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SOPFORADMISSIONPROCESS

Objective:Toelaboratetheprocedureforstudentadmission.

Responsibility:
 Allteaching&non-teachingstaff
 HoDs
 AdmissionCell

Procedure:

Sl. Activities Responsibility

1. Selection of faculty members to be put in charge of
theadmissionprocess.

Principal,HoDs,

2. FacilitatingAdmission AdmissionCell

3. Scrutiny of student’s documents who are being asked
by CET (common entrance Test) cell, Maharashtra to get
their documents verified  by nearest verifying center
(Ideal Institute of Technology) before start of college
allotment in different CAP rounds. Verifying center
revert back to CET cell and informs that documents of
the candidates have been verified. If any documents
remained pending then it should be shown by
candidate at the time of admission.Thereafter students
are asked to fill the choice of colleges at pre-
announced date slots.

AdmissionCell

4. List of students who opt for admission in our college in
different CAP rounds are shared by the CET cell.
Students either come and join institute or move to next
CAP round. Vacant seats are filled by other students
who opted our institution for admission. The students
who come for admission are counseled before being
admission.

AdmissionCell

5.
Once the student took the admission. They are reported
on the CET online site through institute’s login. Which is
known as “IN Process” Thereafter admission receipt is
given to the candidate. Student has to get themselves
enrolled at the MU (Mumbai University) within 15 days
once the CAP round ends. And Its receipt is given to the
parent institute as proof that enrollment of student is
being done by Mumbai University. Collection ofcopies
ofrelevant certificateandpaymentof fees is done. Identity

AdmissionCell
&SystemAdmi
nistrator
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card of enrolled student is done.

6. Intimationoforientationprogramforstudents.
Department
coordinator,
Admission Cell

DocumentstobecheckedatthetimeofAdmissionbyAdmissionCell:

• Original/DownloadedAdmit&RankCard(JEEMain/CET)
• OriginalAllotmentSheetfromJEE/CET(Asapplicable)
• AttestedXeroxofXth,XIIth certificate, caste certificate, domicile&Mark sheets
• 6 CopiesofColouredStamp SizePhotograph
• Medical,Eye&BloodGroupCertificate
• OriginalMigration/SchoolLeavingCertificate
• OriginalAffidavitsasprescribedbyAICTE(AntiRagging)
• IdentityProof(asapplicable)
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EligibilityCriteriatobecheckedatthetimeofAdmissionbyAdmissionCell

Programme Branch Eligibility Duration

B.TECH

I CIVIL ENGINEERING  Candidatesmustbeatleast17(seventeen
)yearsofage.Thereisnoupperagelimit.
CandidatesmustpassHigherSeconda
ry(10+2)Examination of
Maharashtra  Higher Secondary
Education
orequivalentexaminationfromarecog
nizedCouncil/Boardwith:

 IndividualpassmarksinPhysicsandMat
hematicsascompulsorysubjectsalon
g with Chemistry/Biotechnology /
Biology /ComputerScience)

 Minimum of 45% marks in
thePhysicsandMathematicsascompuls
orysubjectsalongwithChemistry/Biotec
hnology/Biology/ComputerScience)ta
kentogetheraswellaspassin
Englishwithaminimum of 30% marks
in the saidqualifyingexamination.

 ·Valid Rank of qualifying
examination(CET-Maharashtra/JEE(Main)).

