent half of the society.
Sometimes they fall victim to atrocities and the criminal instincts of people at workingplaces
or in educational institutions. Therefore, the administration of the institute has a greater role
in achieving security and safety of working women.
In 1997, the Supreme Court recognized and addressed the issue of sexual harassment at the
workplace. Through this policy document it is extended to students as well.
AccordingtheSupremeCourtorder,sexualharassmentisanyunwelcomebehaviorssuchas:
a) Physicalcontactand advances.
b) Demandorrequestforsexualfavors.
c) Sexuallycoloredremarks.
d) Displayof pornography.
e) Anyother unwelcomephysical, verbalandnon-verbalconductofasexualnature.
Examples:
a. Denialofpaymentorofficialapprovalintheabsence ofsexualfavors.
b. Pornographicpictures/messagesdisplayedondesksorsentbyemail.
c. Remarksmadeaboutpersonalappearanceand dress.
d. Coloredjokessharedthatmakeotherspresentfeel uncomfortable.
2) Objectives :
a) Tolookintothecomplaintsreceivedfromthewomenabouttheatrocityagainstthem.
b) Toachieve socialsecurityandsafetyofwomenintheinstitution.
c) Tomake the women aware of thelegal provisions/acts regarding the atrocity againstthem
so as to enable them to deal with the atrocities inflicted to them.
d) Toseeksolutiontotheproblembeingfaced bythevictim.
e) Toreportthecasesofatrocityagainstwomentotheconcerneddepartmentofthe Government.
f) Toinitiatetrainingprogrammesforselfdefence.
3) CellatInstitutelevelagainstatrocityagainstwomenandharassmentofwomen:
The structureofthe cellto consider casesofatrocitiesagainst women inthe instituteshallbe
constituted as below:
a) Chairman —Senior mostladyteacherofthecollege /institute.
b) Members -Fourladystaffmembersoutofwhichone is fromnon-teachingstaff and
Rector of ladies hostel.
¢) MemberSecretary— Oneladymember.
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4) Frequency of meeting of cell: Once in a three months and as and when a complaint
regardingatrocityagainst womenisreceivedbytheheadofthe institutionorchairmanofthe cell.

5) Quorumformeeting: Thequorumshallbe three.

6) Tenureofthecell: Thetenureofthecellshall bethreeyears.

7) Functionsofcell: Thefunctionofthecellshall beas under:

a)
b)

c)
d)

€)
f)

9)

h)

Todealwiththecasesofatrocityagainstwomenintheinstitute.
Toprovideaneutral,confidentialandsupportiveenvironmentforwomenand members of
the institute including students.
Toensurethefairandtimelyresolutionofsexualharassmentcomplaints.

To provide information regarding counseling and support services on the campus of
institute.

Toensurethatstudents, facultyandstaffareprovidedwithcurrentand comprehensive
materials on sexual harassment and assault.

To promote awareness about sexual harassment through educational initiatives that
encourages and fosters a respectful and safe campus environment.

To inform the campus community of their right to a respectful work and learning
environment so as to create a campus that is free of sexual harassment. Thus simple
respect for all on the campus’should be the focus of the cell.
Toreportthecasesoftheharassment  tothePrincipalwithrecommendations for further
actions.

8) TheCellshallachievethesegoals through:

a)

b)

Dissemination ofInformation:

The dissemination of information shall be carried out through production, distribution
and circulation of printed materials, posters and handouts.

AwarenessWorkshops:

The cell shall organize awareness workshop about sexual harassment for faculty, non-
teaching staff and students. The aim is to develop nonthreatening and non-intimidating
atmosphere of mutual learning.

Counselling:

Confidential counselling service is an important service as it provides a safe space to
speak about the incident and how it has affected the victim because sexual harassment
cases are rarely reported and is a sensitive issue. Therefore the cell shall carry out
effective counselling of the victims through an expert.

9) FunctioningoftheCell: Thewrittencomplaint maybesubmittedsignedorotherwise to
the cell in a complaint box maintained for the purpose.
a) The cellwillcallthe complainant for a personalmeeting, usuallywithina week from the

submission of the written complaint.

b) The membersoftheCellwilldiscussthecomplaintwithinaweek.

c) If the case falls outside the purview of the Cell, the complainant will be informed

about the same by the appropriate authority within a week.

d) If the case comes under the purview of the Cell, an enquiry committee will be set up

immediately. The Committee will submit a report and recommend the nature ofaction
to be taken by the appropriate authority within a week.

e) Allproceeding ofthe cellshouldbe keptconfidential.

Preparedby

1)Prof.N.G.Nikam,Principal,Polytechnic,Loni 2)Shri.V.V.Bhate,Principal,ITI, Loni
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1.

3.

No.13-PolicyDocumentforMentoring

Introduction:
Mentoring is a power free partnership occasionally resulting in lifelong relationship between
two individuals who desire mutual growth. One of the individuals usually has greater skills,
experience and wisdom. If anyone has knowledge or experience or is simply a good listener
he/she has probably already been a mentor — helping someone to learn, sort out a problemor
devise a plan.
The term “mentoring” is being used more widely now in our society and people are often
encouraged to seek out a mentor.
Mentors are helpers. Their styles ranges from that of persistent encourager who helps one to
buildself-confidence,tothatof asterntaskmasterwhoteachestoappreciateexcellencein
performance.Whatever their style, theycare about the one and what he/she is trying to do.
(Source: The Macquaric Concise Dictionary (2" Edition)

ObjectivesofMentoring:
Mentoring is an essential part of teaching-learning process.Very often a teacher comes across
the students who do not respondto teaching owing to personal, emotional, financial, social or
a combination of these; relating which impedes the process of teachinglearning. Following
are the objectives of the Mentoring are to :

b) FacilitatelearningandSpeedieradaptationinthenew environment

C) Supportexperimentation
d) Provideadvice
e) Increasedexposuretoideasandconnections
f) Higherqualityperformance
9) Increasedconnectivityand caring
h) Manageinterpersonalrelationship
i) Encouragementto setgoalsandachievethese goals
) Nurtureconfidenceandpotential
k) Teachtoappreciateexcellenceanddevelopinnatepotentialsofthestudent
) Offeringmutualrespectandpromotingholisticdevelopmentofthestudents
m) RespondtotheMentee’s needs
n) Problemsolving
0) Increasedexposuretoideasandconnections.
Mentor:

The dictionary meaning of Mentor is a wise and trusted guide to facilitate the academic
process identifying needy students for overall improvement. The term mentor stems from
Greek mythology in which Odysseus entrusted the care and education of his child to a friend
named Mentor while the father was away on his adventures and travels. Mentoring has come
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to be used for a variety of relationship.Some of its synonyms include role model,
coach,guide, sponsor, friend and adviser.

The person offering the mentoring is usually referred to as a mentor while the recipient or
partner may be identified as a protégé or a mentee.AMentor is someone who helps us learn
the ways of the world someone who has our best interest at heart.

. Mentee:
A less experienced employees/ student who is offered special guidance and support by a
respected and trusted person with more experience is a mentee.

. FrequencyofMentoring:

It is advisable for the mentor to meet the mentees regularly on 2" and 4" Saturday of the
month by making provision in the time table.The mentee may meet the mentor as and when
mentee needs counseling/help support by making provision in his time table.Therelationship
may be time limited (for the term of the course / lifelong).

. MentoringGroup:

One facultymaybe assigned a groupofl5 students.Facultyis expectedto maintaina record for
each student.Any faculty once assigned with a group of mentees will be the mentor till the
mentees pass out from the institute.

. ElementsofMentoring:
Therearethreelandmarksofmentoringsuchas:
(a) CourserelatedMentoring

(b) ProfessionalMentoringand

(c) PersonalMentoring.

. GuidelinesforMentoring:
Mentoring is an essential part of teaching learning process.Very often a teacher comesacross
students who do not respond to teaching owing to personal, emotional, financial, and
specialor a combinationofthese relating which impedes the process ofteaching-learning. To
facilitate the process of learning and to motivate the mentor to achieve the goals, the mentor
maydischarge hisresponsibilitywithintheparametersmentioned belowasethicalguidelines:

i. Maintainingconfidentiality

ii. Beingaccessible

iii. Listing activelytothementee

iv. Promotingresponsibledecisionmaking

v. Motivatingandsupportingthe menteestoachievetheir goals

vi. Ensuringaprofessionalrelationship

vii. Actingasarolemodel.
viii. Recognizingwhenitistimetorelinquishthementoringrole

ix. Encourage creativity

. ProposedMethods:

Mentoring appears to be one of those good, win-win ideas we affirm but have difficulty in
implementing.Mentoring is good for the mentor, the protégé, and organization if done with
sincerely and purpose.Following are some of the proposed methods which may be adopted.

a) Counselingandpersonalcaring
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b)
c)
d)
€)
f)
9)
h)
i)
)
K)
)

Organizingsportactivitiestochannelizethestrengthinahealthyway
Organizingculturalactivitiestoshowcasecreativetalent
Organizingdebates

Organizingquizcompetition
OrganizingLanguageskilldevelopmentworkshop

Organizing Groupdiscussion

Organizingcasestudies, labpracticesandtechnicalanalysisactivities
Encouragereading habit

Peercounseling

E-learning facilities
MotivationtowatchTV(NewsandBusinesschannels)and

m) Provideanchoringopportunitiesduringeventsorganizedintheinstitute.

10. Informalandformalobservationsanddocumentation: (Ref. Annexure-I)

a)

b)
c)

Formal records should be avoided as it would hinder the development of interpersonal
relationship.Mentoring shall be done through a structured approach avoiding
embarrassment to the mentee by asking him/her to authenticate the observations made by
the mentor.These observations shall be recorded confidentially immediately after the
meeting with the mentee.

