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PART-I

SERVICE RULES

CHAPTER 1-SERVICH RECORDS

1.I. SHRVICE CONDITIONS FOR THE STAFF:

1.1.1.  Every member of the staff shall  agree to abide by all  the conditions herein stated and
also siEc!i  cotrditiiitrls `as ii-i`ay tie sSip`[i±`ated  fEtlirl  time :`i tir!ier rT;v-€ite i-;cii'flpefeiit dtit{i`^rrity.,

1.1.2.   Every  member  of  the  staff  shall  employ  himself'herself  honestly,  efficiently  and
diligently  under  the  orders  and  instructions  of the  Principal/Designated  Authority  or  other
officer  under whom  he/she  shall,  from  time  to  time,  be  placed.  He/She  shall  discharge  all
duties pertaining to the olTice and perl-orm in. such a manner whic`r. may be required of him/her
or which are necessary to be done in histher capacity as aforesaid.

1.1.3.  Every  member  of the  staff shall  devote  histher whole  time  to  the  duties  of the  said
employment and shall not, either directly or indirectly, carry on or be concerned/ involved in
any  trade,  business  or  canvassing/private  consulting  work,  private  tuition  or  the  like  of a
remunerative  kind  or  of an  honorary  natul.e  without the  specific  written  permission  of the
Chairman or his nominee.

1.1.4.  Notwithstanding  anything  contained  above,  whenever  any  consultation  work  for  any

private  firm  or  institution  is  undertaken  by  the  college,  such  members  of the  staff as  are
required   will   be   commissioned   by   the   college,   with/without   addition   remuneration   of
honorarium as prescribed by the college, from time to time.

1.1.5.  Any  staff member,  on  appointment,  except  on  contract,  shall  be  on  probation  for  a

period of one year.

1.1.6.  All the teaching  staff shall  be paid  AICTE  scale  of pay and  other allowances  as  per
College  norms.  In  addition,  contribution  shall  be  made  by  the  management  towards  the
employee  provident  fund,  at  a  rate  fixed  by  the  Government  of Maharashtra,  on  the  lary.
Granijty  as per the  Government of Maha_racht_ra  Tule,_a  will  be given  to  all  teaching and  non-

teaching staff who have completed 5 years of service in the institution. This will be paid to the
staff only at the time  of retirement / resignation.  However,  in  case  of death,  minimum  frve

years of service is not required, as per the Government norms.

1.1.7.  Staff atter`]dence should be  sigii-led ever:,r day.  15  mLir`Lutes huefore the comnT][epLcemertt of

regular class hours,  and at the end of the working hours for the day unless they  are on duty
outside the campus, or on leave. Late-coming will  be dealt with separately by the competent
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1.1.9. If a staff member on any kind of leave has to be out of station, he/she should intimate
the  PrincipalDesignated  Authority histher  exact  out  station  address  and  phone  numbers  in
histher leave application.

1.1.10.  No  member  of the  staff  shall  apply;  during  the  period  of histher  service  in  this

;nps:i::{t:oftynfs°hrosuTddte°rr:uat[enjntgi::;P:fi:i;hihcej;ai:eps:=i::i°|:fth::i;.anAangye:reenatcin:fs:C]:
rule will be viewed seriously and suitable disciplinary action will be taken. The management
may permit not more than two such appiicatious in an academic year, but reserves the right to
refuse the forwarding of such applications  in case there  is any bond  for the  employee  for a

particular period of service in the college.

1.1.11.  The  Principal/Designated  Authority  shall  have  the  right  to  place  any  staff  under
suspension on charges of misconduct.

1.1.12.  In  a  case  wherein  a  member  of the  teaching  or  non-teaching  staff  commits  any
misconduct   in   discharge   of  histher   duties,   the   Chairman   has   got   discretion   to   award

punishment such as waning,  censure, withholding of increment with or without cumulative
effect after conducting an enquiry by a committee constituted by the Chairman.

1.1.13. For the development and progress of the college/deparment, all members of the staff
should  work  as  a  team  and  they  should  also  maintain  a  cordial  relationship  with  other
departments.

1.1.14. In any meeting or assembly, decorum should be maintained and difference of opinion,
if any shall be expressed politely in diplomatic words without hurting the feelings of others.

1.1.15.  If a  staff member  draws  advance  from  the  college  to  meet  financial  expenses  for
ciffii`i.a[  tour  or  flir  .±i'!`arlge.Ineiit of .a i`|iiiE.gt-e.-y-e[It,  !!e  r' s±ig sha!±  settle the  ai`L`crLil-it w-ithin  21

days from the date of drawal of advance or within 7 days after the completion of the event for
which advance was drawn failing which the advance shall be adjusted from his salary.

I.I .16.  Staff Members,  if and  when  relinquishing  their job,  shall  hand  over  their jobs  and
responsihiliii€s and get €±i€ NoC friim ail depantrleni:> iLCTHferr!e.ti

1.1.17. All members of the staff shall be governed by general rules / norms also practiced by
college. from time to time.

1+2 TERMINATION 0F SERVT_CE

1.2.1. A member of the staff shall hav`e histher service terminated by giving one month notice
or  one  month  basic  salary  in  lieu  thereof,  in  case  of  temporary  appointment  or  during

probationary period. In case of permanent service three months notice or three months salary
Eptust be giver„

1.2.2. The Chairman shall have the power to terminate the services
the college, for any of the following reasons:

of a member of the staff of

:;A8Hvqpp?.(r:I;,]!:,il',:;;^iu``„c:.t,,?:.J:ih,:i;;(;I;i,t`,;



a. Serious misconduct and willful negligence of duty:

b. Gross insubordination;

c. Physical or mental unfltness; and

d. Participation in any criminal offence involving moral turpitude.

