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; ath Tagore and workmanship of Dr Bidhan Chandra Roy to develop modern men and women with
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N Dr B € Rov College of Pharmacy 4 Allied Health Sciences, Durgapur is determined to
build brick by back, un Institute of truly global standard to tram and provide excetlent gquality “human
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\ision of the institute [Dr. B C. Rov College of Pharmacy and Allied Health Sciences, Durgapur|:
o tramsform the Instiution mito a J'l"“i\l centre of learming through synergie application of creativity

sy ation and d _;E-lm._

Mission of the institute [Dr. B, C. Roy College of Pharmacy and Allied Health Sciences, Durgapur]|:

& Create wdeal ambience for fearnmg and growth

< Help students inhenit value systems, be creative and Apile Thinkers

& stablish discipline: value added education and traming & placement as three core vitlues
< Building capabilities among students to lead from the frontas also be a Team Player.

@ Develop a symbiotic relationship between the Institution, Society and the Community, for mutual
hetterment

@ I xpand the vistas of higher learning in Technology and management fields, mcluding post graduate
stightes and rescarch

< I ncourage Global vision and integration with international best practices for local, Regional and

National Development

Quality Policy of the institute [Dr. B. C. Roy College of Pharmacy and Allied Health Sciences,
Durgapur]:

W are commutted 1o impart quality “Education and Training” that satisfy the requirements of our students
i the field of “Pharmaceutical Science and Technology” and our aim is to be an Institute of Excellence in

global terms i the ficld of quality technical education through continual improvement.

2 The coliege tacihitates 11 Faculty and Support Staff to update their knowledge and skill to match the

dynarmics of industial and technological development.

onferred by Dr. B. C. Roy Engineering College. Durgapur (Socicty), the Board
Roy College of Pharmacy and Allied Health Sciences, Durgapur, makes the
s in the Service Rules in harmony with the Vision, Mission and Quality Policy

In exercise of the powens ¢
of Governors of Dr B. C
following modification
of the college.
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CHAPTER 1: PREAMBLE

1.1  Short Title and Commencement :

1.1.1 These service Rules shall be called the “DR. B. C. ROY COLLEGE OF PHARMACY AND

ALLIED HEALTH SCIENCES, DURGAPUR, EMPLOYEES’ SERVICE RULE”, and shall be

applicable to all the employees of the DR. B. C. ROY COLLEGE OF PHARMACY AND ALLIED

HEALTH SCIENCES, DURGAPUR, DR. MEGHNAD SAHA SARANIL BIDHANNAGAR,

DURGAPUR - 713206 and which shall come into force with effect from [ERUEYE 2019

1.1.2 This is the First Official version of the revised Service Rules. The Service Rules may be changed in

future based on the various enabling Acts, Government Rules and regulations, Stakeholders™ input and

other parameters which will evolve over the time frame.

1.2 APPLICABILITY

1 2.1 These Service Rules will be applicable to all full-time employees (regul

employees who are appointed on consolidated pay basis)

122 These service rules will supersede all other Service Rule(s) created for DR. B. C. ROY

COLLEGE OF PHARMACY AND ALLIED HEALTH SCIENCES, DURGAPUR earlier.

1.3. Definitions:

In these Service Rules, unless there is anything repugnant to the context, the following terms shall me
and denote:

1.3.1 “College” means Dr. B.C. Roy College of Pharmacy and Allied Health Sciences, Durgapur, having
its Corporate office at Jemua Road, Fuljhore, Durgapur — 713206.

13.2 “Society” means the Dr. B. C. Roy Engineering College Society, est
Societies Registration Act, XX VI of 1961, (Registration
No. $/93521 of 1998-99)

1.3.3 “Board” means the Board of Governors of Dr. B.
Sciences formed as per guidelines of AICTE, Department of Higher Education,
West Bengal.

13.4 *“Chairman” means the Chairman of the Board of Governors of Dr.
Pharmacy and Allied Health Sciences.

13.5 “Secretary” means the Member-Secretary 0
Pharmacy and Allied Health Sciences.

136 “Director/Principal” means the Head of the colle
Allied Health Sciences.

1.3.7 “Registrar” means the Registrar of Dr. B. C. Roy College of Ph

13.8 “Rules” and “Regulations” mean the rules and regulations of Dr.
and Allied Health Sciences, Durgapur.

1.3.9 “Employee” means any person appointe

all categories of staff.
1.3.10 “Teaching staff”” means Professor, Associate Professor and Assistant Professor of the college.

1.3.11 “Technical & Administrative stafl” means all categories of technical & supporting staff including

administrative other than the teachers
1.3.12 “DIC” means Divisional In-Charge of any academic division.

1.3.13 “SH” means Sectional Head of any non-academic function.
1.3.14 “Competent Authority” in relation to exercise of any such powers under these Rules means the

Society/BOG/Director/Principal or any authority to whom such powers are delegated by the
Society/ BOG /Director/Principal.

1.3.15 “Appointing Authority” shall mean the General Secretary of the Society.
3.16 “Academic Year” means a period of twelve months as notified by the affiliating University in each

calendar year.
1.3.17 “Gross Pay”
admissible allow
1.4. General:
1.4.1 The Service R
1.4.2 The authority

ar employees as well as such

an

ablished under West Bengal

C. Roy College of Pharmacy and Allied Health
Government of

B. C. Roy College of

f the Board of Governors of Dr. B. C. Roy College of
ge of Dr. B. C. Roy College of Pharmacy and

armacy and Allied Health Sciences.
B. C. Roy College of Pharmacy

d by or deputed to the college as an employee and includes

gge, which includes all
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(=) T . . b {
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Annexure - 1

1.4.3 The terms contained in the Rules
doubt, reference should be made to the
binding.

are for guidance and may not cover all eventualities. In case of
General Secretary of the Society and his decision shall be final and

L4.4 All rules, regulations, terms and conditions of service mentioned herein and contained in the
following chapters are subject to revision from time to time.
NOTE: Any expression in these rules denoting masc

uline gender includes feminine gender also and a
singular noun includes plur

al noun and vice versa if the context so requires.

b |
Principa o
Dr. B. C. Ray Caliege of Pharmacy 8 AH.0.

713208, Burdwan
Bidhannagar, Durgapur-/ 13208, Bu
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o CHAPTER 2: APPOINTMENTS

12:,1 I\.o’q‘ce _mnting Applications:

ns\i\‘slpn;;:;;nfnél;er iﬂri)\?eess_tof r.fi'cmlt.ment. the college shqll normally advertise the post in leading

o et bl Ail(‘?fsl‘{\‘\i)]gie\ er necessary. Thg requisite qualifications and experience for faculty

R lL At / norms anq gllldellngs. as {llﬂt‘ﬂdt‘d from time to time. The Competent

o sole discretion may also authorize screening of applications, holding of selection tests and

interview for appointment as may be considered fit and proper for different C'IIL’L’Or\'k f . B

2.2 Procedure for Selection: T

;\il l?];zpstlrr:;zf;:t;ftorjxtlz;npr:z;;;n It.he ?ollege shall be made- by the cheml Secretary of the Society generally

e ,;\]‘_CTE‘ dees ations maEie by the Selecpon (_fommltlee constituted for the purpose as per
7 . . Maulana Abul Kalam Azad University of Technology. West Bengal (MAKAUT

WB) qnd Go.\'ernmem of West Bengal in case of teaching staffs. In case of non-teaching staffs <c[ectio‘

committee will be constituted as per norms of college:Statg Govt. il ;

In case of any difference of opinion amongst the members of Selection Committee on any issue, it shall be

referred to the General Secretary of the Society whose decision shall be binding on all conccrncd‘

2.3 Appointment: 3 '

2.3.1 Appomtmem of Teaching and Non-teaching staff on full-time basis including Director/Principal will

be mgde in accordance with the recommendation of the selection committee and appointment letters to the

tegchmg an.d non-teaching staff will be issued by the General Secretary of the college. Appointment of

Director/Principal will be informed to BOG in due course of time.

2.3.2 All appointments letter will contain scale of the post, basic pay on the date of joining, admissible

allowances, probation period and all relevant information in this regard. i

2.3.3 Some permanent posts may be filled up by promotion from the existing permanent employees
following the guidelines of CAS of AICTE in case of Academic Staff and college/state Govt. norms
and the procedure of such selection will be formulated by the Principal/Director in consultation with
the General Secretary of the Society.

2.3.4 Submission of documents:
An appointee shall submit the self-attested photocopies of following documents to the Registrar’s office
(after verification with originals) before his joining in the Institute:

i Certificates and Mark sheets in support of educational and professional qualification(s)

and experience.

ii. Certificate/Document in support of Date of Birth.

iii. Copy of Aadhaar Card

iv. Copy of Voter ID Card/ Passport/ Driving License as address proof.

v. Copy of PAN Card (both sides).

vi. Medical Fit Certificate.

vii. Release order from his/her previous employer, if employed elsewhere.

viii. Two copies of passport size colour photographs

ix. Copy of Pharmacist’s Registration Certificate (both 1* Time Regn & Current and valid

one)
2.4 Medical fitness:
No person shall be appointed to a post in the college without a medical fitness certificate in the prescribed
format obtained from a registered medical practitioner as may be acceptable to the appointing authority,
certifying that the incumbent does not suffer from any communicable or other disease, constitutional
affection or bodily infirmity which may hinder him/her from efficient discharge of duties.
2.5 Age: e
The age of a person at the time of his joining ,ghﬁﬁé”' ice of the college shall not beNess than 18 years
é‘lt? nt, his date of birth according fo thy Christian era and

| :

Every employee must declare on his first appoft. i
¢ leaving certificate or birth \cG V}\W by

produce confirmatory evidence like sch

: R, . P o
Municipality/Corporation in original for verifi {_, by the college!
7 6 Residential Address and Telephone No.: RS Princip
% B Dr. B. C. Roy College of Pharmacy & AH.S.
N Bidhannagar, Durgapur-713205, Burdwan
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\n emploves shall l,‘=\"“|‘l|\ communicate to the college any change ot restdential address and or contact

number mobtle number and of el 1D
1 Commencement ol period of Nerviee:

* 1 Vot caleulation of the period of service ot a feaching non-feag
o his joining the post of his st appomtment as a

3
Jung stalt of the college many postior

any - purpose will be \'.ll\‘lll.lh‘\l from the date ¢
probationet

A Ave of Superannuation
8 1 AL employees would superannuate as pet college norms whie
on superannuation will be m terms of the college rules i this regard which w

s
) ~
- h 1s 00 years and the retirement benelits
ould be n force from tme to

ume

282 However, amy member of teaching and nen-teac
recommendation of Director Principal, subject to mental
cervices are essentially required for the benefit ot the college. up to the age of 05 years

> 83 Resemployment beyond sinty five years shall. however, be done selectively, fora limited period of 3
Iy on the basis of merit and

hing stafl may be re-employed by the Society upon
and physical fitness of the incumbent, 1t his‘her

vears e the first instance and then for another further period of 2 years pure
without affecting selection or promotion prospects of eligible teachers

2.9 Probation

201 Unless otherwise speeitied, all appointments against re
penad of one year, or as stipulated by subsequent AICTE notification.
292 The period of probation may be oxtended in individual cases as considered necessary by the
Appointing Authority. Fach extension of probationary period, where considered desirable, shall be for a
period up to one year and not more than two extensions shall be allowed: thereafter, probationary services
of the employee would stand dispensed with.

v exceptional  cases, the Appointing  Authority i.e.
1l may waive the probationary period of an incumbent.

gular posts will normally be on probation for a

203 However, it General Secretary on the

recommendation of the Director Principd
2.10 Confirmation:

2.10.1 On satisfactory completion ©
member and Technical Assistants will h

performance during the probationary period.
2102 A faculty member will be eligible for assessment by the Appraisal Committee on completion of

f probation, an employee shall be considered for confirmation. Faculty
ave to appear before the Appraisal Committee for review of his

teaching for one year.
2 10.3 Procedure for confirmation:
aff member on completion of his probation must submit the Selt-Appraisal Report (SAR)

A faculty'st
to the concerned Divisional In-C harge, who will forward the same (0 the

available with the Registrar,
Appraisal Commuttee with his recommendation.

