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Oriental Group of Institutions
Visionary efforts of Dr K L Thakral, an industrialist in the region, whose keen desire to
provide quality professional education to the students and the learner's community in general,
in the main, resulted in the establishment of Oriental Group of Institutions firstly at Bhopal,
at Jabalpur and Indore later. The Group offers professional programs related to Business
Administration, Computer Applications, Engineering, and Pharmacy at Diploma, Graduate
and Post Graduate Levels. All the programs of the Group are authorized/ recognized by
appropriate academic administrative bodies at State and National Levels. Oriental University,
a self financed to be University is functioning at Indore.

Oriental College of Pharmacy, Bhopal
Oriental Group of Institutions at Bhopal and Jabalpur is managed by Chairman Shri haveen
Thakral, Son of Late Dr K. L. Thakral, under whose able leadership, the institutions of the

Group at Bhopal and Jabalpur have reckoned themselves as "C;mosure" institutions for
quality professional education in the State of Madhya Pradesh.

Oriental College of Pharmacy, on Raisen Road, Bhopal is the flagship institution of the
Group. It offers Pharmacy programs at graduate, post graduate and diploma levels. It is

known for its State of Art infrastructural facilities, academic performances of its leamer's
community and above all their demand in academic, professional and research environments.

Vision

"To build self-reliant Pharmacists, who are recognized globally, by providing them Quality
Pharma Education"

Mission:

. To produce Industry and Health Sector Ready Leaders and Professionals.

r To provide favorable environment & State of the Art facilities churning competent
Pharmacists & Researchers.

r To instill Ethical Learning so as to create law abiding Citizens of India.

Quality Policy

Constantly and continuously improving the policies and procedures, matching: and even

exceeding the dynamic standards, governing the academic administration and delivery
processes and systems, enabling the members of its learners community to receive the latest

and state of art knowledge and skills, equipping them to compete with the best in diverse
professional environments.
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REYISED SERVICE RULES 2023
The Oriental College of Pharmacy, under Oriental Group of Institutes at Bhopal, is managed by the

trust "Devi Shakuntala Thakral Charitable Foundation, Registered No. 4357/97 Dated

20.02.1997, Oriental Camus, Thakral Nagar, Bhopal (M.p), 462022,'.

Objective

To define and document the Service Rules, regulations, duties and responsibilities of
employees at different levels associated with teaching, non teaching and administrative wings

ofOCP.

Preamble

OCP is involved in offering quality Pharmacy education at UG, PG and Diploma levels to the

members of the learners' community and has employed people to manage its activities. They

are faculty, who are primarily involved in teaching and leaming process including carrying

out research activities, technical non teaching staff who are supporting the faculty in

laboratory activities and non teaching and non technical administrative staff supporting the

academic administration of the Institute. Faculty have been designated as per hierarchy and

so is the case with non teaching technical and administrative staffs. Guidelines are in place

defining the roles and responsibilities of all its employees for offering quality services to its

student community.

Faculty of the Institute spread over different departments are appointed at Assistant

Professor/ Associate Professor/ Professor levels based on their qualification and experience

apart from the cadre requirements of the Institute.
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APPOINTMENTS AND SCALES OF PAY

1. Appointments:
Recruitment of Faculty Members

o The faculty shall be employed at the level of Assistant Professor, Associate
Professor and Professor in the ratio for 1:2:6 (Professor- 04, Asso. hofessor- 07,
Asst. Professor-13) as per Pharmacy Council of India (PCD, New Delhi regulation.

o The faculty to student ratio shall be 1:20.

Qualifications
. Faculties are recruited based on the qualifications prescribed by the PCI, New Delhi
. PCI Norms for the Pharmacy Institutions as per Notification No.14-163/2010-PCI

dated 11/1112014 for Pharmacy program.

In exercise of the powers conferred by Sections 10 and l8 of the Pharmacy Act, 1948
(8 of 1948), the Pharmacy Council of Indi4 with the approval of the Central Govemment,
hereby makes the following
regulations; namely -
l. Short title and commencement -
- These regulations may be called the "Minimum Qualification for Teachers in Pharmacy

Institutions Regulations, 2014" .

- They shall come into force from the date of their publication in the Official Gazette.

2. Objectives -
- Appointment of pharmacy teachers with prescribed qualifications and experience in various
departments of a pharmacy institution imparting diploma, graduate and post-graduate

education to maintain the minimum standard ofteaching.

3. Minimum qualifications for appointment as a teacher -
- Minimum qualification and experience for appointment as a teacher in various departments

of a pharinacy college or institution imparting diploma, graduate and post-graduate education
shall be as prescribed by the Pharmacy Council of India (PCI) from time to time and
presently as specified in the Schedule given below -

THE SCHEDT]LE
Every appointing authority, before making an appointment to a teaching post in a pharmacy

college or institution, shall observe the following nonns -
i. All pharmacy teachers must possess a basic degree recognized by the "Pharmacy

Council of India in pharmacy obtained from an examining authority (University)

approved by the Pharmacy Council of India under section 12 of the Pharmacy Act,

1948;
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ii. The candidate should be registered i, t
State Pharmacy Council;

lll.

v.

vl.

lv.

lx.

The appointing authority can also consider the candidatures of the holders of
equivalent qualifications approved and notified by the Pharmacy Council of India
from time to time.
The names of the teaching posts, academic qualifications and the
teaching/research/industry experience required for each teaching post are given in the
table annexed to the Schedule.

All teaching faculty shall be full time except in respect of the subjects like
Mathematics and Statistics, Basic Electronics, computer Applications,
Pharmaceutical Business Management, Engineering Drawing and pathology etc.
where part-time teaching staff shall be permitted.
Only those teachers with M.PharmlPharm.D or Ph.D qualifrcations recognized by the
Pharmacy Council of India who have undergone B.Pharm course from an institution
approved by the Pharmacy Council of India under Section 12 of the Pharmacy
Act,l948 shall be recognised as pharmacy teachers.

c. The matter will be referred to the Ministry of External Affairs for appropriate

vii. Only those teachers who possess at least five years teaching experience obtained in
approved/recognized Pharmacy College after passing M.Pharm/Pharm.D course or
three years teaching experience after Ph.D shall be recognized by the PCI as post -
graduate pharmacy teachers.

viii. The scale of pay of the teaching faculty working in pharmacy
departments/colleges/institutions shall not be less than the scale of pay prescribed by
the State Govt.AJGC /AICTE for similar category of posts.

Any teacher who is found to be involved in malpractices or guilty of misconduct or
misdemeanour shall be debarred from teaching in an institution approved by the
Pharmacy Council of India for a period of three years. A report in the matter shall
also be sent to the State Pharmacy Council for taking action under Section 36 of the
Pharmacy Act,l948.
A teacher working at more than one place simultaneously shall render himself liable
to disciplinary action in the following manner :-

a. He will be derecognized as a pharmacy teacherlPG teacher by the PCI and

will be debarred from teaching in a pharmacy institution approved by the PCI
for a period of three years if he is found teaching in more than one pharmacy
institution.

b. A report will be sent to the Central/State Drugs Control Deptt. for taking
action under the Drugs & Cosmetics Act, 1940 if he is working in a

pharmaceutical industry/sales or any other department of a pharmacy

institution and industry.

action if he is working with any agency overseas.
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d. In all such cases, the matter will be taken up with the State pharmacy corrncil
for taking action under Section 36 of the Pharmacy Act,l948 for deletion of
his name from the State Pharmacy Register.

