Faculty Hand Book of

HUMAN

RESOURCES
POLICY

J GURU NANAK INSTITUTE OF TECHNOLOGY]

Guru«aa ak Institute of
Technology,




——

AboutSocicty

The Society college are named after GURU NANAK DEVII MAHARAL the great teacher
and the founder ol the Sikh Rehgion, Gura Nanak taughtus way ol file,
NamuJdapa : To mediate on God’s Name and recite the Guru's hymins to elean the mind.

Dharam di kirat Karni : To work and cam by the sweat of the brow and practice truth ful ness and
honesty in all dealings.

Vand Ke Chakna : To share the firms labors with other tol ive asan inspiration and a support to the entire
COmmunity

Misston:

To establish a proper & planned Post Graduation facility.

To prepare the students with the sound academic back up and also with the capacity of working
innovatively on rescarch projects.

To establish Industry-Institute interaction to bridge the gap between the requirements of
industry and the inputs provided by the Institute.

Toundertake consultation work from the nearby industries to generate resources.

Prepaning students for self-employment with the support of innovative research projects and
industrial atmosphere of the institute surrounding.
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\ision :

The constant Endeavour of Guru Nanak Institute of Technology is. to prepare professionally

responsible and technically sound corporate citizens out of budding engineers.
Quality Statement :

“We at Guru Nanak Institute Technology (GNIT) aspire to establish a system of Quality

assurance. which on a continuous basis would impart., monitor and evaluate the quality of education

imnovatively and improve the teaching learning process in the direction to develop the institute as a
Centre of Excellence in technical education.”

GOALS-SHORTTERM
1. Quality Assurance and Insurance through NAAC & NBA Accreditation by July 2019,
AchieveAcademicExcellenceby 100%resultsintheUniversity Examinations.

Encourage students to actively participate in co-curricular,extra curricular and sports
activities.
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4. Help students to excel in communication, inter-personal and entreprencur skills.

S, Provide environment and opportunities for students’ multiskills development through
value—added industrious oriented programme.

0.

Organize programs on personality development and entrepreneur ship to foster qualities of
leadership and entreprencurship in the students.
7. Arrange ] 00% placement for students i.e highly reputed organizational.
- Enable scholarly vibrant environment for learning, teaching, rescarch and development for
students and staff for their personal and professional growth,
GOALS-LLONGTERM

ok

I, Torcach the status as provider of Quality Education and excellent Research Center on par with
HScandlITs.

2. To evolve as an autonomous institution offering viable programme of relevance for
upliftment of rural students and populace.

3.

To undertake Nationally and Internationally acknowledged research and development works

in all disciplines by forging alliances with research organizations, government entities,
industries and alumni.
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PLANNING
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Human Resource Planning

The Principal/Vice Principal/Management shall assess in the month of April every
year the staff requirement for the subsequent academic year.

The Principal/Vice Principal/Management shall obtain the staff requirement lists
from all the Heads of Departments and arrive at the number of faculty members and
administrative stafTrequired with the following guidelines in mind.

The Prncipal/Viee Principal/Management may consider in appointment of a
Professor/Asst Professor to be the Head of every discipline or departments, besides

the number of Assistant Professors and Lecturers required in accordance with the
teacher student ratio prescribed herein.

The teaching faculties shall comprise of Assistant Professors, Associate Professor

and Professors to maintain the teacher to student ratio as 1:15 (desirable) to 1:20
(maximum) with cadre ratio of 4:2:1,

Waorkload of a teacher should not be less than 40 hours a week, of which teaching —
contact hours should be as follows:

Principal 4 hours/ week
Professors 8 hours / week
Associate Professor 12 hours / week
Assistant Professor 16 hours/ week

The Principal/Vice Principal shall appoint a selection committee for recruitment in

each discipline or department, headed by the HOD, one senior staff member and the
Department’s Advisors/Experts.

Recruitment

The selection committee shall prepare a job description and job specification for the
candidate to be recruited.

The committee shall augment candidature in a ratio of 1:3 for every position to be
filled, from any or all of the following sources:

1.2.2.1 Advertisement in the Newspaper

1.2.2.2 Files maintained for storing the unsolicited applications
1.2.2.3 Campus recruitment

1.2.2 .4 District Special Employment Exchanges.

1.2.3 The committee deems it fit, may also conduct Walk in interviews for
augmenting the required candidates.

1.2.4 The committee shall short list the candidates in the following process.
1.2.4.1 Personal Interviews
1.2.4.2 Aptitude tests, including class room demonstrations

1.2.5 The committee shall finalize the short listed candidates and submit their
recommendations along with the Personal Data sheets of the candidates to the

Principal and the Management who in turn shall interview the candidates and decide
on the appointment.

1.2.6 An offer of Appointment shall be released by the Principal/Management in the
Form 1 appended to this manual (sec Annexures).

1.2.7 M.EE/M.TECH. with Ist Clﬂ’?ﬁ are eligible for appointment as Assistant
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Professor in  Engineering  Department. M.Se/M.A. with additional M.Ph:/
Qualification, st Class Graduates are eligible for appointment as Assistan
Professor in Applied Science and | lumanitics Department.

1.2.8 Ph.D. with 1 st Class in M. E/M.TECHL with five years of U.G.C approve:
experience is eligible for appointment as Associale Professor.