2.10.4 Appraisal Committee for teaching stalf shall comprise the following members:
(1) Director of the Institute — Chairman

(ii) Principal of the Institute - Member (Shall chair in absence of the Director)

(iii) Member of Society or his representative - Member

(iv) Divisional In-Charge of the concerned academic division of the Institute - Member
(v) One subject expert from renowned academic Institute - Member

(v1) Senior Professor/ Associate Professor of the Institute - Member

(vil) Registrar - Convener

2.10.5 A faculty member being unsuccess
appear before the Appraisal Committee after one year. In case of a failure in the second appearance before
the committee, services of the
2.10.6 An employee will not be
specifying the date of confirmation has bee
2.11 Termination of / Resignation from
2.11.1 The college reserves the right to
notice in writing, without assigning an
lieu thereol.

ful in the assessment process for the first time will have to re-

faculty member will be terminated.
aving been confirmed unul a letter of confirmation,
r the purpose.

rcgurdcd as_hay
: sﬁﬁdﬂd;hfﬁ\\,?y the uppuimmg authority
e: RN

inate thé serviges of any employee gg Bl
on @by pzjyinz the Notice-Pay for th 41,1' e e

/ / principal e
Dr. B. C. Roy College ©f \ihanm:xi,y LAH. q
Bidhannagar, purgapur-T1 1206, Burawal
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2112 The college shall have the right to dismiss an employee summarily without any compensation
\\'.lmtsm‘\'cr, should the employee be found guilty of breach of trust, insobricty, addiction to drugs.
dishonesty, and plural marriage, loss of mental balance, found guilty of sexual abuse, neglect of duty or
conduct considered detrimental to the interests of the college. ; : '
2.11.3 An employee also reserves the right to resign from the services of the college by giving the
collpgc one ‘m(mlh’s notice, exclusive of the period of vacation availed of during the mmcc‘;wriod. Such
notice ‘_” resignation should be given in writing or by paying equivalent salary incﬂulinu allowances, in lieu
thereof. Faculty members and members of technical staff are normally not allowed to leave the services in
the college during the continuance of a semester. Legal steps may be taken in case an employee leaves
without notice. i ;

2.11.4 The resignation letter submitted by an employee, when a disciplinary case has been initiated
against him, will not be accepted. ;

2:1 1.5 The appointing authority will have the power to terminate the services of an employee by giving
him one months’ notice if, on medical grounds certified by a medical authority, his retention in service is
onsidered undesirablc by the appointing authority.

11,6 The appointing authority may waive the notice period in deserving cascs.

111.7 Notice period is essential to arrange a suitable alternative of the employee to ensure the smooth
inctioning of the college particularly imparting education to the students.

) 11.8 At the end of the Notice period, the resignation of the employee will be accepted and the employce
will be released from the service subject to the following conditions:

211.8.1 At the time of release, the employee needs to obtain the necessary clearances from library,
accounts, stores and allied departments before receiving the release order.

2.11.8.2 An employee needs to deposit the Identity Card, Library Card, Mediclaim Card, and Service rule
issued to him and same will remain with the college.

2.12 Transfer:

An employee may be transferred according to the exigencies of work from one department/ section to
another or from one Group College to another under the same organization, provided the qualification
matches with the required criteria. Such transfer within the group colleges will not be considered as
break of service or loss of seniority.

2.13 Exclusivity of Service:

An employee shall not, at any time, work against the interests of the college and shall not take any
employment in addition to his job in the college without the written permission of the Competent
Authority.

2.19 Grievance Redressal: e
All complaints arising out of employment including those relating to unfair treatment, wrongful application
of the terms and conditions of the service, harassment and inter-personal co-ordination, shall be redressed
through the grievance handling procedure mentioned in the Conduct Rules.

O =h O

t

g

L,
B e
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CHAPTER 3: PAY SCALES AND ALLOWANCES

3.1 Pay Scales:
3.1.1 An employee on his appointment to a post in the college shall be placed in appropriate scale of pay
which shall be as follows

1) For teaching staff - Scales of pay as per AICTE norms

1) For other categories of staff - Scale of Pay as per rules of the college/State Govt.
312 Cfmsuhdatcd Pay: An emplovee may also be appointed on a consolidated monthly pay in the
respective pay band with AGP.
3.2 Increments

-

3.2.1 An employee on confirmation and on completion of one year will get one increment according to
scale of pay in which he is confirmed. For exceptional performance, on recommendation of the
Director Principal, General Secretary will have the discretion to sanction up to five additional increments.
32.2 Fach advance increment shall also be at the rate of 3% of the sum total of pay in the relevant Pay
Band and the AGP as applicable and will be non-compoundable.

32 3 There shall be uniform date of increment which is being rationalized and the increment will be
payable on 1 July.

32 3 The annual increment, as mentioned above, shall be subject to satisfactory performance during the
immediate preceding year, as assessed by the Competent Authority and shall not be automatic.

3.2.4 Employees appointed on a consolidated monthly pay are eligible for adhoc annual increment subject
to satisfactory performance.

3.2.5 The number of additional increment(s) on placement at each higher stage of AGP shall be as per the
existing scheme of increment on promotion from lower Pay Scale to higher Pay Scale; however, in view of
the considerable raise in effective pay between the two Pay Bands, there will be no additional increment on
movement from the Pay Band of 15600-39100 to the Pay Band of T 37400-67000.

3.3 Dearness Allowance and House Rent Allowance:

Employees of the college shall be entitled to the Dearness Allowance (currently @ 65% of the basic pay or
as may change from time t0 time) and House Rent Allowance (currently @ 15% of the basic pay with an
upper ceiling of %6.000/- or as may change from time to time) as per the policy of the college.

3.4 Provident Fund:

Employees of the Institute would automatically become member of the Contributory Provident Fund and
shall be governed by the provisions of the Employees Provident Fund and Miscellancous Provisions Act
1952 in force or any amendment thereof.

3.5 Gratuity:

Gratuity shall be paid to the employees according to the payment of Gratuity Act in force or any
amendment thereof.

3.6 Income Tax: |
The Institute will deduct Income Tax at source from the salary of the employees as per the applicable

provisions of the Income Tax Act, 1961 from time to time. A salary certificate indicating details of salary
paid and tax deducted & deposited shall be issued to the employee by the Institute in prescribed form by
the end of April each year.

3.7 Professional Tax:

From the salary of all the members of staff of the college, Professional Tax, at the rates declared by the
State Govt. from time to time, would be deducted every month and deposited In the Treasury or to such
other authority as per the Concerned Act and Rules.

3.8 Incentives for Higher Qualifications:

3 8.1 Two advance increments will be admissible at the entry level of recruitment to faculty members
possessing the degree of Ph.D. awarded in the relevant discipline by a University following the process of
registration, course-work and external evaluation as prescribed by UGC. .

3.8.2 Faculty members who complete their Ph.D. degree while in‘sc.rvi.cc shall be entitled to two non-
compounded increments if such Ph.D. is in the releyant branu:h/dnscnplnnc and Afag) been_awarded by a
University complying with the process pres¢ gd by the YGC for enrolment, co evaluation
etc. :

3 8.3 Two non-compounded advance Increy
entry level with Ph.D. degree in the discipl

dmigsible 1o College L rﬂﬂ’lﬁ%\ﬁ/ﬁ)gli&@w_@gcl at
science fgﬁﬁ‘agﬁﬁgﬁ%\@fggfﬁwmé&}@gra\%h the
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process prescribed by the UGC in respect of enrolment. course-work and evaluation process fo
£ DL . 5 - » WL AL i valuatit Proce \
of Ph.D. in hibrary science

3.9  CONFERENCE SEMINARJOURNAL PUBLICATION GRANT:

All apphc:nmns for attending Conference Seminar and Journal Publication Grants shall be examined
scrutimzed by a Commuttee consisting of the following: i
a) The Director (Chairman) :
b) The Principal (Shall chair in absence of the Director)
¢) The Divisional In-charge concerned
d) In-Charge, Faculty Research & Project Monitoning
¢) The Registrar (Convener) X

Quhiec : SR R
Subject to approval of the above committee, each faculty member 1s eligible once per vear for:

@ < 3 J ~ 1 | 1 ¥

a) Maximum Z 5.000 as Registration fee for attending National conferences/seminars for presentation
of paper(s).

b) Maximum 2 10.000 as registration fee for attending International conferences seminars for

presentation of papert(s).

¢) Maximum % 3.000 as Registration fee for attending FDP QIP of at least one week duration.

% 2.000 for each publication of paper in peer-reviewed journals with High Impact Factor shall also be
granted based on the recommendations of the above committee.