Bio-datashouldbedeveloped inthe firstweekintheprescribedformat(Appendix-1)
Inthesubsequent meetingswhichneed notbe morethantenper menteepersemester.The
mentor should maintain confidentiality.He / She should make observation and record
these observations regarding the change in personality /behavior and overall personality.
These records should not be developed in the presence of a mentee. The mentee need not
be asked to authenticate these documents except his/her bio data.

The observations of the mentor may be presented, as per the format in appendix-Il in
writing in the monthly meetings of the mentoring committee.These records shall be
confidential.

11. MentoringCommittee:

1.

No ook~ wd

Principal -Chairman

Course Co-coordinator -Member

Head ofDept. -Member
DeanFE/FY -Member

Librarian -Member
OfficeSuperintendent -Member
VicePrincipal (Academic) -MemberSecretary

12. FrequencyofthemeetingofMentoringCommittee:
The mentoring Committee shall meet once in a month and at least three times in a semester.
The Member Secretaryshall maintain all the records pertaining to mentoring and work as the
co-ordinator for the process of mentoring.

Prepared by
(Dr.S.M.Kelo)
Principal,PREC
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Appendix—I
PRAVRARURALEDUCATIONSOCIETY’S

PADMASHRIDR.VITTHALRAOVIKHEPATILINSTITUTEOFTECHNOLOGY &
ENGINEERING, (POLYTECHNIC) PRAVARANAGAR
A/P.LONI-413736,Tal. RAHATA,Dist AHMEDNAGAR,(M.S.)
ApprovedbyAICTE,NewDelhi.LetterNo.F.No.P2/B-11I/RC(BB)9324112,DT.31/3/1994
AffiliatedtoM.S.B.T.E.Mumbai.
E-Mail:ppl_pravarapoly@yahoo.comWebSite—www.pravarapoly.org
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NTEC
<OV ECHN, g

o
PRAVARANAGAR

Biodatatobefilledbythementee:

Father’s occupation et te e e nr et teraereereas
Mother’soccupation ettt sttt nn

AddressforCorrespondence(Changeinaddresstobeupdatedimmediately)

BloOdGroup:....cccovvveeniee e DateofBirth:

Incaseofemergencypleasecallcontactno.
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Sr. Examination University/ | Specialization

Board
No.

Medium

Yearof
Passing

Percentage

1 SSC

2 HSC

3 Others

(If any)

lll.Closefriends:(Any Two)

1. NameandAdd.......ccoveveviiieiceeece e

Mobileno......ccoevviveee e E-mailccoeeiiecnne

2. NameandAdd.......ccooveveviiiicieeecece et

Mobileno.......cocovviveeeceiereienes E-mail.ccoeeiieecnnee

SEENGLNS & o s

69




WEAKNESS & .ottt sttt et et

Appeared for any Competitive Exams :

(Month/ Year) : . Result ..ccooevverervennens

VI. SummerProjectDetails

Company Worked With : ..o

ComMPany GUIAE : ..oouieiieeece ettt st s e

Contact NO.: ..ooveveeveevvrieeeeees EEMAilid ¢ e

Stipend (if aNY) oo

Internal Project GUIdE & ..ccce e

VII. FinalPlacement(ifdoneduringthesixthsemester):

Mentor’sName&sSignature
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Appendix-ll(Confidential)

PRAVRARURALEDUCATIONSOCIETY’S
MASHRIDR.VITTHALRAOVIKHEPATILINSTITUTEOFTECHNOLOGY &
ENGINEERING, (POLYTECHNIC) PRAVARANAGAR

A/P.LONI-413736,Tal. RAHATA,Dist AHMEDNAGAR,(M.S.)

ApprovedbyAICTE,NewDelhi.LetterNo.F.No.P2/B-11I/RC(BB)9324112,DT.31/3/1994
AffiliatedtoM.S.B.T.E.Mumbai.
E-Mail:ppl_pravarapoly@yahoo.comWebSite—www.pravarapoly.org
0:P.Offi.-02422273484,0ffice:-273456

T
PRAVARANAGAR

ObservationofMentoronthecounselingandvisiblechanges

Sr. Date Problemsfacedbythementee Counselingin Changes Initialof
respect of observed Mentor
No.
problems
1
2
3
4

FindingsreportedtotheMentoringCommitteeinthementoringmeeting:

ConcludingObservationsattheendoftheterm:

Mentor Chairman

Mentoringcommittee

Note:Iftheprogressofmenteeisnormalandpositiveaformalreportisnotinsisted

71


mailto:ppl_pravarapoly@yahoo.com
http://www.pravarapoly.org/

PravaraRuralEducationSociety,Pravaranagar
A/P-LoniKd,Tal-Rahata,Dist-Ahmednagar,(MS),Pin-413713

1S09001:2000Certified/AdarshaShikshanSansthaAward(Govt.ofMaharashtra)

Soci.Reg.No.Bom-94,AhmednagarDated13.3.1964 Fax:02422-273704
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No.14-PolicyDocumentonGrievenceRedressal

Preamble:

AGrievance is anydiscontent or dissatisfaction, whether expressed or not, whether valid or not,
arising out of anything connected with the Institute that a student or an employee thinks,
believes, or even feels, is unfair, unjust or inequitable.

1) Objective:

a)

b)

c)

d)

Linkingwithawelldefined DisciplinarySystemto makeitacceptableto all.
Allactionsshould bepromptfor better redressalofGrievance.

To make the redressal process fair, impartial, consistent, with prior warnings and
commensurate with gravity of misconduct.

Aim should be on prevention of misconduct rather than controlling through punitive
measures.

The objective of the policy is to provide a mechanism for speedily redress thegrievance
and complaints of the students and employees to their satisfaction in accordance with
the applicable rules and regulations of the institute.

Every College / Institute shall constitute grievance redressal committee in the
beginning of every academic year specifying names of the members of the committee
with a tenure of three years.
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2) Classification:

Grievance

L J

Students Employees

! :

:

Faculty Technical Assistants| | Staff
3) GrievanceFlowchart(forStudents):
v » Students | +—3 ¥ |
. i I 3
Student’s Council 48 hrs Mentor
; / —
A LJHOD > Step
3 days
v
! Principal wStep 11
Jldays
‘r T T T
Disciplinary and
Grievance Redressal Committee » Step IIT
i‘ﬂu-augh Principal 7 days
Management » Step IV

7days

University of Pune, Pune
— > |Directorate of Technical Education, Mumbai

'New Delhi
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4) UnderstandingtheGrievance: (Students):

a)

Open Door Policy: Students informally drop in the HOD’s room and talk informally
over their grievance. They may even present the grievance through the official contact
numbers of the said officers.

b) SuggestionBoxes:Students/employeescandroptheir anonymouscomplaints.

Opinion Surveys: Through mentor and other feedback schemes, the opinion surveys
may be conducted for better understanding.

d) E-mails: Through separate e-mails to HOD, Registrar, Principal or to the Top

Management directly.

5) GrievanceRedressalProcedure:

An aggrieved employee shall first present his/her grievance verbally or in writing to the
concerned head of the department. The HOD is required to furnish the answer within 48
hrs of the presentation of grievance.

If the student is not satisfied with the answer , he/she can approach to the “Disciplinaryand
Grievance Redressal Committee” which shall evaluate the case and make its
recommendations to Principal within seven days of presentation of the case. The student
would be communicated the recommendation within 3 days.

If the committee fails to take the decision within the stipulated time or the student is not
satisfied with the decision, he/she can an appeal for revision to management. Management
is supposed to communicate its decision within seven days of student’s revised appeal.

If the student is unsatisfied with the management’s decision, student’s council or

management mayrefer to Universityof Pune/ affiliating board or Directorateof Technical
Education, Mumbai All India Council for Technical Education, New Delhi
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6) GrievanceFlowchart( ForFacultyand Administration):

A
——"\‘Enmlmfeeﬁ Y ‘

48 hirs
Y |
HOD » Step I ‘

3 days

| |
Principal = JStep 11 |
/days| 7 days ‘
Y |

Disciplinary and
Grievance Redressal Committee

¥
o
L
=

A4

A » Management

v
w
2
=

University of Pune, Pune | |
Directorate of Technical Education, Mumbai
All India Council of Technical Edcuation, |— sipv

New Delhi

F 3

7) UnderstandingtheGrievance(foremployees):

a) Open Door Policy: Employees informally drop in the, Principal’s room and talk
informally over their grievance. They may even present the grievance through theofficial

contact numbers of the Principal.

b) SuggestionBoxes:Employeescandroptheiranonymouscomplaints.

c) E-mails: Through separate e-mails to HOD, Registrar, Principal or to the Top
Management directly.

8) GrievanceRedressalProcedure(foremployees):

i)  An aggrieved employee shall first present his/her grievance verbally or in writing to the
concerned head ofthe department. The HOD is required to furnish the answer within 48

hrs of the presentation of grievance.

i) If the employee is not satisfied with the answer , he/she can approach to the*Disciplinary
and Grievance Redressal Committee” which shall evaluate the case and make its
recommendations to Principal within seven days of presentation of the case.The
employee would be communicated the recommendation preferably within 3 days.

iv)  If the committee fails to take the decision within the stipulated time or the employee is
notsatisfiedwiththedecision,he/shecananappealforrevisiontomanagement.

75



Management is supposed to communicate its decision within seven days of employee’s
revised appeal

v) If the employee is unsatisfied with the management’s decision, he/she may refer to
UniversityofPune, Puneand/orDirectorateofTechnicalEducation, Mumbaiand/orAll India
Council for Technical Education, New Delhi.

9) GrievanceRedressalCommittee:
Procedure :

ThereshallbeaGreivanceRedressal Committeeconstitutedateverycollege/ instituteas below :

1. Principal —Chairman
2. Vice-Principal (Academic) —Member
3. HOD(ByRotation) —Member
4. FemaleFaculty —Member
5. Dean(F.E.) —Member
6. StudentRepresentative —Member
7. Vice-Principal(Administration) —Member Secretary

FrequencyofMeeting:Within02daysfromthedateofreceiptofComplaint.