The employer Pharmacy Institution shall be responsible to ensure that the faculty
employed by it as teacher is not working simultaneously in any other institution. In
case the employer Pharmacy institution submits false Staff Declaration Form (SDF)
in this regard then action shall be taken against it under Section 13 of the Pharmacy
AcL 1948.

A Pharmacy teacher shall be considered teacher in one Pharmacy College in one

academic year (lst July to 30th June of next calendar year). In case the person was
already considered teacher during particular academic year in any Pharmacy College,
he shall not be counted/considered as teacher in other institution in same academic
year.

Minimum Requirements of Academic Qualifications, Teaching, Research and Industry
Experience for Teaching Posts in Pharmacy Collegesflnstitutions

xl.

xll.

S.No Name of the Post
Academic qualification

Teaching / Research/
Industry Experience

1

Director/Principal/
Head of Institution

First Class B.Pharm with Master's degree in
Pharmacy (M.Pharm) in appropriate branch of
specialization in Pharmacy or Pharm.D
(Qualifications must be PCI recognized).

With Ph.D degree in any of Pharmacy

Subjects (Ph.D. Qualifications must be PCI

recognized).

Essential
15 years experience in
teaching or research out of
which 5 years must be as

Professor/[IOD in a PCI

approved/ recognized
pharmacy college.

Desirable
Administrative experience

in a responsible position
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(

2 Professor

First Class B.Pharm with Master's degree in
Pharmacy (M.Pharm) in appropriate branch of
specialization in Pharmacy or Pharm.D
(Qualifications must be PCI recognized).

With Ph.D degree in any of Pharmacy
subjects (Ph.D. Qualifications must be PCI
recognized).

Essential
10 years experience in
teaching in PCI approved/

recognized Pharmacy

College or research

experience out of which 5

years must be as Associate
Professor in PCI approved/

recognized Pharmacy

College.

J Associate Professor

First Class B.Pharm with Master's degree in
Pharmacy (M.Pharm) in appropriate branch

of specialization in Pharmacy (Qualification
must be PCI recognized).

A PCI recognized Pharm.D degree holder

shall also be eligible for the posts of Associate

Professor in the subjects ofpathophysiology,
pharmacology sand pharmacy practice.

Associate Professor shall acquire PCI

recognized Ph.D in any of Pharmacy subjects

within 7 years to become eligible for the post

ofProfessor.

3 years experience in
teaching or research at the

level of Assistant

Professor or equivalent in
PCI approved/ recognized

Pharmacy College.

4
Lecturer/ Assistant

Professor

First Class B.Pharm with Master's degree in
Pharmacy (M.Pharm) in appropriate branch

of specialization in Pharmacy (Qualification

must be PCI recognized).

A PCI recognized Pharm.D degree holder

shall also be eligible for the posts of
Lecturer/Assistant Professor in the subjects

of pathophysiology, pharmacology and

pharmacy practice.

A lecturer will be re-

designated as Assistant

Professor after 2 years of
teaching experience in

PCI approved/ recognized

Pharmacy College.
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2. Mode of Selection of Facultv
Direct recruitment to all cadres are strictly based
following procedures are followed:

on merit. Invariably, in all cases the

o Advertisements are made in leading newspapers
o Applications are scrutinized after the stipulated last date.
o Selection Committee constituted as per PCI/ AICTE and University norms
o Call letters for interviews are sent to candidates indicating location, date and time

for interview
o Selection committee shortlists the candidates for appointment
o Letters of appointment are issued to selected candidates, based on norms and

requirement.

Composition of Selection Committee
The Selection Committee would be constituted with the following members

o Chairman

o Director
o Head of the Department concerned

. Expert Member

Mode of selection of non - teachine staff:
All positions are advertised in the papers or in the local notice boards. After
scrutiny of applications received, the shortlisted candidates will be called for
personal interview. The selection Committee consists of some or all of the

following:
o Chairman
o Director
. Subject Experts
o HOD Concerned

All appointments (Faculty/ Staff) made after selection are forwarded to the
chairman and ratified by the college BoG.

5. Scales of Pav:
o There shall be two Pay Scales (1) Rs.15600 - 39100 and (II) Rs.37400 - 67000 with

appropriate AGP, called Academic Grade Pay.

o The pay structure and equivalent positions shall be as per PCV AICTE
Notification.

o The Pay Band for Assistant hofessor Rs. 15600 - 39100 with AGP of 6000/-.
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o The Pay Band of Associate Professor shall be of Rs. 37400 - 67000 with AGp Rs.
9000/-.

The Pay Band for Professor shall be in scale Rs. 37400 - 67000 with AGp Rs.
10,000/- The pay for Professor shall not be fix at stage below Rs.46000/-.
The Pay Band of Principal /Director shall be Rs 37400 - 67000 with AGp 10,000 +
Special Allowances of Rs.3000 per month.
Each annual increment shall be equivalent to 3Yo of the sum total of pay in the
relevant Pay Band and the AGP as applicable for the stage in the pay Band.
The number of additional increment(s) on placement at each higher stage of AGP
shall be as per the existing scheme of increment on promotion from Lower pay

Scale to Higher Pay Scale ; however, in view of the considerable rise. In effective
pay between the two pay bands, there will be no additional increment on
movement from the Pay Band of Rs. 15600 - 39100 to the Pay Band of Rs 37400 -
67000.

The allowances to the faculty and staff shall be as per the prevailing rules of the
Trust and the College and shall be applicable as and when amended from time of
time.

Employment upon superannuation shall be as per provisions of PCI/ AICTE or its
revised circulars as issued from time to time.
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1' Introduction. The Oriental Group of Institute provides an opportunity to all its
Faculty and Staff members to avail leave so as to strike a balance between their academic,
other works and to meet their domestic/personal requirements. All types of leaves will be
accounted for semester wise and will have to be finished/availed by end of the academic
session of total 12 months (01 July to 30 June). In pursuance of this philosophy, the
provisions of OGI leave policies are elaborated below:-

2. Tvnes of Leave and Governing Rules to be followed.

S.N. Nature of
Leave

Entitlement
per semester

Rules & Regulations

(a) Casual Leave 06 days (i) Faculty/staff member will be eligible fo. Ot Aay CI, in e,ne.y
month after completion of one month service in the Institute. cL can
be Prefixed or Suffixed with Gazetted holidays or 3.d Saturday /
Sundays.

(ii) Casual leave will be availed for a minimum
maximum of 02 days in a month (if not availed in
No advance CL will be granted to any employee.

of /, day and a
previous month).

(iii) Casual Leave will not be carried forward to next semester i.e.
post 30 June. However, CL balance as on semester ending 3l Dec be

carried forward to next semester Jan - Jun.

(iv) Casual Leave can't be combined with any other leave including
LWP.

(b) LWP (Leave

without Pay)

07 Days (i) LWP can be authorized to a maximum of 7 days in a semester
after seeking prior permission in writing. It can be increased only in
special cases by the approval of the Management otherwise LWPs
beyond 07 days will be treated as 'Absent' and salary deduction of
0.5 day per extra LWP will be implemented.

(c) ODL (On

Duty Leave)
Faculty members can be permitted for On Duty Leave (ODL) for
performing university official academic duties or college admission
related works. They will be required to maintain their IN and OUT
attendance in the college and submission of certificate from the

Institute /College where required duty was conducted.
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A short leave of maximum duration of 02 hrs can be availed once in
a month. Short leave is to be duly approved by concerned Director
before availing.