3.10Upgradation:
3.10.1Candidates entering the teaching profession in the Institution will be designated as Assistant
Professors and will be placed in the Pay Band of % 15600-39100 with AGP of R6000.
3.10.2 An Assistant Professor with completed service of 4 years, possessing Ph. D Degree in the relevant
branch discipline will be eligible, for moving up to AGP of ? 7000.
3.10.3 Assistant Professors possessing Master’s degree in the relevant branch’ discipline as defined for
technical education will be eligible for the AGP of 7,000 after completion of 5 years’ service (6 vears for
MA MSc) as Assistant Professor.
3.10.4 The upward movement from AGP of 2 6000 to AGP of X 7000 for all Assistant Professors will be
subject to their satisfying other conditions as laid down by AICTE/ PCL
310.5 Assistant Professors with completed service of 5 years at the AGP of T 7000 will be eligible. subject
to other requirements laid down by the AICTE, to move up 10 the AGP of 2 8000.
3.10.6 Assistant Professors completing 5 years of teaching in the AGP of X 8000 will be eligible, subject to
other conditions, that may be prescribed by AICTE as applicable, to move to the Pay Band of ¥ 37400-
67000 with AGP of 2 9000 and to be designated as Associate Professor. No teacher other than those with a
Ph.D. shall be promoted. appointed or designated as Associate Professor.
3.10.7 Associate Professor completing 3 years of service in the AGP of Z 9000 and possessing a Ph.D.
degree in the relevant discipline will be eligible to be appointed and designated as Professor, subject to
other conditions of academic performance as laid down by the AICTE. No teacher other than those with a
Ph.D. shall be promoted, appointed or designated as Professor. The Pay Band for the post of Professors
shall be 237400-67000 with AGP of 2 10000.
3.10.8 The pay of a directly recruited Professor will be fixed at a stage not below Z 43000 in the Pay Band
of Z 37400-67000, with the applicable AGP of  10000.
3.10.9 Ten percent of the posts of Professors may be allowed higher AGP of % 12000, as per norms of
AICTE; however, teachers appointed to the posts will continue to be designated as Professor. Eligibility for
appointment as a Professor in the higher Academic Grade Pay will be as per rules of AICTE, which includej
publications in peer reviewed/referred Research Journals, and the requirement of at least 10 years of
teaching as Professor and post-doctoral work of a high standard. No person appointed directly as Professor
in the AGP of Z 12000 will be fixed at a stage less than T 48000 along with the AGP.
3.10.10 Discretionary award of advance incrgmﬁi%"for. those who enter th}: pron as Associate
Professors or Professors with higher ment, ,!ﬁ;?uumher of research publications & ‘:)t Chee the

3

etenice of the appropriate authority widlefodotiating with
ng.‘rils of each case, taking into accountPths 4¥ds structure of
factors Fidl Dr. B. C. Roy College of Pharmacy & A.H.S.
Bidhannagar, Durgapur-713208, Burdwan

appropriate level, will be within the co
individual candidates in the context of th'
other teachers in the faculty and other spect
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3.10.11 ‘\” :l.tl\ ancements to higher grade pays in varvious cadres will be elfected subjeet to
completion of two ATCTE approved refresher programs ol not less than two weeks duration each
and two flllx‘ week each TEQIY sponsored programs,

3.ll).lA2 Consideration has been made to rule no, 34,01 by AICTE relaxing two courses of one week
du\tv":}tnim each approved or conducted by AICTE/UGC, MURD/programs of one week duration of
DST/Central State Govt. Universities/Institutes as alternative to 1 l",().l P programs.

3.11 Pay Scales of Divector/ Principal: :

In respect of educational qualifications and teaching research expertence laid down by AICTE PCT trom
time to time, the Director Prineipal in service will be approprately fixed in the Pay Band off 337400-67000
with AGP ot R 10,000, plus a Special Allowanee of 2 5000 per month

3.12  Promotion

3.12.1 Promotion in respect of members of faculty would be in tune with the guidelines ol Careel
Advancement Scheme (CAS) formulated by the AICTE, e Performance Based Appraisal System
(PBAS) and the minimum prescribed scores in academic performance indicators will be the criteria
3.12.2 AICTE has also presenibed constitution of Sereening Selection/Expert committee with the following
members 1o assess the criteria of CAS for different stages:

(1) Darector of the Institute ~ Chatrman

(1) Principal of the Institute - Member

(111) Member of Society or his representative - Member

(iv) Divisional In-Charge of the concerned academic division of the Institute = Member; provided that for
the post of Associate Professor/Professor the DIC should not be a member of the Selection Comnuttee ifhe
1s not a Professor.

(v) A nominee of the Maulana Abul Kalam Azad University of Technology, West Bengal not below the
rank of Professor in a Technical Institute.

(vi.a) One subject expert from renowned academic Institute in case of promotion of Assistant professor
from stage 1 to stage 2 i.e. (from 6000 to 7000) and from stage 2 10 stage 3 i.e. (from 7000 to 8000);

(vi.b) two subject experts from stage 3 to stage 4 (Assistant Professor to Associate Professor) and from
stage 4 1o stage 5 (Associate Professor to Professor)

3.12.3 At least four members including two outside subject experts will constitute the quorum.

3.12.4 Promotion to stage 6 (AGP ¥ 12000) on satisfying the required APl score, will be subject to the
approval of the Society upon recommendation of Director/Principal.

3.13 Promotion in respect of all other categories of employce shall generally be in line with the State
Government norms in regard to promotion/Career Advancement Scheme.

3.14 PROCEDURE FOR PERFORMANCE REVIEW OF STAFF MEMBERS:

3 14.1 Performance Review will be carried out for regular employees of the college. The Performance
Review should be objective and based on facts and measurement as far as possible.

3.14.2 Regular Performance Appraisal of faculty member and other staff members is an essential parameter
for career and professional development; hence the Performance Review will be conducted by the
Appraisal Committee consisting of senior academicians/ technocrats duly appointed by the
Director/Principal and Society as and when required.

3.14.3 The Performance Review Report will be the Key Document for all Promotion, Salary adjustment
and other related issues. Hence, it is essential to prepare the Performance Review Report each year
preferably in the month of July and the results may be declared preferably within three months after the
Performance Appraisal is taken. : : : .
3.14.4 At the beginning of each academic year, all emplgyccs (including teaching and non- ‘lcuchmg
employees) will sit with their DICs/supervisors and agree with a Goal Sheet where cach l\j.?ych:'lormuncc
Area (KPA) in their respective work domain will be discussed, agreed and dncum‘entcd. l.h.m. Goal sheet
approved by the Director/Principal, has to be submitted by the DIC of the divisions to the
Registrar’s office during the middle of every Even ’Scmcs.tcr. ;

3.14.5 The Primary Key Performance ’;}J'Qﬁ(k’g{}) for faculty members
academic-administration work load r(f.(?J‘Zled' |ing.‘c\a’llcscnrcll, Publication

§ per their
I Revenue
s recruitment

generation and Administrative Suppoff Work and
process.

: (N,
tudents’ developments foy camp
. rinci

(IR Y C
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3.14.6 There wi i :
e m\:;l:ngle ml'ultlple parameters in each KPA, e.g. Students’ feedback, Performance of
it e o resmrt:ss ;els.ts tand semester examinations in the relevant subjects, his/her

~<‘,u31cai0ns.';" / ‘
e aqlt)i\-iﬁes 5 e‘f)tll%llluﬂ.ng/lattmdlng seminar/workshop, MOOCs and MAR

i g xtracurricular activities, social ¢ i / J
pr&gzamees). regular attendance in the college, efc IO e
3.14.7 he Primary Kev Performa KPA y
. : L \ nce Area (KPA) for Non-Teaching employees will :
]qol\)f;s;g;]nnéent given by the Society from time to time. fe Ll
Sl5. e Goa 1 i ini
o a;dl j—l;]eit \T.llil;pemfy'clearly for each KPA the minimum expectation, what will be considered
l ok at will be considered as excellent work so that both DIC/supervisor and employees are
S ear about the expectation and achievable performance. i
2,111.?()1’Brf0rma;ce Review will happen at the end of an Academic Year
3.14. irector Principal. DIC and few nominated senior f Wi !
: S aculty members will be the ¢ :

to make the performance review of an employee : | e
3.14.11 Society may audit the review re if requi ‘

y ma) sults, if required, and may change the rating if th fici
reasons to do so, which will be recorded in writing. y : U iy
inl;\lltdli will lbe Quly cpnsidercd whether the faculty member has contributed positively in real world

L, ge applications 1.¢. his success in the field of bringing sponsored research projects and the fund
from external agencies.
3.14'.13 The Director/Principal will prepare the format of Key Result Areas (KRAs) and also prepare
confidential report of the employees’ annual performance at the end of each year.
3.15 PROCEDURE FOR HANDLING UNSATISFACTORY PERFORMANCE OF STAFF
MEMBERS
3.15.1 Unsatisfactory Performance of an employee will be determi

will be marked as "Unsatisfactory".
3.15.2 In case of Unsatisfactory Performance of a full-time employee, the same will be recorded In
the Annual Performance Review and will be communicated to him with suggestive corrective
measure. Such employee will be personally counseled by his Supervisor and corrective action will be
planned out. The supervisor 1s expected to review the performance of such employees continuously and

give him feedback and suggestion for jimprovement.

3.15.3 In case of three Unsatisfactory Performance Review report, t
service with the appropriate notice period or salary in lieu of.

3.16 PROCEDURE FOR PROMOTION OF FACULTY MEMBERS

3.16.1 Promotion will be carried out only for regular employees.
3.16.2 Acquiring eligible qualiﬁcation, Annual Performance review report and experience will be
considered during the promotion review,

however it does not establish right to be promoted to higher
cadre. Depending upon available vacancy and other criterion the candidate will be considered along
with other eligible candidates.
3.163 If disciplinary proceedings have been initiated against an employee or if an employee i suspended
because of any reason, he will not be eligible for promotion (ill such proceeding are over or suspension

ned during the performance review and

he authority may terminate his

withdrawn.

3.16.4 Promotion in Faculty positions will be decided as per the following procedures:

3.16.4.1 Availability of sanctioned vacant posts which is to be decided by the Society upon the
recommendation of Director/Principal.

3.16.4.ii. Society will constitute a Selection Comm
above in Rule 3.11 for consideration of internal cases suit

posts.
3.16.5 An employee who ha

ittee following the norms of CAS of AICTE mentioned
able for promotion to fill up the vacant sanctioned

d been awarded 2 "Poor'" or nUnsatisfactory" rating in any of the last
three Annual Performance Reviews will not be eligible for promotion unless he had acquired two

excellent rating out of which, one has to be in last pgr}'ormance review.
3.16.6 Application of eligible candidates will;ga‘.‘s‘"crul_t‘x\u‘zed by the Selection Com
/ Ob\(‘\.":; 2 %

Performance review report. % N :
3.16.7 Based on the recommendation of} elecuon\(ipmmmee, the competent au m?\l ay issue the
promotion order to the deserving candidalg§ Homygver, it is not mandatory or essenfrahfoptie compe;esnt
i Jiterview,is tak §AHS.

O e the promotion letter the iriterview,is taken. Dr. B. C. Roy College of Pharmacy
apthrity £ S E 18] A Bidhannagar, Durgapur-713206, Burdwan
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3.16.8 Socicty reserves the right to promote any employce based on the recommendation of
Director/Principal without going through the procedure enumerated above,

3.17 PROCEDURE FOR PROMOTION OF NON-FACULTY MEMBERS

3.17.1 Availability of sanctioned vacant posts is to be decided by the Society.

3.17.2 Society will constitute a- Selection Committee for consideration of internal cases suitable for
promotion to fill up the vacant sanctioned posts.

3.17.3 On fulfillment of stipulated condition of regulatory body and/or norms of the College, the candidate
will be eligible to appear before Selection Committee.

3.17.4 An employee who had been awarded a “Poor” or “Unsatisfactory” rating in any of the last three
Annual Performance Review will not be eligible for promotion unless he had acquired two excellent rating
out of which, one has to be in last performance review.

3.17.5 Application of eligible candidates will be scrutinized by the Sclection Committee. Promotion of a
non-teaching staff from lower to higher scale shall be as far as possible on seniority-cum-merit basis. The
Committee will consider the Seniority and Annual Performance Review Report along with other points, as
deemed fit.