4YEARS

II COMPUTER SCIENCE &ENGINEERING
III

ELECTRICALENGINEERING

IV

ELECTRONICS & TELE-COMMUNICATIONENGINEERING

V
MECHANICALENGINEERING

B.TECH-
(LATERAL)(
Scholarshipav
ailable)

I
CIVIL ENGINEERING

 Candidates must be a Diploma
Holder in Engineering from an AICTE
approved institute with minimum of
45% marks, or B.Sc. Degree holder
from a UGC recognized university
with minimum 45% marks, with a
valid Rank of CET (conducted by
Maharashtra)

3YEARS

II
COMPUTER SCIENCE &ENGINEERING

III
ELECTRICALENGINEERING

IV
ELECTRONICS &  TELE-COMMUNICATIONENGINEERING

V
MECHANICALENGINEERING

*Tobeamendedfromtimetotime.
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SOPFORACADEMIC&ADMINISTRATIVEBODIES

Theorganizationhasawell-structuredadministrativesetup withGoverning Body asthe
highestdecision-makingbodyalongwithotherfunctionalbodiesandcommittees to implement the
vision and mission of the organization .

Sl.
Namesofacademic
andadministrative

bodies
Functionsandresponsibilities

1.

Board of
Governors

(Governing
council)

Governing Body shall have powers to function subjectto the existing
provisioninthebye-laws ofIdeal Foundation andruleslay
downbythestategovernment/affiliateduniversity.Thefollowing
arethefunctionsofGoverningBody:

 Evolves the Vision, Mission and Objectives of the College and ensures
that they are achieved

 Ensures Total Academic and Administrative Autonomy for achieving
Short Term and Long Term objectives of the Institute.

 Governing Council makes all policy decisions, Institute Policy, Quality
Policy, HR Policy, Admission Policy, Administration Policy, Finance
Manual,   Alumni   Manual,   IT Policy, Globalization Policy, Innovation
& Incubation Policy and Patent Policy etc., courses to be offered,
recruitment of staff, service conditions of teaching and non-teaching
staff, conduct of staff and student’s academic and non- academic
activities, also it ensures that they are periodically updated.

 Approves the curriculum as recommended by the Academic Council.
 Approves new programs of study leading to degree.
 Approves scholarships, fellowships, studentships, medals, prizes and

certificates on the recommendations of the Academic Council. And
ensures the adequacy of financial resources for asset management

 All matters concerning the Academic and Finance Committees are
thoroughly discussed and their recommendations/ comments
are communicated to the concerned.

 It administers the physical resources of the Institute.
 Reviews the performance of the Institute and guide to function

effectively to Achieve Excellence in Academics, Research and Industry
collaborations.

 Ensures the Regulatory Compliance of all the decisions by the
concerned Authorities like the Principal, HoD and other Officers of the
Institute in all matters of fundamental concern.

 Ratifies and resolves the minutes of Academic Council, BOS, Finance
Committee and IQAC.

 ReviewstoapplyAccreditationsofdifferentregulatorybodies(NBA,NA
AC,UGC, AICTEandMUetc.)

 Monitorsontheeffectivefunctioningofdifferentnonstatutorycommitteeso
fthecollege
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 Encouragesandgivesdirectionstoapplyforfundsfromdifferentfundingage
ncies
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Sl.
Namesofacademi
candadministrativ

ebodies
Functionsandresponsibilities

2

AcademicCounci
l

 Topromote the overall academic affairs of the institute.
 To provide direction with regard to methods of instruction, evaluation

or research or improvement in academic standards.
 To consider matters of academic interest either on its own initiatives or

at the insistence of the Governing Body and take proper action there
on.

 To approve the proposals/regulations recommended by the Board of
Studies on academic regulations, framing of syllabus and evaluation
methods.

 To introduce value added courses/ certificate courses which are
required to meet industry needs.

 To prescribe courses of study leading to undergraduate degree of the
institute.

 To develop the regulations for student’s admission based on
government policies.

 To formulate guidelines for the conduct of examinations in
conformity with bye-laws of the institute and the affiliating university.

