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6.2.2. The functioning of the institutional hadics is elective and efficient as
visible from pelicies, administrative sctup appoiniment amd service
rules,procedures, ete.
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Academic Council
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Finance Committee
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Admissions Committee
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Timetahles and Schedules Commitice

Examination Cell

Internal Quality Assurance Cell

Industrial Tour and Placement Committee

| Disciplinary Commitiee

Anti Ragging Committee

— |
Il | ==

Grievance Redressal Committee (GRC)

Library Committee

14 | Alumni Commitiee
15 | Staff Welfare committeg
| 16 | Purchase committee
17 | GPAT and Competitive Examination Commitiee
|18 | Exira-Curricular and Sports committes
19 Steres and Maintenance Committee
I_Q{I' Magazine Committee
|21 | Seminar and Workshop Committee
' | College Development Commiltee
i Women Protection Cell
73 | Health and Puhtlc Awarcness Committee
24 | NSS Committce
. 25 | SC/ST committeg
| 26 | College Evenis
QUALITY ASSURANCE j
1 | Qualilty Policy
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OPERATION MANUAL - A YVISION DOCUMENT

The role of highér education in nation building and facing the challenges of
globalization is being discussed world over. As fir as the developed nations are
concerned, they have a well-developed system of higher education, capable of
taking care of the twin problem of quantities and qualities of higher education,
This vision of imparting higher education for our youth, if not implemented

with a

missionary seal we may nol succeed in our endeavor of transforming our

country toa developed economy.

Learning. Teaching and Assessing arc integral parts of the process impirting
education and they are to be interwoven and failure in any scement will be
reflected in other segments too. If ong attempts to improve the system, it is to he

attempied in its totality. A reform here and a reform there will not serve the
purpose. There is no substitule for a holistic approach to educational reforms, il

the desired resulls are to be made.

It 15 in this context that our system of teaching, learning, nssessing is to be
redezigned to meet the challenges of the changing times, Our old system of
teaching, learning and assessing based on role memorization and other related
abjectivitics still dominate over ¢ognitively more complex ohjectives like
creativity. The need of the hour is to produce an academic community withmore

crealivity and that is the only way to convert our CCONOIY
cconomy.

e

b s L
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Mewd for paradigm shifl in Teaching, Leaming and Assessing: An outslanding

cdueativn system empowers adults to be lifelong learners amd problem solvers
and imparts values that support pood citizenship. However, most of the
lversities m Indie desipn theeir pedipopy around an examinastion system
whikh tests more the rote memory than the ability of stadents to apply, analyee,
evaluate and crenie knowledpe,

Three major steps con be taken up (o enhance the clicetivencss of the education
svsten.

I, Teachers training
In the context of the profiferation of professional collepes in the self-
financing sector, avwie shortage of Taculty is felt which in wrn affect the
quality of tcaching, learning and assessing, These fresh graduates do not
receive any Tormal training before facing the students, Cansequently, they
are not aware of even the fundamentals of pedagogy and depend on the
obsolete examination system to prove their warth. They set question
papers without having the objectives in mind.
The differentiating human factors in cognitive, affective, and
psychomotor skills ofthe students are ignored; and they venture out to test
them in areas where they were tested as students—memory and ahility to
work out standard problems with no relevance to reality. [n this process
objectives of the examination are forgotten.

2. Meed for making the pedagopy student centered
Any education system shonld have a feedback process inbuilt for

asserting (hat it i= studenl, centered, Instrictional methods should not he
confined to lecturing, but leamning by doing and leaming by insight
should be encouraged. Again, the teachers should be given professional
training to ensure that they are exposed to various innovative methods of
teaching, other than the autocratic style such as—lecture, demonstration,
tutorial style, praject sirategies, review, group discussion, discovery ete.

3. Exposure to Indusiry
This aspect of the cducation system is neglected so much thal students
coming out of pharmacy colleges are semi-finished products—they are
overloaded with theories, but do not possess the ability o deliver to the

indusiry. Projects and industry exposure are extremely important in this é,/
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aspeel, The projoets peneried by the sident ety are sflen

unimaginative and repetitive, baving ne creative content, Again the
remedy lies i teachers petlimg Arining in industeics of their
specinlization, sav ol least one week in thiree years, The students shiould
have minbm st hoes oF bt ey visit Coaest oty from ddustey should
intteraet wilh the studends periodically, AN s comimtied o indorporate
the above value aduitions Tor oor Academic Progeams, ICwill serve the
nation by mouldime students as madion builders, Also we will continee 1o
el oul Phammaey praduates o darpe numbers, who will consume (he
searce tesonrees of the society, without giving back anything, and

continue 1o be educated.
VISION

To develop highly skilled professionals with ethics & human values.
MISSION

To provide a posilive and professional leaming environment where all
students are inspired to strive for excellence in order o achieve their
petential as dignified and competent engineers, technelogy innovators,
managers and |eaders in global society through a cohesive network for
the parenis, students, college staff and industry.

The College ensurcs that its vision-and mission statement clearly defines
the institulion's distinctive characteristics in the following manner:
iyAvanthi was set up with a mission to impart such knowledge as may be
necessary Tor the all round development of the character of students
thereby making them capable of being better employed and at par with
the highly competitive job markets.

i) The institution follows a three-fold system with academic, co-
curricular and exira-curricular programs,
1ii} The academic desizn 15 based on enhancing and empowering the
knowledge base of the S_l.'l.rd-Ems- The focus is on the recent trends in
technology.

iv) The college visualizes at facilitating young adult learmers with
opportunities to kindle their ethics and leadership potential thereby
sensitizing leamers towards inclusive social concerns, human rights,
eender and envirenmental issuds
. ¥} The College has drawn a elear perspective plan for future

development and to maintain competitive edge in guality afim_,—lj/ )
\_/_ ff!

——
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ADMINISTRATION

e day-to- day adwsinistrotion is carricd onl by the coneerned Heads of
the Depurtments under the leadership and poidince of the Principal. The
Principal is supported by the i Viee-Principals, two Asst Principals
and Six Peans in fos day ooday netivities,
Avanthi lnstitute of Engincermg & Tochnobopy has well delined
organization structure with greater ciployee paricipation in various
academic and administrative roles and responsibilitics,
I. 1 Roles and Responsibilitics

The Roles and Responsibilities of the Administration team is

givenbelow;
PRINCIPAL |
o Tobereported by o College Academic council ]
¥ Vice-Principal o Depantment Advisary
#  Assl-Principals Committee
» Grievance cell
= Disciplinary committce
& Alumni
Vice-FRINCIPAL [Academics)
e Faculiy Leaves Library ‘e Purchase commitiee
committee o Result analysis
s Time Table Committes »  Academic awards [or
o Staff recruitments( faculty) students -
¢ Student feedbacks e Approvals to faculty to
a  Fachlty Attendance attend
registers o WS/Conferences ete
Exam cell

I ~ Vice- PRINCIPAL (Administration)

s Non-Teaching Siaff-Leaves o  Hostel commiltees-Boys
o Transport Committee and Giirls
e Anti- Ragging Committes s Security
o Women Empowerment = Staff recruitments{NT
Cell Stall)
Asst. PRINCIPAL (Academics)
o Establishment Faculty o UG, TSCHE & Technical
Incentives Booard Correspondences
s JNTUH Affiliations o Yearly Faculty appraisals
s NAAC Ar;tn:dila!jnns : University Ratifications
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Civil mainlenance

Sumtnaptly (V), Bbdulicpurmet (M), 0.1, Db, Mear
o Electrical & general Hostels Canteen
maintenance » [ ocategory seats of UG
» Fabrications COUrSEs
= Fumishings & lumnitures =  Land scaping
o Campus networking
o  House kesping
(Strategic Planning) _
s Autonomy * To oversee strategic
e Internal Quality Assurance planning for the institute
Cell (TQAL) s Policy development
e Service manual
(Civil and Infrastructure)
+ Civil Constructions * House keeping

1

(Research & Development)

o Sanitary/Flumbing/water

® l"ﬁ:g::u:ls ImplcmEM1t:n:1

Reeord Consultancy
Publications &

presentalions

s Malls

o Add-On programs

e E-Learning material -
utilization record

{Trmmng & Placements and PG Courses)

Placement Cell B category
seals of PG courses

o All PG Cl:rurses Records of
Minutes

e GPAT Scholarships o Student Projects/Internships
through
!. (bluﬂtnt Mﬁurs}
| ® NCC, o Cultural and 5pn::r1:.
s Professional body commiliees
activities Students e Approvals to stadents o
e Coordination in attend WS/ Conferences eic.
organizing Guest lecturers, e Public Relations
Wnrkjhups & Industrial e [ress and Media
Tours/visits for students Committes

tFaculnr Develapment)

s Professional hﬂd}' aclivities

s [acully Coordination in
orzanizing Guest lecturars,
Workshops for laculty

o Induction ngrams for
faculty

Conduet University

(Examinations)

Review of the results
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| Foxmmantions a  Convene {“sﬂl

| i oardet amlor Bicibital i"',xsuuirmliuru:,_[.‘mnmium

| iiermal exammimitions o Prepare snnmal budgetary

i w Comduet External National propesals for 1xmms
At compreltive sectim and submit audited

! R I stideinenty

o Dowilitate sterml pogrer
| selling processes ; =T
I FINANCE OFFICE ] g

= Avcounts - I*wmmm *:.!.M:F'
e Fee receipis deductiong
| e Social Wellare processing | » Advances !
| o Anditing related activities =  Reimbursements-TA, '
» Budget Aed Others
l implementation/compliance i
1.2Committees ;

For smooth administration and delegation of responsibilities
variouscommittces and their Functional Heads are given below:

Commiltee Name Headed-by |
| Academic Council Principal N 5
Board of Studics Principal
Finance Committeg Principal
Admissions Commitiee Principal
Timetables Committee VE(AC)
Examinations Committee VP{Examinations)
Cuality Assurance Cell VP
Training and Placement Principal
| Commitiee
| Itesearch and Development Cell | VP
'II rI:rrarg.f l’:-::mmm-:r: v
Women Develapmen Cell
| Purchase Comimiltee AR
| Press and Media Commillee AD |
[Website Maintcnance AD
Compmiftee el .
Canteen € ﬁmmmec A
[ lran:-.]mri. E_umm]ilm. A -
| Grievange Redressal Committee | Principal
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Anti-Ragging Commitiee | Principal ]
Other Commitices |
Hostel Committoe | AD
Culoral Commilles AD
 Sports Commiltes APADY
Constrisetion and civil (Civil Infra]
mainienanceCommittee
CGieneral Maintenance committes | APIAD)

2. Academic Council Strocture and Functions:

2.1 Structure;

Presently the college is affiliated to IN Technological University-
Hyd, and therefore Academic Rezulations& Schedules prescribed by
the alfiliating University are being followed by the College. The
college has an Academic Council comprising of Principal,
VicePrincipale, all 1HODs and faculty. In view of the present proposal
for autonomy of the college, a separate Academic Couneil is to be
formed in line with Autonomous regulation and the structure &
functions of the Academic Council are to be drafied.