3.17.6 Based on the recommendation of the Selection Committee, the competent authority may issue the
promotion order to the deserving candidates; however, it is not mandatory or essential for the competent
authority to issue the promotion letters once the interview is taken.

3.17.7 Society reserves the right to promote any employee based on the recommendation of
Director/Principal without going through the procedure enumerated above.

Principal
Dr. B. C. Roy College of Pharmacy & AH.S.
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CHAPTER 4: LEAVE RULES
4.1 General
4.1.1These {‘ule.s shal{ apply to all full-time employees of the college (appointed on scale or on consolidated
pay). ; Applications for all types of leave should be submitted to the respective controlling officer
(DIC@eCtlonal Head) for consideration by the Director/Principal. Leave from absence from duty cannot
be claimed as a matter of right. On application by a member of staff of the college, leave may be granted
only when satisfactory grounds have been shown. When the exigencies of service so require, the authority
competent to grant leave may refuse leave of any description or when any such leave is granted, revoke
such leave or part thereof. 5
Unless otherwise specified, leaves will generally be calculated as per calendar year except Casual Leave
4.1.2 N~0 member of staff who is under suspension shall be granted any leave.
4.1.3 No leave will be granted when an employee submits his resignation which is well accepted by
the Authority and he is serving under the notice period.
4.1.4 Absence without leave shall render a staff subject to such disciplinary action as may be provided in
the Conduct and Disciplinary rules.
4.1.4 All the applications for leave or for extension of leave shall be made in writing and addressed to the
Director/Principal and sanction for the leave or extension or leave applied for as the case may be shall be
obtained before it is availed of.
4.1.5 Leave shall ordinarily commence on the date with effect from which it is availed of and terminate on
the day preceding the date of resumption of duty.
Provided that Sundays and other holidays may be prefixed or affixed to leave, but for the purpose of
prefixing or affixing the leave, holidays exceeding three days or the puja holidays, summer recess, winter
recess, previous sanction of the authority competent to grant the leave shall be obtained.
4.1.6 Except with previous permission of the competent authority to grant the leave, no staff on leave shall
return on duty before the expiry of the period of leave granted to him.
4.1.7 The Director/Principal of the college may at his discretion recall to duty at any time, any staff of the
college who may be on leave except on medical ground.
4 1.8 When a staff of the college has been granted leave to which holidays or recess has been affixed and
such has been offered and such a staff absent himself from duty beyond the expiry of such holidays or
recess, the entire period of his absence from duty after the expiry of such holidays or recess shall be treated
as absence from duty without leave and he shall not be entitled to his salary or allowances for such period
unless and until the period is covered by the grant of appropriate leave.
4.2 Definitions

In these rules: : .
“ILEAVE” includes Casual Leave (CL), Sick Leave (SL) and other Special types of Leave like, Earned

Leave (EL), Compensatory Casual Leave (CCL), Maternity Legye(ML), Paterni.ty Leavga (PL), Study
Leave, Extraordinary Leave, Special leave on injury on duty/disability Leave or social occasion, etc., to be
calculated during an a calendar year, unless otherwise specified. . e . :

“Completed years of service” means continuous service of spemﬂed duration in the Fnsnmte and includes
period spent on duty as well as on leave including extra ordinary leave but will not include absence from

duty, not specifically authorized by the college.

4.3 Combination of leave:

Any kind of leave under these Rules specified below may
cor;tinuation of any other Leave, except Casual Leave.

4.4 Casual Leave (CL) o
4.4.] Casual leave on full pay may be allowed to a staftf of the college (regular, contractual and

' ' [ : ' - for short periods not exceeding 3 days
robationer) up to a maximum of 12 days in any one agademlc year ‘ '
gt a time durinpg a calendar year. It can be combined with weekly off days (i.e,, Sundays & Mondays) and

other holidays, but not with Puja holidays, '6 te

ffer and Summer Recess. . -
4.4.2 Casual leave can be availed for half WP /riﬁtqulired, subject to approval of D tor/?rmcnpal.
4:4i3 Casual Leave cannot be carried forffard td:the nex{ calendar year.

"\Y\/

be granted in combination with or in

1

% \ausiuan e
4.4.4 Pro-rata basis CL will be allowed él e em{};li)oyees anommg the service. <
4.4 Sick Leave (SL) % RS principa! L AHS
3 s A Roy College of Pharmacy & A-he
\Qi‘{'f y ko J,j/;;j’ Dr,d:.C- g?l’ Du[gapur-ﬂa?_%, Burdwan
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4.5 1Every full- sstalt of the colle

Gt :nll1 time stalf of the college (engaged on scale or consolidated pay) shall be entitled to leave on
il pay, whic ' be ¢ \ sdlos :

1 | % VOLGR ey be commuted on medical ground only. The amount of leave on half pay admissible to
aw 1\»‘« time stalt of the college shall be 20 days for cach completed year of service

4.5.2 Sick Leave can be carried forward to the next academic yea

453 C0 \ SNXID . : IR § - . 3 :

1‘ 3 Commuted leave out of the total accumulation of leave on half pay shall be limited to a maximum at
120 days during the entire period of services of a stafl.

L l Ihe probationers will be entitled for the Sick Leave after one year, 1.C after confirmation in the
services: however, the employees engaged on consolidated pay will be entitled from Sick Leave since his
accumulated leave will be carned forward.

155 When ¢ > save 18 O | p i

1.5.5 When commuted leave is granted, twice the amount of leave on half pay due shall be debited against
the leave account.

4.5.6 he amount of leave on half pay due may be granted on medical groun
medical certificate from a registered medical practitioner,

4.6 Maternity Leave (ML):

Maternity leave as mentioned below shall be granted by the Director/Principal.
4.6.1 ML is admissible to female employees of the college who has been in the services of the college after
regular appointment on full pay for a period of 90 days (including pre and post natal), from the date the
staff desires to proceed on maternity leave or from the date of actual confinement, whichever is carlier.
Any long vacation will also be covered within this ML, if it coincides with the same.

4.6.2 An application of maternity leave shall accompany a medical certificate from a Registered Medical

d only on submission of

Practitioner.

4 6.4 ML will not be debitable to the leave account. Th
period of an employee and there must be a gap of at least 2 (two) years betw
case of 3 and subsequent confinement, 45 days” ML will be granted.

4.6.5 Maternity leave may also be granted to a whole time woman staff of the college in cases of
miscarriage including abortion, subject to the condition that i1 such a case, such leave shall not exceed 45
days and that the application for leave shall be supported by a medical certificate from a registered medical
practitioner.

4.7 Earned Leave (EL)
4.7.1 In case any employee
any official work, such emp
4 7.2 Earned leave can be ret
4.7.3 EL for less than a day will not be allowed.
4.8 Compensatory Casual Leave (CCL)

4.8.1 If the service of an employee is rcquisilioncd by the Competent Authority on weekly off days and
public holiday, he would be granted one CCL for each day of extra work. :

4 8.2 For this purpose, a CCL account will be opened for every member of staff of the Institute and, during
submission of application, the date of presence against which CCL is sought should be clearly indicated.
4.8.3 CCL carned in a year, should be availed within the same calendar year failing which the same shall
be converted to EL by diving the remaining un-availed days by 2. : :

4.8.4 The following shall not be eligible for grant of CCL: (i) invigilation duty for University Semester
Examination/assessment of answer sheets and (iii) Attending Seminars/Workshops on a weekly off-day or

public holiday.
4.8.5 Maximum CCL admissible

¢ leave can be granted only twice during the service
cen the two periods of ML. In

is retained by the Director/Principal during Summer/ Puja/ Winter vacations for
loyee will be entitled to one day’s carned leave in licu of two days’ work.
ained beyond calendar year in his leave account for future utilization.

at a time is for 3 (three) days. It can be combined with weekly off days

(i.e., Sundays & Mondays), other holidays and CL, but not with Puja holidays, Winter and Summer Recess.

4.8.6 Admission duties/Anti-Ragging duties will come under the purview of CCL.
1 not be treated as CCL.

4.8.7 Any examination duty with paid service wil
4.8.8 CCL can be availed of for less than a day.

4.9 Sabbatical Leave /Study Leave  —=——=a i
4.9.1 Study leave for acquiring highe c’{@li‘ﬁﬁ (tions Jike Ph.D. from a Universily
Jearning located outside Durgapur {{ ) negpmllssxb\ls: 0;‘1].y to a confirmed memb
has put in not less than 5 (five) year of servige In th lngutute. | : )
4.9.5 Study Leave may be granted iitially For a ‘er‘w‘Jd of not more than 2 mo)g};%ls which can be
extended by a further period of one en‘—:m%f);’]lu}}x}rlnstanccs Jusﬁ@é‘@h&f&%ﬂéﬁ% ey WA,

® Koe Bidhannagar, Durgapur-713206.'Burdwan
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he granted twice during the entire penod of serviee life mamtaining a gap ol 4 (four)
Study Leaves
yurme the peniod of Study Leave, the emplovee will be on Leave without pay (I WP) subject to
nd written approval of the competent authonty
hetore proceeding on Study Leave, shall be required to execute a bond to the effect
tmen he shall resume in the same grade as he was at the time of proceeding on such leave and
reaft uld serve the Institute continuously for a) a period of at least 3 (three) years in case of 2-year
by a period of at least 2 (two) vears in case of 1-year study leave Compensation due to loss
hall be at the discretion of the General Secretary
ollepe shatl not be liable for any financial liabihity whatsoever, incurred by the employee during
leave for the purpose of study leave
keepine i view the overall interest of the college. not more than 1070 of existing members of faculty
department applying for study leave would be allowed to avail of the same, on the basis of seniority, at
‘ point ol time
108 Nosubstitute will be arranged by the college for such Study Leave
509 Academic Leave for pursuing higher studies: Permission for attending day courses for pursuing
boher studies related 1o one's work through rearrangement of classes at the college may be granted to
foulty member Techmcal Assistant subject to consideration and written approval of the competent
authonty. The concerned employee, prior to joining such programmes, shall have to execute a bond to
werve the Institute for at least 3 (three) years after completion of the programme or pay the sum of
2 00,000 (Rupees three lakhs only) in lieu thereof.
40 10 Permission for attending part-time evening courses for pursuing higher studies related to one's
work through rearrangement of afternoon classes at BCREC may be granted to an employee subject to
consideration and written approval of the competent authority. The concerned employee, prior to joining
such programmes, shall have to execule a bond to serve the Institute for at least | (one) year alter
compietion of the programme or pay the sum of  1,00,000/- (Rupees one lakh only) in licu thereof
4.10 Special Leave for social occasion (SL)
4 10 1 In case of social occasion like marriage of the employee concerned, 5 days’ leave will be granted on
submission of marrage invitation card, subject to consideration and written approval of the competent
authority. Weekly off days (1., Sundays & Mondays) and other public holidays preceding, falling within
or succeeding the period of Special Leave will not be counted as part of Special Leave.
4102 In case of death of parents or parent-in-laws, leave of 5 days will be granted, subject to
consideration and written approval of the competent authority. Weekly off days (i.e., Sundays & Mondays)
and other public holidays preceding, falling within or succeeding the period of special leave shall not be
counted as part of Special Leave.
4.11 Special Leave for Accident/Disability/Injury on Duty
Special Leave will be admissible to employees when an employee faces any kind of accident while coming
1o the college from residence or going back to the residence from the college, provided the employce 15
back straight to home. Any halt in between going or coming will not

coming strarght from home or going
r such leave will be the sole prerogative of General Secretary

be considered. Number of days sanctioned fo

upon recommendation of Director/Principal.

