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6.2.1 The inititutional Strategic/ perspective plan is elfectively deployetl

IIP operates under the motto "Quality is a way of Life" in all of its undertakings. In addition to

concentrating on quality in all other facets ofcampus life, the instirution is constantly working to

improve the way it delivers educational services. This includes managing its stakeholders,

including students, parents, visitors, faculty, staff, vendors, and service providers. It holds that

any institution's human 
-resources 

are crucial because faculty and staff frequently play a major

role in determining whether the institution can achieve its strategic goals, which include

enhancing student outcomes, diversiflng the student and faculty body, fostering an inclusive

culture, and enhancing the impact ofresearch. when it comes to supporling teachers and staff,

developing new skills throughout ah institution, and keeping a strong talent pipeline in highei

education, human resources can be quite important. Sufficient assistance in offering the

employees and their families the necessary welfare facilities can only result in a significant shift

in the attitude toward ownership ofthe organization and a complete dedication to upholding

excellence in a1l that they do. Faculty and non-teaching employees become more focusecl on

their rvork as a result, which boosts productiviry. By olfering welfare facilities, employers are

able to obtain a steady workforce.

Organization Structure and Administration setup:

Education institutions' organizational structure describes how duties and authority are allocated

among administrative and academic divisions and how coordination is achieved between them.

An institution's efficiency and efficacy are greatly influenced by its organizational structure.

IIP's organizational structure is clearly defined, with a hierarchy that extends from the clirector

general to the principals and then to the heads of departments, faculty, and employees in various

branches. HR and administration are two of the system's pillars.

HR kteps addressing gaps in employees' perceived abilities and performance and is aware ofthe

progress made toward targets. Goals for a comprehensive overhaul of HR's capabilities and

1
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mission could be set that are'in line with management requirements, the university,s niission, and

its strategic plan. Hoirsekeeping, canteen management, campus security, and oiher matters are

handled by the administrative setup.

Service Rules:

In order to provide high standards ofhigh-quality education in the field ofpharmacy, the main
goal is tl6 draw in enthusiastic individuals and keep brilliant and competent professionals in all
disciplines. From hiring to setting salaries, from performance reviews to promotions, and even to
the process ofdeveloping talent, the institute has clear service guidelines. The recruiting process

begins with the many sources of recruitment and continues with interview processes for qualified
applicants based on the needs received from various depafiments. The olfer letter is given to the
final applicants after negotiations. Selected candidates are given appointment letters and given
information about the current departmental and institutional processes as well as the service
norns.

The purpose of Service rules is to lay down the pattems of broad employee behavior expected at

IIP.

Policy:

(a) Promotion Policy:

The organization consistently shows interest in hiring and promoting its stafi. IIp believes that
giving employees regular promotions to higher grades or positions acknowredges their
cumulative experience and expertise. performance appraisal reports are used in a transparent

manner thanks to the institution. Faculty are promoted once a year in accordance with AICTE
and university regulations, contingent on satisfactory performance and an appraisal report.
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@) Reward & Recognition:

The defined rules for reward and recognition aid in recognizing and appreciating the

accomplishments and efforts of employees. IIP firmly believes that it is human nature for people

to form a sense of attachment and affiliation with the organization or group they work for. with
our employee reward and recognition policy, we aim to create and expand a productive and

happy ivorkplace for your business. Letters ofappreciation, work enrichment and expansion,

scale increases, and regular and expediJed promotions are some ofthe acknowledgment practices

used today As a result, performance will improve and rise since the staff will be inspired to meet

lofty goals. This fosters a good working connection between management and staffand raises

. morale, both of which can help reduce tumover rate too..

(c) Promoting Research work: IIp has established a Research policy, providing financial

rewards, as a sign of Appreciation and encouragement, to the faculties and students for research

work publication and Parent filing.

(d) Mentoring:

we make sure that mentorship programs foster inclusion, skill development, and information

sharing in addition to addressing particular difficulties, all of which eventually lead to a more

engaged and productive staff. In order to effectively mold ajunior employee, a senior employee

at IIP takes thejunior under his wing and provides thejunior with knowledge, skills, values, etc.

In order to assist employees, acquire new abilities and feel involved with their coworkers, this
promotes leadership and career growth. Faculty and staflactively contribute to the dissemination

ofbest practices and information by fostering a culture of leaming through mentoring. These

result in more contented workers and improved retention, which strengthens and improves the

operation of the organization.
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(e) Establishing a Harmonious work Envirbnment to Build careers for people is the

fundamental tenet and policy ofIIP regarding its workforce, whether they are teaching profesiors
or administrative and techlical employees. The employees are well-cared for with the best

working circumstances, competitive compensation, opportunities for ongoing education and

knowledge enhancement, guest lecturers, and a flexible system. Additionally, in order to foster a

harmonious workplace, it is crucial that we respect one another, practice inclusivity, embrace

diversiiy, pay;:tose attention to the impoftance ofour words and deeds, and supportcandid

communication.
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PROLOGUE
2023-2028

I amdelighted to shareourVision, Mission and Strategy for roz3-:028.

Our vision is to deliver excellence in all our pursuits with focus on

research, best practices in tea(hin8, excePtional education and technical

knowhow, excellent faculty and ethical behavior.

I expect all of you will be inspired to loin our efforts and bring this plan to
fruition.

According to my belief, colleges and Universities in 2028 will be ludged
not by the quality of education and their technical competencies, but how
students shape up as good human beings while having wider identity and

p ercePtion.

Vision Document of any institute is a roadmap or a path which will take

the lnstitute to its desired destination, keeping in view the requirements

o{ students, {aculty, so(iety as well as our beloved (ountry.

ln continuation with our Vision zozl, llP is now ready with the Vision,

Mission and 5trategic planning for 2o28' for its future goalto establish as

a center of academic excellence. We aim to provide forum to our
students, to achieve their fullest potential in all aspects of their persona

by recognizing their inherent strength. Thus, rve intent to develop a
professional eco-system to enhance their technical competence in their
related programs.

Education can be conclusive or complete, if our education system attains

twin objectives i.e., prepare the student to take care of his inner self as

welt as how to meetthe expectations/challenges of outer world'

When we talk about inner self, it encomPasses atl three aspects: body

mind and soul,

Education must bring tranquility, harmony, blissfulness, dutifulness

towards society and nation, along with technical competence of highest

order.

ln other words, our endeavor is to prepare our students for better
standard of living as well as better standard of life.

The obiectives of the Vision Document lo28 have been aligned with
National Education Policy zozo to make our beloved mother land

Atmanirbhar Bharat' and to reach our goalto make $5 trillion economy.

c|+--.-.,----.<
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VISION DOCUMENT
2023-2028

"To be internationally recognized as a center of
excellence in pharmacy education, assisting our students
to be sound & industry ready to reach their maximum
potentials. Thus, our students will be recognized and
valued for their commitnient for excellence, competence
in the pharmaceutical field, and Iifelong learning mind set
coupled with high spiritual quotient, which will surely
enable them to contribute effectively to mankind, nature
and society at Iarge.rl
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MISSION
2023-2028

To promote a sound interdisciplinary research eco

system for achieving competencies in the
pharmaceutical by establishing res€arch centre,

2. To enhance employability, entrepreneurial and

innovation quotient amongst the students to make

them ready for industry 4.2/5.o and- as well as creative

Ieaders.

To provide exceptional education in pharmacy and

technical knowhow to students in their respective

fields so that they can lead effectively and contribute
for new drug development and innovations.

To develop an environment friendly, green campus

equipped with state of art infrastructure and

am enities.

To provide a sound eco system by recruiting highly
qualified, talented and motivated faculty and retaining

them by improving our internal mechanisms and

support system.

To equip students with the technical Al skills to meet

the futuristic challenges and demand of Al in

healthcare industry.

5.
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STRATEGIC PTANNING
2ozi-2a28

1. Strengthening our core philosophy

a) To support meritorious and talented students regardless of their
economic circumstances,

b) To retain and to recruit exceptional, dedicated faculty and

cornmitted staff of integrity.

c) To emphasis on enhancing employability quotient with holistic

development based on our Samgra samutkatsh Yoiana.

d) To impart most advance technical knowhow th rough ourslGs that
incorporated the tenets of NEP 2o2o and NSDC Skill lndia

' program,llPshallorganizevariousSlCsforallsemesters;

I year - Mi(rosoft Excel training by Industry Professionals

ll year -Technical slGs - Tableting Technology; GLP Expertise

lllyedr - SI6s in Advanced areas - Clinical Trial data managemeht and

pharmacovigilance; Advanced lnstrument handling techniques

lV year - SIGs for Industry readiness - Quality management systemsi

Pharmaceutical Marketing; Data analytics and basic statistics;3D-
printing; Herbal drug cultivation and manu{acturing; Artificial
Intelligence in Pharmacy Practice, Data Analytics, ML.

2. Establishment of Research Centre:

a) To make strategi( investment in research infrastru(ture.

b) The basis of PG courses in Pharmacy is quality research. The

institution is conducting PG programs in Pharmaceutics and

Pharmaceutical quality Assurance, which are the two core

Industrial programs tightly knii with applied research. PharmD

course is approved by PCI and will commence from July 2024

session.

The Research Center at IIP shall focus on novel areas of drug

delivery systems, analytical & bioanalaytic method development'

impurity profile bio-active isolation in Pharmaceutical Research

that includes but shallnot be limited to -

cYi
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3D-printing of dosage forms.

Use of nanotechnology to develop and optimize drug delivery systems.

Provide platform for manufacturing and screening of novel drug

delivery systems,

Center for sophisticated instruments in pharmaceutical research.

Establishment of Incubation center in collaboration with MSME,

Govt. oflndia.

In line with the rNational lnnovation and Start-up Policy zotg for
students and faculty in HEls was launched by Former Minister of
Education, Shri Ramesh Pokhriyal rNishankron lrth September 2or9 at
AICTE, New Delhi; the institute has taken steps towards development

of its own incubation center in collaboration with MSME, Govt. of lndia
that shall:

. lnitiate the process of ideation amongst its students

. Provide a platform for students to learn the nitty-gritty of
entrepreneurship.

. Encourage siudents by providing financial resources for start-up
initiation.

Ensuring a robust ecosystem to enable ourstudents, faculty and

staff to achieve excellence in all their endeavors.

Enabling faculty and students to work across traditional
boundaries by promoting multidisciplinary approach.

Upgradation of labor?tories wlth advanced technology.

The power of ldeaiion and entrepreneurship amongst the students
cannot be harnessed without state-of-the-art advanced laboratories.
The thrust for laboratory developments at llP includes labs like -
Machine rooms - Core facility ior drug manufacturing

lnstrument Room - Laboratory equipped with sophisticated analytical
and -accessory equipments for API characterization and analysis of

4.

5.

6.
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7.

Medicinal garden and Pharmacognosy laboratory - Facility for
optimized herbal drug manufacturing and extraction technology
development,

Biotechnology, Microbiology and Pharmacology Lab - Facility for cell
culture, callus culture and animal experimentation.

More emphasis on industry academia relationship to bridge the

9aP.

The vision of the institute is to produce competent industry
professionals and hence industry relationship is priority at llP. The
nearby location of industrial area is favorably explored by the
institution for frequent visits of its faculty andstudents.

The gap-bridging is done by organization of frequent industry visits,
guest lectures and training workshops, lnternship programers.

MOUs/tie-ups with National and International UniVersities and
research organizations.

Competency building amongst students is achieved via fun(tional
MOUs with National and International Universities and research
organizations NFB, TCS e,g., conduct of SIG course from NIPER, llM,
IICT etc.

Initiation of new courses in emerging areas lik€ Pharm D and
MBA Pharmaceutical Management(M. Pha rm Bio-tech nology).

Covid-r9 has shifted the focus of Pharmacy industry from being a

medicine provider to a healthcare provider and pharmacist is now
looked upon as a key component of healthcare system and a

f rontrunner forthe Covid-t9 warriorspot.

To provide students with an opportunity to explore career as a
healthcare professional, the institution has envisioned launching PG

program in Pharm D and Pharmaceutical Management.

The current s(enario shows studentst inclination towards healthcare
sector and may bring favorable outcomes for students pursuing both

8:

9.

PG programs,
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l0.Creation of the success stories ofthe students and alumni.

"Nothing succeeds like success". lndeed, a budding pharmacist is
always for a look out for inspiration to thrive in his ventures and bring
into reality his ideation. Who other than his senior fellows would bear
the torch?

The institute has cr€ated a registered society for AIumni of llp and is
delightfully providing a platform, where success stories can mingle
and get shared between the group of enthusiastic budding
pharmacists and their mentors. These efforts are continuousty
motivating students to do well in their careers.

11. Faculty engagement in research and advanced learning in view
Of NEP.

N EP has mandate for accreditation of all higher education institutions,
and entrusts novel pedagogy, curriculum and academic flexibility to
students. This is ensured only when faculty shall be engaged in
research and advanced learning methods. .

At llB this is ensured by a structured framework for teachers that
provide a round the clock guidance to them to achieve their annual
targets in research and learning comprising of participation in
SWAYAM, NPTEL, MOOC courses not only as learners but also as
mentors.

Research proiects conduct, writing for grants, paper publications,
paper presentation and patent filing workshop on lpR(Assocham-
MSME platforni). All these activities are promoted by the Research
Promotion Policy Document,2022 at llp.

12.Promotion of extension/out-reach activity through social
connects.

The NEP aims to create good human beings with high Ee and Se. This
can only be done if the student learns to connect to society and works
for its betterment. These values shall be inculcated in students at llp
via platforms like NCC, NSS, Red cross, Rotary Club activities that will

.. include spreading awareness of 6ovt, policies in the society and also
shall help in creation of responsible citizen.

1tPC>e
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The institute has adopted rsirsodi Villege, where activities under lt(
cell will be <onducted (eg. health-camp in association with Choithram
Hospital, lndore) &awareness program (educate girls child, hygiene &
health-care etc.)

We will work collaboratively with all due humility with local
panchayats, municipal corporations, district authorities; school to
assist them in different ways like imparting quality education in village
schools, advance technical support to 

-higher 
secondary schools and

work for sustainable development with authorities.

13.Providing outstanding and affordable health care system for
faculty, staff and students.
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Roles and Responsibilities

Faculty, Staff and. Institutional Bodies

Indore Institute of Pharmacy
Pithampur Road, opposite Indian Institutc of Nllnagoment,

Rau, Indore, Madhya Pradesh 453331
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Roles and Responsibilities of:

The Governing Body/Man.gement: Management ofllST is highly committed and dedicated to
serve the contemporary requirements in the field of technical education. To fulfill their
commitments the GB decides a road map forachievirg the goals ofthe institution.

l. Examine the budget proposals and approval of the annual budget.

2. Checking the audited income and expenditure accounts and approve the same.

3. Approval ofthe new program.

4. To fix the salaries ofteaching and non teaching staff

5. Approval ofappointrnent ofteaching and non teaching staff

6. Apprcval of Institute Scholarship

7. Review and apprcval of fee structure for a progam, hostel, canteen and transpon.

8. Approval and review of draft of strategic plan

9. Approval of prize, medal, awards, certificate etc.

10. Approval ofSpecial Intercst Gloups (SIG'S).

11. We lfarc measules

IfIP" ftlncipat
,ndore lnstitute of phafinlcy.

INDORE (M.P)
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Director Gereral: -Director Geneml is the signing authority on behalf of the CB. He guides to

run the institute aligns with the vision and mission. He is honorary member of IeAC. He

regularly monitors the functioning ofthe institute.

ftincioal
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Principal - The Principal of institute is a leader and a role model to all his colleagues. He has

following responsibilities. . ..

l. Looks after all the Academic and related administrative activities falling in line with the

AICTE and RCPV norms, in all aspects.

2. Overall incharge of maintaining strict discipline, punctuality, attendance of students as

3.

well as offaculty.

Assess the requirement of Faculty & Staff according to tlte rorms of the AICTE and

affiliating university and also manage faculty and staff.

All University & Statutory / Regulatory compliances.

Emphasis on R&D Activities (Academic Researclr./ Sponsored Research / Development

Activities) / Entrepreneur / start up and Publications / Consultancy

Monitoring smooth conduct of Quality Management System in accordance with NBA

and NAAC & all lelated process

7. Moflitor the admission process.

8. Conduct of all examinations as per university norms in coor.dination with Exam

Depafiment.

9. Updation of Labs, workshops and stock verification.

10. Create all environment fo! industy institute interaction.

I l. Arrange performance appraisal of facu)ty ald supponing staff and also take feedback

from students and put up to DG regularly.

12. Regular updation and monitoring ofl.ibrary / e Library / Journal / Website etc

13. Monitoring ofprogmrn specific budget utilization for training / workshop / FDp etc

14, Implementation ofPDP and Aptitude Training in coordination with Director, CDC Cell

15. Membership of intemational reputed institutes ard societies

16. Implementation of ERP in Coordination with CAO and System Administrator

17. Job Worthiness Module in Coordination with Director(Corporate Relations)

18. Collaboration with reputed Institutes/ Industiy across the world

19. Organizing FDPs / Conferences / Seminars / Eminent Guest Speaker.s / Technical Events

Launching and effective implementation ofvarious SIGs

l!ffi',,,,",
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21. Identifying & strict implementing ofthe USps

22. Development of Deep Stick Methodology

23. Allocation ofimprest amount to the HoDs.

24. Any other work assigned by the Coveming body froD time to time.

Indore InstrrL,ie, l phermacv,
INDURI (M.P.)
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Head of the Depsrtmetrts: - HODS of every dept provide academic leadership to the

department works under the guidance of principal sir. They assign responsibilities to all the

faculties and staffof their department. He has following respoDsibilities....

l. Prepare departmental Activity Calendar in align with Institute academic calendar.

2. Responsible for all the academic affairs ofthe Department

3. Prepare the annual budget irt consultation with principal sir for the financial year.

4. Ensures allocation of wolkload (teaching load and practical load) ro all faculty members

and technical non-teaching staff

5. To co-ordinate with the teaching and non teaching staff of the department for smooth

function of conduction of academic, co-cunicular and extracuricular activities of the

depaltment.

6, Organize Seminars / Conferences / Symposium /Workshop/tr.aining programmes in topics

of relevance and importance to the department with financial suppod from extemal

agencies.

7. Motivate faculty to attend FDP, Conference, seminar & promotion ofResearch culture.

8, Appoint Class coordinaior, syndicate in charge, various coordinators like technical club

coordinator, library coordinator, R&D coordirutor etc.

9. Inculcate Intemship and Value added courses in the department.

10. To take the lesson plan from the teachers and ensures they follow the plan and syllabi is

completed in the stipulated time.

I l. Ensure proper time table followed in coordiMtion with time table coordinator and class

coordinator-

12. Monitoring & Review the attendance register, daily dairy align with lesson plan, course

file etc

13. To ensure Quality, Maintenance and cleanliness ofthe departrnent.

14. Ensure properly and transparent student's feedbacks conduct.

15. Review and analysis ofresult ofthe students

16. Ensure properly PO / CO Assessment and attainment process follow.

7. Guide the students and faculty for career

l!m',,,,.,

I
A

M,.,*J*i#***
3140



ffil!m*,,.",
lndore lnstitute of
Pharmacy

Faculfy - Roles and Responsibilities ofthe Faculry are as fbllows:

1. A faculty shall engage classes regularly and punctually and impart such lessons and

instruction, do such intemal assessmenrexamination evaluation as the Head of the

Department / Pdncipal shall allot to him from time to time and shall not ordinarily remain

absent from work without prior permission or grant ofleave.

2. Prepare ofcourse handout material / Notes / ppT

3. Prepares and executes Lesson plan.

4. To implement the dress code among the students.

5. Completing syllabus within the stipulated time.

6. Counsel the students who are absent for the assessment tests or i[egular to the class.

7. Show the MST marks for all studerts in their allocated classes

8. Coordimte for students' feedback.

9. Coordinator for various committees like time table coordinator, club coordinator, event

coordinator etc as pel assign by HoD/ Principal.

10. Monitoring and controlling students discipline in the campus.

I 1, Conduct students' activities in the college.

12. Encouraging the irurovation and creativity ideas ofthe students.

13. Consolidated the evaluation and submit to the class coordinator for preparing university

marks within the stipulated time.

14. Motivate the students to attend/ present papers in Conferences / seminars.

15. Communicate the aftendance particulars and intemal marks of students to the concemed

parents.

I 6. Work as syndicate Incharge assign by HoD

17. To manage and motivate all departmental staff, to enable the students to receive skilled

education in the subject, in a positive, encouraging and effective working environmenr.

18. Promote the visibility ofthe department both intcrnally and externally.

19. Maintain departmental Academic file.

H"r*J,lf,,r***
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Technical Staff/ Laboratory Staff(Lab UC):

L The Laboratory Ir cha€e (Lab I/C) is responsible for the saflly, upkeep ofall rhe

equipment irt room as listed in the inventory for the room.

2. The Lab I/C should maintain the following documents

The inventory ofthe laboralory

Layout

c. Room Time Table.

d. Organization Chart

e. Log Book for daily usage

f. Complaint Register

g. Lab Manuals

h. List ofExperiments

3. The Lab UC should ensure proper discipline at laboratories bv elsuring the following:

a. No bags or eatables are to be allowed into the lab

b. Excess talking/unnecessary movsment ofthe students is avoided

c. Chairs are in proper position at the time of leavirg

d, Equipment is switched offor nade inactive as per authorized procedure before

Ieaving

e. All fans/ lights wherever not needed are in OFF condition

i Room and equipment are maintained neat and clean at all times

4. Assist the class teachers in the laboratory proceedings.

5, Suitable motivation boards and list ofexperiments are displayed.

6. Lab I/C should be conversant with all the lab expedments aud exercises.

7. Lab I/C should be conversant with the key. location. locking procedure of the room,

emergency procedures in case oflire. accide]lt etc.

8. Is responsible to maintain stock register & seNice register oflhe laboratory.

9. Update the lab manuals continuously.

a.

b.

cq'*:djft'*i,.**/
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General Manager Finance - He is overall In-charge ofthe finance & Account function ofllST.
He has following responsibilities....

L He takes care of statutory compliances in accordance with Income tax. CST.

Management offinance in educational society and account keeping.

2. Prepare and present budget estimates, prepare the budget and income cxpenditure

statement, maintain all accounts and get them audited.

3. Lle shall be responsible for the proper implementation of tlrc financial transactions as per

Accounts Code/Statutes/Ordinances/rules and regulations.

4. Takes care ofinsurances and bank related issues.

5. Preparation of MIS.

6. Financial Risk managemenl

7. Monitodng in SOP in purchases

8. Fee Collection

9. Monitoring & reviewing of accounting policies.

Principal
re l stirute of pharmacy.
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Chief Marketing Oflicer - Roles and Responsibilities ofthe CMO are as follows:

1. Implementation of Comprehensive and Marketing policy both organic as well as

Inorganic.

2. Situational Analysis (Sort Analysis) Based on SORT Analysis Differentiating

IIST/IIMMIP from top Competitors

3. Pre,Admission Activity & fusk Management

4. Soutcing advertising oppofunities and placing adverts in the press _ local,

regional; national and specialist publications - or on the radio, depending on the work and

the campaign and also video updates & new video development ibr all college activities

5. Coordination with various Schools and ananging their visits, Exhibition and their

Training to the institute

6. Communicating with target audiences and managing customer relationships

Target Audiences - Prospective Senior Sec. Students, UG Students, parents of Senior Sec.

Students, Prospectiye Graduate students, Perspective faculty, Influencers and decision

makers, curent students & their parents

',0"*,f;ffiiffi;;-"r.
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Director of Corporate Relation and Team- Director of Cor?orate Relation of IIST acts as a

link between Students, and company for theirjob placement. He u,orks with his team & prepares

and provides the list of students eligible for piacenlents. The car-eer development process

includes self-awareness, career exploration and job placement. The Trairing and placement

Office performs the following activities, ananging in plant training/ Internship for final year

students, Industrial/ Ptofessional Tour, Campus placement, Career Fair. He also arranges the

trainings wirich prepare IIST students to be responsible, enterprising iDdividuals who become

entrepreneurc or entrepreneurial thinkers and contribute to economic development. He also

develops a Placement Prcparation Module along with CDC cell which provides guidance /
preparatiofl to the studeots for campus placement, driving tie-ups with top notch companies for

manpower requirement / taining / research / consulting rerluirements and reviewing the

peformance of students wo*ing in the Corporate Sector in various capacities (Final placement,

Summer Training, Projects etc.) by taking feedback from companies.

Prrncipal
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Director CDC & Team- Career develops cell works for the students, professional skills growth

along with his team members. The CDC team works for improvilg the skills and competencies

of the students, teaching new skill sets to meet the demands of the industry. Roles and

Responsibilities ofthe CDC team arc as follows:

l. Organizes regular Classes/sessions for Soff Skills Development / pDp and Aptitude

traidng of students for befter performance in Placements as well as in their future exams

in higher studies

2. Faculty Development Program in consultation with principals

3. To develop appropdates methodology for gradual up-gradations oftheir capabilities

4. Aranging various Competitions like Debate/ Public Speaking, rnock parliament for

5.

students

Arranging motivational movies.

princioal
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SysteDr Adminfutrstor- System administrator plays very impodant and crucial role in IIST.
Roles and Responsibilities ofthe System Admin are as foliows:

l. Manages all the activities rclating to the IT Service, Computer systems and networking.

2. Looks after the Updation, rcpair and maintenance of Computer system, Software and

3.

4.

5.

hardware and networking system.

Responsible for all matter related to data security& Ieakages.

Data Anal,'tics

e-Library and Maintenance ofERP

N,v Principal
lndorc lnsthui. rl Pharmacy'
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Exam Controller- The Superidentent of Examinations cell of IIST shall be responsible for
making all the arrangements necessary frour holdiug exalninations as per the University

standards. Ensure necessary items to conduct examination i.e. question paper, answer sheets,

mark sheets, to appoint exarniners and moderators as prescribed in the rules & regulations;

maintain data of examination held and result, prepare guidelines for teachers to prepare question

paper for {ifferent examination.

flI,v Principal
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Ilostel Warde[ - IIST is having well facilitated separate Hostels for Boys and girls. The

iflstitute appoints separate warden for both the hostels (boys & Girls) for taking care of
everything. The wardens are completely responsible for allotment of rooms to the students,

maintenance of the hostels, looks after the quality of food served in the hostels, Keeps strict

discipline among students of the hostels, reports to the Prilcipal in case of any indiscipline or

misbehavior by the students, looks into the grievances/complaints of the students if found

genuine and responsible for students safely and security.