129 Ph.D. with | st Class in or M.E/M.TECH. with thirteen years of teachiny
experience is eli gible forappointmentas Professor. '
1.2.10 Original Certificate/s (maximum of two) is/a
the newly appointed faculty on pay scale with the college within a period of fifieen
davs failing which, his/her appointment may be cancelled with a further notice
period of 15 days todo (he same in a documented form.

1.2.11 The Principal/Vice Principal shall issue an undertaking on the college letter
head/pad testitying the deposition of the certificates with the college within a period
of one and a half months of joining of the faculty member.

1.2.12 Original certificates deposited by the appointed faculties with the college will
be returned to them along with record of service/salary certificate on proper
resignation/termination from service.
1.2.13 If an individual after submission of Original certificates, asks for the same for
a short duration, one and half month’s gross salary for Assistant Professor and above
rank people or one month’s gross salary is required to be deposited in lieu of the
certificate/s for a period of notmore than 20 days.

1.3 Orientation

1.3.1 Anewly appointed faculty member in the College shall be givena brief introduction
about the College by the Principal/Vice Principal on the day of his/her joining.

1.3.2 The Principal/Vice Principal shall take him/her to the department of his/her work and
introduced to the Head of the Department.

1.3.3 The HOD of'the respective Department or discipline shall givea briefintroduction of
the department and introduce the new incumbent to all the teaching and non-
teaching members of his/her team.

| 3.4 The HOD shall also take him/her on a tour to the campus, explaining him/her the
various codes of conduct observed in availing the facilities in the college.

1 3.5 The HOD will also ensure that all the registration formalities, including submission
of joining reportetc. are completed within the day of his/her joining by obtaining the
assistance of the Office team.

1.3.6 The HOD shall also introduce the new faculty member 1o the students in the first
class he/she handles in every section of his/her assignment.

Academic and Administrative Hierarchy

2.1 The College. will have the following positions of hierarch
departments
a. Principal
b. Special positions, including Vice Principal, Deans and Directors

re required to be submitted by

y in the teaching

c. Professors
d. Associate Professor
e. Assistant Professors

. . dge A
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In addition, cach department shall have support staff like Lab Assistants, Department
Clerk and Department Attendant,

2.3 The College Office will have the following positions of hicrarchy in the
administrative department.

a. Administrative OfTicer, Special Officer, Secretary to Management/Director,
establishment officer.

b. Cashier, Accountant, Receptionist, Office Superintendent.

¢. Clerical Assistants, OfTice Assistants.

. SALARIESAND INCENTIVES

3.1 Payscales

3.1.1 The Scales of pay for various tcaching positions will be as follows:

a. Principal and other Special Positions Pay as per AICTE norms. commensurate
with the qualifications and experience.

b. Professor Rs. 37,400 - 67000/-; AGP Rs. 10,000/-
¢. Associate Professor Rs. 37,400 - 67000/-; AGP Rs. 9000/-
d. Assistant Professor Rs. 15,600 - 39,100/-; AGP Rs. 6000/-

VRS/RETIRED Professional or as Professor based on their Qualification and
experience, with asalary of Rs. 24000 or Rs.32000/- per month.

3.1.2 Scales of Pay for non-teaching positions shall be as follows:
a. AO/SO/Secretary Rs. 35,000/-and above

b. Cashier/ Accountant Rs. 25,000/- and above

c. Clerical Assistant Rs. 15,000/- and above

d. Office Assistant Rs, 12,000/- and above

e. LAB Assistant Rs. 6,000/- and above

3.1.3 In addition, staff can be given additional benefits of two increments for his / her
additional skills or Bachelor or Master Degrees

3.1.4 Lab Assistants shall be given Rs. 6500 or Rs. 6000 based on their diploma or
ITI Qualification and experience.

3.1.5 Necessary incentives shall be given to the non-teaching staffs for the duties
assigned to them other than their duty responsibilities.

3.1.6 The Principal / Vice Principal / Management may decide on a pay higher than
the prescribed pay of any faculty member at their discretion.
3.2 Dearness Allowance

3.2.1 In addition to the Basic Salary a monthly dearness allowance shall be extended
to Faculties in the following manner:

a. Professors shall be extended full DA as per State Govt. rules.

b. Associate Professors with Ph.D Qualification in Engineering shall be extended
full DA w.e.fdate of joining at GNIT.

c. Assistant Professor with PG Qualification in Engineering shall be extended full
D.A during their one year of service at GNIT

d. Others arc eligible full D.A. on completing 2 years of services at GNIT

3.2.2 Thiscomes into effect from the academic year 2016-2017.

11311
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3.6.

components and other allowances for

1.2 .3 Management can also decide higher DA ] .
inl posts and other designations.

Associate Professor. Professor, Principal.spee
Yearly Increments
331, Stafl'members:
service m the institution. The increments W
academic vearie.in (the month of Junc with arrcars.

333 .-\dllilinnnl increments shall be given 10 staff njlcm.bcrs based on their
contr 1 and results achieved in (he University Examinalions, at the discretion

weeligible to the increments prescribed at the r.:[?d n.f 12 months
i1l be effected at the beginning of every

contribution
of'the Management.

Staff Benefits

1.4.1. All Faculties and Staff Members arc covered under Group Insurance Policy.

3.4. 2. The Management shall provide subsidized mess and transport facilities to all

.1':.1‘:111:\' and staff members cither on scale or consolidated pay. Those who don't seek
the facility of transport provided to the faculty member shall be entitled for
coimbursement of TA(i.e. Rs. 1600).

