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6.2.1 The functioning of the institutional bodies is effective and efficient as visible from
policies, administrative setup, appointment and service rules, procedures, deployment of
institutional Strategic/Perspective/development plan etc

Sample Particular

Organizational chart

Promotional policy

Institution —Industry Cell

Internal Quality Assurance Cell

Entrepreneurship Development Program Cell

Internal Complaint Committee
SC/ST Committee
Anti-Ragging Committee
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Human Resource Department

Promotion Policy

1. The College follows AICTE Norms for qualification and experience in respect of promotion
of faculty members.

2. Due consideration is given to academic performance and overall contribution by the faculty
members.

3. Additional increments are offered to staff members who excel in academics and at
administration work.

4. Self-appraisal for faculty is carried out at the end of the academic year and a filled in format
has been obtained from each faculty comprising the details about results produced, students
feedback, guiding projects, their contribution to the department and college, publication of
paper in journals, presenting papers in conference, attending FDPS/STTP/Workshop/R&D
projects received, etc.

5. Based on performance in the academic and administration, faculties suitably rewarded and
honored. :
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Internal Quality Assurance Cell:

AL {s reconstituind nwd approved on 11032 L

MName

Disignatian

Alflistion

(1 | D, Debabeam Dy Trirciotl SSI1, Magpur
3 | Mr. Sarmg Rl Chairman Sarvasiodhani Miember Gf
Education ssciery | Mlanagement
¥ | Mr. Vivek Gavali Amsislan Prodessar SSIT, Nagpur | 1QAC Cooedisatcr
T Ve Tumad Voo Raslsiar Trofeswer | SBIT, Nagpur Wieatber
75| Wi, Peachl B Radstnl Prolessor | SSIT, Naggur Micaiber

M. Pratlk Pacd

BEIT, Nagpar

T | M. Potga Thakre Agsintaal Professor S5IT, Negpar M ivber
E | Mo, Prangali Madonkar T&F Ollcer 81T, Nagpur Mebermber
& | Wir, Abhijeet Nuir Adsinivesiive Officer | 81T, Nagpur Oiflee
. | Mr. Dhassmapal Ukey RGO amms Member
! 1 Bohundeshiva
Vs Sassths,
Magpur
11 | Mrs Shyamia Kiobragads Induswry Shaam Mesiber
- Techaologies
5 12 | Mr. Praiik Chamat Ta-snudent NCET, Nagpur Member
13 | s, Mined Reaun [ix-Student NCET, Nagpur Me rber
14 | Mr, Abhit Migsra Staderi(3* Year CSE) | S8IT. Maggar Mamher
15 T, Swapmil Gallwad | Sodealis¥ Vear CE) t 58T, Vagour T
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Institution —Industry Cell:

&

Ref. No,: 55T R L i

Due: 23|o2]|2zo02d-
Office Order

Salijiet: Imstisution — Industry Cell forimation
Inssitisgon — Indvetry Cell is established far bridge the gap between the instibate and industry and
{hvess enhanzing G relaticaship among each other is a5 under.

SR.NO. NAME POSITION DESIGNATION

1 | Dr. Dekaboata Dey Chairpesson Principal
7 | Mrs Pranjall Madsnkoar Becresory, HOD (T&F)
- Mesher

Mrs. Poaje Thakare Mesmiter HOD (ETC)

Ms Prachi Biwrs Mermiber HOD (C8)

Mr, Prosik. Patil Member HOD (CE)

Iir. Jmiﬂ Khes Mlember HOD (ME)

| M. Vivek Guowsdi Member " Desn Academics

Bir. Jogy Scaria Member CEOQ

(Special lnvliee) | Inspirebridgs Technologies Pyt Lid
M Shyamaln Khobragade Wermber ~ CEO

(Special lavites) Shatam Technologies

Principnl
Copy to- 1) Deans and HODs (CSETOMECETY/TP) Primelpa)
2) Administrative office Swaminarayan 8t Wizt inste.
1) Circulation emaong Tewching and Non-teaching ssaff ol 11.;:3":12.:.:,". : |(;1I:||uﬁ|v_-_;_
4) Cirenlstion smong Classes SNagpur 441501
%) Al Notice Board
&) Principal office file

Swaminarayan Siddhanta Institute of Technology
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Entrepreneurship Development Program Cell:

Bet Nou 304 | 2eoze] il 1877
bue: o3|on| 202
OFFICE ORDER

Subject: Extwhlishment of Emtrepreseurship Developmsend Program Cell in the Institute

The following commsitiee for Tintreprencurship Developiment Program (EDP) Cull is established for
onerall development of Enirepesncurship skills aad abilitics nmaong students;

| Name ol Fagulty Positiss | Designalion Depariment
el |1 | Mr AnkushBansod | Inchacpe | Assistant Professar | Civil Englneering
|2 Adr. Proik Ponil Menber | Assistant Professor | Civil Engineering
1
-3 | Mr. Junend Khan Memibe i
. mbsr | Assislant Professor Macknitical Bratseid
, . Esgimeering |
M - :
| 5 ' Qmm Momber | Assistam Professor | LOtromics and |
! . Telecomnwnication Englnesring
|6 Mry. Pooje Thakre Member | Assismant Professor | Lieotronics and .
! : | Telcommanication Enginesring |
' Pﬁy
S F‘Nm:ip;lliniI
- . Awstmmar v Siddhaneg Traditisy
Lopyu:- I]-Dcm'lfnd HODs ‘(E;B-rwwcmﬂp) wl |l*u.-u||h!‘;:\ Ralmeshin -il. )
1) Administrative oTice Pia Nagpar 413y
1) Circulation amang Trsching asd Nonsienchi
4) Circulalion among Classes S
§) All Megics Bosind
i) Principal olTice lik:

Swaminarayan Siddhanta Institute of Technology
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Internal Complaint Committee:

MM_&MTJJM‘.‘ “""‘I"""“T? e
Dater  {olef] 2022 _
. e
Subjeet: Internsl Complalst Comusitiee (HOC) 2
As per AICTE regulations insemal Complain Comesities (1C0C)
fon peeventiom amd prohibitions of sexusl hasesinen of women Employs and Seudents and
Redressal of gricvances is formed m under

TSRNO, NAME FOSITION DESIGNATION
E 1 T 9in Poaja Thakre | Chalrpesson Assistan| Prufessor
1 | Vs Prachi ivare Member Assstani Professor
|3 | Ms Khushbu Bobde Mumer Leboralory Assistact
| — ) {Mos-Tesching)
C 4. Mrs Poop Panchablai Member | Junior Clerk
i {Nees-Temching)
§ | M. Abbdjesth Mair Member Administrative Offices
& | Mr Dhammpal Ukey Member NGO Representative
! (MNOO0 working for women's
Empawenmest |
T | Wi Siadrs Pandey WMemer Senior Soodest
{Finsl| year Electronics &
- Telocommunicatias Enpmeen
§ | Ms. Midhi Sharma Member " Senlar m,."f’ﬂ""
- : i Final Civil Insesing)
{9 | M= Nisha Pekmede Member Senior Btudeni
: (Thind year Civil Engineering)

L
it
Copy 1o+ 1) Deans and HODs (CSETCMECTEYITF) RIS <, <o
2) Administrative offive ot Tevmantigy bt
) Clreulstion amoay Tenehing und Non-lesciing stedl HSE Noagguan 441 204 =
4) Circulstion amuag Classes
&3 Adl Mutice Buowed
i) Principel office file

Swaminarayan Siddhanta Institute of Technology

.nm.mwmw'm“mh-ﬂnm.n
Collage Eralt mwm E———— R IR AT

e —

Swaminaravan =i anta Institule
of Technoiogy; Kalmashwar,

Dislyligaputidadid




SC/ST Committee:

TRk Na.: ey .t"uufw;u- ton s,
Dptes |n||n|.-\ tozl

Office Onler

Commimoe fur SCAST is coustiluned (As por fhe Scheduled Castes asd fhe Scheduled il
{Prevestion uf Awecities) Act, 1989, daied 11.09.1989) is a3 snder.

