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Human Resource Management

1. Recruitment -
As a start up to recruitment, need should be identified by the HOI / HOD. Teaching staff
requirement should be supported by workload distribution and projected in the Roster
maintained in the institute. The HOI/HOD should submit the draft of advertisement through
the HR Department for Trustees approval.
First filling-up the recruitment requisition form and getting the approval of the Trustee (It
requires around a month's time from receipt of requisition from the dept., till the closing of the
position) In case there is any change in the job profile, it should be immediately conveyed to
HR office.
i.  Getting job posted.

ii.  Advertisement /E-mail /Telephonic.

iii.  Receiving applications & Resume.

iv.  Screening of applications & Resume.

v. Interviewing the candidates.

vi.  Checking References.
vii.  Director's approval (Interview by Trustees)
viii.  Acceptance & Final Approval.
Selection —

Selecting the right candidate atthe right Position and at right time. Selection should be made
by examining all factors necessary to determine the best qualifications and capabilities to fill
the position. These factors may include experience, past performance, job related educational

background, ability and qualification to perform the work

(Enclosed Annexure A: Faculty & Nonteaching staff evaluation format)

2. Incentives

To give special thrust to research culture and knowledge updating in the institute and
thus improve the profile of the institute at the national and international level, all staffs

re given Incentive /Certificate / Token of appreciation.




Laboratory/Library/Equipment facility for completing PG/Ph.D. Degree from UGC
recognized University as well as for Industrial Visits, Trainings, Workshops,
Conferences, Seminars, Symposium participations when in service of Divine College

of Pharmacy, Satana.

3. Leave Rules: (4dnnexure B attached)

Attendance and Punctuality
The attendance and punctuality are expected from the all employees. Employees are
expected to report as per schedule. In case they are unable to attend they will have

inform the Principal/Director /[HODs

Attendance Register
All employees of DCOP have to sign the attendance.muster immediately after
Biometric punching before entering the institute. The attendance muster will always be

maintained and monitored in & by the HR deportmentof DCOP.

Swipe Rules —
All the employees are requested follow their biometric punch procedure at the time of
arrival and also while leaving campus. Any single punch is considered as half day. If

there is any major issue during biometric punching please inform to HR Department.

Late Mark:
One leave will be deducted for every 3 late arrivals or early exit during the month and

in case where only ONE entry has been made either incoming or outgoing it will be
treated.as ABSENT.

Casual Leave (CL) :
Casual leave (CL) is a type of paid leave granted to an employee, which can be applied
during an unexpected situation or an unforeseen event that occurs without any prior

plans. Number of days permitted: 12 per academic year

Compensatory off (C-OfY) :
Compensatory Offs are benefits that an employee receives in exchange for working

extra hours . Number of days permitted: 25 per academic year




Sick / Medical Leave (ML):
Requires doctor’s certificate (Note: Sick Leave (SL) cannot be adjusted with any other
leave. It should be only taken when you are not well. Any violation against the rule will

face strict action.) Number of days permitted: 14 per academic year

Maternity Leave: Maternity leave is a paid leave that pregnant working women are
entitled to take care of their new-born. This leave is available for two deliveries only.

The Total leave cannot be more than 03 months (90 days)

Vacation:

Teaching staff members will be entitled to Summer Vacation & Winter Vacation, the
period of which will be decided by the organization in accordance with the University
/ MSBTE schedule for the respective institute. Any change in the declared Vacation,
will require prior sanction from the trustees & the same should be communicated to the
HR office after necessary sanction. In case of a staff member is deputed for the
following activities; the days of absence will be deducted from Vacation days

announced by DCOP from time to time.

4. On duty:
On Duty permission regarding institute/departmental work will be granted only on the
prior permission in writing-from the Head of the Department and an approval by the
Principal. E.g. Industrial Visits, Trainings, Workshops, Conferences, Seminars, PCI /
SPPU / MSBTE Inspection Duty, SPPU/ MSBTE Exam Duty etc.