In such termination cases, rule  I.2.1  will not be applicable and the  staff member will not be
eligible for ally teiiiiiirai beii€flt.

CHAPTER 2- METHOD 0F RECRUITMENT

2.1. AppOINTMEr`IT oF THACHERs:

a. All posts of the teachers shall be widely adveitised with particulars of minimum and other

qualifications,  if any,  and  emolrments.  Reasonable  time  shall  be  allowed  to  applicants,  to
submit their applications.

b. The date of the meeting of the Selection Committee shall be so fixed as to allow the notice
for interview; in consultation with the Head of the Department/Principal of the College, Head
of the Recognized Instrfution, shall be supplied to each member, so as to reach him seven days
before the date of the meeting.

c.  The  quorum to constitute a meeting of the Selection Committee shall be four members of
whom, one being an expert nominated by the University.

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

e.  The  Competent  Authority,  with the  approval  of the  Vice-Chancellor,  shall  appoint  from
amongst  the  persons  so  recommended  the  number  of persons  required  to  fill  in  the  posts.
Provided  that where  the  Appointing Authority  proposes  to  make  an  appointment  otherwise
than in accordance with the order of merit arranged by the Selection Committee, it shall record
its   reasons   in   writing   and   refer   back   to   the   matter   to   the   Selection   Committee   for
reconsideration  within  fifteen  days  from  the  date  of report.  There  after the  decision  of the
CciErii-Teteiii  Aiit!-riliity.  if aripi-lived i`iy t!ie `vTi€e-C! ,`arli-,e{ ills , s!.!`a{ i be fi!i`al ,

Major steps in appointment are as follows:

•    Approval of Teaching posts by K.B.C. North Maharashtra university, Jalgaon.
•     Advertisement for _fi]]ing teaching posjrioT]s in leading Newspapers.
•     Scrutiny of applications received before last date mentioned in the advertisement.
•     Selection  committee   is   constrfuted  by   the   K.B.C.  North  Maharashtra  University,

Jalgaon.
Fixing  of schedule for conducting interv iew Intimation to candidates

{°``€D`.6.V.PJ„';aiitlai's,:Lillegeofpharmag}`
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and time of interview Reporting of candidate and verification of certificates.
•     Interview conducted by selection committee constituted by K.B.C. North Maharashtra

University, Jalgaon.
®     Submission  ol- selection  comminee  recommendations  to  K.B.C.  North  Ma.narashtra

University-Jalgaon for approval.
•     Issue Appointment letter to the selected candidate.
•     Joining by selected candidat¢and inclusion of the candidate in regular muster roll.

8. Fi!!ing in of Temporary ij'acaney (Ad'noc Appoininen€ a± !Hstiinte level through !ocaE
selection com mittee) :

Where  vacancy  of a teacher  is to  be  filled  in temporarily,  the  Appointing Authority  on the
recommendation  of  the  Principal/  Head  of the  Constituent/Affiliated  College/Recognized
Institution shall fill in the temporary vacancy.

If the vacancy exceeds a 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.

MajLir steps iH appoinineni are as foi!ows:

•     Advertisement  of teaching positions  in  leading Newspapers  Scrutiny  of applications
received before last date mentioned in the advertisement.

•     Fixing of schedule for conduct of interview Intimation to candidates regarding date and
time Of intervie`T,/.

•     Reporting  of candidate  and  verification  of certificates  Interview  by  local  selection
committee.

•     Submission    of   local    selection    committee    recommendations    to    K.B.C.    North
Maharashtra University. Jalgaon for approval (for one academic year).

a     Issue appointmerLt letter te the selected candidate.

C. Reservation of Posts:

The College shall reserve the posts out of the total number of posts to be filled in by selection,
for the memhei.s of. the re`served categories as Scheduled Castes; Scheduled Tribes, Denotified
Tribe and Nomedic Tribes.

CIIAPTER 3-LEAVE RULES

3.I. LEAVE RULES:

3.1.1. Leave shall not be claimed as a matter of richt.

3.1.2. A member of the staff shall not normally or on any pretense absent hinself/herself from
histher duties without prior permission of histher superior.

3.1.3.   Lezl`re  ieit.grJ  is  to  b€  sLt'L`-.qlitted  in  at!+aiiL-c  .and  appfuva±  Irmst  be  ub`[airictJ  ririor  to

©         ,,-'„,::?i[r\¢jS\m6aEL
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3.1.4.    In   case    of   absence    on   Medical    grounds,    intimation    should   be    sent   to   the
Principal/Designated  Authority within  12  hours  of start of medical  attention  and  a  Medical
Certificate shall be produced at the time ofjoining after leave.

3.1.5. Leave of any kind will not be sanctioned when the services of the staff are needed for
the college work or when there is an unfinished job involving the employee.