"‘\‘..-'"
81T

SHLNG,

NAME POSITION

___—.,_PF‘-.—‘
DESIGNATION

Dr. Debobeata Dey | Chalperson

Prinsipal

Secreioy,
Ma Yogin Ban Member
(SC Calegory)

Assistant Prodessor

M A rikcush Barsod Member

M Avinash Dywane | MEmber

(SC Category} | il

A sstsmnl Professor

Foa-Teaching

[(SC Caregary)
Mamber
M Poojn Panchabhsi | (ST Categoey)

Mon-Teaching

Copy to- 1) Deans and HODs (CSETOCMECEFYTF)
I} Adadnisiraive office
¥) Circulation smoag Teachlsg and Moo-ieaching stuff
£) Circulation smong Classes
4} All Noties Boasd
6) Principal office file

Principhl™ P
Summess vy An Oy Rbancs lesiure
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Swaminarayan Siddhanta Institute of Technology
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Anti-Ragging Committee:

el Mot mi#\uw] frde'Lh'l.u-o\
Duie: 08! 2632

Subjeen: Anth-Ragging Squad Commiice formalion

The following Aut-Regging Squad

all Yhe i,

Commitioe i3 constiteted for
maobile, mlert and active 8

[HiNo NAME FOSITION DESIGNATION Mehile No.
@ 1, | Dr. Debabrata Dey Chairperson. | Principal BeeRs15287
ir Juned Khan | Secretary, BaaxT4S06
Mizmber t
3 | Mr. Wivek Owwali Mernber Assistant Professor TSOTM6BSS
4| bl Prechl B Mezber Assistmt Professor 0567608525
§ | Mr. Paatik Pati] . Asslstae Professar 030733410
6 | M PeojaThaloe | Member | Assistam Professor OTI003E009 |
|7 | Vir. Abbigosth Naw | Member Adminigtrative Otflcer | 9049000177
B[ Mo Ausha Misshe Member Parent Repeemntative | 9604 150641
9 | br, Dhemumpad Ukey | Musmber NGO Represemative | V309543985
i | MrHimarsho Bachale | Member tudert Representative | 9340696465
) | 10| Mr. Tejas Tulsker Mearber Studemt Repraseniztive | 9143206685
P [0 | Ma SuelaPoaie | Member Swder Tepresenistive | 9130480923
13 | 8. Vigal Sheadre Miember | Smulent Repeesenimtive | 9130325740
14 | Ms. Madiuni Mohed | Memiber Student Repeesenteive | 147653404
15 | Mr. Rahi) Fugas Member Student Represeatntive | 140513161
}‘ 16 . !Mr. Milind Cemvir Mereher Studemn Reproseatotive | B)08 | 34980
17 | Incharge, Ralmesbwar | Member Palice e
| e [rCsenative 0711827
qr 2 s :
“Swaminarayan Siddhanta Institute of Technology

Celiege : Magpur - Katel

Ermad: Wiirsitiigmalosn Welmlie

ibghavny Roaxd, Wrage (Keibal. Tah, Kakmesbarar, Wagpordd1 S0, Tol w6711 8061100
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GrievanceRedressal Committee:

Ref. No 15517 | mu]ndm]n 114

Dates | | 1312034

Qifigg Odic(

Subject: Grievanee Rodressal Comimlioes Feemnline

As per fhe AICTE Netification, tnmﬁumwldemioﬂfm
worumﬁﬁmﬂwwmﬂmmmwﬂummm B
lﬁqm«ﬁuﬂlnﬂummmﬂu-hsum

e TFORITION| DESIGNATION | PHONE

G Dbabm Doy | Chaperson | Princlpal B648615287

e Wi, Brach] Bire Secreiary, Asslsark 7
e | Pnpwn | POOFE
M. Vivek Gawall Assistam TSOTIHESS
ok o
M. Ponj Pelica st stant
\ Professar SOZI656134
Mr. Peatlk Patil Whermber Assistzat
Professor
Mz Jenasd Fokan Mermiser Assrsta
Prodessar

M, Irfsn Javesd Member Asstvan
,_....\_*_‘_ . pmg . : Profcasor BOSSETGTH0
' el D 9ITIEIM

Dr. B JAndrew (3E2X119681) will by the “Ombudsmia® of fhe colicge.

600476001

BEGETAS016

The commines s requested 1o Comribuie sffectively 1 @sposs e grievances ul fhe carlieit
AmmummmmumummwmmmMuum.