Quorumof Meeting  : Atleast 04membersoutofO7andpresenceofPrincipalandVice-
Principal is mandatory.

TenureofCommittee:MinimumO3years.

PreparedBy

(Dr.A.A.Kulkarni) (Dr.S.N.Hiremath)
Principal,SVIT,Chincholi Principal, COPW,Chincholi
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No.15-PolicyDocumentforIndustrialVisit/Tour

1. Objective:
It is a structured effort at improving Industry-Institution Interaction; so that the students
become more employable .The theoretical concepts taught in the class room are not enough.
They need to be practically understood. We strive to make our students entrepreneur. The
purpose of the visit is to expose our students to all the facets of industrial dynamics, new
technologies and latest management practices. The main objective is to make our students
entrepreneurs in addition to meet the requirement of regulatory authorities.

2. a)Constitution ofthecommittee:
Thefollowingmembersshallconstitutethe committee.

Chairman : One Sr.Faculty
Member Secretary  :Placementofficer
Member : Faculty
Member :Faculty

b) RoleandResponsibilitiesof Committee:
i. Identificationofappropriatelndustryand followupforthemutualconvenient dateof visit.
ii. Preparation of the budgetary expenses and obtaining Principals approval.
iii.Obtaining students undertaking (Please see format in IV, annexure 1)
iv.ldentificationoftheteamoffacultyandstudentstoaccompanyand leadthestudents
totheindustryconcerned.
v. Finalizationofthemodeoftransport,transporterandthenecessarytransitinsurance.
vi. ldentificationofthecompanyofficialswithwhomthe interactivesessionswillbe
taking place.
vii. Continuouslyupdatethelistof industries.
viii. Maintainrecordsanddocumentation.

c) LeadTeam:
Faculty(Boys) : One faculty for 15 students
Faculty(Girls) : One faculty for 15 students
StudentsRepresentative:Onefor25students

d) RoleandResponsibilitiesof TeamLeaders:
I. Accompanythestudentstotheindustryconcern.
ii. Maintaindisciplineamongthestudentsduringthetransit aswellasduringthevisit within
the industry.
iii. Organize interactivesessionswiththecompanyofficials.
iv. Submissionofbillsforactualexpenses.
v. Collectstudentsundertaking,studentsfeedback.
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10.

11.

12.

vi. Preparethelist ofstudentswiththeir personaldetails.

Whatisavisitandatour?
All local industries/organizations shall be treated as industrial visit. Industries/organizations
outside city where a night stay is required is called industrial tour.

Whentovisit?

Visits are usually in the month of August or September , when 1%termstudents are in the
mid of the academics where as 2"industrial tour should be organized in the month of
January/February for all the 2" term . There shall be minimum one industrial visit per
semester and one tour per academic year per class.

EligibilityofParticipants:

All the bonafide, regular students (Boys and Girls) of the institution are eligible to
participate in the visit/tour. The industrial visit/tour is obligatory on the part of every
bonafide student of the institution.

Wheretovisit?
List of organizations shall be prepared well in advance so that few of them are selected to
enable the visitors to obtain necessary permission/clearance. (to be prepared by institute)

Approval:

Everytour/visit shall be initiallyapproved bythe Principal. Theapprovalis for theplaceof visit
(industry), budget, transport and final actual expenses. The provision shall also be made for
arrangement of lunch and refreshment.(Please see format , annexure-I)

Duration:
Depending uponthe convenience and the permission given bythe concerned industries, the
duration of a visit/tour shall be planned.

Logistics:

The industrial tour/visit shall be organized by the institute at its own cost. Institute is
required to identify a good transporter who can provide good and safe bus facility. Care
shall be taken by the institute to ensure the proper RTO permits are obtained by the
transporter. Acollege banner shall be displayed /hookedonthe bus at the convenient place.
The mode of transport and feasibility is at the sole discretion of the college.

Feedback

The faculty accompanying the students shall make convenient batches of the students and
each student shall present their experiences and additional knowledge gained(Please see
format in, annexure 111)

Expensesforthevisit/tour.
The total expenses should be supported by bills and a visit report prepared by the faculty
who accompanied the students. The expenses shall be approved by Principal.

Undertaking by student:
It is compulsory for every student to tour/visit the industry .1t is also important for every
studenttogiveanundertakingstatingthattheyaresolelyresponsibleforanyactof
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indisciplineandsafetyduringthetransit
andwhilegoingroundtheindustrialunit/orga

nization (Please see format in annexure -11)

13. Insurance:
In case of industrialtour, insurance coverage for each passenger shall be obtained either by

tour operator or the institute as the tour involves overnight stay and long journey.

14. Visit/TourReport.
Thecommitteeshallprepareafinalreportandupdatethelistofindustriesfromtimeto time.

Preparedby
Prof. Dr.A. A. Kulkarni
Principal, SVIT,Chincholi
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Annexure |

Industrial Visit/ Tour
Principal’s Approval Note

Industrial visittour is organized o
students of e i

Datc:

n date Fom-——m——————aaee 1O =emmmeemeeeafOr all Our

approval is requested.

Date of visit/tour:

=== a% per the details given below. Principal’s

Namie ol the faculty accompanying:

No of students :  cemeeemeceaceaon. Lt e s sl il g e s

MNamc & address of the units to be visited:

Name of the Unit

Transportation:
Transporter:name & address :

Approximate expenditure :
Transportation
Breakfast
Lunch/Dinner
Miscellaneous:

Head - Industrial commitee

[ »L{ni‘l_rlo_c—'z—lvl_i(':d :ii_“ ‘l Manufacturers ol
}
:IL

Organised by Institution/Industry concerned

Tel no : (Off) Mob:
Contact person name:
To&fro : Rs:
Rs
Rs
Rs
Towal Rs

{Approved by)
Principal
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Annexure 1l

INDUSTRAIL VISIT/TOUR
(Students Undertaking)

| e T I T B

FESTAINE Blememm e e e e e
age ----

Mobile No a student of Sir Visvesvaraya Institute

of Technology, Chincholi- Nashik, do on solemn affirmation state and undertake that,

1. 1 am aware that the institute has the right to prevent me or allow me o participate
in the Industrial Visit'Tour.

2. I shall maintain the discipline and do not hold the institution responsibic for any
accidents/mishaps
3. I shall not behave in any manner which is against the code ol conduet of the

Visiting industry and shall follow all their safety rules and regulations.
4. Institution has the right 1o initiate any disciplinary action, in case found guilty of
any misconduet.

I am participating in the industrial visit/tour at my own risk on date ---——-mcccomemeeeeee 2

to (Place) M/s (Industry) —mmmee

Name & Signaturc of the Student
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Annexure [T
STUDENTS FEEDBACK
(Industrial Visit/Tour)

Report date:
Organisation Details:

INRTHEL L | aunsians i oiner s aiieatiseses Seeseneeseiesveesmyssesese s ye et
Pals Lt | 1 od S R PSR S e e e S T S e e
Number of EMpIOyees: = socieessissavesies Sessscedsmesivesios
THEROVEE(EHOTES) = = cesneswmumpeinuant, seesesemeniostscevis
NearéSt competitdl = soovswissisoravssisesionins  semsebibenasssve sy divesses sias sstiens
Engaged in =000 ciciicieciesieseecessieenasi  ssesesessbeesiessusessivessansiaeie
Arcas/Departments Visited: HRD

Production E

Finance

Stores E

Purchase

< —_—

Logistics

Marketting E
Interacted with:
173 p e, € el SRR SR oL SN e e W Lot R e VS U
LB ek oo tmer s ity B TI0 s g s SR R
U 1ea T i, AN I N b AR et v SR
DIESIE RO v ssiorsosmemamendubissomaTs AT OB s s e s A A SRS

Write Minimum Five (5) lines of your obscrvations ;

a) Gegeral Nisnapement STUCHITE o it e A S s s e

...............................................................................................
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¢) Work in Process/House keeping/ambience........ooenviiieiiiiii '

..........................................................................................................
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No.16-PolicyDocumentforEntrepreneurshipDevelopmentCell

1. Introduction:

The prosperity of a nation and society is measured by its industrialization and economic
progress. Keeping pace with emerging technology oftoday’s world, we must incorporate an
Entrepreneurship Development activity at institute level to guide and assistthe budding and
prospective entrepreneurs on various aspects such as preparing project reports, obtaining
project approvals, loans and facilities from agencies of support system, information on
technologies, etc. This will help the development of nation and will also curb the
unemployment problem.

2.  Objectives:

a) Tomotivateandinspirestudentsforentrepreneurship.

b) Toequipthemwithnecessaryentrepreneurialskills.

c) Toprovidenecessaryassistanceforstartingtheirownenterprises.

d) Toorganizeseminars/guestlecturers/workshops/industrialvisits/EDPCamps.

e) Toarrangeinteractionwithsuccessfulentrepreneurs.

f) Toguidetoprepareproposalforfinancialassistancetobuddingentrepreneursfrom different
organization, Govt. Depts. andother agencies.

g) Preparethelistofsuccessfulentrepreneurfromthealumnioftheinstituteandtocall them to the
institute to share their experiences with the current students.

h) Toprepareandsubmitproposaltovariousagenciesandgovernmentdepartmentsfor raising
funds for carrying out EDP activities.

i) AcademiccalendarofEDPCell.

3.  CommitteeforEDPCell:

i) Principal Chairman

ii) One ofthe Seniorfaculty MemberSecretary(Coordinator)
iii) ExpertfromIndustry Advisor

iv) Onefacultymemberfromeachofthe Dept Members

4. Frequency, Quorumand Tenure of the Committee :
Frequency:Thecommitteeshallmeetatleasttwiceinasemester.
Quorum:Shallbe50%ofwhichpresenceofChairmanand Member Secretaryis Mandatory.
Tenure :Committeeshallhavetenureoftwoacademicyears.
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Budget:

The EDP Cell shall prepare the detailed budget for the various activities planned by it. The
budget shall take into account the financial assistance expected from various agencies and
Govt. Dept.The copy of the budget should go to the account of the institute through the
principal. (Grants from AICTE / State Government / Affiliating body)

Maintenanceofaccounts:
Theaccountshallbemaintainedinthenameoftheinstituteandoperatedjointlybythe principal and a
nominee of the society, if the grants are received from external agencies.