3.4.3. Staff members cannot avail the loan facility unless the previous amount is
recovered in total.

Incentives and Rewards

3.5.1. Staff Members are eligible for the following incentives and rewards, based on
their performance, contribution and years of scrvice at the institution. Points to large
applicable to staff members with minimum 2 year of service at the institution.

a. For producing 100% results ina theory paper: Rs. | 500/~ Cash Award.

b. For producing 90% results in a theory paper: Rs.800/- Cash Award.

¢. For producing 80% results in atheory paper: Rs.400/- Cash Award.

d. Department-wise, Yearly, BEST TEACHER AWARD: Rs.3000/- Cash Award.

e. Professional Society Life Membership Fee-50% paid by the Management for
Faculties either on scale or consolidated pay (Maximum One Professional Society
membership per Staff Member).

f. Paper publications in National Conferences-50% registration fees.

g. Paper publications in International Conferences 100% Registration Fees.

h. Faculties undergoing Full-time, higher Education (PhD) Fees 100% and 50%
Salary against4/2 Years Service Agreementon completion of degree.

I Faculties undergoing part-time higher education (PhD) - Fees 100% (Fees or as
interest free loan) and 100% Salary against 2 Years or 1 Year Service Agreement on
completion of degree.

e SumxncrﬁWinlcr Schools/Seminars/Conferences  50% Fees and On Duty for
faculties with less than 2 years experience. 100% TA, 100% Fees Payable for
facultics with more than 2 years experience at the inslituti(;n. .

Staff Welfare Fund

3.6.1. Faculty members may subscri : : ith UG
. : y subscribe to Rs. 3000/- (Assistant Protessor with U

Qp;iilll) f'icatlon) and 10% of Basic Pay (others) for staff Welfare Funds (SWF) which
will be returned to them after 24 months of continuous service at GNIT (effect¥®

from June 2016).
3.6.2. Faculties leaving the institution during the period of these 24 months shall e
{141
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entitled for 75% refund and 25% ol the SWF shall be forfeited.

3.6.3. In case of re-joining of the faculty member, he/she shall subscribe to the SWF
afresh.

3.6.4. In case of the termination of the faculty member, he/she shall be eligible for
100% withdrawal ofamount which was being deposited.

4. LEAVE

4.1.

4.2.

4.3.

Annual/Earn Leave

4.1.1. The teaching stafT of the college will be eligible for annual leave/ carn leave on
completing the years ol service on the following basis.

a. Forthe first year of service 7 days/annum

b. For the second year of service |0 days/annum
¢. From the third yearto 10 years of service. 15 days/annum
d. After 10 years of service 21 days/ annum

4.1.2. The annual leave can be availed during the annual vacation period, unless
under special circumstances the Principal grants it on the basis of the merit of the
case.

4.1.3. The annual leave can also be offset against leave due to sickness or maternity.
4.1 4. Inaddition, the Management gives 45 days paid matcrnity leave.

4.1.5. The annual leave can be accumulated up to 120 days during the service.

4.1.6. Where the staff member leaves the service under the circumstances that he/she
had left the College causing any pecuniary loss to the college, encashment of leave at
the time of separation will not be available.

Casual Leave/Medical Leave

4.2.1. All the staff members will be eligible for 8 day of casual leave with pay every
year. It can be accumulated and availed with Principal's/Vice Principal's approval.

4.2.2. All the staff members will be eligible for 10 days medical leaves with pay
every year after completion of one year of service in the institute with proper
submission of medical certificate from registered medical officers.

Study leave

4.3.1. The teaching staff of the College will be granted leave for advancement of their
education in India or abroad.

4.3.2. The teacher who is going on leave as aforesaid will have lien on employment,
and is eligible for 50% (Full-time) or 100% (part-time) pay during such leave of
absence.

4.3.3. The teacher will sign an agreement with the college specifying the terms and
conditions of leave as aforesaid, as determined by the Principal/Management on casc
to case basis.

4.3.4. The Management, at its discretion will extend assistance towards higher
education fees, as interest free loan or as 100% assistance.

4.3.5. Staff members availing facilities for full time study need to sign agreements
with the management to serve the institution for four ycars (Ph.D) or two years
(M.E/M.TECH. or Ph.D. course work), along with sureties. In case of breach of
agreement, staff member shall repay the fees and salary availed along with bank

e
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interest.

4.3.6. Stat¥ members undergoing part time programs need to _sign agreements v,
the management to serve the institution for One year after obtaining the qualificai. .
along with sureties. In case of breach of agreement, staff member has to rep,
\ alent towards on duties or gix months' salary whichever is higher. .,

amount cquin |
ment and towards breach of faith.

compensate losses incurred by the manage
4.3.7 Stafl members undergoing parl-time programs can have flexible timing 7,
On-Duties. They can't leave the institution during the program tenure and in case
any pre-mature departurc: they have to repay the amount as per the stipulation 3.3 ¢,

4.3 8. Higher cducational programs need tobe completed in stipulated time of two
three years.,

4.4. Onduty Assignments
4.4.1. The College can permit any staff member to take special assignments with
other colleges or industrial units, for specific period of time or to attend seminars o
training programs.
4.4.2. The period of absence due to such assignments shall be treated in the followir -
manner.
o Where the assignment is under arrangement between the college and the otherunii,
the staffwill continue to receive the pay and perquisites from the college.
b. Where the assignment is arranged by the individual faculty member, with terms
and conditions defined by him / her with the unit in which the assignment is to be
carried on, he/she may be eligible for the pay and perquisite from the college at the
discretion of Principal/Vice Principal or Management.
Under such circumstances, the Principal/Vice Principal/Management shall decide
the leave of absence, based on current responsibilities and requirements in the
college.
Where the staff is proceeding on a training programme duly sponsored by the
college, the entire period will be treated as on duty and he/she will be eligible or the
pay and perquisites as though he/she has been working in the college during such
period.