U
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Sports Oflicer- Sports officer of IIST is tasked with creating and implementing programmes

rvhich encourage sports activity among students. He develops and delivers a varied range of
sport activities, events and competitions at nodal, state, and natioDal level. He makes

requirements and prepares budges for all kinds of sports and gets approvals from the principal.

He works with NGBV clubs and plan and implements different activities for social cause, health

initiatives and envirctunent awarcness. He maintains records and produces written reports, and

press releases ofall activities.

Pnncioal
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Central Store olficer- The cenhal store officer is responsible for the following duties and

responsibilities: he will plan the store activities like estimating, blLdgeting, purchasing etc.,

receive the materials ordered by the puchase depa ment and supplied by the vendors in a proper

condition as per the laid down procedure, to ensure the corectness in the quality, quantity,

specifications, condition ofthe materials received from vendors and stock verification.

Principal
lndore lnstilute of Pharmacy.
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Public Relations OIIicer. Responsible for designing and printing of all the publications related

to Electronic, print and social media, coordinates and liaison with Media agencies

"ffi,1!m;*,,.",
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Librarian - A librarian is in charge ofmanagement of library, collecting, organizing, and issuing

library resources such as books, magazines, journals, publication and other study material.

Ai!m;,,,"",
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FoKEworyo

Dear Tearq. Members,

Academic excellence is sine-qua-non of any institutio[ of higher education which is striving forexcellence. We understand that academic exce,en"e i.n:t ;;;;;r"trgi*hnical competenceand deploying qualified facurtv. It is also abour.r""trig *l,"ul 
"""i.,nif Jnri.on .n, *r,r.t i,conducive for atl round g.owtir. Attracting.best of facffi, ;;;;.;;'ilil'"dequarely for lheirgofih, enable them to live with dirnity and puning in pl# sucfi ,y.i"i, i'fr"i *"Uf" an employeelo perform ro his tulr potenriar rr i*i"r t.'."i"i"ir:i il" r'" ffiil! and proliferarion ofknowledge. Considering this need- we.have creatJ il;il;'MJfftson Human ResourceManagement & Development for institutions ofsfraif fJucation"iai \i"ii"." S"""i"ay ISIWS,;.

I expect each and every member of mv.teamto study, absorb, and intermlize the values, ethos andsystems ard stdve to follow them as outlined in tbis manual,

Arun S Bhatmgar
Director Ceneral
IIST/IIP/IIMR

fflncioal
Indore Insriture,',i. l,lrrrmacv
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Institutional Excellence and Systcms

Shail Educationar and werfare socierv (sEws) was incorpo*ted in rhe ycar 2002 with a vision tosetup professional instih.tiors and groom the younger generation to become world_classlechnocrats and managers. It firmlv believes,r,ur-,t.r"-or.'iriroriiu rrn"o tu.ro* rhat nced beaddressed o'n the path to excellence which arej

i) Deployment ofmotivated faculfy and nuintaining academic and protessional tenorii) Supporting the faculty and srudints wi,r, .t"t._oEt.-"rt irriurti.,,.i,,r" to ,"rutt .rf".tir"knowledge tmnsfer (teachirgJearning) and research 
", 

*"ii* rr"i"ti" deveropment ofthe students and its employees.

In this pursuit, SEWS has evolved various academic_administrative systems including effectivehuman resource management plocesses. Keeping tfris in view, rfri, i"*]'a"'uar*f t f"rnulated toaddress the issues ofeffective facilitation ana'-itiuatio, of focuity ,rO *pp"ri 
""fi

This Employee Service Manual comprise of Working Rules & Code ofConduct (more specificallyouttrning rhe service condirions & expectations lrom employees 
"i- 

ilts; in addition rohighlighting the ethos and value svstem oiswES in it. puo;i;;ii"Jnf ,rrli.oiun so"i",y

This service manual is intended to serv€ as a ready-reckoner to art employee by providing anoverviewofhuman resouce management processes and tlle cond,tions ol.e,nptoyment rntertwinedwirh considerabte human-orientarion and hu.an._*orking corJiri;;;. 
- " - "'

It is hoped that this service manual would generate goo'd unJ..*na.g behveen employees andmanagement resulting into stronger bonding and teamwork.

Principal
lndorc Institutr- ;f pharlnacv-
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l. PREAMBLE

This Service Manual provides a perspective of the Shail Educational & Welfare Society's
philosophy, cultue and Human Resource Management (HRM) practices. lt also lays down
mission, objectives, policies, planning, hiring, compensation, development, integation,
maintenance and separation of all levels of employees. It will provide an idea of personnel and
other systems in vogue in SEWS, so as to ultimately result in objectivity, transparency in
intelpretation and application and also reflecting on the uniform and equitable application of all
routine human resource policies aooss all its institutions and other offices.

It is the responsibility of the Seuetary SEWS to keep the contents updated by incorporating
additions, deletions or modifications as and when any changes in policy and system take place.
Chairman, SEWS and othe! directors oD boards reserve the right to withdraw the contents ofthis
manual, in whole or in part or incorporate changes at their sole discretion, if considered necessary
to do so in the intercst ofthe SEWS and its affiliated institutiols and offices, without assigning any
reasoo whatsoever. The gender used in this manual impo the meaning ofthe opposite gender;ho.

2. COVERAGE

The Manual covers all employees engaged in the service of SEWS's in its academic and research
institutions as well as all connected afld related and affiliated institutioN and offices. In particular,
all the rules outlined in this manual refer to the permanent employees be it faculty or suppofiing
lechnical , administrative aod suppot service staff. Unless otherwise specified, the contents of the
manual and the mles arc not applicable to ad-hoc and temporary employees and also to contract
employees itrho are engaged by the extemal service provider's or otherwise to SEWS Institutions
and offices. While most of the provisions are applicable to both faculty and staff, there arc some
provisions which arc meant only for faculty and others only for non academic staff. These are

clearly demarcated.

Any provision under arly statute alrcady existing or created in the future by any appropriate
Govemment and/or other Regulatory authorities for any category of employees applicable to
academic and rcsearch bodies, will come into affect only after the management/board of SEWS
endorses it fully or partially though its board meeting and then incorpomted into the manual.

3. Rf,,VISION / CHANGES IN THE MANUAL AND INCORPORATION OF
SUGGESTIONS

3.1 General Reyiew oftho Manurl - The provisions ofthe manual can be changed, modified
or withdrawn at any timo at the sole discretion of the management of SEWS, however a general
review of the manual will be taken up annually or as and when necessary by the management.

3.2 Persons Authorized to Receive Suggestions - SuggestioN regarding any change/
modification required in the provisions ofthe manual can be given to Secretary SEWS.

3.3 Interpretation of the M&nual - If there is any confusion regarding any provision of the
manual, the intorpletation given by the Secretary SEWS shall be final and binding.

ld , Pnncinat
uli'dore tn.rir',re i,t Phrmncy,
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4.0 SHAIL Educational & Welfare Society (SEWS)

Shail Educational & Welfare Society (SEWS) is registered vide registrarion certification no: I 1233,
dated: 05/09/2002. The Society has been established wirh the ainr of crearirg various professional
institutions with all modem facilities and infrastructure with the aim of spreading technical and
professional education in the state of Madhya Pradesh. The society is promoted by Shree Roshan
Agrawal, an eminent educationist and entrepreneur oftepute.

. SEWS phitosophy

SEWS believes in serving the society by creatirg excellent infiastructure for educational and
learning environment resulting in knowledge creation and spreading the same by transfoming the
younger generation into better quality professionals and responsible members of the society. In
doing so, it intends to firmly focus on enabling the younger generation to sharpen and retain their
ethnic and taditional values ofour country.

. Commitment to Quality

SEWS believes in 'Quality is a Way of Life' in its iNtitutions and all its endeavors. While it
continuously improves on its educational service delivery, it focuses on the quality in all other
aspects of campus life and also in handling its stakeholders such as students, parelts, visito6,
faculty, staff, vendors and service providers as well as professional and statutory bodies.

r SEWS' Environmental Concern

SEWS demonstates utmost concem in developing and sustaining the environment in which it
exists and operates. The sprawling lush green campus located at Rau-Pithampur Road, opposite
IIM Indore, adequately reflects this concem. Development of green belt is integral part of its
institution building and in fact, it over-rides all other considerations. Above all it has considerable
concem for regional and rural-cum-village development and awareness creation on a variety of
issues amongst rual population, while ensuring that the social and cultural fabric ofsuch a society
is not unduly disturbed.

. Welfare Focus

SEWS fully believes that it is the human resource of any institution that makes the difference.
Adequate support in providing the due welfare facilities to the employees and their families, can
only bring about qualitative change in the outlook towards ow ng the institution and full
commitment to maintain excellence in whatever they do. Such an outlook influences and
conditions all the human resource mrmagement systems at SEWS.

. Work Culture

Professionalism and mutual respect is the hallmark of work-cultue ar SEWS. It is committed to
promote a culture conducive for leaming by all, Faculty will enharce their competencies by means
ofcontinuous leamilg and knowledge creation, students to develop as responsible ard committed
individual-professionals upholding the honor of their alma mater and employees to derive

Principal
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satisfaction as contibuting members to the leardng environment through their behavior and
relationship-development.

. Knowledge Management

SEWS and its Group of Institutions firmly believe that knowledge should be acquired, developed,
as well as hamessed for the benefit oflhe society through sharing and proliferation. Such thinking
is intertwined with the knowledge managemelt systems in the departnrents, laboratories ani
faculty as well as the general leaming environment in the institutiorrs. This philosophy centers
around the thinking that knowledge gets further developed by sharing rather than looiing at as a
capital resource that should be put to commercial use only.

. Codi ofCorduct

SEWS, being a society with a philanthropic outlook towards edlrcation and research, expects each
ofits employees, faculty and support staff to follow a strict code of discipline and conduct, which
will be conducive for creating a se ous leaning environment in its educational institutions. In this
regard, it has evolved a set ofconduct rules to promote a work-culture and individual behavior to
demonstrate the inherent ethos and values of the society in the personal behavior and conduct as
well as dealings with intemal and extemal stakeholders ofSEWS.

4.1 Long Term Vision & Development

SEWS has a long term plan to establish state-of-the-art, multifacated and diverse educational
campuses at Indore and other places and intends to bring in synergy of academic excellence and
world-class curriculum. It has laudable vision, missio! and objectives as given below:

Vision
. To be a prime non-govemmental institution in the field ol professional education and
research in Central India to begin with and then on pan India basis.

Mission
. To produce value based world class professionals ald develop technologies to serye the
society globally

Objectives
o To establish the institutions known for their ethos and commitment to provide world-class
environment to enable the human resouces to lealize their potentials of educational and research
excellence and thus support in nation-building.

SEWS has established five institutions of excellence on Rau-pithampur highway (opposite IIM,
Indore), Indore, Madhya Pradesh. All its institutions functions in ar integrated fashion under the
title of'SHAIL Group oflnstitutions (SGI)'. It is working for autonomous status and finally plan to
develop into Deemed,/Pdvate University.

R
lf c'incipat
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4.2 Indore Institute ofScience & Technology (IIST)

The joumey of Shail Education & welfare Society started with establishing lndore Institute of
Science & Technology (IIST) in the year 2003, offering Under Graduate couses in Mechanical,
Electronics & Communication, Computer Science and Electronics & lnstrumentation. As the
rcputation of the institution grew, there was demand to add more courses. IIST added under
graduate cou$es in Civil, Chemical and Computer Engineerirg. Due to quality of education
offered by the institution, admission to all courses is always fully subscribed. To bring in research
orientation to engineering progErnme, post graduate courses in the branch of Mechanical,
Computer Science and Electronics were added. IIST also offers Masters in Business
Administration to meet the growing requirement ofmanagement professionals. As large number of
students is Oom semi urban areas, the college has established computerized Language Lab to
upgrade their English communication skill. For holistic developnent of students and make them
ready to face corporate, Personality Development is taken care of from the very first year. IIST is
afliliated to RGPV, Bhopal for engineering courses and DAVV Indore for MBA beside statutory
affiliation to AICTE, Delhi, and DTE, Gort. of MP.

4,3 Indore Institute ofPharmacy (IIP)

Pithampur area of Indore was coming up as Pharmaceutical hub of Madhya Pradesh. To meet the
demand of the Pharma-industry, SEWS has set up Indore Institute of Pharmacy (IIP) in the year

2004 with Diploma in Pharmacy course. As the demand of the pharmacy professional grew, IIP
introduced Bachelor in Pharmacy and Master of Pharmacy course in Pharmaceutics and QA. IIP
courses are affiliated to Pharmacy Council of India beside being approved by AICTE Delhi, DTE
Go!'t. of MP and RGPV Bhopal. IIP boasts of industrial collaboration with many Pharma Industry
and Resealch Institutions. The cowses in IIP are approved by Pharmacy Council oflndia (PCI).

4,4 Indore Institute of Management & Research (IIMli.)

Indore, Pithampur and Dewas districts of Madhya Pradesh are rapidly growing as industrial hub of
the MP state. Requircment of management professional is also steadily growing. SEWS has set up
a stand-alone institute of management irr the name of lndore Institute of Management & Research
in 2009-10. IIMR is affiliated to DAW Indore beside affiliation to AICTE and DTE MP.

5.0 Human Resource Management Policy at SGI

The educational philosophy and vision of Shail Society is to create an environment wherein
aspiring adolescents blossom as productive technocrats as well as holistic citizen with such values
conducive for the harmonious development of self and the society as well as the nation. All these
are possible when they leam to hamess their hidden potentials in all its facets and achieve
excellence. This is an onerous lask for Shail Group of Institutions at Indore, which frrmly believes
that the academic ambience, which is a major factor for knowledge transfer is constituted by
knowledgeable and motivated faculty members and ably supported by support personnel from the
facilitating deparhnents. Thus, the human resources management in particular the faculty
motivation for fi,rll-fledged commitrnent to excellence in academics and placement is central to

Principal
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SEWS's basic philosophy and policy towards its employees be it the teaching faculty on orc side
or the supporting technical and adminishation staff on the other is CreotinL l{armotiow, ot{
lE x)itornte* to SuiU Cann for eeopfe

The people are taken carc of with the best working conditions in town, good pay, providing ways
for continuous leaming and knowledge enrichment, non-traditional and informal ways of teaching
methods, guest lectures and a flexible system. The rcble intentions of SGI's HR policy is to enable
the employees to hamess their full poteltials so that they can contribute to the mission of SEWS,
i.e. 'To Produce Vdue-based World-class Professionals and Develop Techtrologies to serve
The Sociefy Globally'

5,1 Organization Chort

Shail Group of Institutions is headed by a Director who opemtes under broad direction and
supervision ofthc Goveming Body of SEWS. Opelation of SGI is managed by Director of School
of Engineering, Principal of Indore Institute of Phamacy, Principal of Indore Institute of
Management & Research. These thee academic heads are supported by Shared Services
comprising ofAdvisor, Head Student Development Cell, Manager Accounts and Manager Admin.
Organizatioml chart is attached.

Principal
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5.2 EmployeeCategories

Employees at SEWS can be broadly divided in two categories:

(a) Those employed at various professional institutions namely IIST, IIMR, IIp can be
categorized as :

i) Faculty (engaged in teaching & research - as such in academic related activities)

ii) Technical-support Employees (engaged with laboratodes, workshops, library etc.)

iii) Admitr & General Support Employees (engaged in suppon departments like personnel,
accounting, campus management etc.)

(b) Those employed at SEWS Indore on case to case basis for overall coordination,
management and integration ofmultifarious functions ofdiverse institutions operating under
sEws.

Detailed designations of staffs are given as below while their Job-descriptions are given in a
sepamtely

i) Faculty

r Principal of Institution
r Professor
. Associate Professor
. Asst. Professor
. Ad-hoc faculty
. Visiting/cuestFaculty

ii) Technical-SupportEmployees

. Dy. Registar/Asst. Registmr

. SystemsAdministrator

. SystemAnalystiPrcgrammer
o Sr. Lab Technician/Lab Technician
. Lab Assistanrlab. Attendant
. Workshop Supervisor
. Workshop Instructor
. Machidst, Fitter, Molder, Carpenter
o Chief Librarian/Senior Librarian/Librarian
. Book Lifter
. Spots Oflicer/Asst, Sports Omcer

iiD Admin & General Support Employees

A/PS

Executive/Office Assistant/Offi ce Executive

(e,
A Pnncipat
n lrdorc lnsrhute ofPharmicy,
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Front OfTice Executive
Photocopy Machine Operator
Accountant
Jr. Accountant
Peon

Employees employed in the SEWS are as follows:

Director
Advisor
Executive Assistant to Chaiman
Manager Finance
Head SDC/Executive SDC
Manager AccountV Accormts Officer
Manager Admin / Dy Manager
Stores & Purchase Officer
Security In charge/Shift in charge
Transpod [n Charge/Supervisor
Manager Event/Executive Event
Manager Marketing/ Executive Marketing/Admission Counsellors
Manager PD/PDP Traine/Aptitude Trainer
Manager Placement & Training/TPO/Aptitude Trainer/Psychologist
Manager Media,/PRo/Content Writer/Assistant Editor
Warden/Asst. Hostel Warden
Store Keeper/Storcs Asst.
Maintenance Engineer
Estate Oflicer
Electdcal Supervisor
Gardener

Grounds man

Mechanic
Driver
Cleaner
Peon/Shifter/Helper

iv)

5.3 Workinq Svstem & Leave Rules

5.3.1 Attendatrce

The work timings are decided at the sole discretion of the Management and would normally consist
of a 48 hours' work-week, These are subject to change as per academic and periodic examination
activity. Same numbcrs ofhours are expected even when one is on tour or outstation work, unless
communicated otherwise. The general working hours will be 9:00 A.M. to 4:30 p.M., or as decided
by the management, on all working days. Employees may also be expected to work in shifts based
on academic schedule and requirements as decided by the Director/pdncipals. Institutions will

lst and 3rd Saturday as holiday unless and otherwise stated by the Director. All employees
( their presence in the biometric machine or in any other process as notified both while

Princioal
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coming in the moming and also while departing at the end ofrhe day's work. Ifan employee fails
to mark attendance within 15 minute of the scheduled conrmencemert ol the office/institution, it
will be termed as late attendance. Three such late attendances will be treated as one halfdav leave-
Late attendance beyond three hou$ will be teated as halfday leave.

5.3.2 Holidays

Being an academic campus located in Indore and affiliated to universities such as RGPV and
DAW, the institutions follow the academic calendar suggested by the universities (with suitable
adaptations if required) and also works five days a week and on lirsr and rhird Saturday. Special
emphasis will be given on faculty development program and related activities on working
Saturdays. -lt follows the holiday calendar of the state of Madhya Pradesh as adapted by the
universities ensuring that the national holidays are adhered to. List ofholidays will be as follows:

5.4 Leave Principle: These rules may be called SEWS leave rules. They will come into force
with effect from lsrJan 0218. These rules shall supersede all previous rules.

5.4,1 Academic Year: Academic year is different from a calendar year which is ftom lsr of
January to 3l'r December whereas commencemelt of Academic Year is the start of a new
academic session as declared by DTE MP. However for the purpose of this leave rules, academic
year will constitute ftom l'r July to 30th Jun ofnext year.

5.4.2 Applicability: These rules will be applicable to all employees of SEWS Indore and will not
apply to part time, adhoc, temporary, contractual and daily wage employees. An employee's claim
to leave is regulated by the rules in force at the tine leave is applied for and granted

5.4.3 Entitlement Governing Conditions of Leave:
SEWS employees arc eligible for the following type of leaves, in keeping with the prevailing
service conditions in the renowned academic institutions in the region:

a- Casual Leave
b. Medical/Sick Leave
c. Earned Leave
d. Vacation Leave
e. Special Leave
f. Matemity Leave
g. study Leave

Compensatory Leave

CalesorY TyDe of Leave D€raih ot Leave
Non"Vacation staff, Admin
staff of SGI & SEWS and All
Contraclual Staff

Gazetted
Holidays

Holi, Republic Day, Janmashtani, Rakshabandhan, lndepend€nce
Day, Candh; Jayanti, Dussehra, Diwali, Christmas

Non-Vacation staff, Admin
staffof SGI & SEWS and AU
Contractual Staff

Restricted
Holidays
(3oulofll

Id-E-Milad, Curu Nanak Jayanti, Moharram, Id-Ul-Zuha, Budh
Pumima, God Friday, Ambedkar Jayanti, Ram Navami, Maha
Sinatri

Vacation Staff of SGI and
Students

Id-E-Milad, Curu Nanak Jayanti, Moharram, ld-Ulzuha, Budh
Pumima, Cod Friday, Ambedkar Jayanti, Ram Navami, Maha
Sivralri, Holi, Republic Day, Jarrnrashtami, Rakshabandhan,
Independence Day, Gandhi Jayarti, Dussehra, Diwali, Christmas

-ordinary Leave (Leave without Pay)

F*",.,*##;{#,r** 
rs
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. Leave is a privilege and cannot be claimed as a matter ofright.

. An employee who has been sanctioned leave can be required to repoft for duty by revoking
hisftrer leave due to exigencies of service, Only the authority who sanctions leave can revoke
leave already sanctiooed. Absence of leave for more than 10 days without due authority will
constitute as brcak in service/disciplinary action.

. The authority competent to sanction leave shall not extend the kind of leave due or applied for
except at the written rcquest of the employee.

. Authorities to sanction vadous t)?es of leave have beerl mentioned below wrder each type of
leave. However when total leave requirement of an employee exceeds 30 days, such leave has
to be put upto the management for sanction.

r Medical leave to be granted for hospitalization of an employee will require hospitalization
advice 4nd that of bed rcst. While rejoining office will require discharge certificate of the
hospital along with the fitness certificate.

. Vacation Staff for the purpose of this leave rules will mean all teachers ie (a) Professors (b)
Associate Plofessor and (c) Assistant Professor other than Principal.

. Non vacation stalfincludes all categodes ofstaffother than those mentioned in above

. Any claim to leave which is at the credit of an employee of SEWS ceases when he/she resigns
o! is dismissed or rcmoved ftom service. ln case an employee is dismissed or removed but
subsequently reinstated he/she will get leave as was entitled pdor to dismissal/removal.

. No employee of SEWS will take up any employment including part time anywhere within or
outside the counky without pdor w tten pemission.

. Leave account ofevery SEWS employee will b€ efltered into his service book by the authority
sanctioning the leave. No leave will be granted until and unless admissibility of such leave is
obtained by authodty maintaining leave account. Ifadmissibility report is likely to be delayed,
then leave upto seven days, can be gmnted by competent authority as provisional leave gainst
due adjustment in the accrued leave subsequently.

. Leave shall not be granted to an employee of SEWS in respect of whom a competent authoirity
has takqn decision lo dismiss or remove or compulsorily retirement from service.

o Leave shall begin on the date on which an employee proceeds on leave and shall end on the day
preceding the day he/she resumes duty.

r An employee shall not retum on duty before the expiry of leave granted to him./her unless
he/she is permitted to do so by the authority sanctioning leave.

. Art employee on medical leave will rejoin only after fitness certificate by a competent and
registered medical practitioner.

. Unless competent sanctioning authority extends any such leave, an employee who remains
absent after the end of sanctioned leave, is not entitled to leave salary for this additional period
of absence. The entire period of unauthorized absence is to be treated as leave without
pay(LWP).

o Wilful absence of duty after the expiry of sarctioned leave rerdeE an employee liable to
disciplinary action. The employee who applies for extension of leave has to make sule that
hiVher application for extension of leave is receiyed before the expiry of such leave. The
employee so applying for such extension will be intimated immediately about the decision
whether hiyher extension of leave is accedsd or not. An application for extension after the last
day originally sanctioned leave, will in the normal couse, be treated as willful absence unless
otherwise decided by competent sanctioning authority base on the facts ofthe case.

means block of holidays which are declared as vacation by the management.

Salary: It means the salary dra\ryn on the day ofpreceding the leave.

Principal
e lnsthute ofpharmrcv-
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. In view of various leave facilities provided herein, no ovefiime payment will be made

whatsoever.

Generally an application for leave will be in w tiDg and subnitted to the authorized personnel well
in advance. When phone message/e mail/sms is seit requesting Ieave in emergency, such request

will be reduced to writing on subsequent day

5.5. Type ofLeaves & Admissibility

The detailed terms and conditions of eligibility and the process of availing these leaves are given

subsequently in separate paragraphs. Leave application format for institutions and SEWS staff are

attached. The-following leaves will be sanctioned by appropriate authorities as per specified rules

and records kept thereof.

5.5.1 Casual Leave (CL)-CL, meant for casual & emergency erands ofpersonal nature, will
be applicable to all employees

. Academic Faculty & Technical support Staff: 12 days casu:rl leave in a year

r Principal, Admin & SEWS Staff 12 -do-

An employee is allowed casual leave only after seeking permission (either written or oral) ftom the

controlling position, to facilitate altemate arrangements. Oral permission should be followed by

written application, Casual leave can be sanctioned by HOD. In case of academic staff, Principal

will be informed.

Casual leave shall be forfeited at the rate ofhalf CL for three late attendances in a month.

Not more than three days of casual leave can be granted at a time. Casual leave cannot be clubbed

with any other leave. It can be taken only at the basis ofaccntal.

Casual leave can be given before during or after a tour ofduty but sLrch leave pe od will not entitle

any allowance. An employee on casual leave is not considered absent fron duty and his,4rer pay is

not deduQted for that pedod.

Sunday or holiday falling during the period of casual leave is not counted as part of casual leave

Such Sunday or holiday can be su{fixed or prefixed with casual leave.

Casual leave can be granted for half day also.

Absconding from work without prior approval on the pretext of causal leave cannot be pemitted

and subject to disciplinary action.