4.12  Participation in Training Programmes / Semin

Laternal Expert ete,

4.12.1 Leave with pay for attending conferences / seminars / workshops / FDP/ QLP shall be granted
once per vear (o a faculty member subject to approval of the Serutiny Committee,

4.12.2 Leave with pay for acting as External Expert/ Examiner may be granted fwice in an academic
year subject to availability of official request and other conditions.

4.13 Extra — Ordinary Leave:

If no Jeave can be granted to an employee under sy sules, General Secietary will huyc'tyc discretion

grant exira-ordinary leave with pay or leave w) fiqul pay on the ment of the case. ( £ i

4.14 Semester Break: ey o gl /"’" AT

All the employees will be entitled to have féhfester Break Jid year in two phases alter'thd odd semester

examination in June-July and even semesg exarpnation in ;Dcccmhcr—Jnm.mryi’uéube[.}déc!arcd by the

Director Principal as per academic galendar f MARAUT/ with the absrdvél Mo hoRoe Wiuctowded The

a

ars / Conferences / Workshop and acting as

4
»
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authorities may requisition any staff member for any purpose during the vacation for which they
will be entitled for EL as per rules.

4.15 Sanctioning Authority:

Sanctioning Authority for any kind of leave shall be as follows:

4 15.1 For Teaching Staff - Director Principal with forw arding note from the concerned DG

4.15.2 For Non-teaching Staff - Director/Principal with forwarding note from the concerned DIC/SH.
4.15.3 For Campus Staff — Campus administrator in case of Asst. Proctors’hostel Wardens/Matrons.

4.16 Procedures to treat unauthorized Leave of Absence:

4.16.1 If any employee remains absent without approved leave he/she will lose lien on his service until and
unless he reports to the office within 7 days and/or he/she communicates the reasons for his absence with
supporting documents to the full satisfaction of the competent authority.

4.16.2 To this effect a letter will be issued by the Director Principal communicating the “LOSS OF LIEN
ON HIS/HER SERVICE” and seeking explanation within 7 days.

4.16.3 If no explanation is received within stipulated period it will be deemed that such employee is ceased
to exist as an employee of the College. The same will be communicated to the concerned employee vide a
letter duly signed by the Director/ Principal of the College.

4.16.4 If an employee remains absent for consecutive six months, his case shall be treated as cessation
of service.

4 17 Leave records of faculty members as well as that of Technical, Non-Teaching & Administrative Staft
will be maintained at Registrar’s Office. For Campus Staff, leave records are to be maintained by the
Campus Administrator’s oftice.

' M

pritvcipal
Dr, 8. C. Roy College of Pharmacy & AH.S,
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CHAPTER 5: JOB RESPONSIBILITIES
5.1 Working Days
The working days of the college for all programmes shall normally be from Tuesday to Saturday while
Sumlq_ys and Mondays shall be considered as weekly holidays. However, unless otherwise stated
specifically in terms of appointment, every full-time employee may, if the exigencies of work so demand,
be called to perform such duties as assigned to him, whether within scheduled working hours or beyond or
on any holiday to observe a minimum of 182 teaching days in a year.
5.2 Working Hours
5.2.1 Normal working hours of the college for all programmes shall be from 10.00 a.m. to 5.30 p.m. All
employees shall be present in the college during working hours and put their bio-metric attendance on
entering and leaving the Institute in the specified kiosks. Members of staff reporting after 10:20 a.m. would
be marked 'Late" and attendance for such relaxation may be permitted for a maximum of 3 times a
month. CL would be deducted from fourth late attendance in a month. Persons found to be habitually late
in attending the Institute would be dealt with as per Conduct Rules. Faculty/Staff members going outside
the campus should put their bio-metric attendance at the kiosk kept at Main Gate.
5.2.2 Members of faculty having classes at 10:00 a.m. should report to the Institute at lcast 10 minutes
carlier. Employces lcaving the college for official purpose within the working hours need to submit the
outdoor duty authorization slip, duly approved by DIC/SH prior to leaving the Institute.
52.3 Every employee should come to the college in proper attire. Informal dress should be avoided.
5.3 Festival Holidays
Total number of festival holidays shall be as per decision of the Society which will be notified well
advance.
5.4 Work load
5 4.1 Work Load for all employees will be around 40 hours per week of which teaching — contact hours
shall be as follows, as per AICTE norms at present:

Principal - 4 hours/week

Professors - 8 hours/week

Associate Professors - 12 hours/week

Assistant Professors - 16 hours/week
5.42 For the above stipulations, two tutorial hours/two laboratory hours will be counted as one teaching
hour. The teaching contact hour of teachers selected/promoted under the Carcer Advancement Scheme
shall remain the same as (hose of the substantive posts they were occupying.
5.4.3 The work plan of all the employees shall ensure in the most productive manner, the utilization of
stipulated 40 working hours per week, with regard to the roles, jobs and targets assigned to them by the
Dcpartmcnl/lnstitute, All employees shall be present in the Institute during the working hours unless
engaged 1n official/academic work in other places, with prior approval of the Competent Authority. Every
teacher would compulsorily submit through DICs and/All Laboratory Plan of the subjects to be offered in
the next semester to the Principal/Director, preferably a week in advance ahead of the commencement of
classes of that semester.
5.4.4 Work Distribution of Teaching Staf! will be tentatively as follows:
Dcsigﬁgﬁjn Teaching Research

Development

Principal 10%

Divisional In-Charge 30%
Professor 30%
Associate Professor. 40%
Assistant Professor 50%

5 4.5 All full-time employecs are to devote lhcip;wpfril?é?timc to the service of the Institute and would not
undertake any direct/indirect business or worl oy }‘;Qnm‘u,[?cll gain, honorary or remunerative, as indicated
in the Appointment Letter, except with the Wit permisgion of the Competent Auth

5 4.6 Job responsibilities for different cat 'mms(‘%lfsfhl'f« \

?{;\xﬂt Bl Principal
-;ﬁc”l e Dr. B. €, Roy College of Pharmacy & AH.S,
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Following guidelines are only indicative and not exhaustive. There will be flexibility in assignment of
responsibilities either one level up or one level down. Besides. the Director/Principal will be empowered to
change the duties and responsibilities assigned to a particular post, if the circumstances so warrant.

5.5. Job responsibilities for Director/Principal

5.5.1 Director/Principal shall be the Principal Academic and Executive Authority of the Institute and shall
carry on the objects and business of the Institute in accordance with the rules and regulations framed by the
Society/BOG from time to time.

5.5.2 Exercise all powers as may be delegated to him by the Society/BOG.

553 Can re-delegate some of his responsibilities to any of his subordinate officers, but will remain
accountable for such delegation of powers

5.5.4 Can constitute committee(s)/sub-committee(s) for a specific purpose as also advisory committee(s) or
body(ies) as may be necessary for the convenience of administration

5.5.5 Nominate experts for different bodies/committees whenever required.

5.5.6 Act as the Chairman of the Academic Council.

5.5.7 Act as the Member-Secretary of the BOG and prepare the Agenda depicting the total activities of the
college during the interim period.

5.5.8 To interact with AICTE/PCI/MAKAUT/Govt. bodies.

559 To maintain and improve the level of excellence in all academic matters of the college for which
purpose he shall have the right to give direction wherever necessary.

5.5.10 Oversee planning for diversification of academic activities in various directions and liaising with
various funding agencies like AICTE, DST, DRDO, ISRO, CSIR, etc., for obtaining research grant.

55.11 To review Performance Appraisal Report (PAR) of all staff members

5.5.12 To look after students’ discipline and employee welfare for effective and better management.

5.5.13 To comply with statutory requirements of the AICTE Approval and Affiliation to MAKAUT and
other directives received from MHRD, AICTE, Govt. of West Bengal and MAKAUT.

5.5.14 To look after the process and progress of NBA accreditation activities of various

departments which are already accredited or which are under preparation for submitting application to
NBA.

5.5.15 Supervising the research activities of the college conducted through Project Monitoring & Industrial
Liaising Cell (PMIL) and providing guidance for submission of project proposals which are unique in
nature and devoid of plagiarism.

55.16 Monitoring the academic excellence of the college conducted through Academic Council and
oversee the decisions/measures adopted in the Academic Council with regard to teaching, research and
publications are adhered to.

5517 Advising the departments to conduct all academic and administrative activities of the department
after discussing in the Departmental Academic Council (DAC).

5.5.18 Evaluation of implementation of MOOCs courses mandated by AICTE and MAKAUT through
MOOCs Coordination Committee.

55.19 Preparation of Activities Calendar for Co-curricular and Extra-curricular activities as part of
Mandatory Additional Requirements (MAR) prescribed by MAKAUT and oversee the organization of such
activities throughout the semester.

5520 Monitoring the conduct of classes as per class schedule and take necessary action in case of
unauthorized absence of faculty members in the scheduled class.

5521 Make sure that a cordial relation among all levels, faculty/staff members and the students are
maintained.

5.5.22 Evaluation of performance of the faculty members through Appraisal Commuttee.

5.5.23 Forwarding with recommendation the purchase requirements of the departments after thorough
scrutiny.

5.5.24 Establishment of On-line Grievance Redressal Mechanism and take appropriate measures 0 address
grievances.

55.25 Take necessary steps (0 make the ca
India and guiding the Anti-Ragging Commi
5.5.26 Take appropriate measures for stude
5.5.27 Recommend appointment of tempo

@Ragging as per directivegof bupreme Court of

hair %n;‘_\xr preventive measur Ve

i situation arises. Pffnélj;)ﬁf
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3.5.28 Sanc all types of leave except CCL/Special Leave to the teacting and non-teacling staffs

N noMminate “n CET Yy [ 3 p 1
2 ate anv semor faculty member to officiate on his behalf during s absence with

a1 from the Society

e e T y ereieE <rh \~§:~ ot ry f

¢ ercise such other powers and perform such other functions as may be assigned to him by the

&R R versee th ~yirnaelinig a t 9 H

S L activities of faculty members as Mentors and comphiance of the directives of
AKALUT with regard to mentonng

Note: I hfuh the post of Principal and Director exist at the same time, Administrative functions are

to be carried out by the Director, and Purely Academic functions will be carried out by the Principal.

<6 Job responsibilities for Divisional In-Charge (DICs) :

S 1 The Divisional In-Charge has to be appointed on the basis of academic quahfication, teaching, P&

strative performance evaluated by the Director/Principal in consultation with the General

Secretary of the Seciety. The DIC of every Division shall act under the general supervision and control of

the Director Principal of the College and his duties and function shall be to admimster the acadermic and
e affairs of the Division concemed in accordance with the guidance of the Director/Principal

nd as per the policy of the authority, DICs will actively participate in Teaching, Research, Publication,

. «""-ild}mm ledge application and Administrative work as per work distribution mode envisaged in

lause >.4.4

f: DICs f‘nail be the overall in-charge of the division and shall exercise general supervision over

teaching staff of the division.

