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ANTI-RAGGING POLICY
1. Introduction
Regging i strictiy protitiited ot SotindErya Insiute of Menkgoment and Schmtin {SIAS) The
Institiszion & comminad o peoviding a sife and conduche Jsarming snvironur=nit. free from any
forrn of rageing or Eresumenl Thds pofsy ouffimen ﬁ'rearr'mrrimﬂ.lmsu:m mesmre, sad
mebisng to cush migaivg witin the lesniitiors i lbve with tie Univecalty Granty Commminsion
(CHeD) Regatarions on Corhima the Menase of Razging In Higher Educational Institationa. 3009,

5IM5 phoids the foflowing principles 10'enmre a ragafns-free environment:

% Z=to tolesanee for ragies In any ferm |physical, piycheioziog, orematinal).

% Every stycent hag the pght o siudy inop eele vvirgpreend fres om mthnidstion ead fesr,
& Fromot and severs acton will ba taicen against those found guilty of tnidulging t ragging
4 Strict compliance with UGC and other legal guidetmea reganding anth ragging measures

3. Definition of Ragging
Accarilhg to UGE, seaging conutiives any coniflics by & snulint or group of siudints tea
camzes of s Tkl to cause physical orpeychoiogical Bam or rajge apprebeneion of Bar m
abaiidr srudsint Thiy inchsdes

< Verhal, phymioal or mental abuse.

e lidecent behavlodr. bclutig sevunl Hariseme

& Foreed aow thar may demesn or mimillie & ssiden.

& Frizncisl extortion of fomild sharing of belongings.

W Any art Thist disngios o gprudel’s sesderie perfonmafice

4, Messures to Prevent Ragging
T proure & ragoiiyg-free campe. SIME iplesriity e filloling Treventive noamites
& Awarsrszs Cammpalgns: Resniar sri=ntation programs for both new sidsnts srd their
% Ans-Reaging Commiltess A dodiogted An=Regping Committee il Ant-Heaging Squad
are smablisied to monitor student Intéractions and cresent tncldent.
» Dheplay of Infermangn: Anl.mgging postes and tnpers see dupbsped promuesnity
Bez5s the carmpun to ipieed Awareneds,



& Fenlmes Theinstimion movides aml-razging hempiitss ani sontact mmb=rs of
CopTRIEE-mETnoeT for Immediale SUpPpart m case of any incigem,
5. Anti-Ragging Committes & Squad
T siectvely sddress and prevent ragging. STME hae comprimires:
» Anc-Fapging Commites
The Amd-Ragging Conmnines compriessenior Souln membern, saff, and represéntatives from
The-srudisnt Tody: The comumittes iz responsible for enforcting the ant-rreging policy and
comeiuring reguiar rerirws of reporesd moidentz
% Chidrpersen: Printipad
Faouliny Raprezsnmanve|
Enrnify Raprssmmtintive 2
Adminlateative Officer

Batwin Arpresentative
Externai Representative [Exsernal -Pafiee radvocated NGO]
& AnilHagani Siyind
The squad consists of facalty members and admmistrative ssaff tasked with maimisming
vigilinse In clastroomy, and oiter canmpus areat to curh mesing, The wusd wsiertakiss wmprise
Ensperiinny ansd aetively meadlon ey’ activites
B. Procedur for Reporting Rugging
Scudentn who-face Or Witnear mgging can report the nciders torough ihe foilowing:
ehennels
o Infdrm e AntlRageing Committes members direitiy.
® Une the dedivated belpline mumiers.
® Submilt s wilttey complyint s the Priteina’s alfive
Compiaimts can be made aomynsonddy to proseet e ldentiy af the i
7. Actions and Penalties
Aoy sabif=nt Ieind sdfy of raeging will fare dissipliney sstion inciudeg but e
Feroared fo
* Swpenion from attending e
% Detrment from examinEcles.
& Ernprllalon Fem b= tnstintioe



& Cancstarion of admtissinn.

Crimingl procesdings tnder the indiam Penat Coga (7€) or severe sases. Al dacllons
wiill b hassd ob 3 Investization by e Anti Hapging Commitse Tollowing whidh approqrests
penalties will be Impoamd.

8. UGLC Compliance
This palicy edlores 1o the UGC Regulstiom on Carbitig the Menace of Hagglng i
Higher Edurntional Institunins, J000. Ay jer the UGC guldelines:

< Hngzmg in any form i@ cognizabls offenze under ndian law,

< Theinstitution wit mherti an snoua teport to e UGE regurding messurss tacsn 1o

preven! mgging and Soidents (I wny)

& 3 onling i ragiing afid nt o8 Thed by asch sdett 3t el prrerts throiph
€, Counselling and Support
Victims of regging will be srowided with counseliing services (o heip them overmome ony Saams
an regin copfidencs. The nsmuilon s oommdited 1o supjetng stuzenis frauh profesions
sounsEling rervices when nesded.

10. Canclusion

Sondsya Inshite of Manzgerment and Seiane fosiems A cultirs & rrsinee] respact 2t
Ecimvenesn - Any vicledon of M policy WIE Ue deal with atemiy 1o ensire 3 heafithy etagens
atmorpherefor all susents.
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EXAMINATION POLICY
Controller of Examination

Seslarfacully pmeniter sprves as b, Coroders of Exarsration (COE] witle e Frinsipal perves
on Chied Comtrallér of Edhminitiong lesling the Exsminhibdh Commiites Effctive
management of college exsme (beth Formariy= and Summative) fafls within the porview of the
Exanaination Cdmiminee, which ls prealdid by COE.

jrﬂafcmmmﬁm'nfﬁmmﬂmﬂﬂm Frmopal
|

Cottreller of Bramiations (COE), UG & PG | Prefessar

| Messibers of Eximinations Crstitittes Fasty |
Facuiry 2
Facidr 3
Fasuiny 4
Facmityt 3
Baciliy ®
Exarm Coll el ] ghive o ver e durgplilinskabi iy




il sl

Evam comurilitess are responalbie foe handling pre-evarmivation logiitles, nterding quesitan
papers lo the required formay prinfing question jupens, Jettins up skimintion o,
facilitating questicn papes-distribaion. snabling invigiiston, sthd mnking surve that sxeminstion
ate yom ellicleintly sl effectively with no reo fir ey foom of aulpeaniice. The comminee dleo
makes-mmshat the approoriate subiess facufty 1eceves the bundles of pafhered anmcsm once
thas wiien b it

The COE: dlsey rnksd sured thad ihe sxamindton offiée Féceives 3 hald odfiy al the bt
swt=mEnT and that the valushie smower acips e rettimed to the stistents within =n dsyrof
the vl of t= inilera] =i, The stk f= also =rubded o the Cplr=gai=i

Tt & st has arfy campEn Shaur the Sxany. tha il alss faken cime of They can wrire i the
=wam o=l mal] pddres on diesly contscl the COL

Bangalore University Examinations
T examination commmilites Works 10 srmiire thae the sml-ol-semestar ity sxaminatiom
i consdueted smogthiy eecording 10 i schipdie. The pronedurs emsils oftasing « gueston
paper from 1= unbresfly, asdignin= an ioviztetlon =k, md giving e woom Invictatoes
Errepticn pRESTE and mapousn booklsrs After (e end of oxame answer bundies are colieczed,
paried and sulimlted (o the unbversity.



2.1 Introduction

The Soundarya inrmite of Monsgemant sal Science oca=d In Benghlnre Iitle, s maisgesd
£ the Semdaryn Educational Troat (5871, wiich is ocmmitted 1o the idsa. (hat the fommdanon
ofediivation Ls the édieation of this heirt The menbers of SET bre committed 1 aclileving tie
rofisge T Thmes maTn oA TmEermATion, exteiEnce, and sfficency.

The College has established the Expm Cell 09 a8 progciive messur=if ascordanee with ts gim.
Since lee founding in 2007, IMS has some 8 lonz vy towerd pealiving its ahijeciive. ond 1=
ereation of e Exam Coll masks yet anothur entieal terimng polt Eralifishing £ sfneln, cming.
sifge, effartive: adsptable, Tanaperdnt =y=rem It ths man chsl of 5IBG' Exsm C=ll TS
mothod will muintss otrics iolersane for untaic snd fpeliective anivities whis guarameeing
ereptandy et tEOlE (ESIng alkd evikuition prc e,

The Evem Coll yesks 1o expeciile the svumiinalion process Uy ehbicesing b praciines suid
PETIDG CIHTeRT- IeChnniey IO aperation. Tois Wil ental crestng NEORcUs examy echedes;
FUNEENE resoEEs Efemven, reieesing Tndings an foEe, and predeiving the waikdty of

Exam Cal alss works 10 proviGe an bmparal and aipliasie assessmant ystemn et sippons
sendens development and academic mmegrhy- It will seskz ro g nid of any moonrRemcien or
wwaelhicsl bisbaidour that could jeopardiee e rellabdlley apd guality of i tesis

The Sam Cell ot SIMS wotks to provide 3 weisoming atmoaphers for seschom: md smdesrs
By being dadiested to efcianicy snd quality. The institution hopes o promossie students'
intellecriaal and peroona devskipment By provining & Bustwsriiy anal rellabis asszssmant
wystEm, EErEly [resanng e for poesiliEner and cmengss i 1ol egre

2.2 Vision " Envigtoning o hutime with courage, coifidenics and eomimiment.”



2.3 Mission: "Our misEsnls 1o Geveiop 3 FronE, aniimr-edge-syetem that 5 povwered by
sectmology. This syzt=m will gusiasss the highest Bvel of reliamiily in all ssting =nd
ameEgme procepsss sine towill be sxtremely effacrive; Textle. and transpa=nt. We uphoid
o geeg-toleraice polley and velinmetdly denounce any Loyt of effeive actlons®

2.4 Objectives:

Tha (Hfje= of Exarninations st SIS hespet for) eevers obestves with = s of cresting o
Fralnation

Th=& obiacthret Inciuds!

1. Making Certain Reliabilitys The (Mfior of Exammeron upes stancdardiznd ssssusment
tecimlglies I ait eftont o provide sxtrentely dependible testing systemds. This will support
pressTving tmiformibty and equiy In the ateessment of the knowiedze and abiitoes of the
shiidaitts

2, Efiminating Unfair Practicus; Regading undsfr and |r=fective practices, the Office of
Examination &8s & Tereiolermmce podoy. By pusramieeing Ihar tre B po exam-related
misbonduct of ¢heasing. it abmy to =vel e playing faid for all studetits

3. Improving the Intezrition of Technology: The Office of Examination acknotiedzes the
roie thet (Echnology ple I copsEmporsry edus=tiol. In otder to improve sfcienoy and
streamiine processes. i Enemun 0o (iegrae techineingy bio s jesting and assessinent
procass Dy making use of daia monagemenT s¥atems; onkine pladerms, and other pestimen:
4. Encouragement of Flexibilityy When condincsing sxami. the Office of Exammation amp
1 e & OeXible appironch. By alfertng otber teating optdis o stideaits with dalglie teds of
ciroumptances. | seebie 10 mees the dilferers needy of the stlldent community,

5, Heeping Openness: Treniparency |5 given a prioriy i the Office of Deaminedions
pEeratienn |3 atRoipis to Seep sxam srhaduls. pollnies, procédures. and sealastioy standsrds
clear and consistent n cammmmcationn with tiodenrs, teachers. anit other staichniders

By sccomipiishing these guals. the SIMS Ofice of Exsnination Hoper th cteEs a swong
sxamifaion system thal preserves flie princinles o0 eautly, dipendalillly, efficlsmy, aud
sponness, aitinmtsiy sdvanong te matioton's growth and sendard ofaducation



2.5 Affillations:

Aa thp central pempatent of edivestien SINMS Beogdhimu lntle siresses hean eduteiomn e

the direction of the Sounderys Educatonal Trost. The SET hes effectiiely offersd top-nonch
highet eticesion it tndis for sbaiil twe enniriee Emn=s 1o lis vairtsxpenance:

Motiwaradd by & vislon of Srwvery, stovmance. i dedleation SIS e e BeEm Ol
graniad e sesmiess apemmgn of exsme. SmpsThe cofizge’s Touaidmg in 3015, thez in .y
arstfEr noyrwerty scocopliphieent,

The Office ¢f Ezaminedjons at SIMS 1o primarily focmed on CEating & comprehanaive and
cutting-adpe-aystein The testing ard sisessient gracetsas i this syztem are desigead to b=
extrEmely depeminabis and 1 b= clr, sdeptable, amd sfficemt, The Office of Prmmination b
dedicared to uphoiding o poliesy of 2ere talerane for smius: and feffective practicss. o
tlpnificans s ranismber thoe Bangalere Universiny and SIMS 3me cprmecned. A o pemifls the
Tolage foliows Be guldeineg angd peoceduses; apaniandd by Bangsiore Universiy for exoms,
Becelise i Usiversity Exanination procedures ave set by Bangutors Universlty segulations,
the Callege doze not have dimedt miiemoe over themy,

2.8, Conduct of Examinstions

The SIMS in erremely rerious short the way exams o conducted. The Office of Exnminations
wits formed by the College with the goul of upholdlng high standusds sl goarsnteelnf llmesds.,
This it fr devered to cresme and ==cuting =n sEminaton fym=m e & cutting sdgs,
trissezgarend, Dexible. pead effi=iend I oo of Iecuiology

The Officé of DEmmation: ot IMS mivee 10 s ssremely dependanle metheds for
arzemmenis and fedling Toey mve o oo poey of 10l feleetng woiicd of nelecive
wehaimotr. The pail of the cel s to develop asniss depar=tabis téstime Trerédm that oah hata
a tig nupmber of oz, Tha Office of Examination at SIS tomrees o expedite the exmmination
process by employiing cufingedge teclnoioy. Thelr fsin apjecihe Iz o offer & aake and
effective sering where Bds oam Sxhibis thetr ablitiee. Additionally, the affive se2ks 1 eneare
Vst the svaluston process i renepesent aned fron of eny Sssss or anomssiss,

Additionslly, the ' Oiltire of Fhieimetive ot SIS Ly dedtiented to follerwity the pelliciide sed
procetures estahiithed by Baogaiors University. Thiz meadees quidng som the scom schedule



36 mooessibe foarwesks priop oo the fined examy: o well in advinee; TUisaigificant to pemsoieg
that the ymiceminy reraime the nrthoriny te alter (b= s sehedile s e

A7l things considered. the foundng of SPMS Office of Exammanan s 4 crizizal step tn regizmg
ifee caliepe's inlssion b quatity. chnge ars eHectivens= In M= clammin

S1NS hae intpie=it pestain aitshnibicd gildebms lor atullenty tekelig nmdverdity exsmm in ords
1o protect asademic Integry mu the standands exteillehed by the udiversity, In order to snpare
comgiiEncs: It s impei=iie that shudeiss héezome-abijuzinted with thess reguilstions

The Labeirsiny =it mintmum sftendance requirementy of 755 i all pdvaen for gudact o B2
whgmie to appeur i Uuversiy, Exsmunations and 553% inoull mubiersy jor stydenia oo oe =hgiaje
1¢ appsar In Formuitive Assessments The College smicily complies with these requirements,
This accentuntea haw' important B i to artend clams every day of the aoadsmic year

The unfvernity semester expme will not b affered 10 my stadent whe disobeys: (he geners]
stanalanis ofB=havionr, diecipline, or cxife of condess This b an mporomt pola: te remmember,
Thoz o consnue (o be siginls for the exems, graderes mesp acc with the highest mors|
churaewr and follow Wl coltege pollcles.

The Coflegey dellication 1o preserving am smomhers Uit mppers sficlent leaming and
acsdemic slvanceinent is demonitraiad iy the crestion of the= siandards The Collegssee=
t0 peotect e Integrity of the exmiinition process s give stitens arcess 1o an squitatile and
TFEnSparefy Svajusion sysiem Dy gusranteeing & high jevel of amendance. anc SRCoUTSEng
Alsripine.

Conpegpenty. It is mperative that esch and every snadsst undemtand these attendance paficles
ikl svialte iy elfsit b Biliete 10 theth rediilstly. Sitents who do tHil Wil il only mised ths
seqiireeanly 10 like pant I the University Ecaminesions bt they Wil alio advance both
acadermicalty and psmsonally.

2.8 Hall ticket issuance:



Dine of the mmost mpartant pas of the examination aysten 1t |ssuance of hall gokeia, winch
ks conimilad by Rengalore Untversity policles. The rocess o peovaing stutlams with bl
paapez can be supumed ap s flows

|

sctmemion Ferlod | BEsmnpalars Liniversity/ UUEMS publids the window for olisgE roll

Sindent Ti=Ealla Uplond The UHCKNE Fors] mesves 3 slecronis afilos] of the

Fyvical Verificesion: Sargalore [iniversity phsically verfies fhe documenss on

T v

Admiszlon Approvall Semmsiore Lolversity wees the URICME Ponel Lo provids
- S patsitgts followg. careld

Hall Ticiet Uglloud: Singslors Univorsiy uplosdis the hll pasiies onfo th nloset i

advance of the University Semester Examinations,

Hll Thekeet Diwzrrbsicn: All shadent 3l pezpes are downiosstad by the ciflezs and =m

w gualified sudents vie tless cooedinatces that the coliegs gppcing

Announcement of Dates: The dates on which poydents will reczive their hiall pasves are

dimeminced hy the zollsgE.



E i . I.! E I » ! .|..

The {ifice of Examimationa shall prepare and anmounce the calendar for warions events/
actiuleles. relebed bo e acoderiles il condiel of exaniiobdlohs,

|I'|i"ﬂif'ﬂil-  DATE

Cotnmencettient of Classes

Tims Tahle md Subient Aliotment Submibslon

Asslgipmens (n Optlis

Pormutlve Exam - 1 GF Sulimindie by Gaidy to FAC

Farmative Exun - |: OF Subimbusion by CO2

| Commencemsnt of Farmatnme Sxam - |

Uplioating Formagve Fxam — | marks in Opoa

b

Ihmmﬂ'iaﬂpi_n::

| Formative Exam - I QF Submission by oty o PAC

Formative Exars « |} OF Sucadlssion by Program PAL o HOD

| Femmasiv= Baam - 1T QF Sismianion by OOF

Commencement of Formatve Exam - [

Upldaiing Fomativr Exs - 11 marss 5 Oples

[ Uploading of 1A rizarie n ULICWE Foral




EVENTS ‘-nm
|

i Lagy wodking [ay ’

Continuous Farmative Examination Rules

The SEME ndrmiaters tve exama a0 =t of S0 Contibooas: Internal Assémament | |CIA) Sy
serresier The firet bs the gne snd & halthour Firgt Interne] Exarmination. o e secomd 1 the
threa hair (CBCS and: mat-and 4 Hal-hout' {NEFP) Model Exemnination & saticipatdon of B2
entlof-vemiester Unlverslty Seaminutan These tests are admlidstered rlgorcudly [
scvordance with the Universit's protoco] (gneston papers, sextng chars scheduleste.),

Epn sulyjsce Has b 405 pasdlog grbde. Both Formative and Swrimatve Asdddimend exsuny s
wiighted tn the camitanion of the 14 grades Parents and suardiang can also track sheir ward's
deteloprrisit anid pefimminibs by viewing the asaesitnwil mieilds on Optrn Technolbglen th
Pereriis and guerdiang are inforsned abomn thely sudenes petformeance on the Firn Formative
clmss truther and the pannit/ guesmlies dequm each Sucents ssademic perfgrmence.

The tolege ce=ntlar lis the dted of off schedoled CIA compoients. ihchiding Ssme A
ummmumﬂwﬂuhrﬂ-lhuuﬁ'smut lpe scteddilli s relusved Exasnipatinn atlentanee

4§ requives, Tomise the intemal sxmninations, vom st shiain prior suthortzation from e
ﬂ@@lﬂl!:ﬂiﬁbﬂ!lﬂ

To be glighle 1o writs fhe Intemal and Model Examimnations a canditate mmnt have #t jeant
¥4 attemlaniE Hh sael £oui o,

The 10/40 matks alloced fr e ftemal svabagtion will he spit up bito e follswing
cREepaties:

For CBCS-Aepeistars. T04k mintinn ate allotted fir iiternal smesament (UG & PG). 1n allgrmsn
witli the oty of e Bengsore Laiversy. e internel sssssament marss thas be boed @
anendsncs. nesignrhente. seminars, fifs thtermnl examinatics end modal sxsminastcn



TR Bliies Adiotes

Art=radance &

-
i .
Semiar 3
B It Exemintion L
Mol Egrnivintion b4

* e
Thitl an

-

40marks assigned for intermal assessmint shall be dlvided into the
following componont:

For NEP programmies, 4% msris aré sintiad for fmemal asssament. It algmment with 1=
narmit of the Fangalore Untvemity, the mtemal sssesoment marks shall be hased on atrendancs,

Azstihen [D




Precsication ’
Fiormiitis Examination - | (il
Fiprmptriin Exrmpamem - [ | il
Totnd 44
PO Component [ | and Tl Sam]
Companent tarks Alloteed
Atteridance 3
= MR Tat (e {1}
drrar ) d (i v
A 3
Preszitatior, 1o
Bodiy ¢ b Eivide |
Teitaii i




PG Component [ 111 and IV Sem]

Cemponent Marks Alloteed
|

Asenidance b

T Festerrrinl Tee erran] 3

Laae Syurdy Propazation (5

I!ullu! By et " 1
i

Tl e |

Academic Depository and Repositery (Digi locker)

The toilowing procedures sre 1o be followed for lasuing the certificates is specified:

i Ne | Chriitietne Brocedune listld By | Losard T

H Bangelore Uplvenily | - Provide Copy of Tde Thie | Offize of | Stmdenis
Warke Card Ceriifirats Eramnisanee

b Pmviskml Degie= | - Provide i phisiiocom: of ene 1ot | (e of | Hmdatiis
Comifiems (PDX} | of digree marks cands adons with | Exembrations
1R FEC papimes =osiit.




SN0 | Cemificates recedure: Bomaly | bemdTo
3 |Demes Comiicam |- Provide Copy bf Mo Due |Ciice  of | Smdents
Coresinn ‘Cetitfirate Eummiics
Clertbicaty
4 Tranzfer Capificite || - Sulimica TC requsstlesterfrom | Oflee:  of | TC %l be
e jerming ctlege | Eraminaas | e 3
- Proyide n phaecopy of onr =i el o
the T paymmmni 1medipT cEneerned
Cotige
5 | Digilocker Reposimry | - Downiosd the Digf focker App | Bungalore | Smdenmn
Procems o view [fum e Play  Sidee | Upleesmly
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7.1 Provisions for Students with Disabilities
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7.2 Appointment of Scribes

Corudleates wie msed the tequitensars set b by e SIS aid ane gualifled 10 wee setibed
seTiced may Ue appaint=d bE the Chisf Canmolier or the- Controlley of Shammers undey the
fellwing drenminEroes

L]

Arywhere b fhee otk # disablliy covrificale et by & qrliiest me=lics! stfrarity bs
TCHTORE |

Studense with diaahlitles sre permitted fo use Scribe's facilibes: o Students with
fzahfivies gy chopee-10 vl thesr e Scrfpe i given advance nodioe

The scribiedezlynnee may o helet & pesition with the Csillegs

He or she-cannot be aelarve af oné of fhe apEtcants who in tikmg he test

The e=tibue'y welrmilonad bedeuraund stiest be loders thap the dandidsey’.

Yo st et g preforne o the soobes mat inchades a declarption

The proforma, cnice algned bie the scribe. needy tn be sent 1o the Ecaminghion oifice.
Lisng the=nibe serviop ige=y; aZ regerad miormstien needa to be emered whils SEng
out e Ikt
Exunmyp for students with dnobimes ape heid ot the exammanon cenme, and the gfiicz o
seoesaiiile (o students with dibgbliltles. The examinniion ceutre provides appropriate
sesring ammngemens for sdminirering exama,

Cinxlidates with ditiabillites whi spipert fof an exdmbietion see grantéed e fobwlog
‘Eiatte. et on e e dnd extent o their deabifity. ubject ta SIMS:mEndaied funms,
Compensatery tins fér the meminaten b510 be siven to individuals who are permilited
m ysescribes 2 por the conesssomne mentioped balow

Qrievance Redressal

Any type of grizwance that he student might bve periaining to CIA, Intemal nd Extemal
Exmninathons, o st Bt be dizusess] with =2 conceine] Clas Coordinstor 4 Progron in
chergs / Aviistare Dean. As far as posuibie. the problen: shudid be resdlvad dt thld fevel

Mafierz 1=t sw pot reealved st e classropm evel must. be Srought 1o e opoee of e
Grieiiies Redraisal Commntiis

2) The grisvance it le stateel i the folliing proforma.



bl Jrsust o forwarded-so the Conrdnatar of e Grisvence Redressal Conprmntes thiough
the= Comrnil=r of Examinations

©) Tha Grevence Redresgal Committsa wifi mest at ingat three Gmes in a yes, twice after
declaration ot end semiatet vesits Lune & Dscember), Depending upon the wrgericy ot
the sltuangr, fhor mesimgs conld he called for

) The Gilevante Redredssl Coimiitde canl iivvite Hiw Stleil Counsellor. e Sttt
Tk reported to Sain the medting. depending on the namre of the srievincs

€] Thit Grimvatie Rrcirestnl Cotstsiittne will tturet i discuss tha tnater. The docliion of
the Copan|iee Wil be ¢ompmbeatid to the Chisd Commaller af Ecepiintion, Conjsalber
of Examipation: and the corcemed pardes, through the:ceapdinsror of the Grisvance
Compibes

0 Al maiacoces o he. examination and ntemal aasessment will be referved 1o the
GHevatics Badresssl Compsttis The Comanltee Wil provide a tir Shnce o) s
stiitime seosmest of nsUpresiice amd ity sl thier Setinig tw e Contriler of
Examinstion.

The Crie Controller of Peaminatioin and Contrelier of Svaminaitons will tilke action an the
repont of the Commitzes
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GRIEVANCE REDRESSAL POLICY

1. Objective
The Grievence Redreseal Fojicy dtms to prowide a ranaparent and fafrprocess for addressng
grigvancesraized by sudemy, fstulty, msl-and other atakcahioldely of Setndstys Tnstinn= af
Mamsgsrment and Schepe= (51M5). The policy stromages opmn camemiinicaticn swl s
fimedy resalution:of {ssues (o maintain & poattive eduolbonE] AnvEroTIent:
2. Scope
This pellcy appdis to grinvemoes related Lo
& Acgrlpmle jesanEd
& Admislyrytive seryices (fieiliter, procemyes ¢lc )
% Infraseraccure) omary, and cther sUpPGTT SErvices
& Any cihiet marter consiong dienalislastion amng sk bnidery
3. Orievance Redressal Principles
SIMS iz commitiad e
o Providing afulr. eficléne. and transparen me2chahlsm (o reslve pevances
<+ Ensurmg that all griesanoes are handied confentialty and witheus hiss
& DHeliy b opnorlukiny for afl partiés to ke Heard,
& Brolibiiing tetalistion sgsingt tobe who e gisvidnoes
The Grizvance Redressal Commmittes js reppanmibie Sor adidressig compinints and
ety thelr 1escintion.
The commitize srristre 1y & folldwy
% Chnlrpersan Princiog
» Faiully Repreosniatine
% Famiity Reprimentativel
o AamintsrEtive Officer
+ OSnedent Represemtarive
w External-Repvenipme [Fafjee FAdvocate WG]

5. Procedure for Filing a Grievante



|. Submission’
& Crisslanc=s mues be mihmited in wiiting (o the Administrative Office of the

Mt
& A Qrievinee Form b3 avaliable at the Adminkstrative Offide. This Tormn reqguiltes &
detalisd descrinton of the issue, e partiss invoived, and supporing documene, I miy
& AMestisiively, etidests of stall map subisit grievances thibbgh snall tio (he dssigrit=
Lrievance redeesaal sonall addresy

< Acknowledgment
& Upon iscept al d grevence. the cotrered Hise will sedmowletge ibwitin 7 wadsng dag,
confirming i alesmancs for review

3 Imvestigation.

& The GRC will nvenigale (e matier thoroughly by gaibeing mipemiston fherm sfl
oncerned partes This mey tnvolve meetdng, consuliations, and document Teviews,

& Both the rormpilssmest il e sccused | = Will be glees an oppormimity o pressmt
thaly sille

© Resolution and Reporting.

& The GRC Wil tasus Itx fniffrios & recomimendatons witkin | Fworking davs of
recniving the commiaimt:
 The rzeolirion will be cormmmanicatad in wiitng tothe compilzinat and rel=sant partag.
4 Appeal

i the compleipenl i ol pattafied wWith te outcome, ey con dpgee=! To the Priesiest i
&tesiew of the Aecislem within 7 working days ofreceiving the resolutm

8, Timelines for Redreysal
Process Timeline

& AdmowlsdigitEm of Gifevanics Withis 2 werkdng dayve
% irveutention and Heatng Within 10 weriareg dayz

& Pl Reenlution Within 15 woing dais

& Appesl (I required) Within 7 workiie deys of resolution

7. Confidentiality



All ErsvEiived will be Handled wdth ttthost confif=ntality to prot=ct the Interssts of the
sonyiaimEa and the keEtitt gt Cially thess directly mwnbved lﬂlhEIrr'mni.ﬂahm and Tesciytian
process will Bgve gcoess [0 e details of (e arievimes.

— aliatt

SIMS ansries tmt 1o one b peralized for subiirdtiing & grlevance in good tsal. Retsllation
against & compiatumt-or any witrkess mvolved in e grevance process will requirin
Hiecplinary actian,

#. Record Keeping

A réoord of all grisvancas hel the actiohs k= vill be midintained bythe GRC for a Fricd of
at b=t 2 e ficam the dite of resolithor. This will help st tramsparssry e
Llsns il =lTHAT

This Grievanre Redresia Foloy will be reviewsd pericdicaily tm & i ramaing sfectve and
aligned wlil the isiinaions goils and Jegal teyuimenty
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MESSAGE FROM CHAIRMAN

Denr Faculty, Stall, and Adminlstrators,

Greetings from Sonndarya Educational Trust!!

I sm dlebighted o ywelearrs o w the fupily of Somdsrvs Ginug of Tnstititons sl
extend inw hearticlt snprecintiom for vour cammitmient to our misedon of Imh:rmg
knowledge, tmnovation. srefioctual and ndividual growth. Scundarve Groap of
Insthihiztions are simmeivrered amal miiazed by Sounderes Fduemomsl Trust Regd.

With decades of expenience m the feld of sducaten socomrmemed with o porpees (o
ysive the Society ot laree, we at Soundarya Choop ef Trshimtions resopnize thas ot
streugth’ prmerly hes inoour Emplovess, We proftiote utmost gpstiness and
trapsparency across funciions that are pecessible o all

Ny pomemitméit i 1o protide the Quality Eduedtion that js comirstend with the
civzsgma weorld through best human resouress ¢ be nihlled by dedicared reachors
arnd w1afl hike you all

Hewig o etrong end anbiral sdvocate of value-sddec education aver the wructiided
wyllabun, T firmly belizve in having an enbanced Inchoiry Asademic Tnierfaes and

CXpOsie B extanive expenertial lemiring sed holistic des elopient

As you embark o thee jourmey together wth us, it i craaial that we align oureelves

with iz highest stndarls of professiomelies, infegrity, sl dedioution to oar
sindores snd cormmmmnity.

Chor Homun Besourtes Manmiin] séroes s 8 compuss, gidbng v bn'our prectices and
polictes to enze fmime: msparency. 2nd cibcicncy I every sspect of o

--_al:hu:u:-ﬂﬂ-f-'w plavs @ vl rofe in whaping the fumie of oue matitution and the

bves of o stmlente By uphioliling the prasiples outlined i (s remal, we
remnforee owr' collective responndbility to keep an melusies respectinl  and
Kipportive ey iommend where everyone can e

[ encourage you 10 feeesil lanwe Yourselves with ew nuinis] thoroughly and utiee o
n p reterence moyowr datly respormibiliier. Lt we werk toacther to uphold oue
inetrtution’s valises and avhies 2 exocllence m all otir endeaours,

Paged af 13




The gmdehnes and the procedures |fod doem in thus Mangal describes about the
exating R Poactices. However, the Masagement’ Tnm sessrves the nght to
imterpret anwnd suapend or withdraw vt or wathomt any aotice, all, or any part
of what is comninesd hevetn the muontnl T the interpeedation of ay poldelme, pulicy
and procedures:coveres in the mamial the Charman®s decmion will bo final and
bmdmg o all the employees of the Ioititutrons

thaml you for jotning hande1n ouy dedication 2nd contribution (o orr shared vivon
por sducsticeml and overall excellence

Wizhing you a leag-lasting relonmehp sl & prelific Cereer af Soundarys Cooup 6f
Enstitvtions.

With Warmest Begards.

CHATRMAN
SOLNDARYA P MANJAPPA
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AROLT SOUNDARYA GROUP OF Institutions, e...

Eutablivhed in the veas 1993 with sim of instilling excellency and muuleasing the
vidues m the young shindi the pritne objective I8 0 bopoot qudlity education
vhisiding the traditional impact. Seundarva Group of Tnstitutioos ban two campuses,
Hovmoer Cantps o) Soupdaryn Nagir Camiiy in- Baugalore where quality
echiscation is inyemted frorm Montessnni t hipher educstion.

Sousdaryy Group of Inmarmon o well stragipred for groommg sa sudenss for
x2ademie oxzollones, encascs and envRseEsy srowing with: talent sxplores potential
abilities anel ervihles exferimerils in lewiing piddennes mid values. Promoles the
szl ind perforring art, endianges e mental snd phasical srength titough ganies
and sporte

Sounlirys Group of Instittions b cmereed = the paragon amimyg the leadite
Ediseatnypa] Tnstfbtoons The Tndtitition |y the froi of the great' yialon and sifet by
oirr Trit Members of Soundurya Edssatusnal Trowt who wre wgll rqﬂn:ﬂ Eot)
amigent pessenaliies. wWho have besa dedicanng theie valaable sarvices @ their
cormmitment in provifie guality edusstion for afl-round excelloncs to its anlenta

Instiuilogs REN BY SOUNDARYA EDUCATIONAL TRUST: -

Sounderys School - STATE si HovVunoor Campnis

Soundarya Sshool - CBSE at Havanoor Campus

Soumdarya € omposile PLT College ot Havmoor Campos

Sowdarsa Arts & Commeres Fromns Calless at Hevanoar Campiss.
Sowrideryy Central SchooCRSE o Snundmw Watger Canipios

Sounderya Tnsiputs of Mowgement & Sciznce st Sopodarys Nagar Canygous
Sountarys Codlepe of Law ot Scanduiy Magar Canmpus

.\juﬁl_n.h.L,u!..-l—r

The Team SET 1 well versed commmnied and dedicated for rendertng the serace of
prosrating the Holistie snd Quulity Edimstion oo the stinlents it culinules
cresmvity, tourishes the culture, ensiches the lmtmdedge. indilly, lntelhoence,
wherpens the: shella exploces the tabents nmd erspowers the excellenee;

VISION & MISSION

VISION:

The VISION of SET 5 1o ensure quaitty education and 1o ensble stfenty to face

the oAt eTIpOrE Y, challenges of the world with SOUTERE, comfidence &
:l!l:l.mutl‘nl.':ﬂl
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MISSTON;

Strive to crente kiviviedge, to dpen minids of the studerds 'to tnke thie advantsge of
this cducatsonal opportmty.

# Torespeat isess and b preovnots the nght expressions of the sindens
» To identify and remove restrabdte on student™s full pardopation. so that
students ean discuss ndividual zapablines.

MOTO!

To develop, 1o madntein s o treswmit trie knowledpe elfics sid traditionn] valyes
that highliahis the sesenee of the zommpositiony of Sn Shankarecharys especially ths
rzd saered “Soundarva Labari™

GOALS:

# Priveule lutest Enoinledips snd doills usiig vandem teclmnligy,

F Dn‘dup technizal comEelienoe u:mlﬂ.m.:! to unph::,:hﬂilj-.

# Celobal expesure twough indusiry intemction and visits.

# Tomimse hi.Eh ethcal and r.nr_rml suines refewmt te sooml r:FEcm.ﬂ'r:i]iﬁn

TahssurEe Y
1t
Iitegnty
Dedicatisn

Lovalty

JES:
Trans
Tm

-ﬂ-ﬂ-#ﬁ-#-—u

QUALITY POLICY:

This guality pelicy Inkpircs profsucnal lcaming and providey exicelles:
mnfrasraciure and fegully with both seadernc ond oulyssral exnensnce,
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GENERAL GUIDELINES OX HUMAN RESOURCE MANUAL:

# This doctuncint shall be called 25 *HR Maduai™ for all [hektutiom of
Sounderye Educatensl Trs!

» Thes HRt Mmuml shall spply to all anployees woking in the Towst's
inutitatitns.

# Tt Trust SET reserves the cight toomend ( remince, i) o meodity) this IR
‘Lauwlmmn:mhﬂmdﬂﬂhmmimmmuhibh&mgmnum
emypiloyess from this dale of it efective tipplerienitntion |

- This HE: Mamusl i exelosavely  Private & sonfideriai”

# 1t the polwy of the Inentures 1o comyily witke-all spplecable e

# it v the persomal responsibility of cvsrvbody 10 the Instinttes to obsorve the
stiticierdy of conduet widd othier requirestiznts of codie of conduct.

CODNE OF INSTITUTIONAL CONDUCT AND FTHICS

Preamihie

The Aampsoment of Soundaryn Eduvestionial Trowt bBeliewven that for an
Inshinibion to suceesd . prow pnd ewvel it siseis te be anchered to 1k Valies and
iy eie Akl me epployees to comistently dsplay these valuce mithic Soure of
ther micrectone

Thie Code o Condiet and Etcs srisculaced below, embodiss the Insiviuiios™s
% alucs and codemom 19 lay down guidelimes for employees 1o Sollow m their
davo-day wouk life,

Instmotions’s Valoew and Beliefy ghall act as the guidng penciple an the
stimmemtion, interpretitios snd periodic review of the Cods of Candust and
S TES

The Code of instmutional condust and ethics applics o all employess and officers
of'the sobeidiarios and uifilintes of which sre referred 1o in this Code ae Trntitution
or the Tnstifations

The Trsstiturion bs prodd of its repututson for bitegety snd honesty wnd is conusitied
te theee core vhlues Pevsonal respondibilits s ot the cofe of the Institarion's
prmcmles =nd cinme

The Iustitotioh”s repnniition depeiitls on you msindsining the highest' sandards of
condugt in all the instifutiona]. chidemore. You have o peisanal repatisfhuling 1o
profect the Instmtions reputation to “do the rght thing.™ and 1© a6t with honesty
anrd Integrliy buall deslings with parents, bstihaional permers and pec
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Enmploees should not tfakie unfale advantage of dny one throush menipulstion
conecshment, e of provileged informatom, nemepresenraion of mazerial o,
o &y other unfsir — dealing praee,

The principles sst forth m toy documem deseribe how you should: comdet
youreelf, This code does not =lidrews every expectation. o eomedition reganding
proper aned sthacal instibahional condnet,

Tn-every mpteutionnl —melated endeaoar, cuplovess must follow the ethicy and
complismee prinoiples set foeth n this Code as well as all offier applicdble

Ineftuliors polices mrd ]':i:b{::dmﬂ

Enployess are sneoumtable for resdimng. imderemding, and adbenng to this cotle,
Erplovees must follow all levs mid nules relared 1o the [nstitutians actriinizs, ond
your behror should be' beyond mmponcl, wvoidmg mnd lunt of wiosgdomg,
Faiharss fo do so conild resuls in disciplinary action. up 1o and mchding termimation
of auploymete

i empioyees are unczmain sbowr thar roponsiinlmen. they thoutld refer to'the
releimnt sevtion of this code. 1 vou ere «till unsire, speak with your prificipal o,
Pl prr.'Il:r conunuuGEis Win any of i0e olber designated contacts. if an
emploves 1 pnoertin heshe may seek fim passtance.

Dhiring or aftet the etid of the tesiore | etiploymeht, emplovee showuld not wprodd or
samment with negative note in any madium

WORRKFLACE ENVIROMIEN T

Instination ¢ comuutted %o prviding plessant atmosphere and positine wock
mvhience, frec of all forms of unlweful discomnration including choracier,
persomadity. andd any type of hargesment

DECORUM OF DIGNTTY AND RESPECT

ﬁ:r_t lestitotion s Arestzl m'h‘qglh lizn ary the tﬁl:n:t_ﬂui H]lll.li['j ol '|_'ll| .Hml.;inte:l.
Sines warkng msynchrony = vl to the Institutions contiimad fnecssa, mima]
rieapet must bz the betii for sl work relationshizs. Engaging in behavior that
ridicules, [elittles, wtmidates, threstena, or demeans, pifesni productivity, can
pegatively impdet the Insbtution's repiiation. Emmloyees are expected (o fread
athiess with the highest respect and dibnitv that any reasonable pervan may wish to
recerve. Creanng: a work eovironment that & mehusae. sipparmmg. and free of
harmsrent oo ymlenfol heermination
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EQUAL EMPLOYMENT OPPORTUNITY

Ths talenis and wkilly tiesded to conduct mstimotional zrowth i not hiemited to 2oy
I.uu‘l:iustlsr Foup ol ptl.:![.:!ll.-_ I_uamﬂmn b= a Im.iudtu;uil.qg goumfienl fo o
mesningfil policy of squal employment apperiunity. The Institudion’s policy 1 to
castre squal employment and advancsment tq:rpmmmr;. Tor oll qualifted mdividuals
withom dstinctim or drecrimination becsse of toce, color, relighon; g-:rrﬁ: pexxein]
orentmion, dpe, nshonsl ez, disgbulite, eovered veteran stans, maratal stahe, or
any ether unlowiin] besii -

INSTITL FIONAL OPPORTUNITIES

Enployies owe's duty (6 Tdshilution (o sdvance iy legriate Julireds. Enplovess
ars prohibied from compenrg with the Inshution and from uang Institutjonal
property, mfommtion or position fir personal opportunitiss ad gain

JOB RESPONSIBILITIES

The wisttanon follows lmhmg. ressarch . admmistratron and co~surncular a5 the
bauae smucture for ssgemang job r:tp:runh!.mn The job respomsimlitios for
lc:uh.mg i um—lru.dmg staff il be d:ulputmd bayve] on then !E.‘I.j.l.ﬂ..."ﬁ‘i.:
departments 2ad job Gestrigtions.

Every employvee shall ha::th: viatement of their speaafic roles and responaibilitics
:uﬂ'ﬂal:d o them sie! shall -l:lIn:ﬂ'_n.- aithere 1o the samne trethes with the
responnibilitics mecperl woea-oripation with the related wiaff. The managsment
ressrves the riglt 1o change or modfy the sesigned sodes and revponsilulities =
f-:qmmd irz thie proceis ot AR ’:IH: Insrmdioiinl objoctives

CONFLICTS OF INTEREST

imtmoton - policy probebite contlion of mnerest. A “conflict of mserest™ ogcurs
wien ymr prawie interest interferes i mmy way with the interess of institstion. In
alddition &2 Fvoidine conflicts of interest. Emploves should alsa avid even the
appearsrice of & contiict. Anyourter of conlffiel, erher matinmional or otliwrwese. if
toumnad affecting the opermmionn of the fnstitdion will be daalt as per the decimon of
thie Trust,

COMMUNICATION OF CONFLICTS

All potesmial 2nd sctual conficts of inteyess or mterial tronsgotions or velutionghios
thet sessonably conld be sxpected to groe nine 1o sush's conflict or the: appearinee
o wuch as confhict muet be disclored. If Emnleves have sny doubnt aboaz whethe:
& eontiict of itered extsts afier comsulting this Coide, T the shiwld seek assistarice
tronr the Principssl of Managzmen
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IrmtEmtion ‘and its sesociaise will not divestly of indiszetly chpape in bribers
prrtiaity, Emyofis, or other comgy peumfomsl practiess, m their relatiom: with
governmenial apsnses or TETETE

AUTHORISATION FOR OUTSIDE ACTIVITIES

Yo moy not serve ae a ditector, officer, bmistes. nnd pautner o in any. other
prmcipal position of pisiher fof profit or publicly kold cegatiaticn o Institition
without the prior wiitfen approval of Institution™s Awtharity (or @ desiznee). Yoo
slistild sheain approval from the Instifusion's Trustee | Presitent before agresing 1o
scrve om the Bomnl oc it n principal poartion of d irmﬁ:"i.-ma.'l Esackcialton or i Bos
prof oreamzaton. Tn anyevant, Micse omneide setiv e mome (08 TMPEcE i anyweay
your daily job resparaibitities your cormemt postion,

SECOMDJOB ' PARALLEL JOB

Uinless the Instiimtion offterwise consenty witinn the listitation, you will devots
YT entire reseuroes mrd (0 and wdivided aitention sxclodsy :ii.' Loy Lire Trestibirteions
during the wemw of yous emplovmens with the Tuatunem and !l ot acceps 2oy
atlisr :n.'q:]u;ulm.l of crgagorctn [t bitee o full time i mablare I]'.l.J:Er.m:'_'r i
othetwise) duriig the emplovment with the Ingfmtion. Emplove: shonld not reter
of e aiinlctits oy onpumrstion or scifun oyl

VENDORS, SUPPLIFRS AND CONSULTANTS

All vendors. supplicrs and consultants shall be approved in accordonce with the
mwumpnh:mmﬁ;nwtdm#lmmuuuu a relationalnpe must be fotally baed
on their alalimy to compemtiiely meet the Instration”s needs. I your mssosintion
with ¢ eurrent o ,:m]m:hitiuﬂmuum endor, supnliss or gomaultant is 0Fa sature
thist gives ribe, ot potetially gives tise, t i candlict of mterest, the Tnwtitaticn oy
have 1o refram fiom entermyg into the relationship snd, m ey sveat, Emplovess
met ot be mvodved o any oev with aporoing, mesmagme o inflicnems the
Insttmhonal relatHonship All vendors will be treated ah per thie: Segregation of
Diuties (50D} of opemiions and pursheses mnd spprovaln will be ander wle
darecton of the Trow

PROTECTION AND FROFER USE OF INSTITUTION'S ASSETS

It is the oblizstion of evely eniplovee for safeguarding and appropeiately vathy
Inetiohion ascets. Whethey thoss aszety myithe form of paper files, electromyg datz,
compRiter tsemimey, treidermmtis, nngihle mnd infmnzble assth or athemwne, i+
ﬁﬁl'lli
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USAGE OF TECHNOLOGY

Sefeguabding cottpiuler resdiirees 8 criticdl because the Institutipn felies on
technolegy fo comdnet daily mstrutiomal work. Software o proveded to cmable you
to perform your job and 1 coverad by Tideml copymgin lavs Enployess cammol
dipleste, distribute. or lend sofivare to anyone unless permutted by the wriren
agreeiEml

Insteution: provides -clestronic mul {esmml) -and [ntemet seocss t zsast and
fnmlitele mdilstional commmmications  for F‘I‘III.I:'IFLI office am! offices aa
n-:uﬂrf All infoemation stored. omasmitied, received, ar contained n these
aetcn i flic Institution™s sole property sl i-aulyeet o e peyiew ol Bny tone.

All gl andt Intemet tee fmit be conabiieat with Inatitation’s palicies, practices,
s comraTmteni 10 ETESHCIN 2 vk et where all pereom are fremad withs
revpest amd chgmity, Becaune these symemm provide access o 2 wiorkdwide
sudienve, you should sct ot all times s if you e representing Tntitution 1o the

pulke sl should proscres Tustitstzon’s systern scsmurity and proteet i ieme A
taaﬁemah: Y'ou et act responably end adbse 10 all laws and lnstitotion policizs
wwhen-using s-ril or the Intemer.

You must use your sopmuter approeciately m sccdwdance with she Institution
stindinrdu isnd be sube 1o semne both the comprater and all dabe from low drommge.

o¢ unsuthorized aocoes; reporitng all maEncen of unmmhornzed accea W the
sromagrerrient via head of the departinend

SERVICE CONDITIONS
INTRODUCTION

Theee rules almll be known s Senvace Comtitions for the Temchmg, Adminiatrative
& Superviery Sexff eploped with Instinition campuover. Theve service conditions
alisl] come wio force with effect from 117 Septemnber 2024 srd shall ipply 1o all
the staff m full tome emplovment and shall remain m fores unhl amendsd an

pecessary from time 10 titne or supeneded by 2 fredh sct of service conditions, Thess
will on ll'.'l""l.ll.!l: il ilrpﬂ'nﬂjl: the sarlier lod downt Rules tetttn mmd Condittoms of

Semacs, (fany

DEFTNTTIONS:
inthiy document uniees the context othernise provides: the word:

I. Instiution . Institntlon's shall mean Sonodarys Edusational  Trost,
Sauntdarya School-Srte, Soomdarye  School-CBSE. Scundwys Central
Schdol Sotmideryn  Comboale -PL] College Stoimdeiva  Insfute  of
Manapement & Scienoe, Soundana Collegs of Law & Sramdarye Ay end
Cominercs Evenmg Collegs
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‘Management’ alall mean the Manapement Teamn & Soundarsn: Group of
Drestinstiesns andd ther represerpatives. Trvst Beand of Oovernom * Governmg
Counail -+ Mamapne Commattes aod it Charrmmsn © Prevident ' or bow - hey
pniriee acting an thefr bebnlf or any other peron authorized i this regand

‘Tenching Stafl” sholl mem the sl engaged i the act of teaching and those
whi e e werk duning vaestion. Princimal, Vies Prinsipal, All t==hes,
wheect HODM, Coordinators 83 well o co-ctoriculsr toachers, Stddeat
Couneelorn & Speonl Fducstors, Lab Assivtant, Tobranan, Numpse: sic.

“Nop-Teaching S1aft shall mean the 2] cngaged in savitics ather tim
teaching Admivaon Counmelory tegm. Institetion HE. Adnin "I-I.I:Ir]lﬁ.l:l' a0
rest of Admin esm comprmng of - Accoussand Seeen,  JTL
Receptiomast Tromt Dk, TmmwpEt m-shorge ot

“Purt time ad-hoe teacher ' Professicoal / Comvuliants & Contracis” shall
mea any peivon r pemans of assciation who fs enipleyed for 3 fesd
periid for the specifib objectives mi the Initituten and shall serve the ipecified
number of hours © days penweck as per the Contract of service or & teacher
who s beent ompaged w0 Gl 2 tempimary vackky, or whc has besn
*.ﬂ:lIi.'F'.‘l'FFII'.lJ.}l‘ -ﬂ]’.l-PIU"r"E‘I'.! I:I‘EEI‘.LI:IJI. Eﬂlﬂﬂ:ﬂ! "'rlll;ﬂ.'l:l-ﬂ:r o 'I."l.].lul:l i’.‘! ITII.'I.IJ].H-}EJ JI.I'.I.
comnosion With 8 fomperary {eatase af work of 8 permment natige, or exXing
T'l."D'I'II-E fITﬂ'III.E ﬂl:‘ hr imfﬂ'ﬂl'q:l]ﬂfﬂi [BERNT] 'I:I'I:E_]ﬂl'.l]"i- F.T‘ﬂ 'ﬂ.'l]' & I:hﬂﬂ
periiod The mere fact that the period s b:’nnmlmgndbc;-m&th:ﬁzni
Fost o thesit om ad-Hoe errgployee may smuctimes Iz msfead tio o wioeke wihech
w of permament naturss will ot 2nve the Beht to msh feschers to clmm
pamanensy | ghsorptice. At e and of the specified penitd af contraey of
sersice. 'the ssme shiall sonanically cosse and mach teacher’ cannot elniri

reguianration of fus her job,

Prufeszinnal anidl comsaliaoty e these whe heve been EI|EI’-I.:I.'1.i 1o o=
ﬂ:.: pectiic performance of the contracts duly simged amd piven by the

of the Trust swho e requiréd 10 pomplele the sindgned teiks anil
-lm!l repiort to the Management of the Trist eattplving with the tehirs and
comlitrons surpuleted m thes respective contract

‘8. “Retlvement from Sérvice: - An cmplovee, if codirned. sy cotiinine to

hold effice nil the retiremeny nge of 60 vean, wibject o gtmd cvmtuct and
dincipline aud the stifaction of the Manazsment. An smployes shall wand
ritlieved of his dufies ony 'the date of his attnining the sge of petirenent
Theroatter, in surtable ¢zsce. ho'she may be piven fresh appoumment 3 a
retiresd person on comtract haws for 2 {ixed penod o om (ived renumeration
sfier bleing the srpreval of the Chairman Presides or hisher umines Sacl
persons whall not hirve any substantrie right to the poudticy and otiser nahn
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priviieses otherwde admivable 2o o cployTss oascp TPT 3
defined in the paliey,

“Notice™ mesns commmmISANon in Writing. required to be ziven, o posted for
the mirpseze of tiese Rules

§ "Motice Baal® memms 3 Boand expecially meant md fixed m o conspromous
place for the purpess of displaying smattey or infonsation or nofice reqiired
to be posted tmder the provisions of these Service Conditices of uy othes
enactment for the information of all the Employecs

MANAGEMENT PRIVILEGES:

1. The True seserves to itsalf the nght wathout giveng any previons nobice to the
emiployess to amend, aiter o add to any of these Rules and these shll be
bindmig o all suplovess

2 Without proudice #0 the provisioms ‘of the Edocation: Acts of the Unios
Temmiaries Satén the Memngemient ahiall hive e n'h']::t o nlfEr 'churng: il Eny
time the seale of pav and other Bules’ Conditions of service of any post.

OFFER LETTER:

A lettet of offst shall be msued to-the candudate selected 1o the posinon. A segreed
confomaien n token af heving recemved the atfer leiter shall be obluned from the
candidate.

STAFT ONBOARDING PROCESS

PIRPOSE
The objectrve of formalzing the Jomumny Formalities 35 10 endnng that he Gow e
has m extremely plessant expenence on hisher frst day af the fnstrtution,
PROCEDLRE
To enstre it the seiw stufl mesnber auilies o stoooth trancition e the mtitution.
it needs 1o be manised ot t2o levelh—

» Fnoamng thel the matitittem & well prepared 'to recene the new staff on

the day of jeinmine

o Oliteming @xd comobdating mbgreshen pertamng o the sfaff fop the
Eaployment Darabasc,
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Insrimuticn’s Preparedness

The joining time forrmalitics commcnics 23 soort as the Offer Lattar has been maesd
1o the candidsss At mny grven point of tins, HE sl hove [t of centlidates wiso
have besn ofizred and thorr date of joimng and the deparment to wineh thiey are
Joimmg,

To maks wurg thar the sew vaff has a pleasans expesence on his-ber firgy day &
imtitiens it s cwsentinl 1o emare thmt all the relow indelunls  dmd
functions depaitnonts are awars of A pgw hire™s joining the mattution

As 10 o8 the oppiintnen Jetet iy idied ond the prodpectite witil confirte the
ditte of jaining. a pie soming intrmie will be given o the respective fetional
head. Alo, required mnformation will be given 1o faclitice depurmment for sceting
arrangTmesty

HR department wiil be in comstam touch with the offcred staff to et the
canfiniation on the telieving foimalites with their previots emgilovet and dhall
colleet tive feetdback on the offcred statf in the proccss of hackeround check

In. consultetion with the COTICErTCE functysnal hesd HE Diepartmond shsfl o=
ordimate with the concerned Departmenty such as Administration and 1T department
to fheibitnte fiir allotinent of either a laptop or dealidtop sad the stationehies for the

new Smpioves s required and specified for the job.

APPOINTMENT OF STAFF

1 A letter of appouimers ehal] be siaunied 30 the cinudidee sppoimted o he
peossion within 3 mentha from the date of jomng. A receipt mtoken of g
recoived | the appotntmest onder shall be obizined from the candidinte
dppuoitted. The appointment onder inchides s wundertalang by the tewly
appoitited emplovee that be'shie han read the Service Rules of die Insunumon
eny promotes to dbade Iy thetn

2. Every emmployee akall submir photocepies of all docmments 1o the Trot office,
whigh prove the shucaticuisl apnd prodcasional qualitications of the cmployes

JOINING DOCTAMENTATION

1. Photogrephs — 4 Mo
1. Copy of Addresi Proof— Aury changes 1o be mitmsted to the office within 13
'I'.'!il:rl
3 Copy of Edvcatitmal docuttents supporting qualiScutioe and Oiginals for
Vieritigation
i, Copyof Expencncs & Relisving Cemficates from presaous cmmploymers
S 1% 2f 33




*. Capy af Aadhane oyl

6, Copyofthe Passport  Veter-1d Card

7. Copyeof PAN curd

& Copyof Bank Peabonl | Cheqoe

9. Declarstim reguiilivog Brtechon OF Thildred fron Sextin] Offence-POCS0
-and Protection: of Sexmal Hamssment (PUSH)

10, Lagt salnry drown. cemibicate. in cose gprevions Instriution. doss not provade
then any other supporting decuent such 23 Foem 16, salary cxodiied banlk
siztement, dpspointrment lemter | indretnent lotter elc.

11, The Appainting Authority w free 1o condoet backgroupd verification checks
for all its" employees w any poist of tme duing dhe g of their
emgtlovment with the Tntatetam,

12 The Manzgement reseriss the nehit o eall for he onginal copice of fhe
surtificates of crstlentiuls of iy employes ot amy Hme ard non-production
thereet shall be desmed th be 2 will full and deliberse 26t of inmubordinanion
Labile for discrplmery gotion michnding the sathdsewal ofoffer letter - latter of
appomimend, the termination of apppmiment ns the case may be

in confirmation of havmg deposned the onginsl cestificaton of the employes
the Munsgereit will isue the acknoiviedgment letter 1o the omploses whe
shall subimit an original eopy of such schnovdedssmeht letter bazk to the
Mimsgement affer he sessutic of emplovmest for the purpose of eallectmg
back hie  her analnsl ceraficates

[ addition to the sbove the following schons nezdeto be compisted:
Regtatratoon for Bio metric attendance

fssre of T cunl

Orpetiiriz of seiv10e bodk

tutimatien will be grvento IT depurtosnt for pentmg the ma] . Ao
sequest for visiting <ard (if 2pplicoble) 2nd 1D cacd will be gven to the
pmacined on the spme day

c. O completion of the jommmg formaities, the gowe sast will zo lhrw;h

tha aduction presemtion by the H P department aned prorsond file of
Hie e stnit il be opetzed.

BN ra

INDUCTION PROGRAMAME

Trodeestiomiin giﬂ.mmﬂ:m etaf] by e HR depermeny moorder 1o bnilien e thets
with the matiioton ariain, orgsmizataon stractire, surrent and fitite plane. This
pﬁ_xﬁamiﬂhmlpﬂuum untT meeribier to Bt foed b with Iristibution snd I:nr_lpa.:'u:l:
downr incthe work eovironment, It wall alse help o the new staff m petms
soustomed to the process angd syvtems and become produstive Inductim process
ala gives the mew sl comifirt and condiienes
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CONFIDENTIALITY OBLIGATIONS
L Institution iy commiited fo mmintam or take eare of students * parendy and

bl

gapioyee trust. All inforsiation, whigthey it re mtitutional, stadent © porents Or
empleyee-reiated, mist be treafed in o condrdental mammer. snd diszhoning 3t o
bt ke thoee people vaho hove am aporopriate mehtitional or h,g:d reason o
have sceess to the informmtion. You nesd to take specinl procudions when
et miormanon vis eounl, fox the Inferst, or othey medis. Alwiys
rememiber fo treat vl such commussestions ae i they were public documents
g pricsed om lstierhssa
In addvboh. imtitiution mestmgy are cortfidenndl. You miy rot the it Gr
ndes CUPMEN? o recond these mectinas
In the courve of your sssigrment with us, sl by virtue of the sositiim held by
yout, you umay soquire (oformation, technigdl or othoredse, nchading my
comprimer soframrs, which s confidential or proprictary to-the Inestiphion: Trust
of e submadiaries or athilintes, 1 's cumtammers, suhcontractoms or ey other perron
o Trust hurving sy kind oF assoclation or reletionship with the Instinstion Truat
ot itx atfilites or subdidmries (together “Confulenti=l Information™). You sl
ot all times during your eoiployment with the Initiotion  Trost  kecp and
maaintEn stk conbdentiality of sieh Copfidential Tnfoomation and data ’thm
mFy chme 1w pesscancn or Eneviedee. By virtie of e cosjeement. ore
wichy mivemation only semay berequired i the normal ounee of your work md
stiall mot desclone or divulzs amy wuch intommtion or detw, withowt poorwiitten
consernt of sn suthorized offices of the Institution . Trus.
Employsos shall a2 afl omes. whether during or after the rermuostion of sy
caplovment, act with wemnet fidefry and shall not disalose or divulze any such
inaforriatios 1o thisd pustics o nssloe e ol such Sformmtion for yece o baoeflt
o otherniss howeoerer.
E'IT.I.EIIIF::::! 'I."l'li”. 4 [ -qu-lTl"I:[llGr_ I:I.IF': i a n:enﬁ'l.t'l-"_ﬁfﬂﬂ., @ T-I'E:E.'EH;IJI THLEY fﬂml
or by mny means - elestronis, mechamcal, photocopying, recording, scanning o
dtherwise - any copyrighted nuterinl or othor Confidential Mnftemution. for voue
oy betectit of for the benefit of sy thimd party, aithier doring The term of
eznplogmont o theresfier
Upon sxpiry or terminntion ::l'}t:ﬂr:mplu}mt with the Tnytiutzon | Troet you
will eerorns end surrender to the Institotion | Trest all sxh Confidentiol
information meludmg without [mitetion. date. miecation, files, books
t:lq_u"{n::h reporss, doctnente, emanuals, aadio aod vides 1apes, floppics and
chiscn irid biry oilisy knowledge databases that come 10 v o iete entrusted to
vou in the course of your emplovment and shall por retain poy cops thereof 1n
ery form whintvceyer
Ernployee mayv be required to'execitz mich other or fitrthier Asreemermts da the
irtinamson ¢ Trust e it affiliztes o0 customers may requare i tes regard, from
time o tme Provimons of tlis poragraph will contmne o be snlid antd btndmg
oft vou not withdanding ceranon of your employment with the [nieitiation
Tiust,
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B. Ermployees shall not diselose 1o any social media. publie papers. journale,
prmphiets or leaflets, or canse 10 be dnclosed ot any time, ey mfrmstion o
documents, official or othermse relatine. 1o the Inafitutioss  Truat o1&
whsidinries or affiliskes. customérs, sub-otmitroctors ar uiy odbier person o
imstnanon | Trust having amy bmd ol sssocmtion or relationshio win the
Insthtonon - Tret mnd or ite subnidiones or effifmtes, excspn with prior written
spprosal of the Instrtitson Tt

9. Emplovecy etiall not disclose the saiiey  rermumeratiin to other employesi.

GUIDELINES ON WORKING DAYS, WORKING HOIRS &
ATTESNDANCE RECORINNG

1 Wesk Tomangs & Buvs of Wik for Acadesmic Smff The tmings of the
Irstitrion shall be as motified from tims o time from Meodsy to Satetay
except the pullic holidays commmumicated by the sumsgement. au per Central

State: povemment nofiffestion. The principel shell commumicate the wetl
nnunes - chanzaes m work fimings, including that of Samardays if amy: of the

Institusion as desmed it poid mpyroved by the Misnagenent "ﬂn.-'m:km,gl:u.m

for all Tostitemionn 10 be defiiseid location wive: an per requitsments post

FrEErERSrE Tl lH'.umal

All emmploysee of the mstinstion stinll be presem in the Imtitution #i leest! [0

mmates bofors the start titne of the Instimtion

3. The principal vhall ensre st all Employees come on time sod lesve n per
their respedtive Wwosk timings and are present on their revpective duties ot the
ditevhed place of warke

). The Tnststetaon shall be closcd forvacations ak per She aubdclines of sfillatzd
Unavermty, detmls wall be-conurmrnostad by the pramcrpal,

& Eoployess may be requised o repont for tmining | workshops oo | e
clitsien | events | conferetices of my exigediy of week during holduys
vacanon days which shall b_l:mmm-:d from time to fime without any exrs
rereiisration o besvefut

8. Warkings hours ne defmed 3= mentioned herein balow= -

Ll R

DAYE TEACHING STAFF | NON-TEACHING
TIMINGS STAFF TIMINGS
MONDAY - S0 s te 400 pon 230 amm o 430 pas
FRIDAY 900 am to 300 pim
SATUMDAYS B0 amte 100w | 830 2w w160 pm
0,018 nen ko | 8% pm

However, dependme on the requimements and exigencies, the Management may of
anv time change modify the working hours in enfer 10 meet the needs ulfaum.’r:mm
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ailminisratve requirements. Whenever wizroh changes in worling hours are notified,
all wialfs are requested 1o extend thewr ce-operation.

7. In eeve of exipenciey of work sny etaff member muy be requited 1o woekl
beseud the nosmsl working bouss. Fer such exire work performed e sinff
will mot be pald nery additional resmineration | compemeation of duy kind,

5. Attendmes recording wall be-the mdimdm! respansibiliy af the conerned
staff member. Howsver, in rare cases of wyy staff member foroets to pmd:.
thoyshioald mbsni e HE d EEI-EI."_'I:IIIIt l]u'n'l.l.u]: their HOD Tor regulsrization.
The viall mombers should pot maks this reeslanzation as a hsbin

BRESS CODE POLICY:

These dress code rules abvays appby

1 Al coploves must muintuin professionsl sppearance.

7. ANl smre most be twlk-:limrqmll: Clothmg that » mrended
forworkouts amd guidoor aciivitos b oo wWlewed exthiding Co-
Currenlor Stalf

3. All clothes mmst be profzenonal. Clothes tha acctoo revealing or
m::pp;upmﬂ: Sre 1ol allowed

4,  Enmpleyess mun aold clothes  with stamns the  are offehshe

or inappropriste
Ensrfution T card st beowom a3 all imes winte the apployess are

ot iRy
Gentlewen: Busness caaunl oF formal st

5y

Ladies: Besinees cnstlal o profesconal dresves
PUNCIUALITY POLICY:

L. EvetyEmployee slull wttend thelr dubed i {lseir ditected place af wiork: itiode
thr hennuoen. ac the specifed ume after markine: “attendance on the
amendancs reiter safiviare

2 Latz Log m aml Emly Log sut: A gmes time of 53 minjites i gven in a
momth Freguent Lite coming will invite discipliniary sctivn in the form of a
g jefteT.

Caleulntron of Joss of Pay for kate pumch followed 24 per below table:

%l Nea, Late bis Hours ju 8 Deduetinn fu ferms of

month Diaes as LOTF
I olodwoige | O3Day
=1 Q:00teDE00 ¢ Ol Dy
3 05050 OT00 1 £ Davs
4 (700 o (SO0 02 Dave
3 FhendAbpe | 73 Daws
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3. Asy regvlanaation of atiendancs will solely be ar the dmsrstion of the
puencipal

4 I.ftl:u:l shave defined late coming reuiting in dechwtion of legve without pay
1 tepeed i the scadenuce year, Gaed it dhall qualify ss enondt of Meinheal
latz-commug. and may entml d:q::qp!um'}' ction, ag=inst the soloyee. if the
hatxt s not sectified. the emplovee muy aleo be lisble for dismssal from

D. For sny coticésion vequirad for lemiiiig oarly prosapproval foe the semie is
mandatery. The approval will be gt the discretion of the Prneipal / Scetional
Head! Marmgemrmnt, The same wall have 1o be regulasized through the svatem
soffwme '

6. All spleyees who hahjtally lerse Hrhttlhmth:pﬂ:imbn! tirne ahall nlso
e liable for dednction fom (her respective salariss, propomiicnately

LEAYE POLICY
Sistt mesvibers 3 valuable sidcts for the Insviniion and s gresth) The lerre policy
o desigrred o monvaie the stafy wmersbers and ol to setnevs g work ife balanes.

Farthe Pl'n’i:['il:ﬂ"rl.l:ﬂ'nt_ nnh:mrhr yenr 16 teckoned 2% ﬂ'n::,.-:m*l.:  from Jome to May
of each vear.

TYPES OF LEAVE,
1. Cosuallsave

2 Vacetwn Leave
3, Eamed Leave
4, Sk lee

S, Matermty Lero
b, PatemitsLowe

GENERALRUIFS ON LEAVE POLICY

1. No lanve shall be chnunduumﬂurufnght_.h shall be grestied neciriding to
the exigencies of service.

< It requited, the Mammesment Prinsipal’ Reporting Mangzer oy tafisec, or
revoke leave during the scadetids term or vecaiton

3, Nomember of the staff shall leave station at zay finse witliout peor permEson

4, Applivesan for loive nuisl be- sutsninted wiul got susscbioned in'the wandind
procedtires wet before proceeding oh leave.

% Inoosc ancmployec has to g‘rmu[‘afﬂn‘lmﬁ for more fhan g weske e she shal]
mention bis'her cotstation address in the leave application. and should also
hesd over dimyge of hin' her wod m lhe momier dicccted by the

Manazement Fransipal 10 mother memben of the «taif as oommnated by the
aforesatd aulbonties,
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Adioe -/ contteet emplovess, whio/ Wil beavarlable for all ¢ days'tn week Gith
mval of 1 day of lzave per month mbiect to approval by the principal.

T The leave veur shall be from Juse 1o May,
£ Cesial Tamed leave shall be on eirned snd avalled Easiie. Howsver if m cses

af contingency, if iy allowed 10 be-avaded w advence. the same famve shall be
adfisstzd in the ye=r el

9. Caaual Leaves shall beeredited on 3 pio-rais base deperclins on the date of

formmy of the amployes

10, Permanent smiployees arc elizgihls for all kind of Leoves: Homzrer, smplovess

urndes probitioe for | peur are eligible for CASTUAL LEAVE onh.