The account so maintained shall be audited at the end offinancial year bythe C.A. appointed
by the society.

MaintenanceofRecords:

A Welldocumented recordofallthe activities carried out byEDP Cellshall be maintained in the
library.

Prepared by
Prof.N.G.Nikam

Principal
Polytechnic,Loni
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1.

No.17-PolicydocumentforSafetyofStudents,StaffandFaculty

Introduction:
Pravara RuralEducationSocietyis the founding organizationofalltechnicalinstitutionsuch as
Engineering, Polytechnic, 1.T.l, Pharmacy, Architecture andother institutions which are
established for socio-economic transformationofthe rural masses. It is its desire andbound to
insure safety of Men, Material, Building, Equipments, Electrical fitting, Chemical and such
other aspects.

Objectives :

1. Toensuresafetyofstudents,staffandfacultyusingthefacilitiesavailableintheinstitute.
2. Toensuresafetyofbuildingfromflute,fireand earthquake.

3. Toensuresafetyofmachinery, equipments, instrumentsandtools.

4. To ensuresafetyofgazette,fixtureandfittings.

Procedure:

Toensuresafetyofallthefacilities institutes/collegesshallfollowfollowing procedures:

a) Toensurevaluableassetssuchasbuilding,equipment,furnitureagainstflute,fireand earth
quake.

b) Toensurefaculty,studentsandstaffagainstaccidentandhealth.

c¢) Totrainmaintenancestaff totakecareof equipments,machinery throughsupplierand agency
andto ensure that these training are given regularly.

d) Install fire extinguisher at critical locations and train the faculty and staff to operate
fireextinguisher by competent agency.

e) Totrainusersofhazard chemicalsinthelaboratorythroughcompetentagency.

f) To train users of electrical gazette, equipments, installations such as transformers,
generator, motors, lift, stabilizer, server, inverter etc. by the manufacture, vender and
specified agency.

g) To float annual maintenance contract of machinery and equipments and to keep the same
updated.

h) To display the instructions at visible places along with equipments, gazette, machineryetc.
and its status and give the precaution of safety.

i) To display important phone numberssuchas fire fighter, police station, hospital and head
of institution at prominent locations.

SafetyCommittee:

Constitute the safety committee under the head of the institute andinclude the head of
various sections/department of college as members.
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1. Principal/Director - Chairman
2. HOD’s/SectionIncharges - Members

3. Safetyofficer/Securityofficer - Members
4. Register/Nonteachingstaff- - Members
5. VicePrincipal - MemberSecretary

. Frequencyofmeetingofsafetycommittee:

The safety committee shall meet at least once in a month and record the proceeding in aledger
by notifying meeting agenda at least one week before. Summaryof activities of safety for the
six month shall be submitted to PRES in the month of June and December of every academic
year.

. BudgetProvision:
Expenditure on the account of safety shall be estimatedandmake the necessary provision of it
in the annual budget of the institute.

. Safety of visitors:

a) Unauthorized visitor and person shall not be allowed in the premises and in the buildingof
the Institute.

b) Thevisitor ingroupsor individuallyshallcontactthesecurityofficer onthegate and meet to the
concern person with permission after recording it in the visitor books of theinstitute.

. Safetyduring Tours andTravels:

a) All the studentsandstaff of institute shall observe all the safety precautions notifiedby
organization/visit places of the interest.

b) All thetoursand travelsorganizedby theinstitution shall bearrangedattheirown risk and on
responsibility of the individual.

¢) Undertakingof theeach participantin thegroup are taken beforearrangingthevisitof
organization/college.

Prepared
byMr.V.V.Bhat
e
Principal,ITI, Loni
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A

B.

No.18-PolicyDocumentforMedicalCheckUp

Introduction/Preamble:

WHO defines Health as a state of complete physical, mental and social well- being andnot
merely the absence of disease or infirmity .In other words, health is basis of individual and
social welfare.

Sound health is a pre-condition for good education. As good education cannot be acquired
without the proper frame of the mind and proper frame of mind cannot be possible without
proper health and hygiene. In short we can say “Sound mind lives in a sound body”. Thereis a
general feeling among most of us that there is no need to have health or medical
tests/checkups done unless we have particular symptoms that indicate we have a medical
problem. There are many who think just having a medical checkup without any specific
reasoncan bring to light certain healthproblems like highcholesterol, high blood sugar, high
blood pressure that could make us feel sick overnight. Hence they avoid regular health
checkups.

Objectives :

1. Tofindhealthproblems beforetheystartandtodetector preventsdisease.

2. Todetectdiseasesanddisordersattheearlystagetosavepreciouslives

3. Tohelpastudenthaving healthproblemsforlivingalonger,andhealthierlife.
4. Toinculcatehabitofregularhealthcheckupinstudents.

a)ConstitutionofCommittee:
Thefollowingmembersshallconstitutethecommitteefor healthcheckup.
1. Chairman:Principalofrespectiveinstitutes.
2. Coordinator:TwofacultyMembersandtwo Hostelswardens.(oneofthemas
Member Secretary)
3. SupportingStaff: TwoNonteachingStaff.

b) Frequency: InthebeginningoflandliterminthemonthsofMayandDecember ineach
academic year.

¢) Quorum: Thequorumshallbefiveincludingthechairmanandmembersecretary.

d) TenureofCommittee: Thetenureofthecommitteeshallbeforfouracademicyears.

. RoleandResponsibilitiesoftheCommittee:

1. Toconduct Medicaland healthcheckupofallthestudentsinthecollegeat least twice in an
academic year.

2. TomaintaintherecordsofallMedicalandHealth Checkupinsoftandhard copy.

3. Toinformparents/guardiansaboutserioushealthproblems.
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4. Tonotifycontact numbersincaseofurgent serioushealthproblemssuchaswardens, office
superintendent, Vice principals and principal.

5. Toprovidefinancialassistanceincasesofemergency.

6. Tonotifyingparents/guardiansincaseofemergencyoutofillness,accidentsetc.

7. To give insurancecoveragetoallthestudents,facultyandstaffandassist inclaims, if
required.

8. Toestablishsickroomandensureitspropermaintenanceandupkeep.

. SickRoom/FirstAidRoom :

1. Oneroom(12by10feet)
2. OneBed.

3. Oneweighingmachine.
4. Firstaidbox

. Procedure:

2. CampusHealth/MedicalCheckup.
3. MobileHealth/MedicalCheckup.
4. TieupwithMedicalCollegeforregular andspecificmedicalaids.

. Emergencymedicalservices:
Initiallyfromthefundsofthecollegetobereimbursementbythebeneficiary,parents, insurance claims.

Prepared by

Dr.S.R.Pattan
Principal,PRCOP,Loni

89



PravaraRuralEducationSociety,Pravaranagar
A/P-LoniKd,Tal-Rahata,Dist-Ahmednagar,(MS),Pin-413713

1S09001:2000Certified/AdarshaShikshanSansthaAward(Govt.ofMaharashtra)

Soci.Reg.No.Bom-94,AhmednagarDated13.3.1964 Fax:02422-273704
B.P.T.Reg.No.F-52/Ahmednagardated11.8.1964 Email: secretary_pres@rediffmail.com
Ph.:02422-273527,273700,273698 Websiteli:www.pravarares.org.in

2.

3.

No.19-PolicyDocumentforFinancecommitteeofGoverningBody

Introduction:
As perthe directions of AICTE it is mandatoryfor allthe colleges/ institutesunderthe ambit of
AICTE, to constitute the Governing Body as the apex body to take academic, administrative
and financialdecisions forthe smoothfunctioning ofcolleges/ Institutes.The Governing Body
shall constitute sub committees as below.
a. FinanceCommittee
b. BuildingCommittee
c. PurchaseCommittee
d. StaffselectionCommittee
Accordingly,policyguidelineshavebeen framedfortheactivatingoftheFinancecommittee.

ConstitutionsofFinanceCommittee :
The financecommitteeshallbeconstitutedas below:

I.  ThePrincipalofthe college /Institute Chairman
ii.  Accountant/Account officerofthesociety(Nominated byPRES)Member
iii.  Accountantofthecollege/Institute Member
iv.  Vice- Principal,Administration Member
v. Registrar/Officesuperintendent ofcollege/ Institutes MemberSecretary

RoleandResponsibilitiesoftheCommittee :

i.  Topreparethebudgetofthecollege/InstitutebythemonthofJaneveryyearand present the
same to the Governing Body for their consideration and approval.

ii.  Tocallforproposalsforexpenditureandapprovethesame.

iii.  ToprepareexpenditurestatementsforpresentingtothemeetingsoftheGoverning Body.

iv. To prepare revised budget estimate andto place before the Governing Body for their

approval.

v. TorecommendapanelofC.A.S.forconsiderationofGoverning Body.

vi. ToprepareMinutesofMeetingoftheFinanceCommitteeandpresentthesameto Chairman of
finance committee for approval.
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4. Frequency ofMeetings:
Theaccountscommitteeshallmeetatleastonceineveryquarter.

5. TheQuorum:
The quorum shall be three, of which the attendance of Chairman and the accountant of

thecollege / Institute is mandatory.

