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Criterion – 6 

6.2.2 The functioning of the institutional bodies is effective and efficient as visible from 

policies, administrative setup, appointment and service rules, procedures, etc. 
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Program Educational Objectives (PEOs) 

 

 

PEO1: To provide Knowledge associated with Pharmacy Profession. 

 

PEO2: To inculcate professional and ethical attitude with lifelong learning habits 
in students to develop competent pharmacy professionals. 

 

PEO3: To develop entrepreneurship skills and leadership traits in students to 
facilitate improvement in health and wellbeing of society. 
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ADMINISTRATIVE RULES AND REGULATIONS 

       RECRUITMENT 

     Eligibility Criterin: 

     Teaching Staff 

1.1.1. Norms Prescribed by PCI 

1.2. Selection Procedure 

The Selection Committee, selection process and mode of appointment of principals and 

teachers shall be as per the guidelines, directions of the Savitribai Phule Pune University. 

A. Appointment of Principal: 

i. Principal of the College may be appointed from amongst the teachers of the College or by 

direct recruitment through selection, and this post shall be considered as non- vacation 

post. 

ii. The appointment of Principal of the College shall be made by the Competent Authority 

on the recommendations of the Selection Committee constituted by Savitribai Phule Pune 

University. The recommendation of the Selection Committee shall be subject to the 

approval of the Vice-Chancellor. If the Vice-Chancellor does not approve the decision of 

the Selection Committee, he shall record his reasons in writing thereof and return it to 

the Selection Committee for reconsideration. After reconsideration, if the Selection 

Committee desires to pursue its original proposal, it shall refer the matter again to the 

Vice-Chancellor for his decision, which shall be final. 

iii. a. The Principal who desires to relinquish his post, for personal or other reasons, shall give 

six months’ notice and in lieu thereof six months’ total salary to the Competent Authority. 

If he so desires within first two years of his appointment, the period of notice shall be 
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three months and in lieu thereof he shall pay three months’ total salary. He shall ordinarily 

not give such notice terminating the notice period in the middle of the term. The 

Competent Authority may waive the notice period. 

b. The Principal who is selected from amongst the teachers or by direct recruitment 

and desires to relinquish the post within the first two years of his appointment as 

Principal, shall do so by giving three months’ notice or three-months’ salary in lieu 

thereof and shall have an option to go back to post in the department which he 

represents. In case of the Principal who is appointed from amongst the teachers of the 

same college, on going back to his original post, his pay as a teacher shall be fixed in 

his 

original scale as if he had continued in the post. In the case of the Principal who was 

not a teacher of the college at the time of his appointment as Principal, his pay as a 

teacher shall be fixed in his previous scale as teacher as if he had continued in the 

post. 

iv. In the event of the vacancy of the post of Principal, occurring due to illness, leave, 

retirement, leaving the service, or by any other reason, the current duties of the post of 

Principal, shall be assigned by the management of the College to the senior most 

teacher in the college in addition to hisown duties as an alternate arrangement in 

respect of temporary vacancy, till the Principal resumes, and as an alternate 

arrangement in respect of permanent vacancy, till the post is filled in by, usual 

procedure. 

B. Appointment of Teachers: 

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

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

b. The date of the meeting of the Selection Committee shall be so fixed as to allow the notice of fifteen 

days to each member and to the candidates. The particulars of each candidate called for interview; in 

consultation with the Head of the Department/Principal of the College, Head of the Recognized 

Institution, shall be supplied to each member, so as to reach him seven days before the date of the 

meeting. 

c. The quorum to constitute a meeting of the Selection Committee shall be four members of whom, one 

being an expert nominated by the University. 

d. The Selection Committee shall interview and adjudge the merits of each candidate in 

accordance with the qualifications advertised, and report to the Competent Authority the 

names arranged in order of merits giving reasons for the order of preference. If no person is 

selected a report to that effect be made. The Committee may recommend only one name if 

others are not found suitable. 

e. The Competent Authority, with the approval of the Vice-Chancellor, shall appoint from 

amongst the persons so recommended the number of persons required to fill in the posts. 

Provided that where the Appointing Authority proposes to make an appointment 

otherwise than in accordance with the order of merit arranged by the Selection 

Committee, it shall record its reasons in writing and refer back to the matter to the 

Selection Committee for reconsideration within fifteen days from the date of report. 

There after the decision of the Competent Authority, if approved by the Vice- Chancellor, 

shall be final. 

 
Major steps in appointment are as follows: 

 Approval of Teaching Posts by Savitribai Phule Pune University 

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

 Selection committee is constituted by the Savitribai Phule Pune University 

 Fixing of schedule for conducting interview 

 Intimation to candidates regarding date and time of interview 

 Reporting of candidate and verification of certificates 

 Interview conducted by Selection Committee constituted by Savitribai Phule Pune 

University 

 Submission of selection committee recommendations to Savitribai Phule Pune University 

for approval. 

 Issue Appointment letter to the selected candidate 

 Joining by selected candidate and inclusion of the candidate in regular muster roll. 

C. Filling in of Temporary Vacancy (Adhoc Appointment at institute level through 

local selection committee) : 

Where vacancy of a teacher is to be filled in temporarily but not exceeding one term (i.e. 

six months), the Appointing Authority on the recommendation of the Principal/ Head of 

the Constituent/Affiliated College/Recognized Institution shall fill in the temporary 

vacancy. If the vacancy exceeds a period of a term but does not exceed more than a year 

the vacancy will be filled in by the Appointing Authority on the recommendations of the 

Local Selection Committee. 