 To maintain proper standards of the examination.
 To develop the guidelines for sports, extracurricular activities,

maintenance and functioning of play grounds and hostels
 To promote research within the institute and acquire reports on such

research from time to time for further guidance and advice
 To prescribemeasuresfordepartmentalcoordination
 Ratifies and resolvestheminutes of Board ofStudies
 To make recommendations to the governing  council for

thefollowing:i. Inceptionofnewcoursesii. Initiate measures for improvements of standards
ofteaching,Trainingandresearchiii. Institution of fellow ships, Travelling
fellowships,scholarships,medals,prizesetc.iv. Establishmentordiscontinuationofcourses/centers
andformulatebylawsguidingtheacademicfunctioningoftheins
tituteadmissionsandexaminations.
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Sl.
Namesofacademic
andadministrative

bodies
Functionsandresponsibilities

3
FinanceCom

mittee

The annual accounts and financial estimates of Institute shall
beplacedbeforetheFinanceCommitteefor  scrutiny  and
thereaftersubmittedtotheGoverningBodytogetherwiththe
commentsoftheFinance Committeeforapproval.

 TheFinanceCommitteeshallfixlimitsofthetotalrecurringexpenditurea
ndthetotalnon-recurringexpenditurefor theyear
basedontheincomeandresourcesoftheInstitute.

Noe
xpenditureshallbeincurredbytheInstituteinexcessofthelimits
sofixed.

 Noexpenditureotherthanthatprovidedinthebudgetshallbeincurredby
theInstitutewithouttheapprovaloftheFinanceCommittee.

 Toprovidethefinancialestimatesinrespectofbuildingand
otherinfrastructural facilities that are planned to be provided based
onthe recommendationsofInstituteDevelopmentCommittee.

 Estimatestheincomefromfeesandothersources
 EstimatesthefundreceivedfromUGC/AICTE/anyotherfundingagency

Prepares plan of expenditure for running of the institution on day
todaybasis

 Scrutinizes the budget submitted by the different depts. and
monitor the utilization of department’s budget.

 Proposesthebudgetforthefinancialyearforthedepartments
andtheinstitute.

 To consider audited accounts of the Institute and submits the
audited        accounts to GC.

 TomakerecommendationstotheGoverningCouncilforthefollowingto:i. AdvisetheGoverningBody on allfinancialmatters.ii. To scrutinize  the budget  submitted by  the different
departmentsandmonitorthe utilizationofdepartmentbudgetiii. Proposethebudgetforthefinancialyearforthedepartmentsand
instituteiv. Considerandsubmittheauditedaccounts.
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Sl.
Namesofacademic
andadministrative

bodies
Functionsandresponsibilities

4

BoardsofStudies

 Designthesyllabus implementationaspermission,  vision, program
outcomes,
programspecificoutcomes,andcourseoutcomesofallprogramsofferedb
ythedepartment

 Preparesthecontemporarysyllabifordifferent value
addedprogramsbasingonthechangingneedsoftheprofessionandthereq
uirementsof
theindustryforallcourseswithrespecttotheobjectivesofthecollege,
stakeholders, societal/local/ national/ regional/ global
developmentalneeds.

 Approvethecurriculumanditsstructureforalltheprogramsofthedepartme
nt.

 Advises innovative pedagogical methods  teaching
andevaluationmethods

 Suggestpanelofnamestotheacademiccouncilforappointment
ofexaminers

 Co-ordinates research, teaching, consultancy and any other
academicmattersfor the growthof the department/institute.

 TomakerecommendationstotheAcademicCouncilforthefollowing:i. Startingofnew courses/value added coursesii. Initiatemeasuresforimprovementsofstandardsofteaching,Training
andresearch

5

InstituteDev
elopmentCo

mmittee

 Plan,monitorandcontroloftheacademic/Developmental
systemsofalltheDepartments.

 IntroduceinnovationsinTeaching,LearningandEvaluationpractices.
 Introducetheadditionalinfrastructuralfacilitiesrequiredtostrengthenthe

Departments
forthechangingneedscurriculumrevisionorintroductionofnewdiscipline
s.