6. TheTenureofthecommittee:
TheTenure ofthe committee shallbe three years.

Prepared by

Dr.S.M.Kelo
Principal, PREC,Loni
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No.20 - Policy document for Purchase of Stores, Equipments,
Furniture,BooksandSuchOtherltems (Storesltems)

1. Introduction:-

As per the directions of AICTE it is mandatory for allthe colleges/ institutes underthe ambit of
AICTE, to constitute the Governing Body as the apex body to take academicadministrative
and financial decisions for the smooth functioning of colleges / Institutes. The Governing
Body shall constitute sub committees as below.

a. FinanceCommittee

b. BuildingCommittee

c. PurchaseCommittee

d. StaffselectionCommittee
Accordingly policy guidelines have been framed for the activating of the PurchaseCommittee.
It is observed that a sizable amount of budget provision is utilized for the purchase of stores
and equipments annually. In order to procure these items efficiently and economically,
following policy guidelines have been prepared for implementation by the colleges /institute
under PRES.
Thepurchaseofstoresitemsshallbedonebyconstitutingpurchasecommitteesat thecollege
/institutelevelsco-ordinatedbycentralpurchasecommittee at theheadoffice.

2. ThePurchaseCommitteeofthe college/Institute:
Everycollege/instituteshallconstituteapurchasecommitteeasthesub-committeeof Governing Body
having following members’.

I. ThePrincipal Chairman

il Vice-Principal(Administration-Whereapplicable) Member

iii. HeadoftheDepts./Sections Members

iv. Registrar/Office Superintendent Members Secretary.

Thecommitteeshallberesponsibletocompiletherequirementsofstoresandequipments from
different departments/sections with full specifications. While examining the

requirementsofstoresandequipmentsofthecollege,thecommitteeshallensurethatno items are

purchased in excess of requirements/over stocked.

The committee shall ensure that all the equipments, machinery and items of stores are

received as per schedule, installed/commissioned within two weeks of the receipt of

equipments/instruments.

3. Process:

a. The process ofcollecting requirementsofstores and equipments forthe ensuing academic
year shall be initiated bythe departments and sections in the first weekofthe Aprilevery
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financial year.The purchase committee shall compile and consolidate after carefully
assessing the requirements in the last week of April/February and submit the same to
PRES.

b. The requirement of books and periodicals etc. shall be compiled by the college/ institute
looking to the needs of students, faculty and researchers. This work could be done by
constituting a library committee under the chairmanship of the principal involving
students, faculty and the librarian as the member secretary.

c. Apanelofsuppliersofstores,books, periodicalsandequipmentsshallbe compiled bythe
colleges/institutions and submitted to PRES for updating the list of suppliers of stores,
books, periodicals and equipments at the head office in the week of April.

4. TheCentralPurchasecommittee:

PRES shall constitute a central purchase committee for the procurements of stores, books,
equipments and furniture, so that duplication of work at the level of colleges/institutions is
avoided and maximum cost savings are effected owing to bulk purchase.
Thecommitteeshallcomprise followingmembers:

ChairmanPRESorhis nominee

TrusteeMembers.

Speciallnvitees(Experts)

AccountsOfficer-MemberSecretary

a. The centralpurchase committee shall compile andconsolidate,requirement of stores,
equipments, books and furniture received from the principals of the colleges/institutions
in the first week of May.

b. PRES involving the principals of the colleges/institutes shall call sealed quotations form
registered suppliers in the first week of May in every year. The purchase department of
theheadofficeshallpreparecomparativestatementsofthestoresandequipmentsby
openingthesealedquotationsinthepresenceofofficers/trusteesnominatedforthe purpose.

c. The specifications given by the suppliers shall be examined and approved by the
principal of the college/his nominee. The PRES shall call the suppliers for negotiationsin
the third week of May every year. The negotiations shall be done in the presence ofthe
central purchase committee appointed by the society.

d. The centralpurchase committee shallprepare thecomparativestatements .Comparative
Statements shall be carefully checked and countersigned by the concerned principal/his
nominee. The comparative statement will be approved by the chairman/his nominee.

e. The order shall be placed to the approved suppliers in the first week of June every yearso
that the stores items and equipments are received by the colleges/institutes before the
commencement of next academic year i.e. before first week of July/August, as the case
may be.

f.  Nocompromiseshallbemadeinthequalityofthestoreitems.

g. Suppliers,who do not supplythe items,habitually, asperscheduleand who areobserved to
adopt unfair means in maintaining quality, shall be black listed by PRES.

Prepared
byDr.A.A.Kulkarn
i
Principal, SVIT, Chincholi
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1.

5.

No.21-PolicyDocumentforReceipt,Storageand Issue of
Items of Stores / Stock

Introduction:

For the efficient and smooth running of colleges / institutes under PRES, it is necessary to
receive andissue items of stores/ stock as per the demand of the end users timely and
regularly. To caterforthis anadequate storeroomshall be provided ineachcollege / institute
with properly laid out shelves and cupboards.

ManagementoftheStore Room:
The stores shall be managed by a trained and adequately qualified store — keeper assisted by
one or two store clerks andone attendant depending uponthe strengthof students andstaff.
(Teaching and non teaching)

. TheStore — Room:

AstoreRoomshallbeprovided inthecollege/ instituteat aconvenient locationforreceiving and
issueofvarious itemsofstoreasperthenormsof AICTE / Statuarybodiesregulating the college /
institute.

The store roomshall be provided with adequate shelves and cupboards andsuch other items of
furniture for storing of stores items received from suppliers from time to time.
Inflammableand hazardousstoresshallbeseparatedfromthegeneralstores. The

store room shall be fitted with fire — fighting gadgets and equipments.

Receiptsofstores items:
The store keeper shall receive the stores items and ensure that they are the same for which
orders were placed. Thereafter, the storekeeper shall counter sign the challans received along
with the store items. Incase of doubt, in respect of quality /quantity /specifications he shall
contact the principal /vice principal (adm.) and report the deficiencies/ doubtful cases and
shall not acknowledge the receipt of the stores items.

Procedure:
i) All the stores items received shall be entered in the general stock register after
verification.
i) Theyshallbeclassifiedintoi.Consumableitems.
il. Semiconsumableitems.
iii. Deadstockitems.
iii) The store keeper shall inform the dept/section/principal regarding the stores items
received in the Store -Roomand issue the same to the department / section /user without
undue delay.
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iIv) Thestorekeeper shallnotdelayissueofstorestotheenduserswithoutvalid reasons.

v) Delays caused in the receipt of stores by the end users shall be reported to the principal
within one week from the date of receipt of the stores.

vi) The dead stock items received shall be numbered bythe store keeper as per the standard
practice adopted for numbering such items.

vii) All stores issued to the end users shall be against the indents raised by the end users for
the propose for which the stores have been acquired

viii) The end users shallenterthe stores inthe Dead Stockregister/ consumable register duly
authenticated.

FrequencyofProcurementofstoresitems:

a) TheDeadstockitemsshall begenerallyprocuredonce inthebeginningoftheacademic year.

b) Theconsumableitems maybeprocuredonceinfour/threemonths.

¢) UrgentpurchasescostingnotmorethanRS.1000/-maybedoneinrarecases. The tendency of
cash purchase shall be discouraged by the principal as far as possible.

MaintenanceoftheStoresitems:

a) The Store keepershall ensure thatstore items highly in excess of requirements are
notprocured.

b) The custodyofstores items shall be protected against fire, pilferage, damage due to dust
and moisture.

c) Careshallbetakeninhandlinghazardouschemicalsandpetroleumproducts.

d) Casualvisitorsandunauthorized personsshall beforbidden fromthestore-room.

e) End users shall make their own arrangements to receive the stores items from the
storeroom.

f) The keys of the store room shall be depositedin the key board of the college /instituteand
receive through the key issue register maintained for the purpose.

RegistersandRecords:

Thestorekeeper shallmaintainandbethecustodianoffollowingregistersandrecords.

a) GeneralPurchaseRegister.

b) Dead Stock Register of furniture of Class Rooms, seminar hall, canteen and such
otheritems of furniture which are not in custodyof departments/ sections/ Adm. Office
etc.

¢) Thedeadstockregistersandconsumableregisterspertainingtodepartments/sections shall be
maintained and kept in the custody of HOD / section incharges.

d) Consumable registers for common purpose consumables procured in large quantity such
as stationary items, paints, oils etc.

e) Masterrecords of all the deadstock/consumable registersissuedtothe departments /
sections in charges.

Periodicalphysicalstockverification:

a) DeadStockltems:
100% physical stock verification of all the dead stock items shall be organized through
teams of teaching and non teaching staff at the end of academic year and shall be
completed at least one week before the start of the next academic year.

b) Consumableandsemiconsumableitems:
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100% physical stock verification of consumable and semi consumable stores items shall
be done at the end of each academic term i.e. twice in an academic year.

10. Writingofoffstores Items.

a)

b)

d)

Consumable, semi consumable anddead stock items of stores which have become
unserviceable andcannotbe used any further since their life cycle has expiredmay be
enlisted andshall be submitted to PRES by the principal for their consideration and
initiatingprocess of writing off of such items.
Storesitemsrendereduselessowingtonegligence.

If the store items are damaged and rendered useless owing to carelessness by the end
users, responsibilities shall be fixed on the end users / users and market value shall be
recovered andcredited to the accounts section of the college.
Damageduetothetheftandpilferage.

All such cases shall be promptly reported to PRES and a police complaintshall be lodged
in the nearest Police station bythe Vice Principal Admn. / Registrar.

Loss/ Damagedueto naturalcalamities.

Afullreportshallbe made bythePrincipal/Viceprincipal/RegistertoPRESforfurther
processing.

Prepared
byDr.A.A.Kulkarn
i

Principal , SVIT
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No.22-PolicydocumentforLibrary
1. Mission:
The mission of the library, as a gatewayto the global information environment, is to provide
the educational resources needed to meet the academic and research demands of the
institution.

2. Goals:
1. Toperformcirculationtasksaccuratelyandcompetently.
2. Toserveusersknowledgeably, promptlyand personally.
3. Toserveusersinanethicalway.
4. To enhancetheskillsoflibraryworkers.

3. Objectives:

1. To develop collections of books, journals,periodicals and other materials thatsupport,
enrich and satisfy the curricula and research needs of the institute.