The following is the tentative draft version of the same,

The construction of the Academie Council is as follows :

e Principal { Chatrman}

e All Heads of the Diepariments

= Four teachers of the college representing different levels of the
teaching stafl by rotation(2 Years) based on the seniority

e Not less than four expents from outside the college from industry,
education, and community activist ete. to be nominated by the
Governing Body

s Three nominees of the University

s Controller of the Examinations, and

= Senior faculty nominated by the Principal

& Member Secretary

2. 2Funciions:
The Academic Council

= Frames, modifics or repeals the regulations for various courses
and curricula, instructional methods, scheme of instruction
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&examinations and other academic regulations on the advice of the

Board of Studics
& Designs the scheme of evalustion and revises the same whenever
necEssAry

e I'rames the rules for student altendance criteria for writing the
end exmmination

e Iistablishes the procedures for Condonation, re-examination,
revaluation, supplementary examinations and grading on the
recommendation of the Boards of Studies

e Stipulates the conditions for award of the degree

e Advises the Governing Body on all academic matters

= Forwards the proposals of developmental activities like
infrastructure, stafl recruitment, library books and equipment cte.
to the Governing Body
a Mediates the industry Institule interaction

* Delepates the standing committee such of its powers as it may
deemtit.

= Recommends the Governing Body regarding the Institution of
scholarships, studentships, fellowships, prizes, and medals to be
awarded to the students. It also frames the guidelines for the same
e The Academic Council may delegate any of ils powers to iis
Chairman. It may also appoint ad-hoc committees and delegates
any of its power to the adhoc committee. » Performs other
functions as my be assigned by the Governing Body

The quorem for the mecting is 50% of the total members of the
Academie Council.

23Sianding Committee of the Academic Council Constitution:
= Principal - Chairman
= Vice-Principal{ Academic) — Member
= Asst, Prineipal{ Academic) — Member
s Heads of the Departments - Members

Functions:
® To serutinize and recommend dralt regulations and syllabus
framed bythe Boards of Studies to the Academic Council
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» To consider various issnes and finalize the agenda for Academic
Council meeting

= To make provisions of such aspeets of assessment and
examinations falling within the competence of the Academie
Council subjeet to the ratification by the Couneil

= To review the student allendance and o determine the eligibility
or otherwise oFany student to appear for the end examinations

The minutes/procecdings of the Standing Commitice meetings are
placed befare the Academic Council for ratification, The Standing
Commitice meets al least two weeks before the end examinations

and also al leastone month before the Academic Council meeting.

3. Board of Studies Structure and Functions:

Presently the colicge follows 1he academic syllabi and course
structure a5 recommended by the Chairman Board of Studies {BaS)
under 13 Jawaharlal Nehru Technological University-Hyderabad ,
the affiliatingUniversity. In view of the present proposal, separate
Board of Studies (Bo%) is 1o beconstituted for each discipline,

J.1S8tructore:
The fellowng is the tentative structure of Board of Studies
(Bos ) of any discipline;
» Head of the Department — Chairman
o All Professors in the Department
e All Associate Professors
s All Assistant Professors with a minimum of 5 Years of
EXPEricnce
& Two experts from other colleges nominated by the Academic
Council
e One expert to be nominated by the Viee Chancellor from the
pane] of six recommended by the college Principal.
» One representative from Indusiry/Corporate Sector/Alied area
relating to Placement,
 One Post Graduate Meritorious Aluminous o be nominated
byPrincipalThe term of each nominated member is Two Years,
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The quonim lorthe meeting shall be 502 of the total members

ol the Board of Studics,

X I0Mecting
The Peineipal of the eollege prepares the schedule for the
mcetings of the Boards of studics of different Departments.
Elsnally the meeling is scheduled onee in o semester or lwice in
any Year, However, e mecting may be ¢alled Tor-as and when
NECCSSarY.

FAFunctions
o To propose new courses, syllabi; modificitions in syllabi to
the Academic Council,
= To advise the Academic Council on the academic matters
referred tothem by the Council or on their own.
= To Co-opt members from other Boards of Swidies or other
experts asspecial invitees whencver it is required.
* To form sub-committess as and when required, with the
approval of the Chaimman of the Academic Council.
The Academic Council may direct the Boards of Studies to hold
a joint session for deliberations on emerging trends to include in
the inter- disciplinary programmes.
Whenever the proposals of a Board of Studies involve views of
other boards, the same may be entertained with the permission
of the respective Chainman of the Board.

4. Finance Committee

The Finance Commitiee will be an advisory body 1o the Governing Body,

and will meéet at least twice an vear to consider:
{2} budpet estimates relating to the geant received/receivable
from UGC, and the income from feesele. collected for the
activities to undertake the scheme of antononmy; and
(b} audited accounts for the above.
(¢) budget estimates relating 1o the grant received /receivable
from UGC, and inceme lrom fees ete. collected for the activities
1o undertake the scheme of autonomy; and -

(d) audited secounts Tor the above, \-/_/3;/ .
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Composition:
e T'he Principal,

i
1-.'_1 o0
. e

& One person o be nominated by the Governing Body of the
collepe Tom period of two years,

e (e seprior-most weacher ol thie college to be nominaled in

rotation by the principal for two years,

5. Admissions Commitiee:

In order to CRSUNS ANSPATENCY in various processes perlaining to *B’
Catepory admissions in B.Pharm, Pharm. D and M.Pharm namely
Admissions Commitlee has been constituted. The said commiltee shall
comprise of the following members:

5.No. | Designation Position
I Conmespondent Chairman
2 Principal | Convenet
3 Vice-Principal — Administration | Co- Convener{LiG
\ Programs)
4 : Placements &PGoourses Co- Convener{PG
Programs)
L3 | Vice=Principal — Academics Member

The Committes will review all the issues related 1o *B* category
admissions in the institutions in its totality taking into
consideration various resolutions [ Government Orders passed /
issued by regulatory bodies like JNTULL PCI ete., as well as the
orders passed by various Judiciary Courts and make
recommendations 1o the Principal for action in the matter.

6. Time Tables and Schedoles Committee:

A College level Time Tables and schedules commitice is
constituted which is headed by Viee-Prineipal (Academics) and
having one member from each branch to prepare Time Tables and
schedules for the AcademicY car.
6.1 Opermting Procedure
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The fellonving are the major points and their order for

constderalion in preparing i Successiul schedule,

(ud Finalise the number ol sections Branch wise

(b) Fimalise the laboratorics as pereurment syllabus,

(&) Finalise e time-table for labs/workshop, L.e. all those which
require duration of three hours/three periods at a siretch Make sure
that same labs or not put continuously Le. at least some theory is
covercd between bwo conseculive labs and also on one day there
should not be two of labs/workshop or combination.

{d} Each branch should depute o representative who should be
available with the list of subjeets, faculty for the subjects, along
with the existing load of faculiy and their preferences (like
inabilities for some medical reasons ete.)

() Time-Table should be finalized giving preference 1o HOD,
senior faculty, '

(N Always arrange classes diagonally so that time of the day is
evenly distributed, some in the beginning of the day, some in the
middie and some at the end of the day, Where ever possible give al
least one day as free day to all the Gacully.

7. Examination Cell (EC):

The Examination cell (EC) is set up to coordinale all aspects of the
examinations conducted in the colleze. The responsibility of the
EC is to ensure that all the intemal examinations and extemal
theory and [aboratory examinations set forth by INTUI for the
conduct of the B.Pharm, Pharm. D& PG courses are being properly
executed

7.1 Dhaties And Responsibilities:
The following are the primary responsibilities of the EC:
1. Prepare examination schedules Tor Mid exams

2. Distribute answer scripfs to teachers for correction and collect
kack for internal examinations

3. Conselidate award lists for Mid exams for uploading to
university website

4, Prepare schedules for Unmiversity Laboratory examinations
inchidingexaminers lisi
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5. Pownload, deerypt and multiply copies of question papers

6. Coordimate conduction of the above exams and ensure that
seripts andaward lists are sentdo Pniversity in time,
7. Compile results of University exams and prepare resull analysis

,..-F

7.2 Operating Procedure:

& e Cell colleets the Bist of students enrolled For all years and
semds a request to the Universily For the stadienary required for the
conduct of cxlemal examinations for the academic year

& The Cell preparves the examination schedules for MDD for
internal examinations.

& The required stationary for the MID exam is issued to the
department and collected back from the department after
completion of examination

& The award lists are consolidated for the MID examinations for
all subjects from the departments and uploaded in the university
wehsite. Simultaneously, the overall results of the students in the
internal exam arc compiled and the performance analysis of the
students in the MID and lab exams in individual subjects is
compuied and recorded

& At the end of year | semester, the schedules for University
External theory and laboratery examinations is prepared including
the examiners fist

& Conduct of external examinations as per INTUH.

& The University results of the students is given to all departiments
and the consolidated award list for the students is prepared

& The performance analysis of the students in the university exams
(RESULT analysis) in individual subjects both in theory and
laboratory isprepared

& Drata is submitted to all departments to prepare a report on the
nurmber of students who have obtained their degrees for preparing
Consolidated Marks Memo & Forwarding the Consolidating CMM

to University for award ol degree \//
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B, IQAC (Internal Quality Assnrance Cell):

With an objective to increase elficiency, transparency, clarity and accountability
in the preparatory works leading Lo aceredilation/recognilion/approvals from
NAAC ., PCL INTUH and &UGC (in the eontext of Autonomous status) and
strch other regulnting bodies, department wise Internal Quality Assurance Cell
wis consiituted, Other particular teems and references for the committes will be
as follows;

& To be fully informed about the Quality Assurance standards and peer review
processes with reference 1o NAAC in particular

» To serve as knowledgeable resource for other faculty members of their

respective departments on the matters related to accreditation Quality Assurance
process

= To conduct awareness meetings at regular intervals to faculty,

. & The Committee shall meet as frequent as possible as per the requirement and
record minutes of the same and submit 3 copy to the administration for approval

= To provide feedback and recommendations to the authority with regard to all
issues related to Quality Assurance processes from time to time

o Any other duty as is assigned by the authority or any other activity that
compliments the said ohjectives

9, Trainingé& Placement Commitice:

With an objective to look afler various processes pertaining to Industrial Tour
& Placement activities in the institution, a committee namely Industrial Tour &
Placement Committee was constituted.

This committee shall take the overall responsibility of developing and
implementing the strategies for the effective conduct of Industrial Tour &
Placement activities in the institution, Other particular teems and references for
the committee will be as follows:

e To promole caréer counseling and other related processes with regard 1o

Central, State and Private Sector jobs M
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s To administer smoath conduct of campus reernitment trainings{CRTs),
aptitude tests, group diseussions, preparations {or Technical and HR interviews
through professional irniners and such other relaled process 5o as to make them
cmplovable

s To provide guidanee on Higher Education opportunitics in highly reputed
educational institutions in INDIA or oulside

s To Facilitate the conduct in awareness and training programs for competitive
examinations including GPAT, GRE and other such examinations

+ To administer smooth conduet of on and off campus drives [or placements
inte Central, State and Private Seetor companies of repute.

e To chalk out action plans for student internships and accordingly grooming
the them

e To obtain contacts and do correspondence with HR of reputed companies
through networking based on the departiment wise reguirements.

« To provide feedback and recommendations Lo the authority in making
nominations of students for Entreprencutship workshops.