Compensatory

off
Compensatory Off (Maximum 02 days consecutively) can be
granted to an employee if he/she worked full day on Sunday /
holiday after approval of Director. The compensatory off must be

availed within one month of completion of extra duty but will not be

suffixed / prefixed with any holiday / leave.
Semester

Break Leave
For Faculty (i) Maximum l0 days Semester break leave (SBL) is allowed to

those faculty members who have completed one year or more
service in the lnstitute as per RGPV calendar.

(ii) Maximum 05 days SBL is allowed to those faculty members who
have completed more than six month but less than one year of
service in the Institute.

For Lab /
Admin Staff

(i) Maximum 06 days SBL is allowed to those LablAdmin staffwho
have completed one year or more of service in OGI.

(ii) Maximum 03 days SBL

have completed more than

service in the Institute.

is allowed to those LablAdmin staff who

six months but less than one year of

Special Instruction for Semester

Break Leave(SBL)

(i) No prefix, suffix,
combined with SBL.

treated as LWP.

holidays and other leave are permitted to be

If combined by anyone, the same will be

(ii) Semester break leave to the staff has to be planned in a staggered

manner after approval from the authorities so that normal

functioning of the college is not hampered.

(i) Matemity leave must be applied 15 days before the leave starts. A
maximum of 180 days of maternity leave in the whole service

(estimated to be 20 years) with the Institute will be admissible to
female employees with one or nil surviving children. In case of
abortion, only 03 days leave of this nature is permitted.

(ii) Prior sanction of the approving authority is essential before

availing the above mentioned maternity leave. The request should be

submitted along with required medical certificates.

(iii) Gazetted holidays / local holidays during the matemity leave

period declared by State Govt / local autholities will not be

admissible separately.

(i) No such leave is allowed, however, balance CL may be granted

as medical leave by competent authority if sufficient proof is

submitted.

Medical Leave

(d) Short Leave 02 hours

(e)

(0

(e) Maternity Leave

(h)
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3. Leave Travel Concession.

In order to provide a break from the routine job and to rejuvenate the faculty / staff
members, OGI management has decided to introduce a scheme of LTC for those who
have completed more than three years of permanent service, once in a block of three
years. The faculty members will be reimbursed the following amount subject to
submission of detailed statements: -
i. Rs.5,000/- : To those faculty /staffwhose basic salary is up to 15,000/-.
ii. Rs.10,000/- : To those faculty /staff whose basic salary is up to 15,001/- to

25,000/-.

iii. Rs.15,000/- : To those faculty /staffwhose basic salary is 25,001/- to 45,000/-.
iv. Rs.20,000/- : To those faculty /staffwhose basic salary is more than 45,000/-.

4. Absence without Leave (AWL). Any employee who absents himself / herself
without leave is liable for following actions:

i. In case, the employee is absent without leave is more than 03 days without any
prior intimation to the office of OGI then his / her attendance will be
automatically blocked.
In case, an employee fails to rejoin duty after 03 days of absence, then the first
notice will be served asking reasons for his / her absence and instructing him / her
to rejoin immediately. One more similar notice will be served after an interval of
one week to the employee through Whatsapp / e-mail.

After serving of two notices, if the employee fails to respond or rejoin duties or
make contact with the personnel department / college, then his / her name will be

put on hold from the record of OGI and necessary disciplinary action will be

initiated against employee as per college nonns / solemn pledge signed by him /
her.

In case an employee rejoins after overstay of maximum 15 days of leave then he /
she will be required to submit documentary proof supporting his overstay of leave

i.e. on medical grounds, accident etc. The application of employee along with
valid documentary proof giving reasons for the prolonged absence will be

perused by the competent authority, who may decide to take disciplinary action

against him / her or pardon the employee. Thereafter, after approval by competent
authority resuming of hisi her duties can be considered. In case the overstay of
leave without suffrcient reason is more than 15 days then necessary djsciplinary
action will be taken as deemed fit.

ll.

lll.

lv.

srrc:eh!
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5. General Leave Guidelines.

a. All employees must submit their leave applications well in advance so that the
leave application reaches the Admin Office two days prior to proceeding on
leave. They have to ensure that their leave is duly sanctioned by competent
authority and all work and responsibilities are handed over to authorised
person before proceeding on leave except in emergency. In case of emergency,
documentary'proof for the same to be brought and enclosed along with leave
application submitted for approval by competent authority.

b. HODs / In-charge of concerned section should be briefed properly by faculty /
staffbefore proceeding on leave.

c. All types of leave can be either prefixed / suffixed with holidays / Sunday.
However, the intervening holiday / Sunday during the leave will be counted as

leave.

d. Leave will be credited on 0l Jul every year, based on the calculation of
number of days worked during the preceding 12 months, on a pro rata basis.

e. Leave is a privilege and is not to be claimed as a right. The competent
authority have the right to defer, curtail, refuse, or reduce leave due to
exigency of service, or on genuine grounds of meeting the requirement of
Institutions

f. The employee on leave can be recalled by the competent authority when he /
she consider such an action necessary, and in the interest of OGI.

g. Leave on grounds of self marriage / maternity etc. should reach the office of
OGI for approval by concemed authority at least 10 days before proceeding on

leave, otherwise that period will be treated as absence from work.

h. No CL will be granted in advance.

i. Short leave has to be approved by the concerned Director.

j. At no time, maximum number of faculty availing leave, should exceed 20%o of
the total shength of the branch.

6. Third Saturday of each month will be treated as paid holiday.

7. Chain for Apnrovine Leave bv Competent Authoritv.

Faculty/Lab staff -+HODs + Director + GD/ED

Admin staff 
--> 

Director (Admin) + CEO

--+l
I 'H'ble Chairman

------> 
)
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One of the most important criteria in ranking (NIRF etc) and accreditation (NBA, NAAC) process is
the research output of the faculty members of the University/ Institute. The National Institutional
Ranking Framework (NIRF), approved by the MHRD outlines a methodology to rank institutions
across the country. Research is one of the major parameters outlined in the framework covering
publications (in particular their quality), patents (filed, published, granted and licensed), projects,
professional practice and grants therefore it is very important to gradually implement a strong
foundation for research, development and innovation in the Institution to address the requirements of
the next decade.

In this context, there is need for concerted R&D effort to better position the Institution to meet these
challenges. Faculty of the institution play a vital role in making this transition from a 'teaching only,
Institution to a world-class Institution that fosters research and development inter-twined into teaching
and learning. While faculty have to handle their regular requirements of teaching and learning, they
are also increasingly being required to take up quality research and development work.

Quality research and development work requires time, concerted effort and a focussed environment
therefore it is necessary to incentivise all such R&D efforts in order to enthuse and motivate faculty
members to spend quality time in a concerted manner, as most often the time and effort spent in
research extends way beyond the confines or the operating hours ofthe Institute

This document puts forth the policy of the Institution towards research and development activities.

OBJECTIVE OF THE SCHEME

The primary objective of the proposed incentive scheme is to motivate the faculty members of our
Institute to undertake quality. research, consultancy and other research related activities. This policy
document describes various incentives to encourage and promote the culture of research and

innovation amongst the faculty members and indirectly amongst students.

SCOPE OF THE SCHEME

OCP, Bhopal wishes to create an environment that fosters a culture of innovation and research leading

to development of processes, tools, products or services and to establish OCP Bhopal as one of the
pioneer research Institute.