Major steps in appointment are as follows: 

 Advertisement of teaching positions in leading Newspapers 

 Scrutiny of applications received before last date mentioned in the advertisement 

 Fixing of schedule for conduct of interview 

 Intimation to candidates regarding date and time of interview 
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 Reporting of candidate and verification of certificates 

 Interview by local selection committee 

 Submission of local selection committee recommendations to Savitribai Phule Pune 

University for approval (for one academic year) 

 Issue appointment letter to the selected candidate. 

D. Reservation of Posts: The college shall reserve the posts out of the total number of posts to 

be filled in by selection, for the members of the reserved categories as Scheduled Castes, 

Scheduled Tribes, Denotified Tribe and Nomedic Tribes. 

1.2.1. LIBRARIAN 
 

Sr. 
No. 

Cadre Qualification Experience 

1 Librarian Master’s degree in Library 

science/information science/ Documentation of and 

equivalent professional degree with at least 55% 

marks or its equivalent CGPA and 

consistently good academic record. 

Qualifying in the national level test conducted for 

thepurpose by the UGC or any other agency approved 

by the UGC or who are or have been 

awarded Ph.D. Degree 

No minimum 

Experience 

requirement 

 

 

2. SERVICE RULES AND REGULATIONS 
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2.1. Probation policy 

 The period of probation of the teacher shall in no case be more than 24 months, on the expiry 

of which he will be deemed to be confirmed unless after assessment of this work by the 

Committee, his services are terminated by giving him one month's notice or one month’s 

salary in lieu of notice.

 Except in the case of appointment in tenure or on contract basis or on deputation all 

appointments to the posts shall ordinarily be made on probation for period of two years and 

the period of probation can be extended by management in case of non-satisfactory 

performance.



 

 If any candidate is appointed on purely temporary basis in vacancy, has no right to claim 

a permanent post. However, such candidates may also apply for permanent post through the 

regular procedure.

 If a person, having been appointed temporarily to post is subsequently appointed regularly; 

he/she shall commence probation from the date of regular appointment. Any candidate 

appointed on temporary/ad-hoc basis, his/her services can be terminated without any notice 

and without giving any reason.

2.2. Service Book 

A service book shall be maintained by the Registrar or any other officer duly authorized by 

him/Principal/Head of Recognized Institution for the teacher of the University 

/College/Recognized Institution and shall contain such information regarding date of birth, 

date of appointment, qualifications, scale of pay, increments, probation, particulars of leave 

and such other information as the Competent Authority may prescribe. The entries in the 
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service book shall be brought to the notice of the teacher concerned after the end of each 

academic year and his signature obtained. 

2.3. Assessment of Teachers Work 

In order to evaluate the work of the teacher, he should prepare an out-line of his academic 

programme in consultation with the Head of the Department at the beginning of a session 

and then at the end of the academic year prepare a report of the work done by him which 

should be submitted to the Head of the University Department/Principal/Head of the 

Recognized Institution by the end of the year. 

In addition, the Assessment Report of the teachers shall be maintained by the Head of the 

University Department/Principal/Head of the Recognized Institution for the following 

purposes: 

a. For evaluation of six monthly report during the period of probation. 

b. For confirmation in service. 

c. For Assessment at the time of crossing Assessment Bar in 2[pay scales.] 

d. For consideration at the time of interview for a higher post. 

e. Once every three years for determining whether the teacher continues to take his work 

seriously. 

2.4. Increment 
 

 Increments will be sanctioned only on satisfactory report of performance of the 

employee. 

 An increment may be withheld to an employee if the conduct has not been good or his 

work has not been satisfactory. The authority ordering such with-holding of increment 

shall state the period for which it is to be withheld and whether with- holding of increment 

shall have the effect for postponing the future increments also. 
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 In all cases, the increment is sanctioned by the Head of the institution based on appraisal 

report of the employee. 

2.5. Promotion 

i. Promotion to higher level of service shall be made under the Career Advancement 

Scheme (CAS) subject to eligibility of the staff and the commitment of the staff to the 

cause of all-round development/improvement of institution. 

ii. Other things being equal, seniority will be the deciding criterion. 

2.6. Seniority of Teachers 
 

Seniority of the teachers in the University/Affiliated Colleges/Recognized Institutions shall 

be determined as under: 

 Seniority of the teacher in College/Recognized Institution shall be determined on the basis of 

the date of appointment and length of continuous service in the same College/Institution run 

by the same Management. Provided, however if the teacher accepts appointment in some 

other University/College/Recognized Institution keeping his lien on the original post, that 

period shall be counted for purpose of seniority as the period of his continuous service in the 

University/College/Institution in which he has kept lien.

 The Head of the University Department/Principal of the College/Head of the Recognized 

Institution shall be considered senior to other teachers only for the period during which he 

holds the said post.

 As between the permanent teacher and the temporary teacher, the permanent teacher shall 

be considered senior irrespective of the length of service.

 The teacher appointed on probation in a permanent vacancy shall be treated as senior to 

one who is appointed on a temporary basis.
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2.7.  
 

 Seniority among temporary teachers shall be determined on the basis of their dates of joining 

duties and length of service.

