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institutional bodies is cffective and efficient as visible from policies, administrative set up,
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Introduction —

The College is promoted by Shri Puranchandra Gupta Smarak Trust. Chairman of the Trust and
College management committee, has delegated executive and decision-making powers tothe Vice
Chairperson of JEF who in consultation with CEO-JEF/ Secretary, College Managing Committee
and Principal of the college takes decisions regarding all important matters pertaining to the
Appointment of teachers and admin staff, Service rules, Procedures and Deployment of
development plans related to academics, administration, and infrastructure etc. The Principal
ensures healthy interaction between the management and IQAC, which enables more holistic
decision making and fosters positive and happy teaching and learning environment. Besides
academic support cell, administrative department, Proctorial board, Cultural and Sports cell,
Executive cells under the guidance of Principal for general management and administration of the

college they suggest innovative ideas for better administration and development of college.
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College Organigram
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Reg. Office: Shri Puranchandra Gupta Smarak Trust
Jagran Building 2, Sarvodaya Nagar, Kanpur-208003 Phe 05123941399 An initiative of Dainik Jagran
4




JAGRAN COLLEGE OF ARTS, SCIENCE & COMMERCE

(Self-Financing Co-Ed English Medium Post Graduate College Affiliated to CSIM University, Kanpur)
620-W, Block, Saket Nagar, Kanpur — 208014
Tel.No.3243435 Fax: 0512-2604965 E-mail:jagrancollegeasc@gmail.com Web:

jagrancollege.ac.in

JAGRAN COLLEGE OF ARTS, SCIENCE & COMMERCE

(el Fimancing (o 84 § aghith Viedinm Post Graduste ( oliege AfMilaied o { SIM | miversity, heapar)
S10-W, Riech, Saket Nagar, Kasper 1oty i 8
T el Na 24340 Fax: 0511 260495 § -mail: jagraacofiegenscagmeilcom Web: jagroncotiege.sc in

EMPLOYMENT/APPOINT MENT POLICY

Sclection and Approval of Teachers

e  Vacant posts are advertised through their publication in leading newspaper

e An application is given to university for appomtment of selection panel.

e The sclection committec. including VC nomince, subject expens and members of the college
management committee (as appointed by affiliating university) conducts the sclection process

e Sclection Commitice report is preparcd which is confirmed and recommended by the college
management commitice.

e After the selection of the candidate. report is sent 1o university and management for approval along

‘ with follow ing documents — Letter from the university regarding sclection pancl . Newspaper cutling

of the published Advertiscment, Application of selected candidates along with selection commitice

recommendation as per the university prescribed format and all the documents of thewr Educational

Qualifications. Contract between the candidate and the college management, Attendance sheet of all

the candidates present during the selection process, minutes of the mecting of the management

commitice regarding recommendation of the selected candidaics.
e Final approval is done afier the verification of all documents and endorsement by the affiliaung

university.
e All appros

of approved teachers of the university
e  Afier the approval from the university and management the candidate is asked to sign the contract

with the management regarding salary, service rules, responsibilitics etc.

ed faculty are allotied teacher code by CSIM university and their name appears in the list

Setection and Approval of Non-Teaching Stafl

Vacant posis arc advertised through their publication in lcading newspaper

Selection pancl comprising CFO. Principal and Senior staff members review the applications

All eligible candidates are called for personal interview

All documents regarding Educational Qualifications, Training Diploma/Centificate, mimimum two
references are verified before sending the sclection recommendation o the management.

For hiring on any Technical/Specific skill-based profile written/practical test may be conducted

proficiency of the candidaice.
idates is sent 10 the management in a sealed envelope for the final

asscss the
wames of finally sclected cand

approval
e After the approval from the management the candidate is asked to sign the contract with the

management reparding salury. service rules, responsibilities elc.
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Service Rules for Teachers and Staff
Ihe muntute sdbveres 1o the rules and re

pulations set by CSIM University. Kanpur, Universiy Grants f
Lommussron (LG4 ) and U P Gy emment as apphicable on self-financing colleges. | he rules and terms o
the contrmct signed by the candidate and management at the time of appoint
and hmdmg on hthy the narcs

1 are the guiding principles
Probation Period

. The
The emplovee will be on probation for a period of one year from the date of hidht:’ mqum
appointing authonty shall have the power 1o extend the period of probation of any "“:m g s
for such period as may find necessany. On satisfactory Cﬂl‘ﬂp‘l.ﬂlm of the probat P'-.d"“d- i oo
tcachmg stafl will be confirmed subject to the approval from CSJM University, Wampar -
stafl shall be confirmed subject 10 the satisfactory performance during probation period

Costract/Bond with Previous Employers

i i 1Si f any contract
It will be the personal responsibility of the employee 1o discharge all obligations ansing out of any
or bond with previous employers.