5. PROMOTIONS

5.1. Promotion Policy

5.1.1. All promotions shall be considered on the basis of merit-cum-seniority basis.

5.1 2. The Principal shall appoint a committee for promotion, in which he shall be the
Management, with two Professors and invited experts from Industries/Other
Institutions.
5.1 3 The Committee shall consider promotion of teaching staff to the next higher
position on the basis of the guidelines given in this chapter and as per AICTE normis,
subject o the condition that there has not been any disciplinary action taken against
such candidates for promotion, for any misconduct he/she has committed dunng the
service.
5.1.4. Under norms circumstances the senior most member of the.staff shall b€
lé)nbldg ed I_Ur promotion to the next higher level position based on the pmmullOﬂ
ommittee Decision, subjec 2 ST
g hm bll:;;, bl;:;,n,u,mn, subject however, he/she had completed the years of € ice
prescribed below and should have obtained AICTE prescribed qualification-

bimin
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a. Associate Professor: S years U.G.C serviee with Ph.D.
b. Professor: § vears ofservice at Associate Professor level with Ph.D.

S.1.5. Those who are promoted shall be fitted in the Scale of Pay applicable to that
category.

S.1.6. All decision on promotions shall be taken up from the month of June every
year.

6. RETIREMENTS

6.1,

Retirement from Service

6.1.1. All teaching and non-teaching stafT shall retire on completing the age of

superannuation, which is 65 for teaching and 60 non-teachings, which can be relaxed
by the Management.

6.1.2. When a faculty member completes the age of superannuation on a day falling

during the academic year, he/she shall be retired on the 1" of May of the succeeding
year.

6.1.3. The College will communicate in writing before 6 months of retirement, as a
measure of assistance to the retiring employee.

6.1.4. 1f the retiring employee has accumulation of annual leave to his/her credit, the

same can be availed in the period preceding his/her retirement by making application
to the Principal and appropriate sanction by him.

6.1.5. The age of superannuation as mentioned above shall not be applicable to the
Professors of Emeritus and Special Category appointments.

Resignation/Termination of employees:

6.2.1 During the period of probation an employee may be terminated or he/she can
resign giving one month notice through proper channel i.e. Head of the department
Dean Academics, Principal or one month's salary in lieu of such notice. Similarly in

case of termination employee shall be served one month notice or one month salary
lieu of notice.

6.2.2 After declaration of probation, an employee may be terminated or he/she can

resign giving three month notice on either side or three month's salary in lieu of such
notice.

6.2.3 Two weeks absence without leave attracts termination of an employee without
giving any notice.

6.2.4 Permanent disability, or any other action, resulting in his / her being unfit for
service, the employee may be terminated by serving a notice in.

6.2.5 Resignation during the instruction period will not be accepted. Three months
notice is required to be given to be relieved in last month of instruction period.

7. DISCIPLINEAND GRIEVANCES

U

Code of Conduct for Teachers.
7.1.1 Behaviour:

1. Employee shall not use disrespectful language while speaking. Due respect should

be given to the superiors as well as subordinates for their position, rank,
gualifications and knowledge.

2. Employee should not indulge in any derogatory loose talk against college,
members of management, his or her colleagues, superiors, subordinates or students.

Wil
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3. Gifts: College employee chall not accept or permit any member of his family to
accept fromany person any giftwhich places him in any formof official obligation.
4. Subscriptions: No College employee shall, without obtaining the previous
canction of the Principal, ask foror accept or in anyway participate in the raising of
any subscription or other peeuniary assistance in pursuancc of any object
whatsoever except for routine farewell and felicitation functions connected with the
college.

5. All employees are expected to deal kindly with the students within the framework
of rules and without sacrificing discipline. Any action on the part of any employee,
whether teachers or supporting staff members or members of the ministerial staff,
which results in obstruction in the normal work and or puts the administration /
management in an embarrassing situation or causcs tarnishing of the image of the
college in the eyes ofthe University or general public, shall be seriously dealt with.

6. Tt shall be the duty of every one of the employees to honor the confidence reposed
in him by the college and not to divulge any information obtained by him in the
course of his official duties to any unauthorized person or to make any improper use
thereof. An employee connected with examination work is specially required to be
very cautious in the observance of this rule and should not under any circumstances
divulge any information that passes through his hands in the discharged of his duties,
to unauthorized persons.

7. College employees shall not either in any document published by them or in any
communication made by thern to the Press or in any public criticism of the college
administration. In such manner as is repugnant to the dignity of the college employee
and causes embarrassment to the administration in its relations with its staff or the
students of the College or the University or the government orany other agency.