This scheme covers all faculty members of all department of the Institute. The scope of the scheme

envisages, in particular:

l. To motivate our faculty members to concentrate on research related activities, in addition to

the teaching, so as to publish research articles in reputed refereed Intemational and National
joumals with impact factor and to pursue efforts to write books, monographs for publication

by International and National publishers ofrepute
2. To encourage our faculty members to submit proposals and secure funded research projects

from various funding agencies in India and Abroad.
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3. To undertake consultancy projects sponsored by Government & Private, Industrial and other
organizations.

4. To enthuse faculty to pursue and complete their PhD thereby enhancing the total number of
doctorates in the Institution

5. To motivate faculty and staff to continue leaming further through live/online courses/skill
training programs and thereby significantly enhance their capabilities and exposure in order to
become a sought-after resource in the country

6. To encourage faculty members to participate in various Conferences, Seminars, Workshops,
STTP and FDPs

7, To motivate faculty to actively guide scholars towards their M.Pharm/ PhD work
8. To motivate faculty to build strong Industry-Institute Partnership
9. To evince interest among the members of faculty so that they take efforts to establish

collaborative research projects with their counterparts in reputed Institutions.
10. To encourage creativity in the minds of faculty members, so that they make original

contributions by way ofproducts, concepts etc. and obtain patents.

DETAILS OF THE SCHEME

Category 1: Research Papers/Books Publications

S.

No
Research Work & Publication Incentive

Monetary Remarks

I Books (International Publisher) Rs. 8,000

(Sole Author)

.l"Author - Rs 5,000 &
Co-Author - Rs 3,000

2 Books (National Publisher) Rs.5,000

(Sole Author)

l"Author - Rs 3,000 &
Co-Author - Rs 2,000

') Books Chapter Rs. 3,000 Published in web of
science/ Scopus/

SCYSCI-E indexed

series & Equivalent
Indexing

J Reputed Journal (with Date of Indexing)

SCI Journals Rs 5,000 l" Author Rs 3,000

and Rs 2,000 will be

equally divided in all
co authops

SCOPUS Journals Rs 3,000 1't Author Rs 2,000

and Rs 1,000 will be

equally divided in all
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co authors

Conferences ODL Maximum two days

after submission of
certificate along with
hisftrer attendance at

conference. Faculty will
have to take prior
approval for attending

such conference and

permission for outstation/

local leave.

Conference of IEEE,
Springer, ACM,
Elsevier or organised

by Institute of national

Importance like IISc,
IIT, NIT,IIM etc will
only be considered

Category 2: For Organising Events

I FDP/ STTP/ Conference/ Workshop/
Seminar organised with financial grant

3% to Coordinator and

2Yo to Co-coordinator

of the received amount

Appreciation letter to
the Coordinator and Co-
coordinator only

2 FDP/ STTP/ Conference/ Workshop/
Seminar without financial grant

Appreciation letter to
the coordinator and Co-

coordinator only

Category 3: For Certification

I NPTEL Certification 40 Yo of the registration fee; only after submission

of FDP certificate issued by NPTEL, if he / she

secure more than 65%.

Category 4: Letter of Appreciation to Faculties

1 MOU with reputed organisations/ Institutions

2. For giving 100% Result in their subject/s with minimum 50% of students are in distinction

J. Proposal submitted for seeking grants

Category 5: Research Projects Grants, consultancy, Patent, Copyright, Trademarks
Publications and Training Organized

Patent filed and published in the name of
the Institution

Rs 3,000 consolidated

Indian Copyrights/Copyrights/ Trademark Rs 3,000

(Max 4 Authors)

(Author-Rs.2,000&All
Co-Authors - Rs. 1,000)
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(

(

Generation of Research Grants Faculty
members are expected to submit proposals
for research grants from funding agencies.
It is quite likely, that these projects may
involve modernization of laboratories,
acquiring of equipment required specific to
the research study or conducting of surveys
etc. The incentive will be linked to the total
amount ofresearch grant sanctioned by the
sponsoring agency.

The incentive will
be 5oh up-to the
maximum of l\Yo
ofthe research

grant received from
the funding agency.

Since the amount being
released in phases, the
incentive(s) paid is also
proportional to the amount
received by the institute
and equally divided into PI
and Co PI

Undertaking Testing & Consultancy
Projects

(i) The members

involved in the
consultancy project

will take 70% of
the total value of
the consultancy

amount received

and 30Yo will go to
the Institute.

(ii)The share of the

college will be 70%

of the total
consultancy amount

received and 30o/o

will go to the

faculty and other

staffinvolved in the

consultancy work.

If there is a substantial

contribution by the faculty
member and the staff in the
consultancy project and no
resources of the Institute
(like laboratory, computer,
software etc.) utilized and

equally divided into PI and

Co PI

If the resource of the

Institute such as laboratory
facilities, computing
facilities, drafting and other
facilities are utilized in the

consultancy project and

equally divided into PI and

Co PI
Training: If any faculty organized a paid

training in the institute for the outside

students/Industries persons/ Other Institutes

faculties

The incentive will
be 5% up-to the

maximum of l0o/o

of the total amount

received through

training sessions
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Category 6: Remuneration for Expert Talks

Only two experts may be invited by the Department in a semester on remuneration basis. For
Management and Pharmacy Institute a maximum limit would be Rs 10000/ per semester.

Expert's affiliation Maximum Remuneration
National Level Institutes (IIT, IISc,IIM & MNCs) s000
State Level Institutes (NITs, Govt Universities, NIpER
& Large Size Industries)

3000

Any other (MSME, Private Universities & Institutes 1000

PAYMENT OF INCENTIVES AND LETTER OF APPRECIATION

At the end of every semester of the academic year, based upon the evidence produced and
recommendations of the committee constituted for this purpose, the incentive and the letter of
appreciation will be awarded to the faculty members.

Note:

decided by the Institute from time to time.

participation in the semester break/summer/Winter vacation so that the academic schedule of
the students remains undisturbed. Members of the faculty pursuing their PhD part time are

also encouraged to attend summer training programs organized by NITs and IITs.

January and July.

quits the services of the Institute in interim. However, calculation for other authors of the
paper will still be made

px*
{ff'mH::;1$\ri Zv
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DUTIES AND RESPONSIBILITMS

General
o The Faculty Member should come to the Institute at least 15 minutes before the
commencement of classes and should leave the Institute not earlier than 15 minutes after the
end ofthe last hour.
. All the Faculty Members are expected to follow the rules and regulations of the
Institution as prevalent from time to time.
o The work load of all the staff shall be fixed by the Director. The work load of the teacher
should not be less than 40 hours a week, of which teaching-contact hours should be as per
PCI/ AICTE norns.
The work plan of teachers shall ensure, in
stipulated 40 working hours per week, with
them by the Institution.

a) Faculty Members are expected to update their knowledge by attending seminars/
workshops / conference, after obtaining necessary permission from the HoD /
Director / Management.

b) Faculty Members should aim to publish books, research papers in reputed
International / National Journals / Conferences.

c) The Faculty Member must try to prepare himself i herself acadomically to meet all
the challenges and requirements in the methodology of teaching so that their inputs
may be useful for the student community at large. Every Faculty Member is expected

to extend hisftrer positive influence in building up the personality of students and

he/she should associate himselflherself actively with such co-curricular activities
which he / she is interested in or assigned to him/her from time to time.

the most productive manner, the utilization of
regard to the roles, jobs and targets assigned to

o The Faculty Member should keep appraising the HoD and

about his/her professional and personal capabilities.
o The teaching load will be allotted by the HoD after

Faculty member's interests and area of specialization.

o In addition to the teaching, the Faculty Member should take additional responsibilities as

assigned by HoD / Director in academic, co-curricular or extracurricular activities.
. Every Faculty Member should maintain student's attendance records and the absentees

roll number should be noted on regular basis and recorded.

o Whenever a Faculty Member intends to take leave, the Faculty Member shouid get the

leave sanctioned in advance and with proper alternate affangements made for class/ lab/

invigilation. In case of emergency, the HoD must be informed immediately to enable him/
her to make appropriate alternative arrangements.

keep him/her in confidence

taking into account the
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oFacultyMembershouldmakehimself/herselfpreSentable.@rshould
show no partiality to any segment / individual student.
o They must update the student's personal file regularly and put up for inspection by
HoD/Director as the case may be.

o They must counsel the students as and when needed.
o They must notiry the students' misbehavior in the class to the HoD / Director. And
concerned TG's
. They should take up the administrative tasks of the department as given by the HoD.