+ To maintain branch wise and category wise directory of alumni for all the
references of the institute

« To provide time to time feedback and recommendations en any activity of
training & placement to the Principal in general and the head of the department
concerned through its member

s Any other activity that compliments the said objectives
10, Research And Development Cell :

With an objective to look after various processes pertaining to Research &
Development activities in the instimtion, a committee namely Research And
Development Cell has been constituted.

This committee takes the overall responsibility of developing and implementing
strategies for outreach of the Institution with other reputed institutions and
organizations for fostering culture of Research and Development in the
institution,
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Oher particular terms and references lor the commiliee will be as follows:

= To promote and incoleate spirit of research amang the members of the Faculty
by planming and ovganizing courses on Rescarch Methodology for all eligible
faculiy members

& To promote awarencss among Bealty wilhe regacd to various funding agencies,
their procedures, areas of rescurch ete. und [acilitate submission of proposals for
possible funding

» To identify potential industry pariners to network leading (o signing of MOLUS
tor the overall development of the department or for collaborative work or for
value-added training programs for students or for setting up specialized
laboratory or testing facilities

+ To mvestigate possibilities of consyltaney work with the networked
organizations and identify areas of consuliancy

e T identify polential value-added training programs for students leading to
mdustry eertifications through networking with the organizations already
developed

¢ Ta identily and report on periodic basis the publications in the respective
depariments that can be linked to research imcentives as well as the report on the
presentations made by Faculty in conferenees duly briefed in the departments
and to maintain a data of such research achievements of the departinents

s To evolve research strategy of the departments and propose budgetary
reguirements for the same in order to intensify research and developmental
activities

« Toinvolve the students with the support of the department 1o come up with
viable initiatives in collaboration wilh major organizations as part ofthe
Innovation

* To meet periodically with the members of the R&D Board and discuss
strategic approaches and achievements o as to widen the industry- nstitute
network of each depaniment and thus the overall reputation of the institution

& Toengage faculty to undertake research leading to award of Ph.D), and also
periodically monitor the progress there upon.,
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e To review representations and recommend the same Tor consideration of

Academic leaves full time research/part time \weck end academic engagement
leaves ete.

. ® Anv other activity that compliments the said ohjectives

11. Library Committee:

With an objective to ook afier the various processes perlaining to the
maintenance of Library activities of the Institution, o committee namely Library
Committee was constituted.

This commitiee shall take the overall responsibility of developing and
implementing strategies for the effective maintenance of central & department
libraries of the institution so that the students, staff and all other stake holders
will get more access & benefit ol all the services extended by library. Other
particular terms and references for the committes will be as follows:

e To play an advisory and advocacy role regarding the library in its support of
teaching, learning, research and other such academic activities in the institute

s To initiate in administering various processes such as identification of
learning resources, evaluahon of available resources on its use and procurement
ol identified resources.

o To facilitate in conduct of awareness and sensitization programs for students
on the matters related to library resources availability including e-content,

s To oblain contacts and do correspondence with reputed book and e- content
distributers through networking, based on the department wise requirements

e To analyze quotations submitied by the book/c-content supplicrs and provide
recommendations to authority for approval and scek clarification from them
whereever necessary

 To facilitate the administering procurement process 5o as to mainiain
uninterrupled supply of book/e-content materials to support the
weaching Jearning, research and all such academic activities in the m-sl;u,me as

per it's plan/schedule
..-"'"ﬂf
.-r"f
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* To ensure whether all the necessary procurement procedures are properly
followed or ot including documentation

® o provide feedback and recommendations to the authority with regard toall
activities of the libroy rom e to tme

® Lo chalk cut action plans for all round development of the library and
administering implementation of such plans

= Any other duty as is assigned by e authority or any other activity that
compliments the said ohjectives.

12. Women Empowerment Cell:

The college has 2 Women Empowerment Cell which addresses the gricvances
of girl students regarding sexual harassment. The composition of the gell
comprises one senior lady faculty member as convener and one lady faculty
member from each depariment. The compesition of the cell is as follows:

This cell looks after the welfare of the girl students and the lady staffmembers.
Objectives :
I To motivate and inspire the girl students in their pursuit for excellence

2. To Promote awareness among girl students on occupational, legal and
constitutional rights.

3. To educate girl students on women specific health issues and measures to be
taken,

4. To sensitize girl students on gender equality and to further encourage them to
advoeate gender equality within the community:

3. To make girl students realize their strengths and be empowered. /f"’
— e
\_/,—/"/ =
Rele and responsibilities of WEC: ,,/JH

i
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Ever since the inception of the commiltee, WEC a5 a team has been striving Lo
promcte awarcness nnvong vl stadents and eduente them on srender specific
issnes in the arens such as health, legal, earcer s social,

T realive the above mentioned objectives, the commitiee with jis members
shrivie fo:

1. Periodically organise puest lectures in the coneerned arcas sueh as
healilulegal, carcer and social aspeets,

<. Menitor and counsel girl stodems of their department, in the case of
requirernent.

3, Advise and support any girl student, if faced by any pender specilic problem.

4. Conduet competitions such as presentations, elocution, essay writing and
painting 1o encourage girl students o express their ideas,

5. Above all, ensure a secure and progressive feaming environment for the airl
shudents.

13. Parchase Committes:

With an objective to look after various processes pertaining to purchase related
activities in the institution, a committee namely Purchase Committee has been
constituted .

This comminee shall take the overall responsibility of developing and
imptlementing strategies to bring in more proportionality, transparency and
accountability in the pracurement precess in the instittion,

Other panticular terms and references for the committee will be as follows:

e To analyze quotations submitted by the suppliers! service providers and
provide recommendations W authority for approval. And seek clarification from
the suppliers/service providers where necessary,

® To provide the necessary expertise, advice, information to the authority with
regard 1o the best quality of inuterisl(s) available in the market, supplier's

-apability and perfonmance eie. -
Capabulity and pe i \\/_lff‘?" =
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» To obiain contacts and do correspondence wath reputed material & cquipment

supptiers! service providers through networking, based on the departinent wise

reguirements.

e To facilitote inadminislering proeurement process so a3 Lo maintain
uninterrupted Mow of materinls/serviees 1o support the scademic & development
getivitios i the institute as per iUy plandschedule.

= Toinitiate negotiations with supplicrs’ service providers so as10 procure

nraterials economically at a cost consistent with the quality and services
required,

= To develop and maintain good buyer-seller relationship with suppliers! service
providers so as 10 get timely service with eptimum costs.

= To maintain institute’s reputation and credibility in the market by fiir dealings
and prompl pavments

= To ensure whether all the necessary procurement procedures are properly
followed or not including documentation

« To provide feedback and recommendations to the authority with repard to
purchase & procurement process related activities from time to time

s Any other duty as is assipned by the authority or any other activity that
compliments the said objectives

14. Press & Media Commitiee:

To look after press and media related activities under various categories like:
functional, promational and official, in a smouth, systematic and structucal
manner, 3 commitiee, namely Press & Media Commiltee was constituted,

This committee shall take the overall responsibility of develaping and
implementing strategies for the efféctive communication betwesn the college
and media personnel so that the general public will get more access o &
awareness aboul the developmental & promotional activities of the Institute,
through Media & Press.

Other particular terms and references for the committee will be as follows:

=

|
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= Preparing annual budget for various advertisement under varions categarics

ke -

Functions, Promotions, relotional, official ele,,

e Creating and proposing marketing plans Tor institutionul giromotion,

o Wriling press releases for vavious nelivitics,

e Aranging, iferviews by news reporters, priot (o and on the dayol event,

@ Shall provide fecdback and recommendations (o the authority on press and
media activities from time to time,

= Any other activity that compliments the above said objectives
15, Website Maintenance Committee:

With an objective to look after various processes pertaining 1o maintenance
activities of institute's website, & committee namely Website Maintenance
Commitice has been constituted,

This committee shall take the overall responsibility of developing and
implementing strategies for the ellective maintenance of the institute’s website
s that the general public, prospective students and all other stake holders will
el more access to & awareness about the developmiental & promotional
aclivities of the institute.

Other particular terms and references for the committee will be as follows:

& To administer data acquisition process, renewal of information and
maintenance of the institute’s website with repard to all activities related Lo

o Domain
0 Hosting

= To administer regular updations to the sile by securing necessary
approval/authentication of the information from the concernad autherity before
hosting on 1o the website

& To ensure timely hosting of the approved information’ documents within
different sections of the website.
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e To fine tune the websile m line with 1I|-|.' requurements of extemal bodies like

NAACPCL INTUN, ete... where over & whenever iecessary

il

@ Toanalyze the content manogement system and take regular backups For
efficient use of web space.

o To collect information & data reports from various academic departmentaf:
internal bodies like Libracy, NSS, Training & Placement, Sports, Women
Empowerment Cell ete.. ., at regular intervals for necessary and timely
updations of the site.

o To update stalt details at regular intervals and provide web mail login-id to the
college domain.

= ['o make use of the student volunteers on requirement basis padicularly on the
student activitics. » To provide feedback and recommendzations to the authority
with regard to the website maintenance sclivities from time to time

o Any other duty as is assigned by the authority or any other activity
thatcompliments the said objectives

16. Canteen Commitiee;

The Institute has a canteen and food courts within the campus. It provides
breakfast and lunch facilities to both students and faculty at subsidized price. In
addition to this, the canteen provides many type of caterics to the interested
students. The Canteen maintains hyvpienic conditions in and around of that
place. The Canteen committee comprising of the Faculty members and the
student representatives regalarly monitors the quality of food and prices of the
eatalles.

17. Transport Commitfee :

To cater o the requirements of students and staff ranspoct,thelnstitution
operates about 15 buses and 5 light passenger vehicles, Senior faculty and
Administrative StafT of the college are provided free transportation whereas the

rest of the Teaching & Non-Teaching who are enrolled under the provision are =
extended subsidized facility. \/\ / ;
_,_.—";-FF

---

o
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The Institution kas a Transportation Committee headed by one of the

Senior Faculty as Convener and represented by one faculty from cach
department. This committee perindically meets to review the quality of service
rendered and recommends periodically sctions that would improve quality and
access to the service to all the stake holders,

{ Xy AVANTHI INSILTUTE OF @B
‘ﬁ;::f’

A separate student commitiee consisting ol members drawn from each bus
representing pender equality, also formed and it periodically reviews and
Discusses the service being provided. This team reporls to Transport Committee
any deficiencies in service for necessary attention and immediate redressal.
These committees collectively arrives at charges payable on na loss no profit
basis to the Institution.

18. Grievance Redressal Committee:

The Grievance Redressal Committee headed by the Training and Placements &
PG Caourses, comprises of 5 senior faculty members from various departments
and 2 non-teaching statf members.