5.5.2 Earned Leave- Primarily, this is a uedit earned by the employees when they serve/attend

their duties for a certrain period; the reason why it is called earned or privileged. This is also known

as Vacation Leave, as this is meant to serve the purpose of recouping and recove ng from the

strain of hard work put in dudng the working time.

fl principar

L}{rdorc lnstitule or Pharnr.cy.
INDORE (M.P.) 15
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Eam Leave can be accumulated for maximum period of 180 days' lt can be en-cashed at the time of

f""ri* ilr" 
"ig-i-,lon 

affer serving for minimum period of five years All confirmed employees

are eligible for this leave per year as below:

. Academic Faculty & Technical support Staffr 10 Calendar Days (in addition

to vacation leave)

. Academic Administrators (like principals etc')

. Admin & Related Staff(SEWS)

15 - do-

15 -do-

Earn leave can be accumulated on every six monthly basis lf an employee has availed EOL during

f,"ffy""r,1ft" "*ai 
,o be accorded to his,tter account half yearly shall be reduced proportionate to

the absence. 
-

Owins to this leave being of longer duration, needs pre-planning both lrom the employee and the

*"a.iri. "J.ltit*ion-point 
if view; hence, the need ior a leave Roster' where in every

".otor.". 
sir", t i, preferred time oftaking this kind ofvacation at the beginning ofthe academic

;.;;-'ii; Z6|fi,iJon would undertaki some kind of vacation planning for the facultv and

'tnJicr,;;.;;;;;;;t"" and convenient time for gmnting of the leave' keeping in mind the need to

*uintuin "*tin 
l& ofteaching & research work in the department and in the iflstitutes'

Before, proceeding on EL, (when written approval is given),.lhe fbqulty.and employees need to

["ra orJt 
"ft"tg" 

if ,heir work and duties to other person as ditected by tlre controlling autho ty'

;;;"i; i;;;[, 
"t.n 

charge or acting allowance may also have to be given to the person taking

"hr.g", 
*h.n upp.optiate authority ofthe position need be exercised'

When the employee does notjoin duty on the stipulated date as per the leave - approval' it will be

.".ria"r"a 
"t' 

u.!* of servici and hince it is essential, the employee gives a joining report for

r"gJ",i*i". 
"ff-tit 

position in the organization and also for pay/establisirment calculations'

In the case of EL, intervening holidays (including Sundays) will be counted.as leave days This

i""r. .* t" com6ined with 6ther leaves such as-medical or study or sabbatical etc, but not with

CL.

5.5.3 Vacation Leavel

vacation leave is authodzed only to teaching faculty to maximum of 30 days per year or as per vL

,rf", iru-.J Uy,f," RGPV and cannot be ginted more than 20 days at a tine This leave cannot be

accumulated.

This leave being of longer duration, needs pre'ptar)ning both from the enrployee and academic

;;;;i"i.*. piincipalrioDs would undenaie sorne kind ol r rcati'rtr plarrning for the faculty and

i;il;;; ii; ;;;;"#i. una .onu.ni.nt tl'ne for granting of the leave' keeping in mind the need to

."iri"i" ."",iritity 
"fteaching 

and research work in the department and in the institutes'

Before, poceeding on VL, the faculty needs to hand over charge oftheir wolk and duties to other

ai directed by the contolling authority.

&r*${*,,,,,** 16
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When the employee does not join duty on the stipulated date as per the leave approval' it will 
-be

.".ria"."a-"t-Uii,"f of service and hince it is eisential, the employee gives a joining report for

."gJ".ir",i". 
"ii,it 

p"sition in the organization and also for paylestablishment calculations'

Due to official duties, iffaculty cannot avail vacation leave then 50%' oltrnavailed VL will be

converted into eam leave.

5.5.4 Maternity Leave - Meant for pemanent lady-employees' alier.two years of association with

igWS- ii". o." y"t 
"f 

ad-hoc and one year fot confitmationl This is permitted for ladies having

[.. ,fr"i-r i*" ..l"iri.g children. This eiigibility exrends to a maxirntrm of two months of half-pay

i.*". i""". "- 
U" ."i"tioned by Pdncipal/Departmentrl Head (in case of tton academic staff)'

5.5.5 Studyieave - Primarily meant for an employee to enhance. his qualifications for better

o".for.una" una 
"a"er 

progression. This leave provides an opportunity to employee to go back- to

i;;' ;;;;-;;;"i";"- il acquire quaiifications in idvanced and allied areas of his

specialization.

This unoaid leave is available to faculty and staff who have puFin five years o[ ser\ice alter

#i#;;.ilj6.rn.iiy oit., *nai,ions. such as admisstn aurhenricarion. serr ice bond ol

;;";;; ;ft.t'the study'leave. Study leave will be sanctioned .by management under

recommendation of AEC/Departmental Head (in case of non academrc stall )

5.5.6 Compensatory Leave - Generally, there is -no sttch leare .in formal organizations/

i;;;t,rr,*";""p, ; glve some klnd of i#ormal permission to avail a da1-off for taking up work

ofemergency natue on holidaYs.

As a matter ofprinciple, atl staff and faculty nembers are 24-hour workforce and are supposed to

"il.ii" ."ri"iariy ir,r"ugh the 365 days in genentl hencc cornpensctory leave is granted not as a

rrgi-li u* * t*"g"1ton oi welfare ."L*" -fot 
the emplolee who has pur in extra work much

beyond the call ofdutY.

However, considering the exigencies of SEWS, which is in the continuous state of

u^amtti"i.*u-inuti"i and such 
-other 

duties of counseling etc a few days of compensatory leave

are suggested for faculty, admin and accounting-staft"

. Academic Faculty:

. TechnicaUAdmin/SEWs Staff
Maximum of 2 Years

Case to Casc b,!sis

Irot more than 4 d,rys in a Year
not mor€ than l0 daYs in a Year

Academic Faculty & Technical Staff :

Admin/ SEWS Stafi

Further, this leave is ganted solely at the discretion of the Plincipal/HoD. (for non acad"ii: :t"plffi;il;;; ;f"*, oioutv uuttro'i,eo *orking on holidavs 
, 
rno o:"t lTi:]-u;-*:X flff;;;;i;,t.. #cannor be caniea fo-rward beyond 3 months of occurrence of the

'ty
A
l\ Prrncinal
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In resDect of Faculty, the outstation trips with authorized tour for administrative work only (when

TA & DA compensited) shoutd nol be reckoned lor compensatory leat<

5.5.? Extra-ordinary Leave (Leave without Pay) troL/Lwl, _ EoL, without pay be sanctioned

;;-;-"rpl;"; *r,"n no ott"t leave is admisiible This is a verv special leave' granted in

"*t 
un"ou. circumstances, when an employee absents himself from his duty for his extraneous

n""J. una t"qul," uariniitrative suppori foi continuity of service A person may be granted EOL

;;;;;;il; "i;ix days yearlv, a maximum of two times, lest it should not lead to break in

service

Granting of EOL serves the purpose of making employee's absenoeas an 
-authorized 

activity and

*"tf"r"fri. 1o retain his employment with th; institution Thus, EOL is Leave without Pay and

can be sanctioned by authodties who can sanction casual leave'

5.5.8 Leave for Casualffemporary Employee: This type of elrployee can be granted casual

leave at the rate ofone day per one calendar month ofconpleted service'

5.5.9 Lenve for Employee on Probation: An employee of SEWS' ol1 probatiofl' shall 
-be

"ii*iUr" 
f* ""*A 

r.uu! 
"i 

O" rate of one day per one caleldar.month of completed seruice On

""ii,*",i", "" 
p"t anent employee, he/she wiil be entitled to all other applicable leaves from the

;;;;';ii;irt"g i;;^e of termination of probation employee, anv leave granted shall rot extend

beyond the date of temination.

5.5.10
Leave Sanctioning AuthoritY

details of every individual in respective

is within permissible timit as laid down

I.IOD/DG

HOD/HR/DG

HOD/DG

NA

HOD/DG

HOD/DG

DG

I]OD/DG

HOD/DG

service book al1d ensure that actual

in leavc rules.

Casual Leave

Medical Leave

Eamed Leave

Vacation Leave

Special Leave

Matemity Leave

Study Leave

Conlpensatory Leave

Leave Without PaY (EOL)

HOD/Principal

HOD/Principal

HOD/Principal

HOD/Principal

Principal/DG

Principal/DG

DG

HOD/Principal

HOD/Principal

llR rvill entcr leave

18Pnncipal
orc lnslituE of phamlrcv.
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5.5.11 Summary of Proposed Leave Rules

VACATION STAFF NON VACA'IION SlAl"l'

Type of Leave
Terching

Staff
Technical

Support Strlf

Principal,
Registrars,

Administrators

AdDin
& SEWS

Staff
Remarks

Casual l,eave t2 t2 t2 l2
Casual leave cannot be

combined with any other
leave

f,,rrD€d leave l0 10 15 15

Can be accumulated and

en-cashed to a maximum of
| 80 days as per condition

given above

Vacation
Leav€

30 30 NA NA

Mnternily
lelrve

02 months halfpaid after resuming ofduties

Compensatory
leave

1 4 0 l0

Cranted towards work on

closed holidays. Not
eligible when compensated

by TA/DA. Not applicable
for outstation official work

Study Leave 2 years 2 years S6nctioned by the management on cas€ to case basis

f,oL 6 6 6 6
Total six calendar days (06)

maximum oftwice a Year.

5.6 TA & DA SYSTEMS

Employees may be required to travel to different places and locations for p€rformance of assigned

duties which calls foi reimbursement of tavel ind incidental expe*es incurred in satisfactory

accomolishment of the required purpose ofoutstation tmvel The key objective is to ensure that the

..pi"i..'[ .".f"*Ute during ttii outstation visit and discharges the tasks and duties given to

him.

The goveming rules ofkavel are as below:

r Any travel whether local or out-station has to be attributed to some budgeted activity of an

institute or department

upp.ouul of the travel by the competent authority 
. 
(PrircipayDepartrnental Head) is

io begin-with and giving advance (as per the norms) to meet the expenses'

A
hf princioal

\)/,,0"", ll, ;Jliilf fi,,"",.
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. On completion ofthe task/tdp' the official/faculty to submit the^bills (duly authenticated by his- 
il;;il/D";;"niotj n"ua utong *ith a report of activity performed for settling of advance'

Suseested Norms ofexpenditure-allowance and Mode and class ofTlavel applicable to different

leull ofemployees al SEwS is as below:

A. Grading Structure

Group I (01)

Group II (02)

Senior Management (Director /Principal/Advisor)

(Professor/Associate Professor) & (Manager Admin& HR'/CMo/Manager

Accounts/ EA/ Manager FiDance)

Group III (03) Asst Professor, Officer of the level of Deputy Manager/Deputy Registrar

Group IV (04) Other Executives/Supporting StafT

Group V (05) Ctass IV Staff

DA for Outstation Trsvel of 200 km &Above: DA allowalce shall include hotel' food and

;;;i;;il. N; dditional claim on above accounts shall be.ad*i;;ll'lT"i*,tll1t-ijti*
i Hi#,i;';;;;il'"*["***. r,pr"r"es can look at the list of travel partners for

id;;il;" -d;ices. Employees on duty will stay in hotels ha'r'irg tie up with SEWS'

*iiiiotinArA" hoU expenditure. Bills for all expenditure to be submitted'

IE

Grade
Travel

Etrtitlement
Code

Local & upto 250 km 250 to 1200 k'rr 1200 km & above

By Air ecolromy
Train l'r Ac

By Air economY

Train l't Ac
I 0t

By Air economy
Train ld Ac
Taxi Ac
Official/Personal Car

By Air economy

Train 2"d Ac
Bus Ac

By Air economy(with
permission from
Director SGI)
Train 2'd Ac

II 02

Traio 2d Ac
Taxi Ac
Bus Ac

Train 2"d Ac
III 03

Tmin 3d Ac/Chair Car

Taxi Ac
Bus Ac

Train 3d Ac
Bus Ac

Train sleeper class

Public/Private Bus
Train 3'd Ac

lv 04

Train sleeper class

Taxi non ao

Public/Private transport

Train sleeper class
05

Train sleeper class

Public/Private transport
Train sleeper class

.:)7.nl

B.

ft pnncipat
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Group Code Tier I citi€s 'l'ier II citics 'I ier lll cities

I 0l As per actual As per actual As per actual

II 02 Day & Night: upto Rs.3,000/- Day & Night: upto Rs. 2,5001 Day & Nightr upto Rs.2,000/-

III 03 Day & Night:upto Rs. 2,000/- Day & Night: upto Rs l,500l Day & Night; upto R-s. 8004

IV 04 Day & Nighr upto Rs. 1,500/- Day & Night: upto Rs. 900^ Day & Night: upto Rs. 600/-

05 Day & Night: upto Rs. 500/- Day & Night: upto Rs. 400/- Day & Night: upto Rs.300/-

6.0 Human Resource - Plsnning & Recruitment and Selection

The basic HRM in the case of academic, technical and administrative positions is conditioned by

,r,i-nuia"tin". o, no.-s provided by AICiE/Affiliated University and also broad stipulations of the

,infirt.J ,nir."lty und general guidelines ofthe Dept ofTechnical Education (DTE)'

6.1 HR Planning

Grade DA for Night Halt DA for Whole DxY visit

Crade I As per Actual As per Actual

Grade Il Rs. 500/- Rs. 300^

Crade lll Rs.450l Rs.250/-

Orade IV Rs. 400/- Rs.200/-

Crade V Rs.300l Rs. 150/-

Primarily HR planning commences with the assessment of the numbel of?oss/Jobs oi"'it:]y fli
troo"ri'1,"ii'irr"Tii rni.nJ.n periodically before commencement of the academic^year' Th€

;iifi#Pviilnv guii"ri*t ri"ing the basic. the exact m^anpower t'q1;rement.i; 11.mfll{
;;#;;;;;;";";ili;A;fi1" Ae ground realities of faiultv' Furthcr considerationsof

;rl#Iiruilil-in oG., iortiiurio* ari also kepr in ,'l"d; ,,lt"j:l-3:T111i,:1^3:
ff'""ar 

""rtU*itg 
the porspective plan of the branch'/departrnent as per,its long-

u"f, uJaitionA ,"q"itements are to be approved by the Director/Principal' making sure

In case of actual local transportation expense exceeds the above mentioned DA' actual cost

can be sanctioned by Dc/Principal/Head ofDepartment'

Scooter&carallowanceforlocaltourofdutywillgetRs3.5oandRsT.00respectivgly.In
addition an incidentat expenditure of maximum Rs l00L will be granted

Daity Allowance for local duties, beyond Indore Municipal limit, will be:

budgatary Fovisions are kept for such recruitnent'
n
(t . Principal

v*,it88,,iililiI*".
21
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The broad policy in respect of support staff is to resort to outsourcing wherever possible and also

i"*Ji" i"ir,""iogv -i also in iraining and de\'elopment while doinB' sol due considerations to

iir" i..r". una reliance of positional-manning' possible multi-skilling and eliminating hierarchic

structures etc are also given

6.2 Recruitment and Selection

The primary objecrive of hiring and deploying additional manpo$er is to. enhance the human

.uoiril in SgWiin r"rms ofrequired numter. skills and competencies to errable it ro accomplish irs

rfri"-"irn *a iong+erm goals of academic excellence, This also calls for appropriately orienting

unJinauoingtl'," ;*ly reiruited manpower to the local culture, values and systems of excellence

i. ifr.-.u.p.i -a itt institutions/departments/centeN. The key policy is io attract best oftalent and

inar"t ,1r., into the academic culiure & ethos of SEWS. The p.irnary responsibility of this

accomplishment is that of the Pdncipal/Departmental Heads'

Normally, faculty and staff recruitment and deployments takes place 2 to 3 months before the

aornr"n""r"nt ofu"ademic year. Considering tie kind ofattrition ill the sector' it lnay be resorted

,"r" iraqr*tfy and also as and when situation demands The basic data required would be the

ioi-a"r"riorior. tlO" attached) or the role-chart of the positions being tilled and number of such

i"it .ur."iui.J u, p., norms decided by management and also the general directions of recruitment

;fsuch posilion by the university and/or AICTE'

6,2.1 Sourcesof Recruitment

The Recruitnent Process at SEWS basically celters or attracting fresh blood/talent from renowned

,"*""t t" *," tn*g,hen the academic exiellence, which is expefiise-centered The effectiveness

;;;tt;;;;ilt ; iies in identifing the dght skills and conpetencies as well as attitudes and

academic leadership abilities. The possible sources are:

Emolovee Referrals
r"i"'.nif Cir"rfution ofNew posts/vacancies (with appropriate Job-requirements) Faculty

& Students thrcugh notice boards)

DeDendents of current emPloYees

rni[-uf Outu gunk rgio-dita received regularly in the lnstitute)/walk-in Interviews

Shortlisted candidates from Manpower Recruiting Agencies/E-Recruitment

i*t"-J ,*ra", fro. the Markei(through advertisement & electronic media messages)

Management Refenals/Recommendations & Ilteractions

Other sources

All lecruitment and selection takes place centrally at lndore, through committees constituted by

;E\l,S--;;";;;-,1,; ;tten down ruies, unless otlerwise specified bv chairman' suiting to the

exigencies ofSEWS.

6,2.2 Recruitment and Selection process

implements standardized and time-tested as lell.as ^innovative.T:th9d::n1 lt::"t':'^-"i

a,

b.

c.

d.

f.

h.

in the market in lndia & abroad. Adhering to the norms and

1

from a variety of sources

n Pnncinal
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guidelines provided by statutory bodies like RGPV/DAVV & AICTE & DTE' MP govt The major

steps ofthe process are as below:

o Perusal of JDs/JRs by an Internal Committee

Review and revise the currenvexisting Job Descriptions (JDs) and Job Requirements (JRs) already

documented, before starting the recruitnent process

. Identification of Internal Eligible Candidates

Consider the intemal candidates, who possess the lequisite qualilications aDd are in the process of

i*u-i.inc .ucb quatifrcations, need be given an opportunity But' these intemal candidates should

;;;il:"I;;;"; tic"r along with outside candidates SEWs mav give soine additional

consideration or weight to intemal candidates'

o ConstitutionofS€lectiorCommittee

FollowingtheguirlelinesofRGPV/AICTE/DTEparticularlyintheselectionoffacultypositions,
i;ffi;ilid;,h;' sugg"rt"a cdteria in the formation of selection committee and the same is

"J"rti""t.O 
by the aifropriate agency. For faculty .recruitment.of 

Assistant and Associate

ii"i.rt"i, ."r*tr", committee wilicomprise of Principal' respective HoD' and Management

,"ifr"".' f", appointment of Profesior and above' candidates witl be screened by

Chairmai/Management Committee.

Periodically, atleast once a year, Principal will invite university selection board to get faculty

approved under aPProPriate code.

. ScreeningofAPPlications

A dulv constiluted screening committee comprising of tcspective lloD and designated HR will

;;;i#iii;;;;;;ricuiio'ns fro, aif.r.nr'sourcis and make recourmendations considering the

#:i.;;t;;;;ifi; roiirion. in .ut" ,o tandidate meets the siven QR' the list will be refened

i;ii#ili;; il;atire *v ,inot a"uiation in the QR The purpose being to arive at a short-

il'"f';;:;"; f;;lii"?,iri -J a"" 
"d 

intemction through interview and observations after

"pp,*"i"i."*pJ" 
authority.. For the post ofAssistant and Associate Professor' screening test/

exam and demo lecture be held.

. Selection of Most Suitable Candidate

The basis of selection at sGI is based on a point rated weighted scheme of evaluation'

R;;";il; ;"-;;t"ssion during interview and evaluation of iiteNiew though quantitative

t"ii"g 
",Ji"r"gt 

iL *,e selectioi process- Final decision to select or reject is dependent on the

feedback from refenals and background checks

. Acceptance ofAppointment Letter

letter will give details of pay scale, gross salary' leave entitlemenl' probation

"f 
i"r-fi""""t oi uppoint."nt, joining time, tire of l'eporting' charter of

n. Principal
| )r/dore lnstitr-rre of l'hrrmacy.
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resoonsibilities, Iist of documents ro be submitted during joining tine, and non disclosure and non

""",lr.iitf". 
f"."". Selected candidate will sign the aPPointnent letter as a sign of acceptance'

Sample appointmeflt letter is attached.

. Joini[g Process

On the day ofjoining the duty, the new recruit will be received by nominated HR person who will

;;;;;4";;;;;""k. C;didate will fill thejoining forms; submit five passport size photo in

*lri 
" 

?""+rr*a, one fult size photo in both iard ind soft copy, all rclevant documents of

u""J.,nJ q"tufin"ution, past expeience, certificate of last pay dmwn' proof of identity' proof of

i"..-"tt'"J*"*, ""py 
of Pefu card, contact details of next ofkin New candidate will be issued

il;;;y ;-["i;;*s and *ill be given a tour of the campus and get him introduced to the

ii.J"io.,'pilr"ipui, Head of Department and immediate boss He will be issued biometric card

within seven days.

His service book will atso be opened by the nominated HR person and will be kept in her safe

"rraly 
r.a"i f""t & key. Service book is a confidential document and will not be shown to

".y"^i 
*irf,".a 

"r,fr"tizaiion 
by the Director. The Service book will contain details of personal

,aJo,ar, utt"naan"" record, all type of leave records, salary records' sa)ary advance records'

i"rriu*" ,"""4t, TDS, Appraiials, tavel records, training records' r'ecord of appreciation/

commendation ani record ofdisciplinary proceedings/ inquiry and award ofpunishments'

Nomimted HR wilt brief the new candidate about brief history of SEWS' vjsion and mission and

l;;';;;il;i HR il;. He/She witt be asked to sign the non disclosure form (copv attached)'

i;ilJiil, il;;ited facuttv/staffwill also signa self declaration form (copv attached)

SGI Fresh employees will be taken to assigned HOD who will cauy out an elaborate induction

program in respective department

6.3 Induction and Orietrtation

All newly joined faculty and staff will be properly inducted into the-sy^stems so as to make him'tter

i."riii, ,-iitt the organizational structurs ani environment of SEWS under alrangement of the

Departmental Hearls.-The role and responsibilities will be clearly explained'

6.4 Probatior & Conlirmation

At SEWS, every rlew recruit goes thrcugh a period of one year on probation' during which time'

il;;;;t,y ;;rpting to tie en iro,,irent and response to the challenges is perused' Feedback

il;;;r;;"l-"; u o*"".rv basis for conecting him and improve pcrformance lf required'

;;;i;;;;;i;- b'e e*tend"d at the d[cretion of marageNent before declaring him
'unrriiuUt. ioir"*i"" at SEWS. In a nonnal case, one gets con{irned as a permanent employee

after probation Period.

7.0 Compensation Systems at SEWS

believes in compensating its employees for the contributioD and loyalty to the institute so as

Uif,", i" fi"" i,i,f, lis iamity with dignity in the society and at the same.time enhance. his

on u *nrinuing U*it. frrtt.i it focuses on enhancing the employee satisfaction

n ftinciPal zrhf lndoR tnsliture ofPhlrnr3ry.
\r J INDoRE (Nl PI
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through his pay-package so as to retain and enable him to make his whole hearted cooperation and

inputs with his innovations and integrity,

A comprehensive compensation package at SEWS includes to basic pay-system other allowance

roJ ur't *tpo.t, innuiion, 
"ity 

c-o-pensutory, house-renl and other welfare related allowance etc'

L".p*t"i.," tJi.g ,he key binding factor between SEWS and its employees' utmost attention is

gir.,ii" 
"ia*"",f,"""mp1oyee 

griev-ance in time. It is the collective responsibility of the HR dept

ind the institutional heads to maintain an element of tranquility in this area'

Compensation being the key binding factor between SEWS and its employees' utmost attention

*ifi 6" gir", t" 
"aai"ss 

the imployeJ grievance in time. lt is the collective responsibility ofthe HR

depart;nt aqd institutional heads to maintain an elenent oftranquility here'

7.1 Total B€nefits to an Employee

The total compensation to enhance the employee satisfaction has hard and soft components as

given below:

Hard Components (Financial):

. Salary Grade
r Allowances (DMnflatio$ House-rent; City-Compensatory etc )
. Annual Increments

Welfare Iacilities/Amenities - Financial & Non-financial

. Loans & Advances

. TransportFacilitation

Softer Components (Non-Financial):

o PeriodicPromotionVCareerDevelopment
o Leave Facilitation
o Developmental Environment & Support

Further, an important component that enables an employee to contribute his.best in relation to

",fr"itj, 
gir.ti"" 

", 
incentive that is generally termed as'Payment by Results or Performance

iiJia pu!ot n""rtlue or Bonus' thai could be both finalcial and non-financial'

1.2 Prevailing Salary Grades - (sdapted from the VI'Pay Commission Guidelines)

fu Principal
vlndore InstirLrle of I'h.rmacy,

Grade Structure (FacultY & Officers

INDORE (M.P.)
25

All faculty positions arc brought under three designations and respective pay-bands with relevant

e".duriJ 6t"ai p"y fAcP),-subject to tulfilling the AICTE's academic qualification and

sripulated for such Positions;
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1.

2.

3.

4.

Assistant Professor

Associate Professor

Professor

Principal

Rs. 15,600 - 39,100 t upto Rs. 6000 (AGP)

Rs.37,400 67,000 + \pto Rs.9000 (AGP)

Rs.37,400 67,000 + upto Rs.10000 (AGP)

Rs. 37,400 - 67,000 + upto Rs. 10000 (AGP) + 3000

(PrincipalAllowance)

Grade Structure echnicaYSkilled Sta

S. No Post Pav Bnnds

Chief Librarian 12,000 420-18300

B Programmer (SG)/ Librarian (SG)/ Registrar 10000, 325-15200

C Librarian/Programmer / Dy, Registrar/Sports Offi cer 8000 -275- 13500

D
Arst R"g6ffi Lil-*[(scy Asst. Librarian/ workshop

Incharee
7000 200-11000

E

F

Lab. Tech (Sr. Scate) /Workshop Instructor (Sr. Scale) 6000 - 175- 9500

Workshop Instructor/Lab. Tech 5000 - 125-7s00

G Lab, Asst./Library Asst./ Workshop Instructor (Jr' Scale) 4500 -r00-6s00

SNo Post Pay Scale (Proposed)

Head Clerk / Care Taker (Sr.

SuDervisor

Scale) / Office Executive / Site
6000 -200-10000

B
Sports It +harg" / Cate Taker/Sr.