11.All Lozz of Pay detailto be prinided o the HR Operations alona with payroll

npul
| LIn cusc lewves we appros ol bt the lons balanes is nsufficeent, the cxcew

muesibey of leaves to be treared as Loss of Pay,

LEAVE ELIGIBILITY POLICY
For Teaching 10l & mon-teaching staif:
o g Cavidd | Siple Leave | Vacadion | Eatmdiaie
T Leave
- ' [y A
Trachibng Stall £l 43 pes wem =
= o | |
| NowTomching | o 12 gk e N& % e =
- % el s ; & a
| Fraf .
Arisnders - il XA & pre w2t
' Drrvers | BHouse | 10w
| keupup

CASUAL LEAVE: i calcututed at the rut= of 1 day per numth of service.

1.

-
-

LR

Cosinl Leavs dhiill be granted on Flidhed and swailed bhaim 1f the Employes
jouns betore 20th of the month: he'she i eligitie Tor Caysal Leave 3 perrules.
Extermton of Lasve If myemployss procseds on leqve aned ithen applics for
extersion, thiy exrenvion may be permitted (' o for remoe which s
germine wd coold not be - saficipatsd md e socepmble to Minagemetn In
case the extenwiop s apphied on medical grounds, the application must be
spported Ly o medical cortificate seesprable to the Minsgernent Pringizal
Applicaticn for lesve shiall be mads at lesst three dassm bdvance for spproval
by tic Princepal /Mamagement. 1 not approved; then 15 wail be cona:dered as
absenee from duty

Half dav'e czzubl leave mav be allowed in very exceptional ciscs whien an
emphiyes semmmme shsent for a pat of the: day nat expeedng Tialf of the
warking time, sither 1 the firer half or second half, with the prior sanction of
the principal
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Tt&ahiugﬁﬁﬂ'wiﬂnﬂb: crtitied for any earned lesve in licy of Vocanonal
Leave,

Ins prier 50 erwore betize waeks life balance, we encourazs employees o avail
their jesves within the seddendc yenr. Fending Cosusl | Earned lesves
Encostment v allowed and will be. eredited along with Moy month salasy
credited e Jume Manih

‘Enmlayees uivder probustion will not he clipihle fae the cncashment of Casunl

Eartved Ledve for 1% yeiir of the temube.,
Camaal leave canhe avanled for m maximum of 2 daws m s streich

- Researchactivity will be supported a4 per the revenrch policy

VACATION LEAVE:

]
-

=

]

. Al teachine saff are chisthle for 6 davs of vacamon leave per semester

Number of days of vacation exludes the mtemvening Sundays, any pubbis
holidsys or any balidsys declored by anthorties

Viacanon carngl be clublbed with ssther Casusl Leave o Eompensatory
Crifs Primilezs Offs reniiting in exrended sheemteessm from the [nesimition.
No medica] reasons will be emertained for the extension of vacation Such
ubsence will he tiested as “Loss of Puy,”

Novaganion will be granted for Staff who wnsh 1o Relocate Resige:

Vaestion leave ann b availeed anly fow finl] day sond 1o e half day

EARNED LEAVE:

Al ademm staff ire eigible {or 9 days af wncation leave per semestsy
St with ane yem misd mors ssrvies i this instittion are chaible

Above six months lezz than ohe yéur will be calenlated on the pec-rita
bass

4. Less than siv roniths not eligihle,

!.I-IIJI—

SICR LEAVE:

Sick lewve w0 given %o take aae of my univeoioen shart-term illneds o
Teaching ' 1wn-tachng sefl meimbers.

Eligpbility: & days m a wer for confirmed s1afT (3 days pey semester)

Arv sick jesve beyond 2 days shonld be aceompanied by = madical
Certificate from (e weating dbetor. In thie slisence of medicdl certificate it
will be sonmdered as LOP. _

Stok lewve will lupee ot the end of the yeur and 19 ot encashable
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MEDICAL LEAVE:

Medical leave can be aeailed by the emplogse, with the discrcte deginion biv-the
Ma.uﬂgn'[u:n‘r wiith or withoud psy

MATERNITY LEAVE:

Ta be followed by the Frmloyes: Applicdble to women stnfT membeze Who les
sompleted onc year of contimpnm  jervies with the matintion,

a. Contet head of matitonon for details on leave and benefits,

b Aligni your roperting Coondiintee, Vice Poeepul Princionl  end

Inettution HRt o the miended plan for lexve and retum o wotk

o Changng your rhum dats Py wmpact the Tnstituhan s plesmmg s try 1o
srsiimire any distuption by steyine i tooch and infomting them cufdy
The thrmtim of Matesrnity Leabe m D6 taddthe Bom the dete of Approval.
Maternity Easee s restnetad tn pro:chrldoon only,
Staff membars uﬂh:r.uF to mvinl Adutemity 1eave, oy mobiot the lesve
application  along with the medical cotifieate issued by the conmbing
doctor 1o peyserie] depertmsnt

PATERNSITY LEAVE:

= =

To be followed by the Emploves: Applicsble o men viaff memberny who has
coussleted o vear of continpou service witly fhe mmstubion.
w Coutact head of mshiubion for detsils oo lzave and benefits _
b Alien you reporting Ceordinaror, Vies Prnsipal, Prncihal. and Institumion
HE. on the itfended plan fit letve and retun’ o wotk
¢. 1he chivatron of Patermiv Lopve 1 (53 Daww fromm the date of birth of Chtld
d. Patormty Leive b ﬁtl']l_i:il:d ks twver hulldeen emly,
[ -Staff membiess willing fo mail Patemity Leave must sibsult the beave
apphemtion aiong with the medical cemificate ssned by the consaltmss doctor
to pernonmc! department;

COMPENSATORY OFF POLICY:

. Al peroanest fullsime g mlls Institution stsfl can aval of Compensutory
off for reportifie to '=ork ob & Sundiy or Geverhment Holidsy on Prinsipal's

Heportig Momage:'s approval

X Ancodance regnlanzstion on the day of compenstory off shamild be appeoned
by the mportiig line mansger © Phincmal end vabd B & 'Out punch i
eraarilalory T ke wotkarg verilicition

3, Without valid ponching Compensstory OF sannot be considered,

4 Number of werking hours served should be man 4 hours 1o elaim half day
comnp-off and § hovrsfor full day

.

Compematory O coemot be svatled on Saturdays
Fmps B 20




ON DEPLTATION DUTY POLICY:

Stafi members are reguired 1o 20 out of wstitution 1o aitend o work with cutside
authorities. Whenerer, sbich aubuitle wotk 1s involved the il member 4s reguired
1o fill up the OFF form. et the recomumendation of concermed BOD, approval of the
prmeipal md sohmit to Personnsl Department for attendmmee regulnrivatym

PAYMENT OF SAL ARY AND ALLOWANCES POLICY

L The salary of the wndf for the calendar momth will nommily be dosbrgsed o or
betors | 0™ day of the sdacquoit month

2. Lewve without pay for o perjod exceading 15 diys i1 o yeur shll not be gounted
ah fervies For sumiier sasstion pay.

3. OLUEL balstics i eredit s af 317 May of évery calendar year will be
coepiered for payrnent of salary for Bie month of My payuble in the month

of hues

& Torithe iliTade sl ary peapienl, attendiiee will be seokoyied from Lat™ 1o the
[nut day of the ctirrént momnth.

B. o esise any utaff member To svatled sxcesa fenve or les exhansted 4l leave
1o eredst. then lezve availed by such staft will be treated as Leave without pay
md approprise siliry dedoetion will be mads frem salury Eayable 02
Agdrmistration Departement will provide thie dara to prsroll depmtment

6. In cave of new jomten, the informaticn 0 payroll will flow froen thi-HRU
Adminiration Department. The date of jopuss tor the pupescs of salary will
be ey menlioned in the joining report of the safT member and certified by the
principel While caloulming lie salary for new stoff mesbers bn the first
momnth. the dare of joimng: will be veniied by the payroll procesang with:the

Jammg repart

7. Statotory deductms Lke PF,  ESL BT, and Incomis Tax TDS (whers
wpplicabizl will be smede from the snlsry’ paynble'to fespecine siaff members

8. The salars=all be disturved to stalf members on or befode 107 of svory motith.
B cuze, the pavament day falls om a heliday o Sunday, Sabsry will be puid an
the mmmedinte next worlang day. Solary will be eredited to individupl hank
pegount of stuff members,

9. Sulery will be procesed only once in a mosth oy fuch mresn if =y payable
wili ot be pmd sepamely - Howeves: the same vall be procesied for the noxt
Ed

lary
10, Maskating omid Mlscerment taom should sulimit the sttedimse sepost S mail
oy HE, o the bast working duy of svery month withoutl £, Prinipal will be
reipansible for the eame.
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INCREMENT & SELT APPRAISAL

1 Self-pppratusl will be comducted once in & vk, méxure afteched fof vour'
referones.

Anymoement shall be subyect 1o mavmgement approval smd waiisfaciery wark
oo comdiet of the emplayes

An emploves shall recene merement on the bois of parformanes dunne the
opmesianl cycle is defindd by mmingerent

Onlv thoas employees who have joned on or befare 3™ December will be
elngbie o be considered m 1he upormong sendenme vesr appratsal cyele.

Al meroments approvals wiil be at the discrehion of the Maosassment.

’ku IE_!.E.T\- h.l'l.HJlEﬂ TSRS l.‘r:ll;u Ei.llﬁ:l'ﬂ'l. !'_"I:Il:p EJI:.IE 'I-'l'}.ﬂ] 11!1: IH.I-I'I.I'I.HI
proecks, Jtics a vemr =d will be joimly desvded by the Princml Head
Overations and Matthzcnent

PROMOTIONS ' ROLE CHANGE POLICY
Pramotion s a ool e motivete liph perfirmess by mroviding thesy with caress

stlveneomient apiportitiities in recagmition of thetr comiribiition. Tt b hmsever. not
auremstsc erad cannof be clamed oy a-maner of rpht: All prometions will be based
am et All prowitives will bappen aloug with the spprsl procsss, sice 3 your
All promotions ns per the annual appredeal process will be fortly decided by the
Prmerpal, Head Operations and Menagement

ne

ol L

g

ABSCONDING DECLARATION POLICY

Any snployee nid reperting to work witholt the . line monnyger’s end Poncipal's
nppfmal regarding ther conminucme absenice for § working dayy will be conmdered
als

1f thieve s 10 response from the ssployes tegarding their abserice within 7 worling
day, then the argemization will consuler them as abscondmg and do the dhsrnatve
mmanzement for them position. Pasment will be wrhhela and forferted by the
Institustions

TRANSFER POLICY

1. Any employee (confimed, on probebop, oo contract, trmnee) m=y be
wapsierred 1o departmetlt within all Comstitent Schioals - College 'l mtiiuies
briiinlutered by SET ol the mmitusl edisent hetwesn the emploves end the
Manapsment, & and when the oced mrves or a3 per the Adminsraton
regiidermnt

Ty esse of inter-depattment tranafer which bnvolves role change HR will
muforee the concerned employee sud sssoc & bettier to thist effecs, copy il witieh
will be muntamed in the personal file of the consemned emplayes for recond

b
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EMPLOYEE SEPARATION POLICY
RESIGNATION

L Ancsmploves who wishes b tender lns - herresignation 1= sxpectsd to discuss
the rame with the principal / reporting munsoer and post disconsion can
stibrrdt the resiirmtion m written ohd in personnl

2. Resiondtion in E-Mail of in swifien will be corvidered However, dis-
contmen of services m the middle of the academic vesr will my be
entzrtninad.

3. The wotiis will huve 1o be served e per the termms of sppointmient. Durisig the
period of probation, sour sercicss can be d=tormuned b5 the InsHuman, withoud
FEAIEAMY any r-:amh}'gr:ingﬁmmlﬂum-u:h casc the: Inshifonion is
biahle tie make onty the T of mliry up to your last '."mﬁm_g day, But' i
the cvent of your rexigantion fom the tmp]mm:ﬂl:,uuﬂuﬂ give ot least o
magths noftce o payiig W months' salary i e thereof 1o the Toatituticn,
Any offvet of the notice perind, :-ttntrtb:nuﬁhunmud ammal -keave days or

prsiment-inelizu of notice rests solely with e Miugercen

4 On the expiry of the probution peniod | extenided perind of profanion year
eerviees shill sulessatically come to anead Urless al the end of such petiodd
you are confrmed inwnting. Til wou are confirmed in the post wy writing, vou
whiall pee sequniee any substamtive nght 10 the post. Howeves, affer confrmution
olf wenar' sevvices, this centroct of eendce eai be' terminated by the Manngement.
Any offset of the nonee peniod, spther through ummed annual leave dayx oc

r:l}‘!l:tlcnl—-m-—h:l.: of notice” rests solely with the tnenagement.

B, Mo lewe o permited dln'u’Lﬂtht motice penied. exesyt for exipencics a8
approved by the principel © reporting maheger.

6. locses any toachet resiptiy during vacafion. arthe nofies periad coincides with
vacation daws, heshe vall oot be engble for vacation pey. It will be at the
giscretion of the head of Institution to decide the lnet workimg day of the
emploves in such cpses

7. ‘No notice piod will be dmbhved off ﬁm:l. such wanver mule ﬂ.::.qzlﬂmm}
e especiaily medical exioenvics whesdin all the necesadry madical
evidencs and fitpess madical certifieste graped by 3 qualified medical
practitioner have bestl chesked by the Trstmumion MR Afer checking
thorsaghly. the Insiitution HE thim silainty the employee’s naquest with
evadencs and medical sertiticate via emm! for joint approval of the Principal

8. On recapt of the reugoation and accsptines from the repoTTing mamMEs o
HRALS, the daliry of the enmilosee will be pladed on bold :]urm.g the totice
persn as below:
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Salary on hold during exie

In caec of confirmed cmplovess who seree 2 monmn' Notres—

Nath 1 - 35%% ofwalury au hold

Month 2 - full slery on hisld @l to be relenued with Full & Finul Settleinen
-awbjoct to Exit Tormalities bemg compiered

In casz of Notice for the period of one morh: -

Full walary wall be kegt on hold and 10 b relessed with Full & Finel Sefilemen,
wittrjeet tp Fxar formmlities besig comopleted

Any relensé of purt saleey will be ot the discoytion of the Manapement poit
discussion wath the Primeipn - Beporting Mansger,

Notwithamnding mything horein contuined, wiy indulsence on the emplayee’s pirnt
it any o the follewing may cotail instant dineplinasy action and the emplayee ahall
nol be entstisd 1o sny sum m compensatum or olherwize. m respect of cesshon of
the serviee,

1. Absentfrom duty wathont wifbrmatosn and prior peimission of the sotborieed
afficer of the Institulion

2. Any Breach of the: Tnstitution’s miles and regulstions,  pudelines . or
oiligations [veresn contuined

3. Amyinstance ot missondact of any deseription whatoever on the smployes's
part Whiethet e relaiion 1o the instifitional affiery of the [nstintson or
atherwiac ill fully neglecting the Tnstitution’s nisrests

ENIT CLEARANCE POLICY

Whenca staft nsemiver wants to scparate from the Instmotion; fie oF she 1s:at lipaty 1o
do so bj. g"..'*nq._. 8 foroaa] h:l:l: nfmng:lﬂ.!‘::rn.‘ln the HOD. In such caves the fil-]:hhmg:

notee periad shall apply,

A) For Pringipal, HOD and Teachers Staff: 2 monthe” notics an 2 mpmths” salary
pay in b=y of setice

Such respnatton should bo sccepmed by the concemed HOD and recommended 1o
the Principal Beporting officer for sccopmnice. The notice perivdd prentioned abene,
will help the HOD fo moke altemmale erfangemnents. The outpoms smif membes ehall
complete sl t=sks o hand and the eyllabes © works winch bewhe 3 supposed 1o
gomylete diming this period,

Howeves, the Menag=ment may st its discretion. sy relieve the staff eaclier thun
the preseribed notice perind also.
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A dsv pribe to the eelicvine dafz the HR =1ll foivvand o the separating saff mentber
1ie Exit Feedback Form snd the No Due Certifieate. The concemed Departments”
sorrespemident wall be & sinels pomt of cormactfor soorditmting the tofal exat procec

At the Hing ofleaving thewtaff will be provaded s Relioving Totter and svexpeticnis
cernficate

FULL & FISAL SETTLEMENT POLICY

1 T tull sead finnl settlementshall e processed withm 45 days from the date
of the sormpletion: of all exitfermalitos and sccurate doswrnentution.

2 Fuoll snd i) setilemesnshafl inclule sll uneloimed benifite, anpeicl salary i
-y andd other benefis ax may be applicable

3 Upon recesp of the confimmation from the ex-amplogee. the Rl and fimual
settlement will be farwarded to Accounts Departmient for further proces.

4. For dll guenes relatng to full endl fimal, the [nstrtion HRAccoonts
deparfmsnt 1 to be contpctzd,

EMPLOYEE VERIFICATION POLICY

All reguedls {or verilicatim -df:u:p]l;lj‘lmi resenved on ht!:l.uif-nfﬂih:ttg of exakerd]
emplavess ninst be dirceted to the Tnist office. Any respartec to sich a roquast in b=
serit post confeniation fron the HE Miuayger.

SERVICE TERMINATION POLICY

1 Inocssr of ¢ petmument éhiplopse | termporaryid hoe fived: period p:u:r-tum:
employes, except dunng the probationary period of smployment services may
be temurared by the Massgement sithout assigming any seascn befire the
expriry of the stipuinted period

2. Incase of any violahon of anvsersice condaiton, the sotvdoo can be ternviated
with no lishihtes azapned o the emnloyer. However, on the expiry of the
vhipulsted perod vk, serviess of an anmplopee vhall autorsticlly some o
b1 g}

3. It shiall be lyinfal for the Mansgement ot ans timie, i satisficd on madioal
evidence, that by veancns of sl health an emnploves 12 unfit 1o discharges his Tier
duties and i llesty 1o comtinee 1o be 30 for 5 comnkenble perod, to termmars
hin her wervice by sivine himber 1§ dyws® notice i heshe v a permoment
gtrgtlayes, sl peily twio davyenotice i ease of The Tsstitution totommiting fhe
emploves on probation.

4. The decsion of the Mammegement as to-the fitness of such an smployes chall be
final sod conglhusive
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0. Inthe eveor of contmmious ahesnce of o team member for a period of 7 working
duyy e suiee, withiont forrmu| sogtest o pertnrase frons s gesend foe the
=me hedbe il be desmed 1o have =8 pnd .fclujl.ruhll-cd hisTier seevice
Stk automanc relinquisient of the contmet of cmproyment shall be deemed
=i fqzu.ldJ.nlle aof the oorroet uf:m;:-h;rrnull arid not e & tenninahon af the
service by ithe Instrtmilon the team member shall Rortlmath cedse 7o be'in the
ctoplovment of Hie Tostinudson withou!, sny farther potice or act bom the
Institatiom

6. The services of e smployee may aleo be termnated by the Appoanting
Authveity or an Authofity bigher than himher on uecotnt af any seriom grevs
misconduct, sl tersitude, negligence of duty, maboedination, s6 without

SIVITIE ANy nptice.
REPORTING OF ANY ILLEGAL OR UNETHICAL BEHAVIOUR.
POINTS OF CONTACT

I youy are gware of any tHlegal or imetineal behavior or if you believe ther o
applicable v rule o rezmintion or this snds bas been yiolated, thie mwtter s
be promptly reparted to vour Head of the Department o Institution cxecmives

Your Head of Depariment o normall ﬂmﬁi_ﬂpﬂm)w should geomaet if you
have guesions sbout amything = 1|]I"i conde o i you belisys Tnstingion oe an
sasoeimle bs vinlating the lnw or Isstindion policy or engagmg in cenduse th
appeary imethecal Lm!n'i;'a:ﬂﬂ CIrgumEInoes; §i may be inqm::uulr-m'\m Y
feed unemfimeabils rmrnng s maiter with your supsriteer, I thoes instamees, yom
mmy ¢tmiagl the head of your depammient or ay other Insistution execistives.
Frthermore. yau should take care to report violatians 1o o pemen o you beliess
1 not imwbved i the alleged nolaten. All reports of atleged wiofations will be
proenpthy imyvestignted and i sppiopriate. remedied, and if leyally required,
inimetdiatehy reporied to the prepcr povemmental anthorihy

You vl be sxpesticd T cooperate in assuniag tha vinlations of this Coils are
promptly addréssed. ldantaton has o policy of protecting the confrdentiality of
those nm}nng Tepsmris ﬂfpm:ihh: msTomEne o the ExImIm ot |permntfed] by
law, Inno event will there be any retallation agalnst someone for reporting an
activity that be or she in goud [zith believes to be a violation of any lsw, role,
ng;nhmn. internal policy, or this Code. Any Head of the D:partm:m
nﬂirlmhrmg, o :m;:nnmg wnnchions oo SOTTISCIIS :I:|.:|r [r.pmmg 2 mmtter will be
dnaiphined up fo awd mcloding fominetion.
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CODE OF CONDUCT I"OLICY:

This Siafl inember Cadle of ' Canvhiet ("Code of Cotduct”) i mbended 10
expluin the terms pod conditicen of exyplovment of sfl Staff Mewibors of
Soundarys Educatiosal Tosr
Thes Code of Conduct contains the employment policies and proctices af'the
Inwtitation i offect af the time of publication. All previowly feued
regulilichs mod any mootsstent pohiy stalsinctite o memormnida are
mgperiedad

The Instrntion seserves the nisht o reste, modify, delets, o sdd to any and.
Bl polithes, protedures, sl rulies, or benafits stated i thiy Code of Contduct
or m any other document. Howerer, siy such charipes fuos) be nwaiting snd
st be arened by the Manapsment or any other anthormed pervon of the
Tugtinigiog

Tt 1a wital to the Facéon of the Tnntttntion, that we' edndhiet our aniiness with
howesty mnd miggery and o complisnce with all sppliceble jepal end
regulatory requiremends. This Code of Condiat sety out {he fmdamental
etanclassle ta be follpwed by sisff meinbers in thelr evzryrday action on belulf
ofthe Instittion dnd esels (o pristioiz lemiest ad ethion] conduct. He plulall
net mcilze o moneta m;:acnmn amoag themsshres, with the students
Cincluding fuitions) thiedr guardisny el pefruin from exploiting Tnis hes
Trsdbiationt indiserte for personin] erds.,

Heshe atiall not sceept o permnt any member of s her famly or sy other
prem acting on hie'her bahalito aceept sy it Soowm ey stucent, pirent, &1
any porson it whoin heithe may come in éonmet by virhee of hishe
poeshon in the Imstitotion

He whe shall 5ot gove or pent any member of hus ber family o any other
T :E:tuu o Mis her Lelialf to g:.: ALY n:u:l o Ay whslern, [ESTeilt, o Y
pervom with whoms hefshe may r.nm::m-..un.taﬂh'-r vittue of his Her posiion
o thie Irsstimutuon.

Comnuler the property sl funds of the Trust Isntution es o placed msagred
bt with burtyer and sgereiis the sane prodenice md care aa he'che wonld
do i reipeet of his ler bwil propesty on finda

Linknovsingly or wallfully neslect lisher dunies:

Shall not opagats I.’;uuugh I:.u;:iﬁni_ les=mrm or othierwise o I
sectarian omtinek or isene o allow oy smdenr to indules in commual e
i::tananﬂ;:mﬂ} Bhall not discriminate aputnet any stodeit on the grousd of
religion, cwte. creed Tamamage plice of origin, socil and cultpl
backeround, e

Skl noe be suily of misbelavioe or crusliy towards 20y emdant, etardian,
or othel- :.Lrsi.llu;..'-i.-,r af mndisdge in ﬁ@l'm_g,_ it wiertiler it of Mddiwciplitie o
nsc abweve lnsuage
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Respect the rofssiomal standing and opmicoms of hos ber collcagmes wd
impertial to all colizapues inespective of their caste, aresd r=ligion, sex,
coomcmic statns, disabifity, langeage, feauly sintos, soal erismation, and
plaoe of buth

Retran from enhissming any smdent o foar rnme apxesty, phywncsl
punishment, sckval abvie, and mental and emotronal harzsament.

Shail pot fmdulge i or escourage amy mslpeactioes commected. with
cxamminations or ofher Tnstitution actnatics

Avoul condlivt betweon molesioml ek il priviite iterests which could
impact ncgatively on sudents and the ofpani=ation

m;iatﬁ:-:muﬂpngmg el b iness trpmiactions m-Instrntion for personal gay
Shall not exgags inany prvEc ade of undsrtake 20y addrional work

Shull nee make any media sopemmicss, publie any stmtement or dosurmmt in
ooyt paue or snvesvmesly wiich hes the effise) of sn sdyierse criticiam of uny
current or recertt policy orsction of the Cedtral or Stite Covemnmerit of the
Tt nstitation, nuor shall ke aotive part m piilsce

Shull wet. akk for o =eept cominluton to ar otherwise assosilile
himssitheself with the rmcing of any funds or otlior collections in sush b
lind for may purpese whatsorver without the prics permission: from the
Principal - Reporring: Momagyr

Shnll ooe appaer tnor rrepare for ay exanunation whick inay equire shsencs
from work, without the ptior pérmiision of the pHnctpal [ Heporting
Mamager.

Sholl not cauwe or mete any other person fo.cmime destnestion or damaze to
thi-prepernty or feconds of the Trust Tistittion, sasbalge in sery theft, frued, pod
wet of diltstienty i cormection with tbe propesty of the Inssitution.

Mmmtam g dignified demesnor commensarate with the sxpectanoms frem s
veacher & o role model

Shall not divulee any confidential mformation refating o the Trum
Tnstitustion.

Al empleyees whall roport to work it for the position st provided
dinty. Camstitiption or biang under the mffuees of dealiol tolieses m my
prbiinies chruigs o stnoking on premises i stroly proibited

Shaill not inthilge in' by bet of Euobondination or dasbediente of arde
viamed by the wupenon.

Shall not mdrlze or andommeas Sroup represenbOnN

shnll not mnke falic accmations assanl, provoked or otheruise

“Ehall pet indulec in Atvrorpecifid bebarcionr, Ricenr monzering and shursider
Shull not pozsess in Instijution office premuses, weapons, explovsos, md
gither ehyectionable materials,

Shall pot eomie lafe o class | office. Placs of Wk
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Yonrmig or Fonmng Assocntion Yy tho Ermployess: Mo amployze duall jom or
continue to be a member u«tm:’hauclﬂi'mn.ih:ulgn:b-.rl which are
prepudicind 1o the nterests of e sovireignty and megnity of Indis or Pullic
Chrtes ar momality or miduige in setrsities winch are prejudicial to the mterests
of the sovereionty and integriny of Lidin or public rd?:umm.iltw Hz She
shall sleo siot engige lomeelChereedl of panticipate in my demotitrsiin.
marches, dhmma, opganszed by wach or any other Assacintion

Any Employee refustny te work beyomd normal worlime hours when required
by ‘the Mnnageraent shall retubesr hirrsnll  herself Halite to action uhder the
provsaon of these Somvice Condimons, Howeror me Monagement shall
ﬂlsﬂ_;ﬂ safe working conditions and apgeopriate gmangsment of necessary
fazilinee

Any emploves shiall not be s tnetid to any smdent or Vicesterss on ass sodial
reedin or othervise

"sﬁ}'uﬂ]ﬂnw&ﬂmllmt scoent o demmes] ey subseroion - donation
sontribigien fram sty other source citfier for yourelf oo for any asscciatini
of tebchery | siadf or stodents.

The empioves shall not use eei] phones =t-the place of woelr | mude the
clozroom imless it m roqured ta be sued for the porformmmes of tharr 3ok md
pertiticd by the Principal - Reporting Manager.

Prohibited Conduct

The following onduet i privhibited anil shall figt be tolemted by thie Tiktihmon
This bisr of prehibired conduer 1 ilustranve only; other npos of conduct thar
thieatens sewraty, persounl sfety, Swif mewher wellme ol the Tnstihagion's
operatons dlso may be prohibmed.

TFulsfymg caployment regonls; snplipment wiformation, or olber Iuttidubon

reoordl,

Recarding the work e of adother Sind member or allowing any other Swif
oetriber to récoid your Wk tone or flsifving mitemation. enher your owh
af another Staff member.

Removitig ov barrewang Tistiution. property withont pries suthoeeaton
Unaghosized e of Insritutron squupment, time, materisle, or facilition
Peevoking 2 fight or fightinie during woslnng homr or on [istirtion property.
Carryinz fireanms or any other danzerims weapons 0n instituton prenmees ot
Ay lame.

Engagiieg 10 cominsl conilust whether o2 ot relmied 1o job porlormeses
Imubordinstion, includite bt not limmined to Sailure or refitsal to obey the
orders or mutraaiiom of 2supervises or member of mamagement, or the we
of ahusive av threatorine lmgmmge tovards & supsrviwr or member of
EHUNATEIIENT.

Liserig sbasive lanigiiape &t iy frme o [isittution promse.
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Fn.i.:‘.l'ugr.u:u:llili;n Ll =hsor when Lma.h[clnrép:rttuwp:k.

Vialzhria say safcty, haalth, sccurity or Inetfition policy, mile of prncedure
Commmttmg o fressidenr oot or s bresch of vust under soy cireummstmges; snd
Committing or imohement m noy sct of any kind of hnmesment of another
idevicharal,

GRIEVANCE POLICY

An smpfloyee haw aoy cemgpHait or grsvasce regssdmg (he smploymueny
working comditions o any soncem cattsing himher for the semooth operations

tHschnrging his duties may soproach bis' ber HOD of e may uoprosch R
for redressing of the same.

A enployee tsy sibennt the snine i writing The neczssry aetion will be
takzn tp bewed oh the seversty of the imuc. The same waonld be decsded after
coesullstvon with the Prumpal - Monagement.

Internal prigvance oell will be formed for furthet imvestigution m the respected
metnion, it neesssany.

PREVENTION, PROHIBITION AND REDIRFSSAL (POSH), ACT 2013

We arz comminedl to proiding & work smaronment free of discriinination and
narsgsmnent while prompting the satetv nd well-being'of B wotmen cinplosses
W have a zero-lolerance poiicy Wwerds sexusl herseermesi mnd are Tully
cornplisnt with the Sexusl Harassment of Wemen ot Workplses (in acsomdsnes
with the providions Prevenium Proliibition end Bedressnl Act 20131 Any
salation of the POSH Policy omdelmes will lead to lezal action, [t 1 extremely
esscotial for all employees 10 go throagh and uaderstand the POSH policy,

All these HR polictes shall be treated as standiis ordets to be fullowed by all
the cemloyess. Notwithslanding. enything coptawned = thia manus] the
Vinazement of Soundarys Educational Trust rerarved the ripht o madify
chovpe | replace by of the above policies as mud when requirsd.

AR KUMAR M
o Lige v 0y

her
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DATA PROTECTION POLICY (GDFR COMPLIANT)

This Dea Protecoon Folloy seiz o4t how we heradle the personal flata of our
SuitorrerT, suppiisis, soployess, werken and aihe third partiss fezardiess of 1he madia on
which Hhut gut= @ stared op whether It setates o past of preuent erployess, workem,
custoniers. cients or suppiller contacts. gharshoiGers. Webdite Lsers of any other dar sibiset

This Dista Protection Paliey apples 10 0l Conpany perocrme] and sets o What we
exp=ct from you in erder for the Company to comply with applicabletaw. Your compiance
withy L Dlats Prossetlion Palley by mendurnpy, Any bimach of (e Dty Frotesticn Polley auy
resalr in aciminary action

Puresiil Diika Pictsatbn Pelusls

Empiloress miwt aiher= 10 the minsdples relering o processmg af perzonil data res ut Iy the
GUOPR [Qenezt Dars Frolecton Regulanon| which regite personal dats 1o 2

& Proceseed lawfulty, Hivly sod by o trardipdrent mannes.
% Collectsd ooy for speciimd, sxplicht wn legitimate parpoms

o Agesmete; televam and Brsted towhel iy neseesary i relation o th=purpuges for

. Acovirats and whesy peswaasry kept op o date

& Noblepd o o form wlic et icenttAstion of daty hubiEste for lshger then s
Heceminy for Lhe sniipees e wileh the duds |s proresesd

% Zrpcesped in aanEpoer Ml eosures s aecurtty ity spproprite Echnical gl
% Mot tanufersed 10 angther sountry witheus aporcoriste safbguants belig I place.
o Made guelable 1o dis aublerts Wi are Qlowes 10 eXercise dortein righls In relgion o

Empiloye=2 ate rerponaisie for and mmit b alie 1o demonnitate camylllance WES he dats
proseotion printiples leed shovs.



£ Dawifabaess s fibrateas

L Persomal duta s be provessed (ulrly andd Ih o tramsnares nranner it relition

1§

0 e data subiert

Epiliyise may orily collie¢s process and dhire persinal dath fubely aod Loy

and for specified prrpores. name of which ans 2=t et helow,

) the datesubpect Bay given il orher consent

b} the precessing ls necessiny for the perfrrmanios of & contract with the data
aubgest,

) 1o messour legal comptianes shlimtions,

d| io protect the des mbject s viE] Hempsts

£l 10 puirdbis dir legiiniite filenedls

& Cos=em

L.

il

# data comroller must only procesz personal Sation the basie of ooe ormors
el the bevwfte] bsines swt oitt i the GRER, whish fnclude eommen

4 dana sphiest cangems 1 processing of helr personn! data 1 they fodicase
nuriertient ¢leakly dither by & stlternent o potitive astion to the proceasing.
Conass respilres affirrasiive s=tion &0 silence. fire:ticked boxis er inacivity &
urificedy 0 e sulfialen: 3 consedit {2 glven I pdoeemwens witeh deals wirth
officr i, S G et o e R s B o

e

Dz mukSeeis = D =q2iiy abls 10 whihiiraw consent {0 profesing st amr e
Al wiltsirawal st e pravtly el

Consent may peet 1o by refreshed o you fatend o process pessomal data for
differeitt and ineoimpatible purpase whldh was ndl dlscloded Wilen the data

Unlass we can'nely on nnother 2eal basis of processing. sxpliclt cohsens s
wssally seqalied for processing sensitive persousd dats, fle slomated decish:-
making and {or crois border daz anafers Liealy, we will be reivingon
snother iezal besty land o requite Sxplics conssi) i proceis man Types of
penzhive dats Winese oxgion coment @ egEieed, you nwet isue 3 B
processing nouce to the data sdbigct to captute #xplich consenr



VIL  Yiea will teed to evidince comeist suptured el Yeen resordt of all eoments 5o

fhat-the-Comnpany can:demongirate compiance with conseni regairements
¢ Tmnspurescy
L, The GOPFR tequires dita contratlers to provide detalled, spedifty Infermulim fo

dats sabiests depending on ey the mlenmmatan wa3 celscied @rectly ftom
Aty mErwcts or fom elsewhere SyeH bfemation et be provissd s
spproprate: privecy somces which mis oo consipe. Henspanen, xsligihie
saiy Evants and in dsir and plain Lingange 59 Hat o dam srisect o
wAELY el e

Fresans dafs smist be cellscied oy for specificd, axpict: md egimals Finposss. T e
net befrther procesed in any manes INCoTPATDE With those purposes.

Employe= exnnm nte permonil dats far mewe, different of Indomparits rpasss from tha
discioed ahen |t was A obinlned uniess you have infarmed o data et of the new
parposas snd they have donfared whetre ntecassary.

Pezpomal dats s S sdequice Tolevons and fmmnetd to what 12 necessary m seletian t-the
prirposes for which it i precegsad.

Employes s ensure thar wiven personal data is 0o Jongsr nesdad for speciied purpases. it
i Asketad or anooymised in sccordamre with = nentution's et retsntion guiksinas)
Accuracy

Fersamal data s e Ercurats and, whers necemary, kept up 1o date. [hmug be somee=d
o Eeiesed withont delsy when inaccurare.

Ermplorres mum check the acrmsey of any raonal dars & the point of coliscren e az
reguler alarvels eftecwnods. Roppeciive wngioyen moaf tak= sl nessopetbie stopn to destroy ur



Storage Limitation

Ferprmal data s oot e kepsm an idenidinble form for Tengsr then iz necemsany for the
pupoded Tor witch thie doti la proceszed]

Employes mat nof keep pervomd dits in ¢ form which permits the Mentification of the dats
sEilyjectifiod jonger than neéaed for the e gilimate DUsliess Prrpose Sur whiCh weonginaly

collected |t indhading for (he purpoz2 of snsfying any ], accouezng o TEpLTTIN
reneme

Erplegrée will talee all sedinniabile steps to dedtroy or etdbe from ouk systeoi all peracasl dets
et w00 jonger resqaire n adcopdance with el the sttt 's sppdcable records meirmtion
paiicles This inctides weduiting third Fardes 1o dalzte such dath wheze appllahl=.

Employe= Wi snmure datn subjects e infarmed ofthe perlod for which data ls enved and
hew that penod fa demrmined in any applicabie prvacy nofice.

Security Integrity And Confidentinlity
Protecting Personal Data

Peroomal dara st D8 recured by spproproce technion} and osganisanone meanmes againg
urnuthoriand or unlswinl processing, atd egEingt arcideatal loss, destrustieg or damage

Ermployes muis foliow 2 procedurss and techmoiogies we it in plice o mainaln the
se=urity af all perunns: dat= Hhom the poi alcoliacion (o the palnt of dertrustion. Exiployue
may enly transfer persanal ata 4o thind-panty service providers who apres 1o commly will the
mguired policees and procedures and who agres o it sdequpn mesies it plsce. &2
mgussted.
Enmpiayes makt momtain dats seomny by promecting the contidentialtty, integrity and
avallablliy of the pettansl tnb. define) & fallows!
4 Confiuniiplity mei tha oily gecple swhe bavs 4 S=ad (o bt s srs silhofsed (0
use: the pergonal dale can access it
4 Imiegrity rsaans thst pepsond! data b accurate snd sultabis for the purposs fof which it
13 procesee]
4 Availshiifty means that stithorised nsem:are abis to acress the pevsom datawhed
themsy (peeid UL for suthicriied purpases



Auporting A Personal Data Breach

The GOPR requimes dnip control=rm o ngidy poy E=rmom] dain breach 1o the applicabls
regulntory el in certaln ndbdnges, e dara sbieit

Transter Limitation

The GDFR e=trime de= rangfer 1o somtries ouimice the ABA [Asisn Boommmic Av=a] in
arder 3o graure that {he Loved of duta protection sfforded to lw:ltr.lld.ulh bry {he GOHE L ot
undermined . Employee may only transfer Pereenal Tiata cummide = AEA f one of the

T SOy T Wit W ﬂm-mdﬂtnmﬁ-m v of
DEcection (o e dats sUD|eres . IS i feedors.

thee dain pulijvey haw provhded exphci coneent to e propossd vemser offet being
infoymed of any posential nsks: or

the erenafar |5 nepsssary for one of the ohsrréasons s80 ot in the GDER

Data Subjeect's Rights And Regquists

Data sumects hsye rights when # comes 1o bow we bandle they per=snul data. Thess mpide
gt b

-

-

-

withelrmw consant o provessing ot 2y te

PRCETVE CRVimn mioTmanon abeut the dam contralisr s processing activiies

RGeS Eeess o (el pEradnnl damm thie we halid,

prevens odf use of hels perzonal dara for dirsct marketng parposes

ask us m-arpse peveona dam il frin no Jorger necessary in retation to the purposas for

whilzh |t wun colisc=d v procesapd or to reridy marcurste dath or W cnmplste
tnoommpese datn

tiestrict proiiesing b apesific ciitinstaticts

thalisEe prossring which has Sean justified on 152 basls of sy titimate Inte=s o
0 the pabite interent

tequtiit & capy ol an igredot imdet which perdoial date §8 tmnsddrred witilde of the
AFA



& objecs 0 decisions based solaly on auromated processing, inciuling profiing.
4 prevenl procesiing that b ey o calise damibpe tn dibtr'ses (o the st stliject or
4 benotified of s persons databeearhy whichis Feiy o result in high risk tofheir gghts
o] feadoms.
& makea complaint 1o the pervisory ammority; and
4 jnifmiled ErTumEineced, receive or el g Iheir pereon! ARtE (D bepmamairired o o
it pary tn 2 mrvrired, commanty tuesd Al marhiner=edahle formis
Accountability
The Cara controflar muist Implement apprapirinte techideal end ctganizational measurEs inan
strctive mamTeT, io FTEtTe oot With S8t pretecTion primnpies. ThE datk comtraier o
reszonsile for &g must be able te mosnie, compiange with (e deis proeoson
Record Keeping
The GDPR redalres un bo kesp full and stiurat= reccibdn af all oGl daty procsssing artivitles
Tralning and Avdit
lopution shousd apswe a8 persgraed have andprgone sdegualy ey fo enable them o
ey with dam peivasy livwa Profhlopes sl slst'tegnilarly il their syslems and prosetsss
to arress compliancs.
Sharing Personal Dama

Genetnlly, Ernployes are not alowed (o shure persbnal dees with third parties usibss ceitaln
safegrards and conTcTal ATTANEsmEnTE hve heen ot in place:

Erfalerpes mny orthy shore o permosial dotn they hobd with emodhist sinplayde. bt o
repretentative of the tratttuion 2roups if the recipent M & job-relited nesd to ook the
irformration amd the tanafer compities with sny aprEicatis oross:border transfer restricione
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RESEARCH POLICY AND GUIDELINES

SCOFE AND AFPPLICABILITY OF THE POLICY

T the prarsult of excelience tn STMS, & vibrant resasrch nultire & considered 2y & mumiring o
For Bnovsine dens snd applicalions. This Rescanch palley i Spplicalds o 55 the existing Facuilly
teeiribens Slaf arel Ghlonts

T —

Ll

e b

10,

Emprace fegearsh a5 @ vital part of the edosation

Freserve and Erainnde tha quasity of Research andertaken

lnoroese Bmelleg mpport for fesearch fhrongh exterm) ind Inferned sources; creste
tranrucent effeciite una efficion: syemns or sccelerpling peserch Guipuls (hrouey netone
# Inveiatizasl unding agendles and olldbomiiim.

Cropiam. & (nsintinance of ese=rch infrgsgaoine o ermbie conchich of stae-af s
regmarch throush fundsd refec

Confem a Ecdi=ing environmen for condem of Wge-quelly ongmsl e by e
itididials affinted with dis Instlutions and provide costimied and stfiestive suppest fir
purEnit of rEssarch activities

Safegiead of Intaleitual puopsny (IF) geferaad o 1 sesnlr of tBsemeh condhesad ot ths
Encoursge and  @Esitmte. moiirdisciplinony mesesrch  collaberabons within  diffesen:
Diepartrmeents of the college slong with aifier repubed Iristiuies, Unlvessftley srd Besearl
rgaraetlang Suth n indls e anrual

Impteres (ER thszarch shape of the Tellegs by efective diffiston of petharch actities aid
schiovenents of the colleps a1 ol] levels to maodmize the Inmact ond recognition of research
dans

T Caflege tins smtheriied to s of i popiili dotabsases te Have 4 rich collestion uof
rewources. The Colleges bz o policy W updais tie ety siouroe contmuously el
frequenily has=d on the @ questiion the Deparomsie

In Cirdler to encoyrags reaearch ab al| ovels the coilage condurts maesrch paper prassmienon



il.mﬂnﬂﬁﬁsiwﬂsﬁtﬁ'm:n@ﬁ for reséarch Tmding Tom s=Emmant
matitmtiona, guimaTy and on-prait formdations

12 At SIMS e faciiny membery e sncouragsd to tike up Minot Ressarch Projects (MEF) to
pramiats exceence iy resareh I St dizctplines, The managsment Al Fovides =il
ey forancousging Minor Keperh Projesia within fl= insfituficn

14, Ar 3ING, faouiny membern are snconmagad o ralzs funds under copeuimocy aervices

The Jmnm:m.'tun-u o thit ppidbety Wil be snrriied ol Wnidet' the guidmes of Principal of the eallegs.
Enﬂﬂdlﬁﬂlummﬂmtﬂim ﬁw&hrtauuﬂm

L Tho artdoles with the afFsmon of Soumterys [nefnze of Mansgement & Scianes giope will
bemonilkieeed for the fnanela! incenive.

Befors rending the wark 20 any Soumal, fantilty o mibmir the paper to Sorury Cammitras
Tk ' plmgsbirkien e

Aftsr Scrustny € ommiites approval, teuiy can send ihe paper for prsiitation.

far

Ll

RULES AND RECULATIONS
Foflowing are-the rules and Tegulations snd The docienents: 0 be submiced by the feculty members
afiér ptndng/ pretenting any sénts live Confermnce /. FOP Werkshop/ Seminar i,

T ]

& No.of confersoes pait 3emesier oy Tty - Minimum ofie.
= The faculty memibers thould A che bnrlmarien proforres avallable with the Scruriny
committee 51 He tme of sheirast commumention, Thescryny commiites Wil provids
patnarks op Whither the cunferende can be tilen up o nez Il the serullny committes solecty
the conference propossl and fagulty soll would ik o g0 for the condersnes; the college
doesn't bear such expenilinies
Bocumsants
Registratiah deisls echilts, Fymssit]
Abtraet cormimliation (el peoeptage)
Attendance.
ol
Cerdficase

¥ OW % W



G o = :

» Puliizetion getals {lok)
» Copy of ths pibilisasion

» [SSN nmmber/ TSAN numiar

J.FUBLICATION IN JOURNAL
Rules and regulation for publication in Journals
*  Artesst ons putiicasion per fasilty 1T semestss o regnimes]

# Fessareh pagur shosld b pubilyhed i st of journisls gives beldw

L O L 8

QuEntipe]

. Quisitis?
¢  Qummtiie 3
o Dustis 4

LIGC CARE—grokp |
VD CARE - group 2
‘Sedpas (idexed

¢ Wb of Schenie
«  ABDA Jourmal
7 Foetreviewsd jotrnals con be dhoéhed hiouph antine with e Sielp of serutiity coniniiee
# {anher then peecfeviewed End AR jommals, 2an be checked through given Imk

7 TIGC webete/link- Mripa Algcemre miponesrin/ Apss | Hare fdey
> Alter sibmittivg the repearch paper below drtalls should be given to the sorating sommittes.

S | Tleot | Kame | Deparmm | Nam | BAN/S [Emk of | Stage of [ Year of |
Mo | the of the | &uofthe e of | BN L thie s
Heaesr | Auafinoe | copchey | The | No Journal | publican | puisticen
E /1 Joum am an
P al! Sobimits
o/ Undsr
revirw /A
Cregted
i ifor . :




Mo L Financiad sssistangs will be plven based on publicecien charges
I Flnagcial azs==mnce Wil be-gen Tor Erperimentst expandiams and Fisid worls
Providen receszay SOCUITENE &TE submitiesl

S CONBULTANCY SERVICES
The Conenirency Services offeved by the college will be undey thres drogd categones nanshy

rurTicsilim e oy vush wr Corpeormie Tratning, Trmming for Compatitive Fxams et
« Functional Consaltancy —Non Burinsss Encerprises such s Market Stirvey, Feaability
Sty Stfrware Testingl, Valiilstam ol Resmrch Methes el oller suippet ssmmmens
Fappoing Pegammnn £,
* Research Based Consultancy. [1 is 2 typical Ressaril bassd profect on Stlences & Socly
Sejenoes witeh 3.nog covennd under fanafane (Copmlimnny
TheSsmursemes: of profit afier d=duction of ol sspEnding=s word s 7020, However thit rate i
ue fo=l. Based on the wiiizaTon of tollnge resowes; the =hio will dffes

Abrief summary how the consultaney servicss impact the institutions.

»  Communication leter (requiation for copslmancy, conmiltant Name: conaulant f=. penod
=

*» Expertising fieid

o Agcepiance letter Dom Pridcipal

o MTHI (If appifioahle]

o Finnnclsl siateimens with an anthiorissd imasrs




Rules and Regulations for Major Reszarch Project and Minar Resaarch Projest

ﬁmﬂ“ﬂﬁ:h‘lnu & 10 Wave mutual intentions to jointly work an projicts required
for industries and resenrch needs, with leamad facuity of good indotral expetence and
preerniking etidenin, jednthy agree o earhenge thelt sep=rriys e iyl Henafil 2nd mewth

Dumation: -

Major Rezeasch Frofeot [MRP) Maior Ressarch Projact duration 12 2 46 3years (Saded tn satistioning
ARERSY)

Minor Ressarch Progecs (MAT): Minor Research Frotect diwapon 1 G momnths = ) y=an

Funding; -

Fur Major Research Project fanding depsnds oo the sriotiining authory.

For Miicr esesreh Projers: inesiiution wil saetbin the A1t i 55 Bae.ovey s
Rulus and Regolations:

o« Priticipil Investigntar tised o subnit o tesessoh Broposil 1o Seriititly comimiiten anid Prineigin
io =t amrovdl

*  Theproposz] shomid come fiwroughy respertive Bepanment {Not mdindualiy to getapproval
oy Senblrne coneniitee secl Pringipul

 Principal mvesngsor shouls beicngto SIMS only

« Froposal should nrlude Ahsttacr, Oltiective, Hypothidls, Shafmmerit of the probilem, Scape of
Researen, Regearn Denlgn, Proponed Findings, Suggemion end Conchusion.

¢ Fssmarcher beed to fillimit Tentativs sspendinrs demi

" e=t! to swpisn the bee=hits of MRE towards institntion sl iodey,

o N of Se lndiag sg=tee, Had, may ar RO with e same:



« Toaiill che projett withih sdpulsced tme petlod I pot give & explanssion to' Berusss
commETee s §uT evtrnaion pericd el
¢ The proposed toplc shtld come Undar rmal strann of the respective Cotrie,
¥ The cutcmme of the 8P slicald b= piifiisil i epeted e
Documuniaiion:
» Rasearch propass)
* Principal investigator and Co Investigator detalls, Beld assistant details
6. BOOX PUBLISHED, ARTICLES, EDITED BOOKS ETC.,
Hule: and Rugulations;
o Amtore name shouid be assactased with SIVE
» Compliseng copy shoud be gubmitted 1o e Collegs sy
Documentitiony
o Tiissof the vocks
= Zinhors name
« Fublizaton Demlin
s FingnitEl esiinanee feostvsil om cillzge

7. WORKSHOP/ FDP/ MDP/SDP (SKILL ENHANCEMENT PROGRAM)/ SEMINARS
AEYMPQSIUMS RESEARCH CONCLAVE (NATIONAL AND INTERNATIONAL)
o Nnaof i per semeste per felny - Minfonm one
» The faculy meemsbers-shoald M0 the intmadon proiorme avelabls with the
whither the shove 22l evests will be veiue edded © ool If e scrutiny
commEittee TEe the propesa)l, sod feondsy sl woidd Hie 1o go fol the abovs
gme avents the nollage deean't hesr el expanditomes
Documuntitions



o Hegintratics desslls (rochure, payment)
+ Adenderse Sevtifioge
« OO

=  Cemiicame

weOE ELE BOE i

Alms and aobjectives:

1. To enhancs technical and professional: compssency 2= well 4 crpantzing okill of the
{mriilhy (rmribengy

< T PRATOE MIETACTION With professionsly wozking inIpectlic meas of reseach in
Eesdemic Instiiutiony, A=earrh Labe, snd Indussries

3. To provide sypbnims on latest developansnit (o Aoademln ' Hedsarch/ Indaitry 1o e
Rt fom el Arsdemiciam s AessaroieTe Fmrﬁpvmmmm tom
ety

MODE OF SEEXING APFROVAL:

The prepozals may bé sdmitted In @y of thees segmenie with broad guiddeline:y s specifed hand
11478 —

6, | CONFERENCE/ ¢- CONFERENCE (National / International)
& Al departroehil vl e alipitile to onginise ntetriatiotsl Mt onn Califeretite fe-Conlsrénes
of 2 1o 3 deyr dinsthen sfther tlons or jointly, covermg verfous sub-themes umiter one broader
siElL

= Dedining Peportrments moy wilamll (ne propoand lor drgunizing thie évent o Cegan=g



i

2]

chooze suitshie faoilee merbars In' Wi her core t€mm for smooth organizstion of e
Conferssee/e Confepnce. Tz Orgontzmy  Sermet=ry zhall Snve 0 seek emormod
ipotesraiips fro different Orgenl=atooss/agencies gl as AICTE. [INEA. DRDO CSRL
05T, Profe=omsl bodies Infuste= = Prefawtly  the  Interoatioms/Hatoml
Corferenrefe-Conismce  ouet B8 ofpmnieed ooder e unmefla of  soms
Nationul/[nternaitonal professloral soclety,

Hommally ontv one Intemanona Tianonal Copference/a-Conference 3hall be orpanizzd by
the Departerieit in mi soademic year, Howevet, under special clreitmitances pwhete same
extema ngﬁnr,rhq: agreed to sponsor the entire expenses fo beinmred o organizing me
Cordetfibe Me-Cotiietimoe ) mons thah oive Condirstion md be Bllchived in o finnricial vesr
Tlie Ongandiing Secrstary Of e jiroposed Conference shall anply 10 Princlpal giving detals
ofthe estimares sxpendinme andervarions heads tuci as Honormmmmand TADA ™ Experts
(I Epplicatdiy, Boarriing & Lodging (I mibieabilul Comtinginey Sratinnery / Micallsecus
#ems eic The propesal 2hal alzo menton-abeut-the smoumiic be callened a5 regismation
e, ext=rmal gponseriiip, efc

The propoest sotamined by the Organsing Secretary et be evainated of the Lovel of
Ittty By odarmides. THiS cottmmiltte shall examims thit gropesal for i Ghjectsaa.

Henen), uatifestion) gnd dedpills of BrperosSpeajers, The eme of (e mevhers of g
sommTes shill b ane Eadaniic vear

Thia nannme Level Cormmsites sl ghve B spesific resommetuiafions 10 sSoepl et ke
propagali bubed oo (e serl of tis progosal st the exteit of Minding

0

The event may be fmded by the Instinnte anly op o0 mastmm of RS . THE
tettiaining expendiiioe, I ani. s te bit met gt of extemal spomscrdpin

Nom-relundaiis regisirancn fae mey e collected from the partizmants preferabiy through
Soundarya Souhsrda Credit Co-operative Led. Collest &5 th= deralls resy e dharad
with the inntmute canhier ao undar

Confutence e-conferenice
Descniptinn international | Matenal | letermational | Hationad
conference | Confersnce Conference
Baribcirnms Re 00 for | RaiiOD Ba MO0 lor | FeS00

froary Academias | Foreign forergn
R&D dalunyips detssae:




Pardcipanis He S000 for | ‘Ra 20006 He 000 e | R2300
Freem Bdusnry terelan furetzn
delegates deiegites
Siudens Falid  for | Rafiod Fi 300 for|Ra2@
foircion fareign
[ Re 300 for 'F.:if;lu fiz 200 b | RalO0
Hatsner fopeign Jopeian
delsgates dejegates

il

The Tejistratioh fee rompietaly. or partiaty msy be weived o for some of e partipants
talomgims - the spomEating organtzemnd etepry depanding on the sponzerhlp smoum.
o Aller seeidng sppoons! o te principed By shall e the setesssioy ermiition lstter,
The Orgasiing Sesretary will be respantible for taiing All necessiny messures with regard
iy thessanes of interrafion sl Farseipes wharensr sipieable The Opgasiiomg Seevesmywill
be pmpomsiile for malntaining of el pelévent records (reghitvotion/atendancs, tock
regieETn. canh bopk. #00.) and maks thee avaiablz a3 and wien required.

o The Chganizing Secmeisry will dlen e eerponsiite for compléting all the fnbmslites mided
10 e selthement of e smount recedved) trough spamendahil From external agenalite.

&2 WORKSHOP/«-WORKSHOP, FACULTY DEVELOPMENT PROGRAMME (FDP)/e-FDP,
SHORT TERM COURSE (STC)/ &STC

OFFLINE MODE

¥ Al departiments wil be eligibie to digaties Workshtzp/ FOP/ STC- Such=vents of nenmaliy
7/ teys durstit=, shull in general e prrante during susnmer/wiliter [teak The propoted
programms of T days duranon st fave:| [ ssesions {atlessr 07 sesntona of & honrs: duratzan
ech per iy ekorpt the List duy] baelidinng 4t lesst 07 jractical sessions drhermves poasilile

* The progeemmes shold have sufficlent segsions for Software Exposwre and Experimental
B AEHE ASEE DRRaISE: & AT AT SEEAE DL TE DIGpOSEY Sveit
indicatmg femures 5 willl a2 nhoratory /prectical sssrions T be fomished almg wach-tha
propeasl



« Diggditng Deparmpents mar sabmlt &= propcsdl as Coordinator for 3&3kdng samirdatrative
et fimsneind appromis. Coandinator ey rhooes =ntabe fecaly Aatall memdmiz mohis fhes
tagm for Seooth ofgenizstion of e =vént The coordietvr shall elao b résponafble far
se=king Fximmat sponorsiipe from agences sich & AICTE INSAL DRDO CS/E. 05T,
Profeamomes boffes Tndemien,=rc. ¥ regumd

v Normally eath Departmant shall be allswed (o organiie at beast ons per yéur,

¥  The coordinasor shall spply to Principal giving dezafle of the sstimaizd sxpandire under
varibue liedds such es Hondearlioe and TA/OA 1w Exporls, Boarding & Lbdging.
Contmgency/Satmery Minesimnaoms, & The propesil shall siso mrmﬂtemamrm
He polideted ne mmlatraticn fse axtorbal spbinbioishiss. ete (1 my)

+ Tlie propessl for FOPSTC should normally be meibe b a nustom of 80 (Aty) pustitljame
20 partoipens from oufside k=.. from reputed metitutions Indusres:

¥ The peopossl simitted by he cociviinetiy fusst be sysiited of fhe Leved of Dt ty
COPTITEe: This CoTRImitiee: saal axanine e proposal for e oRjechves, jusificatlon, courss
content, end detafls of Exj=ries Spesiee The t=nure of (= migmbare of iy cormmiities shall
be e academic year.

= Thid nnitobs Levsl Committes shall give v speeliic | recommetditicng 0
pos=pt iRt the propesals baved on the wwrit of the propoil and the extemt of
Jerdineg

¥ The event may b= fnded by e Instinie azad an th= department wis= hudpes sufimitred.

The remaimng expepdiiune, 1 ay. hes 10 be mest oot ol Sxtesrod spousstuhips.

v  Nobrefunijahle reglstiatiom fee misy be collsered Bom the particieants preferably tireugh
Soundmrya Co-operatres Socisly (illesrand the: detaie may B2 shared willh e Tnstinoee
eEThiET ar urmlir

L e 1000 for chepartlolpuats Fom Avademls /BET Laby
r 8 Pz 1300 for the partieipunte from ndumry
o Rs: 250 for Smudent.

The coordinstor will be responsible Tor mamtaining all relevant records
(registration/attendance, stock registors, cash book, etc.) and make these available
ity and when required. If required he/she may spggest suitable faculty member as
Treasurer oract &s Treasurer himself/herself.

B. GNLINE MODE

b &y Deparment of the instiimson will b= 2lliitee 5 arganioe worishop (57C in oritie de Le
= Warkshop/ e ST Shich seents of normaiy o wesk duirsisn mas be arminesdin neh 8wy et
tho sgatheniic cchirdiiles g tiod dlaturtied. Tie progdiend progruaune ol T Qi chastion nay e



minlim fires sesEors per dsy (at least 02 sesslons of 2 hours duraton $ach) wih smphatis (o
hasd-holding sesaions wherever possihie

i & day -to-day leniathve schedule of e propesed event |ptieeting lectimes st De sabmitted slong
with the piropessl

| Dresiring department may sabmet e propodl a3 Coordinarat for seskine adminfstragve and
fnasical agisbovills. Coordiigion may chotse sitghle feulty Zstnll seambiors My B e besin
fur smeeth orgardeation of the event. The coomdibetor 1hall aisg b responnlbls for soeiding
aitema spomitralilps Mol agentles such as ANCTE. INSA DRDO, CSIR, DST. Frofésalotial
Dedies, Indu=mes. efc. {fraqiired. N .

U Newmally each Deparimment shall be sllowed [o oganie one programimes in 2 imancial year,

The coonimator aholl ey 1o Priccioel ghing datills of the estimuoted expend|boe mmder various
heads =l s Hoodmiin, Contingerey. Miscelane=mn sppEndifire £ The propossl sul] dles
inchida fe amnine to baiceliected 5 registation S, ememal spondciEi o | Ay The
propesed progEramme may haee iningmum 30 pardeipants. The: dodrdiator masst adhers: to the
npecific gaidemmes daormg fied by spanscring sgeocy o gudelines mentaned in o specific proect
iz o wifieh thie spomsership b beng armangsd

i, The proposal mapmitred by Coordinator miust te on par with budge: submitied by ‘each
Depattrrent

& HNonzefimdphls regsmanon foe may be cofecied from the participans prefenably through
Sndarya Co-operative Sociery Collas and The detalls may b= sharad with the Institae
es=hier ag tmnelet]

g ‘Ra 500 far the perticipmip from Academin/ RETIL alis

b, R /LB tor studenty

g - B 730 for participanes from Thduamy

Thie cotlbnitey’ will ‘b= raspoHlible for ftmsatidng sl relvant et fregttuion /bt
sock regisiern cash beok =ic)-and make these avaliable os and when requived. If required - the

WMODE OF SUBMITTING APPLICATION

The gpglicatien or crpurizing the programme (Contference /e L enfmince, Wotlehop fe-Werkdhnp,
FOP/e.FOF. and STC/2.5TC) dily forwanded and recommmendsd by cencemed Head of
Department mugl be Sutiitied dong with reevent detals spedified tersunder

1. Brothure of He pogramims

& Tentanve danof experts with specladeation /expertise

3 Terestivs larute roheduls

V. ERnige Seisilproposal
The prropoad it be siflvrined well in ddvance 0 Prindipal on stendeed ibemat lbr evaluition &f
i Tramnee Teved Commees, whersver opilioble, snd pulequen spprovel of = Competem



OENERAL CUIDELINES

The Creamizing Secresaryy Caordinator. ﬂlmﬂﬂmh,mﬂnmmnﬁmwﬁtﬂnm
mﬂhﬂﬂumnmlmmﬁmnmmﬁ:uﬂuuﬂmnmmmhrﬂtm
mielude ditsin wnd AfiEstion of the apeckery End participssty of the programne =i hioad
oI oM 4 o pesines achieved =

Whistevet the Corifelsios/ Warkihep/FDP/STC (offine of oniine) Is spomscred by éxtesnal agendy
ot the Enancey ars 10 b Booked 0 @apecific projecy, e Organiying Sacstary/Coorcfinany ik
adlwre o the jradefines  parms of sponsanieg E3vnTy,

The purchaze proces, wievessr mauired, most Dein sooardanes with the Inmitre mdes The
parchase commirtee: if required. mpst have one-member fram Accounts and Audit Secton

The certifientns most e fbusd to parnelpants Uesed on Uelr amendance I (e gugranuns
orgurred =nd ey be pigeed by Qrganinng Secretary/ Coapdinstor of e progremme. Head of the
Deparmenit. andd Princiml ﬁhinﬁmﬁthmﬁm;ﬂmmﬁmmﬂnmmmﬂﬁﬁ
wmmmwnzmmmmmmmmm pvent alung with the anendance
rocerd,

E.Certtficabes Jor progmeiumes rondussd throuph valins rmads migy b= fvued s g paint "e” abeys.

Duly recommended propessls (porh affine and onfise moda) s be syomitted 1o the: Scrotny
comminze fer St procamsimg in meorriance with the s framre= aswider

¢ Workshop/FDP/STC: ar leeat ees-mont i) advance fom Mme proposed date.

0 Mational Coaferonon: i leil ve anoniis in svante ol ti= aodotsd dale

o International Conferenoe: b beast slv puoiile i scbvance b e peoposed did
70 keep imiformity at ﬂmh‘mm‘rﬂ-rel, the ongamizing commitsae for offtine ap wes g0 aniine mode
of Comferanca/ Wetkshop//FDF/5TC should be propesed in the cliawing paary

A) For Comfvmce

Putront Héad of the Institake

Co-Patrom: fead of the Deparmment

Organizing Ehnl:m:n.ﬁnﬂrfmmn 131)

Drganining Becrydary(s): Faoully inesibine [£) [Max G

Treasurer: Foculy nenibier (01} .

Organizing Commirtee (8): Faculty/Siaf membend). If requived

Advisory Committee®: Renowred Acedemiciame/ Researchers

BisTER-

»Petiiomn fmtt Beputis] Indienry may 3o be sonsiderer (] reguined



B) Far Warksbop /FDP/STC

Patrom: Hesd of the Irstivas
'MIHM'HWEW

‘Convener: Farulty member (01)

+ Coordinator (s} Faculty memiars) (Max: 02)
¢ Tresurer: Facalty member (08!
v Oresnising Committes (5]

GUIDELINES FUR 4 MEMORANDUM OF UNDERSTANDING

A MetmaEdurm of Understanding [MOU] s required of an sgency when an appllestionfor fmds
hwh:iﬂﬂ#:ﬂ‘:ﬂmhmﬁﬂaﬂhhmﬂhmﬂhmmmmnm

Fnum documentution that demonstratés the organizarions have conmiteding coondine=d
ke responsiiiiteg of telr grant aotvities

Tl tollrwing sl=riwhis shonld e eoimlidEsd whes conrmleting =n MOL:

Besceibe each pariner agency;

Srme e papcss of e MOT,

Cleatly Hesbribe the syreed iphil roles and rigonaibilities sach dtgadldation or iguncy
will be providing to 2nmre project success;  TheTowes and resporafbfineschonid A
WiTH prosece prals, eliectve and tarpss nuiputs

Idaniify the s:aff responsibile for completing the apeelic rebponaliilities

Bescribe how the collaboration/pammenip benefits the project;
Dezrnbe the spampres ssach parifer wosld contributs to e proscl This can be
cotitribofing Bl U, sudiing beeking eosributiont] delvering setvices, aifmdagindning:
ot experies, sir
Hmd&e:ntmmﬂmmhndmwmﬂmuuﬂhmyhﬂﬂ

parfcsmance of t=pafboyative srganizatione/ sgencies,; o4

Thye MO mizt Se siimed by all parimer. Sipnatories tmst b= sifictally authprizad o
slon o0 beball of the agency and Inskads Site-and Asency Sama.




N DERSTANDING

All Mmmmmm-nnmumwn
to thesuhmission of the final MOU.

‘Imﬁﬁmmm:d Vndemzending |MOU) & entered i by and betwesn: Provge:
Hﬂ:ﬂ!ﬂmmﬂ:hfﬂ"mﬂu:ﬂnﬁﬂ:

n. Rolgs and Bespoasibilitias Cieeely desteibe dnd tefidn the npeesd ipan il
and Eponaiiee each orponcron o caery Will e prowding o meaae propect
syecsin The wpley oo segnomyihilivies skould alips with pecsect poaly shisroes ansd
savges autmits Thiz mey be conmibution of st time, in-bing comriiitions of speveor.
sgserindy, dettwry of sengram arvices, promson of g o sapl egerting, e

v TR =i & N ST [ ! W -
i B il |
2 e S e e A e A s T R R et e




C Bemortine Regulrementy. Dercibie whe will be sepoiisihle fr cllsing, collimingand
sidisnitiing il iy pae B plAcpescE ATt oo (U e tuririieses

D, Timelframs. Ciesriy mote ke toe peetod Hise shie 00 will Se'fy eifpce
This MOU will commence o ‘ard wiil disaolve: gt themmdaf the:
gmmnﬁxgww € -

F. Configuntialing.
In ordér 10 enpure the safaty of clians. o] parties 1o the Memorandum of Understanding
poreetc adkers wo the confidentislisy expecistons == ourlinad t the Grant Agreement.

The desipnuted fead speniy adeents Ml responablliy for the perfremance of the
_nhbumﬂnm@mmz

Thid Memorandion of Uitiderstimding Wi the comfilile aftwsinent betwdest
g End may e gmended oy by
mmmﬂgnﬁlhrmhnrm:pmuwﬂm

The MO sy b wgrond 8y alf pao s, Stmatores e b qfficiey suthprmed nege on Sedalf
ql"t.'irwnd'rm‘mrfﬁmf'qrm A

Surdbripieed CiTielsl]

Sligrtire Print=d Name and Tie

Telepitne] ik

= Mml Address

Signiture Prited Name and Tt



Thlophone{yl:
EMall Atdrese

PATENTS

Applicabill
Thi Regliation gpplies 1o 2l creative weirky produced bt e Institution sither Individanlly or
ccfiehomavely, by focusy (regdar, par-time ard visfieg), st stadernrs. or assoclstes nhe
comatet of eduestional or pe=march progmme Eeiidng b oot Smited 0 dogree progmms

rEsmareh prosects publiesene ssebuary prodecs developemsin, breenions, and msdls rpleasss
The Regllatlof sncompaszes sl lizass of Intellactual property. inchiding patents. ' copyrights.

mademmEre), (e3ign egistnlions, and feending End permaby 19 indhidusls eng orgsnizssions
e=mockated with the matitmion's sucatmnal, resserch. of consalterry estivitles,

Types of Patemts

| Peeris Act 1670

i Trade s Al | 508

& Cloiges Kol =000

. Ceogeaphieal bidlicatican of Coods (Hegtetrstion amd Proteytion) As 1008

v Copstight A4 1857

. Frovecnion of Flant Varerss and Farmers Righms 427, 3001

wil. Semicotdistine aagraed Clrosie Layous-Detgn Ant, 2000 2nd Falogical
Dbty Ave. 2002

Al isloglont Oversity Act, (B022

(=, farional PR Telley 2015



Pl Oike | Llsk b e | (Pubiislieas

|
Mamr . Habegg
f s Fiindtoailins | Thle sl ; i l.'ltﬂ.ﬂ.l:lllﬂﬂh Faluny dowmidedj
. :m-uH- “?"":_' . L 11‘]‘;“”"*"'" T rﬂﬂ

Bsk

L

Two tupiis of & publicalinuz megulfineg from. the esescch. conductod with e id of The
grants shedd be mmimmitted to Institiuoen

Intefleciug fropeny Hicnts

Any moeferwmal propesty righny or such informestion knowietdes being able 1o SustEn or
ereate ot any such Hght miting o af the mapars/ projetts spomsated by Instition wWill be
sl joletily by thee fresituion /3 & D of lsluticn

F B D sholl et ench athss befire fling lie &y protection of iy Lielinetun Plopeny
Higniz riling from any of = propect sponsorsd by Ingriation

Arstumle lnstiue & D fustintion und Ousthrion will spaurs agpropriaie protection of
feellestaal Propeity Righh gemareEsd ffmm fobperaiion, consEtent with lowe rilea &
eegulations of fniffa.