}F

3.2. CASUAL LEAVE (CL):

3.2.I.  All  employees  are  eligible  for  12  days  of casual  leave per year @  I  day  per month
during the Academic Year from 1 " June to 3 1 st May,

3.2.2.  Probation  period  staff members  are  allowed  to  take  leave  after  completion  of the
respecti`re moEths only `

3.2.3. At a time not more than 4 days including holidays shall be granted. Carryover of lapsed
CL is not permissible.

3.2.4.  Permission  for  short  absence  not  exceeding  one  hour  on  any  working  day  may  be

granted at the discretion of the designated authority.

3.2.5.  If the  number  of permissious  for  short  absence  exceeds  2  in  a  month,  it  shall  be
considered as a half day CL for 3 permissions ancl one day CL for 5 permissions.

3.3. `yTACATEON i,HAVE (vL} FOR TEACHEr`TG STAFF

3.3.1.  These  rules  govern the  availing  of vacation  leave  for  each  semester.  The  maximum
duration and number of days shall be decided by the Principal/Designated Authority.

3`3`2.  Tb_e  tcttal  r`_umber  cif VL  days  for  .m`embers  of faculty  is  ljm_ited  to  60  (Sirty),  for  a`

continuous service of 12 months in the institution.

3.3.3. These 60 days can be availed for a maximum of 20 days in the winter vacation months
of November or December. The balance 40 days can be availed in the summer vacation period
in the months of May, June or July.

3.3.4.  However, vacation  leave  shall be  availed as per the circulars  issued then and there  in
this  regard,  indicating  the  slots  in  the  period  identified  for winter  or  summer  vacation,  to
ensure smooth functioning of the institution.

3.3.5.  A  slztff mg[rlber  bc-L.omcs  digibig  for  iJ'L  only  after r€ridering  a  itofltinuuus  servii.a  of
one  full academic year as on 31  June.  ie.  from  1  July of a calendar year to 31"  June of the
following academic year.

3.3.6.  However,  in  special/ deserving  cases,  VL  can  be  sanctioned  after  6  (six)  months  of
i`tj!t€im!o[is  seivii`€,  illt'±L[di!Ig  Ei-!e  fLT±!tiriarir!g  ¥uaera_iioli period,  c`i!  Fti+1  iz!ta  basis.  h'i  slit+±'I  c-a,sei*

staff members are required to serve the institndon for a further period of six months or one
semester, so that total service of one year can be obtained.

.~      ~-   -f`

§1)/aw'A`!`,.

@!€`t..!`,)I;i,.,=,

aETf.:`..:z;A;`,

RTzii
•.|i,_(ilN,`J!P4L

i]`S.Gl/nrJ.!utai.tJai's,Ccll@i5cofpharr{1ac`,'

SiiAHAFIA\-42.5£i39Jl;:tli:,'){}.!!.`;::[t.!J!



3.3.7. In case a staff member,  after availing VL as per para 3.3.7 does not complete the full
term of 6 months or one semester, the leave availed will be treated as Leave on Loss Of Pay

(LOP) and proportionate salary will be deducted from any payment due to him/her or will be
recovered from the said staff member.

3 .3 .8. Any unused part of vL cannot be carried over to the next academic year.
}t

3.3.9.   While  calculating  the  number  of  days  of vacation  leave,  all  intervening  declared
hiilidays and Sun!d+ays w±!i bg i!Iiit!detJ.

3.4. LEAVH WITII LOSS OF PAY

3.4.1.  Any Leave  availed  in  excess of the prescribed  limit  shall  be  deemed to be  Leave  on
Loss  of Pa.y  (LOP)I  If the  quanttm  of lop  i<  more  t_h.an  10  da.ys  in.  an  yea_r,  it  will  be
considered  as  a  Break-in-Service,  unless  acceptable  supporting  documents  in  evidence  of

justifying        such        excess        leave        is        provided.        The        decision        of       the
Management/Principal/Designated Authority shall be fmal in such cases.

3 .4.2. If airy staff rrrerr`Lber abserL€ froirL dsty ``,'i+.hLG.ut prior or later per rrLission. stick peried of
absence  will  be  considered  as  LOP.  Such  absence  will  also  be  considered  as  a  Break-in
Service.

3.4.3  Absence  with  or  without permission  and  without  making  alternative  arrangement  for
class ci!  Of±ie£'  ifrlficirt-a!-!i tjLity-wi!± `aiso tg €reatgd  fi.s LOP.  slick abs€ilt:~E ifui±± a±sc. tig cc.iisidei€Li

as a Break-in-Service.

3.4.4.  Two  such  breaks  in service within a period  of one year will  make the  staff member
ineligible  for  increment  in  pay  and  also  for  availing  VLAIL  in  the  semester  in  which  the
second break in service occurs.

3.5. OUT-STATloN DUTY (oD) or DUTY LEAVE a)L)

3.5.1.  OD will be granted when staff members are required to go out on official duties or to

participate  in  seminars,  etc.  as  approved  by  the  Principal/Designated  Authority.  When  staff
members go for examination woi.k for Universities other than Kavayitri Bahinabai Chaudhari
North Maharashtra University, OD will not be granted.

3 .5.2. Number of days on OD for Exam duty is limited to 16 for a year at the rate of 8 days per
semester and if availed in excess, the excess days shall be deducted from other eligible leave
at the credit of the staff.

3.5.3. In addition to the above a faculty member  is eligible for  12 days OD to participate  in
Conferences, Seminars, Workshops, etc., including paper presentation.

