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INTRODUCTION

nani \cademy is an educational mshtution with ils core Vi liing Mtnds wit ]
’ L HE TN ]

Sandi hieads high

this coatemporry world has been working in the educational field since 20 ) with the sole |
1 B = athlle ailil In

provide the best appertunities to teachers and students for their fullest prowih und

fo Eresle an environment whize Bl umiler the patronuge of
Byl Naoeguieit. "THin Policy 18 developed and planned ccording 1o the values of the
institution and reflects our belief on the Prineiple of win-win situstion for employee and emplover
ro maintuin the quality at every asped, endeavor o adhere 1o and follows the core -.-:|rur|:a ;|'1-.1.
quidelines of Sandipani Acpdemy (SA) and gives our efforts 1o imbibe hese values in institutional

: developmen; nnid
every stikeholders of the mstiution flourish ;

e 5‘!-"5[-3“'-.
s(ontributing to National Development”™
“Fostering Global Competencies among Students™
«|ncubcating a Value System among Students™
“Prometing the Use of Technology™
“Quest for Excellence™
This is to inform all the employees that the following rules and regulations will be follgwed

regarding HR Policies w.e.l 01.07.2020,

This HR Manual has been written to provide information and guidance to $A employees. This
handbook is designed to acquaint you with 3A and provide you the information about the working
emvirenment, the benefits and the policies effecting the empleyment. You should read. understand
and comply with the policies of SA. The handbook describes the responsibilities a5 an employee,
The objective of 5A is to provide a conducive environment for both personal and professional
development of the employees and moreover given the reahty of a complex, ever- evolving
organization. The information in this handbook is subject to change at any time with or without
motification. However all efforts will be made 10 keep emplovecs informed of any chansesto the
handbook. This handbook was prepared as & resource for answers to questions you may have from L
time o time and 1o encourage understanding of the organization, It is not intended as a complete
guide 2nd should not be considered or relied on, as a contract of employment.

We recognize that new employees in particular are bound to have many questions relating 1o their
specific position or responsibilities. You are encouraged to direct any specific enquiries you miy
bhave 1o your HOD / Coordinator / In charge or to cantuct the personnel department of SA for
additional information or assistance.

Fage 1 o717
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GUIDELINES FOR EMPLOYEES

. Teachers Frofile to be mmintamed will ihei fondaes ; .
Updated. To42 o s S 'l"|"'|'|"-'-'llln:lr'|'n_.].-::|'|.l.".'-..:|'|1".'||II> Bl
Working hours (o5 eVery Warking day |

Notices and follow ups 10 be done.

¢ Tenching faculty: 8 Hours
¢ Non-teaching & Supporting Stafl: § Hours

This policy i not applicable on Guest Faculty and Visiting Faculty.
If any empleyee move oul of the College premises in scheduled working time, Permission

i5 needed from Reporting Manager! HeD), Tn absence of above it will be treated ag Half
day. If' any employee found misusing outgoing facility, strict action will be taken by
atithaorities,

If found any late, either punishment or fine will be deducted from the salary

3 LEAVE POLICY
« All applications of employee regarding concerned matters should be forwarded throudh

their Principal/HOD [Administrator/Reporting Manager,

» Leave application will be considered only afier the spproval of Principal/HOD
fAdministratorReporting Manager,

s Leave application should be submitted before taking leave. Only in case of Emeracncy,
emplayee must communicate through SMS/other sources. In this case employee needs to
submit leave application to their authorily within two days after reporting. I lemve
application is not submifted within timeline thea it will be counted as leave without pay
:J'_:'l.'l.-'P].

+ Mo provision for Half Day Leave.

« Employee can avail | hour prior leave in a month,

# No Casual Leave will be provided to Visiting & Guest Facully,

* Employee on probation period will be given facility of 12 CL in a year in pro data basis.