The exyersss: for filliyg 16w Patent proesiion in Tndis o abroad all be borme sgilly
barween Inetitut= and Anys 56 Fnaneial aocrusiz doe w any cormterclal splaiaton, of iy
patent dhall be sheryd equatly betwees thim on HES besls Howervier, ooy ol the partles is
ez m uiilize the PR for 1E=ir own ues on nop-conwrroal bapa,

TEMPLATE:

Doowments to be Subminted:

1. IPR c=rificate
i Twsign Application dstaim. (Srresnshats)
3, Supporting Bocuments iy,



Anmexure-]
FORMAT FOR SUBMISSION OF FROPOSAL FOR MINOR RESEARCH PROJECT
1. Bivad Subiesd
Z. Aren of Spouiafiez=tion
3 Deypetion
4 Frincipatimesstizsor
1 Wapsr
u !'.!u_!-!.fF
M Bate-of B!
W Catepory: (GERISCAST/OBO)
v GmhEsanion;
¥ Designaton
Aditrrss Otfioe
Healdence Hmull/Prone:
5 N of the Insrudon where the project Wil be undermieny
(4)  Deparmen
by Colege
€]  Affisiing Univepsiny
(d)  Whethes the bt s Spransit by pural /ackwan s
Whethier tie Collsge 18 pproved under Section 2 (1) mnd 12 B of the UGC A2tT  Yau/No
& Tepching and Eesearch Experienge of Fringipal Investigior:

ta) Teaehng expenience UG Yeur PG Yeare
(bl Research expesience:
(£} Frislicatinm
ta) Papers PUlilibed {H)- Acceprod :
{e) Commmmicated id) BoeokPubtshed
fe) Actepied 1) Communie ind

[Plosan encicee the ez of popers and books pubinbed andfor scorpied doring Laxt fve yeam)



PART -8B
Proposed Reszarch Wark
B ) Frolec Thie
M Inteducton
iy EHestives
itvi  Metheddlauy

¥]  Year.wms Flan of work znd tarpets sp be ==hjsved,

&  Firnsncial Asintance neguined

i Bookes and Joornaks

i Equipmers, (fnseded

il Faeld Wk s Troved

i Coemieals and ghszwere

- fmm:mwnmﬂmﬂ

10, Whether the teachsn has received suppar for the reseach protest from ha tTﬁfumi‘-Er"&mr
Miner of from sy othes agensyT I 20 plem= ndigme

« Name of the apenoy thom wihich the assistindes was Eproves

i Senctn let=r No s dets under which the sesssteiee was sphroves

H Armamt mepreved A (ol

I Tithe ot the projest for which assistance was approvsd

v, 'In caze the profem was compleied; whether the work on i5e proect has besn pubished

i Jlﬁzmrmmmm#numr m-:hxmﬂdigrmfmlln the theaks was Tt
il aeroapiid by tha iniveraity i the awand E:-!-:h-,Eru-_

(A sirmary of the reporffises In Sow 000 words may plsass be anachs] with the
upplisation)
Vil i the project has pot been completed, pleese sats e resgons
11, () Thetaiis of the UIGE project/sheme comple=d o mgoing
12 Ay ottt inSstination which thetabcher msy ke 0 ghve i support of this fropicsal



. .

s The Crllbege bs sppeoved urmtes Sertion 241} and 12(8) of t HGE Ace snit b il 5 rexene

b Gemal phyeical fasiities, such as fumituredsmacs e o= aelenkE mo R
Vepartment  Coiieze.

e 1 hall it by the rules geveTng the scheze in cee a=tvtane e provided o me
#ron tha UIGE for the above prolest

d T shall complets the smgjact within the mipiared pesfod. 17 fil 5o do oo and if the UGC
i3 ot ansfiad with the progress of ihe resepreh prolect, the Commission ma srminat:

the project Inmmediniely and ask for the refingd of the enthe wmount {with erest)
resas==il By s UG

The dbove repsbreh Project 13 ot finded by anyy cihet asenoy;

Signature of Principal Investizator Principal

[ Seal)



Annexurs =[]
ACCEFTANCE CERTIFICATE FOR RESEARCH PROJECT

Mame__
NeF dates
Title of the Froect

1. The reseztel projest |2 ol heing auppoeted oy any oches onding epency

2 The terme and condltions reflated to the gram are accepistie fo the Principul frvedligator
and University / College Initimtion.

3 At present, Dhive no research project spproved by UGE and the sgcouns for the previous
prugect, i &y bave e suttilexd,

4 The CollegdsUniveraity th it o réciee Bnabitnl asdlsteose Boin L HGC ond L Incloded i
she I of Sectian 201 & 12 (8) prepared by the UGE.

¥ The Frincipal Inveatigator bs a retived teazher and elinfils o receive honceartum 23 Ne/shis
It selitier geirinig any hodnotarlon fom e Rgetuy BUE 1o Hedshe paintilly smgloved
shvwhape:

& [l His/ber die ol irts s
my Age
T-The dat=2. of implemenioon of the projectis

Principal Investigatar Principal Coliege:

Date: [Beal)



Annexure - [
NEW DELHI —110 002

STATEMENT OF EXPENDITURE IN RESPECT OF MINOR RESEARCH PROJECT

L Nene o Ermpoipal Invernigeor

2 Dee af P Dinne of Colnge

3 'UGE appresal Lester Niewand Dars_

4. Title of the Respanch Fro=er

% Eftive dai= of starmng the fremeey

% & Pestod of Expendltite From. < - F—

b Detalld of Expenditure
5.No, tam Amount Expenditure
| Approved (Rs.) Incurred (Rs.)
] Fook:l!: Jourmals
i Equipment

'Frri:mﬂ-




=l

i 25 a resulr of check or mudiz objection somee Irregularly s Brdced a7 later daze, acton will
bt ke o rediond, wbuat or pegiinrize (he olyjected amirunts

B boatifedtha e ganiolRe___Fupess _ only] recelived Tom e Hniversity
Crails Comamibssion under ke scheme-of mpport Be Midor Redeuret
Project enttied vide UGC lemter Na £ dated has been fuﬂr.’mﬁtm‘tfnrmElﬂmmm

[z wtdeh I s smpetiored snd 1 secordinee with th sermms snd condirions Ll derwyy iy the
Linlvorslty Grants Comamizslon

SIGNATURE  OF PRINCIFAL
INVESTIGATOR

PRINCIPAL



Annexurs - [V

STATEMENT OF EXPENDITURE INCURRED ON FIELD WODRK
Mame of the Principal [nvestigator:

Name of the PlaceDurstion of the Visit Maode of JeurneyExpenditure
ited Incurred (Ry.)

Fram

Crortifed ton e gheiye sarwmpditinee g (5 Accordnbes ity (e LG pofrie op Meior Bessaee

Projecta

SIGNATURE OF PRINCIPAL INVESTIGATOR

PRINCIPAL

(Seal)




Certifizd mat e gEnt oof Hs (Rupees anlyl  recsivwed
s L Uiverity Gomits Commitiesion ursder the scheine of wipert ke Miner Reseanh
Projectentifisd,  wideUCClester N B damed hes been fuly wtifieed for the

piapete B which b was sancthaned and in soeondanos with the = atd conulifions Bl down
by the Lnlvensiny Grorzs Commission

SIGNATURE OF THE PRINCIFAL STATUTORY AUDITOR
PRINCIPAL INVESTIOATOR
(Seal) (Seal)



Annaxure -VT
Atinual/Final Report of the work done on the Minor Research Project. (Report ta be
submitted within & weeks after completion of each year)

1 Froje=: g Mo i /Pl
2/ UG Roforetioe Mo F
< Feredof mporyfrom._ 0
& Tide of sesearchproiact
5 (n) Nums of the Principa! irfvestgarit
0} Pepr.
() Coliege where work bnd progressed
& Efsrtive ddte of stanting of e pecgsat_
T. Grune approved and expendiume memmed dunng-the penad al the Tepor:
3 Tesl amous mppreEd R
b Thslexpendtise Re
¢. Beport of e work done: (Pease srtach o separate shees)
|, Befoletw of the prodect.
0 Wik dorke-sa f=r aud =ity achiaved gnd pulkicsiogs. I ahy resulting Troom the

i Wenk (Gree demalls of the papers and oomes of the jommels in which i has besm
priilishied or scceprad for peiblication

I¥ Has th=s progrie Been accoiing 'fooorigital plik of wimk and towszde achisving the
chective” I noY FLETE r=as0m

¥ please ensiogs A sy of the fndings of 1= smide One Seuind copy of e Fsl
tutperit ol whork Hoitin iy mlis e dent to the cotiddrhed Hegliotisl Offtce ﬂfﬂ:ﬂ' LG
Vi Any dfber mitrmeion
SIGNATURE OF THE PRINCIPAL TNVESTIQATOR
PRINCIFAL
(Seal)



Annexure = VII
PROFORMA FOR SUBMISSION OF INFORMATION AT THE TIME OF SENDING THE
FINAL REPORT OF THE WORK DONE ON THE FROJECT
g M I R e 1 e i e e e A
2 HAME AND ANDHESS OF THE SRINCHAL INVESTIEATOR i
1 NAME AND ANDRESS OF THEINSTITUTION _.ovie i
# UGC APPROVAL LETTER NCEAND DRTE &iuiiihii it bosis sl fhhs s b iasbais s
DATE OF IMFLEMENTATION ovsvnions
TENUREOF THEFRIUECT v e e e
I OTAL GEAN T ALY O ATED e s ei—ns I+
5 TOTALGRANTEECEIVED Loooirsioossmts s ssimmis ifanm s e
W TITEE OF THE FREJECT
1 OBIRCTIVES OF THEPROJECT . oo,
12 WHETHER CGEIFCTIVES WERE RUHIEVED ,
(CIVE BETAILS)
13 ACHIEVEMENTS FROM THE FROJEET - i
12 SUNMARY OF THE FINDINGS ... s
{ TN 500 WORDS |
14 CONTRIBUTION TO THESOCIETY ..
{ GIVE DIETTAIES |
16 WHETHER ANY PH.D EMICLLED/PRODUGCED OUT OF THE FROJECT. ..
17 "NO GF FUBLICATIONS GRUT OF THE PROIETT ooo—voeeom
FPLEASE ATTACH)
{ PRINCIPAL INVESTIGATOR ) (PRINCIPAL)
(Seal)

L



Annexurs - VIIIT

ASSESSMENT CERTIFICATE
{00 e sulmmited with the pomposal)

It b2 citifted tat {ha propoeal entitied” by (Dr/Frofl /Me M),

Reoit. of he=  teen  Essegaed by e
N - venmittise  ¢onolating e Hillowing methbers
[t dihmliidich the 1JGC Hrgighs] tfics

— for fmanch] smppart gnder the acheme of Minor Reseqch Frosesis

The propessi iz as por the udaiines

(PRINCIPAL)

(Seal)
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DATA PROTECTION POLICY (GDFR COMPLIANT)

This Hmn_-ﬁmﬂgﬁmi_Fnib;?am out bow wee kandie the personal daa of our
wiiich fhar data b stored of Whether It velores 3o pagl or premms eITDiOyees, WIERErs
coitoitrs. ciidnes o supnlles cobiacts. dhareholdir webdlle dssts or any Othet' dafa dobjeon

This Data Protesion Pelicy appiles 10 48 Conpany parsorne] and sew tug what we
sxp=ct from you, m srdar for the Comfaany to comply with spplioabi=lew. Your complianer
with the Dute Prodeetlan Folicy b nendurary, Any broudh of the Duta Protection Polley pay

Ermpilerpess it adliors 10 the prinsinlis relbring 4 procssting of pessoal {ate 2ot gut i he
GOFHR [Qenesst Daiz Protecnon Regulaton] which regidss perzonal data 1 be:

& Frooesiad ladwnilty, frly and |n o transparent mannes

& Clillscted ooy for specified, explicll s legitliisate prarposss

* Adesuasg, relevant and Brestod 1o whst i neseassey i relation wo T prspopes fo
wtleh I Ly proeestied

& Accurate and whers neceatary kept g 9 et

& Tiot e in g o which Erostsidantfication of Gata mitests for iohger thes =

& Progessed i amemner (het engurss s sécory unng eppropriate =ebmical and
e

+ Nolmansferred 10 another country withou aperepriate safiguarnds belng In piace.

e Made pvaliable o das subjects who e allowad 10 exerchie ceram rights in relsdon o
ihett pefsohnd data,

Ermloyees are rarponsinis for and mst b thie 1o demomirme comglllance with the dats
prosaetice prinkthles [ietes) ebos=

Lawfulness; Falmess; Transparcacy



3 Lawiziness &nd (EEmess

Il-

Persanal data brust Be geoceaped falely and 1H o tramaparént maknst o relation
1= the dmzz mitiecy

Emploess may only callest: process and sharepersanal dats fairly and Tawfully

znd for specified pimes=s fome of which == = sut biior,

A the data subiecs has ativen his or her consent

by the procesing li neceian:y far the perfarmince ol e cotimiet with the data
sttt

7) o messour =gl sompliance ohifgations,

o) to poteit thie duin sidijest's virsl Interests

£), 10 PURTRE OUF EEiman iR

b Crometit

-
&

I,

A data coreroller mais only process personn) d=s on the Dazl of cne oy mers
ol the =aiul =ie et ot |1 (heSOF R, wilizh Brhide comeEnt

A clets subivet ety ) proesming of el perpepp) daeg € ey puficsds
Agswement clearly niiser y g statement or pasitive eslion (o the processing

Cofisetl reguiies ifirhotive dittion so siletkis, pre-Helteid bootes orlmctivity me
il 1o e miffiztent. | corsent & glven m a deroment which dsals with
omermattsrs, thes the comsent oo b= Eept separate from those oifier
pisiYlers

Dnts sutyocin must Se es=iy ablv to withdmw con=snt to prroceznng o =y fme
and withitFawal miier b prompily honoured
Coment sy treeil 10 e refreahnd if you nnd to process presonal data for s

‘differamt and moompatihia arpose which wasnot Siclossd whem e dats
iyt Bt oomented

Unlags we can refy an apathier lagal hasha'of processing. sxplicit connens fs
wiriilly refidret for prbestisirng sdansitive perssenl dala. fok ditcmoted decialon.
making andl o7 cross border dates trantfere. Usially, we will b= relying oo
it =l Hesslit Uasstl nert tespiire el conbint] 1o process ol types of
sentltive durs ‘Whese explizit soemest & redliited you st jsue o fulr
Processing HONCe To (e data-FIDIECT 10 CEPIUNE eXRCE ComSeNT



VIL  Wou wil tieed to evidence sonsent cafmrod mil issp tetardd of il condentil b

¢ TranmErehcy
L The GDFH rejiires datd tomtrollers o provide detalled. specilé Infurmedon o

data mitjerts depending on wiether the Mfomarton was cofected direcy from
diitn abjests of fom elsewhete Such infermablon ot be provited tirolph

sprepriate privacy notiees whis)) must Se conslse, tasteparens, intelligibie
sasly acoeseitles and to-clanr and ploce Ianpuaze g8 that s data mblecs can

Pestomal dats fivist 52 eollzcted only for specified. sxpficit and legitimses purposes. Tt e
tis e Lurthes processind 0 any dnanter fsanipallile with tioos pepoes

Employes cannot use pemonal damn for maw, different or incompatible purpases fram that
clisclembed vilion || was st obitulned wilssg you Have lifbrmed i dats silijec of the nise
parpeses and they have consenced where fecerary.

Data Minimizstian

Personsl dato mus be sdequate Jolevent dnd llimfied o vibet i ub:-._';g.mrhi pelptiom fo the
perpose for which [Tm processed.

Emplos miint afisare thit whn personal dat i no Jonger nesdid lor specified puiposies. It
i datatnd o arceTIIE i sccTTATTE With the inwtiiion s dats Teteition gulsiTes

Accuracy

Fereonal data s B8 accurste and. whars necessary, kept up ti ds. [ omst be corrmo=d
or d=tetml withow delsy whpn macsuram

Emmploves must check (he accrmcy of any peisona] dats at the pomrof eollscrion and &

pegulie blirpuly pferorie. Bosgier] e sitolhpes s fee B rmasseinle stops 1o destioy o
arpend MAccurEEe of ourch-dete personal data



St LI

parposes for wiich the data 3 processed;

Ernpljnee mii nist keeep pesional dets in o fore witlell permilts the Idedtifienlion of the dats
sunject for lonzer than nesdad far the lagiimate tmamess primose far witieh, we arigmally
eoliccted It [Helidliig lor the plrpose ol distl=lying ey’ legil, acooiintig or reportity
reqillremissoly.

Employes will ieke ol ressonable :eps to destroy or ef=se fromn gup syaseis aff perganel ders
tharwe 19 loamss requine in Accordanes witl all e inarinutlen's gpiicabls records mEnts
palici=s Tils seludes requiring thend pares to deletes puch datz whess spofisable
Ermplotss will Snmure daia subtecie are informed ofthesviod 0 which data = simrsd and
Bow L period i3 deteriitimed | sy aniplizale mivaty nolive
Secunity Intezyity And Confidentiality
e Pl Diaks
Frersamal daia miim e sesiiredd by 2opropriste technleal and orantsational measyres szl
wrsmtimries ocprdnwhil (rocessmg, and egrinet avcidenml loss Faptructicn pr damsg=
Emploiee wikt lollow sl proredures mmil lechnologiee we put i place o el the
pesTity of all peroong! dats from the pomt of seliectian o the point of dectniction. Emplayan
may orily fransfer perronsl data to third-party service providers Who ayres to comply with the
mﬂphlhamﬂmmmmmmmmmm-mmn
requEsted
Ermplojee it minintnin dads secumity by proecting the confidentiaiity, integrity snd
avplenbiy of the pergonal daty, defined & follows:
<« Coafldetristity meina that onfy people who havie a need to loiow and dre atthorssd o
mﬂﬁmmdﬁmmn
& Integniy meana thal personal data iz accurnie sad sufatle for the purpese for which it
& st
& Availahiliry meams thar anthorise users are abis to aroess the p=roonwi date when
=y nesdd | e suthersed purpaises



Reporting A Personal Data Breach

The GDPR nequires daya contrullers o nollly sy personal date bressh 1) the sleatie
resulatory and| incermn inatanced. tie dats mibiect

Transfer Limitation

The GDPR sesmicn dats trangders o countries quishle the AES [Astan Beononiic Areal
Sder wodnire Ty hedevel of data Prorertion afforded 1o edivatings I e QDR Enot
urdenmined. Employes ey oty Transfe Persamal Data cattifle the AT f o= £ the
fdlowing condirions aphley

thve clhintny b wiieH we trandles the persond data ensures i stequate lebel bl
grotediton for the dets sutyects tights and freeti o,

e data:zupiect nas provided aupRoil consent to e pIoRosed trniiter Eitey belmy
ninrmed 6F any porentin Tl or
the tramster It necesaary for ope of the oter reasans 367 out In the GDPA

Diita Subject's Rights And Hequests
[0l susrpmicts Mane rights wiien it cednes 10 e we lanictle thein persenil dats, Thess |cbute
mighiE tou

-

viliheirow corerit o pioceasling ad sy tirm

recelve centain infynmation iabout the dats catiiraller's precessing soilvities
requEst pooess to ther pErsanal data thar we hold.

prevest oir s al et persionil data farfieo mareeing plimpess.

ki 143 10 erane personal daa it s ne lonaer necessary In rélition o the plifposes for
whish | wiz onliect=d or procesped o tn ety maccnrsts dats or r cemp|ete
Insuniplets detn

restrict Eocmesing m spectio cinpmstAnes

chalsige feusessing which M biosh justified on = basis of o legitinste inteieits o
I the paklie mterest,

vequeni @ copy of an aEoeerent wnder which pemsonsl dats i3 frnalerrad ootuide of e
AFL

olijecy 16 devisiuns Laved salely on automated privcessing Incluiling profilieg



4 prevenl prOCessing hal jr-key 10 Caze damags or dEresy 10 e daLE SURIeCt or

& b= notified of & persomsl dats bresch which i3 sy 1 result in hizh ricte e righss
<ot Eeisend

4 TaEE a camplaiyt te the supErvinory audiering and

& in mited dreommances. receite or a2i for thelr pereanal data to be mansferrad o a
third méery in'm structited. commanly caed el saehine-reddable fotrft

.
The Daw controlier muzt tmpiement appropriate techucal and orgamastonal messurss m an

effisctiyed munner, Lo umumn:nplinncuuﬂnduhp:uiufﬂnupﬂmudu The ditts coptraller is
rﬁgsnmutlﬂf.:nﬂmm b atile 30 &mzm:ﬂu:n.mnmﬂmr:e with the date prereciion

—
Record Resping

The GO requires ug 10 eep Sl and aonuraze yecords of oli opr data processng acuVAIES
Training and Audit

Linstitytinn sheedd ey ol perscanil hove undergone sddguals tminihg te sslible them fo
comply with-data privacy iaws: Employee must slo regulary rest thelr sysoems & processes
to az=m complianc:

Sharing Personal Data

Generally. Employes are rot afowsd to thire perronial dats with third partiss unless ceimain
ssfigiends gnd oonitacoiil utan giermeety e been put iplice

Eeployee may only shee the persomml dats fhey hold with soother sopiaywe. ggent o
mmmﬁnﬂmgﬂhﬁﬂmﬁnﬂmﬁnmaﬁmmﬁlmmwdﬁe
mfarmesion A the TamaieT mﬁh:ﬂhmqpﬁmhhnm:—tnﬁnhmnﬁr Gdtialesm)y S






E-GOVERNACE POLICY

The scope af thin policy extenda 1o the following aress
& Gemeral Admisistrarlon
o Srudent Adimission
% Examinsson
% Librany
4 Accounts and Finance
& [CT Infrastrucrure
= E-vmsfe Management
Objectives:
% Implemenation of E-governance in all funetionng of the insamon i ceder 1o
provide simpier and efficlent systemn of governance within the instiiution
“ To promote rensparency and accoutitebllly in &1l the functions of the institution.
d Tp achieve and create a paperless enviroument in the insitution.
# Ti provide easy and guick aéeess to nfonmition.
% T make camvipun Wi-Fi enabled.
% Tomake our Classrooms 1CT Enabled having Deskeops, Lupraps, Stmartboards;
Peojectocs, eic.
4 T emahlizh 3 filly smomered Library.
The institution will implement egovernunde in all aspects of functioning like libeary,
accountys, wimissione. edministration. teachitng, e,
The policy is designed - apd framed o maxe-2ach and avery function mansparent and
acconmiahle.



The institution detides to make e following pelicies and procedine:
1. Websgite,

“ The website will act as &t infolmation céntre which' will reflect abott the
ngtitution, all B= dctivities, imporsmt notices: courges offeretd, etc. For this
parpose, a:sepamte service provider/web designer shall be appointed by the
institution.

& The inssitution shall provide training 1o adminkstrative and teaching stall to make
inmpattint ypdotes on the webait= st regulir infervald

A Webzite Comumittes to be Rirmed for the adiministration of the institution
websits: The Cammiree will look after the procsss of updating, muintaining and
warling of the webaire ona regular basis

& The Committee will alan losk for other changes that are required on the websire.

4 The Institutfion stives to showease Its vibramt s#if and acriveness through s

< All tie bmportant netifications have t go live on the wehisite a5 and when they

are telessedd

2. Student Admission:

4 An open and transpavent simtegy for the admission process §s Tollowed which i
futhier strengthened by the ethionl practices and regulations s oplned by tw
Utilvetnity of Baziglore.

o Thee Institution brings out fts Brochure which is displaved on the website thst b
gndelines for the admission process

% An Admission Portal t be used to manage the admisgions in the insttution

4 Number of students applying to each course, withdrawals, fee submission, all 1o
be managed through OPTRA Postal anly.

< Studenrs ave réquired to bt 3 Sepatare Online- Applieston Form for saking
admmissicn to the nstoton &ad for this rirposs & online softiars o He desd
by the Admussion Co-ordinator.



3. Accounts:

b Thes office contitines 10 tmxintain it secount on Tally.

& Latest versions of thesoftware to be purchased and used by the institution:

% Advanced feanmes help the staff 1o maintain financial records effectvely and
sfficiently, Profit and loss, Balsnce Sheet are gemermed through 1his spfiwars
anly.

& All the analysie repions are also generated through Tally.

% Approprinte cecurity measuves shonld be taken for riaintaining confidentiality of
the ransactons

< ['raining 1o the existing staff and updarion of the extsting software must be done
regenty.

& The College also uses multiple software like Public Financial Management
Systein [PFMS) which |5 wsed o mensge the ftwld received [toim the
Govairment,  Payroll Mansgement Systom which lhelps 1o automaticslly
carculnte the salhyy, genemnte selary slips, disperse the slary o the bank
sroouniz: TDS, Provident Fund, Allowances, efc al! are munaged by this system
Reepors can be genersted for all Staff members,

4 Payments are generally made and received through anline mode such as NEFT,
RTGS, Bank Transfers, Vouches oic,

4. Library and Information Centre:
& The ngmingion coptinues t maintgin s academic excelience  through
mmintaining & well stocked Uhrary,
& The fnstmition will add more and more edeaming resources for the benefit of
thiee (eachiors argd the stidents on regular badis,
o The titution should cofitinug 10 stb¥ctibe to few jolrrnls and books regulnriy.
% Recommendations are toien from the teachors and studenss for mew indent and

FESCHLCES.



< Teachars can appiy o get Bodks of differer mithors oy the subjaces they e
reaching to incresse the knowledge databass;

% The Liary to install fully autorsated LLMS spfrware which should have an easy
10 uge- Graphicnl Ussr Interface, Unloode support with Multilingual Search and
export fuility fur tnost reporta

# The use of Oiiline Public Access Catdlogue [DFAC] modile of the sofiwire 1o
allow libpary dsisbase searching by eritering preferted terms for information
retrisval

% The Circulstion module of the software should cover all the operatons of
circulation, right from oreating member econds to printing of reminders for

iR Hoks

% The Datahase Mamtemance module should cover all operstions of datahes=
ereation and meintEnance.

“ [nformation centre shoutd update 1= the facuiny members snd studenss of the
new amivals and availahle resonmees.

& Should frame / constitute comnmiitee and i should prepare a budger and
recommendation of resources at resular Intervale

5. Adminictration:

% Attendance Mansgement Softwire to be used by Admmistrative St and
Teaching Faculty to record snd mack Attendance; Internal Aszessmeny, etc

< Nonthly Repons, Semester End Beperts should be generated 1o sutomarically
calculste the Intermm] Asseszmett imarks for attendnanee,

< Adminisrative Office shonld uee Advanced Excel and File Management System
Thols to maintan efeciive datatiasa,

« To provide a hassle free, convenient and smooth process. administration of the
imstinmon to ke mede paperiess

& Students musdt he able to obtain maximom services in online mode.



e The ingritution will look inte opportunities 1o stomate some of its funetions
related to sdrministration.

4 Admin Staff ro be provided with adequate trmining and development 1o keep
them sbreast with the pew tectmology.

8. Esamitnations
% The institation has-adopred an online system where studenis can vigw their sotal
intzimsal assessment marks: ar the end of each semester and can reporm
discrepanctes, if any.,
& The Examination process is regulated by the Univerdity and thus e-govemance
paiicy of the University to be adopted o this regard,

7. Alumni:

T strengthen ouraturmmd relationships; &-separate alumnl page 1o be crested
on the website providihg facilides like registrasion, prominent alummi of the
mstitution, feedbinck snd many other sspect=

o Alurnd mssocintion robe consultsd for regular updates, detabasye maragemment
and alss for sttasegic plan In coordinasion with the institutcn.

8. E-Wagte Management: |TC Wow ensures thar irs:nsage of technoiogy anid
generation of e-wnare does not Impact the environment.

ICT TOOLS
8. Hardware Infrastructure
< The institution to ensure that it has adequate mumber of dedkiops drid laptops
for students and staff
% Computers amd printers 1o be mode avalloble in the administrative block
% Projectors and other multimedia devices to be provided in the suditorum,
classrooms, seminar tooms and |shoratories



< The infrastructure to be complemented by Riscgraphs, computer netwarking
devices, scanriets ahd interative (eaching boords/ amart board ete

10. Software Infrastruecture
< The Institution to mabdalh adequate confguration servers to allow e
brsinornifon of data to the varous compltem.
& [Oficemuomation packages for desktops and laptops like Cpen Office, M5 Office
snd Amtivires to be purchased and updated regularly,
4 The institusion to provige access to all mandsrd Econometrics, Statistical,
compsr ational and scientific typesstiing pathages
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IT POLICY

Purposé of IT Policy

To mastay, seeure, ol ongoe lequl agdd sppropricts ye of nformation wAnology
To esaldim insticogan-wide stracegies and respoisiviingy for protecring the nrmanan
syets hat are acees=d, orésitedl, manegad, and/or controlled by ihe Indmiren

To wok g2 b gulde Lo stakeholbers b the wsge of e losfiiution s compuling faclines
internet acoess fnoifites

TO pes dirpetion and provide inforimiation dbodt sec=ptatiie actinss andd prohilbEied scdons
arpollcy vickstion

Scope of IT Pelicy

iratincion [T Feailcy appiles to Tecmaiozy adminttered by e Imstittion centratly or by

the imdividon]. depeitments, (o infocsetion senticet pEoadded by tHe  MEstEubnn

pimlilstrancn. oo by the Individual departmente o by ledividusic of the Insrintion
NI LY,

This IT palivy alde applies 1o the reasurdes allmiiiored by the ddpariiens g o
Liorary. Comprer Labn, Eaboratories. and Admimismartve Tfficesof the Insinurfon
Comprers owried by the individualy, nﬂtﬂumﬁrﬂdhrmrﬂmhﬂnén:uum;:ﬂﬂtsp
when cormactad 1o Campul netwark I:Eant:}-eﬁedm the Do's and Don'ts demiled in the

Instibutlom [T prolicy.

Forther, all the faculty, srodents, staf, deparrments. mrhorized wisitors/visiting Do
und ofters whoimisy be grant=d pErmiizion (o use the Ihsition's hilormation technology

InBaseriemure, s compdy with the Guldelmgs

IT peifieies hroeadly cowesnts on ks fllowing ==

IT Harghware Instaliatiun and Malrtenands Guidelines
Meivork [nteurst & Intemet) Use Guidiine

E-mell Arcourg Lhe Suldeidnes

= WsbSis Hoting Galdalines

2 |patimglion Dateoese Use L<jjdallnes

= Roteof Networky/Systeny Aanyinlstrators

o o ‘O

LA



IT Hardware Installation and Hal : Ooldellnes

Ary comptitst [PC/Server) that will be commectzd 1o the Instimution neswor: showid have
an 1P sidross anheies] Ly e Siotiam Admisiiiratins

An TF address allocst= for & partiolar compnites system sholld oot e wed o any othe
ermpuier even § @l offer compuger belong: o G =me (ndfadual and will be
Thapgs of the [P addreas of any commputer iy a2l or stidene e sty profiiinsd
Configuration of aetwark will be done by wypstem adminismaton anly.

individas! depsimmens Madividusls connecting 1@ the Inetierion pemworic over the LAN
TRy G teTver soibware oy after bringing @t1e tHe knowledsr of ihe SemtEm
Admimiatratom

Aozl 10 femote netwWdris uwiing & insfthuron's oetWord connectidh most B2 i
ocrmplinren with all policres gmel rales of thooe netwoTics.

Interris 5rd WI-F1 faclities thould be ared far scafemic and sininisrstive plirpode onky

Email Account Use Guidalines

Every taoulty s provided with an E-mall

The Emadl facility should e used prmariy foy acsdemic and officinl purpazes mmd 1o a
limnftin] ddteial fior peernonisl purpsrines.

Using the E-mad facillty for legal/ commencial purpeses @ 3 direct siclsfon of ihe
IsieBbuktani T preiliey st trise ental] withde2wzt of the iy,
Freuity shonfid Teimadn frm Interceptng, v tymg o breek -t athers sl &=commn., &
1A pfringng e privary of oihes 15ers

Trperrenating Emal atcoumt of Gihers Wil BE Tahen a3 2 serisis offence Ginder the
imaEEraziom TT sscunly. palicy.

1t j3 ulttmatele sarh [ndividiael's ssponsibliity to ketep thlr 2l setount frag trom
vinlaticne of Tnanimation @ wnpi] ueage pakcy

Web Sits Hosting Guidalines
s The Insdorion Webgiie showd beé used o provides acslemic md afminlsatss

nfermation far fte stake holdore



Wehsiie Lipdasion Committe= ls remponsiiile tor contern updution ant maint=nmmce of the
weksiie,

Mamiain up 1o dat= papes. Froofies pefs gnd Test 5ok helfes putisg them oo the
The conEns hiszd on watitite should be totieo tnd chesr

Web page on Website OIFcinl Wb pagzs st conform o the Instinution Wed Site
Crealien Guidelines.

IMS ean e finked to the weleite-so-that Foouity may gest cisss materfals (syfabl romres
prmbwthile posceirre nuleslils sbe ) o e Wk Us [eerlljute sl sepiag

Webnits Updation Committes feed to tiks proper mspimes in safFEguanding (e sty
of the datn hogted an the websiie

Institution Database Use Guidelines

L

THe datehaz=e maintzitad by the Instifotioh adminlsir=tion ehiler the [nst=Eution’s = -
Covamaire gust be proteciad.

Tnatitotion |5 thedate cwner of afl thedats getemat=d in G Institution.
Individial o depariments ganerits portious of dai fhat conating= Inamution’s daabase.
The muntitien's data poliles do'not sl e dispribaing of date e i ldentiflatie 10
Ergra fromh S inastudon s dastane including dei= collncted by depsitomens o ncividuet
Taculiy and zeafl, ke for thierna) instindan purpiesss only

Ume's mote and fupcton define (= data rescurnes: that will be nesdes to oy oun ooe's
afftedal reaponsibilities/dghy. Through | data access polleles, the initihution miakes
informatian and dacs svailable hased on those remponsiniites /rizhte

Dt disectly Wentiing o persdn. snd his/lee persohinl Infoematlon indy ot be
distritmrmed I sy farm fo ouitskis perrons or agendier, ncluding ail government agencie
il mrveyes anied ellinr tequests R dste, AL stich rEgrits B2 to He Rarwardsd o thy
IQAC

Office of the Institution

memm.mmw ete ave hanilled by the Offics of =
Inatiytion and deparements shoiid lsever respond to segiests svEn Wit & saliposnn;



Al Fquests From lw=niotesnest dgencls are to be lorwarded (o = 1GAC Tifine of the
OELIT [0 PRI

At oo HmE mEy Isfemsticy Meliading thar j2antified a2 Diecoly Inforirsthon’. b
refonsetd b any sutsite enilcy for commenclal marketing sclcillon or other parposes.

21l Femorta for UGT, MERD sall otiet govesnment agencles will ba presareil/oompizad
soxt sttt by the D, [QAT snctiinates, Controller of Examinniions =t Finsnrs
offfcerof the nstiniion.

Tarpedng of i dategae by e deratmet oo udividul ey comes linmer Vitlateon
of £T polizy, Tampering Inciudes, bui noj Bmited we

Crtnits vialutlos of IT palbey kald diwn Sy the thetittion by uy bustiotios manher puy
even Teut in dscipinany action againar the offender by the mstinmlon suthontes,

If the matter hyvolves Unyel aetlon. e enforcessent avonsies may become trvobved

T Detign Iratismtion Netwirl snd peofcem Backhoie diesstione
Tofolow Giobal Naminz & TF Addresting cone=ntions

To i Ui existing netwolicing faslilies s rhed for poasible Sxpariaion,
Comfigrtng and mamemnes of Wirsles Local Ares Networks

Toconfigureand mpmietn TT (eciites provided i olassrcems; Lebeand Semenar Hafis,
T resesve and sddress complabiity from 1sss of irsimtion =tk

To Mantain iervers It SErver romm:

T look Into the Maluterarce of Cotpmter Hirdwate, Perfpliensls and Networking
devices.

Tio Mlseevisenyn nssailiitig s cinsslbesy izl seftivars on the cpmpiter spatetiee of the s
They sheriakd steicty refrain from: obliging such requesis

The Instiion & undermken & mmber of Swete Mansgement iitlatives Widh the
offective of creating:an eoo-friendly envirommsnt in the carmps,

£ Woste Management: Flectmanls goods are put io oplitum (e, the minor repalrs are
wesTight by the-Laboratory sssimtants and teachimg staff and the maon =i are handlzd
by the Tieahitjed) Assteipe and she oo

ﬁ‘.& CONRZUATION  COTIRULSTE amd iﬂh.ﬁwﬁﬁ:mnw 19 the schools mm oy
ol echiire Sy Trtist



The pmajinr ewsss= mueh g3 wright off nanuments/equinment's, CHTS, Privtes,
Comporers may sell i

LIPS Batteries are rechilrged / fepri=d / xchanged by thesuppiiers

Fieconics gadgste cireuts, Eig have been witght off on regulor basls 2nd then it i soid
ot to ivere

elecironie tems se collsced fom every deparmmsnt and office and dellvesed fot cafe
dposal

The-wasre compact dince and gther @isposahie non-hezardons fiems can b uged b
pitidees frir Qerepitioe

Thedwarsiess Frogrums hev=hesn uindertakan m thememuticn whess e sudems =
made pware of fhe . wsts enssemet schnibjus
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STAFF WELFARE POLICY

soumdsrya Instittte’ of Mmagement md SEnce waz sHabliched i the vear 2007, Ik i
derermined o provice qualite Hlghsr educanon to e riral, 3=l arben and orhan peapi=. It ls
sall frsmeesd insstson witdy & necezssry aneies to gtend e otmismmomny stamdped

& Toshancs rondiice warldoree i the arganization

< Toempewer heempioress an 5 contemparary chanzes

& Toexenit hail to e peedy emplosses

e Todswelop the valus sy=sm it T organiestitn

Scope

1t epvers the sntire stalf of the Soundanys matitute of Management and Schence, Sengimy
Policy

Focuses o the el bused of the Tessting. Mon-teaching nnd metdal staff of woriing in the
Soumadarya intirate of Managament and Scleance. Bangaivmu

Welfare Measures and Categories

The marssement of e Soondarys Geoup of Ineriniionss @ committed o wellsre of saff
meEmbars of the mgEminsion, The Wellnte merayres gre cojegenies pig Siaunory, non-engeory
ariil e sathie mede sctemible to s emplovees - bibdetile, edinintidration. toweidl this thi
Marmzement allocss the fund umder Soundarys Welfsre Fund md Professiomal
Erpanestinent Simprt



The following are provision available vndor diffurent categaries
Stututory Welfare Measuie

< Empioyes Provirent P (EFF)

& Emploves DepositLink=d Waurancs (ETLY)
& Employes State Inommnoe [R5

& MaEmity Leave

& Patmmitty Lewwe

% Medics Leaye

% Gratulty

Non -Btatutory Wellare Miasures

+ Group lsyranecs

% Heaitn Insumnce m asseciaton Sparsh Hospim!, Yeshwarmpur Sranch Bangabun

& Specizl concésston to gétiiapnostic services ot Soamitarva Thamnostn Canhre

& Flexihie Worlang hoars Enrapteff witly Special needs

e Hedured Tuaching Hedrsin warkiosd for stafY In adminfsrative rojes.

% Corpae Pamd (o mest ot (e selary durg smegsmwy

& ‘Walding Feave

 Fesreirwion fot the ofldren of Empleyest

< Special isave for employ=ss on e drmneof famtly TEmbess wp o fived eleves days
& Cooual leave entashmenl

& Bl mroney lor regentel Mines semmarch presests

& OO0 and reiminmmement to Professiona Empowermend Sppont Lee. PIIP. Confermes,
Witkshiopd. Orfentation, Refrestet off thie campiis

W Prrpasits appen I parsee FRD ¢ POF et eshance e esilifications

& noentives onpubdicationy of research pefers it peer mviewsd Jouens, Patent, IPRC gnd
Seniks



& intorest fres dosmap 1o 5Tk for perfod of one yesr

& Suluiy n advanced

& Free heslth see commtitwtion

- Fhiniis| Support 1o Medical amoergancy

% Suppor o the famfly of foe eniploy=s wiio deirds= during the sarvice:

Awards and Recognition

Swate af the beet tesaareiet

Felicitasion to newly PhD meerdae. NET and SET.

Honssir fo Fatenl. Bock publication. sponsorsd confetsmees and fund raising
metwernens / Farwes finetion

Feiiattation to (e szaf? for SeTving 3 years (T eacher o Day)

Honmising the conerimity extention svices

Honeering the coyssdraney srices midersd

Infrastructure facilities

ATM and oniine banking
Car parkmg of
PhRtistipy feciiiiss
Stutlemury

Recreanop Hal

(et Haties
Conference Hall

nirinEs oaEs



= Uniform far menial and oy

. Free fnod Seilitien for Class T) employsss

- T pm—

»  Gifti on Teacher's Tay

. Fefiowatip unt dirng aoademic Sresk / Fuourson:
. Funilly aet - iogother oyeastan fby the employees

Thus ihe core ohijectyve ol 't mall weifes policy Ik 1o stpowesr Hemsubeiz bolistizall for
thee bumtusyinnt of the organbeting il the Beimilie |5 gereral It sl spctyited 1o petids the
empoyeesand creale sfliclent workioroe i ihe opganiTnion.



SOUNDARYA

INSTITUTE OF
—t_ MANAGEMENT &
w—n SCIENCE

Board of Management

Governing Council

Institutional Advisary Board

Principal/Director

1QAC

Student Suppont System Eoypreares

Ll Wy lkars £ ommmor

—{ M Meses S

et latrzmiul £ Canmmazo

] Wirrmri Emtezmmesd Crdl

end  Cirrvence Membrswssd Ceil

e Schalamhip Commines |
1 BOSTCall

Ly Tt

T aneey (ruidanor uesl

STUDENTS | "E;&
PRINCIPAL

Snuntarya insstuln 0F Managament & Sciees
Soundaryanegar, Siducansin,
Mugasandra Poul,




SOUNDARYA INSTITUTE OF
MANAGEMENT AND SCIECNE

DATA PROTECTION
POLICY




DATA PROTECTION POLICY (GDFR COMPLIANT)

This Dea Protecoon Folloy seiz o4t how we heradle the personal flata of our
SuitorrerT, suppiisis, soployess, werken and aihe third partiss fezardiess of 1he madia on
which Hhut gut= @ stared op whether It setates o past of preuent erployess, workem,
custoniers. cients or suppiller contacts. gharshoiGers. Webdite Lsers of any other dar sibiset

This Dista Protection Paliey apples 10 0l Conpany perocrme] and sets o What we
exp=ct from you in erder for the Company to comply with applicabletaw. Your compiance
withy L Dlats Prossetlion Palley by mendurnpy, Any bimach of (e Dty Frotesticn Polley auy
resalr in aciminary action

Puresiil Diika Pictsatbn Pelusls

Empiloress miwt aiher= 10 the minsdples relering o processmg af perzonil data res ut Iy the
GUOPR [Qenezt Dars Frolecton Regulanon| which regite personal dats 1o 2

& Proceseed lawfulty, Hivly sod by o trardipdrent mannes.
% Collectsd ooy for speciimd, sxplicht wn legitimate parpoms

o Agesmete; televam and Brsted towhel iy neseesary i relation o th=purpuges for

. Acovirats and whesy peswaasry kept op o date

& Noblepd o o form wlic et icenttAstion of daty hubiEste for lshger then s
Heceminy for Lhe sniipees e wileh the duds |s proresesd

% Zrpcesped in aanEpoer Ml eosures s aecurtty ity spproprite Echnical gl
% Mot tanufersed 10 angther sountry witheus aporcoriste safbguants belig I place.
o Made guelable 1o dis aublerts Wi are Qlowes 10 eXercise dortein righls In relgion o

Empiloye=2 ate rerponaisie for and mmit b alie 1o demonnitate camylllance WES he dats
proseotion printiples leed shovs.



£ Dawifabaess s fibrateas

L Persomal duta s be provessed (ulrly andd Ih o tramsnares nranner it relition

1§

0 e data subiert

Epiliyise may orily collie¢s process and dhire persinal dath fubely aod Loy

and for specified prrpores. name of which ans 2=t et helow,

) the datesubpect Bay given il orher consent

b} the precessing ls necessiny for the perfrrmanios of & contract with the data
aubgest,

) 1o messour legal comptianes shlimtions,

d| io protect the des mbject s viE] Hempsts

£l 10 puirdbis dir legiiniite filenedls

& Cos=em

L.

il

# data comroller must only procesz personal Sation the basie of ooe ormors
el the bevwfte] bsines swt oitt i the GRER, whish fnclude eommen

4 dana sphiest cangems 1 processing of helr personn! data 1 they fodicase
nuriertient ¢leakly dither by & stlternent o potitive astion to the proceasing.
Conass respilres affirrasiive s=tion &0 silence. fire:ticked boxis er inacivity &
urificedy 0 e sulfialen: 3 consedit {2 glven I pdoeemwens witeh deals wirth
officr i, S G et o e R s B o

e

Dz mukSeeis = D =q2iiy abls 10 whihiiraw consent {0 profesing st amr e
Al wiltsirawal st e pravtly el

Consent may peet 1o by refreshed o you fatend o process pessomal data for
differeitt and ineoimpatible purpase whldh was ndl dlscloded Wilen the data

Unlass we can'nely on nnother 2eal basis of processing. sxpliclt cohsens s
wssally seqalied for processing sensitive persousd dats, fle slomated decish:-
making and {or crois border daz anafers Liealy, we will be reivingon
snother iezal besty land o requite Sxplics conssi) i proceis man Types of
penzhive dats Winese oxgion coment @ egEieed, you nwet isue 3 B
processing nouce to the data sdbigct to captute #xplich consenr



VIL  Yiea will teed to evidince comeist suptured el Yeen resordt of all eoments 5o

fhat-the-Comnpany can:demongirate compiance with conseni regairements
¢ Tmnspurescy
L, The GOPFR tequires dita contratlers to provide detalled, spedifty Infermulim fo

dats sabiests depending on ey the mlenmmatan wa3 celscied @rectly ftom
Aty mErwcts or fom elsewhere SyeH bfemation et be provissd s
spproprate: privecy somces which mis oo consipe. Henspanen, xsligihie
saiy Evants and in dsir and plain Lingange 59 Hat o dam srisect o
wAELY el e

Fresans dafs smist be cellscied oy for specificd, axpict: md egimals Finposss. T e
net befrther procesed in any manes INCoTPATDE With those purposes.

Employe= exnnm nte permonil dats far mewe, different of Indomparits rpasss from tha
discioed ahen |t was A obinlned uniess you have infarmed o data et of the new
parposas snd they have donfared whetre ntecassary.

Pezpomal dats s S sdequice Tolevons and fmmnetd to what 12 necessary m seletian t-the
prirposes for which it i precegsad.

Employes s ensure thar wiven personal data is 0o Jongsr nesdad for speciied purpases. it
i Asketad or anooymised in sccordamre with = nentution's et retsntion guiksinas)
Accuracy

Fersamal data s e Ercurats and, whers necemary, kept up 1o date. [hmug be somee=d
o Eeiesed withont delsy when inaccurare.

Ermplorres mum check the acrmsey of any raonal dars & the point of coliscren e az
reguler alarvels eftecwnods. Roppeciive wngioyen moaf tak= sl nessopetbie stopn to destroy ur



Storage Limitation

Ferprmal data s oot e kepsm an idenidinble form for Tengsr then iz necemsany for the
pupoded Tor witch thie doti la proceszed]

Employes mat nof keep pervomd dits in ¢ form which permits the Mentification of the dats
sEilyjectifiod jonger than neéaed for the e gilimate DUsliess Prrpose Sur whiCh weonginaly

collected |t indhading for (he purpoz2 of snsfying any ], accouezng o TEpLTTIN
reneme

Erplegrée will talee all sedinniabile steps to dedtroy or etdbe from ouk systeoi all peracasl dets
et w00 jonger resqaire n adcopdance with el the sttt 's sppdcable records meirmtion
paiicles This inctides weduiting third Fardes 1o dalzte such dath wheze appllahl=.

Employe= Wi snmure datn subjects e infarmed ofthe perlod for which data ls enved and
hew that penod fa demrmined in any applicabie prvacy nofice.

Security Integrity And Confidentinlity
Protecting Personal Data

Peroomal dara st D8 recured by spproproce technion} and osganisanone meanmes againg
urnuthoriand or unlswinl processing, atd egEingt arcideatal loss, destrustieg or damage

Ermployes muis foliow 2 procedurss and techmoiogies we it in plice o mainaln the
se=urity af all perunns: dat= Hhom the poi alcoliacion (o the palnt of dertrustion. Exiployue
may enly transfer persanal ata 4o thind-panty service providers who apres 1o commly will the
mguired policees and procedures and who agres o it sdequpn mesies it plsce. &2
mgussted.
Enmpiayes makt momtain dats seomny by promecting the contidentialtty, integrity and
avallablliy of the pettansl tnb. define) & fallows!
4 Confiuniiplity mei tha oily gecple swhe bavs 4 S=ad (o bt s srs silhofsed (0
use: the pergonal dale can access it
4 Imiegrity rsaans thst pepsond! data b accurate snd sultabis for the purposs fof which it
13 procesee]
4 Availshiifty means that stithorised nsem:are abis to acress the pevsom datawhed
themsy (peeid UL for suthicriied purpases



Auporting A Personal Data Breach

The GOPR requimes dnip control=rm o ngidy poy E=rmom] dain breach 1o the applicabls
regulntory el in certaln ndbdnges, e dara sbieit

Transter Limitation

The GDFR e=trime de= rangfer 1o somtries ouimice the ABA [Asisn Boommmic Av=a] in
arder 3o graure that {he Loved of duta protection sfforded to lw:ltr.lld.ulh bry {he GOHE L ot
undermined . Employee may only transfer Pereenal Tiata cummide = AEA f one of the

T SOy T Wit W ﬂm-mdﬂtnmﬁ-m v of
DEcection (o e dats sUD|eres . IS i feedors.

thee dain pulijvey haw provhded exphci coneent to e propossd vemser offet being
infoymed of any posential nsks: or

the erenafar |5 nepsssary for one of the ohsrréasons s80 ot in the GDER

Data Subjeect's Rights And Regquists

Data sumects hsye rights when # comes 1o bow we bandle they per=snul data. Thess mpide
gt b

-

-

-

withelrmw consant o provessing ot 2y te

PRCETVE CRVimn mioTmanon abeut the dam contralisr s processing activiies

RGeS Eeess o (el pEradnnl damm thie we halid,

prevens odf use of hels perzonal dara for dirsct marketng parposes

ask us m-arpse peveona dam il frin no Jorger necessary in retation to the purposas for

whilzh |t wun colisc=d v procesapd or to reridy marcurste dath or W cnmplste
tnoommpese datn

tiestrict proiiesing b apesific ciitinstaticts

thalisEe prossring which has Sean justified on 152 basls of sy titimate Inte=s o
0 the pabite interent

tequtiit & capy ol an igredot imdet which perdoial date §8 tmnsddrred witilde of the
AFA



& objecs 0 decisions based solaly on auromated processing, inciuling profiing.
4 prevenl procesiing that b ey o calise damibpe tn dibtr'ses (o the st stliject or
4 benotified of s persons databeearhy whichis Feiy o result in high risk tofheir gghts
o] feadoms.
& makea complaint 1o the pervisory ammority; and
4 jnifmiled ErTumEineced, receive or el g Iheir pereon! ARtE (D bepmamairired o o
it pary tn 2 mrvrired, commanty tuesd Al marhiner=edahle formis
Accountability
The Cara controflar muist Implement apprapirinte techideal end ctganizational measurEs inan
strctive mamTeT, io FTEtTe oot With S8t pretecTion primnpies. ThE datk comtraier o
reszonsile for &g must be able te mosnie, compiange with (e deis proeoson
Record Keeping
The GDPR redalres un bo kesp full and stiurat= reccibdn af all oGl daty procsssing artivitles
Tralning and Avdit
lopution shousd apswe a8 persgraed have andprgone sdegualy ey fo enable them o
ey with dam peivasy livwa Profhlopes sl slst'tegnilarly il their syslems and prosetsss
to arress compliancs.
Sharing Personal Dama

Genetnlly, Ernployes are not alowed (o shure persbnal dees with third parties usibss ceitaln
safegrards and conTcTal ATTANEsmEnTE hve heen ot in place:

Erfalerpes mny orthy shore o permosial dotn they hobd with emodhist sinplayde. bt o
repretentative of the tratttuion 2roups if the recipent M & job-relited nesd to ook the
irformration amd the tanafer compities with sny aprEicatis oross:border transfer restricione
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RESEARCH POLICY AND GUIDELINES

SCOFE AND AFPPLICABILITY OF THE POLICY

T the prarsult of excelience tn STMS, & vibrant resasrch nultire & considered 2y & mumiring o
For Bnovsine dens snd applicalions. This Rescanch palley i Spplicalds o 55 the existing Facuilly
teeiribens Slaf arel Ghlonts

T —

Ll

e b

10,

Emprace fegearsh a5 @ vital part of the edosation

Freserve and Erainnde tha quasity of Research andertaken

lnoroese Bmelleg mpport for fesearch fhrongh exterm) ind Inferned sources; creste
tranrucent effeciite una efficion: syemns or sccelerpling peserch Guipuls (hrouey netone
# Inveiatizasl unding agendles and olldbomiiim.

Cropiam. & (nsintinance of ese=rch infrgsgaoine o ermbie conchich of stae-af s
regmarch throush fundsd refec

Confem a Ecdi=ing environmen for condem of Wge-quelly ongmsl e by e
itididials affinted with dis Instlutions and provide costimied and stfiestive suppest fir
purEnit of rEssarch activities

Safegiead of Intaleitual puopsny (IF) geferaad o 1 sesnlr of tBsemeh condhesad ot ths
Encoursge and  @Esitmte. moiirdisciplinony mesesrch  collaberabons within  diffesen:
Diepartrmeents of the college slong with aifier repubed Iristiuies, Unlvessftley srd Besearl
rgaraetlang Suth n indls e anrual

Impteres (ER thszarch shape of the Tellegs by efective diffiston of petharch actities aid
schiovenents of the colleps a1 ol] levels to maodmize the Inmact ond recognition of research
dans

T Caflege tins smtheriied to s of i popiili dotabsases te Have 4 rich collestion uof
rewources. The Colleges bz o policy W updais tie ety siouroe contmuously el
frequenily has=d on the @ questiion the Deparomsie

In Cirdler to encoyrags reaearch ab al| ovels the coilage condurts maesrch paper prassmienon



il.mﬂnﬂﬁﬁsiwﬂsﬁtﬁ'm:n@ﬁ for reséarch Tmding Tom s=Emmant
matitmtiona, guimaTy and on-prait formdations

12 At SIMS e faciiny membery e sncouragsd to tike up Minot Ressarch Projects (MEF) to
pramiats exceence iy resareh I St dizctplines, The managsment Al Fovides =il
ey forancousging Minor Keperh Projesia within fl= insfituficn

14, Ar 3ING, faouiny membern are snconmagad o ralzs funds under copeuimocy aervices

The Jmnm:m.'tun-u o thit ppidbety Wil be snrriied ol Wnidet' the guidmes of Principal of the eallegs.
Enﬂﬂdlﬁﬂlummﬂmtﬂim ﬁw&hrtauuﬂm

L Tho artdoles with the afFsmon of Soumterys [nefnze of Mansgement & Scianes giope will
bemonilkieeed for the fnanela! incenive.

Befors rending the wark 20 any Soumal, fantilty o mibmir the paper to Sorury Cammitras
Tk ' plmgsbirkien e

Aftsr Scrustny € ommiites approval, teuiy can send ihe paper for prsiitation.

far

Ll

RULES AND RECULATIONS
Foflowing are-the rules and Tegulations snd The docienents: 0 be submiced by the feculty members
afiér ptndng/ pretenting any sénts live Confermnce /. FOP Werkshop/ Seminar i,

T ]

& No.of confersoes pait 3emesier oy Tty - Minimum ofie.
= The faculty memibers thould A che bnrlmarien proforres avallable with the Scruriny
committee 51 He tme of sheirast commumention, Thescryny commiites Wil provids
patnarks op Whither the cunferende can be tilen up o nez Il the serullny committes solecty
the conference propossl and fagulty soll would ik o g0 for the condersnes; the college
doesn't bear such expenilinies
Bocumsants
Registratiah deisls echilts, Fymssit]
Abtraet cormimliation (el peoeptage)
Attendance.
ol
Cerdficase

¥ OW % W



G o = :

» Puliizetion getals {lok)
» Copy of ths pibilisasion

» [SSN nmmber/ TSAN numiar

J.FUBLICATION IN JOURNAL
Rules and regulation for publication in Journals
*  Artesst ons putiicasion per fasilty 1T semestss o regnimes]

# Fessareh pagur shosld b pubilyhed i st of journisls gives beldw

L O L 8

QuEntipe]

. Quisitis?
¢  Qummtiie 3
o Dustis 4

LIGC CARE—grokp |
VD CARE - group 2
‘Sedpas (idexed

¢ Wb of Schenie
«  ABDA Jourmal
7 Foetreviewsd jotrnals con be dhoéhed hiouph antine with e Sielp of serutiity coniniiee
# {anher then peecfeviewed End AR jommals, 2an be checked through given Imk

7 TIGC webete/link- Mripa Algcemre miponesrin/ Apss | Hare fdey
> Alter sibmittivg the repearch paper below drtalls should be given to the sorating sommittes.

S | Tleot | Kame | Deparmm | Nam | BAN/S [Emk of | Stage of [ Year of |
Mo | the of the | &uofthe e of | BN L thie s
Heaesr | Auafinoe | copchey | The | No Journal | publican | puisticen
E /1 Joum am an
P al! Sobimits
o/ Undsr
revirw /A
Cregted
i ifor . :




Mo L Financiad sssistangs will be plven based on publicecien charges
I Flnagcial azs==mnce Wil be-gen Tor Erperimentst expandiams and Fisid worls
Providen receszay SOCUITENE &TE submitiesl

S CONBULTANCY SERVICES
The Conenirency Services offeved by the college will be undey thres drogd categones nanshy

rurTicsilim e oy vush wr Corpeormie Tratning, Trmming for Compatitive Fxams et
« Functional Consaltancy —Non Burinsss Encerprises such s Market Stirvey, Feaability
Sty Stfrware Testingl, Valiilstam ol Resmrch Methes el oller suippet ssmmmens
Fappoing Pegammnn £,
* Research Based Consultancy. [1 is 2 typical Ressaril bassd profect on Stlences & Socly
Sejenoes witeh 3.nog covennd under fanafane (Copmlimnny
TheSsmursemes: of profit afier d=duction of ol sspEnding=s word s 7020, However thit rate i
ue fo=l. Based on the wiiizaTon of tollnge resowes; the =hio will dffes

Abrief summary how the consultaney servicss impact the institutions.

»  Communication leter (requiation for copslmancy, conmiltant Name: conaulant f=. penod
=

*» Expertising fieid

o Agcepiance letter Dom Pridcipal

o MTHI (If appifioahle]

o Finnnclsl siateimens with an anthiorissd imasrs




Rules and Regulations for Major Reszarch Project and Minar Resaarch Projest

ﬁmﬂ“ﬂﬁ:h‘lnu & 10 Wave mutual intentions to jointly work an projicts required
for industries and resenrch needs, with leamad facuity of good indotral expetence and
preerniking etidenin, jednthy agree o earhenge thelt sep=rriys e iyl Henafil 2nd mewth

Dumation: -

Major Rezeasch Frofeot [MRP) Maior Ressarch Projact duration 12 2 46 3years (Saded tn satistioning
ARERSY)

Minor Ressarch Progecs (MAT): Minor Research Frotect diwapon 1 G momnths = ) y=an

Funding; -

Fur Major Research Project fanding depsnds oo the sriotiining authory.

For Miicr esesreh Projers: inesiiution wil saetbin the A1t i 55 Bae.ovey s
Rulus and Regolations:

o« Priticipil Investigntar tised o subnit o tesessoh Broposil 1o Seriititly comimiiten anid Prineigin
io =t amrovdl

*  Theproposz] shomid come fiwroughy respertive Bepanment {Not mdindualiy to getapproval
oy Senblrne coneniitee secl Pringipul

 Principal mvesngsor shouls beicngto SIMS only

« Froposal should nrlude Ahsttacr, Oltiective, Hypothidls, Shafmmerit of the probilem, Scape of
Researen, Regearn Denlgn, Proponed Findings, Suggemion end Conchusion.

¢ Fssmarcher beed to fillimit Tentativs sspendinrs demi

" e=t! to swpisn the bee=hits of MRE towards institntion sl iodey,

o N of Se lndiag sg=tee, Had, may ar RO with e same:



« Toaiill che projett withih sdpulsced tme petlod I pot give & explanssion to' Berusss
commETee s §uT evtrnaion pericd el
¢ The proposed toplc shtld come Undar rmal strann of the respective Cotrie,
¥ The cutcmme of the 8P slicald b= piifiisil i epeted e
Documuniaiion:
» Rasearch propass)
* Principal investigator and Co Investigator detalls, Beld assistant details
6. BOOX PUBLISHED, ARTICLES, EDITED BOOKS ETC.,
Hule: and Rugulations;
o Amtore name shouid be assactased with SIVE
» Compliseng copy shoud be gubmitted 1o e Collegs sy
Documentitiony
o Tiissof the vocks
= Zinhors name
« Fublizaton Demlin
s FingnitEl esiinanee feostvsil om cillzge

7. WORKSHOP/ FDP/ MDP/SDP (SKILL ENHANCEMENT PROGRAM)/ SEMINARS
AEYMPQSIUMS RESEARCH CONCLAVE (NATIONAL AND INTERNATIONAL)
o Nnaof i per semeste per felny - Minfonm one
» The faculy meemsbers-shoald M0 the intmadon proiorme avelabls with the
whither the shove 22l evests will be veiue edded © ool If e scrutiny
commEittee TEe the propesa)l, sod feondsy sl woidd Hie 1o go fol the abovs
gme avents the nollage deean't hesr el expanditomes
Documuntitions



o Hegintratics desslls (rochure, payment)
+ Adenderse Sevtifioge
« OO

=  Cemiicame

weOE ELE BOE i

Alms and aobjectives:

1. To enhancs technical and professional: compssency 2= well 4 crpantzing okill of the
{mriilhy (rmribengy

< T PRATOE MIETACTION With professionsly wozking inIpectlic meas of reseach in
Eesdemic Instiiutiony, A=earrh Labe, snd Indussries

3. To provide sypbnims on latest developansnit (o Aoademln ' Hedsarch/ Indaitry 1o e
Rt fom el Arsdemiciam s AessaroieTe Fmrﬁpvmmmm tom
ety

MODE OF SEEXING APFROVAL:

The prepozals may bé sdmitted In @y of thees segmenie with broad guiddeline:y s specifed hand
11478 —

6, | CONFERENCE/ ¢- CONFERENCE (National / International)
& Al departroehil vl e alipitile to onginise ntetriatiotsl Mt onn Califeretite fe-Conlsrénes
of 2 1o 3 deyr dinsthen sfther tlons or jointly, covermg verfous sub-themes umiter one broader
siElL

= Dedining Peportrments moy wilamll (ne propoand lor drgunizing thie évent o Cegan=g



i

2]

chooze suitshie faoilee merbars In' Wi her core t€mm for smooth organizstion of e
Conferssee/e Confepnce. Tz Orgontzmy  Sermet=ry zhall Snve 0 seek emormod
ipotesraiips fro different Orgenl=atooss/agencies gl as AICTE. [INEA. DRDO CSRL
05T, Profe=omsl bodies Infuste= = Prefawtly  the  Interoatioms/Hatoml
Corferenrefe-Conismce  ouet B8 ofpmnieed ooder e unmefla of  soms
Nationul/[nternaitonal professloral soclety,

Hommally ontv one Intemanona Tianonal Copference/a-Conference 3hall be orpanizzd by
the Departerieit in mi soademic year, Howevet, under special clreitmitances pwhete same
extema ngﬁnr,rhq: agreed to sponsor the entire expenses fo beinmred o organizing me
Cordetfibe Me-Cotiietimoe ) mons thah oive Condirstion md be Bllchived in o finnricial vesr
Tlie Ongandiing Secrstary Of e jiroposed Conference shall anply 10 Princlpal giving detals
ofthe estimares sxpendinme andervarions heads tuci as Honormmmmand TADA ™ Experts
(I Epplicatdiy, Boarriing & Lodging (I mibieabilul Comtinginey Sratinnery / Micallsecus
#ems eic The propesal 2hal alzo menton-abeut-the smoumiic be callened a5 regismation
e, ext=rmal gponseriiip, efc

The propoest sotamined by the Organsing Secretary et be evainated of the Lovel of
Ittty By odarmides. THiS cottmmiltte shall examims thit gropesal for i Ghjectsaa.

Henen), uatifestion) gnd dedpills of BrperosSpeajers, The eme of (e mevhers of g
sommTes shill b ane Eadaniic vear

Thia nannme Level Cormmsites sl ghve B spesific resommetuiafions 10 sSoepl et ke
propagali bubed oo (e serl of tis progosal st the exteit of Minding

0

The event may be fmded by the Instinnte anly op o0 mastmm of RS . THE
tettiaining expendiiioe, I ani. s te bit met gt of extemal spomscrdpin

Nom-relundaiis regisirancn fae mey e collected from the partizmants preferabiy through
Soundarya Souhsrda Credit Co-operative Led. Collest &5 th= deralls resy e dharad
with the inntmute canhier ao undar

Confutence e-conferenice
Descniptinn international | Matenal | letermational | Hationad
conference | Confersnce Conference
Baribcirnms Re 00 for | RaiiOD Ba MO0 lor | FeS00

froary Academias | Foreign forergn
R&D dalunyips detssae:




Pardcipanis He S000 for | ‘Ra 20006 He 000 e | R2300
Freem Bdusnry terelan furetzn
delegates deiegites
Siudens Falid  for | Rafiod Fi 300 for|Ra2@
foircion fareign
[ Re 300 for 'F.:if;lu fiz 200 b | RalO0
Hatsner fopeign Jopeian
delsgates dejegates

il

The Tejistratioh fee rompietaly. or partiaty msy be weived o for some of e partipants
talomgims - the spomEating organtzemnd etepry depanding on the sponzerhlp smoum.
o Aller seeidng sppoons! o te principed By shall e the setesssioy ermiition lstter,
The Orgasiing Sesretary will be respantible for taiing All necessiny messures with regard
iy thessanes of interrafion sl Farseipes wharensr sipieable The Opgasiiomg Seevesmywill
be pmpomsiile for malntaining of el pelévent records (reghitvotion/atendancs, tock
regieETn. canh bopk. #00.) and maks thee avaiablz a3 and wien required.

o The Chganizing Secmeisry will dlen e eerponsiite for compléting all the fnbmslites mided
10 e selthement of e smount recedved) trough spamendahil From external agenalite.

&2 WORKSHOP/«-WORKSHOP, FACULTY DEVELOPMENT PROGRAMME (FDP)/e-FDP,
SHORT TERM COURSE (STC)/ &STC

OFFLINE MODE

¥ Al departiments wil be eligibie to digaties Workshtzp/ FOP/ STC- Such=vents of nenmaliy
7/ teys durstit=, shull in general e prrante during susnmer/wiliter [teak The propoted
programms of T days duranon st fave:| [ ssesions {atlessr 07 sesntona of & honrs: duratzan
ech per iy ekorpt the List duy] baelidinng 4t lesst 07 jractical sessions drhermves poasilile

* The progeemmes shold have sufficlent segsions for Software Exposwre and Experimental
B AEHE ASEE DRRaISE: & AT AT SEEAE DL TE DIGpOSEY Sveit
indicatmg femures 5 willl a2 nhoratory /prectical sssrions T be fomished almg wach-tha
propeasl



« Diggditng Deparmpents mar sabmlt &= propcsdl as Coordinator for 3&3kdng samirdatrative
et fimsneind appromis. Coandinator ey rhooes =ntabe fecaly Aatall memdmiz mohis fhes
tagm for Seooth ofgenizstion of e =vént The coordietvr shall elao b résponafble far
se=king Fximmat sponorsiipe from agences sich & AICTE INSAL DRDO CS/E. 05T,
Profeamomes boffes Tndemien,=rc. ¥ regumd

v Normally eath Departmant shall be allswed (o organiie at beast ons per yéur,

¥  The coordinasor shall spply to Principal giving dezafle of the sstimaizd sxpandire under
varibue liedds such es Hondearlioe and TA/OA 1w Exporls, Boarding & Lbdging.
Contmgency/Satmery Minesimnaoms, & The propesil shall siso mrmﬂtemamrm
He polideted ne mmlatraticn fse axtorbal spbinbioishiss. ete (1 my)

+ Tlie propessl for FOPSTC should normally be meibe b a nustom of 80 (Aty) pustitljame
20 partoipens from oufside k=.. from reputed metitutions Indusres:

¥ The peopossl simitted by he cociviinetiy fusst be sysiited of fhe Leved of Dt ty
COPTITEe: This CoTRImitiee: saal axanine e proposal for e oRjechves, jusificatlon, courss
content, end detafls of Exj=ries Spesiee The t=nure of (= migmbare of iy cormmiities shall
be e academic year.