18.1 Grievance conveying procedure:

1. Open door policy: Grievances can be through direct approach or through
phone to the committee.

2, Girievance and Redressal committee boxes: Drop the gricvances in
theGirievance and Redressal Committee boxes in the departments,

3. Email: Grievances can be sent to the email id of the Grievance and Redressal
COommitles.

18.2 Grievance Redressal Procedure:

1. A smudent/stafi shall first present his'her complaint verbally fin writing to the
concerned Head of the Department . The Head of the Department is required o
solve /address the issue within 2 days, 2. If the student/staft is not satisfied or
his‘her complaint was nol addressed within 2 days ,He/she can approach the
GRC

3. I the student/stafT is not satisfied or his 'her complaint was not addressed

within 7 days by GRC , He /She can approach the ﬂmhuﬂsV
o :

[
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18.3 The basie funclions of the GRO are:

i, 1t conduets a thorongh coguiry on the complints received from the aggricved
students and stall. 2. 10 sulwiils the enguivy report 10 e Principal, with ils
recommendationson suitable penalty/punishiment to be imposed.

3 The Principal. o receipl of the above tepord, gives an opporiunily Lo the
studentfs) agaimst whonn the complaint was lodeed 1o explasn histher ease. The
Principal will convene the Collepe Academic Council meeting in this regard to
decide on the measires to be taken. In special eases the apinion of the College
Management will alse be taken before imposing the punishments/penaltics

Anti-Ragging Committee:
The Committee shall comprise of the following members:

The Commitiee will examine the ssues related to ragging in its totality taking
mto consideration various resolutions passed earlier by regulatory bodies like
PO, INTUH ete., as well as the orders passed by various courts including the
Hon ble Supreme Court and make recommendations to the Principal {or funher
action in the matter.

19, Other Committces:

The following commitices are functioning for smooth minning of the
Departments and Colleges:

s Hostel Commitice

s Culural Commitiee

= Sports Committee

s Construction and Civil Maintenance committee
o (General Mainienance committeg

Each of these committess is specific in their functions and attends with L
devotionto achieve the assigned 1arpets, \/_,//7 s
et

20, College Events: u/.f S i
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'[ allege regularly conducts many student events every vear . Student
comantiees are formed fo conduct these events which develop the students
organizational skills, mter personal communicational skills and build self
vonlidence,

QUALITY — ASSURANCE

I, Quality Policy To reach continuously the higher quality benchmarks in

training students on all skills expected of & technical professional
through: _

o A meticulously planned yet flexible leamning process administerad

s Accomplished teachers who are encouraged to keep in touch with the
Jatest developments in their respective arcas of interest,

s A state-of-the-art infrastructure providing a stimulating learning
environment,

= A Continuous assessment of the effectiveness of leaming processes
throwgh stake holders” feedback,

s A Continuous fine-tuning aimed at improvement

Ouality Assurance:
The Internal Quality Assurance Cell{IQAC) takes care of various
academic audit processes ensuring Qualily Assurance.

2.1Objective : \/—/’7/

The primary aim of IQAC is :
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e To develop o system for conscious, consistent and catalytic action to
improve the academic and admimstrative performance of the
institution,

o Tu promote measures for instilulional functioning towards quality
enhancement through inicrnalization ol quality culture and
institutionalization of the best practices.

2.2 Strategies: TQAC shall evolve mechanisms and procedures for

1. a) Ensuring timely, efficient and progressive performance off
academic, administrative and financial tasks;

b) The relevance and gualily of academic and research
programmes;

¢) Equitable aceess to and affordability of academic
programmes for vanoussections of society;

d) Optimization and integration of modern 'methods of teaching
and learning;
¢) The credibility of evaluation procedures;

i) Ensuring the adequacy, maintenance and proper allocation of
support structure snd services,

g) Sharing of research findimgs and networking with other
institutions in India and abroad.

2. 3Functions:
Some of the functions expecied of the IQAC are:

a) Development and application of quality benchmarks/parameters for
various academic and administrative activities of the institution;

b) Facilitating the creation of a learner-centric environment conducive
b quality education and faculty maturation to adopt the required knowledge and
technology for participatory teaching and learming process;

¢)-Arrangement {or fecdback response from students, parents and other
slakeholders on quality-related institutional processes, =
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d) Disseminaion of information en various quality parameters of

highereducation;

) Orrganization of inter and intra institutional workshops, semindrs on
quality related themes and promotion of quality cireles:

I} Documentation of the various programmes/aclivities leading to
guality improvement;

£) Acting a5 a nodal agency of the Institution for coordinating the
quality- related activities, including adoption and dissemination of the best
praclices,

h) Development and maintenance of institutionzal database through MIS
forthe purpose of maintaining /enhancing the institutional quality;

1} Development of Cuality Culture in the institution;

i) Preparation of the Annual Quality Assurance Report (AQAR) as
perguidelines and parameters of NAAC, to be submitted fo NAAC

3. Feed Back:

3.1 Staff;

Meetings are held periedically within each Depariment by the Head concemed
with its faculty and the problems related to the academic and other activities of
the Depariment are discussed and the proceedings are recorded.

Principal convenes meetings with all the Heads of the Departments periodically
¢very month to have an appraisal and review of the academic and other related

activities in the Departments.

The outcome of the proceedings of each Department is presented by the
respective Heads in the meeling with Principal, Suggestions are invited,
tharaughly discussed and appropriate resolutions are taken with the consensus
of each Department for implementation.

All the staff are also required to actively participate in bi-annual meetings with
the Principal in the Chair. They are inviled to voice freely their opinion and

offer suggestions for any shorl-comings or lapses in the i'“‘ﬂ”w o
.-"-Pd---'-
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resolutions taken, This helps in the smooth running of the college in the

congenial environiment.

Students appraisal with respect to elass work, teaching and other studen-
related problems are also discussed in these meetings for sorting them out,

Student counseling is regularly carried out through student counselors allocated
tor each student. Each teacher is assigned 10 a specific group of students for
counseling.

3.2, Stadents:

Class Review Committee comprising of Head of the Department, teaching
taculty for that class, teacher in-charge and student representatives reviews the
activities of the class including student performance and other related matters to
take necessary comrective actions

The Principal regularly interacts with Class Representatives {CRs) and
conducts two meeting in a year with all the CR’s.

The Institute takes feedback from students on their respective subject teachers
during the middle of the semester and at the end of the semester.

Feedback is collected through both online and writien leedback forms. A
commitiee consisting of Principal, Vice Principal{ Academic), and the Head of
the depariment, Two Scnior Faculty of the department will analyze the
feedback. Appropriate corrective actions are initiated,

Students comments are considered positively and weaaknesses with regard to
teaching are rectified by advising the faculty with the sole objective of
maintaining good academic practices and standards.

3.3, Result Analysis and Review :

Student Performance in the University Examination provides a fair indication
of student leamning and a detailed analysis of performance is carried out at the
end of the Semester by Adminisirative team led by Principal, HOD, and Two
sentor faculty members of the respective depariment and necessary correclive

measures to improve the teaching — learning process are discussed and
necessary actions are initisted, \\///
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3.4. Feed back from Alumni :

Feed back from Alumni provides an opportunily 1o bridpe the gap between the
industry and the academics, as they provide valuable inpuls (o enhanee (he
quality leaming.

3.5. Feed back from Employers :

This in fact gives zctual represemation of the quality of the product the college
1s producing i.e., well rounded and competent professionals who can provide
good Pharmacist for the benefit of the society. This feed back gives opportunity

to hone the skills of the students to make them Industey Tead}'.\/_/ﬁ/
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HUMAN RESOURCES

L GENERAL CONDITIINS:
1. 1 General;

(a) These molex shall be ealled AVANTH INSTEFUEE €T
PHARMACTELUTICAL SCIENCLES Service and Corduet Rules and shall come
it foree Trom the date deeided by the Chairman of the Governing Body of the
Collepe.

These rules supersede all rules previously in Force.

(b} The Chairman of the Governing Body of the College reserves to himselfthe
rizht of modilying these rules from time to time,

L. RECRUITMENT POLICY:
2.1 Appointing Authority for teaching posts:

(a3 All appoiniments of the staff of the College except that of the Principal shall
be made by the Selection Committee constitited by the Chairman of the

Governing Body from time to time. (b)Selection Commiltes for the Institute
Teaching : In addition 1o members of Selection Committee constituted by
Chairman of the Governing Body, the following are the members of Selection
Committee for selection of Assistant Professor/Associate Professor / Professor:-

1. Chairman

2. Principal of the Institute

3. Head of Depariment not below the rank of Professor

4. Subject experts not below the rank of Professor in a Technical Institute,
{c) Selection Committee for Ratification of Teaching Posts:

The following are the members of Selection Committee constituted by
theAfiliated University for Ratifieation of the posts of Assistant

Professor’Associate Professor f Professor: -

1. Vice-Chancellor af the University \_/,—/"r/,’
2. Registrar ol the University __f__;-f"g-

e
,.-"'_ r 1 ?
_,—-'""#d- 1 g 2 .II
|'_1.."." w2 T aly
Rl

CamScanner


https://v3.camscanner.com/user/download

(XY AVANTHI INSTITUTE OF @B

i e (Azpreved by PCI, AICTE L AllilioTad to JRITUH)
%-E‘-ﬁ‘ C

vrithopelly [V, Abdullopurmet (M), BR, D, Moor Rame|i Fllmeay, Hydersbhad < 501 512, g
3. Twe subject Experts in the relevant field

4. Head of the Department of the respective branch in the constituent college of
University

3. Chairman/ his nominee from the Society
6 The Head of the Institulion
() For Non Teaching Selection Commitiee: -

All regular appointments of non- teaching staff are made by the non-teaching,
selection committee constituted by the Trust from time to time.

(e)All posis at the College shall normally be filled b advertisement but the
Chairman of the Chairman of the Governing Body shall have the power to
decide, on the recommendation of the Principal that a particular post be filled by

mvitation or by promotion from amongst the members of the staff of the
College.

2.2 Medical Fitness:

Every appointment shall be subject to the condition that the appointee is
certified by a medical authority nominated by the Chiairman of (he Governing
Body as being in sound health and physically it to serve provided that they may
for sufficient reasons relax the medical requirement in any particular case or
cases subject to such condition, if any, as may be laid down by the Chairman of
the Goveming Body. “Provided further, that in the case of persons appointed
temporanly for periods of three months or less than three months duration, the
production of physical fitness certificats may be dispensed with.

1.3.5alary and Allowances:

All employees working under the sanctioned Pposts are entitled to pay according
bo pay scales of their posts, and in addition, such as dearness and oflier

allowances at such rates as the Chairman of the Governing Body may decide,
from time to time,

2.4 Appointments:

All permanent appointments shall ordinarily be made on probation for a period
of one year for ratified appointments and twa years for ¢ollege selection
eommitiee appointments, alter which period, the appointee, if comflirmed, ghal)

s

5. -'.Ill

[ |
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continue lo hold the posw il the elose of the seademic session, in which he

atting the age of retirement as Followed by aifiliated University,

......

It is provided that the appointing authority imay in exceplional cases, grant
extension af serviee or to re-employ any member of the stafl on o vear to year
hasis, provided lurther that the extension in the first instance in the ease of
teaching stafl may be made. for a lenger period but not exceeeding three years,
However, cmployees joining after superannuation shall be entitled to service
conditivns as stipulated from time to time and as decided on the discretion of
the Chairman of the Governing Dody,

2.3, Appointment on Contract:

Appointment on contract basis is made by the Chaimman of the GoverningBody
of the Colicge..

2.6 . Termination of services:

(2)Afier the probation if the emploves is not confirmed, thereafter, he shall
bedeemed 1o have continued on a temporary basis and his services may then be

temminated, on & month’s notice or on payment of a month’s salary in lieu
thereof.