2. Toencourageuseofthelibraryanditsfacilitiesbythestudentsandfaculty.

3. Toaidandinstructstudents,facultyandstaffintheuseofthelibraryandtoprovide bibliographic
guides to the contents of the collection.

4. To investigatethe changing educationalneedsofthe communityand to provide accessto
information, programs and services.

5. Toprovidereferenceandresearchservicesbyavarietyofmeans,includingprinted materials
and electronic resources.

4. Introduction:

The library is the center for learning materials and it serves as an important teaching agency
by providing bibliographic advice. Formal and informal instructions are given in the use of
the library to students through the orientation classes as well as bibliographic instruction as
requested. The programs and services of the Library are geared towards implementing the
mission of the institute with the specific objectives of meeting the educational needs of the
college and to provide community service.

Inorderto pursuethis mission, staffmembers ofthe the libraryis committedto the following
core values:

a) Excellence:
Library staff members are committed to the highest realistically achievable standards in
their roles as educators, facilitators, collection builders, service-providers and information
brokers. They are also committed to teaching, promoting and encouraging the goal of
excellence in their users.
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b) Integrity:
Library staff members are committed to the practice of ethical behavior and ethical
attitudes inalloftheir dealings withstudents and staff members, withother departments in
campus. They embrace the practice of high standards in their professional conduct andtheir
personal interaction.

c) Service:
Based on their recognition of the intrinsic value of people, Library staff members are
committed to service, rather than the pursuit of organizational self interest. In all of the
functionsofthe library’stechnicalservices, staff membersare intent onprovidingpersonal
help and innovative programs that will provide answers for the information queries of
users. Staff members also aspire to enhance and improve the abilities of all users in
personal research skills.

d) Communication:

Clear communication is a vital part of successful service and a foundation of the library’s
operating principles. We need to be good communicators with library users, who may not
be familiar withour policies, the wayanacademic libraryworksor evensome oftheterms we
use routinely to describe aspects of our job. A good communicator will keep informed
about the events, and resources that affect the workplace. Because so much of our work is
collaborative, library staff needs to communicate clearly with coworkers about the work
they are doing.

5. Care oftheProperty:

Library is an asset which has to be used carefully and developed for use of its member in
future. Assuchcausingdamageor losstothebooks, periodicalandother librarypropertylike
furniture, fixtures andportraitsshallbeseenasamajor misconduct inviting followingactions
against the default member.

i.  To recover the market price of the books / periodicals and such other library property

along with suitable fine as decided by the Director.
ii.  Suspensionofmembership temporarilyorpermanently.

6. Rights of Librarian:
The Librarian reserves the right of preventing any member from entering in the library,
reissueorrecallanyissuedbooksasper need. Inthiscase, thedecisionofthe librarianwill be final
and binding.

7. Generalrulesandregulationsofthelibrary:
I.  Workingtimingofthelibraryshallbefrom9.30amto5.30pm.Incaseofspecial requirement from
students library shall be open after office hours.
ii.  Silenceinsidethelibrarymustbestrictly maintained.
iii.  Nopersonalbelongingincludingbooksareallowedinsidethelibrary.
iv.  Booksborrowedona particulardaywillnotbe acceptedforreturnonthe same day.
v.  Mobilephonearestrictlyprohibitedinsidethelibrary.
vi.  Bookstakenfromthe shelfneedtobe keptonthetable andnotbackontheshelves.
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Vii.

viii.

Xi.
Xii.
xii.

Xiv.

Library catalogue kept at the entrance (public access catalogue) need to be used before
making entry for selecting any books.

Librarycardsalwaysbekeptwiththestudentsand shallmake useofthesameinlibrary.

A borrower shall withdraw his/her deposit amount within six months after thedeclaration
of the results. Otherwise it will be forfeited.

Books can be borrowed for a period of one week only by the student. If the same is not
refunded within this prescribed time he/she shall be liable to pay fine of Rs. 5/- per day
for the first ten days and Rs. 10/- per day thereafter.

The staff members if leaving the institution he/she shall return all the borrowed material
from library and shall obtain no due certificate.

A borrower is responsible for the safe custody and return of the borrowed book /
publication. In the event of its being lost or damaged he/she will have to reimburse
double the market cost of it.

Writing, markings, erasing of any marks on any book or manuscript will be consideredas
misconduct and he/she will have to pay fine stated by library committee.
AbookmaybereissuedonlyafterthesameisreturnedNoautomaticrenewalis permitted.
Periodicals andJournals has to be referred in the Libraryas theyare not to be issued on
individual’s name.

8. Librarycommittee:
Thelibrarycommitteeatcollegelevelshallcompriseof:

I.
ii.
iii.
iv.
V.

Chairman: AcademicDean

Members: HeadOfDepartments/Sectionin-charge

Member : AssistantProfessor/Associateprofessoronefromeach branch
Member : Registrar/officesuperintendent

MemberSecretary:Librarian-convener

9. Roleandresponsibilityofthe committee:

Vi.

Vil.

viii.

Toissuecircularsatleastonemonth beforethe startingof each semesterandcompile
requirement of books , periodicals and relevant library resources.

To prepare annual budget estimates for library and submit the same for approval of
theprincipal

To organize annual stock verification and submit the report to a principal by the end
ofMay every year

Toensureproper upkeepandmaintenanceofthelibrary
Tocompilebooksrequiredforbindingandarrangetogivethemtothebinderinthe month of May
every year

Toremovefromtheshelfoutdatedandunserviceablebooksifanyandproposedfor writing off
such books at least once in two years
Toproposeactionagainstmisuseoflibraryfacilities,suchastheft,damage,lossof library
facilities

To take surprise visit to the libraryand make a report to the principal to ensureproper
functioning of the library

To arrange to keep the library open beyond normal working hours on demand from
themembers promptly
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Xi.
Xii.

Xiii.

Xiv.

Toinspectandremovefrom theselfbooksandsuchotherresources,iftheyhavenot been used at
least once in a period of two years

Toinstallsafetygadgets inthelibrarysuchas fireextinguisher,closecircuitcameraetc.
Makesuchrecommendationsasarenecessaryforefficientandsafeuseoflibraryto satisfy its
member

Toensure issue/removalofmembershipcardstothe memberswithinone monthfromthe date
of reopening of the college/institute

Toensureprovisionofsafedrinkingwater,ventilation, lightingandseating
arrangements and ambiences so that users are satisfied in the use of library

10. Frequencyofthemeeting:

Atleastonceintwo months.

11. Quorum:
2/3%ofthemembersofwhichattendanceofthechairmanand convenerismandatory.

12. Tenureofthe committee:
Thetenureofthecommitteeshallbefortwoyears.

Preparedby
Dr.S.N.Hiremath
(Principal)
COPW,Chincholi
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1)

2)

3)

4)

5)

No.23-PolicyDocumentforBuildingCommitteeofGoverningBody

Introduction:
As per the directions of AICTE it is mandatory for allthe colleges/ institutes underthe ambit of
AICTE, to constitute the Governing Body as the apex body to take academicadministrative
and financial decisions for the smooth functioning of colleges / Institutes. The Governing
Body shall constitute sub committees as below.

a) FinanceCommittee

b) BuildingCommittee

c) PurchaseCommittee

d) StaffselectionCommittee
Accordingly policy guidelines have been framed for the activating of the BuildingCommittee.
This committee will take care of all existing structures, buildings, instructional area and
future requirement of building and other facilities.

Objectives:
(a) Toprovideafeasiblesolutiontoalltypesofexistingandfutureconstructionplans.
(b) To identifyoptimalsolutiontousespaceandoptimizeservicelevel.
(c) Toensurecostfeasibilityasperbudgetprovided.
Structureofthecommittee:
i)  Chairman: -One ofthemembersofGoverningBodyoftheinstitute.
i)  Members Secretary-Principal
iii) Members
a) TwoseniorfacultymemberspreferablythosehavingknowledgeofBuildingConstructio
n and Vice Principal administration
b) Maintenancesupervisoroftheinstitute/campus/CivilEngineerofSociety
Frequency, Quorumand Tenure of the committee:
Frequency:Thecommitteeshallmeetatleasttwiceinayear.
Quorum :Shallbe50%ofwhichpresenceofChairman, Member SecretaryandCivil
Engineer is mandatory.
Tenure :Committeeshallhavetenureoftwoacademicyears.

Dutiesandresponsibilitiesofthecommittee:

a. To keep updated records of land available with the institute such as 7/12 abstract, N.A.
order, Demarcation drawing (Index maps).

b. To keep all record of existing buildings such as plans approved by the competent
authorities(bothblueprint andsmallscale lineplans)showingroomwise function, size, area ,
room, label as required for AICTE reports etc.
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To keep details of required carpet / built up area for all existing courses as per AICTE
norms with respect to instructional, administrative and amenities.

. To work out details of additional area required for proposed new courses, additional
intake well in advance andpreparing its appropriate estimate.

To collect and comply with details about modifications /changes to be made in existing
building so astake careofchange in norms (if any) by AICTE with respect to buildings.
To collect and comply details of constructions within existing building like partition
walls, platforms, machine foundations, furniture etc. as per the need for budgetprovision.
To Collect and comply all details about yearly maintenance works like coloring,
plumbing, electrical fittings etc. along with estimate for making budgetary provisions.

. To put up details of all types new construction and alteration in the existing buildings,
repair and maintenance etc costing more than2 lack for approvalin the Governing Body
meeting of the institute for approval.

The committee will also keep the continuous follow up with respect to all above
construction activities so as to complete the same in time.

Prepared by
Prof.N.G.Nikam
Principal
Polytechnic,Loni
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No.24-PolicyDocumentforStaffSelectionCommitteeofGoverningBody

1. Introduction:
Selection Committee occupies an important decision point for a smooth and uniform
development of the institute.The focus of this policy document is to identify and place right
person for the right job and defined level of performance measured by certain criteria of
selection.

2. Objectives:
To identify resourceful and efficient workforce, to develop an organizational work culture
where there is a room for every one’s development.