= Thid nnitobs Levsl Committes shall give v speeliic | recommetditicng 0
pos=pt iRt the propesals baved on the wwrit of the propoil and the extemt of
Jerdineg

¥ The event may b= fnded by e Instinie azad an th= department wis= hudpes sufimitred.

The remaimng expepdiiune, 1 ay. hes 10 be mest oot ol Sxtesrod spousstuhips.

v  Nobrefunijahle reglstiatiom fee misy be collsered Bom the particieants preferably tireugh
Soundmrya Co-operatres Socisly (illesrand the: detaie may B2 shared willh e Tnstinoee
eEThiET ar urmlir

L e 1000 for chepartlolpuats Fom Avademls /BET Laby
r 8 Pz 1300 for the partieipunte from ndumry
o Rs: 250 for Smudent.

The coordinstor will be responsible Tor mamtaining all relevant records
(registration/attendance, stock registors, cash book, etc.) and make these available
ity and when required. If required he/she may spggest suitable faculty member as
Treasurer oract &s Treasurer himself/herself.

B. GNLINE MODE

b &y Deparment of the instiimson will b= 2lliitee 5 arganioe worishop (57C in oritie de Le
= Warkshop/ e ST Shich seents of normaiy o wesk duirsisn mas be arminesdin neh 8wy et
tho sgatheniic cchirdiiles g tiod dlaturtied. Tie progdiend progruaune ol T Qi chastion nay e



minlim fires sesEors per dsy (at least 02 sesslons of 2 hours duraton $ach) wih smphatis (o
hasd-holding sesaions wherever possihie

i & day -to-day leniathve schedule of e propesed event |ptieeting lectimes st De sabmitted slong
with the piropessl

| Dresiring department may sabmet e propodl a3 Coordinarat for seskine adminfstragve and
fnasical agisbovills. Coordiigion may chotse sitghle feulty Zstnll seambiors My B e besin
fur smeeth orgardeation of the event. The coomdibetor 1hall aisg b responnlbls for soeiding
aitema spomitralilps Mol agentles such as ANCTE. INSA DRDO, CSIR, DST. Frofésalotial
Dedies, Indu=mes. efc. {fraqiired. N .

U Newmally each Deparimment shall be sllowed [o oganie one programimes in 2 imancial year,

The coonimator aholl ey 1o Priccioel ghing datills of the estimuoted expend|boe mmder various
heads =l s Hoodmiin, Contingerey. Miscelane=mn sppEndifire £ The propossl sul] dles
inchida fe amnine to baiceliected 5 registation S, ememal spondciEi o | Ay The
propesed progEramme may haee iningmum 30 pardeipants. The: dodrdiator masst adhers: to the
npecific gaidemmes daormg fied by spanscring sgeocy o gudelines mentaned in o specific proect
iz o wifieh thie spomsership b beng armangsd

i, The proposal mapmitred by Coordinator miust te on par with budge: submitied by ‘each
Depattrrent

& HNonzefimdphls regsmanon foe may be cofecied from the participans prefenably through
Sndarya Co-operative Sociery Collas and The detalls may b= sharad with the Institae
es=hier ag tmnelet]

g ‘Ra 500 far the perticipmip from Academin/ RETIL alis

b, R /LB tor studenty

g - B 730 for participanes from Thduamy

Thie cotlbnitey’ will ‘b= raspoHlible for ftmsatidng sl relvant et fregttuion /bt
sock regisiern cash beok =ic)-and make these avaliable os and when requived. If required - the

WMODE OF SUBMITTING APPLICATION

The gpglicatien or crpurizing the programme (Contference /e L enfmince, Wotlehop fe-Werkdhnp,
FOP/e.FOF. and STC/2.5TC) dily forwanded and recommmendsd by cencemed Head of
Department mugl be Sutiitied dong with reevent detals spedified tersunder

1. Brothure of He pogramims

& Tentanve danof experts with specladeation /expertise

3 Terestivs larute roheduls

V. ERnige Seisilproposal
The prropoad it be siflvrined well in ddvance 0 Prindipal on stendeed ibemat lbr evaluition &f
i Tramnee Teved Commees, whersver opilioble, snd pulequen spprovel of = Competem



OENERAL CUIDELINES

The Creamizing Secresaryy Caordinator. ﬂlmﬂﬂmh,mﬂnmmnﬁmwﬁtﬂnm
mﬂhﬂﬂumnmlmmﬁmnmmﬁ:uﬂuuﬂmnmmmhrﬂtm
mielude ditsin wnd AfiEstion of the apeckery End participssty of the programne =i hioad
oI oM 4 o pesines achieved =

Whistevet the Corifelsios/ Warkihep/FDP/STC (offine of oniine) Is spomscred by éxtesnal agendy
ot the Enancey ars 10 b Booked 0 @apecific projecy, e Organiying Sacstary/Coorcfinany ik
adlwre o the jradefines  parms of sponsanieg E3vnTy,

The purchaze proces, wievessr mauired, most Dein sooardanes with the Inmitre mdes The
parchase commirtee: if required. mpst have one-member fram Accounts and Audit Secton

The certifientns most e fbusd to parnelpants Uesed on Uelr amendance I (e gugranuns
orgurred =nd ey be pigeed by Qrganinng Secretary/ Coapdinstor of e progremme. Head of the
Deparmenit. andd Princiml ﬁhinﬁmﬁthmﬁm;ﬂmmﬁmmﬂnmmmﬂﬁﬁ
wmmmwnzmmmmmmmmm pvent alung with the anendance
rocerd,

E.Certtficabes Jor progmeiumes rondussd throuph valins rmads migy b= fvued s g paint "e” abeys.

Duly recommended propessls (porh affine and onfise moda) s be syomitted 1o the: Scrotny
comminze fer St procamsimg in meorriance with the s framre= aswider

¢ Workshop/FDP/STC: ar leeat ees-mont i) advance fom Mme proposed date.

0 Mational Coaferonon: i leil ve anoniis in svante ol ti= aodotsd dale

o International Conferenoe: b beast slv puoiile i scbvance b e peoposed did
70 keep imiformity at ﬂmh‘mm‘rﬂ-rel, the ongamizing commitsae for offtine ap wes g0 aniine mode
of Comferanca/ Wetkshop//FDF/5TC should be propesed in the cliawing paary

A) For Comfvmce

Putront Héad of the Institake

Co-Patrom: fead of the Deparmment

Organizing Ehnl:m:n.ﬁnﬂrfmmn 131)

Drganining Becrydary(s): Faoully inesibine [£) [Max G

Treasurer: Foculy nenibier (01} .

Organizing Commirtee (8): Faculty/Siaf membend). If requived

Advisory Committee®: Renowred Acedemiciame/ Researchers

BisTER-

»Petiiomn fmtt Beputis] Indienry may 3o be sonsiderer (] reguined



B) Far Warksbop /FDP/STC

Patrom: Hesd of the Irstivas
'MIHM'HWEW

‘Convener: Farulty member (01)

+ Coordinator (s} Faculty memiars) (Max: 02)
¢ Tresurer: Facalty member (08!
v Oresnising Committes (5]

GUIDELINES FUR 4 MEMORANDUM OF UNDERSTANDING

A MetmaEdurm of Understanding [MOU] s required of an sgency when an appllestionfor fmds
hwh:iﬂﬂ#:ﬂ‘:ﬂmhmﬁﬂaﬂhhmﬂhmﬂhmmmmnm

Fnum documentution that demonstratés the organizarions have conmiteding coondine=d
ke responsiiiiteg of telr grant aotvities

Tl tollrwing sl=riwhis shonld e eoimlidEsd whes conrmleting =n MOL:

Besceibe each pariner agency;

Srme e papcss of e MOT,

Cleatly Hesbribe the syreed iphil roles and rigonaibilities sach dtgadldation or iguncy
will be providing to 2nmre project success;  TheTowes and resporafbfineschonid A
WiTH prosece prals, eliectve and tarpss nuiputs

Idaniify the s:aff responsibile for completing the apeelic rebponaliilities

Bescribe how the collaboration/pammenip benefits the project;
Dezrnbe the spampres ssach parifer wosld contributs to e proscl This can be
cotitribofing Bl U, sudiing beeking eosributiont] delvering setvices, aifmdagindning:
ot experies, sir
Hmd&e:ntmmﬂmmhndmwmﬂmuuﬂhmyhﬂﬂ

parfcsmance of t=pafboyative srganizatione/ sgencies,; o4

Thye MO mizt Se siimed by all parimer. Sipnatories tmst b= sifictally authprizad o
slon o0 beball of the agency and Inskads Site-and Asency Sama.




N DERSTANDING

All Mmmmmm-nnmumwn
to thesuhmission of the final MOU.

‘Imﬁﬁmmm:d Vndemzending |MOU) & entered i by and betwesn: Provge:
Hﬂ:ﬂ!ﬂmmﬂ:hfﬂ"mﬂu:ﬂnﬁﬂ:

n. Rolgs and Bespoasibilitias Cieeely desteibe dnd tefidn the npeesd ipan il
and Eponaiiee each orponcron o caery Will e prowding o meaae propect
syecsin The wpley oo segnomyihilivies skould alips with pecsect poaly shisroes ansd
savges autmits Thiz mey be conmibution of st time, in-bing comriiitions of speveor.
sgserindy, dettwry of sengram arvices, promson of g o sapl egerting, e

v TR =i & N ST [ ! W -
i B il |
2 e S e e A e A s T R R et e




C Bemortine Regulrementy. Dercibie whe will be sepoiisihle fr cllsing, collimingand
sidisnitiing il iy pae B plAcpescE ATt oo (U e tuririieses

D, Timelframs. Ciesriy mote ke toe peetod Hise shie 00 will Se'fy eifpce
This MOU will commence o ‘ard wiil disaolve: gt themmdaf the:
gmmnﬁxgww € -

F. Configuntialing.
In ordér 10 enpure the safaty of clians. o] parties 1o the Memorandum of Understanding
poreetc adkers wo the confidentislisy expecistons == ourlinad t the Grant Agreement.

The desipnuted fead speniy adeents Ml responablliy for the perfremance of the
_nhbumﬂnm@mmz

Thid Memorandion of Uitiderstimding Wi the comfilile aftwsinent betwdest
g End may e gmended oy by
mmmﬂgnﬁlhrmhnrm:pmuwﬂm

The MO sy b wgrond 8y alf pao s, Stmatores e b qfficiey suthprmed nege on Sedalf
ql"t.'irwnd'rm‘mrfﬁmf'qrm A

Surdbripieed CiTielsl]

Sligrtire Print=d Name and Tie

Telepitne] ik

= Mml Address

Signiture Prited Name and Tt



Thlophone{yl:
EMall Atdrese

PATENTS

Applicabill
Thi Regliation gpplies 1o 2l creative weirky produced bt e Institution sither Individanlly or
ccfiehomavely, by focusy (regdar, par-time ard visfieg), st stadernrs. or assoclstes nhe
comatet of eduestional or pe=march progmme Eeiidng b oot Smited 0 dogree progmms

rEsmareh prosects publiesene ssebuary prodecs developemsin, breenions, and msdls rpleasss
The Regllatlof sncompaszes sl lizass of Intellactual property. inchiding patents. ' copyrights.

mademmEre), (e3ign egistnlions, and feending End permaby 19 indhidusls eng orgsnizssions
e=mockated with the matitmion's sucatmnal, resserch. of consalterry estivitles,

Types of Patemts

| Peeris Act 1670

i Trade s Al | 508

& Cloiges Kol =000

. Ceogeaphieal bidlicatican of Coods (Hegtetrstion amd Proteytion) As 1008

v Copstight A4 1857

. Frovecnion of Flant Varerss and Farmers Righms 427, 3001

wil. Semicotdistine aagraed Clrosie Layous-Detgn Ant, 2000 2nd Falogical
Dbty Ave. 2002

Al isloglont Oversity Act, (B022

(=, farional PR Telley 2015



Pl Oike | Llsk b e | (Pubiislieas

|
Mamr . Habegg
f s Fiindtoailins | Thle sl ; i l.'ltﬂ.ﬂ.l:lllﬂﬂh Faluny dowmidedj
. :m-uH- “?"":_' . L 11‘]‘;“”"*"'" T rﬂﬂ

Bsk

L

Two tupiis of & publicalinuz megulfineg from. the esescch. conductod with e id of The
grants shedd be mmimmitted to Institiuoen

Intefleciug fropeny Hicnts

Any moeferwmal propesty righny or such informestion knowietdes being able 1o SustEn or
ereate ot any such Hght miting o af the mapars/ projetts spomsated by Instition wWill be
sl joletily by thee fresituion /3 & D of lsluticn

F B D sholl et ench athss befire fling lie &y protection of iy Lielinetun Plopeny
Higniz riling from any of = propect sponsorsd by Ingriation

Arstumle lnstiue & D fustintion und Ousthrion will spaurs agpropriaie protection of
feellestaal Propeity Righh gemareEsd ffmm fobperaiion, consEtent with lowe rilea &
eegulations of fniffa.

The exyersss: for filliyg 16w Patent proesiion in Tndis o abroad all be borme sgilly
barween Inetitut= and Anys 56 Fnaneial aocrusiz doe w any cormterclal splaiaton, of iy
patent dhall be sheryd equatly betwees thim on HES besls Howervier, ooy ol the partles is
ez m uiilize the PR for 1E=ir own ues on nop-conwrroal bapa,

TEMPLATE:

Doowments to be Subminted:

1. IPR c=rificate
i Twsign Application dstaim. (Srresnshats)
3, Supporting Bocuments iy,



Anmexure-]
FORMAT FOR SUBMISSION OF FROPOSAL FOR MINOR RESEARCH PROJECT
1. Bivad Subiesd
Z. Aren of Spouiafiez=tion
3 Deypetion
4 Frincipatimesstizsor
1 Wapsr
u !'.!u_!-!.fF
M Bate-of B!
W Catepory: (GERISCAST/OBO)
v GmhEsanion;
¥ Designaton
Aditrrss Otfioe
Healdence Hmull/Prone:
5 N of the Insrudon where the project Wil be undermieny
(4)  Deparmen
by Colege
€]  Affisiing Univepsiny
(d)  Whethes the bt s Spransit by pural /ackwan s
Whethier tie Collsge 18 pproved under Section 2 (1) mnd 12 B of the UGC A2tT  Yau/No
& Tepching and Eesearch Experienge of Fringipal Investigior:

ta) Teaehng expenience UG Yeur PG Yeare
(bl Research expesience:
(£} Frislicatinm
ta) Papers PUlilibed {H)- Acceprod :
{e) Commmmicated id) BoeokPubtshed
fe) Actepied 1) Communie ind

[Plosan encicee the ez of popers and books pubinbed andfor scorpied doring Laxt fve yeam)



PART -8B
Proposed Reszarch Wark
B ) Frolec Thie
M Inteducton
iy EHestives
itvi  Metheddlauy

¥]  Year.wms Flan of work znd tarpets sp be ==hjsved,

&  Firnsncial Asintance neguined

i Bookes and Joornaks

i Equipmers, (fnseded

il Faeld Wk s Troved

i Coemieals and ghszwere

- fmm:mwnmﬂmﬂ

10, Whether the teachsn has received suppar for the reseach protest from ha tTﬁfumi‘-Er"&mr
Miner of from sy othes agensyT I 20 plem= ndigme

« Name of the apenoy thom wihich the assistindes was Eproves

i Senctn let=r No s dets under which the sesssteiee was sphroves

H Armamt mepreved A (ol

I Tithe ot the projest for which assistance was approvsd

v, 'In caze the profem was compleied; whether the work on i5e proect has besn pubished

i Jlﬁzmrmmmm#numr m-:hxmﬂdigrmfmlln the theaks was Tt
il aeroapiid by tha iniveraity i the awand E:-!-:h-,Eru-_

(A sirmary of the reporffises In Sow 000 words may plsass be anachs] with the
upplisation)
Vil i the project has pot been completed, pleese sats e resgons
11, () Thetaiis of the UIGE project/sheme comple=d o mgoing
12 Ay ottt inSstination which thetabcher msy ke 0 ghve i support of this fropicsal



. .

s The Crllbege bs sppeoved urmtes Sertion 241} and 12(8) of t HGE Ace snit b il 5 rexene

b Gemal phyeical fasiities, such as fumituredsmacs e o= aelenkE mo R
Vepartment  Coiieze.

e 1 hall it by the rules geveTng the scheze in cee a=tvtane e provided o me
#ron tha UIGE for the above prolest

d T shall complets the smgjact within the mipiared pesfod. 17 fil 5o do oo and if the UGC
i3 ot ansfiad with the progress of ihe resepreh prolect, the Commission ma srminat:

the project Inmmediniely and ask for the refingd of the enthe wmount {with erest)
resas==il By s UG

The dbove repsbreh Project 13 ot finded by anyy cihet asenoy;

Signature of Principal Investizator Principal

[ Seal)



Annexurs =[]
ACCEFTANCE CERTIFICATE FOR RESEARCH PROJECT

Mame__
NeF dates
Title of the Froect

1. The reseztel projest |2 ol heing auppoeted oy any oches onding epency

2 The terme and condltions reflated to the gram are accepistie fo the Principul frvedligator
and University / College Initimtion.

3 At present, Dhive no research project spproved by UGE and the sgcouns for the previous
prugect, i &y bave e suttilexd,

4 The CollegdsUniveraity th it o réciee Bnabitnl asdlsteose Boin L HGC ond L Incloded i
she I of Sectian 201 & 12 (8) prepared by the UGE.

¥ The Frincipal Inveatigator bs a retived teazher and elinfils o receive honceartum 23 Ne/shis
It selitier geirinig any hodnotarlon fom e Rgetuy BUE 1o Hedshe paintilly smgloved
shvwhape:

& [l His/ber die ol irts s
my Age
T-The dat=2. of implemenioon of the projectis

Principal Investigatar Principal Coliege:

Date: [Beal)



Annexure - [
NEW DELHI —110 002

STATEMENT OF EXPENDITURE IN RESPECT OF MINOR RESEARCH PROJECT

L Nene o Ermpoipal Invernigeor

2 Dee af P Dinne of Colnge

3 'UGE appresal Lester Niewand Dars_

4. Title of the Respanch Fro=er

% Eftive dai= of starmng the fremeey

% & Pestod of Expendltite From. < - F—

b Detalld of Expenditure
5.No, tam Amount Expenditure
| Approved (Rs.) Incurred (Rs.)
] Fook:l!: Jourmals
i Equipment

'Frri:mﬂ-




=l

i 25 a resulr of check or mudiz objection somee Irregularly s Brdced a7 later daze, acton will
bt ke o rediond, wbuat or pegiinrize (he olyjected amirunts

B boatifedtha e ganiolRe___Fupess _ only] recelived Tom e Hniversity
Crails Comamibssion under ke scheme-of mpport Be Midor Redeuret
Project enttied vide UGC lemter Na £ dated has been fuﬂr.’mﬁtm‘tfnrmElﬂmmm

[z wtdeh I s smpetiored snd 1 secordinee with th sermms snd condirions Ll derwyy iy the
Linlvorslty Grants Comamizslon

SIGNATURE  OF PRINCIFAL
INVESTIGATOR

PRINCIPAL



Annexurs - [V

STATEMENT OF EXPENDITURE INCURRED ON FIELD WODRK
Mame of the Principal [nvestigator:

Name of the PlaceDurstion of the Visit Maode of JeurneyExpenditure
ited Incurred (Ry.)

Fram

Crortifed ton e gheiye sarwmpditinee g (5 Accordnbes ity (e LG pofrie op Meior Bessaee

Projecta

SIGNATURE OF PRINCIPAL INVESTIGATOR

PRINCIPAL

(Seal)




Certifizd mat e gEnt oof Hs (Rupees anlyl  recsivwed
s L Uiverity Gomits Commitiesion ursder the scheine of wipert ke Miner Reseanh
Projectentifisd,  wideUCClester N B damed hes been fuly wtifieed for the

piapete B which b was sancthaned and in soeondanos with the = atd conulifions Bl down
by the Lnlvensiny Grorzs Commission

SIGNATURE OF THE PRINCIFAL STATUTORY AUDITOR
PRINCIPAL INVESTIOATOR
(Seal) (Seal)



Annaxure -VT
Atinual/Final Report of the work done on the Minor Research Project. (Report ta be
submitted within & weeks after completion of each year)

1 Froje=: g Mo i /Pl
2/ UG Roforetioe Mo F
< Feredof mporyfrom._ 0
& Tide of sesearchproiact
5 (n) Nums of the Principa! irfvestgarit
0} Pepr.
() Coliege where work bnd progressed
& Efsrtive ddte of stanting of e pecgsat_
T. Grune approved and expendiume memmed dunng-the penad al the Tepor:
3 Tesl amous mppreEd R
b Thslexpendtise Re
¢. Beport of e work done: (Pease srtach o separate shees)
|, Befoletw of the prodect.
0 Wik dorke-sa f=r aud =ity achiaved gnd pulkicsiogs. I ahy resulting Troom the

i Wenk (Gree demalls of the papers and oomes of the jommels in which i has besm
priilishied or scceprad for peiblication

I¥ Has th=s progrie Been accoiing 'fooorigital plik of wimk and towszde achisving the
chective” I noY FLETE r=as0m

¥ please ensiogs A sy of the fndings of 1= smide One Seuind copy of e Fsl
tutperit ol whork Hoitin iy mlis e dent to the cotiddrhed Hegliotisl Offtce ﬂfﬂ:ﬂ' LG
Vi Any dfber mitrmeion
SIGNATURE OF THE PRINCIPAL TNVESTIQATOR
PRINCIFAL
(Seal)



Annexure = VII
PROFORMA FOR SUBMISSION OF INFORMATION AT THE TIME OF SENDING THE
FINAL REPORT OF THE WORK DONE ON THE FROJECT
g M I R e 1 e i e e e A
2 HAME AND ANDHESS OF THE SRINCHAL INVESTIEATOR i
1 NAME AND ANDRESS OF THEINSTITUTION _.ovie i
# UGC APPROVAL LETTER NCEAND DRTE &iuiiihii it bosis sl fhhs s b iasbais s
DATE OF IMFLEMENTATION ovsvnions
TENUREOF THEFRIUECT v e e e
I OTAL GEAN T ALY O ATED e s ei—ns I+
5 TOTALGRANTEECEIVED Loooirsioossmts s ssimmis ifanm s e
W TITEE OF THE FREJECT
1 OBIRCTIVES OF THEPROJECT . oo,
12 WHETHER CGEIFCTIVES WERE RUHIEVED ,
(CIVE BETAILS)
13 ACHIEVEMENTS FROM THE FROJEET - i
12 SUNMARY OF THE FINDINGS ... s
{ TN 500 WORDS |
14 CONTRIBUTION TO THESOCIETY ..
{ GIVE DIETTAIES |
16 WHETHER ANY PH.D EMICLLED/PRODUGCED OUT OF THE FROJECT. ..
17 "NO GF FUBLICATIONS GRUT OF THE PROIETT ooo—voeeom
FPLEASE ATTACH)
{ PRINCIPAL INVESTIGATOR ) (PRINCIPAL)
(Seal)

L



Annexurs - VIIIT

ASSESSMENT CERTIFICATE
{00 e sulmmited with the pomposal)

It b2 citifted tat {ha propoeal entitied” by (Dr/Frofl /Me M),

Reoit. of he=  teen  Essegaed by e
N - venmittise  ¢onolating e Hillowing methbers
[t dihmliidich the 1JGC Hrgighs] tfics

— for fmanch] smppart gnder the acheme of Minor Reseqch Frosesis

The propessi iz as por the udaiines

(PRINCIPAL)

(Seal)



e SOUNDARYA
INGTTITUTE OF
MAMAGEMEINT AMD

SCIENCE




DATA PROTECTION POLICY (GDFR COMPLIANT)

This Hmn_-ﬁmﬂgﬁmi_Fnib;?am out bow wee kandie the personal daa of our
wiiich fhar data b stored of Whether It velores 3o pagl or premms eITDiOyees, WIERErs
coitoitrs. ciidnes o supnlles cobiacts. dhareholdir webdlle dssts or any Othet' dafa dobjeon

This Data Protesion Pelicy appiles 10 48 Conpany parsorne] and sew tug what we
sxp=ct from you, m srdar for the Comfaany to comply with spplioabi=lew. Your complianer
with the Dute Prodeetlan Folicy b nendurary, Any broudh of the Duta Protection Polley pay

Ermpilerpess it adliors 10 the prinsinlis relbring 4 procssting of pessoal {ate 2ot gut i he
GOFHR [Qenesst Daiz Protecnon Regulaton] which regidss perzonal data 1 be:

& Frooesiad ladwnilty, frly and |n o transparent mannes

& Clillscted ooy for specified, explicll s legitliisate prarposss

* Adesuasg, relevant and Brestod 1o whst i neseassey i relation wo T prspopes fo
wtleh I Ly proeestied

& Accurate and whers neceatary kept g 9 et

& Tiot e in g o which Erostsidantfication of Gata mitests for iohger thes =

& Progessed i amemner (het engurss s sécory unng eppropriate =ebmical and
e

+ Nolmansferred 10 another country withou aperepriate safiguarnds belng In piace.

e Made pvaliable o das subjects who e allowad 10 exerchie ceram rights in relsdon o
ihett pefsohnd data,

Ermloyees are rarponsinis for and mst b thie 1o demomirme comglllance with the dats
prosaetice prinkthles [ietes) ebos=

Lawfulness; Falmess; Transparcacy



3 Lawiziness &nd (EEmess

Il-

Persanal data brust Be geoceaped falely and 1H o tramaparént maknst o relation
1= the dmzz mitiecy

Emploess may only callest: process and sharepersanal dats fairly and Tawfully

znd for specified pimes=s fome of which == = sut biior,

A the data subiecs has ativen his or her consent

by the procesing li neceian:y far the perfarmince ol e cotimiet with the data
sttt

7) o messour =gl sompliance ohifgations,

o) to poteit thie duin sidijest's virsl Interests

£), 10 PURTRE OUF EEiman iR

b Crometit

-
&

I,

A data coreroller mais only process personn) d=s on the Dazl of cne oy mers
ol the =aiul =ie et ot |1 (heSOF R, wilizh Brhide comeEnt

A clets subivet ety ) proesming of el perpepp) daeg € ey puficsds
Agswement clearly niiser y g statement or pasitive eslion (o the processing

Cofisetl reguiies ifirhotive dittion so siletkis, pre-Helteid bootes orlmctivity me
il 1o e miffiztent. | corsent & glven m a deroment which dsals with
omermattsrs, thes the comsent oo b= Eept separate from those oifier
pisiYlers

Dnts sutyocin must Se es=iy ablv to withdmw con=snt to prroceznng o =y fme
and withitFawal miier b prompily honoured
Coment sy treeil 10 e refreahnd if you nnd to process presonal data for s

‘differamt and moompatihia arpose which wasnot Siclossd whem e dats
iyt Bt oomented

Unlags we can refy an apathier lagal hasha'of processing. sxplicit connens fs
wiriilly refidret for prbestisirng sdansitive perssenl dala. fok ditcmoted decialon.
making andl o7 cross border dates trantfere. Usially, we will b= relying oo
it =l Hesslit Uasstl nert tespiire el conbint] 1o process ol types of
sentltive durs ‘Whese explizit soemest & redliited you st jsue o fulr
Processing HONCe To (e data-FIDIECT 10 CEPIUNE eXRCE ComSeNT



VIL  Wou wil tieed to evidence sonsent cafmrod mil issp tetardd of il condentil b

¢ TranmErehcy
L The GDFH rejiires datd tomtrollers o provide detalled. specilé Infurmedon o

data mitjerts depending on wiether the Mfomarton was cofected direcy from
diitn abjests of fom elsewhete Such infermablon ot be provited tirolph

sprepriate privacy notiees whis)) must Se conslse, tasteparens, intelligibie
sasly acoeseitles and to-clanr and ploce Ianpuaze g8 that s data mblecs can

Pestomal dats fivist 52 eollzcted only for specified. sxpficit and legitimses purposes. Tt e
tis e Lurthes processind 0 any dnanter fsanipallile with tioos pepoes

Employes cannot use pemonal damn for maw, different or incompatible purpases fram that
clisclembed vilion || was st obitulned wilssg you Have lifbrmed i dats silijec of the nise
parpeses and they have consenced where fecerary.

Data Minimizstian

Personsl dato mus be sdequate Jolevent dnd llimfied o vibet i ub:-._';g.mrhi pelptiom fo the
perpose for which [Tm processed.

Emplos miint afisare thit whn personal dat i no Jonger nesdid lor specified puiposies. It
i datatnd o arceTIIE i sccTTATTE With the inwtiiion s dats Teteition gulsiTes

Accuracy

Fereonal data s B8 accurste and. whars necessary, kept up ti ds. [ omst be corrmo=d
or d=tetml withow delsy whpn macsuram

Emmploves must check (he accrmcy of any peisona] dats at the pomrof eollscrion and &

pegulie blirpuly pferorie. Bosgier] e sitolhpes s fee B rmasseinle stops 1o destioy o
arpend MAccurEEe of ourch-dete personal data



St LI

parposes for wiich the data 3 processed;

Ernpljnee mii nist keeep pesional dets in o fore witlell permilts the Idedtifienlion of the dats
sunject for lonzer than nesdad far the lagiimate tmamess primose far witieh, we arigmally
eoliccted It [Helidliig lor the plrpose ol distl=lying ey’ legil, acooiintig or reportity
reqillremissoly.

Employes will ieke ol ressonable :eps to destroy or ef=se fromn gup syaseis aff perganel ders
tharwe 19 loamss requine in Accordanes witl all e inarinutlen's gpiicabls records mEnts
palici=s Tils seludes requiring thend pares to deletes puch datz whess spofisable
Ermplotss will Snmure daia subtecie are informed ofthesviod 0 which data = simrsd and
Bow L period i3 deteriitimed | sy aniplizale mivaty nolive
Secunity Intezyity And Confidentiality
e Pl Diaks
Frersamal daia miim e sesiiredd by 2opropriste technleal and orantsational measyres szl
wrsmtimries ocprdnwhil (rocessmg, and egrinet avcidenml loss Faptructicn pr damsg=
Emploiee wikt lollow sl proredures mmil lechnologiee we put i place o el the
pesTity of all peroong! dats from the pomt of seliectian o the point of dectniction. Emplayan
may orily fransfer perronsl data to third-party service providers Who ayres to comply with the
mﬂphlhamﬂmmmmmmmmmm-mmn
requEsted
Ermplojee it minintnin dads secumity by proecting the confidentiaiity, integrity snd
avplenbiy of the pergonal daty, defined & follows:
<« Coafldetristity meina that onfy people who havie a need to loiow and dre atthorssd o
mﬂﬁmmdﬁmmn
& Integniy meana thal personal data iz accurnie sad sufatle for the purpese for which it
& st
& Availahiliry meams thar anthorise users are abis to aroess the p=roonwi date when
=y nesdd | e suthersed purpaises



Reporting A Personal Data Breach

The GDPR nequires daya contrullers o nollly sy personal date bressh 1) the sleatie
resulatory and| incermn inatanced. tie dats mibiect

Transfer Limitation

The GDPR sesmicn dats trangders o countries quishle the AES [Astan Beononiic Areal
Sder wodnire Ty hedevel of data Prorertion afforded 1o edivatings I e QDR Enot
urdenmined. Employes ey oty Transfe Persamal Data cattifle the AT f o= £ the
fdlowing condirions aphley

thve clhintny b wiieH we trandles the persond data ensures i stequate lebel bl
grotediton for the dets sutyects tights and freeti o,

e data:zupiect nas provided aupRoil consent to e pIoRosed trniiter Eitey belmy
ninrmed 6F any porentin Tl or
the tramster It necesaary for ope of the oter reasans 367 out In the GDPA

Diita Subject's Rights And Hequests
[0l susrpmicts Mane rights wiien it cednes 10 e we lanictle thein persenil dats, Thess |cbute
mighiE tou

-

viliheirow corerit o pioceasling ad sy tirm

recelve centain infynmation iabout the dats catiiraller's precessing soilvities
requEst pooess to ther pErsanal data thar we hold.

prevest oir s al et persionil data farfieo mareeing plimpess.

ki 143 10 erane personal daa it s ne lonaer necessary In rélition o the plifposes for
whish | wiz onliect=d or procesped o tn ety maccnrsts dats or r cemp|ete
Insuniplets detn

restrict Eocmesing m spectio cinpmstAnes

chalsige feusessing which M biosh justified on = basis of o legitinste inteieits o
I the paklie mterest,

vequeni @ copy of an aEoeerent wnder which pemsonsl dats i3 frnalerrad ootuide of e
AFL

olijecy 16 devisiuns Laved salely on automated privcessing Incluiling profilieg



4 prevenl prOCessing hal jr-key 10 Caze damags or dEresy 10 e daLE SURIeCt or

& b= notified of & persomsl dats bresch which i3 sy 1 result in hizh ricte e righss
<ot Eeisend

4 TaEE a camplaiyt te the supErvinory audiering and

& in mited dreommances. receite or a2i for thelr pereanal data to be mansferrad o a
third méery in'm structited. commanly caed el saehine-reddable fotrft

.
The Daw controlier muzt tmpiement appropriate techucal and orgamastonal messurss m an

effisctiyed munner, Lo umumn:nplinncuuﬂnduhp:uiufﬂnupﬂmudu The ditts coptraller is
rﬁgsnmutlﬂf.:nﬂmm b atile 30 &mzm:ﬂu:n.mnmﬂmr:e with the date prereciion

—
Record Resping

The GO requires ug 10 eep Sl and aonuraze yecords of oli opr data processng acuVAIES
Training and Audit

Linstitytinn sheedd ey ol perscanil hove undergone sddguals tminihg te sslible them fo
comply with-data privacy iaws: Employee must slo regulary rest thelr sysoems & processes
to az=m complianc:

Sharing Personal Data

Generally. Employes are rot afowsd to thire perronial dats with third partiss unless ceimain
ssfigiends gnd oonitacoiil utan giermeety e been put iplice

Eeployee may only shee the persomml dats fhey hold with soother sopiaywe. ggent o
mmmﬁnﬂmgﬂhﬁﬂmﬁnﬂmﬁnmaﬁmmﬁlmmwdﬁe
mfarmesion A the TamaieT mﬁh:ﬂhmqpﬁmhhnm:—tnﬁnhmnﬁr Gdtialesm)y S






E-GOVERNACE POLICY

The scope af thin policy extenda 1o the following aress
& Gemeral Admisistrarlon
o Srudent Adimission
% Examinsson
% Librany
4 Accounts and Finance
& [CT Infrastrucrure
= E-vmsfe Management
Objectives:
% Implemenation of E-governance in all funetionng of the insamon i ceder 1o
provide simpier and efficlent systemn of governance within the instiiution
“ To promote rensparency and accoutitebllly in &1l the functions of the institution.
d Tp achieve and create a paperless enviroument in the insitution.
# Ti provide easy and guick aéeess to nfonmition.
% T make camvipun Wi-Fi enabled.
% Tomake our Classrooms 1CT Enabled having Deskeops, Lupraps, Stmartboards;
Peojectocs, eic.
4 T emahlizh 3 filly smomered Library.
The institution will implement egovernunde in all aspects of functioning like libeary,
accountys, wimissione. edministration. teachitng, e,
The policy is designed - apd framed o maxe-2ach and avery function mansparent and
acconmiahle.



The institution detides to make e following pelicies and procedine:
1. Websgite,

“ The website will act as &t infolmation céntre which' will reflect abott the
ngtitution, all B= dctivities, imporsmt notices: courges offeretd, etc. For this
parpose, a:sepamte service provider/web designer shall be appointed by the
institution.

& The inssitution shall provide training 1o adminkstrative and teaching stall to make
inmpattint ypdotes on the webait= st regulir infervald

A Webzite Comumittes to be Rirmed for the adiministration of the institution
websits: The Cammiree will look after the procsss of updating, muintaining and
warling of the webaire ona regular basis

& The Committee will alan losk for other changes that are required on the websire.

4 The Institutfion stives to showease Its vibramt s#if and acriveness through s

< All tie bmportant netifications have t go live on the wehisite a5 and when they

are telessedd

2. Student Admission:

4 An open and transpavent simtegy for the admission process §s Tollowed which i
futhier strengthened by the ethionl practices and regulations s oplned by tw
Utilvetnity of Baziglore.

o Thee Institution brings out fts Brochure which is displaved on the website thst b
gndelines for the admission process

% An Admission Portal t be used to manage the admisgions in the insttution

4 Number of students applying to each course, withdrawals, fee submission, all 1o
be managed through OPTRA Postal anly.

< Studenrs ave réquired to bt 3 Sepatare Online- Applieston Form for saking
admmissicn to the nstoton &ad for this rirposs & online softiars o He desd
by the Admussion Co-ordinator.



3. Accounts:

b Thes office contitines 10 tmxintain it secount on Tally.

& Latest versions of thesoftware to be purchased and used by the institution:

% Advanced feanmes help the staff 1o maintain financial records effectvely and
sfficiently, Profit and loss, Balsnce Sheet are gemermed through 1his spfiwars
anly.

& All the analysie repions are also generated through Tally.

% Approprinte cecurity measuves shonld be taken for riaintaining confidentiality of
the ransactons

< ['raining 1o the existing staff and updarion of the extsting software must be done
regenty.

& The College also uses multiple software like Public Financial Management
Systein [PFMS) which |5 wsed o mensge the ftwld received [toim the
Govairment,  Payroll Mansgement Systom which lhelps 1o automaticslly
carculnte the salhyy, genemnte selary slips, disperse the slary o the bank
sroouniz: TDS, Provident Fund, Allowances, efc al! are munaged by this system
Reepors can be genersted for all Staff members,

4 Payments are generally made and received through anline mode such as NEFT,
RTGS, Bank Transfers, Vouches oic,

4. Library and Information Centre:
& The ngmingion coptinues t maintgin s academic excelience  through
mmintaining & well stocked Uhrary,
& The fnstmition will add more and more edeaming resources for the benefit of
thiee (eachiors argd the stidents on regular badis,
o The titution should cofitinug 10 stb¥ctibe to few jolrrnls and books regulnriy.
% Recommendations are toien from the teachors and studenss for mew indent and

FESCHLCES.



< Teachars can appiy o get Bodks of differer mithors oy the subjaces they e
reaching to incresse the knowledge databass;

% The Liary to install fully autorsated LLMS spfrware which should have an easy
10 uge- Graphicnl Ussr Interface, Unloode support with Multilingual Search and
export fuility fur tnost reporta

# The use of Oiiline Public Access Catdlogue [DFAC] modile of the sofiwire 1o
allow libpary dsisbase searching by eritering preferted terms for information
retrisval

% The Circulstion module of the software should cover all the operatons of
circulation, right from oreating member econds to printing of reminders for

iR Hoks

% The Datahase Mamtemance module should cover all operstions of datahes=
ereation and meintEnance.

“ [nformation centre shoutd update 1= the facuiny members snd studenss of the
new amivals and availahle resonmees.

& Should frame / constitute comnmiitee and i should prepare a budger and
recommendation of resources at resular Intervale

5. Adminictration:

% Attendance Mansgement Softwire to be used by Admmistrative St and
Teaching Faculty to record snd mack Attendance; Internal Aszessmeny, etc

< Nonthly Repons, Semester End Beperts should be generated 1o sutomarically
calculste the Intermm] Asseszmett imarks for attendnanee,

< Adminisrative Office shonld uee Advanced Excel and File Management System
Thols to maintan efeciive datatiasa,

« To provide a hassle free, convenient and smooth process. administration of the
imstinmon to ke mede paperiess

& Students musdt he able to obtain maximom services in online mode.



e The ingritution will look inte opportunities 1o stomate some of its funetions
related to sdrministration.

4 Admin Staff ro be provided with adequate trmining and development 1o keep
them sbreast with the pew tectmology.

8. Esamitnations
% The institation has-adopred an online system where studenis can vigw their sotal
intzimsal assessment marks: ar the end of each semester and can reporm
discrepanctes, if any.,
& The Examination process is regulated by the Univerdity and thus e-govemance
paiicy of the University to be adopted o this regard,

7. Alumni:

T strengthen ouraturmmd relationships; &-separate alumnl page 1o be crested
on the website providihg facilides like registrasion, prominent alummi of the
mstitution, feedbinck snd many other sspect=

o Alurnd mssocintion robe consultsd for regular updates, detabasye maragemment
and alss for sttasegic plan In coordinasion with the institutcn.

8. E-Wagte Management: |TC Wow ensures thar irs:nsage of technoiogy anid
generation of e-wnare does not Impact the environment.

ICT TOOLS
8. Hardware Infrastructure
< The institution to ensure that it has adequate mumber of dedkiops drid laptops
for students and staff
% Computers amd printers 1o be mode avalloble in the administrative block
% Projectors and other multimedia devices to be provided in the suditorum,
classrooms, seminar tooms and |shoratories



< The infrastructure to be complemented by Riscgraphs, computer netwarking
devices, scanriets ahd interative (eaching boords/ amart board ete

10. Software Infrastruecture
< The Institution to mabdalh adequate confguration servers to allow e
brsinornifon of data to the varous compltem.
& [Oficemuomation packages for desktops and laptops like Cpen Office, M5 Office
snd Amtivires to be purchased and updated regularly,
4 The institusion to provige access to all mandsrd Econometrics, Statistical,
compsr ational and scientific typesstiing pathages
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IT POLICY

Purposé of IT Policy

To mastay, seeure, ol ongoe lequl agdd sppropricts ye of nformation wAnology
To esaldim insticogan-wide stracegies and respoisiviingy for protecring the nrmanan
syets hat are acees=d, orésitedl, manegad, and/or controlled by ihe Indmiren

To wok g2 b gulde Lo stakeholbers b the wsge of e losfiiution s compuling faclines
internet acoess fnoifites

TO pes dirpetion and provide inforimiation dbodt sec=ptatiie actinss andd prohilbEied scdons
arpollcy vickstion

Scope of IT Pelicy

iratincion [T Feailcy appiles to Tecmaiozy adminttered by e Imstittion centratly or by

the imdividon]. depeitments, (o infocsetion senticet pEoadded by tHe  MEstEubnn

pimlilstrancn. oo by the Individual departmente o by ledividusic of the Insrintion
NI LY,

This IT palivy alde applies 1o the reasurdes allmiiiored by the ddpariiens g o
Liorary. Comprer Labn, Eaboratories. and Admimismartve Tfficesof the Insinurfon
Comprers owried by the individualy, nﬂtﬂumﬁrﬂdhrmrﬂmhﬂnén:uum;:ﬂﬂtsp
when cormactad 1o Campul netwark I:Eant:}-eﬁedm the Do's and Don'ts demiled in the

Instibutlom [T prolicy.

Forther, all the faculty, srodents, staf, deparrments. mrhorized wisitors/visiting Do
und ofters whoimisy be grant=d pErmiizion (o use the Ihsition's hilormation technology

InBaseriemure, s compdy with the Guldelmgs

IT peifieies hroeadly cowesnts on ks fllowing ==

IT Harghware Instaliatiun and Malrtenands Guidelines
Meivork [nteurst & Intemet) Use Guidiine

E-mell Arcourg Lhe Suldeidnes

= WsbSis Hoting Galdalines

2 |patimglion Dateoese Use L<jjdallnes

= Roteof Networky/Systeny Aanyinlstrators

o o ‘O

LA



IT Hardware Installation and Hal : Ooldellnes

Ary comptitst [PC/Server) that will be commectzd 1o the Instimution neswor: showid have
an 1P sidross anheies] Ly e Siotiam Admisiiiratins

An TF address allocst= for & partiolar compnites system sholld oot e wed o any othe
ermpuier even § @l offer compuger belong: o G =me (ndfadual and will be
Thapgs of the [P addreas of any commputer iy a2l or stidene e sty profiiinsd
Configuration of aetwark will be done by wypstem adminismaton anly.

individas! depsimmens Madividusls connecting 1@ the Inetierion pemworic over the LAN
TRy G teTver soibware oy after bringing @t1e tHe knowledsr of ihe SemtEm
Admimiatratom

Aozl 10 femote netwWdris uwiing & insfthuron's oetWord connectidh most B2 i
ocrmplinren with all policres gmel rales of thooe netwoTics.

Interris 5rd WI-F1 faclities thould be ared far scafemic and sininisrstive plirpode onky

Email Account Use Guidalines

Every taoulty s provided with an E-mall

The Emadl facility should e used prmariy foy acsdemic and officinl purpazes mmd 1o a
limnftin] ddteial fior peernonisl purpsrines.

Using the E-mad facillty for legal/ commencial purpeses @ 3 direct siclsfon of ihe
IsieBbuktani T preiliey st trise ental] withde2wzt of the iy,
Freuity shonfid Teimadn frm Interceptng, v tymg o breek -t athers sl &=commn., &
1A pfringng e privary of oihes 15ers

Trperrenating Emal atcoumt of Gihers Wil BE Tahen a3 2 serisis offence Ginder the
imaEEraziom TT sscunly. palicy.

1t j3 ulttmatele sarh [ndividiael's ssponsibliity to ketep thlr 2l setount frag trom
vinlaticne of Tnanimation @ wnpi] ueage pakcy

Web Sits Hosting Guidalines
s The Insdorion Webgiie showd beé used o provides acslemic md afminlsatss

nfermation far fte stake holdore



Wehsiie Lipdasion Committe= ls remponsiiile tor contern updution ant maint=nmmce of the
weksiie,

Mamiain up 1o dat= papes. Froofies pefs gnd Test 5ok helfes putisg them oo the
The conEns hiszd on watitite should be totieo tnd chesr

Web page on Website OIFcinl Wb pagzs st conform o the Instinution Wed Site
Crealien Guidelines.

IMS ean e finked to the weleite-so-that Foouity may gest cisss materfals (syfabl romres
prmbwthile posceirre nuleslils sbe ) o e Wk Us [eerlljute sl sepiag

Webnits Updation Committes feed to tiks proper mspimes in safFEguanding (e sty
of the datn hogted an the websiie

Institution Database Use Guidelines

L

THe datehaz=e maintzitad by the Instifotioh adminlsir=tion ehiler the [nst=Eution’s = -
Covamaire gust be proteciad.

Tnatitotion |5 thedate cwner of afl thedats getemat=d in G Institution.
Individial o depariments ganerits portious of dai fhat conating= Inamution’s daabase.
The muntitien's data poliles do'not sl e dispribaing of date e i ldentiflatie 10
Ergra fromh S inastudon s dastane including dei= collncted by depsitomens o ncividuet
Taculiy and zeafl, ke for thierna) instindan purpiesss only

Ume's mote and fupcton define (= data rescurnes: that will be nesdes to oy oun ooe's
afftedal reaponsibilities/dghy. Through | data access polleles, the initihution miakes
informatian and dacs svailable hased on those remponsiniites /rizhte

Dt disectly Wentiing o persdn. snd his/lee persohinl Infoematlon indy ot be
distritmrmed I sy farm fo ouitskis perrons or agendier, ncluding ail government agencie
il mrveyes anied ellinr tequests R dste, AL stich rEgrits B2 to He Rarwardsd o thy
IQAC

Office of the Institution

memm.mmw ete ave hanilled by the Offics of =
Inatiytion and deparements shoiid lsever respond to segiests svEn Wit & saliposnn;



Al Fquests From lw=niotesnest dgencls are to be lorwarded (o = 1GAC Tifine of the
OELIT [0 PRI

At oo HmE mEy Isfemsticy Meliading thar j2antified a2 Diecoly Inforirsthon’. b
refonsetd b any sutsite enilcy for commenclal marketing sclcillon or other parposes.

21l Femorta for UGT, MERD sall otiet govesnment agencles will ba presareil/oompizad
soxt sttt by the D, [QAT snctiinates, Controller of Examinniions =t Finsnrs
offfcerof the nstiniion.

Tarpedng of i dategae by e deratmet oo udividul ey comes linmer Vitlateon
of £T polizy, Tampering Inciudes, bui noj Bmited we

Crtnits vialutlos of IT palbey kald diwn Sy the thetittion by uy bustiotios manher puy
even Teut in dscipinany action againar the offender by the mstinmlon suthontes,

If the matter hyvolves Unyel aetlon. e enforcessent avonsies may become trvobved

T Detign Iratismtion Netwirl snd peofcem Backhoie diesstione
Tofolow Giobal Naminz & TF Addresting cone=ntions

To i Ui existing netwolicing faslilies s rhed for poasible Sxpariaion,
Comfigrtng and mamemnes of Wirsles Local Ares Networks

Toconfigureand mpmietn TT (eciites provided i olassrcems; Lebeand Semenar Hafis,
T resesve and sddress complabiity from 1sss of irsimtion =tk

To Mantain iervers It SErver romm:

T look Into the Maluterarce of Cotpmter Hirdwate, Perfpliensls and Networking
devices.

Tio Mlseevisenyn nssailiitig s cinsslbesy izl seftivars on the cpmpiter spatetiee of the s
They sheriakd steicty refrain from: obliging such requesis

The Instiion & undermken & mmber of Swete Mansgement iitlatives Widh the
offective of creating:an eoo-friendly envirommsnt in the carmps,

£ Woste Management: Flectmanls goods are put io oplitum (e, the minor repalrs are
wesTight by the-Laboratory sssimtants and teachimg staff and the maon =i are handlzd
by the Tieahitjed) Assteipe and she oo

ﬁ‘.& CONRZUATION  COTIRULSTE amd iﬂh.ﬁwﬁﬁ:mnw 19 the schools mm oy
ol echiire Sy Trtist



The pmajinr ewsss= mueh g3 wright off nanuments/equinment's, CHTS, Privtes,
Comporers may sell i

LIPS Batteries are rechilrged / fepri=d / xchanged by thesuppiiers

Fieconics gadgste cireuts, Eig have been witght off on regulor basls 2nd then it i soid
ot to ivere

elecironie tems se collsced fom every deparmmsnt and office and dellvesed fot cafe
dposal

The-wasre compact dince and gther @isposahie non-hezardons fiems can b uged b
pitidees frir Qerepitioe

Thedwarsiess Frogrums hev=hesn uindertakan m thememuticn whess e sudems =
made pware of fhe . wsts enssemet schnibjus
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STAFF WELFARE POLICY

soumdsrya Instittte’ of Mmagement md SEnce waz sHabliched i the vear 2007, Ik i
derermined o provice qualite Hlghsr educanon to e riral, 3=l arben and orhan peapi=. It ls
sall frsmeesd insstson witdy & necezssry aneies to gtend e otmismmomny stamdped

& Toshancs rondiice warldoree i the arganization

< Toempewer heempioress an 5 contemparary chanzes

& Toexenit hail to e peedy emplosses

e Todswelop the valus sy=sm it T organiestitn

Scope

1t epvers the sntire stalf of the Soundanys matitute of Management and Schence, Sengimy
Policy

Focuses o the el bused of the Tessting. Mon-teaching nnd metdal staff of woriing in the
Soumadarya intirate of Managament and Scleance. Bangaivmu

Welfare Measures and Categories

The marssement of e Soondarys Geoup of Ineriniionss @ committed o wellsre of saff
meEmbars of the mgEminsion, The Wellnte merayres gre cojegenies pig Siaunory, non-engeory
ariil e sathie mede sctemible to s emplovees - bibdetile, edinintidration. toweidl this thi
Marmzement allocss the fund umder Soundarys Welfsre Fund md Professiomal
Erpanestinent Simprt



The following are provision available vndor diffurent categaries
Stututory Welfare Measuie

< Empioyes Provirent P (EFF)

& Emploves DepositLink=d Waurancs (ETLY)
& Employes State Inommnoe [R5

& MaEmity Leave

& Patmmitty Lewwe

% Medics Leaye

% Gratulty

Non -Btatutory Wellare Miasures

+ Group lsyranecs

% Heaitn Insumnce m asseciaton Sparsh Hospim!, Yeshwarmpur Sranch Bangabun

& Specizl concésston to gétiiapnostic services ot Soamitarva Thamnostn Canhre

& Flexihie Worlang hoars Enrapteff witly Special needs

e Hedured Tuaching Hedrsin warkiosd for stafY In adminfsrative rojes.

% Corpae Pamd (o mest ot (e selary durg smegsmwy

& ‘Walding Feave

 Fesreirwion fot the ofldren of Empleyest

< Special isave for employ=ss on e drmneof famtly TEmbess wp o fived eleves days
& Cooual leave entashmenl

& Bl mroney lor regentel Mines semmarch presests

& OO0 and reiminmmement to Professiona Empowermend Sppont Lee. PIIP. Confermes,
Witkshiopd. Orfentation, Refrestet off thie campiis

W Prrpasits appen I parsee FRD ¢ POF et eshance e esilifications

& noentives onpubdicationy of research pefers it peer mviewsd Jouens, Patent, IPRC gnd
Seniks



& intorest fres dosmap 1o 5Tk for perfod of one yesr

& Suluiy n advanced

& Free heslth see commtitwtion

- Fhiniis| Support 1o Medical amoergancy

% Suppor o the famfly of foe eniploy=s wiio deirds= during the sarvice:

Awards and Recognition

Swate af the beet tesaareiet

Felicitasion to newly PhD meerdae. NET and SET.

Honssir fo Fatenl. Bock publication. sponsorsd confetsmees and fund raising
metwernens / Farwes finetion

Feiiattation to (e szaf? for SeTving 3 years (T eacher o Day)

Honmising the conerimity extention svices

Honeering the coyssdraney srices midersd

Infrastructure facilities

ATM and oniine banking
Car parkmg of
PhRtistipy feciiiiss
Stutlemury

Recreanop Hal

(et Haties
Conference Hall

nirinEs oaEs



= Uniform far menial and oy

. Free fnod Seilitien for Class T) employsss

- T pm—

»  Gifti on Teacher's Tay

. Fefiowatip unt dirng aoademic Sresk / Fuourson:
. Funilly aet - iogother oyeastan fby the employees

Thus ihe core ohijectyve ol 't mall weifes policy Ik 1o stpowesr Hemsubeiz bolistizall for
thee bumtusyinnt of the organbeting il the Beimilie |5 gereral It sl spctyited 1o petids the
empoyeesand creale sfliclent workioroe i ihe opganiTnion.



ANTI-RAGGING
POLICY




ANTI-RAGGING POLICY
1. Introduction
Regging i strictiy protitiited ot SotindErya Insiute of Menkgoment and Schmtin {SIAS) The
Institiszion & comminad to peoviding a sife and conduchve Jsarming snvironurnit. free from any
forrn of rageing or Eresumenl Thds pofsy ouffimen ﬁ'rearr'mrrimﬂ.lmsu:m mesmre, sad
mebisng to cush migaivg witin the lesniitiors i lbve with tie Univecalty Granty Commminsion
(CHeD) Regatarions on Corhima the Menase of Razging In Higher Educational Institationa. 3009,

5IM5 phoids the foflowing principles 10'enmre a ragafns-free environment:

% Z=to tolesanee for ragies In any ferm |physical, piycheioziog, orematinal).

% Every stycent hag the pght o siudy inop eele vvirgpreend fres om mthnidstion ead fesr,
& Fromot and severs acton will ba taicen against those found guilty of tnidulging t ragging
4 Strict compliance with UGC and other legal guidetmea reganding anth ragging measures

3. Definition of Ragging
Accarilhg to UGE, seaging conutiives any coniflics by & snulint or group of siudints tea
camzes of s Tkl to cause physical orpeychoiogical Bam or rajge apprebeneion of Bar m
abaiidr srudsint Thiy inchsdes

< Verhal, phymioal or mental abuse.

e lidecent behavlodr. bclutig sevunl Hariseme

& Foreed aow thar may demesn or mimillie & ssiden.

& Frizncisl extortion of fomild sharing of belongings.

W Any art Thist disngios o gprudel’s sesderie perfonmafice

4, Messures to Prevent Ragging
T proure & ragoiiyg-free campe. SIME iplesriity e filloling Treventive noamites
& Awarsrszs Cammpalgns: Resniar sri=ntation programs for both new sidsnts srd their
% Ans-Reaging Commiltess A dodiogted An=Regping Committee il Ant-Heaging Squad
are smablisied to monitor student Intéractions and cresent tncldent.
» Dheplay of Infermangn: Anl.mgging postes and tnpers see dupbsped promuesnity
Bez5s the carmpun to ipieed Awareneds,



& Fenlmes Theinstimion movides aml-razging hempiitss ani sontact mmb=rs of
CopTRIEE-mETnoeT for Immediale SUpPpart m case of any incigem,
5. Anti-Ragging Committes & Squad
T siectvely sddress and prevent ragging. STME hae comprimires:
» Anc-Fapging Commites
The Amd-Ragging Conmnines compriessenior Souln membern, saff, and represéntatives from
The-srudisnt Tody: The comumittes iz responsible for enforcting the ant-rreging policy and
comeiuring reguiar rerirws of reporesd moidentz
% Chidrpersen: Printipad
Faouliny Raprezsnmanve|
Enrnify Raprssmmtintive 2
Adminlateative Officer

Batwin Arpresentative
Externai Representative [Exsernal -Pafiee radvocated NGO]
& AnilHagani Siyind
The squad consists of facalty members and admmistrative ssaff tasked with maimisming
vigilinse In clastroomy, and oiter canmpus areat to curh mesing, The wusd wsiertakiss wmprise
Ensperiinny ansd aetively meadlon ey’ activites
B. Procedur for Reporting Rugging
Scudentn who-face Or Witnear mgging can report the nciders torough ihe foilowing:
ehennels
o Infdrm e AntlRageing Committes members direitiy.
® Une the dedivated belpline mumiers.
® Submilt s wilttey complyint s the Priteina’s alfive
Compiaimts can be made aomynsonddy to proseet e ldentiy af the i
7. Actions and Penalties
Aoy sabif=nt Ieind sdfy of raeging will fare dissipliney sstion inciudeg but e
Feroared fo
* Swpenion from attending e
% Detrment from examinEcles.
& Ernprllalon Fem b= tnstintioe



& Cancstarion of admtissinn.

Crimingl procesdings tnder the indiam Penat Coga (7€) or severe sases. Al dacllons
wiill b hassd ob 3 Investization by e Anti Hapging Commitse Tollowing whidh approqrests
penalties will be Impoamd.

8. UGLC Compliance
This palicy edlores 1o the UGC Regulstiom on Carbitig the Menace of Hagglng i
Higher Edurntional Institunins, J000. Ay jer the UGC guldelines:

< Hngzmg in any form i@ cognizabls offenze under ndian law,

< Theinstitution wit mherti an snoua teport to e UGE regurding messurss tacsn 1o

preven! mgging and Soidents (I wny)

& 3 onling i ragiing afid nt o8 Thed by asch sdett 3t el prrerts throiph
€, Counselling and Support
Victims of regging will be srowided with counseliing services (o heip them overmome ony Saams
an regin copfidencs. The nsmuilon s oommdited 1o supjetng stuzenis frauh profesions
sounsEling rervices when nesded.

10. Canclusion

Sondsya Inshite of Manzgerment and Seiane fosiems A cultirs & rrsinee] respact 2t
Ecimvenesn - Any vicledon of M policy WIE Ue deal with atemiy 1o ensire 3 heafithy etagens
atmorpherefor all susents.
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EXAMINATION POLICY
Controller of Examination

Seslarfacully pmeniter sprves as b, Coroders of Exarsration (COE] witle e Frinsipal perves
on Chied Comtrallér of Edhminitiong lesling the Exsminhibdh Commiites Effctive
management of college exsme (beth Formariy= and Summative) fafls within the porview of the
Exanaination Cdmiminee, which ls prealdid by COE.

jrﬂafcmmmﬁm'nfﬁmmﬂmﬂﬂm Frmopal
|

Cottreller of Bramiations (COE), UG & PG | Prefessar

| Messibers of Eximinations Crstitittes Fasty |
Facuiry 2
Facidr 3
Fasuiny 4
Facmityt 3
Baciliy ®
Exarm Coll el ] ghive o ver e durgplilinskabi iy




il sl

Evam comurilitess are responalbie foe handling pre-evarmivation logiitles, nterding quesitan
papers lo the required formay prinfing question jupens, Jettins up skimintion o,
facilitating questicn papes-distribaion. snabling invigiiston, sthd mnking surve that sxeminstion
ate yom ellicleintly sl effectively with no reo fir ey foom of aulpeaniice. The comminee dleo
makes-mmshat the approoriate subiess facufty 1eceves the bundles of pafhered anmcsm once
thas wiien b it

The COE: dlsey rnksd sured thad ihe sxamindton offiée Féceives 3 hald odfiy al the bt
swt=mEnT and that the valushie smower acips e rettimed to the stistents within =n dsyrof
the vl of t= inilera] =i, The stk f= also =rubded o the Cplr=gai=i

Tt & st has arfy campEn Shaur the Sxany. tha il alss faken cime of They can wrire i the
=wam o=l mal] pddres on diesly contscl the COL

Bangalore University Examinations
T examination commmilites Works 10 srmiire thae the sml-ol-semestar ity sxaminatiom
i consdueted smogthiy eecording 10 i schipdie. The pronedurs emsils oftasing « gueston
paper from 1= unbresfly, asdignin= an ioviztetlon =k, md giving e woom Invictatoes
Errepticn pRESTE and mapousn booklsrs After (e end of oxame answer bundies are colieczed,
paried and sulimlted (o the unbversity.



2.1 Introduction

The Soundarya inrmite of Monsgemant sal Science oca=d In Benghlnre Iitle, s maisgesd
£ the Semdaryn Educational Troat (5871, wiich is ocmmitted 1o the idsa. (hat the fommdanon
ofediivation Ls the édieation of this heirt The menbers of SET bre committed 1 aclileving tie
rofisge T Thmes maTn oA TmEermATion, exteiEnce, and sfficency.

The College has established the Expm Cell 09 a8 progciive messur=if ascordanee with ts gim.
Since lee founding in 2007, IMS has some 8 lonz vy towerd pealiving its ahijeciive. ond 1=
ereation of e Exam Coll masks yet anothur entieal terimng polt Eralifishing £ sfneln, cming.
sifge, effartive: adsptable, Tanaperdnt =y=rem It ths man chsl of 5IBG' Exsm C=ll TS
mothod will muintss otrics iolersane for untaic snd fpeliective anivities whis guarameeing
ereptandy et tEOlE (ESIng alkd evikuition prc e,

The Evem Coll yesks 1o expeciile the svumiinalion process Uy ehbicesing b praciines suid
PETIDG CIHTeRT- IeChnniey IO aperation. Tois Wil ental crestng NEORcUs examy echedes;
FUNEENE resoEEs Efemven, reieesing Tndings an foEe, and predeiving the waikdty of

Exam Cal alss works 10 proviGe an bmparal and aipliasie assessmant ystemn et sippons
sendens development and academic mmegrhy- It will seskz ro g nid of any moonrRemcien or
wwaelhicsl bisbaidour that could jeopardiee e rellabdlley apd guality of i tesis

The Sam Cell ot SIMS wotks to provide 3 weisoming atmoaphers for seschom: md smdesrs
By being dadiested to efcianicy snd quality. The institution hopes o promossie students'
intellecriaal and peroona devskipment By provining & Bustwsriiy anal rellabis asszssmant
wystEm, EErEly [resanng e for poesiliEner and cmengss i 1ol egre

2.2 Vision " Envigtoning o hutime with courage, coifidenics and eomimiment.”



2.3 Mission: "Our misEsnls 1o Geveiop 3 FronE, aniimr-edge-syetem that 5 povwered by
sectmology. This syzt=m will gusiasss the highest Bvel of reliamiily in all ssting =nd
ameEgme procepsss sine towill be sxtremely effacrive; Textle. and transpa=nt. We uphoid
o geeg-toleraice polley and velinmetdly denounce any Loyt of effeive actlons®

2.4 Objectives:

Tha (Hfje= of Exarninations st SIS hespet for) eevers obestves with = s of cresting o
Fralnation

Th=& obiacthret Inciuds!

1. Making Certain Reliabilitys The (Mfior of Exammeron upes stancdardiznd ssssusment
tecimlglies I ait eftont o provide sxtrentely dependible testing systemds. This will support
pressTving tmiformibty and equiy In the ateessment of the knowiedze and abiitoes of the
shiidaitts

2, Efiminating Unfair Practicus; Regading undsfr and |r=fective practices, the Office of
Examination &8s & Tereiolermmce podoy. By pusramieeing Ihar tre B po exam-related
misbonduct of ¢heasing. it abmy to =vel e playing faid for all studetits

3. Improving the Intezrition of Technology: The Office of Examination acknotiedzes the
roie thet (Echnology ple I copsEmporsry edus=tiol. In otder to improve sfcienoy and
streamiine processes. i Enemun 0o (iegrae techineingy bio s jesting and assessinent
procass Dy making use of daia monagemenT s¥atems; onkine pladerms, and other pestimen:
4. Encouragement of Flexibilityy When condincsing sxami. the Office of Exammation amp
1 e & OeXible appironch. By alfertng otber teating optdis o stideaits with dalglie teds of
ciroumptances. | seebie 10 mees the dilferers needy of the stlldent community,

5, Heeping Openness: Treniparency |5 given a prioriy i the Office of Deaminedions
pEeratienn |3 atRoipis to Seep sxam srhaduls. pollnies, procédures. and sealastioy standsrds
clear and consistent n cammmmcationn with tiodenrs, teachers. anit other staichniders

By sccomipiishing these guals. the SIMS Ofice of Exsnination Hoper th cteEs a swong
sxamifaion system thal preserves flie princinles o0 eautly, dipendalillly, efficlsmy, aud
sponness, aitinmtsiy sdvanong te matioton's growth and sendard ofaducation



2.5 Affillations:

Aa thp central pempatent of edivestien SINMS Beogdhimu lntle siresses hean eduteiomn e

the direction of the Sounderys Educatonal Trost. The SET hes effectiiely offersd top-nonch
highet eticesion it tndis for sbaiil twe enniriee Emn=s 1o lis vairtsxpenance:

Motiwaradd by & vislon of Srwvery, stovmance. i dedleation SIS e e BeEm Ol
graniad e sesmiess apemmgn of exsme. SmpsThe cofizge’s Touaidmg in 3015, thez in .y
arstfEr noyrwerty scocopliphieent,

The Office ¢f Ezaminedjons at SIMS 1o primarily focmed on CEating & comprehanaive and
cutting-adpe-aystein The testing ard sisessient gracetsas i this syztem are desigead to b=
extrEmely depeminabis and 1 b= clr, sdeptable, amd sfficemt, The Office of Prmmination b
dedicared to uphoiding o poliesy of 2ere talerane for smius: and feffective practicss. o
tlpnificans s ranismber thoe Bangalere Universiny and SIMS 3me cprmecned. A o pemifls the
Tolage foliows Be guldeineg angd peoceduses; apaniandd by Bangsiore Universiy for exoms,
Becelise i Usiversity Exanination procedures ave set by Bangutors Universlty segulations,
the Callege doze not have dimedt miiemoe over themy,

2.8, Conduct of Examinstions

The SIMS in erremely rerious short the way exams o conducted. The Office of Exnminations
wits formed by the College with the goul of upholdlng high standusds sl goarsnteelnf llmesds.,
This it fr devered to cresme and ==cuting =n sEminaton fym=m e & cutting sdgs,
trissezgarend, Dexible. pead effi=iend I oo of Iecuiology

The Officé of DEmmation: ot IMS mivee 10 s ssremely dependanle metheds for
arzemmenis and fedling Toey mve o oo poey of 10l feleetng woiicd of nelecive
wehaimotr. The pail of the cel s to develop asniss depar=tabis téstime Trerédm that oah hata
a tig nupmber of oz, Tha Office of Examination at SIS tomrees o expedite the exmmination
process by employiing cufingedge teclnoioy. Thelr fsin apjecihe Iz o offer & aake and
effective sering where Bds oam Sxhibis thetr ablitiee. Additionally, the affive se2ks 1 eneare
Vst the svaluston process i renepesent aned fron of eny Sssss or anomssiss,

Additionslly, the ' Oiltire of Fhieimetive ot SIS Ly dedtiented to follerwity the pelliciide sed
procetures estahiithed by Baogaiors University. Thiz meadees quidng som the scom schedule



36 mooessibe foarwesks priop oo the fined examy: o well in advinee; TUisaigificant to pemsoieg
that the ymiceminy reraime the nrthoriny te alter (b= s sehedile s e

A7l things considered. the foundng of SPMS Office of Exammanan s 4 crizizal step tn regizmg
ifee caliepe's inlssion b quatity. chnge ars eHectivens= In M= clammin

S1NS hae intpie=it pestain aitshnibicd gildebms lor atullenty tekelig nmdverdity exsmm in ords
1o protect asademic Integry mu the standands exteillehed by the udiversity, In order to snpare
comgiiEncs: It s impei=iie that shudeiss héezome-abijuzinted with thess reguilstions

The Labeirsiny =it mintmum sftendance requirementy of 755 i all pdvaen for gudact o B2
whgmie to appeur i Uuversiy, Exsmunations and 553% inoull mubiersy jor stydenia oo oe =hgiaje
1¢ appsar In Formuitive Assessments The College smicily complies with these requirements,
This accentuntea haw' important B i to artend clams every day of the aoadsmic year

The unfvernity semester expme will not b affered 10 my stadent whe disobeys: (he geners]
stanalanis ofB=havionr, diecipline, or cxife of condess This b an mporomt pola: te remmember,
Thoz o consnue (o be siginls for the exems, graderes mesp acc with the highest mors|
churaewr and follow Wl coltege pollcles.