3.5.4.  The Principal/Designated Authority shall have the right to cancel the leave sanctioned
eariit.I,  aLTiy  Ermer8eney  wi.riL in  ife€ i`i>E±8g€.
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CHAPTER 4: MEDICAL FACILITIES

4.1.  First  aid  is  available  into  the  qollege.  The patient is taken,  when  needed to  the nearby
Govt.  CTeiienji! HosiiitaS ilr Piiva{er Hc.sfli{ai at S}iai=rad`a  t' ?`'La§:Tt_itEr!-ri3r  f`ii. treaim€iit

CHAPTER 5: CONDUCT & DISCIPLINE

5.1. DISCIPLINE

5.1.1.   The   Chairman  or  any   other  competent   authority  may  place   an   employee   under
suspension when disciplinary proceedings against him are contemplated or are pending or a
case against him in respect of any criminal offence is under investigation, inquiry or trial.

5.1.2. An employee who is detained in police orjudicial custody, whether on a criminal charge
or  otherwise  for  a  period  exceeding  48  hours  or  is  sentenced  to  a  term  of imprisonment
exceeding  48  hours  by  a  court  of  law  and   is  not  forthwith  dismissed  or  removed  or
compulsorily retired consequent to such conviction, shall be deemed to have been suspended
with effect from the date of his detention/ conviction by an order of the Chairman and shall
remain under s``tsperls±frr± tl]iti I fitrf=Ter oii`i€_rs

5.I.3.  An order of suspension made or deemed to have been made under this  bye-law shall
continue to remain in force until it is modified or revoked by the authority competent to do so.

CHAPTER 6- APPHALS AND REVIEW

6.1  The staff members of the College are welcome to submit their appeals or grievances if any
to the PRINCIPAL/CHAIRMAN for review and 1.edress

PART-II

THE DUTIHS AND RESPONSIBILITIES 0F TEACHING FACULTY

CHAPTER 8: GENERAL

8.1.   The   Faculty  Member   should   come  to  the   college   at   least   15   minutes   before  the
commencement of classes and should  leave the  college not earlier than  15  minutes after the
end of the last hour.

8 2T _A]! the Far,ti]ty MembeJ.q are a,xpected to folhw the ni]eQ and regrilatir`r!s cif the hc:till.ition

as prevalent from time to time.

8.3.     Faculty     Members     are     expected     to     update     their     knowledge     by     attending
seminars/workshops/conference,       after      obtaining       necessary       permission
Principal"anagement.

from       the

•1`,  `   ,  )  r,    -'
r-i,,iJJ     ,,

p 5.6 .,,, "  ;J!£,l`ll=!,  „ ,''.

s)1,f+i,`,&`OA-£``25fr,i,I;i-`t;tijJoiiRBA§`j



8.4.   Faculty  Members  should  attempt  to  publish  text  books,  research  papers  in  reputed
lnternational/ Indian Journals/Conferences.

8.5.  Tlie' Fat.i-titty-Member i'ittist stri-v-e !o prq'veJr€ 1-ii!'!-!sdf/` iters€if ac+acftmii`aily  fo I'!-!eet  ail  €i-ie

challenges and requirements  in the methodology of teaching so that the  input may be useful

:°ernet:I:i:rjdnefln:e::=nu:`rg]d::gta:g8;h:V;e¥soFnaac]:;tyo¥:::ee:ts[S=:P::;::et:h::t]edn:s;;:Ta::
himselfTherself actively  with  such  extra-curricular activities which  he/she  is  interested  in  or
assigned to him/her from time to time.

8.6. Groupism of any kind should be absolutely avoided. Faculty Members found indulging in
such activities will be subject to discipline proceedings.

CHAPTER 9: BEPARTME3`TT

9.1  The Faculty Member should always first talk to the HOD and keep the HOD in confidence
about the member's professional and personal activities.

9L2  The teaching load will be al!ott+ed by  the HC`D  after tak!king into  account of t_he  Faculty
Member's interests

9.3. In addition to the teaching, the Faculty Member should take additional responsibilities as
assigned by HOD/ Principal in academic, co-cumicular or extra-curricular activities.

9.4.  Every  Fai`uiiy  Member IT!usl gil/€ serm:I!a!  tf!! sul`!Ig €ijpie- .a`c  !€ztst c`I-ii`E ill eat.i! st.I[It.sit.I tii

other faculty.

9.5.  Every  Faculty  Member should  maintain  student's  attendance  records  and the  absentees
roll muniber should be  noted  everyday  in the  Master attendance  Register maintained  in the
Department as soon as the classesnaboratory hours are over.

9.  6. Whenever a Faculty Member intends to take  leave, the Faculty Member should get the
leave    sanctioned    in    advance    and    with    proper    alternate    arrangements    made    for
classnab/invigilation.  In  case  of emergency,  the  HOD  or  the  next\ senior  faculty  must  be
infomed with appropriate alternate arrangements suggested.

9.7.  The  Faculty  Member  should  make  himselfflerself presentable.  The  Faculty  Member
should show no partiality to any segment/ individual student.

9.8.  The  Faculty  Advisor  must update  the  student's  personal  file  regularly  and  put  up  for
inspt.i`tiun by HCJD/Print.iF`ai z!s the i.asg mz!y tig.

CHAPTER 10: CLASS ROOM TEACHING

10.1.  Once the  subject is  allotted the  Faculty Member should  prepare the  lecture hour wise
lesson plan.

10.2 The Faculty Member should get the  lesson plan and course file-approved  by HOD and
Principal The course file consists of preface2`p__r_ovious year university question papei]estlon?apeqzes'

•.             `.`  .....
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hand  outs  OIIP  sheets,  test/exam  question  papers,  two  model  answer  scripts   for  each
test/exam, Assignments (if any), minute paper, feed back analysis report etc.