OIlicer
Offi ce Asst./Jr. Account 5500 175-9000

c O{fi ce Asst/Cashier /Store Keeper/Account Asst 5000 -150- 8000

D U.D.C./ lDriver (Grade I Scale) 4500 -125-7000

E

F

;

Bolfl-i-ift ALab.AttendanOf fi ceAtterdaDt/of tice

F.orrinment Ooerator/L,D.C./Driver (GLade II Scale)
4000 100-6000

Electrician/Plumber 3500 75-5700

Peon/ Safai-wala/ Helper/\4ali / Watchman / Conductor 3050 - 75-4550

Offi cers & Man3g96-Yll!-,$Q! on-academic I)epts.

The officers in non-academic departments such as SDC, Administmtion, Finance who are currently

,";;ii;;;.; 
"^e 

basis ari employed based on qualification, experience and expectation as

ffiq, *. .rploycd on a consolidated salary as decided by Management comminee

"r:i"---";r1 A'Uy -"'ft\ & e,'n.ip.r
2n
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7.3 Approach to PsY Fixaiion

The initial basic Pay for new recruit is det€rmined tbuough negotiations at the time of

interview/selection process, considering the pay-band applicable to his position/post Higher

emoluments for te;hnical staff may be considered based on qualifications, experience and

performance on the approval of the Director.

Amaximumoffouradvancedincrementsmaybeconsideredbyselectioncommitteetoprotectthe
new lecruit's curent pay or even to attract him to SEWS; otherwise, the committee can

.""o,."ndanadditional.paylad.hoc-allowancetypetomaketheoffelattractiveenoughforthe
recruit to jojn SEWS . Such practices arc resorted to keep employees within the set pay structure

and to avoii obvious anomalies and other employee grievances This pay is also called as special-

pay or personal-pay etc.

Only the eligible tecbnical staff that fulfills the prescribed norms recommended by AICTE will be

granted pay-scale pay as per the corresponding pay-band.

7.4 Annualllcrements/Specialincreme[ts

Normally SEWS employees are given annual single increment once a year after performance

upp.uitui"" tf," Utit'of satisfactof performance through the year' This is meant to recognize the

eii-cea numat 
"upital 

and also to reward the loyalty The following fomralities are essential for

making this exercisi objective, as arnual increment is not fully mandatory

r Perusal offull year attendance

. Satisfactory ratings in the annual or periodic appraisal reports on performance

o No disciplinary action proposed or initiated

. A written report from the HOD for the granting of increment

. Any other conditions

In soecial cases. such increments may be given even after six months; particularly to take care of

;;;Jo,i;;"i .ont,itrtion to the instirutio; as well as demo*trati'g exemplary loyalty to the

institution.

Nomal practice is to constitute a committee under the chairmanship of a Director

General/Piincipal to consider the above for deciding about additional increments'

In cases, where an employee cannot get normal-annual increments over.more than two yearc (end

oitfra ,*t".t";, aoutd be for uariety ifother reasons, therc is a compassionate approach to provide

i;. r,6;; i;.ent; given one increment once in two years, with the special permission of the

competent authority.

Two increments are given when a faaulty acquire ME/M Tech degree and three increments for

acquiring Ph D degee as a motivation for acquiring higher qualification'

2',7
&,.,*#{,i#,**

7079



7.5 Pay Comput&tion & Disbursal

Resistrar of an institution prepare a montbly attendance certificate after accounting for leave and

.riri"ri"" t""tL -J"fr. rirake a special report on the kind ard quantlrm ofwork accomplished on

ifr" f"",r"i basis. This forms the basis for evolving the take-home pay.for an employee to be

""Lp.i"Jiy 
ifr" 

"a-in 
/finance of SEWS after deducting TDS and professional tax as per law'

salarv disbursement will be throuch the bank account for all admin and faculty staff' except for

menial ministerial staffthat will be paid in cash

7,6 WelfareAmenities/Schemes&Facilitatiotrs

As a progressive employer, SEWS has a number ofEmployee-Welfare Schemes/Measures Salient

fearuies ofsome ofrhe key measures include:

. EPF

. Tmnsport facility

. Uniform & Lunch Subsidy

. Loans & Advances

. Children Education SuPPort

. Gym and Indoor Games facilitY
o Creche facility
o Wifi campus
. Gratuity and Minimum wages

7.6.1 EPF

PF is awarded to employees drawing a monthly salary upto Rs l5'0oo/-.at.the rate of 12% ofbasic'

i;;;;;;;;';;fu'above Rs 15-,000/- cont bution ;f nanaseme.t is limited to Rs l'800/- '

7.6,2 TransportatiotrFrcility:

lnstitutional bus facility is available for faculty and staff for fiee However senior staff and certain

personnel as notified from time and time are required to use their own transpon'

?.6.3 Uniform & Lunch SubsidY

This facility is available for the class Group V staff This includes:

o Two sets ofreadymade uniforms per year

o Two pair ofshoes Per Year
o Free lunch

sGai."air-ptr"rs tunch facility is available for all the faculty and staff at subsidesed rates. The

ii"t 
"i,fr" 

t".i, *iff be informed io everyone from time to time lnterested lculty and staff are

rG.it Gi, nurn", to adminisiration every month to get the benefit of this facility'

PrinciPal
ore lnslitute of Pharmacy.

INDORE (M,P.)

['r-l nd 28

7180



?.6.4 Loans & Advances

To facilitate the emergency need of employees to tide over their financial requircments' loan may

U".uae uruifuUf" f.oil *ithin ttre budgetary provision on case to case basis after due approval of

the Govelning Body. Loan arnount;ll be-based on repaying capacity of the individual and

eiigiUitity *itite for permanent employee having more than five years ofservice'

7.6.5 (a) Girl Children Education Support

To support the girl child, studying in secondary school, two girl child of Group.VI employees who

ir* JJrnof.,"ai t"*s ofservici, will be admissible Rs 5000/- annually on submission of
r""*.^."ioJr."nt" fike school admit card, fee receipt and a declaration that the sttldent is not

receiving any scholarship ftom any sources.

7.6.5 (b) Benelits to Employee Ward Studying in SGI

The Tuition Fee for the wards ofpermanent employees, when they seek to study in IIST/llP/llMR'

*".fa U" *At.O f"t,he entire duration of the piogramme as per following and subject to the

employee continuing to be in service of SEWS:

a. Group Il & III : 25yo ofthe Tuition Fee

b. Group lV & V: 50% ofthe Tuition Fee

7.6.6. Gym and Indoor Games facility

AII the faculties and staff can avail gym and indoor games facility after working hours without any

uJaitiond cf,afg"s. fnterested staffare required to submit their names to the Sports deparlment

every month.

7.6.7. Creche facilitY

An impodant provision, Section l1A, iotroduced by the Matemily Ac1 is that any establisllment

iliir','t i iii,,or" i.rtou"o shall have the facility ofcrechq l'ooking.into such rcquirement '
ig'wi'i, p*iioid-r... cr*n" r""ility so that emplol.-ees can bring hreiI child alld crn look alier

it"i. t ia du.l,g uI *orking hours. Creche facility has the lbllowing i'acility available:

i. provide adequate accommodation

ii. be adequately lighted and ventilated

iii. be maintained in a clean and sanitary condition;

iv, be under the charge of women trained in the care ofchildrell olld inlonls'

7.6.8 Wifi campus

WS campus provides ftee wifl facility to all its fact ty and staff nembers on their laptops'

g
lndol

PrinciPal
re lnstiilrte of I'hrnr'c,
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7.6.9 Gratuity and Mitrimum wrges

The class III and IV employees are getting salaries as per the prevailirg mininum \'\'age based on

ttre Minimum Wage Aci. Also Gratuity is being paid to employees on their i'ull and final

settlements.

8.0 EmployeePerform&nceAppraisal

Annual appraisal of performance with respect to yardsticks in totality'. coupled with advisory

rrooo.t 
"iruUf"t 

the employee to focus on continuous improvement of his accomplishments and

;h;;;;r;i;;igh-i.rel of satisfaction. Appraisal form dulv appraised bv.next senior officer and

.-uoerio, orhc.i *itt be submitted to HR depariment for revierv by Management by date as

rpi"if"a Uy Hn department from time to time. APpraisal form Ibr faculty and other staff are

attached.

Periodic appraisal of performance with respect to yardsticks in totality'. coupled with advisory

,rpp* 
""""'Ui., 

,ir" 
"irployee 

to focus on continuous improvemert of his- accomplishments and

itii A.u"top high-levei oi satisfaction. For instance, typical set of petformance management

elements for facultY are as below:

r A faculty provides a specific Unit Completion Report of the classes taken up' attendance of

students and feedback ofthe students (lmpressioos)

o Submits results of periodic assignments/quizzevtests and examinations

o Possibly, collect unit-wise or mid-sem feedback from the students

. Faculty to provide an integrated quarterly report to his HOD{ accomplishments v/s targets'

developmental projectVtasks; or a self-appraisal repolt as per the pro'forma)

. One-to-one interaction or appmisal meeting by the HoD,

. Appointm€nt of a mentor or a special facilitator with necessary techi cal or other

facilitation
. Evolve a strategy in consultation with the faculty to support and,motivate recommend or

.p""""t 
-f"itp,,-iia*d 

taining or for acquiring additional qualilications like M Techor

PhD on suitable facililation basis

. After 4 to 6 such quarterly reviews - some recognition in suggested (advanced increments'

fast-track promotion, training abroad etc) in deserving cases

HR consolidates the performance of the faculty on an annual basis and classify them inlo

.r"*pturyl orot-Olng/well-above average etc and also identifres low-performing faculty (under

tl" n,]iOan". of tf,. pri-ncipalsl. A duly cinstiluted comnrittee of speciilisls would advice the kind

;i'n|;iffi;; ;;;;en io tt'" *ett-pirrot*ing facultv: after appro\al bv rlre competenr authoritv

8.1 Continuous Professionsl Developm€nt (CPD)

Contiluous professional development of faculty is sine-qua-non for maintaining the tenor of

J""ai*i" "-J.fi"r"" 
in a knowleige-based instit.tion like SEWS FoT the faculty it means meeting

tf',J urua"ri" utpltutions, and foiSGI, it results in elhanced knowledge & human capital and has

"" 

-'i"i"gr"t"J 
pirspe"tive towards development of its employees' having the following

need-based Development suiting to the institute

A Pnncipal
I | ,ndo.e lnstirute of Phrrmacy,
W TNDoRE {M.P)
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. Integrated developmental plans dovetailing with career progression and institutional

development & knowledge capital
. Innovaiive methods and strategies ofmotivating faculty & stalffor selfdevelopment and career

progression
. b"riring value through innovative budgeting and funding lbr self-development and self-

actualization of faculty & staff
. Ensuring objectivity in selection and development of faculty & staffto maintain harmony and

high level of commitment

Salient features ofCPD &t SGI

Undertakes periodic Faculty Talent Search/Hunt

Determines one or two subjects as core specializations (relevant to SHAIL) per faculty on the

basis of proven competence to teach up to PG level and also 4 to 5 peripheral subjects with

general teaching ability

By conducting regular training needs suvey evolves training plans - in-house to result into a

training calendar & for sponsorships of extemal programs

Evolves the IndividuaVgroup'wise plan of faculty development in such a manner that it

supports career progression and succession planning in SGI

promotes or motivate faculty/staff for self-learning through institutional support for self-

Ieaming/seeking higher qualifications;

As a policy, may provide 1oolo of actual teaching hours in the previous year as a time available

for the faculty for utilizing their self-development.

. Ensures holding one in-house developmental prograrn every montll (when intemal faculty

makes presentations & shales their experiences)

. Makes it mandatory for every faculty to publish at least one technical paper in a

semester/year

Earmarks a small budget ranging from Rs. 500 to 2000 per year depending on the level of

faculty to support their membership ofprofessional bodies, buying books/joumals in the areas

of further study/research and,/or funding equipment etc for the research work

System ofstudy leave to facilitate further study is limited to not more than 5olo ofthe faculty at

a point of time

. Earmark senior faculty to liaise with AICTEiUGC for taking advantage of all th€ir support

programs in QIP including research grants

8,2 Ilnovative Approaches to strengthel SEWS-Academic Environmcnt

. Each faculty is expected to specialize in one or two subjects as cole with related or connected

peripheral/allied subjects to the core

. lt ieast one new & advanced subject of specific interest to each of the faculty need be

promoted by extending support and providing opportunities ofexposure 
^

D effots to commenco dght from the beginning by undertaking Talelt Search'/Hunt in terms

's interest in the Iecbnological & ,"r"u."i, related subjects/topics - a kind of self

Pnncipal
ndorc Inslhule of Phormncy.

INDORE iM PI
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. Serious €fforts to intoduce Research Methodology Orientation, by intemctions with renowned

rcsearchers to catalyze the aspiring faculty

As a guideline, a budgetary provision of lyo to 5% oftotal salary budget can be set apart for this

purpose.

9.0 Motivation through Recognition & Rewards

SEWS has a firm betiefthat it is humal natue to develop a kind ofaffiliation and attachment with

u g.oupoi iositotioo *ith which he is associated/ employed' This is further likely to develop into a

f,iifr rin"" of U"fonging when his contributions as well as his loyalty is recognized and rewarded

ad?quately leading io [is renewed vigor for putting his best foot forward.for the organizational

g""i. iiivs f,* iti"ctively devetoped and implemented systems to recognize the performance of
lrnrlnu".s at different levels, so as to motivate and ensute retainirlg the involvement of the

..itoy..t *itt ttt.it tasks and objectives. The recognitions practiced these days include: - giving

aoJreciation letters, enriching & jnlarging the job, multiple increments ir the scale, normal & fast-

tr'u'J frornotiont and superi sessionJ (piomotions ahead of others), offering fully-paid holiday-

packages, etc.

A. Process ofRecognizing the Acknowledged Good Performance

o The basis of the recognitiol is the periodic performance rcports -semester/annual

o An inter-disciplinary committee scrutinizes the employees classified as exemplary or

outstanding performance, to recommend for the following rewards:

- Appreciation letter
- Commendation Medal
- Cash Rewards
- Advancing the inclements in the scale

- Multiple increments
- Grooming for higher positions (promotions)/Training

- Holiday packages with family
- iuJ tti.l ptotiotion to highir levels (a minimum oftwo years of service is mandatory for

this promotion)
- Other motivations
. A final scrutinizing committee for final listing of rewards

r Chairman's approval
. A Public function for Award Presentation ( as a motivating platform)

B. Regular Promotion System

SEWS considers that periodic promotion of employees to higher grades/positions recognizes the

;;;ri^,"d exp".ience & expertise (higher human capital) and becones an effective means of

i"ppi"g iir" f,ial" p"tentials (innovative ability & sense-of-belonging) of employees resulting in

io'J"rl"ng 
"rnptoy"" 

iu-over. The broad features of employee promotion scheme are as below:

. Promotion of faculty is as per AlcTEruniversity norms Non academic staffwill be promoted

Departmental Prcmotion Committee.

an employee becomes eligible for consideratioll Jor ploDrotion after about four ycars

n'tfr"'grua"hotitlon, iraving satisfactory performance repofi or appraisal report'

PrinciPal
orc Institute of I'harnracy.

INDORE (lu.i'.)
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Prcmotion activity takes place once in year for the eligible candidates including those left over

Aom the last considemtion
As a normal practice, a special report from their controlling officer is sought just ahead of the

screening/selection for promotio[ committee meeting,

The competent autholity to constitute the DPC panel is as below:

Level ofPosition/Job
Professor,/Dean
HODS Omnches & Admin)
Associate Professor
Asst. Plofessor/Sr. Lecturer

. Admin & finance Officers
Technical Staff (Academic)
Admin & Finance Staff

Competent Authorifv
DG/Board/(University)
DG//P ncipal
-do- & Unive$ity
Principalfuriversity
DG/Principal/HR-Head
Principal /HODs
Dc/Departmental Head

10.0 Talent Sharpening Systems

True to its cornmitment of developing its human resource, be it the faculty or the student

.o.^.niiy in the campus, SGI sirives to provide opportunities -of self-actualization to its
employees. Primarily, thi systems are put in piace to enable each and everyone to unearth his/her

t iJi"ri 
"f "",tA 

p","niiat. bott ln currl*lar & extra--curricular domains While, the innovations in
-Cio,ry 

a cover the curricular side, the specially created Studenl D^"^u:lop'.'l:"t Planning (SDP)

Jig'i*t utt"ntion to the extra-curricular facets of faculty and staff in addition to that of the

.tuaJnt 
"orrnunity, 

ty providing a supportive enviroDment as well as $otivation & recognition to

a.*f"p 
""a 

snu.pen'the tatilts in- non-curricula fields The modus-operandi of these

interventions is as below:

r An lnitial Talent assessment (proficiency) is undertaken by HfuSDC on the basis of intercst in

specific extra-cunicular domains (screening by experts if required)

. Forr1 grorp, of stalI on the basis of commonality of interest i[ specifics-cultural & extra-

cunicu]ar activities to allot mentors (both intenal & external frequired)

. Provide coaching as well as opportunities to practice & eDhance capability & proficiency and

promote'Buddy System' to enhance leaming & talent sharyenirg

. bevelop intemal teams and arrange intemal events/competitions/plactice matches

. Propel participation in extemal Competitions & Events (show-casing ofTalent)

. Implement systems of assessing and recognizing the excellence in extra-curricular and co-

cunicular talents in the canpus on a continuing basis'

11.0 Service and Cotrduct Rules

The purpose of these rules is to lay down the pattems of broad employee behavior expected at

SEWS, which are.

Expectations related to work place discipline while interacting with superiors' colleagues'

subordinates, clients and customers (students & parents etc.)

at all levets are expected to behave in a manner befitting aiigher techno.logical

relevance in the state of MP, as a shining example of politeness, dignity and

It is expected that they shall always remember that even when they are not on

ftincioal
dore lnsrhute of pharnracv

INDORE {M.P)
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official duty, they still carry the responsibility of building SGI's image in every situation, -

professional or Personal.
. iules and procedules for initiating disciplinary action and provisions for appeal against the

proposed punishment for deviant behavior are essential requirements to monitor the expected

behavior.

11.1 Classification of Employees

At SEWS the following type's employees are deployed in both the categories of faculty &
suppofiing staff:

. Permanelt & Regular Employees

. Ad-hoc & Temporary Employees (including superannuated faculty & stafo

. Substitutes ( e.g. visiting Faculty)

. Trainees/Appreltices

. Contractor'sEmployees

a) "Permanent Employee" is one who is engaged on a Permanent post and confirmed as such in

accordance with the rules after successful completion ofthe probationary period.

b) A "Temporary Employee" is one who has been eDgaged for work which is essentially of a

temporary nature and is likely to be finished within a limited period and includes:

i) A person who is appointed for a fixed and a limited period;

ii; A person employed in connection with the temporary increase in the wotk ofpermanelt natue;

iiil a p"tson e-ptoyed provisionally for a limited period in a post till permanent arrangements for

filling up that post are made.

c) "SUBSTITUTE" is an employee who is appoirted in place of a pemranent employee or a

probationer, who is temponrily absent.

rt) A "Casual Employee" is one who is employed for a work of casual lature, sometimes this is

also known as 'Daily Wage Employee'

e) An "Apprentice" is a person emptoyed as such for the purpose of having practical training for

a speciirerl period with the express contract ofappointment as per provisions of Apprenticeship

Act, 1961 and his service conditions will be regulated accordingly.

0 ,,contractor,s Emptoyees" are those employed by external sewice provider/ out-sourced

activity undertaker in the premises ofthe campus and as such these employees have some link

with SGI

11.2 Appointment Letter & Employment:

Every permanent employee is given an Appointnent Letter as per requirement ofthe place

in the form which may be introduced by the Management from time to time and

a permanent contract of seryice.

fr,",*t 
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. Recruitment for the service in SGI will be made by the compelent autho ty Every

candidate seeking an employment shall make a written application in the prescribed form'

o A candidate selected for an appointment is required to submit to the Medical Examination

which will be arranged by SGi at the cost ofthe company Medically unfit person may be

rejected even if found suitable Fofessionally.

. Appointments requiring technical knowledge and skills (particularly in faculty positions)

t# candidate tnuy *d".go practical test of teaching Finally, the appointment of the

candidate is subjict to the rules of AICTE/RGPV and if appointed he/she will be a

probationer.

. Unles-s, in any case, it is otherwise distinctly provided, the whole time ofthe employee shall

be at the disposal of SGI and he/she shall serve on such a capacity and at such place and

time, as may be, from time to time be directed.

. Undertaking outside employment (ever palt-time) is considered breech of service

conditions and liabte for disciplinary action.

11.3 Personal Records & Record ofAge

Admidstration/HR department would maintain Service Book of all employee This essentially will

include the record of academic accomplishments/qualifications and related certificates of

"*o"rian"a -a exDertise as well as the piriodic performance reports and also assessment and

"fi.i.ut 
,..o,at j including promotions; etc. conespondence related to adninistrative actions'

This is a kind ofdossier for each ofthe emplolee

At SEWS, speaial importance is giYen to the records ofage ofeach ofthe employee SEWS may'

at any time asks the employee to produce any ofthe following documents to support his age:

11.3.1 Bi(h Cedificate
11.3,2 School Leaving Cetificate &
11.3.3 Insurance Poliiy wherein the Date of Birth has been duly attested / admitted;

ln cases of any disputes, the employee-age as recorded at the time 
-of .his 

€mployment or later

(whichever being thi earliest timej, shall be treated as conclusive and shall be binding'

An employee who is unable to produce Origiml Documentary evidence of his age' shall state his

;;e in ihr"Application for employrnent and shall also give an Allidavit to the fact that the age as

stated by him in the application is colrect'

11.4 Change ofAddress

Each employee will have to notiry to SEWS immediately of any change of-his address' otherwise

*..uni"at,ion fo*utOed by the employer on the address given by the employee shall be regarded

^-., ^|L-" ^^-.-,,ni^oii^hent for the purposes ofgiving any notice or any other con'lmunication

Prtncipal
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12. Working Systems & Discipline

The following are the wo*ing rules that govern the behavior and conduct ofthe employees during

the operationil system of teaching & research as well as suppon facilitalion activities essential for

effective functioning of SGI.

12.1 Attendarce & Identity Card

1. Every employee shall b€ given an attendance cad (Smat Card) wlrich shall contain his

particulars and he is expected to carry it with him to mark his atteldance thtough the

iomputerized system for subsequent use in all administrative purposes. This is also to serve as

identity cgrd for him.
2. lfan emp-loyee loses his Identity Card, it shall be his duty to notify abolrt its loss immediately

to administration in writing and get a Duplicate Card issued for which, he will be liable to pay

Rs. l00L (Rup€es Hundred only).
3. Managemint would reach to all employees (faculty & staft) though notices displayed at the

Time.-keepingMachineandatornealtheMainEntranceoftheinstilutionbuildingb)ocks.
Such notices specify:

i) The starting, re-stating, altemtion and discontinuaoce of working times;

ii) The closure and reopening of the Department or Division or Section of a Department;

iii) Notices specifying ia) thi days observed by SGI as Holiday' and (b) Pav Day, in English or

Hindi sh;l ti disptayed on the Notice Board maintained at or near the Entrance of the

Establishment and at the Time-keeping machine.

iv) The closure and reopening ofthe institutesl a day on which the saiaty-disbursement were due

but not paid on the usual daY

v) The weekly holiday & compensatory holiday;

ui; any 
".ploy"" 

reiorting for work after the grace time (not more than 15 minutes from the
' 

apiointed time; must first seek the approval of the person in charge for admittance Habitual

late attendance shall be treated as Major Misconduct.

vii)The employee who is not at his work place by the appointed tirne or any. time during the day'
'will 

losi his salary for the said period, in addition to other disciplinary action that may be taken

against him.
viii) An employee who remains absent continuously for l0 days or more without getting any

leave sanctioned, he shall be deemed to have left the services ofthe company ofhis own accord

and his name will be remored ftom the Rolls after giving him an opportunity to explain the

reasons to the satisfaction ofthe Management

12.2 Entry - Exit and Search

i) No employee shall ents without the smart card or leave the premises of the institute/campus
' 

with the authorized gate pass, signed by the person appointed for the purpose; otherwise it will

be counted as a major Misconduct.
ii) A ernployee who ii off his duty or has resigned or has been discharged,.suspended or declared
' 

by a competent Medical Authirity to be sufferiDg from a contagious or infectious disease shall

immediately leave the campus and shall not enter any pafi of it except for bona-fide purpose

lvith the express permission of the Management.

;ll briry with him any perso;(s) who are visitors without proper authorization

oyee will take with him any such visitor inside the departments/institutes

PrinciPal
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iv) Any article belonging to an employee (either of high value or objectionable in normal' ' 
"",iai,i"* 

i" * 
",ia.l"ic 

institution), he wishes to bring in side the campus; he shall get the

said article entered in the Gate Rsgister, when permitted'

12.3 Closure of DepartDent or Courre/Institute

The Management may, at any time in the event of adve6e emollment of students' dillicult market

"""aiti"r"i" 
called upon either to truncate or close down a course or a branch'/deparhlent' It

;;ld ilt" by givini due consideration to the employees affected by such an action - such as

."a"ol"-"* til.iu*f,ie-tmining and lay-off (temporary & pennanent with adequate compensation

;"; til;;i"tt "d 
However,-due advance notici would be given to one and all in cases of such

developmentg, No compensation would be awarded to a laid off employee, incase'

i) if an employee rcfi$es to accept any altemative employment situated in the same place or

situated within a radius of ten miles,

ii) lf he does not present himself for work at the new place

working hours, at least once a day during lay off period

12.4 Transfer
ifr" rn-"g"m*t may transfer an employee from one department to anolher' one institute to

unotfr"r, *i"tt ", 
in ilau, Indore or any other place, provirled fu he,r thal the salary-grade'

."rii"r"."" "ir"*l"e 
and other conditions ofservice are not adve^ely at6cted by such tansfer.

12.5 Retirement

RetirementageofPlincipalwillbe65yearsandforotherfacultyandstaffitwillbe60years.But
on account oiphysical oi mental incapacity he may be retircd earlier too'

The Management may in its discretion give any further extension ofservice beyond the retiring age

for such period as it thinks fit to any employee.