The Coflegey dellication 1o preserving am smomhers Uit mppers sficlent leaming and
acsdemic slvanceinent is demonitraiad iy the crestion of the= siandards The Collegssee=
t0 peotect e Integrity of the exmiinition process s give stitens arcess 1o an squitatile and
TFEnSparefy Svajusion sysiem Dy gusranteeing & high jevel of amendance. anc SRCoUTSEng
Alsripine.

Conpegpenty. It is mperative that esch and every snadsst undemtand these attendance paficles
ikl svialte iy elfsit b Biliete 10 theth rediilstly. Sitents who do tHil Wil il only mised ths
seqiireeanly 10 like pant I the University Ecaminesions bt they Wil alio advance both
acadermicalty and psmsonally.

2.8 Hall ticket issuance:



Dine of the mmost mpartant pas of the examination aysten 1t |ssuance of hall gokeia, winch
ks conimilad by Rengalore Untversity policles. The rocess o peovaing stutlams with bl
paapez can be supumed ap s flows

|

sctmemion Ferlod | BEsmnpalars Liniversity/ UUEMS publids the window for olisgE roll

Sindent Ti=Ealla Uplond The UHCKNE Fors] mesves 3 slecronis afilos] of the

Fyvical Verificesion: Sargalore [iniversity phsically verfies fhe documenss on

T v

Admiszlon Approvall Semmsiore Lolversity wees the URICME Ponel Lo provids
- S patsitgts followg. careld

Hall Ticiet Uglloud: Singslors Univorsiy uplosdis the hll pasiies onfo th nloset i

advance of the University Semester Examinations,

Hll Thekeet Diwzrrbsicn: All shadent 3l pezpes are downiosstad by the ciflezs and =m

w gualified sudents vie tless cooedinatces that the coliegs gppcing

Announcement of Dates: The dates on which poydents will reczive their hiall pasves are

dimeminced hy the zollsgE.



E i . I.! E I » ! .|..

The {ifice of Examimationa shall prepare and anmounce the calendar for warions events/
actiuleles. relebed bo e acoderiles il condiel of exaniiobdlohs,

|I'|i"ﬂif'ﬂil-  DATE

Cotnmencettient of Classes

Tims Tahle md Subient Aliotment Submibslon

Asslgipmens (n Optlis

Pormutlve Exam - 1 GF Sulimindie by Gaidy to FAC

Farmative Exun - |: OF Subimbusion by CO2

| Commencemsnt of Farmatnme Sxam - |

Uplioating Formagve Fxam — | marks in Opoa

b

Ihmmﬂ'iaﬂpi_n::

| Formative Exam - I QF Submission by oty o PAC

Formative Exars « |} OF Sucadlssion by Program PAL o HOD

| Femmasiv= Baam - 1T QF Sismianion by OOF

Commencement of Formatve Exam - [

Upldaiing Fomativr Exs - 11 marss 5 Oples

[ Uploading of 1A rizarie n ULICWE Foral




EVENTS ‘-nm
|

i Lagy wodking [ay ’

Continuous Farmative Examination Rules

The SEME ndrmiaters tve exama a0 =t of S0 Contibooas: Internal Assémament | |CIA) Sy
serresier The firet bs the gne snd & halthour Firgt Interne] Exarmination. o e secomd 1 the
threa hair (CBCS and: mat-and 4 Hal-hout' {NEFP) Model Exemnination & saticipatdon of B2
entlof-vemiester Unlverslty Seaminutan These tests are admlidstered rlgorcudly [
scvordance with the Universit's protoco] (gneston papers, sextng chars scheduleste.),

Epn sulyjsce Has b 405 pasdlog grbde. Both Formative and Swrimatve Asdddimend exsuny s
wiighted tn the camitanion of the 14 grades Parents and suardiang can also track sheir ward's
deteloprrisit anid pefimminibs by viewing the asaesitnwil mieilds on Optrn Technolbglen th
Pereriis and guerdiang are inforsned abomn thely sudenes petformeance on the Firn Formative
clmss truther and the pannit/ guesmlies dequm each Sucents ssademic perfgrmence.

The tolege ce=ntlar lis the dted of off schedoled CIA compoients. ihchiding Ssme A
ummmumﬂwﬂuhrﬂ-lhuuﬁ'smut lpe scteddilli s relusved Exasnipatinn atlentanee

4§ requives, Tomise the intemal sxmninations, vom st shiain prior suthortzation from e
ﬂ@@lﬂl!:ﬂiﬁbﬂ!lﬂ

To be glighle 1o writs fhe Intemal and Model Examimnations a canditate mmnt have #t jeant
¥4 attemlaniE Hh sael £oui o,

The 10/40 matks alloced fr e ftemal svabagtion will he spit up bito e follswing
cREepaties:

For CBCS-Aepeistars. T04k mintinn ate allotted fir iiternal smesament (UG & PG). 1n allgrmsn
witli the oty of e Bengsore Laiversy. e internel sssssament marss thas be boed @
anendsncs. nesignrhente. seminars, fifs thtermnl examinatics end modal sxsminastcn



TR Bliies Adiotes

Art=radance &

-
i .
Semiar 3
B It Exemintion L
Mol Egrnivintion b4

* e
Thitl an

-

40marks assigned for intermal assessmint shall be dlvided into the
following componont:

For NEP programmies, 4% msris aré sintiad for fmemal asssament. It algmment with 1=
narmit of the Fangalore Untvemity, the mtemal sssesoment marks shall be hased on atrendancs,

Azstihen [D




Precsication ’
Fiormiitis Examination - | (il
Fiprmptriin Exrmpamem - [ | il
Totnd 44
PO Component [ | and Tl Sam]
Companent tarks Alloteed
Atteridance 3
= MR Tat (e {1}
drrar ) d (i v
A 3
Preszitatior, 1o
Bodiy ¢ b Eivide |
Teitaii i




PG Component [ 111 and IV Sem]

Cemponent Marks Alloteed
|

Asenidance b

T Festerrrinl Tee erran] 3

Laae Syurdy Propazation (5

I!ullu! By et " 1
i

Tl e |

Academic Depository and Repositery (Digi locker)

The toilowing procedures sre 1o be followed for lasuing the certificates is specified:

i Ne | Chriitietne Brocedune listld By | Losard T
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7.1 Provisions for Students with Disabilities
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7.2 Appointment of Scribes

Corudleates wie msed the tequitensars set b by e SIS aid ane gualifled 10 wee setibed
seTiced may Ue appaint=d bE the Chisf Canmolier or the- Controlley of Shammers undey the
fellwing drenminEroes

L]

Arywhere b fhee otk # disablliy covrificale et by & qrliiest me=lics! stfrarity bs
TCHTORE |

Studense with diaahlitles sre permitted fo use Scribe's facilibes: o Students with
fzahfivies gy chopee-10 vl thesr e Scrfpe i given advance nodioe

The scribiedezlynnee may o helet & pesition with the Csillegs

He or she-cannot be aelarve af oné of fhe apEtcants who in tikmg he test

The e=tibue'y welrmilonad bedeuraund stiest be loders thap the dandidsey’.

Yo st et g preforne o the soobes mat inchades a declarption

The proforma, cnice algned bie the scribe. needy tn be sent 1o the Ecaminghion oifice.
Lisng the=nibe serviop ige=y; aZ regerad miormstien needa to be emered whils SEng
out e Ikt
Exunmyp for students with dnobimes ape heid ot the exammanon cenme, and the gfiicz o
seoesaiiile (o students with dibgbliltles. The examinniion ceutre provides appropriate
sesring ammngemens for sdminirering exama,

Cinxlidates with ditiabillites whi spipert fof an exdmbietion see grantéed e fobwlog
‘Eiatte. et on e e dnd extent o their deabifity. ubject ta SIMS:mEndaied funms,
Compensatery tins fér the meminaten b510 be siven to individuals who are permilited
m ysescribes 2 por the conesssomne mentioped balow

Qrievance Redressal

Any type of grizwance that he student might bve periaining to CIA, Intemal nd Extemal
Exmninathons, o st Bt be dizusess] with =2 conceine] Clas Coordinstor 4 Progron in
chergs / Aviistare Dean. As far as posuibie. the problen: shudid be resdlvad dt thld fevel

Mafierz 1=t sw pot reealved st e classropm evel must. be Srought 1o e opoee of e
Grieiiies Redraisal Commntiis

2) The grisvance it le stateel i the folliing proforma.



bl Jrsust o forwarded-so the Conrdnatar of e Grisvence Redressal Conprmntes thiough
the= Comrnil=r of Examinations

©) Tha Grevence Redresgal Committsa wifi mest at ingat three Gmes in a yes, twice after
declaration ot end semiatet vesits Lune & Dscember), Depending upon the wrgericy ot
the sltuangr, fhor mesimgs conld he called for

) The Gilevante Redredssl Coimiitde canl iivvite Hiw Stleil Counsellor. e Sttt
Tk reported to Sain the medting. depending on the namre of the srievincs

€] Thit Grimvatie Rrcirestnl Cotstsiittne will tturet i discuss tha tnater. The docliion of
the Copan|iee Wil be ¢ompmbeatid to the Chisd Commaller af Ecepiintion, Conjsalber
of Examipation: and the corcemed pardes, through the:ceapdinsror of the Grisvance
Compibes

0 Al maiacoces o he. examination and ntemal aasessment will be referved 1o the
GHevatics Badresssl Compsttis The Comanltee Wil provide a tir Shnce o) s
stiitime seosmest of nsUpresiice amd ity sl thier Setinig tw e Contriler of
Examinstion.

The Crie Controller of Peaminatioin and Contrelier of Svaminaitons will tilke action an the
repont of the Commitzes
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GRIEVANCE REDRESSAL POLICY

1. Objective
The Grievence Redreseal Fojicy dtms to prowide a ranaparent and fafrprocess for addressng
grigvancesraized by sudemy, fstulty, msl-and other atakcahioldely of Setndstys Tnstinn= af
Mamsgsrment and Schepe= (51M5). The policy stromages opmn camemiinicaticn swl s
fimedy resalution:of {ssues (o maintain & poattive eduolbonE] AnvEroTIent:
2. Scope
This pellcy appdis to grinvemoes related Lo
& Acgrlpmle jesanEd
& Admislyrytive seryices (fieiliter, procemyes ¢lc )
% Infraseraccure) omary, and cther sUpPGTT SErvices
& Any cihiet marter consiong dienalislastion amng sk bnidery
3. Orievance Redressal Principles
SIMS iz commitiad e
o Providing afulr. eficléne. and transparen me2chahlsm (o reslve pevances
<+ Ensurmg that all griesanoes are handied confentialty and witheus hiss
& DHeliy b opnorlukiny for afl partiés to ke Heard,
& Brolibiiing tetalistion sgsingt tobe who e gisvidnoes
The Grizvance Redressal Commmittes js reppanmibie Sor adidressig compinints and
ety thelr 1escintion.
The commitize srristre 1y & folldwy
% Chnlrpersan Princiog
» Faiully Repreosniatine
% Famiity Reprimentativel
o AamintsrEtive Officer
+ OSnedent Represemtarive
w External-Repvenipme [Fafjee FAdvocate WG]

5. Procedure for Filing a Grievante



|. Submission’
& Crisslanc=s mues be mihmited in wiiting (o the Administrative Office of the

Mt
& A Qrievinee Form b3 avaliable at the Adminkstrative Offide. This Tormn reqguiltes &
detalisd descrinton of the issue, e partiss invoived, and supporing documene, I miy
& AMestisiively, etidests of stall map subisit grievances thibbgh snall tio (he dssigrit=
Lrievance redeesaal sonall addresy

< Acknowledgment
& Upon iscept al d grevence. the cotrered Hise will sedmowletge ibwitin 7 wadsng dag,
confirming i alesmancs for review

3 Imvestigation.

& The GRC will nvenigale (e matier thoroughly by gaibeing mipemiston fherm sfl
oncerned partes This mey tnvolve meetdng, consuliations, and document Teviews,

& Both the rormpilssmest il e sccused | = Will be glees an oppormimity o pressmt
thaly sille

© Resolution and Reporting.

& The GRC Wil tasus Itx fniffrios & recomimendatons witkin | Fworking davs of
recniving the commiaimt:
 The rzeolirion will be cormmmanicatad in wiitng tothe compilzinat and rel=sant partag.
4 Appeal

i the compleipenl i ol pattafied wWith te outcome, ey con dpgee=! To the Priesiest i
&tesiew of the Aecislem within 7 working days ofreceiving the resolutm

8, Timelines for Redreysal
Process Timeline

& AdmowlsdigitEm of Gifevanics Withis 2 werkdng dayve
% irveutention and Heatng Within 10 weriareg dayz

& Pl Reenlution Within 15 woing dais

& Appesl (I required) Within 7 workiie deys of resolution

7. Confidentiality



All ErsvEiived will be Handled wdth ttthost confif=ntality to prot=ct the Interssts of the
sonyiaimEa and the keEtitt gt Cially thess directly mwnbved lﬂlhEIrr'mni.ﬂahm and Tesciytian
process will Bgve gcoess [0 e details of (e arievimes.

— aliatt

SIMS ansries tmt 1o one b peralized for subiirdtiing & grlevance in good tsal. Retsllation
against & compiatumt-or any witrkess mvolved in e grevance process will requirin
Hiecplinary actian,

#. Record Keeping

A réoord of all grisvancas hel the actiohs k= vill be midintained bythe GRC for a Fricd of
at b=t 2 e ficam the dite of resolithor. This will help st tramsparssry e
Llsns il =lTHAT

This Grievanre Redresia Foloy will be reviewsd pericdicaily tm & i ramaing sfectve and
aligned wlil the isiinaions goils and Jegal teyuimenty
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MESSAGE FROM CHAIRMAN

Denr Faculty, Stall, and Adminlstrators,

Greetings from Sonndarya Educational Trust!!

I sm dlebighted o ywelearrs o w the fupily of Somdsrvs Ginug of Tnstititons sl
extend inw hearticlt snprecintiom for vour cammitmient to our misedon of Imh:rmg
knowledge, tmnovation. srefioctual and ndividual growth. Scundarve Groap of
Insthihiztions are simmeivrered amal miiazed by Sounderes Fduemomsl Trust Regd.

With decades of expenience m the feld of sducaten socomrmemed with o porpees (o
ysive the Society ot laree, we at Soundarya Choop ef Trshimtions resopnize thas ot
streugth’ prmerly hes inoour Emplovess, We proftiote utmost gpstiness and
trapsparency across funciions that are pecessible o all

Ny pomemitméit i 1o protide the Quality Eduedtion that js comirstend with the
civzsgma weorld through best human resouress ¢ be nihlled by dedicared reachors
arnd w1afl hike you all

Hewig o etrong end anbiral sdvocate of value-sddec education aver the wructiided
wyllabun, T firmly belizve in having an enbanced Inchoiry Asademic Tnierfaes and

CXpOsie B extanive expenertial lemiring sed holistic des elopient

As you embark o thee jourmey together wth us, it i craaial that we align oureelves

with iz highest stndarls of professiomelies, infegrity, sl dedioution to oar
sindores snd cormmmmnity.

Chor Homun Besourtes Manmiin] séroes s 8 compuss, gidbng v bn'our prectices and
polictes to enze fmime: msparency. 2nd cibcicncy I every sspect of o

--_al:hu:u:-ﬂﬂ-f-'w plavs @ vl rofe in whaping the fumie of oue matitution and the

bves of o stmlente By uphioliling the prasiples outlined i (s remal, we
remnforee owr' collective responndbility to keep an melusies respectinl  and
Kipportive ey iommend where everyone can e

[ encourage you 10 feeesil lanwe Yourselves with ew nuinis] thoroughly and utiee o
n p reterence moyowr datly respormibiliier. Lt we werk toacther to uphold oue
inetrtution’s valises and avhies 2 exocllence m all otir endeaours,

Paged af 13




The gmdehnes and the procedures |fod doem in thus Mangal describes about the
exating R Poactices. However, the Masagement’ Tnm sessrves the nght to
imterpret anwnd suapend or withdraw vt or wathomt any aotice, all, or any part
of what is comninesd hevetn the muontnl T the interpeedation of ay poldelme, pulicy
and procedures:coveres in the mamial the Charman®s decmion will bo final and
bmdmg o all the employees of the Ioititutrons

thaml you for jotning hande1n ouy dedication 2nd contribution (o orr shared vivon
por sducsticeml and overall excellence

Wizhing you a leag-lasting relonmehp sl & prelific Cereer af Soundarys Cooup 6f
Enstitvtions.

With Warmest Begards.

CHATRMAN
SOLNDARYA P MANJAPPA

Fagfedof 13




AROLT SOUNDARYA GROUP OF Institutions, e...

Eutablivhed in the veas 1993 with sim of instilling excellency and muuleasing the
vidues m the young shindi the pritne objective I8 0 bopoot qudlity education
vhisiding the traditional impact. Seundarva Group of Tnstitutioos ban two campuses,
Hovmoer Cantps o) Soupdaryn Nagir Camiiy in- Baugalore where quality
echiscation is inyemted frorm Montessnni t hipher educstion.

Sousdaryy Group of Inmarmon o well stragipred for groommg sa sudenss for
x2ademie oxzollones, encascs and envRseEsy srowing with: talent sxplores potential
abilities anel ervihles exferimerils in lewiing piddennes mid values. Promoles the
szl ind perforring art, endianges e mental snd phasical srength titough ganies
and sporte

Sounlirys Group of Instittions b cmereed = the paragon amimyg the leadite
Ediseatnypa] Tnstfbtoons The Tndtitition |y the froi of the great' yialon and sifet by
oirr Trit Members of Soundurya Edssatusnal Trowt who wre wgll rqﬂn:ﬂ Eot)
amigent pessenaliies. wWho have besa dedicanng theie valaable sarvices @ their
cormmitment in provifie guality edusstion for afl-round excelloncs to its anlenta

Instiuilogs REN BY SOUNDARYA EDUCATIONAL TRUST: -

Sounderys School - STATE si HovVunoor Campnis

Soundarya Sshool - CBSE at Havanoor Campus

Soumdarya € omposile PLT College ot Havmoor Campos

Sowdarsa Arts & Commeres Fromns Calless at Hevanoar Campiss.
Sowrideryy Central SchooCRSE o Snundmw Watger Canipios

Sounderya Tnsiputs of Mowgement & Sciznce st Sopodarys Nagar Canygous
Sountarys Codlepe of Law ot Scanduiy Magar Canmpus

.\juﬁl_n.h.L,u!..-l—r

The Team SET 1 well versed commmnied and dedicated for rendertng the serace of
prosrating the Holistie snd Quulity Edimstion oo the stinlents it culinules
cresmvity, tourishes the culture, ensiches the lmtmdedge. indilly, lntelhoence,
wherpens the: shella exploces the tabents nmd erspowers the excellenee;

VISION & MISSION

VISION:

The VISION of SET 5 1o ensure quaitty education and 1o ensble stfenty to face

the oAt eTIpOrE Y, challenges of the world with SOUTERE, comfidence &
:l!l:l.mutl‘nl.':ﬂl
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MISSTON;

Strive to crente kiviviedge, to dpen minids of the studerds 'to tnke thie advantsge of
this cducatsonal opportmty.

# Torespeat isess and b preovnots the nght expressions of the sindens
» To identify and remove restrabdte on student™s full pardopation. so that
students ean discuss ndividual zapablines.

MOTO!

To develop, 1o madntein s o treswmit trie knowledpe elfics sid traditionn] valyes
that highliahis the sesenee of the zommpositiony of Sn Shankarecharys especially ths
rzd saered “Soundarva Labari™

GOALS:

# Priveule lutest Enoinledips snd doills usiig vandem teclmnligy,

F Dn‘dup technizal comEelienoe u:mlﬂ.m.:! to unph::,:hﬂilj-.

# Celobal expesure twough indusiry intemction and visits.

# Tomimse hi.Eh ethcal and r.nr_rml suines refewmt te sooml r:FEcm.ﬂ'r:i]iﬁn

TahssurEe Y
1t
Iitegnty
Dedicatisn

Lovalty

JES:
Trans
Tm

-ﬂ-ﬂ-#ﬁ-#-—u

QUALITY POLICY:

This guality pelicy Inkpircs profsucnal lcaming and providey exicelles:
mnfrasraciure and fegully with both seadernc ond oulyssral exnensnce,
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GENERAL GUIDELINES OX HUMAN RESOURCE MANUAL:

# This doctuncint shall be called 25 *HR Maduai™ for all [hektutiom of
Sounderye Educatensl Trs!

» Thes HRt Mmuml shall spply to all anployees woking in the Towst's
inutitatitns.

# Tt Trust SET reserves the cight toomend ( remince, i) o meodity) this IR
‘Lauwlmmn:mhﬂmdﬂﬂhmmimmmuhibh&mgmnum
emypiloyess from this dale of it efective tipplerienitntion |

- This HE: Mamusl i exelosavely  Private & sonfideriai”

# 1t the polwy of the Inentures 1o comyily witke-all spplecable e

# it v the persomal responsibility of cvsrvbody 10 the Instinttes to obsorve the
stiticierdy of conduet widd othier requirestiznts of codie of conduct.

CODNE OF INSTITUTIONAL CONDUCT AND FTHICS

Preamihie

The Aampsoment of Soundaryn Eduvestionial Trowt bBeliewven that for an
Inshinibion to suceesd . prow pnd ewvel it siseis te be anchered to 1k Valies and
iy eie Akl me epployees to comistently dsplay these valuce mithic Soure of
ther micrectone

Thie Code o Condiet and Etcs srisculaced below, embodiss the Insiviuiios™s
% alucs and codemom 19 lay down guidelimes for employees 1o Sollow m their
davo-day wouk life,

Instmotions’s Valoew and Beliefy ghall act as the guidng penciple an the
stimmemtion, interpretitios snd periodic review of the Cods of Candust and
S TES

The Code of instmutional condust and ethics applics o all employess and officers
of'the sobeidiarios and uifilintes of which sre referred 1o in this Code ae Trntitution
or the Tnstifations

The Trsstiturion bs prodd of its repututson for bitegety snd honesty wnd is conusitied
te theee core vhlues Pevsonal respondibilits s ot the cofe of the Institarion's
prmcmles =nd cinme

The Iustitotioh”s repnniition depeiitls on you msindsining the highest' sandards of
condugt in all the instifutiona]. chidemore. You have o peisanal repatisfhuling 1o
profect the Instmtions reputation to “do the rght thing.™ and 1© a6t with honesty
anrd Integrliy buall deslings with parents, bstihaional permers and pec
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Enmploees should not tfakie unfale advantage of dny one throush menipulstion
conecshment, e of provileged informatom, nemepresenraion of mazerial o,
o &y other unfsir — dealing praee,

The principles sst forth m toy documem deseribe how you should: comdet
youreelf, This code does not =lidrews every expectation. o eomedition reganding
proper aned sthacal instibahional condnet,

Tn-every mpteutionnl —melated endeaoar, cuplovess must follow the ethicy and
complismee prinoiples set foeth n this Code as well as all offier applicdble

Ineftuliors polices mrd ]':i:b{::dmﬂ

Enployess are sneoumtable for resdimng. imderemding, and adbenng to this cotle,
Erplovees must follow all levs mid nules relared 1o the [nstitutians actriinizs, ond
your behror should be' beyond mmponcl, wvoidmg mnd lunt of wiosgdomg,
Faiharss fo do so conild resuls in disciplinary action. up 1o and mchding termimation
of auploymete

i empioyees are unczmain sbowr thar roponsiinlmen. they thoutld refer to'the
releimnt sevtion of this code. 1 vou ere «till unsire, speak with your prificipal o,
Pl prr.'Il:r conunuuGEis Win any of i0e olber designated contacts. if an
emploves 1 pnoertin heshe may seek fim passtance.

Dhiring or aftet the etid of the tesiore | etiploymeht, emplovee showuld not wprodd or
samment with negative note in any madium

WORRKFLACE ENVIROMIEN T

Instination ¢ comuutted %o prviding plessant atmosphere and positine wock
mvhience, frec of all forms of unlweful discomnration including choracier,
persomadity. andd any type of hargesment

DECORUM OF DIGNTTY AND RESPECT

ﬁ:r_t lestitotion s Arestzl m'h‘qglh lizn ary the tﬁl:n:t_ﬂui H]lll.li['j ol '|_'ll| .Hml.;inte:l.
Sines warkng msynchrony = vl to the Institutions contiimad fnecssa, mima]
rieapet must bz the betii for sl work relationshizs. Engaging in behavior that
ridicules, [elittles, wtmidates, threstena, or demeans, pifesni productivity, can
pegatively impdet the Insbtution's repiiation. Emmloyees are expected (o fread
athiess with the highest respect and dibnitv that any reasonable pervan may wish to
recerve. Creanng: a work eovironment that & mehusae. sipparmmg. and free of
harmsrent oo ymlenfol heermination
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EQUAL EMPLOYMENT OPPORTUNITY

Ths talenis and wkilly tiesded to conduct mstimotional zrowth i not hiemited to 2oy
I.uu‘l:iustlsr Foup ol ptl.:![.:!ll.-_ I_uamﬂmn b= a Im.iudtu;uil.qg goumfienl fo o
mesningfil policy of squal employment apperiunity. The Institudion’s policy 1 to
castre squal employment and advancsment tq:rpmmmr;. Tor oll qualifted mdividuals
withom dstinctim or drecrimination becsse of toce, color, relighon; g-:rrﬁ: pexxein]
orentmion, dpe, nshonsl ez, disgbulite, eovered veteran stans, maratal stahe, or
any ether unlowiin] besii -

INSTITL FIONAL OPPORTUNITIES

Enployies owe's duty (6 Tdshilution (o sdvance iy legriate Julireds. Enplovess
ars prohibied from compenrg with the Inshution and from uang Institutjonal
property, mfommtion or position fir personal opportunitiss ad gain

JOB RESPONSIBILITIES

The wisttanon follows lmhmg. ressarch . admmistratron and co~surncular a5 the
bauae smucture for ssgemang job r:tp:runh!.mn The job respomsimlitios for
lc:uh.mg i um—lru.dmg staff il be d:ulputmd bayve] on then !E.‘I.j.l.ﬂ..."ﬁ‘i.:
departments 2ad job Gestrigtions.

Every employvee shall ha::th: viatement of their speaafic roles and responaibilitics
:uﬂ'ﬂal:d o them sie! shall -l:lIn:ﬂ'_n.- aithere 1o the samne trethes with the
responnibilitics mecperl woea-oripation with the related wiaff. The managsment
ressrves the riglt 1o change or modfy the sesigned sodes and revponsilulities =
f-:qmmd irz thie proceis ot AR ’:IH: Insrmdioiinl objoctives

CONFLICTS OF INTEREST

imtmoton - policy probebite contlion of mnerest. A “conflict of mserest™ ogcurs
wien ymr prawie interest interferes i mmy way with the interess of institstion. In
alddition &2 Fvoidine conflicts of interest. Emploves should alsa avid even the
appearsrice of & contiict. Anyourter of conlffiel, erher matinmional or otliwrwese. if
toumnad affecting the opermmionn of the fnstitdion will be daalt as per the decimon of
thie Trust,

COMMUNICATION OF CONFLICTS

All potesmial 2nd sctual conficts of inteyess or mterial tronsgotions or velutionghios
thet sessonably conld be sxpected to groe nine 1o sush's conflict or the: appearinee
o wuch as confhict muet be disclored. If Emnleves have sny doubnt aboaz whethe:
& eontiict of itered extsts afier comsulting this Coide, T the shiwld seek assistarice
tronr the Principssl of Managzmen
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IrmtEmtion ‘and its sesociaise will not divestly of indiszetly chpape in bribers
prrtiaity, Emyofis, or other comgy peumfomsl practiess, m their relatiom: with
governmenial apsnses or TETETE

AUTHORISATION FOR OUTSIDE ACTIVITIES

Yo moy not serve ae a ditector, officer, bmistes. nnd pautner o in any. other
prmcipal position of pisiher fof profit or publicly kold cegatiaticn o Institition
without the prior wiitfen approval of Institution™s Awtharity (or @ desiznee). Yoo
slistild sheain approval from the Instifusion's Trustee | Presitent before agresing 1o
scrve om the Bomnl oc it n principal poartion of d irmﬁ:"i.-ma.'l Esackcialton or i Bos
prof oreamzaton. Tn anyevant, Micse omneide setiv e mome (08 TMPEcE i anyweay
your daily job resparaibitities your cormemt postion,

SECOMDJOB ' PARALLEL JOB

Uinless the Instiimtion offterwise consenty witinn the listitation, you will devots
YT entire reseuroes mrd (0 and wdivided aitention sxclodsy :ii.' Loy Lire Trestibirteions
during the wemw of yous emplovmens with the Tuatunem and !l ot acceps 2oy
atlisr :n.'q:]u;ulm.l of crgagorctn [t bitee o full time i mablare I]'.l.J:Er.m:'_'r i
othetwise) duriig the emplovment with the Ingfmtion. Emplove: shonld not reter
of e aiinlctits oy onpumrstion or scifun oyl

VENDORS, SUPPLIFRS AND CONSULTANTS

All vendors. supplicrs and consultants shall be approved in accordonce with the
mwumpnh:mmﬁ;nwtdm#lmmuuuu a relationalnpe must be fotally baed
on their alalimy to compemtiiely meet the Instration”s needs. I your mssosintion
with ¢ eurrent o ,:m]m:hitiuﬂmuum endor, supnliss or gomaultant is 0Fa sature
thist gives ribe, ot potetially gives tise, t i candlict of mterest, the Tnwtitaticn oy
have 1o refram fiom entermyg into the relationship snd, m ey sveat, Emplovess
met ot be mvodved o any oev with aporoing, mesmagme o inflicnems the
Insttmhonal relatHonship All vendors will be treated ah per thie: Segregation of
Diuties (50D} of opemiions and pursheses mnd spprovaln will be ander wle
darecton of the Trow

PROTECTION AND FROFER USE OF INSTITUTION'S ASSETS

It is the oblizstion of evely eniplovee for safeguarding and appropeiately vathy
Inetiohion ascets. Whethey thoss aszety myithe form of paper files, electromyg datz,
compRiter tsemimey, treidermmtis, nngihle mnd infmnzble assth or athemwne, i+
ﬁﬁl'lli
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USAGE OF TECHNOLOGY

Sefeguabding cottpiuler resdiirees 8 criticdl because the Institutipn felies on
technolegy fo comdnet daily mstrutiomal work. Software o proveded to cmable you
to perform your job and 1 coverad by Tideml copymgin lavs Enployess cammol
dipleste, distribute. or lend sofivare to anyone unless permutted by the wriren
agreeiEml

Insteution: provides -clestronic mul {esmml) -and [ntemet seocss t zsast and
fnmlitele mdilstional commmmications  for F‘I‘III.I:'IFLI office am! offices aa
n-:uﬂrf All infoemation stored. omasmitied, received, ar contained n these
aetcn i flic Institution™s sole property sl i-aulyeet o e peyiew ol Bny tone.

All gl andt Intemet tee fmit be conabiieat with Inatitation’s palicies, practices,
s comraTmteni 10 ETESHCIN 2 vk et where all pereom are fremad withs
revpest amd chgmity, Becaune these symemm provide access o 2 wiorkdwide
sudienve, you should sct ot all times s if you e representing Tntitution 1o the

pulke sl should proscres Tustitstzon’s systern scsmurity and proteet i ieme A
taaﬁemah: Y'ou et act responably end adbse 10 all laws and lnstitotion policizs
wwhen-using s-ril or the Intemer.

You must use your sopmuter approeciately m sccdwdance with she Institution
stindinrdu isnd be sube 1o semne both the comprater and all dabe from low drommge.

o¢ unsuthorized aocoes; reporitng all maEncen of unmmhornzed accea W the
sromagrerrient via head of the departinend

SERVICE CONDITIONS
INTRODUCTION

Theee rules almll be known s Senvace Comtitions for the Temchmg, Adminiatrative
& Superviery Sexff eploped with Instinition campuover. Theve service conditions
alisl] come wio force with effect from 117 Septemnber 2024 srd shall ipply 1o all
the staff m full tome emplovment and shall remain m fores unhl amendsd an

pecessary from time 10 titne or supeneded by 2 fredh sct of service conditions, Thess
will on ll'.'l""l.ll.!l: il ilrpﬂ'nﬂjl: the sarlier lod downt Rules tetttn mmd Condittoms of

Semacs, (fany

DEFTNTTIONS:
inthiy document uniees the context othernise provides: the word:

I. Instiution . Institntlon's shall mean Sonodarys Edusational  Trost,
Sauntdarya School-Srte, Soomdarye  School-CBSE. Scundwys Central
Schdol Sotmideryn  Comboale -PL] College Stoimdeiva  Insfute  of
Manapement & Scienoe, Soundana Collegs of Law & Sramdarye Ay end
Cominercs Evenmg Collegs
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‘Management’ alall mean the Manapement Teamn & Soundarsn: Group of
Drestinstiesns andd ther represerpatives. Trvst Beand of Oovernom * Governmg
Counail -+ Mamapne Commattes aod it Charrmmsn © Prevident ' or bow - hey
pniriee acting an thefr bebnlf or any other peron authorized i this regand

‘Tenching Stafl” sholl mem the sl engaged i the act of teaching and those
whi e e werk duning vaestion. Princimal, Vies Prinsipal, All t==hes,
wheect HODM, Coordinators 83 well o co-ctoriculsr toachers, Stddeat
Couneelorn & Speonl Fducstors, Lab Assivtant, Tobranan, Numpse: sic.

“Nop-Teaching S1aft shall mean the 2] cngaged in savitics ather tim
teaching Admivaon Counmelory tegm. Institetion HE. Adnin "I-I.I:Ir]lﬁ.l:l' a0
rest of Admin esm comprmng of - Accoussand Seeen,  JTL
Receptiomast Tromt Dk, TmmwpEt m-shorge ot

“Purt time ad-hoe teacher ' Professicoal / Comvuliants & Contracis” shall
mea any peivon r pemans of assciation who fs enipleyed for 3 fesd
periid for the specifib objectives mi the Initituten and shall serve the ipecified
number of hours © days penweck as per the Contract of service or & teacher
who s beent ompaged w0 Gl 2 tempimary vackky, or whc has besn
*.ﬂ:lIi.'F'.‘l'FFII'.lJ.}l‘ -ﬂ]’.l-PIU"r"E‘I'.! I:I‘EEI‘.LI:IJI. Eﬂlﬂﬂ:ﬂ! "'rlll;ﬂ.'l:l-ﬂ:r o 'I."l.].lul:l i’.‘! ITII.'I.IJ].H-}EJ JI.I'.I.
comnosion With 8 fomperary {eatase af work of 8 permment natige, or exXing
T'l."D'I'II-E fITﬂ'III.E ﬂl:‘ hr imfﬂ'ﬂl'q:l]ﬂfﬂi [BERNT] 'I:I'I:E_]ﬂl'.l]"i- F.T‘ﬂ 'ﬂ.'l]' & I:hﬂﬂ
periiod The mere fact that the period s b:’nnmlmgndbc;-m&th:ﬁzni
Fost o thesit om ad-Hoe errgployee may smuctimes Iz msfead tio o wioeke wihech
w of permament naturss will ot 2nve the Beht to msh feschers to clmm
pamanensy | ghsorptice. At e and of the specified penitd af contraey of
sersice. 'the ssme shiall sonanically cosse and mach teacher’ cannot elniri

reguianration of fus her job,

Prufeszinnal anidl comsaliaoty e these whe heve been EI|EI’-I.:I.'1.i 1o o=
ﬂ:.: pectiic performance of the contracts duly simged amd piven by the

of the Trust swho e requiréd 10 pomplele the sindgned teiks anil
-lm!l repiort to the Management of the Trist eattplving with the tehirs and
comlitrons surpuleted m thes respective contract

‘8. “Retlvement from Sérvice: - An cmplovee, if codirned. sy cotiinine to

hold effice nil the retiremeny nge of 60 vean, wibject o gtmd cvmtuct and
dincipline aud the stifaction of the Manazsment. An smployes shall wand
ritlieved of his dufies ony 'the date of his attnining the sge of petirenent
Theroatter, in surtable ¢zsce. ho'she may be piven fresh appoumment 3 a
retiresd person on comtract haws for 2 {ixed penod o om (ived renumeration
sfier bleing the srpreval of the Chairman Presides or hisher umines Sacl
persons whall not hirve any substantrie right to the poudticy and otiser nahn
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priviieses otherwde admivable 2o o cployTss oascp TPT 3
defined in the paliey,

“Notice™ mesns commmmISANon in Writing. required to be ziven, o posted for
the mirpseze of tiese Rules

§ "Motice Baal® memms 3 Boand expecially meant md fixed m o conspromous
place for the purpess of displaying smattey or infonsation or nofice reqiired
to be posted tmder the provisions of these Service Conditices of uy othes
enactment for the information of all the Employecs

MANAGEMENT PRIVILEGES:

1. The True seserves to itsalf the nght wathout giveng any previons nobice to the
emiployess to amend, aiter o add to any of these Rules and these shll be
bindmig o all suplovess

2 Without proudice #0 the provisioms ‘of the Edocation: Acts of the Unios
Temmiaries Satén the Memngemient ahiall hive e n'h']::t o nlfEr 'churng: il Eny
time the seale of pav and other Bules’ Conditions of service of any post.

OFFER LETTER:

A lettet of offst shall be msued to-the candudate selected 1o the posinon. A segreed
confomaien n token af heving recemved the atfer leiter shall be obluned from the
candidate.

STAFT ONBOARDING PROCESS

PIRPOSE
The objectrve of formalzing the Jomumny Formalities 35 10 endnng that he Gow e
has m extremely plessant expenence on hisher frst day af the fnstrtution,
PROCEDLRE
To enstre it the seiw stufl mesnber auilies o stoooth trancition e the mtitution.
it needs 1o be manised ot t2o levelh—

» Fnoamng thel the matitittem & well prepared 'to recene the new staff on

the day of jeinmine

o Oliteming @xd comobdating mbgreshen pertamng o the sfaff fop the
Eaployment Darabasc,
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Insrimuticn’s Preparedness

The joining time forrmalitics commcnics 23 soort as the Offer Lattar has been maesd
1o the candidsss At mny grven point of tins, HE sl hove [t of centlidates wiso
have besn ofizred and thorr date of joimng and the deparment to wineh thiey are
Joimmg,

To maks wurg thar the sew vaff has a pleasans expesence on his-ber firgy day &
imtitiens it s cwsentinl 1o emare thmt all the relow indelunls  dmd
functions depaitnonts are awars of A pgw hire™s joining the mattution

As 10 o8 the oppiintnen Jetet iy idied ond the prodpectite witil confirte the
ditte of jaining. a pie soming intrmie will be given o the respective fetional
head. Alo, required mnformation will be given 1o faclitice depurmment for sceting
arrangTmesty

HR department wiil be in comstam touch with the offcred staff to et the
canfiniation on the telieving foimalites with their previots emgilovet and dhall
colleet tive feetdback on the offcred statf in the proccss of hackeround check

In. consultetion with the COTICErTCE functysnal hesd HE Diepartmond shsfl o=
ordimate with the concerned Departmenty such as Administration and 1T department
to fheibitnte fiir allotinent of either a laptop or dealidtop sad the stationehies for the

new Smpioves s required and specified for the job.

APPOINTMENT OF STAFF

1 A letter of appouimers ehal] be siaunied 30 the cinudidee sppoimted o he
peossion within 3 mentha from the date of jomng. A receipt mtoken of g
recoived | the appotntmest onder shall be obizined from the candidinte
dppuoitted. The appointment onder inchides s wundertalang by the tewly
appoitited emplovee that be'shie han read the Service Rules of die Insunumon
eny promotes to dbade Iy thetn

2. Every emmployee akall submir photocepies of all docmments 1o the Trot office,
whigh prove the shucaticuisl apnd prodcasional qualitications of the cmployes

JOINING DOCTAMENTATION

1. Photogrephs — 4 Mo
1. Copy of Addresi Proof— Aury changes 1o be mitmsted to the office within 13
'I'.'!il:rl
3 Copy of Edvcatitmal docuttents supporting qualiScutioe and Oiginals for
Vieritigation
i, Copyof Expencncs & Relisving Cemficates from presaous cmmploymers
S 1% 2f 33




*. Capy af Aadhane oyl

6, Copyofthe Passport  Veter-1d Card

7. Copyeof PAN curd

& Copyof Bank Peabonl | Cheqoe

9. Declarstim reguiilivog Brtechon OF Thildred fron Sextin] Offence-POCS0
-and Protection: of Sexmal Hamssment (PUSH)

10, Lagt salnry drown. cemibicate. in cose gprevions Instriution. doss not provade
then any other supporting decuent such 23 Foem 16, salary cxodiied banlk
siztement, dpspointrment lemter | indretnent lotter elc.

11, The Appainting Authority w free 1o condoet backgroupd verification checks
for all its" employees w any poist of tme duing dhe g of their
emgtlovment with the Tntatetam,

12 The Manzgement reseriss the nehit o eall for he onginal copice of fhe
surtificates of crstlentiuls of iy employes ot amy Hme ard non-production
thereet shall be desmed th be 2 will full and deliberse 26t of inmubordinanion
Labile for discrplmery gotion michnding the sathdsewal ofoffer letter - latter of
appomimend, the termination of apppmiment ns the case may be

in confirmation of havmg deposned the onginsl cestificaton of the employes
the Munsgereit will isue the acknoiviedgment letter 1o the omploses whe
shall subimit an original eopy of such schnovdedssmeht letter bazk to the
Mimsgement affer he sessutic of emplovmest for the purpose of eallectmg
back hie  her analnsl ceraficates

[ addition to the sbove the following schons nezdeto be compisted:
Regtatratoon for Bio metric attendance

fssre of T cunl

Orpetiiriz of seiv10e bodk

tutimatien will be grvento IT depurtosnt for pentmg the ma] . Ao
sequest for visiting <ard (if 2pplicoble) 2nd 1D cacd will be gven to the
pmacined on the spme day

c. O completion of the jommmg formaities, the gowe sast will zo lhrw;h

tha aduction presemtion by the H P department aned prorsond file of
Hie e stnit il be opetzed.

BN ra

INDUCTION PROGRAMAME

Trodeestiomiin giﬂ.mmﬂ:m etaf] by e HR depermeny moorder 1o bnilien e thets
with the matiioton ariain, orgsmizataon stractire, surrent and fitite plane. This
pﬁ_xﬁamiﬂhmlpﬂuum untT meeribier to Bt foed b with Iristibution snd I:nr_lpa.:'u:l:
downr incthe work eovironment, It wall alse help o the new staff m petms
soustomed to the process angd syvtems and become produstive Inductim process
ala gives the mew sl comifirt and condiienes
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CONFIDENTIALITY OBLIGATIONS
L Institution iy commiited fo mmintam or take eare of students * parendy and

bl

gapioyee trust. All inforsiation, whigthey it re mtitutional, stadent © porents Or
empleyee-reiated, mist be treafed in o condrdental mammer. snd diszhoning 3t o
bt ke thoee people vaho hove am aporopriate mehtitional or h,g:d reason o
have sceess to the informmtion. You nesd to take specinl procudions when
et miormanon vis eounl, fox the Inferst, or othey medis. Alwiys
rememiber fo treat vl such commussestions ae i they were public documents
g pricsed om lstierhssa
In addvboh. imtitiution mestmgy are cortfidenndl. You miy rot the it Gr
ndes CUPMEN? o recond these mectinas
In the courve of your sssigrment with us, sl by virtue of the sositiim held by
yout, you umay soquire (oformation, technigdl or othoredse, nchading my
comprimer soframrs, which s confidential or proprictary to-the Inestiphion: Trust
of e submadiaries or athilintes, 1 's cumtammers, suhcontractoms or ey other perron
o Trust hurving sy kind oF assoclation or reletionship with the Instinstion Truat
ot itx atfilites or subdidmries (together “Confulenti=l Information™). You sl
ot all times during your eoiployment with the Initiotion  Trost  kecp and
maaintEn stk conbdentiality of sieh Copfidential Tnfoomation and data ’thm
mFy chme 1w pesscancn or Eneviedee. By virtie of e cosjeement. ore
wichy mivemation only semay berequired i the normal ounee of your work md
stiall mot desclone or divulzs amy wuch intommtion or detw, withowt poorwiitten
consernt of sn suthorized offices of the Institution . Trus.
Employsos shall a2 afl omes. whether during or after the rermuostion of sy
caplovment, act with wemnet fidefry and shall not disalose or divulze any such
inaforriatios 1o thisd pustics o nssloe e ol such Sformmtion for yece o baoeflt
o otherniss howeoerer.
E'IT.I.EIIIF::::! 'I."l'li”. 4 [ -qu-lTl"I:[llGr_ I:I.IF': i a n:enﬁ'l.t'l-"_ﬁfﬂﬂ., @ T-I'E:E.'EH;IJI THLEY fﬂml
or by mny means - elestronis, mechamcal, photocopying, recording, scanning o
dtherwise - any copyrighted nuterinl or othor Confidential Mnftemution. for voue
oy betectit of for the benefit of sy thimd party, aithier doring The term of
eznplogmont o theresfier
Upon sxpiry or terminntion ::l'}t:ﬂr:mplu}mt with the Tnytiutzon | Troet you
will eerorns end surrender to the Institotion | Trest all sxh Confidentiol
information meludmg without [mitetion. date. miecation, files, books
t:lq_u"{n::h reporss, doctnente, emanuals, aadio aod vides 1apes, floppics and
chiscn irid biry oilisy knowledge databases that come 10 v o iete entrusted to
vou in the course of your emplovment and shall por retain poy cops thereof 1n
ery form whintvceyer
Ernployee mayv be required to'execitz mich other or fitrthier Asreemermts da the
irtinamson ¢ Trust e it affiliztes o0 customers may requare i tes regard, from
time o tme Provimons of tlis poragraph will contmne o be snlid antd btndmg
oft vou not withdanding ceranon of your employment with the [nieitiation
Tiust,
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B. Ermployees shall not diselose 1o any social media. publie papers. journale,
prmphiets or leaflets, or canse 10 be dnclosed ot any time, ey mfrmstion o
documents, official or othermse relatine. 1o the Inafitutioss  Truat o1&
whsidinries or affiliskes. customérs, sub-otmitroctors ar uiy odbier person o
imstnanon | Trust having amy bmd ol sssocmtion or relationshio win the
Insthtonon - Tret mnd or ite subnidiones or effifmtes, excspn with prior written
spprosal of the Instrtitson Tt

9. Emplovecy etiall not disclose the saiiey  rermumeratiin to other employesi.

GUIDELINES ON WORKING DAYS, WORKING HOIRS &
ATTESNDANCE RECORINNG

1 Wesk Tomangs & Buvs of Wik for Acadesmic Smff The tmings of the
Irstitrion shall be as motified from tims o time from Meodsy to Satetay
except the pullic holidays commmumicated by the sumsgement. au per Central

State: povemment nofiffestion. The principel shell commumicate the wetl
nnunes - chanzaes m work fimings, including that of Samardays if amy: of the

Institusion as desmed it poid mpyroved by the Misnagenent "ﬂn.-'m:km,gl:u.m

for all Tostitemionn 10 be defiiseid location wive: an per requitsments post

FrEErERSrE Tl lH'.umal

All emmploysee of the mstinstion stinll be presem in the Imtitution #i leest! [0

mmates bofors the start titne of the Instimtion

3. The principal vhall ensre st all Employees come on time sod lesve n per
their respedtive Wwosk timings and are present on their revpective duties ot the
ditevhed place of warke

). The Tnststetaon shall be closcd forvacations ak per She aubdclines of sfillatzd
Unavermty, detmls wall be-conurmrnostad by the pramcrpal,

& Eoployess may be requised o repont for tmining | workshops oo | e
clitsien | events | conferetices of my exigediy of week during holduys
vacanon days which shall b_l:mmm-:d from time to fime without any exrs
rereiisration o besvefut

8. Warkings hours ne defmed 3= mentioned herein balow= -

Ll R

DAYE TEACHING STAFF | NON-TEACHING
TIMINGS STAFF TIMINGS
MONDAY - S0 s te 400 pon 230 amm o 430 pas
FRIDAY 900 am to 300 pim
SATUMDAYS B0 amte 100w | 830 2w w160 pm
0,018 nen ko | 8% pm

However, dependme on the requimements and exigencies, the Management may of
anv time change modify the working hours in enfer 10 meet the needs ulfaum.’r:mm
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ailminisratve requirements. Whenever wizroh changes in worling hours are notified,
all wialfs are requested 1o extend thewr ce-operation.

7. In eeve of exipenciey of work sny etaff member muy be requited 1o woekl
beseud the nosmsl working bouss. Fer such exire work performed e sinff
will mot be pald nery additional resmineration | compemeation of duy kind,

5. Attendmes recording wall be-the mdimdm! respansibiliy af the conerned
staff member. Howsver, in rare cases of wyy staff member foroets to pmd:.
thoyshioald mbsni e HE d EEI-EI."_'I:IIIIt l]u'n'l.l.u]: their HOD Tor regulsrization.
The viall mombers should pot maks this reeslanzation as a hsbin

BRESS CODE POLICY:

These dress code rules abvays appby

1 Al coploves must muintuin professionsl sppearance.

7. ANl smre most be twlk-:limrqmll: Clothmg that » mrended
forworkouts amd guidoor aciivitos b oo wWlewed exthiding Co-
Currenlor Stalf

3. All clothes mmst be profzenonal. Clothes tha acctoo revealing or
m::pp;upmﬂ: Sre 1ol allowed

4,  Enmpleyess mun aold clothes  with stamns the  are offehshe

or inappropriste
Ensrfution T card st beowom a3 all imes winte the apployess are

ot iRy
Gentlewen: Busness caaunl oF formal st

5y

Ladies: Besinees cnstlal o profesconal dresves
PUNCIUALITY POLICY:

L. EvetyEmployee slull wttend thelr dubed i {lseir ditected place af wiork: itiode
thr hennuoen. ac the specifed ume after markine: “attendance on the
amendancs reiter safiviare

2 Latz Log m aml Emly Log sut: A gmes time of 53 minjites i gven in a
momth Freguent Lite coming will invite discipliniary sctivn in the form of a
g jefteT.

Caleulntron of Joss of Pay for kate pumch followed 24 per below table:

%l Nea, Late bis Hours ju 8 Deduetinn fu ferms of

month Diaes as LOTF
I olodwoige | O3Day
=1 Q:00teDE00 ¢ Ol Dy
3 05050 OT00 1 £ Davs
4 (700 o (SO0 02 Dave
3 FhendAbpe | 73 Daws
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3. Asy regvlanaation of atiendancs will solely be ar the dmsrstion of the
puencipal

4 I.ftl:u:l shave defined late coming reuiting in dechwtion of legve without pay
1 tepeed i the scadenuce year, Gaed it dhall qualify ss enondt of Meinheal
latz-commug. and may entml d:q::qp!um'}' ction, ag=inst the soloyee. if the
hatxt s not sectified. the emplovee muy aleo be lisble for dismssal from

D. For sny coticésion vequirad for lemiiiig oarly prosapproval foe the semie is
mandatery. The approval will be gt the discretion of the Prneipal / Scetional
Head! Marmgemrmnt, The same wall have 1o be regulasized through the svatem
soffwme '

6. All spleyees who hahjtally lerse Hrhttlhmth:pﬂ:imbn! tirne ahall nlso
e liable for dednction fom (her respective salariss, propomiicnately

LEAYE POLICY
Sistt mesvibers 3 valuable sidcts for the Insviniion and s gresth) The lerre policy
o desigrred o monvaie the stafy wmersbers and ol to setnevs g work ife balanes.

Farthe Pl'n’i:['il:ﬂ"rl.l:ﬂ'nt_ nnh:mrhr yenr 16 teckoned 2% ﬂ'n::,.-:m*l.:  from Jome to May
of each vear.

TYPES OF LEAVE,
1. Cosuallsave

2 Vacetwn Leave
3, Eamed Leave
4, Sk lee

S, Matermty Lero
b, PatemitsLowe

GENERALRUIFS ON LEAVE POLICY

1. No lanve shall be chnunduumﬂurufnght_.h shall be grestied neciriding to
the exigencies of service.

< It requited, the Mammesment Prinsipal’ Reporting Mangzer oy tafisec, or
revoke leave during the scadetids term or vecaiton

3, Nomember of the staff shall leave station at zay finse witliout peor permEson

4, Applivesan for loive nuisl be- sutsninted wiul got susscbioned in'the wandind
procedtires wet before proceeding oh leave.

% Inoosc ancmployec has to g‘rmu[‘afﬂn‘lmﬁ for more fhan g weske e she shal]
mention bis'her cotstation address in the leave application. and should also
hesd over dimyge of hin' her wod m lhe momier dicccted by the

Manazement Fransipal 10 mother memben of the «taif as oommnated by the
aforesatd aulbonties,

Taps TN cf X3




B

Adioe -/ contteet emplovess, whio/ Wil beavarlable for all ¢ days'tn week Gith
mval of 1 day of lzave per month mbiect to approval by the principal.

T The leave veur shall be from Juse 1o May,
£ Cesial Tamed leave shall be on eirned snd avalled Easiie. Howsver if m cses

af contingency, if iy allowed 10 be-avaded w advence. the same famve shall be
adfisstzd in the ye=r el

9. Caaual Leaves shall beeredited on 3 pio-rais base deperclins on the date of

formmy of the amployes

10, Permanent smiployees arc elizgihls for all kind of Leoves: Homzrer, smplovess

urndes probitioe for | peur are eligible for CASTUAL LEAVE onh.

11.All Lozz of Pay detailto be prinided o the HR Operations alona with payroll

npul
| LIn cusc lewves we appros ol bt the lons balanes is nsufficeent, the cxcew

muesibey of leaves to be treared as Loss of Pay,

LEAVE ELIGIBILITY POLICY
For Teaching 10l & mon-teaching staif:
o g Cavidd | Siple Leave | Vacadion | Eatmdiaie
T Leave
- ' [y A
Trachibng Stall £l 43 pes wem =
= o | |
| NowTomching | o 12 gk e N& % e =
- % el s ; & a
| Fraf .
Arisnders - il XA & pre w2t
' Drrvers | BHouse | 10w
| keupup

CASUAL LEAVE: i calcututed at the rut= of 1 day per numth of service.

1.

-
-

LR

Cosinl Leavs dhiill be granted on Flidhed and swailed bhaim 1f the Employes
jouns betore 20th of the month: he'she i eligitie Tor Caysal Leave 3 perrules.
Extermton of Lasve If myemployss procseds on leqve aned ithen applics for
extersion, thiy exrenvion may be permitted (' o for remoe which s
germine wd coold not be - saficipatsd md e socepmble to Minagemetn In
case the extenwiop s apphied on medical grounds, the application must be
spported Ly o medical cortificate seesprable to the Minsgernent Pringizal
Applicaticn for lesve shiall be mads at lesst three dassm bdvance for spproval
by tic Princepal /Mamagement. 1 not approved; then 15 wail be cona:dered as
absenee from duty

Half dav'e czzubl leave mav be allowed in very exceptional ciscs whien an
emphiyes semmmme shsent for a pat of the: day nat expeedng Tialf of the
warking time, sither 1 the firer half or second half, with the prior sanction of
the principal
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Tt&ahiugﬁﬁﬂ'wiﬂnﬂb: crtitied for any earned lesve in licy of Vocanonal
Leave,

Ins prier 50 erwore betize waeks life balance, we encourazs employees o avail
their jesves within the seddendc yenr. Fending Cosusl | Earned lesves
Encostment v allowed and will be. eredited along with Moy month salasy
credited e Jume Manih

‘Enmlayees uivder probustion will not he clipihle fae the cncashment of Casunl

Eartved Ledve for 1% yeiir of the temube.,
Camaal leave canhe avanled for m maximum of 2 daws m s streich

- Researchactivity will be supported a4 per the revenrch policy

VACATION LEAVE:

]
-

=

]

. Al teachine saff are chisthle for 6 davs of vacamon leave per semester

Number of days of vacation exludes the mtemvening Sundays, any pubbis
holidsys or any balidsys declored by anthorties

Viacanon carngl be clublbed with ssther Casusl Leave o Eompensatory
Crifs Primilezs Offs reniiting in exrended sheemteessm from the [nesimition.
No medica] reasons will be emertained for the extension of vacation Such
ubsence will he tiested as “Loss of Puy,”

Novaganion will be granted for Staff who wnsh 1o Relocate Resige:

Vaestion leave ann b availeed anly fow finl] day sond 1o e half day

EARNED LEAVE:

Al ademm staff ire eigible {or 9 days af wncation leave per semestsy
St with ane yem misd mors ssrvies i this instittion are chaible

Above six months lezz than ohe yéur will be calenlated on the pec-rita
bass

4. Less than siv roniths not eligihle,

!.I-IIJI—

SICR LEAVE:

Sick lewve w0 given %o take aae of my univeoioen shart-term illneds o
Teaching ' 1wn-tachng sefl meimbers.

Eligpbility: & days m a wer for confirmed s1afT (3 days pey semester)

Arv sick jesve beyond 2 days shonld be aceompanied by = madical
Certificate from (e weating dbetor. In thie slisence of medicdl certificate it
will be sonmdered as LOP. _

Stok lewve will lupee ot the end of the yeur and 19 ot encashable
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MEDICAL LEAVE:

Medical leave can be aeailed by the emplogse, with the discrcte deginion biv-the
Ma.uﬂgn'[u:n‘r wiith or withoud psy

MATERNITY LEAVE:

Ta be followed by the Frmloyes: Applicdble to women stnfT membeze Who les
sompleted onc year of contimpnm  jervies with the matintion,

a. Contet head of matitonon for details on leave and benefits,

b Aligni your roperting Coondiintee, Vice Poeepul Princionl  end

Inettution HRt o the miended plan for lexve and retum o wotk

o Changng your rhum dats Py wmpact the Tnstituhan s plesmmg s try 1o
srsiimire any distuption by steyine i tooch and infomting them cufdy
The thrmtim of Matesrnity Leabe m D6 taddthe Bom the dete of Approval.
Maternity Easee s restnetad tn pro:chrldoon only,
Staff membars uﬂh:r.uF to mvinl Adutemity 1eave, oy mobiot the lesve
application  along with the medical cotifieate issued by the conmbing
doctor 1o peyserie] depertmsnt

PATERNSITY LEAVE:

= =

To be followed by the Emploves: Applicsble o men viaff memberny who has
coussleted o vear of continpou service witly fhe mmstubion.
w Coutact head of mshiubion for detsils oo lzave and benefits _
b Alien you reporting Ceordinaror, Vies Prnsipal, Prncihal. and Institumion
HE. on the itfended plan fit letve and retun’ o wotk
¢. 1he chivatron of Patermiv Lopve 1 (53 Daww fromm the date of birth of Chtld
d. Patormty Leive b ﬁtl']l_i:il:d ks twver hulldeen emly,
[ -Staff membiess willing fo mail Patemity Leave must sibsult the beave
apphemtion aiong with the medical cemificate ssned by the consaltmss doctor
to pernonmc! department;

COMPENSATORY OFF POLICY:

. Al peroanest fullsime g mlls Institution stsfl can aval of Compensutory
off for reportifie to '=ork ob & Sundiy or Geverhment Holidsy on Prinsipal's

Heportig Momage:'s approval

X Ancodance regnlanzstion on the day of compenstory off shamild be appeoned
by the mportiig line mansger © Phincmal end vabd B & 'Out punch i
eraarilalory T ke wotkarg verilicition

3, Without valid ponching Compensstory OF sannot be considered,

4 Number of werking hours served should be man 4 hours 1o elaim half day
comnp-off and § hovrsfor full day

.

Compematory O coemot be svatled on Saturdays
Fmps B 20




ON DEPLTATION DUTY POLICY:

Stafi members are reguired 1o 20 out of wstitution 1o aitend o work with cutside
authorities. Whenerer, sbich aubuitle wotk 1s involved the il member 4s reguired
1o fill up the OFF form. et the recomumendation of concermed BOD, approval of the
prmeipal md sohmit to Personnsl Department for attendmmee regulnrivatym

PAYMENT OF SAL ARY AND ALLOWANCES POLICY

L The salary of the wndf for the calendar momth will nommily be dosbrgsed o or
betors | 0™ day of the sdacquoit month

2. Lewve without pay for o perjod exceading 15 diys i1 o yeur shll not be gounted
ah fervies For sumiier sasstion pay.

3. OLUEL balstics i eredit s af 317 May of évery calendar year will be
coepiered for payrnent of salary for Bie month of My payuble in the month

of hues

& Torithe iliTade sl ary peapienl, attendiiee will be seokoyied from Lat™ 1o the
[nut day of the ctirrént momnth.

B. o esise any utaff member To svatled sxcesa fenve or les exhansted 4l leave
1o eredst. then lezve availed by such staft will be treated as Leave without pay
md approprise siliry dedoetion will be mads frem salury Eayable 02
Agdrmistration Departement will provide thie dara to prsroll depmtment

6. In cave of new jomten, the informaticn 0 payroll will flow froen thi-HRU
Adminiration Department. The date of jopuss tor the pupescs of salary will
be ey menlioned in the joining report of the safT member and certified by the
principel While caloulming lie salary for new stoff mesbers bn the first
momnth. the dare of joimng: will be veniied by the payroll procesang with:the

Jammg repart

7. Statotory deductms Lke PF,  ESL BT, and Incomis Tax TDS (whers
wpplicabizl will be smede from the snlsry’ paynble'to fespecine siaff members

8. The salars=all be disturved to stalf members on or befode 107 of svory motith.
B cuze, the pavament day falls om a heliday o Sunday, Sabsry will be puid an
the mmmedinte next worlang day. Solary will be eredited to individupl hank
pegount of stuff members,

9. Sulery will be procesed only once in a mosth oy fuch mresn if =y payable
wili ot be pmd sepamely - Howeves: the same vall be procesied for the noxt
Ed

lary
10, Maskating omid Mlscerment taom should sulimit the sttedimse sepost S mail
oy HE, o the bast working duy of svery month withoutl £, Prinipal will be
reipansible for the eame.
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INCREMENT & SELT APPRAISAL

1 Self-pppratusl will be comducted once in & vk, méxure afteched fof vour'
referones.

Anymoement shall be subyect 1o mavmgement approval smd waiisfaciery wark
oo comdiet of the emplayes

An emploves shall recene merement on the bois of parformanes dunne the
opmesianl cycle is defindd by mmingerent

Onlv thoas employees who have joned on or befare 3™ December will be
elngbie o be considered m 1he upormong sendenme vesr appratsal cyele.

Al meroments approvals wiil be at the discrehion of the Maosassment.

’ku IE_!.E.T\- h.l'l.HJlEﬂ TSRS l.‘r:ll;u Ei.llﬁ:l'ﬂ'l. !'_"I:Il:p EJI:.IE 'I-'l'}.ﬂ] 11!1: IH.I-I'I.I'I.HI
proecks, Jtics a vemr =d will be joimly desvded by the Princml Head
Overations and Matthzcnent

PROMOTIONS ' ROLE CHANGE POLICY
Pramotion s a ool e motivete liph perfirmess by mroviding thesy with caress

stlveneomient apiportitiities in recagmition of thetr comiribiition. Tt b hmsever. not
auremstsc erad cannof be clamed oy a-maner of rpht: All prometions will be based
am et All prowitives will bappen aloug with the spprsl procsss, sice 3 your
All promotions ns per the annual appredeal process will be fortly decided by the
Prmerpal, Head Operations and Menagement

ne

ol L

g

ABSCONDING DECLARATION POLICY

Any snployee nid reperting to work witholt the . line monnyger’s end Poncipal's
nppfmal regarding ther conminucme absenice for § working dayy will be conmdered
als

1f thieve s 10 response from the ssployes tegarding their abserice within 7 worling
day, then the argemization will consuler them as abscondmg and do the dhsrnatve
mmanzement for them position. Pasment will be wrhhela and forferted by the
Institustions

TRANSFER POLICY

1. Any employee (confimed, on probebop, oo contract, trmnee) m=y be
wapsierred 1o departmetlt within all Comstitent Schioals - College 'l mtiiuies
briiinlutered by SET ol the mmitusl edisent hetwesn the emploves end the
Manapsment, & and when the oced mrves or a3 per the Adminsraton
regiidermnt

Ty esse of inter-depattment tranafer which bnvolves role change HR will
muforee the concerned employee sud sssoc & bettier to thist effecs, copy il witieh
will be muntamed in the personal file of the consemned emplayes for recond

b
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EMPLOYEE SEPARATION POLICY
RESIGNATION

L Ancsmploves who wishes b tender lns - herresignation 1= sxpectsd to discuss
the rame with the principal / reporting munsoer and post disconsion can
stibrrdt the resiirmtion m written ohd in personnl

2. Resiondtion in E-Mail of in swifien will be corvidered However, dis-
contmen of services m the middle of the academic vesr will my be
entzrtninad.

3. The wotiis will huve 1o be served e per the termms of sppointmient. Durisig the
period of probation, sour sercicss can be d=tormuned b5 the InsHuman, withoud
FEAIEAMY any r-:amh}'gr:ingﬁmmlﬂum-u:h casc the: Inshifonion is
biahle tie make onty the T of mliry up to your last '."mﬁm_g day, But' i
the cvent of your rexigantion fom the tmp]mm:ﬂl:,uuﬂuﬂ give ot least o
magths noftce o payiig W months' salary i e thereof 1o the Toatituticn,
Any offvet of the notice perind, :-ttntrtb:nuﬁhunmud ammal -keave days or

prsiment-inelizu of notice rests solely with e Miugercen

4 On the expiry of the probution peniod | extenided perind of profanion year
eerviees shill sulessatically come to anead Urless al the end of such petiodd
you are confrmed inwnting. Til wou are confirmed in the post wy writing, vou
whiall pee sequniee any substamtive nght 10 the post. Howeves, affer confrmution
olf wenar' sevvices, this centroct of eendce eai be' terminated by the Manngement.
Any offset of the nonee peniod, spther through ummed annual leave dayx oc

r:l}‘!l:tlcnl—-m-—h:l.: of notice” rests solely with the tnenagement.

B, Mo lewe o permited dln'u’Lﬂtht motice penied. exesyt for exipencics a8
approved by the principel © reporting maheger.

6. locses any toachet resiptiy during vacafion. arthe nofies periad coincides with
vacation daws, heshe vall oot be engble for vacation pey. It will be at the
giscretion of the head of Institution to decide the lnet workimg day of the
emploves in such cpses

7. ‘No notice piod will be dmbhved off ﬁm:l. such wanver mule ﬂ.::.qzlﬂmm}
e especiaily medical exioenvics whesdin all the necesadry madical
evidencs and fitpess madical certifieste graped by 3 qualified medical
practitioner have bestl chesked by the Trstmumion MR Afer checking
thorsaghly. the Insiitution HE thim silainty the employee’s naquest with
evadencs and medical sertiticate via emm! for joint approval of the Principal

8. On recapt of the reugoation and accsptines from the repoTTing mamMEs o
HRALS, the daliry of the enmilosee will be pladed on bold :]urm.g the totice
persn as below:
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Salary on hold during exie

In caec of confirmed cmplovess who seree 2 monmn' Notres—

Nath 1 - 35%% ofwalury au hold

Month 2 - full slery on hisld @l to be relenued with Full & Finul Settleinen
-awbjoct to Exit Tormalities bemg compiered

In casz of Notice for the period of one morh: -

Full walary wall be kegt on hold and 10 b relessed with Full & Finel Sefilemen,
wittrjeet tp Fxar formmlities besig comopleted

Any relensé of purt saleey will be ot the discoytion of the Manapement poit
discussion wath the Primeipn - Beporting Mansger,

Notwithamnding mything horein contuined, wiy indulsence on the emplayee’s pirnt
it any o the follewing may cotail instant dineplinasy action and the emplayee ahall
nol be entstisd 1o sny sum m compensatum or olherwize. m respect of cesshon of
the serviee,

1. Absentfrom duty wathont wifbrmatosn and prior peimission of the sotborieed
afficer of the Institulion

2. Any Breach of the: Tnstitution’s miles and regulstions,  pudelines . or
oiligations [veresn contuined

3. Amyinstance ot missondact of any deseription whatoever on the smployes's
part Whiethet e relaiion 1o the instifitional affiery of the [nstintson or
atherwiac ill fully neglecting the Tnstitution’s nisrests

ENIT CLEARANCE POLICY

Whenca staft nsemiver wants to scparate from the Instmotion; fie oF she 1s:at lipaty 1o
do so bj. g"..'*nq._. 8 foroaa] h:l:l: nfmng:lﬂ.!‘::rn.‘ln the HOD. In such caves the fil-]:hhmg:

notee periad shall apply,

A) For Pringipal, HOD and Teachers Staff: 2 monthe” notics an 2 mpmths” salary
pay in b=y of setice

Such respnatton should bo sccepmed by the concemed HOD and recommended 1o
the Principal Beporting officer for sccopmnice. The notice perivdd prentioned abene,
will help the HOD fo moke altemmale erfangemnents. The outpoms smif membes ehall
complete sl t=sks o hand and the eyllabes © works winch bewhe 3 supposed 1o
gomylete diming this period,

Howeves, the Menag=ment may st its discretion. sy relieve the staff eaclier thun
the preseribed notice perind also.
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A dsv pribe to the eelicvine dafz the HR =1ll foivvand o the separating saff mentber
1ie Exit Feedback Form snd the No Due Certifieate. The concemed Departments”
sorrespemident wall be & sinels pomt of cormactfor soorditmting the tofal exat procec

At the Hing ofleaving thewtaff will be provaded s Relioving Totter and svexpeticnis
cernficate

FULL & FISAL SETTLEMENT POLICY

1 T tull sead finnl settlementshall e processed withm 45 days from the date
of the sormpletion: of all exitfermalitos and sccurate doswrnentution.