 EvolveprocessesforinductingAcademicAuditbothattheInstitutele
velandattheDepartmentlevel.
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6
Research
Advisory

Board

 Identifyingthefundingagencies
 FinalizethrustareasforinstitutionalR&DprojectsIdentifyingth

eResearchprojects
 Reviewtheprogressoftheresearchprojects
 Reviewofnew/existingCenterforExcellenceintheInstitute
 Efforts looking for additional resources for research  infrastructure
 Contributing towards

thedevelopmentofcurriculum.Recognizingrecent
trendsinscience and technology

 Identifyingthethrust/emergingresearchareasandadvisesontheresearch
processesandcurrenttechnologicalpractices.
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Sl.
Namesofacademic
andadministrative

bodies
Functionsandresponsibilities

7
Internal Quality
Assurance Cell (IQAC)

 Disseminationofinformationonvariousqualityparametersofhigheredu
cation. Facilitating the creation of a learner-centric environment.

 Development and application of quality benchmarks
/parametersforalltheacademicandadministrativeactivitiesofthe
institution.

 ActingasanodalagencyoftheInstitutionforcoordinating quality-
relatedactivities.

 Developmentofqualityconcernedcultureintheinstitute.

8 StaffSelectio
nCommittee

 ProperlyscrutinizeandshortlisttheapplicationsaspertheJobRequireme
nts

 ConductthetestsandranktheapplicantsasperthetestscoresCond
ucttheInterviewsandranktheapplicantsasperthe
Interviewscores

 Makefinallistofselectedcandidatesandrecommendfortheapprovalbyt
heGoverning Council.

 To
selectthequalified,meritorious,talentedandefficientfaculty.Responsibl
eforappointmentoftechnical,administrativeand otherstaff.

 To recommend the GoverningBodyfor
approval/ratificationofappointmentsmadetodifferentpositions.

9
PurchaseCo

mmittee

 Maintains the approval letters
 Collects the quotations from various vendors minimum three.

Compares the prices from these quotations Finalizes the competitive
prices

 Places the Purchase Order
 Settles the bills and submits the same for auditing purpose

10
Examination
Committee

 PreparesrelevanttimetablesoftheInstitutebasedontheExaminationTim
eTable

 PreparesanddisplayanoverallSupervisionDuty
ListTheExamCommitteeshallholdapre-
exammeetingtobriefthemembersoffacultywithregardtotheexaminati
onproceduresand the role and responsibilities of A report of same
shall be submitted  to the Principal.

 Committee collects list ofexaminers for assessment and moderation
of each subject from respective HODs.

 Ensures that the evaluation and moderation process is
completed on time

 Prepares smooth conduct of Examinations, time– table schedules,
Invigilation duty chart, Seat allotment in the Examination
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halls etc.

Sl.
Namesofacademic
andadministrative

bodies
Functionsandresponsibilities

10 ExaminationCom
mittee

 Ensures that the entire exam related documents reach
the university in time.

 Conducts Internal Assessment examination as per
academic calendar.

 Distributes marks lists to the students after the results of various
examinations received from the University.

 Processes all Circulars, Guidelines, Office Orders, Notifications received
by the University
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11

Departmental
AcademicCo

mmittee(DAC
)

 Departmental academic Committee (DAC) is responsible for the
academic audit of the department

 Plan, monitor and control of theacademic system of the department
 DAC also will consider the recommendations of Departmental

Development Committee that relate to any of the development that
must include programs of study, change in syllabus, Laboratory up
gradation  and maintenance, introduction of new courses and make
further recommendations to the Board of studies.

 Planning, monitoring and control of the academic system of the
department concerned

 Procure the additional infrastructural facilities required for
strengthening the department as per the suggestions of the DDC
(Department Development Committee).

