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CODE OF CONDUCT FOR TEACHING, NON-TEACHING STAFF AND STUDENTS

For the maintenance of an environment conducive to carrying out all the educational goals, the
Saraighat College, Changsari has framed rules, regulations and professional ethics to cover all
areas of importance.

Every individual is free to conduct his or her own academic and non-academic life within the
framework established in these rules, regulations and professional code.

However, the privileges of being free and making independent decisions, involve the acceptance
of responsibility of respecting the binding rules and regulations of the college.

The Saraighat College expects from the staff and students to uphold the standards of both personal
and social conduct at all times when they are associated with the institution, and assume that
individual decisions will be accompanied by careful consideration of the standards maintained by

the college.

LET’S KNOW WHAT ARE THE RIGHTS AND EXPECTATIONS-
All the students have their right and freedom of inquiry. At the same time, they are expected to

know and adhere to the standards of academic reach and integrity.

A general outline for Students

o In their all activities, the students of Saraighat College shall maintain ethical standards of
very high standard.

o Students shall comply with the disciplinary measure imposed by the college time to time.
They shall avoid using, possessing or distributing liquor and illegal drugs.

o Students shall greet the institutional staff and communicate courteously with everyone.

o Use of language with any insulting, inciting, threatening form when talking with fellow
students by anyone shall be considered unacceptable. Students should totally avoid
violence in any form.

o Students shall avoid such act or manner outside the institution that could bring disrepute to
the college.

o Students shall use mobile phones/audio-video equipmentjudiciously within the college
premises. At any moment, the college authority may impose restriction upon such items or
method of use.

o Students are expected to read notices/circulars displayed on the college website and notice

board regularly and should comply with the directions contained in it.



o Students shall pay all kinds of fees as stipulated by the college in time.

o Inside the college campus, students shall adhere to the vehicle use, speed limit within the
campus and park the vehicles in the allotted place.

o Students shall maintain the decorum and conduct themselves well while attending college
functions. They shall promptly stand to solemn attention during national anthem.

o Students shall avail the dust bin facility to keep the classroom and the campus clean.

o Students shall maintain the beauty, serenity and greenery of the campus.

o Students shall always try to preserve the infrastructure of the college.

o Students should behave responsibly while posting their views about the college on social
media.

o Students shall not engage themselves in any political activity or other movement.

o Students shall conduct meetings and activities in the college campus only with the written
permission of the Principal. Likewise, students shall circulate / display any circulars /
Notices only with the written permission of the Principal. Without the permission of the
principal students shall not be the part of any tour, field visit or picnic.

o Students shall not endanger the health or safety of others. Storing, possessing or using real
or replica firearms or other weapons, explosives (including fireworks), ammunition, or
toxic or otherwise dangerous materials in the campus by the students are strongly not
welcomed and shall be considered as unethical.

o Students shall avoid making false accusations against any member of the institution. They
shall avoid giving false information to the college.Students are expected to avoid forging,

altering or misusing any document or record issued by the college.

For students
Directives related to Students’ Identity Cards
The college authority will issue photo identity card for every student. It will be duly signed or
attested by the principal. They shall wear the ID cards in the college campus.
Students ID cards and its use
Borrowing books from the library; appearing for examinations during tour/ picnic/industrial visits;
entering the office, multi facility centre, classroom, office etc.; performing monetary transactions
such as paying fees, receiving scholarships etc.; representing the college in any events hosted by
other institutions; availing ticket concession to travel by bus, rail or air and using postal and bank
services.
Directives related to academic-life inside the campus

o In attending classes and all activities of the college, students are expected to be regular and

punctual. They shall not miss the classes under the pretexts like paying fees, taking books
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from libraries etc. Time fixed for such purposes during working hours must be strictly
followed.

In the lecture halls/seminar halls/ auditorium prior to the commencement of the class or
any program students are expected to be seated in. They shall not leave the classroom
during class hours.

Students shall observe silence in the class, irrespective of the presence or absence of the
faculty.

It is expected that the students shall greet when the faculty enters the class.

Students shall visit the library / college office / staff rooms only during the working hours.
Dress code

On week days students shall wear prescribed uniforms and the cloth should be clean and
properly washed. Boys and girls are expected to wear black shoes along with the
prescribed uniform. Casual pattern of dress but of same uniform-colour will not be
accepted.

For proper discipline, the college authority may prescribe specific tailor to prepare the
uniforms.

Students shall wear decent and formal dress on some prescribed days.

Mechanism to redress the grievances

(@)

For grievance redressal, the authority of Saraighat college has its own mechanism.
Representation of complaints and grievances shall be made individually to the Grievance
redressal cell either in oral or written form.

The committee with directions of the principal will redress the grievances.

The principal’s decision shall be the final in all matters for resolving of grievances.
Students and the responsibilities

Entering the college, students shall bear in mind that they have responsibility as members
of an academic community, their actions have a broad effect on the interests of the college,
including its interests in attracting future students and members of the faculty. Therefore,
they shall be mindful for their own academic interest and the same of the institution with
sincerity, honesty, and commitment.

Students are responsible for any actions in which they may be involved which are harmful
to the welfare or property of the college or other members of the college community.

For the interest of the college and the academic life of the entire students’ community, as a
head of the institution the Principal may initiate necessary action against any student who
may be considered a violator of the principles laid down by the college as appropriate

inside its premises.



For employees

The word ‘employee’ means all the teaching and non-teaching members of the college. Every
employee of the Saraighat College / establishment irrespective of his cadre, seniority or position,
shall be governed by the code of conduct as specified. Every employee shall be liable for the
disciplinary action for breach of any provision of the code of conduct according to the Service
Regulations and conduct rules of Saraighat College other rules and regulations of the statutory and
government bodies.

General outline

Every employee shall all times, --

o Through action and expression maintain absolute integrity; help create conducive
atmosphere in performance of duty; and do nothing which is unbecoming of an employee
of an educational institution.

o Supervisors would show the others the correct path in the field of duty and try to create a

happy environment.



DOS AND DON’TS FOR ALL EMPLOYEES

Every employee of Saraighat College shall-

o

abide by the rules and regulations of the institution and show due respect to constituted
authority.
Be punctual in attendance and in respect of the work and any work connected with the

duties assigned to him by the head of the Institution;

No employee of Saraighat College shall-

O

O

(@)

Knowingly or willfully neglect his duties;

while on duty in the institution, absent him/herself from the institution;

remain absent from the institution without leave or without the previous permission of the
head of the institution;

show sustained neglect in correcting class-work or home work done by students;

indulge, or encourage, any form of malpractice connected with examination work or

college activities

Compliance with Law

O

Conscious of being part of the Saraighat College, employees shall comply with all
applicable laws of the land and regulations, and conduct them as members of a law-
abiding body in an ethical and responsible manner while maintaining a high level of
professional and employee ethics.

Employees shall not indulge knowingly or unknowingly in any act deemed to be contrary
to the established laws of the state and/or any other statutory bodies including rules and
regulations, terms and conditions made for this purpose.

No employee shall indulge and/ or support communal violence and sectarian approach

inside or outside the college premises.

Professional Ethics

o Teaching and non-teaching employees of Saraighat college shall familiarize themselves

with the cultures, customs and history of the Institution while performing their duties for
the Institution and respect them.

Teaching and non-teaching employees shall discharge duties with utmost integrity,
discipline, honesty, devotion and diligence.

Teaching and non-teaching employees shall not bring or attempt to bring any political or

other influence to bear upon any superior authority to further his interests in respect of
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matters pertaining to his service.

o Teaching and non-teaching employees shall constantly strive and behave in good manner
for upholding good reputation of the Institution amongst the public.

o Teaching and non-teaching employees shall possess valid identity card issued by the
Institution, while on duty.

o Teaching and non-teaching employees shall not remain absent from duty without the
approval from the appropriate authority.

o Teaching and non-teaching employees shall not engage in any sexual harassment or any
other behavior which may appear to be sexual harassment or make others feel
uncomfortable. The institution reaffirms its policy of zero-tolerance to sexual harassment
and is committed to create an environment that respects and protects the rights of all its
employees, irrespective of their gender.

o Teaching and non-teaching employees shall not disturb the discipline, environment and
good order of the Office. Employees shall consistently ensure fairness and justness in
selecting suppliers, and avoid any potential "conflict of interest" while striving to procure
the most superior goods and services.

o All employees shall strive to maintain harmony with the local or global communities in
which they perform and to improve corporate value on a sustainable basis by building
trusting relationships with the various customers/ Stakeholders in the Institution. At the
same time, employees shall make positive social contributions towards the realization of
thriving and hospitable local or global communities and shall work to create a sustainable
trust.

o Teaching and non-teaching employees shall comply with all laws and regulations
concerning environmental protection and actively engage in educational activities related

to environmental protection and the efficient use of resources and energy.

