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Sundays and any other holidays.

5. Only 3 days per month casual leave is sanctioned.

6. Casual leave will be availed to the maximum of 8 days in a period of 6 months e,
July to June (academic year)

7. Unutilized casual leaves will automatically lapse at the end of every academic year.

On Duty (0.D)

O.D. (On Duty) is permitted to the faculty member who is assigned official work. The

nature of duties and the number of days of O.D. permitted are as follows:

1. The purpose of On Duty leave is the University work, practical examinations. Observer
for theory examinations, paper evaluation and any other University related work etc.
the Faculty members will be permitted on duty leave.

2. On duty of 4 days per semester will be granted for the faculty member for participation
and/or presentation of paper in National/International seminars.

3. The faculty member availing O.D. is permitted to receive the remuneration for the work
assigned by the University or any other academic body/bodies.

4. Faculty member/s are permitted to go on *On Duty’ for academic related work of the
institutes/colleges such as Board of Studies, Academic Council, Staff’ selection
Committee, Accreditation committee, AICTE, DTE, Resource person for other
colleges etc. after obtaining prior written permission  from the
H.O.D./Director/Principal.

5. Staff members availing O.D. are entitled to draw their salary in full for the entire period
of 0.D. with proper documentation of the work done.

6. In all the above cases, prior written permission has to be obtained from the concerned
authority (HOD/Director/Principal).

Matciiity Lat

1. The leave is applicable to all the Women members of staff who have completed one
year of service with the regular scale of pay only and can be availed only once in service
tenure.

. This leave is admissible for 180 days only and may be taken before or after delivery

™%\ as advised by the doctor for the first or second child only. Extension of
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leave after availing maternity leave is not allowed.

Semester Vacation (summer and Winter Vacation)
1.

The vacation period for teaching staff will be 7 days for those who have completed

6 months of service but not one year, 15 days for those who have completed | year,
and 30 days for those who have completed 2 years and above.

Director/Principal/HOD should take care that minimum fifty percent staff should
remain in the institute at any point of time during the vacation.

3. The staff members are permitted to avail the vacation in the maximum of 2 spells only.

The vacation is for a specific period in summer and winter. It is decided by the
Principal/Director and the management.

No staff member can take the vacation afier the vacation period.

The principal has the right to prevent any staff member from availing 2 portion or
The whole vacation if the service of the particular individual is essential for the
Administration of the Institution.

7. No other leave can be combined with vacation.

8. All the staff members must be present in the Institution on the last working day prior

to the vacation and also on reopening day after the wvacation to become eligibic to
draw their vacation salary.

Medical Leave:
Medical leave will be given to the staff members basing on the merits of the respective
cases as a matter of social obligation.

Earned leave:

S

2

Eamed leave can be availed only by non -teaching stafT.

Prior written permission has to be obtained from the concerned authority
(HOD/Director/Principal)

The non-teaching staff will be given 10 days earned leave for those who have
completed 2 'z years of service.

The staff members are permitted to avail the eamed leave for maximum 7 days in one
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N writing and recommending to Registrar/Director to take disciplinary action, in
case the same employee shows no improvement
To maintain cordial public relations and

to attend to the queries of the membersof
the public and

students and supply information through the Registrar/Director to
Government authorities as per requirements

To help the members of the public to solve their difficulties concerning office work, and

to entertain complaints, if any, against the staff subordinate

To keep record of documents pertaining to his section

The Superintendent shall be responsible for examination work pertaining to the institute
in the overall supervision of the Registrar or the Director

In case the post of Registrar does not exist in the institute, the superintendent shall perform
duties and shall be used with the powers of the Registrar

Responsibilities of Accountant:

1. To keep account of financial transactions such as admission fees, semester fees,

hostel
fees etc,

To keep account of all the financial transactions related to repair, maintenance,
purchase etc.