8. Faculty and Lab Staff shall not use mobile phones while conducting classes and
laboratory practical's. They shall not carry mobiles/pagers/phones 10

classes/laboratories.
9. No faculty member shall use mo
level.

7.1.2. Dress
7.1.2.1. All employees shall be dressed appropriately at all occasions. Uniform

where applicable should be worn with pride.

7.1.2.2. Allemployees will wear Identity Cards in the College premises.

7.1.3. Punctuality

7 1.3.1.All employees shall be punctual to their duties and shall strictly adhere o the
College timings.

7.1.3.2. All the employees shall strictly obey the instructions and circulars issued by
the authorities from time to time.

71.3.3. Teachers shall be at the appointed classroom at the appointed tim
any exception.

7.1.3.4, Every teacher shall take attendance at the beginning of the teaching hour-
7.1.3.5. Every teacher shall close the hour punctually at the end of the hour.

7 1.3.6.A lez;chcr finding a student committing any act of misconduct in the class Of
in the premises, shall immediately take appropriate action, which shall be taking

bile/pager/phone while the meeting is held at any

¢ without
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1.2

corvectional action fit 15 within his/her power or reporting the matter to the
Principal Vice Principal.

- 1.3.7. Every stall member shall attend all the departmental and institutional
functions and carry out responsibilities assigned by employing best of their skills
and attention.

= 1.3.8. Faculues and stall’ members shall not engage themselves in other
activities businesses, which affect their effective contribution in the department and
the college.

7.1.3.9. Faculties and Stafl members shall not receive gifts of any kind from the
students or their parents for any favoritism.
7.1.3.10. Teachers shall maintain a respectable work conduct in terms of

a. Preparation for the particular day's classes. with latest information added to earlier
course content.

b. Keeping all teaching and material required for conducting the class in an orderiy
manner.

¢. Going according to session plan for the day and completing the syllabus for the
semester without any backlog.

d. Following up assignments and tests given to students. evaluating in time and
giving feedback to the students.

e. Ensuring the orderly arrangement of class room and its cleanliness with the help of
students and the cleaning staff, wherever appropriate.

f. Obtaining prior sanction for leave of absence and forewarning the students of such
absence as a measure of courtesy.

7.1.3.11 Teachers shall observe good personal conduct in terms of

a. Not using any abusive language towards students, fellow teachers. parents and
other members of public.

b. Not entering into quarrels, fights or any act of disrespectable nature.

c. Not engaging in any activity / business inside the college premises including
money lending, canvassing for the sale of any articles or distribution of any
commodity.

d. Not to affiliate with any political organization, which may cause conflict of
interest with the duties of a teacher and the reputation of the institution.

7.1.3.12 Faculties shall confirm to the ethical standards of a teacher as descnbed in
Annexure 6.

Discipline
7.2.1. Any teacher who is violating the code of conduct defined in Section 7.1 of his

manual will be subjected to appropriate disciplinary action by the
Principal/Management.

7.2.2. If a teacher commits an act of misconduct or misdemeanor by violating the
code of conduct, any one can report in writing to the Principal.

7.2.3. The Principal shall hold a preliminary enquiry on the matier, by Ealling the
person on whom the report is given, as quickly as possible and such enquiry shall be
held in presence of the complainant.

7.2.4. If the Principal is satisfied with the facts of the Complaint on such enquiry, he

l1sil

~uru Narfak institute of
- Technology




7.3,

shall proceed with the disciplinary process, depending upon the veracity of such
violation.

7.2.5. He shall proceed with issuing a Show Causc Notice, fully describing the office
and the action proposed to be taken, giving sufficient time for the accused teacher for
giving his/her explanation.

7.2.6. On receipt of the explanation, or after the expiry of the time stipulated for
submission of explanation, the Principal shall go through the merit of the
explanation and decide on the course ofaction, which may includea punishment.

7.2.7. The course of action for disciplining a teacher shall be under the following
categories:

a. Memo and Censure.

b. Warning in writing, with recovery of amount, where financial loss is involved in
the act.

c. Suspension from work without remuneration.

d. Dismissal or discharge from service.

e. Any staff member receiving more than two memo OF warning will be given
punishments mentioned in cord.

7.2.8. Where the punishment proposed is in the categories ¢ or d under Section 7.2.7,
the Principal shall constitute a one man court of domestic enquiry to go into details in
the presence of the accused, giving fair opportunity to the accused to present his/her -
case, observing principle of natural justice.

7.2.9. The Principal/Vice Principal shall report the proceeding periodically to the
Management.

Grievances

7.3.1. The Principal/Vice Principal shall constitute a Grievance Committee to
redress the Grievance of the teaching and non-teaching staff.

7 3.2. The Grievance Committee shall be composed of three persons in the ranks of
Head of the Department, Principal/Vice Principal/Director/Dean and Management.
7.3.3. The Principal/Vice Principal shall announce the Constitution of the
Committee and the names of members at the beginning of every academic year.
7.3.4. The grievance committee shall:

Have a member secretary, to monitor the proceedings Meet once every week ona
stipulated day and time.

7.3.5. Any teaching or non-teaching staff having a grievance, he or she shall make a
representation to the Committee.

7.3.6. The member Secretary of the Grievance Committee shall include such
grievance as an item of the agenda in the next week meeting unless the seriousness of
the grievance warrants a meeting to be commissioned immediately.