Expression of human values

o Teaching and non-teaching employees of the college shall respect human rights and shall
not discriminate against persons for reasons based on caste, creed, sex, language, social
status, age or physical/mental disability.

o In order that the employees with their individuality and diversity perform their duties
towards the institution to the best of their ability. Employees shall respect the character
and individuality of one another and make every effort to ensure that the office decorum is
maintained, thereby making it comfortable zone to work.

o Teaching and non-teaching employees of the college should do and say all that is in his

power to promote harmony and team spirit among members of staff and encourage helping
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o

one another.
Complaints from the parents, if any, are to be properly addressed, by respecting their

views and proper handling of the issues raised by them.

Handling of Confidential Information

(@]

(@)

No confidential information of the institution should be leaked by any employee to third
party or outside the institution.

For violation of any of the rules contained herein or any orders issued by the Institution or
for any other reason considered appropriate, an employee shall be liable for any sanctions

or penalties which refers to and follows disciplinary procedure.

Act of Misconducts

Notwithstanding to the general meaning of the terms of misconduct, the following acts and/ or

omissions, which are illustrative and not exhaustive, shall be treated as minor or major

misconduct within the meaning of these Regulations. If these are found the employees who has

violated shall face all disciplinary actions/ impositions as per the extant of regulations.

Minor Misconducts

(@]

Willful slowing down in performance of work or abetment or instigation thereof or fasting
with an explicit view to influence the decision of the Management.

Carrying Institution’s goods, files or office or office documents to home or any other place
outside the work premises without prior permission in writing from the appropriate
authority.

Use of any of the Institution’s facility / equipment or any other thing for personal use
without sanction or authority.

Non-observance of safety measures or failure to use safety appliances like helmets,
seatbelts, etc., or interference with safety devices or fire-fighting equipment or
disobedience of a safety instruction by the superior.

Habitual late attendance and /or absence without leave and/ or late attendance on more
than three occasions in a month or similar omissions of leaving the office premises before
office time.

Habitual neglect of work or negligence in work.

Assaulting, abusing or intimidating any employee of the Institution either within the
premises, campus or at any other place.

Refusing to undergo training as and when required by the management.

Drunkenness, fighting, riotous, indecent or disorderly behavior or conduct likely to cause

breach of peace or conduct endangering the life or safety of any other person.
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Displaying or distributing in the Institution premises hand-bills, pamphlets, play cards,
posters, banners without the written permission of the employer or management.
During his/her duty sleeping or dozing

For proper discharge of duty willful non-cooperation with fellow employee at any time.
without permission from Management/authority giving interview to press, radio and
television.

Creating nuisance in the Institution premises.

Smoking / Drinking alcohol/consumption of drug in the campus

Major Misconducts

(@)

Theft, fraud, breach of trust or dishonesty by misappropriation of funds in connection with
or damage to the Institution’s property or of another employee within the work premises.
Disclosing to an unauthorized person or persons any confidential information with regard
to work or any techniques used in the Institution which comes into the possession of an
employee during the course of his duty.

Giving false information regarding one’s name, father’s /husband’s name, date of birth,
qualification, details of previous employment/ salary particulars, address, etc., at the time
of securing employment or thereafter.

Refusal to work on a job or a mission, which does not call for any additional skill or
experience and can be done by the employee without adversely affecting his service
conditions.

Attempting to obtain any benefit under false pretext or by making false statements.
Bringing or possessing or using alcoholic drinks, charas, bhang, ganja etc within the
Institution’s premises or reporting for work while under the influence of alcoholic drinks,
drugs or narcotics.

Refusal to accept a charge sheet, a lawful order from a higher authority or any other
communication from the competent authority either in person, by post or through courier.
Habitual breach or gross and/ or deliberate violation of service regulations / internal rules
and regulations.

Photo or otherwise copying and taking the extracts of official documents with a view to
keeping / storing them at home or to maintain files at home.

Any act of misconduct committed by employee outside the Institution premises which are
rationally connected with the Institution.

Forging the signature of a superior or that of any other person.

Conviction by a court of law for involving moral turpitude

Sexual harassment to female employee. For this purpose, sexual harassment includes

unwelcome sexually determined behavior (whether directly or by implication) such as:
12



= Physical contact and advances;

= Demand or request for sexual favors;

= Sexually colored remarks;

= Showing pornography;

= Any other unwelcome physical, verbal or non-verbal conduct of sexual nature.
Demanding, taking or giving bribes/ gifts or any illegal gratification or including in any
corrupt practice and/ or lending or borrowing money to and from subordinate employee.
Canvassing for a Union or an association or party membership within the Institution
premises or collection of union dues or subscription within the premises without
permission
Writing of anonymous or pseudonymous letters, criticizing superiors or co- employees of
the Institution and making false reports against them.
Gambling or money lending or doing any other private business within the premises or
campus of the Institution.

Indulging in political activities within the Institution premises.
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SAFETY POLICIES

Saraighat college is committed to provide and maintain safe and healthy environment for its

faculty, staff, students, visitors, and the general public. The heads of departments, laboratory in-

charge staff, principal investigators, instructors, attenders, maintenance staff etc. are responsible

for the environmental health and safety of faculty, staff, students, and visitors engaged in

activities under their direction or supervision. HODs must ensure that faculty, staff, students, and

subordinates comply with all relevant regulations and standards and that work activities are

performed in a safe and considerate manner.

System of Care and Precaution

A general outline

(@)

(@)

Faculty, staff and students are responsible for the following:

Fire extinguishers should be checked properly time to time and maintained for best result
during the time of emergency.

Performing their jobs in the safest prescribed manner and eliminating and/or reporting
workplace hazards. Reporting should be made of unsafe practices or conditions to the
principal or the head of the concerned department.

Ensuring proper disposal of or transfer of all hazardous materials before leaving the place
of work including safety aspects as agenda at all regular meetings.

Ensuring that an appropriate alternate is appointed as supervisor when the laboratory
supervisor is absent.

In the laboratory and other important places signs of danger should be displayed properly
in red colour and maintained properly.

Someone should always be within calling distance when a laboratory procedure is being

performed.

Fire Prevention

(@)

(@)

Saraighat college follows a policy of no smoking in college campus.

Open flames should not be left unattended and no open flames should be used near
flammable solvents and near the place that contains document and other valuables.

Ensure that the fire escape routes remain clear at all times.

Prior to the beginning of any work, all staff and students are to become familiar with
location anduse of fire-fighting equipment. Passage for the vehicle of fire-fighters should
be kept open all the time.

The location of emergency exit and the use of First Aid Kit should be placed in easily

accessible way.
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Laboratory Safety Policies

The laboratories of Saraighat College should have own manual or set of manuals and each person

within the laboratory needs to sign (and date) that they have read, understood and will abide by

this manual before commencing their work. This should also be countersigned (and dated) by the

Laboratory in-charge.

o

The Laboratory regulations are to be followed meticulously, for prevention of accidents
and for organized and systematic working of the Laboratory.

Children are not to be permitted inside the laboratories.

The lab instructor/attenders shall keep exits free from obstructions.

The lab users shall ensure clear access to emergency equipment (fire extinguishers, first
aid kits, chemicals pill kits, emergency shower and eye washes).

Appropriate personal protective clothing must be worn at all times in laboratories.

The lab users shall fasten loose clothing and tie back long hair.

When using machinery, the lab users shall remove jewelry and rings.

The lab users shall not eat, drink and apply cosmetics in laboratories.

The lab instructor shall clearly label all equipment and containers in use within the
laboratory

Each laboratory shall have either on or adjacent to its entry door, a prominent placard
containing information about the equipment.

Offices, write-up and study areas shall be separated from areas where hazardous

materials are used or potentially harmful processes undertaken to ensure that reading and
writing materials do not become contaminated. These areas should not form part of
laboratory benches.

The instructions/supervisors shall know the safety procedures, potential hazards and
precautions for each experiment before teaching or conducting a laboratory exercise and
explain each experiment and alert others to possible hazards before they begin the
laboratory exercise.