 Implementing the innovative practices in the Teaching and Learning
methods

 Implementing theinnovative practices in teaching and evaluation
system Recommending  for thee establishment of the New/Additional
infrastructural facilities for the department

 Defines the educational objectives of the Department at all levels
 Keeps the quality of teaching and learning at all levels in the
 Department under review at all times   Discussion on Industry visits
 ReviewsResultAnalysis
 ReviewonresearchproposalsfromdifferentfundingagenciesRevie

wonresearchpublications
 PreparationsrelatedtoNBA,NAACandUGCetc.BE Projects
 DecidesCertificateCourses
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Sl.
Namesofacademic
andadministrative

bodies
Functionsandresponsibilities

12
DepartmentDevel
opmentCommitte

e

 Collect feedback from all the stake holders viz. the students, staff,
parents, Industry experts, academic   peers   etc   regarding   the
course requirements, emerging trends and the corrections needed in
the existing academic system and verifies whether it relates to the
conduct of the course work or organizing the laboratories.

 Analyze the feedback and make reviews
 Review on FDP/Workshops/\conferences/Any Other Funding proposal

to various funding agencies Review on Budget utilization
 Review on Infrastructure Reconstitution of Committees Result Analysis
 Recommend the following:

1. Changes to the syllabus
2. Introduction of the new courses c.
3. Upgrading the Laboratories
4. Introduction of the New laboratories
5. Recommending for the requirements of new infrastructural

facilities to the department concerned.

13 ClassReviewC
ommittee

 Monitor the lesson plan     Syllabus coverage/
 Student attendance and Academic performance  Assignments/

Tutorials/any other
 Industrial Visits
 Analyze the student Feedback
 Counsel the Course Coordinator in case of Poor Performance, the

poor performance is reported to the principal, if the performance
cannot be improved even after repeated counseling by the
Committee.

14 Library & Information
Resource Committee

 Collecting the requirements of the text books, reference
books,journals from the departments and ensuring adequate number
of copies are made available in the library as per norms.

 Planning and implementing the library automation, procedures,
digital library development and usage.

 Finalizing the list of books, journals, magazines and equipment to the
institute as well as department libraries and propose budgetary
estimates to the administration.

 Conducting annual stock verification

15 Grievance Redressal
Committee

 All the grievances of the students/staff which could not be settled in
the routine process should be referred to this committee.

 Committee tries to settle the issues amicably in a time bound manner.
 Introduces a reasonable and reliable solution for grievances of various

issues received from students/parents
 Ensures that the grievances are resolved on time impartially and
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confidentially
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Sl.
Namesofacademic
andadministrative

bodies
Functionsandresponsibilities

16
Anti-Ragging

Committee

 Ensures that at least one faculty member will be present at any
particular time at all the locations to avoid ragging activities.

 Takes precautions to avoid ragging  activities at other locations like
bus stops and gives instructions to the student volunteers and secret
informers at various boarding points.

 Canvases about anti-ragging in the forms of Flexes, Posters and
Boards in college premises and surrounding areas where there is a
chance of ragging.

 Arranges counseling and guidance programs arranged for the
fresher’s and parents regarding ragging.

 Takes affidavits from the students and parents regarding Ragging
during the Admission.

 Provides helpline details inside and outside college premises. Resolves
the complaint received from the victim

 Verifies the facts through enquiry
 Awards disciplinary action against culprit.

17 WomenCell

 Eve teasing incidents in the campus and in the college buses.
Inappropriate behavior towards women staff.

 Improper treatment of girl students
 Passing of unaesthetic and provocative comments and

messages.
 Equips the female students, faculty and staff members with the

knowledge of their legal rights.
 Safeguards   the   rights   of   female students,   faculty   and

staffmembers.
 Provides a platform for listening to complaints and redressal of

grievances

18 DisciplinaryCommit
tee

 Maintains discipline in the institute by corrective or punitive action
against acts of indiscipline and disruption by the studentsin the
institute premises

 Counsels the indiscipline students
 Counsels the students about ill-effects of ragging Enlights the

students on the consequential administrative and legal implications.
 Monitors the movement of the students in the college and prevent

students loitering around in the corridors during thecollege working
hours.

 Ensures that all the students attend classes without bunking &
prevent the students from leaving the college early

 Maintains proper discipline in the college canteen, student waiting
area, corridors and canteen during the college working hours.
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 Assists the college anti-ragging committee in preventing ragging in
the College and to spread anti- ragging campaign throughoutthe
student’s community.
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Sl.
Namesofacademic
andadministrative

bodies
Functionsandresponsibilities

19
EditorialBoard,I

DEAL,The
AnnualMagazine

 Gathers and sorts information under various
headingsChecksandeditstheinformation

 Doesproofreading
 Givesafinalshapetothemagazine
 Invitesquotationsfromtheprinters,identifyingprinter
 Receives printedcopies from printer and arranges for

distribution

20

Extra-
Curricular&Co-

CurricularCommitte
e

 The committee shall plan for creating the infrastructuralfacilities
 Submissionofquarterlyreportregardingtheadequacyandqualityofthema

intenanceofthefacilities
 The committee is responsible for:oEventplanning
 Schedulingtheevents
 Budgetplanning
 Ensuringmaximumpossibleparticipation
 Coordinatingthestudentactivities

21

SportsCommittee

 To plan, conduct all sports in the college including competitions
trained students for inter college and inter university, state and
national level competitions

 Monitor and maintain the discipline in student players for up keep of
all play grounds, sports equipment,

 For scheduling all the related activities without effecting the class/Lab
work, examinationschedules

 TogiveSystemofdevelopmentofsportsandextrac urricularactivities
 ToplanforalltheinfrastructuralfacilitiesrequiredaspernormsthroughProfe

ssorInchargeresources
 Toplanandmonitorthe

maintenanceofalltheinfrastructuralfaciliti
esrelatedtosportsandgames

 To Organize competitions of Intramural, Republic Day
Cup,Fresher’sDayCup,IndependenceDaycupetc.,

 To Organize Inter collegiate tournaments.
 To Coach players to participate in All India Inter University and various

Inter collegiate meets.
 To Organize Annual Sports Fest.
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Sl.
Namesofacademic
andadministrative

bodies
Functionsandresponsibilities

22

Training
&PlacementCom
mittee

 Collectsandmaintainsthestudentsdatabaseforthepurposeof
T&Pactivities

 Doesthetrainingneedanalysisforallthirdyearstudents.Basingon
thesame,plansforimpartingthenecessaryskillssuchassoftskills, hard
skills and technical skills.

 Responsible for identifying placement opportunities
acrossreputedorganizations.

 Arrange for interaction with industry and bridge the
gapbetweenInstituteandindustry.

 Arranges for better conduct of industry – specific
Trainingprogrammes

 Assists companies in  the recruitment process by
conductinginterviews,groupdiscussions,writtentestsetc.inthe

Campus.
 Arrangesthespecialsessionsforprovidingthecontemporarytrendsandde

velopmentinthetechnologiesandtoolstothe
students

 The Training and placement Cell conducts lectures
onpersonalitydevelopmentcommunicationskillsandconduct

mocksessionsforimprovingpresentationskills.Plan,designs,andimpartsS
oftskillstothestudents. Plan, designs and imparts personality
development to
thestudents.Plan,designsandfinishingschoolstothestudents.

 Coordinates with Training Officer for identifying
thetrainingrequirementsrelatedtoSoftandcommunicationskills
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23

HostelCom
mittee

Toplanandmonitorthe
maintenanceofalltheinfrastructurefacilit

iesconcernedwiththeHostel
 Tosuperviseallfacilities/amenitiesandtheirupkeep,receivecomplaintsfro

mstudents,redressofgrievancesetc.
 Tocontrol,counselthebehaviorofstudentsinthehostel,monitorstudysch

edulesandpatterns,etc.
Toplanforall theinfrastructurefacilitiesrequiredasper
Responsibleforpropermaintenanceofthelodgingandboardingfacilities
ofthehostelandforsmoothrunningofthehostel

 Responsible forthe receipts andthepaymentsofthehostel
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Sl.
Namesofacademic
andadministrative

bodies
Functionsandresponsibilities

24

AlumniCoordi
nationCommit
tee

Responsiblefortheregistrationofalltheoutgoingstudentsasalumnime
mbersandmaintenanceofthedatabase.