 Notwithstanding anything contained in the aforesaid clauses of the Statute, a Professor shall 

always be considered senior to an Associate Professor, an Associate Professor senior to an 

Assistant Professor.

2.8. Retirement Policy 

 An Employee of the institution shall be retired on superannuation when he/she attain the 

age of 62 years. Provided that the authority shall have the right to issue orders of retirement 

of an employee who has attained the age of sixty (60) years for reasons of inefficiency, ill-

health and the like.

 However, this rule does not apply to those who are appointed on contract basis for whom 

the management will decide the renewal of contract for a further duration.

2.9. Resignation Policy 

 Any Member of the faculty in permanent service shall give three months notice in case he/she 

desires to be relieved on resignation or in the alternative he/she shall pay three months salary 

in lieu thereof. The resignation shall come into force from the date from which the appointing 

authority accepts the resignation or the date of relief whichever is earlier. Normally they will 

not be relieved in the middle of a semester.

 Any member of the Support Staff in permanent service shall give two months notice in case 

he/she desires to be relieved on Resignation or in the alternative he/she shall pay two 

months’ salary in lieu thereof.  from 

which the appointing authority accepts the resignation or the date of relief whichever is 
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earlier. Again, normally they will not be relieved in the middle of a semester.

 Any member of the faculty/Support staff during probation or if appointed on local/ad- hoc 

basis, shall give one months notice in case he/she desires to be relieved on resignation or in 

the alternative he/she shall pay one month salary in lieu thereof. The resignation shall come 

into force from the date from which the appointing authority accepts the resignation or the 

date of relief whichever is earlier. Normally Teaching faculty members will not be relieved in 

the middle of a semester. However, the management reserves the right to waive the notice 

period or the compensation thereof.

 

2.10. Termination of Service of and Employee: 

 The Management reserves the right to terminate the service of any employee whether 

probationer or regular giving 1/2/3 months notice or in lieu thereof 1/2/3 months pay. 

 The services of a temporary employee are liable to terminated at any time without 

assigning any reasons whatsoever. 

 The Management may terminate any faculty /staff whether temporary or permanent for 

the following causes such as incompetent or inefficient service, neglect of duty and 

physical or mental incapacity. 

 In case of doubt or interpretation of rule, the decision of the President/Founder Secretary 

& Correspondent will be final. 

 Not with standing said anywhere, any service rules, which involve financial commitments, 

will be subject to availability of funds and decision of the management will be final. 

 The management subject to ratification of the governing council is the authority for 

introducing, repealing or amending any service rule it deems necessary for day to day 

administration of college. 
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2.11. Code of Conduct: 

 An employee of the College shall devote his whole time to the service of the College and 

shall not engage directly or indirectly in any trade or business or in another institution or 

any other work, which is likely to interfere with proper discharge of his/her duties. This 

provision shall not apply to the academic work like giving guest lectures, giving talk and 

any other work undertaken with prior permission of the Principal. 

 Every employee shall, at all times maintain absolute integrity and devotion to duty and 

shall do nothing to harm the dignity and prestige of the College. 

 No employee shall, except with the previous sanction of the principal, accept any 

remunerative or honorary work not connected with the College. 

 No Faculty/Staff-member of the College shall, engage himself/herself in private coaching 

for remuneration. 

 

 Every employee shall ensure all possible steps for prevention of ragging in the premises 

of the institute. 

 Any faculty/staff members, who reports incidents of ragging will be given a certificate of 

appreciation, which will part of service record. 

 No employee shall, while being on duty take part in politics which includes holding office, 

elective or otherwise in any political party or contesting for election to the State 

Legislature or the Parliament or take part in any other election as independent or on any 

party ticket. 

 No employee shall take part in any act or movement, such as strike, incitement or any 

similar activity in connection with any matter pertaining to his service or to any other 

13
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matter, which tends to bring the College to disrepute, nor shall he/she approach the 

media with his/her grievance/s. 

 An employee shall not, without the knowledge and approval of the Principal and 

Management, have recourse to any organization/ authority, court or to the press for 

vindication of his grievances. 

 The Management in exercising the provision of these rules shall exercise the power, after 

giving the employee concerned, an opportunity to explain his/her case. 

 No employee may absent himself/herself from duty without prior permission. In case of 

emergency of proceeding on leave without prior permission, he/she must explain the 

circumstances, which were beyond his/her control before rejoining duty. 

 Every employee shall be at work punctually at timing fixed unless permitted otherwise by 

his/her Superior. 

 
2.12. Disciplinary Proceedings: 

No order imposing any punishment on a Member shall be imposed except after. 

i. The member will be informed in writing by the competent authority in regard to the 

allegations on which disciplinary action is proposed to be taken and is given an opportunity 

to make representation that he/she may wish to make in person orally or in writing. Such 

representation, if any, is taken into consideration by the competent authority. 

 

ii. No employee of the College shall be dismissed or removed or compulsorily retired or reduced 

in rank or awarded any other punishment except after an enquiry in which he/she has been 

informed of the charges against him/her and given a reasonable opportunity of being heard 

in respect of these charges by a committee appointed as per Government rules from time to 

14
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time and where it is proposed after such an enquiry to impose on him/her any such penalty 

proposed, but only on the basis of the evidence adduced during such an enquiry. 

 
3. JOB RESPONSIBILITIES OF TEACHER: 

The job responsibilities as a faculty consist of four components viz. 