The lab users shall know the location and operation of emergency equipment, what

emergency procedures are appropriate and how to summon assistance if needed.
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ACADEMIC POLICIES

Attendance

The attendance policies are intended to develop a culture of regular attendance and punctuality

among staff and students.

For Staff

o

Teaching and non-teaching staffs of the college shall be responsible for the maintenance of
attendance record in the Registers provided.

Teaching and non-teaching staffs of the college shall handover the list of absentees to the
concerned authority for each class to update parents via SMS.

Teaching and non-teaching staffs of the college shall preserve the attendance register as
per the university guidelines.

Teaching and non-teaching staffs of the college shall inform mentors and parents, if any
student remains absent for continuous 3 classes.

Teaching and non-teaching staffs of the college shall take written undertaking from the
students in case of attendance shortage every month.

Teaching and non-teaching staffs of the college shall maintain the supportive documents
submitted by the students about their absenteeism.

Teaching staffs of the college shall report the attendance status of the students to
concerned HODs fortnightly.

Faculties shall deny the attendance if a student is late to the class by 15 minutes

For Students

(0]

(@)

Regular attendance of classes by the students is a must.

Students shall convey information/seek prior permission regarding missing classes. (In
view of participation in Sports/Cultural/Literary Activities/Health Issues etc.).

Students shall submit supporting documents within 2 days for their absence.

75% of attendance in each subject is mandatory. Depending on their attendance and other
activities, students may face disciplinary actions like non-collegiate and di-collegiate.
Students shall be detained from writing the final examinations if they are unable to

maintain 75% of attendance in each subject.

Examination

The Examination Policies and procedures aim to achieve coordination, consistency and fairness in

examination practices in the Institution.

Procedures

(@)

The exam committee shall conduct two class tests of one-hour duration in each semester
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for continuous Internal Assessment. Among these tests, one is written test and another is
online test.

Two tests will be held every day with one-hour gap between two tests for 3 to 4 days.

As per the instructions from Exam cell, all the members of a department shall prepare
question papers relevant to their subjects five days prior to the commencement of exam.
Faculties shall complete evaluation within a week and submit the marks list to the college
office.

After the two tests the students shall get their marks cards.

The student who has failed in any subject or who has attendance shortages shall bring his
parents for interaction with mentor. Such students, as per the existing regulations shall
give a declaration signed by both the students and parents. The mentor shall take the
signature of the parent in Cumulative Record Books.

All the students shall pay the stipulated Semester and examination fees in the office before
the due date.

The examination committee shall put up a notice on payment date and details on the notice
board at least a month earlier to the payment date.

All practical examinations shall be held before the theory examinations.

The Departments heads/examiners shall submit the practical answer scripts and list of the
marks duly sealed and sent to the university soon after the exam is over.

There shall not be revaluation for practical examination.

The heads concerned shall submit the Practical Examination Time Table duly signed.
Practical Examination Time table shall be put up on the Notice Board of the concerned
department a week prior to exam.

Semester end theory exam Time Table shall be put up on the Notice Board 15 days prior
to the exam.

The Principal shall call a meeting of the HOD’s a month prior to the exam to discuss the
procedure of Question Paper setting by Internal and External Examiners. Writing
materials, vouchers etc., shall be supplied during the meeting.

Semester end examination shall be of three hours duration or as per guideline of the
Gauhati University.

Flying squad and CCTV provisions shall be deployed during the exam to check
malpractices.

Instructions to the students regarding the examination rules shall be put up on the Notice
Board much before the exam.

Instructions to the Invigilators shall be put up on the Examination Centre.

Seating arrangements shall be displayed on the notice board by the coordinator of the
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o

examination cell.

The invigilation duty chart shall be displayed on staff Notice Board much before exam.

For Faculties

(@]

o

Faculties shall make students aware of the portions for the internal assessment in advance.
Faculties shall inform the students about question paper patterns in advance.

Faculties shall prepare the question paper as per the guidelines from the exam section.
Faculties shall submit question papers to internal coordinators in the stipulated time.
Faculties shall report for examination duty in time.

Faculties shall make alternate arrangement and officially communicate to the concerned
authority, in case of inability to carry out exam duty.

Faculties shall follow code of conduct during the invigilation.

Faculties shall evaluate internal exam answer scripts as per the scheme of evaluation.
Faculties shall evaluate internal exam answer scripts within stipulated time.

Faculties shall submit the marks to the office as well as enter the marks in the record-book
or database within stipulated time.

Faculties shall discuss/ display scheme of evaluation for the benefit of the students.
Faculties / mentors concerned as per the provision shall communicate the marks to the
parents.

Students shall be seated in exam hall 15 minutes earlier for internal semester

Students shall report for semester end examination as per the Exam statute.

Students shall compulsorily wear uniform/identity cards during exams.

Students shall carry writing materials such as pen, pencil, scale, eraser etc to the
examination hall.

Students shall not indulge in malpractice.

Codes related to operation of the classes

These Policies aim towards smooth and fruitful conduct of classes in terms of learning to both the

staff and students.

For Faculties

o

(@)

Faculties shall prepare well much before the classes to be conducted.

Faculties shall conduct the classes regularly.

Faculties shall make alternative arrangement and officially communicate to the concerned
authority, in case of inability to conduct the class.

Faculties shall go to the classroom in time and engage the learners throughout the period

Faculties shall prepare and follow the lesson/session plan.
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o Faculties shall engage class effectively for the entire duration.

o Faculties shall ensure legible, large & neat writing on blackboard.

o Faculties shall carry out continuous monitoring of students and adjust the teaching pace
according to the need of the class.

o Faculties shall include beyond the syllabus content if needed and relevant.

o Faculties shall clear the queries and doubts raised by students.

o Faculties shall treat all students impartially.

o Faculties shall ensure that sufficient study material is made available to the students.

o Faculties shall use audio-visual tools where ever necessary.

o Faculties shall complete the entire syllabus in time satisfactorily.

o Faculties shall conduct additional classes if necessary to compensate the lost classes.

o Faculties shall ensure that the black board is blank before leaving the class.

o For Students

o Student shall attend the classes regularly.

o Student shall maintain the decorum of the class room.

o Student shall be attentive and enthusiastic in the class.

o Student shall ensure that the concepts taught in the previous class are understood.

o Student shall raise queries and doubts for better understanding of the subject.

o Student shall complete the assigned tasks by teacher in time.

o Students shall use the classes for any creative mode of learning with permission of the
staff.

Class Monitoring
These policies govern the punctuality of staff and students with respect to the classes.

o Head of the department shall assign class monitoring coordinator.

o Head of the department/ coordinator shall monitor the conduction of classes.

o Staff shall get their work dairy verified and signed by the Head of the department
fortnightly.

o Head of the Departments shall discuss with respective staff in case of irregularity in
conduction of classes.

o Head of the department shall report to the higher authority in case of repeated

irregularities.
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MENTORSHIP MECHANISM

The Mentorship policies aim to enable the mentees to develop their own skills, strategies and

capability in all spheres of life so that they are enabled to tackle the challenges more effectively.

For Mentors

o

(0]

Mentor shall give prior information to the mentees regarding the mentoring schedule.
Mentor shall conduct mentorship meetings twice in a month and maintain minutes of the
meetings.

Mentor shall guide and motivate the mentees to involve in academic and non- academic
activities.

Mentor shall listen to the mentees patiently and prepare a report of the meeting.

Mentor shall maintain profile of each mentees in the specified format designed by the
college.

All meetings shall contain general discussion with all mentees as well as one to one
interaction and submit mentorship report to the Head of the department.

Head of the department shall prepare a consolidated report and submit the same to the
principal.

The principal of the college shall be responsible for getting the issues solved.

Mentor shall update the mentees regarding the follow up of the issues.

Mentor shall update parents regarding the overall progress of all the respective mentees.
Mentees profile shall be transferred to respective department once the mentees enter the
branch.

The mentor shall remain the same mentees till the mentees complete the program.

For Mentees

(@]

o

(@)

Mentees shall communicate the factual information to the mentor.
Mentees shall feel free to share any issue with the mentor.

Mentees shall attend the mentorship meetings as per schedule notified by the mentor.
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GRIEVANCE REDRESSAL MECHANISM

To develop a responsive and accountable attitude among all the stakeholders in order, the

Grievance Redressal policies aim to maintain a harmonious educational atmosphere in the campus

of Saraighat College.

Grievance submission

o

All the students, employee of the college shall have the right to file a complaint or
application to the Committee to redress his or her grievance. The grievance shall be
submitted in any of the following ways:

The victim or the complainant shall make attempts to resolve the issue upon discussion
with the accused.