3. ThereshallbeStaffSelectionCommitteefortheinstitutetorecommendselectionof following
categories of staff.
a) Teachingstaff
b) Non-teachingstaff

a) TeachingStaff:
The Staff Selection Committee for the teaching staff for the post of Director, Professors,
Associate Professors and Assistant Professors shall consist of the following members.

i) ForDirector:
a. Chairman,Chairmanofthe GoverningBodyofthelnstitute.
b. TwoVice-Chancellor’sNominees,outofwhomoneshouldbeanexpert
c. Onemember oftheGoverningBody
d. Three Experts consisting of a Director of the institute, a Professor and an
accomplished educationist not below the rank of Professor (to be nominated by the
Governing Body) out of panel of experts approved by the Vice-Chancellor.

i) ForProfessor/AssociateProfessor/AssistantProfessor:

a) Chairman,ChairmanoftheGoverningBodyofthelnstitute.

b) TwoVice-Chancellor’sNominees,outofwhomoneshouldbeanexpert

c) Two subject experts not connected with the institute to be nominated by
theChairmanofthe Governing Bodyofthe instituteoutofa panelofnames approved by
the Vice Chancellor.

d) Directorofthelnstitute.

e) If the post is reserved one, the Vice Chancellor shall nominate one additionalmember
belonging to University Reservation Cell.
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[The constitution of selection committee and the cadre of teaching staff will depend upon the
guidelines of the affiliating body and the apex body granting approval to the institution.)

1) The meeting of the staff selection committee shall normally be arranged in the month of

April/May or as and when need arises.

2) Before the meeting of the Staff Selection Committee is organized following procedures
shallbe completed.

Vi.

Vii.

viii.

Xi.

Xil.

Selection of teaching posts — The vacancies shall be indentified from the roster
maintained by the institute/trust before March every year.

After identification of vacancies, qualifications and experience etc., shall be clearly
noted against category of each vacant post.

The approval of Governing Body/ Local Managing Committee shall be obtained
before a request letter is sent to University for approval of the vacancies.

Arequest letter shall be sent to the University for approvalofthe vacancies as per the
roster and also the approval of the draft advertisement.The posts shall be widely
advertised in at least one national and one local news paper giving fifteen days for
receipt of application forms (sample format as per appendix ).

The vacancy notified shall be informed to Reservation Cell, University Employment
Bureau, SocialWelfareOfficer, TribalDevelopment Directorate, Nashik Road, Tribal
Development Officer, Pune, Project Officer, Sal, M.S.Co.Op.Tribal Development
Corporation, Nashik.

The candidates may apply against the posts giving their details regarding
local/permanent address, date of birth, category, educational qualification, teaching/
industry experience, information about faculty development programme, Seminars,
Conferences attended etc. in the prescribed application format.

The application shall be scrutinized by the Registrar/ Office Superintendent in
consultation with the Director/ Senior faculty nominated for the purpose and a list of
eligible candidates shall be prepared.

A request letter shall be sent to the University/Board for appointment of Staff
Selection Committee for the teaching staff.

After receiving the names of the experts of the panel of the staff selection committee
appointed by the University/Board through a letter, asuitable date /datesshall be fixed
in consultation with the staff selection committee members givingclear fifteen days
notice to the eligiblecandidatesand the members.The particulars of each candidate
called for interview, in consultation with the head of the department/ Principal of the
Institute shall be supplied to each member, so as to reach him/her seven days before
the date of the meeting.

Call letters shall be sent to the eligible candidates under certificate of posting.The
candidates shall be asked to bring their original documents with them on the date of
the interview for verification.

On the day of the interview, the candidate’s original documents are verified by the
registrar/ office superintendent or through a committee appointed for the purpose and
placed before the selection committee to facilitate them to conduct the interview.

The selection committeeshall prepare the merit list of the selected candidates and
recommend them to the University in the prescribed format within 72 hours of the
meeting (see appendix .11)
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xiii.  Acopyofthe selectioncommittee report is retained inthe institutefor issuing offer of
appointments/ order of appointments as a follow up action.

LocalSelectionCommitteeforfillingthetemporaryvacancies:

Where vacancy of a teacher is to be filled in temporarily but not exceeding one term (i.e. six
months), the appointing authority on the recommendation of the Principal of the institute shall
fill in the temporary basis.

If the vacancy exceeds the period of a term but does not exceed more 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,ChairmanoftheGoverning Bodyorhisnominee

b) Principalofthelnstitute

c) Theseniormostfacultymemberoftheinstitute

d) Oneexpertin thesubjectconcernednominatedby theChairman of theGoverning Body

out of a panel suggested by the University.

ThePrincipaloftheinstitute shallbe the Secretaryofthecommittee.

b. Non-Teaching staff:
Thestaffselectioncommitteeforthenonteachingstaffshallconsistofthefollowing members.
1) Chairman,ChairmanoftheGoverning Bodyorhisnominee
2) Principalofthelnstitute
3) Oneseniormostfacultymemberoftheinstitute
4) Anexpertnominated bythePrincipal
5) Registrar/Officesuperintendent -MemberSecretary
For the post of Office Superintendent,
1) Chairman,ChairmanoftheGoverning Bodyorhisnominee
2) Principalofthelnstitute
3) Oneseniormostfacultymemberoftheinstitute
4) Anexpertnominated bythePrincipal

The vacancies so identified shall be placed before the Local Managing Committee /
Governing Body for their information.

a) The posts shall be widelyadvertised in local news paper giving fifteendays fromreceipt
of application forms.

b) The candidates may apply against the posts giving their details regardinglocal/permanent
address, dateofbirth, category, educationalqualificationand experience etc., in the
prescribed application format.

c) The application shall be scrutinized by the Registrar/Office Superintendent in
consultation with the Principal/ Senior faculty nominated for the purpose and a list of
eligible candidates shall be prepared.

d) A suitable date / dates shall be fixed in the consultation of the staff selection committee
members giving clear fifteen days notice to the eligible candidates and the members.
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9)

h)

Call letter shall be sent to the eligible candidates under certificate of posting.The
candidates shall be asked to bring their original documents with them on the date of the
interview for verification.

On the day of the interview, the candidate’s original documents are verified by the
Registrar / Office superintendent or through a committee appointed for the purpose and
placed before the selection committee to facilitate them to conduct the interview.

The selection committee shall prepare the merit list of the selected candidates and
recommend them to the Chairman of the Governing Body.

In case of urgent needs walk-in-interview may be arranged to fill the vacancies of thenon
teaching posts.

Prepared by
Dr.S.M.Kelo
Principal, PRECLoni
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PravaraRuralEducationSociety,Pravaranagar

A/P-LoniKd,Tal-Rahata,Dist-Ahmednagar,(MS),Pin-413713
1S09001:2000Certified/AdarshaShikshanSansthaAward(Govt.ofMaharashtra)

Soci.Reg.No.Bom-94,AhmednagarDated13.3.1964 Fax:02422-273704
B.P.T.Reg.No.F-52/Ahmednagardated11.8.1964 Email: secretary_pres@rediffmail.com
Ph.:02422-273527,273700,273698 Websiteli:www.pravarares.org.in

No.25-PolicyDocumentforPublicationofTechnicalNewsletter

1. Introduction:
Pravara Rural Education Society (PRES) is the pioneer society in rural Maharashtra to usher
in technical education at all levels for Socio — Economic transformation of the rural masses.
These activitieswere initiated byPadmabhushanShri. BalasahebVikhe Patilinthe year 1981 by
establishing first Self financed Polytechnic College in August 1981. Over the last three
decades, the technical wing of the society has established six colleges/ institutes under its
domain. Rich potential of creativity and talentis available in the members of faculty, staffand
students of the technical institutions. To give an opening and to tap this resource and make
the same known to allunder Pravara Academic Complex, Pravara Tech newsletter will be
published as a quarterly. The newsletter will foster scholarly, literary and professional
dialogue amongst students, staff faculty and alumni. It will include poetry, opinions, essays,
columns and will give due recognition and publicity to the achievers.

2. TheObjectives:
a. Topromote asenseofcommunityamong students,staffandfaculty.
b. Topromoteplatformfor discussionofissuesofinterest ofstudents,staffandfaculty.
c. Tocirculateusefulinformationtostudents,staffandfaculty.
d. Toactasvehiclepostingpositiveimagefortheinstitutes,communicatechangesto students and

influence changes.

e. Tospotlightandintroduceachievers frominstitutes.
f. Tointroducenewideas,newapplications, newmethods,orshowhowtouse these.
g. Togiveaboostto differentfacetsoftheinstitutes.
h. To provide recognition to the students, staff,faculty, parents,management for the good

work they do by featuring them in the newsletter.

3. PRAVARATechnewslettercommitteeshallbeconstitutedinthefollowingmanner:

a.

b.

PATRON:Chairmanofthe PravaraRuralEducationSociety,Loni.

PRESIDENT:ViceChairmanofthePravaraRuralEducationSociety, Loni
PRESTech wingNEWSLETTERCOMMITTEEshall constitute of teachers,staff and students
nominated by PRES, Loni.

FacultyMembers-5

I.  Onechiefeditor(fromamongst the Principals)
il. Two co-editors
iii. Twomembers
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d. StudentsRepresentatives-5(fromthecolleges,institutesunderTechwing)
i Twofromfinal year
ii  OnefromThirdyear
iii  OnefromSecondyear
iv. One fromFirstyear
v OnefromITI

Responsibilitiesofthe committee:
a. Printing:Chiefeditorandco-editors

b. Circulation:
I. ToalltechnicalcollegesaffiliatedtoUniversity/Board
ii. To allfacultymembersofalltechnicalinstitute underPRES
iii. Tolibraryfor record.(10)
iv. ToallofficebearersofAlumniAssociationofalltechnical institutesunderPRES
v. ToallTechnicalCollegesandInstitutesandunderNagar, NasikandPune district.

d. Registration:Principaland chiefeditor,nominated byPRES
e. Budget:Chiefeditor

f. Report : Chief editor will submit a report on quarterly basis in the fourth week of the
month after the publication of the newsletter to the Registrar of news papers of India,
Ministry ofInformation and broadcasting, R.K. Puram, New Delhi-110006.

g. Preparebudgetestimates forprintingandpublicityandcirculationofthenews letter.