Promotioas

nomm prov ‘AS ' in self-finance Colleges.
O there ision of CAS promotions of teachers in sef
- wnmmaul — !fu:; lunc:::enmcmsoldundnluy is ﬁued.spﬂtltmlcsusd::\:::::cml
y ’ a non-
w‘“‘ PBAS is provided 10 all the staflf members. The management may prmn::e i ‘
= plo at a higher post based on ther performance, career advancen fforts, Expenence
wcaching employee

dedication and loyahy.
Sealority:

{ Commencement of his / her

™ loyee shall be determined by the d-u:c.» :

Ihe sty of an emp :.u:‘rmmpﬂmsulecndﬁwnwmmmlnhm;m wa )

mﬁm i ::Iq:mumg authority shall fix the senionty among them, having regand to the onder
of post, ; -

whsch they have been placed by the sclection commi

Retirement:
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The )
h age of retirement of all teaching staff shall be 62 years and in the case of other StafT it shall be 60
vears however extension of one or

year or more may be ted to the employee with the consent of the
Management. V- .
Termination of Service

:‘M management shall have the power to lcrminate the service of any member of regular stafT by giving
'™ her, three months” notice if the member’s retention in service is considered undesirable on medical
Erounds certified by a medial authority nominated by the Goveming Body and on grounds of misconduct,

fisappropnation. dereliction of duty, inefficiency or any kind of moral turpitude or behavior which is
unbecoming of the post.

On lt.mnin‘.uinn of this contract. the employee will immediately give up to the college all correspondence.
specifications. books, documents, effect and records, etc. belonging to the college or relating to its and shall
not make or retain any copies of these items.

Resignation:

A member of the regular staff may resign from his / her post and terminate his / her engagement with the
Institute by giving to the appointing authority “3 months’ notice™ or 2 months’ pay in lieu thereof. The
vacation enjoyed by such employee during the notice period will not be counted as part of the notice
period however. the appointing authority. may, for sufficient reasons, accept the notice for a lesser period
also. In case of teachers the management reserves the right to refuse/withhold the resignation till the
compiction of the session.

Leave Rules
A permanent employee is entitled 1o avail leave under following criteria:

Career Advascement and Duty leave: The college provides career advancement leave to attend Rescarch
Coursework Ph.D., FDP, Workshops, Seminars and Confi -dihtyluvemmprmmcmlcgeu
I niversity, Regional, State. National or intemmational level not exceeding 10 in one academic session

C ssusl Leave 14 Casual Leave in one year.

Medical Leave: In case of serious illness certified by the medical practitioner not exceeding one year in
total service period

Maternity Leave: Female employees are entitled for two months (60 days) matemity leave with pay

Privilege Leave: Provided as per requirement at the discretion of the management after completion of three
years of service ol exceeding 10 in one year
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CODE OF CONDUCT

1 Unless it s explicitly stated, the staff employed in the College shall be st the disposal of the C ollege
during all the working hours and she/he shall serve it in such capacity and at such places as e
max from time 1o time be directed

1

Evers member of the staff of the College shall conform to the rules and regulstions in force in the
institution and obey all orders and directions which are given from time 10 time 1o her/him by the
Principal/Management

3. Each member of the staff is expected to know the Vision, Mission, Values and Quality Policy of
the institution and work constantly for their realization. They are also expected to be in the know of
all the gusdelines of CSIMU, UGC and the State Government.

4. Teaching stafV members are expected to constructively engage themselves in teaching classes,
conducting rescarch, advising students, managing administrative tasks, maintaining campus
facilitics, and participating in faculty mectings and committees. Each employee’s responsibilities
contribute to the overall functioning and success of the college.

5 All the members of the staff shall be neatly dressed, observing the dress code(formals) of the
College.

6. 1hey shall not absent themselves from their duties except when very necessary and with prior
penmission.

7 tvery member shall perform all the additional duties assigned by the authority for the welfare of
the students either before or afier regular working hours or on holidays.

& o member of the stafT shall be, for any reason, found guilty of giving or taking bribe or gifis or
any illegal gratification from the students or their parents or guardians or from other emplovees or
from any other agencies in lieu of getting extra consideration.