If informal attempt appears fruitless or unresolved, a formal grievance process shall be
initiated in person by the victim by meeting the HOD/Mentor Grievance Redressal Cell/
Principal.

The Grievance Redressal Cell of Saraighat College and its policies come into force as and
when situations arise.

Required steps to formally submit a grievance:

A grievance may be submitted in written form either in paper or electronic medium to the
coordinator of the concerned cell.

A formal grievance shall include the following information:

Name of the accused and the place of happening along with time and date should be there
in the written grievance.

Names of witnesses or individuals who may have direct and relevant information about the
specific allegation (with accompanying addresses, email addresses, and

telephone numbers).

The grievance (which may be accusation / formal submission) shall be brought to the

attention of the Principal for formal acceptance.

Working procedure of the Grievance Redressal Cell

(@)

The Grievance Cell,upon accepting the grievance, shall handle the grievances within 48
hours. For that purpose, a special hearing-team of senior faculties shall be formed by the
college authority to handle such matters. There will be a chairperson to operate this cell.
Other members representing various departments of the Institute shall help the chairperson
in the time of need.

The Principal of Saraighat College and the Grievance Redress Cell shall be the final
authorities in the matters of composition of the grievance hearing special team.

0 All the members in the hearing team shall be notified about their inclusion by the
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Grievance Redressal Cell.
Hearing
The grievance hearing team shall start the hearing sessions within 48 hours in presence of both the
accused and accuser.Equal opportunity shall be given to both parties to defend their arguments.
Supporting documents and evidences (if any) shall be examined if required.
Findings
o After the hearing process is over decision will be taken. The decision taking requires two-
third majority agreement among the members of the hearing-team.
o The Principal in consultation with the members of the team shall declare the probable
solution of the problem.
o Based on judgment after the deliberations have been completed,a written summary shall
be prepared by the chair of the special team/panel/ person in-charge.
o Within three working days, the judgment shall be conveyed to both the complainant and
the respondent.
o In the files of grievance redress cell, a written summary record shall be maintained.
o False and malicious accusations of sexual or other harassment, which even if erroneous,

are made in good faith, may be the subject of appropriate disciplinary action.
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SPORTS POLICY

Over view

The Physical Education is an integral part of the Saraighat College.

This department bears the responsibility of training and equipping sportspersons to enter the

sporting world. The Central facilities available in the department are:

Indoor and outdoor sports and games facilities. Training &Coaching facilities.

Practices in relation to sports

(@)

Saraighat College provides financial assistance to those who are selected to represent the
institution in National and International competitions.

Saraighat College provides sports kit to the students for different games.

Conducting Sports program for teaching and non-teaching staff.

Conducting Inter Collegiate and Inter University Sports competitions.

Conducting Seminars, Conferences/Workshops involving students.

Conducting awareness programs on sports as a means for the promotion of health and
National integration and Communal Harmony.

Promotion of traditional and folk games.

Felicitating Nationally/internationally reputed sportspersons.

Felicitating athletes and players who represent the University and win medals in inter
university competitions.

Reservation of seats for sportspersons in admission.

Scholarships to upcoming sports persons.

Objectives

o

o

o

To place the College among the best sporting institutions in India.

To enhance the image and prestige of the Institution through sporting activities.

To use Sports as one of the socio-economic instruments, for the development of youth.

To create greater opportunity for students/ sports persons of the region to participate in
major national and international competitions.

To develop the capacity to host both national and international competitions.

To create awareness on general fitness, health and sporting activities amongst the
members of all communities irrespective of age, gender, status and religion.

To make deliberate and conscious efforts to promote mass participation in sports
programs.

To arrange international, national, regional and state level conferences on physical

education and sports;
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o To coordinate state initiatives related to the encouragement, promotion and development
of physical activity, sports and the implementation of anti-doping measures, in cooperation
with Gauhati University authorities.

o To encourage the private sector to contribute financially to the development of sports;

o To encourage local bodies and institutions to promote and develop sports.

Rules and Regulations
o The tournaments/competitions/selection trials in various events will be conducted in the
college for which Physical Education Director shall be the convener.
o The college if selected by the University for hosting the event shall form a sub-committee
to conduct the tournaments. This sub-committee shall consist of Principal, Convener,
Director of Physical Education/University representative and two staff members of the

host college.

Disqualification
o Those sportspersons who are found/tested positive on the basis of samples taken and
analyzed by NADA, confirming the use of banned drugs (doping) for enhancing their
athletic performance, shall be debarred from participation in the game as per government
directives.
o Impersonation is strictly prohibited. Any player found doing such act has to be faced
disciplinary action.
o If any of the players/teams commits any illegal/immoral/ unlawful activity, walks out from
the match or event, commits violent acts, such players/teams shall be banned from

participating in that particular event for a period of one year from the date of punishment.

Officials

During organizing a tournament or hosting games the authority of Saraighatcollege shall be
responsible for selecting competent officials whose decision on all points of fact shall be final and
binding. The panel of officials shall be drawn up by the organizers, well in advance. A clinic for
the officials shall be conducted by the convener a

day prior to the tournament or before the commencement of the tournament in order to keep them

abreast with the rules.

Postponement

Under no circumstances shall the tournament/competition be postponed. Only when the reasons
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are valid i.e. natural causes like bad weather, failure of light, unforeseen circumstances etc. the

matches shall be replayed or postponed.

Protests

Protests are normally discouraged. Sportsmanship spirit is expected from all the players during a
tournament. Protests on the decision of the officials shall not be entertained. However, one may
appeal for a fair result if he/she considers the outcome of a game or happening not satisfactory
enough in gentle way through petition.

The appeal shall be viewed with utmost sincerity by the sub-committee, which is in charge of that
particular tournament.The team managers shall never argue on issues pertaining to the official’s
decisions in the presence of the players. Such matters should be discussed with the convener in

the office room.

Attendance
The college will give attendance to the sports persons who attend University inter-collegiate
competitions, inter-university competitions, University training programs, University sports

related programs conducted in the campus.

Duties of a physical education convener

Saraighat college authority in letter and spirit believes - “Every human being has a fundamental
right of access to physical education and sport, which are essential for the full development of
his/her personality. The freedom to develop physical, intellectual, and moral powers through
physical education and sport must be guaranteed both within the educational system and in other
aspects of social life”. (The International Charter of Physical Education and sport, UNESCO,
1978)

On the basis of this understanding duties of the physical education convener may be considered
very crucial for the good health of the institution.

The nature of duties of a physical education convener is to prepare programs related to physical
education and sports in the college, conduct inter-college competitions.If possible, he will also
arrange workshops or seminars related to physical education and sports sciences. He/she is also
required to look after the administrative functions related to the abovementioned activities.
Therefore,he should not only duty bound to perform the various tasks related to physical

education and sports programs but also to work towards promotion of sports.
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POLICY FOR CULTURAL, LITERARY ACTIVITIES

Preparation of Action Plan

The annual action plan shall be prepared in the beginning of the academic year by the committee
coordinator in consultation with the members.

The sub-committees shall prepare action plans in consultation with the committee coordinator.

The criteria coordinator shall discuss the plan, review and approve the same.

Selection Procedure

Students are admitted through proper screening procedures while focusing on their interest,
present artistic skills and enthusiasm.

A maximum number of 25-30 students each shall be selected for dance, drama, and music.

The number of students to be selected for other fine arts and literary events is need based.

The well performing teams/ individuals will be selected for participation in competitions.

Attendance

o The systematic monitoring of attendance and details of practice shall be maintained by the
teacher

o A minimum of 75% of attendance is required for the students who have enrolled in
cultural center for any form of fine arts.

o The attendance credit is given in a weekly basis to the academic section, only when they
practice during class hours.

o The students shall be allowed to visit different university level, intercollegiate level
competitions and for other performances only after obtaining thorough practice and

rehearsals.

Training Procedure

An extensive training is given every day from 3.15 P.M to 4.15 PM on all working days and
special training is given based on the necessity.

Students can practice on Saturday’s afternoon and Sundays, if there is need for the practice as

justified by the trainer.

Budget Proposal and Settlement
o The budget proposal is prepared for each academic year by the committee or staff in
charges of the committee.

o The consumable stationeries and properties for each academic year are purchased or hired
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based on the necessity.

o For every competition, fresh budget proposals shall be submitted through the committee
coordinator to the principal.

o The budget expenses must be submitted with relevant documents to the sanctioning

authority within one to two weeks after the competitions are over.