To prepare salary statement for the employees of the institute
To prepare the annual account and get audited

To deal with banks and other financial institutions regarding financial transactions
To fill annual returns

kLA i oy s

To provide data for various committees like DTE, SPPU, SSS, AICTE, NAAC, NBA

Responsibilities of Clerk:

T
|

1. To perform the duties as may be assigned to him from time to time, by the Director
the Registrar or the Superintendent

2. Toassist the Superintendent in the disposal of his duties and shall look after the day 1o
day work in the office of which he is in charge as per the instructions received

from
the higher authorities from time to time
3. To maintain proper co-ordination and follow up with the other departments or section
f the institute
Princip
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various statutory committees and non-statutory bodies including Academic Council. He/She is the
ex-officio member of Governing Body, Chairman of Academic Committee, Chairman of Finance
committee and also Chief Superintendent of the Examinations. He monitors admissions,
examinations, evaluation for smooth functioning of the system. He/She is authorized to nominate
Coordinators, Members and other Administration functionaries in various committees.
Functions of the Director:

A) General administration- Institution level

1) Maintaining regular contacts and interaction with UGC, AICTE, SPPLJ, Directorate of

Technical Education authorities and other councils

2) Conducting the meetings of the Governing Body as per the stipulated guidelines

3) Coordinating and motivating the faculty members, administrative staff and authorities
so that they play their respective roles more effectively and efficiently

4) Working for the common goal of providing effective management education and

guiding to enable the students for promising career and lifelong learning

5) To take part in regional, national and international conventions in serving the cause
and development of management education
6) To arrange performance appraisal of faculty and supporting staff.
7) Initiating disciplinary proceedings with proper guidelines such as constitution of
enquiry committee etc.
B) Responsibilities towards Staff
Director:
The Director is the key person with a good vision, who works for the overall development
of the institute. He/She has to keep in mind the following important points:
I. To administer and conduct academic activities of the institute under the guidance
of the management
2. To plan and take the essential action for development of institute results
3. To Monitor administrative and academic activities falling in line with the AICTE,
DTE, SPPU, DTE and any other statutory norms.
4. To conduct regular meetings with the HODs and faculty members for
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effective management of the institute.

To make the staff and students aware of the rules, policies and procedures
laid down by the institute.

To initiate recruitment teaching staff & non-teaching staff as per rules laid
down by the statutory bodies.

To provide solutions to the grievances of students and staff.

0 ity l!’ll 1
and Responsih es of Head o

Departmen

The responsibilities of the HOD are as follows:

1. To execute the planned activities and monitor working of the department as stated in

the manual

2. To prepare the academic calendar and time table by considering the session plan

3. To allocate the responsibilities of teaching and other activities among the teaching
staff

4. To ensure the planning for students presentation/staff training/lectures

5. To collect the students feedback per semester

6. To ensure the smooth conduction of internal and external examination as per
academic calendar

7. To take corrective actions on faculty challenges and default students

8. To allocate the subjects to the faculties in consultation with the Director

9. To recommend the requirement of staff selection (Teaching and Non- teaching) to the
Director

10. To tackle the issues of performance of students test & attendance

11. To innovate the teaching methodology

12. To maintain discipline and enforce rules as laid down by the institute in the
department

13. To plan and take the crucial actions for improvement of department results and
academic performance

14. To maintain necessary academic records

15. To supervise the day to day activities of the department

6. To plan for the semester and academic year in terms of activities, gueal lectures,
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guidelines

Monitors smooth conduct

of Quality Management System
and NAAC

in accordance with NEA

To carry out and manage academic activit
the HOD and Director
3 Te

ies of the department with the guidance of

mediate teaching leamning  process with eviden

ce of having guided doctoral
candidates and research student

To monitor admission work

To execute regular classes

To organize placement activities in coordination with Placement officer
To create an environment for industry institute interaction

To coordinate R&D activities, coordinate staff and external organization for

R&D and
consultancy
6. To maintain discipline among students and staff
7. To coordinate term work assessment and conduction of examinations as laid down

by Savitribai Phule Pune University
8. To contribute to educational innovation
1. To identify and comprehend the JSPM’s Management Policy and Quality objectives
\ 2. To follow all rules and regulations as

laid down by the institute which include working
time in the institute, signing of the muster,

submission of tax documents etc.

college uniform, leaves updating,
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Responsibilities of Security Personnel:

To provide a check for Gate Entry/Exit of students, teaching & non-teaching members and
any other contract workers inside the campus.

I.  To prevent unauthorized entry of persons into the campus.

- To monitor visitor entry/exit in the campus.
- To monitor material movement in and out of the premises.
- To monitor vehicle movement in and out of the premises.