5 6.3 The DIC shall always maintain the academic standard in the division. In addition, to the allotment of

classes 1o the teachers, he shall assess the workload of the teachers. He shall also mamntain a haison with

the other divisions He shall keep vigil about the quality teaching in every theoretical and practical subject

as per syllabi of the University, to keep the image of the college.

5 6 4 To take necessary action for holding of all classes regularly.

§ 6.5 To penodically convene meetings of Divisional Academic Council as Chairman with the agenda and

the time of the meeting being decided upon in the preceding meeting so that no notice 15 circulated. The
meeting should discuss and review the progress in classes, progress of research activities, achievement of

students and the teachers in the division.

566 To arrange to inform the students/parents and guardians regarding the attendance and the

nerformance of the students in semesters on minimum two occasions (for M. Pharm. Courses).

3 6.7 To arrange for proper maintenance of stock book, issue register etc., in respect of equipment,
consumables and stationery items.

5 6.8 To prepare proposals in consultation w

to the Director Principal
369 To imitate research activities, collaborative research projects in the department and encourage the

aculty members (0 submit proposals to Faculty Research and Project Monitoring Cell to secure fund from

A M e

ith colleagues for purchase of equipment and forward the same

external funding agencies.
5610 To provide effective
academmic development of the students, organization of
professionals for total development of the future professionals.

5611 To give advice and suggestion regarding purchase and prescrvation of books or other resources in

the Library.
56 12 To mspire the faculty members for pu
conferences keeping originality and devoid of plagiarism.

5613 Faculty Teaching Skill Development Program to be planned by the DIC based on need analysis of
all the concerned faculty and technical staff members

5.6.14 To give assistance in NBA accreditation activities.

5615 To advise the faculty members for outcomg-based teaching-learning ppocepscs following the NBA
guideiines. %(;—u}' P, :
5.6.16 As part of Real world knowledge seation,
amongst faculty members as per norms

progress and achievement are recorded in

leadership towards Industry-Institution interaction and partnership for
special lectures, seminar, workshops by the industry

blications in peer reviewed journals, National/international

y and project work
the Director/Prinefiidl. The said activities,

O, B. C. Roy College of Pharmacy & AH.S,
Bidhannagar, Durgapur-713208, Burdwan
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semester
5.6.18 To advise the f
¢ 2 1e faculty > A 5 . Z
5.6.19 Participation in \C:\;dl:][:‘“bzfs to create on-line question bank following Bloom’s taxonomy

: Academic Council is T :
teaching-learning process. and discuss the pertinent divisional issuse for the benefit of
.< (‘3“ {o hk’l ~

p in conducting arra i
< I £ arrange R & / TR
MAKAUT ngement of on-line/off-line class tests as per academic calendar of
5621 To oversee the 3 N
oL C:ﬂt; lhT]snbml:smn of assignments of the students as per schedule
YA e aluate the students’ pe]'f()n]]']ncc 1 s )

Sae 8 S : c In the S ¢ : 3 ¢ 1 |
easures for improving to e 0L AN he semester examinations and suggesting remedial
5.6.23 To coordinate \\T' & St
aimige - 1hlwﬂltij cell to fgcnlltate students’ professional training and placement opportunity
PR efc n]kql};]tzgtsbto ;\c}%sler for various MOOCs courses, NPTEL, Spoken Tutorial Projed

L2 2h L5 . d < A/ ~ 5 »

it 1 y A TE and MAKAUT through MOOCs Coordinator to earn the B.
Lt ¢ - ; 1zgm degree with honours effective from 2018-19
5.6.22 advise the students to iCl i i i | ' e
ot Manatory AOITOIE L 7 participate mn vanouleo-currlcular and Extra-curricular activitics as part
L e q remepls (MAR) prescribed by MAKAUT to earn the B. Pharm degree and
5 .6 ﬂ(: 2 degree with honours effective from 2018-19.
5.6.26 To recomm '
ey inent(;thfe rellease of faculty members to be the examiner of MAKAUT.

ging the faculty members for the administrative duties of the college, viz. admission duties,

anti-raggi i S inati i : i '
agging duties, semester examination roving duties, duties on various co-curricular and extra-

curricular activities of the college.
5.6.28 To guide the faculty members o

MAKAUT.

5.6.29 To take classes at PG levels/UG levels
the department.

5.6.30 To participate in Selection Committee/Appraisal Committee.

5.7 THE PROFESSORS & ASSOCIATE PROFESSORS OF THE INSTITUTION:
5.7.1. Professors and Associa ively participate in Teaching, Research, Publication,

te Professors will acti
Real world knowledge application and Administrative work as per work distribution mode envisaged in
clause 6.4.4

5.7.2. Professors and Associate Professors will assis
department and also contribute in Policy planning, Mo

both at Divisional and Institutional level.
demic affairs of the Division Is concerned the Professors and

57.3. As far as management of the aca
sors will take active participation in the Divisional Committee meeting as advised by the

r the counseling activities as Mentors as per the directives of

to have interaction with them which will help the growth of

t DIC in academics and administration of the

nitoring & Evaluation and promotional activities

Assoclate Profes
will impart knowledge t0 the

egular basis. They will also

DIC.
cademic affairs, the Professors and Associate Professors
rove the quality of the

5.7.4. As a part of a |
students by taking regular classes, tutorial classes and remedial classes on I
guide the faculty members regarding the need of Laboratory Development and to imp

ab class€s and so on. i
57.5. The Professors and Associate Professors Will implement Facult
dcpartmcmal Workshop and Seminar and also monitor and evaluate ac . .

ate Professors will encourage the students to register for various MOOCs

5.7.6 The Professors and Associ . reg
s Co-curricular and Extra-curricular activities as part of Mandatory

courses and to participate in variou e
Additional Requirements (MAR) prescribed by MAKAUT to earn the B.Pharm. degree. e
5.7.7. Professors and Associate professors will also p_rovgde research guidance 10 the Jumlor acu );
members and the students of the department. Ensure Publication Work and also design and development 0

new programmes s suitable for the students. :
Associate Professors gf’p;qsl,_g__mlable for

y Development Programme, Conduct

ademic activities.

ge application, they

Real world knowled
. sponsored project,

such as co sulfanc

5.7.8. Professors and re yuiast.gul
will provide Jeadership In externa) revenu fegefation pgpgrann S ' e
sponsored research, contract research,.( ' nﬁ; pfggosrt 3“ g[e]mmh. oo O’f
modernization, expansion, promotion of ‘ﬁl j 1o b

College of pharmacy & AH.S.
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9. To contribute to the Industry readiness program organized by the T&P Fxecution Committee in the
campus

iy b D S ey e I

5.7.10. The Professors and Associate Professors must undertake the responsibility to bring sponsored
research project and industrial consultancy work.

5.7.11 Professors and Associate Professors will devote significant time

students round the year as allotted year-wise.

Sale: .i\n_\ other responsibility given by the Director/Principal or by the DIC.
5.8 THE ASSISTANT PROFESSORS OF THE INSTITUTION:

5.8.1 r‘belsldnt‘ PF()fbsb()]S will actively participate in Teaching, Research, Publication, Real world
knowledge application and Administrative work as per work distribution mode envisaged in clause 6.4.4.

QN e S OO = u § 3 1 1 1

5.8.2 .\w?ldnl Professors will also be closely involved in the semester examination process as per
guidance of In-charge Examination Cell and DIC.

5.8.3. Assistant Professors will take regular classes, tutorial classes and remedial classes on regular basis,
laboratory development and lab classes. preparation of lesson plan, teaching materials, publications and full

implementation of online examination system.

and energy for the mentoring of the

5.8.4. As a part of academic affairs, the Assistant Professors will participate in Faculty Development
Programme. departmental workshop. seminar for continuous quality improvement of teaching learning
process.

5.8.5. Assistant Professors will be actively involved in Research and Project, Publication work, and
design/development of new programmes as suitable for the students.

5.8.6. Assistant Professors will actively take part in extracurricular, cultural and social service activities of
the college as member of respective college committees and cells.

5.8.7. Assistant Professors will devote significant time and energy for the mentoring of the students round
the year as allotted year-wise.

5.8.8. Assistant Professors will involve themselves in research and development. They must try to publish
research papers and engage themselves accordingly for research work.

5.8.9 Assistant Professors will take active role in the Divisional Committee as directed by the DIC.

5.8.10 Assistant Professors will help the students for MOOCs’ registration.

5.8.11 Assistant Professors will guide the students through counseling activities as Mentors as per the
directives of MAKAUT.

5.8.12 Any other responsibility given by the Director/Principal or DIC.

5.9 SENIOR TECHNICAL ASSISTANT/ SENIOR LAB ASSISTANT/ LAB ASSISTANT OF THE
INSTITUTION:

5.9.1. The Senior Technical Assistants, Senior Lab Assistants and Lab Assistants will actively participate
in laboratory development, preparation of laboratory manual, charts and conducting lab/workshop classes
with full practical knowledge duly guided by concerned faculty members, who are in charge of the
laboratory.

5.9.2. Laboratory staff who may be attached to one or more laboratory/laboratories shall be responsible for
the following functions:

5.9.2(i) primarily maintaining the equipment, instruments, glass wares, tools etc., ready for use and causing
repair/cleaning of the same as and when necessary or so instructed

5.9.2(i1) assisting the Faculty-in-Charge in preparation of process / instruction sheets/ manuals of
experiments to be performed by students as also in keeping the experiments ready for classes.

5.9.2(in1) assisting the Faculty-in-Charge in the conduct of continuous assessment and in the conduct of
class test, as and when asked for.

5.9.2(1v) preparation of purchase indents for workshop/laboratory materials as per decision of the Faculty-
in-Charge.

5.9.2(v) issuance & receipt of materials/tools/instruments, as required,

5.9.2(vi) maintenance of stock records in respect of all instruments / equipmen
the workshop / laboratories T
5.9.2(vii) assisting members of faculty in car
5.9.3.In case any other assignments given b
activities/events related to college affairs

consumables used in

C. Ro,

i@ out Research/Project Work, a

' rcs@}ctiv‘e\tea}ghcrs, he/she shall dwhys participate in the
E Principal

Q@ .
0
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5.9.4. They will also be actively involved in multiple college activities as member of various cells duly
nominated by Principal.

5.9.5. In the event of modification in the syllabus the concerned technical staff members need to be updated
and trained by the senior faculty members to implement the modifications appropriately.

5.9.6. Any other responsibility given by the Director/Principal or by the DIC.

5.10 In-charge of Examination Cell:

10.1. Conducts examination process in line with University regulations.

110.2. Liaison with University regarding all matters of examinations.

110.3. Arrange for submission of on-line internal marks and dispatching to University.

10.4. Handles review petition and interaction with the University regarding gradation of semester result.
.10.5. Receiving and issuing Admit Cards.