13. Basic Code ofCotrduct !t SEWS

13.1 Work Ethics

At the basic level, SEWS expects its employees follow cartain dictNDS of discipline' narnely'

"orninn 
to *ork on time, behaving with respect and dignity in relatiorr to subordinates' colleagues

il r;;;";t"f"t at the worliplace during working hours' not wasting olher employees' time

by wandering around for fiuitless chatter, etc.

At the highest level work ethic is about commitment and accountability' when the employee is

exoected io demonstrate his full responsibility ofthe task assigned to her'/ him and does make all

possible efforts to complele it in time and in a satislactory nlarlner'

Drotectins the interests of SEWS. employees should not denigrate their organization to

;;;;;;;"t p"", morale within the orginization by negative comments and not doing

r"fuii"" iitir" otg-lzation that could ireate problems for the organization if the action

at the appointed time during normal

Towards,
outsiders,
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13.2 Personal Conduct - Getrer.l Guidelines

The basic service conditions are as specified in the contract of employment, i.e., the Appointment

ietter and what's expected ftom them is given in the Role/Job-chart or-job-description All

"-pioyaa. 
u," 

"*p""t"d 
to sign secrecy-cum-iervice agreement at the time ofjoinilg the service of

ii d anO ttre management ieserves tire right to alter the tenns ard conditions along with a w tten

and up-dated job descdption.

l. All employees in pdnciple are whole time employees ofSEWS and they are expected to be

available on call, inespective ofthe formal working hours'

2. No Emplgyee (Class III & above) shall leave the station (where they are posted) without prior

p"..iriion of his superior. Before leaving station, the out-statior contact address must

invariably be leff with the immediate superior.

3. No Employee shatl accept outside work or get himselfengaged in any business or calling' paid

or honoiary, directty or i;directly, without prior written permission of Management /Chaiman'

4. No Employee shall have any private financial dealings with the persols /.fitms / organizations

whoor.whichhavecommercial/professionalrelationswitlrSGllot.tlresaleorpurchaseofany
material or equipment or supply of labor / services or for any othel purpose'

5. No employee shall dilulge any infomation / document that comes into her / his possession as a- 
iesutt of trer / his work th ihe institutes to anyone else. He shall treat all information afld its

work as confidential and classified. Disclosure of information for pecuniary gain or othelwise

is a major misconduct and severely punishable.

6. Employees must know and accept the SEWS'S Mission - Vision Objectives and its HR- 
fffiin resp"ct of a1l matters ani follow and support in effective implementation of the rules

and procedures laid down to aarry out these policies.

?. Employees ale expected to serve SEWS with utmost honesty and faithfully and shall always

endeavor to promote the interest ofthe company

8. Safety and Security of the SEWS propertios, fire protectiorL pollution control' maintaining" 
alr.iifi"., cordial ielations ana neatly work environment are the personal and collective

responsibility ofall.

9. Employees are responsible for safe keeping and ir retumable condition' all the equipments'- 
inrtLr"ntt, tools, books, PCs, Laptops, etc. which may be given to him for use' custody or

.-r]rg". rr," *lnp*y shait have tG right to deduct the cost 
-of 

all such items from his dues and

takeither action-as may be deerned pioper in the event of failure to account for suah property

and retuming the same, when due'

10. Desktop/laptop computers provided to employees for discharge of.their work responsibilities--tt""fa'U"rt.awithcareanddiligently(withoutviolatinganyrLrleorlaw)consideringthe

iu*" A Ipn Act- Unautiiorized use of company's email facility is stricdy

Principal
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11. Employee (in particular the faculty) must keep themselves technically competent at all times'

He must keep herself / himself updated with the technological innovation of his field tkough

study, training coulses and other means known as CPD.

12. Supervising employees Iike Managers/HODs & Principals must be fair, firm, impartial and

eq;itable i; taking decisions, distributing work' rewards and il disbursing justice They must

lead by example and i[fluence subordinates' behavior as desired by SGI

13. All employees need to give special attention to issues ofcrrrbing 'Student Ragging' as per the

renewed siatres broughi out by the govemment and pro ote cama.ade.ie and teamwork as an

essential part ofthe SGI environment.

14. EmployeJs while dealing with female employees, his behavior and conduct does not violate

rule; and guidelines set by Govemment of India for putting a check on sexual harassment of
female employees at workplaae. In case of any such enor, the company shall be free to take

suitable recourse to penal action as per the law of the land, apart fiom its own disciplinary

procedure.

13.3 Free / Drug Free WorkPlace

scl commits itselfto maintain completely Smoke Free / Drug Free WoIk Environment in Indore

13.4 Dress Code

Employee dress must align with SEWS and hence appropriate dress code acceptable to the student

community need be followed. Some restrictions on Attire at Work

. Too tight, too loose or too short clothing.

. Un-tucked shirts

. Too coloufil clothes (Attire that is too bright, too laded and 1oo trendy)

. Poorly matched outftts

. Clothes lhat are wom for partying. exercising.

. Rugged outdoor wear

. Clothes that are wom hiking, picnicking, camping, painting, sleeping'

. Attire that rcmains unaffected by changing fashion styles.

. Hats / caps ofany kind, unless necessary considering nature ofwork

. Oversizedaccessories

. Dirty sport shoes

All employees are requested to strictly adhere to the dress code, whereby Jeans, Sweat Shirts,

Sneakeis, iennis Shoes and garish colored clothes should not be worn in office'

Ladies are advised to wear conservative Indiai or Westeln clothing The Class lV staff are

provided with SGI's stipulated uniform

for all male employees is prescribed the use of neck tie. On all working

can use casual clothing likejeans; sweat shirts and sports shoes etc.

Iil Principat
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All employees interfacing extemal stakeholders are expected to ensure appropriate, formal and

presentable attire.

14, Misconduct
Such a conduct, ifthey are subversive ofdiscipline falls within the purview ofthe general meaning

ofMisconduct. Misconduct means all acts of misconduct and other acts, or omissions specifically
provided herein below (illustrative and not an exhaustive):

l4.l Insubordination, refusal to work or disobedience whether alone or with others, of any

lawful and reasonable order ofsuperiors

14.2 Theft. fraud or dishonesty in connection with the academic pursuits in the Institutions
including plagiarism & unauthorized retention/use of SGI property (Hardware and Software

& IPR Knowledge)

14.3 Habitual absence without leave or absence without Ieave or overstaying the sanctioned

leave without sufficielt cause and also habitual late attendance for more than 3 times in a

month; including willful absence from duty or making application for leave on false

grounds.

14.4 Soliciting or collecting financial benefits fion1 students & parents ard other stakeholders

towards admissions, concessions and certifications, award ofcoitmcts etc.

14.5 Engaging in trade including money lending or borrowing within the campus without the

written permission of the Management

14.6 Riotous, disordetly or indecent behavior or wrongfully interfeling with the work of other

employees or any improper act including preaching or iltciting violence.

14.7 Hunger strike within the institutions, Go-slow, Dharna, Stay-in-Strike or any reason

whatsoever; including intimidating, beating, theatening and behaviug in a disorderly

marmer inside the campus or outside with other employees

14.8 Distribution or exhibition or Bills, Pamphlets, Posters and / or srrch other things causing

disrepute to SGI, inatuding making false, derogatory, delamatory or malicious statement

against Institutions

14.9 Disclosing to any unauthorized person any information in regard to SGI'S line ofactivity
padicularly in the admission process, fee and personnel natters, policies and programs

14.10 Willful falsification, defacement or destruction oflecords ofSCl.

14.11 Smoking in the premises ofthe institute buildings & Sleeping, napping or dozing while on

duty.

by a Court of taw for any offense involving moral turpitude.
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14.13 Committing or including in anti-social or involvement in an act ofmoral turpitude, making

passes and-obscene remirks with opposite sex (in paiicular - indecent remarks to female

employees)

14.14 Botowing money from a subordinate.

14.15 Drunken less or intoxication or gambling while on duty Reading ofNovels, Magazines and

News Papers etc. on duty including unla*ful use of internet'

14.16 Refusal to undergo training for CPD

14.17 Refusjll to rec€ive o{Iicial communications

14.18 Making false complaints, statemelts, reprcsentations to anybody which is likely to bring

disrepute to the person and SGI.

14.19 Refusat to be transferred from one position to another, from department to another, from

one institute to other campus.

14.20 Di\,llging ofofficial secret or trade secret or giving out infomation on IPR of SGI

15. Punishmetrts

lfan employee is founrl guilty ofthe Major Misconduct, the following punishment can be

administered:

l) Dismissal or Discharge from the sewice,

2) Suspension without wage (as p€I the rules)

3) Demotion to the Lower Grade or Cadre

4j Stopping, witlrholding ofincrements and promotions for a period ofa few years'

S; Waming lfor which a Domestic Enquiry shall not be a must)

15.1 Procedure for Trking Disciplinary Action

Where a disciplinary proceedings against an emPloyee is contemplated, the errployee is put under

suspension; t o*euet, a chargJsheit has to bc served on him within 10 days from the date of

suspension and an enquiry committee is constituted

Employee is given an opportunity for explaining the circumstaices alleged against him ln case of

r"i,iJof u.J"p,-"" of 
"hrg"-rl"* -d- "rployee 

not appearing to participate (even with another

employee ofhis choice), the enquiry will proceed ex-parte'

An employee placed under suspension paid a suspension Allowanc-e at the rate of half the basics

*uges & DA -d oth". comp.nsatory allowance itc. for the first 90 days of suspension and % of

basic beyond.

ofthe enquiry ofthe criminal proceedings and on the basis ofrecommendations

the management (after applying its discretion) will pass suitable puuishment
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15.2 Termination of Service & Resignrtion

where it becomes necessary to terminate the service of a pernaDent wolknan due to such reasons

other than Misconduct, Retrenchment or close down, develops seriotls defect in eye-sight or

hearing or mental deficielcy, etc; 3 months notice in writing shall be given by the Management or

salaryln lieu thereof to the imployee concemed, along with othet benefits as gjven to a rehenched

employee.

The services ofa permanent employee may be terminated by the Management by 3 month's notice

on the grounds ofcontinued ill-health, loss ofconfidence or any oiher bonafide reasons'

During the p.robation period, the employment can be terminaled by either side with one month

noticJor sal-aiX in lieuihereof. However, the notice period shall be for 3 months or salary in lieu of
that ifthe employment is terminated by either side after the confirmation of the employee'

ln case where an employee rcsigns and his resignation is accepted dren, it will be necessary send

him a letter accepting thi resignation, may be after an exit interview. A resignation once submitted

cannot be withdrawiexcept ;ith the consent of the Management and giving reasons in support of
the withdrawal before the acceptance.

15,3 CertilicateofService

EveryemployeeisentitledtoaServiceCertificateatthetimeollrisdischarge,termination,
resignalion. dismissal or relrenchment from seryice

16. Employee Grievance Hrtrdlitrg System

The main objective of suah a grievance procedurc is to canalize of the grievances and bring in

objectivity ai well as prcvidilg adequate opportunity to aggrieved parties to represent their case

un"J rfro io solve the grievancis of ihe employees expeditiously only grievances arising out of

employment are coverid under the scope of the grievance procedure Grievances pertaining to or

arising out ofthe followi[g shall not come under the purview ofthe grievance procedure:

a) Amual Performance Appraisals / Confidential Reports

bj Promotions including Promotion Cornmittee minutes and decisions

"j Di."iplinury action ir appeal against such action (Such grievances slrall be channeled to the
' 

competent 
'authority aj 

-per 
rules and would not be channeled tltrough the Grievance

Committee),
The basic procedure is as following:

. On getting a report from the HOD/Employee regarding an alleged offence or infringement by

-y- .rploy"i or employee grievance of any nature with respect to
employment/compensation/conditions ofwork etc., a prelinrinaly enquily/ examination shall be

cooducted by the Admin/HR DePt.

exisrs, he shall be served with a charge sheet giving the employee and

ty to explain the grievance.

f)
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. Admin/HR in consultation with Pdncipal4lOD, orders a donrestic enqLriry in case ofdiscipline/
mis-conduct and when the charges against the employee are proved in the domestic enquiry, the

Admin/HR shall pass the orders is suitable disciplinary action as recommended by the

committee. And in case of admin related grievances, it will be examined intemally and the

employee is explained or given a written reply or grievance is redressed amicably as per the

rules.

16.1 Formation ofa Grievance CoDmittee

i) The membership of this Committee shall consist of HOD - Adn1idHR and two other senior

faculty (at the level of principals or professors) nominated by Director

ii) These cbmmittees will consist of two additional nominees of the department to which the

aggrieved employee belongs. These two nominees of tl're depalnent will comprise of an

employee of the level of senior management and the Head of Dept who will be the Member-

Secretary.

iii) The above committee has tenure oftwo years at a time.

16.2. Procedure for Handling Grievances

1. Al aggrieved employee shall be required to report his grievance immediately or in any case

withii-a period of l s aays of its occunence, orally with his irunediate superior at the unit lf he

is not sa;isfied with the oral explanation by the supervisor, his grievance shall be recorded in

writing and presented to his Departmental Head through his immediate superior'

2. lf the grievance is not satisfactodly redressed, the aggrieved employee shall submit his

grievance in witing, which shall be in triplicate (first copy to his Departmental Head, second

iopy to the Grievance Committee and the third copy, duly receipted by the Department Head to

be retained by the employee/executive himsel!.

3. The Departmental Head shall record his comments on the copy ol the grievance received by

him and forward the same to the member-secretary ofGrievance Committee.

4. This committee meets as often as required aud after thorough examination of the grievance and

all relevant facts of the case, shall record its findings aod recommendation in the case (after

hearing the aggrieved party in futt if required) and forward the same to the deciding authority'

If the brievance Committee carmot come to a unanimous / majority recommendation, the

grievance along with the committee's finding shall be forwarded to the decidirg authority for

decision.

o The deciding authorities for the purpose shail be Director General iu case of grievances of
Staff & Junior Faculty at the level of Asst. Plofessors

5. In case, an employee, is not satisfied with the decision ofthe deciding authority, he will have

option to appeal to the Chairman through plopcr channel.

and reasonable order given by the Management has to be complied with even if an

wishes to raise a grievance in respect of such an order. lurplementation of such an
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order cannot be kept in abeyance just because an employee has raised a grievance in this

respect

l?.0 Employee Communicatiotr & Motivation

. Shail Foundation Day will be celebrated on 20th Nov every year where all stafi faculty and

family members will be invited to participate

. Annual Day Celebration will be held on a day decided by the Director General in

consultation with all Principals.

e Annugl Sports will be held as decided in the academic calerdar.

. Techfest is also conducted annually

l7.l Team Building Exercises

some outward-bound programmes will be organized from time to time to build mole camaraderie

and team spirit both though in-house interventions and exteroal ageDcies'

17.2 Mentoring

Mentoring is a process whereby a senior employee in our organization takes a junior employee

under tri.iingsiis and offers the junior wisdom, expertise, values, etc ' 
thereby molding the junior

in an effective way. This invotvesiocialization, acclimatizatior with the organiTation cultue in the

io*utiu" y"ar, oiun employee's initial relationship with the company and can easily continue for

a long period of time.

18.0 Separatior

Separation from Service

An employee may cease to be in the employment of SGI due to ally one ofthe following reasons:

l Retirement
2. Resignation
3. Temination
4. Death

18.1 Full and Final Settlement with Separated Employee

o Handing/Taking Over on Resigtration / Retirement

Whenever an eliployee ieaves SGI, especially on resignation / retirement, HO-D should exercise

proper check and ensure that he must properly hand over all the documents / files, booklets'

l,u*ings, photogtuphs, papers, instruments, patents, iuventiolN, discoveries at SGI in his

possession to the person autho zed by the Depa(ment Head'

on the prescribed format should be obtained from the employees to whom 'No

li
is to be issued. /-\
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This undertaking accompanied with the handing over / taking over note shotlld be sent to the

Admin/HR Department along with'No Dues Certificate."

o Farewell
A formal farewell party should be organized in his honor if an employee has served the

organization for more than five years.

A token gift (value depending on the positior/level) will be presented while bidding farewell to the

employees.

. Exit Itrterview
At the time of separation of an employee, the Admir/HR shall conduct the exit interview of the

outgoing employee for reference rccord and for the use ofthe Management. For employees in the

senior management aategory, exit interview shall be conducted by DG. The views and comments

ofthe interviewee shall be recorded in the prescribed form and conclusions will be derived by

Chairman & senior officers.

18,2 R€tirement

Age/date of bilth ofthe employee recorded at the time ofjoining shall be taken as conect and shall

nol thereafter be sought to be altered/changed .and fomN the basis fot superannuation

a) Employees in all categories retire orl reaching Sixty years of age. However, Management, in its

sole discretion may ;xtend the services of an employee beyond the retirement age (under

certain conditions of fi tness).

b) A retired employee may also be retained on contractual basis at the discretion of Management'. 
Regular gradis and inqements / promotions are not applicable for the extension period and re-

employment with SGI.

Premature Retirement

An Employee who has attained the age of60 years may be retired prematurely in interest ofsGI on

the ground of his being medicatly unfit and/o! other reaso,s by giving him notice as per rules in

writing or three month's pay and allowances in lieu of such notice Such employees shall be

entitle-d to all the benefits as are detemined at the time of individual's retirement. This provision

may be made applicable for some other employees also at the sole discretion ofthe management on

compassionate grounds,

18,3 Resignation

A confirmed employee may rcsign from the services of SEWS by giving wlitten notice as required

by the contract of appoi ment. An employee resigning is tequired to give such notice as is

prescribed in his servici contract or in the absence thereof, as per the provisions indicated as under:

ffiSovofEmployeeg
Notice period

A
a\
tel n
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i) Temporary employees and employees

on probation
O,re Month\ noti"" or payment ofsalary, in lieu
thereoi

ii) Regular employees Three months' notice during semester and one

month at the end ofthe semester or salary in lieu
thereof.

Under no circumstances, the resignation tendered by an employee whose conduct is under

investigation will be accepted without the sanction ofthe competent authority.

18.4 Termination

The Managelnent reserves the right to teminate the services of a[ employee in the following

situations:

a)
b)
c)

As per the terms of the appointment letter in case of faculty & managerial cadres & officers.

In case ofnon-executives, ifthe employee is found guilty ofmisconduct or indiscipline.

On termination, the full and final account of the employee shall be settled only afler he has

cleared all dues with various units and will be relieved thereafter', llaving handed over charge of
his post to the Unit Head or any other officer designated by the Management.

PrinciPal
dore Institule of Pharmlcy,
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In case of separation from the company, full and final settlement of employee's account shall be

made within two working days from his last day of working.

AII employees shall be entitled to service certificate at the time ofsepafation. The certificate shall

be issued by respective HR Depanments.

Termination of Service

Category off,mployees Mode of Terminxtion

i) Casual employees Without assigniDg any reason or giving any

notice.

ii)
expiry

Temporary employees (before

of specified period of service)
One month's notice or salary in lieu thereof

iii) Employees under service contract By giving notice or salary in lieu thereof as

may be prescribed in his service contract

iv) Fiesh Joiners on probation Onehonth's notice or payment of salary in
lieu thereof.

v) Regular employees Thee months' notice during semester and

one month at the end ofthe semester or
salary in lieu thereof.

#) 46

8998



18.5 Death

In keeping with the sensitivity associated with this form of sepalation, extreme precaution is taken

while dealing with the next of kin of the deceased employee. Every elfo( will be made to help

them to the maximum extent possible.

19. Phone Policy: Policy of use of official and personal phones in the work environment of SGI

includirg phone etiquettes have been laid down Policy is attached.

20. IT Policy: Shail Group of Institutions use extensive computing i'acilities which is networked

through leased linc as well as Wi Fi thJoughout the campus including hostels. To ensure proper use

this facility ald cyber secudty, IT Policy has been framed. Policy is attached

Principal
lndorc lnsthule of Pharmlcy,
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ATTACTIMENTS

Requested By:

Authorised By i

l. HOD & Principal : (for grade 5to6)

2. Director : (for grade 3 to 4)

3. Chairman/Governing Body (for Grade I 1o 2)

lo HR do discuss/cofimence recruilntt

SHAIL GROUP OF INSTITUTIONS

Drtc:

Datei

Date:

Dirtc:

DO

t20

DO

lndorc tnslilute of l)hnrrnscy'

INDORE i i\'4 P )

RECRUITMENT RE UISITION

.lob Title :

Department :

Reporting to :

IfTemporary Contract Length :

Complete Job Profile:

Grade/Designation

Present employees No ofvacallcy

Proposed Salary Range :

Is package within budget : Yes/No

Required commencement date :

Requisition Received oo

Newspaper ADD/Placement Consultantnveb- sit€

Number of People Interviewcd

Name of Person Recruited

No of Post

FOlt I IIR USI ONLY

Recruilment Process

Number of Applications Recd.

At pointmeflt Letter no(s).

Emp]oleic) code(s)

ad
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SHAIL GROUP OF INSTITUTIONS

What sizc was the organization where you last worked in tcnns of re\'onue lrnd employe€s?

Response:

wlrat vas the organizations primary sctivity?
Response:

If the persor had reporting staff, how many people reported to you directly - what nere their

titles?
Response:

If the candidate is not currently working, rvhy and rvhen did you leaYe your most recent

position?
I{esponse:

Hortr have you spent your time since you left your most recent position?

Response:

ln your previous positiotrrwhot do you consider your greatest {cc('mplishmcnt(s)?

Response:

What rvere your mosl significant f.ilures?
Respouse:

How rvould your supervisor and coworkers describe your rvork?

Response:

What is your roason for leaving your currcnt position?

Principal
orE Institute of Pharmacy,
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If currently employed' what would need to
continue to work there?
Response:

change at "vour cut'renl position for yol, to

Describe your preferred work envirorment.
Response:

Describe thEmansgement style you erhibit alld prefer.
Response:

What must exist in your work place for you to be motivatcd and happy?

RespoNe:

Education :

The candidate has the necessary education and/or training required by the position'

Exceeds requirements

Needs a little more taining

Comments:

Work Expcrience i

The candidate has prior work experience that is related to the position.

Extensive experience

Not related but transferable skills

Meets requirements

No prior experience

Exceeds requirements

Needs a little more taining

Meets requirements

Doesn't meet requirements

Meets requirements

Doesn't meet requirements

Principol
dorc Insrituteoflharn
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Comments:

Skills (Technical) :

The ca[didate demonstrated to your satisfaction that he/she had the necessary technical skills

to perform the job successfully.

Comments:

50
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The candidate demonstrated to your satisfaction that he/shc had the necessary experience in

supervising others to perform the iob successfully.

Exceeds requirements

Needs a little more training

Comments:

Leadership Skills :

The candidate demonstrated to your satisfaction that

Meets requirements

Doesn't Dleet requirements

he/she had the recessary leadership

Meets requirements

Doesn't meet requirements

Meets requirements

Doesn't meet requirements

Meets requirements

Doesn't meet requirements

Meets require ents

Doesn't meet requirements

Meets requireme[ts

Doesn't meet requirements

ftincipal
ore lnslitute of Ilharnacy.
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Exceeds requirements

Needs a little more tlaining

Exceeds requirements

Needs a little more traidng

Comments:

Customer Service I

Demonstrated the ability to be customer focused.

Exceeds requirements

Needs a little more tlaining

l<

li,

skills to perf-orm the job successfully.

Commentsi

Motivatior for the Job :

Comments:

Time Management :

Demonstrated the ability to matrage time independently and rvork efficiently.

Th€ ceglLlgte expressed inierest atrd excitement about the iob.

Exceeds lequirements

Needs a little more training

Comments:

Irterpersonal Skills :

Communication: articulated ideas clearly both lYritten tnd orllly.

uirements

51
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E_ 7

Comments;

Problem Solving :

Demonstrat€d the ability to design innovative solutions and solve problems.
Exceeds rcquirements

Needs a little more traioing

Comments:

Skill Needed :

- List ai additional skill specilic to the job you are filling.

DemQnstrated the ability to:

Meets requirements

Doesn't meet requirements

Meets requirements

Doesn't meet requirements

Meets requirements

Doesn't meet requirements

Meets requircments

Doesn't meet requirements

Exceeds requirements

Needs a little more training

Comments:

Skill Needed :

-List an additional skill specifrc to thejob you are filling.

Demonstrated the ability to:

Exceeds requirements

Needs a little more training

Comments:

Skill Needed :

-List an additional skill specific to thejob you are filling.

Demonstrated the ability to:

Exceeds requirements

Needs a little more training

Comments:

Overall Recommendation :

Highly recommend

Need clarification of qualifications

Reconlmend

Do Dot recomDend

PnnciPal
ore lnsliltite of Pharnracy'

NDORE (M.P,)
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APPOINTMENI'LETTIiII

Date

(Name)

(Address)

Dear

It is my pleasure to extend the following offer of emplolmeflt to you on behalf of IWs SHAIL

GROUP/IIST/IIST II/UP/IIMR (hence referred to as The Society/lnstitute/Group). This offer is

contingent upon our receipt of following documents (all copies must be produced in original for

insp€ction and photocopies attested by HR on the basis of inspection of originals).

Title:

Reporting Relationship: The position will report to:

BriefJob Description:

Satary: Your Gross Annual CTC shall Rs. 

-. 

The salary shall have cenain monthly and

certain yearly components. The conditions ofthe salary shall be as per HR Manual - Salary Policy

PnnciPal
ore Institule ollrirr

INDORE 1I"I. P

- s;1lm5K*akup is as forrows:
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s.
No. Particulars

Monthly Yearly
S:rlary/Bills Slip

required YA{

I Basic (monthly)

2.
Deamess Allowance (Monthly)

3. HRA (monthly)

4.
Conveyance Allowance (monthly)

5. ' Medical Allowance (yearly)

6.
PF (monthly)

1.
Personal Help Allowance (monthly)

TOTAL

Applicable deductiom: The following deductions shall be made

I, TDS

2. PF (on confirmation on discretion ofemployee)

3, Medical Insuranoe (on confirmation and when inple,ne[ted by colllpaDy)

4. Croup Insurance (on confirmation and when implemeDted by coDpany)

Non-Compete Agreement: Our standard non-compete agreement must be signed prior to start'

Start Date:

VehicleEntitlement: NotApplicable

Employee Owred

Conditions as per HR policy Section xx

Car /'fwo-Wheeler

Company Owned

HR policy Section Xx

A hhctpal
I Vndore lnqilut. n' l ''-'rlrr'
V lNDol'r
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Documents to be submitted before Joining:

l. Clearance Certificate from Previous employer.

z. Recommendations letters fiom previous employers.