 Academic activities 

 Research & Consultancy 

 Administration and 

 Extension Services 

A brief description of these four components as described by AICTE pay commission is given 

below. The annual increment will be subject to satisfactory performance in the above 

components. Each of them is described below. 

 

3.1. Academic Activities 

i. Class Room Instructions 

ii. Laboratory Instructions 

iii. Curriculum Development 

iv. Development of Learning Resources Material & Laboratory Development 

v. Student Assessment & Evaluation including examination work of University 

vi. Participation in Co-curricular& Extra Curricular Activities 

vii. Students guidance & Counseling & helping their ethical, moral, and overall character 

development 

viii. Keeping track of new knowledge and skills, help generate new knowledge and help 

dissemination of such knowledge through book publication, seminars, etc. 

ix. Counting Education Activities 

15
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x. Self development through upgrading qualification, experience and professional 

activities. 

3.2. Research & Consultancy 

i. Carry out Research & Development Activities and Research Guidance 

ii. Industry sponsored Projects 

iii. Provide Consultancy and Testing Services to industries in order to promote industry 

institution interaction and R & D. 

3.3. Administration 

i. Academic and Administrative management of the Department/Institution. 

ii. Policy planning, monitoring & Evaluation and Promotional activities both at 

Departmental and Institutional level. 

iii. Design and development of new programs. 

iv. Preparing project proposals for funding in areas of R & D work. 

v. Laboratory Development, Modernizations, Expansion, etc. 

vi. Monitoring and Evaluation of Academic and research activities. 

vii. Participation in policy planning at the Regional/National level for development of 

technical education. 

viii. Helping mobilization of resources for the institution. 

ix. Develop, update and maintain MIS. 

x. Plan and implement Staff Development activities. 

xi. Conduct Performance Appraisal. 

xii. Maintain accountability. 

 
3.4. Extension Services 
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i. Interaction with Industry and Society. 

ii. Participation in Community Services. 

iii. Providing R&D Support and consultancy services to industry and other User 

agencies, 

iv. Providing non-formal modes of education for the benefit of the Community. 

v. Promotion of entrepreneurship and job creation. 

vi. Dissemination of knowledge. 
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vii. Providing technical support in areas of social relevance. 

viii. Any other relevant work assigned by the Head of the Institution. 

3.4. Work Load 

Workload of a teacher should not be less than 40 hours per week, of which teaching contact 

hours should be as follows. 

 Principal: 4 hours/week 

 Professor: 8 - 10 hours/week. 

 Associate Professor: 12 - 14 hours/week. 

 Assistant Professor: 16 - 18 hours/week. 

3.5. Teaching Days 

The college shall have at least 180 full teaching day per year or 90 full teaching days per 

semester. Teaching days here shall mean actual class room/laboratory contacting teaching 

days and do not include days of examination/ tours/ sports etc. 

4. LEAVE RULES 

4.1. Casual Leave: 

a) The teacher shall be entitled to 15 days casual leave in an academic year. 

b) The application for casual leave shall ordinarily be sent before the date from which casual leave is 

required, an ex-post-facto sanction for the casual leave shall be ordinarily obtained by the teacher in 

exceptional circumstances where application of casual leave could not be sent before leave is enjoyed. 

Record of casual leave of the teacher shall be maintained. 

c)  The teacher shall not be entitled for more than seven days casual leave at a time together with prefix 

and suffix sundays/holidays. It could be extended to 10 days at a time only in exceptional 

circumstances. Holidays or Sundays falling between the period of casual leave shall not be counted as 

casual leave. The casual leave shall not be prefixed or suffixed to vacation or other type of leave 
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except to special leave. 

4.2. Special leave: 

a) The teacher attending the meeting/conference/seminar/any other non-remunerative 

official business of the University/College/Institution provided prior sanction is obtained 

thereof shall be treated on duty. 

b) The teacher attending such business of other University/Central or State Government 

Bodies/Other Statutory Bodies in India/College/Institution shall be entitled to special 
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leave not exceeding 15 days in a year. 

c) The teacher attending the examination work of the University shall be treated to be on 

special leave. 

d) The teacher who is deputed/sponsored by the University/College/Institution for any special 

training/teaching/academic visit to other places of country /countries, or is to be away from 

his place of duty for work on behalf of UNESCO or similar other organisation or under 

Colombo Plan or Cultural Exchange Scheme or Collaboration Schemes or under similar 

schemes of the University Grants Commission or of Government of India or of the State 

Government or of similar other bodies, or has to attend national or inter-national 

conference, symposium or seminar on invitations from organizers of conference etc. shall be 

treated on special leave for the period of his absence from duty. 

4.3. Earned Leave: 

a) The confirmed non-vacation teacher shall be entitled to earned leave at the rate of one 

eleventh of the period spent on duty subject to his accumulating maximum of 180 days of 

leave. 

b) The teacher other than the one included in (a ) above shall be entitled to one twenty seventh 

of the period spent on duty and the period of earned leave as provided in the provison to S. 

423 subject to his accumulation of maximum of 80 days. For this purpose the period of 

working days only shall be considered. 

 
4.4. Medical Leave: 

All the employees are entitled for Ten Medical Leaves (ML) in an academic year (1st July 

to 30th June). 
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 In case of Medical Leave, a medical certificate from Registered Medical Practitioner 

should be produced.