* Employee after probation period and other regular employes will get 12 CL per year, Hei
She can avail CL between January to December. If any employee does not avail his'her CL |
im the present session then their leave will be lapsed.

* Suffix and prefix criteria (combined) will be followsd with CL i.e. Holidays/Sunday will
tie counted if that will come between CL/ILWP.

ACADEMY.......... HR Policy Page 2of 17 i
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Leaves of employee for more than |5 days have to be approved by the Director, F
i HELAL 1 0r more

than 15 days leave, application must be submitted o Principal/HOD Reporting Minager
before 7 days of desired leave i = |
Tenching Fsculty will got facility of 30 days Leave (with pay) in a catendar yenr (inchuding
qurnmer vacation, Specinl Holidays, Club with Festival |eaves R i l_s_:”".lmli

L. Govt, Holiday and Weekly OFF. These davs will be declarod by the Managemen

Maternity leave of 2 months with full payment will be given after approval of
PrincipalHoD. Payment will be credited afier rejolning and two manth working

Employees registered for Ph.D should submit their documents, Seliolars alter tuking ther

period! assigned work in the college can go for course work and resenrch wark

3. POLICY ON ENHANCING CURRICULAR ASPECTS

» Faultics should update themselves academically and equip with technological

advancement m educational fields, :
Facalties should devise and apply new and innovative methods in the classroom

teaching.

Facalties should create additional syllabus for helping students in their prursuit of
knowledge.

Faculties should organize co- curticular activities for sradents.

Certificate course to be organized.

Cuest Lectures 10 be conducted,

ﬂr@nuim webinar, seminar, group discussions, conference et and it should reflect
in time tzbie,

Holistic time table to be finalized,

Timely completion of prescribed syllabus
Question papers of other college and univessities to be collected and given to the sudents.
Unit test and Model exams to be conducted

Result Analysis to be made.

Continuous and comprehensive evalustion 1o be done for monitoring the progress of
theentire process and proper up keeping of record.

For conducting all these activities management will give its cent percent support in
terms of finances and others needful,

Any other ideas are always welcomed.

Page3of 17
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y ON ENHANCING TEACRING-LEARNING AND EVALUATION

4. POLIC
Teaching and leaming I8 the foundation snd plays 9 decisive role in the ed
| | N d e in ne educalicon svelsin
¢ transforms all the policies and theones into practical way and dircetly affects th -
ik e £ afudents and

jeachers performange.
Teachers should make Frogramme putcomes and course oulcomes.
academic Planner to be made,

Academic calendar to be developed,

Use of ICT m Teaching Leaming Process.

Feedback to be given phout their experiences.

smudents’ testimonials to be rken.

After every activity feedback should be taken compulsorily
Conduct students’ satisfuctory survey'feedback.

Display of success story of students.

Daily Attendance of the students should be recorded
roject work, model exams chould conduct to measure the outtomes.,

¢ Test, assignment, p

Communication Skills
Decision Making

Meeting the Deadlines
Numerical Caleulation Ability

WQWW

Bridge Courses
[nduction Programme

L]

+ Remedial Coaching |
-. |
L]

L]
L]
L
L

1CT enabled learning material
Personal Counseling

Wﬁﬂﬂﬁm

Research Oriented Prajects
[ndustrial Training/ [nternships

Institutional Summet and winfer

+ Volunteer Opportunities i Event Organization

. lemlh:pmmlﬂhws
« Serving on Various nstitutional Committess

» Peer Teacher
+» To Form Subject

Related Student Spcienes and Organize petivities

Page 4 af 17
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Problem bascd leaming 1% a miethed of mstruction where students gee poRElioned 14

Partivipative Learming

oy ACivites
SLIPVEYE
> Projects
o Field Visits
- Brain Storming Sessions
- Workzhops
5 Role Play

It contains following:
o Reflection, critical analysis and synthesis,

L

o Opportusities for students to take imitative, make decisions snd are accountable for theresults,