2

3

4

5. To maintain general discipline inside the campus.

6. To ensure closure of all rooms, laboratories, lights after working hours.
7

- To assure safe working environment to all employees and students

Code of Conducts for various stakeholders
1. Code of Conduct for Governing Body:
All the members of the governing bodies are required to observe the following fundamental
principles as set out in the code of conduct:
Integrity:
1) Members of governing body are required to disclose outside employment or business
interest which they consider may be in conflict with the management of the institute.
2) Governing body will not allow the employees to be involved in outside business which
they consider may be in conflict with the management of the institute.
3) Governing body members will avoid giving or receiving gifts, hospitality, preferential
treatments or benefits which is unethical
4) Governing body members must be committed to having the institute compete with other
educational institutes
5) Governing body members are required to avoid the use of institute resources or time
for personal gain and for the benefit of competitors
6) The governing body members are committed not to acquire information or business
by improper means.

Principal
Bhagwart Institute of Technelogy
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Information:

1) Governing body members are required to respect the confidential of important

information held by the institute.

Governing body members will observe all appropriate procedures

Governing body members will comply with all relevant statutory provisions
Members of governing body will observe due confidentiality in relation to all
discussion and decisions taken at meetings of the governing body.

Governing body members acknowledge the responsibility to be loval to the institute
and be fully committed to its activities.

2) The institute should also ensure to acknowledge the duty of all stafT to the highest

standard of business ethics.
Fairness:

1) Governing body members is committed to complying with employment equality and
equal status to all

2) Governing body members is committed to faimess in all business dealings
3) The Govemning body members values its students, stakeholders

2. Code of Conduct for Director:

Director of an institute is a well-respected leader and has far reaching influence on the
students and faculty and non-teaching staff of the institute. The Head of the institution is held hi gh
ethical standards to adhere a strict code of conduct.

A. Make Ethical Decisions:

I. Head of the institute should make all the decisions based on the interest of the students,
staff.

2. Head of the institute should be fair to all and fair in the disciplinary actions
3. Head of the institute should follow all the rules and regulations set by Management
4. Head of the institute should follow due process and respect rights of all human beings

must stand by his/her words

o —
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2. He/She should honor all aspects of the employment contract

C. Maintains the Professional Boundaries:

Head of the institute should refrain from inappropriate conduct and relationships with
students and staff.

D. Objective Leadership:

Head of the institute should empower all staff members and students (0 reach their
maximum potential. This is done by allowing faculties to practice reasonable educational freedom
without interference. This also means allowing students to be creative in their educational pursuits
by honoring their commitments to their own culture and heritage.

E. Honesty: .
I. Head of the institute should must apply honesty in all its action
2. Head of the institute should never withhold vital information that should be made public
3. Head of the institute should also timely report acts of alleged abuse to the proper authorities.

3) Code of Conduct for Faculty:
The Code of Conduct for Faculty applies to all the teachers. Its purpose is 10:
I. Reflect shared principles about practice, conduct and ethics to be applied to promote the
highest standards of professional practice
2. Enable teachers to reflect on their ethical decisions
3. Inspire the quality of behavior that reflects the expectations of the profession and the

community.

Professional Values and Relationships:
1. Faculty should be caring, fair and committed to the best interests of the students entrusted

to their care, and seek to motivate and inspire

Wl

2. The Faculty should acknowledge and respect the uniqueness, individuality and
Specific needs of students and promote their holistic development

3. The Faculty should be committed to equality arising from gender, religion. age, socio-
economic status,

4. The Faculty should seek to develop positive relationships with students. colleagues,

q,‘l\:‘j"-"-! management and others
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5. The Faculty should work to establish and maintain a culture of mutual trust and respect.
Professional Integrity:

1.
2

To act with honesty and integrity in all aspects of their work

To respect the privacy of others and the confidentiality of information gained in the course
of professional practice

To represent themselves, their professional status, qualifications and experience honestly
To avoid conflict between their professional work and private interests this could

reasonably be deemed to impact negatively on students

Professional Conduct:

1. To uphold the reputation and standing of the profession.

To take all reasonable steps in relation to the care of students under their supervision.
3. To work within the framework of relevant legislation and regulations.

4. To comply with agreed management policies, procedures and.,

To report, where appropriate, incidents or matters which impact on student and others.
6. To communicate effectively with students, colleagues, parents, management.