1`?i.3.  The  F`ai`L!fty-Merrt-!ber's  riiaiy  r!!rList  bg  i.egLI1`ariy  ijpda€ed  -a!-!d  piit  i)p  filr  inspec-ficl!±  by-

HODffrincipal as the case may be

10.4.  The  Faculty  Member  shouldtrefer  to  more  books  than  textbooks  and  prepare  histher
detailed  lecture  notes.  These  lecture notes are histher aids.  The Faculty Member  should  not
dictate the notes in the class.

10.5. The Faculty Member should go to the class at least 5 minutes before and enter the class
without delay when the bell rings

10.6. The Faculty Member should engage the full 60 minutes and should not leave the class
€ztrly.

10.7.  The Faculty Member ideally should recaptiire for first 5 minutes the lessons of the last
lecture, tell what is going to learn in another 2 minutes, then explain the lecture well up to 40
minutes and In the last 3 minutes conclude and say what we will see in the next class.

10.8. The Faculty of Member should cultivate to include humour in the lecture, to break the
monotony-

10.9.  The  Faculty  of Member  should  practice/rebcarse  the  lecture well  before  going to  the
class.

10.10. The Faculty Member should make use of OHP. Models etc., as teaching aids.

10.11. The Faculty Member should encourage students asking doubts/questions.

10.12. The Faculty Member should get the feedback from students and act adjust the teaching
appropriately.

10.i3.  The  Fa.'[tlty  life-IT!ber  sfiiiL!id  take  i-zLTc  i.f dt`tdderrlicai±y   i.z!i.kwarijs  students  arld  pz!y

special attention to their needs in special classes

10.14.  In  problem  oriented  subject,  regular  tutorials  have  to  be  conducted.  The  Tutorial

problems have to be handed over to the students at least in week in advance of actual class.

10.15 . The Fztt`;ul€}/  }vfei-jlbel-sha5! give pussibfg 2-mark qugsiiiins witii ansvyt.rs for eat.h urii1.

10.16. The Faculty Member should sign in the class log book every day after he/she finishes
the lecture.

10` 17. Tbe _Faculty Men.her sh.ou!d interact wit_h. t_h_e Class cocedLnLator c`r cc!urT`.selor an_d inform
him/her about the habitual absentees, academically backward student, object
etc.

nable behavior

ns||\'j3.Wand,=;.'s,Cc\levd9ofpi}3rm3Cy
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10:18.  The  Faculty  Member should always aim  for  100% pass results.dn histher subjects and
work accordingly.

10.      ±9.     Tl-ie     F.ai`'i!±ty-     illei.r!tier     si-iotiid     rggtiiaiiy     -visit     ±iL`!ary     a.!id     read     tile     l`atesl

journals/magazines in histher specialty and keep oneself abreast of latest advancements.

10.20. The Faculty Member should inake himself herself available for doubt clearance.

10.21.     The    Faculty    Member    should    motivate    the    students    and    bring    out    the
i.icaii\riiyr'cirigi-t`iaiity  iri  i!'I€ s€.L!tJt:i-Ii>.

CHAPTER 11: LABORATORY

11. I . The Faculty Member going for laboratory class must perform the experiments personally
a.n_d be satisfied with the results before as_king t_h.e students to cop.diet t_h_e experimeflts.

11.2.  Whenever possible,  additional experiments to clarify or enlighten the students must be

given.

11.3 The lab observations/records must be corrected then and there or at least by next class.

CIIAPTER 12: TESTfflxAM

12.1.  While  setting  question  paper,  the  Faculty  Member  should  also  prepare  the  detailed
answer and marking scheme and submit to HOD for approval.

12.2. During invigilation, the Faculty Member should be continuously moving around. He/She
sho`Ild  not sit  iTI  a  place  for a  prolmged  time   +le/  Slie  c`hntild  watc,h  a,Iosely  so that  nobody

does any malpractice in the exam/test.

12.3 . Whenever any malpractice is noticed, the Faculty Member should get a written statement
from  the  student  and  inform  the  University  Representative  /  Chief Superintendent.  (Class
coordinator and HOD concerned in the case of cycle test/Model Examination).

12.4  The test papers  must be corrected within three  days from the date  of examination  and
marks submitted to the HOD for forwarding to ACoprincipal with remarks.

12.5: The faculty members should be very fair and impartial in awarding of internal marks to
students  ur  in  sglc'i`ting  the  L`ul.slzmding  stuiJer!t>  Of Ltrt?  dgparilr±eni  ;'  i`iilieg€  and  un  sirriilar

occasions,  it  should  be  done  strictly  as  per  the  prescribed  norms.  It  should  not  have  any
bearing with region, language, religion, caste, status of parents, personal relations, etc.

CHAPTI]R 13: STUDENT-FACULTY RIIPORT
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13 . 1 . The Faculty Member should have a good control of students.

13.2.  As  soon  as  the  Faculty  Member  enters  the  class,  He/She  should  take  attendance.  If
airybody  er!te!s  late,  {i'i€  sti,idE!-!{  i-f!`a5f-  bc.  L!ttil-[ittEd  tci  a.ttelrlcT  tl-ie  t;`iass  'u'Li€  iriaiked  at`s€I-i€.  Ill

case of repeaters or habitual late-comers the teacher should try to correct the student through

personal counseling and if it does not being any change the student must be directed to meet
the Mentor, Principal.