Opportunities for stedents 10 engage intellectunlly, creatively, emotionally, socially arphysically

0

A designed  learning experience that includes the possibility to learn fromeoniequences,

musiakes and surcesses,

LLENCOMPASSES
a Laboratory Sessions with advanced experiments,
o Internship to expand the knowledge on market trend.
o Add-on Courses on latest technologies.
o Cese Studies, Protorype Model Making, Visual Aids usage.

o Project development,

2 POLICY ON ENHANCING RESEARCH, CONSULTANCY AND EXTENSION

Research cell and culture fo be developed.
Research cell informs teachers to the opportunities.
Institution provides support to faculty for ther research work. Annual Fund Allocation for

Research and extension activities (provisicn of Seed Money).
Teachers should be encouraged to do PhD, publish rescarch papers, attending seminiss,

workshops, conferences etc..,
OD (Official Duty) to be provided to carry on research activities.
Award, recognition to be given to teachers for their contribution in the field of research.

L]

ACADEMY......... HR Policy Page 5 of 17
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e Efforts 10 be made 1o fake sovernment resench Progee) |
LA

with the help of NGOS, LY Ut research Prifests

Conduct State/Nationall International fevel Seming
i LI

B, Workshons g conferences gig

Conduct Research work along with the studerits

« Linkages and collaboration with industrips and other institution 1o be ma I
Co C made, I

members generate funds while extension and supparting sctivities "
coliege hours, they need 1o submit (he fund i.e. 20% of total reven

organization.

casetuculty
other mstitution in

e penecnted o the

» Eutension and outreach activities like Environment awareness programme water

conservation, village adoption and various YWAreness programme 19 be condugted '
* NCC and NS5 unit to be opened,

» Guest faculty to be nvited,

« Display of information in notice boards,

6, POLICY ON ENHANCING INFRASTRUCTURE AND LEARNING RESOURCES

* Establish policies for Infrastructure and learming resources.
e Seed money for libeary to be allocated.

# Library updation and advancement with new licensed/Open  software with proper

functioning and optimal use with evidence and repont.

-

Library authority should -get approval from the management for new purchase of library
book.

Library authority has to get the needed proposal library book list from the head of the
department for new purchase,

ICT based infrastructure need to be maintained and proper upkeep of Infrastructure with

TP,
All facilities to be updated.

7. POLICY ON ENHANCING STUDENT SUPPORT AND PROGRESSION

Scholarship and free ship to be given to students besides govermment scheme.

Personality Development programme as Life skill, Communication skill, Leadership, Yoga,
Physical fitness program to be conducted, ;

Guidance for career counieling and competitive exam preparation.

» Formation of Anti Ragging Committee, Women Cell, SC/ST Cell ete,
the committes / Cell registers / records.

Timely redressal for sadent’s grievances including ragging and sexusl harassment

Ta PI'E'P-BI'E and :’mi]:ta.i.ll

Page 6 of 17
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o Zero tolerance policies for such offencey
+ Placement coll works 1o provide placement to e elipilkie candidabes, invite sl
. : BCNGOIE Bad

Students should be made aware of different placemnent opportunities (hrugh prop
L A4 LAY

imstetutions for placemem
' ‘

d:iEj:'L‘l'_'«' of advertisement nnd MEsEges svalem,
o Committes’s munotes cégister (0 be prepired
Student's progression from UG to PG and hagher education to bemonitored  and  keep
record
Alumni to be registered and increase their participation,
Sports and cultural setivities o be organized and keep record
Students fo be informed about the university level, atate: level and mational Jevel |
competitions in sports, cultural activitics and other extra curcicular activities |
Srudents should be encouraged to paricipate in various activities ateollege and cumide
activitics,
w Cnher Activities and ideas are weloomsd.

5 POLICIES AND GUIDELINES FOR GOVERNANCE, LEADERSHIP AND MANAGEMENT |

Follow the Vision, Missien and Core Values of instifution
» Updation of college website.