7.3.7. The grievances shall be redressed immediately by the committee and by the
Management.

7.3.8. The Member-Secretary shall record and maintain the minutes of meetings.

8. CONSULTANCY,R & DANDTEACHINGASSIGNMENTS

8.1

Consultancy, R & D.
8.1.1. The College encourages its teachers to take consultancy and R & D
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8.2

assignments within Institution, with other institutions or industries, appropriate to
the teacher's compelence.

8.1.2.The tecacher shall undertake such assignments.

o. When the College is approached for such help and the College assigns such
engagementto the particular teacher or

b. When the teacher himself/herself is approached by the outside agency for such
help.

.1.3. In cither case the teacher shall take up the assignment by obtaining the
approval of the Principal/Vice Principal/Management in writing.

§.1.4.The teacher shall avail the administrative and infrastructure facilities available
in the college for carrying out his/her assignments.

8.1.5. The teacher shall also associate other members of the faculty in working on the
assignments.

8.1.6. The teacher shall levy such professional charge on the benefiting agency:
however, the charges shall be shared with the college on the following basis.

a. Where it is a project or R & D type assignment, involving the infrastructure
facilities and work time, it shall be 60:40 (40% to College).

b. In all other cases like consultancy assignments, it shall be 80:20 (20% to college).

8.1.7. Principal/Vice Principal/Management, where members of staff are associated
in the assignment undertaken by a faculty, the associated staff members shall be paid
honorarium by the faculty appropriately, in the presence of the

8.1.8. The Project -coordinator shall utilize the project funds received as per the rules
and regulations agreed upon with the funding agencies.

Teaching Assignments

8.2.1. The College permits its teachers to take up teaching assignments with other
educational institutions subject to the conditions stipulated in this section.

8.2.2. A teacher, who has been approached for giving guest lectures in other

educational institutions, shall make a request to the Principal who will go through the
nature of the assignment and approve the same.

8.2.3. Unless approved by the Principal, a teaching staff member shall not take any
teaching or non-teaching assignment in another institution, whether for
remuneration or on honorary basis.

8.2.4. The teaching staff on scale pay shall not take any teaching assignment in
private teaching . institution/coaching classes without prior permission of
Principal/Management.

9. INHOUSE R & DAND SEMINARS/ WORKSHOPS

9.1

In houseR& D

9.1.1. The College encourages its faculties to undertake department wise R & D
activities along with students and other staff members. .

9.1.2. Each Department is given a sanction of Rs.50000/- in a year towards in-house
R & D activities. _

9.1.3. Staff members can submit their proposals through the head of the Department

and can avail a maximum of Rs.10000/- per project, towards developing a prototype
or model.

i
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‘)'2.

Seminars/Workshops
0.2.1. The College encourages its facultics to organize AICTE/ISTE founded
Seminars and Workshops for the benefits of fel low teachers and students.

s additional 100% funds for any AICTE/ISTE

funded programs and 50% funds for other programs organized by the Department

(maximum of Rs. 35000/- per Department).

10, INCENTIVES STUDENTS

10.1. Students - Incentives and Rewards

10.1.1. The students shall be eligible for the rewards as per the following scheme:

a. Students securing 1" and 2" ranks in a semester per discipline, Rs.1000/- and
Rs.500/- Cash awards and additional library tokens provided that the marks secured
arc above 75%.

b. Students achieving/maintaining 1” and 2™ ranks are eligible for 25% FEES
WAIVER during the subsequent year (Buthave to maintain minimum 75% Marks).
c. For any University Rank holder discipline/department-wise (Top 3 positions),
25% Fees shall be refunded

d. There will be a BEST-OUTGOING STUDENT AWARD.

e. There will be BEST STUDENT AWARD (Department wise).

f. 50% of Professional Society Fees (annual) will be paid by Management for
Students with 70% aggregate.

g. There will be free personality development, entrepreneurship, ethics and
communication skills, computing skills and placement specific programs for

students.
h. There will be free and subsidized add-on skills programs as per industrial
requirements.

Jp

Principal
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GURU NANAK INSTITUTE OF TECHNOLOGY

NAAC ACCREDITED
Dahegaon, Kalmeshwar Road, Nagpur 441501

Department Civil Engineering

Name of Faculty Prof. Sushant Madhukar Gajbhiye
Designation Assistant Professor (Head of Department)
Category (UGC/MR/Adhoc) UGC

No. of Years in the Institution 5Yrs.

Contact No. & Email-id

9096598965 / sushant_sushant20@rediffmail.com

Portfolios Handled at
Department/Institute/University/HO
[Mention Level with Designation]

Head of Department

Discipline & Anti Raging Committee/ Squad (Coorinator)

Academic Committee Head

Research & Consultancy (Coordinator)

Library Committe (Member)

1. Teaching & Learning

[A] Academic Appraisal

Term-11 of Previous Academic Year Term-1 of Current Academic Year Average
Theory Load 10 10 10
Practical Load 8 8 8
Project Load 4 4 4
Average % Result (Theory) 96 98 97
Average Internal Marks (Theory) 18 18 18
Average % Class Engagement 98 98 98
Average % Student Attendance 98 96 97
Average % Syllabus Completion 98 98 98
Average % Feedback Score 96 96 96
Average % Result (Practical) 98 98 98
Average Internal Marks (Practical) 22 22 22




2. Publications [Current Academic Year]

Published in Journals

Cat A: Web of Science, Scopus, Google & similar journals

Name of Journal

ISSN/ ISBN No./
SCOPUS No.