.10.6. Receiving and issuing Grade Cards.

.10.7. Tssuing provisional pass certificate to final year pass-out students.

10.8 Conducts external examinations, as directed by the Society.

.11 THE LIBRARY INCHARGE OF THE INSTITUTION:

J11.1. Library Incharge will be responsible for smooth and effective operation of the college library.

11.2. Implementation of the appropriate systems required for providing Library Services to the students,
teachersand other categories of staft.

.11.3. General administration of the standard library functions.

11.4. Maintenance of records for all books/journals /periodicals.

11.5. Will manage the planning, administrative and budgetary functions of library.

111.6. Establish and implement library and information policies and procedures;

11.7. Will be responsible for procurement planning in consultation with respective DICs and the

N
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n
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N

n
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5

Director Principal.

5.11.8. Develop and manage convenient, accessible library and information services.
5.11.9. Prepare and manage the budget for library.

5 11.10. Order materials and maintain records for payment.

5.11.11. Analyze and evaluate library requirements.

5.11.12. Prepare reports related to library services, resources and activities.

5 11.13. Smooth and effective operation of the library.

5 11.14. Procurement planning in consultation with Director/ Principal and DIC
5.11.15. Software Implementation/up gradation.
5.11.16. Will provide effective access to library collections and resources, maintain the organization of

library materials.
5.11.17 Provide library services in response to the information needs of library users and perform other

related duties.

5.11.18.Any other responsibility given by the Director/Principal and DIC.
5 11.19 Shelving of books and reading materials

5.11.20 Pasting/stamping and other processing of books

5.11.21 Any other jobs as directed.

5.12.3 Administrative Staff

5.12.3 Registrar
The Registrar shall be a whole-time officer of the college and shall be appointed by the Society in

consultation with the Principal/Director. His appointment however has to be intimated to the Board in due
course. The Registrar shall be directly responsible to the Director/Principal of the College for the proper
discharge of his duties and functions. The Registrar shall exercise such powers and perform such duties as
may be delegated or assigned to him by the Director/Principal.

5 12.3.1 assist the Director/Principal in all activities of Academic-Administration of the Institute.

5.12.3.2 oversee maintenance & supervision of class rooms, laboratories, hostels, canteen,.etc.

5.12.3.3 comply with statutory requirements of ~Fg, Approval and Affiliati MAKAUT and

other directives received from MHRD, AICTE, wO5¢ West Bengal and MAKAUT
5.12.3.4 comply with all MAKAUT statutory r

ement/s\(:CWMs (FIS and IIS), etc.
5.12.3.5 comply with directives of Higher tion Department, Govt of West Béngdbzfor admission
related data and preventive ragging measurcs.

< Dr. B. C. Roy College of Pharmacy & AH.S.
Bidhannagar, Durgapur-713208, Burdwan
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s _ y action for - ]
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: ;Wk: lkl)lhlg[u\]l employees of the Institut ce of appointment orders by the General Secretary f
5.12.3.9 Coordinat e § c. ral Secretary for all regular
ation with Staft Apprai ‘ i
eriployeRs, Bn fioan ey ot'( o ppraisal Committee and takes action for regulari
e < S AR ~ . cguld ati SrvIC 3
probationary period ¢ confirmation orders by the General S!c :”Zdllo‘ﬂ oGt
protRion 3. ) al Secretary after completio
SV 2 maintain  all b
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S8 Al ds etc., and employee database L e
2l e r‘-)spk)n‘ﬂblc 1- . i = € . (=
g or prov i ;
statutory-requireme providing information ertaini : i
o y requirements pertaining to compliance of employment related
5 12.2.12 ensure staff di ' " i
2 ensure staff discipl
$ ine and good work '
employees. should infor . work practices. If any misbe ior is obs
s S e llﬂol m ‘the Director/Principal and the Gen yl S’h .ChﬂVlOI e
512 ,]‘ 3 be responsible for CHRm e sl eral Secretary and act as per their advice
consulte ith D1 Princi - | ' |
:lL Iliron with Director/Principal and General Scc:rc:t'llryOn S NG s in
2 =
3 14 send monthly leave records to the Accounts S(ection for disb
or disbursement of salary every month.
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ge, the Regis i inati
gistrar should act 1n close coordination with the Director/Principal.

colleg
5.12.3.17 All admission s i
mission shall be done, as per regulation, through the Registrar under the direct supervision

of the Director/Principal and Society.

5.12.3.18 All other personnel will work under su
5.12.3.19 Will maintain all the records as per the university norms
statues.
:E. 12.3.20 Will look after student's affairs of the college and hostel i
5.12.3.21Will look after the day- to -day administration ©

Director/Principal.
5.12.3.22 arrange for admission and registration of students in different courses offered by the Institute.

512.3.23 Look after the scholarship matters of the students (WBFS, NSP, Bihar, Jharkhand, U.P., etc.).

5.12.3.24 look after issuance of ide ds of the students and the staffs.

ntity car
5:12.3.25be responsible for supervision and control of all non-teaching mem
and have the power to allocate duties to non-teaching staff in different arcas.
5.12.3.26 review Performance Appraisal Report (PAR) of Non-teaching members of staff.
5.13 Training and Placement Officer
5.13:1 conducting an annual survey of job requirements in industries,
mer training, industry sponsored

5482 arranging campus in

Lh

h

neral administration within

pervision of The Registrar/ Administrative Officer.
& will be custodian of all records and

ncluding discipline as well.
f the college in consultation with

bers of staff of the Institute

R & D and other organizations.
terviews, sum projects and practical training for

gaged in industries and academic institutions.

students.
5.13.3 maintenance of data bank of key personnel en
5.13.4 maintenance © a data bank of alumni  of the Institute who are placed in reputed
industrics/researclﬂservice organizations. i
ffective industrial training, placements ete,

5.13.5 assisting students in getting €
f the Hostel

5.14 Assistant Proctor

5.14.1 It is the duty of Asstt. Proctors toO visit the hostels regularly and
Wardens/Matrons and assist them whenever necessary:

5.14.2 10 guide the Wardens/Matrons in all hostel related matters
5.14.3 to sit with the students along with Wwardens/Matrons whene
related issues and sort it out amicably.
5.14.4 to oversee whether food served at dinin

adherence to menu chart is being supervise
ther hygiene and cl

oversee the activities ©
ver any problem arises regarding hostel

ooked, quality of raw materials used,

Wardens/Matrons: =
k inning Hall is being 1V1\1tz}ed by the

r the complaint

5.14.5 to monitor whe

Wardens/Matrons. : e '

5.14.6 to follow up with Estate & Maint e rt whether maintenan 19 ’[ S o
coobo e SRR Called® ¥ 713208, Burdwen

purgapur

received from the studen
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namtam record of attendance and leave of Wardens/Matrons

SIS HOSTEL WARDENS

5.15.1 Tt 15 the

discipline,
515

duty ol . s(e arde ¢ all '
the Hostel Warden to look after following repular matters relating o hostel

> food served at
o lmm;, hall, L|||.|Il15 of food cooked, (|1|:|l|lv of raw materials used, adherence to menu
\ ol :

5 § 9 "NeNe ' 1
153 hygiene and cleanliness of kitchen and Dinnimg Hall.

154 1o look after amenities of the students in the hostel
5.15.5 to look afte ¢ ‘nance . ‘
4y ok after mamtenance job as per the complaint received from the students
15.0 10 mainta }Cor altendance ¢ ;
0 orecord of attendance and leave of temporary absence or weekend leaves of inmates
(abrding by Hostel Rules). »
5.15.7 to maint | dise > ¢ : i
un hostel diseipline and take appropriate, prompt and corrective actions to prevent any act
of indiscipline (including ragging), as and when arises
5. 15.8 1o atter ] diate ¢ ai the gt ' !
1 id 1o the immediate complaints of the students and arrange for redressal and corrective action
and 1t need be to take up with the higher authorities.
5:15.9 to Miake ArancRmS - “the i if '
I ) m.dlw arrangement of attending to medical needs of the inmates and if needed, to arrange for
hospitalization.

5.15.10 to inform the parents/guardians periodically about the conduct of the student in the hostel.

5.16 HOSTEL SUPERINTENDENTS

5.10.1 It is the duty of Hostel Superintendents to visit the hostels regularly and oversee the activities of the
Hostel Wardens/Matrons and assist them whenever necessary,

5.16.2 to guide the Wardens/Matrons in all hostel related matters

5.16.3 to sit with the students along with Wardens/Matrons whenever any problem arises regarding hostel
related issues and sort it out amicably.

516.4 to monitor the meetings of Joint Hostel Committee and to help in prepare proceedings and take
action in consultation with the higher authoritices.

5.17 ADMINISTRATIVE STAFF

To prepare, keep and maintain all records related to:

5.17.1 Student scholarship

5.17.2 Registration and Examination of the students

5.17.3 Personal files of faculty and staff

5.17.4 BOG meetings

517.5 AICTE/ PCl/ MAKAUT/ other bodies

5.17.6 Official mails and communications

5.17.7 Any other duty assigned by the Director/ Principal/ Registrar

5.18 FINANCE AND ACCOUNTS STAFF

5.18.1 The staffs of Finance & Accounts section will report to the Treasurer of the Society, Dircctor/
Principal/ Registrar and Manager (Finance).

5.18.2 Shall deal with all the financial matters related to the Institute.

5.1%.3 Help Manager (Finance) Lo preparc and report financial statements, establish internal procedures and
controls, and evaluate business performance and segment productivity.

5.18.4 Maintain imprest Cash Inflow and Outflow.

5.18.5 Help Manager (Finance) to maintain all financial records for smooth functioning and as per
regulations of the Institution shall submit it regularly to General Secretary/Treasurer of the Socicty.

5.18.6 He shall be responsible for fees collections, reconciliation, monitoring of due fees in close
coordination with Registrar’s Office and all departments. . e

5.18. Help Manager (Finance) to look after all statutory payments viz, lncome Tax, Professional Tax,
Provident Fund, ESI, Group Gratuity, Mediclaim, Insurances, etc. :
5.18.8 Help Manager (Finance) and Registr; i‘d.prgpfi‘t'.c budgets based on sectiongt dgu;ls.
5.18.9 Help Manager (Finance) to take cagy 6 .iy'lry disbursement to all group cpllg 2 Mm/‘
5 18.10 He shall assist the Audit team fof [Fiif =0

5.18.11 Any other function assigned by
519 OTHER LAB/ OFFICE/ LIBRAF

Principa
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5191 Dusting and cleaning of Class room Tables Faculty Tables/Chairs/Laboratory Tables and

cquipments /Tutorial Rooms (if any attached to the departments) Table & Chairs of in Director / Principal

Registrar cabin, Book Racks and Departmental Libraries (including sitting arrangement) &1 dasly basn

When a Centralized Library is in place, the attendant attached to the Library shall perform the dusting of

book racks and books.

§.19.2 Providing drinking water to Director | Principal’ Regustrar DIC and senior faculty attached 1o the

respective departments.