 In case of emergency, a special leave may be granted subject to the approval from Founder 

Secretary.

 In case of emergency / Medical Leave, the employee should inform to the Principal.








4.5. Study Leave: 
 

(a) The permanent whole-time teacher (other than Professor of the University) with more than 

five years continuous service may be granted study leave, together with leave due and 

admissible up to 28 months to pursue study in special line of research in India or outside 

directly related to his work in the University/College/Institution. If the teacher with the 

permission of the competent authority extends the study leave it shall be debited to his leave 

account or shall be treated as an extra-ordinary leave. 

(b) The teacher shall not be entitled for another study leave unless he has spent more than five 

years of duty since his return from study leave granted to him. 

(c) The teacher may alter substantively the course of study or the programme of research only 

with the prior permission of the Competent Authority. 

(d) In case the teacher completes his Study/Research Programmes prior to the expiry of the 

study leave sanctioned, he shall resume duty immediately unless he obtains prior approval of 

the Competent Authority. In case the teacher does not complete Study/Research Programme 

within the period of study leave sanctioned, the teacher shall with prior approval of the 

Competent Authority, avail of earned leave to his account to extra-ordinary leave. 
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(e) The teacher who is granted study leave shall avail the same within six months of its sanction, 

otherwise it shall be deemed to have been cancelled, and the teacher shall have to apply 

for the same again. 

(f) The teacher availing the study leave shall undertake that he shall serve the 

University/College/Institution continuously for double the period of study leave subject to a 

minimum of three years from the date of his resuming duty after expiry of the study leave. 

After the leave has been sanctioned, the teacher shall, before availing the same, execute the 

bond in favour of the University/College/Institution in the prescribed form. 

The teacher who has been sanctioned study leave for his Doctorate, shall submit to the 

Registrar/Principal/Head of the Institution, six monthly reports of his progress in his 

studies through his supervisor/Head of the Institution. In case of others, teacher shall 

send the report of the work done by him directly to the Registrar/Principal/Head of 

Institution. The report shall reach the Registrar/Principal/Head of the Institution within 

one month of expiry of every six months of the study leave. If the report does not reach 

the Registrar/ /Principal /Head of the Institution within the time specified, payment of 

study leave salary may be deferred till receipt of such report. 

4.6. Maternity Leave: 

 The confirmed lady teacher or the lady teacher with the minimum two years’ continuous 

service, having not more than two living children, shall be entitled to maternity leave, for a 

maximum period of 90 days, subject to production of Medical Certificate.

 In case of miscarriage, abortion, including medical termination of pregnancy, the teacher 

shall be entitled to maternity leave for maximum period of six weeks.

 The teacher may prefix of suffix this leave to other leave to her credit.

4.7. Vacation Leave: 
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Faculties who are in regular service are eligible for a vacation leave as per the norms of 

university and institution. 

4.8. Permission/Movements 

Depending on urgency of the mater Principa/faculty/staff may leave the campus for 

personal reasons for up to about one hour after obtaining permission from the competent 

authority. 

Competent Authority: 

 For Principal- Campus Director 

 For all teaching faculty/Non-Teaching Staff- Principal/ Senior Faculty (in absence of 

principal) 

(g) .
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Policy Documents 

The development of policy documents for the administration of college operations is 
crucial to ensure efficient management, effective governance, and the overall growth of 
educational institutions. These policies provide guidance on all areas of the college’s 
functioning, including academic activities, student services, and administrative processes. 
These policy documents have been established starting from June 2019 to May 2024.  

 

Sr. 
No. 

Policy Document 

1.  Mobilization of Funds 

2.  QIP Policy 

3.  Green Campus Policy 

4.  Policy for R & D 

5.  Financial Support Policy 

6.  Fees Concession Policy 

7.  Electrol Literacy Club 

8.  Examination Policy 

9.  E Governance Policy 
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 E-Governance Policy 
 

Policy for E-Governance Employing information and communication technologies to organize, 
carry out, and monitor various tasks is known as e-government.  
Additionally, it improves the administration and management of the higher education system 
and facilitates the delivery of affordable and convenient transactions among government 
agencies, institutions, and other entities. 
E-Governance in higher education system will allow various stakeholders to control the 
improved operational efficiency in various key processes like grants, utilization certificates, 
approval processes, feedback system etc. Higher education institutions would adopt e-
governance with more operational efficiency and visibility. The tools of e-governance may 
allow the colleges to submit the documents online for approval. This would significantly reduce 
the unnecessary duplication of work. Number of services that can be provided with the 
introduction of such type of governance. E-governance in educational sector facilitate the 
processing and maintenance of information, improves transparency in administration and 
provides faster information dissemination. It's applications needs a centralized approach in 
document storage and retrieval.  

 

 

Objectives:  

 Transparency and absolute clarity in administration, governing and admission process. 
 Help’s in cost minimization and timely decision.  
 Empowerment of faculties, students and encouragement of their participation in 

governance process. 
 Implementation and Achieving efficiency in various functioning of the institution. 
 Promoting transparency and accountability. 
 Achieving paperless administration. 
 Facilitating online internal and external communication between various stakeholders 

of the institution. 
 Providing easy access to information. 
 Encourage excellence, growth, and inclusivity in the educational system overall by 

utilizing e-Governance and ICT.  
 Making the college visible globally. 
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 In order to provide simpler and efficient system of governance within the institution, 
it is decided to adopt and implement e-governance in maximum activities of our 
functioning. 
 In certain areas of operations, including as administration, finance and accounts as 

well, student admission and support, library, and examination, the school has started 
to implement e-governance.  