13.3.  The  Fzii`.|liy   lvfef!-!ber  sEiuuid  z!.i.  wi'di  tai`i  anid  deal  wiii!  irlbut`ordi!ia{iuli  'uy   sii*.J€IiLs

maturely.

13 .4. The Faculty Member should be strict but not harsh. Never use harsh words, which would
hut the feeling of the students.

PART - Ill

CHAPTER 1-PAY SCALE Pay Scale as per AICTE Norms

uE,",,ill
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Student must

lto,s-

CODF, OF CONDTJCT - STUI)F,NTS

I

+   Wear the duly authenticated college Identity card provided by the college , in campus
and produce the same wheiiever demanded by appropriate authoritles for the purpose
of verification orother-wise.

i attend all  the  academic,  co-curricular and extracurricular activities  regularly as per

the time tables and notifications.

+ malntajn at least stipulated 80% attendance as per the University norms and college

notification.

+ follow the proper procedure for availing any type of leave

i check and  carefully note  the  communications  in  all  notices  displayed  regularly on

the noticeboards.

i comply with student charter displayed in the collegepremjses.

+ comply with the rules and regulations of college and Universityelections

1 give standing ovation whenever national anthem andis played on the campus and off

the campus and maintain dignity of the National flag.
-+ pay college and university fees within the stipulated timeline and follow the proper

process for thesame.

+ attend all the meetings  organized by  various  mandatory  committees  of the  college

where ever you have representation.

i follow all the safety instructions in the college asnotified.

+ follow the written procedure for cancellation or transfer of admission to and fro the

college.

`J place   written   application   in   the   college   proforma   for   obtaining   any   kind   of

certificates, fee structure and original documents and other relevant documents.

i follow proper procedure for issue, use and disposal of consumables in thelaboratory.

+ clear dues of breakage, library fine zind submit duly filled no dues/clearance form as

and whennotified.

i follow  the  ethical  practices  for  handling  of animals  as  per the  rules  of IAEC  of

college and ofgovemment.

\,.z.
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I submit  the photocopies  of documents  like Adhar card.  PAN card  and bank  details

and  photographs  ,  pharmacist  registration  for  routine  administrative  procedures

within the stipulatedtime.

+ restrict use of internet facility of college for academic and research purposesonly

i behave  decently  with  teachers,  staff and  with  fellow  students  and  must  maintaln

dignity ofindividual.

Don,ts

L   not indulge in any act of ragging as per the Maharashtra prohibition of ragging Act

1999 and clauses 3, 7 and 9.I of UGC on curbing of the Menace of ragging in the

higher educational institution2009.

+   not  indulge  ill  ally  act  of sexual  harassmelit  as  per  the  provisions  of  University

Grants    Commission    (Prevention,    Prohibition    and    Reddressal    of   Semal

Harassment   of   Women   Employees   and   Students   in   Higher   Educational

Institutions) Regulations, 2015.

i   not make any racial, abusive remarks on fellow students, teachers andstaff

+   not      unnecessarily      wander      in      the      institute      premises       skipping      any

academiccommitment.

-I   not indulge in any of the activities of off-campus associations without permission of

the col legeauthority.

i   not indulge in any act of plagiarism as notified byuniversity.

+   not consume any substance with potential of abuse and/oraddiction.

+   not spit in the premises and put all the waste materials in the dustbins provided for the

Same.

+   not organise and/or participate in tours. visits withoutauthorisation.

-i   not indulge in notorious, criminal activities as a individual or as a part ofgroup.

i   not carry any expensive gadgets, jewellery and other valuables to thecollege.

i   not   indulge   in  any  professional malpractice using             registration   certificate   of

the Pharmacycouncil.

i   not do intentional damage to any of the college and campusproperty.

a.#^`:RI#R:X,.:.   .:r:#i,



i   not throw  leftovers  of food or coffee/ tea containers,  chckolates  ,  chips  wrappers  in

the classrooms orcorridor.

i   not  organize  or participate  in any unauthorised cultural  or political  functions  in the

collegepremises
}IT

+   Not write on walls, doors, trees, toilets, desks or paste any unauthorized posters in the

collegepremises.

i   Not possess  any  forbidden  materials  such  as  ,  alcoholic  drinks,  narcotic  substances,

obscene videos, pictures, photographs either for personnel use or fordistribution

Rules for Parking

i   Park vehicles in the areas allotted by the campusauthorities.

+   Make use of vehicle horn only whenessential

:;;, ,,:3A!i.i![\£ ,   :, ±±
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RULF^S FOR REsmF.NTs oF (rol ,I,FT,F, HosTF, Ls

Students seeking admissions to college liostels must

+   intimatc the need for hostel accommodation  at the timc of admission to  first  year as

well as in the subsequ8nt academicyears.

+   follow the written procedure for cancellation of hostelaccommodation.

i   pay the prcscribcd hostel fccs as notificd and clear thc ducs bcforc leaving thchostcl.

I   follow the rules for night out stay, visiting hours for guest orparents.

+   use lockers within the room for storing doc`ments, money and othervaluables.