Pregaration of college magazine, prospectus elc,

« Conduct governing body meetmgs regularly,

» Prepare organogram and Sof's.
Documented and approved policies and procedures for appointment, meremnenl, grievance

redressal mechanism.
s Planning for budget and resources.
s Planning for admission with the use ICT.
+ Planning for student fees.
» Annual planning for library.
Effective welfare measures Tor faculty and students work with the i of safoty first and

work environment.
Maintain welfare committees and develop policies welfare megsures.

* Promoting employee’s self development,
* Provident fund and ESIC facility.

Trame T of 17T
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# Loon fciliies throueh instituivnn bask

« Health Checkups with tie up with nearbs S—
o College uniform to non teaching daff

» Tmnspoct [ncilities, Provide Tea, Snacks and Canteen Facilities on fisem At
emplovess, RO drinking waler, Banking Tocality soch me AT e Selibin the p—
o (mling teaching and non-teaching work are given to the employees

 Management should be Oexible being quality result orientution.

g, POLICIES AND GUIDELINES FOR INNOVATIONS AND BEST PRACTICES
Gender Audat 1o be copnducted,

#  Energy and Green audit to be conducted.

¢ (ender sensitization program to be concducted.

¢ Women empowerment program (o be organized,

Save electricity and uee natural resources by use of LED bulbs, solar encrgy, rain water
harvesting elc.. |
Proper waste management solid, liquid and biochemical program to be developed.

» Waste recycling to be initiated.
» [E-Waste management (o be properly done,
Molls o be made with Industries, NGOz, educafional institutons.

Creale Disabled friendly environment.

DRESS CODE

. The choice of amire is of personal discretion. But every employee of any
Eq-gmu;im besrs the responsibility of representing it and therefore positive well done
clothing and a professional look is needed at an Organization. A positive and professional
logk sheds heavy weight on the organization’s image as well as the Cnl[mgm:é. Asn
minimum standard, dress should be ciean, neat and professionally appropriate. The

followings are fiemly prohibited.

» Ripped or torn clothing
» Flip-flops or sperts sandals
* Sportswear or beachwear

Page 80f 17
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¥ Phone Calls'Whatsapp

-

e Clisse o
o Dunng Classes Phone eqlls whatsupp ape strictly prohibited
¥ jteil

% Email

Ematl has legal statgs a0
B 8 documen A gy nccapied o8 evidence 1n ow cour of law

Even when ot 18 used for Private purpnees Orpanization

contents of emul messapes lr'I'-![LIIJing any attach

can be held responsible for the
IENRS, Accesy o emails 'can be deminded L]

t of lem | action tn ZOME ¢ire . = ] .
part @ La € rL'I.Il'I'IﬂH.I'iLEE. | T 1 hverefore ienpartant that email s qsed within

the following guidelines;

¢ Email should mainly be used for formal official correspondence and care should betaken
to maintan the confidentiality of sens; tve information

e Formal memos, documents gnd betters for which signatures nre important, should be

issued on institution letter head regardless of whether a physical or electranic
delivery method is used. '

» [felectronic messages need Lo be preserved, they should be printed out and filed,

» Limited private use of email js permitted, provided that such does not intesfiere with
or distract from an emplovee’s wark, However, management has the right 10 access
incoming and outgoing email messages to determine whether employee  usage
srinvolvement is excessive or inappropriate

+ Non-gssential email, including personal messages shnuil::t be deleted regularly from
sent items, imbox, deleted items, folders to aveid congestion.

‘e In order to protect organization from the potential effects of the misuse and

abuseof email, the fellowing mstructions are to be observed by all users.