O recsipt of the registry will suboel the ares 1o the Messiber Secretary of the “Gricvance Redressal
Cossmines”. The Comueitiee will meet, with m inforesion 1o the complamant s their day of Convensence.
An Bm,dwemuymhmwmm-rm. '

s the case, the sompliinan not safisficd with e decision of the Comminee, , .
e ~OMBUDSMAN® sppeimied by he cclige, they may send their appeals 1o
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2.5 INCENTIVES AND REWARDS

2.5.1 Based on their performance, contribution, and number of years of service at the Institution,
staff members are eligible for the following incentives and rewards. Point d applies to staff
employees who have served at the Institution for at least one year.
a) For producing 100% results in a theory paper: Rs 1000/~ Cash Award.
b) Department-wise, Yearly, BEST TEACHER AWARD: Rs 2000/- Cash Award.
¢) Professional Society Life Membership Fee - 100% paid by the Management for
Faculties with minimum two years of service at the Institution (Maximum One
Professional Society per Staff Member).
d) Summer/Winter Schools/Seminars/Conferences - 50% TA, 50% Fees and On
Duty for faculties with less than 3 years’ experience. 100% TA, 100% Fees Payables
for faculties with more than 3 Years’ experience at the Institution(1 program/Year)
2.5.2 Programs for teaching computer skills are available for free to support staff members.

Additionally, they are eligible for fees and obligations for higher education under service contracts.

3. LEAVE
3.1 CASUAL LEAVE

3.1.1. Depending on the date of joining, all employees are entitled to 15 days of CL, or a portion
thereof, in a calendar year. Subject to the department head's consent, employees are free to use
CLs as they see fit. Under no circumstances are unused CLs transferred over to the following
calendar year. Employees who are eligible for CLs for the year may use them proportionately
during the same calendar year.

3.1.2. A maximum of three CLs may be used concurrently. The days that fall on a holiday or on a
weekend and are in the middle of a CL length are counted as CLs. CL may also be taken for a half
day.

3.1.3. No other type of leave, other than DL, may be prefixed or suffixed to casual leave.

3.1.4. Prior CL sanction must be obtained by reporting to the authority.

3.1.5. Calling the reporting authority directly, as opposed to going through the subordinate, is

permissible in cases of emergency. All CL forms must be approved by the relevant Department

Heads before being submitted to the Administration office Department. The Principal or Director
—




approves the CL of the Department Head. If the CL application has not already been submitted, it
must be done so within four days after the CL's availability.

3.1.6. Neither ML nor CL can be compared to one another.

3.2 COMPENSATORY LEAVE

3.2.1 In general, the HOD must acquire the Principal's prior agreement before carrying out any

job that will give the employees compensatory time off. However, compensatory leave for
overtime work that was assigned to a staff member by the HOD on special occasions shall
be granted with a justification and the HOD's written approval within three days of the date
or duration of the job.

3.2.2. Later compensatory leave can only be taken if you apply to the Principal and get it approved
Beforehand. Such compensated leave will be documented and kept on file in the office.
Within two months of the actual working date, the compensatory leave must be taken. Casual
Leave cannot be coupled with compensatory leave.

3.2.3. No employee shall be given compensatory leave for special classes, educational tours,

university practical examinations, ISO, accreditation, AICTE/University inspections, emergency

work, Saturday special hours, etc.

3.3 ON DUTY

3.3.1. Only with the previous written consent of both the Department Head and the Principal will

On Duty Permission be provided. The employees must additionally sign in the record kept for On
Duty usage.

332, The maximum number of working days that a member of the teaching staff may be ON
DUTY during the course of an academic year is 15, and those days may be used to attend board
meetings, central valuations, or to serve as an external hexaminer for practical exams related to
universities or the AICTE. The staff must provide the competent authorities with proof that they
have performed the desired duty. If not, the absence will be considered leave.

3.3.3. Any additional ON Duty leaves related to the college shall be specifically approved by the
f{frontthe Yatter ol

¢ Y fpal. .
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3.4 VACATION LEAVE
3.4.1.

Associate Professors, and Assistant Professors).
34.2.
vacation period. Typically, the semester and break go like this:

3.4.3.

3.44.
3.4.5.
3.4.6.
3.4.7.

Guidelines & Rulés for recommendation of vacation

Vacation leave is only available to UGC-selected teaching staff members (Professors,
Only the vacation period may be used for vacation. The Principal will announce the

(i) Odd Semester — June to October succeeding Winter Vacation —

November to December.