Whether peer reviewed
impact Factor, if any

No. of Co-Authors

Whether you are
the First author

Sponsoring
Agency &
Expenditure

Cat B: Other Journals

Name of Journal

Publishing details

Whether peer reviewed
impact Factor, if any

No. of Co-Authors

Whether you are
the First author

Sponsoring
Agency &
Expenditure

International Journal of Innovative

e-ISSN: 2319-8753

Name of Conference

Supported by

author

Expenditure

Research in Science, Engineering and Volume 10, Issue 6, 7.512 5 No --
Technology (IJIRSET), June 2021
International Journal of Innovative e-ISSN: 2319-8753
Research in Science, Engineeringand | Volume 10, Issue 6, 7.512 5 No -
Technology (IJIRSET), June 2021
International Journal of Multidisciplinary | e-ISSN: 2582-7219
Research in Science, Engineering and |Volume 4, Issue 6, June 5.928 5 No -
Technology (IJMRSCT) 2021
International Journal of Multidisciplinary | e-ISSN: 2582-7219
Research in Science, Engineering and  |Volume 4, Issue 6, June 5.928 5 No -
Technology (IIMRSCT) 2021
Presented & Published in Conferences
Institution & Whether you are the First No. of Co-Authors S:g::g;'gg Remark




3. Knowledge Enhancement Programs Attended

Cat A - Within Institution / Group

No. of Days/Weeks (DD /?Aa:j NV Host Institution/ Organization
Group A:
STTP/SDP/FDP 3 | 22" 24"Dec20 | GNIT Nagpur
Group B:
3 20" -22" July.20
Workshop/Seminar/Conferences é 12" c—)El;S?hlAitil.ﬂ GNIT Nagpur
1 30" June.21

Cat B - Outside Group

No. of Days/Weeks Date Host Institution/ Organization
[DD/MM/YY]

Group A:
STTP/SDP/FDP 4 | 7"-10™ May.20 |K.C college of Engineering & Management Studies
Group B:

3 28" 30" April.20 Atharva college of Engineering,Mumbai.

1 4" May.20 Ramdeobaba college of Engineering
Workshop/Seminar/Conferences 4 7"-10" May.20 K.C college of Engineering & Management Studies

7 25" - 01" July.20 KDK College of Engineering, Nagpur

2 13"-14" July 2020 Anjuman College of Engineering & Technology,Nagpur
4. Sponsored Research

Status Date of (Award/ .
Scheme Agency (Awarded/ Submitted) Submi(ssion) Grant Received
SPDP - - - -

SG




5. Consultancy/Internal Revenue Generation (IRG) [For UGC & MR Faculty]

Nature of Work

Agency

Duration of Work

[Mention start & End Date]

- | - -

6. AWL (Annual Work Plan) Plan Implementation

Amount

. . Reasons
S.No. Target Achieved/ Not Achieved -
g [If Not Achieved]
1 IC-A - - - -
2 1J-A - - - -
3 Workshop Achieved - - -
4 STTP Achieved - - -
5 Proposal Achieved AICTE - -
7. Understanding of Outcome based education
Mapping done [Yes/No] Attainment done [Yes/No]
Subjects for which CO’s ready CO’s with PO’s/PSO’s| PO’s/PSO’s with PEO’s CO’s PO’s/PSO’s
Transportation Engineering-I Yes Yes Yes Yes Yes
Surveying-II Yes Yes Yes Yes Yes
Transportation Engineering-Il Yes Yes Yes Yes Yes
Engineering Geology Yes Yes Yes Yes Yes

8. Department of Technology Enhanced Learning (DTEL Status)

Sem Allotted Subject Completion Status % DTEL Material used in Classroom
ODD TE-II/EG Completed 55%
EVEN TE-1/ Sur.-ll Completed 55%




9. Interactions - Student & Faculty

Time Table Slot details 12:00 To 01:00 PM
Student No. of Hours/week 1 Hr.

Whether the log is maintained properly (Y/N) Yes

Frequency of Departmental Meetings (Weekly/Fortnightly/Monthly) Yes
Faculty No. of Meetings held 32

No. of meetings attended 30

10. Best Practices, IPR & Content Beyond Syllabus

Best Practices used for Curriculum
Delivery [Innovations in T-L Process]

Guest Lecture

Industrial based Teaching Learing & Site Visits

Regular Whinar & Seminar for Communication Skill

Mini Project & Major Project

Case Study on Live Project & Research Paper Publication

IPR Related efforts

Intellectual Property Rights- One Day Workshop

Topics taken as regards Content Beyond
Syllabus

Advance Technique in Surveying

Building Drawing using AutoCAD

WIN[FP|IRP|ORIWIN|F-

Design & Planning using Sketch Software

11. Any other Significant achievement

S.No.