¥ No material is 1o be sent as emmil that is defamatory, in breach of copyright
confidentiality or prejudicial fo the good standing of orpanization in the community
or o its relationship with staff, stakcholders, suppliers and any other person or
business.

v Email is not to contain material that amounts to gossip about colleagues or that could
be offencive, demeaning, persistently irritating, threatening, and discriminatory,
involves the harassment of others or concems personalrelationships. '

¥ The email records of other persons are not to be accessed except by

NDIPANT ACADEMY.......... HR Policy Page 9 of 17
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i By o

compliance with this weii PN E e
P 15 Pﬂrlt_lh ar b:f 'lllll'l.ll.ll ||r|..|-| I. I - IEELL |

o a foult, upgrade gr il gignes ST whis higy,

i """-"-'I:!'i
8 x
1 ench cane will be limited to the
sk '

fhgnged in CNSLTing
1026 Ii:"ulhl"i".','l'. b aiteiid |

minITIT required io compjage he {

¥ When using emai] 5 PErSEN mys|

L HOE mredend by |
Pers0n & Computer withou pe

[ 1E unother perion or wie arasthie
:|'||.|.'.."~\.||_:-||__

v Excessive private yge, including m

55 mniling, “'reply tg gl
: . : X | |“ 1) . 5
of the person’s duties and i 15 nol } =

permntbed
o Failure to comply with thege ISNCtions i an offer

IR R e and will be subjected to
appropriate Investigation, [y BECIOHES

i5¢s, the penalty for pn effence o fepetitiim ol
an offence may include dismissal,

% [Intermet

The internet facility provided By ermarization be for official e Astesk it suthisd
by authorities on the basis of educational needs. Limited private use is permitted
provided the private use does not interfore with or disteact & person’s work
Manzgement has the right to access the system to determine whether private use is
excessive or inappropriate. The following activities, using organization intermel
accesses are not permitted:

« Attending to personal activities of a official pature.

» Viewing, other than by sccident, sites or cmails displaying obssene, viokeal,
defumatory and unlawful materials and matenials that could cause ¢fgankeahon |
name to be in breach of equal opportunity or ailti-discrimination legislation,
verbally or non- verbally.

' « Downloading or printing material as described above.
» Showing others or allowing to be seen by others, items a8 ﬂmn-hfd nh-:r::
« Repeated or prolonged use that is not directly relevant 1:1.: I:hr.: UE.H 5 Wit I.
troducing ' by failing to follow organization 5 IT procedures.
hes congie) ot }r' ized disks and CO
« Downloading software from the interoet of from wearthorz
ROMs on the internal network.
seiplinary offence and will be subjected to

: . jons &5 8 di
Failure to comply with these instctio for an offence, of repetition of 20 offence,

apprapriate investigation, In serious cases, 1€ oty
may include dismissal,

P!.EF" oi 17
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| Ew_asumntﬁ
Orgenization is committed 10 ensure that il official relationships with sikeholders
5 fegal and based on professional inteprity. Managers should be aotified whon a grofurty hos
i ceceived. I the gratuity has been received us o thank you for work pedformed then it
gpould be nated 10 the employee’s personal file to ensure that it is included in the empluyee’s
el IIF'F"I-HL
No employee can give 8 gratulty to a client without prier approvel from managemen,
Sich 'mmhﬁ must always be part of ay approved program of refationship with all stakeholders
and specific. gifts will be purchased centrally in appropriste quantities with management
spproval
MEAL PERIOD
| All employees and associated members are provided with one meal period of minimum

14 minutes in length on each work day. :
Food and drinks consumption is not permitted in the following areas- )

gr

1 N
g
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5 order 10 provide for the safety and security of employees and facilities at Crrganizalion, |

only authorized vizitors are allowed in the work place

Ru'-'.ll’i':rl"'ﬂ ||.|1:||1p||_|.1.'|:|_| vigilors kcl.'-|15 up wiell Beg benchmirks, guaranice seLunty iaf |

spqr, CTSUre privale data, shield worker welfsre, and maintain o strategic distance froem
o R

p,:,r,_-mi.:.] diversions and unsettling influences.
All visilors shc}ul-:l limiited to G':I'gl"ll‘li?.i'l-tli}l'l at the r|_-|_-._:5'|-|i|'|n ares. Authorized vistors will ! I

feceive directions of be escorted to respective depirimeant,

s Work place monitoring 1= done by the arganization 10 ensun quality control,

r employee’s safety, security and customer satisfaction,

» Employess or associated members who regularly commuaicate with stakeholder may
have their telephone conversation monitored or tapet.

-

+ Telephone monitoring is used to identify and correct performance problems  through
targeted training Improved job performance enhances our stakeholder image of

organization as well as their satisfaction with our services.

e Computer furnished to employees are the property of orgamization name $o computer -
usage and files may be monitored or accessed

WORK PLACE YIOLENCE PREVENTION

s Organization is committed to preventing work place violence and o maintain safe work

environment, given the increasing violence in society in general,

o All employees, associated members, and temporary employees should be treated with
courtesy and respect at all times.

« Lead that debilitates threatens or forces ancther representative, related individuals, any
stakeholder, or an individual from open whenever, including taking a break periods, won't
g0 on without serious consoquences. ;

¥

+  All threats of (or actual) vielence, both direct and indarect, should be reported s soon oy
possible to your reporting officer or any other member of management. Do not place
yourself in peril.

SANDIPANT ACADEMY........ HR Policy Page 12 0f 17
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3 Association urges worker 1o beeng thies question of comteaets withy dilfereni represenlatreen
o the considerstion of their revealing officer or e MR Departenent before the

circumsiance grows inle polentinl savagery

. o Organization s cager to assist in the resohition of employees dispites, and will pot
suppress employees From raising such concerns

T ._'I AT LR HLE b A L sl VEE = ]l
W‘H activity like internationnl voga day, fitness week, anmual sports days and others
pwifnd by state government as well as by centeal government for all employees.

mm:playmm allowed to erganize tour / plenic programme once in every year
fhe organization will arrange vehicle and fuel. These programmes serve 15 &
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— in ploce a pelicy of offering monetary gift on the occhsion of marriage of
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i FESE-““‘CH ACTIVITIES ENHANCEMENT POLICY

a& , Secd mooey of Re, 2, 00, 000= to be allocated for research activities

. Bs 20,000/~ will be given to the library for purchasing books for research scholars. After
getting proposal from the research scholar, books (o be purchased accordingly for libmry

0 that research scholar can use the new books in the library,

Library facilities to be extend to research scholars on request after college hours ulso,

PhD Scholar can attend course work offline end online. WOC will be given fo the

faculey.

Rs. 2000/ will be given 1o the teachers for research work publication in peer reviewed
journal and Rs. 40000~ will be given for research work publication in UGC approved
journals. Faculty can avail these facilitics for maximum 2 papers in a year. They should
cubmit the details of publivation to the research committee

Afer PhD award, an amount of Rs. 1000/~ increment will be given fo the employee
irrespective of position (teachers, librarians) along with their regular salary.

Research committee will be framed for monitoring the research work. Principall Head will
he the officiating chairperson, sdmimistrator from management nominee o two working
faculty {preferably PhD/Research Scholar) will be the members of this commillee,

Research scholar submit the application for lean &0 the committee after having discussion
the recommendation will be given to the director of the institution. )
For PD work, Rs 30,000+ advance will be given to nesearch scholar on request They .
pay back R, 2500/ on monthly basis from their salary.

Afier dishursement of this Joan amount; scholar can apply afresh request for another boan,
The maximum ameunt will be 30k,

At time maximum 4 persons can aviil lban facility.

Page 140l 17
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« Institution will provige mMOnetary aggiu

nce of
project work will be Assisted png can be

Rs. 10,000 for projecy Work, p
aviiled by leachers gng Student btk

didates eap ittend pe fresher COLIrgg

ET yesr 4
o Maximum four cag

A8t orientsing PIOETIM i 4 year

11. NEW EMPLOYEE'S JOINING PFROCESS AND WELCOME

s Mew emplovee joining intj
advance in the official

infimate 1 administrator alsg for Aecesgary
arrangements.

at least one day i

*  Whatsapp Number of gew emplovee must
with welcome message,

New employee will report to head / principal,

Head wil) check supporting docs: with
resume,

uld be completed One set of all does
K=Up etc mesd 1o be hand gver 1o

if found ok then Joining formality shy
including appointments, Joining, salary bres
administrater for office record,

* New member is welcomed with 5 Green Plan
wwards environment conScigusness) in the prese
plant will be provided by the administrator,
Reporting manager must take maximum half an hour orentati
the very first day after welcome.

(A new initiative and e proclice

nee of all member in the department,
on about the institution an

Department member (nominated by the Head / Principal) should take the new employees
for the entire campus visit {every comer inside and cutside) and intraduce them 1o 4l the
members of the institution.

Complete salary details to be explained to the new employee by heads/principal
Administrater will ensure the following —

{t) Bank Account opening form,

(ii) PF & ESIC form.

(ili) 1D Card formality,

(v} Thumb Impression / Face scanning for attendance,

i¥) Intimation regarding transport facility.

Fm]jn'fl? _l

ca'
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T A SANDIPANI
v"‘l L TR TR
¢ Librarion will sgsue |i|1r."|l_-.l card an the iy ol |y
s Allotment of Class / other works will be done by the hend ! principal. So that pew
8], % il
employes will start work from the next day, By the closure of the joining day hendw
principal will again seal with new employee to solve their querses, 190 check complete
formality on the day of joining,
» 0D for o dav should be grven for opening the sk aceount if bank & away more than [

KM from the institute otherwise give permission for the formalityes.

12. EMPLOYEE EXIT POLICY

The institution determines o have long mun association with each employee and sustain

everyone as the member of Sandipani Acedemy but in any case employee produces resigoation

Jetter then head! principal will discuss with the employee and if required exit process will start

with the intimatien to director as well as exit commuttee for review,

Exit committes include-
a. e Nominee from the cach deparment
b.  OneMominee by the director/management
« Exit committee reviews the reason of resignation through infensc conservation with th
employee. The Exit Committee calls the employes within o month afier resignation and filled
the exit form, The form must contain the reason of leaving and their willingaess to rejoin the
institution in future, The reasans should be kept confidential and should not disclose to snyone.

Tt should be sealed in envelop and send (o the director of the institution.

» Employce should get the no dues from the concern department {ieademic and nou scademic §

. and it should be submitted 1o head/ principal / administrator after duly singed at jeast n'
working days before the relicving date,

~a The responsibility of the employec should be h
department as suggested by the head! principal.

‘« Institution makes this situation pleasumble fo the employee. Principal /| Hesd will be
responsible to issue experience cum relieving letter on the last working day. Full & Final
settlement should be also made on last working day and ifs responsibility of administeator. This
full & final payment will be credited in next month salary,

»  Memento will be g'i-.rmtnthe depurting member of the family
the joumey of our institution. Memeato will be arranged by the administrator.

anded over to thi other employee of the concern

for their valuable contribution 1o

—

e e 160l 17
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~, Employees who have completed Lyears uninterrupted service from their date of joining
may be eligible for increment,

o Increments on performance based are highly motivating, Recognize and reward to good
_Fﬂfu-mg'sk counsels to low performers, '
o Ingrement cycle based on institution profit/ revenus us el as the decision of managemeot
{ie. approximately 1-2 years intervals).
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Sandipani Academy Achhoti(22-23)
Achhob, Post - Murmunda
Cegt -0y (5.3 )

Seminar & Workshop ExXp.
Ledigar Acsount
Va2 tp 31l pr-2023

Particuy
ulars Weh Type Weh NO

Payment
fﬂ-"'ﬂ SaH paid fo faml shodis far =
TAGNAl pdlcatias M peocvame atiennd
Cash

Paymont
ﬁﬁ;ﬂlh‘ B A0 wiclym chandrakar for .