Procedure for Participation

o The coordinator shall be the authority to decide whether to send or not for competitions in
normal issues. However, the committee follows the directions and guidelines given by the
management, principal or university.

o Based on the necessity, proper communication has to be done with the hosting institutions
until the competition or program finishes.

o The extent of practice, facilities made for travelling, refreshment, accommodation (if
necessary), safety of students and their discipline must be verified by the concerned staff
in-charge.The participating team will be sent for participation along with deputed staff in-

charge.
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ADMISSION POLICY

The college has developed several strategies to improve the quality of admission process as it is

the prime window for students to get admitted to the institution. The process is made easy and

hassle free.

Procedure

(0]

The entire admission process is being monitored by Vice Principal and the HODs of
Saraighat College.

Prospectus is issued to the students along with the application form on payment of nominal
fee, containing brief summary of achievements of the institution, details of program,
subjects offered, fee structure, documents, other things required and cut off dates.

To avoid confusion and to answer the queries of the students, a professional mechanism
has been developed by opening a helpdesk near the entrance.

To avoid all sorts of confusions and communication gaps, proper orientation/training is
given to all staff members who are involved in the admission process.

Sign boards are fixed at several points to guide the students/parents to reach a particular
section/required destination.

Rooms with all facilities are provided to the students to fill-up the applications leisurely
and cautiously and they can avail assistance of the staff in filling the applications.

For the smooth flow of the process, committees have been constituted which look after the
entire process. The committee members in batches complete the formalities of admission
process by verifying the documents, interviewing the students and allotting him/her to a
particular program with specified subjects.

After the announcement of the merit list, students are informed over phone/email to join
on a particular date, where single window system for the entire process is adopted.

During the admission process parents/Guardians are required to accompany the ward to
fulfill the formalities. Proper guidance/information regarding discipline, dos and don’ts,
use of mobile and dress code is given at the time of admission.

Provision is made for online payment of fees.

Online admission process is also implemented through which the students can apply online

on payment of necessary fees.
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HUMAN RESOURCE DEVELOPMENT POLICY

o Main aim of the Human Resource Management is to manage the staff and develop a multi-
dimensional work culture. An efficient human resource management enables the
workforce of an institution to contribute efficiently and effectively towards the overall
achievement of goals and objectives of the institution.

o For the proper resource management, the responsibility is classified as advisory,
managerial and operative, which consist of Principal, Vice Principal, HODs, Chairman of
the college management and staff members respectively. Different committees are
constituted for different purposes with defined objects and outcomes.

o Frequent review meetings are arranged to review the activities and follow-up processes.
Committee chairmen submit compliance report in every meeting through which self-
sustained follow-up action is also ensured.

o In view of getting the information or complete the task on time, frequent reminders are
sent through what’s app group/SMS or emails.

The best initiatives developed in this category of work are mentioned below.

Training and Development
For all the fresher students, orientation/training programs are organized to make them up to date
in their respective areas. This enables the fresher to understand the process and makes it easy for

them to get on their jobs with much ease.

Performance Appraisal

The employees of the institution are evaluated by the management as per their performance. This
helps the management in finding out whether the employee is moving towards the goals and
objectives of the management or not. It also helps to evaluate whether the employees need

improvement in other areas or not. For low performers trainings are organized.

Research policy

o For the promotion of a research ambience, creation and sustenance of a research culture,
the institution motivates the staff and students to engage in research activities. The aim is
to inspire, guide and coordinate the initiatives of the staff and students towards research
studies, research projects, and publications in reputed journals in sciences and the
humanities, organizing of national and international conferences, presentation of research
papers. The Research committee monitors all researches

o This research policy undertakes to provide a broad framework to guide scholarly

researches. The policy has the following provisions:
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Any staff desirous of doing research shall seek support from the management.

The management on the suggestions made by the research committee shall support the
scholar by sanctioning incentives, study leaves, exempting from other duties.

The Management shall decide on granting a maximum of one year’s leave in the final
stages of the research work on the recommendation of the research committee

The researcher shall be bound by the undertaking given in the beginning- he shall
complete the project, he shall follow the research ethics etc.

The researcher shall reimburse the institution for the full amount of allowance received
during the period of leave if he/she takes up employment in other organizations.

The researcher shall publish two research articles in a peer reviewed journal and attend at
least a few national or international conferences and try to make a presentation of at least
two papers per year.

The Management desires that every staff to take up research projects — Minor or Major
funded by UGC, DST, DBT, BRNS, RBI, etc.

The management shall provide infrastructural support to such projects and assist in
applying to the funding agencies.

The management shall provide TA and DA to those who are presenting papers in the

national and international conferences.
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GREEN POLICY

The institution wants to emphasis on for clean and green campus and makes sincere attempt to

achieve carbon neutrality.

(@)

Scope

Green Policy aims to eliminate or reduce all forms of environmental pollution and
encourage all faculty members, staff, students and others to do the same.

Green Policy is concerning with the environmental issues like air and water pollution,
echo system management, maintenance of bio-diversity, protecting natural resources,
judicious usage of energy resources and conservation of energy and also effective waste
management. It is concerned with environmental management and eco-system
sustainability.

Managing the environment is high priority for the institution.

The staff and students shall use energy resources and conserve energy judiciously.
Environmentally harmful practices are prevented and more environmentally eco-friendly
working culture is encouraged.

Awareness about environmental issues among staff/students/visitors and initiatives leading
towards a clean environment is spread.

Effective waste management by promoting the idea of ‘waste management’ shall be

encouraged.

This policy applies to all stakeholders Students, Staff and visitors

Strategy

The commitment towards protection, conservation and enrichment of the environment is being

achieved through the following mission:

o

o

(@)

Green Campus, Green Cover & Growing Trees.

Go-Green Club

Periodical green audit

Promotion of the ideas of waste management

Encouraging judicious use of Water, Energy

Community awareness through NSS, NCC and Extension activities cell along with the

Students’ Union.

Awareness Promotion Campaigns

o

The students regularly participate and conduct awareness promotion rallies, campaigns

and activities

31



o Linking learning with community service

o Students and teachers apply their knowledge and skills in a chosen community to improve
the lives of people in that community.

o Linking research with community knowledge

o Faculties and students are encouraged to take up local issues for research benefitting the

local environment

Re-cultivation of Knowledge by its sharing
Available knowledge relating environment in various disciplines is made available to the local
community about-

o Energy conservation & alternate energy use

o Botanical Gardens- Arboretum and Herbal Garden

o Conservation of water- popularizing some techniques

o Reduction in use of products of plastic

o Rain Water Harvesting

o Solar Energy Use

o Clean villageprogram
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POLICY FOR SOCIAL RESPONSIBILITY

The Concept

The concept of social responsibility is no longer confined to charitable and voluntary activity, but
it 1s in fact a broader and more comprehensive concept that comprises solutions for societies
economic, social and environmental problems. Moreover, sustainable development cannot be
achieved in isolation from the close relationship between higher education and its institutions-
namely institution-and society. Educational institutions are considered an essential pillar of
society, because they play a pivotal role in elevating awareness regarding social responsibility
among its students, staff members and other employees, in a manner that makes them behave as
societal personalities professing collective views and not opting to adopt individual thinking.

In consonance with this idea, since its inception Saraighat College has focused efforts to create
awareness about the need for quality higher education in greater Changsari area. Taking into
consideration of the changing needs of the society, the institution redefines its mission and

through multiple activities trying its best to help the society in multidimensional ways.

The prime focus ‘fostering social responsibility’ is an integral part of the strategy for advancing
higher education. Being a part of our society, we believe that without our responsible actions for
the welfare of our surrounding, meaning of being part of the academia will mean nothing.
Therefore, attempts have been made by the college-

o To contribute resources to the community. Students are our raw materials and we employ
our utmost efforts to make them sensible citizen of society. By converting students from
individuals to resource of the community and society we are trying best to promote a sense
of social belongingness in their mindset so that it could help them face challenges in
sensible way to create their surroundings a better place to live in.

o To develop a strong work ethic through Striving for excellence

o To contribute to a larger community, both the academia (classroom, campus life, etc.) and
outside of it.

o To take seriously the perspectives of others to form one's own judgments.

o To develop competence in ethical and moral reasoning and to spread awareness about

social responsibility.

Area of application

The college authority applies this policy to all stakeholders of the Saraighat college.