3. Last Pay-Slip or Salary Certificate from Employer and Form 16 or CA certified certificate or

Bank Salary Account statement.

4. Identity proof (Passport, Driving License, Voter Card, Credit/Debit card with photo, and PAN

card).

:. Residence Proof (Ration Ca!d, passport, Driving Licel1se, Voter Card, PF book, Bank

statemenL/book.

o. Age proof (Birth Certificate, Passpot, class l0rn certificate, Gram Panchayat certificate).

?. EducatiohalCertificates.

8. 4 Passport size photographs.

9. Details of all family members i.e. Fatheq Mother, wife, Children, Brothers and Sisters along

with thek contact details, date ofbirth and occupation

Documents to be signed otr joiningl

l. HR manual

2. Non-Disclosure and Non-compete agreement (HR Manual - FORM xx)

3. Phone irdemnity bond (HR Manual - FORM xx)

4. IT iDdernnity bond (HR Manual - FORM xx)

You acknowledge that this offer letter, (along with the final form of any referenced documents),

represents the urtire agreement between you and the Company and that no verbal or written

agreements, promises or reprasentations that are not specifically stated in this offer, are or will be

binding upon the Company, On signing the acceptance ofthis offer, you also acknowledge that you

have bien through thcHR policy ofthe compaly and agree to abide rvitlr all rules and conditions

therein.

If you are in agreement with the above outline, please sign below. This offer is in effect for five

working days.

Signntures:

For SHAIL GROUP

Date :

(Candidate's Name

Date

,A Pnncipal
lrh/rc lnstirute . f Pl-';'rntacy'

INDoRL ( !!r 'r' I
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$o
Shail Group of lns tutions

NONDISCLOSURE AND NONCOMPETITION AGREEMENT

2.

l. This Ageement
(Employee), whose

home address is , in the city of
countrv of , state of

and Shail Educational & Welfare Society located at Rau-

Pithampur Road, Opposite IlM, Indore -453331 (M.P.)

\uirh SFWS

5. Damages. [OPTIONAL] In the event Employee breaches this

agreement, Employee agrees to PaY t as liquidated

damages.

is entered i[to
by and between

on this day of 

-, 

in the Year

Nondisclosure. At all times while this Agreement is in eff'ect. and after the termination

or expiration of this Agreement, Employee shall refrain from disclosing to anyone outside

of Employer's business any of Employer's customer lists, trade secrets' and other

proprietary or confidential information.

Noncompetition. After the terminatiol or expiration of this Agreement, Enployee shall

not engage in competition with Employer fol a period of service

4.
in,

ComDetition delined' Competition means working for a company engaged

or.nguging in self-employment. providing services similar to those provided while

employed by Employer to any person or btrsiness'

Employer Employee

Principal
lnstitute of Pharm!cv.

INDORE (M.P)
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Phonc Policv

The SEWS as a policy does not restrict carrying personal mobile phones to work place though

land line phones are provided individually or collectively for official work. Therefore a clear

and transparent policy for the use ofphones in campus is laid down.

SCOPE

This policy applies to all emptoyees of SEWS its offices and Institutions ard outlines the use of
personal mobiie and land line phones at work as well as the personal use of lnstitute supplied

mobiles (or similar devices e.g. PDA's - personal digital assistants; smart phones). Failure to

comply with this policy may result in the suspension ofany or all technology use and privileges,

and/or other disciplinary action. It is impemtive that any mobile al1d Land line device that is

used to conduct SEWS business be utilized appropriately, responsibly, and ethically.

Use of land Line phones

Land line phone connectioos and extensions are provided by SEWS to employees individually or

collectively to facilitate the official communication intemally and extemally. Use of the office

phones for use of any personal nature should be avoided until it is extremely indispensible.

Employees are expected to exercise due diligence in appropriate use ofthese devices.

Eerselg!.iUob!!e

Personal calls dudng the workday, regardless of the phone used, interferes with employee

productivity and a distraction to others. Employees should only use their personal mobile phones

during scheduled breaks or lunch periods. Exception can be Drade only lor commulication of
u.g.ni nutrr". SEWS will not be liable for the loss of or damage 10 personal mobile phones

brought into the workplace.

Sru-!$ll.elMsbik&ql$

SEWS may issue a mobile phone to an employee whose work nalure demand communication

beyond ofhce hours. ln suih aases the entire responsibility on the usage of the phone in

compliance with the laws of the land are the sole responsibility of the user on acceptance of ths

phone and the organization is indemnifred of an ill consequences by the user in the use of these

devices. Utmost frudence must be exercised by the individuals to rest ct the use of such devices

only for business related mafter ofthe SEWS office and affiliate institutes.

Employees in possession of SEWS issued mobile phones are expected lo protect the equipment

from loss, damige or theft. Upon resignation or termination of enployuleDt, or at any time upon

request, the employee may be asked to produce the phone fol return or iffpection.

ln the event of mobile device is lost, damaged and stolen, it is the responsibility of the user to

report this immediately to the Administation.

Phone Etiquette Mobile phones, if not used appropriately, can become a distraction in the

academic environment of SGI. Phone etiquette to be followed wilhin tlre work environment are

in a quite torc (knowing that a mobile phone has a sensitive microphone capable of
up a soft voice)

ring tone with a lune that is soft and not intrusiff o, off.ntli"lr"t

NJndore ln.litrrrc dl Pharnlacy'

V rNDoR[ ( M.P.)

below:
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. Keep conversations quiet and brief

. Find a private place to talk if a group ofpeople is around

. Switch off phones or put in silent or vibrate mode, in meetings, lectures, senlinars

. Show respect for the people around you by using discretion when you nrake or take calls in
public

. Ask permission ofa person before recording his/her image on a mobile phone

. Avoid talking where others might know your business - be aware of your suroundings as

many business conversations contain information that should remain confidential or private.
Before using a mobile phone in a public location, make sure that there will be enough
distance to keep the content ofthe conversation private. Some issues should be saved for
times and locations that will allow for confidel1tiality

. Use ofphones for canvassing and promoting any other business activity political or religious
belief is strictly rest cted

Disciolinrlv Action & Recov€rv of costs

All employees are expected to take appropriate care of their SEWS issued mobile phones.

Whilst damage at times may be unavoidable, carelessness and willful damage will not be

tolerated. SEWS reserves the right to suspend the employee's right to a work mobile or seek

reimbu$ement directly from the employee for replacement costs should an investigation
determine that damage to a mobile phone is a direct result of employee carelessness. Disciplinary
actiol may also be initiated in these circumstances.

SEWS has the dght to audit and rcview phone accounts.

SEWS reserves the right to recover the cost directly from
initiate disciplinary action.

SEWS reserves the right to restdct any employee to carry
following any of the policy noms laid down.

If auy inappropriate use is identified
the enployee(s) concerned, and may

their perso[al phone to work, for not

IT Policy

Shail Croup of Itrstitutiotrs provides a strong infonlation techDology environment, which

is networked throughout the campus, to support its students, faculty and staff in dre pursuit of
their objectives and teaching. These resources are to be used for educational purposes and to cany

out the legitimate busiless of the Institutions of SGI. These resource is to be used fo!
enhancement of knowledge and to optimize the facilities of the SGI. Any activity that

intentionally obstructs or hinders the authorized use of campus computing and network

resources is prohibited. Towards this end lT Policy has been fomlulated for st ct adhelence by

all constituents.

Examples of inappropriate activities include (but are not limited to):

l. Interfering with system security or integrity by:

. Breaking into a system and/or accessing data files and proglams without autho zation.

. Releasing a virus or other program that disables syslem performance or hinde$ other clients,

. Exploiting security gaps.

supervisory or accounting functions ofthe systems.

network lines and changing oflP Address.
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2.

4.

Obst.ucting users from authorized services by:

Monopolizing computing rcsources or computer access.

Obtaining, possessing, using, or attempting to use someone else's user account or password

without notification or permission.

Accessing, or attempting to access, another user's data or information without proper

authorization.

3. Harassment

. Sending unsolicited e-mail,junk mail, or proPagating chain lefters.

. E-mail "bombing". "spamming". etc

. Any activity of a pe6on or group of persons have violent eff'ects upon another person or a

social group comes under definition of cyber violence.

Offelsive Material

Transmitting or storing / sharing offensive material like racial or religious hatred

messages, pomography etc.

5. tr'orging electrotric informatior

. Creating, altering, or deleting the athibution of o gin (e.g, "From" in e-mail, IP address in

headers).

. Sending messages under someone else's address (e.g., hoax messages, even if intended as a

joke).

6. IPR Violationsl

These include software piracy, copyright infringement, trademarks violations, th€ft ofcomputer

source code, patent violations. etc.

Cyber Squatting- Domain names are also hademark and protected by ICANN's domain

dispute resolution policy and also under trademark laws.

7. Onlire gamblingr

There are millions ofwebsites hosted on servers abroad, that offer onlile gambling. In fact, it is

believed that many ofthese websites are actually fronts for money laundering'

8. Defamation: -

Defamation can be understood as the intentional infringement ofanother person's right to his

damaging a computer sYstem:-
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Physically damaging a computer or its peripherals either by shock, fire or excess electdc

supply etc. DESCRIPTIONS ofSample Violations (Not Exclusive)

E-Mail: Overloading of the communications servers; abusing communications

p vileges.

Do not propagate chain e-mail: Forwarding chain e- mail is a violation of Institute

computing poticy. lhrases in the subject line can usually identify chain e-mail, such as "Forward
- do not delete," "don't break the chain," etc. Some chain e-mails promise good luck, promise

easy money, tell stories and ask for help, or warn of false e-mail viruses. If there are a large

number of addresses in the message, chances are very good that it is a chail e- ail. "Get rich

quick" schemes will invariably claim to be "completely legal". Do not be fooled Delete all

chain e-mail from your account. Contact lT DEPT. for any clarifications.

Do not "bomb" e-mail accounts: Sending numerous or large e- tlail nessages to one person is

considered "e-mail bombing." This may or may not be done in an attempt to disrupt the

recipierlls network services. Sometimes e-mail "bombs" are used as a method of retaliation'

Even if no harm was intended or it was simply a "harmless prank," a e-mail "bomb" can disrupt

service to hundreds ofusers.

Forgery: You must not alter any folm of electronic commtulicatiol (especially via forged

eleclronic mail and news postings). Messages, sentiments, and declarations sent as electronic

mail or sent as electronic postings should meet the same standards for distribution oI display as

if they were tangible documents o! instruments. Forgery includes using another person's identity'

Forgiries inten6ed as pranks or jokes are still violations. Attempts to alter the attribution of
origln (e.g., the "from'i or "addressee" lines) in electronic mail, messages, or postings, will be

"o,i.id"i"d 
t untgr"ttions of Institute rules. You are free to pttblish your opinions, but they

should be clearly and accuately identified as from you, or, if you are acting as the authorized

agent of a groui recognized by the Institute, as coming from the gtor'rp you are authorized to

represent.

Do's & Don't

, Always use official mail id fol professional com'nunicalion witlin & outside the

organization. Use ofpersonal mail id is prohibited.
. Check your mail accounts rcgularly.
. Ifyou have received a mail containing an attachment, form an unlinown-sender don't open it,

you need to scan the attachment through Antivirus software, if you found virus with the

atlachment then delete it.
. lf you receive a mail aontaining an attachment, fron a sel1der you know, but

witirout any mention rcgarding the attachmeit, don't open it lt may be carrying a

virus, whic'h gets automitically attached with mails. You cal1 coDllrm from the sender if
he has sent you this attachment and only then open it.

. Ensue that attachments sent by you are free from virus and worlrs. Always use official

. lfyou don't have official email id contact to sGI Administrative DepafiDlent for new official

email.
. Use MS-Outlook for Official Email Addless and if oLrtlook is not properly configured,

contact System Administator,

C0pyright Infringements: SGI provides many software and data that have been obtained under

or licenses. These may not be copied cross-assembled, or reverss- compiled lf it is
or not you have pemission to do so, assume that you do not have permission to

ls
T. will assist with any questions regarding software usage altd licensing issues.

/-) ftincinal
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Interfering with a User's Authorized Services: Any activity that causes disruptions in service
!o other users is considered interference. [n some cases, using more resources than you are

entided to can also be comidercd interference (e.g., using excessive storage space on the sharcd

systems, flooding ohat chamels or newsgroups). More importantly, you must not monopolize
computiflg resouces for nonacademic activities such as game playing and other t vial
applications locally or over an affdiated network; printing excessive copies of documents, files,
images or data. You should refain from using ulwarranted or excessive amounts of storage;
printing documents or files numerous times because you have not checked thoroughly for all
errors and corectrons; or run grossly inefficieol plograms wher! e{Iicient alternatives are known
to be available. You should be sensitive to special needs for software and services available in
only orle location, and cede place to those whose work requires the special items.

Sharing Resource Accounts and Passwords or Sharing Objectionable material on Shail Campus
:Your netwolk login and password are for your pemonal use. If you sharc your login and
password with your collogues ftiends or roorunates, then you are givi[g them access to services
they are Dot authoized to use. They may embanass you by sending e-mail, posting messages, or
even chattii'g with p€opte while posing as you. Do not share your account or password with
anyone. If you suspect that someone may have obtained your password, change it immediately.
If you suspect that somoone has repeatedly accessed your login and password, notify IT DEPT.
or send e-mail to IT DEPT. at systeadminiskator@Indoreinstitute.com Conversely, using

someone elseis password to access services or data is also a violation of policy, regardless of
how the password was obtained. Do not use anyone else's password, account, or e-mail.

Further, sharing any form of objectionable material (pomography, religious hatred mails etc.) o[
your PC hard-drive on SGI Network is shictly prohibited.

Disruption of System Security or lntegrity: Tampering with the opeBtion of any server or

letwork resource is prohibited. Any such activity constitutes a theat to the normal operation

of that resoulce and can potentially effect hundreds of users. Any attempt will be tegarded as

malicious in intent and will be pursued in that perspective.

Uniuthorized sccess: Legitimate use ofthe Group Institutes computet systems does not extend

to what one is capable of doing on that system. In some cases, there may be secu ty loopholes

though which people can gain aacEss !o a system or to daia on &at system, a network, or data.

This is unauthorized access. If a studeot accidentally p€rmits access to his or her files through
the network, you do not have the right to access those files unless you have been given explicit
authorization to acc€ss the matorial. This is similar to accidentally leaving your door room
unlocked. You would not expect your neighbo! to use that as an excuse for entering your room.

CONSEQUENCES OF MISUSE: Inftactions of this shared use policy will result in loss

of system and network privileges and will be referred either to the Dean of Department

/Principal/Director.

When IT departrnent has rcason to believe a user has violated the sharcd system policy, it may

suspend the user's accounl(s) pending the outcome of an inquiry into the matter. IT Department

will notify the staff or student of the alteged violation and the facts on which the alleged

violation is based. The staff or student will have an opportunity to respond to the alleged

violation. After gathering and considering all the facts available, and in consultation with the

Dean of Departmcnt /Principal/Dircctor, the user's privileges to the shared use systems may be

for the remainder ofthe Semester/Course.

tion to with<Lawing privileges, IT Department believes the violation is sufficiendy
warant more severe disciplinary action. includiyg restitulion, they may refer the

/") Princinrl
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matter to the Dean ofDepartmentfrincipal/Director for appropriate disciplinary action'

Conclusio[: The IT Deparhrcnt recognizes that SGI Informatio[ System users are extemely

diverse in their needs and requirements. Providing this large range of services for research and

instructioo necessarily entails providing a relatively unrestricted and flexible system and network

organization. To this end, wi expect that our users practice considerate and responsible

computing and adhere to common sense standards.

When problems arise, they will be dealt with to ensu.e the unimpaired operation ofour systems

and network, but we request that all users are considerate and prLldent in their use of the

resources.

The shared systems are an exhemely important and ever-changing rcsource fol the SGI As a

member you are responsible for staying informed about the policies and procedures updates'

LAPTOP fssued to Staffat SGI

. Follow all the guidelines mentioned in Maintenance of Pc. Laptop is to be handled carefully

. Repair & Replacemetrt of Parts

It is impofiant to note that the Lapiop once issued by SGI have to be used in compliance with

all safety and care as prescribe by the manufacture. Ir case ofany service complaint the repair

and replacement ofparts etc will be done by the institute ifthe sarne is an outcome ofgenuine

reason. IIl case where the system or peripherals are damaged due to faulty or careless

handling tho cost may be debited to the users account after due information

Maintenance ofPC provided bY SGI

. Foodstuffs and &inkable are stictly prohibited near the computer

. Care must be taken to avoid keeping alpins, stapler pins etc. near the keyboard and printer'

. While shutting down the machine, please wait for window to properly shut down and also

check the other systems like Printer, Fax etc to be switched offproperly'

. At times. there is frequent disrurbance in lhe power supply. please keep your syslem shut

down until there is proirs power supply.

Whenever your system hangs, please wait for some time or press CTL+ALT+DEL' which

will take you to a Task Menu. Here you can see which programs are not responding Select

the Not Responding programs i[ the menu and press the end task buttorl'

Before using a pen drive or a disk brought from outside check it tltottgh Antivirus Software

and don't use if some virus alerts come.

. Don't install any progam that takes a lot of space on your hard disk and slows down the

system. It is always advisable not to install unauthorized software.

. After installing any software, make sure that it isn't creating any problem for other programs
to run.

uninstall a program ftom your system in the proper way (Contol Panel-

Programs) and unregister the program.

any change in the Network properties, arftif-you nPf,dldange please consult

W*",'xillliii'l'^ll,' i 
"'"'t?lt
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with the System Administrator.

. Don't make any change in the configuration ofany software or hardware.

. Don't make any change in the mail client software like Outlook Express .

What if computer gets s virus?

. You may cofltact IT dept. for guidance & suggestion

How to pmtect computer?

. Always store data in second partition ofhard disk drive

. Make back-up copies of important documents or files and store them on separate diskettes.

Making backups will also protect your information against accidental file deletion, diskette

failure, and gther damage.

. \\trenever you use a compute! in a aampus lab, be sure to reboot or run "cleanup" before

you stad your session and log out when you end your session.

. Do not share any commercial software with anyone. It is a violation of the author's

copyright to distribute such material, and it is a way to spread viruses.

. Always scan your diskettes and files after using them on another computer.

. Always scan all files you download from the Intemet.

. Always scao Word or Excel lile email attachmelts before you read them

For other E-Mail related guidelines please refer Guidelines for Usage of Computing

Resoulces.

Printing Issues

. Before printing, always check the document to be printed through Plint Preview and ifyou
find the setup, alignment etc dght, only then give the p nt command.

. Before giving the print command make sure the printer to which you would like to print

(Local or Network) is selected in the print menu.

.Ifyouareunabletogetyourpdnts,afteryougivetheprintcommand.Pleasecheckthe

following things.

(A) The p nter is on
(B) There is paper in the paper tray.
(C) Printer cable is properly connected to printer from the system.

(D) The printer you like to take print from is properly selected in the print menu.

(E) You have not paused the print by mistake.
(F) Ink caffidge is tull of ink.

are no Paperjams.
behavior of the printer.

&*,*il*,i[i*,r*'
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YI

Shail Group of lnstitutions

SELF-DECLARATIoN FoRM - NEwLY RECRUITtrl)
FACULTY/ STAFF

Slaff I Card No.
sumame NameG)

/d,v'
lndoft
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Nunrber and Street

City/Town State Postal/Zip Code

Date ofBirth

SDLT.DECLARATION STATENIENT

ligqgqiqitd! in the npproprixte bores for H I rnd H 2

I certify that:
l. L 1 Mynamedoesnotappearonanycriminalproceedings.

and

2. I have not L-l or I have [-] (please initinlone box)

been convicted of an offence |undet the Ctininal Code, Conhalled Dntg dnd Sthstonces Act ot Foo.l and Drugs Act fot
which no pardon has been granted. Only criminal convicrions obtained as an adulr rnust be reported (se€ #l on cover sheet).

lf vou havd been convicted ofan offe
oI lnrs Iorm:

Note: Ifyou are presently charged with any offence prrrs|uainl lo Crininal Code, Contrclled DnB and Substances Act ot Food and
D/rgr,,lcr and are subsequently conv,cted, it is your rcspons ibility to report these changes to the Chair, Admhsions Selection
Committee. Facultv of Education.

I understand that I am obligated to ilform the Secretary SEWS in my status in any of the above

conditions rvhile serving SEWS

Date Siq ature

SutrMrssroN oF FALSE INFoRMATIoN WILL INVALIDATE T|IE SERVICE IN SEWS aND WILL R[strLT lN IIIIMEDIATI
Sf,PERATION FROM Sf,WS

Name StudentNo.
Sumame Given Name(s)

lT , principal
lhfdre tncritrtr' 'rf Phrrnr:cy.

INDOi t (1,1.!.)
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Additional Information:
Ifyou have been convicted ofan offence 6 described on the reverle oithis form, you should elaborate in lhe space provided below with

respect to:
. Where and when the offence(s) took place,

il The nature ofthe offence.

The natue of any sentence (including tine sp€nt in prison. probation, community service, etc ),

Whether you are srill fulfilling the requiremenls ofyour sentence, and (ifso) when those obligations will be

completed.

Any other relevant information which may assisl the Faculty ofEdncation Admissions Selection Commitlee in considering

your application should b€ included. You may comment on the implications you perceive dris has had on your decision to seek a

career in reaching.

Principal
ndore Ix!1

p
lt r

66 vl
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SHAIL EDUCATIONAL & WELFARE SOCIETY
Opp. ltM, Pithampur Road, Rau, Indore 453 331 (M.P)

CONVEYANCE REIMBURSEMI]N'I'

Name

Designation

Mode ofTransportation : Two Wheeler / Car

Counter Signed
HOD

Prlncipal
tnstilute of Phxrn1acy.
INIJOR[ 1! I,I', )

Signature of
Claimant

lf,
ndore

S. No. Date From To Knls. l'urDose A ount

'l {)lrl

6',1
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LOCO of
Institutions Name of the Institutions

Applicart sign. with date

Rf GISTRA.R DIt{EC'I'OR

Type of Leave
No. of

allotted

No. of

availed

No. of

balance

Date ofleave Total

daysTo

Causal Leave (CL)

Optional Leave (OL)

D"ty l-ea.re (DL) (Enclosed copy ofsanction/approval letter)

CPL/C.off (date of working)

Others (VLIEUSPL)

Leave Without Pay (LWP)

Workload Alternate Arrangemcnt

s.
No.

Date Year/sem/clasrperiod/time
Eg: M08/BE(CS-AYU9:10 to

l0:30 AM

Subject Alternatc Arrangemert

Naue offacult] Subject Signature

ln my absence overall respoDsibility assigned to:

Narne Designation Signature

Applicant sign. with date

Dcrn's sign. }}ilh date

I
!rl

68

HOD's sign. with date

RemarkVRecommendation of Dean:

111120



SHAIL EDUCATIONAL & WELFARE SOCIETY

LEAVE APPLICATION - SEWS STAFF

Date :

Name Designation

Type ofLeave Applied

Leave applied from to No. of total davs

leave period

Contact Telephone No./Mobile No. :

Comments of Section Incharge :

Recommendation sanctioned / Not salctioned.

Sisnature ofApplicant

Head of Department/ Director

n,

,nuo,"KlLil$'o'*o"'

69

during
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Faculty Performance Evaluation for Annual Appraisal

To be filled by ProfessorvAssociate Professor/ Assistant Professor/Workshop

Superintendents/Asst. Workshop Superintendents/System Analysts/Programmers. .

Performance of engaging lecturers/prqcticql :

During Odd semesters

1.0

1.1

t, (4.,
vlndort

PrinciPal
lnstitute olPhflrnllcy'
INDORE (M-P)

PART-A
o be fllled in bY the Faculty on

Assessment academic years (uly' 2012 - june'2013 )

Name offaculty:

Post:

Payscale:

Deptt./ Institution:

Date ofJoining:

Name & designation ofDear/HOD

Name ofDean :

TEACHING (Semester-ll,lv Vl & VUI) Maximum credits:10

a.tuslly engaSed
(Th./Praciical)

113122



1.2 During even semesters

*040%tsrget-5mrrks,9G99ol.-4mrrks,80-89n/"-3matks,7s'79"h-3mlrks,lessthanTS%-0marks)

less than 50% - I mark)

Principal
lnstitute ofPharmacy.

INDORE TM.P)

TEACHING (Semesterll,lv VI & vlll) Maximum credits: l0
s.

No
No. of

(T}l/Praclical)
l00r(5)/(4)

Credn /

(r) (2) (l) (1) (5) (6) (7) (8)

attendsnce of sludents (Maxim fi cru.lils 20,

@5y. - 3 mrrks, less than 35 - 45% - 2 msrks, 25

-35yo - I marks, less tban 2570 - 0 mark,

HOD/Dean Remarks

Name ofthe Subjecl

R"",lt - 5 ,r*ks, S04% - 4 nrrks, 70- 79% - 3 mrrks, 60- 69% - .3 arks, 50 - 60% - 2 marks,

71

2.0
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Name ofProject/s

4.0 Guidance arul innow ion in student's maior proiecl work (Mwimum 10 credils):
4.1 Proiects suided (Maximum 6 credits, 2 Ior ench Droiect

4.2 Innovation brought out in project work (Maximum 4 credits) (Credits Earned: 04)'

HOD/Dean Rcmarksi.......

5,0 Atltlilional qualiJication sttained during the tudit year (pleose specif! &qltaclt
lhe copy olce irtcates) (Moximum 04 Uedils).

7.0

HOD/Dean Remarks:.......

6.0 Publicalion ofpapers in NalionaUlulerntlion iourntl (Mlxinum-10 credits):2

for eoch publication in interualionnl ioutttd and I for p.tblicttiofl in nolional
joutfioL (please specifJ) &afiach lhe copy of cerlilicules)

Plrlicipalion in trainings/semintrs/refreshers courses/suntnrcr/winler schools

duting lhe sudil year (Maximum 10 credils, 02 credits per Progromme):
(Plesse specif! &ottoch lhe co t of cerliticates)

s.
No.