9 [he members of the staff shall have only a decent, mature professional relationship among
themselves and with the students keeping an emotional distance and i no way nvolve in any

harassment in word or deed
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10 Works of honorary nature like doing rescarch, writing books or undertaking work of an academic
nature including guiding Phi) studemts are encouraged, provided they are done without prejudice to
the work in the College with proper permission from the authority

'L No member of the staff shall disobey the orders of the management or superiors; neither shall
she/he can refuse (o accept any communication from the management.

12 Members of the stafT shall respect the rights and dignity of all the students/colleague and deal with
them impartially regardless of their religion, caste, socio-economic status. physical abilities and
gender. They shall respect and show keen interest to listen 1o the opinions and views expressed by

the students for their benefit and benelit of the institution.
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Appointment Agreement
(Permanent Employmeat)

This has referenae to sour application and subscquent inferviews you have with Jagran College We are
pleased 1o appont yvou as an Assistant professor in Department in Jagran
College of Ans. Saence & Commerce. Your employment will be governed by the following terms and

conditrons
1. Monthly Gross Salary
Y ou will be pard a monthly gross salary of Rs.

2. Dare of Appointment

¥ our date of appointment as per college records is

3. Probation Period

Lompletion of the probation peniod, your services wi

| nversaty . Kanpur

4. Responsibilities

in vicw of yvour college, you musl effectively

oaly per month

Y su will be on probation for 3 peniod of one year from the date of your appoimtment.  On sausfactory

it be confirmed subject 1o the approval from CSIM

perform to ensure results.  Your performnance would be

revieaed as per the college’s Performance Management System.

& Notice Period

W hube on probaton, this
musth satary is lieu of motice period

€y Lonifiommate

appointment may be terminated by either side by giving one mosth aotice, or ose

i you should not resign/discontinue your services from the post of Assistant Professor of

Jagran € otegs of Ans Science & Commerce ull the end of the contract period (three yemrs) This

apgrssnced ey b
ol psie piTiesd

Lo

& omrect/ Bond with Previvws Emploayers.
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Performance appraisal system forms an mporant mechanism for quality enhancement. Students

are the major stakeholders therefore feedback is taken regularly from all the classes covering all
crucial aspects. The cmployees who have contributed significantly with utmost responsibility
deserve a reward that helps them stay motivated in future. The objective is not only to objectively

evaluaie the performance as per established norms, but also to identify potential aspects for
improvement that can eventually lead

to further progress and growth of the employee and
mstitution.

Encouraging a healthy work-life balance, promoting mindful practices and offering resources for
mental health support arc onc the major priorities of the management so that teachers and staff do
not feel burdened and able 10 accomplish challenging targets with preat ease and contentment.
Despite of appraisal system, all the teaching, admin and support stalf members have been granted
minimum 10% increment since the swart of the institution, as per their dedication and work place
cthics.,

S "HANI

in this direction. the institute has structured an objective assessment mechanism with scope for

improvement. The three-tier assessment involves:

e Self-appraisal by the faculty
s Pcer evaluation by the principal and management
e Student’s feedback

For the appraisal of the swll, an appraisal form is developed by the IQAC coordinator in
consultation with 1iead of the Institution. Each stall member is assessed on rating scale from 1 -
15 on the basis of teaching content quality and delivery, regularity and punctuality in class,
completion of assigned  task, remedial/extra classes, admission, counscling and mentoring,
maintsining college discipline, examination and evaluation, initiastive in organizing extra-
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curmicular. initiative in introducing i ion in acad 1. contributing and supporting
actively i.c. initiative in organizing a seminar/F DP/workshop. icipation in b activity
lﬂdmlngcoikninm“;,“_, 1 i / fi ricshop awards and

FECOENAION ie. examincr-ship/paper setier/ chairing a session/jury member. All the required
information is collected from teachers 10 support their performance appraisal matrix.

The principal along with IQAC reviews student's focdback. appraisal forms. puts in the score
under cach of the sbove criteria. and measure the cfficiency of cach faculty. The appraisal forms
arc then scaled and final repon is prepared for management consideration for increment.
AFPRAISAL MECHANISM FOR NON-TEACHING STAFF:

The perfor of administrative stafl is also evaluated through the PBAS using Confidential
Repons. Nm*ﬂchingsaﬁs'perfommismlu-odbsdonvaimcﬁuﬁlmhn:

e Regularity and punctuality

e Completion of assigned task on time

e (Comprehension and file management

e Technical proficiency

e Proactive and vigilant attitude

e Work efficiency and commitment

e Initiative towards lcaming newer trends
e Leadership and icam work

e Discipline and regularity

Reg i w-h-—#-tlh—ls-‘l_ -
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