1   report immediately to rector in case of theft and healthissue

+   not  organize  or participate  in any  unauthorised cultural  or political  functions  in  the

hostel

+   maintain  room  clean,  neat  and  conducive  for  studies  and causing  nuisance  to  other

inmates .

+   not waste food , water andelectricity

+   report immediately to  the  rector  in  case  of injury,  contagious  infections  or sickness

and seek help from the authorizedhospital.

+   Park vehicles as per allotted areas and at their own risk in hostelpremises.

+   Student should not loiter in the veranda, passages and disutb others, perfect silence

shouldbe

L   observed. Shouting in the hostel is strictlyprohfoited.

+   Smoking and alcoholic drinks are strictly prohibited in thehostel.

i   Students shall not bring or use crackers, hand bombs or any explosive articles in the

hostel

+   premises that may cause noise pollution, disturbance or danger to lifofproperty ofooth.

+   Students   should  not  phay  radio,   transistor,   record  player   or  any   other  musical

instruments in the hostelpremiscs.

i   The students will have to make entry in the register kept at the entrance of the hostel

while going out or comingin.

+   Students   shall   behave  politely   and   properly  with   the   Rector/   staff  member   of

thehostel.

fsez,
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1   Check the  examination  date  sheet carefully.  Make  sure  you  know the  correct  date,

time and block of yourexams.

+   Arrive  at  least 30 minutes bet`ore  the  start  of examination.  As you  enter  show  your
}r

Student IDcard.

i  College uniform is compulsory forexamination.

i  You are not allowed to bring your mobile phones to the Examinationcentre.

i   Bring your Student Admit Card and  ID  card both  during the examination.  You will

not be allowed to enter the examination hall withoutthese.

+   Place your Student ID card on your desk next to your admitcard.

i   Listen carefully to instructions. Students are required to comply with the instructions

of invigilators at alltimes.

+   Do  not  bring  any  unauthorized  material  (e.g.  written  notes,  notes  in  dictionaries,

paper,  and  sticky  tape  eraser  etc.).  Avoid  taking  Pencil  cases  and  glasses  cases  to

yourdesks.

+   Answer sheets may be given to you  15  minutes prior to start of examination, so that

you can check any discrepancy  in the answer sheet.  Read the instructions written on

front sheet of your answer sheet and fill the data carefully. Do not write name, roll no.

etc on the other pages of answer sheet except the frontpage.

i   Normally,  you are  required to  answer questions using blue  or black ink.  Make  sure

you bring some spare pens withyou.

+   You  are  not  allowed  to  borrow  any  material  especially  calculator or  log  books  etc

from eachother.
-i   You are not allowed to leave the examination rooms in the first halftime.

+   No candidate should be allowed to enter the examination centre 30 mins after the start

ofexamination.

+   Ensure that you use the washroom before arriving for your exam as you will not be

permitted to leave during the examtimc.
-i   Stop writing immediately when the invigilator says it is the end of theexamination.

i   Leave   the   examination   hall   quickly   and   quietly.   Remember   to   take   all   your

belongings withyou.

i   You must remain silent until after you have exited thebuilding.

+   No supplementary answer book/continuation sheet will beprovided.

•`              `.``,`       `{``
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i   Report   to   the   College   Exam   Department   30   minutes   before   the   start   of  the

examination on the day you have been assigned the duty of Juniorsupervisor.

+   Collect  answer  books,   mpplcmentary,  attcndancc  report  and  block  reports  from

stationary supervi sor and check thestationary.

i   You  must  reach  exaln  hall  before  15  minutes  of starting  of exam  and  instruct  the

students to occupy their seats with respect to their examinationnumbers.

+   Instruct the students not to  indulge in unfair means  else liable to be punished as per

SPpurules.

+   Instinct  student  that  any  type  of  printed  material  /  hand  written  material,  mobile

phone, pager, or programmable calculator are not to be kept during exainination time.

i   Instruct student to check the Bench carefully before seating inexamination.

+   Distribute answer books if two sections are there in question papers, give two answer

books) to students  10 minutes before the examinationtime.

i   Instruct  the  students  to  fill  in  the  required  details  on  main  answer  books  without

mistake.

+   Distribute Question Paper as per time given in time table.

+   Check  hall  tickets  of the  students,  and  sign  hall  ticket  with  respect  to  subject  of

examination,

i   If you  find  any  student  without  examination  hall  ticket,  immediately  inform  the

Senior Supervisor on duty for your respective block.

i   Verify  the  detail  entered  by  the  students  in answer book  and  then  sign  in  marked

place.  The  details  you need to  check  are:  Candidate  Examination  Number (Both  in

digits  and words), Name  of the Examination,  Sut)ject,  Question paper No.,  Section,

Date and Time. Section number must be in Romanletter.

i   Do  not  allow  any  studcn{  to  leave  the  examination  hall  before  30  minutes  after

commencement ofexamination.

+   Do   not   allow   any   student   to   enter   the   examination   hall   after   30   minutes   of

commencement ofexamination.
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i   Fill  in  the  details  in  all  reports  including  answer  book  number  and  examination

number allotted tostudents.

+   Take signature of students in attendanccreport.

+   In  case  of unfair means,r(copy  case),  immediately  inform  the  Senior  Supervisor  on

duty  for your respective  block.  Get  their statement  also and it is to  be submitted to

Centre coordinator.

i   Rejoin your duty within 15 to 20 minutes during the time ofreliving.

i   On  demand  give  supplementary  to  students,  sign  in  supplementary  at  the  marked

place and instruct to the student to fill the required detail in thesupplementary.

-EL   Distribute  the  hollow   stickers  to   the   students  before   15   minutes   of  the  end   of

exarmination hours on the basis of Main Answer books + supplementary used by the

student and instruct to paste on answer book where examination numberappears.

i   Instruct the  students to use thread to  tie the supplementary with main answer book

before  10 minutes of the end ofexamination.

i   Do  not  allow  any  student  to  leave  the  examination  hall   in  last  ten  minutes  of

examination

+   Collect and separate the main answer books for section I and 11 and check the details

filled in bystudents.

i   Take  signature  for  verification  of  details  by  your  External  and  Internal  Senior

supervisor.

i   Mention the details of present numbers, absent numbers and unfair means numbers in

Junior Supervisorreport.

i   Count answer book for both tbe sections and verify that it is equal to the  number of

students present in theblock.

+   Submit the answer books in office to concern seniorsupervisor.

L   Always  take  care  that  students  do  not  leave  examination  hall  without  submitting

answer book. If it happens then it will be the sole responsibility of the supervisor and

the UFM case is to be registered as well as FIR is to be filed against thestudent.

i   It  is  the  responsibility  of the junior  supervisor to  submit  all  answer  books  of the

examinees along with reports to institute office immediately after completion of the

examination. \.<
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+   In case of leave, you must inform the examination coordinator before two days, with

substitute arrangement being made, to the extentpossible.

+   In  case of any problem during examination hours inform to  senior supervisor of the

respective block.
4
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STAFFt

Do's

Every employee must

+   abide by and comply with the rules and regulations of theeollege.

i   aspire  to  promote  the  interest  of the  parent  governing  body  in  general  and  of the

college inparti cular.

+   extend umost courtesy and attention to all persons with whom he/she is dealing  with

during course of histher scrvicctonurc.

I   maintain the `strictest secrecy regarding confidential matters of thecollege.

Don'ts

+   Not engage in any trade, business partnership, and contract by him / herself or through

any member of his family, undertake, accept,  solicit or seek any outside employment

or office without pr]or written permission from the concerned authorities.

+   not  engage  No  employee  of  the   College  shall   enter  into  any,   accept  any  fees,

endowment or commission whatsoever from any part other than the College,  except

with the prior permission of thesecretary.
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DUTTEs oF TF,^cHTNr, sT^FT

`1   conduct regular classes for all the course assigned, as per the academic timctablc.

i   inform students about courseobjectives

i   be prepared for theclass.tr

+   be punctual in the class,laboratory.

i   make arrangements for alternative instruction and inform the head of the department to

arrange for tinely notiflcation of students, in case ofabsenteeism

+   take up other responsibilities asrequlred.

+   participate in the decision-making, curriculum development, and assessment proccsscs

of the department and thecollege.
`L   make every effort to work cooperatively with members of other departments and with

the  administrators   of  the  college   respecting  appropriate  deadlines   established  by

various committee in-charges.

i   use  modem  tools  of teaching  to  make  the  lectures  more  interesting  (Audio/  Visual

Aids).

i   complete the syllabus in stipulatedtime.

i   conduct  all  the  examinations  as  per  the  scheduled  time  table  and  evaluate  all  the

examinations in the stipulatedtime.
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Col)F. oF coNnl JCT FOR PRTNCTPAI ,

+   Always  maintain  charmets  of communication  with  the  management,  students,  staff

and all thestakcholders.
¥

i   Follow  all  protocols  for  formal  conduct  at  various  inhouse  functions  and  in  the

socirty-

+   Plans utilization of the resources in optimummarmer

i   Must uphold high ethicalstandards

I   Make  decision  based  on  the  facts  and  in  the  greatest  interest  of the  college  and

studentoommulty.

i  Make proper ue ofauthorities.

-1   Do not make misuse of the position andprivilege.

-1   Do not make discrimination of any sort such as gender, raceetc.

-1   Honour all the administrative. academic and sociaLcommitments

+   Provide healthy workenvironment.

1   Review overaH conduct of academic, research and collaborative activitiesregularly.

i   Develop and execute strategic plan in compHance with the mission andvision.
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+   Follow     norms      and     standards      for     establishment     and     development     of

acaderniciustitution.         *

i   Establish   and   uphold   high   standards   and   professional   ethics   in   all   the   areas

ofousiness.

+   Due representation to all the stakeholders in policy framing

+   Maintain transparencies in the policy and financialmatters.
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CODF, OF CONDUCT FOR VISITORS

+   The College campus is under CCTV surveillance

+   Inform your arrival in the Security agencies and make entry in sign in out Book

i   Do not angry with the security Personal's they are assisting you for your Required

1   Park Your vehicle in parking area only

+   Our College cainpus is environinent friendly and therefore do not bring any polythene

/carry bag in the campus

+   Smoking/Chcwing Tobacco is Strictly Prohibited in the campus area

+   Splitting in the campus punishable offence

i   Litter waste material in the dustbin near to you

i   The use of any form of Camera/I Pad /Mobile Phone is prohibited while on College

Campus

i   For necessary official  work in  college  campus  are  office  staff will  be  available  for

your health

+   For    meeting    with    Prineipal/Vice-Principal/Registrar    get    the    permission    from

Reception Counter

+   In case of any requirement please do not hesitate to dial 02565229168
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