Policy

In practice, leaving aside the theoretical perception, social responsibility is the commitment to
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contribute to sustainable economic development with ethical foundation by working with
Students, Staff, the local community and society at large to improve quality of life, in ways that

are both good for the community and good for development.

Strategy
The commitment towards social responsibility is being achieved through the following strategies:
o NSS, NCC and different departments of Saraighat college have been extending their
expert services to the community at large on multiple occasions in the neighborhood of our
college. From sending students and teachers to the adopted and other villages to
understand their problems to participate during crises Saraighat college has strict plans to

offer community service whenever it gets chance.

Awareness Promotion Campaigns
o Under the guidance of its seasoned faculties students regularly participate and conduct
awareness promotion rallies, campaigns and activities on the themes like-AIDS
Awareness, Non-compliance with Traffic Rules, Evils of Alcoholism, Anti-sexual Abuse,
Female Infanticide, Gandhian Values etc.
o Some of these rallies are conducted on the days of national importance such as
Independence Day, Gandhi Jayanti, Ambedkar Jayanti, Republic Day etc. to sensitize

students, staff and neighboring communities.

Talks to exchange ideas
From agriculture to land and forest, the elders of the society have practical knowledges.
Periodically, the college authority arranges talks about these issues and give opportunity to
the village elders to express their thoughts and ideas.

Cultural program as a bridging tool
The college supports initiatives that are directed toward the promotion of arts and culture.
Exchanges of cultural troops with the adopted villages and allowing performance of
colorful ethnic program in the college premises our institution has reduced the distances

between institution and the society.

Linking learning with community service
Our college is in an area that is mostly inhabited by many under privileged socio-
economic group of people. Students and teachers apply their knowledge and skills in a

chosen community to improve the lives of people in that community. Under ‘Village
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Adoption Scheme’ Extension Cell and the NSS unit of the college adopts a specific village
and then provide engagement opportunities to students from various disciplines to apply

their knowledge to address the challenges of that specific community.

Highlighting the Community and the Society
The college authority encourages its faculties and students to take up local issues for
research as part of their academic activities. The knowledge available with students and
teachers in various disciplines is made available to the local community to realize its
developmental aspirations. These can take the forms of enumerations, surveys, camps,
trainings, study reports, teaching and health services in poor communities, share lectures,

and faculty as resource persons at the community level etc.

Other ways to boost up social responsibility

To comply with its institutional, personal and social responsibility the college authority, its
faculties and staff along with the students also involve in some other activities not mentioned
above.

o Use of renewable energy where no wastage produces.

o Rainwater harvesting.

o Observation of World environment day.

o Under this category, Solar panels have been installed in the college premises for
generation of energy and lighting. Vermicompost production and training to local farmers
by the expert resource person in the college premises.

o Creation of acommittee that monitors and takes initiatives to conduct Green Auditin the
college campus and also sets principles for issues like conservation and carbon neutrality
etc.

o Faculties of the college have been sent to the meetings in the villages as local resource
person.

o E-waste and hazardous waste management.
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WELFARE POLICY
For Teaching and Non-teaching staff
The staff welfare policy is to ensure the benefits, facilities for the employees to help them work in
a better environment. productivity. The college is committed to provide all the possible amenities
to its teaching and non-teaching staff for the interest of the creation of an overall pleasant

atmosphere.

Objectives of staff welfare
o To facilitate multi-dimensional development and progress for the College.
o To reduce gaps between the students and the staff through creating healthy environment.
o To ensure favorable working environment for staff members and coordinate for
benevolent facilities for them
o To plan for general welfare activities for staff and to provide them platform for expressing
their ideas.

o To create opportunities for updating and exchange of inter disciplinary knowledge

Scope
Staff welfare policy of Saraighat College is applicable to all the teaching and non-teaching staff of
the college.

Strategy
Through an integrated approach the college authority tries to promote welfare of its staffs-
teaching and non-teaching. This includes-

o Helping smooth functioning of the Teachers’ Union and Non-teaching union,

o Running of a College Canteen

o Monthly meeting-Knowledge Sharing

o Staff Welfare Fund formation

o Construction of the Staff vehicle Parking

o Facilities for Professional Excellence through Staff Training, promotion of research, skill

up gradation, participation in seminars and workshops etc.

For students
Student welfare Policy seeks to provide support to the educational process to advance the
student’s academic and personal abilities. It aims at enabling students to face problems that hinder
their academic success or the academic process, with the aim of qualifying them professionally

upon the national and regional levels.
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Policy

o

The policy seeks to nurture students' mental, physical, cultural growth with various
activities for their overall personality development and to make them civilized Indian
citizens to compete in the globalized world.

The student welfare policy abides with the programs set by the college to provide a unique
academic environment based on positive interaction among the students and college and to

help the students overcome all personal, social and academic hindrances.

Objectives of Students Welfare

The Student Welfare Policy aims at achieving numerous objectives for improving the academic

process:

@)
(@)

o

Scope

To help the students to understand their unique personal abilities

To overcome educational difficulties in language and suggest appropriate solutions.

To develop the students’ interactive skills such as translation, communication and teaching
skills.

To give maximum benefits to the students through various welfare activities organized by
the college authorities.

To analyze and solve the problems of students regarding academic & Institutional
activities

To create awareness about higher education among rural students and to build up their
confidence to face the challenges

To enhance the personality of rural students

It fosters discovering and boosting the student’s skills through the proper social sports and

cultural activities.

This policy applies to all students.

Strategy

o

o

(@)

Mentorship

Midday meal scheme

The counselling cells
Women development cell
Hostel supervision committee
Student welfare committee

Orientation programs
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Remedial Coaching

Add on courses

Career Guidance and Placement Cell

Training program in spoken English

Student-related Seminar/Conferences/Workshops/Camps

student fora

HRD Cell/Language lab

The centre for performing arts

The departmental associations

Health centre, Health Insurance

Skill Development (Spoken English/ Computer Literacy etc.) Soft Skills

Performance enhancement for slow learners / students who are at risk of failure and
dropouts

Exposure of students to other institutions of higher learning/ Corporate/ Business houses
Publication of student’s magazines

Sports Hostel and facilities for sportsmen

Extra-Curricular and co-curricular wings

Grievance Redressal Cell

Parent Teachers Association

Alumni Association
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INFRASTRUCTURE AND LEARNING RESOURCES POLICY

Definition
Infrastructure includes well-furnished spacious classrooms, labs with equipment and materials,
computer lab with high ended computers.
Policy
o The institution is committed to provide infrastructure facilities in the form of well-
furnished classroom, Lab facilities and Computer centers, sports facilities and facilities for
literary & culture activities as well as to provide central library with adequate reference
materials both in print and digital formats.
o To provide audio-visual enabled rooms and seminar halls with sufficient space and to

include recording facilities.

Objective
o To enhance learning of the students and to facilitate learning in both material and digital
referencing.
o To provide adequate learning space and ambience for the students to pursue higher studies,
employment and self-employment.
Scope

The Policy is applicable to all the courses introduced.
Responsibility

The Principal/Management is individually and collectively having the overall responsibility of

carrying out this policy.
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LEADING FUNCTIONARIES AND THEIR RESPONSIBILITIES
Principal and his responsibilities
o Overall Administration of the college
o Conducting Core committee meetings and maintaining minutes
o Conducting meetings for coordination among committees
o Conducting Review meetings
o Developing college policies- admission, research, community orientations, values, Welfare
of staff and students
o Forming committees
o Granting special leaves/medical leaves/earned leaves/OOD/maternity leaves
o Discipline Rounds
o Responsibility of Vice Principal
o Conducting frequent meetings with Deans to follow Up
o Follow up of the activities of the college
o Monitoring overall discipline
o Attending students’ grievances
o Taking steps to implement new Initiative and Innovations
o Arranging for Internal Academic Audit of the college
o Reviewing the Compliance Reports of Committees and Departments
o Quick intimations to the concerned regarding in emergency cases- promotions, project
proposals, information to the UGC/University/Collegiate Education Department
o Discipline rounds
o Granting casual leaves
o Timely disbursement of salary-bills, financial audit and management

o To act as a bridge between the government and the institution

Coordinator of IQAC and his responsibilities
o Formation of IQAC
o Conducting IQAC meetings and maintaining minutes book
o Communication of all the decisions to the concerned chairmen, Heads for implementation
o Regular interactions with NAAC criteria chairmen
o Working as a nodal agency between NAAC and the college
o Preparation and submission of yearly reports, AQAR to NAAC
o Convening meetings with criteria chairmen
o Analysis, of NAAC reports, suggestion of corrective steps

o Functioning as a think tank and initiating innovations
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NIRF Coordinator and his responsibilities

(@)

(@)

o

o

o

Arranging a meeting of core committee members

Discussion of the criteria wise inputs

Proposing a plan of action for the improvement of NIRF score
Reporting to higher authorities

Getting details for NIRF inputs

Gettingplacement details/progression  details from concerned
committee/departments

Getting inputs from office admin section/account section
Uploading the data in NIRF portal

Keeping a record

Uploading the data to college website

Keeping in touch with NIRF office

Coordination with IQAC coordinator

Responsibility of Heads of the Departments

(@)

o

Executing the decisions taken in the HOD meeting and Core committee meeting

Taking steps to maintain departmental Documents — Syllabus, Question paper pattern,
Question bank, Minutes, Notice, annual reports, student research projects, publications of
the staff, activity reports

Conducting departmental Meetings regularly for the preparation of annual plan of action,
review, innovations and smooth conduct of all activities

Maintaining a healthy and cordial relationship with all the members in the department and
involving everyone in the activities

Distribution of workload, Dept responsibilities

Departmental Budget allocation and planning

Organizing departmental activities — Curricular, Co-curricular and extension- Subject
Association, wall magazine, guest lectures, community oriented

programs like school visits, share lectures, lab in cab, seminars and workshops, academic
activity

Periodical Review of the activities

Introducing new programs/ Bringing innovations

Initiating learner participation innovative teaching methods

Motivation to staff to do Research and Publication

To develop a proper structured feedback system

Taking feedback
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Restructuring of syllabus

Preparation of annual report

Recording lectures, popular lecture series, certificate courses, student research projects
Extension activities

Intercollegiate competition-deputing students

Interdisciplinary guest lectures, programs

Observing important days
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RESPONSIBILITY OF DIFFERENT FUNCTIONAL COMMITTEE CHAIRMEN

o Executing the decisions taken in the Functional committee/Core committee/ IQAC
meetings

o Preparing annual plan of action with objectives and responsibilities

o Proper distribution of work among the members of the committee

o Conducting meetings regularly

o Maintaining a minute-book duly signed by all the members after every meeting

o Organizing/implementing activities of the respective committees

o Documentation of committee activities

o Arranging to send fortnightly reports in the specified formats

o Involving all the members of the committee in all the programs.

o Responsibility of Documentation committee

o Maintaining all data of the activities of the college in word file or PDF- minor and major
research projects, publication by the staff, seminars conducted, prizes won in sports,
cultural, literary activities (university, state and national level)

o Bringing out the fortnightly e bulletin

o Maintaining hard copy of fortnightly departmental and committee reports — Annual Report

of the college in bound book form

GOVERNING BODY

The Governing body plays the role of an engine to guide the all-encompassing development of
Saraighat College. Presidents guide the activities of the Governing body with concerted support
and participation of other members. Representatives of different stack-holders of the college are
incorporated in the governing body. In its operation the Governing Body of Saraighat College
functions and adhere to the guidelines of the department of higher education, Government of

Assam. The guidelines as published in the Assam gazette is attached herewith.
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OOVERNMENT DF ASSAM
ORDERS BY THE GOVERMOR
EDUCATION (HIGHER) DEPARTMENT, DISIFUR
HOTIFICATION
The 15th Novembser, 2010
Mo, BEZVHL 122000 Pe-TLH1A | - In exercise of Powers conferred under sub-section ol Section
17 of the Asssm College Emplovees (Provineiailantion) Act, 2005 (Assam Aet, Ro. XLV of T005),

the Governor of Assam is hergby pleased 1o make the Following Rules for carrying oul the purposes
ol tee saibd Act, ammely (-

Siord Ll i. {4} Those Rules may be called the "Assam College Employees
exsent and iProvinciakisation}) Hules 2010

A—— () They shall come fite force on the date of thedr pubticaricn in the Official
Crapene,

{3} They shall extend to the arems 16 widch the Act applies

Clefinitasas 2. I thess Bules unless the context siherwise muquires
{a) *Conatitution” means the "Canstitation of India™;
{b} “Govemor” means the “Governge of Aszam™;

&) "Act™ menns the “The Assam College Employees (Provincislisation), Act,
005 {Assum Act, XLV of 2005);

{d} “Board” means ilse "Sude Selection Hoord™,
(e} "Seleciion Commine:” rmenms the Selection Commities Constitated undes
theas Kulea,

(f} "Departments] Promption Committes” means o Deparimentnd Promotiog
Commitee consiituted under these rules.

{g) “Director” meana the Director of Higher Education. Assam™;

(B} “LIGC " means the "University CGiranes Cammission”, estahlished under the
LG Ack, 1956 (Central Act. Mo, 3 of 1956),

Climund Cubre. 5, Ench College shall be & separace entry fm'lhpmwnltlﬂrﬂuftmﬁh)m.
All Cadres nnd their class in the Assam Provincialised Colleges will be the
same aa kn Govermment Colleges,
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The Sarengeh of cach cadre in rewpoc of each al the post fior gach of the colleges
whall be as sanctioned by the Government from time 0 thme.

Hecruitment shall be made in the manoer prescribed hereinafter;

(11 mmu—mdwﬂn direct selection. For this the

ahall constine s Selection . which shufl sebect

-pimmmlh dﬂwmwm%ﬂnﬂm

TEspcse 1O & advertisement in newspapers. Clovermning

mmm s candidmie 1o the FHrecios, wiso shall e aeders
of appothtment.

(21 For ile post of wﬂjmﬁm:m shall be mmbe by direct
recrultman with prescribed guali thrcmigh osety acdvertisement in
ey dailios lean in two consective sseen. In respect of Cirmde 111
ansd Cirade [V posts ibe Uit of candidates shall be collected from the local
employment exchange’ Advertisement in newspaper.

(3 humuﬂudamnuhmwmmm
of Uipper Division Assistanis on the basis of Iy i i,

[l:nmmm:hmuftmﬂiﬂiﬁanmﬂlhm-hm
promuotion (rom Lower Division Assistants/Labocatory Assistants/Library
Aanistnntn on the basis of Senjority cum merit

{53 The Pom of Lower Division Assistant, Labormiony Assistant, Libeary Assistani
ahall be ﬁ'u-l%hrdhnmm s from Laborstory Bearers'Libwary
Bearery'Cirade [V having qualification as prescribed in the miio of 73:23.

[ﬁ]HmﬂLmH“hMmWMEﬁiﬂ

shiall dase Ciorverning Body a8 per Hules proscrited
and the Sixie frosm timse 0 Lime o the recommaendabons
Deparmenial Promotion Commites,
ml--uu-ummmund;unm&--mﬁmmn—
and recommend 1o the Direotor, who shall issue orders of sppointmenl.

Befisre the end of every year the Governing Body shall make an assesamant of
the likely number of vacancies to be filled up by promotion/direct recruitment
in the pext year in each codre and determine which of these vecancies would go
o oMEgnTies |

m) Al intmont elther Mthmﬂhm
hyﬁunlm e i

af recominendations of the Governing Body
basced on of the Selection CommitiosTepartmentnd
Promssion Commines duly comstiated;

h) The Director shall communicate his orders within thirty days,

L::-'Ihﬁmﬂunﬂm hunﬂmnﬁnhﬁh:mmm o
mny be considered o peoa for whibeh LMGC BTN,
ne candiduie Mlm withewst having the requined nonms;

{d1 All fersh appointments shal| be made on recoipt of police verification repan.

The minkmsrsn ssd maxlnum nge, academic ficatin, physical fitrss oo
for direct recruitment shall be the same as in Government Colleges in the
cosrreaponding Geades.

wonsidersd fin. The number of persofs 1o be conakdered for
shall be four Amber
o by proemothen in that cadre. This shall be in order of senbority in

() The number of vacancies with reservafions;
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I

1o,

m}lhﬂmmwdmmmhmmhﬂ
i the differen cadres shall be furnished) indicatiing the
mmmmmarmh—hhﬂm

(&) Character Roll and other records of the: persana listed:
(d Amy aahes document and (nfonmation as may be reguined by ihe Selection

W The Body shall reguest the Promotion Cmmisidies
0] ihe list of employess found suitable for im oereber
nfp-hmmﬂhu-muhn ul'nmuhn ta» ench of the ceilbre

which appolntmen is o bo mada
mlmmﬂﬂhuﬂmnulﬂuﬂuﬂwmmmmnu

(v} The Promotion Commities after examination of the doowments
and furnizhed by the Covermning shall recommend & seled
Huﬂuﬂhﬁnwﬂm i order of preference’
il foumd sultable fog 1

(v} The Select lin shall remain valked for 12 monihs:
(vi} The promotion shall be in sccording with the list prepared by the
Theapartaental Comaites;

Promation
(A Commites for selection of candidnies for o direct recruitmeni

of lechnmers and librarians shall consins of ihe following =

(1) President of the CGoverning Body « Chalrmen

i) Hesd of Department { Conoermed j = Mfeinber

i} T nominess of the YViee-Chancellor = Mesnbers
ﬂhﬂlWlﬂdM_

{iv) Seeretary of the Governing Baody « Mlember Secretury,

:ﬂ'tmutdlnum Bt connected with the 0 b pominated by

T third majusrity will gonstinge e guonem with mandatory prescnoe of
Uimiwervity cupert norminge;
(B} Comanitioe o hﬂmﬁn—lﬁﬂ-hmd:ﬂmﬂm

{1} Presidem of the Governing Body - U R
fii} Secretwry of the Uoveming Bady = Member Secretary
i) T hewds of 1o he pominated - Member

by thse Pressent, Body:

;nwmmhmmhnmﬂm

mﬂmﬂhmm - Chnirmas
fii} Principal of e Callege - Miinbes Secrelary
{110} Chnve meenaoe most Hesd of the Department - Mlembes

of the College.

Mo persan shall be aligible for sppointment :-
(n} L'nless be la a citizen of India, and ;
mlmummmmumm ifin i satisfied
se special grounds for doing s exempl any person rom the
upn'uhnﬂd"lhl.lm.
Mo person who stiemps o enlist Tthumm#rud;w
“]hdluﬂ by any recommendation either writhen or oml o by oiher means
wmud
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FProbsiien & 13,
Canfiamaysen,

Whiacigline & 15
A prgvi |

Senle ol Pay 16

Grudanos Lt 1H,

[ T 4|

1n all coses of i ] diregt recruliment as well is by promation thers
shall be reservat foe el 1o the mombers of the S0, 5T an
per provision of the 2C, 8T (Reservation 8 In Services and Posts)
Act, 1978 and Fule framed thereunder, There shall also be reservations for

conalidabes belonging to O as Guovernment instractions. Oeneral onder in
rupnmnfmhnhw other categories of candidanes like ically
a5 may be in force shall also be followed. Since an individisal

a entity for tha of cadres, reservaibons would be
mlﬂlklh‘hﬁﬂhﬂ-mﬂi- ividual cadre fmwl:ld'll.
tﬂﬂﬂ&fﬂﬂﬂﬂ”kmﬂlﬂlﬂdh h-; nu
reservation would be applicable o it The responsible

i cnsaere thak TeseTyilicne mnﬂ#npﬂﬂnﬂ

Suhjﬂmiﬂhhﬂww in the respective cadre o paraos
nppoiated on direct tmetil shall be secording o umml.z.m
pmhl-lh‘hrl againm the permanent vocangy for & perlod of 2 years before

-Ipdmd.mﬂm:lmitumill-ﬂhrﬂulﬂdlﬂmlmh
sy deparnmenial examinations s Chovernimesm mmay prescribe

Al employees of the Assam Provicialised Colleges ahall be governed under the
yvinigus of ~Assam Services (Discipline & Appoal) Rules 1964, Assam Civil
jces Conduet Rules 1565" and guidelines mado thereunder,

Al intment shall be made i the tme scabe of poy as my b proscobed by
the & Trarm time 1o tme,
{m} Inier-se-senboriny hhﬁﬁiﬁhnﬂﬁfhmulhm
mmmuﬁm ittt sebecy list propaved the
Sﬂmmﬂmmhﬂnwldld ns in the post withen 15 {fiften)
days from the date of receipt ol the order or within the exiended
period v exoeeding three montha;

Provided that i1 & candidare is prevented frmoom poinaing within this period
by circumsiances of public nature or for reasons beyomnd his gonirel. the
appokiting authoriny may exiend 5t liI'l|l'h.l'l.hlr|:|II'|'|I|=l|I-ﬂ-l'I!‘-ﬂl:."lvll'!llll=
:;mwnﬂdﬂ:mﬂmwmﬂlhmmm of

(b) IF twa porsons are mp on the recommendation of the selection
comumitioe in different MMMMWMWWM
the enarlier batch shall be senior 18 the person who was recommendes] in the
Later baich;

{oHf two or more persods are brackeied in the merit lisi by the sslection

ummitiee, fhe inler-se-aeniority of these persons shall be determined
mocording to the dste of birth,

:E:Amwmmmwlmmuﬂqmlﬁwﬂm
be sendos o o porson appointed by direet recraitment of the yoar.

mcﬂmmupumu-rﬁumilﬂmyﬂMWm imcdlcating the
relative seniorty and date of birth, date of sppeinment gte. of each employee.
There =hulf mon e tranafer of ensployess frosn one callege 1w anothar, excapt
h.mﬁlmﬂrm“.ﬂdmllﬂm-hﬂllﬂmlm
by the Chovernmant on a proposal from te Qeverniag Body and some toochars
have becomme dsurplus, Ol lnmh-mhﬂimnuﬂwmlmth
these teachern amd acdjust elsewhere. In such & situation of sendority of the
tranaferved toacher woull be fixed in the new college on ik bewls oF thelr doae
of jedimimg n the original oollege.

The College sithorities shall maintakn such Reglsiers and records bn suitable
mmuwhﬂadmwlhﬂmmlﬂmﬂmmmﬂhlﬂﬂm

culars of the employess he Callegs
n&lﬂn hunhuﬂ:-r-rﬁntm thee lewve accournts s
-ll-m-nh:r-ﬂ

mmﬂmﬂ anything containe! in these Bules, the existing Pubes and
1 Siate Oovermmaent employess on posdon, GPE, Loave,
TA e1c. wilth applicable in case of Provincialised College Employees,
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L amrg 2.

o CH 6

Hnslinl prssr 27,
Apyessimiing

(i} The exzming employess ahall be governed by the existing porsion Rudes of
the Croverrmme
Provided that the employos whe joinad on or afier |81 day of Febraary,

Jm:hnmhmhhu Penzsion Rulbes of the Covenmment.

Th)’lhﬂhﬂ'ﬂmi ubes or Scheme ns ihe case may be
framed by the thnrmw;mmur
e Coveriment,

m:mmmuuhnmammm-d- ui:luﬁ:-.n-l'
alrescdy retired or due to resire withis ths e
mﬁﬂ" mbmucﬂm”umm:hh

by Jh Seprember eviery vear,

{iv) The C mmmmmum-ummm
shnll Mmh&mﬂhuhn on the basis ol
these mubes ard the " Asssm Sorvice (Pension) Rules, 1 as spplicable;

i) The i hatrived for pension scheme under the provisbon of
Clause § of the Act will their C.PF, contribution, cpen GiPE
aooouett with the Accoumant General Sech wall

compulsagily
subscriby to the Fund ai the prescribed mindmum reie of 6. 25% of babe pay
PEr INERECID;
{vi) The Poosion shall be suthonized from the dete of coming imo foere of the
Act Le. It doy of December, JEF;

The of the College shall be puthority o wmaction all leaves
%m employecs.

e wdl f1m
Lien, deputarion amd snsdy heave o tae of The Adsam Provinciakised
Caligges ahall be gransed by the Guvernment fior which shall be rowted

Thﬂu'l-'mllglndj ghall isswe Mo Objection Cenificave to the oollege
employers for applying for admission to courss of higher stucies snd flor other

Mﬁ:’rmmrﬂﬂﬂqwﬁnmnﬂwﬂm

ﬁh—i:ﬂ&fﬂhpﬁlhﬂtm"umlmlﬂ: :

urnuw ing Principal In case of she Principol she Presiders

I ihe 'ﬂhmmm-ﬂhm:ﬁ

' Higher Education, Assam shall be ihe Resviewing and Accepung Aumbaority.

mmmdhmmmmwnm af ihe
Auvthority s per gl norms.

H. ML CATHAE,
Adabitional Chicl Secretany W the Crovenument of Assam,
Education [Higher) Department, Dispur, Guwakati-&

mﬂmﬂ-ﬁdﬂmﬂﬁﬂmﬂ!}mﬁﬂ#n—mil
{Fnlarrsin | Mo, T 700 00 73-11- 2010
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