Class Room Teaching
o Once the subject is allotted, the Faculty Member should prepare the lecture and hour wise
lesson plan.

o The Faculty Member should get the lesson plan and course file, approved by HoD.
o The course file is an official record, a compilation of the planning and execution of
teaching/learning activities, carried out throughout a semester of an academic year for a
particular subject .The course files should include the previous year question papers, notes,
hand outs, PPT, test question papers, model answer scripts for each test/ exam, assignment
plan, topics and copy of assignment, feedback analysis report, etc. The teaching faculty has to
get verified his/trer course file by HoD at least once in a month and submit the same to the
HoD within three weeks of the last instruction day of a particular semester.
o Faculty Member's must regularly update his/her diary and put up for inspection as and
when required.

o Faculty Member should go to the class at least 5 minutes before and enter the class
without delay when the bell rings.
o Faculty Member should engage the full period and should not leave the class early.
o Attendance must be taken for each lecture/practical/tutorial.
o Faculty Member should make use of PPT, Models etc.o as teaching aids. He/she should
encourage the students to ask doubts / questions.

o Facul8 Member should get the feedback from students and actladjust hisArer teaching
style appropriately.
o Faculty Member should take care of academically backward students and pay special

attention to their needs in special classes.

o In problem oriented courses, regular tutorials have to be conducted.

o Faculty Member shall give all possible patterns of questions on each unit to the students.

o Faculty Member should interact with respective mentor and inform him/ her about the

habitual absentees, academically backward student, objectionable behavior etc in his/ her
class/ course.
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o Faculty Member should always aim for 100% pass results in his / her subjects and work
accordingly.

o Faculty Member should motivate the students and bring out the creativity / originality in
the students.

In Laboratory
o Faculty Member handling for laboratory class must perform the experiments personally

and be satisfied with the results before making the students to conduct the experiments.
o The lab observations/records must be corrected then and there or at least by next class.

o Faculty has to examine the experimental readings and ensure that the students know the
percentage of error he/she has committed in an experiment.
o Sign the manuaV work notebook before the end of each practical class.

o Faculty conducting practical/ projects shall be responsible for the respective labs during

their practical hours.

o Faculty shall follow the guidelines/instructions as prepared by the Lab in- charge.

However, faculty can suggest changes in these matters with the consent of the HoD.

Prevention of Theft
In order to prevent theft, faculty members are advised to take the following action.

i) Before starting the practical's/projects, students shall be asked to check the

PCs/equipments going to be used by the students. These should be checked and report in

case of any missing items/ irregularity to the lab In-Charge.

ii) As far as possible, allot the same PC to the same individual group of students (in case

ofprojects).
iii) Students should not be permitted to carry personal bags into the labs.

In case of any missing/damaged items, the matter should be immediately reported to the Lab

In-Charge.

Specific Duties of Assistant/ Associate Professors shall broadly cover the following

items-
Assistant/ Associate Professors

o Ensure that every student is well supported to realizes his/her learning potential

o Monitor the progress and quality of students, appraise them and consult their parents

where necessary.

o Encourage the students to learn beyond the syllabus contents.

o Provide awareness to students about the rules of attendance (general), Industrial Visits,

sports, leave etc.

o Maintain student discipline in the class as per the Institute policies.
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o Keep track of students' attendance and ascertain whether there is any correlation between
their attendance and perfonnance and if so, to what degree
o Addressstudents'queries.
o Meet the parents of students, especially defaulters.

o Produce and update student handbook, department brochure for placement/ consultancy
and update the information on Institute website pertaining to the class/ department.

o Conduct effective induction programmes and value added courses for students' in
consultation with HoD.
o Prepare the assessment plan for every semester well in advance

o Manage the production and dissemination of reports to students, parents, Institute
Management and other governing bodies from time to time
o Implement the actions based on the minutes of class committee meetings in consultation

with HoD, where necessary.

o Cooperate with the Institute discipline committee and management in matters affecting
general discipline and workplace ethics.

o Attend to any special projects assigned by the management from time to time.

o Involve in tasks related to the development and maintenance of appropriate standards and

quality assurance (including ISO) in the delivery of course materials, assignments and

question paper setting and its valuation.

o Monitor the semester progress regularly based on approved semester and assessment

plan.

o Arrange indushial visits and guest lectures for students to improve their learning process

in consultation with HoD.
o Encourage the students to participate in technical competitions conducted outside the

Institution.
o Maintain the desired academic standards in the assignments and tests administered in the

class.

o Collect information regarding weaker students and arrange remedial classes, counseling

sessions in consultation with the HoD.
o Update data regarding students' achievements in academics, sports, extracurricular

activities etc.

o Arrange class committee meetings as per department/Institute guidelines.

o Attend any other tasks assigned by the HoD/ Principal/ Management from time to time.

In particular, the delineation of duties between an Assistant and Associate Pro{essor is as

follows:
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Assistant Professor

o Regular class room teaching
. Preparation oflesson plan, course plan and developing objectives for the courses he/she is
teaching.

o Taking up exam related activities such as invigilation, conducting lab examination,
evaluation and so on.

o Attending FDPs to improve their passion for teaching
o Guiding BE level projects and assisting associate professors who are guiding ME
dissertation activities.
o Helping the senior faculty in organizing the co-curricular activities for the benefit of
students/ department/ Institute.
o Conducting laboratory classes as per the schedule
o Planning for pursuing higher education where required
o Providing valued inputs to HoD contributing to the growth of the dept/ institute
o Any other tasks assigned by HoDs/ Seniors/ Superiors from time to time

Associate Professor

o This is a level between Assistant Professor and Professor

o They would be guiding the Assistant Professors in specific duties such as offering
guidance to BE level projects being guided by them, laboratory experiments and so on.
o They will also be seeking advice from Professors while guiding M.Tech dissertation
activities guided by them wtrere required.
o They will also be involved in routine teaching - leaming process of students by handling
courses

o They will take up any other tasks assigned by HoD/ Principal/ higher authorities of the

Institute.