Achievement

1

2

[Attach all documentary evidences wherever applicable]




[B] Subjective Appraisal

Sr. No. Parameter [Yes/No]
1 Punctuality Yes
2 Timely completion of responsibility Yes
3 Any Innovative idea/Best practice implemented Yes
4 Communication Skills Yes
5 Usefulness to the Department Yes
6 Understanding of Outcome Based Education (OBE) Yes
[C] Over & above weightage [Documentary evidence to be attached]
Sr. No. Parameter [Yes/ No]
1 Honorary Consultancy No
2 Publication in Indexed Journal [Journals mentioned in Policy] No
3 Monograms, Books, Chapters No
4 Patent Awarded No
5 Ph.D. Pursuing Yes
6 Member Board of Studies or other Portfolio at University/ HO/ Yes
7 Head of Department Yes
8 Incharge — Admissions, University Exams, NSS, Sports, Faculty Yes
9 Membership of Professional Societies Yes




D] Appraisal Evaluation Summary

. Maximum Marks
Sr. No. Appraisal Parameters Marks Scored
[A] |Academic Appraisal [230]
1 Teaching & Learning [30] 30
Average % Result (Theory):
UG 6 5 4 3 2 1
[ 90-100 80-89 70-79 60-69 55-59 50-54
I 90-100 80-89 70-79 60-69 55-59 50-54
Il 96-100 90-95 80-89 70-79 60-69 55-59 5 6
\Y 96-100 90-95 85-89 80-84 75-79 70-74
PG 6 5 4 3 2 1
[ 96-100 90-95 80-89 70-79 60-69 55-59
I 96-100 90-95 85-89 80-84 75-79 70-74
A Average % Class Engagement
6 5 4 3 2 1 6 6
96-100 90-95 85-89 80-84 75-79 70-74
Average % Student Attendance
6 5 4 3 2 1 6 6
96-100 90-95 80-89 75-79 70-74 65-69
Average % Syllabus Completion
6 5 4 3 2 1 6 6
96-100 90-95 85-89 80-84 75-79 70-74
Average % Feedback Score
6 5 4 3 2 1 6 6
96-100 90-95 80-89 75-79 70-74 60-69
2 Publications [35] 15
Journals:
Cat A CatB 20 10
20 10
Conferences organized by: | |
A Cat A Institutions Cat Blnstitutions Cat C Institutions 15 5




15

8

| 5

Cat A: Institutes of National Importance (11Ts, IIMs, 11Sc Bangalore, NITs)

Cat B: Deemed Universities, NBA/NACC Accredited Institutions, Professional Societies & Other Government Institutions

Cat C: Private Institutions

3 Knowledge Enhancement Programs Attended [30] 25
Group A: STTP/SDP/FDP (Minimum 1 week)
Cat A Institutions Cat B Institutions Cat C Institutions
20 20
A 20 15 5
Group B: Workshop/Seminar/Conferences
Cat A Institutions Cat B Institutions Cat C Institutions
10 5
10 8 5
4 Sponsored Research [30] 0
In-house External Agency (Through MGI-R&D Cell)
A Awarded Submitted Awarded Submitted 30 0
10 5 20 10
5 Consultancy/IRG — Amount [10] 0
2+ Lacs 1+ Lacs 50 K+ 25 K+
A 10 5 3 2 10 0
6 AWL Plan Implementation — Achievement % [20] 15
96-100 81-95 75-80 <75
A 20 15 10 0 20 15
7 Understanding of Outcome Based Education [25] 25
, , , , . PO’s/PSO’s
A CO Ready CO’s Mapped PO’s/PSO’s Mapped CO’s Attained Attained 25 o5
5 5 5 5 5
8 |DTEL [10] 10
- - —0
A Material Created Material Used (20-40%) 10 10
5 5
9 |Interactions - Student & Faculty [15] 15




Log is maintained properly 5 5
A Meetings Attended
100% 75% <75% 10 10
10 5 0
10 Best Practices, IPR & Content Beyond Syllabus [Minimum 1 expected in each category] [15] 15
Best Practices us_ed for Curriculum IPR Related efforts Content Beyond Syllabus
Delivery 15 15
5 5 5
11 |Any other Significant Achievement [5 Marks/Achievement, Maximum 2 Achievements] | [10] | 0
Total [A]] [230] | 150
[B] [Subjective Appraisal [24] 24
1 Punctuality 4 4
2 Timely completion of responsibility 4 4
3 Any Innovative idea/Best practice implemented 4 4
4 Communication Skills 4 4
5 Usefulness to the Department 4 4
6 Understanding of OBE 4 4
Total [B]] [24] | 24
[C] |Over & Above Weightage [41] 22
1 Honorary Consultancy 4 0
2 Publication in Indexed Journal [Journals mentioned in Policy] 5 0
3 Monograms, Books, Chapters 5 0
4 Patent Awarded 5 0
5 Ph.D. Pursuing 4 4
6 Member Board of Studies or other Portfolio at University/ HO/ Institutional Level 4 4
6 Head of Department 5 5
7 Incharge — Admissions, University Exams, NSS, Sports, Faculty Conferences, MKCL, AICTE, DTE, MSBTE work 5 5
8 Membership of Professional Societies 4 4




Total [C]|  [41]

22

Total: [A]l+[B]+[C]|  [295]

196

Name of the faculty member:

Department:
Overall Grading Marks Percentage [Out of 295] Marks & Grade Scored
Outstanding > 90% -
Excellent > 80% -
Very Good > 70% - Satisfactory
Satisfactory > 60% 66.44
Average < 60% -
Signature & Name of the Assessing Officer
Concurrence of the Principal:
Do you agree with the assessment of the assessing officer: Yes

YES/NO

If NO, reasons thereof:



