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PREAMBLE

The principle objectivc ol lnstitute ol Pharmacelltical Education Boradi is to disseminate knowledge

andirnpartinstructionlosltrdcrrtsindil.f.erenlfleldsofpharnlac)'ploltssionals..l.hccolleScalsoaimsat

p(rnoting research and devclopmcnt. consrlfation on proiccts and other prclessional activitics' The

cmplolecs at tlll times shoul.l nlaintain 3bsolulc integrity anll dcvotional duty and shall do nothinq

against the.lignity and l)restige ofthe collcge particularl) in relalion with thc students'

Insol-enceloanyoftheclauscof..CodcolConrluct.,atlractsdiSciplinar}'actioninaccordance\viththe

scrvice conditions of the oolle!!e.

CODE OF CONDUff(Teach ngand Non Teaching staff)

l. Allthe emplo-y-flees slrall bepunctuall{r1h!'irdLrliesandshrlLadheretothecollegctimings

10.30 a m 10 05.30 ]l.1rr.

2. All i|e l.eching nriTshould adhere lo thc defined almanac in class room lecturing, conducting

labs. trn.-.rirl and r:search classcs ac.ordillg lo the approlcd scheme olinstruclion

l. All the teaching rnLl fo]r tea.hing stafl' shoLrld lhink at all limcs thal jLrstice is done 1() the

students in aspecl\ nill recards lo instmclion in thc class room. conduct o[ exanrin'lions and

-evaluation,^1I1hel.r.hi|gandnonleaclrilrSarecxpecledlodealkindly$ilhthcstudentsaSlar
as plrssible \!ithin !he iiLme work rlrlcs \\'ithoLrt sacrificing disciplinc They are expccted lo

maintainallendancere.ordsuptodalcandreco.dperiodicrllyasperthcrulesinfbrce'

4. Conducl ufsemesL.r c\aminati{nls and sessional e\lminalion olcollege. including invigilation'

cvaluation and assessmanl ofthe slrLdenl's pcrlormance. conlputation of attendance lorm a part

ol-thc duties ofteachcr,!. l'hc non_leaching stall shall assist in thc arrangcmenls I'r the snlooth

conduct of exanrinatLons and altenLl all connecled worl( as assigned by the HOD or person

incharge.

5. Noleacllcrornon lcacllitrg stal'fshall cngage himsclf in coaching privately any students lbr any

rcmuferation. No cfilplo,\'ee shall dircctly or indircctly enSage in the business ol money lcnding/

gambling/bctting/lotter]/any sLrch other spccLLlation

6- The technical stalf in the various deparlrncn$ shall bc punctual and shall keep lhc laboratorics

clcanandprescntabletbnnlbrlheLrseollhestudenlsandtcachingsnffduringthenormal

I
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\lorking hours ofrhe college. They shall strive hard to cnsure that there $ill be no room tbr

comphinl cilhcr lio n the teachers or lion lh€ studcnls.

7. No employee shoulLj use impertincnt larguagc and derogalory bose lalk whilc interaoting with

superiors and should obe) the work cntruslcd. ,{lso the heads ofdepartmcnts or persons incharge

ar<<rp.:teJ to gir..l.'ar. ltu.ible.n-ru,'r.
8. No crnpl{llcc is e\pccled to under lake rny out sidc]ob and \'iolation ol'lhe said clausc will be

deah scriousll. Any crlploycc \rho is convlcled in criminal case or invrl\,enc)'shallbe ]aible for

dismissal fiom servlce \\'ithout any sho\\, caLrse notice.

9. No cnplolcc shall lake in activc part in politics u.hile being jn serrice

10. No cnlploycc shall have recolrrsc to thc prcss undcr an) circumstancc and should not approach

court ledrcssal ofllric!anccs without lirsl rcprcscnting to thc managcnlcnt.

\
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l. All appointmenls stlall ordinaril) he nlade on probalion fi)r a period of l$o 
'vears 

in the case

oftcaching stu{l ard oile ,veer in thc case ofnon 1€acl!ing slat'f The staffmember is treated as

"R.gular'' on coLnplelion ofnro ycarl'

2. No tcacher i\ pernlilted to leave during the middle o{ the semester excluding thc summer

lNcalion suliaring the class Nork I hrce nxnlths noticc isto be served or three lnonlhs salary

on ei$er side neell !o be paid in dLrc ofslrch notice

3. All thc emplolces lnust ple'lge their original certillcalcs at thc time ofjoining' lfan! one has

any rcquiremenL thel'should give banl' chequc (3 nronlhs salary) and soon after Thc nced'

they can relurn lhe original cedilicrles lo collecl back the cheque grvcn'

4. All cmployees \hould come lo the college prescntirlg a smart end decenl appearance lo

proicf,Professionclisrn'

5. Thc r_carly incre|rcnts ere llircn olll]' in Junc (paid in Jull salary) aflcr complelion oia ycar

Lrt- service ir) thi! 
'nstiruliorl' 

lhe increments ale given ott lhe recommendation ol

prrlormdnce re\ie\ commillce consislrng ol Principal' HOD and Senior faculB' The

nlembels asccrlrin th' perfbrmance afd recommend lbr incrcment'

6. ll_lhe perf'onrla ce is \ell belo\ the threshold value or breachcd the terms and conditions

dcflnedinihcCod.ofcondUclorcls.aLl}{)tilsideemplo),inentlikeinvol!inginconsultancy

for privale,'sell o\\n'd institulion or coaching in other pri!ete agcncics without the

permission of Principal is under taken' thc folb\!ing pcnallies fbr sulflcicnl and goodreasons

\\ould be imposcd Lrporl the employees ofthc institution

a Withholdi c ol increments or prorlotil)n

b. Roduclion Lo a lo\lcr rank in scnioril] or lo\'rer posl or lo$cr stage ir time scalc'

c, Relno\'al fi.om lhc SeNicc. lhc Pl]nclpe! Shnll be conlpercnl authorit) h imposc any of

above punishlrlcnts and an appcal against ordcrs can be maLlc in thc FC *'hosc dccr'ion is

final

/
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't All the emplo.r,ces ol thc college shall be golcrued b1 the leave rulcs that are framed as

lollowing:

a. '{ll theemplolcos arc cntitled toa'rril 12 da)s ofCt- per annum. l he CL can be availcd

over phonc \\'lllr proper !!ork adiushrcnt tu colleagues. lhc numberolCLs that can be

availcd shoLrld not be morc than 5 diys al a slrclch cxcluding the public holidals in

behvecn CIL should not be combined \\,ith any other leave or LOP or C-offs.

b Each employ€e is enlitled fbr l2 drls ol'earncd lcavc in a calendar year alter the

coirplerion ol I )car ir1 scrvicc. flrerealier each rcgular cmploycc earns 3 da)s olEL

after a serricc 01_ I \car and thc accumulated Fl.s in the case of all categories of

- enrplolccs .rc onl) upto marimurn ot' 2,10 da1's during the servicc. Thc EL can be

utilized \\ilh prior intimation 1L] the Il'incipal and lninimum thal can be used is 3 days and

maximum 01';15 days. Thc balancc cnn be boughr lbrNard rc lhe subscqucnt ycars. The

non tcaching statli arc Iot cligiblc lin EL.

c. Lach teachrrg stalf is entitled firr' 8 da]s of Nledical Leave" aller the conrpletion of l

)ear service. The \'{l.s should be supported b} sirk and llt ceflificates. Ihc accumulated

Nll-s case o1'categories olemployces is onll upto a ma\imum Lrf240 days during the

service. lhc balance can be brcught lorrvard to rhe subsequenl )ears. The non tcaching

stat]'is entitlcd to 6 daYs per )ear ol service completed.

(Rrblic holrduls either prefixed or sufllxed to Lll. or ML or I-OI'\\illnot be considered

under lea\ e the holidays in bet\\ cen r\ lll be accolr rted fbr thc concerned leave)

d.- Teaching slifl rrrembers are eligiL\Lc lbr l5 days ol \acatiorr leave and non teaching stalf

is cligiblc 6 dals oflacetion lcalc l\rrthcr. thosc \"_ho rctaincd thc leave during vacation

will be colnpcnsatcd EL cqual 10 hall_1hc unavailcd lacation. Attcndcrs, drivers, cleaners,

and book keepcrs are not for vacrlion leave.

e. Those *ho waft to go on duties lil(c spot valuationlobserverle\aminer/JNTuA meeting

rvail 5 dals ol ' On-dutv '/acedernic leave \\'ith prior in.,itation. Attendance cel1itlcate

should subnrit nltcr thc spot v.rlLnLioniobser,'er/eraminer.

\
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f.'lhestaffpLrrsuingPh'D,canalsoa\ail3da)sof'onduty"leavepermoitheithcrtotrite

or to mect rc\eircll suPervisor

g. i\ithe discrctiorl ol thc Principal rrd N{anagclnent committee and extrrordinary leave ol

pay and all.'\!iLnc.s may be Sranted lo an emplo\ ec *herc he/shc is not eligible tbr any

* other or \!hcr. Lhe employce himsell/hersellapplies lor slrch a lcavc irrespeclive oltitle

tor any olhcr sLrrh leave may bc cre|led lor a period not exceeding 6 months

h. Abselce ol any such leave $'ill bc trcalcd as'Brcak ol Service'' and the f'urther

inorcmcnls Postponed b) that li e'

i l-ea!c earne(l \ill bc finalizcd and credited to leale ncoounL on 31" Dec ofthe year'
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rttrCRUT T'I LNT PROCljDURE

1. Introduction
'Ihe vision ol I P Il Boradi, is lranslateLl into an organizrlional Soal to identif) and recruit and

retaincd highl) qLralificd. lalente'l afcl 
'lirerse 

lacLrll]lsfatl'lor posilions in all academic

tlelds.

.Thcrecruitmenlolfacult}/stafllsltcrucialactivityatl,PEBoradi'ThestafTsclectjon

connnillee is constittrtcd specillcall)' tor the Soverning the recruitment prccedure

l' .'Procc* ' ''li,'l'l' rellL 'n'rL'Ll' ''

a.-Scarch lir r prospective candidrles

b. Shon lisllng ofprospecti!e candidales

-.. Prellnil'"1. * l(cll r' 'all'riJ\il' 
lc'lnlr''ll(.'

d. University ratification olselected candidates

2. Seirr(h for prospe(iive cindidatcs:

The scarch for prc\pectivc candidrtes irrrplernentcd in the follo\\'ing 2 days simullaneously:

)Z\d\ertisen].lllsareplace.llnLllel.adingT€lugLlandEnglishdialyne*,spapcrslisting

1|e.Penin!5

- . The details ol lhe opcnings including eliSibility criterion scaleofPayand olher

conditions arc displaled inthe ad\eliscmcnt'

; The candid.rLes ha\c to satisl) rh' cligibilil) critcrion to lacililate further c'rsi(lcration ol

lherr candidaltLrc.

3. Applicnlion Prot{jdures:

't Thc application cao also be (lo\lnloadcd frorr lhe wcbsilc and shoukl he subnlitted

_ 
tnclosurcs 1() the adminislrativc olfice' on or befbre' the

along \\ilh all neccssar) l

scheduled datc.

,,Retiredpelsonnclt.romteachilg/i.dustr}'ancllt&Darecncouragcdtoapp]yforthe

post.

'l' Thc afPlicttion should include all thc revrLenl authenticated data resarding age'

acadcmicqualificationswithcLa0se,/gradcs,e\perience,postheld,publicalion]ist,

statemenl ol'lcaching irllcresls, phone no'' e-mail ID and thc na'1es of I rcf-erences

($,ithco|)taotinfornlalio|)logcther*ithaltcstedcopicsolcertif]catcsandmarks

cards (ol al the )'earslsemcste0 clc in duplic'r1e (in 2 sels)
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4. Short listirg olprospoctivlj candidxles

Aiiplications, wh€n received, is organized. rclavcnt rntbrmation summarized, and sent to thc

respective HODs tr) Lhe adminislralive olllcc fbr short listing. The obiective ofshort listirlg is

two lolds:

a. Toreiectapplicationsthaf do not reettheeligibilily criteria

b. To shol1 list thc candidales froln the remaining lisl so that the numbcr ofcandidates to be

called lor Lhc interYie$ uith the St31T Seleotion Cornmiltee remains wilhin manageable

- limits.

LsrLally, prinrart concerns al the stage ere thc cducalional back ground previous erperience

and rcscarch acti\ rrr!i Jonc bt thc candi(]nrcs. Thc conccfl) OD short list the candidates based

on th!' |eiiir.rnenr ni rh! rcspcctivc .lcplflnrcnt. The rcsunlcs of thc short listed candidates are

llnh.r ronLcd in ti. .,rLlcr ol rrerits b) Lhe oonceu HOI) and sent to the administrative office

along-$ irir rhcir conrnrcnls rnd observalions l'or the next ievel oithe recruitment process.

5. Staffsclcction com itteci

'l'he seleclion connriltee is constitutcd in thc fbllowing manncr, with rcprcsentatives as listed

undcr eech dcpartmcnl

a. Llead oflhe insritLltion/ Principal - Chairnan ofthc sclection committee

b. Representatile olthe managen)crL - Mcmbcr ofthe sclcclion committcc

_ c. I IOD oflhe department - Member ofthe selection committee

d. Subject expcrt Member olthe sclection committee

'lhc conrmitlee wili evaluate the suirabjlit) ol prospective candidates lbr a particular position.

Bascd on.lheir obsenrlions. the commillcc \!ill recotnmcnd the lisr ofselected candidates. The

succeeded candidrlcs irc issued oller leLtcrs with a l5 da!s timc liamc to acccpt thc olIljr. After

reoenl acceptancc Lctrcrs lrom the candldates. appoinlrr]cnt orders are issued 1() them. -1he

Principalofcollcgc hrs a refusal in selectio .

.l Scparatc application is to be subrnilled in thc cvent olcandidates applying for

Ir,r<lh: ' , r- rrl\.oD ollo\
.:. Candidnre\. \\ ho had applicd For thc same posL belore, hx\c to apply a fresh again.

.i.-Ihe age linrir is as pcr thc r\lC lll,/tlGC norms and subs€quenl ordcrs in force.
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6. Unitersitv Ratifi crtiolr

A commitlee \!ith the lollowing mclnbcrs is constituLcd under thc ohairmanship olthe vicc

chancellor the alllliating Lrnirersily to oversee the ratitlcation procedure' thc nrembers of

drmmittee includc:

a. Subject e\Pcd (210 3)

b. Principal oi thc affilieted college

c. Secretnry ol nominec olthe correspondent

d Nomi;ee oilhc commissioncr oltcchnical education

c. Rcgistered Nonrinee olthe afliliatcd Llniversity

L Dkeclorolaordcnric and planningollhe affiliate(l ni\'crsil)

'Ihe commitlec inrcrvie\.-s and the candidafe and lecomllends the lisl of sclected candidatcs to

the instiltltion. Thc process in\'olves appoinlirlg nc$'11 ratif-ietl facult'v and also ratify the services

ofexisling ficuhY.

'Ihe proccdurc is eerri.d out on basis as pcr lhc requirement'



ROI,ES AND RESPONSII]ILITI[S

Role-s and Responsibilities of the Principal:

1. To pr(nnote the comprehcnsivc delclopmcnL ofthe iostructions as thc head olinstitution'

2TorccrLlitthe'IeachingandNonteachingslaf.ibasedonlhcrequirementsoithedepartments,

3. To revietisalary fi\i]lion nonns as ltnd $hcn rcquired: kecping in nind, the praclices in and

around collegcs

4. To ilx,salaries, incrcnlcnls, etc , to teaching and non teeching stat'f

5. lo depule teaching and lcchnical stalf tb| rclieshcr courses' higher sludies and arranging for

suitable training in tht camPUs

6. To conducl IIOD's rne.ting a1 rcgular inlervals 1o kno\'- the state ofaft'airs _ b'th 'ac'demic 
and

non academic.

7. To plan ibr campus i)lrLcclrents through tr-xi ing and placenlent officer'

-8. 
1o re\ iew the stlrdclll rcsLLlts and rcademic l)erlormance

g. To ins1rucl rhe I Ioiel iuthorities about thc rlrles to he tbllowcd while permilting the students to

go orrlside. inclLLdlr'rg thci. nali!c plit'cs

l0 1r) 1.1k. eiough Pre.rLrLtinns so thal. rhe (ertching stafl ctnnol lcave the services in the rriddlc of

the semcstenlear 
_lo 

So round the cLass r{rolrls lo ensurc lhal the class work is bcing conducled

ctTeolilcl).

I1. 'Io 
3o through the lellc.s found, if an) in th' suggestion bo\ and act thcm ifrequircd'

12. I'o conduct Covelnin-c Body and Acadcrnic \leetings

13. To get the annual bLrdget sanctioned for conducting !irious evenls in thc campus' keeping in

mind the number olevcnts desirable per rtar as pcr NBA'NAAC guidclines'

1,+.Todccidetherequirementsofhlrniture,hb€qllipmcnl,sttll_'additionllspacc'etc'and

enlightening the manrgemcnt about the rcqLrirement and getting the budgct sanctioned'

-'i5. 
To conrluct Frcsher's .lay, College day, RePublic day. Indcpendence Day and other funclions

16. lo qet lhc budgct srmclioned lor books and journals'

17. Atteslinqllhe acadenlic regislcrs and dairie\ nlaintained b) leaching sta[f'

I8. To inslruct lhe tcaching staff lhrough a schedlrle b corlLluct annual stock verificatiol of lab

equipnrenls.

19. To nibDitor the activilies ofthe cxaminalioLl section (JNTU es well as '4 ulonomous)

20. To promotc the brarr(l building olthe lnsiitlrtion b-t' adopting nc$ technologies'

t
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Roles and Ilcsponsibilities ol thc Vicc Princip'll i HOD:

l. Allooelion ofthe sLrbiccts lo the lacul11 nrembers \lell in advancc before commcncemenl ofthe

."r."1"./y"".

2. Collcct lesson plans fiom tcaching staff belore comlncncenlcnt of class \York and ensure that the

infortnalion providtil is in accordancc wilh the lonnat'

3. Make sure that thc tiLne tables are prelarcd as per the guideliles given b) the Principal and

inforn the ftllo\! nrcn)bers and studenls aL lcasl one da) belore thc colnmencemcnt olthe class

\!ork.

{ send sraffattenda ce tcgister alter making rlecessary cntries to the principal ot}ice by l0'30 A'M

cverldav,

5. Interrct $ith sludenis (Seclion \risc) olthcir branch once in a lorlnight; identify the problems

and solutions in conslrLlalion *ilh the principal'

6. Veri!_ the sludenl altendance rcgisters nrxirlalned bt s1aIl lnenlbers once a \reek and submit to

the principal tbr \.rillcation once in:r lbllnight'

7. Instrtrct the tacullt rnembers 10 sel lhc qLrestion papers as per instruclions from thc principal and

to mainlxin lhc colfi.lcnliality and also to cvaluate thc scripts pronlptl) 1() meet the dead line

gi\en l'l the prin'ifal e\aluated ans\ler sheets along \\'ith award shcet fillcd bl the concemcd

facLlll] mentber hal n'bc submitted lo the e\am scclion as per thc schcdule given' Sollcopy of

the N4id exams and .\ssignnlcnt lesl also Jublnilted lo the e\am branch as per schedule-

& ObseNc the dress code among students rnil instrucl lhe respectivc class teachers to implcment

the drcss code anlorrg lhe students.

9. Con\'clle dcpartrncftal slalfmeeting oncc ill a week on the day allotted and record thc minutes of

10. Collccr the student lieLlback about thc frcult\ member's subjecl wise (for all the subjects taughl

to thc students ol_ lllcir branch) and communicalc the lccdback to the concern faculty members in

thcstatedfbnnatasdecidedbylhePrilrcipal'CommunicateaoopytothePrincipal'lfany

subjec! is handlcd b) the department laculty nrcmbers communicalc one copy 10 the respective

HOD. Cuide thc lactrlty membcrs impro\e thcir perlbrmancc based oo thc feedback and also

monilor whcther thc lacuiLl meurbcrs irnpror ing lrom !carisemeslcr to l_ear/semesler'

11. Advise the class teirchers to prepare mastcr registers neant for posling attcndancc and internal

marks \\ ithin one week alicr the comlnencclrellt ololass \\'ork tbr the semestcr/]ear'

I
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12. Comnunicalc the alicrldance pcrticulars an(l inlcrnal marks ofthc stlrdents to thc concem parents

from the time \rith I re help ofclass tcachers.

13. Counselthe studcrris \!ho are abscnt tor the ld test or incgular to thc class work'

i,{.Formthestudenrbrlchcsandallottheproiectguidesaspcrguidelinegilenbylheprincipal

15. Route all the correspond€ncc through the olficc oflhc principal'

16. Designatc lacultr Lirrrber \\'ho will be the I Icad Uc during his/her abscnce and make sure that all

tiles anrl record' ii:. x\eilable for Ileacl Itc. give conlact tclephonc numbcr to enable thc

authorilies tlr conl.r.i i r:nr in emergerrcy Nhen l]c,/she is rn a) Ironl hcad quarters'

17. Allocite the stud.nli ro thc leacher-couniclur' ntheh(gr rnir)Soltrercademic)ear'

18. lnforn the conccrn aLLthorities ol an! inlportant evcnts laking place in the department ftom time

to !imc

19. Arranc: sp..lal .Lr.'ics ilnecessary for thc bcnellt ofbelo\Y averagc students'

10. Ensur: r.aderni. -ri.rirline in the deparlnrcrlt

2l I-Lrllc\ ihc gui,lel rrri Lnnruction givcn by the principal lronr time totime

]1. \lain:trin rnd updr(. li. illes as lisled in lhe cnclosure 1.

l: \1el! r.rangenlcnls ln lo.k and seal all laborabries before leavinB the prcmises'

2.1. PIan and conducl the llOS Meeting rcgu arLy and preparc minutes olthe meeting Also.

comnrLrni&te thc minu!es ofthc meeting 1o the membcrs ofthe concern and also 1o thc principal

25. Provide necessary inpL 1s to the Principal Jor conducting academic counsel/ GB meeting'

Roles and RJsponsibilities ol the'feacher:

l. Prepxre and subnril thc complele lcsson plan and lessoll notes for 2 units of syllabus in advanoe

to HOD beginning !l clcrJ semesler/ycar a 111 co!cr the s) llabus as per the Iesson'

2. Sign in the staffafic xlancc register at l0 45 a ,n. on everr- working day unless He/she is on lcave

3. Preparc good notcs b\ referring to numbcr of standard tcrt books alld university question papets'

Numerical problems ir) the class betbrc asklilg thc studenls to solve.

4 Goto class intime.L! lcasl 5 minutes belirc commenccnlen! ofcllss and engage effectively and

lrind Ijrne. Clcan lhe boa beforc leaving thc class. Conlcnls musl bc dclivered in English only

5- Suggesl the Iist ol books which are lo bc .cferred bY the students tbr rhe subiect being to be

taught.

6. Mark rltcndance iI ll)e class r()()n itsclfand \\'ritc the acaiemic dair] in the attendance register

in time.

I



7. Prepare and sublril the inlernal qucstiof papers in exalnination section in tinle and lnaintain

conUd.nt;lit) regarding the question paPers'

8. Correcl the ans[er ,cripts as per thc l(e] Lubaiscdly and post the marks in time afler verification

by tho students the rlastcr registcrs 'tvtiltlble in the concerncd lloD's room and submit the

scripts lo the ooncerned llOD slipulated period along \\ilh marks and award shect written \rith

his/he.

9. Submil the attendilncc register and acldenric Jeiry to thc HOD at thc end ofevery ueek'

10. Consolidalc and Posl the attcndance in the nlastcr rcglslcr on lhc last working day of every

rnonlh.

Ll. Ensure lhe studcnts end srrbmit thc lab records olthc prcvious experiment *'hcn they comc h the

next class,

I2. Not apply any tlPe ol lcave tiequenlly unless il is essenLial Ahemate arrangements vith the

teachers sllme clas: is rnandalorv lor all q pcs ol leaYc

ll. Engagt the class ol Jl.llcague \\ ho has AsflgLrcd his/hcr c!ass in the leavc Ietter'

l,+. Act ai Nienlor" Lrr lh. groLrp ol str'r'ienls wlto are xllotled to him/her by the head ol the

depdrnnent respons;bic lor thc proper conlluct ofthc studenl'

15, In\]ol\ejnthee\anl,nalion\\orkot'lhecol!eseasexaminationsarepartandparcel 
of legitimatc

duly ol Dlember. Alternative armngenlenls are to be nade lor exalns duty in case ofemergency

only. faoult) advisc.l to rctain liom rnal(lDg alternalive arangemenls rcgularl)'

16. Route rll coresponLlerrce lhrou!:h the ol'fice olthe head ol lhe depa(menI-

17. Assisr lhe HOD in e igencics and in developmcntal works'

l'8. Be available in the (lepartlnent during the working hours fbr consultalion by thc sludents'

19. Seek lhe permissi{)n \ hcn evcr hc/she inLerrd5 to oome or go early by applying in the prescribed

letter siglEd b) the o.r|cemed I IOD's anJ 1rc principel

20. observe the clress code, In case of millc. a(end the collcgc onl}'\!ith fbrnlal dress with luck-in

and shoe. in case ol ltmale; attend the collcge \vith lorlnrl dress saree'

21. WeariD card as long as lou sta) in the coll!'gc canlpus'

22. Nol lo carry mobile pllones to the classroonr 
'xaminalion 

hall ibr anl- rcason

23. Follo\v the gLridclines , instruclions given by the principal tiom time to lime'

/

t
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Roles and Itesponsibililies oli Class Te{cher:

L Instruct all thc stu.lcnls to attend the classes regularl)- and to lollow lhe dress codc

2. Collccf the list ofst(l.lcnts abscnt ti)r the inlcnr'tl tests and reported lo the I IOD'

3. Submit the list of sluclents absent fbr thc irtefialtests and repo(cd 1() lhe HOD'

4- Prepare consolidrlcd 0llcndancc on or bclore 3 ol elcry nlonth (rvhen ever class \\ork is

condlLcted in that pa[icular month) an(L aiso Iist of sludents who have got less than 75% of

attenclance in aggrcgatc. Submit the list to 1hc heed imncdialely'

5, Prepalc the list ol Sludcnls \\ho hav€ scctlre lcss tlran 6()0/o of marks in mid cxam (subiect wise)

and sLrbmit il to the I IOD

ar. ResuLt anal-vsis mu51 be done aftcr the rr)nouncemenl of thc results by the universily or b]

college and also upihle \ludent rccord rcgularl) allcr lilrowing supplemcntary exam results in

currenl 5enlester.

? Ivloli\ale !hc studenli 1! atlcnd senlinars \\ilhout fail

8 lnstrLL.l rhc sludcnis lo :rftcnd the internal,lcrternal exams wilhout liril'

9. i\'1oli\ llJ llrc .ludenli (o present papers in confcrenccs/seminars at rcgionell nari{ al level'

lil. lntorm lhe subje.l Lcichers oftheir class lo posl mid exam marks in masler regisler *ith in

stipulnied lime af1el the conlpletion of mid lest'

I l. Communicate thc ettendance pa iculars irnd inlernal marks ofthe students to the concern to time

to timc as dirccted b! the HOD.

12. Seek ll)e pennisslon (lrrax I holrr and thrce per'missions in n month)when ever she/he intcnse to

oome lale or to go eirly by appl)'ing lhu prescribed lttler signed by conccrned FIOD and

Princilal.

Roles and Rcsponsibilitits ol Technical Sttlff:

1. Sign inthe attendancc regisler at 10.15 a.ln on everyda) unlcss or other\Yise he/shc on leave'

2. Be areilable in the lab during working ltoLtrs.

3. Ensure thal the equiPmcnt and lab is in clean and tid) condilion,

4. Reporl about an) non lirnctioning eqLripnrelrt to the IIOD in lime thrcugh lab in chargc'

t Swilchofflirnsandlighrsandlockthedoorswhilcmovingoutoflabevenfbrashortperiod'

6. Close the windows lnd lock th.3 doors in the e\'ening while leaving the campus for thc day'

7 Re available in thc hb lihen extra lab classcs are conducled during holida)'s'

8. Be thor,JL[h rvith rlL thc experiments corr Lrcted in the lab'
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9-. Mainlain thc mainlerlance execulion regisier regularl-"_ end subrnit to LIOD twicc in a month'

l0 lle thc stock in charge in the respecti\'e hb'

11. Assisi lheJab in charge teaching staitduring slock lerificaiion at the end ofacademic year'

12. ,^ssist rhe iaculty in charge in the prcparatior of cor]sumable items rcquired in the respective lab

bcfore the commencelnenl of academic -\'cal/selnester'

13. Perfolm routine nrainlenaDce machincr)'cquipmeol'

l.l Aa\ oll'er sork f i r r , HOU fro r l" '' rJ l'lnc

15. Obserrc lhe dress coLlc in case of male allend lhe college only with the fbrmal dress tuck in and

shoe in case oft'enrrrle utlend in college \\ilh [onnal dress (saree)

16. Wear ID card as long ar \ ou ste) in colle_qe crmpus'

17. Not tr, carr-v r"ot'itt phrrncr to the class roorrl / eram hall tbr an)' reason

IS.Follo,vthegTideli'l"s'instructionsgivenLrylheprincipalfioIntimetotlme'

19. Seek lhe pcnnissjorl iLna\ t hour and threc permissions in a month) Nhen cvcr shc/he intcnse to

com. lste or !o g' 'rrl) b) rpplving thc prcscribed lcttcr signed by concerncd HOD and

PrincrPrl.

ExAminAtiolsectionlnctlltrgc:(Intcrnlrl&ExternAle\aminations)

Internal examinations:

l. Estimation of stalio lr aq' req u iremenls for lcsts I'rinting ofansNcrs Booklets for internaitcsts

2. Preparation of inlernal exam in alion time table

3. Conducl of inlcrnal e\aLnination both KBCNMU'

4. Coordinate $ith olhcr rtdditional conlroller ol cxaminatior lor flnalization of attendance' marks

5. Collection olaltendancc/internal nlarks prescribed fonrat liom the class incharges'



6. Any tiiher related uorlis

External examinations

l,Estimalionofstalio0aryrequircmenlsJoltheendc\aninations(boththcoryandLabs)-

collecling of main ansrvcr book let (36 pegcs lor PC lheor) exams' 16 pages tbr tlc theory

cxarrrsancl6pagcslbrPractlcaletaln!includingrllinpage)fromKBCNMUJalgaon.

Preparalion oitime tablcs oiend er'minxtions (bolh thcory and labs)

i. Conducr ot' end exanr inations (bolh theory' and lab' of K BCNMU '

l. Preparation ofremuncration bills and lnairltcnancc ofAcqLlaintancc rcgister'

4. AnY othcrJelated rorli!'

Roles and Rcsponsibilitics ol -Office Stafl'':

''()fllc< \rill" r1e3r' e'np' .' ar"d(rn'c'JJr"r r'rli"1J.1o '^un'' \ccl:on

1. Sign i; fie attendanie egisler at l0il5 a ln on evcry working days unless and othcr*ise He/She

is on ler\'e

1. Shal1 periorln their Li(rLi's \ith sincerityird naintain conlidenlialii-Y'

I B. c(rrr\ ersanl \\ ilh lhe rutes and regLrlaliols xnd the rclevant procedures involved relatcd 1{] their

4. Pcrform as a tcam r1nd do the assigncd as rvell as any addilional work as an Nhen the in-chargc

- allots

5. Pre phn the day's / rveek s works an(l Pcrlorm the 
'luties 

assigned tbr timc to lilnc rn ir

systematic $ay to crcalc a couteors aLmolphere' AII arc expeclcd 1l] improve/ up date their

skills i11 tllling. dlrtiing and cssentiall] compuler operalLorl'

6. lnfonn well in adlonce aboul lear'c o1-absence and mrkc alternati]e arrargements 1() the works

assigutd alld givc tlrll cooperalion to all seotions wilh proper dignit) and decorum'

7- Deal with rcasonablc concern to\lards sludcnt's enquincs and ensurc all possible help and deal

politel)' talking on tclePhones

8, observe the dress codc' ln case oflna]e, atlend lhe College only \\ith formal dress with tuck-in

and shoes. in case ol'lcrnales; altend lhe ,.|ollegc with lonnal dress i e saree'

9. Wear ID card as long xs you stay in lhe collegc campus'

10. Follow the guidelincs/inslructions given by lhe principal t'rom time lotime
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11. Seek rhe pcrmissiorl (max one hour and I Perlllissiolrs in a month) *'hcn ever He/She intends t()

_ come or to go earl)'by appl)ing in lhe frescribcd lelte[ signed b-Y- the concerned HoD and the

princiPal.

Rules and Rcsponsibilitics of -A.dminstrati\'e Ollicer:

1. Maintena;e of prircipal's office as Per n ircipal's direction

2. Siudcnt's admissiorr rcleted works

3. All kinds ofscholarships and rclated rlorl'

4. Hclping the Principrl lrr conducling Cioverning body/Academic colrncil meetings

5. Recording the resoLulions of the Governirg Body/Acadenlic CoLIncil meeling and dispatching

the sanle to lhc members

6. Assisls rhe Principel trr KBCNVU.alfiliation works

7. Assisl lhe Princrpal lir- \lCTEr PCI/\ IIANAAC rclated works

& N{ainlenancc and pIl:.hrsc ofstationary lloln the stores

9. \lainlenancc ol lear e record ol' leaching lrnd Non-Teaching stafl

10. Prepallrtion ,rnd subrn;ssion ol nunrber ol days fbr salary b bc paid to the accoLrnt section' forthe

prcpa-rlioi ofsalar) b ills

I L Nlaintaining thc pernn l tlles of slaf merlbcrs

12. Maint*lring thc bLLdgcl files

ll. Mainlcnance ofslu(lcnt's files and records Nnd issue oforiginal cerlificates to staffand students

as direcled by thc prlncipal frcm time to lilne except salar) certificate'

14. Consult the principal on any other issue \rhich nccds principal's directions and intcrvention

Counseling in-charges: Academic guideliles /CouIsclilg/Monitoring seNic€s to be provided to the

students

L Advise the studcnts 1o prepare for compelili\ic exams

2. Encourage thc st cnts to particilipate in cLrrricular and co-curricular activitics'

3. Advise the studenls lo hecome rnembers ofprofessional bodies like FIP' IPA' APTI and IACP

4. Moti\a,tc lhe studenls 1{] impro!c their comlrunicatt skills and Suidc them to participate in

natioDal / lnternatiorra conf'erencc organized by lhe institlrle and other instilutes

5, Assist the sludents lo l.lnalizc theilsoals an(] lnolivate lhcto reach tho goal, Also suggeslthe

various Soals and mcells to strike thcir targetcd goal

7



6. Motivatcthe studenL!lo atlend the sclninilr classes \\ithoul ihil

7. lnstruct the students to al1end the internall c)iternal exams \! ilhout lail'

8. Moliyalc the studenLs 1o presenl papers in conlcrenoe/ Serninars at Regional'!ational levcl

Dcparlmental Associ:rtcd lI|-Charge:

l. Conduct essaywritllrg dcbate oompetition on gencrallopics gencralquiz' technicalquizetc''

2. Organize guest le.lrrr!s b]'expcrts from !nriolLs reputcd In(it tions'/lndustries

3. Organirc serninars on xJ\'anced lopics b)'the studcnts and staff

tArrancethelecturesb)lhcf.acultymemllcls\\hohaveAllcndedserrrinars,lconferences/Refresher

Counsel

Student representxlive:

l. RepoLl cofimon probleins ofsludcnts to ll()D !hrcugh class leacher in-charge

2. Collecl lhe na,nes ollhe students for associrLtion activilies as per schedule given by IlOD and

sublnit the sanrc to lhc llOD

3. lnfonn the Ilead il_rtt) olass is nol engage,:l

.+. Fill Ihc .lass afiendlnr! slreet and sublniL to class leacher dirily

5. ConlrntLnicatc any irrlirmation given b] Ilctrd/ Class teaoher to the studcnts

6. Guidr lhe stlrdents 1() sublnil an) letters lo the Principal through the rcspeclivc HoD

Attenders:

1. All aflenders shotLlil be avaiieble in lhc collegc b-r. 8l3oAM or as per the departmental

requirements and leovc lhe premises I5 rnlns aftcr the Heads of various scction lcaves thc

departr)rents

2. They shoLtrld bc prescrl with neat appearancL-'

3. They should lake the lic-v_s fiom pricipal solficerltersigningintheregister

4. 'Uhc-v a.e responsiblc lirr the clcenliness ol l rc classesilabslprcmises ofthe conccrned

dcpartinents

5. They should ensurc proper locking oflhe rcoms/labvpremiscs and close windows as well as

switcholllights,'l'ims,closcuatertapsanddepositthekc!sintheprincipal'soffice'

6. They should strictl) lirLlow the inslructio ls issucd by lhc Ileads ofdiflerenl scctions and

departrrenls conscienllouslY

7. They should Sive r€speot to the supcriors arrd cxtend hrll cooperation to olher attenders

8. They should not allor\'trnauthorizcd person Lo cnter lhc departments/office without proper



Verilication

10. They slrould pcrfoan anl aclLlitional duties xssigncd fiom tinre lo tinle

I l-. They a rc expeoted to res Pect v is itors! parelts sta ll and sllrdents

Safety norms and checks

(L

Checks for \!iriDg and elcclrical installations f-or lcakage and earthing

Periodically wirin8 ancl eleclrical inslallalion lor leakage and earthing arc checked by in charge ot'

the depaNnent. Hc/Shc inspects lhc instituticrn in rcgular inter\'als and certities thc status of lviing

and elcctrical instillation

As thc collegc has a mLrlL)'blocks' aoademic arnbicnce precaulions have been taken for leakage and

earthling All the rnaior pi.ces ofequipmenl afc provi'led with propcr earthling materials' 24 hours

earthlings.rvailable in Lhc collegc' Rcquired arnLrunt of charcoal' sall and earthling rods are made

arailable Pcrsonnel Fur!htr,

Ai AU fi\e,l cleclrical in\i'llations and porlilblc elcctrical cquipment under the control ofor used

\\ith in lhe premises ar! adcquatel) insf'cled lcsted and lrainleined to cnsure they are fit for

purpose and sefel) fbr rronraluse'

B) All electrical inspcclions. lcsls, marnterrircc repair and installa{ion \\'ork is under taken by

approved trained and conlpetent persons

C) Live Electrical worl(ing is prohibilcdlitlthough live tcsting is permitted in exceplional

circumslinces and it is rrnrcasonable in all circumslances for itto bedead providing appropriate

controls are takcn and erluipmcnt is uscd)

D) All relevant statutor-\ reqrlirenlcnls anLl reason'rbly praclicablc' best praotice guidmce isadhere

E) Upto date reoords ol all electrical inspecLions and tests arc kept nnd copies are available at lhe

present which the) aPIL)

F') Followirrg a firilcd inspection or lcst, rcpairs arc prompll) underlaken or where this is not possible

item out ofusc, *'e put on "do nol use sign''ud ilneoessary *'e dispose ofL

Firc fighting mENurements: Irire cxtinguishers \\'erc inslalled in all the laboratories and at critical

locations.

o Workr,rg condition r)1'lhe sal'ty equipme rts arc freqLrenlly 
'hcckcd 

by authorized agencies



. The buildings arc so deslqncd tha1. everv chss roonl. scminar hall, laborabry is well ventilated

and \\ilh wide doors en!1 windows

. The building archilc.tLr h designed $ ith rt0il. open spacc .rnd proper vcntilation.

. In addition to fire c\tinquishcrs, waler is a\,ttilable abundantly which can be of immensc utility is

emergcnc).

. Plastic \later tubes .re availablc whioh cr r bc used fbr pouring the water.

. Every year our collcge has been organizirg ore day training prograrn.

Safety of civil struclurc
'lhe collcge takes all thc precaulions belorc it goes for constructing a buildiDg. The fbllowiog
measures get meticulousl\ executed bet'orc, ( uring and after consttuction.

Processes ol construction

> 'lhe plans are developed bY eminent enginecrs outsidc thc instituljon.

> I he sitc is inspectcl llnd nccessarl fbrlificaLion gels do,re.

> The soil is nonitore(l b\ the department ol.cir.il enginccr.ing.

> Nccessary approvals are obtaincd by relevanl governnlenl bodics.

> Full-timc engineer|rg \vork on the construction

> The progress of constructions revieucd both by college adntinistration and thc managemcnt

rcpresentativcs olr a regular scale.

! All the norms lairl clow b) the law-cnlolcilrg authorities ere adhercd to.

- Ihe.lcp-rtr'<rr olLr\.'(,rgincr-i.rBntor'.i! s.rrct rr(..

> Stabilit),tests are carried out on in-house laoilities.

Safet! management of civil structures

! The college accords 1)rintc importance lo salaty of the constructions.

i;lhetlooritrgismo|iloredandcareistakcLti|ordcrtoseethattherewouldnolberashes.

> Window lriLmes arc checked and painled \vhenc\.er there is need.

> Buildings are whirc $ashed on a periorlic brLsis

> Doors are protccled lio]n whitc ants and p.tir]ted on a periodic basis.

) Rooti ofthe buildings iLre maintitined and steps are laken to prevent seepage.

> Proper drainage syndrr is provided to prevcnt water logrline.

> The dcparlment of civil cnginecring nrainte|rs all thcse activities.



H:indling ol hrzxrdors chemicals and such othel nctivities

A code o1'saf'ety proceciures are developed b_v, department and arc cr)fbrccd on instructors, students

and laboratory techniciars

> Students are requircd lo rr,ear uniforn/afron and shocs in order 10 protect them from welding.

, sparks elc. also. the) \vill usc black glass shielded 10 protect their eyes from ultra violet rays

liberatcd in the arerl sprirks.

I All the rveiding cables rre propcdy insulxted in ordcr to r\oid electric shock to the students and

insulationis \\idel),fi)i.d around cuts to the electrical!vires, ifan).

> All the tools have beerr pcriodicall! shl4reted to have proper cutting at moderate eflort and

clarify.the work picccs have been doIe prolerly.

> Mains are switched ollwhen elecirical conlcctions are in progress. Fuse wire is provided inthe

cicuit 10 eliminate burninB ofcntirc circLrit, in the case ol'over loads.

> Exhaust gasses are lcfi iar a$a) to a\,oid ilir pollution inthe lab.

> Students have 10 *ear ltaid glo\ cs, masks ftr' nose etc. r hile working \\,ith the chcmicals.

; Cas leaiiage is arrestcd b) using propcr seals at the pipejoints and guards & rncshes are provided

- for it

> Use the smallast arnount olchcmicals possible in anl experlment.

> Chemicals should be crtcgorizcd es Co]rosives. Flamrnabies and Toxins.

> Spills should be clc,rlci immedratel\' and drsposed appropriatcl).

> Waslc should be segregrtcd to a!oid unrtn!e(l reactions.



Various committees in the lnstitution

Functions

l. To reccive Cricvancc liom facult-\'. , staf-fand siudentsr'parcnts'

2. To find the lacts ol'lhc Crievance.

3. -l 
o suggest remcdial !nd preventive mcesLrres.

4,-Tore\,icwthrsuggestions/comp]aintsraisedbYlhcstudenlsdurinsPeriodicalcounseling'

5. To revicw thc outgoing students feedback

Lihrarv conrnrittee

The conrLnittie consists ofa Prolessor r'an l\ssociate/ Assistonl professors drawn from the various

departmerLr and thechiel librarian. lhetollo\\ingarcfirnctionsoflhcLibrarvcommiftee'

l. To prepare lhe list olbooksljournals as per the requircmenl ot'various departmenls'

2. To sugges! improvemc0ts to run the librarl smoolhlv. orderly and satist'actorily'

3. To suggesl the fine struclurc lbr the late relurnilg of books

,1, To sugScst the punishmcnts tl) bc a\\ ardcd tol lhc studcnts violating 1hc guidclines ofthe library

Eude4rghrelqrtU&c

The c.nnmiitee consists of a Sr. Profassol. rn Associate 
'r '^ssl Prolessors drawn lrom the

dcpafiments. TheJbllowing are the lun.lions ofth. Stlrdent Welfarc Comnlittee

Funclions

1. Scrulinize thc applic.rlions recei\'cd fiom lhc sludcnts for \!clf'are scholarship andrccommended

to lhc uellare ofiice

2. Scrulinize the reqlrest lroln the sludcnts rnd recon]mended to the management lor financial

support deserving stuLlonts.

i. Recomnrended lo thc Soveming hod) tbr lhe iIrstilLltion olscholarship, studentships, fellowships'

prizes, rnedals and to lieme regulations 1'or the arvard ol same'

Gricvancc Redressal Conmiltee

The commirlee consisls oL Vice Principal. rrn) three Ileads ofthe depa menl and a senior Non-

'l'caching staffas the nrclrbers. Ihe lbllowing iLrc the funclions ofCrievance Redressal Committee'



Co curriculJr activities cornlrritlet:

The commillcc consists ola Head oflhe deparlmcnt/ 6 associale/assislant prolecqnrs dt^Nn from

the \'arious dcpartments. The lollo\\ing are lirnclions of lhe Co curricular activities committee

!'uncfions

1. Io suggesl varioLrs c. cLrn icular activities lo bc organized in an academic year'

2- To prep0re proposals tbr conducting state le\eland nelional levelcvents in co curricular

activities

'Io flnalize a blrdgel io conducl !ariolrs acli!ities in an academic year and submit to the Principal

for approvil.

4. Preparrlion ollist ol guest lecltrrc progranllres

5. Conducr ofseminars, paper conlcsts, qui/7cs et.

Ixtra crrricular Activitics colnmitteei

The coinmiltcc consisls ofa senior laculLll' 6 Associate,/ Asst Profassors dra\\n from the vffious

deparlmcnts.'l'he lollo\ring rrc functions olthc Ertrr-Curricular Aclivities Committee'

FuIctions

L To suggcst and orglrnize various cultural acli!ilies to be organized in an acadcnric l ear

2. Plan rnd organize v.lrious activitics on behnlf ot'NSS,NCC and encourage students / staf-f

participate in NSS, NCO, Blood donatiorr crnrps, Irlood reliefcamp etc',

3. To prepargspods ollenilar and an action l)llln 10 implemenl lhe sarne.

4. To slrggest lhe methods \r- hich encoLrragc sltrdents and facult) to lrtilize sports and games

facili!ics available in thc college

5. To taie up the responsibilit) ol frcparing the budget eslinlate, reqLrirement of intia struclurc and

cquipDrent. maintaining thc cquipment arrd pla)r ficlds

6. Seleclion ofteanrs 1o represenl lhc colle€le in inter-collcgiate tournrrmcnts and also the intramural

tourniltnenls.

7. To prepare thc detarls ol sttcndance to lrc giren to thc stlrdents representing co]lege in various

sports and gamcs.

& To increase thc coldial rclations belueet) students and ticulty bl organizing cxhibition games

bet\,'cen the teams ol students and fhctrlty u'herevcr possible



Admission Committee

ThecommiltctconsistsofPrincipal,Vicel,tirrcipal(Adrlin),anyt\!oHeadSoftheDepartment

and faculty nrclnbers invol\'ed with the adrnissinns' 'fhe follo\!ing are the lunctions of lhe Admissions

Committee.

Functions:

I To evolle the nroccJLr[c lbr the rcgi\lration on the da] olorientalion

2. To mike ncce..ary affrngemenls for Lhc orientntion progrenrme i)r tlrsl year shrdents'

3. '[o prepere nonrinal 11)lls

4. To lollow up the luilion fee pa-tlnents and lines' if any'

5. To scttle lhc accounts oltuition lec, admrssion lcc elc . paid by the sllldents'

Planninp & lJYrluxtion Cbmuittee

'Ihe corn;rittec consists of Principal, Vice I'riilcipal, HODs aod olhcr faculty as its mcmbers' The

tbllowing are the lunctions ofplanning & lvaluaLion Comnittee'

Acade0ric planning & Aoademic audit

l. To scild proposals Lt) AlCTIl. UGC etc., 1oI continuation ol approvel/ inlroduotion ofnew

2. To send the proposLtls 10 Univcrsit) lbr c)ilension olelllliation'

3. To co,lordinatc among lhe departmenls 10 l}ppl), fbr !arious schemes/granls to AICTE, UGC etc,,

R€search consultancv and Ixcultv develoDflerlt Conmittee

The commillcc consisls ofPrincipal lnd Onc Sr'Prolcssor Ilom each depa ment as members

The following are the functions ofthe Rcsearch aon\trllancy end Faculty Devclopment Committee

Functions

]'Tocoordinatelhcresealchanclconsrrltancv|lctivitieslnlongthedepartmentsinthecollege.

L scrutinize the rescrrch prliccts sublnifteLl bv lhe lacully melnbers and recolnmcnd thedeserving

the appropriat,: fundirlS agencies for fillancirl support

3. Scrulinize rhe sllldcnl's projccl prcposals ti)!arious agencies for tinancial sLlppon and

recomme;d projccrs.

,1, Exan]inc the appliclLtions rcceived lioln lhc ftculL] melnbels,,Students tbr patents / awardsand

recu.lrnl(nJ llrr .o ...r..c aLlln''ili.'.

5. Examine thc researcll consullation prqccls lnd rccolnmcnd the suitable projeots'



Trainins and t'lxccmcnt Conrmittec

It coniists ofDirector (l &P)"fraining & Placcnent OtTicer and three Sr- Professors as its

members,TheibllowingarelhefunctionsoltlleTlainingandPlacementCommittee'

l. lo heh the l' & P O[ficer to rrainlain corrrtcls \\ ith alumni

2. To hclP lhe T & P Ol]iccr to organize the various prooessc\ like \\ritlcn test' group discussidl'

intcrvie\\s.l],R'Inter!ie\!s\lhenth.col)lpltniescomelolhecampuslorplacemenl.

l. Io of6Inr/( iliri\ il'e""'ned al ' nor"\ in! lr sL'lLrc lr)durlr) lrrLer'r'lion'

4,l.ocooldinatethcsoft.killsrlainingproglalnmesofthcrespectivedeparlmeilts,

Women's GI ieYence Cell
-=rcclr*._"t, 

"nior 
Wornen Prolissor flnd 5 \\'omen Associate Pruf'essor/ Asst Prolessor' as its

Functions

members The tbllo* ing arc the lunclions ol the \\'omen s cell

Flrnctions

1 To tcccive complaillls il any, froln thc lad) sla'f and lad] slLldents \'_ho have been subject to

sexual harasslnent

2. To kcep all records intrcl and in proper order ofthe complaints rcceived

i. To enquire inlo such cornplainls and cst'blish the lacls

4. To kecp an claborate Process docLrnlenl ol eitch and in such case describing the methods adopted

- aod the settlenrent rcsetirch in solving thc problem

Disciplinirrv Connniltec

It consisls oi Sr Faclrlly members' dra$'n irorn all the dePartmenls' fhe fbllowing are the

funclions ol Discft linary Comlrittec

Functions:

1. To mainlein & cnlorcc strict discipline in llie collcge campLrs

2. To en[oroc slricl drcss coLlc among sludc]11s

3. To enlorce total pr"lribition ollnobilc phoncs usage bl tlle stlrdents inside the college campus'

PleasenotelhatmobilephoneiStotallyplohibilcdinlhecollegecanlpusandifastudentistbund

canying mobile phonc' the mobile phone lreeds 1() bc contiscated and submilted to the Principal'

4. To monitor thc rnovemcnl ofthc st dent! in thc collcge and prcvent studcnts loitering around in

the corridors durinq lhe college working hours'



5. To enslrrc that all the studenls attenLl classcs \\ithout bunking and prevent the studenls from

leavinq lhe collegc errl)' Plcrsc note thrr! no studcnt can leale the college Nithout prior

- permission ofdrc highcr authorities (gatc pass shollld be produccd)'

6. 'l'o ens.,re thai stud.ntq mrintrin rlni)st silence in l'he library

?. To maintain p()per (liscipline in lhe strLlcnl !raiting room and corridors during the college

rvorking hours

8,,[oaS\iStthe!ollcge,\ntiRagllillgcomnlillecinpre!enlingragginginthccollegeandtospread

anlir.:;lnDir'nl 'i'. i rr ''-r' 'lr"'rr'' 'l''''n'rr 'l lI

, ,"."J.],-.J"ru .''t"t'1" tllttlptinotl actiorr rgainsl thal sludcnt including in fact ofindisciplinc

behind doubt

Observance of Gcneral Discil)Iine:

In ordcr to maintain serene. sllent clear and studious environlncnt in the college campus and to

inculcate disoipline i1r lhe slu']ents, the ibllo$i g Ilulcs and Regulalions are firmulated:

. Ragging (inside & outside the collcge) is strictl) prohibited as per Andhra Pradesh Government

_Act.26of.....,'\nysuchactisliablelorsspcnsion'DismissalandPenalPunishment

. Students shorrlLl neill)er involve nor encourrge in acts olbo'\'-oott/strikc/quarrcls' etc'

. Studcnts shoLrld sh ictl)' fb1lo\\ the coll'ge lirllings and adhere to lhe dress code prescribed by the

collegc.

. Studcnls shoul.l not possess Mobilc phorles irlthc prcrnises olcollege campuq If foLrnd' rvill bc

ccasea and PenaliTed'

. Studenls should \reir I D' Card as long as they are in thc collegc campus'

. Durirg the intcrval an'l lulrch tirnc the siudents are expecrcd Io maintain strict discipline and

silcncc r.-hile mor'ing irr lhe corridors'

Studcnts should cooperrrte to mainlain clennliness in the catnpus

use dusl bins.

Students are strongly advised to

. Students should meinl'in Llccenc) and decollrrll in the class room

. Studcrts sholrld not slink or 0less uP others items/cashlbooks/calculalors ctc ' in the class room

and collegc.

Sludents ;e slricll)' instructed lo fbllo\.' the rtbovc listed Rulcs and Regulalions' Any violation

intheGencralDiscip]ineiSliabletorpLlnishnenl(suchaSsuspensionfromaltcndingcollegc/

Rustication, ..etc) as .leci'lcJ by lhe I'rincipal birscd or the r'comnrenda{ions made by the Disciplinary
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Commiltce. Thei!lics the rcsponsibililics ollhc sludcnts 10 salcguard llle image and reputation ofthe

collcge. in their o\rn inlcresl\

Dress Code:

'Ihc follorvin!'DRhSS CODE" is to bc obsl:rvc(l in the collegc premises

Monday to Friday

The boy studcnr shoul.i allcnd thc college onl) with College Unilorm '!'ormal dress with luck-in

and shoes'.

The girl studcnt shoulcl allcnd the collego \! i1h Collegc Llnilorm "Chudidhar" and "Chunni '' 'l he

foreign naliooalstlLdy in this collegc shorLld tbllow Formal Dress Codc'

Satulday

wearlng ofT-shirt. jearrs and shadcd prnls, dress wilh dilferent colors and several pockets to the

pant l1nd shin with designs are nol allowed in the collegc premiscs'

Budset Allocution Pn)cedirril

An Innhution's bu.lgel is one cmbodimcni ol ils lalucs _lhc 
budgct is thc means b) which an

institution furlhcrs ils acaLlelnic mission ll reflccts rhc campus's balitnce belween central conlrol and

unit initiative. ln an era of high costs and lirnited resources, thc budget process is thc mechanism for a

campus to f'ocus rcsourccs and rrake diificlrlt decisions.

At LP.E Boracli, ererl' year in thc month of Januar-v' ' the Principal asks the Heads of thc

Departmenl, Collegc Adnrinlstrali\'c Olfic.3. ll\arninalion Section Library and other central

departments, 10 prepare thc budget estinlate lor the ncxt acadcnic ) car'

- l he estimates olthe bLrdgct tioln llle depadlnenls \rill have provisions under following heads'

(.r) Lab Equipment (8) Books & Journals

(b) l-ab ConsurnnbLes (h) Researoh & DevclopDent

(c) I-at \{rintenan.e (i) Slel}lncentives

Gl) Seninrrs i(lorrtirenccs/ FDP (i) Slalionary and other consumables

(el. Cucst l-ectures (lO Display charls & Models

(1) Industrial visils

Apart tiom the budgct requircments, thc lbllo\\ing budget eslinretes are obtained from the

CcntralOfficers



(vl

Offic€s of the instifrlion:

a) [ducntional & Ge]reral - lhc cdlrcation .lnd general budgct l'unds thc general instruction,

rcscarch. administrnlion. aimission. and publlc service opcrations ol'1hc institution.

b) Examiralion Relaled Ll\pcnditure _ Vrrious annual cstimates are prepared for conduct of
_ examination, incluling, eram relalcd stelionar). qucstion paper sctting, valuation, recording &

publishing ol|esults. $lam renrunerelion, infl'aslructLrral requirements etc.

c) Auxiliary F.nt!rprise B.rdget - lncludcs btrdget lor Yarious studenl support seNiccs offeed by the

institullon, includirl-q lr'lnsport, iacilitics r)ranegemenl. IT services. e1c.

d) Studenrs Aoti\ilics: lludget estrnrate\ for orgrtnizing 
"ariotrs 

studen! activilites, including cultural

events, studenl organizations (NSS) & Slnrrli rg evenls arc prcpared under this head.

e) The blrdgel cstimatcs liom all these sources are colloclcd and grouped to prepare thc

consolidated Budgel Ilslimation ot'tlre irlsrihLtion. Thc same is submitted to Finance Committee

for approval.

l) Finance corrnrillec, .lli.r carclul exarninaLion, approves the budget lbr the acadefiic )car.

g) The accounls depaltnrent, on receiving thc upproved budgct cstinlate fiom [inance commiltee,

. preparcs the schedLrle lor the rclcase ofpa)lncnts. in consultation $ ith the Dcpartment Heads.

h) ]'he sarrctioned bu.lseL is rclcascd, as per the schedulc. for accomplishing lhe spccified goals

i) The concern alrthorilies have to subrrit thc ufilization ce{ificatc/ bills for the budget released,

Nithin l4tays tiorr the releasc ol thc budget.

j) Further. all the departrnenls arc sanctioned an amount Rs 20.000- as lmprcsi Cash, tbr meeting

emerg!nc) requirerler]ls in thc Llcpartrnerrls Ihe accounl is replenished as and \\hen the bills tbr

the prior sanctioned irlpresl arc sctllcd.



I

Procurement 0I equifnr!n t

* Dep::::::-:. :l i:-'!:t lhc requirclnenL ofequipnlenl \!ith delailcd spccifications sufllciently

in r: ..::. Tr::i \:1i Lo be approved br- lhc Principal'

.] Th: .:..: i:ir,rrr are coll.clc.l tiom lhrce dilfer.lrt sulpliers and the rales are compared

.! SuFp.i.r! drc crllctl fbr negotiations nnd tcnns and conditions are llnalized'

.:. A1jc. receivirrs thc apprcval lioln lhc centl'al purchasc committce' Thc concerned Hcad oflhc

InsliLulion will issLre thc purchase order a rd a copy ofthe sarn(r is givcn to thc Accounts dept'

t Equipnrcnt is rcceived. lested ind ccrlitied 1)l the HOD and entcred in the stook registers'

.i Payments should be rclcased widlin two \i-cchs

.t All llles should bc kept wilh accounls depBllnrent wherc as all papcrs relating to lechnical dctails

are to trc ktpt \\'ith conccrned deparllnenl.

t Purchase rcqLrirem.r)ts should bc placed \1'cll in ad!ance so es to e'rablc the proper lunctioning of

acadcilics.

Procurem€nt of consumables

t various laboratories require dilfercrlt tlpes of consumable itcms and the lisl of same isto be

prepar.d.

* Purchase requiremenls are () bc preparcd and necessarY amounts can be drawn lrom imprest

cash or from accounts dcpanmcnl arld thc sunlc is to be entered in the stock book'

* Regular nlo0ltoring is to be done to ensrLre aclequate slock ofconsumables to enable the smooth

condLL!t oFlabs
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