5. Consultancy, R & D and Teaching Assignments

a. Consultancy and R& D
The Institute encourages its faculty members for consultancy and enhancing R&D
assignments within or with other institutions and Industries. The faculty shall undertake
such assignments When the Institute is approached for such help and the Principal
assigns such engagement to the particular faculty or when the faculty himself/herself is
approached by the outside agency for such help. In either case, the faculty shall take up
the assignment by obtaining the approval of the Principal in writing. The faculty shall
avail the administrative and infrastructure facilities available in the institute for carrying

out his’her assignment. The faculty shall also associate other faculties for the

assignments. The faculty shall levy such professional charges on the benefiting agency;

however, the charges shall be shared with the institute on the following basis:
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Where it is a project R&D type assignment, involving the infra-structure
facilities and work time, its hall be 60% to institute & 40% to the staff associated
with this consultancy assignment.

Where members of staff are associated in the assignment under taken by a
faculty, the associated staff members shall be paid honorarium by the faculty
appropriately.

The Project Coordinator shall utilize the project funds received as per the rules

and regulations agreed upon with the funding agencies.

b. Teaching Assignments

L

The Institute permits its faculties to take up teaching assignment with other
educational institutions subject to the conditions stipulated in this section:

A faculty, who has been approached for giving gﬁest lecture in other educational
institutions, shall make a request to the Prineipal, who will go through the nature
of the assignment and may approve the same.

Unless approved by the Principal, a teaching staff member shall not take any
teaching or non-teaching assignment in another institution, whether for

remuneration or on honorary basis.

6. In-House R & D and Seminars/Workshops

a. In-House R&D

The Institute encourages its faculties to undertake department-wise R&D

activities along with Students and other staff Members.

b. Seminars/Workshops

The Institute encourages its faculties to organize SPPU/MSBTE/PCI and any
other professional bodies funded Seminars and Workshops for the benefits of
fellow faculties and students. The Management provides additional funds for
any SPPU/MSBTE/PCI and any other professional bodies funded programs on

prior approval whenever required.

7. Consulting & Outside Connect Policies:

We recognizes that many staff members have expertise, talents, knowledge, and skills,

which have value to outside organizations — public and private.
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ii.  Association with outside organizations can benefit those served contribute to the
professional and personal growth and/or reputation of the employee, and bring credit
and good will to the Institute.

iii.  However, consulting arrangements (with or without pay) or other outside business
interests or jobs where there is a risk of conflict of interest or appearance of conflict
must be disclosed to one's supervisor.

iv.  The following four categories describe the types of outside activities in which staff may
choose to engage, and they provide information concerning the appropriateness of such

activities as they relate to employment at Divine College of Pharmacy, Satana.

a) Professional Activities:

i. There is a large area of outside professional activities, generally related to the
individual's position at the Institute, that are part of the individual's job, carried out
during normal working hours with full use of Institute resources, such as office
supplies and administrative support, and does:not present a conflict of interest.

ii.  If they require a substantial time commitment, the employee should discuss the
situation with and receive permission from one’s supervisor.

iii.  Anapplication form available with the research Department need to be filled by the
employee.

iv.  They serve to increase job-related skills and expertise and/or provide direct benefit
to Divine College of Pharmacy, Satana.

v.  Such activities include participation in work-related conferences, seminars,
professional asseciations, advisory panels, visiting committees, and the like; service
as a trustee, director or advisor of an external organization at the request of Divine
College of Pharmacy, Satana.

vi.  Employees invited to serve on advisory or other boards of organizations as a direct
result of their Divine College of Pharmacy, Satana. Positions may serve and also
may receive remuneration from the organization and/or reimbursement for related
travel or other expenses from the organization provided they have disclosed the
relationship to their supervisors and obtained prior approval. Travel expenses may

be paid by the Institute only when employees do not receive remuneration.

b) Outside Volunteer Activities:

Outside volunteer activities in connection with nonpartisan public service can also

contribute to Institute goals and provide valuable public and personal benefit.
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An application form available with the research Department need to be filled by the
employee.

Primary commitment belongs to the Institute. Activities should be scheduled
without interfering with one's regular Institute work commitments.

Activities generally are not considered to be part of one's job and should not, except
on an occasional basis, be carried out during normal working.

Employees should refrain from any actions on behalf of these outside organizations
where the interests of the Institute and the organizations are, or could appear to be,

in conflict.

¢) Outside Income:

Employees may also have outside income sources, including second jobs, or be
involved in outside activities or interests that do not affect, either directly or by
appearance, the Institute.

Are not considered part of one's job.

May not be carried out during normal working hours:

May not interfere with employees performing their jobs.

May not involve the use of any Institute resources.

Other considerations for employees with outside businesses, jobs, or other non-
work-related activities:

Employees should avoid using their offices, staff (including their own time during
normal working hours), equipment, supplies, computers or tablets, telephones,
computer systems, vehicles, machinery, or any other Institute resources.

While there may be some occasional instances when business related
correspondcnce is received at work, employees may not routinely conduct outside
business at work.

Employees should avoid inappropriate use of their institute positions, including
appearing to speak on behalf of or representing the institute.

Employees should not distribute or use for personal gain any information not
generally available to members of the public, which is acquired by reason of the
employee’s official duties.

Employees should not receive compensation for distribution for distributing

institute information, which is generally available.
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Enclosed:

d) Outside professional and other activities:

Employees may have other outside professional, work or other business activities
that provide financial or personal benefits to the employee. Such activities may be
public service in nature and may or may not be strictly work related. Some activity
may have recognizable benefits to the institute.

An employee’s primary obligation is to the institute.

The employees must be sensitive to and avoid any situation where either the extent
or type of activity could, either directly or by appearance, limit the employees
impartially, effectiveness, or availability in the conduct of one’s institute position.

Consulting arrangements (with or without pay) or other outside business interests
or jobs where there is a risk of conflict of interest or serious appearance of conflict
must be disclosed.

Further, employees should be aware that if there is financial benefit or reward for
themselves or other with whom there is personal. relationship, the potential for
conflict of interest or commitment increase substantially.

Other personal or outside business relationships that may affect ones decision-
making and/ or have the potential for dividing loyalty must be reviewed with one’s

supervisor.

Annexure A: Faculty & Nenteaching staff evaluation format.

Annexure B: Leave Rules.

Il




Annexure A

Shreeshakti Shaikshanik Sanstha's

DIVINE COLLEGE OF PHARMACY, SATANA

TEACHING DEMOSTRATION EVALUATION SHEET

Day: Date:

Name of Candidate:

Place: SS5’s Divine College of Pharmacy, Satana

Specialization:

Attributes & Performance Rating (Circle Appropriate) Remark
Introduction Given 1 2 3 4 5
Writing on board, figures/diagrams 1 2 3 4 5
Usage of classroom language 1 2 3 - 5
Eye Contact 1 2 3 4 5
Gesture and Pasture 1 2 3 4 5
Methodology thought for students understanding 1 2 3 LS 5
Subject Knowledge 1 2 3 RS 3
Time Management 1 2 3 B 5

| Use of element of creativity 1 2 3 4 5
Confidence level Exhibited 1 2 3 4 5
Use of words and expression within student level 1 2 3 4 5
Presentation of subject/command on subject 1 2 3 4 5
Conclusion/ summarization made or
lecture abruptly ended

R Total:

Rating key: 1=unsatisfactory, 2= Fair, 3=Satisfactory 4= Very Good 5= Excellent

Name and Signature of Subject Experts
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Annexure: B

T BhemR

whwmeft P (shen vene) o, A, g ovaon/ eer /T, B 4 7, teer i ober e
A wm-wity (mfiem), B ope/eo/ 0o sk sheRa

1 Qu/o%/R0%¢

EEE FE R TR Fe o @ Fanid g sie Sede SR 95ie
Fram & 5. ¢ S R0%¢ THA 9] Fvare A9 3R o1 FAEi O HRw gt
FIUATT AT TR (AT IeelE Fedrd e & vevld srEet @ Saiar geda
ICCEATHIS WEEEER WU A$e 9 Wi FEaR! wan ate g

W :- 1.3 qiF] HilgdieTd et

) Q

PRINCIPAL
DIVINE COLI === A
Nampur Read &2,

ARMCY

ik 423301 13

: — - - — -
SR — — — e —
i
_,:.&ff;,iﬂl’\}‘
T



-: framraet :-
el FHATAAT W)/ R/t T gvargdr R (Y, T 3 ao)
q HEAHT T9 GENEE T TG §9 S 9 Siad SN Gueaar
2, it e/ mefaarra/@ i aige e .
wS R/ e el SEEmSHER FEeE a0 3
AT BB TSI/ ATHE WET T 9 At eard GTEaE g
TIET FT.
VTSV ETaeIeTa/ FraTer W g aiear TorTe 4] SuAHRE e
w4 Tonern o foersier sdatt @ faamat Fafa sieaus s9s a2,
W Tomahi=1 WToETe) e E AR . TR T ST
FIOTET ST 5o o] Wrend F G g TRt FEl
W3, drite, EoR qrHtTeT a1 fawaven fergei=t faeveatan Wi Raie s
T A O ATl Hea qa) S6A 51 Higareal el Wi S8]
T T T i SR T S
TaE e g wHurgH Ae  WSVHeiauea/erieEE Ja
T/ ST TR A5 AVERY SUHH TGAVETH SYS e O
Ul YRR qaRE Feld] el 3aid 9 3 T4 3Ead & TaE
TiF=qTeT Va2l Tt FUaa § TR YEeEd 98 e 396 767 gad.
[ FHAGIAT UeHl AW WeHT 13 WEHURT T O H0dT dedied.  wr
IR &SI FTEAT S SN U WENTIRT T 9T i 45 R AIE d
1 FHAGET G GNEA HUF FAHS W JGA 1 A aueT
TR Ly AT T 3vaTd Adle. 9T S T SRUTETEN AT HRedT ST,
et Rctean Aigaisa ol Al d2a=] 0l SU-eRES A
dierd 4.

— g:nglNCIPAL
DIVINE COLLES ™ 6F PHARMOY
Nampur Road S5 . .51 Nashik 423301

14




o FEYIEA e UTEE @ A ARvEErR e/ Heaaer/ st
TR Fvida i feeie wn Qo e s e

o VTR EREE 3 aramieiE AR A A
] ), AR FTETETHS S FHar.

o T Bemrmi 3-wFm T awm ITRM FEEN 7w R e

o TTEVERTTEER/GEeEn AR w3 Frden davart sEEer wEE
T

» WS ETHEIE SR TG e $uet S T .

® VBV HRITERICTd FITHETET TeEaeR #1 $UsT aTAT F0dd Frl.

* VEAETEIER/ AT FEEEEE 30 SEEE 2 9 W
R FE 4.

o ViETRTRR/HEE e g A G S
e Rawre 4. fawmdt @ o gt e wfis SEEr T
warET e w5 1.

o T FHAEE W @ A Rutee aRE hen SrEe ardl @ A
=P,

o TIE/TETEEAEEE W T w0 T Yy Fag feis 3 sEeEs
FHIHFT 5O HEATTF AE.

o o et TSI e @ Wi SIENE a6 e AEagHi E A et
i T AR TR HTA T IO WA T @ # AE A
TIRIGA aHE FRUET A5

o Tagreatdr wEma wefavar @ Iadavardl SEERRl THY 9H W SAvarH]
TR AR < .

o TR/ FEEEA S BT TERE EE YA E T

o FFAT AATEHH 1 FOT A o e, Aeioes 7 o Al

- PRINCIPAL "
DIVINE COLLES ® OF PHARMCY

Nempur Road,Saten: DistNashik 423301 15 "




TSV meaarea/FETEde HHaEaET AT TE AERid ST amy
FF Y. T ERIEER A LA St ASTST A1 T

Welleh SHEUTAH Wq- A NEToTs STl SEe @ TR HEl o daEs]
frafi amadz wra.

BV e/ FIATCTaTA FATCri da AT AT g e [
FEA T HIUTE IeE FHEAFRT A UL T HeGHa A0ard! 4z FH% Bl

T TIFH T TS AT GRS T GUIGT I SIONgT ey Ay mear
AT TR TR Har TRd SR FSE v 2, Tz @Ev] 9 95
O T FIRIR TG FATFE IR

wrard, ferres, fmersee wiar o faemdt a9t fogg vl wieam oo 909