 

E-governance in following areas: For convenience purposes, the policy is divided into various 
areas of operation.  

1. College Website: Information about all events, essential notices, etc., should be readily 
accessible to outsiders, and the website should serve as a mirror of college activities. A different 
service provider or web designer can be recruited for this reason. It should be accompanied by 
the identification of current employees who will be in charge of website management and 
updates.  

2. Student Admission: The students are admitted through admission procedure of Government 
of Maharashtra. Information on the admission inquiry form, courses offered, procedure, 
eligibility requirements, documents needed, cost schedule, etc. are all covered in a separate tab 
on the website. Changes in the admission the rule and regulations, related changes are made on 
the website time to time as per admission authorities. All the policies, rules and process for 
admission to various courses are followed of Admission Regulatory Authority & of various 
apex bodies (www.maha-ara.org, www.cetcell.mahacet.org & www.dtemaharashtra.gov.in). 

3. Student Support : College has established integrated e learning centre. Teaching and learning 
is carried out by all faculty members in asynchronized mode i.e with the help of chalk and 
board and other ICT teaching aids. College has adapted computer as well as mobile based 
academic ERP. Academic calendar and timetables are displayed on ERP (VM Edulife 
software). Teaching plan, power point presentations (PPTs) of lecture notes and other materials 
like relevant videos and animations, etc. available on the ERP so student can access from 
anywhere. Classroom teaching is supplemented online Quiz which are done in a well-planned 
manner.  

The updated attendance records gives information about the Assignments, Tutorial classes, 
Sessional exams, Curricular gap analyasis and content beyond syllabus etc. The ERP helps in 
documentation and easy communication of daily academic activities conducted, to students 
and parents so as to maintain the discipline of constant evaluation. To verify that students are 
understanding the material, assessments are administered online, in-class, and through student 
feedback. A specialized language lab is established for the development of soft skills. Language 
laboratory software is available in language lab. 

Free Wi-Fi is available across the campus for students and staff. For interactive learning, 
classrooms are furnished with computers, LCD projectors, smart boards, and multimedia 
systems.  For faculty and Students Digital library is available. E-journal, e-books are available 
for students and faculty. College uses Webex facility for conducting video conferencing and 
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online meetings. Wireless Campus (Wi-Fi) intend to transform college campus into a future 
ready, wireless-friendly environment with Upgraded Communication, Anywhere Access to 
Academic Tools and Resources, Students and Staff Access the Features Through the Web. 

4. Staff Support: The Employees' Provident Fund (EPF) scheme applies to both academic 
(teaching) and non-academic (administrative, technical, and support staff) employees of an 
educational institution, providing a financial safety net for their retirement benefits. Fees 
concession of wards is provided. Mediclaim insurance is provided for both teaching and non-
teaching staff. 

4. Accounts: For ease of maintaining accounts, the college is already using Tally software. 
However, new accounting procedures and regulations have made the purchase of additional 
software imperative. New software may be obtained in accordance with the requirements, 
which should be evaluated through discussions with accountants and other accounting 
professionals. The secrecy of the transactions should be maintained by using the proper security 
measures. Updates to the current software and training for the current employees must be 
completed on time.  

Regarding Fees: All the policies, rules and process is followed of Fee Regulatory Authority 
(www.sssamiti.org). 

Regarding Fee Reimbursement: For Economically Backward Class (EBC) Students / SE BC / 
EWS and Backward Class Students i.e. SC / ST / OBC / VJNT / SBC, Minority Students 
Scholarship is as per the Central and State Government Policies. 
(www.mahadbtmahait.gov.in/)  

5. Library: College library consists of facilities like OPAC, DELNET, National Digital Library, 
subscription. Audio visual room is established in library for studying video lectures. College 
has digital library facility for accessing e journals, e books and subscribed taking into account 
the recommendations of the library advisory committee. Extended library hours for conducive 
environment for learning. Recommendations of the teachers and students also need to taken 
into account while subscribing to these resources. Appropriate training to the staff and the 
students for using the e-learning resources should be provided. 

6. Administration: To deliver an hassle free, convenient and cheap process, maximum of the 
administration of the society should be handled with ICT based technology. All important 
administrative information including notices is regularly published on the website. Biometric 
attendance used for salary of all staff members. Office consists fully automated, wireless 24x7 
internet facility.  

7. Examination: It is required to administer exams online in accordance with university 
directives.  completing and submitting paperwork for exams, evaluations, photocopies, hall 
passes, exam papers, uploading grades, and more. The whole thing has to be done in online 
manner. When conducting examinations, the highest level of secrecy and confidentiality must 
be protected and work must be done with great attention and carefully. Under the direction of 
the college principal, the college examination officer is responsible for overseeing the entire 
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examination procedure. Continuous assessment exams, Assignments like MCQ or other 
assignments are taken on ERP (VM Edulife Software). Due to the college's affiliation with 
Savitribai Phule Pune University, all regulations pertaining to eligibility, attendance, and 
examination are applicable online at www.unipune.ac.in. 