(B)The appointing authority shall have the power to terminate the services of
any member of the staff without any cause assigned during the period of

probatien, on one month’s notice, or payment of salary in licu thereot,

()i in the opinion of the appointing authority, the efficiency of an employee
has been impaired due to any infirmity, due to which his retention in service is
eonsidered undesirable, by such appointing authority, his services may be
terminated by three months notice or on payment of three months salary in lien
thereof.

{d)The appointing authority shall have the powers to terminate the services of
any member of the stafl on grounds of retrenchment or based en un-viability by

giving to the persons concerned with three months notice in writing ot on
payment of three months salary in licu thereof,

(e}A permanent employee of the College may discontinue his services by
giving to the appointing authority three months notice in writing or on paymend
of three months salary in Feu thereol, if agreed to by the appointing authority,
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previded that the appointing sutharily may for sullicient reasons call upon the

employvee concerned o condinne 1l ihe end of the academie session i which

the potice is receivied,

{The serviee of a temporiry employee shall be liable 1o be terminated at any
fime by notice in writing given by cither panty. The period of such notiee shall
Be one month unless otherwise agreed to by the parties. 'The ather terms and
conditions of sach employees shall be such os may be specificd by the
appointing authoerity in the letter of appointiment.

J SERVICE RULES:
3.1 .Travelling and Daily Allowances:

The employees of the College shall be entitled to travelling and daily
allowances according to the scales laid down by the Chairman of the Governing

Body from time to time on all such out station appointments as approved and
authorized by the Principal,

3.2 .Employees enlitled to vacations:

It shall be for the Principal to decide as 1o the class of employee of the Colleze
who shall be entitled 1o vacation. Teaching Faculty of the Institute shall be
ﬁlxglhh: for vacation as announced by Affiliated University with prior approval
from the Principal,

Non-teaching employees are not eligible for vacation,

Compensatory Eamed Leaves may be accrued in the atio of 13 2 i the case of
public holidays and 1:3 during vacation on the days which an employvee is
retainéd by the Principal for specific scrvices like Lab

establishments/ Accredition work/Examination Cell work ete.

4.PROVIDENT FUND:

The employees of the College shall be entitled 1o the benelits of
Provident Fund maintained for persons in the service of the College in
accordance with the provisions of the rulcs ol the Fund. Interpretation:
Mot withstanding any thing contained in the regulations, the Chairman of
the Governing Body shall have the power (o decide on any matter when

T,
e
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any difficnlty anses, reganding the interpreiation or implementation of
amy- of the above repnkations,

3. CONDUCT RULES:

5.1, Application:

The provisions contained in this Sehedule shall apply to all the employees of
the College including the Principal,

5.2, Definilions: Inthis Schedule onless the context otherwise requires,

(ar Competent guthority™ means: -

(i) The ‘Chairman® in the case of the Principal.

(i1} The *Principal” in the cuse of all other employees.
(b)"Members of the family™ in relation 1o an employee includas: -

()the wife, child or step child of such emplovee residing with and dependant
on him and in relation to an employee who is @ woman, the hushand residing
wilh her and dependant on her, and

(if) any other person related, whether by bload or by marriage to theemploves
or lo such employee’s wife or husband and wholly dependent on such
employee, but does not inelude a wife or hushand legally separated from the
employee or child or stepehild who is no longer inany way dependent upon him
ot her, or whose custody the emplovee hasbeen deprived of in the Taw.

(e} Service™ means service under the College.

5.3.General:

fa)Every employee shall at all times maintain absolute integrity and devolionto
dusty, and also be strictly honest and impartial in his official dealings.

t)An employee should atall times be courtéous in his dealings with
othermembers of the stafT, siudents and members of the public,

{c)Unless and otherwise stated specifically in the terms of appointment, every
employee is a whole-time employee of the College, and may be called uponto
perform such duties, as may be assigned 10 him by compelent authority, be vond
schedule working hours and vn closed holidays and Sundays and during

\/—//?Ef’/’
--_d-.-
o A T E 5
" il i 1
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vacations, These duties shall mter-aha e hde atfendanes al meatingaf

commitiees to which he may he appointed by the College.

{d1An employee shall be required o observe the seheduled hours of work,
during which he must be present al the place of his dutly.

(eYExeept for valid reasons and or unforeseen conlingencies, no employee shall
be absent from duty without prier permission.

(NN employee shall leave station exeept with the priot permission of proper
authority, even during leave or vacation.

(21Whenever leaving the station, the emplovee shall inform the Head of the
Department to which he is attached, or Principal if he is himself the Head ofa

Department, the address where he would be available during the period ofthe
absence from station.

6. LEAVE RULES:
6.1, Introduction:

Leave is a provision to stay away from work for genuine reasons with prior
approval of the authorities. Tt may be granted for a casual purpose or a planned
activity, on medical grounds er in extra-ordinary conditions. Leave cannot be
elaimed as a matter of nght. Accordingly, leave rules and norms have been
categorized under various heads. Vacation and leave are governed by a set of
rules and norms as laid down by the Chairman of the Governing Body from
Itme 1o Hme.

The following leave rules and norms give details about the different ypes of
leave and how they can be availed of. Certain rules are common to both
Teaching and Mon-teaching of the Institute. Cerlain rules and norms have been
designed specifically with reference 1o faculty of the Instilute.

6.2 General Principles Regarding Grant of Leave:

6.2.1 Applicability: The provisions contained in these rules shall apply to all
permanent employees of the college, However, these leave rules doesn’t include

employees under contractual basis or services. \J’_///
6.2.2 Right to leave: =

CamScanner


https://v3.camscanner.com/user/download

el |Appraved by PO AICTE & AMToted bo JHTL L
Bunthopally (W), Abidullagarmat (M), K. Blst, Heor Rama(l Himeiry, Hyderobod - 581 315,
i. Leave cannot be elaimed g o matter of right and the leave sanctioning

authority may vefnse or revoke leave of any kind. To change the nature of leave,
thie maximum period permitled shall nol exceed twao weeks

'-:3:‘-'“ et
(X Oy AVANTHI INSTITUTE OF @3y

v, Mere apphication of the leave, withonl proper granting of Jeave shall he
treated as absence without leave,

£.2.53 Authority empowered 1o sanction Leave:

i Applications for Teave shall be addressed w the Chairman by the Principal and
torthe Principal by the other members of siaff,

il Sanetioning authority for the sanction of leave for the Principal shall be
Chairmian.

ifi. For all the Leaves other than Casual Leaves to the members of the staff the
sanctioning authority is the Principal or by a member of stalf to whom the
power has been delegated by the Principal. Normally, the Vice-Principzl

(Academic) will regulate the leave accounts of the staff members {(Faculty and
Non-teaching).

. Sanction of Casual Leave to the members of the staff both teaching and
nonteaching of the functional departments shall be by the respective Head of the
departments/ [n-charge HODs, v.Sanction of Casual Leaves to the members of
all the staff members for Science & Humanities, Exam Cell shall be bry the
Vice- Principal{ Academic).

vi. Sanction of Casual Leaves to the members of all the seaft members in
Prineipal’s Office, Library, Physical Directors, Gardening, Construction,
Maintenance shall be made by the Vice-Principal {Adminisiration).

vii. Sanction of Special Casual Leaves, Academic Leaves (upto 3 days), Eamed
Leaves (upto 7 days), On-duly leaves, Compensatory Leavesshall be made by
the respective Vice-Pringipal. Leave applications forthe above mentioned leaves

shall be forwarded through the respective HODs to the respective Vice-
Principal.

wiil, Leave applications for Academic leave (more than three dayzs), Eamed
Leaves (more than 7 days), Medical Leave, Study Leave, Hospital Leave shall

Principal, \/_//
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a2 4 Commencement and 1ermination of leave:

b Leave ondinarily beging from the date on which leave as such is actually
availed and ends on the diay preceding the date on which duty i3 resumed.

i Saturdavs, Sondays, Restricted Holidays and other Holidays or the vacation
may b prefixed as well as sulliscd to any leave, sabject o any limit of absence
o leave preseribed under cach calegory of leave,

6.2.5 Combination of leave: Except us otherwise any kind of leave provided
under these provisions maybe granted in combination wilth or in continuation of
any other Kind of Teave, subject to any limits preseribed in such cases.

6.2.6 Grant of leave beyond the date of retirement and in the event of
Resignation:

i. No leave shall be granted bevond the date on which a member of the staff
sl compulsorily retire,

it. An employee who has served notice for resignation shall be eligible for CLs
on pro rata basis and they are not eligible for any other leaves.

Provided that the Principal may, in any case, grant leaves to an emplovee prior
to histher resignation if] in the opinion ol the Principal the circumstances of the
case justify such grant of leave.

Conversion of one kind of leave into another kind:

Leave of any kind taken carlicr can be converted into leave of any other kind at
a later date on an application within 30 days of joining duty alter availing
himself or herself of the leave, and at the diseretion of the leave sanctioning

authority subject to adjustment of leave salary \\/—/7/

6.3 Kinds of Leave:
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The following kinds of feave shall be admisasible 1o the members of thestalTol

this Instiute.

1. Casual Leave. (CL)

2. Special Casual Leave[SCL)
F. Academic Leave{AL)

4. On=Duaty(O.D.)

5. On College Duty Leave (OCD)
6 Medical Leave (ML)

T Earned Leave (EL)
8. Maternity Leave
9. Hospital Leave

10. Study Leave{Part-Time)

11. On Cﬂl]e_ga Duty Leave (QCD)

T.8TAFF WELFARE & INCENTIVES
7.1.Qualitylmprovemeny{).LP.):

Faculty members are sponsored for higher study on deputation under OQIT
Scheme. One staff member from each department can be sponsored only once
on seniority basis.

71.2.Grouplnsurance:

College is providing group health insurance (o emplovees upto a limit of
Rs.50000¢-and peneral insurance for faculty for Rs.2,00,000/- and Rs. 1,00,000
for non-teaching stalf,

7.3 Professional Bodymemberships:
College is providing for Two Prolessional Body memberships for HODs at {ree

of cost and 50% of membership fee for Faculty having at least Two years of
service in college. M

[ il
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T4, Financial support (o Taeulty members Tor paper presentation/Conferences/
Symposiom ete: Facubty members are allowed financial support for presenting
papers in conferences/atending short leom eourses /aymposium ele. as under:-

1) Mational Conlerence Allowed twice ina ealendar year. TA/DA as perlloles,

i) International Conference within lndia - Allowed twice in a calendarycar
TADA a5 per Rules.

it} Intemational Conferenee outside India - Allowed once in three yearswith
full registration fee plus Upto 25,000/

1.5 FacaltyResearch&Publicalions{QIP Incentives):
sInternationalJournalsCashReward:Rs. BO00-

e Journals from US, Canada, Europe, Australiaand ] apan with al least 5 years
standing with zood Impact Ratio (IR ).are considered asinternational,

& Natienal JournalsCashReward:Rs 4000-

# Journals published from Indian Subcontinent and other than defined
Intemational Journals are eonsidered MNational,

e International Conference (Paper Presentation) Cash Reward:Rs. 2000/-

o National Conference{Paper Presentation)

= Conferences heldinlndiaCashReward:Rs 1 000/

AT S el
I?.lll'.:'.'l..'\- ! ]
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8. FACULTY HAND BOOK
E. 1. Faculty Responsibilities and Duies
Teaching:
The faculty is responsible for contributing to the teaching programmes of the

College through:

1. Preparation and submission of lesson plans and schedules as per curricular
and advise ofthe depariment.

3. Teaching of assigned courses.

3. Shall take up the theory subjects, Laboratory, Drawing ete., as entrusted
from time 1o time by the HOD fas decided in departmental academic council
meeting,

4. Preparation of course material for the courses and for the

TechnologyEnhanced Learning (TEL) enviranment eavisaged for the College.
This includes developing the websites for the courses on the education server of

the College

5. Faculty is responsible for engagement for each of the scheduled houras per
time-table of the department, If 2 faculty member cannottake a class due (o a
rare pressing enpagement, arrangements must be made (o make that hour up,
through mutually convenicnt class work adjustment/substitution by a colleague.