Professor

o Routine class room teaching

o Curriculumdevelopment
o Guiding the junior faculty in student assessment and evaluation

of quality question papers

o Students professional guidance wherever required

o Organizing quality co curricular activities
o Helping the colleague faculty in writing funded project proposals

o Providing visionary ideas for the growth of the department

besides the preparation
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o Helping the authorities in creating a research ambience in the department/ campus
o Any other tasks aimed at growth of department/ institute

Duties and Responsibilities of the Head of the Department (HoD)

o Workload Allocation for the Faculty
o Monitoring of Class and Laboratory Works of the Faculty
o Ensuring the Altemative Arrangements when Faculty goes on Leave
o Reviewing Students Performance

o Modernizing /Developing Labs
o Motivating Faculty and Developing Team Spirit
o Augmenting Department Library Facilities
o Faculty/StaffCounselling
o MaintainingDepartmentalFacilities
o Helping The Management in running of the Institute through Tear4 Work
o Guiding the Faculty in Organizing Guest Lectures Industrial Visits
o Deputing the Staff for Conduct of Examinations and Evaluation
o Interacting with The Parents in the Case of Students who are performing poorly
o Getting Feedback from the Students

o Organizing Interaction Meetings with the Students

o Creating and Maintaining a Departmental Database of Faculty, Alumni and Students

o Motivating the Staffto Organize Consultancy and Continuing Education Programs

o Identiffing New Courses and Programs and Creating and Updating the Departmental

Brochure.

o Planning the Departmental Activities such as Timetable, Schedule of Laboratories etc.

o Identiffing Training Needs of Faculty and Supporting Staff
o Sanctioning Leave and forwarding the same to the Appropriate Authorities of the Institute

o Carrying out Performance Assessment of Faculty
o Approving Leave Requests of Students; Students Visits to Outstation for Cultural and

Sports Activities, Participation in Co-Curricular Activities etc.

o Conducting meeting of Support Staff of the Department, at least once in Two

weeks/month.

o Conducting monthly/ fortnightly/ weekly meeting of faculty to review the departrnent

work
o Organizing QC Meetings

o Helping the Director in Maintaining Discipline in the Institute and Hostels.

o Helping the Management in Continuously Improving the Quality of Instruction, discipline

and other academic activities
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Note:
In an academic environment such as OCP, the nature of duties and responsibilities amongst
Assistant Professor and Associate Professor, Associate Professors and professor keep
interchanging in such a way that there exists a very thin line differentiating them only in
terms of levels and quality. The positions are defined based on qualification and experience
and accordingly Assistant Professors with minimum eligibility qualification handle routine
academic and administrative tasks whereas Professors take up activities which are mostly
advisory in nature. One of the faculty amongst a group of faculty of a particular department
shall become the HoD which is decided based on hisftrer experience in the Institute,
administrative flair and also on the ability of leadership.

Code of Conduct for Faculty
o Every teacher appointed in the Institute shall follow the Code of conduct laid down as

follows
. EverY teacher shall perform his/trer academic duties with absolute integrity and

devotion

No teacher shall show any partiality or bias in the assessment of the students nor shall
heishe practice victimization against them.

No teacher shall incite one student against another or against his/her colleagues

No teacher shall discriminate against any person on grounds of caste, creed, sect,

religion, sex, nationality or language. He/she shall also discourage such tendencies
amongst hisftrer colleagues, subordinates and students and shall not try to use these
above considerations for improvement of hisiher own prospects

No teacher shall refuse to carry ouVobey/comply with the decisions/instructions of the
appropriate offices, bodies and functionaries of the Institute failing which heishe will
be held guilty of insubordination and liable for disciplinary action as stipulated in the

regulations of the Institute.

No teacher shall divulge any confidential information relating to the affairs of the

Institute to any person not authorized by the Institute.

No teacher shall misbehave with any officer or employee of the Institute. In case,

he/she is not satisfied with the conduct of an officer or an employee of the Institute,
he/she shall be free to file a complaint against him/trer to the Head of the department
as the case may be. In case the teacher/non teaching staff are found guilty, the

Director on the advice of the HoD shall be free to constitute a disciplinary committee

for disciplinary action against him/her.

Every faculty/non teaching staff shall perform invigilation / and other exam duties

during the examinations of the Institute. Negligence during invigilation / any exam

duty shall be a punishable act and he / she shall be debarred from examiner ship for a

a

a

stipulated period by the Director after proper enquiry. Besides this, on serious
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grave charges, the faculty concerned shall be liable for a strict disciplinary acaion
which may include his/her immediate suspension or even termination from the
services

Every faculty/ non teaching employee shall obey and ensure to the best of his/her
ability to carry out the lawful directions of any officer, authority or body of the
Institute to whom such authority is vested in the regulations
No faculty / non teaching employee is either permitted to take private tuitions / private
work assignments to the students / outside agencies of the Institute or outsiders or
permiffed to take part time extra classes / coaching / or any work anywhere. Non
compliance of this rule will amount to a strict disciplinary action

Every faculty / non teaching employee shall keep a constant watch over the ragging
amongst the students and will take immediate steps to check it, if noticed anywhere
and report the same to the appropriate authority for a speedy action in the matter
No faculty / non teaching employee shall be permitted to appear in any examination
conducted by this Institute or any other Institute without proper permission from the
competent authorities of the Institute

An act of physical assault with any student is strictly prohibited in the Institute and
every teacher / non teaching employee must ensure with its compliance

Code of Professional Ethics

Whoever adopts teaching as a profession assumes the obligation to conduct him / her in
accordance with the ideals of the profession. A teacher is constantly under the scrutiny of
his/trer students and the society at large. Therefore every teacher should see that there is no

incompatibility between his / her precepts and practice. The National ideals of education
which have already been set forth and which he / she should seek to inculcate among students

must be his / her own ideals. The profession further requires that the teachers should be calm,
patient and communicative by temperament and amiable in disposition.

Faculty Should Strictly Comply with the following Norms

o Adhere to a responsible pattern of conduct and demeanor expected of by the

community

Manage the private affairs in a manner consistent with the dignity of the profession

Ensure the continuous growth in profession through study and research

Express free and frank opinion by participation at professional meetings, seminars,

conferences etc.

o Maintain active membership of professional organizations and strive to improve

education and profession through them

o

o

o
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o Perform the duties in the form of teaching, tutorial, seminar and research work
consciously and with dedication

o Co operate and assist in carrying out functions relating to the educational
responsibilities of the Institute such as assisting in appraising applications for
admission, advising and counseling students as well as assisting in the conduct of
Institute examinations, including supervision, invigilation and evaluation.

o Participate in extension, co curricular and extracurricular activities including
community service.

Faculty and the Students

Faculty Should
. Respect the right and dignity of the student in expressing his / her opinion
o Deal justly and impartially with students regardless of their religion, caste, political,

economic, social and physical characteristics.

o Recognize the differences in aptitude and capabilities among students and strive to
meet their individual needs.

o Encourage students to improve their goals, develop their personalities and at the same

time encourage them to contribute to community welfare.

o Inculcate among students scientific outlook and respect for physical labour and ideals

of democracy, patriotism and peace.

o Be affectionate to the students and not behave in a vindictive manner towards any one

ofthem for any reason.

o Pay affention only to the attainment of merit by the student during assessing the merit.

o Make themselves available to the students even beyond their class hours and help and

guide students without any remuneration and reward

o Motivate students to develop an understanding of our national heritage and national

goals

o Refrain from inciting students against other students, colleagues or administration

F'aculty and Colleagues
o Treat other members of the profession in the same manner as they themselves wish to

be treated
o Speak respectfully of other teachers and render assistance for professional betterment

o Refrain from lodging unsubstantiated allegations against colleagues to higher

authorities

o Refrain from allowing consideration of caste, creed,

professional Endeavour.

religion, race or sex in their

!y''#;J?,..V
f x*-/P/
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Faculty and Authorities