7. To ensure that any communication of any sort with students, colleagues, parents,
management and others is appropriate.

8. To ensure that they do not practice while under the influence of any substance this impairs
their fitness to teach.

Professional Practice:

1. To maintain high standards of practice in relation to pupil/student learning, planning;

monitoring, assessing, reporting and providing feedback.
2. To apply their knowledge and experience in facilitating students” holistic development.
3. To plan and communicate clear, challenging and achievable expectations for /students
4. To create an environment where students can become active

in the learning process
develop.

5. To develop teaching, learning and assessment strategies.

prove on learning theory, pedagogy, curriculum development, ethical practice.
pen and responsive to constructive feedback regarding.
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Campus. The security persons in this regard will have the full authority to check the 1D

cards and personal belongings. Refusal by a student to produce ID card as and when
: demanded shall result in disciplinary actions.

/ While in the campus, student behavior must at no point disturb the conduct of lecture.
{

I 3. Itis the responsibility of the student to read notices regularly.
,'J 6. Smoking, Drinking and gambling in any form within the campus premises is strictly
prohibited. :
7. Cell phones or other such device should not be used within the college premises except -
in the Canteen or the Boys/Girls Common room.
8. No society or associations will be formed in the college as no person will be invited to
address a meeting without the written permission of the Director.
9. No student shall communicate or write any information regarding the college/ University
in any manner to the Press or Media.

10. 75% attendance is mandatory. Attendance shall not be waived off on account of
employment.

11. Students should refrain from any type of unruly/undisciplined/indecent behavior either
inside or outside campus and be only concerned about enhancing the reputation andimage
of the College. Any unwelcome behavior brought to the notice of the management will
invite disciplinary action.

12. Students are NOT allowed to occupy or use Director’s room, Faculty rooms, Conference
rooms or Administrative department without the explicit permission from the concerned
authority.

13. Prior permission from the management is required to be taken for organizing any Gel
together/ Function/ Party or any other event and use of college facilities.

14. Ragging in any form is swictly prohibited within the premises of the

college/department/classroom as well as on public transport. Any individual or group of

individuals who indulge in an act or practice of ragging conslitutes gross indiscipline
and such individual/ groups shall be dealt with as per the ordinance. This includes
individual or collective acts or practices that involve physical assault or threat or use
of physical force, which violate the status, dignity, and horior of

: any student. Any
& laints regarding ragging should be brought to the notice of the
S
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UNIVERSAL DECLARATION OF HUMAN RIGHTS:
Preamble:

Whereas recognition of the inherent dignity and of the equal and inalienable rights of all
members of the human family is the foundation of freedom, justice and peace in the world.

Whereas disregard and contempt for human rights have resulted in barbarous acts which
have outraged the conscience of mankind, and the advent of a world in which human beings shall
enjoy freedom of speech and belief and freedom from fear and want has been proclaimed as tae
highest aspiration of the common people, Whereas it is essential, if man is not to be compelled
to have recourse, as a last resort, to rebellion against tyranny and oppression, that human rights
should be protected by the rule of law, Whereas it is essential to promote the development of
friendly relations between nations, Whereas the peoples of the United Nations have in the Charter
reaffirmed their faith in fundamental human rights, in the dignity and worth of the human person
and in the equal rights of men and women and have determined to promotesocial progress and
better standards of life in larger freedom, Whereas Member States have pledged themselves to
achieve, in co-operation with the United Nations, the promotion of universal respect for and
observance of human rights and fundamental freedoms, Whereas a common understanding of these
rights and freedoms is of the greatest importance for the full realization of this pledge,
Article 1: All human beings are born free and equal in dignity and rights. They are endowad with
reason and conscience and should act towards one another in a spirit of brotherhood.

Article2: Everyone is entitled to all the rights and freedoms set forth in this Declaration, without
distinction of any kind, such as race, colour, sex, language, religion, political or other opinion,
national or social origin, property, birth or other status. Furthermore. no distinction shallbe made
on the basis of the political, jurisdictional or international status of the country or territoryto which
a person belongs, whether it be independent, trust, non-self-governing or under any otherlimitation
of sovereignty.

Article 3: Everyone has the right to life, liberty and security of person.

Article 4: No one shall be held in slavery or servitude: slavery and the slave trade shall be

prohibited in all their forms, Ci%ﬁifﬂ
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