Such arrangements should beinfrequent, \_/_/’Z/
=

sialiimal
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8.2.1 Student related:

%

1. Shall premote parental interactions and provide the necessary performance
reports and counseling leed- backs from time 1o time.

2, Counselling students, Academic advising of students as assigned within the
department;

3. Faculty is expected 1o be punctual to the class and 1o all other scheduled
meetings with the students. 1t should ry and inculeate the sume among students
by being example and teaching them the respectfor time, procedures and rules,

4. Faculty is expected to be helpful and sympathetic towards the students and
their learning needs. 5. He is expected to be availabie on campus for
interactions with students: Each faculty will maintain at least one open office
hour on three differentdays of the week for the students. These hours should be
set for students’ convenience and should be announeed in the class and posted,

There will still be some students who need to meet the faculty outside these
hours and adequate arrangements should be made by the faculty for these
academic intcragtions.

8.2.2 Institution related:

1. Shall attend all such responsibilities like invigilation, timetable preparations,
counseling reports, scl-assessment, to obtain student feedbacks on the services
provided from time to time and consolidateon various criteriafopinions so s to
improve on overall performance

2. Shall maintain attendance registers, log sheets, evaluation and asscssment of
students for awarding of internal marks. 3. All records like attendance registers,
logsheets, consolidated marks memos, evaluated scripts, and question papers
should be submitted to the depariment aller completion of semester /year.

4. Shall attend cxternal duties as assigned by University authorities.

5. Setting up of the required laboratories, identifying the equipment, preparing
the lab-manuals and periodical updation, management of the laboratories as

assigned by the department.
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6. Shall prepare and develop Course Conlents, Notes Matenal, Laboratory
Manuals, PowerPoint preseniations.

7. Engaging in activities o promote the advancement ol department and
Institute programs of study through curricular development promotion of
students, research and scholarship, assessment, oulcome evaluation, ete.;

8. Engage in activitics to promote the overall advancement of the Campus and
Inmi,ule such as involvement in educational programs, community service
(Institutional engagement activities), and student activities,

9. Helping in the management of student affmirs, including sports, culral and
club activities, management of hostels, and disciplinary functions.

10. Helping the College in the management of the various agtivitics central to an
academic campus including participation in Indusirial Visits/Tours,

11. Participation in the meeting of the department and Institution,
2. Attendance at official Institute functions;
8.2.3 Professional Body:

1. Engaging in activities in Professional Body to promoete individual’s
professional development appropriate to the faculty member's primary
discipline;

2. Participation in discipline specific refresher courses including workshops,
seminars and conferences for enhancement of knowledge in their respective
fizlds. [n addition, the faculty is also expected to cary out rescarch work,

including consultancy assignments, of high quality in at least one ol the
identified research areas.

Within the mission, goals and needs of the department, at this Campusand of the
institute, the particular skills, lalents and inclinations of eachfaculty member
will be respected, subject to the overall [ulfiliment of aggregate responsibilities.

8.3, WORK LOAD NORMS:

Classroom teaching and the work associated with it is the major responsibility

of the facnity. But the College recognizes that it stands to gain stature only
; \// =
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through the individual stature of its faenlty, which comes through making

signilicant contributions to the advancement of knowledge, and by making

contributions (o the Industry by taking up advanced consullancy projects.

}%s

A, 1Lis envisaged that a faculty member of the College will spend about 18
hiours per week on teaching and other tasks directly related to teaching. This
includes time spent on preparing and updating the course-site, grading time and
formal effice hours, helping student with their difficulties in the courses being.
taught, and on the maintenance of course files in clectronic format (containing
detailed teaching plan used, text-books, copies of all assignments and teaching
materials used, recommendations about desirable deviations, comments about
the suecess of innovations, elc.)

B. Bésides these direct teaching duties, a faculty member is expected to spend
remaining hours per week on activities such as research, ¢xtension activities,
preparation of teaching aids, development of compuler- based instructional
material and other educational softwareincludimg books, teachers manual for lab
courses, ete., Academic/student administration, assigned dutics in admissions
process, academic/administrative committee work, warden-ship, formal student

counseling, etc.

1
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&

FA S TUDENT EVALUATION:

The Faculty of a course is responsible for awarding the Internal marks to the
studeats for the course, Tt is expectad that

1. Faculty will be absolutely fair in evaluating the students. Any wiliful
manipulation of student grades is seen as the most serious infraction of conduct
rules.

1. The grading shall be transparent. The faculty is expected (o return to the

students the graded seripts of quizs, tests, and mid-semester examinations
within a reasonable time.

3. Evaluation/Asscssment shall be prepared and maintained and submilted as
per the guidelines of the [nstitution.
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1. SERVICE CONDITIONS
L1 Cadres af Stall and Strengih
a. Teaching Siafl;
The Teaching Sl comprises of the fallowing categorics,
* Divector / Principal, Professor
% Associote Professor, Assistant Prolessor
. Supporiing Stafl:
This comnprises of Twe categonies.
Suppoering Stafl (Technical)
Compuier Prograntmer
Campurer Operator Grades 1. 11 and 111
| Laboratory Technician O Laborstory Anendant
Supporting Staff (Moo Technical)

Asgst, Librarian 'l Stenographer
§ Library Assistanit " Office Assistant/ Clerk
L Physical Director [ Attender
L Admn. Officer/Office 0 Briver
Superiniendent
¢, Cadre Strength =

The Cadre Strength i¢., the No. of Posts in each cadre chall be as approved by the Govermning Body

from time to time.

1.2 OUALIFICATIONS FOR APPOINTMENT:

Qualilications prescribed by JIN.TUJAICTE, from time to time. The
force ot present in LNUTUALCTE are given below Tor ready

These shall be as per
uglification for the respective posts
reference only. Where there are no comesponding pists in LHLU/AICTE the qualifications seal
a3 preseribed by the Governing Body of *Avanthi Group of Colleges” shall be [oliowed:

[l

i) Principal a) A Dactorate Degree in Pharmacy ora Past = Graduate in Pharmacy

with published work with 2 minimum o 15 years experience oul of
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which o iminimn of § vears should be with an Edocatisnal nstitution
teaehing i Dndversity level.

b Admimistralive Experienee is desienble.

il Professor a) & Dexlorate Degree in the apprepriate field with 10 years of
experience, oul of which Syvers i eaching or um cminent schofar
with published work of high quality nctively enpaged in research. An
oulstanding Engineer! Technologist wilh estublisbied reputation who
bas made significent contribution 1o the knowledoe.

iit] Assacizte Professora) Good academic record with a Doctor's Degree in the relevant field.

- Abaut §-years experience or Teaching and{ of rescarch | Department.
OR

In the case of persons 10 be recruiied from industey or Professional
ficlds, condidaies should posscss pood academic record which
ineludes & Post Graduate Degree in Engineenng and with recopnized
professiona! work af shout 7 years which shoald inelude innovation
and ! or research and development.

- PRIMCIFAL
Mgapi - dnstifotacnd Mrarmacanticel BLitices
CaprithnzEtsy Jan e s wal)

o i
4 §
e ] e |
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) Assistant Professor 2} Master's Degree In Bharmacy™9, Phil o Schences | Humanities in the
appropriate branch,

b} consdstently pood academic rocord with a First class Bachelors
Degren in Engineering / Tochnolagy or Lecturers in Engineering

¢} Having repard tothe requirements of emerging fields of Engineering
and of Developing Inter = disciplinary programs; the requiremients
of Engineering/ Technology P.G. Degree may be waived in the case
of otherwize well gualified/esperienced candidates. He [ She will
acguire M.Tech/P.G. Degree with in a period of 5 years otherwise
icrement shall not be sanctioned.

v} Ubrarian/ &) First or Second Class M. Library Science Degree with a First Class
Assictant Librarizn B.4./B.Com., Degree from a recopnized University, OR
First or Secornd olaes Master's Degree with o First or Second Class
B.Library Seience Degree or ene vear Post — Gradvate Diploma in
Libtzry Science.
b Ability to read South Indizn Sciipts will be an Additional

gualification.

WOTE:  i-Second Class with cech degree denotes that the candidutes have secured a manimnom of 50
prrcent marks in aggregate. Copies of memaorandun of marks must be enclosed.
i) Candidates with Pest-Graduate Dipfoma in Librany Science mast have obtained tha Diploma in Szcond
Elass with not les than 50 percent marks in aggregate.

iif)Candidates with expericnce as Librarianor Ia respansible professional’s capacity in running a

Univarsity or a recognized Library will @ given preforence,

vi) Physical Director! 1) A graduate from recognized Universily with Maoster's Depree in
Asgistant Plivsical Physival Eduction,
Drirestor b) Must be in e National Institute of Spots, Patiala or an lensInatinge

of posstzs u diploma in Sports Coacing.

¢) Experience in organlring games and sparts. /_/gj/
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ADMIISTRATIVE / MINISTRIAL STAFF - QUALIFICATIONS:

11 Bdmindstrative Officer or Equivalent A graduate from any recognized Liniversity
with (10} vears experienes i a responeibie
position with knowledege of working of an
Educational Instimution. Must be well
coaversant with Accounts and Administration.

it} - Cffice Manager A Pas in Degree in 1%or 2™ Class or aDiploma
i L emmercial Courses or aguivalent, passin
Part = Fol Accounts Test [oc Sub-ordinate
(Hhcera is Compulsony. Hiawever, He / She
shovtld have normally put in 8 yeaes of service as

LT eC Aegounis,

i) Accounts/ U.D.C. A Passin Degree in 1% or 2 Classor 2 Diploma
in Secretarial Course in 2™ elass or equivalent,
with at least 5 years service inthe lower
eatepary. Passin fart = I of Accobnis Test fiar

Sub-Ordinate hcors s Campulsary,

iv] Record Assistant Imermediate or a pass in Degree or
equivalent with sxperience to malniain
stores [ attend any office work with 5 years

of enperience in a recognized Institute of

repute.
v} Benips Stenographer A pazsin Degree or eguivalent.