(ii) Even Semester — November to April succeeding Summer Vacation —

May to June.

For both the Odd and Even semesters, the Vacation Period begins with the start of
University Theory Examinations and concludes on the date indicated at the time.

Each member of the UGC-selected teaching staff who has completed two semesters of
service is entitled to sixty (60) days of vacation time during the academic year.

Each vacation period may be divided into two spells, each lasting at least 15 days.
Vacation Leave cannot be coupled with CL, EL, CCL, DL, etc.

Vacation leave should be requested and approved well in advance.

Depending on the demands of the job, vacation leave may be limited or denied.

Suffixed, sandwiched, or preﬁxed. Holidays and vacation days include Saturdays,
Sundays, and weekends.

Two slots are available for vacation and holidays. Exceptions are only permitted based on
the Principal's recommendations.

All paid duties; such as those related to supervision, exams, and central assessment, must,
to the greatest extent possible, fall during the vacation/holidays. Given that these
responsibilities are obligatory, the employee and the department head must be extremely
cautious when suggesting a vacation or holiday pefiod.

Vacation and holidays can only be requested by the department head and approved by the

principal if all of the de university's, and other obligations have been fulfilled.




Before leaving on vacation or holidays, the concerned employee must turn in all records

and paperwork to the department head.

e Unless the institution's head approves differently, staff members taking vacation must be
present on the first and last days of each term.

o All employees taking vacations or holidays must provide all pertinent information in the

vacation/holiday format provided by the appropriate Head of Department.

® The head of the department must make sure that the regular operation of the department is
not interfered with and that no work is delayed just because an employee is not available

due to taking vacation or holidays.

3.5 EARNED LEAVE [EL]

A reasonable compensation in the form of EL will be given if any employee is prevented from

using their accrued vacation or holiday time because they are working on a specific assignment
assigned by their supervisor. The length of EL is equivalent to half the days that the individual was
detained during the vacation or holiday period in order to complete the specific task. Employees

should utilize this EL throughout the inactive portion of the semester.

3.6 CONVERTING VACATION LEAVE INTO EARNED LEAVE

3.6.1 Only 50% of the vacation time taken by teaching staff members, at the rate of one day of

carned leave for every two days of vacation time, may be carried over to the following academic

year.
3.6.2 Before taking use of earned leave, a request must be made in advance and approved.

3.6.3. Under no circumstances may CL, CCL, DL, or other leave be combined with earned leave.

3.7 EARNED LEAVE FOR NON TEACHING STAFF

According fo the following guidelines, every non-teaching employee of the college is eligible for

earned leave:

L

I - ‘/- .
cipal. ,
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Earned Leave will accrue at a rate of 15 days per year throughout the probationary
term. 1 1/4 days each month. After the trial time, the pricing will be 30 days annually.
2 1/2 days each month.

Before using earned leave, it must first be requested in advance and approved.
Depending on the demands of the job, earned leave may be denied or limited.

Only 20% of earned leave can be carried over to the following academic year by non-

teaching personnel.
3.8 MATERNITY LEAVE

The following requirements must be met before the leave is granted to UGC selected lady
employees:

A minimum of three years of satisfactory service is required.

The maternity leave can be no loﬁger than three months.

Should promise to work for two years after returning to their job and forgo vacation time

to the extent of 0 days (at a rate of 30 days per-year) during the ensuing summer break.

Female non-teaching employees are only permitted to take advantage of 30 days under the

aforementioned restrictions.

3.9 MEDICAL LEAVE

3.9.1 Depending on the date of joining, each employee is entitled to 10 days of full pay ML, or a
portion thereof, each calendar year. For the purpose of receiving ML owing to illness or accident,
an oral (in extreme situations) or written request will be necessary.

3.9.2 The Department Head, Principal, and Management will examine requests for ML extensions.
A doctor's certificate and a fitness certificate must be submitted by an employee who has just
returned from ML.

3.9.3 No medical certificate is required for one to three days of medical leave. There is a

requirement to provide a medical certificate signed by an MBBS doctor for vacations lasting longer

than three days.
3.9.4. Scheduled Absences: Absences with or without pay, whether planned or unplanned, must

be requested and approved in advance. Medical appointments and scheduled surgery must also be

approved by the Head of Dep@a@mmg\gement. ¢
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