2 Fuoll snd i) setilemesnshafl inclule sll uneloimed benifite, anpeicl salary i
-y andd other benefis ax may be applicable

3 Upon recesp of the confimmation from the ex-amplogee. the Rl and fimual
settlement will be farwarded to Accounts Departmient for further proces.

4. For dll guenes relatng to full endl fimal, the [nstrtion HRAccoonts
deparfmsnt 1 to be contpctzd,

EMPLOYEE VERIFICATION POLICY

All reguedls {or verilicatim -df:u:p]l;lj‘lmi resenved on ht!:l.uif-nfﬂih:ttg of exakerd]
emplavess ninst be dirceted to the Tnist office. Any respartec to sich a roquast in b=
serit post confeniation fron the HE Miuayger.

SERVICE TERMINATION POLICY

1 Inocssr of ¢ petmument éhiplopse | termporaryid hoe fived: period p:u:r-tum:
employes, except dunng the probationary period of smployment services may
be temurared by the Massgement sithout assigming any seascn befire the
expriry of the stipuinted period

2. Incase of any violahon of anvsersice condaiton, the sotvdoo can be ternviated
with no lishihtes azapned o the emnloyer. However, on the expiry of the
vhipulsted perod vk, serviess of an anmplopee vhall autorsticlly some o
b1 g}

3. It shiall be lyinfal for the Mansgement ot ans timie, i satisficd on madioal
evidence, that by veancns of sl health an emnploves 12 unfit 1o discharges his Tier
duties and i llesty 1o comtinee 1o be 30 for 5 comnkenble perod, to termmars
hin her wervice by sivine himber 1§ dyws® notice i heshe v a permoment
gtrgtlayes, sl peily twio davyenotice i ease of The Tsstitution totommiting fhe
emploves on probation.

4. The decsion of the Mammegement as to-the fitness of such an smployes chall be
final sod conglhusive
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0. Inthe eveor of contmmious ahesnce of o team member for a period of 7 working
duyy e suiee, withiont forrmu| sogtest o pertnrase frons s gesend foe the
=me hedbe il be desmed 1o have =8 pnd .fclujl.ruhll-cd hisTier seevice
Stk automanc relinquisient of the contmet of cmproyment shall be deemed
=i fqzu.ldJ.nlle aof the oorroet uf:m;:-h;rrnull arid not e & tenninahon af the
service by ithe Instrtmilon the team member shall Rortlmath cedse 7o be'in the
ctoplovment of Hie Tostinudson withou!, sny farther potice or act bom the
Institatiom

6. The services of e smployee may aleo be termnated by the Appoanting
Authveity or an Authofity bigher than himher on uecotnt af any seriom grevs
misconduct, sl tersitude, negligence of duty, maboedination, s6 without

SIVITIE ANy nptice.
REPORTING OF ANY ILLEGAL OR UNETHICAL BEHAVIOUR.
POINTS OF CONTACT

I youy are gware of any tHlegal or imetineal behavior or if you believe ther o
applicable v rule o rezmintion or this snds bas been yiolated, thie mwtter s
be promptly reparted to vour Head of the Department o Institution cxecmives

Your Head of Depariment o normall ﬂmﬁi_ﬂpﬂm)w should geomaet if you
have guesions sbout amything = 1|]I"i conde o i you belisys Tnstingion oe an
sasoeimle bs vinlating the lnw or Isstindion policy or engagmg in cenduse th
appeary imethecal Lm!n'i;'a:ﬂﬂ CIrgumEInoes; §i may be inqm::uulr-m'\m Y
feed unemfimeabils rmrnng s maiter with your supsriteer, I thoes instamees, yom
mmy ¢tmiagl the head of your depammient or ay other Insistution execistives.
Frthermore. yau should take care to report violatians 1o o pemen o you beliess
1 not imwbved i the alleged nolaten. All reports of atleged wiofations will be
proenpthy imyvestignted and i sppiopriate. remedied, and if leyally required,
inimetdiatehy reporied to the prepcr povemmental anthorihy

You vl be sxpesticd T cooperate in assuniag tha vinlations of this Coils are
promptly addréssed. ldantaton has o policy of protecting the confrdentiality of
those nm}nng Tepsmris ﬂfpm:ihh: msTomEne o the ExImIm ot |permntfed] by
law, Inno event will there be any retallation agalnst someone for reporting an
activity that be or she in goud [zith believes to be a violation of any lsw, role,
ng;nhmn. internal policy, or this Code. Any Head of the D:partm:m
nﬂirlmhrmg, o :m;:nnmg wnnchions oo SOTTISCIIS :I:|.:|r [r.pmmg 2 mmtter will be
dnaiphined up fo awd mcloding fominetion.
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CODE OF CONDUCT I"OLICY:

This Siafl inember Cadle of ' Canvhiet ("Code of Cotduct”) i mbended 10
expluin the terms pod conditicen of exyplovment of sfl Staff Mewibors of
Soundarys Educatiosal Tosr
Thes Code of Conduct contains the employment policies and proctices af'the
Inwtitation i offect af the time of publication. All previowly feued
regulilichs mod any mootsstent pohiy stalsinctite o memormnida are
mgperiedad

The Instrntion seserves the nisht o reste, modify, delets, o sdd to any and.
Bl polithes, protedures, sl rulies, or benafits stated i thiy Code of Contduct
or m any other document. Howerer, siy such charipes fuos) be nwaiting snd
st be arened by the Manapsment or any other anthormed pervon of the
Tugtinigiog

Tt 1a wital to the Facéon of the Tnntttntion, that we' edndhiet our aniiness with
howesty mnd miggery and o complisnce with all sppliceble jepal end
regulatory requiremends. This Code of Condiat sety out {he fmdamental
etanclassle ta be follpwed by sisff meinbers in thelr evzryrday action on belulf
ofthe Instittion dnd esels (o pristioiz lemiest ad ethion] conduct. He plulall
net mcilze o moneta m;:acnmn amoag themsshres, with the students
Cincluding fuitions) thiedr guardisny el pefruin from exploiting Tnis hes
Trsdbiationt indiserte for personin] erds.,

Heshe atiall not sceept o permnt any member of s her famly or sy other
prem acting on hie'her bahalito aceept sy it Soowm ey stucent, pirent, &1
any porson it whoin heithe may come in éonmet by virhee of hishe
poeshon in the Imstitotion

He whe shall 5ot gove or pent any member of hus ber family o any other
T :E:tuu o Mis her Lelialf to g:.: ALY n:u:l o Ay whslern, [ESTeilt, o Y
pervom with whoms hefshe may r.nm::m-..un.taﬂh'-r vittue of his Her posiion
o thie Irsstimutuon.

Comnuler the property sl funds of the Trust Isntution es o placed msagred
bt with burtyer and sgereiis the sane prodenice md care aa he'che wonld
do i reipeet of his ler bwil propesty on finda

Linknovsingly or wallfully neslect lisher dunies:

Shall not opagats I.’;uuugh I:.u;:iﬁni_ les=mrm or othierwise o I
sectarian omtinek or isene o allow oy smdenr to indules in commual e
i::tananﬂ;:mﬂ} Bhall not discriminate aputnet any stodeit on the grousd of
religion, cwte. creed Tamamage plice of origin, socil and cultpl
backeround, e

Skl noe be suily of misbelavioe or crusliy towards 20y emdant, etardian,
or othel- :.Lrsi.llu;..'-i.-,r af mndisdge in ﬁ@l'm_g,_ it wiertiler it of Mddiwciplitie o
nsc abweve lnsuage
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Respect the rofssiomal standing and opmicoms of hos ber collcagmes wd
impertial to all colizapues inespective of their caste, aresd r=ligion, sex,
coomcmic statns, disabifity, langeage, feauly sintos, soal erismation, and
plaoe of buth

Retran from enhissming any smdent o foar rnme apxesty, phywncsl
punishment, sckval abvie, and mental and emotronal harzsament.

Shail pot fmdulge i or escourage amy mslpeactioes commected. with
cxamminations or ofher Tnstitution actnatics

Avoul condlivt betweon molesioml ek il priviite iterests which could
impact ncgatively on sudents and the ofpani=ation

m;iatﬁ:-:muﬂpngmg el b iness trpmiactions m-Instrntion for personal gay
Shall not exgags inany prvEc ade of undsrtake 20y addrional work

Shull nee make any media sopemmicss, publie any stmtement or dosurmmt in
ooyt paue or snvesvmesly wiich hes the effise) of sn sdyierse criticiam of uny
current or recertt policy orsction of the Cedtral or Stite Covemnmerit of the
Tt nstitation, nuor shall ke aotive part m piilsce

Shull wet. akk for o =eept cominluton to ar otherwise assosilile
himssitheself with the rmcing of any funds or otlior collections in sush b
lind for may purpese whatsorver without the prics permission: from the
Principal - Reporring: Momagyr

Shnll ooe appaer tnor rrepare for ay exanunation whick inay equire shsencs
from work, without the ptior pérmiision of the pHnctpal [ Heporting
Mamager.

Sholl not cauwe or mete any other person fo.cmime destnestion or damaze to
thi-prepernty or feconds of the Trust Tistittion, sasbalge in sery theft, frued, pod
wet of diltstienty i cormection with tbe propesty of the Inssitution.

Mmmtam g dignified demesnor commensarate with the sxpectanoms frem s
veacher & o role model

Shall not divulee any confidential mformation refating o the Trum
Tnstitustion.

Al empleyees whall roport to work it for the position st provided
dinty. Camstitiption or biang under the mffuees of dealiol tolieses m my
prbiinies chruigs o stnoking on premises i stroly proibited

Shaill not inthilge in' by bet of Euobondination or dasbediente of arde
viamed by the wupenon.

Shall not mdrlze or andommeas Sroup represenbOnN

shnll not mnke falic accmations assanl, provoked or otheruise

“Ehall pet indulec in Atvrorpecifid bebarcionr, Ricenr monzering and shursider
Shull not pozsess in Instijution office premuses, weapons, explovsos, md
gither ehyectionable materials,

Shall pot eomie lafe o class | office. Placs of Wk
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Yonrmig or Fonmng Assocntion Yy tho Ermployess: Mo amployze duall jom or
continue to be a member u«tm:’hauclﬂi'mn.ih:ulgn:b-.rl which are
prepudicind 1o the nterests of e sovireignty and megnity of Indis or Pullic
Chrtes ar momality or miduige in setrsities winch are prejudicial to the mterests
of the sovereionty and integriny of Lidin or public rd?:umm.iltw Hz She
shall sleo siot engige lomeelChereedl of panticipate in my demotitrsiin.
marches, dhmma, opganszed by wach or any other Assacintion

Any Employee refustny te work beyomd normal worlime hours when required
by ‘the Mnnageraent shall retubesr hirrsnll  herself Halite to action uhder the
provsaon of these Somvice Condimons, Howeror me Monagement shall
ﬂlsﬂ_;ﬂ safe working conditions and apgeopriate gmangsment of necessary
fazilinee

Any emploves shiall not be s tnetid to any smdent or Vicesterss on ass sodial
reedin or othervise

"sﬁ}'uﬂ]ﬂnw&ﬂmllmt scoent o demmes] ey subseroion - donation
sontribigien fram sty other source citfier for yourelf oo for any asscciatini
of tebchery | siadf or stodents.

The empioves shall not use eei] phones =t-the place of woelr | mude the
clozroom imless it m roqured ta be sued for the porformmmes of tharr 3ok md
pertiticd by the Principal - Reporting Manager.

Prohibited Conduct

The following onduet i privhibited anil shall figt be tolemted by thie Tiktihmon
This bisr of prehibired conduer 1 ilustranve only; other npos of conduct thar
thieatens sewraty, persounl sfety, Swif mewher wellme ol the Tnstihagion's
operatons dlso may be prohibmed.

TFulsfymg caployment regonls; snplipment wiformation, or olber Iuttidubon

reoordl,

Recarding the work e of adother Sind member or allowing any other Swif
oetriber to récoid your Wk tone or flsifving mitemation. enher your owh
af another Staff member.

Removitig ov barrewang Tistiution. property withont pries suthoeeaton
Unaghosized e of Insritutron squupment, time, materisle, or facilition
Peevoking 2 fight or fightinie during woslnng homr or on [istirtion property.
Carryinz fireanms or any other danzerims weapons 0n instituton prenmees ot
Ay lame.

Engagiieg 10 cominsl conilust whether o2 ot relmied 1o job porlormeses
Imubordinstion, includite bt not limmined to Sailure or refitsal to obey the
orders or mutraaiiom of 2supervises or member of mamagement, or the we
of ahusive av threatorine lmgmmge tovards & supsrviwr or member of
EHUNATEIIENT.

Liserig sbasive lanigiiape &t iy frme o [isittution promse.
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Fn.i.:‘.l'ugr.u:u:llili;n Ll =hsor when Lma.h[clnrép:rttuwp:k.

Vialzhria say safcty, haalth, sccurity or Inetfition policy, mile of prncedure
Commmttmg o fressidenr oot or s bresch of vust under soy cireummstmges; snd
Committing or imohement m noy sct of any kind of hnmesment of another
idevicharal,

GRIEVANCE POLICY

An smpfloyee haw aoy cemgpHait or grsvasce regssdmg (he smploymueny
working comditions o any soncem cattsing himher for the semooth operations

tHschnrging his duties may soproach bis' ber HOD of e may uoprosch R
for redressing of the same.

A enployee tsy sibennt the snine i writing The neczssry aetion will be
takzn tp bewed oh the seversty of the imuc. The same waonld be decsded after
coesullstvon with the Prumpal - Monagement.

Internal prigvance oell will be formed for furthet imvestigution m the respected
metnion, it neesssany.

PREVENTION, PROHIBITION AND REDIRFSSAL (POSH), ACT 2013

We arz comminedl to proiding & work smaronment free of discriinination and
narsgsmnent while prompting the satetv nd well-being'of B wotmen cinplosses
W have a zero-lolerance poiicy Wwerds sexusl herseermesi mnd are Tully
cornplisnt with the Sexusl Harassment of Wemen ot Workplses (in acsomdsnes
with the providions Prevenium Proliibition end Bedressnl Act 20131 Any
salation of the POSH Policy omdelmes will lead to lezal action, [t 1 extremely
esscotial for all employees 10 go throagh and uaderstand the POSH policy,

All these HR polictes shall be treated as standiis ordets to be fullowed by all
the cemloyess. Notwithslanding. enything coptawned = thia manus] the
Vinazement of Soundarys Educational Trust rerarved the ripht o madify
chovpe | replace by of the above policies as mud when requirsd.

AR KUMAR M
o Lige v 0y

her
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PLACEMENT POLICY

Introduction

That trunsithn from eoliége 1o profedsichal e s & milespomtd Your nrimen] grodoiticn mrbd the
search fie yorar fest el (6b nuk ihe beghining of & hew a2l & slgnificest srage i your Ue.
The zoat of pour esarch shouid be find = witnation B1at supgarts your ormward progress n ife:
ared wehisieg ot Sl npipmeiated md confartinlie - I shost, & fob (hut yo wil Bnd satifying in
&l TespaciE

Soimderyn Trstidide of Mnhgemisnty lind sclends’s Contre for Trining oivd Plisiemiend i fdlly
connecing rovklernad orginizsticha. i Cenlre for Traisng and Piacoment stidesyotis (o BHag
a broad spectinn of coportimities to satisfy the dlvsres requirements and asplrations of the
moemts, The foflowmg policy framswork govenm e smdant s imveleement i) e various
mepieetn of the plevemrent procemses

Hnjqrmmtfnq_h,t& Regulations
1.1 Qeneral Quidslines:

» Th= Plreement Offiee will facllissie the pasemant of a8 sfizihie smderss wha are vaidy
snmofled i the respecinee prugrpmmes

o Al snifesnts who afe sigiid anl qurs placenent sssliftince must Ml a Flacement
regitzation fam.

o Ditice ephiterE eiich studenl must pEticate ke plarement soovitiss]

» Snudents wishing to opt il of the plarement asslemmites can do 5o by siguing e declarmion
iy App=nifix |,

Y Cotd St

* Campin pincement ipvolves Inteecting . with exmmil el peope 1T represems A
sigrificant cppiartan iy {or ceairg goodhvdll and exeem loF t=shetent id the Tollegs. The
wﬂﬂpﬂujmmm!wnmwdlmwﬁmmm

herefore cautioned o dispiay chvilliy and good professional conduy whil= intemciing with
the extmrnal entitizs. [Fatr stitlertt is foumd 1B o viblatien of professiomal code of conduey,
e/ ane b lakie 10 be dlsquaiified from plecernens assigtance /blacklisted®®,



= Al panictmitins supdénty are neguired 1o B¢ prevent in the college onall days for pacamm:-
reate sitivities in formal KdEe=. For el sudeiis this Heany blersssndles ielirt & He:
ancd fie fernale studanies s nieans Inulan/ Westem Sormabs.

» Tristhe stedent s responnibiity tofolaw all deadines ansing out sf theplacemant processes
Foir ke purposs, 5 shiden: must regolarty cheis theemalls, mameses or nofices frem the
onling portal ged comply with the acpcns g required witlin dhe indioated thmblmes Nos

-adherence (0 e tmalinés mavizod to denlal of thE subseguent proceis Uiromes Juch a5
finreiie ot

s Snidents sr=required (0 Jeéep A Track of the cotmmamleatlone r=gitding-the companies with
Job cppartminias. if a sTudent eliglile as per e Job Description chocses 7ot 1o apply for
thre {3) conseciytivesigifss 1o postings. Sen & smy vExly imiy, that deatudent i oo
intoremed in pursting the plecoment essbstancs proces. In such cases. the student will be
deEnvnd furtter placemeEnt snEsance.

& Thie seléoteil studeint Yee will be nulisd 100 placdement ofices: thiidull offés leties will
be thares with the rempaciive nandidnta. 44 job offers =0 be commmminated an fmmeriats
basi o the CEnire for TrEnitg sod Flalemant

® Siadents are expected (0 bahuve pclesdonally with &l empluyees of the College Any

st mishebaviour ton-maimtenancs . of decoram weauid be deal with sevioushy amd
ol L o dlicreslifiegilon fom all Plurstied] rulabed sesisnunoe fri the colibge

» -Any jond. of mishelavicur/compling repomed by the compary officisls will be mken
sevioudly ahd If proven the siidem wil be disquaiifed fom fimre caspun

s Any mudent apaindt whiom. show callse notice/ waming Ieteer Hafse Bead (ssued: will not be
allowed 15 app=sr N Carmps RecTiitment. The shixlens wre Teghires to suhmit & cextifinae
IhoWIng [neir STATENS Periormsnioe s wed g2 Ialislactoly CoTInCy 1y e jnstigte-sigied
by 21l concermeyd departmeEnt bacnltes o e Tty

o InChavg? Trmmng & Flacoment for futher conmdemnon.

2.3Placemunt policy

» The roieof TAR (Tratming & Piacement) Tall iz n faciimaror for plecement salased antivitien
TE does ot giitrentive a job.

®  Studeniiz wim have sgreed 1o avall themreives of plecemen sancs bt are ¥o8 10 pesire
2 job affer st exro: forthe Campus @rive.

®  Frnlmes (o e r:mu_gir'.l.immu prus ity Sop wll ebigitle sttt

o ' Forsecuring & Job. amaximam of five (0] aremprs of selecron romds wi-be sllowed. Haz
studest falle 1o’ dbiain & rondirmed job offey afier appeering lor selssnon mEview of Tve (%)



atgantrations, then he/she Wil momatically opt out of the placement sultsmes from, e
Tinb=rsity.
Mt Offers b Hand: Sudenes sre 2livwed to hold & muasiimum of thres offirs at a time.
Cmce = stident receives three affers: ey must make s Secifion regartfineg J0ceprance Within
& spesifind fimefam=.
The cedlege Tallows a grg gmdent, ous job affer peiey . Upon sccepting the frat jois offer,
sdent will be Erommicaly cossidared a8 placed. and remowd hom l=t of =odents
awinittng job offern. Shehowili not b allowed 1o sttend farther mterviews.
The Black Dotted caniidale mry appbar forintsrvisw malat special permissian of placsmert
officer and Rlsck Listed candidntes will te allowsd otiy on recommersiation. from the
FmnciEl,
*Black Dotted: A candidste  Biace Dottes If Ne /i pemabns unealected and wiiibinly
decyips nat 1o partapae in any cificampus Flacemaen drive.

o T/ ihe fulls o participat In my cu-crmps plecement ecrititmnt dilve,

+ The sendiddie gitwite bl fier willinerees b perticlpute i ang ol o off-
carmpas pacement recruliment drive and therehy Tais 10 present henselfMersel on
i By ol thie placeme ik [FFT,

< oy knd of mistesmidoun foomplsings gre szponsd by M cominy offosihuTER
Cell Sl regiriing the comtldale.

o [Ehesabe (el o paeriicipere in eny nG-campiis placsnent peoudiment grive for £ or

2.4 Eligibility

Toe codlege would fncilliate fingl plecement of it students andergting

CGPA srnivalent 1o § or'hilgher, snd with 86 sethe=baridoge. Basikdog up to/'2 subjects until
4* semestar ot UG and untll 3+ semesser for PG siudems may be considered under special

TRE=H,

Saviebartory condunt with no diséiplinury scrlon throughout the program,

» Al the requinits fes has besn pald 1o the rollege
»  Good atteoitance reccid In ihelr colamdes il hes pood pardolpstion lp Pldcement Adtivizies

(Gaest Lecrmes / Seminars/ Conferencess sty Vinfts see.)



® 7% sttendance I the proposed tatnibgs condisted g e of scement tralning.

® Nesz for UG stodents Mandatiry: pasicipetion it prepiscement tralnifig sd a1 l=sst |
certllieatin dining s eouiae datan

w  Nese for PG emidenes Mandsmey pRmcipsticn o 1 or mone intermnsiup durmg the period af
SO

& Gradusiing sredeits who wish (o parsse foefr setap ambilions nmesd - of . seebkins
placement. mEy seek defermenr fom the @campe placsment provess by chminms
formal apprevits and mentian @ Appendis-

o The Iristtiticn's | piakesen: office will sksmpt @ And sifitabls oppottunittes for defermed-
stadlemits who reum & reques placemnent sippart Witlin 12 months of thelr grausion dae
Flavemnat supheit e seh atudea will be msde on 8 bEstattenmn Pesiz wittin my,
gasiirances of gusranises

2,5 Early Joining

o Coppahles oy indioate eatly kining iy thelr effer lettors. Sach rates will be reperied to the
plecemnent cffioe dd HOD

o Avpressnt tfhe coliege does oot have mm Sxplicl polioy fob ey jolxs. THe collese does
oat mcommge early pinmg ez it mvoives In= ol academice eredits whch may prennlaly lesd
10 iecmplete courseweri and withhalding of the degree. However rueh saly jolting may
b prrTia T depereling o the meTli of the rase i &R CrcumataTeEs e shidemt sl be
slicrewd o joln exriy only if Teopmmendsd by the respective HOD amd approved by the
Princgel

o [Fa sudent & alower 1o Jom sy, then he/she wooid bave to give sn undertaking wherehy
bt rdbie Swiid dilipently undertake tie Adsigunenty glven (o Wimyher and teport to e
canremed facuity mamber on the mummly agreed days

o Fallite i subimitting the dedlpritranty and meeting dioiiey membeds an the adslgned

iy ey result bn witkholding < she digre

o The-smdéent milst manage s Have of abence fmm he: company. to-write thetr - finad
sxamisstiens sl complEtd i scademic regmrement i tme,

» The college reserves the right to change/modify any or @il of the sbovesnesdoned
ruleasreoulatane snd proceturee, wheneyer |t ls deémed erossayto doss
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BE. DECLARATION
1) Do you need pluvesiont sssiyanse? Yo / No

|1 If oy, T ety winih 1 dartare that 1 dn not require Fmal Flacement Summer nismahip
fram carpo due ) folowing reesan
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ANTI-RAGGING
POLICY




ANTI-RAGGING POLICY
1. Introduction
Regging i strictiy protitiited ot SotindErya Insiute of Menkgoment and Schmtin {SIAS) The
Institiszion & comminad o peoviding a sife and conduche Jsarming snvironur=nit. free from any
forrn of rageing or Eresumenl Thds pofsy ouffimen ﬁ'rearr'mrrimﬂ.lmsu:m mesmre, sad
mebisng to cush migaivg witin the lesniitiors i lbve with tie Univecalty Granty Commminsion
(CHeD) Regatarions on Corhima the Menase of Razging In Higher Educational Institationa. 3009,

5IM5 phoids the foflowing principles 10'enmre a ragafns-free environment:

% Z=to tolesanee for ragies In any ferm |physical, piycheioziog, orematinal).

% Every stycent hag the pght o siudy inop eele vvirgpreend fres om mthnidstion ead fesr,
& Fromot and severs acton will ba taicen against those found guilty of tnidulging t ragging
4 Strict compliance with UGC and other legal guidetmea reganding anth ragging measures

3. Definition of Ragging
Accarilhg to UGE, seaging conutiives any coniflics by & snulint or group of siudints tea
camzes of s Tkl to cause physical orpeychoiogical Bam or rajge apprebeneion of Bar m
abaiidr srudsint Thiy inchsdes

< Verhal, phymioal or mental abuse.

e lidecent behavlodr. bclutig sevunl Hariseme

& Foreed aow thar may demesn or mimillie & ssiden.

& Frizncisl extortion of fomild sharing of belongings.

W Any art Thist disngios o gprudel’s sesderie perfonmafice

4, Messures to Prevent Ragging
T proure & ragoiiyg-free campe. SIME iplesriity e filloling Treventive noamites
& Awarsrszs Cammpalgns: Resniar sri=ntation programs for both new sidsnts srd their
% Ans-Reaging Commiltess A dodiogted An=Regping Committee il Ant-Heaging Squad
are smablisied to monitor student Intéractions and cresent tncldent.
» Dheplay of Infermangn: Anl.mgging postes and tnpers see dupbsped promuesnity
Bez5s the carmpun to ipieed Awareneds,



& Fenlmes Theinstimion movides aml-razging hempiitss ani sontact mmb=rs of
CopTRIEE-mETnoeT for Immediale SUpPpart m case of any incigem,
5. Anti-Ragging Committes & Squad
T siectvely sddress and prevent ragging. STME hae comprimires:
» Anc-Fapging Commites
The Amd-Ragging Conmnines compriessenior Souln membern, saff, and represéntatives from
The-srudisnt Tody: The comumittes iz responsible for enforcting the ant-rreging policy and
comeiuring reguiar rerirws of reporesd moidentz
% Chidrpersen: Printipad
Faouliny Raprezsnmanve|
Enrnify Raprssmmtintive 2
Adminlateative Officer

Batwin Arpresentative
Externai Representative [Exsernal -Pafiee radvocated NGO]
& AnilHagani Siyind
The squad consists of facalty members and admmistrative ssaff tasked with maimisming
vigilinse In clastroomy, and oiter canmpus areat to curh mesing, The wusd wsiertakiss wmprise
Ensperiinny ansd aetively meadlon ey’ activites
B. Procedur for Reporting Rugging
Scudentn who-face Or Witnear mgging can report the nciders torough ihe foilowing:
ehennels
o Infdrm e AntlRageing Committes members direitiy.
® Une the dedivated belpline mumiers.
® Submilt s wilttey complyint s the Priteina’s alfive
Compiaimts can be made aomynsonddy to proseet e ldentiy af the i
7. Actions and Penalties
Aoy sabif=nt Ieind sdfy of raeging will fare dissipliney sstion inciudeg but e
Feroared fo
* Swpenion from attending e
% Detrment from examinEcles.
& Ernprllalon Fem b= tnstintioe



& Cancstarion of admtissinn.

Crimingl procesdings tnder the indiam Penat Coga (7€) or severe sases. Al dacllons
wiill b hassd ob 3 Investization by e Anti Hapging Commitse Tollowing whidh approqrests
penalties will be Impoamd.

8. UGLC Compliance
This palicy edlores 1o the UGC Regulstiom on Carbitig the Menace of Hagglng i
Higher Edurntional Institunins, J000. Ay jer the UGC guldelines:

< Hngzmg in any form i@ cognizabls offenze under ndian law,

< Theinstitution wit mherti an snoua teport to e UGE regurding messurss tacsn 1o

preven! mgging and Soidents (I wny)

& 3 onling i ragiing afid nt o8 Thed by asch sdett 3t el prrerts throiph
€, Counselling and Support
Victims of regging will be srowided with counseliing services (o heip them overmome ony Saams
an regin copfidencs. The nsmuilon s oommdited 1o supjetng stuzenis frauh profesions
sounsEling rervices when nesded.

10. Canclusion

Sondsya Inshite of Manzgerment and Seiane fosiems A cultirs & rrsinee] respact 2t
Ecimvenesn - Any vicledon of M policy WIE Ue deal with atemiy 1o ensire 3 heafithy etagens
atmorpherefor all susents.
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EXAMINATION POLICY
Controller of Examination

Seslarfacully pmeniter sprves as b, Coroders of Exarsration (COE] witle e Frinsipal perves
on Chied Comtrallér of Edhminitiong lesling the Exsminhibdh Commiites Effctive
management of college exsme (beth Formariy= and Summative) fafls within the porview of the
Exanaination Cdmiminee, which ls prealdid by COE.

jrﬂafcmmmﬁm'nfﬁmmﬂmﬂﬂm Frmopal
|

Cottreller of Bramiations (COE), UG & PG | Prefessar

| Messibers of Eximinations Crstitittes Fasty |
Facuiry 2
Facidr 3
Fasuiny 4
Facmityt 3
Baciliy ®
Exarm Coll el ] ghive o ver e durgplilinskabi iy




il sl

Evam comurilitess are responalbie foe handling pre-evarmivation logiitles, nterding quesitan
papers lo the required formay prinfing question jupens, Jettins up skimintion o,
facilitating questicn papes-distribaion. snabling invigiiston, sthd mnking surve that sxeminstion
ate yom ellicleintly sl effectively with no reo fir ey foom of aulpeaniice. The comminee dleo
makes-mmshat the approoriate subiess facufty 1eceves the bundles of pafhered anmcsm once
thas wiien b it

The COE: dlsey rnksd sured thad ihe sxamindton offiée Féceives 3 hald odfiy al the bt
swt=mEnT and that the valushie smower acips e rettimed to the stistents within =n dsyrof
the vl of t= inilera] =i, The stk f= also =rubded o the Cplr=gai=i

Tt & st has arfy campEn Shaur the Sxany. tha il alss faken cime of They can wrire i the
=wam o=l mal] pddres on diesly contscl the COL

Bangalore University Examinations
T examination commmilites Works 10 srmiire thae the sml-ol-semestar ity sxaminatiom
i consdueted smogthiy eecording 10 i schipdie. The pronedurs emsils oftasing « gueston
paper from 1= unbresfly, asdignin= an ioviztetlon =k, md giving e woom Invictatoes
Errepticn pRESTE and mapousn booklsrs After (e end of oxame answer bundies are colieczed,
paried and sulimlted (o the unbversity.



2.1 Introduction

The Soundarya inrmite of Monsgemant sal Science oca=d In Benghlnre Iitle, s maisgesd
£ the Semdaryn Educational Troat (5871, wiich is ocmmitted 1o the idsa. (hat the fommdanon
ofediivation Ls the édieation of this heirt The menbers of SET bre committed 1 aclileving tie
rofisge T Thmes maTn oA TmEermATion, exteiEnce, and sfficency.

The College has established the Expm Cell 09 a8 progciive messur=if ascordanee with ts gim.
Since lee founding in 2007, IMS has some 8 lonz vy towerd pealiving its ahijeciive. ond 1=
ereation of e Exam Coll masks yet anothur entieal terimng polt Eralifishing £ sfneln, cming.
sifge, effartive: adsptable, Tanaperdnt =y=rem It ths man chsl of 5IBG' Exsm C=ll TS
mothod will muintss otrics iolersane for untaic snd fpeliective anivities whis guarameeing
ereptandy et tEOlE (ESIng alkd evikuition prc e,

The Evem Coll yesks 1o expeciile the svumiinalion process Uy ehbicesing b praciines suid
PETIDG CIHTeRT- IeChnniey IO aperation. Tois Wil ental crestng NEORcUs examy echedes;
FUNEENE resoEEs Efemven, reieesing Tndings an foEe, and predeiving the waikdty of

Exam Cal alss works 10 proviGe an bmparal and aipliasie assessmant ystemn et sippons
sendens development and academic mmegrhy- It will seskz ro g nid of any moonrRemcien or
wwaelhicsl bisbaidour that could jeopardiee e rellabdlley apd guality of i tesis

The Sam Cell ot SIMS wotks to provide 3 weisoming atmoaphers for seschom: md smdesrs
By being dadiested to efcianicy snd quality. The institution hopes o promossie students'
intellecriaal and peroona devskipment By provining & Bustwsriiy anal rellabis asszssmant
wystEm, EErEly [resanng e for poesiliEner and cmengss i 1ol egre

2.2 Vision " Envigtoning o hutime with courage, coifidenics and eomimiment.”



2.3 Mission: "Our misEsnls 1o Geveiop 3 FronE, aniimr-edge-syetem that 5 povwered by
sectmology. This syzt=m will gusiasss the highest Bvel of reliamiily in all ssting =nd
ameEgme procepsss sine towill be sxtremely effacrive; Textle. and transpa=nt. We uphoid
o geeg-toleraice polley and velinmetdly denounce any Loyt of effeive actlons®

2.4 Objectives:

Tha (Hfje= of Exarninations st SIS hespet for) eevers obestves with = s of cresting o
Fralnation

Th=& obiacthret Inciuds!

1. Making Certain Reliabilitys The (Mfior of Exammeron upes stancdardiznd ssssusment
tecimlglies I ait eftont o provide sxtrentely dependible testing systemds. This will support
pressTving tmiformibty and equiy In the ateessment of the knowiedze and abiitoes of the
shiidaitts

2, Efiminating Unfair Practicus; Regading undsfr and |r=fective practices, the Office of
Examination &8s & Tereiolermmce podoy. By pusramieeing Ihar tre B po exam-related
misbonduct of ¢heasing. it abmy to =vel e playing faid for all studetits

3. Improving the Intezrition of Technology: The Office of Examination acknotiedzes the
roie thet (Echnology ple I copsEmporsry edus=tiol. In otder to improve sfcienoy and
streamiine processes. i Enemun 0o (iegrae techineingy bio s jesting and assessinent
procass Dy making use of daia monagemenT s¥atems; onkine pladerms, and other pestimen:
4. Encouragement of Flexibilityy When condincsing sxami. the Office of Exammation amp
1 e & OeXible appironch. By alfertng otber teating optdis o stideaits with dalglie teds of
ciroumptances. | seebie 10 mees the dilferers needy of the stlldent community,

5, Heeping Openness: Treniparency |5 given a prioriy i the Office of Deaminedions
pEeratienn |3 atRoipis to Seep sxam srhaduls. pollnies, procédures. and sealastioy standsrds
clear and consistent n cammmmcationn with tiodenrs, teachers. anit other staichniders

By sccomipiishing these guals. the SIMS Ofice of Exsnination Hoper th cteEs a swong
sxamifaion system thal preserves flie princinles o0 eautly, dipendalillly, efficlsmy, aud
sponness, aitinmtsiy sdvanong te matioton's growth and sendard ofaducation



2.5 Affillations:

Aa thp central pempatent of edivestien SINMS Beogdhimu lntle siresses hean eduteiomn e

the direction of the Sounderys Educatonal Trost. The SET hes effectiiely offersd top-nonch
highet eticesion it tndis for sbaiil twe enniriee Emn=s 1o lis vairtsxpenance:

Motiwaradd by & vislon of Srwvery, stovmance. i dedleation SIS e e BeEm Ol
graniad e sesmiess apemmgn of exsme. SmpsThe cofizge’s Touaidmg in 3015, thez in .y
arstfEr noyrwerty scocopliphieent,

The Office ¢f Ezaminedjons at SIMS 1o primarily focmed on CEating & comprehanaive and
cutting-adpe-aystein The testing ard sisessient gracetsas i this syztem are desigead to b=
extrEmely depeminabis and 1 b= clr, sdeptable, amd sfficemt, The Office of Prmmination b
dedicared to uphoiding o poliesy of 2ere talerane for smius: and feffective practicss. o
tlpnificans s ranismber thoe Bangalere Universiny and SIMS 3me cprmecned. A o pemifls the
Tolage foliows Be guldeineg angd peoceduses; apaniandd by Bangsiore Universiy for exoms,
Becelise i Usiversity Exanination procedures ave set by Bangutors Universlty segulations,
the Callege doze not have dimedt miiemoe over themy,

2.8, Conduct of Examinstions

The SIMS in erremely rerious short the way exams o conducted. The Office of Exnminations
wits formed by the College with the goul of upholdlng high standusds sl goarsnteelnf llmesds.,
This it fr devered to cresme and ==cuting =n sEminaton fym=m e & cutting sdgs,
trissezgarend, Dexible. pead effi=iend I oo of Iecuiology

The Officé of DEmmation: ot IMS mivee 10 s ssremely dependanle metheds for
arzemmenis and fedling Toey mve o oo poey of 10l feleetng woiicd of nelecive
wehaimotr. The pail of the cel s to develop asniss depar=tabis téstime Trerédm that oah hata
a tig nupmber of oz, Tha Office of Examination at SIS tomrees o expedite the exmmination
process by employiing cufingedge teclnoioy. Thelr fsin apjecihe Iz o offer & aake and
effective sering where Bds oam Sxhibis thetr ablitiee. Additionally, the affive se2ks 1 eneare
Vst the svaluston process i renepesent aned fron of eny Sssss or anomssiss,

Additionslly, the ' Oiltire of Fhieimetive ot SIS Ly dedtiented to follerwity the pelliciide sed
procetures estahiithed by Baogaiors University. Thiz meadees quidng som the scom schedule



36 mooessibe foarwesks priop oo the fined examy: o well in advinee; TUisaigificant to pemsoieg
that the ymiceminy reraime the nrthoriny te alter (b= s sehedile s e

A7l things considered. the foundng of SPMS Office of Exammanan s 4 crizizal step tn regizmg
ifee caliepe's inlssion b quatity. chnge ars eHectivens= In M= clammin

S1NS hae intpie=it pestain aitshnibicd gildebms lor atullenty tekelig nmdverdity exsmm in ords
1o protect asademic Integry mu the standands exteillehed by the udiversity, In order to snpare
comgiiEncs: It s impei=iie that shudeiss héezome-abijuzinted with thess reguilstions

The Labeirsiny =it mintmum sftendance requirementy of 755 i all pdvaen for gudact o B2
whgmie to appeur i Uuversiy, Exsmunations and 553% inoull mubiersy jor stydenia oo oe =hgiaje
1¢ appsar In Formuitive Assessments The College smicily complies with these requirements,
This accentuntea haw' important B i to artend clams every day of the aoadsmic year

The unfvernity semester expme will not b affered 10 my stadent whe disobeys: (he geners]
stanalanis ofB=havionr, diecipline, or cxife of condess This b an mporomt pola: te remmember,
Thoz o consnue (o be siginls for the exems, graderes mesp acc with the highest mors|
churaewr and follow Wl coltege pollcles.

The Coflegey dellication 1o preserving am smomhers Uit mppers sficlent leaming and
acsdemic slvanceinent is demonitraiad iy the crestion of the= siandards The Collegssee=
t0 peotect e Integrity of the exmiinition process s give stitens arcess 1o an squitatile and
TFEnSparefy Svajusion sysiem Dy gusranteeing & high jevel of amendance. anc SRCoUTSEng
Alsripine.

Conpegpenty. It is mperative that esch and every snadsst undemtand these attendance paficles
ikl svialte iy elfsit b Biliete 10 theth rediilstly. Sitents who do tHil Wil il only mised ths
seqiireeanly 10 like pant I the University Ecaminesions bt they Wil alio advance both
acadermicalty and psmsonally.

2.8 Hall ticket issuance:



Dine of the mmost mpartant pas of the examination aysten 1t |ssuance of hall gokeia, winch
ks conimilad by Rengalore Untversity policles. The rocess o peovaing stutlams with bl
paapez can be supumed ap s flows

|

sctmemion Ferlod | BEsmnpalars Liniversity/ UUEMS publids the window for olisgE roll

Sindent Ti=Ealla Uplond The UHCKNE Fors] mesves 3 slecronis afilos] of the

Fyvical Verificesion: Sargalore [iniversity phsically verfies fhe documenss on

T v

Admiszlon Approvall Semmsiore Lolversity wees the URICME Ponel Lo provids
- S patsitgts followg. careld

Hall Ticiet Uglloud: Singslors Univorsiy uplosdis the hll pasiies onfo th nloset i

advance of the University Semester Examinations,

Hll Thekeet Diwzrrbsicn: All shadent 3l pezpes are downiosstad by the ciflezs and =m

w gualified sudents vie tless cooedinatces that the coliegs gppcing

Announcement of Dates: The dates on which poydents will reczive their hiall pasves are

dimeminced hy the zollsgE.



E i . I.! E I » ! .|..

The {ifice of Examimationa shall prepare and anmounce the calendar for warions events/
actiuleles. relebed bo e acoderiles il condiel of exaniiobdlohs,

|I'|i"ﬂif'ﬂil-  DATE

Cotnmencettient of Classes

Tims Tahle md Subient Aliotment Submibslon

Asslgipmens (n Optlis

Pormutlve Exam - 1 GF Sulimindie by Gaidy to FAC

Farmative Exun - |: OF Subimbusion by CO2

| Commencemsnt of Farmatnme Sxam - |

Uplioating Formagve Fxam — | marks in Opoa

b

Ihmmﬂ'iaﬂpi_n::

| Formative Exam - I QF Submission by oty o PAC

Formative Exars « |} OF Sucadlssion by Program PAL o HOD

| Femmasiv= Baam - 1T QF Sismianion by OOF

Commencement of Formatve Exam - [

Upldaiing Fomativr Exs - 11 marss 5 Oples

[ Uploading of 1A rizarie n ULICWE Foral




EVENTS ‘-nm
|

i Lagy wodking [ay ’

Continuous Farmative Examination Rules

The SEME ndrmiaters tve exama a0 =t of S0 Contibooas: Internal Assémament | |CIA) Sy
serresier The firet bs the gne snd & halthour Firgt Interne] Exarmination. o e secomd 1 the
threa hair (CBCS and: mat-and 4 Hal-hout' {NEFP) Model Exemnination & saticipatdon of B2
entlof-vemiester Unlverslty Seaminutan These tests are admlidstered rlgorcudly [
scvordance with the Universit's protoco] (gneston papers, sextng chars scheduleste.),

Epn sulyjsce Has b 405 pasdlog grbde. Both Formative and Swrimatve Asdddimend exsuny s
wiighted tn the camitanion of the 14 grades Parents and suardiang can also track sheir ward's
deteloprrisit anid pefimminibs by viewing the asaesitnwil mieilds on Optrn Technolbglen th
Pereriis and guerdiang are inforsned abomn thely sudenes petformeance on the Firn Formative
clmss truther and the pannit/ guesmlies dequm each Sucents ssademic perfgrmence.

The tolege ce=ntlar lis the dted of off schedoled CIA compoients. ihchiding Ssme A
ummmumﬂwﬂuhrﬂ-lhuuﬁ'smut lpe scteddilli s relusved Exasnipatinn atlentanee

4§ requives, Tomise the intemal sxmninations, vom st shiain prior suthortzation from e
ﬂ@@lﬂl!:ﬂiﬁbﬂ!lﬂ

To be glighle 1o writs fhe Intemal and Model Examimnations a canditate mmnt have #t jeant
¥4 attemlaniE Hh sael £oui o,

The 10/40 matks alloced fr e ftemal svabagtion will he spit up bito e follswing
cREepaties:

For CBCS-Aepeistars. T04k mintinn ate allotted fir iiternal smesament (UG & PG). 1n allgrmsn
witli the oty of e Bengsore Laiversy. e internel sssssament marss thas be boed @
anendsncs. nesignrhente. seminars, fifs thtermnl examinatics end modal sxsminastcn



TR Bliies Adiotes

Art=radance &

-
i .
Semiar 3
B It Exemintion L
Mol Egrnivintion b4

* e
Thitl an

-

40marks assigned for intermal assessmint shall be dlvided into the
following componont:

For NEP programmies, 4% msris aré sintiad for fmemal asssament. It algmment with 1=
narmit of the Fangalore Untvemity, the mtemal sssesoment marks shall be hased on atrendancs,

Azstihen [D




Precsication ’
Fiormiitis Examination - | (il
Fiprmptriin Exrmpamem - [ | il
Totnd 44
PO Component [ | and Tl Sam]
Companent tarks Alloteed
Atteridance 3
= MR Tat (e {1}
drrar ) d (i v
A 3
Preszitatior, 1o
Bodiy ¢ b Eivide |
Teitaii i




PG Component [ 111 and IV Sem]

Cemponent Marks Alloteed
|

Asenidance b

T Festerrrinl Tee erran] 3

Laae Syurdy Propazation (5

I!ullu! By et " 1
i

Tl e |

Academic Depository and Repositery (Digi locker)

The toilowing procedures sre 1o be followed for lasuing the certificates is specified:

i Ne | Chriitietne Brocedune listld By | Losard T

H Bangelore Uplvenily | - Provide Copy of Tde Thie | Offize of | Stmdenis
Warke Card Ceriifirats Eramnisanee

b Pmviskml Degie= | - Provide i phisiiocom: of ene 1ot | (e of | Hmdatiis
Comifiems (PDX} | of digree marks cands adons with | Exembrations
1R FEC papimes =osiit.




SN0 | Cemificates recedure: Bomaly | bemdTo
3 |Demes Comiicam |- Provide Copy bf Mo Due |Ciice  of | Smdents
Coresinn ‘Cetitfirate Eummiics
Clertbicaty
4 Tranzfer Capificite || - Sulimica TC requsstlesterfrom | Oflee:  of | TC %l be
e jerming ctlege | Eraminaas | e 3
- Proyide n phaecopy of onr =i el o
the T paymmmni 1medipT cEneerned
Cotige
5 | Digilocker Reposimry | - Downiosd the Digf focker App | Bungalore | Smdenmn
Procems o view [fum e Play  Sidee | Upleesmly
Upiyrrity Ceptifionies | - Cywagle g eroum,
= Seict "Bungelote Univéssity”
Femster Number end Yesr to
3 Recaluition Peecgss | - Otice the BU circulay s recsived, | Bangalors | Scudlenty
e the Revatanson apsitm on | Univesty
he EU partal.
pay o e peviausbon
RN e e T
T SupgiemiEntory Exan | - Onee ok BU ciroilar lsresshval, | Ofice of | Stuslénts
Prces Solléet (e supplimeitery cxamn | Exunliaties




SlNo

lsgyza By

regittrasiie; Soemn froes the Office |

of Exgmansin. o U e
optlem ot | the (HUE  peital
= Check e mitieas btiere
mitking: the: = it
Select the pEpmee ofition and
Py {0 the puppEmERTTy SN,

Tatiilethoh StEsn

Fasrpant ressipt [Pasmant to the
Collbge Cittes) lur the required
rETEsTEr MR sliestn

-Fuilents

T

Dewpinad, thy Tremmpe 7
Migrainn Carificate froni the BU
‘wehiite.

- I iy thee pyecessemy Wifemeision
Frincipal.

~Mube poyment fur the reghlred
dpeument in the BIF enfine portal
mid|  iterh e Eetedpr
- Sabmit the oot o the
Univernty 10 cdllest G
Cemfiag

Univessity




SlNo

lsgyza By

bwaed T

]

Hal  TickEm  fer

e, Modw], et
IR TR TR

- Famrs o2 Collge Pes and BU
. b= B g
Ml at less) 8%
smendance. fo be elghie for
reswiving (e Hall Heloese

of
Eumminiiois

i R
Form {Twachnrs)
gl copy of #he B
athmdiiee St e
8o mbminyd =
Office o Exautinasies

W-UGE = end

Valusrian/ Revswer

=S & requesd et slgned by

the Principal e Viee-Prinslpl

sopg. wih a3 peapert  sEe
— oy
form.
Chisrl rieEtion witsthisr it ks For
2 valator o revtewer and spedly

CBCS on NEF.

Ciffice

o

Furany

12

Recults [poues e Mot

Procered it
Wropsghy Buiislmi.
Memingng Klweeut L
mEmake et
Lliming o

= Regjuess leflet’ mating the e

wmt ity mgned by the Priveipat
Suppestnie doonments e hall

Lifize

Divyagjan Policy

7.1 Provisions for Students with Disabilities

Tummmdmmwsmmm Cifice of
mmmmmmmmmwthﬂmnﬂm:m
of mmeniies o meet U= wilhgoe Fmssments of Snidents with dissnilities dormg et e



7.2 Appointment of Scribes

Corudleates wie msed the tequitensars set b by e SIS aid ane gualifled 10 wee setibed
seTiced may Ue appaint=d bE the Chisf Canmolier or the- Controlley of Shammers undey the
fellwing drenminEroes

L]

Arywhere b fhee otk # disablliy covrificale et by & qrliiest me=lics! stfrarity bs
TCHTORE |

Studense with diaahlitles sre permitted fo use Scribe's facilibes: o Students with
fzahfivies gy chopee-10 vl thesr e Scrfpe i given advance nodioe

The scribiedezlynnee may o helet & pesition with the Csillegs

He or she-cannot be aelarve af oné of fhe apEtcants who in tikmg he test

The e=tibue'y welrmilonad bedeuraund stiest be loders thap the dandidsey’.

Yo st et g preforne o the soobes mat inchades a declarption

The proforma, cnice algned bie the scribe. needy tn be sent 1o the Ecaminghion oifice.
Lisng the=nibe serviop ige=y; aZ regerad miormstien needa to be emered whils SEng
out e Ikt
Exunmyp for students with dnobimes ape heid ot the exammanon cenme, and the gfiicz o
seoesaiiile (o students with dibgbliltles. The examinniion ceutre provides appropriate
sesring ammngemens for sdminirering exama,

Cinxlidates with ditiabillites whi spipert fof an exdmbietion see grantéed e fobwlog
‘Eiatte. et on e e dnd extent o their deabifity. ubject ta SIMS:mEndaied funms,
Compensatery tins fér the meminaten b510 be siven to individuals who are permilited
m ysescribes 2 por the conesssomne mentioped balow

Qrievance Redressal

Any type of grizwance that he student might bve periaining to CIA, Intemal nd Extemal
Exmninathons, o st Bt be dizusess] with =2 conceine] Clas Coordinstor 4 Progron in
chergs / Aviistare Dean. As far as posuibie. the problen: shudid be resdlvad dt thld fevel

Mafierz 1=t sw pot reealved st e classropm evel must. be Srought 1o e opoee of e
Grieiiies Redraisal Commntiis

2) The grisvance it le stateel i the folliing proforma.



bl Jrsust o forwarded-so the Conrdnatar of e Grisvence Redressal Conprmntes thiough
the= Comrnil=r of Examinations

©) Tha Grevence Redresgal Committsa wifi mest at ingat three Gmes in a yes, twice after
declaration ot end semiatet vesits Lune & Dscember), Depending upon the wrgericy ot
the sltuangr, fhor mesimgs conld he called for

) The Gilevante Redredssl Coimiitde canl iivvite Hiw Stleil Counsellor. e Sttt
Tk reported to Sain the medting. depending on the namre of the srievincs

€] Thit Grimvatie Rrcirestnl Cotstsiittne will tturet i discuss tha tnater. The docliion of
the Copan|iee Wil be ¢ompmbeatid to the Chisd Commaller af Ecepiintion, Conjsalber
of Examipation: and the corcemed pardes, through the:ceapdinsror of the Grisvance
Compibes

0 Al maiacoces o he. examination and ntemal aasessment will be referved 1o the
GHevatics Badresssl Compsttis The Comanltee Wil provide a tir Shnce o) s
stiitime seosmest of nsUpresiice amd ity sl thier Setinig tw e Contriler of
Examinstion.

The Crie Controller of Peaminatioin and Contrelier of Svaminaitons will tilke action an the
repont of the Commitzes
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GRIEVANCE REDRESSAL POLICY

1. Objective
The Grievence Redreseal Fojicy dtms to prowide a ranaparent and fafrprocess for addressng
grigvancesraized by sudemy, fstulty, msl-and other atakcahioldely of Setndstys Tnstinn= af
Mamsgsrment and Schepe= (51M5). The policy stromages opmn camemiinicaticn swl s
fimedy resalution:of {ssues (o maintain & poattive eduolbonE] AnvEroTIent:
2. Scope
This pellcy appdis to grinvemoes related Lo
& Acgrlpmle jesanEd
& Admislyrytive seryices (fieiliter, procemyes ¢lc )
% Infraseraccure) omary, and cther sUpPGTT SErvices
& Any cihiet marter consiong dienalislastion amng sk bnidery
3. Orievance Redressal Principles
SIMS iz commitiad e
o Providing afulr. eficléne. and transparen me2chahlsm (o reslve pevances
<+ Ensurmg that all griesanoes are handied confentialty and witheus hiss
& DHeliy b opnorlukiny for afl partiés to ke Heard,
& Brolibiiing tetalistion sgsingt tobe who e gisvidnoes
The Grizvance Redressal Commmittes js reppanmibie Sor adidressig compinints and
ety thelr 1escintion.
The commitize srristre 1y & folldwy
% Chnlrpersan Princiog
» Faiully Repreosniatine
% Famiity Reprimentativel
o AamintsrEtive Officer
+ OSnedent Represemtarive
w External-Repvenipme [Fafjee FAdvocate WG]

5. Procedure for Filing a Grievante



|. Submission’
& Crisslanc=s mues be mihmited in wiiting (o the Administrative Office of the

Mt
& A Qrievinee Form b3 avaliable at the Adminkstrative Offide. This Tormn reqguiltes &
detalisd descrinton of the issue, e partiss invoived, and supporing documene, I miy
& AMestisiively, etidests of stall map subisit grievances thibbgh snall tio (he dssigrit=
Lrievance redeesaal sonall addresy

< Acknowledgment
& Upon iscept al d grevence. the cotrered Hise will sedmowletge ibwitin 7 wadsng dag,
confirming i alesmancs for review

3 Imvestigation.

& The GRC will nvenigale (e matier thoroughly by gaibeing mipemiston fherm sfl
oncerned partes This mey tnvolve meetdng, consuliations, and document Teviews,

& Both the rormpilssmest il e sccused | = Will be glees an oppormimity o pressmt
thaly sille

© Resolution and Reporting.

& The GRC Wil tasus Itx fniffrios & recomimendatons witkin | Fworking davs of
recniving the commiaimt:
 The rzeolirion will be cormmmanicatad in wiitng tothe compilzinat and rel=sant partag.
4 Appeal

i the compleipenl i ol pattafied wWith te outcome, ey con dpgee=! To the Priesiest i
&tesiew of the Aecislem within 7 working days ofreceiving the resolutm

8, Timelines for Redreysal
Process Timeline

& AdmowlsdigitEm of Gifevanics Withis 2 werkdng dayve
% irveutention and Heatng Within 10 weriareg dayz

& Pl Reenlution Within 15 woing dais

& Appesl (I required) Within 7 workiie deys of resolution

7. Confidentiality



All ErsvEiived will be Handled wdth ttthost confif=ntality to prot=ct the Interssts of the
sonyiaimEa and the keEtitt gt Cially thess directly mwnbved lﬂlhEIrr'mni.ﬂahm and Tesciytian
process will Bgve gcoess [0 e details of (e arievimes.

— aliatt

SIMS ansries tmt 1o one b peralized for subiirdtiing & grlevance in good tsal. Retsllation
against & compiatumt-or any witrkess mvolved in e grevance process will requirin
Hiecplinary actian,

#. Record Keeping

A réoord of all grisvancas hel the actiohs k= vill be midintained bythe GRC for a Fricd of
at b=t 2 e ficam the dite of resolithor. This will help st tramsparssry e
Llsns il =lTHAT

This Grievanre Redresia Foloy will be reviewsd pericdicaily tm & i ramaing sfectve and
aligned wlil the isiinaions goils and Jegal teyuimenty
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MESSAGE FROM CHAIRMAN

Denr Faculty, Stall, and Adminlstrators,

Greetings from Sonndarya Educational Trust!!

I sm dlebighted o ywelearrs o w the fupily of Somdsrvs Ginug of Tnstititons sl
extend inw hearticlt snprecintiom for vour cammitmient to our misedon of Imh:rmg
knowledge, tmnovation. srefioctual and ndividual growth. Scundarve Groap of
Insthihiztions are simmeivrered amal miiazed by Sounderes Fduemomsl Trust Regd.

With decades of expenience m the feld of sducaten socomrmemed with o porpees (o
ysive the Society ot laree, we at Soundarya Choop ef Trshimtions resopnize thas ot
streugth’ prmerly hes inoour Emplovess, We proftiote utmost gpstiness and
trapsparency across funciions that are pecessible o all

Ny pomemitméit i 1o protide the Quality Eduedtion that js comirstend with the
civzsgma weorld through best human resouress ¢ be nihlled by dedicared reachors
arnd w1afl hike you all

Hewig o etrong end anbiral sdvocate of value-sddec education aver the wructiided
wyllabun, T firmly belizve in having an enbanced Inchoiry Asademic Tnierfaes and

CXpOsie B extanive expenertial lemiring sed holistic des elopient

As you embark o thee jourmey together wth us, it i craaial that we align oureelves

with iz highest stndarls of professiomelies, infegrity, sl dedioution to oar
sindores snd cormmmmnity.

Chor Homun Besourtes Manmiin] séroes s 8 compuss, gidbng v bn'our prectices and
polictes to enze fmime: msparency. 2nd cibcicncy I every sspect of o

--_al:hu:u:-ﬂﬂ-f-'w plavs @ vl rofe in whaping the fumie of oue matitution and the

bves of o stmlente By uphioliling the prasiples outlined i (s remal, we
remnforee owr' collective responndbility to keep an melusies respectinl  and
Kipportive ey iommend where everyone can e

[ encourage you 10 feeesil lanwe Yourselves with ew nuinis] thoroughly and utiee o
n p reterence moyowr datly respormibiliier. Lt we werk toacther to uphold oue
inetrtution’s valises and avhies 2 exocllence m all otir endeaours,
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The gmdehnes and the procedures |fod doem in thus Mangal describes about the
exating R Poactices. However, the Masagement’ Tnm sessrves the nght to
imterpret anwnd suapend or withdraw vt or wathomt any aotice, all, or any part
of what is comninesd hevetn the muontnl T the interpeedation of ay poldelme, pulicy
and procedures:coveres in the mamial the Charman®s decmion will bo final and
bmdmg o all the employees of the Ioititutrons

thaml you for jotning hande1n ouy dedication 2nd contribution (o orr shared vivon
por sducsticeml and overall excellence

Wizhing you a leag-lasting relonmehp sl & prelific Cereer af Soundarys Cooup 6f
Enstitvtions.

With Warmest Begards.

CHATRMAN
SOLNDARYA P MANJAPPA
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AROLT SOUNDARYA GROUP OF Institutions, e...

Eutablivhed in the veas 1993 with sim of instilling excellency and muuleasing the
vidues m the young shindi the pritne objective I8 0 bopoot qudlity education
vhisiding the traditional impact. Seundarva Group of Tnstitutioos ban two campuses,
Hovmoer Cantps o) Soupdaryn Nagir Camiiy in- Baugalore where quality
echiscation is inyemted frorm Montessnni t hipher educstion.

Sousdaryy Group of Inmarmon o well stragipred for groommg sa sudenss for
x2ademie oxzollones, encascs and envRseEsy srowing with: talent sxplores potential
abilities anel ervihles exferimerils in lewiing piddennes mid values. Promoles the
szl ind perforring art, endianges e mental snd phasical srength titough ganies
and sporte

Sounlirys Group of Instittions b cmereed = the paragon amimyg the leadite
Ediseatnypa] Tnstfbtoons The Tndtitition |y the froi of the great' yialon and sifet by
oirr Trit Members of Soundurya Edssatusnal Trowt who wre wgll rqﬂn:ﬂ Eot)
amigent pessenaliies. wWho have besa dedicanng theie valaable sarvices @ their
cormmitment in provifie guality edusstion for afl-round excelloncs to its anlenta

Instiuilogs REN BY SOUNDARYA EDUCATIONAL TRUST: -

Sounderys School - STATE si HovVunoor Campnis

Soundarya Sshool - CBSE at Havanoor Campus

Soumdarya € omposile PLT College ot Havmoor Campos

Sowdarsa Arts & Commeres Fromns Calless at Hevanoar Campiss.
Sowrideryy Central SchooCRSE o Snundmw Watger Canipios

Sounderya Tnsiputs of Mowgement & Sciznce st Sopodarys Nagar Canygous
Sountarys Codlepe of Law ot Scanduiy Magar Canmpus

.\juﬁl_n.h.L,u!..-l—r

The Team SET 1 well versed commmnied and dedicated for rendertng the serace of
prosrating the Holistie snd Quulity Edimstion oo the stinlents it culinules
cresmvity, tourishes the culture, ensiches the lmtmdedge. indilly, lntelhoence,
wherpens the: shella exploces the tabents nmd erspowers the excellenee;

VISION & MISSION

VISION:

The VISION of SET 5 1o ensure quaitty education and 1o ensble stfenty to face

the oAt eTIpOrE Y, challenges of the world with SOUTERE, comfidence &
:l!l:l.mutl‘nl.':ﬂl
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MISSTON;

Strive to crente kiviviedge, to dpen minids of the studerds 'to tnke thie advantsge of
this cducatsonal opportmty.

# Torespeat isess and b preovnots the nght expressions of the sindens
» To identify and remove restrabdte on student™s full pardopation. so that
students ean discuss ndividual zapablines.

MOTO!

To develop, 1o madntein s o treswmit trie knowledpe elfics sid traditionn] valyes
that highliahis the sesenee of the zommpositiony of Sn Shankarecharys especially ths
rzd saered “Soundarva Labari™

GOALS:

# Priveule lutest Enoinledips snd doills usiig vandem teclmnligy,

F Dn‘dup technizal comEelienoe u:mlﬂ.m.:! to unph::,:hﬂilj-.

# Celobal expesure twough indusiry intemction and visits.

# Tomimse hi.Eh ethcal and r.nr_rml suines refewmt te sooml r:FEcm.ﬂ'r:i]iﬁn

TahssurEe Y
1t
Iitegnty
Dedicatisn

Lovalty

JES:
Trans
Tm

-ﬂ-ﬂ-#ﬁ-#-—u

QUALITY POLICY:

This guality pelicy Inkpircs profsucnal lcaming and providey exicelles:
mnfrasraciure and fegully with both seadernc ond oulyssral exnensnce,
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GENERAL GUIDELINES OX HUMAN RESOURCE MANUAL:

# This doctuncint shall be called 25 *HR Maduai™ for all [hektutiom of
Sounderye Educatensl Trs!

» Thes HRt Mmuml shall spply to all anployees woking in the Towst's
inutitatitns.

# Tt Trust SET reserves the cight toomend ( remince, i) o meodity) this IR
‘Lauwlmmn:mhﬂmdﬂﬂhmmimmmuhibh&mgmnum
emypiloyess from this dale of it efective tipplerienitntion |

- This HE: Mamusl i exelosavely  Private & sonfideriai”

# 1t the polwy of the Inentures 1o comyily witke-all spplecable e

# it v the persomal responsibility of cvsrvbody 10 the Instinttes to obsorve the
stiticierdy of conduet widd othier requirestiznts of codie of conduct.

CODNE OF INSTITUTIONAL CONDUCT AND FTHICS

Preamihie

The Aampsoment of Soundaryn Eduvestionial Trowt bBeliewven that for an
Inshinibion to suceesd . prow pnd ewvel it siseis te be anchered to 1k Valies and
iy eie Akl me epployees to comistently dsplay these valuce mithic Soure of
ther micrectone

Thie Code o Condiet and Etcs srisculaced below, embodiss the Insiviuiios™s
% alucs and codemom 19 lay down guidelimes for employees 1o Sollow m their
davo-day wouk life,

Instmotions’s Valoew and Beliefy ghall act as the guidng penciple an the
stimmemtion, interpretitios snd periodic review of the Cods of Candust and
S TES

The Code of instmutional condust and ethics applics o all employess and officers
of'the sobeidiarios and uifilintes of which sre referred 1o in this Code ae Trntitution
or the Tnstifations

The Trsstiturion bs prodd of its repututson for bitegety snd honesty wnd is conusitied
te theee core vhlues Pevsonal respondibilits s ot the cofe of the Institarion's
prmcmles =nd cinme

The Iustitotioh”s repnniition depeiitls on you msindsining the highest' sandards of
condugt in all the instifutiona]. chidemore. You have o peisanal repatisfhuling 1o
profect the Instmtions reputation to “do the rght thing.™ and 1© a6t with honesty
anrd Integrliy buall deslings with parents, bstihaional permers and pec
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Enmploees should not tfakie unfale advantage of dny one throush menipulstion
conecshment, e of provileged informatom, nemepresenraion of mazerial o,
o &y other unfsir — dealing praee,

The principles sst forth m toy documem deseribe how you should: comdet
youreelf, This code does not =lidrews every expectation. o eomedition reganding
proper aned sthacal instibahional condnet,

Tn-every mpteutionnl —melated endeaoar, cuplovess must follow the ethicy and
complismee prinoiples set foeth n this Code as well as all offier applicdble

Ineftuliors polices mrd ]':i:b{::dmﬂ

Enployess are sneoumtable for resdimng. imderemding, and adbenng to this cotle,
Erplovees must follow all levs mid nules relared 1o the [nstitutians actriinizs, ond
your behror should be' beyond mmponcl, wvoidmg mnd lunt of wiosgdomg,
Faiharss fo do so conild resuls in disciplinary action. up 1o and mchding termimation
of auploymete

i empioyees are unczmain sbowr thar roponsiinlmen. they thoutld refer to'the
releimnt sevtion of this code. 1 vou ere «till unsire, speak with your prificipal o,
Pl prr.'Il:r conunuuGEis Win any of i0e olber designated contacts. if an
emploves 1 pnoertin heshe may seek fim passtance.

Dhiring or aftet the etid of the tesiore | etiploymeht, emplovee showuld not wprodd or
samment with negative note in any madium

WORRKFLACE ENVIROMIEN T

Instination ¢ comuutted %o prviding plessant atmosphere and positine wock
mvhience, frec of all forms of unlweful discomnration including choracier,
persomadity. andd any type of hargesment

DECORUM OF DIGNTTY AND RESPECT

ﬁ:r_t lestitotion s Arestzl m'h‘qglh lizn ary the tﬁl:n:t_ﬂui H]lll.li['j ol '|_'ll| .Hml.;inte:l.
Sines warkng msynchrony = vl to the Institutions contiimad fnecssa, mima]
rieapet must bz the betii for sl work relationshizs. Engaging in behavior that
ridicules, [elittles, wtmidates, threstena, or demeans, pifesni productivity, can
pegatively impdet the Insbtution's repiiation. Emmloyees are expected (o fread
athiess with the highest respect and dibnitv that any reasonable pervan may wish to
recerve. Creanng: a work eovironment that & mehusae. sipparmmg. and free of
harmsrent oo ymlenfol heermination
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EQUAL EMPLOYMENT OPPORTUNITY

Ths talenis and wkilly tiesded to conduct mstimotional zrowth i not hiemited to 2oy
I.uu‘l:iustlsr Foup ol ptl.:![.:!ll.-_ I_uamﬂmn b= a Im.iudtu;uil.qg goumfienl fo o
mesningfil policy of squal employment apperiunity. The Institudion’s policy 1 to
castre squal employment and advancsment tq:rpmmmr;. Tor oll qualifted mdividuals
withom dstinctim or drecrimination becsse of toce, color, relighon; g-:rrﬁ: pexxein]
orentmion, dpe, nshonsl ez, disgbulite, eovered veteran stans, maratal stahe, or
any ether unlowiin] besii -

INSTITL FIONAL OPPORTUNITIES

Enployies owe's duty (6 Tdshilution (o sdvance iy legriate Julireds. Enplovess
ars prohibied from compenrg with the Inshution and from uang Institutjonal
property, mfommtion or position fir personal opportunitiss ad gain

JOB RESPONSIBILITIES

The wisttanon follows lmhmg. ressarch . admmistratron and co~surncular a5 the
bauae smucture for ssgemang job r:tp:runh!.mn The job respomsimlitios for
lc:uh.mg i um—lru.dmg staff il be d:ulputmd bayve] on then !E.‘I.j.l.ﬂ..."ﬁ‘i.:
departments 2ad job Gestrigtions.