Technical;

i} Type Writing English Higher

ii) Shorthand English Lower l/""

&
i _-"'-'-ﬂ--r .
.a--""*#
eyt 1A ; .
=l
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vit JunigrStenagrapher & pass in Degree or egquivalent.
Technical: i Tvpe Weitimg Enghish Higher
i) Shorthand Faglish Lower

wit] LO.C.funlor Clerk A pass in Degree in 1% and 2
class oreguivalont, with two
years of experience in
recognized | nstitution of

repubie,

vill)  Typist A pass in Degree or equivalent,

Technical: Type Writing English Iligher
{irade i

i¥] Driver Preferably X th standard shoutd be
above to read and write
English and Local Language
an
should possess Proféssional Driving License,

81 OfFoe Attender Preferably ¥ th Standard, able to
ride abicyele in respect of male
members. Two years of experience
i any arademic grganization af

rEpute:

xiy Attendant Able to read andwrite the focal
lanpuage with Watchman / Sweeper [ Mali good physique, in respect of male
mesmbars,
Two years of experbence in-any
arademic orpanipation of repute.
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IPPORTING S

al Laboratory Assistant (Pharmacy]
Three

by Laboratory Asst. (Scence)

) Skifled Asst.f

d} Laboratory Atterder

1B - In deserving cases, relaxation of experience and orage may be given by the
Scorctary subject va ratification by the Governing Hody.

1% class Diploma in concerned Branch with

years of experience ina

recognized academic instilution

or indusiry of repute.

17 Clzss B.5c, in concerned branch
of Science with Three years of
experience ina recognized academic
Institution or a Research
Organization.

Studied ug to Intermediate and well
conversant with the trade
supporbed by a Technical

Certificate, desirable. Five years
experience in-a reputed Technical
Institule or Sclence cpllegen

concernad subject.

Studied up to 107" and well
correersant with the trade/fekds.
Two years experience in Technical

InstitutesScience College.
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13 Scales of Pay

) The pay of Teaching and other Staft siatl be on the Institule mles generilly on the hasis
of scales adopted by University and AICTE. And alse on the scales adopted by the Stae
Government, However, the Governing Body con madify the above scales of pay ar
pregeribe their own seales of pay (o the various cotcporics of postz depending on Lhe
gvailability of funds.

B The emplovecs shall be paid pay aed allowenees ¢ither on consolidated rates or on

time scale of pay as may be decided by the Governing Body at the time of

appoiniment and the cmployees shall be by such arcengement during their tenure in
ithe posts congermned.

1.4  Maodes of Selection
Candidates shall be selected by one of the following methods, as decided by the
Executive Commitice,

a, Direet Recruitment by open advertisement

b, Invitation

. Promaetions from amongst the Existing stall

d. Selection Criteria is done with the fallowing three methods

1. Written Test
2, Demo (Presentation by the Candidate)
3. Personal Interview
NOTI: Teaching Staff shall be selected by adopting methods (a) or (k)
Srlection Authority:

| Appoimtment of Teaching Staff & Staff Selection
Commitice
i Appointment or Prometion of Suppnnit_'sg Seaff
Promation of supporting siafl from the lower category shall be on the
basis of merit and ahility. Seniority shall be considerad enly when merit and
ahilities are equal.
[ The Selection Commitiee interviews the candidates and makes s

recammcndations in the order of merit. The Selection Commitee may reject all

the candidates, if they are found not suitable, \/r_/;)/
_,-'—""_-_ 3

Il',.:."'i.l:ll- 4

Skl
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T Selection Committee adopls suitzble selection procedure which is not open fa
questioning. Tt is the prerogative of the appeinting authorily either to-appoinl or
meject the selection list

1.5  Nature of Appointmenis

These appointments are made by regular selection and recommendation by the
compelent Committecs.
1.6 Appointing Aothority

& All appointments are made by the HR-Director with the approval of the General
Secretary based on the recommendations of varous commitiees. The recommendations of
appointment are submitted to Governing Body for information and approval before issue of
orders. In case of urgency, HR-Director issues Appeintment Orders and bring before Governing
Body for ratification.

LT Faculty Recruitment

a, Reporting to duty :

At the time of reporting to duty, the stafl members have to submit an undertaking
that they would serve the Institute for a minimum period of two years and abide by its conduct
rules.

& They should bring their original centificates of degree/diploma and
marks  sheets along with the underaking,

3| Declaration of probation does not confer on the emiployee any special dsht of
permanence o continue in the post,
b Sepiority :
© Stafl members in the higher cadre are senior to those in the fower cadre.
© Haff members on scale are senior 1o those on consolidated salpry with the
same designation.
Twio or more persons appointed in the same cadre
One, who is ranked higher in the sclection list; provided it is prepared as per

meril, is senior irrespeclive of the dates af joining,
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One whe joined in the college earlier is semior to the others recruited in
subscquent Interyiews.
If ik Fist does not gpecify the merit order of selected candidates, then
s Inlemal person is senior to extemal oncs
o Seniority in the lower cadee is upheld, in case of internal Staff Members, irrespective of
their dates ol joining.

s One whe joins the institute earlier is-senior W the rest, in case ol External candidates

NOTE:
11 All the posts are filled by SELECTION and NOT BY PROMOTION.
[ Internal stafl members also have to appeac befove the Selection Commitiee, along
with extemal candidares, for seleciion to higher posis,
[ Existing seniarity has no bearing on the recruitment to the higher cadre.
2, Resignation and Rehief, Termination, Transfers:

Resignation and Relief :-
The following procedure shall be adopted by the employecs to resign from the post. they
are holding.

Teaching Stafl’ ¢ 3 months notice:
Supporting Stafl : 1 month notice

In ease, applications are submitted through the Instiubion for seeking employment [
pursuing higher education; the management may prescribe suitable conditions for
relicving the employee as and when the employee 15 selected so that there shall not be
any incenvenience to the academic programme in the eollege.

Transfors:

Stafl recruited for the College may be transferred to other Institutions or Orpanizations

run by Avanthi Educational Society with no reduction in todal emoluments at the discretion of

Execulive Committee with the approval of the Goveming Body., \/
=
=
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d. O rientation

Every teacher appointed in the College shafl he piven a hrief introduction about the
College by the Principal on the day of hisfer joming,

The Principal shall 1nke Wimfer 10 the department of hisher work and introduced to the
Head of the Department,

The HOD will give o bref intrduction of the department and will inteeduce the
new incumbent to all the teaching and supporting members of his ieam.

He will also take himdher on @ tour o the campus, explaining hinvher the various
eodes of eonduct observed in availing the facilities in the Collzge.

The HOD will also ensure all the registration formalities, including submission of
joining report ez, by obiaining the assistance of the Office team.

He will introduce the new faculty member in the fiest class hefshe 18 going to
handle in every seetion of his / her assipnment.

£ Promolions

G

Eligibility norms for sclection to higher scale/categary of post are as laid down by
AICTE.

A staff member is required toinform the Principal about histher sequinng higher
gualification as it may be uscful for histher promotion. While informing the
Principzl, the individual showld also submil a copy of degree cemificate or any
other relevant document.

Internal staff members alzo have to appear along with external candidates before
the selection committes for seleetion to higher posts.

2. BENEFITS/INCENTIVES

2.1 Emplovees Provident Fund (EPF)

The members of the supporting stafl en permanent establishment are entolled under EPF
scheme and the contcibution as fixed by the Government is deducted from their salary. The

management makes an equal eontribution.

2.2 Iacentives & Awarnds

Awards are ingituted for the faculty as well a5 supporting slafl members. These

awards are in the form of Promotions, increments, cash ete.
11

CamScanner


https://v3.camscanner.com/user/download

Stafl members are selected for these pwards based on their performance, conduct
and commitment in their academic activities as well as their involvement in the developmental

activities of the department and the collepe.

2.3 Faculty Development
Kince the development o good students depends on the quality of teachers, members of

faculty are piven necessary encouragement o improve their competence in virious arcas.
The plan for such Greully development envisages
* Deputing stall repularly for quality mprovement proprammes, Seminars,
Conferences, Workshops, summet and winter conbimuing education courses.
Providing opportunity to involve in research or developmental activities of their
choice in the department and at the Institutional level.

ldentifying teachers with special talents and competence and encouraging them by
honoring them with awards, monitory benefits ate.

Encouraging teachers to conduct training courses for personnel in Industrics /

Educational Institutions.

Mativating teachers to arganize Seminars, Conferences, Sommer and Winter Schools eto.
X LEAVE REULES

31 General

Leave of any kind cannot be claimed as a matter o7 right and will be granted only at
the sole discretion of HODYPRINCIPAL-
' Any leave under these rules can be granted in combination with or in continuation of
any other kind of leave; except casual leave.
. Mo leave shall be granted beyond the date on which an employee must compulsorily
retire,
' They are deemed to have come inlo effect from the date, the class work s
iagurated.

Leave account of each employee i mambiined separatety by the Principal

Usizuthorized abscnec from duty aol only results inocul o the cmolamients for the

period but also considered as misbehavior inviting disciplinary action. M
12 —
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An employee. on leave, catnol take up any service or accept any other employment or
remuneration.

Application for leave on Medical ground shall be sccompanicd by a Medical
Certificate by a Registered Modical Proctitioner,

Any employee on leove or on vacation can be called bock o duty, in case of
CXADCNCies
All leaves can be availed enly aller due samction by (he sanctioning authority, Only in
respect of casual leave applied due to sudden illness or such other emergency, it can
be availed before sanction, As far as possible, it s obligatory 1o the emploves to

miorm the sanctioning authority about his availability of casual leave,
3.2 Casual Leave

12 days-of casual leave in a year for the staff members who have completed 1 year
service hut proportionate 1o the Service put in by the employees during the year of initial
recruitment.

3.3 Special Casual Leave

= Seven dave in a calendar for teaching sraff sanctioned only tor attending to Ph. I
e Work, Seminars / Workshops, Examiner ships efc.

3.3 Earned Leave

The Eamed leave admissible to a permanent emploves declared as eligible for
vacation shall be & days in calendar year. The leave account of every permanent employee shall
be eredited with Eamed leave every calendar yvear Lo, January -December. |

Thi carmed edve ot the credit of an employee at the end of calendar year shall be carried
forward to the next year, subject 1o the condition that the leave so carmied forward plus the cradit for the
year does not exceed 120 days. An employee coases o Gilm such leave when the Teav ecaches the lioatof
124 days. Maximum leave thal can be aranted al a fime 1s 120 days,

3.4 Half Pay Leave

The half pay leave, admissible to a permanent employee, on Medical or | lealth grounds
shall be 20 days for every year of completed service. Maximum limit of aceumulated leave is 3

days. /’f

1% .r"";
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abiortion including induced abortion

medical certificate, Matemity leave shall

Commuted Leave
Commuted leave nob exeecding halTihe period ol half pay teave may be granted (o a non-
vacation sLdT) on o medical corlificsle oron private offiics subjoct lothe Tolbowing
conditiens,
When commuted learve is granted, twice the amount of such leave shall ba debited
against the hall pay leave due.
The maximuen eommuted leave on private allairs thal may be granted 2t a time shall be
1211 daws.
If eommuted leave on private affaies is combined with Earned leave the toml period
shall not exceed 180 days,

Extraordinary Leave

Extraordinary leave shall be leave without salary and may be granted when no other
leave is by rule, admiszible or when other leave is admissible the employes applies in
writing for the grant of Extraordinary leave. The duration of extracrdinary leave on any
one eccesion shall not excesd 3 months without medical certificate, 6 months where the
employee bas completed a continuous services of not less than one year on the date of
expiry of leave and the request for such leave supported by & medical cerlificate and two
years for the purpose of higher studies or undergaing aay professional training, provided
the employee has completed three years of conlinuous service, Prior approval of the
Management shall be taken hefore sanctioning the study leave.