5.19.3 Dusting Computer terminals and Accessories, on daily basis.

519.4 Despatch letter and Official Correspondence as advised by Director - Principal Registrar

5195 Filling and mamtaining office records with the assistance of the Exccutive/Assistants attached to

the departments.

519.6 Curtains provided in the Director / Principal Registrar cabin along with office and DIC room

should be kept clean, they should dismantie the curtains every three/ four months and hand over the

curtams to the Caretaker for laundering.

5.19.7 Switch-off lights and fans in class room at the end of the working day. Failure to do so may entail
nalties.

2.019.8 Oversee and ensure that the doors’ windows of class room’ Laboratories office rooms and such

mlneuueammlockednﬂwﬂﬂofmmm,wmﬂmvmbc'-*mb)

Management for failure(s) to comply with this requirement.

5199 Anyoﬂmjobmmymwbyunmmrmwmmmm attached to the

departments.
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CHAPTER 6: CONDUCT, DISCIPLINE & REVIEVW RULES
PART I
5 CONDUCT RULES

6. General
6.1.1 Every employee shall conform to and abide by the rules incorporated herein and shall observe,
C“_”‘Pl.\' \‘\"’”h and obey all orders and directions which may from time to time, be given to him in the course
of hlb‘oflu'iul duties by any person or persons under whose jurisdiction, superintendence and control he
may, for the time being, be placed.
6.1.2 Every employee shall put his utmost endeavour to promote the interest of the Institute and shall show
courtesy and attention in all transactions,
6.2 Integrity:
.Every employee will at all times maintain integrity and devotion to duty and act to the best of his judgment
in the performance of his official duties or in the exercise of powers conferred on him.
6.3 Misconduct
Without prejudice to the generality of the term “misconduct”, the following acts of omission and
commission shall be treated as misconduct, which may be cither minor or major:
Minor:
6.3.1 Acting in a manner prejudicial to the interests of the Institute
6.3.2 Absence without leave or over-staying the sanctioned leave without sufficient grounds or proper or
satisfactory explanation
6.3.3 Irregular attendance/habitual absenteeism
6.3.4 Neglect of work or negligence in the performance of duty
6.3.5 Damage to any property of the Institute
6.3.6 Violation of any rule or regulation including Conduct Rules that have been preseribed
6.3.7 Commission of any act subversive of discipline or of good behavior
Major:
6.3.8 Theft, fraud or dishonesty with the activities or property of the Institute or of the property of another
person
6.3.9 Taking or giving bribes or any illegal gratification
6.3.10 Furnishing false information regarding name, age, father’s name, qualification, ability or previous
service or any other matter germane (o the employment at the time of employment or during the course of
employment
6.3.11 Commission of any act which amounts to a criminal offence involving moral turpitude.
6.3.12 Arrest by Civil Authorities and conviction by a Court of Law for criminal acts
6.3.13 Going on illegal strike or abetting, inciting, instigating or acting in furtherance thereof
6.3.14 Drunkenness or riotous or disorderly or indecent behaviour in the premises of the college.
6.3.15 Unauthorised use of college’s premises, quarters or land
6.3.16 Willful insubordination or disobedience, whether or not in combination with others, of any
Jawful and reasonable order of his controlling officer and/or Competent Authority
6.3.17 Threatening, abusing or assaulting and/or obstructing employees in the discharge of their dutics or
instigating other employees to act against the Institute or any of its officials
6.3.18 Malicious or false allegation against any employce of the college
6.3.19 Tampering with official records of the college
6.3.20 Sexual harassment and causing gender-sensitive issues amongst lady employees
6.3.21 Anti-communal and Anti-national activities
6.3.22 Extending capital punishments to the students
6.3.23 To maintain confidentiality and disclosure of any i
NOTE: The above instances of misconduct are illustrativ

nformation related to work place
¢ in nature, and not exhaustive.

PART Il
DlSCll’j.JNE_’J&,RE..YIEW RULES ey
6.4 Disciplinary Authority: 7205 2 NN : ‘ //g\ . Lk
6.4.1 Disciplinary Authority means the #ujfority competept to impose any of the \fic alties specified in

Ly
ad \ ; | ! Principal
Dr. B. C. Roy College of Pharmacy & AH.S,
Bldhannagar, Durgapur-713208, Burdwan
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6 %»3 Disciplinary Authority for all employees shall be the General Secretary in consultation with
Director Pr@ncipal with regard to misconduct coming under the purview of “Major Penalties”.
Director/Principal will be the Disciplinary authority in case of “Minor misconduct”, who may refer the
matter to General Secretary depending on the gravity of the case

6.5 Penalties

The following penalties may be imposed on an employee for misconduct committed by him or for any
other good and sufficient reasons: : ]
6.5.1 Minor:

6.5.1 _]’ ('ﬂc”““re"/“‘_"‘m“g in writing which will be noted in his personal file

6.5.1.2 Recovery from pay or any other dues in part or whole the pecuniary losses suffered by the college
6.5.2 Major:

6.5.2.1 Withholding of promotion for a specified period

6.5.2.2 Withholding of increments for a specified period

6.5.2.3 Demotion to a lower post or to a lower salary slab

6.5.2.4 Removal from service which will not be a disqualification for future employment

6.5.2.5 Dismissal with disqualification which will affect his future prospects.

6.6 Suspension

6.6.1 The Appointing Authority may place an employee under suspension

6.6.2 where the disciplinary proceedings against him are contemplated or are pending

6.6.3 where a case against him in respect of any criminal offence is under investigation by civil authorities.
6.6.4 Where a penalty of dismissal or removal from service imposed upon an employee under suspension is
set aside or reviewed under these Rules or by a decision of a court of law and the case is remitted for
further enquiry or action or with any other directions, the order of his suspension shall be deemed to
continue in force on and from the date of original order of dismissal or removal and shall remain in force
until further orders

6.6.5 An order of suspension made or deemed to have been made under this Rule may at any time be
revoked by the authority.

6.7 Subsistence Allowance

6.6.1 An employee under suspension shall be entitled to draw subsistence allowance equal to 50% of his
basic pay. In addition, he shall be entitled to Dearness Allowance admissible on such subsistence
allowance and other allowances of which he was in receipt on the date of suspension.

6.6.2 The scale and extent of other service benefits of the suspended employee would depend on the merit
of each case, for which orders would be issued on consideration of the application of the suspended
employee.

6.8 Treatment of the period of suspension

6.8.1 When the employee under suspension is reinstated, the Disciplinary Authority may grant to him the
following pay and allowances for the period of suspension:

6.8.2 if the employee is exonerated and not awarded any of the penalties mentioned in Rule 6.5, the full
pay and allowances which he would have been entitled to if he had not been suspended, less the
subsistence allowance already paid to him and

6.%.3 if, otherwise, such proportion including full amount of pay and allowances as Disciplinary Authority
may prescribe.

6.8.4 In case falling under sub-clause 6.5.1, the period of absence from duty will be treated as a period
spent on duty. In case falling under sub-clause 6.5.2, it will not be treated as a period spent on duty unless
the Disciplinary Authority so directs.

6.9 Procedure for imposing penalties

6.9.1 Where it is proposed to impose any of the minor penalties specified in clauses 6.5.1.1 to 6.5.1.2 of
Rule 6.5, the employee concerned shall be issued a “Show-Cause” of the imputations of misconduct or
misbehaviour against him and given an opportunity to submit his written statement of defence within a
specified period not exceeding 7 days. The defenge statement, if any, submitted by Hfe yharged employee
shall be taken into consideration by the Discipfipary-Authority before passing oydery: r*Qr,dzof the
case shall include — N BN
6.9.1.(i) a copy of the statement of imputatifng Of misonduct or misbehaviour, dcl'w;[ﬁé&) the employee;
6.9.1.(ii) his defence statement, if any;

5] it
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6.9.1.(iii) the orders of the Disciplinary Authority together with the reasons there for.

6.9.2 On the basis of the material available with the Disciplinary Authority, if he comes to a provisional
conclusion that a penalty as provided for under rule 6.5.2.1 and 6.5.2.2 is to be imposed on an employee, he
shall frame a charge sheet which would also indicate the allegations on which the charges are based along
with such other material that he considers relevant to the various charges.

6.9.3 The employee proposed to be proceeded against shall be served with this charge-sheet within 180
days of suspension and the charge-sheeted employee shall furnish his reply in writing within a period
specified in the charge-sheet.

6.9.4 1f the charge-sheeted employee accepts the charges then the Disciplinary Authority shall record his
findings on each charge. If the charge-sheeted employee does not plead guilty to the charges, the
Disciplinary Authority shall hold an enquiry by himself or by any other committee constituted for this
purpose and the Enquiry Officer should not be below the grade of charge-sheeted employee.

6.9.5 The Enquiry Officer may make use of all the evidence already collected, either documentary or oral,
and. if needed, can collect further evidence which could also include the examinations of the concerned
employee and such other evidence as the charge-sheeted employee may desire to produce and the Enquiry
Officer considers relevant to the charges. He shall then submit his findings on the various charges to the
Disciplinary Authority.

6.9.6 If the employee does not submit his written statement of defence referred to in sub-rule 6.9 B(ii) on or
before the date specified for the purpose and does not appear in person, or otherwise fails or refuses to
comply with any of the provisions of these Rules or purposely delays the enquiry, the Enquiry Officer may
hold the enquiry ex-parte.

6.9.7 Suspended or Charge-sheeted employee will not be allowed to submit his resignation during the
process of enquiry.

6.10 Action on the Enquiry Report

6.10.1 The Disciplinary Authority shall, if he disagrees with the findings of the Enquiry Officer on any of
the charges, record his reasons for such disagreement and record his own findings on such charge. if the
evidence on record is sufficient for the purpose.

6.10.2 If the Disciplinary Authority having regard to his findings on all or any of the charges is of the
opinion that major penalties specified in Rule 6.5 should be imposed on the employee, then he shall make
an order imposing such penalty.

6.10.3 If the Disciplinary Authority having regard to his findings on all or any of the charges is of the
opinion that a major penalty is not called for, then he may pass an order imposing any of the other penalties
if called for, or exonerate the employee concerned.

6.10.4 If the employee is acquitted, then he may be entitled to get pay and allowances for the interim period
6.11 Communication of orders

Orders made by the Disciplinary Authority under Rule 6.10 shall be communicated to the employee
concerned in writing.

6.12 Review

6.12.1 The Disciplinary Authority or the next higher authority may, on his own, review the order of
punishment imposed.

6.12.2 An employee may make a request to the Disciplinary Authority or the next higher authority, for a
review of the order imposing upon him any of the penalties specified in Rule 6.5 along with a written
statement containing the grounds on the basis of which he wishes to get his case reviewed.

6.12.3 Request for a review of penalty shall be made within one month from the date of the communication
of the order against which review is requested.

6.12.4 The authority reviewing the case may pass an order confirming, enhancing, reducing or setting aside
the penalty or remitting the case to the authority which imposed the penalty or to any other authority with
such direction as he may deem fit in the circumstances of the case.

6.12.5 The appeal for review will be time-barred by limitation after six months from the date of order of
punishment.

sk ok ok ok ok ok ok ok ok
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