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New Emplovee’s Joining Process and Welcome

< e D P cast one day in
I. New employee Joining intimation should be done by Heads / Principal at least CeSS);I'Y
. ; o nel A e
advance in the official whatsapp group and intimate to administrator also for n

arrangements. ’ he day of
2. Whatasapp Number of New Employee must be added in the morning on the day

Joining with Welcome message.
3. New Employee will report to Head / Principal. : . 47 Ll
4. Head will check supporting docs with resume. If found ok then Joining formality shou

be completed.
. One set of all docs including appointments, joining, salary break —up etc needs to be

handover to Administrator for office record. ; .
6. New member is welcomed with a Green Plant (A new initiative .and best practxcte
towards environment consciousness) in the presence of all members in the department.

~ Plant will be provided by the Administrator. v i
7. Reporting manager must take maximum % an hour orientation about the institution on

the very first day after welcome.
8. Department member (nominated-by the Head / Principal) should take the new employees

for the entire campus visit (every corner inside and outside) and introduce them to the

all the members of the institution. . '
9. Complete salary details to be explained to the new employee by Heads/ Principal.

10. Administrator will ensure the following —
()  Bank Account opening form
(i)  PF & ESIC form
(i)  ID Card formality |
> (iv)  Thumb Impression / Face scanning for attendance.
-~ (v)  Intimation regarding transport facility
et 11. Librarian will issue library card on the day of joining,
~ 12. Allotment of Class / other works will be done by the Head / Principal. So that new
employee will start work from the next day. ‘
13. By the closure of the joining day Heads/ Principal will again seat with new employee to
solve their queries, to check complete fonnalitypn the day of joining.
14. OD for a day should be given for opening the bank account if bank is away more than 10

Kmtrs from the institute otherwise give permissign for the formalities.
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_ The institution determines to ha

_ Exit committee review the reason

_ The Exit Committee call the employee within a mon

_ The reasons should be kept confidenti

. Emplo

. Institution makes this situation pleasurable to the employee,

Employee Exit Policy

with each employee and

ve long run association

everyone as the member of Sandipani Academy but 111

any case employee

al will discuss with the employee

and if required exit process will start with the intimation t0 director a8 W

sustain

nation letter then Head/ Princip

produces resig _
] as exit

committee for review.

 Exit committee include-

a. One Nominee from the Nursing Department

b. One Nominee from the Education Department

. One Nominee by the Director

of resignation through intense conversation

with the employee.
th after resignation and filled

the exit form. The form must contain the reason of leaving and their willingness

to rejoin the institution in future.
ial and should not disclose to anyone. It

should be sealed in envelop and send to the director of the institution.
yee should get the No Dues from the concern department (academic and

non academic ) and it should be submitted to Head/ Principal/ Administrator after

duly singed at least 03 working days before the relieving date.

. The responsibility- of the employee should be handed over to the other staff of the

concern department as suggested by the Head/ Principal.
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9. Principal / Head will be responsible to issue experience cum relieving letter on
7 the last working day.

7 10. Full & Final settlement should be also made on last working day; its
| ~ tesponsibility of administrator. This full & final payment will be credited with
‘ next month salary.

. Momento will be given to the departing member of the family for their valuable
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SAMPLE

s e 7 SANDIPANI ACADEMY
R . Performance Management System
—_______ {Forthe Period from to z ) Z
c Name Location / Division |
j :_' Date of Joining
Teacher Training
Weightage | Below Average | Average | Good | Very Good | Excellent Comfests
e 100% <60% 61-75% | 76-85% 86-95% | >95%

IS N

|

a, 1-_:!-,‘7_‘ G |

— Reporting Manager ,
yr: Gk, - 1
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Candidates of Interview
\_

Date )
P e e Signature Qualification

—_— ]

S

Da&f&?’tﬂ’(\ %\“ﬁmxrm AP (e

S dpog [ (fujy) ';}gwm e

(GoramT; ST N ] R8¢ LFEPJ-\;\’)) ;

L0 Ve (’hcuomdm e M’,Cfﬂ'(p(l \ <

; —— (77| (M T e bd L

. LI Y Loty LUy D‘.C\;N‘v"; 1
A 2 = olli);, TR@JZV | 1%.G ] \ ® no b
Eiente 2 il | ok, ey . | 4

\

Sandip:‘-r." As
Achhoti, Distt. Durg (

1y
CG*

(¥ Scanned with OKEN Scanner



SANDIPAN VACANCY

8 ACADEAY

] . L . .
We require Assistant Professor (Contractual Basic) for UG Courses.

&3 ;

I SALARY. -

Mathematics

respective subjects. :
i Rs. 12,000/- Per
Experienced & St Month Consolidated

5 Political 01 qualified candidates
Science i ?.ammﬁ..o@
73: can mmbm%orﬂ resume through email before 02.03.2021 :
E-mail: - mmz&cus.rwnwﬁos@ma»mbcﬁ e
Website: - www.sandipanigroup.org i |

‘Achhoti (Murmunda),
7000729670, 9399920362
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oSt || ELIGIBILITY

1* Division in PG in
respective subjects. .
1 Mathematics 01 Experienced & NET |- 12,000/- m..ﬁ.
- : Month Consolidated
qualified candidates
preferred :

You can send your resume through email before 20.12.2020

E-mail: - sandipani.achhoti@gmail.com

Website: - www.sandipanigroup.org
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