Title ofthe paper Name ofthe
ioumal

Month and year
ofpublication

Credits
earned

HOD/Dean

Credits
earned (2 for

Name ofthe
organizing

institute

\--1
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8.0 Research/Exlernal Projecls Undeaaken/Supenisor! supporl (Moxinam l0
crcdits):

Su ervlso Su in Ph D/ ME/MTe ch max. l0 crcdit

Note: Credits for Ph.D. shall be given for a maximum duration offour years as follows;

Awarding year for Ph.D. maximum 10 credits and for year's preceding that maximum 5
credit.
Credit for supervisory support to one M.Tech. - 5

Credit for supervisory support to two M. Tech. - 10

Any special remarks (6 credits) : (Credits [arncd:06)

Signature of the Faculty

flr*"."
PrlnciPa!

lnslirut. ol P1r.nrlecv.

IND()i I

l.

2.

9.0

Name of
Research/Proj ecVs

Project cost

'73
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Part-B
(To be filled by Faculty and Dean/LIOD)

'oximum 56
10.0 Developmental activities undertuken in lhe dept menl ond general

Deans/HOD
Assessment

Faculty Self
Assessment

Labo Management (Name of Laboratory:
a. General upkeep and mainteflance ofthe- 

laboratory

b. Up gradation oflab & Lab Manuals

c. Modemization and removal ofobsolescence.

Planning and procurement of consunables

required for laboratory.

e. Cuidance and checking of student's journals.

g. Control snd supervision oflaboratory staff.

Contribution in the development and management ofthe department

a. Publicationof department's magazine

b. Class Coordinator ship

c. Organization of student's technical

quiz/group discussion/poster

competition/exhibition of student's projects

etc. Mention

d. Departmental Mid Sem &Final Pmctical

Exam & university related works

e. Organization ofactivities under student's

chapter/institute chapter of professional

bodies.

Name:

f. Specific tasks undertaken like Accrcditation

of course/lSO 9000 cedification.

Arransing expert lectures of industry expefts/extemal resoulce persons:

a. No. oflectures arranged in a acaderrric year'

No.:
b. Students'/faculty feedback about the quality and

\ usefulness of lectures.

6,*,. hlncipal
Instltute ofPharmrcY

INDORE /i4 P I

10.1

117126



10.4 Development of teaching resouces/innovation in
teaching:

a. Speciry the teaching aids developed (Charls,

Power point presentations, Models, Multimedia
films etc.)

b. Teaching Beyond Syllabus

c. Improvement brought out in
teaching/leaming process (specify).

10.5 Continuous assessment ofstudents (records to be produced)

a. No. ofassignments/ sessional rvork given

-b. Timely and efficient organiz.tion of progressives

tests

10.6 Knowledge oflatest development in his/her
uofession.

10.7 Managerial ability:
a. Planning and organizing.

b. Leadership

c. Problem solving

d. Decision making

e. Team work.

f. Communicationskills.
g. Direction, supervision and control of

subordinates

r0.8 Leave Records

Totirl of tick
marks

liacult) Self
Assessment

Organization and conduction ofShort term/continuing educatiorl plogr.lmnes
for students/Dass outvin-service personnel:

a. No. ofprogrammes organiz€d

b. No. ofpersons trained

c. General feedback about the quality and

usefulness of the progamme

d. Managing and organizing efficiency

e. Revenue genemted deposited in the Institution.

Contribution under Industy Institute Interactiol Cell:
a. No. of student' vis its organized

b. No. ofstipend/placement offers received

11,0 th core ofeos 0x nun,

ftinciPal
6dore Inslitule of PhrrffecY'

INDORE tM'P')
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c. No. oflndustry projects offered

11.3 Organization of seminars/workshops/symposia./short
term training pro$amme/summer/winter schools

etc:

" )::::::1::::-',-'*o
b. No. of persons

benefited.........
c. Managing and Organizing efficiency

d. General feedback about usefulness and qua,ity of
the progmmmes

I 1.4 - Co[tribution to Community Services or Community:
a. No. oftrainings

organized,........

" )llillllul:lli
11.5 lltemal Revenue Generation through Testing/Consultancy:

Amount ofthe revenue generated i.e. deposited in
the lnstitution:

u.6 Examinatio ljniversityrelatedwork:
a. Paper setting/Moderation work

b. Invigilation/Asstt.Supdt./Supdt. of exam inat ion

or valuation in the Institution

c. Valuation work at University

d. Checking of examination forms/Compilation of
sessionalVprogrcssive tests marls/supervision of
data entry work in the lnstitution

e. Cuniculum development work

ll.7 Career suidance and Counselinc
a. About job opportunities or entrepreneurship

b. Higher education or furth€rtraining

c. Contribution in preparation offacing
interviews/personality development

I1.8 Conduction of special classeVmakeup classes for
SC/ST/ Weak studerts/students havins backloss.

11.9 Level ofcomputer knowledge and is application
Total oftick

marks

l2.0Gcneral Conduct and Behavior (Maximum Crcdils: 30
S.No. Description nacultv Sell Assessm€nt Deans/HOD

Assessment

I c P

ftinciPal
6re lnstilule of PhJnnacy'

INL)Oltti (ILI')

76

119128



d. Health and Personality
b. Punctuality and regularity
c. Initiative and Drive
d. Honesty and integrity
e. Observance of secrecy
f. Reliability and dependability
g. Sense of responsibility
h. Intelligence
l Tempemment and manners.

Emotional stability under stress
k. Aptitude for wolk.
I . Willingness to work and take extra

responsibility.
l'11. Attitude towards generalstudents
n. Behavior towards senior/peers and

subordinate staff.
o. Arrirude to\^a s weak /SC/ST/ srudenls

Total of tick
marks

7',|

120129



13.0 Exlra administrative responsibililies perforned us Coordinolor or In'
Chsrse ofthe ins aclivities (Moximum credils :40

Deans/[IOD
Assessment

Frcultv Self Assessment

Scholarship allcategories

Student's union & Cultural activities

Discipline, anti ragging committee,
security and

Academic and examination seclion

General maintenance related with Civil
works/electricity/equipmentv water

women cell (anti harassmeut)

Purchase committee and write off
committee

Career counseling, Training and placement

ofticer
and Entrepreneurship development cell

Fumiture proculement, repair and

maintenance

Conduction of special classeVmakeup
classes for SC/ST/ Weak studentVstudents

Training programmes for faculty,
Technician & stall

Website, computer maintenance
(other than system analyst and

Community ServiceVSocial Service

Any special activity
Mention name, maximurn two)

Total of tick marks

78
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14.0 Special weightage given Dean4{OD for extra ordinary work done during the

audit year Specify: (Max. 04 Credit)

..Overall Score from point No, l0 - 14 (lly Dcan/HOD only)

Description
Maxi,

Credits

No. of tick mtrks Multipll ing
frclors (MF)

Credits earned =
No. of ticks * (MF)

E G P

10.0 Developmental
activities undedaken in

the department and
general managerial

ability

56

E- Excellent 2.0
G- Good 1.0

A-Average - 1.0

P- Poor - 0.4

11.0 Perfomance in
core arcas

50

12.0 General conduct
and behavior

30

13.0 Extra
administrative
responsibilities

performed

40

14.0 Special weightage
given by Dean/ HOD for

extraordinary
contribution during audit

year

04

Total 180

Maximum credits equal to l/3'd ofsum of 10, ll, 12, l3 and 14

Since all the activities mentioned in above points will rot be

Performed by individuals, thereforc average l/3'd ofthat would be

Considered for final score i.e.

By above calculations, actual qedit scored against point 10, 11, 12, 13 lnd 14 =

Student's feedback (Maximum 30 credits):

'79

= 180

=60

3

Principal
rc Institute of Pharmicy.

INDORE TT4.P)

15.0
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(to be taken in a separate Perfoma and final score recorded here)

16.0 Disciplinary action taken (ifany), including waming etc.
( -05 for each actions, max. of -10 credits)

Signatule of Dean/HOD

TOTAL CREDITS EARNED DURING THE ACADEMIC YEAR
(July 2012 to June 2013)

Consolidated Dcan/HOD onl
s.

No.
Responsibility Maximum

Credits
Minimunl

Reouirenent
Credis
eamed

Deficiency
if any

01 Performance of engaging lectures/practical:
l.l During odd semesters
1.2 During even semesters

10

10

02 Performance of aftendance of students L0

03 Performance of Results l0
04 Guidance and innovation in student's major

project work:
4.1 Projects guided

4,2 Innovation brought out in project work
06
0,1

05 Additional qualifi cation attained,/Publications
of books durins the audit year

04

06 Publication of papers in National/Intemational
i oumals/Seminarvconferences.

10

07 Participation in trainingVseminarVrefreshers
courses/summer/winter schools dudng the audit

year.

l0

08 Research/Extemal Proiects
. .. ; fuerhken/supernisory iuppon

'.n{l|Jlflf1"""'nTNOoRE tir',t't't

80

123132



8.1 resealch/extemal projects undertaken
8.2 suDervisory suDporl (Ph. D/M.Tech.)

l0
l0

09 Special remarks given by teacher (assesse ) 06

10 Developmental activities undertaken in the
department and general managerial ability

56

ll Performance in core areas. 50

t2 General conduct and behavior 30

13 Extra administrative responsibilities performed

as Offi cer-ln-Charse of the followins activities.
40

14 Special weightage given by the Dean/HOD for
extraordinary work done during the audit year

04

15 Maximum credits equal to l/3rd of sum of 10,
11, 12, 13 and 14

60

16 Student's feedback 30

t7 Any DisciDlinary action taken -10

GRAND TOTAL (01-09 & 1s-17) 200

Name of signature of
DEAN/HOD

Comments of Dy. Director

Signat
ure

Comments of Director

Signat
ure

8l

A
lV Prlncipnl
Vndore tnstitule of Ph3rrnicv.

INDORE i\1,P')
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$o
Confidenl

SHAIL GROUP OF INSTITUTIONS
STAFF PERFORMANCE APPRAISAL FOR SHAIL STAFF

The purpose of this appraisal form is to provide a written record for the staff member and his or
her Reporting Officer on the nature ofthe staffjob and his or her performance in it. Reporting
Officers are urged to be fair & frank in their evaluations both for the benefit ofthe stalf member
and for the accuracy of this appraisal record. This appraisal will become a part of the staff
member's personal file.

Name Job Title Department/Office

Repo(ing Officer / HOD Appraisal Period Dare ofAppraisal

L MAJOR RESPONSIBILITIES: Listyourmajor responsibilities on this posit;on in approximate Order of
importance. Attached extra sheets if requir€d.

lf-/ e.,n"in,r
IMore ln.r.lre ;f phaffnlcv.

INDORE (]!1.P,
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. REPORTING OFFICER'S REvIEw OF RESPONSI BI L[I'l ES: Review
responsibilities and note your concurrent or comment on any addilions, deleiiors, or
feel are appropriate.

.he above list of major
changes in priorhy that you

/J
{}/ principat

lndore lnslillrle oll
INI)CIiE 1\4

83
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III. ADDITIONALRESPONSIBILITIES UNDEII'I'AKI'N DUITINC'IIIE YEAII:

Iv. REPORTING OFFICER'S REVIEW OF ADDITIoNAL RESPoNSIBI LITIES: Review the above

list of additional responsibilities and note your concurrenl or comment on any additions, deletions, or changes in
priority that you feel are appropriate.

ft',\f ftlncipal
lndore lnstiture of Pharnracy.

INDORE (T4.I).)

84
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V. PERFORMANCE FACTOR RATINGS: Using the following definitions, check the box that most closely

describes the staff member's performance for each ofthe required perfonnance factors. If a performance factor does

not apply, please leave blank. The appraise has to rate himselflherself& later the appraiser rvill rate him/her on the

following nonns: -

|. EXCEPTIONAL: Contributions and excellent work are widely recognized. Performance consistently exceeds all

defined expectations, producing important and impactful results through superior planning, executing, and creativity.

2. HICHLY EFFECTM: Most performance objectives exceed expectalions- Projects and objectives are completed

in a manner that expands the scope and impact ofthe assignment and increases the inrpact on the business. The

employee is viewed as having made notable contributions to the department.

3. EFFECTIVE: Performance is competent and effecrive along established expectations, initiative, resourcefulness

and good judgment are consislently exercised. Employee nakes a solid, reliable and meaningful contribution to the

department.

4, IMPROVEMENT REQUIRED: Performance falls below expectations on one or rwo job requirements and

responsibilities. A performance improvement plan should be created.

5. UNSATISrACTORY: Performance falls below expeclations on several critical job requirements and

responsibilit;es. Without significant improvement reassignment or separalion are indicaled. A performance

improvement plan must be in place.

" Princinal
lndore.lnstitule of pharmncy.

INDORD 1\4. t,. )

r1>r__-4
r-o! R!-r:

85
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Performance Factor

I. QUALITY OF WORK:
Consider accuracy, thoroughness,
ellectiveness

2. FLEXIBILITY : Consider
performance under pressure and

handling ofmultiple

3. INITIATIVE: Consider the
€xtent to which the employee sets

own constructive work practice
and recommends and creates own

procedures.

tr
tr

4. DEPENDABILITY :
Consider the ext€ntto which th€
employee completes assignments

on time and carries out
instructions,

5. IN'I'ERPERSONAL
RELATIONS : Consider the

extent to \.Yhich the employee is
cooperative, considerate, and

tactful in dealing with Reporting
Offi cer, subordinates, peers,

faculty, students End others.

Apprise

Appraiser

6. SAFETY COMPLIANCE :

The degee to which he or she

complies with or over sees the
compliance with Institute safety

rules.

7. ORGANIZATION : To what
extent are proj€cts well conceived,

analyzed, and carried out
syst€matically?

8. COMMUNICATIONS
ABILITIES: Are the

individuals thoughts
expressed clearly and

Conc;sely?

a. wrkten
b, Oral

Apprise

Appraiser

Principal

-.4.9'oo j-)
lndore lnnitule of Pl'.1rnl icy.

lNDOltE (M I I

86

Exceptio .ll Highly
Effecii!e Effectn e

Apprise

Appraiser

tr
tr

tr
n

tr
n

tr
tr

tr
n

Apprise

Appraiser

!
tr

tr
tr

tr
tr

tr
tr

!
!

Apprise

Appraiser

tr
tr

tr
!

tr
tr

tr
!

Apprise

Appraiser

n
tr

!
tr

n
tr

tr
tr

tr
tr

n
tr

tr
tr

tr
tr

n
tr

tr
tr

Apprise

Appraiser

tr
tr

tr
tr

tr
tr

tr
tr

tr
tr

Apprise

Appmiser

tr
!

tr
!

tr
tr

!
tr

tr
tr

tr
!

tr
tr

tr
tr

tr
tr

tr
n

? rl,,
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Performance Factor Exc€ptional Ilighl)
Effective

Efteclit c

9. FACINC ISSUES: How well
does the individual grip with
unpleasant issues and seek to

solve them by constructive action
at his or her own level?

Apprise

Appraiser

tr
u

tr
n

tr
tr

tr
tr

tr
tr

10, UTILIZATION OF
RESOURCES:

The degree to which the
individual has utilized funds staff
or equipment €congmically and
effectively.

Apprise

Appraiser

tr
n

tr
tr

tr
n

tr
!

tr
n

1I. STAFF DEVELOPMENT
: The extent to which the

individual provides guidance and
opportunities lo his or her staff

for thek development and
advancement in the Institute,

(Reporring Oflicer only)

Apprise

Appraiser

n
n

tr
tr

tr
n

tr
tr

n
tr

I2. AFFIRMATIVE
ACTION: The extent to which
he or she applies lhe Institute's
philosophy of equal employment

opportunity.

Apprise

Appraiser

n
tr

tr
n

n
tr

n
tr

tr
n

VI. CROWTH OPPORTUNITY FORTHE NEXT ACADEMIC YEAR 2013-l,t & ANY TRAINING
NEEDS REQUIRED.

t"l Principal
Yndore lnstitute of Phrrntscy'

INDORE ( i\'1 P )
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VII. Reporting Officer Revierv & Comnerts:
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Code of conduct handbook exists for students, teachers, governing body, and
administration including Director / principal /Officials and support staff,

fl'.
U'Principat

lndorc lnslitute of PharnracY,
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I
I

DG Sir Messaoe

ShriArun S. Bhatnagar
(lRS, Ex. Principal Commissioner)

Exe. MBA, M(B)
Director General ([ST, [e IMR]

arunsbhatnagar@indoreinstitute.com
Ph:0731-4010565

P"* Contributors,
Education. in essence. should bring to the fore
the rnner and inherenr potenlial ofthe student.
Educational institute. therefore. has to
distinguish irself by providing sound
rnfraslructure for higher education to leverage
knowledge and imovation. More so, since the
society and the nation Iook up to these cenresfor fulfilmenl of their aspirarions and
expeclations.Education. be it primary or
higher.need lo go beyond its scope of merely
lmpanlng rnlormation and skill.lt is precisely
here rhat educalional institutes hare io play a
pivotal role. It is rightly said that the child is
not vessel to be filled bul a lamp ro be lit.
Besides proactively providing an environment
conduciye to foster and nuture the inhercot
potential of the students, the institute need to
consaiously promote an inquisitive spirit
among the students. The students would then
be able to get acquainted with latest and
upcoming research and inrentions in science
and technology. Hence, the institute has the
onus of providing a platform for overall
development of ethical, moral and human
aspects ofthe personality of the students. The
teacherc are to be epitome of all that is good
and need to maintain a professional
demeanour by embracing traits like honesty.
integrity and.sincerity. This would go long
way ln bnngtng aboulquanlitative and
qualiralive expansion of lhe student
personality. Let us, therefore, pledge
ourselves to rebuilding our institution and
thus live up to the expectations and the tust
reposed in us. Let us make concerted and
sincere effons to restore the glory and
emrnence lo this inslitute. Together we march
ahead to achieve the excellence.

nclpal
Page 2
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Message from Principal

Dr. Dinesh Kumar Mishra
Principal (7C)

principal@indoreitstitute.com

Linkedln:

IIP is on the path of groMh and developmenr.
Our goal is to impart futudstic technical
educarion rhrough dedicared well qualilied
faculty members and supporting slaff.

At tlP, we enhance employability of our
studentsby bridging the gap berween indusrry
and academia. We are providing training on
latest technologies to our students through
vadous SIG activities in each semester for ;ll
engineering slreams. Our aflitude of going
beyond curriculum will surely posiiion our
students at tle forefront in iob placements.

We have made a remarkable progress still
there is a long way to go ahead. I am sure
that, with the active combined work ofall our
stake holders; we will be able to makc our
institute as center of excellence in technical
education.

td,w Principal
lndorc lnsthute ofPhar acy,

INDORF IV IT )

mishra-80b90819
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I. CODE OF CONDUCT FOR STUDENTS

It is incumbent upon students to abide by this code ofconduct and p,ofessional Ethics (hereinafter
refened to.as the,,Code..) and the rights, responsibilities including the restrictions flowing from it.The..institute endeavors by means of enforcing this Code, to pioneer and
administer a studert discipline process that is egalitarian, .Jnrri"rtiour, .ii".tual and time bound;and to provide a system which promotes student growrh through individual and
collective responsibility. All students arc requested to be well conversant with this code, which can
be also viewed on the official website ofthe Institute

1.T DISCIPLINE

The student must observe and strictly follow the disciplinary rules and regulations set down by theinstitute from time to time. Any act of indiscipline or misbehavior by";;;;;il;;;;:;
punishment as per the rules.

. The student should follow the academic calendar as per the instructions of Head of the
Department/principal of the institute.

. Students must reach their lecture halls five mitutes before the scheduled time.
' Damage 10 institute's property due to negligence/lack of care/malicious action would

attract prmishment and compensation for loss caused.. Students shall only use the waste bins for disposing waste nlaterials in classrooms,
hostels and offices to make the college campus free froln plastic and other litter.. Students have to park their vehicles in parking zone only. Any student found breaking
the rule will be punished.

. Students arc stdctly prohibited to bring and park four wheeler i.e, cars in the campus of
the institute.

. Studenls may not invite ally person(s) to the institution to address or padcipate in any
type ofevent without the prior permission ofthe approp ale insitute authorities,. Students are prohibited from indulging in anti-institutional, anti_nationai, antisocial,
communal, immoral or political expressions and activities within the campus and
hostels.

. Disciplinary action will be initiated against studenrs indulging in eve_teasing,
molestation, ragging, harassment, bullying and any other Lrntowardlncidents.. All Educational tours o! Industrial visits shall be accompanied by the faculty members
after obtaining necessary undertaking from the parentslcuar.dian of the students and
with the writtel conselt ofthe concerned authority.

. Unauthorized entry ofoutsiders into the campus as well as hostels is strictly prohibited,

Page 4 --
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Without specific permission of the authorities, students shall not bring outsiders to the
campus schools. hostels or olher facilities.
Any case of criminal activily or violation of law and order in the Campus will attract
stdct action and ifneed be, reported to the police.

I, CARD

Every student must cary institute I-card every day v/hile attending lectures and
app€aring for various examinations.

the -sgdent 
should carry identity card with him / her regularly and the identity card

should be produced when demanded by the authorized persins of tf," fnriiiui".
I-card will be issued as per the given schedule after rhe studeot has tulfilred all
requirements.

The student should have his,{rer Identity Card and Library Card issued for lending of
books from the library at the beginning ofthe year.
Students should obey the rules set down by the library in borowing/return/maintenance
ofbooks.
At the time ofissuing a book, the ldentity Card must be presented along with the Library
card. Without I-Card the rcader may be refused the use olthe librarv.
If student has lost library card or I-Card, it should be reportej immediately to the
pdnciple ofthe institule along with an application.

ll. 8.1.2 HUMAN VAT UES

Be.scrupulously honest in all academic activities and with all the stakeholdem of theinstitute. Be.attentive, fair and cooperative towards your t"u"tr"r, una-p""r, in u*ious
academic and non-academic activities. practice empathy and ,hu.i;g i;;;; your t-ellowcitizens and care towardi yor. 

- 
surroundings.

lll. DRESS CODE

We believe ill irculcating a sense ofdiscipline, belongingness and commitment in students
through the strict maintenance ofdecorum on 

"u-pur, 
i,id."rr, .peech and action. stuaents

are expected to dress appropriately while in the institution and while representing the
institution

Principal
titutc of Phamtlry.

INDORE (M.P.)
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IV. MOBILE PHONE & ELECTRONIC DEVICES

. The student should switch off their
libmry, etc.

. Mobile phone is stdctly prohibited
phones/other electrodc devices such
examination hall.

. Loss or theft of mobiles, modem means of communications, valuables and other belongings
are at students" risk.

mobile pholes whilc in the classroom, laboratory,

in the exam hall during tire examination. Mobile
as smart watches, etc. shall not be allowed inside the

V. ATTENDANCE

Students should be regular in attendance for all sessions during the day.
Students should have at least 75% attendance in the Lectures ofevery subject. Ifthe student
is found inegular in attendance, disciplinary action will be takel
The student coming late shall not be allowed to enter the class.
The student must report about any type ofillness to the listitution.
On no account will students be allowed to remain absent for any mid_semester, term-end
examination conducted by the Institute or continuous assessment conducted by faculty in
class. The student will be ettirely responsible for such absence. This may be jetrimental 

to
lhe overall perlormance and results ofthe studenl.
The student should complete all the practicals 

, assignments aud projects as per the rules set
down by the institute, Examination section and the university.

SOCIAL MEDIA UsE

Students arc expected to use the social media carefully cnd responsibly. They camot post
derogatory comments abour other individuars from rhe Institution on tire soclimedia or
indulge in any such related activities including cyber bullying, or uoy ott 

"i 
u"iiuity oo

social media which may have grave ramifications on the iepu-tation of,l" tnriiir,".

VII. ANTI.RAGGING

Action. will be taken agairEt students indulging and aberring in Ragging as per the
regulatiom set down by the University Grants -ommission in ,,ticgrrt,rri.,ii oi Curt ing the
menace of ragging in Higher Educational Institulions, 2009,,'updared up 10 the 3rd

Page 6 4+itrcipal
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l^l:19.:-li of 2016. which is disptaled on rhc insrilurc.s rvcbsitc. Raggrng is tegalty
banned. lt is a punishable offence. [n view.of the increasing nunrber of"ri-nr, of *g!ing.the University Grants Commission has passed tie "UGC Regr:lations on
Curbing.the Menace of Ragging in Higher Educational Institutions, ZOOf. 

-nlgging 
is _y

conduct by "any shrdent or students whither by words spoken or writt"n o. U" an uat *fri"t
has. th€ effect ofteasing, teating or handling with rudeness a frest 

"i 
oi-l #".,t a"nt, o.including in rowdy or undisciplined activities by any student *rri"r, 

"ur'r". 
o. i" rit.ry to

cause-annoyance, hardship or psychological harm or to raise fear or apprehension thereof in
any_ freshel or any other student oi asking any srudenr to a"'""v 

""i which such
student will not in any ordinary course do and;hici has the effecr of.uirsing o. ger".atiog
a sense of shame, or torment or embarassme[t so as to adversely affect tie physique or
psyche

ofsuch ftesher or any other studelt, with or without an intent to derive a sadistic pleasure or
showing- of power, authority or superiority by a student over any fresher or any other
stud€nt."

Also "Any act of physical or mental abuse (including bullying and exclusion) targeted at
another student (fresher or otherwise) on the ground of 

"o-lo*, 
.u"", religion, caste,

ethnicity, gender (including hansgender), sexual orientation, appearance, nationality,
regional origins, Iinguistic identity. place of bi(h. place of residence or economic
backgound." is considered as ragging.