 
8. Alumni: A separate alumni portal should be launched to improve communication between 
alumni. It should have features like registration, details about college events, notable alumni, 
alumni milestones, feedback, and many other things. A separate alumni coordinator at the 
college level can be appointed to oversee the entire operation, and the Secretary can enter into 
a separate arrangement with appropriate service providers for this purpose.  

9. Biometric: By capturing the in and out time swipes, a biometric facility will be installed to 
track worker regularity and timeliness.  

10. Committee/ Authorized person to look into the requirements and maintenance of the above 
e- governance softwares. 

 

Benefits of e-governance In Higher Education: 

Stakeholders of Higher 
Education  

Benefits of e-Governance to stakeholders 

Students  Individual login and Password for each student.  
Students can access virtual lectures and 
webinars. Improve means of education. 

 Increase participation in education activities.  
 Improved student access to information and 

high-quality services. 
 Substantial saving in time, cost and efforts.  
 Better Job opportunities and career advancement 

opportunities for students.  
 Students can solve their problems on-line like 

examination queries, result verification etc.  
 Social connectivity for association. 
 Students can submit their feedbacks to college. 

College  To Provide quality services to students.  
 Clarity in operations. 
 Enhanced efficiency of faculty operations and 

administrative processes. 
 Data can be accessed effortlessly. 
 Integrated e-Governance in pharma education 

sector.  
 Reduction of unstated operating expenses. 
 Statistical reports are generated instantly. 

Students data can be captured at source. 
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 Helpful for PCI, SPPU, DTE, ARIIA, NIRF, 
IIC, NBA or NAAC accreditation. 

Faculty  To know the latest syllabi.  
 Communication to the stakeholders for syllabus 

development. 
 On-line appointment of examination. 
 Sharing new concepts and ideas with faculties 

and stakeholders.  
 To get on line help for certain topics with 

experts. 
 Improve quality of services. 

Stakeholders  Improved communication with other 
educational institutions and stakeholders. 

 To get quality and skilled employee.  
 Conduct Value added/ Add on courses as per 

industry needs.  
 Helps for better industry related research. 
 Helps for increase in consultancy from different 

stakeholders.  
 Stakeholders can submit their feedbacks to 

college.  
Overall Education System  Long-term effects on organizational objectives.  

 Enhance educational system.  
 Faculty and student empowerment as well as 

the promotion of their involvement in 
governance. 
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FORMAT FOR PERFORMANCE APPRAISAL – TEACHING STAFF 

PART A – (TO BE FILLED IN BY THE TEACHING STAFF) 

1. Full Name of the Staff ___________________________________________ 

2. Date of Birth _________________(DD/MM/YYYY) 

3. Mobile No.s _________________________________________ 

4. Email Id ______________________________ 

5. Educational Qualification – Graduation __________________, Post-graduation __________, 

Doctoral _____________, Others (Pls. Specify)________________ 

6. Participation in Extension Activity (Explain Contribution in brief) –  

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

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

7. Participation in Examination Process – 

a) Internal Examination ____________________________ 

b) External Examination ___________________________ 

c) Practical / Project Examination __________________________ 

d) Continuous Evaluation Activities _________________________ 

8. Participation in College Inspection by University / Govt. Authorities etc. 

___________________________________________________________________ 

9. Academic Performance (to be supported by the subject files containing the following 

information): 
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a. Subjects Taught ____________________________________________ 

b. Syllabus Coverage % __________________________________________ 

c. Attendance Average % _________________________________________ 

d. Sessions Plan and its Achievement % _______________________________ 

e. Teaching Notes, PPTs etc. ______________________________ 

f. Question Banks ______________________________ 

g. Subject-wise Result % __________________________________ 

10.  Research Papers Publication / Presentation ________________________________ 

11. Participation in College level Seminar: Responsibility ___________________, As 

Head_____________, As Member _______________ 

12. Grants, Awards & Patents during the Academic Year ______________________ 

13. Guest Lectures, Seminars delivered outside college during the Academic Year: 

______________________________________________ 

14.  Consultancy & Testing Assignments during the Academic Year, for or through the institution 

/ college_______________________ __________________ 

15. Outside College Assignments: 

a. University / MSBTE Examination ________________________ 

b. University / Govt. Authorities Inspections etc. _____________________ 

c. Arrangement of Industrial Visits ____________________________ 

16. Within College Assignments: 

a. Extra Curricular Activities ________________________________ 

b. Co-curricular Activities _______________________________ 

c. Seminars / Workshops / Technical Events ______________________ 

17. Any other important contribution (not covered above) ______________________ 
__________________________________________(Please specify 

(   )  (  )   (  ) 

Signature of the Staff   Signature of HOD        Signature of Principal / Director 
Date -  
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Hon. Shri. Babanrao Pachpute Vichardhara Trust Group of 

Institutions, Faculty of Pharmacy, Kashti, Tal- Shrigonda, 414701 

FORMAT FOR PERFORMANCE APPRAISAL – TEACHING STAFF 

PART B – (TO BE FILLED IN BY THE PRINCIPAL / DIRECTOR)  

1. Punctuality of the staff _____________________________ 

2. Work Culture / Behavioral Aspects ______________________________ 

3. Keeping away from Addictive Habits _________________________ 

4. Regular uniform, ID card etc _________________________ 

5. Subject knowledge of the subjects taught ___________________________ 

6. Prompt to the classes ___________________________ 

7. Full time engagement of the class _________________________ 

8. Overall Students Appraisal ________________________ 

9. Information Declared in Part A is TRUE  / FALSE,  ___________________________ 

If FALSE, please specify____________________________________________________ 

Recommended / not recommended for regular increments / promotions / extra increments 