. Tenureofthemembersofthe committee:

The patron and vice chairman shall be the ex-officio members of the Pravara Tech news
letter committee. The tenure of all other members except the chief editors shall be for 4
years. The chief editor shall hold the post for 8 years.

Frequency ofthemeetingsofthe committee:
Thecommitteeshallmeetatleastonceinamonth.

. Quorum
The quorum shall be five. The Chief Editor shall normally preside over the meetings of the
committee.

. Staff

The staffequipment and consumablesrequired forthe printing and publishing ofthe Pravara
Tech newsletter may be engaged by the chief editor on part time or regular basis depending
upon the scope of the work.
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PublicationofPravaraTechwingNewsletter

Title PRAVARATechNewsletter

Volume Yearwise

Issue Quarterly

Frequency Quarterly

July— September
October—December
January—March
April-June

Contents Contributionbyinvitation

Importanteventsofthe quarterrelatedtotheinstitutes
Celebrations

VIP guest lectures

Seminars/Conferences/Workshops

Outbound / travelogue
Publicationsofthearticlesofthestaffetc.
Studentarticles,poems,quote,humor,newventure,expressions,
achievements, etc.

NGO RrWNDERERALODE

PictureGallery | Photographsofthevarious events.

Funds 1. Toberaisedbyadvertisements.
2. Supportfromalumniassociation.
3. Supportfrommanagement.

Disclaimer The views expressed by the authors in the article published in the
newsletter are their own. They do not necessarily reflect the views of
the institute they work for or study in.The contents of the
advertisements published inthe Newsletter belong to the organization
ortheirrepresentative. TheNewsletter isinnowayresponsibleforany
liabilityarisingofthecontents /textoftheseadvertisements.

FORMATFORQUARTERLY REPORT
ChiefEditorwillsubmit areportonquarterlybasis inthe fourthweek ofthe monthafter
thepublicationoftheNewsletter. Thefollowingformatwillbeusedforquarterlyreport.

Volume | Issue | Monthof Copies Circulated to Total
Publication | printed expenses

01 01 Library,Staff,Students,
Technicalcollegesunder()

Prepared by

Dr.S.R.Pattan
Principal,PRCOP,Loni
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Soci.Reg.No.Bom-94,AhmednagarDated13.3.1964 Fax:02422-273704
B.P.T.Reg.No.F-52/Ahmednagardated11.8.1964 Email: secretary_pres@rediffmail.com
Ph.:02422-273527,273700,273698 Websiteii:www.pravarares.org.in

No. 26 - Policy Document for Scholarship Scheme for
EconomicallyBackwardandTalentedStudents

Introduction-
The late PadmashriDr. Vitthalrao Vikhe Patil, a humble farmer bybirth, wasan institution in
himself and pioneered the first co-operative sugar factory in Asia. According to him co-
operative movement is a tool for social, educational and economical upliftment of rural
masses. He established Pravara RuralEducation Society in 1964 and has left a rich legacy of
the educational, socialand many humanitarian initiatives. His intentionwasto bring
primary,secondary and higher education to economically and socially backward section of the
ruralpeople.
To realize the visionary thoughts of Padmashree his worthy son padmabhushan Hon’ble Shri
Balasaheb Vikhe Patil, Ex.Union minister for heavy industries and public enterprises,Govt.
ofIndia has started number of institutions in rural area in the field ofengineering, technology
and medical sciences .
Presently more than 40000 students are studying in these institutes at Loni , and many morein
other institutions of the society in Maharashtra. It is the desire of Hon’ble Padmabhushan
Shri.Balasaheb Vikhe Patil to ensure that no student from the area under the pravaraacademic
complex is denied of persuing his/her education to the highest level, solely on the economic
grounds.

Objectives:
The objective of the scheme is to identify talented students from the higher secondary to

graduate leveland supporttheir keendesire to perceive higher educationtothe extent ofsuch
facilities available under Pravara academic complex without hindrance solelyon the grounds
of economical unaffordability .
Scope:
ThisschemeshallcoverallthestudentsunderPravaraComplexhavingdomicileoftheir parents at least
for five years under Pravara Complex.
StudentsunderEarnandLearnscheme willbe givendueweightage.
Fiftypercentofthescholarshipsshall bemadeavailabletogirlstudents.
Resources:
Fortheawardoffinancialsupport fundsshall begeneratedfromfollowing resources:
1. Donations fromcharitable trusts.
2. Donationsfromalumniassociation ofcollegesandinstitutionsunderPravara complex.
3. Donations fromN.G.O.
4. Donationsfromindividualsor fromfamilies.
5. Donationsfromindustries,companies, societies.
Such funds shall be keptinvestingin authorized banks andinterestearned upon them shall only
be utilized for the purpose of the scheme.
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No. ofscholarshipsandthevarious categories:

Sr. Level Noof Amount(per Total

no scholarships programme) Amount
1 | Secondary 05 Rs.10000/- Rs.50000/-
2 | Highersecondary 05 Rs.12000/- Rs. 60000/-
3 [Tl 02 Rs.20000/- Rs.40000/-
4 | Polytechnic 02 Rs.40100/- Rs.80200/-
5 | Graduation 01 Rs.42000/- Rs.42000/-

(inprofessionalstreams)
Total 15 Rs.2,72,200/-

Note:- The scholarship amount shall cover the fees of respective professional

programmes.

No. of scholarships will be increased in due course of time depending upon the quantum

of resources generated .

Selectionprocedure:

1. Wide publicity shall be given in the schools and professional institutes or colleges under
Pravara academic complex in the first week of January every year. Inviting applications
through the principal of respective schools and colleges .For the award of scholarships inthe

prescribed format as given in Annexure 1
2. Thescholarshipawarded shallbecontinued tillthecompletionoftheprogramme/course.

3. The scholar has to apply for renewalof his scholarship in thebeginning ofeveryacademic

year after the declaration of his results.
4. ltisdesiredthatthescholarhastoshowgoodconductandperformwellinthe examination.

5. The continuation of the scholarship shall solely depend upon the decision of the committee

in case ofunsatisfactory conduct and performance.

Repaymentofscholarshipamountdisbursed:

The scholarship amount disbursedto the scholar shall be treated as interest free loan. The loan
amount shall be repaid by the scholar per month for a period of five years. The repayment

shall start one year after he starts earning .

Managementofthescholarshipfunds:

The fundsshall bemanagedbyacommitteeconstitutingoffollowingoffice bearers
1. Chairman : NomineeoftheP.R.E.S,Loni

2. Member:

i.  PrincipalofsecondaryschoolnominatedbyP.R.E.S.,Loni

ii.  OnePrincipalOfhighersecondaryschoolnominated byP.R.E.S.,Loni

iii.  Principalofl. T.InominatedbyP.R.E.S.,Loni
iv.  PrincipalofPolytechnicnominatedbyP.R.E.S.,Loni
v.  PrincipalEngineeringCollegenominatedbyP.R.E.S.,Loni

Conveners:

vi. PrincipalofCollegeOfArchitecturenominatedbyP.R.E.S.,Loni
vii. PrincipalPharmacyCollegenominatedbyP.R.E.S.,Loni

viii.  PrincipalBusinessManagementCollegenominatedbyP.R.E.S.,Loni
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Roleandresponsibilitiesofthecommittees:-

1.

To give wide publicityand invite applications forscholarships fromneedyand deserving
students under Pravara Education Complex in the month of January every year.

To compile the applications and callthe needystudents for personalinterview before the
committee.

To make panelofneedystudentsunder different categoriesand recommend the same for
approval by P.R.E.S.
Toconsiderandsettlegrievancesofscholarsifany,intheregulardisbursementof scholarships.
Toappealtopotentialdonorsforraisingthefundsfor scholarships.

To invest the funds in appropriate banks/schemes to earn interests for disbursement for
scholarships.

Toarrangetocarryoutinspectionofthetransactionofthe schemebythirdpartyexpert.

Frequency ofthe meetings : Frequencyofthe meeting shall be at least three times ina year or as

and when required.

Quorum:The quorumshall be fiveofwhichthe attendanceofthe Chairman and theconvener is
mandatory.

Tenure:ThecommitteeshallbeconstitutedbyP.R.E.Sanditstenureshallbefor 3 years.

PreparedBy-
Prof.SuhaasChoudhari

Vice-Principal
PravaraRuralCollegeofArchitecture,Loni
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Annexurel

SCHOLARSHIPAPPLICATIONFORM
AcademicYearOfApplication

Dateof Application Passport size
CourseAppliedFor photo
NameoftheCollegeWhere Admitted
Signature

AcademicPerformance
SSC/HSC Board
PassingYear SSC/HSCSeat No. MarksObtained
InformationRegardingtheApplicant:
Applicant’s Name
Mother’s Name Father’s Name

Date of Birth

Gender

Orphaned-Yes/NoDisabled Yes/No

Applicant’s Annual Income Rs Total Annual Income Rs

Income From all Sources Rs
( Attach copy of income certificate)

StudentPrequalifyingDetails

Last attended school/college/Institute
Last Exam.Passed

Last Exam.Passed Year Last Exam.Marks
LocalGuardian’sAddress

Phone Nos.

Addressfor correspondence
Phone Nos.
Parents/Gardian’sPermanent Address
PhoneNos.
The institution where the scholar is admitted
Name of the Institution
Course.
ForAccountDetails.
Bank Name Branch Name
Account no
Declaration

Theinformationfurnishedbyme iscompleteand correct.lbearthecompleteresponsibilityfor all the
above information provided.

Applicant’sSignature
Parent’sSignature
Principals’sSignature
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RecommendationoftheCommittee
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