Faculty Should
o Discharge their professional responsibilities according to the existing rules and adhere

to procedures and methods consistent with their profession in initiating steps through
their own institutional bodies and I lor professional organizations for change of any
such rule which are detrimental to the professional interest

o Refrain from undertaking any other employment and commitment including private

tuitions and coaching classes which are likely to interfere with their professional

responsibilities
o Cooperate in the formulation of policies of the Institute by accepting various offices

and discharge responsibilities which such offices may demand

o Cooperate through their department/ institution in the formulation of policies of other

institutions and accept offices
o Cooperate with the authorities for the betterment of the Institute keeping in view the'

interest and in conformity with the dignity of the profession

o Adhere to the conditions of contract

o Give and expect due notice before a change of position is made

o Refrain from availing themselves of leave except on unavoidable grounds and as far

as practicable with prior intimation keeping in view their particular responsibility for

completion of academic schedule

Faculty and Non Teaching Staff

Teachers should treat the non teaching staff as colleagues and equal partners in a
cooperative undertaking within the Institute and outside

Teachers should help in the function ofjoint staffcouncils covering both teachers and

the non teaching staff

Faculty and Guardians

Faculty Should
Try to see through teacher's bodies and organizations that institutions maintain contact with

the guardians, their students, send reports of their performance to the guardians whenever

necessary and meet the guardians in meetings convened for the purpose for mutual exchange

of ideas and for the benefit of the institution

Teachers and Society
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Teachers Should
o Recognizethat education is a public service and strive to keep the public informed of

the educational programmes which are being provided
o Work to improve education in the community and strengthen the community's moral

and intellectual life
. Be aware of social problems and take part in such activities as would be conducive to

the progress of society and hence the country as a whole
o Perform the duties of citizenship, participate in community activities and shoulder

responsibilities of public offices
o Refrain from taking part in or subscribing to or assisting in any way activities which

tend to promote feeling of hatred or enmity among different communities, religions or
linguistic groups but actively work for National integration

Deans

a

a

. Coordinating the development of and implementing the college's Vision and Goals

Statement;

. Leading college efforts toward achieving its goals;

. Developing a college budget;

. Managing the fiscal affairs of the college;

Registrar
The Registrar shall,

Be the disciplinary authority of the employees of the Institute other than the teachers, non-

vacation academic staff and officers of the rank of Assistant Registrar and other officers
holding posts equivalent thereto or above.

Be the custodian of the records, the common seal and such other property of the Institute.

Prepare and update the Handbook of the Statutes and Regulations approved by the

authorities, bodies or committees, from time to time, and make them available to all members

of the lnstitute.

Receive complaints and suggestions in regard to the improvement of administration and

consider them for appropriate action.

Render necessary assistance for inspection of the Institute, its buildings, class rooms,

laboratories, libraries, knowledge resource centre, workshops and equipment.

HoD Finance



rn v I ))-Z)LyUZO, U) /, U6O

0755-2529159, 2s29258
0755-2529015, 2529016

Fax: 0755-2529472
E-mail : directorocp@oriental.ac.in

Website: www.oriental.ac.in

ORIENTAL COLLEGE OF PHARMACY
(A Constituent of Oriental Group of Institutes)

(Approved by PCI & AICTE, New Delhi & Govt. of M.P Affiliated to Rajiv Gandhi proudyogiki vishwavidyalaya, Bhopal)
oriental campus, opp. pater Nagar, Raisen Road, Bhopal-462022 (M.p) India

O

a

o

a

a

a

Keeps account of financial transactions such as admission fees, semest.. fe"r, hortel fees etc.

o

o

a

a

o

a

a

o

o

o

a

a

a

Keeps account of all the financial transactions related to repair, maintenance, purchase etc.
Disburses salaries for the employees of the College.
Prepares the annual account, get ifaudited.
Deals with banks and other financial institutions regarding loans etc.
Will be responsible for filling of annual returns.

Technical Non Teaching Staff

System Administrator, System Analyst, Lab and Workshop, Assistants, Attendants are
grouped under this category.

System Administrator

The person who is responsible for setting up and maintenance of the Systems or Servers is
referred to as the System Administrator.

User administration (setup and maintaining account)

Maintaining system

Verif,ing the proper working of peripherals

Quickly arranging repair of hardware when required

Monitoring system performance

Creating file systems

Installing softwares

Creating a backup and recovery policy

Monitoring the quality of network communication

Updating system as soon as new version of OS and application software advent the market
Implementing the policies for the use of computer systems and network
Setting up security policies for users

Password and identity management

Systems Analyst

Implement computer system requirements by defining and analyzing system problems;
designing and testing standards and solutions.

o Defining application problems by conferring with clients; evaluating procedures and

programmers.
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o Validating results by testing programs.
o Ensuring operation by training client personnel and providing support.
o Updating job knowledge by participating in educational opportunities; reading
professional publications; maintaining personal networks; participating in professional
organizations.

o AccomPlishing information systems and organization mission by completing related
results as needed.

Laboratory Ailorkshop In-Charge and Lab Assistant

o Maintaining the Dead Stock Register and consumable Registers.
o Finding out the requirements for consumables for the laboratory and procure the same,

before the start of every term.
o Planning for the procurement of equipment well in advance.
o Ensuring that the infrastructure facilities in the labs are adequate.
o Organizing the laboratory for oral and practical examinations.
o Fixing the responsibility for any breakage / loss etc. and recover costs.
o Ensuring the cleanliness of the lab and switching off all equipment after use.
o Requisitioning of consumables through HoD.
o The Lab. Assistants are required to assist the respective Lab in-Charge for smooth

functioning of the laboratories.

o Lab Assistants and in charge shall be available for maintenance and care of
resources/services of the institute.

o All the Lab. Assistants, in coordination with the respective Lab In-Charge, are required to
report maffers, like maintenance/repairing, theft, damage etc. If any in their labs, to the HoD
through faculty in charge of lab.

o Lab Assistants in coordination with Lab In-charge should display (i) List of
Equipments/software with cost (ii) List of Experiments (iii)Lab Time Table (iv)Names of
Lab In-charge lLab Assistants etc. on the Lab Notice board.
o Any other duty as may be assigned by the faculty in charge of labl HoD/ Principal/
Management/ Administrator from time to time.

Training and Placement 0fficer

Design and Printing of Placement Brochure - Soft copy as well as Hard copy
Developing and Executing the Placement strategy

. Conducting Recruiting Survey (s)
r Interacting with the Past Recruiters
o Interacting with the Potential Recruiters
. Recruiters of other E-Schools/Benchmarking

a

a
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a

a

a

a

a

a

a

Organizing the Career Counseling session by experts
organizing Resume writing, GD and Interview(s) skills development sessions
Maintaining student Resume Bank
Developing and maintaining Corporate Database
Allocation of companies to student groups for image building
Coordinating all the activities related to Placement

Public Relations Officer

His responsibilities include

o Advising the authorities on communication strategies
o Planning for public relations programmes of the Institute
o Representing the Institute in negotiations with other interest groups

o Liaisoning with the public and addressing their queries

o Liaisoning with media including marketing the activities of the institution through
publications

o Managing the printing and publishing activities of the Institute
o Organizing special events to market the Institute amongst the stakeholders
o Developing visual and audio electronic materials about the Institute
o Any other tasks given by the authorities of the Institute

Sports Instructor

o Keeping stock of sports goods.

o Ordering sports goods in consultation with the RegistrarlDean(Student Welfare)
o Arranging the venues for sports events in consultation with the Registrar/Dean (Student

Welfare)
o Obtaining permission to hold sports events in the Institute campus.

o Recommending any students for participation in the inha-or inter-Institute events.

o Recommending Entry/Registration Fees for participating in various sports events.

o Recommending attendance to students who have taken part in sports events.

o Sorting out issues taking place during matches (team selections, objections, quarrels etc).

o Maintaining discipline in all the events conducted in the campus.

o Organizing sports events for staffmembers.

o Maintaining records of sports events attended by students outside the Institute,',as well as

in the campus.

o Planning and scheduling the

the academic calendar.