_________________________________________________________ (Please give specific reasons) 

 

(   )     Date -     

Signature of the Principal    

Approved / Not Approved by the Management Authorities  

 

(   )     Date -     

Hon’ble President / Hon’ble Secretary, 

Parikrama Group of Institutions   
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Hon. Shri. Babanrao Pachpute Vichardhara Trust Group of 

Institutions, Faculty of Pharmacy, Kashti, Tal- Shrigonda, 414701 

FORMAT FOR PERFORMANCE APPRAISAL – NON- TEACHING STAFF 

PART A – (TO BE FILLED IN BY THE NON-TEACHING STAFF) 

1. Full Name of the Staff ___________________________________________ 

2. Date of Birth _________________(DD/MM/YYYY) 

3. Mobile No.s _________________________________________ 

4. Email Id ______________________________ 

5. Educational Qualification – SSC / HSC _____________, Diploma ____________ 

Graduation __________________, Post-graduation __________, Doctoral _____________, 

Others (Pls. Specify)________________  

6. Participation in Extension Activity (Explain in brief) –  

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

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

7. Participation in Examination Process – 

e) Internal Examination ____________________________ 

f) External Examination ___________________________ 

g) Practical / Project Examination __________________________ 

h) Continuous Evaluation Activities _________________________ 

8. Participation in College Inspection by University / Govt. Authorities etc. 

___________________________________________________________________ 

9. Administrative Performance (to be supported by the office files & records containing the 

following information): 

a. Co-curricular Activities support ____________________________ 

b. Extra-curricular Activities support _________________________ 
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c. Compliance within time – Inst. Level _______________________ 

d. Compliance within time – University / MSBTE ___________________ 

e. Compliance within time – AICTE / PCI / DTE _______________________ 

f. Record keeping and maintenance _________________________ 

g. Inventory record keeping _________________________ 

10.  Innovation – Institute / College level ____________________________ 

- Your own work place _________________________ 

11. Any other important contribution (not covered above) ______________________ 

__________________________________________(Please specify) 

 

(   )  (  )   (  ) 

Signature of the Staff   Signature of HOD        Signature of Principal / Director 

Date -    
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Hon. Shri. Babanrao Pachpute Vichardhara Trust Group of 

Institutions, Faculty of Pharmacy, Kashti, Tal- Shrigonda, 414701 

FORMAT FOR PERFORMANCE APPRAISAL – NON -TEACHING STAFF 

PART B – (TO BE FILLED IN BY THE PRINCIPAL / DIRECTOR)  

a. Punctuality of the staff _____________________________ 

b. Work Culture / Behavioral Aspects ______________________________ 

c. Keeping away from Addictive Habits _________________________ 

d. Regular uniform, ID card etc _________________________ 

e. Cleanliness of the college / Institute _______________ 

f. Attitude _________________________________ 

g. Cooperation ____________________________ 

h. Dependability ___________________________ 

i. Initiative ____________________________ 

j. Communication and Counseling Abilities ___________________ 

k. Overall appraisal by teaching staff ___________________ 

l. Overall Students Appraisal ________________________ 

m. Information Declared in Part A is TRUE  / FALSE,  ___________________________ 

If FALSE, please specify_______________________________________________ 
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Recommended / not recommended for regular increments / promotions / extra increments 

_________________________________________________________ (Please give specific reasons) 

 

(   )     Date -     

Signature of the Principal    

Approved / Not Approved by the Management Authorities  

 

(   )     Date -     

Hon’ble President / Hon’ble Secretary, 

Parikrama Group of Institutions  

 

67



68



69



70



71



72



73



74



75



76



77



78



79



80



81



82



83



84



85



86



87



88



89



90



91



92

Ab
Ab

Ab


	93e22de9028985fc663230a43966c1a7b0c8dde30fee8d1289b6b493e80a2c95.pdf
	1.2. Selection Procedure
	A. Appointment of Principal:
	B. Appointment of Teachers:
	C. Filling in of Temporary Vacancy (Adhoc Appointment at institute level through local selection committee) :
	1.2.1. LIBRARIAN
	2. SERVICE RULES AND REGULATIONS
	2.1. Probation policy
	2.2. Service Book
	2.3. Assessment of Teachers Work
	2.4. Increment
	2.5. Promotion
	2.6. Seniority of Teachers
	2.7.
	2.8. Retirement Policy
	2.9. Resignation Policy
	2.10. Termination of Service of and Employee:
	2.11. Code of Conduct:
	2.12. Disciplinary Proceedings:
	3. JOB RESPONSIBILITIES OF TEACHER:
	3.1. Academic Activities
	3.2. Research & Consultancy
	3.3. Administration
	3.4. Extension Services
	3.4. Work Load
	3.5. Teaching Days
	4. LEAVE RULES
	4.2. Special leave:
	4.3. Earned Leave:
	4.4. Medical Leave:
	4.5. Study Leave:
	4.6. Maternity Leave:
	4.7. Vacation Leave:
	4.8. Permission/Movements

	93e22de9028985fc663230a43966c1a7b0c8dde30fee8d1289b6b493e80a2c95.pdf