Edusaton STNar frogmme gl
Cash o

Baing cash paid kv mansed ;
L o e e
Cash Fajmamnt

Seing cash paid da O abhe duba
: far
RO educaien seminer Grograme fmnad

Cash Payrnaed
Being cesh pakr fo samy shukia K
Aalpnnl scesinn mmmm Eﬂ'nru:
Cash Paymanl
Baing cagh paid to samy shuhkie for
rrefional edurain samimar progreTe . afEnad
Cash Pagmand

Heing cazfr padd fo mamats v for
nabons BOusafiod semiiar progams affeed

Cloging Balance

50000

500,00

50000

500,00

500,00

500,00

1,200.00

& 200 00

4,200.00

a1

E-I"Ed“

4,200.00
4,200.00
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Sandipani Academy Achhoti{22-23)
."-".I:hhnl;L Peat - Murmunda
I“_‘lls.t-Durg C.G)

Seminar & Waorkshop Exp.

Ledger Accoun
1-Apr-2022 1 31-Mar-3033 F':IEIE‘__:
— . _ Credit
. Date Particulars T Toee— Ve Dabit
1=4-2022 To Opening Balance 1,17,734.00
1B-6-2022 To Cash Paymon 500.00
OEing cash poid o imeens PEOday fo
raNGAA! scucation Semingr pramme saned
3-7-2022 Ta Cash PR 50000
Boing cash paid ts vk goulam o
nabioral aducation ssminar prograeye aftsed
B-8-2022 To Cash Payment 2,000.00
Belng cash povd fo marmala i oy
mﬁ-unnlmuwmmu BNed
1.20,734.00
By Clasing Balance 120,734 82

1.20734.00  1,20,734.00
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Members of the Organizing Committee solicit Yo

gracious presence at the

jﬂg{gm/ gm

TWO DAY WGRKSHOP

fdn f??ﬂfﬂﬁ'ﬂﬁ" qffnfg;wgf QH{;H{P Assurance Ljﬁfﬂ

on

RESEARCH METHODS AND BASIC STATISTICS

on
Friday, the 25" November, 2022 at 10:30 AM
at Sai Ram Prekshagrih, University Campus

Chief Guest
Prof. Pradeep K. Sinha
Vice-Chancellor and Director

Dr. Shyama Prasad Mukherjee International
Institute of Information Technology, Naya Raipur

Resource Person:
Dr. G. P. Singh

Professor of Statistics Institute of Science

Banaras Hindu University ‘oﬁﬁg}
(E8UCE) ey

i i
e
nh L]

8
Dr. Anubhuti Koshle | Dr, Jitendra K. Sharma
Organizing Secretary Organizing Secretary

3‘
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WORKSHOP
(10] CE
RESEARCH METHODS AND BASIC STATISTI
i 2526 Movembar A0

Receipt Mo, {51 )
Received withtharks from .. S0%0] . Shulda . I T ;

a sum of Rupees (in words), ... gf"‘fﬂﬂ "E‘-”n%"l "rT-EE! D

towards the payment of registration fee for attending the Two-Diay Workshop on Rasearch

[

&= Scanned with OKEN Scanner



WORKSHOP
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: g =&
AND BASIC STATISTIC N
RESEARCH METHODS nce Cell) T

(An Initiative of Internal Quality Assura

This is to certify that Dr./Mr./Ms. ?ﬂm..m..f?ﬁ.ﬂ .................
=
Faculty / Research SéHolar / Student of L B Alar]. i RS e

attended Workshop on Research Methods and Basic Statistics

organized by Shri Rawatpura Sarkar University during 25-26 Novemnber 2022.

E%ﬂ%ﬂww “ %‘ h

Tir Titeddes 5 Oln

Mmasdas. .
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