Maternily Leave

A female employee may be granted maternity leave with 5 years of service m the same
collsge on full pay for a period of 60 days frem the date of its eammencement.

2 Months materity leave with full salary given for 1l staff members who have put

&
in @ minimum 5 years service in our sociely.

o This benefit is given only once.
o Staff membiers availing this leave :
lesve that they will worlc for a minimum perior

fhave to give an nndertaking bef-uTc availing
i-of 2 years atter their reburn [rom

leave.

Maternity leave nol exceeding six weeks may be granted in case of miscariage oF

provided that the application for leave is supporied by 2

not he admissible to a female emplayee wha has B

/..

’ \\\/—’/;—*’Hdﬁ’#—_
xl'..-"fﬂ 3

-
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more living children. Maternity leave may be combined with vacation or any other kind of leave
except casual. Such leave not exceeding 60 days may be granted without production of medical
certificate, The Matemnity leave shall not be debited against the leave sceount,

3.9 Vacation

ot of the iotal numbse of 90 doys {appros.). vacation declered ot the end of odd and even
setesters in cach academic vear, & stall member, uner calejory N acation sLT w eliginle toaval up o

ot murmiber of 64 days {maximum ) vacation in o academie yer.

All th vacation staff are expecied o be on duty during the rest of e 340 days as usual sttonding the
college. However, tw duys on which the staff members attend 1o invigilation. cvaluation, prictical
examination and such other works assigned by the College/University dre treated as duty,

s Deailed rules / guidelines governing eligibility and other details | conditions govening grant
of leave are available for reference in the Institute office.

Stall members wilh one year's experience can avail a 1otal vacation of 2 months fncluding the
summcr and winter vacafons, Those who bave put in less than one year's expeonience will get
proportionate vacalion m 4 calendar year

4. CODE OF CONDUCT
An employee shall be governed by the following rules:

4.1 D0's

An employee at all times, shall

e Maintain shsolure integrity dnd devolion to duty

» Attend the college regularly and punctually

o Engape classes, both theory and practical’s, punctually and effectively.

s Correct the assignments and lab, Reeords systematically.

s Bi meticulous in submitting the question papers and marks of the internal tests.

e  Wam the students concerned for their imegular attendance and poor performance
in the internal wests,

s Be honest, impartial in dealings and courtevus with others.

s Abide by the rules and regulations of the institution,

s  Promote dignity and discipline ameng stall and students.

s Ingtitute deviess & mechanisms to improve acadetic standards.

15
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4.2 DON'Ts

L

Acquire professtonal comperenice and enhance inferpersonal competence nmong
s1afT and students

Facilitsde team work and reinforee the feeling ol oneness.

Cooperate with the adiministiation in complying with the imposed restrictions,

Behave like a true Acodemicin.

Knowingly or willfully neglect dutics

Propagate communal or sectarian outlook or ineite ! allow any student to

Indulge in communal or sectarian activity

Discriminate against any person on the ground of caste, creed, language, place OF

origin, secial and cultura] backgrcund.

Indulge in or encourage any form of *malpractice’ connected with examination or

any other activity,

Leave the campus, while on duty in the institute; without prior permission of
The Head of the [nstitution.

Remain absent from the instintion, without leave or without the prior
Permission of the Head of the Instiwtion,

Undertake private tition, either 1o students of other colleges.

Prepare or publish any books commonly known as Keys, However writing
University level text books comes outside this purview.

Enter nlo any monitory transactions with any student or parent.

Cause, or incite any other person to cause, any damage 1o institution property,
Indulge in any violence or any conduct which invelves moral turpiude,
Ohrganiize or ettend any meeting without permissian,

Pass comments on the students’ religious; regional, personal or

cultural Sentiments

Be a member of a political party or shall take part in politics

An employee whe commits an ofTence or dereliction of duty or does an gt

dewrimental 1o the interest of the college is liable for Wﬂﬂﬂqllﬁ:ﬁﬁ!ﬁ./_‘/
\_/ = J
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4.3 Dizcipline
Any teacher whois vialating the code of condoct will be subjected 1o appropriate
dizeiplinary action,

_ ifa weacher commits an aet of misconduct or misdemeanor, anyane can report in
writing to the Principnl. The Principal shall hold a preliminary enguiry whenever the code of

condudl & vialated.
o

ifthe Principal is satisfied with the Taces on such enguiry, he shall proceed with the
disciplinary process, deperding upon the veracity of such vietation,

He shall proceed with issuing a Show Cause notice, fully describing the offence and
the actien proposed to be taken, piving sufficient time for the accused teacher for
giving his/ her explanation.

Un receipt of the explanation, or afier the expiry of the 1ime stipulated for submission
of explanation, the Principal shall go through the merit of the explanation and decide
on the course of action, which may include 2 punishment.

The course of achon for disciplining 2 teacher shall be uader the following categories.

“ Memo and censure
: Wﬂmflﬁ in writing, with recavery of amount, where financial loss is
Invaly

& Suspension from work without remuneration

O e 2 Y L 3
[ismissal or discharge from zervice

Where the punishment proposed is Suspension/EMsmissal, the Principal
shall constitute a ong man court of domestic enquiry 1o go into details in
the presence of the accused, giving fair opporiunity to the accused io
present his/ her case, ohserving principle of natural justice,

The Principal shall report the proceedings periadically to the General
mzcretary,
4.4 Grievance Cell
¢ The Principal shall constitute a Grievance Commitice 1o redress the Grievances of the
teaching and supporting stafl.
s The GrievanceCommittee shall be composed of three persons in the ranks of Head of

the Department, or professor. \-/—'/,—@/
i =

B
1
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5.2

53

= The Principal shall annpunce the Constitwiion of the Committee and the names of
members al the beginming of’ every ngademic year,

= -Any teaching or supporting stall hiwing a gricvanee shall make a representaticn o the
Commitice,

#  The coprdimtor of he Grievamee Commitice shall include such gricvance as an item
of the agenda in the next meeting, uiless ihe serivnsness of the gricvance warrants a
meetimg to be commissioned immediately.

= The grievaices shall be redressed immedialely by the eommitiee and Lhe Principal
shall be informed.

e The caordinator shall record and maintain the minutes of mcetings

S, FACILITIES & AMENITIES

IPA,; APTI & IFS

e Stalf members are encouraged 1o become Tife members of IPA, AFT1 & IPS. The
Management encourages by co-sponsoring some of its activities.

Forums

* Apart from class room teachings, students need 1o get exposed to the latest
developments in their disciplines. Keeping this in view, all departments have started
Departmental Forums. Depariments conduct seminars, lectures by experts.
group discussions, arrange education tours and so on:

Staff Quarters & Medical care

Siaff Quarters

= Quarters for the Principal and a few faculty members are available in the campus.

Medical Care
A health clinic with 21l basic facilitics is functioning under the supervision of qualified

Doctors. Under emergeney condition, the stafl members are taken to corporate hospitals
in the towrn.

Canteen f Fast Food Ceotre

The canteen is located in a spacicus, well planned building to meet the needs of the
students and stadl and iz equipped with modemn cooking facilitics. Hygienic and
delicious food ilems are offercd b reasonable rates in the canteen and Fast Food

Centre ’E(/
18 \—f‘h’/ s
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Sparts amd Games
s The Department of Physhen] Education is providing sports facilities 1o the members of

the siafl of the college. They take part in shultle, Table Tennis and Tennis whenever

they are free. Apart from (s, compelilions are condoeted Tor the stafT and the

winners are awarded with prizes on the college moual day.

6. Human Resource Plonning

6.1 Working Davs and Timings

:4’..

B

w7

.1

The college works from 8.30 aum, to .00 pan. for six days in 2 week,

The toml instruclion weeks are 17 in a semester as notified by Jawaharlal Nehru

Technological University, Hyderabad.

There are two spells of vacation in each academic year, onc cach at the end of ndd and

even semestérs approximately of 60 days inan year.

Job Responsibility

0

-
I
=

The workload is allotted to the faculty members as per AICTE norms,

Tezchers have to perform a variety of tasks which include

Academic

tl
&
i
8]
2l

R & I} and Consultancy
TR & D Activities including Guidance

7 Providing consultancy and Testing services

Teaching & Lab. Instruction

Development of Laboratory, Curriculum and Resource Material
Evaluation of students in the college and University Exams.
Participation in the curticular and co-cwrricular activilies

Seif development through upgrading qualifieation. knowledge and skills,
Publishing of varicus articles in journals and magazines.

Prometion of Institute Industry [nteraction

Promotion of innovative selivities

19
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c Administration
L1 Academic and Administrative Manageinent.
- Dresigm and Devclopment of new programmes & Promotional activities.
U Mobilizing resowrces for the Institution.
o Extcasion
C Guiding the students in overall character developiment.
T Extension services by interacting with Society & Conununily,
U Providing technical support in areas of social relevance,
6.3 Salary & Disbursement
Based on the experience / qualification, salary is fixed a8 per AICTE nomms. Demmoss
Allowance (DA), House Rent Allowance (HRA} are paid to the staff members as adopted by the
State Government. The latest State Government DA is implemented on first July of every year,

Annpal increments are sanctioned fo the staff members provided their performance and conduet
are satisfactony:

The salary of each stall member is directly deposited in the staff member’s decount in the
nationalized Bank. Income tax if any and P.F, are deducted from the salary and paid to the

Crovemment.
6.4 Teaching Schedule

All the stalf members, plan their ieaching schedule, for the whole semester as per the

sylizbus prescribed by the University before the semester commences and lectures are delivered
as per schedule,

a, Lesson Plan
+~ Lesson plans in each subject prepared by the teacher converned are provided to students
in the beginning of cach semester so that they attend classes prepared in advance, This

helps in betier understanding of the subject and makes the classes more inferactive.

N

A positive attempt is made to give extra knowledge to the stadent community in addition
o the prescribed syllabus,

> The ctudents are also exposed to the seminars by eminent expents from Industries /
Institutions and werkshops which cover advanced and indusiry related topies and also by

faculty within the campus. \w/_//{
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6.5  Ewvaluation of Faculty By Students

Al the end of every semester, the students evaloate the teschers handling their subjecta

covering varions aspects ol siodent-eacher imtemaetion through o computerized stroctored Foemal.
The computer vn-lne-evalualion peraing 1o varkous aspeets such s

Absility toy comimunicate ellectively,
Inhovativeness in teaching miethisds

Creating intersctive environiment in class foom and encouraging probing
guesiions from students.

Proper planning in teaching activity.
Absolute confidentiality is maintained lo avoid any idemification of the individual
ASHCESO0S,
After the evaluation process is completed, the teachers found to be deficient are advised
to improve by a commitiee congisting of Principal, Deans and the HOD conesmed. He

administration has laken steps o encourage and reward teachers with excellent performance.
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