 Collectsandcompilesinformationofthedistinguishedalumni,viz.,theira
chievements,progressandsuccessfulcareers.

 Maintainscontinuousinteractionwiththealumniandplansforutilizingt
heirservicesfor thebenefitofpresentstudentsandtheinstitute.

 Establishesthenetworkofthealumniandpresentstudentsthroughsemin
ars,guestlectures,workshopsetc.

 Responsibleforestablishingalumnichaptersandconductingtheirannua
lmeetsfrequently.

 IdentifiesandforwardstheinformationtomainChapteratIIT
wadaregardingtheAlumnioccupyinggoodpositionsinIndustry/
R&D/Academics/Businessetc.

 Host the alumni details on the Institute Website interacting
withindividual HOD’s through Institute Automation and
update thesameregularly.

 Circulatesthedetailsofalumnitothepresentstudentsfortheirbenefit.
 Invites the Alumni in good professional position for

guestlecturersunderdiscussionswithHOD.
 HostaWebSiteforonlineregistrationofAlumniaswellforfunninginform

ation
 ForwardsinformationthroughE-News  Letterandupdatethe

YearlyCalendarofEvents.
 ReceivessuggestionsfromtheAlumnithroughe-

mailregardingtheneedforcurriculumupdating,Labupgradation,Impar
ting
anySpecialSkills,
CareerOpportunities,AdmissionintoForeignUniversitiesetc.andforwa
rdthesametotheconcernedHOD’s/Principal/Management,
ifanyactionneedstobetakenfromtheirside.

 Identifies Funding for Instituting Scholarships for
deservingmeritoriousstudentsfromAlumni.

 CollectsFundstodevelopLibrary/Equipment/computer
centers,Buildingsetc.



Page 24 of 245



Page 25 of 245

Sl.
Namesofacademic
andadministrative

bodies
Functionsandresponsibilities

25

IndustryInstituteIn
teractionCommitte
e

Arrangesindustrialvisits,internshipsandindustrialtours
InvolvesindustrialexpertstobeoncollegeGoverningcouncil,Academicc
ouncil,BOS,DepartmentDevelopmentcommittees,TrainingandPlacem
entcommittee,etc.

 Fructifyingthetie-upsintoMOUswithindustryforthepurpose
oftraining,placements,internships,forutilizingtheservicesforentrepren
eurshipdevelopmentprograms
Organizesstudent andFacultyTrainingattheIndustry
Assists in bringing in sourcing live projects to be done by
FinalYearB.TechandM.TechStudents
Tie-upwiththeIndustrytoimplementVirtualdevelopment centerPlans
and implements the Entrepreneur development programs
withincampus.

 Assists in bringing the R&D Projects from ResearchOrganizations
 Guides in getting financial support from industry the

R&DProjectsfromGovernmentalorganizationswhich   include
DST,CSIR,UGC,AICTEetc.

 Assists in bringing the R&D Projects from ResearchOrganizations
 Facilitates in marketing the consultancy services offered

bydepartments

26

CanteenCommitte
e

 Tosupervise,takestepsforthemaintenanceofcanteenfacilitieswithhy
giene

 Tomaintainand controlthequalityoffoodsuppliedinthe
canteenTomodernize
thecanteenequipmentandcookingprocedures

 Tocontrolandmakesuggestionstothecanteenmanagement
 Toplanfor alltheinfrastructure facilitiesrequired

aspernormsthroughProfessorInchargeresources
 Toplanandmonitorthe

maintenanceofalltheinfrastructurefa
cilitiesrelatedtoCanteen

 TomaintainthecanteenpremisescleanandHygiene.