The Anti-Raggitrg Committee may, depending on rhe ncture and gravity of the guilt,
award, to those found guihy, one or more ofthe following pulishm.n,, -nur.i;
i) Suspension fiom attending classes and academic frivileges.ii) Withholding / withdrawing scholarship / fellowship and orher benefits.

iiO Debaning ftom appearing in any test / examination or other evaluation process.iv) Witlrholdingresults.
v) Debarring from representing the institution in any regional, natioml or intemational

meet, toumament, youth festival, etc.
Suspension/expulsion from the hostel.
Cancellation of admission.
Rustication from the institution for period ranging from one to four semesters.
Expulsion from the institution and consequent debarring from admission to anv other
inslitution for a specified period,
Proyided that where the persons committing or abetting the act of ragging are not
identified, the institution shall resort to collective punishment.
All students and their parent/guardian must sign the artlragging affidavit. The
studetts are advised to contact the Anti-Ragging Committee in cas" of"."rg"n"y.
EXAMINATIONS

vi)
vii)
viii)
ix)

x)

xi)

PaEe 7
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The rules conceming examinatiorc are notified by the institute as well as by exam
contoller in every semester/year. The students must strictly follow these rules. The
institute pu$ues a zero tolerance policy concerning violation of examination rules
and regulations

xiii) HOSTELS
Visitors ale not pemitted to stay ilr the hostel after g.00 p.m. and guests are not

, allowed to stay in the hostel except with prior permission of the Warden / Admin
office.
Ragging is banned in the campus and anyone indulging in ragging will be punished,
which may include fine with a public apology, 

"urp"rrion 
f.o-,i tie lnstitute or class

for a limited p€riod, or even expulsion from the Inititute. Broadly speaking, ragging
is: "any disordetly conduct whether by words spoken or written or by an act which
has the effect of teasing, treating or handling with rudeness any other student,
indulging in rowdy or undisciplined activities which causes o. is rik"rv to 

"ur""annoyance, hardship or psychological ham or to raise fear or apprehension thereof
in a fresher or a junio! student or asking the students to do any act or perlbrm
something which such student will not do in the ordinary course and which has the
effect ofcausing or ge[erating a sense ofshame or embarlassmenl so as to adversely
alfect the physique or psyche ofa freslrer or ajunior student,,.
HOSTEL MESS RULES:
Entry into the kitchen is strictly prohibited, except for the Resident Warden and mess
committee members.
Students are required to weat decent attire in the Mess Dining area and shall
maintair the discipline.
Food should not be tak€n to the rooms, except in case of illness, with the specific
permission ofwarden.
Complaints regarding the quality of food and suggestions should be entered in the
suggestion / complaint rcgister available in the mess.
Avoid wastage offood and wat€r.
RULES FOR VACATING / LtrAVING TIIE IIOSTEL:
I Students who wish to vacate the hostel are perlnitleci to leave on 30rh Jun and 3lst
Dec in the academic year.
2 students applying for vacation ofhoster must take consent ofhis father in writing
or by telephonic conversation with warden.
3 In case hosteller wishes to vacate hostel on dates otlrer than that quoted in para I
above, he/she will have to pay any one ofthe followiDg anrolults, whichever is less.
4 (a) Boarding charges for additional two months.
(b) Boarding charges for the days left till 30 June/31sr Dec.

Page B

INDORE (I\4.P.)

139148



SHAIL EDUCATIONAT & WELFARE SOCIETY
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5. Hosteller must put up application for vacating hostel giving valid grounds.
Application must be submitted minimum one -onil, ea.lier io tf,! a".i."a art. .r
vacation.
6. On-app_roval of application by prof In Charge _ Hostel. he/she will be issued no
dues Performa by the respective wardens for g.ttilg clearance f.om rarious
depaltments/section.

. 7. After receiving No dues performa duly completed and clearance from admin, thehostellers name will be deleted from the hosteL-- records.
8. Failing to adopt above said procedure name ofhosteler wil conti*. in tr" r,ort"t
records. HeAhe will rced to pay till the date of subrrission of complete no dues
certificates.
9 Application submitted by the hosterei w I be considered. If grounds framed in
the application are genuine and reasonable then only he/she ,riit b" p". i r"d ,o
vacate hostel. Decision ofthe authorities will be final.
Students expelled on Discipline grou[ds wili be dealt separately.
2. CODE OF CONDUCT TOR EMPLOYEES
2.1 Rules and Regulatiotrs for th€ Employees

. The purpose of these rules is to lay down the pattems of broad employee behavior
expected at SEWS, which are.

. Expectations related to work place discipline lvhile interacting with superiors,
colleagues, subordinates, clie[ts and customers (students & parents etc.)

. All employees at all levels are expected to behave in a manner befitting a higher
technological institution of relevance in the state of Mp, as a shining example of
politeness, dignity and commitment. It is expected that tlley shall always renrember that
even when they are not on official duty, they still cany ihe responsibility of buildjng
SCI's image in every situation, - professional or personal.

. Rules and procedures for initiating disciplinary action and provisions for appeal against
the proposed punishment for deviant behavior are essentiar requirements to monitor the
expected behavior.

Page 9
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Appointment Letter & Employment:

Fvery permanent employee is given an Appoinlmenl Lelrer as per requiremenl of lhe placeot work in rhe form which mav he inrrodriced uy rr,. vunog.ln;ni-iri, ',irn" 
,o ,;rn" ,nawill form a permanent contract of service.

Recruitment for the service in SGI will be made by rhe competent authority. Everycandidate seeking an employment shall mak., *,lu"n ,'ppti"urlin i, ,ro'ri"r*,t"a fo.r.
A, !Tdi9?l: selected for an appointment is required ro subnit ro the Medical Examinationwhich uill be ananged by SGI at rhe cosr.of rie .on,puny. u.O-i"utiy ,i"nii"oo, ,uy U.rejected even if found suitable professionally

App.ointrnents requiring technical knowledge and skills @arricularly in faculty positions) thecandidate may undergo practical test of teaching. Finally, tfr" oppointri"rio'f tf,e candidateis subject to the rules of AICTE/RGpV and iiaiprlrt"O i,l,lrir"lfii't. 
" 
pl"t",f"*..

Unless, in any case, it is otherwise distinc y provided, the whole time of the employee shallbe at the disposal of SGI and he/she shal serve 
"" .r;h 

" .;;i;;;'ui i*r, pru." _atime, as may be, from time to time be directed_

undertakin-g oulside emplo),ment (even part-time) is considercd breech of seNice conditionsand liable for disciplinary action.

Personal Records & Record of Ate

Administration/HR departnent would maintain.service Book ofall employee. .Ihis 
essentially willinclude the record of academic accomplistrmentvqualifications ,'"J,."Lt"a certificates ofexperience and expertise as well as the periodic p",f;;;; .;;";;-"Jiso asr"ssm"nt undappraisal_ records - including promotioff, eto, corespondence reLted to administrative actions.This is a kind ofdossier for each ofthe employee.

At SEWS, special imponance is given to the records ofage ofeach ofrhe employee. SEWS may, arany time asks the employee to produce any of the followiig docume"i, io ,ffin r,i, ug.,

ii)

o Birth Certificate

t . Pnnciptl
noore Inslitute of l,harnacv-

INDORE (M,P.)
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o School teaving Certificate &
o lnsurance policy wherein the Date of Birth has been duly attested / admitted;

In cases of any disputes, the emDlovee_age as recorded at the time of his employment or latertwhichever being rhe eartiest timej, shal be-t."rt"d 
"; 

;;;i,";;;irr"uir i" tnaing.

An employee who is unable to produce Original Documentary evidence of his age, shall state hisage in.the Application for employment andihal also give ur',trnaurii ro-ti" fact that the age asstated by him in the application is correct.

i) Change ofAddress

Each employee will have to notify to SEWS immediately of any change of his address, otherwisecommunicalion forwarded by the employeron the address giveniy ilel-mptoyee srutt Ue regaraeasufficient lor the purposes ofgiving any notice or any olher"cornmrri.",io"l '
ii) Workiry Syrtems & Dlsclpllne

]11.^!l!-yllt,= 9" working mles that govem the behavior and conduct ofrhe employees duringtne opeEtlonal system of teachinp & research as well as support facilitation activities essential foieffective functioning of SGI.

iii) Attendance & tdentity Card

Every employee_ shall be given an attendance card (smart card) which shall contain hisparticulars and he is expected to carry. it with hinl to ,"".k hi; ;t;;;; rhrough the
computerized sy-stem for subsequent use in all admi,istrative purposes.'This is atso to serve
as identity card for him.
lf an employee loses his Identity Card, it shall be his dury to notiry about its lossimmediately to administration in w ting ard get a Duplicate Card issued for which, he willbe liable to pay Rs. 100/- (Rupees Hundied or y).

Y,Tg:^tl,-ylld.lach to alt emptoyees-(faculty & staf0 tlrrugh notices display€d at the
r rme-Keeprng Mactune and at or near the Mai[ EntraDce of the institution building blocks.
Such notices specify:

The stafiing, re-stafiing, alteration and discontinuance of working times;

orinriltalPage 11 
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> 
Ioti:e_s specifoing (a) the days observed by SCI as lloliday, and (b) pay Day, inEnglish or Hindi shall be displayed on rhe Notice Board mlintained at or near theEntance ofthe Establishment and at the Time-keeping machine.! The closure and reopening of the institutes; a aay'onirtrict the salary-disbursement

- were due but not paid on the usual day) - The weekly holiday & compensatory holiday;o ln, employee reporting for *ork ufter rhe grace time (l1o! more than 15 minutes
from the appointed time) must_ firsr seek the"approval oiit. p".ron in charge foradmittance. Habitual late anendance shall be treated as Major Misconduct.! The employee who is not.at his work plu"e Uy rt. ufpoi,rie'Jtime or any time during
the day, will lose his salary for the said period, in addition to othe; disciplinari
action that may be taken against him.

) An employee who remains absent.conrinuously for l0 days or more without getting
any leave sanctioned, he shall be deemed to har e leti the iervices ofthe compty oT
his own accord and his name will be removed I'rom the Rolls after giring iim an
opportunity to explain the reasons to the satisfaction ofthe Management.

2.2 Entry- Exit and Search

. No employee shall enter without the smart card or leave the premises of the
institute/campus with the aulhorized gate pass, sigrled by rhe person appointed for
rhe pupose: olherwise it uill be counrid asa majoiMisconduct.r A employee who is offhisduty or has resigned or has been discharged, suspended or
declared by a competent Medical Authority to be suffering from a contagious or
infectious disease shall immediately lrave the clmpus and sh-ull not enter any part of
it except for bona-fide purpose and rvith the express pcr.rlission ofthe Management.. No. employee will bring with him any person(s) who are visitors withoul proper
authorization and no employee will take witi him any such visitor inside ihe
departments/i nslitutes.

. Any article belonging to an employee (either of high value or objectionable in
normal conditions in an academic_ inslirurion), he wishis to bring insid"e the campus;
he shall get the said article enlered in the Gate Regisrer., whel permitted.

2.3 Closure ofDepartment or Course/Inslitute

The.Mamgement may, at any time iIl the event ofadverse eru.ollment of students, difllcult market
conditions be called upon either to truncate or crose dow,. a course or a b.a.ch/department. It woulddo so by giving due consideration to the enrployees affected bf ,,.,|i.,--un u"tlon _ such as

> The closure and reopening of the
Departmenti

Department or Division or Section of a

dod_lnslhuie of Pl'arrnsci'
INDORE (M.P.)
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redeployment through rc{raining and lay-off (temporary & permanent with adequate compensation
as per the rules) etc. However, due advance notici woLrld be given to one and all in casei of such
developments. No compensation would be awarded to a laid ofr employee, incase,

o if an employee refuses to accept any altemative employment situated in the same
place or situated within a radius often miles,. - Ifhe does not present himselffor work at the new place at the appointed time during" normal working hous. at least once a day during lay otlperiod.'

2,4 Transfer

The management may tansfer an employee from one department to another, one institute to
another, whethq in Rau, Indore or any other place, provided tu ler that the salary_grade,
continuance ofservice a[d other conditiols ofserviie are not adversery affected by such transler.

2.5 Retirement

Retirement age ofPdncipal will be 65 years and for other faculry it will be 70 years. But on account
ofphysical or mental incapacity he may be rerired earlier too.

The Management may.in its discretion give any lurther extension ofservice beyond the retiring age
tbr such period as it thinks fit to any employee.

2.6 Basic Code ofCotrduct at SEWS

Work Ethi.s

At the basic level, SEWS expects its employees follow certain dictums of discipline, namely,
coming to work on time, behaving with respect and dignity in relation to subordinaies, colleagues
and superiors, stayin€ al the work place during working hours, not wasting other employees, time
by wandering around for fruitless chatter, etc

At the highest level wo* ethic is aboul commitunent and accountability, when the employee is
expected to demonstrate his firrr responsibility of the task assigned to hei i him and does make all
possible efforts to complete it in time and in a satisfactory manier.

Towalds, prctecting the interests of SEWS, employees should not denigrate their organization to
outsiders, not creating poor monlo within the organization by negative-comments ;d not doing

Page 13
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an)'thing in relation to the organization that could create problems for the organization ifthe actiolwas made public.

ii) Personal Conduct - General Guidelines

The basic.service conditions are as specified in the. coltract ofemployment, i.e., the AppointmentLetter and,whar's expected from them is given in tfre nolellod-cda.t li jot_aescription. all
:Tfl|?y::: T: "ip".ed to siga secrecy-cum-service agreemenr ar rne iim. otio,ning rhe sen ice ofJEw) ano lhe managemenl reseftes the righl to alter lhe terms and condirions along uith a wrinen
and up-dated job description.

. All employees in principle are whole-timeemployees ofSEWS and they are expected
ro be available on call. inespecrive ofrhe formal working hours.

. No Employee (Class III & above) shall leave the starion (where rhey are posted) without
priorpermission ofhis superior. Before reaving station, rhc oLrr-storio; contact address mustinvariably be left with the immediate superior.

. No Fmployee shall accept outsid-e work or ge1 himself elgaged il any business or calling,paid.or honorary, directly or indirecrly. wiihout prio, *r"itri,, p".rnir'rion of Managemeit
/Chairman.

No Employee 
_shall have any private financial dealings with the pe$ons / firms /

olganizations who or which have commerciavprofessional ierations with'sci for ttre sale or
pulchase ofany malerial or equipment or suppiy oflabor / servic"s o. fo, any oth", pu.pore.

No employee_shall_dil,ulge any infomatiol / document that comes into her / his possession
as a rcsult ofher / his work with the institutes to anyone else. He shall treat all information
and its work as confidential and classified. Disclosure of information foi pecuniary gain or
otherwise is a major misconduct and severely punishable.

Employees must kno\ r and accept tho SEWS'S Mission - Vision _ Obiectives and its HR
Policy in respect ofall matters and follow and support in .ff..tir. irif"r.ntution of the
rules and procedures laid down to carry out these poiicies.

Employees are expected to serve SEWS with utrnost honesty aDd faithfully and shall always
endeavor to promote the interest of the company.

Pagc 14
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Safety.and Security ofthe SEWS properties, fire protection. pollutiolt control, maintaining
discipline, cordial relations and healthy work 

"nui.on,lr"nt 
aie tl,c p".sonal ana collectiue

responsibility ofall.

Employees are responsible for safe keeping and in returnable condition, all the equipments,
instruments, tools, books, PCs, Laptops, eti. which may be given to Irirn ior'ur", cr.toay o.
charge. The company shall have the right to deduct the cosiofal suchitems tiom his dues
ano take other actlon as may be deemed proper in the everlt of lililure to account for such
property and retuming the same, when due.

Desktop/laptop 
_computers provided to employees for discharge of their work

responsibilities should be used with care and diiigently lwithout violalng any rule or law)
considering the country,s Cyber Laws & IpR Act Unauthorized use of"company,s email
facility is strictly prohibited.

Employee (in particular th^e facultyl must keep rhernselves lecllticall) compelent al all
hmes. He must keep herselfl himselfupdared wirh rhe Lechnological innorarion ofhis field
through study, training courses and other means known as CpD.

Supervising employees like Managers/HODs & principals nust be fair, finrr, impartial and
equitable in taking decisions, distributing work, rervirds and in disbursing j usiice. They
must lead by example and influence subordinates' behavior as desired by SGi 

-

All employees need to give special atteltion to issues of curbing ,student Ragging, as per
the renewed statues brought out by the govemment and promote-camaraderie and teamwork
as an essential part ofthe SGI environment.

Employees while dealing with female employees, his behavior arld conduct does not violate
rules-and guidelines set by Govemment oflndia for puttiDg a check on sexual harassment of
femal€ employees at workplace. In case ofany such-eror,1he company shall be free to take
suitable recouse to penal actiol as per the law ofthe land, apart irom its own disciplinary
procedure.

Free / Drug Free Workplaceiii)

sGI commits itselfto maintain coopletely smoke Free / Drug Free work Environment in Indore

iv) Dress Code

Page 15
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SHAIL EDUCATIONAT & WELFARE SOCIETY
CODE OF CONI)IICT

Employee dress must align with SEWS and hence appropriate dress code acceptable to the studentcommunity need be followed. Some reslrictions on Aitiri at Work

. Too tight, too loose or too sho( clothing.. Un{ucked shirts
o Too colourful clothes (Attire that is too bright, too faded and too trendy). Pooily matched outfits
. Clothes thal are wom for partying. exercising.
. Rugged outdoor wear
. Clothes that are wom hiking, picnicking, camping, painting, sleepillg.r Attire that remains unaffected by changing fashion styles.o Hats / caps of any kind, unless necessary considering nature of workr Oversizedaccessories
. Dirty sport shoes

All employees are requested to stlidly adhere to the dress code, whereby Jeans, Sweat Shirts,
Snealers. Temis Shoes and garish colored clothes should nor be wom i,; ;ifi;..
Ladies are advised to wear cooservative Indian or western crothing. The class IV staffare provided
with SGI's stipulated uniform

yi:::l 1r.:, 
code for all male employees is prescribed the use of neck tie. On all working

Saturdays. employees can use casual clothing likejeans; sweat shifls and sports shoes etc.

All employees interfacing extemal stakeholders are expected to ensure appropriate, formal and
presentable attire.

v) Misconduct

Such.a conduct, if they are subversive ofdiscipline falls within the purview ofthe general meaning
of Misconduct. Misconduct means all acts ofmisconduct and othei acts, or omisJions specifical]
provided herein below (illustrative and not an exhaustive):

r Insubordination, refusal to work or disobedience whether alone or \.vith others, ofany lawful
and reasonable order ofsuperiors

Page 16 -- --
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SHAIL EDUCATIONAT & WELFARE SOCIETY

CODE OF CONDT]CT

. Theft, fraud or dishonesty in connection with the academic pursuits in the Institutions
including plagiarism & unauthorized retentior/use of SCI property (Hardware and Software
& IPR Knowledge)

Habitual absence without leave or absence without leave or overstaying the sanctioned leave
without sufficielt cause and also habitual late attendance for nore than 3 times in a month;
incltding willful absence liom duty o. making application for. leave or false grounds.

Soliciting or collecting financial bencfits from students & parents and other stakeholdcrs
towards admissions, concessions and certifications, award ofcontracts etc.

Engaging in trade including money lending or borrowing within the campus without the
written permission of the Management

Riotous, disorderly or indecent behavior or wrongfully illterl'ering with the work of other
employees or any imprope! act including preaching or ilciting violence,

Hunger strike within the institutions, Go-slow, Dharna, Sray-in_srrike or any reason
whatsoever; including intimidating, beating, threatening and behaving in a disorderly
manner inside the campus or outside with other employees

Distribution or exhibition or Bills, pamphlets, posters and / or such other things causing
disrepute to SGI, including making false, derogatory, defamatory or malicious statement
against Institutions

Disclosing to any unauthorized person any informatior in regard to SGI,S line ofactivity _
particularly in the admission process, fee and personnel matters, policies and programs

Wilfu] falsification, defacemelt or destuction ofrecords ofSGL

Smoking in the premises of the institute buildings & Sleeping, napping or dozing while on
duty.

o Conviction by a Court of Law for any offense involving moral turpitude.

Page 17
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SHAII EDUCATIONAL & WELFARE SOCIETY

. Committing or including in anti-social or involvement in an act ofmoral turpitude, making
passes and obscene remarks with opposite sex (in parricular _. indecent remarks to female
employees)

o Bonowing money ftom a subordinate.

Dnrilkenness or intoxication or gambling while on duty. Reading ofNovels, Magazines and
News Pape6 etc. on duty includiry unlawful use of intemet.

. Refusal to undergo training for CpD

o Refusal to receive offrcial communications

Making false complaints, statements, representations to arybody which is likely to bring
disrepute to the person and SGI.

Refusal to be transfened from orc position to another, from department to another, liom one
institute to other campus.

o Divulging of official secret or trude secret or giving out information on IpR of SGI

Punishments

If.an employte is found guilty ofthe Major Misconduct, the following purishment can be
administered:

. Dismissal or Discharge from the service.

. Suspension without wage (as per the rules)

. Demotiol to the Lower Grade or Cadre

. Stopping, withholding of increments and promotions for a period of a few years.

. Wamiry (for which a Domestic Enquiry shall not be a must)

vii) Procedure forTakins Disclplinary Action

vi)

*,,l,lli'8llv.,,u*,,
NDORE (M'P')
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Where a disciplinary proceedings against an employee is contemplated, the employee is put under
suspension; however, a charge sheet has to be served o[ him within 10 days from the date of
suspension and aII enquiry committee is constituted

Employee is given an opportunity for explaining the circumstaDces alleged against him. In case of
refusal of acceptance of charge-sheet and employee not appearing to pariicipale leven with another
employee ofhis choice), the enquiry will proceed ex-parte.

An employee placed under suspension paid a suspension Allowance at the rate of half the basics
wages & DA and other compensatory allowance etc. for the first 90 days of suspension and % of
basic beyond.

on the conclusion ofthe enquiry ofthe criminal proceedings and on the basis of recommendations
ofJhe committee, the management (after applying its discretion) will pass suitable punishment
order.

SHAIL EDUCATIONAL & WELFARE SOCIETY

CODE OF CONI)I]CT

viii) Termination ot Service & Resignation

re Institute of PharfiltcYr

INDORL lf l r'l

Where it becomes necessary to teminate the service ofa permanent workman due to such reasons
other than Misconduct, Retrenchment or close down, develops serious defect in eye_sight or hearing
or mental deficiency, etc.; 3 months'notice in w ting shall be given by the Management or salar!
in lieu thereof to the employee concemed, along with otherlenefiis as given to a retrcnched
employee.

The.services of a-permanent employee may be terminated by the Management by 3 month,s notice
on the grounds ofcontinued ill-heal&, loss ofconfidence or any other bonafide reasons.

During the probation period, the employment can be teminated by either side with one month
notice or salary in lieu thereof. However, the notice period shall be for 3 nro,ths or salary in lieu of
that ifthe employment is terminated by either side after the conllrmation of the emplolee.

In case where an employee resigns and his resignation is accepted then, it will be necessary send
him a letter accepting the resignation, may be after an exit inteNiew. A resiglation once submitted
cannol_be withdrawn except with the consent ofthe Management and giving reasons in support of
the withdrawal before the acceptance.

ix) Job Responsibitity of the Teaching trmployees

Job Rlspolsibilities and Duties ofProfessor / Dean/ Hort
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SHAIT EDUCATIONAL & WELFARE SOCIETY
CODE OF CON])IJCT

. Providing leadership in both postgraduate and under gmduate in rclevant lield of
specialization.

. Research and research guidance.

. Consultancy services.
o Teaching, including laboratory development & writing of books & monograph.. Evaluations oftutorials, assignments, joumals, answer papers.
. Irteraction with industry.
. Continuingeducationactivities.
. Student'scounseling.
. Intelaction with other institutions, Universities at state, national and intemational levels,

' organizing seminars, workshops, summer schools and winter schools for teachers and
professionals.

. Publishing papers in national and intemationaljoumals.

. Fellowshipofprofessionals' bodies.
r Review ofacademic activities ofthe department periodically.
. Maintenance ofdead stock, semi consumable, consumable registers with the help of lab in

charges.

r To prepare & display notices, mark sheets attendance sheets etc. pe aining to the students o
f the department.

e To send attendance records, letters regarding attendance, discipline and other activities wit
h the help ofclass teachers.

. To organize fo! accreditation and make presentations to the visiting expert terms.o To undertake and implement consultancy projects to identify various funding agencies and h
amess firnds for the development ofthe departmenrinstitutions.

. Any other duties assigned by the principal from time to tine.

. Organize parents meei/HR meets in association with T & p.

Job Responsibilities of Associate professor/Assistart professor

r Teaching and ensuring attendance ofstudents as per University norms.
. Planning and implementation ofinstructions received froln Head/principal.
. Student's assessment and evaluation.
. Developing resource material for teaching and learning.
o Extension of services to the industry and community,
. Continuingeducationactivities.
. Co-ctmicularandextra-curicularactivities.
. StIlglls counseling/ mentoing scheme implemenration.ŝ

1E
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SHAIL EDUCATIONAL & WETFARE SOCIETY

. R & D work on industrial problems & consultancy.

. Liaison with parents and community.

. Publication ofresearch papers, at least one irl a semesterz in a year.

. Participate at least in one seminar/conference/workshop in an ecademic year.. Participation in deparknental administration. (Lab MaDagement)

. Shall become member ofat least two relevant professiola] bodies at his/her own cost.. Con'tribute to the activities sustaining accreditation ofthe institute.. Assist in summer and final placement activities.
o Examination work pertaining to College University such as organizing supervision and asse

ssment etc. 18. Arangement ofrcmedial classes.
o Generation ofresources fiom various funding agencies.
o Upgradingofqualifications.
. Writing ofbooks & morogaphs.
. Any other duties assigned by the Management and principal from time to time

3. CODE OF CONDUCT FOR NON-TEACHING EMPLOYEES

Job Responsibility ofthe Non -Teaching Employees

Job Responsibilities of Placement Officer

. Prepare a data bank ofpotential industdes for placements and keep updating.. lnitiate corespondence with industries and organize recruitment process for placements.

. Organize HR meet to stengthen relationship with corporate world.
o Organize printing ofplacement Brochures/soft copies ofinformation regarding student,s pla

cements.
. Obtain feedback from industries regarding strength and weakresses ofstudents who have be

en placed finally.
. Obtain feedback from industries regarding performance ofplaced students (one year or mor

e) and obtain inputs additional training/gooming ofcu(ent students.
. Grooming thc students for placements by organizing soft skill trainings.
. Counseling ofstudents regarding emerging areas ofjob opportunities.
o Organize talks by experts to motivate students to seekjob oppor.rurlities in emerging areas. Give feedback to the faculty about strength & weaknesses ofstudents to enable them to

N
""1/

appropriate grooming activities.

A
N -, Principat
Landore ln.,titute "l I)hxrnucy.
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