Placement Presentation at various companies

sports events of OCP and RGPV and for its reflections in
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Librarian
o Selecting, developing, cataloguing and crassifring library resources
o Addressing the users enquiries
o Developing library system and specialist computer applications, where required
o Managing the staff including providing advise on recruitrnent and training of the staff, to

the authorities of the Institute.
o Liaising with departmental academic staff, outside organizations and suppliers
o Ensuring that the library services meet the needs of its users
o Managing the budget/resources for the library
o Developing leaming materials related to the library
o Developing/expanding IT facilities
o Assisting the users in utilizing the computer, equipments, carrying out literature search

and so on.

. Any other tasks assigned by the authorities of the Institute

Student Welfare Oflicer/Dean (Student Welfare)
Responsibilities include looking after the overall welfare of the students' community in the
campus with specific emphasis on the following:
Student Awareness

o Ensuring that each student's cultural, religious and dietary needs are met and respected.
o Helping students to adjust to life in the campus
o Providing assistance to students in the receipt of scholarship

Student Supervision
o Providing leadership for individual students and integrate them with other students
o Providing care and support for individual students, particularly if they are not used to
being away from home. These duties will include: wake up duty and dealing with
homesickness.

o Ensuring that all Health and Safety policies are implemented and monitored in the
campus

o Ensuring that information relating to fire, Health and Safety and medical emergencies is
correctly displayed on the information board, in hostels and in the Common Room.
o Providing First Aid for students and staffas and when required
o Addressing the complaints of the students about the amenities in
to the notice of appropriate authorities if it is genuine and meaningful.
. Any other tasks related to students well being on day to day basis.

the campus by bringing
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Controller of Examinations (COE)
He is responsible for all the activities and tasks related to conduct of Mid Term tests, End
semester examinations, receipt of question papers, answer book and evaluation result
declaration and other works related to proper and smooth conduct of examination as per the
guidelines available for the purpose.

Human Resource Manger

. Maintains the work structure by updating job requirements and job descriptions for all
positions.
. Maintains organization staff by establishing a recruiting, testing, and interviewing
program; conducting and analyzing exit interviews;
. Ensures legal compliance by monitoring and implementing applicable human resource
federal and state requirements; conducting investigations; maintaining records; representing
the organization at hearings.
. Maintains management guidelines by preparing, updating, and recommending human
resource policies and procedures.

. Maintains historical human resource records by designing a filing and retrieval system;

keeping past and current records.
. Maintains professional and technical knowledge by attending educational workshops;
reviewing professional publications; establishing personal networks; participating in
professional societies.
o Completes human resource operational requirements by scheduling and assigning
employees; following up on work results.
. Maintains human resource staffby recruiting, selecting, orienting, and training employees.

. Maintains human resource staff job results by counseling employees; planning,

monitoring, and appraising job results.
. Contributes to team effort by accomplishing related results as needed.

Finance Officer

He is responsible for managing the finance of the Institute as per the directions of the

Management and advice of the Director and Chairman besides handling routine cash

transaction activities of the Institute. He shall also attend to other tasks assigned by
authorities of the Institute.

Senior Administration Oflicer

He is responsible for looking after routine administration activities of the .u-pm related to

infrastructure, common facilities and amenities and other specific routine administration

issues besides taking up tasks assigned by authorities of the Institute.

ffi
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Note: Senior Administration Officer, Human n"
assisted by qualified assistants referred to as Assistant Administration Officers who
tasks related to their specific domains based on their experience and expertise.

are all
take up

Site Engineer / Estate Officer

Responsibilities include managing the construction and maintenance activities of the campus
besides taking up tasks assigned by authorities of the institute.

Olfice & Secretarial Staff

Managing the offices of their superiors including handling of visitors appointment, carrying
out the secretarial tasks such as taking dictations, typing and so on. They will carry out the
tasks assigned by their superiors.

Miscellaneous

Computer Operators, Drivers, Attenders, Gardeners who come under this category carryout
the tasks related to their skill and also take up tasks given by their superiors.

Director

o Promoting the comprehensive development of the institution as its Head.
o Recruiting the Teaching and Non-teaching staff based on the requirements of the
departments.

o Reviewing salary fixation norns as and when required; keeping in mind, the practices in
the contemporary institutions.
o Fixing salaries, increments, etc., of Teaching and Non-Teaching staff.
o Deputing teaching and technical staff for refresher courses, higher studies and arranging
for suitable training in the campus.

o Conducting HoDs meeting at regular intervals comprehend the state of affairs - both
academic and non-academic.
o Planning haining classes for campus placements through training and placement officer.
o Reviewing the examination results

o Instructing the Hostel Authorities about the rules to be followed while permitting the
students to go outside, including their native places.

o Taking enough precautions so that, the teaching staff cannot leave the services in the
middle of the semester/year.

Going round the class rooms to ensure that the class work is being conducted effectively.
Going through the letters found, if any in the suggestion box and act on them, if required.

a

o

o Conducting Governing Body and Academic Council Meetings.
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o

a

a

o

o Getting the annual budget sanctioned for conducting various events in the campus,
keeping in mind the number of events desirable per year as per NBAA{AAC guidelines.
o Deciding the requirements of fumiture, lab equipment, staff, additional space, etc., and
enlightening the management about the requirement and getting the budget sanctioned.
o Conducting Fresher's day, Institute day, Republic day, Independence Day and other
functions.

o Getting the budget sanctioned for books and journals.
o Attesting the academic registers and dairies maintained by teaching staff.
o Instructing the teaching staff through a schedule to conduct annual stock verification of
lab equipments.
o Monitoring the activities of the examination section

o Promoting the brand building of the Institution by adopting new avenues/approaches.
o Taking up tasks related to the overall $owth and continuous improvement of its
performance with the knowledge of the management.

TG'S

Instruct all the students to attend the classes regularly and to follow the dress code.

Collect the list of absentee students (Period wise) and submit it to the HOD daily.
Submit the list of students absent for the internal tests to the HOD.
Prepare consolidated attendance on or before 3rd of every month (Whenever the class
work is conducted in that particular month) and also the list of students who have got less

thanTlYo of attendance in aggregate. Submit the lists to the Head immediately.

Prepare the list of Students who have secured less than 60%o of marks in mid exams
(subject wise) and submit it to the HOD.

Result analysis must be done after the announcement of results by the university/College
and also update student record regularly after knowing supplementary exam results in the

current Semester.

Motivate the students to attend the seminars without fail.
Instruct the students to attend the internal / external exams without fail.
Motivate the students to present papers in Conferences / Seminars at regional / national
level.

Inform the subject staffs of their class to post mid exam marks in the master register
within stipulated time after the completion of mid test.

Communicate the attendance particulars and intemal marks of students to the concerned

parents from time to time as directed by the HOD.

Seek the permission (Max One Hour and Two Permissions in a month) whenever he/she

intends to come late or to go early by applying in the prescribed letter signed by the

concerned HOD and the Director.

o

a

o
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Note: Duties and Responsibilities are assigned
the Management for higher level positions and
for middle level positions.

by the Chairman in consultation with
in consultation with senior colleagues
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