Every employvee shall ha::th: viatement of their speaafic roles and responaibilitics
:uﬂ'ﬂal:d o them sie! shall -l:lIn:ﬂ'_n.- aithere 1o the samne trethes with the
responnibilitics mecperl woea-oripation with the related wiaff. The managsment
ressrves the riglt 1o change or modfy the sesigned sodes and revponsilulities =
f-:qmmd irz thie proceis ot AR ’:IH: Insrmdioiinl objoctives

CONFLICTS OF INTEREST

imtmoton - policy probebite contlion of mnerest. A “conflict of mserest™ ogcurs
wien ymr prawie interest interferes i mmy way with the interess of institstion. In
alddition &2 Fvoidine conflicts of interest. Emploves should alsa avid even the
appearsrice of & contiict. Anyourter of conlffiel, erher matinmional or otliwrwese. if
toumnad affecting the opermmionn of the fnstitdion will be daalt as per the decimon of
thie Trust,

COMMUNICATION OF CONFLICTS

All potesmial 2nd sctual conficts of inteyess or mterial tronsgotions or velutionghios
thet sessonably conld be sxpected to groe nine 1o sush's conflict or the: appearinee
o wuch as confhict muet be disclored. If Emnleves have sny doubnt aboaz whethe:
& eontiict of itered extsts afier comsulting this Coide, T the shiwld seek assistarice
tronr the Principssl of Managzmen
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IrmtEmtion ‘and its sesociaise will not divestly of indiszetly chpape in bribers
prrtiaity, Emyofis, or other comgy peumfomsl practiess, m their relatiom: with
governmenial apsnses or TETETE

AUTHORISATION FOR OUTSIDE ACTIVITIES

Yo moy not serve ae a ditector, officer, bmistes. nnd pautner o in any. other
prmcipal position of pisiher fof profit or publicly kold cegatiaticn o Institition
without the prior wiitfen approval of Institution™s Awtharity (or @ desiznee). Yoo
slistild sheain approval from the Instifusion's Trustee | Presitent before agresing 1o
scrve om the Bomnl oc it n principal poartion of d irmﬁ:"i.-ma.'l Esackcialton or i Bos
prof oreamzaton. Tn anyevant, Micse omneide setiv e mome (08 TMPEcE i anyweay
your daily job resparaibitities your cormemt postion,

SECOMDJOB ' PARALLEL JOB

Uinless the Instiimtion offterwise consenty witinn the listitation, you will devots
YT entire reseuroes mrd (0 and wdivided aitention sxclodsy :ii.' Loy Lire Trestibirteions
during the wemw of yous emplovmens with the Tuatunem and !l ot acceps 2oy
atlisr :n.'q:]u;ulm.l of crgagorctn [t bitee o full time i mablare I]'.l.J:Er.m:'_'r i
othetwise) duriig the emplovment with the Ingfmtion. Emplove: shonld not reter
of e aiinlctits oy onpumrstion or scifun oyl

VENDORS, SUPPLIFRS AND CONSULTANTS

All vendors. supplicrs and consultants shall be approved in accordonce with the
mwumpnh:mmﬁ;nwtdm#lmmuuuu a relationalnpe must be fotally baed
on their alalimy to compemtiiely meet the Instration”s needs. I your mssosintion
with ¢ eurrent o ,:m]m:hitiuﬂmuum endor, supnliss or gomaultant is 0Fa sature
thist gives ribe, ot potetially gives tise, t i candlict of mterest, the Tnwtitaticn oy
have 1o refram fiom entermyg into the relationship snd, m ey sveat, Emplovess
met ot be mvodved o any oev with aporoing, mesmagme o inflicnems the
Insttmhonal relatHonship All vendors will be treated ah per thie: Segregation of
Diuties (50D} of opemiions and pursheses mnd spprovaln will be ander wle
darecton of the Trow

PROTECTION AND FROFER USE OF INSTITUTION'S ASSETS

It is the oblizstion of evely eniplovee for safeguarding and appropeiately vathy
Inetiohion ascets. Whethey thoss aszety myithe form of paper files, electromyg datz,
compRiter tsemimey, treidermmtis, nngihle mnd infmnzble assth or athemwne, i+
ﬁﬁl'lli
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USAGE OF TECHNOLOGY

Sefeguabding cottpiuler resdiirees 8 criticdl because the Institutipn felies on
technolegy fo comdnet daily mstrutiomal work. Software o proveded to cmable you
to perform your job and 1 coverad by Tideml copymgin lavs Enployess cammol
dipleste, distribute. or lend sofivare to anyone unless permutted by the wriren
agreeiEml

Insteution: provides -clestronic mul {esmml) -and [ntemet seocss t zsast and
fnmlitele mdilstional commmmications  for F‘I‘III.I:'IFLI office am! offices aa
n-:uﬂrf All infoemation stored. omasmitied, received, ar contained n these
aetcn i flic Institution™s sole property sl i-aulyeet o e peyiew ol Bny tone.

All gl andt Intemet tee fmit be conabiieat with Inatitation’s palicies, practices,
s comraTmteni 10 ETESHCIN 2 vk et where all pereom are fremad withs
revpest amd chgmity, Becaune these symemm provide access o 2 wiorkdwide
sudienve, you should sct ot all times s if you e representing Tntitution 1o the

pulke sl should proscres Tustitstzon’s systern scsmurity and proteet i ieme A
taaﬁemah: Y'ou et act responably end adbse 10 all laws and lnstitotion policizs
wwhen-using s-ril or the Intemer.

You must use your sopmuter approeciately m sccdwdance with she Institution
stindinrdu isnd be sube 1o semne both the comprater and all dabe from low drommge.

o¢ unsuthorized aocoes; reporitng all maEncen of unmmhornzed accea W the
sromagrerrient via head of the departinend

SERVICE CONDITIONS
INTRODUCTION

Theee rules almll be known s Senvace Comtitions for the Temchmg, Adminiatrative
& Superviery Sexff eploped with Instinition campuover. Theve service conditions
alisl] come wio force with effect from 117 Septemnber 2024 srd shall ipply 1o all
the staff m full tome emplovment and shall remain m fores unhl amendsd an

pecessary from time 10 titne or supeneded by 2 fredh sct of service conditions, Thess
will on ll'.'l""l.ll.!l: il ilrpﬂ'nﬂjl: the sarlier lod downt Rules tetttn mmd Condittoms of

Semacs, (fany

DEFTNTTIONS:
inthiy document uniees the context othernise provides: the word:

I. Instiution . Institntlon's shall mean Sonodarys Edusational  Trost,
Sauntdarya School-Srte, Soomdarye  School-CBSE. Scundwys Central
Schdol Sotmideryn  Comboale -PL] College Stoimdeiva  Insfute  of
Manapement & Scienoe, Soundana Collegs of Law & Sramdarye Ay end
Cominercs Evenmg Collegs
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‘Management’ alall mean the Manapement Teamn & Soundarsn: Group of
Drestinstiesns andd ther represerpatives. Trvst Beand of Oovernom * Governmg
Counail -+ Mamapne Commattes aod it Charrmmsn © Prevident ' or bow - hey
pniriee acting an thefr bebnlf or any other peron authorized i this regand

‘Tenching Stafl” sholl mem the sl engaged i the act of teaching and those
whi e e werk duning vaestion. Princimal, Vies Prinsipal, All t==hes,
wheect HODM, Coordinators 83 well o co-ctoriculsr toachers, Stddeat
Couneelorn & Speonl Fducstors, Lab Assivtant, Tobranan, Numpse: sic.

“Nop-Teaching S1aft shall mean the 2] cngaged in savitics ather tim
teaching Admivaon Counmelory tegm. Institetion HE. Adnin "I-I.I:Ir]lﬁ.l:l' a0
rest of Admin esm comprmng of - Accoussand Seeen,  JTL
Receptiomast Tromt Dk, TmmwpEt m-shorge ot

“Purt time ad-hoe teacher ' Professicoal / Comvuliants & Contracis” shall
mea any peivon r pemans of assciation who fs enipleyed for 3 fesd
periid for the specifib objectives mi the Initituten and shall serve the ipecified
number of hours © days penweck as per the Contract of service or & teacher
who s beent ompaged w0 Gl 2 tempimary vackky, or whc has besn
*.ﬂ:lIi.'F'.‘l'FFII'.lJ.}l‘ -ﬂ]’.l-PIU"r"E‘I'.! I:I‘EEI‘.LI:IJI. Eﬂlﬂﬂ:ﬂ! "'rlll;ﬂ.'l:l-ﬂ:r o 'I."l.].lul:l i’.‘! ITII.'I.IJ].H-}EJ JI.I'.I.
comnosion With 8 fomperary {eatase af work of 8 permment natige, or exXing
T'l."D'I'II-E fITﬂ'III.E ﬂl:‘ hr imfﬂ'ﬂl'q:l]ﬂfﬂi [BERNT] 'I:I'I:E_]ﬂl'.l]"i- F.T‘ﬂ 'ﬂ.'l]' & I:hﬂﬂ
periiod The mere fact that the period s b:’nnmlmgndbc;-m&th:ﬁzni
Fost o thesit om ad-Hoe errgployee may smuctimes Iz msfead tio o wioeke wihech
w of permament naturss will ot 2nve the Beht to msh feschers to clmm
pamanensy | ghsorptice. At e and of the specified penitd af contraey of
sersice. 'the ssme shiall sonanically cosse and mach teacher’ cannot elniri

reguianration of fus her job,

Prufeszinnal anidl comsaliaoty e these whe heve been EI|EI’-I.:I.'1.i 1o o=
ﬂ:.: pectiic performance of the contracts duly simged amd piven by the

of the Trust swho e requiréd 10 pomplele the sindgned teiks anil
-lm!l repiort to the Management of the Trist eattplving with the tehirs and
comlitrons surpuleted m thes respective contract

‘8. “Retlvement from Sérvice: - An cmplovee, if codirned. sy cotiinine to

hold effice nil the retiremeny nge of 60 vean, wibject o gtmd cvmtuct and
dincipline aud the stifaction of the Manazsment. An smployes shall wand
ritlieved of his dufies ony 'the date of his attnining the sge of petirenent
Theroatter, in surtable ¢zsce. ho'she may be piven fresh appoumment 3 a
retiresd person on comtract haws for 2 {ixed penod o om (ived renumeration
sfier bleing the srpreval of the Chairman Presides or hisher umines Sacl
persons whall not hirve any substantrie right to the poudticy and otiser nahn
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priviieses otherwde admivable 2o o cployTss oascp TPT 3
defined in the paliey,

“Notice™ mesns commmmISANon in Writing. required to be ziven, o posted for
the mirpseze of tiese Rules

§ "Motice Baal® memms 3 Boand expecially meant md fixed m o conspromous
place for the purpess of displaying smattey or infonsation or nofice reqiired
to be posted tmder the provisions of these Service Conditices of uy othes
enactment for the information of all the Employecs

MANAGEMENT PRIVILEGES:

1. The True seserves to itsalf the nght wathout giveng any previons nobice to the
emiployess to amend, aiter o add to any of these Rules and these shll be
bindmig o all suplovess

2 Without proudice #0 the provisioms ‘of the Edocation: Acts of the Unios
Temmiaries Satén the Memngemient ahiall hive e n'h']::t o nlfEr 'churng: il Eny
time the seale of pav and other Bules’ Conditions of service of any post.

OFFER LETTER:

A lettet of offst shall be msued to-the candudate selected 1o the posinon. A segreed
confomaien n token af heving recemved the atfer leiter shall be obluned from the
candidate.

STAFT ONBOARDING PROCESS

PIRPOSE
The objectrve of formalzing the Jomumny Formalities 35 10 endnng that he Gow e
has m extremely plessant expenence on hisher frst day af the fnstrtution,
PROCEDLRE
To enstre it the seiw stufl mesnber auilies o stoooth trancition e the mtitution.
it needs 1o be manised ot t2o levelh—

» Fnoamng thel the matitittem & well prepared 'to recene the new staff on

the day of jeinmine

o Oliteming @xd comobdating mbgreshen pertamng o the sfaff fop the
Eaployment Darabasc,
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Insrimuticn’s Preparedness

The joining time forrmalitics commcnics 23 soort as the Offer Lattar has been maesd
1o the candidsss At mny grven point of tins, HE sl hove [t of centlidates wiso
have besn ofizred and thorr date of joimng and the deparment to wineh thiey are
Joimmg,

To maks wurg thar the sew vaff has a pleasans expesence on his-ber firgy day &
imtitiens it s cwsentinl 1o emare thmt all the relow indelunls  dmd
functions depaitnonts are awars of A pgw hire™s joining the mattution

As 10 o8 the oppiintnen Jetet iy idied ond the prodpectite witil confirte the
ditte of jaining. a pie soming intrmie will be given o the respective fetional
head. Alo, required mnformation will be given 1o faclitice depurmment for sceting
arrangTmesty

HR department wiil be in comstam touch with the offcred staff to et the
canfiniation on the telieving foimalites with their previots emgilovet and dhall
colleet tive feetdback on the offcred statf in the proccss of hackeround check

In. consultetion with the COTICErTCE functysnal hesd HE Diepartmond shsfl o=
ordimate with the concerned Departmenty such as Administration and 1T department
to fheibitnte fiir allotinent of either a laptop or dealidtop sad the stationehies for the

new Smpioves s required and specified for the job.

APPOINTMENT OF STAFF

1 A letter of appouimers ehal] be siaunied 30 the cinudidee sppoimted o he
peossion within 3 mentha from the date of jomng. A receipt mtoken of g
recoived | the appotntmest onder shall be obizined from the candidinte
dppuoitted. The appointment onder inchides s wundertalang by the tewly
appoitited emplovee that be'shie han read the Service Rules of die Insunumon
eny promotes to dbade Iy thetn

2. Every emmployee akall submir photocepies of all docmments 1o the Trot office,
whigh prove the shucaticuisl apnd prodcasional qualitications of the cmployes

JOINING DOCTAMENTATION

1. Photogrephs — 4 Mo
1. Copy of Addresi Proof— Aury changes 1o be mitmsted to the office within 13
'I'.'!il:rl
3 Copy of Edvcatitmal docuttents supporting qualiScutioe and Oiginals for
Vieritigation
i, Copyof Expencncs & Relisving Cemficates from presaous cmmploymers
S 1% 2f 33




*. Capy af Aadhane oyl

6, Copyofthe Passport  Veter-1d Card

7. Copyeof PAN curd

& Copyof Bank Peabonl | Cheqoe

9. Declarstim reguiilivog Brtechon OF Thildred fron Sextin] Offence-POCS0
-and Protection: of Sexmal Hamssment (PUSH)

10, Lagt salnry drown. cemibicate. in cose gprevions Instriution. doss not provade
then any other supporting decuent such 23 Foem 16, salary cxodiied banlk
siztement, dpspointrment lemter | indretnent lotter elc.

11, The Appainting Authority w free 1o condoet backgroupd verification checks
for all its" employees w any poist of tme duing dhe g of their
emgtlovment with the Tntatetam,

12 The Manzgement reseriss the nehit o eall for he onginal copice of fhe
surtificates of crstlentiuls of iy employes ot amy Hme ard non-production
thereet shall be desmed th be 2 will full and deliberse 26t of inmubordinanion
Labile for discrplmery gotion michnding the sathdsewal ofoffer letter - latter of
appomimend, the termination of apppmiment ns the case may be

in confirmation of havmg deposned the onginsl cestificaton of the employes
the Munsgereit will isue the acknoiviedgment letter 1o the omploses whe
shall subimit an original eopy of such schnovdedssmeht letter bazk to the
Mimsgement affer he sessutic of emplovmest for the purpose of eallectmg
back hie  her analnsl ceraficates

[ addition to the sbove the following schons nezdeto be compisted:
Regtatratoon for Bio metric attendance

fssre of T cunl

Orpetiiriz of seiv10e bodk

tutimatien will be grvento IT depurtosnt for pentmg the ma] . Ao
sequest for visiting <ard (if 2pplicoble) 2nd 1D cacd will be gven to the
pmacined on the spme day

c. O completion of the jommmg formaities, the gowe sast will zo lhrw;h

tha aduction presemtion by the H P department aned prorsond file of
Hie e stnit il be opetzed.

BN ra

INDUCTION PROGRAMAME

Trodeestiomiin giﬂ.mmﬂ:m etaf] by e HR depermeny moorder 1o bnilien e thets
with the matiioton ariain, orgsmizataon stractire, surrent and fitite plane. This
pﬁ_xﬁamiﬂhmlpﬂuum untT meeribier to Bt foed b with Iristibution snd I:nr_lpa.:'u:l:
downr incthe work eovironment, It wall alse help o the new staff m petms
soustomed to the process angd syvtems and become produstive Inductim process
ala gives the mew sl comifirt and condiienes
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CONFIDENTIALITY OBLIGATIONS
L Institution iy commiited fo mmintam or take eare of students * parendy and

bl

gapioyee trust. All inforsiation, whigthey it re mtitutional, stadent © porents Or
empleyee-reiated, mist be treafed in o condrdental mammer. snd diszhoning 3t o
bt ke thoee people vaho hove am aporopriate mehtitional or h,g:d reason o
have sceess to the informmtion. You nesd to take specinl procudions when
et miormanon vis eounl, fox the Inferst, or othey medis. Alwiys
rememiber fo treat vl such commussestions ae i they were public documents
g pricsed om lstierhssa
In addvboh. imtitiution mestmgy are cortfidenndl. You miy rot the it Gr
ndes CUPMEN? o recond these mectinas
In the courve of your sssigrment with us, sl by virtue of the sositiim held by
yout, you umay soquire (oformation, technigdl or othoredse, nchading my
comprimer soframrs, which s confidential or proprictary to-the Inestiphion: Trust
of e submadiaries or athilintes, 1 's cumtammers, suhcontractoms or ey other perron
o Trust hurving sy kind oF assoclation or reletionship with the Instinstion Truat
ot itx atfilites or subdidmries (together “Confulenti=l Information™). You sl
ot all times during your eoiployment with the Initiotion  Trost  kecp and
maaintEn stk conbdentiality of sieh Copfidential Tnfoomation and data ’thm
mFy chme 1w pesscancn or Eneviedee. By virtie of e cosjeement. ore
wichy mivemation only semay berequired i the normal ounee of your work md
stiall mot desclone or divulzs amy wuch intommtion or detw, withowt poorwiitten
consernt of sn suthorized offices of the Institution . Trus.
Employsos shall a2 afl omes. whether during or after the rermuostion of sy
caplovment, act with wemnet fidefry and shall not disalose or divulze any such
inaforriatios 1o thisd pustics o nssloe e ol such Sformmtion for yece o baoeflt
o otherniss howeoerer.
E'IT.I.EIIIF::::! 'I."l'li”. 4 [ -qu-lTl"I:[llGr_ I:I.IF': i a n:enﬁ'l.t'l-"_ﬁfﬂﬂ., @ T-I'E:E.'EH;IJI THLEY fﬂml
or by mny means - elestronis, mechamcal, photocopying, recording, scanning o
dtherwise - any copyrighted nuterinl or othor Confidential Mnftemution. for voue
oy betectit of for the benefit of sy thimd party, aithier doring The term of
eznplogmont o theresfier
Upon sxpiry or terminntion ::l'}t:ﬂr:mplu}mt with the Tnytiutzon | Troet you
will eerorns end surrender to the Institotion | Trest all sxh Confidentiol
information meludmg without [mitetion. date. miecation, files, books
t:lq_u"{n::h reporss, doctnente, emanuals, aadio aod vides 1apes, floppics and
chiscn irid biry oilisy knowledge databases that come 10 v o iete entrusted to
vou in the course of your emplovment and shall por retain poy cops thereof 1n
ery form whintvceyer
Ernployee mayv be required to'execitz mich other or fitrthier Asreemermts da the
irtinamson ¢ Trust e it affiliztes o0 customers may requare i tes regard, from
time o tme Provimons of tlis poragraph will contmne o be snlid antd btndmg
oft vou not withdanding ceranon of your employment with the [nieitiation
Tiust,
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B. Ermployees shall not diselose 1o any social media. publie papers. journale,
prmphiets or leaflets, or canse 10 be dnclosed ot any time, ey mfrmstion o
documents, official or othermse relatine. 1o the Inafitutioss  Truat o1&
whsidinries or affiliskes. customérs, sub-otmitroctors ar uiy odbier person o
imstnanon | Trust having amy bmd ol sssocmtion or relationshio win the
Insthtonon - Tret mnd or ite subnidiones or effifmtes, excspn with prior written
spprosal of the Instrtitson Tt

9. Emplovecy etiall not disclose the saiiey  rermumeratiin to other employesi.

GUIDELINES ON WORKING DAYS, WORKING HOIRS &
ATTESNDANCE RECORINNG

1 Wesk Tomangs & Buvs of Wik for Acadesmic Smff The tmings of the
Irstitrion shall be as motified from tims o time from Meodsy to Satetay
except the pullic holidays commmumicated by the sumsgement. au per Central

State: povemment nofiffestion. The principel shell commumicate the wetl
nnunes - chanzaes m work fimings, including that of Samardays if amy: of the

Institusion as desmed it poid mpyroved by the Misnagenent "ﬂn.-'m:km,gl:u.m

for all Tostitemionn 10 be defiiseid location wive: an per requitsments post

FrEErERSrE Tl lH'.umal

All emmploysee of the mstinstion stinll be presem in the Imtitution #i leest! [0

mmates bofors the start titne of the Instimtion

3. The principal vhall ensre st all Employees come on time sod lesve n per
their respedtive Wwosk timings and are present on their revpective duties ot the
ditevhed place of warke

). The Tnststetaon shall be closcd forvacations ak per She aubdclines of sfillatzd
Unavermty, detmls wall be-conurmrnostad by the pramcrpal,

& Eoployess may be requised o repont for tmining | workshops oo | e
clitsien | events | conferetices of my exigediy of week during holduys
vacanon days which shall b_l:mmm-:d from time to fime without any exrs
rereiisration o besvefut

8. Warkings hours ne defmed 3= mentioned herein balow= -

Ll R

DAYE TEACHING STAFF | NON-TEACHING
TIMINGS STAFF TIMINGS
MONDAY - S0 s te 400 pon 230 amm o 430 pas
FRIDAY 900 am to 300 pim
SATUMDAYS B0 amte 100w | 830 2w w160 pm
0,018 nen ko | 8% pm

However, dependme on the requimements and exigencies, the Management may of
anv time change modify the working hours in enfer 10 meet the needs ulfaum.’r:mm
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ailminisratve requirements. Whenever wizroh changes in worling hours are notified,
all wialfs are requested 1o extend thewr ce-operation.

7. In eeve of exipenciey of work sny etaff member muy be requited 1o woekl
beseud the nosmsl working bouss. Fer such exire work performed e sinff
will mot be pald nery additional resmineration | compemeation of duy kind,

5. Attendmes recording wall be-the mdimdm! respansibiliy af the conerned
staff member. Howsver, in rare cases of wyy staff member foroets to pmd:.
thoyshioald mbsni e HE d EEI-EI."_'I:IIIIt l]u'n'l.l.u]: their HOD Tor regulsrization.
The viall mombers should pot maks this reeslanzation as a hsbin

BRESS CODE POLICY:

These dress code rules abvays appby

1 Al coploves must muintuin professionsl sppearance.

7. ANl smre most be twlk-:limrqmll: Clothmg that » mrended
forworkouts amd guidoor aciivitos b oo wWlewed exthiding Co-
Currenlor Stalf

3. All clothes mmst be profzenonal. Clothes tha acctoo revealing or
m::pp;upmﬂ: Sre 1ol allowed

4,  Enmpleyess mun aold clothes  with stamns the  are offehshe

or inappropriste
Ensrfution T card st beowom a3 all imes winte the apployess are

ot iRy
Gentlewen: Busness caaunl oF formal st

5y

Ladies: Besinees cnstlal o profesconal dresves
PUNCIUALITY POLICY:

L. EvetyEmployee slull wttend thelr dubed i {lseir ditected place af wiork: itiode
thr hennuoen. ac the specifed ume after markine: “attendance on the
amendancs reiter safiviare

2 Latz Log m aml Emly Log sut: A gmes time of 53 minjites i gven in a
momth Freguent Lite coming will invite discipliniary sctivn in the form of a
g jefteT.

Caleulntron of Joss of Pay for kate pumch followed 24 per below table:

%l Nea, Late bis Hours ju 8 Deduetinn fu ferms of

month Diaes as LOTF
I olodwoige | O3Day
=1 Q:00teDE00 ¢ Ol Dy
3 05050 OT00 1 £ Davs
4 (700 o (SO0 02 Dave
3 FhendAbpe | 73 Daws
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3. Asy regvlanaation of atiendancs will solely be ar the dmsrstion of the
puencipal

4 I.ftl:u:l shave defined late coming reuiting in dechwtion of legve without pay
1 tepeed i the scadenuce year, Gaed it dhall qualify ss enondt of Meinheal
latz-commug. and may entml d:q::qp!um'}' ction, ag=inst the soloyee. if the
hatxt s not sectified. the emplovee muy aleo be lisble for dismssal from

D. For sny coticésion vequirad for lemiiiig oarly prosapproval foe the semie is
mandatery. The approval will be gt the discretion of the Prneipal / Scetional
Head! Marmgemrmnt, The same wall have 1o be regulasized through the svatem
soffwme '

6. All spleyees who hahjtally lerse Hrhttlhmth:pﬂ:imbn! tirne ahall nlso
e liable for dednction fom (her respective salariss, propomiicnately

LEAYE POLICY
Sistt mesvibers 3 valuable sidcts for the Insviniion and s gresth) The lerre policy
o desigrred o monvaie the stafy wmersbers and ol to setnevs g work ife balanes.

Farthe Pl'n’i:['il:ﬂ"rl.l:ﬂ'nt_ nnh:mrhr yenr 16 teckoned 2% ﬂ'n::,.-:m*l.:  from Jome to May
of each vear.

TYPES OF LEAVE,
1. Cosuallsave

2 Vacetwn Leave
3, Eamed Leave
4, Sk lee

S, Matermty Lero
b, PatemitsLowe

GENERALRUIFS ON LEAVE POLICY

1. No lanve shall be chnunduumﬂurufnght_.h shall be grestied neciriding to
the exigencies of service.

< It requited, the Mammesment Prinsipal’ Reporting Mangzer oy tafisec, or
revoke leave during the scadetids term or vecaiton

3, Nomember of the staff shall leave station at zay finse witliout peor permEson

4, Applivesan for loive nuisl be- sutsninted wiul got susscbioned in'the wandind
procedtires wet before proceeding oh leave.

% Inoosc ancmployec has to g‘rmu[‘afﬂn‘lmﬁ for more fhan g weske e she shal]
mention bis'her cotstation address in the leave application. and should also
hesd over dimyge of hin' her wod m lhe momier dicccted by the

Manazement Fransipal 10 mother memben of the «taif as oommnated by the
aforesatd aulbonties,
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Adioe -/ contteet emplovess, whio/ Wil beavarlable for all ¢ days'tn week Gith
mval of 1 day of lzave per month mbiect to approval by the principal.

T The leave veur shall be from Juse 1o May,
£ Cesial Tamed leave shall be on eirned snd avalled Easiie. Howsver if m cses

af contingency, if iy allowed 10 be-avaded w advence. the same famve shall be
adfisstzd in the ye=r el

9. Caaual Leaves shall beeredited on 3 pio-rais base deperclins on the date of

formmy of the amployes

10, Permanent smiployees arc elizgihls for all kind of Leoves: Homzrer, smplovess

urndes probitioe for | peur are eligible for CASTUAL LEAVE onh.

11.All Lozz of Pay detailto be prinided o the HR Operations alona with payroll

npul
| LIn cusc lewves we appros ol bt the lons balanes is nsufficeent, the cxcew

muesibey of leaves to be treared as Loss of Pay,

LEAVE ELIGIBILITY POLICY
For Teaching 10l & mon-teaching staif:
o g Cavidd | Siple Leave | Vacadion | Eatmdiaie
T Leave
- ' [y A
Trachibng Stall £l 43 pes wem =
= o | |
| NowTomching | o 12 gk e N& % e =
- % el s ; & a
| Fraf .
Arisnders - il XA & pre w2t
' Drrvers | BHouse | 10w
| keupup

CASUAL LEAVE: i calcututed at the rut= of 1 day per numth of service.

1.

-
-

LR

Cosinl Leavs dhiill be granted on Flidhed and swailed bhaim 1f the Employes
jouns betore 20th of the month: he'she i eligitie Tor Caysal Leave 3 perrules.
Extermton of Lasve If myemployss procseds on leqve aned ithen applics for
extersion, thiy exrenvion may be permitted (' o for remoe which s
germine wd coold not be - saficipatsd md e socepmble to Minagemetn In
case the extenwiop s apphied on medical grounds, the application must be
spported Ly o medical cortificate seesprable to the Minsgernent Pringizal
Applicaticn for lesve shiall be mads at lesst three dassm bdvance for spproval
by tic Princepal /Mamagement. 1 not approved; then 15 wail be cona:dered as
absenee from duty

Half dav'e czzubl leave mav be allowed in very exceptional ciscs whien an
emphiyes semmmme shsent for a pat of the: day nat expeedng Tialf of the
warking time, sither 1 the firer half or second half, with the prior sanction of
the principal
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Tt&ahiugﬁﬁﬂ'wiﬂnﬂb: crtitied for any earned lesve in licy of Vocanonal
Leave,

Ins prier 50 erwore betize waeks life balance, we encourazs employees o avail
their jesves within the seddendc yenr. Fending Cosusl | Earned lesves
Encostment v allowed and will be. eredited along with Moy month salasy
credited e Jume Manih

‘Enmlayees uivder probustion will not he clipihle fae the cncashment of Casunl

Eartved Ledve for 1% yeiir of the temube.,
Camaal leave canhe avanled for m maximum of 2 daws m s streich

- Researchactivity will be supported a4 per the revenrch policy

VACATION LEAVE:

]
-

=

]

. Al teachine saff are chisthle for 6 davs of vacamon leave per semester

Number of days of vacation exludes the mtemvening Sundays, any pubbis
holidsys or any balidsys declored by anthorties

Viacanon carngl be clublbed with ssther Casusl Leave o Eompensatory
Crifs Primilezs Offs reniiting in exrended sheemteessm from the [nesimition.
No medica] reasons will be emertained for the extension of vacation Such
ubsence will he tiested as “Loss of Puy,”

Novaganion will be granted for Staff who wnsh 1o Relocate Resige:

Vaestion leave ann b availeed anly fow finl] day sond 1o e half day

EARNED LEAVE:

Al ademm staff ire eigible {or 9 days af wncation leave per semestsy
St with ane yem misd mors ssrvies i this instittion are chaible

Above six months lezz than ohe yéur will be calenlated on the pec-rita
bass

4. Less than siv roniths not eligihle,

!.I-IIJI—

SICR LEAVE:

Sick lewve w0 given %o take aae of my univeoioen shart-term illneds o
Teaching ' 1wn-tachng sefl meimbers.

Eligpbility: & days m a wer for confirmed s1afT (3 days pey semester)

Arv sick jesve beyond 2 days shonld be aceompanied by = madical
Certificate from (e weating dbetor. In thie slisence of medicdl certificate it
will be sonmdered as LOP. _

Stok lewve will lupee ot the end of the yeur and 19 ot encashable
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MEDICAL LEAVE:

Medical leave can be aeailed by the emplogse, with the discrcte deginion biv-the
Ma.uﬂgn'[u:n‘r wiith or withoud psy

MATERNITY LEAVE:

Ta be followed by the Frmloyes: Applicdble to women stnfT membeze Who les
sompleted onc year of contimpnm  jervies with the matintion,

a. Contet head of matitonon for details on leave and benefits,

b Aligni your roperting Coondiintee, Vice Poeepul Princionl  end

Inettution HRt o the miended plan for lexve and retum o wotk

o Changng your rhum dats Py wmpact the Tnstituhan s plesmmg s try 1o
srsiimire any distuption by steyine i tooch and infomting them cufdy
The thrmtim of Matesrnity Leabe m D6 taddthe Bom the dete of Approval.
Maternity Easee s restnetad tn pro:chrldoon only,
Staff membars uﬂh:r.uF to mvinl Adutemity 1eave, oy mobiot the lesve
application  along with the medical cotifieate issued by the conmbing
doctor 1o peyserie] depertmsnt

PATERNSITY LEAVE:

= =

To be followed by the Emploves: Applicsble o men viaff memberny who has
coussleted o vear of continpou service witly fhe mmstubion.
w Coutact head of mshiubion for detsils oo lzave and benefits _
b Alien you reporting Ceordinaror, Vies Prnsipal, Prncihal. and Institumion
HE. on the itfended plan fit letve and retun’ o wotk
¢. 1he chivatron of Patermiv Lopve 1 (53 Daww fromm the date of birth of Chtld
d. Patormty Leive b ﬁtl']l_i:il:d ks twver hulldeen emly,
[ -Staff membiess willing fo mail Patemity Leave must sibsult the beave
apphemtion aiong with the medical cemificate ssned by the consaltmss doctor
to pernonmc! department;

COMPENSATORY OFF POLICY:

. Al peroanest fullsime g mlls Institution stsfl can aval of Compensutory
off for reportifie to '=ork ob & Sundiy or Geverhment Holidsy on Prinsipal's

Heportig Momage:'s approval

X Ancodance regnlanzstion on the day of compenstory off shamild be appeoned
by the mportiig line mansger © Phincmal end vabd B & 'Out punch i
eraarilalory T ke wotkarg verilicition

3, Without valid ponching Compensstory OF sannot be considered,

4 Number of werking hours served should be man 4 hours 1o elaim half day
comnp-off and § hovrsfor full day

.

Compematory O coemot be svatled on Saturdays
Fmps B 20




ON DEPLTATION DUTY POLICY:

Stafi members are reguired 1o 20 out of wstitution 1o aitend o work with cutside
authorities. Whenerer, sbich aubuitle wotk 1s involved the il member 4s reguired
1o fill up the OFF form. et the recomumendation of concermed BOD, approval of the
prmeipal md sohmit to Personnsl Department for attendmmee regulnrivatym

PAYMENT OF SAL ARY AND ALLOWANCES POLICY

L The salary of the wndf for the calendar momth will nommily be dosbrgsed o or
betors | 0™ day of the sdacquoit month

2. Lewve without pay for o perjod exceading 15 diys i1 o yeur shll not be gounted
ah fervies For sumiier sasstion pay.

3. OLUEL balstics i eredit s af 317 May of évery calendar year will be
coepiered for payrnent of salary for Bie month of My payuble in the month

of hues

& Torithe iliTade sl ary peapienl, attendiiee will be seokoyied from Lat™ 1o the
[nut day of the ctirrént momnth.

B. o esise any utaff member To svatled sxcesa fenve or les exhansted 4l leave
1o eredst. then lezve availed by such staft will be treated as Leave without pay
md approprise siliry dedoetion will be mads frem salury Eayable 02
Agdrmistration Departement will provide thie dara to prsroll depmtment

6. In cave of new jomten, the informaticn 0 payroll will flow froen thi-HRU
Adminiration Department. The date of jopuss tor the pupescs of salary will
be ey menlioned in the joining report of the safT member and certified by the
principel While caloulming lie salary for new stoff mesbers bn the first
momnth. the dare of joimng: will be veniied by the payroll procesang with:the

Jammg repart

7. Statotory deductms Lke PF,  ESL BT, and Incomis Tax TDS (whers
wpplicabizl will be smede from the snlsry’ paynble'to fespecine siaff members

8. The salars=all be disturved to stalf members on or befode 107 of svory motith.
B cuze, the pavament day falls om a heliday o Sunday, Sabsry will be puid an
the mmmedinte next worlang day. Solary will be eredited to individupl hank
pegount of stuff members,

9. Sulery will be procesed only once in a mosth oy fuch mresn if =y payable
wili ot be pmd sepamely - Howeves: the same vall be procesied for the noxt
Ed

lary
10, Maskating omid Mlscerment taom should sulimit the sttedimse sepost S mail
oy HE, o the bast working duy of svery month withoutl £, Prinipal will be
reipansible for the eame.
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INCREMENT & SELT APPRAISAL

1 Self-pppratusl will be comducted once in & vk, méxure afteched fof vour'
referones.

Anymoement shall be subyect 1o mavmgement approval smd waiisfaciery wark
oo comdiet of the emplayes

An emploves shall recene merement on the bois of parformanes dunne the
opmesianl cycle is defindd by mmingerent

Onlv thoas employees who have joned on or befare 3™ December will be
elngbie o be considered m 1he upormong sendenme vesr appratsal cyele.

Al meroments approvals wiil be at the discrehion of the Maosassment.

’ku IE_!.E.T\- h.l'l.HJlEﬂ TSRS l.‘r:ll;u Ei.llﬁ:l'ﬂ'l. !'_"I:Il:p EJI:.IE 'I-'l'}.ﬂ] 11!1: IH.I-I'I.I'I.HI
proecks, Jtics a vemr =d will be joimly desvded by the Princml Head
Overations and Matthzcnent

PROMOTIONS ' ROLE CHANGE POLICY
Pramotion s a ool e motivete liph perfirmess by mroviding thesy with caress

stlveneomient apiportitiities in recagmition of thetr comiribiition. Tt b hmsever. not
auremstsc erad cannof be clamed oy a-maner of rpht: All prometions will be based
am et All prowitives will bappen aloug with the spprsl procsss, sice 3 your
All promotions ns per the annual appredeal process will be fortly decided by the
Prmerpal, Head Operations and Menagement

ne

ol L

g

ABSCONDING DECLARATION POLICY

Any snployee nid reperting to work witholt the . line monnyger’s end Poncipal's
nppfmal regarding ther conminucme absenice for § working dayy will be conmdered
als

1f thieve s 10 response from the ssployes tegarding their abserice within 7 worling
day, then the argemization will consuler them as abscondmg and do the dhsrnatve
mmanzement for them position. Pasment will be wrhhela and forferted by the
Institustions

TRANSFER POLICY

1. Any employee (confimed, on probebop, oo contract, trmnee) m=y be
wapsierred 1o departmetlt within all Comstitent Schioals - College 'l mtiiuies
briiinlutered by SET ol the mmitusl edisent hetwesn the emploves end the
Manapsment, & and when the oced mrves or a3 per the Adminsraton
regiidermnt

Ty esse of inter-depattment tranafer which bnvolves role change HR will
muforee the concerned employee sud sssoc & bettier to thist effecs, copy il witieh
will be muntamed in the personal file of the consemned emplayes for recond

b
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EMPLOYEE SEPARATION POLICY
RESIGNATION

L Ancsmploves who wishes b tender lns - herresignation 1= sxpectsd to discuss
the rame with the principal / reporting munsoer and post disconsion can
stibrrdt the resiirmtion m written ohd in personnl

2. Resiondtion in E-Mail of in swifien will be corvidered However, dis-
contmen of services m the middle of the academic vesr will my be
entzrtninad.

3. The wotiis will huve 1o be served e per the termms of sppointmient. Durisig the
period of probation, sour sercicss can be d=tormuned b5 the InsHuman, withoud
FEAIEAMY any r-:amh}'gr:ingﬁmmlﬂum-u:h casc the: Inshifonion is
biahle tie make onty the T of mliry up to your last '."mﬁm_g day, But' i
the cvent of your rexigantion fom the tmp]mm:ﬂl:,uuﬂuﬂ give ot least o
magths noftce o payiig W months' salary i e thereof 1o the Toatituticn,
Any offvet of the notice perind, :-ttntrtb:nuﬁhunmud ammal -keave days or

prsiment-inelizu of notice rests solely with e Miugercen

4 On the expiry of the probution peniod | extenided perind of profanion year
eerviees shill sulessatically come to anead Urless al the end of such petiodd
you are confrmed inwnting. Til wou are confirmed in the post wy writing, vou
whiall pee sequniee any substamtive nght 10 the post. Howeves, affer confrmution
olf wenar' sevvices, this centroct of eendce eai be' terminated by the Manngement.
Any offset of the nonee peniod, spther through ummed annual leave dayx oc

r:l}‘!l:tlcnl—-m-—h:l.: of notice” rests solely with the tnenagement.

B, Mo lewe o permited dln'u’Lﬂtht motice penied. exesyt for exipencics a8
approved by the principel © reporting maheger.

6. locses any toachet resiptiy during vacafion. arthe nofies periad coincides with
vacation daws, heshe vall oot be engble for vacation pey. It will be at the
giscretion of the head of Institution to decide the lnet workimg day of the
emploves in such cpses

7. ‘No notice piod will be dmbhved off ﬁm:l. such wanver mule ﬂ.::.qzlﬂmm}
e especiaily medical exioenvics whesdin all the necesadry madical
evidencs and fitpess madical certifieste graped by 3 qualified medical
practitioner have bestl chesked by the Trstmumion MR Afer checking
thorsaghly. the Insiitution HE thim silainty the employee’s naquest with
evadencs and medical sertiticate via emm! for joint approval of the Principal

8. On recapt of the reugoation and accsptines from the repoTTing mamMEs o
HRALS, the daliry of the enmilosee will be pladed on bold :]urm.g the totice
persn as below:
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Salary on hold during exie

In caec of confirmed cmplovess who seree 2 monmn' Notres—

Nath 1 - 35%% ofwalury au hold

Month 2 - full slery on hisld @l to be relenued with Full & Finul Settleinen
-awbjoct to Exit Tormalities bemg compiered

In casz of Notice for the period of one morh: -

Full walary wall be kegt on hold and 10 b relessed with Full & Finel Sefilemen,
wittrjeet tp Fxar formmlities besig comopleted

Any relensé of purt saleey will be ot the discoytion of the Manapement poit
discussion wath the Primeipn - Beporting Mansger,

Notwithamnding mything horein contuined, wiy indulsence on the emplayee’s pirnt
it any o the follewing may cotail instant dineplinasy action and the emplayee ahall
nol be entstisd 1o sny sum m compensatum or olherwize. m respect of cesshon of
the serviee,

1. Absentfrom duty wathont wifbrmatosn and prior peimission of the sotborieed
afficer of the Institulion

2. Any Breach of the: Tnstitution’s miles and regulstions,  pudelines . or
oiligations [veresn contuined

3. Amyinstance ot missondact of any deseription whatoever on the smployes's
part Whiethet e relaiion 1o the instifitional affiery of the [nstintson or
atherwiac ill fully neglecting the Tnstitution’s nisrests

ENIT CLEARANCE POLICY

Whenca staft nsemiver wants to scparate from the Instmotion; fie oF she 1s:at lipaty 1o
do so bj. g"..'*nq._. 8 foroaa] h:l:l: nfmng:lﬂ.!‘::rn.‘ln the HOD. In such caves the fil-]:hhmg:

notee periad shall apply,

A) For Pringipal, HOD and Teachers Staff: 2 monthe” notics an 2 mpmths” salary
pay in b=y of setice

Such respnatton should bo sccepmed by the concemed HOD and recommended 1o
the Principal Beporting officer for sccopmnice. The notice perivdd prentioned abene,
will help the HOD fo moke altemmale erfangemnents. The outpoms smif membes ehall
complete sl t=sks o hand and the eyllabes © works winch bewhe 3 supposed 1o
gomylete diming this period,

Howeves, the Menag=ment may st its discretion. sy relieve the staff eaclier thun
the preseribed notice perind also.
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A dsv pribe to the eelicvine dafz the HR =1ll foivvand o the separating saff mentber
1ie Exit Feedback Form snd the No Due Certifieate. The concemed Departments”
sorrespemident wall be & sinels pomt of cormactfor soorditmting the tofal exat procec

At the Hing ofleaving thewtaff will be provaded s Relioving Totter and svexpeticnis
cernficate

FULL & FISAL SETTLEMENT POLICY

1 T tull sead finnl settlementshall e processed withm 45 days from the date
of the sormpletion: of all exitfermalitos and sccurate doswrnentution.

2 Fuoll snd i) setilemesnshafl inclule sll uneloimed benifite, anpeicl salary i
-y andd other benefis ax may be applicable

3 Upon recesp of the confimmation from the ex-amplogee. the Rl and fimual
settlement will be farwarded to Accounts Departmient for further proces.

4. For dll guenes relatng to full endl fimal, the [nstrtion HRAccoonts
deparfmsnt 1 to be contpctzd,

EMPLOYEE VERIFICATION POLICY

All reguedls {or verilicatim -df:u:p]l;lj‘lmi resenved on ht!:l.uif-nfﬂih:ttg of exakerd]
emplavess ninst be dirceted to the Tnist office. Any respartec to sich a roquast in b=
serit post confeniation fron the HE Miuayger.

SERVICE TERMINATION POLICY

1 Inocssr of ¢ petmument éhiplopse | termporaryid hoe fived: period p:u:r-tum:
employes, except dunng the probationary period of smployment services may
be temurared by the Massgement sithout assigming any seascn befire the
expriry of the stipuinted period

2. Incase of any violahon of anvsersice condaiton, the sotvdoo can be ternviated
with no lishihtes azapned o the emnloyer. However, on the expiry of the
vhipulsted perod vk, serviess of an anmplopee vhall autorsticlly some o
b1 g}

3. It shiall be lyinfal for the Mansgement ot ans timie, i satisficd on madioal
evidence, that by veancns of sl health an emnploves 12 unfit 1o discharges his Tier
duties and i llesty 1o comtinee 1o be 30 for 5 comnkenble perod, to termmars
hin her wervice by sivine himber 1§ dyws® notice i heshe v a permoment
gtrgtlayes, sl peily twio davyenotice i ease of The Tsstitution totommiting fhe
emploves on probation.

4. The decsion of the Mammegement as to-the fitness of such an smployes chall be
final sod conglhusive
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0. Inthe eveor of contmmious ahesnce of o team member for a period of 7 working
duyy e suiee, withiont forrmu| sogtest o pertnrase frons s gesend foe the
=me hedbe il be desmed 1o have =8 pnd .fclujl.ruhll-cd hisTier seevice
Stk automanc relinquisient of the contmet of cmproyment shall be deemed
=i fqzu.ldJ.nlle aof the oorroet uf:m;:-h;rrnull arid not e & tenninahon af the
service by ithe Instrtmilon the team member shall Rortlmath cedse 7o be'in the
ctoplovment of Hie Tostinudson withou!, sny farther potice or act bom the
Institatiom

6. The services of e smployee may aleo be termnated by the Appoanting
Authveity or an Authofity bigher than himher on uecotnt af any seriom grevs
misconduct, sl tersitude, negligence of duty, maboedination, s6 without

SIVITIE ANy nptice.
REPORTING OF ANY ILLEGAL OR UNETHICAL BEHAVIOUR.
POINTS OF CONTACT

I youy are gware of any tHlegal or imetineal behavior or if you believe ther o
applicable v rule o rezmintion or this snds bas been yiolated, thie mwtter s
be promptly reparted to vour Head of the Department o Institution cxecmives

Your Head of Depariment o normall ﬂmﬁi_ﬂpﬂm)w should geomaet if you
have guesions sbout amything = 1|]I"i conde o i you belisys Tnstingion oe an
sasoeimle bs vinlating the lnw or Isstindion policy or engagmg in cenduse th
appeary imethecal Lm!n'i;'a:ﬂﬂ CIrgumEInoes; §i may be inqm::uulr-m'\m Y
feed unemfimeabils rmrnng s maiter with your supsriteer, I thoes instamees, yom
mmy ¢tmiagl the head of your depammient or ay other Insistution execistives.
Frthermore. yau should take care to report violatians 1o o pemen o you beliess
1 not imwbved i the alleged nolaten. All reports of atleged wiofations will be
proenpthy imyvestignted and i sppiopriate. remedied, and if leyally required,
inimetdiatehy reporied to the prepcr povemmental anthorihy

You vl be sxpesticd T cooperate in assuniag tha vinlations of this Coils are
promptly addréssed. ldantaton has o policy of protecting the confrdentiality of
those nm}nng Tepsmris ﬂfpm:ihh: msTomEne o the ExImIm ot |permntfed] by
law, Inno event will there be any retallation agalnst someone for reporting an
activity that be or she in goud [zith believes to be a violation of any lsw, role,
ng;nhmn. internal policy, or this Code. Any Head of the D:partm:m
nﬂirlmhrmg, o :m;:nnmg wnnchions oo SOTTISCIIS :I:|.:|r [r.pmmg 2 mmtter will be
dnaiphined up fo awd mcloding fominetion.
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CODE OF CONDUCT I"OLICY:

This Siafl inember Cadle of ' Canvhiet ("Code of Cotduct”) i mbended 10
expluin the terms pod conditicen of exyplovment of sfl Staff Mewibors of
Soundarys Educatiosal Tosr
Thes Code of Conduct contains the employment policies and proctices af'the
Inwtitation i offect af the time of publication. All previowly feued
regulilichs mod any mootsstent pohiy stalsinctite o memormnida are
mgperiedad

The Instrntion seserves the nisht o reste, modify, delets, o sdd to any and.
Bl polithes, protedures, sl rulies, or benafits stated i thiy Code of Contduct
or m any other document. Howerer, siy such charipes fuos) be nwaiting snd
st be arened by the Manapsment or any other anthormed pervon of the
Tugtinigiog

Tt 1a wital to the Facéon of the Tnntttntion, that we' edndhiet our aniiness with
howesty mnd miggery and o complisnce with all sppliceble jepal end
regulatory requiremends. This Code of Condiat sety out {he fmdamental
etanclassle ta be follpwed by sisff meinbers in thelr evzryrday action on belulf
ofthe Instittion dnd esels (o pristioiz lemiest ad ethion] conduct. He plulall
net mcilze o moneta m;:acnmn amoag themsshres, with the students
Cincluding fuitions) thiedr guardisny el pefruin from exploiting Tnis hes
Trsdbiationt indiserte for personin] erds.,

Heshe atiall not sceept o permnt any member of s her famly or sy other
prem acting on hie'her bahalito aceept sy it Soowm ey stucent, pirent, &1
any porson it whoin heithe may come in éonmet by virhee of hishe
poeshon in the Imstitotion

He whe shall 5ot gove or pent any member of hus ber family o any other
T :E:tuu o Mis her Lelialf to g:.: ALY n:u:l o Ay whslern, [ESTeilt, o Y
pervom with whoms hefshe may r.nm::m-..un.taﬂh'-r vittue of his Her posiion
o thie Irsstimutuon.

Comnuler the property sl funds of the Trust Isntution es o placed msagred
bt with burtyer and sgereiis the sane prodenice md care aa he'che wonld
do i reipeet of his ler bwil propesty on finda

Linknovsingly or wallfully neslect lisher dunies:

Shall not opagats I.’;uuugh I:.u;:iﬁni_ les=mrm or othierwise o I
sectarian omtinek or isene o allow oy smdenr to indules in commual e
i::tananﬂ;:mﬂ} Bhall not discriminate aputnet any stodeit on the grousd of
religion, cwte. creed Tamamage plice of origin, socil and cultpl
backeround, e

Skl noe be suily of misbelavioe or crusliy towards 20y emdant, etardian,
or othel- :.Lrsi.llu;..'-i.-,r af mndisdge in ﬁ@l'm_g,_ it wiertiler it of Mddiwciplitie o
nsc abweve lnsuage
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Respect the rofssiomal standing and opmicoms of hos ber collcagmes wd
impertial to all colizapues inespective of their caste, aresd r=ligion, sex,
coomcmic statns, disabifity, langeage, feauly sintos, soal erismation, and
plaoe of buth

Retran from enhissming any smdent o foar rnme apxesty, phywncsl
punishment, sckval abvie, and mental and emotronal harzsament.

Shail pot fmdulge i or escourage amy mslpeactioes commected. with
cxamminations or ofher Tnstitution actnatics

Avoul condlivt betweon molesioml ek il priviite iterests which could
impact ncgatively on sudents and the ofpani=ation

m;iatﬁ:-:muﬂpngmg el b iness trpmiactions m-Instrntion for personal gay
Shall not exgags inany prvEc ade of undsrtake 20y addrional work

Shull nee make any media sopemmicss, publie any stmtement or dosurmmt in
ooyt paue or snvesvmesly wiich hes the effise) of sn sdyierse criticiam of uny
current or recertt policy orsction of the Cedtral or Stite Covemnmerit of the
Tt nstitation, nuor shall ke aotive part m piilsce

Shull wet. akk for o =eept cominluton to ar otherwise assosilile
himssitheself with the rmcing of any funds or otlior collections in sush b
lind for may purpese whatsorver without the prics permission: from the
Principal - Reporring: Momagyr

Shnll ooe appaer tnor rrepare for ay exanunation whick inay equire shsencs
from work, without the ptior pérmiision of the pHnctpal [ Heporting
Mamager.

Sholl not cauwe or mete any other person fo.cmime destnestion or damaze to
thi-prepernty or feconds of the Trust Tistittion, sasbalge in sery theft, frued, pod
wet of diltstienty i cormection with tbe propesty of the Inssitution.

Mmmtam g dignified demesnor commensarate with the sxpectanoms frem s
veacher & o role model

Shall not divulee any confidential mformation refating o the Trum
Tnstitustion.

Al empleyees whall roport to work it for the position st provided
dinty. Camstitiption or biang under the mffuees of dealiol tolieses m my
prbiinies chruigs o stnoking on premises i stroly proibited

Shaill not inthilge in' by bet of Euobondination or dasbediente of arde
viamed by the wupenon.

Shall not mdrlze or andommeas Sroup represenbOnN

shnll not mnke falic accmations assanl, provoked or otheruise

“Ehall pet indulec in Atvrorpecifid bebarcionr, Ricenr monzering and shursider
Shull not pozsess in Instijution office premuses, weapons, explovsos, md
gither ehyectionable materials,

Shall pot eomie lafe o class | office. Placs of Wk
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Yonrmig or Fonmng Assocntion Yy tho Ermployess: Mo amployze duall jom or
continue to be a member u«tm:’hauclﬂi'mn.ih:ulgn:b-.rl which are
prepudicind 1o the nterests of e sovireignty and megnity of Indis or Pullic
Chrtes ar momality or miduige in setrsities winch are prejudicial to the mterests
of the sovereionty and integriny of Lidin or public rd?:umm.iltw Hz She
shall sleo siot engige lomeelChereedl of panticipate in my demotitrsiin.
marches, dhmma, opganszed by wach or any other Assacintion

Any Employee refustny te work beyomd normal worlime hours when required
by ‘the Mnnageraent shall retubesr hirrsnll  herself Halite to action uhder the
provsaon of these Somvice Condimons, Howeror me Monagement shall
ﬂlsﬂ_;ﬂ safe working conditions and apgeopriate gmangsment of necessary
fazilinee

Any emploves shiall not be s tnetid to any smdent or Vicesterss on ass sodial
reedin or othervise

"sﬁ}'uﬂ]ﬂnw&ﬂmllmt scoent o demmes] ey subseroion - donation
sontribigien fram sty other source citfier for yourelf oo for any asscciatini
of tebchery | siadf or stodents.

The empioves shall not use eei] phones =t-the place of woelr | mude the
clozroom imless it m roqured ta be sued for the porformmmes of tharr 3ok md
pertiticd by the Principal - Reporting Manager.

Prohibited Conduct

The following onduet i privhibited anil shall figt be tolemted by thie Tiktihmon
This bisr of prehibired conduer 1 ilustranve only; other npos of conduct thar
thieatens sewraty, persounl sfety, Swif mewher wellme ol the Tnstihagion's
operatons dlso may be prohibmed.

TFulsfymg caployment regonls; snplipment wiformation, or olber Iuttidubon

reoordl,

Recarding the work e of adother Sind member or allowing any other Swif
oetriber to récoid your Wk tone or flsifving mitemation. enher your owh
af another Staff member.

Removitig ov barrewang Tistiution. property withont pries suthoeeaton
Unaghosized e of Insritutron squupment, time, materisle, or facilition
Peevoking 2 fight or fightinie during woslnng homr or on [istirtion property.
Carryinz fireanms or any other danzerims weapons 0n instituton prenmees ot
Ay lame.

Engagiieg 10 cominsl conilust whether o2 ot relmied 1o job porlormeses
Imubordinstion, includite bt not limmined to Sailure or refitsal to obey the
orders or mutraaiiom of 2supervises or member of mamagement, or the we
of ahusive av threatorine lmgmmge tovards & supsrviwr or member of
EHUNATEIIENT.

Liserig sbasive lanigiiape &t iy frme o [isittution promse.
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Fn.i.:‘.l'ugr.u:u:llili;n Ll =hsor when Lma.h[clnrép:rttuwp:k.

Vialzhria say safcty, haalth, sccurity or Inetfition policy, mile of prncedure
Commmttmg o fressidenr oot or s bresch of vust under soy cireummstmges; snd
Committing or imohement m noy sct of any kind of hnmesment of another
idevicharal,

GRIEVANCE POLICY

An smpfloyee haw aoy cemgpHait or grsvasce regssdmg (he smploymueny
working comditions o any soncem cattsing himher for the semooth operations

tHschnrging his duties may soproach bis' ber HOD of e may uoprosch R
for redressing of the same.

A enployee tsy sibennt the snine i writing The neczssry aetion will be
takzn tp bewed oh the seversty of the imuc. The same waonld be decsded after
coesullstvon with the Prumpal - Monagement.

Internal prigvance oell will be formed for furthet imvestigution m the respected
metnion, it neesssany.

PREVENTION, PROHIBITION AND REDIRFSSAL (POSH), ACT 2013

We arz comminedl to proiding & work smaronment free of discriinination and
narsgsmnent while prompting the satetv nd well-being'of B wotmen cinplosses
W have a zero-lolerance poiicy Wwerds sexusl herseermesi mnd are Tully
cornplisnt with the Sexusl Harassment of Wemen ot Workplses (in acsomdsnes
with the providions Prevenium Proliibition end Bedressnl Act 20131 Any
salation of the POSH Policy omdelmes will lead to lezal action, [t 1 extremely
esscotial for all employees 10 go throagh and uaderstand the POSH policy,

All these HR polictes shall be treated as standiis ordets to be fullowed by all
the cemloyess. Notwithslanding. enything coptawned = thia manus] the
Vinazement of Soundarys Educational Trust rerarved the ripht o madify
chovpe | replace by of the above policies as mud when requirsd.

AR KUMAR M
o Lige v 0y

her
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DATA PROTECTION POLICY (GDFR COMPLIANT)

This Dea Protecoon Folloy seiz o4t how we heradle the personal flata of our
SuitorrerT, suppiisis, soployess, werken and aihe third partiss fezardiess of 1he madia on
which Hhut gut= @ stared op whether It setates o past of preuent erployess, workem,
custoniers. cients or suppiller contacts. gharshoiGers. Webdite Lsers of any other dar sibiset

This Dista Protection Paliey apples 10 0l Conpany perocrme] and sets o What we
exp=ct from you in erder for the Company to comply with applicabletaw. Your compiance
withy L Dlats Prossetlion Palley by mendurnpy, Any bimach of (e Dty Frotesticn Polley auy
resalr in aciminary action

Puresiil Diika Pictsatbn Pelusls

Empiloress miwt aiher= 10 the minsdples relering o processmg af perzonil data res ut Iy the
GUOPR [Qenezt Dars Frolecton Regulanon| which regite personal dats 1o 2

& Proceseed lawfulty, Hivly sod by o trardipdrent mannes.
% Collectsd ooy for speciimd, sxplicht wn legitimate parpoms

o Agesmete; televam and Brsted towhel iy neseesary i relation o th=purpuges for

. Acovirats and whesy peswaasry kept op o date

& Noblepd o o form wlic et icenttAstion of daty hubiEste for lshger then s
Heceminy for Lhe sniipees e wileh the duds |s proresesd

% Zrpcesped in aanEpoer Ml eosures s aecurtty ity spproprite Echnical gl
% Mot tanufersed 10 angther sountry witheus aporcoriste safbguants belig I place.
o Made guelable 1o dis aublerts Wi are Qlowes 10 eXercise dortein righls In relgion o

Empiloye=2 ate rerponaisie for and mmit b alie 1o demonnitate camylllance WES he dats
proseotion printiples leed shovs.



£ Dawifabaess s fibrateas

L Persomal duta s be provessed (ulrly andd Ih o tramsnares nranner it relition

1§

0 e data subiert

Epiliyise may orily collie¢s process and dhire persinal dath fubely aod Loy

and for specified prrpores. name of which ans 2=t et helow,

) the datesubpect Bay given il orher consent

b} the precessing ls necessiny for the perfrrmanios of & contract with the data
aubgest,

) 1o messour legal comptianes shlimtions,

d| io protect the des mbject s viE] Hempsts

£l 10 puirdbis dir legiiniite filenedls

& Cos=em

L.

il

# data comroller must only procesz personal Sation the basie of ooe ormors
el the bevwfte] bsines swt oitt i the GRER, whish fnclude eommen

4 dana sphiest cangems 1 processing of helr personn! data 1 they fodicase
nuriertient ¢leakly dither by & stlternent o potitive astion to the proceasing.
Conass respilres affirrasiive s=tion &0 silence. fire:ticked boxis er inacivity &
urificedy 0 e sulfialen: 3 consedit {2 glven I pdoeemwens witeh deals wirth
officr i, S G et o e R s B o

e

Dz mukSeeis = D =q2iiy abls 10 whihiiraw consent {0 profesing st amr e
Al wiltsirawal st e pravtly el

Consent may peet 1o by refreshed o you fatend o process pessomal data for
differeitt and ineoimpatible purpase whldh was ndl dlscloded Wilen the data

Unlass we can'nely on nnother 2eal basis of processing. sxpliclt cohsens s
wssally seqalied for processing sensitive persousd dats, fle slomated decish:-
making and {or crois border daz anafers Liealy, we will be reivingon
snother iezal besty land o requite Sxplics conssi) i proceis man Types of
penzhive dats Winese oxgion coment @ egEieed, you nwet isue 3 B
processing nouce to the data sdbigct to captute #xplich consenr



VIL  Yiea will teed to evidince comeist suptured el Yeen resordt of all eoments 5o

fhat-the-Comnpany can:demongirate compiance with conseni regairements
¢ Tmnspurescy
L, The GOPFR tequires dita contratlers to provide detalled, spedifty Infermulim fo

dats sabiests depending on ey the mlenmmatan wa3 celscied @rectly ftom
Aty mErwcts or fom elsewhere SyeH bfemation et be provissd s
spproprate: privecy somces which mis oo consipe. Henspanen, xsligihie
saiy Evants and in dsir and plain Lingange 59 Hat o dam srisect o
wAELY el e

Fresans dafs smist be cellscied oy for specificd, axpict: md egimals Finposss. T e
net befrther procesed in any manes INCoTPATDE With those purposes.

Employe= exnnm nte permonil dats far mewe, different of Indomparits rpasss from tha
discioed ahen |t was A obinlned uniess you have infarmed o data et of the new
parposas snd they have donfared whetre ntecassary.

Pezpomal dats s S sdequice Tolevons and fmmnetd to what 12 necessary m seletian t-the
prirposes for which it i precegsad.

Employes s ensure thar wiven personal data is 0o Jongsr nesdad for speciied purpases. it
i Asketad or anooymised in sccordamre with = nentution's et retsntion guiksinas)
Accuracy

Fersamal data s e Ercurats and, whers necemary, kept up 1o date. [hmug be somee=d
o Eeiesed withont delsy when inaccurare.

Ermplorres mum check the acrmsey of any raonal dars & the point of coliscren e az
reguler alarvels eftecwnods. Roppeciive wngioyen moaf tak= sl nessopetbie stopn to destroy ur



Storage Limitation

Ferprmal data s oot e kepsm an idenidinble form for Tengsr then iz necemsany for the
pupoded Tor witch thie doti la proceszed]

Employes mat nof keep pervomd dits in ¢ form which permits the Mentification of the dats
sEilyjectifiod jonger than neéaed for the e gilimate DUsliess Prrpose Sur whiCh weonginaly

collected |t indhading for (he purpoz2 of snsfying any ], accouezng o TEpLTTIN
reneme

Erplegrée will talee all sedinniabile steps to dedtroy or etdbe from ouk systeoi all peracasl dets
et w00 jonger resqaire n adcopdance with el the sttt 's sppdcable records meirmtion
paiicles This inctides weduiting third Fardes 1o dalzte such dath wheze appllahl=.

Employe= Wi snmure datn subjects e infarmed ofthe perlod for which data ls enved and
hew that penod fa demrmined in any applicabie prvacy nofice.

Security Integrity And Confidentinlity
Protecting Personal Data

Peroomal dara st D8 recured by spproproce technion} and osganisanone meanmes againg
urnuthoriand or unlswinl processing, atd egEingt arcideatal loss, destrustieg or damage

Ermployes muis foliow 2 procedurss and techmoiogies we it in plice o mainaln the
se=urity af all perunns: dat= Hhom the poi alcoliacion (o the palnt of dertrustion. Exiployue
may enly transfer persanal ata 4o thind-panty service providers who apres 1o commly will the
mguired policees and procedures and who agres o it sdequpn mesies it plsce. &2
mgussted.
Enmpiayes makt momtain dats seomny by promecting the contidentialtty, integrity and
avallablliy of the pettansl tnb. define) & fallows!
4 Confiuniiplity mei tha oily gecple swhe bavs 4 S=ad (o bt s srs silhofsed (0
use: the pergonal dale can access it
4 Imiegrity rsaans thst pepsond! data b accurate snd sultabis for the purposs fof which it
13 procesee]
4 Availshiifty means that stithorised nsem:are abis to acress the pevsom datawhed
themsy (peeid UL for suthicriied purpases



Auporting A Personal Data Breach

The GOPR requimes dnip control=rm o ngidy poy E=rmom] dain breach 1o the applicabls
regulntory el in certaln ndbdnges, e dara sbieit

Transter Limitation

The GDFR e=trime de= rangfer 1o somtries ouimice the ABA [Asisn Boommmic Av=a] in
arder 3o graure that {he Loved of duta protection sfforded to lw:ltr.lld.ulh bry {he GOHE L ot
undermined . Employee may only transfer Pereenal Tiata cummide = AEA f one of the

T SOy T Wit W ﬂm-mdﬂtnmﬁ-m v of
DEcection (o e dats sUD|eres . IS i feedors.

thee dain pulijvey haw provhded exphci coneent to e propossd vemser offet being
infoymed of any posential nsks: or

the erenafar |5 nepsssary for one of the ohsrréasons s80 ot in the GDER

Data Subjeect's Rights And Regquists

Data sumects hsye rights when # comes 1o bow we bandle they per=snul data. Thess mpide
gt b

-

-

-

withelrmw consant o provessing ot 2y te

PRCETVE CRVimn mioTmanon abeut the dam contralisr s processing activiies

RGeS Eeess o (el pEradnnl damm thie we halid,

prevens odf use of hels perzonal dara for dirsct marketng parposes

ask us m-arpse peveona dam il frin no Jorger necessary in retation to the purposas for

whilzh |t wun colisc=d v procesapd or to reridy marcurste dath or W cnmplste
tnoommpese datn

tiestrict proiiesing b apesific ciitinstaticts

thalisEe prossring which has Sean justified on 152 basls of sy titimate Inte=s o
0 the pabite interent

tequtiit & capy ol an igredot imdet which perdoial date §8 tmnsddrred witilde of the
AFA



& objecs 0 decisions based solaly on auromated processing, inciuling profiing.
4 prevenl procesiing that b ey o calise damibpe tn dibtr'ses (o the st stliject or
4 benotified of s persons databeearhy whichis Feiy o result in high risk tofheir gghts
o] feadoms.
& makea complaint 1o the pervisory ammority; and
4 jnifmiled ErTumEineced, receive or el g Iheir pereon! ARtE (D bepmamairired o o
it pary tn 2 mrvrired, commanty tuesd Al marhiner=edahle formis
Accountability
The Cara controflar muist Implement apprapirinte techideal end ctganizational measurEs inan
strctive mamTeT, io FTEtTe oot With S8t pretecTion primnpies. ThE datk comtraier o
reszonsile for &g must be able te mosnie, compiange with (e deis proeoson
Record Keeping
The GDPR redalres un bo kesp full and stiurat= reccibdn af all oGl daty procsssing artivitles
Tralning and Avdit
lopution shousd apswe a8 persgraed have andprgone sdegualy ey fo enable them o
ey with dam peivasy livwa Profhlopes sl slst'tegnilarly il their syslems and prosetsss
to arress compliancs.
Sharing Personal Dama

Genetnlly, Ernployes are not alowed (o shure persbnal dees with third parties usibss ceitaln
safegrards and conTcTal ATTANEsmEnTE hve heen ot in place:

Erfalerpes mny orthy shore o permosial dotn they hobd with emodhist sinplayde. bt o
repretentative of the tratttuion 2roups if the recipent M & job-relited nesd to ook the
irformration amd the tanafer compities with sny aprEicatis oross:border transfer restricione
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RESEARCH POLICY AND GUIDELINES

SCOFE AND AFPPLICABILITY OF THE POLICY

T the prarsult of excelience tn STMS, & vibrant resasrch nultire & considered 2y & mumiring o
For Bnovsine dens snd applicalions. This Rescanch palley i Spplicalds o 55 the existing Facuilly
teeiribens Slaf arel Ghlonts

T —

Ll

e b

10,

Emprace fegearsh a5 @ vital part of the edosation

Freserve and Erainnde tha quasity of Research andertaken

lnoroese Bmelleg mpport for fesearch fhrongh exterm) ind Inferned sources; creste
tranrucent effeciite una efficion: syemns or sccelerpling peserch Guipuls (hrouey netone
# Inveiatizasl unding agendles and olldbomiiim.

Cropiam. & (nsintinance of ese=rch infrgsgaoine o ermbie conchich of stae-af s
regmarch throush fundsd refec

Confem a Ecdi=ing environmen for condem of Wge-quelly ongmsl e by e
itididials affinted with dis Instlutions and provide costimied and stfiestive suppest fir
purEnit of rEssarch activities

Safegiead of Intaleitual puopsny (IF) geferaad o 1 sesnlr of tBsemeh condhesad ot ths
Encoursge and  @Esitmte. moiirdisciplinony mesesrch  collaberabons within  diffesen:
Diepartrmeents of the college slong with aifier repubed Iristiuies, Unlvessftley srd Besearl
rgaraetlang Suth n indls e anrual

Impteres (ER thszarch shape of the Tellegs by efective diffiston of petharch actities aid
schiovenents of the colleps a1 ol] levels to maodmize the Inmact ond recognition of research
dans

T Caflege tins smtheriied to s of i popiili dotabsases te Have 4 rich collestion uof
rewources. The Colleges bz o policy W updais tie ety siouroe contmuously el
frequenily has=d on the @ questiion the Deparomsie

In Cirdler to encoyrags reaearch ab al| ovels the coilage condurts maesrch paper prassmienon



il.mﬂnﬂﬁﬁsiwﬂsﬁtﬁ'm:n@ﬁ for reséarch Tmding Tom s=Emmant
matitmtiona, guimaTy and on-prait formdations

12 At SIMS e faciiny membery e sncouragsd to tike up Minot Ressarch Projects (MEF) to
pramiats exceence iy resareh I St dizctplines, The managsment Al Fovides =il
ey forancousging Minor Keperh Projesia within fl= insfituficn

14, Ar 3ING, faouiny membern are snconmagad o ralzs funds under copeuimocy aervices

The Jmnm:m.'tun-u o thit ppidbety Wil be snrriied ol Wnidet' the guidmes of Principal of the eallegs.
Enﬂﬂdlﬁﬂlummﬂmtﬂim ﬁw&hrtauuﬂm

L Tho artdoles with the afFsmon of Soumterys [nefnze of Mansgement & Scianes giope will
bemonilkieeed for the fnanela! incenive.

Befors rending the wark 20 any Soumal, fantilty o mibmir the paper to Sorury Cammitras
Tk ' plmgsbirkien e

Aftsr Scrustny € ommiites approval, teuiy can send ihe paper for prsiitation.

far

Ll

RULES AND RECULATIONS
Foflowing are-the rules and Tegulations snd The docienents: 0 be submiced by the feculty members
afiér ptndng/ pretenting any sénts live Confermnce /. FOP Werkshop/ Seminar i,

T ]

& No.of confersoes pait 3emesier oy Tty - Minimum ofie.
= The faculty memibers thould A che bnrlmarien proforres avallable with the Scruriny
committee 51 He tme of sheirast commumention, Thescryny commiites Wil provids
patnarks op Whither the cunferende can be tilen up o nez Il the serullny committes solecty
the conference propossl and fagulty soll would ik o g0 for the condersnes; the college
doesn't bear such expenilinies
Bocumsants
Registratiah deisls echilts, Fymssit]
Abtraet cormimliation (el peoeptage)
Attendance.
ol
Cerdficase

¥ OW % W



G o = :

» Puliizetion getals {lok)
» Copy of ths pibilisasion

» [SSN nmmber/ TSAN numiar

J.FUBLICATION IN JOURNAL
Rules and regulation for publication in Journals
*  Artesst ons putiicasion per fasilty 1T semestss o regnimes]

# Fessareh pagur shosld b pubilyhed i st of journisls gives beldw

L O L 8

QuEntipe]

. Quisitis?
¢  Qummtiie 3
o Dustis 4

LIGC CARE—grokp |
VD CARE - group 2
‘Sedpas (idexed

¢ Wb of Schenie
«  ABDA Jourmal
7 Foetreviewsd jotrnals con be dhoéhed hiouph antine with e Sielp of serutiity coniniiee
# {anher then peecfeviewed End AR jommals, 2an be checked through given Imk

7 TIGC webete/link- Mripa Algcemre miponesrin/ Apss | Hare fdey
> Alter sibmittivg the repearch paper below drtalls should be given to the sorating sommittes.

S | Tleot | Kame | Deparmm | Nam | BAN/S [Emk of | Stage of [ Year of |
Mo | the of the | &uofthe e of | BN L thie s
Heaesr | Auafinoe | copchey | The | No Journal | publican | puisticen
E /1 Joum am an
P al! Sobimits
o/ Undsr
revirw /A
Cregted
i ifor . :




Mo L Financiad sssistangs will be plven based on publicecien charges
I Flnagcial azs==mnce Wil be-gen Tor Erperimentst expandiams and Fisid worls
Providen receszay SOCUITENE &TE submitiesl

S CONBULTANCY SERVICES
The Conenirency Services offeved by the college will be undey thres drogd categones nanshy

rurTicsilim e oy vush wr Corpeormie Tratning, Trmming for Compatitive Fxams et
« Functional Consaltancy —Non Burinsss Encerprises such s Market Stirvey, Feaability
Sty Stfrware Testingl, Valiilstam ol Resmrch Methes el oller suippet ssmmmens
Fappoing Pegammnn £,
* Research Based Consultancy. [1 is 2 typical Ressaril bassd profect on Stlences & Socly
Sejenoes witeh 3.nog covennd under fanafane (Copmlimnny
TheSsmursemes: of profit afier d=duction of ol sspEnding=s word s 7020, However thit rate i
ue fo=l. Based on the wiiizaTon of tollnge resowes; the =hio will dffes

Abrief summary how the consultaney servicss impact the institutions.

»  Communication leter (requiation for copslmancy, conmiltant Name: conaulant f=. penod
=

*» Expertising fieid

o Agcepiance letter Dom Pridcipal

o MTHI (If appifioahle]

o Finnnclsl siateimens with an anthiorissd imasrs




Rules and Regulations for Major Reszarch Project and Minar Resaarch Projest

ﬁmﬂ“ﬂﬁ:h‘lnu & 10 Wave mutual intentions to jointly work an projicts required
for industries and resenrch needs, with leamad facuity of good indotral expetence and
preerniking etidenin, jednthy agree o earhenge thelt sep=rriys e iyl Henafil 2nd mewth

Dumation: -

Major Rezeasch Frofeot [MRP) Maior Ressarch Projact duration 12 2 46 3years (Saded tn satistioning
ARERSY)

Minor Ressarch Progecs (MAT): Minor Research Frotect diwapon 1 G momnths = ) y=an

Funding; -

Fur Major Research Project fanding depsnds oo the sriotiining authory.

For Miicr esesreh Projers: inesiiution wil saetbin the A1t i 55 Bae.ovey s
Rulus and Regolations:

o« Priticipil Investigntar tised o subnit o tesessoh Broposil 1o Seriititly comimiiten anid Prineigin
io =t amrovdl

*  Theproposz] shomid come fiwroughy respertive Bepanment {Not mdindualiy to getapproval
oy Senblrne coneniitee secl Pringipul

 Principal mvesngsor shouls beicngto SIMS only

« Froposal should nrlude Ahsttacr, Oltiective, Hypothidls, Shafmmerit of the probilem, Scape of
Researen, Regearn Denlgn, Proponed Findings, Suggemion end Conchusion.

¢ Fssmarcher beed to fillimit Tentativs sspendinrs demi

" e=t! to swpisn the bee=hits of MRE towards institntion sl iodey,

o N of Se lndiag sg=tee, Had, may ar RO with e same:



« Toaiill che projett withih sdpulsced tme petlod I pot give & explanssion to' Berusss
commETee s §uT evtrnaion pericd el
¢ The proposed toplc shtld come Undar rmal strann of the respective Cotrie,
¥ The cutcmme of the 8P slicald b= piifiisil i epeted e
Documuniaiion:
» Rasearch propass)
* Principal investigator and Co Investigator detalls, Beld assistant details
6. BOOX PUBLISHED, ARTICLES, EDITED BOOKS ETC.,
Hule: and Rugulations;
o Amtore name shouid be assactased with SIVE
» Compliseng copy shoud be gubmitted 1o e Collegs sy
Documentitiony
o Tiissof the vocks
= Zinhors name
« Fublizaton Demlin
s FingnitEl esiinanee feostvsil om cillzge

7. WORKSHOP/ FDP/ MDP/SDP (SKILL ENHANCEMENT PROGRAM)/ SEMINARS
AEYMPQSIUMS RESEARCH CONCLAVE (NATIONAL AND INTERNATIONAL)
o Nnaof i per semeste per felny - Minfonm one
» The faculy meemsbers-shoald M0 the intmadon proiorme avelabls with the
whither the shove 22l evests will be veiue edded © ool If e scrutiny
commEittee TEe the propesa)l, sod feondsy sl woidd Hie 1o go fol the abovs
gme avents the nollage deean't hesr el expanditomes
Documuntitions



o Hegintratics desslls (rochure, payment)
+ Adenderse Sevtifioge
« OO

=  Cemiicame

weOE ELE BOE i

Alms and aobjectives:

1. To enhancs technical and professional: compssency 2= well 4 crpantzing okill of the
{mriilhy (rmribengy

< T PRATOE MIETACTION With professionsly wozking inIpectlic meas of reseach in
Eesdemic Instiiutiony, A=earrh Labe, snd Indussries

3. To provide sypbnims on latest developansnit (o Aoademln ' Hedsarch/ Indaitry 1o e
Rt fom el Arsdemiciam s AessaroieTe Fmrﬁpvmmmm tom
ety

MODE OF SEEXING APFROVAL:

The prepozals may bé sdmitted In @y of thees segmenie with broad guiddeline:y s specifed hand
11478 —

6, | CONFERENCE/ ¢- CONFERENCE (National / International)
& Al departroehil vl e alipitile to onginise ntetriatiotsl Mt onn Califeretite fe-Conlsrénes
of 2 1o 3 deyr dinsthen sfther tlons or jointly, covermg verfous sub-themes umiter one broader
siElL

= Dedining Peportrments moy wilamll (ne propoand lor drgunizing thie évent o Cegan=g



i

2]

chooze suitshie faoilee merbars In' Wi her core t€mm for smooth organizstion of e
Conferssee/e Confepnce. Tz Orgontzmy  Sermet=ry zhall Snve 0 seek emormod
ipotesraiips fro different Orgenl=atooss/agencies gl as AICTE. [INEA. DRDO CSRL
05T, Profe=omsl bodies Infuste= = Prefawtly  the  Interoatioms/Hatoml
Corferenrefe-Conismce  ouet B8 ofpmnieed ooder e unmefla of  soms
Nationul/[nternaitonal professloral soclety,

Hommally ontv one Intemanona Tianonal Copference/a-Conference 3hall be orpanizzd by
the Departerieit in mi soademic year, Howevet, under special clreitmitances pwhete same
extema ngﬁnr,rhq: agreed to sponsor the entire expenses fo beinmred o organizing me
Cordetfibe Me-Cotiietimoe ) mons thah oive Condirstion md be Bllchived in o finnricial vesr
Tlie Ongandiing Secrstary Of e jiroposed Conference shall anply 10 Princlpal giving detals
ofthe estimares sxpendinme andervarions heads tuci as Honormmmmand TADA ™ Experts
(I Epplicatdiy, Boarriing & Lodging (I mibieabilul Comtinginey Sratinnery / Micallsecus
#ems eic The propesal 2hal alzo menton-abeut-the smoumiic be callened a5 regismation
e, ext=rmal gponseriiip, efc

The propoest sotamined by the Organsing Secretary et be evainated of the Lovel of
Ittty By odarmides. THiS cottmmiltte shall examims thit gropesal for i Ghjectsaa.

Henen), uatifestion) gnd dedpills of BrperosSpeajers, The eme of (e mevhers of g
sommTes shill b ane Eadaniic vear

Thia nannme Level Cormmsites sl ghve B spesific resommetuiafions 10 sSoepl et ke
propagali bubed oo (e serl of tis progosal st the exteit of Minding

0

The event may be fmded by the Instinnte anly op o0 mastmm of RS . THE
tettiaining expendiiioe, I ani. s te bit met gt of extemal spomscrdpin

Nom-relundaiis regisirancn fae mey e collected from the partizmants preferabiy through
Soundarya Souhsrda Credit Co-operative Led. Collest &5 th= deralls resy e dharad
with the inntmute canhier ao undar

Confutence e-conferenice
Descniptinn international | Matenal | letermational | Hationad
conference | Confersnce Conference
Baribcirnms Re 00 for | RaiiOD Ba MO0 lor | FeS00

froary Academias | Foreign forergn
R&D dalunyips detssae:




Pardcipanis He S000 for | ‘Ra 20006 He 000 e | R2300
Freem Bdusnry terelan furetzn
delegates deiegites
Siudens Falid  for | Rafiod Fi 300 for|Ra2@
foircion fareign
[ Re 300 for 'F.:if;lu fiz 200 b | RalO0
Hatsner fopeign Jopeian
delsgates dejegates

il

The Tejistratioh fee rompietaly. or partiaty msy be weived o for some of e partipants
talomgims - the spomEating organtzemnd etepry depanding on the sponzerhlp smoum.
o Aller seeidng sppoons! o te principed By shall e the setesssioy ermiition lstter,
The Orgasiing Sesretary will be respantible for taiing All necessiny messures with regard
iy thessanes of interrafion sl Farseipes wharensr sipieable The Opgasiiomg Seevesmywill
be pmpomsiile for malntaining of el pelévent records (reghitvotion/atendancs, tock
regieETn. canh bopk. #00.) and maks thee avaiablz a3 and wien required.

o The Chganizing Secmeisry will dlen e eerponsiite for compléting all the fnbmslites mided
10 e selthement of e smount recedved) trough spamendahil From external agenalite.

&2 WORKSHOP/«-WORKSHOP, FACULTY DEVELOPMENT PROGRAMME (FDP)/e-FDP,
SHORT TERM COURSE (STC)/ &STC

OFFLINE MODE

¥ Al departiments wil be eligibie to digaties Workshtzp/ FOP/ STC- Such=vents of nenmaliy
7/ teys durstit=, shull in general e prrante during susnmer/wiliter [teak The propoted
programms of T days duranon st fave:| [ ssesions {atlessr 07 sesntona of & honrs: duratzan
ech per iy ekorpt the List duy] baelidinng 4t lesst 07 jractical sessions drhermves poasilile

* The progeemmes shold have sufficlent segsions for Software Exposwre and Experimental
B AEHE ASEE DRRaISE: & AT AT SEEAE DL TE DIGpOSEY Sveit
indicatmg femures 5 willl a2 nhoratory /prectical sssrions T be fomished almg wach-tha
propeasl



« Diggditng Deparmpents mar sabmlt &= propcsdl as Coordinator for 3&3kdng samirdatrative
et fimsneind appromis. Coandinator ey rhooes =ntabe fecaly Aatall memdmiz mohis fhes
tagm for Seooth ofgenizstion of e =vént The coordietvr shall elao b résponafble far
se=king Fximmat sponorsiipe from agences sich & AICTE INSAL DRDO CS/E. 05T,
Profeamomes boffes Tndemien,=rc. ¥ regumd

v Normally eath Departmant shall be allswed (o organiie at beast ons per yéur,

¥  The coordinasor shall spply to Principal giving dezafle of the sstimaizd sxpandire under
varibue liedds such es Hondearlioe and TA/OA 1w Exporls, Boarding & Lbdging.
Contmgency/Satmery Minesimnaoms, & The propesil shall siso mrmﬂtemamrm
He polideted ne mmlatraticn fse axtorbal spbinbioishiss. ete (1 my)

+ Tlie propessl for FOPSTC should normally be meibe b a nustom of 80 (Aty) pustitljame
20 partoipens from oufside k=.. from reputed metitutions Indusres:

¥ The peopossl simitted by he cociviinetiy fusst be sysiited of fhe Leved of Dt ty
COPTITEe: This CoTRImitiee: saal axanine e proposal for e oRjechves, jusificatlon, courss
content, end detafls of Exj=ries Spesiee The t=nure of (= migmbare of iy cormmiities shall
be e academic year.

= Thid nnitobs Levsl Committes shall give v speeliic | recommetditicng 0
pos=pt iRt the propesals baved on the wwrit of the propoil and the extemt of
Jerdineg

¥ The event may b= fnded by e Instinie azad an th= department wis= hudpes sufimitred.

The remaimng expepdiiune, 1 ay. hes 10 be mest oot ol Sxtesrod spousstuhips.

v  Nobrefunijahle reglstiatiom fee misy be collsered Bom the particieants preferably tireugh
Soundmrya Co-operatres Socisly (illesrand the: detaie may B2 shared willh e Tnstinoee
eEThiET ar urmlir

L e 1000 for chepartlolpuats Fom Avademls /BET Laby
r 8 Pz 1300 for the partieipunte from ndumry
o Rs: 250 for Smudent.

The coordinstor will be responsible Tor mamtaining all relevant records
(registration/attendance, stock registors, cash book, etc.) and make these available
ity and when required. If required he/she may spggest suitable faculty member as
Treasurer oract &s Treasurer himself/herself.

B. GNLINE MODE

b &y Deparment of the instiimson will b= 2lliitee 5 arganioe worishop (57C in oritie de Le
= Warkshop/ e ST Shich seents of normaiy o wesk duirsisn mas be arminesdin neh 8wy et
tho sgatheniic cchirdiiles g tiod dlaturtied. Tie progdiend progruaune ol T Qi chastion nay e



minlim fires sesEors per dsy (at least 02 sesslons of 2 hours duraton $ach) wih smphatis (o
hasd-holding sesaions wherever possihie

i & day -to-day leniathve schedule of e propesed event |ptieeting lectimes st De sabmitted slong
with the piropessl

| Dresiring department may sabmet e propodl a3 Coordinarat for seskine adminfstragve and
fnasical agisbovills. Coordiigion may chotse sitghle feulty Zstnll seambiors My B e besin
fur smeeth orgardeation of the event. The coomdibetor 1hall aisg b responnlbls for soeiding
aitema spomitralilps Mol agentles such as ANCTE. INSA DRDO, CSIR, DST. Frofésalotial
Dedies, Indu=mes. efc. {fraqiired. N .

U Newmally each Deparimment shall be sllowed [o oganie one programimes in 2 imancial year,

The coonimator aholl ey 1o Priccioel ghing datills of the estimuoted expend|boe mmder various
heads =l s Hoodmiin, Contingerey. Miscelane=mn sppEndifire £ The propossl sul] dles
inchida fe amnine to baiceliected 5 registation S, ememal spondciEi o | Ay The
propesed progEramme may haee iningmum 30 pardeipants. The: dodrdiator masst adhers: to the
npecific gaidemmes daormg fied by spanscring sgeocy o gudelines mentaned in o specific proect
iz o wifieh thie spomsership b beng armangsd

i, The proposal mapmitred by Coordinator miust te on par with budge: submitied by ‘each
Depattrrent

& HNonzefimdphls regsmanon foe may be cofecied from the participans prefenably through
Sndarya Co-operative Sociery Collas and The detalls may b= sharad with the Institae
es=hier ag tmnelet]

g ‘Ra 500 far the perticipmip from Academin/ RETIL alis

b, R /LB tor studenty

g - B 730 for participanes from Thduamy

Thie cotlbnitey’ will ‘b= raspoHlible for ftmsatidng sl relvant et fregttuion /bt
sock regisiern cash beok =ic)-and make these avaliable os and when requived. If required - the

WMODE OF SUBMITTING APPLICATION

The gpglicatien or crpurizing the programme (Contference /e L enfmince, Wotlehop fe-Werkdhnp,
FOP/e.FOF. and STC/2.5TC) dily forwanded and recommmendsd by cencemed Head of
Department mugl be Sutiitied dong with reevent detals spedified tersunder

1. Brothure of He pogramims

& Tentanve danof experts with specladeation /expertise

3 Terestivs larute roheduls

V. ERnige Seisilproposal
The prropoad it be siflvrined well in ddvance 0 Prindipal on stendeed ibemat lbr evaluition &f
i Tramnee Teved Commees, whersver opilioble, snd pulequen spprovel of = Competem



OENERAL CUIDELINES

The Creamizing Secresaryy Caordinator. ﬂlmﬂﬂmh,mﬂnmmnﬁmwﬁtﬂnm
mﬂhﬂﬂumnmlmmﬁmnmmﬁ:uﬂuuﬂmnmmmhrﬂtm
mielude ditsin wnd AfiEstion of the apeckery End participssty of the programne =i hioad
oI oM 4 o pesines achieved =

Whistevet the Corifelsios/ Warkihep/FDP/STC (offine of oniine) Is spomscred by éxtesnal agendy
ot the Enancey ars 10 b Booked 0 @apecific projecy, e Organiying Sacstary/Coorcfinany ik
adlwre o the jradefines  parms of sponsanieg E3vnTy,

The purchaze proces, wievessr mauired, most Dein sooardanes with the Inmitre mdes The
parchase commirtee: if required. mpst have one-member fram Accounts and Audit Secton

The certifientns most e fbusd to parnelpants Uesed on Uelr amendance I (e gugranuns
orgurred =nd ey be pigeed by Qrganinng Secretary/ Coapdinstor of e progremme. Head of the
Deparmenit. andd Princiml ﬁhinﬁmﬁthmﬁm;ﬂmmﬁmmﬂnmmmﬂﬁﬁ
wmmmwnzmmmmmmmmm pvent alung with the anendance
rocerd,

E.Certtficabes Jor progmeiumes rondussd throuph valins rmads migy b= fvued s g paint "e” abeys.

Duly recommended propessls (porh affine and onfise moda) s be syomitted 1o the: Scrotny
comminze fer St procamsimg in meorriance with the s framre= aswider

¢ Workshop/FDP/STC: ar leeat ees-mont i) advance fom Mme proposed date.

0 Mational Coaferonon: i leil ve anoniis in svante ol ti= aodotsd dale

o International Conferenoe: b beast slv puoiile i scbvance b e peoposed did
70 keep imiformity at ﬂmh‘mm‘rﬂ-rel, the ongamizing commitsae for offtine ap wes g0 aniine mode
of Comferanca/ Wetkshop//FDF/5TC should be propesed in the cliawing paary

A) For Comfvmce

Putront Héad of the Institake

Co-Patrom: fead of the Deparmment

Organizing Ehnl:m:n.ﬁnﬂrfmmn 131)

Drganining Becrydary(s): Faoully inesibine [£) [Max G

Treasurer: Foculy nenibier (01} .

Organizing Commirtee (8): Faculty/Siaf membend). If requived

Advisory Committee®: Renowred Acedemiciame/ Researchers

BisTER-

»Petiiomn fmtt Beputis] Indienry may 3o be sonsiderer (] reguined



B) Far Warksbop /FDP/STC

Patrom: Hesd of the Irstivas
'MIHM'HWEW

‘Convener: Farulty member (01)

+ Coordinator (s} Faculty memiars) (Max: 02)
¢ Tresurer: Facalty member (08!
v Oresnising Committes (5]

GUIDELINES FUR 4 MEMORANDUM OF UNDERSTANDING

A MetmaEdurm of Understanding [MOU] s required of an sgency when an appllestionfor fmds
hwh:iﬂﬂ#:ﬂ‘:ﬂmhmﬁﬂaﬂhhmﬂhmﬂhmmmmnm

Fnum documentution that demonstratés the organizarions have conmiteding coondine=d
ke responsiiiiteg of telr grant aotvities

Tl tollrwing sl=riwhis shonld e eoimlidEsd whes conrmleting =n MOL:

Besceibe each pariner agency;

Srme e papcss of e MOT,

Cleatly Hesbribe the syreed iphil roles and rigonaibilities sach dtgadldation or iguncy
will be providing to 2nmre project success;  TheTowes and resporafbfineschonid A
WiTH prosece prals, eliectve and tarpss nuiputs

Idaniify the s:aff responsibile for completing the apeelic rebponaliilities

Bescribe how the collaboration/pammenip benefits the project;
Dezrnbe the spampres ssach parifer wosld contributs to e proscl This can be
cotitribofing Bl U, sudiing beeking eosributiont] delvering setvices, aifmdagindning:
ot experies, sir
Hmd&e:ntmmﬂmmhndmwmﬂmuuﬂhmyhﬂﬂ

parfcsmance of t=pafboyative srganizatione/ sgencies,; o4

Thye MO mizt Se siimed by all parimer. Sipnatories tmst b= sifictally authprizad o
slon o0 beball of the agency and Inskads Site-and Asency Sama.




N DERSTANDING

All Mmmmmm-nnmumwn
to thesuhmission of the final MOU.

‘Imﬁﬁmmm:d Vndemzending |MOU) & entered i by and betwesn: Provge:
Hﬂ:ﬂ!ﬂmmﬂ:hfﬂ"mﬂu:ﬂnﬁﬂ:

n. Rolgs and Bespoasibilitias Cieeely desteibe dnd tefidn the npeesd ipan il
and Eponaiiee each orponcron o caery Will e prowding o meaae propect
syecsin The wpley oo segnomyihilivies skould alips with pecsect poaly shisroes ansd
savges autmits Thiz mey be conmibution of st time, in-bing comriiitions of speveor.
sgserindy, dettwry of sengram arvices, promson of g o sapl egerting, e

v TR =i & N ST [ ! W -
i B il |
2 e S e e A e A s T R R et e




C Bemortine Regulrementy. Dercibie whe will be sepoiisihle fr cllsing, collimingand
sidisnitiing il iy pae B plAcpescE ATt oo (U e tuririieses

D, Timelframs. Ciesriy mote ke toe peetod Hise shie 00 will Se'fy eifpce
This MOU will commence o ‘ard wiil disaolve: gt themmdaf the:
gmmnﬁxgww € -

F. Configuntialing.
In ordér 10 enpure the safaty of clians. o] parties 1o the Memorandum of Understanding
poreetc adkers wo the confidentislisy expecistons == ourlinad t the Grant Agreement.

The desipnuted fead speniy adeents Ml responablliy for the perfremance of the
_nhbumﬂnm@mmz

Thid Memorandion of Uitiderstimding Wi the comfilile aftwsinent betwdest
g End may e gmended oy by
mmmﬂgnﬁlhrmhnrm:pmuwﬂm

The MO sy b wgrond 8y alf pao s, Stmatores e b qfficiey suthprmed nege on Sedalf
ql"t.'irwnd'rm‘mrfﬁmf'qrm A

Surdbripieed CiTielsl]

Sligrtire Print=d Name and Tie

Telepitne] ik

= Mml Address

Signiture Prited Name and Tt



Thlophone{yl:
EMall Atdrese

PATENTS

Applicabill
Thi Regliation gpplies 1o 2l creative weirky produced bt e Institution sither Individanlly or
ccfiehomavely, by focusy (regdar, par-time ard visfieg), st stadernrs. or assoclstes nhe
comatet of eduestional or pe=march progmme Eeiidng b oot Smited 0 dogree progmms

rEsmareh prosects publiesene ssebuary prodecs developemsin, breenions, and msdls rpleasss
The Regllatlof sncompaszes sl lizass of Intellactual property. inchiding patents. ' copyrights.

mademmEre), (e3ign egistnlions, and feending End permaby 19 indhidusls eng orgsnizssions
e=mockated with the matitmion's sucatmnal, resserch. of consalterry estivitles,

Types of Patemts

| Peeris Act 1670

i Trade s Al | 508

& Cloiges Kol =000

. Ceogeaphieal bidlicatican of Coods (Hegtetrstion amd Proteytion) As 1008

v Copstight A4 1857

. Frovecnion of Flant Varerss and Farmers Righms 427, 3001

wil. Semicotdistine aagraed Clrosie Layous-Detgn Ant, 2000 2nd Falogical
Dbty Ave. 2002

Al isloglont Oversity Act, (B022

(=, farional PR Telley 2015



Pl Oike | Llsk b e | (Pubiislieas

|
Mamr . Habegg
f s Fiindtoailins | Thle sl ; i l.'ltﬂ.ﬂ.l:lllﬂﬂh Faluny dowmidedj
. :m-uH- “?"":_' . L 11‘]‘;“”"*"'" T rﬂﬂ

Bsk

L

Two tupiis of & publicalinuz megulfineg from. the esescch. conductod with e id of The
grants shedd be mmimmitted to Institiuoen

Intefleciug fropeny Hicnts

Any moeferwmal propesty righny or such informestion knowietdes being able 1o SustEn or
ereate ot any such Hght miting o af the mapars/ projetts spomsated by Instition wWill be
sl joletily by thee fresituion /3 & D of lsluticn

F B D sholl et ench athss befire fling lie &y protection of iy Lielinetun Plopeny
Higniz riling from any of = propect sponsorsd by Ingriation

Arstumle lnstiue & D fustintion und Ousthrion will spaurs agpropriaie protection of
feellestaal Propeity Righh gemareEsd ffmm fobperaiion, consEtent with lowe rilea &
eegulations of fniffa.

The exyersss: for filliyg 16w Patent proesiion in Tndis o abroad all be borme sgilly
barween Inetitut= and Anys 56 Fnaneial aocrusiz doe w any cormterclal splaiaton, of iy
patent dhall be sheryd equatly betwees thim on HES besls Howervier, ooy ol the partles is
ez m uiilize the PR for 1E=ir own ues on nop-conwrroal bapa,

TEMPLATE:

Doowments to be Subminted:

1. IPR c=rificate
i Twsign Application dstaim. (Srresnshats)
3, Supporting Bocuments iy,



Anmexure-]
FORMAT FOR SUBMISSION OF FROPOSAL FOR MINOR RESEARCH PROJECT
1. Bivad Subiesd
Z. Aren of Spouiafiez=tion
3 Deypetion
4 Frincipatimesstizsor
1 Wapsr
u !'.!u_!-!.fF
M Bate-of B!
W Catepory: (GERISCAST/OBO)
v GmhEsanion;
¥ Designaton
Aditrrss Otfioe
Healdence Hmull/Prone:
5 N of the Insrudon where the project Wil be undermieny
(4)  Deparmen
by Colege
€]  Affisiing Univepsiny
(d)  Whethes the bt s Spransit by pural /ackwan s
Whethier tie Collsge 18 pproved under Section 2 (1) mnd 12 B of the UGC A2tT  Yau/No
& Tepching and Eesearch Experienge of Fringipal Investigior:

ta) Teaehng expenience UG Yeur PG Yeare
(bl Research expesience:
(£} Frislicatinm
ta) Papers PUlilibed {H)- Acceprod :
{e) Commmmicated id) BoeokPubtshed
fe) Actepied 1) Communie ind

[Plosan encicee the ez of popers and books pubinbed andfor scorpied doring Laxt fve yeam)



PART -8B
Proposed Reszarch Wark
B ) Frolec Thie
M Inteducton
iy EHestives
itvi  Metheddlauy

¥]  Year.wms Flan of work znd tarpets sp be ==hjsved,

&  Firnsncial Asintance neguined

i Bookes and Joornaks

i Equipmers, (fnseded

il Faeld Wk s Troved

i Coemieals and ghszwere

- fmm:mwnmﬂmﬂ

10, Whether the teachsn has received suppar for the reseach protest from ha tTﬁfumi‘-Er"&mr
Miner of from sy othes agensyT I 20 plem= ndigme

« Name of the apenoy thom wihich the assistindes was Eproves

i Senctn let=r No s dets under which the sesssteiee was sphroves

H Armamt mepreved A (ol

I Tithe ot the projest for which assistance was approvsd

v, 'In caze the profem was compleied; whether the work on i5e proect has besn pubished

i Jlﬁzmrmmmm#numr m-:hxmﬂdigrmfmlln the theaks was Tt
il aeroapiid by tha iniveraity i the awand E:-!-:h-,Eru-_

(A sirmary of the reporffises In Sow 000 words may plsass be anachs] with the
upplisation)
Vil i the project has pot been completed, pleese sats e resgons
11, () Thetaiis of the UIGE project/sheme comple=d o mgoing
12 Ay ottt inSstination which thetabcher msy ke 0 ghve i support of this fropicsal



. .

s The Crllbege bs sppeoved urmtes Sertion 241} and 12(8) of t HGE Ace snit b il 5 rexene

b Gemal phyeical fasiities, such as fumituredsmacs e o= aelenkE mo R
Vepartment  Coiieze.

e 1 hall it by the rules geveTng the scheze in cee a=tvtane e provided o me
#ron tha UIGE for the above prolest

d T shall complets the smgjact within the mipiared pesfod. 17 fil 5o do oo and if the UGC
i3 ot ansfiad with the progress of ihe resepreh prolect, the Commission ma srminat:

the project Inmmediniely and ask for the refingd of the enthe wmount {with erest)
resas==il By s UG

The dbove repsbreh Project 13 ot finded by anyy cihet asenoy;

Signature of Principal Investizator Principal

[ Seal)



Annexurs =[]
ACCEFTANCE CERTIFICATE FOR RESEARCH PROJECT

Mame__
NeF dates
Title of the Froect

1. The reseztel projest |2 ol heing auppoeted oy any oches onding epency

2 The terme and condltions reflated to the gram are accepistie fo the Principul frvedligator
and University / College Initimtion.

3 At present, Dhive no research project spproved by UGE and the sgcouns for the previous
prugect, i &y bave e suttilexd,

4 The CollegdsUniveraity th it o réciee Bnabitnl asdlsteose Boin L HGC ond L Incloded i
she I of Sectian 201 & 12 (8) prepared by the UGE.

¥ The Frincipal Inveatigator bs a retived teazher and elinfils o receive honceartum 23 Ne/shis
It selitier geirinig any hodnotarlon fom e Rgetuy BUE 1o Hedshe paintilly smgloved
shvwhape:

& [l His/ber die ol irts s
my Age
T-The dat=2. of implemenioon of the projectis

Principal Investigatar Principal Coliege:

Date: [Beal)



Annexure - [
NEW DELHI —110 002

STATEMENT OF EXPENDITURE IN RESPECT OF MINOR RESEARCH PROJECT

L Nene o Ermpoipal Invernigeor

2 Dee af P Dinne of Colnge

3 'UGE appresal Lester Niewand Dars_

4. Title of the Respanch Fro=er

% Eftive dai= of starmng the fremeey

% & Pestod of Expendltite From. < - F—

b Detalld of Expenditure
5.No, tam Amount Expenditure
| Approved (Rs.) Incurred (Rs.)
] Fook:l!: Jourmals
i Equipment

'Frri:mﬂ-




=l

i 25 a resulr of check or mudiz objection somee Irregularly s Brdced a7 later daze, acton will
bt ke o rediond, wbuat or pegiinrize (he olyjected amirunts

B boatifedtha e ganiolRe___Fupess _ only] recelived Tom e Hniversity
Crails Comamibssion under ke scheme-of mpport Be Midor Redeuret
Project enttied vide UGC lemter Na £ dated has been fuﬂr.’mﬁtm‘tfnrmElﬂmmm

[z wtdeh I s smpetiored snd 1 secordinee with th sermms snd condirions Ll derwyy iy the
Linlvorslty Grants Comamizslon

SIGNATURE  OF PRINCIFAL
INVESTIGATOR

PRINCIPAL



Annexurs - [V

STATEMENT OF EXPENDITURE INCURRED ON FIELD WODRK
Mame of the Principal [nvestigator:

Name of the PlaceDurstion of the Visit Maode of JeurneyExpenditure
ited Incurred (Ry.)

Fram

Crortifed ton e gheiye sarwmpditinee g (5 Accordnbes ity (e LG pofrie op Meior Bessaee

Projecta

SIGNATURE OF PRINCIPAL INVESTIGATOR

PRINCIPAL

(Seal)




Certifizd mat e gEnt oof Hs (Rupees anlyl  recsivwed
s L Uiverity Gomits Commitiesion ursder the scheine of wipert ke Miner Reseanh
Projectentifisd,  wideUCClester N B damed hes been fuly wtifieed for the

piapete B which b was sancthaned and in soeondanos with the = atd conulifions Bl down
by the Lnlvensiny Grorzs Commission

SIGNATURE OF THE PRINCIFAL STATUTORY AUDITOR
PRINCIPAL INVESTIOATOR
(Seal) (Seal)



Annaxure -VT
Atinual/Final Report of the work done on the Minor Research Project. (Report ta be
submitted within & weeks after completion of each year)

1 Froje=: g Mo i /Pl
2/ UG Roforetioe Mo F
< Feredof mporyfrom._ 0
& Tide of sesearchproiact
5 (n) Nums of the Principa! irfvestgarit
0} Pepr.
() Coliege where work bnd progressed
& Efsrtive ddte of stanting of e pecgsat_
T. Grune approved and expendiume memmed dunng-the penad al the Tepor:
3 Tesl amous mppreEd R
b Thslexpendtise Re
¢. Beport of e work done: (Pease srtach o separate shees)
|, Befoletw of the prodect.
0 Wik dorke-sa f=r aud =ity achiaved gnd pulkicsiogs. I ahy resulting Troom the

i Wenk (Gree demalls of the papers and oomes of the jommels in which i has besm
priilishied or scceprad for peiblication

I¥ Has th=s progrie Been accoiing 'fooorigital plik of wimk and towszde achisving the
chective” I noY FLETE r=as0m

¥ please ensiogs A sy of the fndings of 1= smide One Seuind copy of e Fsl
tutperit ol whork Hoitin iy mlis e dent to the cotiddrhed Hegliotisl Offtce ﬂfﬂ:ﬂ' LG
Vi Any dfber mitrmeion
SIGNATURE OF THE PRINCIPAL TNVESTIQATOR
PRINCIFAL
(Seal)



Annexure = VII
PROFORMA FOR SUBMISSION OF INFORMATION AT THE TIME OF SENDING THE
FINAL REPORT OF THE WORK DONE ON THE FROJECT
g M I R e 1 e i e e e A
2 HAME AND ANDHESS OF THE SRINCHAL INVESTIEATOR i
1 NAME AND ANDRESS OF THEINSTITUTION _.ovie i
# UGC APPROVAL LETTER NCEAND DRTE &iuiiihii it bosis sl fhhs s b iasbais s
DATE OF IMFLEMENTATION ovsvnions
TENUREOF THEFRIUECT v e e e
I OTAL GEAN T ALY O ATED e s ei—ns I+
5 TOTALGRANTEECEIVED Loooirsioossmts s ssimmis ifanm s e
W TITEE OF THE FREJECT
1 OBIRCTIVES OF THEPROJECT . oo,
12 WHETHER CGEIFCTIVES WERE RUHIEVED ,
(CIVE BETAILS)
13 ACHIEVEMENTS FROM THE FROJEET - i
12 SUNMARY OF THE FINDINGS ... s
{ TN 500 WORDS |
14 CONTRIBUTION TO THESOCIETY ..
{ GIVE DIETTAIES |
16 WHETHER ANY PH.D EMICLLED/PRODUGCED OUT OF THE FROJECT. ..
17 "NO GF FUBLICATIONS GRUT OF THE PROIETT ooo—voeeom
FPLEASE ATTACH)
{ PRINCIPAL INVESTIGATOR ) (PRINCIPAL)
(Seal)

L



Annexurs - VIIIT

ASSESSMENT CERTIFICATE
{00 e sulmmited with the pomposal)

It b2 citifted tat {ha propoeal entitied” by (Dr/Frofl /Me M),

Reoit. of he=  teen  Essegaed by e
N - venmittise  ¢onolating e Hillowing methbers
[t dihmliidich the 1JGC Hrgighs] tfics

— for fmanch] smppart gnder the acheme of Minor Reseqch Frosesis

The propessi iz as por the udaiines

(PRINCIPAL)

(Seal)
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DATA PROTECTION POLICY (GDFR COMPLIANT)

This Hmn_-ﬁmﬂgﬁmi_Fnib;?am out bow wee kandie the personal daa of our
wiiich fhar data b stored of Whether It velores 3o pagl or premms eITDiOyees, WIERErs
coitoitrs. ciidnes o supnlles cobiacts. dhareholdir webdlle dssts or any Othet' dafa dobjeon

This Data Protesion Pelicy appiles 10 48 Conpany parsorne] and sew tug what we
sxp=ct from you, m srdar for the Comfaany to comply with spplioabi=lew. Your complianer
with the Dute Prodeetlan Folicy b nendurary, Any broudh of the Duta Protection Polley pay

Ermpilerpess it adliors 10 the prinsinlis relbring 4 procssting of pessoal {ate 2ot gut i he
GOFHR [Qenesst Daiz Protecnon Regulaton] which regidss perzonal data 1 be:

& Frooesiad ladwnilty, frly and |n o transparent mannes

& Clillscted ooy for specified, explicll s legitliisate prarposss

* Adesuasg, relevant and Brestod 1o whst i neseassey i relation wo T prspopes fo
wtleh I Ly proeestied

& Accurate and whers neceatary kept g 9 et

& Tiot e in g o which Erostsidantfication of Gata mitests for iohger thes =

& Progessed i amemner (het engurss s sécory unng eppropriate =ebmical and
e

+ Nolmansferred 10 another country withou aperepriate safiguarnds belng In piace.

e Made pvaliable o das subjects who e allowad 10 exerchie ceram rights in relsdon o
ihett pefsohnd data,

Ermloyees are rarponsinis for and mst b thie 1o demomirme comglllance with the dats
prosaetice prinkthles [ietes) ebos=

Lawfulness; Falmess; Transparcacy



3 Lawiziness &nd (EEmess

Il-

Persanal data brust Be geoceaped falely and 1H o tramaparént maknst o relation
1= the dmzz mitiecy

Emploess may only callest: process and sharepersanal dats fairly and Tawfully

znd for specified pimes=s fome of which == = sut biior,

A the data subiecs has ativen his or her consent

by the procesing li neceian:y far the perfarmince ol e cotimiet with the data
sttt

7) o messour =gl sompliance ohifgations,

o) to poteit thie duin sidijest's virsl Interests

£), 10 PURTRE OUF EEiman iR

b Crometit

-
&

I,

A data coreroller mais only process personn) d=s on the Dazl of cne oy mers
ol the =aiul =ie et ot |1 (heSOF R, wilizh Brhide comeEnt

A clets subivet ety ) proesming of el perpepp) daeg € ey puficsds
Agswement clearly niiser y g statement or pasitive eslion (o the processing

Cofisetl reguiies ifirhotive dittion so siletkis, pre-Helteid bootes orlmctivity me
il 1o e miffiztent. | corsent & glven m a deroment which dsals with
omermattsrs, thes the comsent oo b= Eept separate from those oifier
pisiYlers

Dnts sutyocin must Se es=iy ablv to withdmw con=snt to prroceznng o =y fme
and withitFawal miier b prompily honoured
Coment sy treeil 10 e refreahnd if you nnd to process presonal data for s

‘differamt and moompatihia arpose which wasnot Siclossd whem e dats
iyt Bt oomented

Unlags we can refy an apathier lagal hasha'of processing. sxplicit connens fs
wiriilly refidret for prbestisirng sdansitive perssenl dala. fok ditcmoted decialon.
making andl o7 cross border dates trantfere. Usially, we will b= relying oo
it =l Hesslit Uasstl nert tespiire el conbint] 1o process ol types of
sentltive durs ‘Whese explizit soemest & redliited you st jsue o fulr
Processing HONCe To (e data-FIDIECT 10 CEPIUNE eXRCE ComSeNT



VIL  Wou wil tieed to evidence sonsent cafmrod mil issp tetardd of il condentil b

¢ TranmErehcy
L The GDFH rejiires datd tomtrollers o provide detalled. specilé Infurmedon o

data mitjerts depending on wiether the Mfomarton was cofected direcy from
diitn abjests of fom elsewhete Such infermablon ot be provited tirolph

sprepriate privacy notiees whis)) must Se conslse, tasteparens, intelligibie
sasly acoeseitles and to-clanr and ploce Ianpuaze g8 that s data mblecs can

Pestomal dats fivist 52 eollzcted only for specified. sxpficit and legitimses purposes. Tt e
tis e Lurthes processind 0 any dnanter fsanipallile with tioos pepoes

Employes cannot use pemonal damn for maw, different or incompatible purpases fram that
clisclembed vilion || was st obitulned wilssg you Have lifbrmed i dats silijec of the nise
parpeses and they have consenced where fecerary.

Data Minimizstian

Personsl dato mus be sdequate Jolevent dnd llimfied o vibet i ub:-._';g.mrhi pelptiom fo the
perpose for which [Tm processed.

Emplos miint afisare thit whn personal dat i no Jonger nesdid lor specified puiposies. It
i datatnd o arceTIIE i sccTTATTE With the inwtiiion s dats Teteition gulsiTes

Accuracy

Fereonal data s B8 accurste and. whars necessary, kept up ti ds. [ omst be corrmo=d
or d=tetml withow delsy whpn macsuram

Emmploves must check (he accrmcy of any peisona] dats at the pomrof eollscrion and &

pegulie blirpuly pferorie. Bosgier] e sitolhpes s fee B rmasseinle stops 1o destioy o
arpend MAccurEEe of ourch-dete personal data



St LI

parposes for wiich the data 3 processed;

Ernpljnee mii nist keeep pesional dets in o fore witlell permilts the Idedtifienlion of the dats
sunject for lonzer than nesdad far the lagiimate tmamess primose far witieh, we arigmally
eoliccted It [Helidliig lor the plrpose ol distl=lying ey’ legil, acooiintig or reportity
reqillremissoly.

Employes will ieke ol ressonable :eps to destroy or ef=se fromn gup syaseis aff perganel ders
tharwe 19 loamss requine in Accordanes witl all e inarinutlen's gpiicabls records mEnts
palici=s Tils seludes requiring thend pares to deletes puch datz whess spofisable
Ermplotss will Snmure daia subtecie are informed ofthesviod 0 which data = simrsd and
Bow L period i3 deteriitimed | sy aniplizale mivaty nolive
Secunity Intezyity And Confidentiality
e Pl Diaks
Frersamal daia miim e sesiiredd by 2opropriste technleal and orantsational measyres szl
wrsmtimries ocprdnwhil (rocessmg, and egrinet avcidenml loss Faptructicn pr damsg=
Emploiee wikt lollow sl proredures mmil lechnologiee we put i place o el the
pesTity of all peroong! dats from the pomt of seliectian o the point of dectniction. Emplayan
may orily fransfer perronsl data to third-party service providers Who ayres to comply with the
mﬂphlhamﬂmmmmmmmmmm-mmn
requEsted
Ermplojee it minintnin dads secumity by proecting the confidentiaiity, integrity snd
avplenbiy of the pergonal daty, defined & follows:
<« Coafldetristity meina that onfy people who havie a need to loiow and dre atthorssd o
mﬂﬁmmdﬁmmn
& Integniy meana thal personal data iz accurnie sad sufatle for the purpese for which it
& st
& Availahiliry meams thar anthorise users are abis to aroess the p=roonwi date when
=y nesdd | e suthersed purpaises



Reporting A Personal Data Breach

The GDPR nequires daya contrullers o nollly sy personal date bressh 1) the sleatie
resulatory and| incermn inatanced. tie dats mibiect

Transfer Limitation

The GDPR sesmicn dats trangders o countries quishle the AES [Astan Beononiic Areal
Sder wodnire Ty hedevel of data Prorertion afforded 1o edivatings I e QDR Enot
urdenmined. Employes ey oty Transfe Persamal Data cattifle the AT f o= £ the
fdlowing condirions aphley

thve clhintny b wiieH we trandles the persond data ensures i stequate lebel bl
grotediton for the dets sutyects tights and freeti o,

e data:zupiect nas provided aupRoil consent to e pIoRosed trniiter Eitey belmy
ninrmed 6F any porentin Tl or
the tramster It necesaary for ope of the oter reasans 367 out In the GDPA

Diita Subject's Rights And Hequests
[0l susrpmicts Mane rights wiien it cednes 10 e we lanictle thein persenil dats, Thess |cbute
mighiE tou

-

viliheirow corerit o pioceasling ad sy tirm

recelve centain infynmation iabout the dats catiiraller's precessing soilvities
requEst pooess to ther pErsanal data thar we hold.

prevest oir s al et persionil data farfieo mareeing plimpess.

ki 143 10 erane personal daa it s ne lonaer necessary In rélition o the plifposes for
whish | wiz onliect=d or procesped o tn ety maccnrsts dats or r cemp|ete
Insuniplets detn

restrict Eocmesing m spectio cinpmstAnes

chalsige feusessing which M biosh justified on = basis of o legitinste inteieits o
I the paklie mterest,

vequeni @ copy of an aEoeerent wnder which pemsonsl dats i3 frnalerrad ootuide of e
AFL

olijecy 16 devisiuns Laved salely on automated privcessing Incluiling profilieg



4 prevenl prOCessing hal jr-key 10 Caze damags or dEresy 10 e daLE SURIeCt or

& b= notified of & persomsl dats bresch which i3 sy 1 result in hizh ricte e righss
<ot Eeisend

4 TaEE a camplaiyt te the supErvinory audiering and

& in mited dreommances. receite or a2i for thelr pereanal data to be mansferrad o a
third méery in'm structited. commanly caed el saehine-reddable fotrft

.
The Daw controlier muzt tmpiement appropriate techucal and orgamastonal messurss m an

effisctiyed munner, Lo umumn:nplinncuuﬂnduhp:uiufﬂnupﬂmudu The ditts coptraller is
rﬁgsnmutlﬂf.:nﬂmm b atile 30 &mzm:ﬂu:n.mnmﬂmr:e with the date prereciion

—
Record Resping

The GO requires ug 10 eep Sl and aonuraze yecords of oli opr data processng acuVAIES
Training and Audit

Linstitytinn sheedd ey ol perscanil hove undergone sddguals tminihg te sslible them fo
comply with-data privacy iaws: Employee must slo regulary rest thelr sysoems & processes
to az=m complianc:

Sharing Personal Data

Generally. Employes are rot afowsd to thire perronial dats with third partiss unless ceimain
ssfigiends gnd oonitacoiil utan giermeety e been put iplice

Eeployee may only shee the persomml dats fhey hold with soother sopiaywe. ggent o
mmmﬁnﬂmgﬂhﬁﬂmﬁnﬂmﬁnmaﬁmmﬁlmmwdﬁe
mfarmesion A the TamaieT mﬁh:ﬂhmqpﬁmhhnm:—tnﬁnhmnﬁr Gdtialesm)y S






E-GOVERNACE POLICY

The scope af thin policy extenda 1o the following aress
& Gemeral Admisistrarlon
o Srudent Adimission
% Examinsson
% Librany
4 Accounts and Finance
& [CT Infrastrucrure
= E-vmsfe Management
Objectives:
% Implemenation of E-governance in all funetionng of the insamon i ceder 1o
provide simpier and efficlent systemn of governance within the instiiution
“ To promote rensparency and accoutitebllly in &1l the functions of the institution.
d Tp achieve and create a paperless enviroument in the insitution.
# Ti provide easy and guick aéeess to nfonmition.
% T make camvipun Wi-Fi enabled.
% Tomake our Classrooms 1CT Enabled having Deskeops, Lupraps, Stmartboards;
Peojectocs, eic.
4 T emahlizh 3 filly smomered Library.
The institution will implement egovernunde in all aspects of functioning like libeary,
accountys, wimissione. edministration. teachitng, e,
The policy is designed - apd framed o maxe-2ach and avery function mansparent and
acconmiahle.



The institution detides to make e following pelicies and procedine:
1. Websgite,

“ The website will act as &t infolmation céntre which' will reflect abott the
ngtitution, all B= dctivities, imporsmt notices: courges offeretd, etc. For this
parpose, a:sepamte service provider/web designer shall be appointed by the
institution.

& The inssitution shall provide training 1o adminkstrative and teaching stall to make
inmpattint ypdotes on the webait= st regulir infervald

A Webzite Comumittes to be Rirmed for the adiministration of the institution
websits: The Cammiree will look after the procsss of updating, muintaining and
warling of the webaire ona regular basis

& The Committee will alan losk for other changes that are required on the websire.

4 The Institutfion stives to showease Its vibramt s#if and acriveness through s

< All tie bmportant netifications have t go live on the wehisite a5 and when they

are telessedd

2. Student Admission:

4 An open and transpavent simtegy for the admission process §s Tollowed which i
futhier strengthened by the ethionl practices and regulations s oplned by tw
Utilvetnity of Baziglore.

o Thee Institution brings out fts Brochure which is displaved on the website thst b
gndelines for the admission process

% An Admission Portal t be used to manage the admisgions in the insttution

4 Number of students applying to each course, withdrawals, fee submission, all 1o
be managed through OPTRA Postal anly.

< Studenrs ave réquired to bt 3 Sepatare Online- Applieston Form for saking
admmissicn to the nstoton &ad for this rirposs & online softiars o He desd
by the Admussion Co-ordinator.



3. Accounts:

b Thes office contitines 10 tmxintain it secount on Tally.

& Latest versions of thesoftware to be purchased and used by the institution:

% Advanced feanmes help the staff 1o maintain financial records effectvely and
sfficiently, Profit and loss, Balsnce Sheet are gemermed through 1his spfiwars
anly.

& All the analysie repions are also generated through Tally.

% Approprinte cecurity measuves shonld be taken for riaintaining confidentiality of
the ransactons

< ['raining 1o the existing staff and updarion of the extsting software must be done
regenty.

& The College also uses multiple software like Public Financial Management
Systein [PFMS) which |5 wsed o mensge the ftwld received [toim the
Govairment,  Payroll Mansgement Systom which lhelps 1o automaticslly
carculnte the salhyy, genemnte selary slips, disperse the slary o the bank
sroouniz: TDS, Provident Fund, Allowances, efc al! are munaged by this system
Reepors can be genersted for all Staff members,

4 Payments are generally made and received through anline mode such as NEFT,
RTGS, Bank Transfers, Vouches oic,

4. Library and Information Centre:
& The ngmingion coptinues t maintgin s academic excelience  through
mmintaining & well stocked Uhrary,
& The fnstmition will add more and more edeaming resources for the benefit of
thiee (eachiors argd the stidents on regular badis,
o The titution should cofitinug 10 stb¥ctibe to few jolrrnls and books regulnriy.
% Recommendations are toien from the teachors and studenss for mew indent and

FESCHLCES.



< Teachars can appiy o get Bodks of differer mithors oy the subjaces they e
reaching to incresse the knowledge databass;

% The Liary to install fully autorsated LLMS spfrware which should have an easy
10 uge- Graphicnl Ussr Interface, Unloode support with Multilingual Search and
export fuility fur tnost reporta

# The use of Oiiline Public Access Catdlogue [DFAC] modile of the sofiwire 1o
allow libpary dsisbase searching by eritering preferted terms for information
retrisval

% The Circulstion module of the software should cover all the operatons of
circulation, right from oreating member econds to printing of reminders for

iR Hoks

% The Datahase Mamtemance module should cover all operstions of datahes=
ereation and meintEnance.

“ [nformation centre shoutd update 1= the facuiny members snd studenss of the
new amivals and availahle resonmees.

& Should frame / constitute comnmiitee and i should prepare a budger and
recommendation of resources at resular Intervale

5. Adminictration:

% Attendance Mansgement Softwire to be used by Admmistrative St and
Teaching Faculty to record snd mack Attendance; Internal Aszessmeny, etc

< Nonthly Repons, Semester End Beperts should be generated 1o sutomarically
calculste the Intermm] Asseszmett imarks for attendnanee,

< Adminisrative Office shonld uee Advanced Excel and File Management System
Thols to maintan efeciive datatiasa,

« To provide a hassle free, convenient and smooth process. administration of the
imstinmon to ke mede paperiess

& Students musdt he able to obtain maximom services in online mode.



e The ingritution will look inte opportunities 1o stomate some of its funetions
related to sdrministration.

4 Admin Staff ro be provided with adequate trmining and development 1o keep
them sbreast with the pew tectmology.

8. Esamitnations
% The institation has-adopred an online system where studenis can vigw their sotal
intzimsal assessment marks: ar the end of each semester and can reporm
discrepanctes, if any.,
& The Examination process is regulated by the Univerdity and thus e-govemance
paiicy of the University to be adopted o this regard,

7. Alumni:

T strengthen ouraturmmd relationships; &-separate alumnl page 1o be crested
on the website providihg facilides like registrasion, prominent alummi of the
mstitution, feedbinck snd many other sspect=

o Alurnd mssocintion robe consultsd for regular updates, detabasye maragemment
and alss for sttasegic plan In coordinasion with the institutcn.

8. E-Wagte Management: |TC Wow ensures thar irs:nsage of technoiogy anid
generation of e-wnare does not Impact the environment.

ICT TOOLS
8. Hardware Infrastructure
< The institution to ensure that it has adequate mumber of dedkiops drid laptops
for students and staff
% Computers amd printers 1o be mode avalloble in the administrative block
% Projectors and other multimedia devices to be provided in the suditorum,
classrooms, seminar tooms and |shoratories



< The infrastructure to be complemented by Riscgraphs, computer netwarking
devices, scanriets ahd interative (eaching boords/ amart board ete

10. Software Infrastruecture
< The Institution to mabdalh adequate confguration servers to allow e
brsinornifon of data to the varous compltem.
& [Oficemuomation packages for desktops and laptops like Cpen Office, M5 Office
snd Amtivires to be purchased and updated regularly,
4 The institusion to provige access to all mandsrd Econometrics, Statistical,
compsr ational and scientific typesstiing pathages
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IT POLICY

Purposé of IT Policy

To mastay, seeure, ol ongoe lequl agdd sppropricts ye of nformation wAnology
To esaldim insticogan-wide stracegies and respoisiviingy for protecring the nrmanan
syets hat are acees=d, orésitedl, manegad, and/or controlled by ihe Indmiren

To wok g2 b gulde Lo stakeholbers b the wsge of e losfiiution s compuling faclines
internet acoess fnoifites

TO pes dirpetion and provide inforimiation dbodt sec=ptatiie actinss andd prohilbEied scdons
arpollcy vickstion

Scope of IT Pelicy

iratincion [T Feailcy appiles to Tecmaiozy adminttered by e Imstittion centratly or by

the imdividon]. depeitments, (o infocsetion senticet pEoadded by tHe  MEstEubnn

pimlilstrancn. oo by the Individual departmente o by ledividusic of the Insrintion
NI LY,

This IT palivy alde applies 1o the reasurdes allmiiiored by the ddpariiens g o
Liorary. Comprer Labn, Eaboratories. and Admimismartve Tfficesof the Insinurfon
Comprers owried by the individualy, nﬂtﬂumﬁrﬂdhrmrﬂmhﬂnén:uum;:ﬂﬂtsp
when cormactad 1o Campul netwark I:Eant:}-eﬁedm the Do's and Don'ts demiled in the

Instibutlom [T prolicy.

Forther, all the faculty, srodents, staf, deparrments. mrhorized wisitors/visiting Do
und ofters whoimisy be grant=d pErmiizion (o use the Ihsition's hilormation technology

InBaseriemure, s compdy with the Guldelmgs

IT peifieies hroeadly cowesnts on ks fllowing ==

IT Harghware Instaliatiun and Malrtenands Guidelines
Meivork [nteurst & Intemet) Use Guidiine

E-mell Arcourg Lhe Suldeidnes

= WsbSis Hoting Galdalines

2 |patimglion Dateoese Use L<jjdallnes

= Roteof Networky/Systeny Aanyinlstrators

o o ‘O

LA



IT Hardware Installation and Hal : Ooldellnes

Ary comptitst [PC/Server) that will be commectzd 1o the Instimution neswor: showid have
an 1P sidross anheies] Ly e Siotiam Admisiiiratins

An TF address allocst= for & partiolar compnites system sholld oot e wed o any othe
ermpuier even § @l offer compuger belong: o G =me (ndfadual and will be
Thapgs of the [P addreas of any commputer iy a2l or stidene e sty profiiinsd
Configuration of aetwark will be done by wypstem adminismaton anly.

individas! depsimmens Madividusls connecting 1@ the Inetierion pemworic over the LAN
TRy G teTver soibware oy after bringing @t1e tHe knowledsr of ihe SemtEm
Admimiatratom

Aozl 10 femote netwWdris uwiing & insfthuron's oetWord connectidh most B2 i
ocrmplinren with all policres gmel rales of thooe netwoTics.

Interris 5rd WI-F1 faclities thould be ared far scafemic and sininisrstive plirpode onky

Email Account Use Guidalines

Every taoulty s provided with an E-mall

The Emadl facility should e used prmariy foy acsdemic and officinl purpazes mmd 1o a
limnftin] ddteial fior peernonisl purpsrines.

Using the E-mad facillty for legal/ commencial purpeses @ 3 direct siclsfon of ihe
IsieBbuktani T preiliey st trise ental] withde2wzt of the iy,
Freuity shonfid Teimadn frm Interceptng, v tymg o breek -t athers sl &=commn., &
1A pfringng e privary of oihes 15ers

Trperrenating Emal atcoumt of Gihers Wil BE Tahen a3 2 serisis offence Ginder the
imaEEraziom TT sscunly. palicy.

1t j3 ulttmatele sarh [ndividiael's ssponsibliity to ketep thlr 2l setount frag trom
vinlaticne of Tnanimation @ wnpi] ueage pakcy

Web Sits Hosting Guidalines
s The Insdorion Webgiie showd beé used o provides acslemic md afminlsatss

nfermation far fte stake holdore



Wehsiie Lipdasion Committe= ls remponsiiile tor contern updution ant maint=nmmce of the
weksiie,

Mamiain up 1o dat= papes. Froofies pefs gnd Test 5ok helfes putisg them oo the
The conEns hiszd on watitite should be totieo tnd chesr

Web page on Website OIFcinl Wb pagzs st conform o the Instinution Wed Site
Crealien Guidelines.

IMS ean e finked to the weleite-so-that Foouity may gest cisss materfals (syfabl romres
prmbwthile posceirre nuleslils sbe ) o e Wk Us [eerlljute sl sepiag

Webnits Updation Committes feed to tiks proper mspimes in safFEguanding (e sty
of the datn hogted an the websiie

Institution Database Use Guidelines

L

THe datehaz=e maintzitad by the Instifotioh adminlsir=tion ehiler the [nst=Eution’s = -
Covamaire gust be proteciad.

Tnatitotion |5 thedate cwner of afl thedats getemat=d in G Institution.
Individial o depariments ganerits portious of dai fhat conating= Inamution’s daabase.
The muntitien's data poliles do'not sl e dispribaing of date e i ldentiflatie 10
Ergra fromh S inastudon s dastane including dei= collncted by depsitomens o ncividuet
Taculiy and zeafl, ke for thierna) instindan purpiesss only

Ume's mote and fupcton define (= data rescurnes: that will be nesdes to oy oun ooe's
afftedal reaponsibilities/dghy. Through | data access polleles, the initihution miakes
informatian and dacs svailable hased on those remponsiniites /rizhte

Dt disectly Wentiing o persdn. snd his/lee persohinl Infoematlon indy ot be
distritmrmed I sy farm fo ouitskis perrons or agendier, ncluding ail government agencie
il mrveyes anied ellinr tequests R dste, AL stich rEgrits B2 to He Rarwardsd o thy
IQAC

Office of the Institution

memm.mmw ete ave hanilled by the Offics of =
Inatiytion and deparements shoiid lsever respond to segiests svEn Wit & saliposnn;



Al Fquests From lw=niotesnest dgencls are to be lorwarded (o = 1GAC Tifine of the
OELIT [0 PRI

At oo HmE mEy Isfemsticy Meliading thar j2antified a2 Diecoly Inforirsthon’. b
refonsetd b any sutsite enilcy for commenclal marketing sclcillon or other parposes.

21l Femorta for UGT, MERD sall otiet govesnment agencles will ba presareil/oompizad
soxt sttt by the D, [QAT snctiinates, Controller of Examinniions =t Finsnrs
offfcerof the nstiniion.

Tarpedng of i dategae by e deratmet oo udividul ey comes linmer Vitlateon
of £T polizy, Tampering Inciudes, bui noj Bmited we

Crtnits vialutlos of IT palbey kald diwn Sy the thetittion by uy bustiotios manher puy
even Teut in dscipinany action againar the offender by the mstinmlon suthontes,

If the matter hyvolves Unyel aetlon. e enforcessent avonsies may become trvobved

T Detign Iratismtion Netwirl snd peofcem Backhoie diesstione
Tofolow Giobal Naminz & TF Addresting cone=ntions

To i Ui existing netwolicing faslilies s rhed for poasible Sxpariaion,
Comfigrtng and mamemnes of Wirsles Local Ares Networks

Toconfigureand mpmietn TT (eciites provided i olassrcems; Lebeand Semenar Hafis,
T resesve and sddress complabiity from 1sss of irsimtion =tk

To Mantain iervers It SErver romm:

T look Into the Maluterarce of Cotpmter Hirdwate, Perfpliensls and Networking
devices.

Tio Mlseevisenyn nssailiitig s cinsslbesy izl seftivars on the cpmpiter spatetiee of the s
They sheriakd steicty refrain from: obliging such requesis

The Instiion & undermken & mmber of Swete Mansgement iitlatives Widh the
offective of creating:an eoo-friendly envirommsnt in the carmps,

£ Woste Management: Flectmanls goods are put io oplitum (e, the minor repalrs are
wesTight by the-Laboratory sssimtants and teachimg staff and the maon =i are handlzd
by the Tieahitjed) Assteipe and she oo

ﬁ‘.& CONRZUATION  COTIRULSTE amd iﬂh.ﬁwﬁﬁ:mnw 19 the schools mm oy
ol echiire Sy Trtist



The pmajinr ewsss= mueh g3 wright off nanuments/equinment's, CHTS, Privtes,
Comporers may sell i

LIPS Batteries are rechilrged / fepri=d / xchanged by thesuppiiers

Fieconics gadgste cireuts, Eig have been witght off on regulor basls 2nd then it i soid
ot to ivere

elecironie tems se collsced fom every deparmmsnt and office and dellvesed fot cafe
dposal

The-wasre compact dince and gther @isposahie non-hezardons fiems can b uged b
pitidees frir Qerepitioe

Thedwarsiess Frogrums hev=hesn uindertakan m thememuticn whess e sudems =
made pware of fhe . wsts enssemet schnibjus
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STAFF WELFARE POLICY

soumdsrya Instittte’ of Mmagement md SEnce waz sHabliched i the vear 2007, Ik i
derermined o provice qualite Hlghsr educanon to e riral, 3=l arben and orhan peapi=. It ls
sall frsmeesd insstson witdy & necezssry aneies to gtend e otmismmomny stamdped

& Toshancs rondiice warldoree i the arganization

< Toempewer heempioress an 5 contemparary chanzes

& Toexenit hail to e peedy emplosses

e Todswelop the valus sy=sm it T organiestitn

Scope

1t epvers the sntire stalf of the Soundanys matitute of Management and Schence, Sengimy
Policy

Focuses o the el bused of the Tessting. Mon-teaching nnd metdal staff of woriing in the
Soumadarya intirate of Managament and Scleance. Bangaivmu

Welfare Measures and Categories

The marssement of e Soondarys Geoup of Ineriniionss @ committed o wellsre of saff
meEmbars of the mgEminsion, The Wellnte merayres gre cojegenies pig Siaunory, non-engeory
ariil e sathie mede sctemible to s emplovees - bibdetile, edinintidration. toweidl this thi
Marmzement allocss the fund umder Soundarys Welfsre Fund md Professiomal
Erpanestinent Simprt



The following are provision available vndor diffurent categaries
Stututory Welfare Measuie

< Empioyes Provirent P (EFF)

& Emploves DepositLink=d Waurancs (ETLY)
& Employes State Inommnoe [R5

& MaEmity Leave

& Patmmitty Lewwe

% Medics Leaye

% Gratulty

Non -Btatutory Wellare Miasures

+ Group lsyranecs

% Heaitn Insumnce m asseciaton Sparsh Hospim!, Yeshwarmpur Sranch Bangabun

& Specizl concésston to gétiiapnostic services ot Soamitarva Thamnostn Canhre

& Flexihie Worlang hoars Enrapteff witly Special needs

e Hedured Tuaching Hedrsin warkiosd for stafY In adminfsrative rojes.

% Corpae Pamd (o mest ot (e selary durg smegsmwy

& ‘Walding Feave

 Fesreirwion fot the ofldren of Empleyest

< Special isave for employ=ss on e drmneof famtly TEmbess wp o fived eleves days
& Cooual leave entashmenl

& Bl mroney lor regentel Mines semmarch presests

& OO0 and reiminmmement to Professiona Empowermend Sppont Lee. PIIP. Confermes,
Witkshiopd. Orfentation, Refrestet off thie campiis

W Prrpasits appen I parsee FRD ¢ POF et eshance e esilifications

& noentives onpubdicationy of research pefers it peer mviewsd Jouens, Patent, IPRC gnd
Seniks



& intorest fres dosmap 1o 5Tk for perfod of one yesr

& Suluiy n advanced

& Free heslth see commtitwtion

- Fhiniis| Support 1o Medical amoergancy

% Suppor o the famfly of foe eniploy=s wiio deirds= during the sarvice:

Awards and Recognition

Swate af the beet tesaareiet

Felicitasion to newly PhD meerdae. NET and SET.

Honssir fo Fatenl. Bock publication. sponsorsd confetsmees and fund raising
metwernens / Farwes finetion

Feiiattation to (e szaf? for SeTving 3 years (T eacher o Day)

Honmising the conerimity extention svices

Honeering the coyssdraney srices midersd

Infrastructure facilities

ATM and oniine banking
Car parkmg of
PhRtistipy feciiiiss
Stutlemury

Recreanop Hal

(et Haties
Conference Hall

nirinEs oaEs



= Uniform far menial and oy

. Free fnod Seilitien for Class T) employsss

- T pm—

»  Gifti on Teacher's Tay

. Fefiowatip unt dirng aoademic Sresk / Fuourson:
. Funilly aet - iogother oyeastan fby the employees

Thus ihe core ohijectyve ol 't mall weifes policy Ik 1o stpowesr Hemsubeiz bolistizall for
thee bumtusyinnt of the organbeting il the Beimilie |5 gereral It sl spctyited 1o petids the
empoyeesand creale sfliclent workioroe i ihe opganiTnion.