27 RTICommittee  Facilitates the citizens to know about the organization or the matters
related to the organization like budget, expenditure,employee’s
selection etc.

 Resolvesthe issuesreceivedfromaffiliatingUniversity
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28

MinorityCell

 Plans to implement, coordinate and control all schemes related
disadvantaged groups.

 Conductscoachingclassesforcompetitiveexamsandpreparesstudentsf
orprofessionalexaminations.

 Ensuresthe safeandsecureenvironmentforminoritiesProvides
counseling for any emotional emergencies arising on account of any
events in the institute

Sl.
Namesofacademi
candadministrativ

ebodies
Functionsandresponsibilities

29

SC/ST AND OBC
Cell

 ResolvestheGrievancesofSC/STstudentsandemployeesoftheuni
versityandrenderthemnecessaryhelpinsolvingtheiracademicasw
ellasadministrativeproblems.

 LooksaftertheworkrelatedtoSC/STsmattersandnoother
workisassignedtotheCell.

 Ensurestheeffectiveimplementationoftheguidelines/policiesand
programmesoftheGovernmentofIndia,UGCandStateGovernme
ntswithregardtobackwardcastes,classes
andphysicallychallenged.

 Collectsdataregardingtheimplementationofthepoliciesinrespec
tof admissions, appointments to teaching and non- teaching
positions
intheinstituteandinformsthesametothedeservepeople.

 Giveswidepublicitythroughcircularstoallthefacultiesandinformst
hestudentsaboutthevariousscholarships
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SOPFORASSIGNMENTOFRESPONSIBILITIES

Objective:Toelaboratetheprocedureforassigningrolesandresponsibilitiestostaffmem
ber

Responsibility:
 Alltheteaching/non-teachingstaffmembers
 HeadsoftherespectiveDepartments
 Registrar
 Principal

Procedure:

Sl. Activities Responsibility

1.
Listtherolesthatareneededforeachtaskintheprocedure Principal,Registrar&

HoDs

2. Includetheresponsibilitiesforeachrole
Principal,Registrar&
HoDs

3.
Rolestobeassignedtotheindividuals,andalistforassignment
ofdifferentrolestobeprepared. HoDs

4.
Assignroletodifferentmembersbasedontheirknowledgean
dexperience. HoDs

5.
Reviewtherolesofstaffmemberperiodicallyandrotat
e.

Principal,Registrar&
HoDs
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SOPFORBRANDINGOFANINSTITUTION

Objective:ToelaboratetheprocedurefortheresponsibilitytobecarriedouttobrandtheInstitut
e.

Resource:

• Updated curriculum
• Performanceof thestudents (Co-curricular&Extracurricular)
• Conductionofevents
• Performanceofthefaculty
• Researchproposal/funding
• Magazine/newsletter
• Focusingonpublicrelation(Industryandforeignprofessorconnect)
• Resourcesandnewfacilities

Procedure:

A. UpdatedCurriculum
 AssigningBOSmembers (shouldbe frombothacademicsandindustries)
 SendingmailsregardingBOSmeeting
 ConductionofBOSmeeting
 Revisethesyllabus
 Implementation
 Budget

B. Conductingevents indepartmentlevel
 Proposalabouttheeventwhichistobeconducted
 ApprovalfromPrincipalandHeadoftheDepartment
 Formationofvariouscommittees
 Assigningofcoordinators
 Meetingwithcoordinators
 Budgetallocationandresourceperson
 Sponsorship
 Preparationofagenda
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Researchproposal/funding

Research and teaching go hand in hand in all academic institutes of excellence. It
helpsImproving the quality and standards of imparting engineering education in the
country.Throughvariousresearchactivities,aninstitutecanbebrandedpositively.

Thefollowingare tobe carriedoutinresearchactivities:
 Publicationsofresearchpapersinconferences
 Publicationsof researchpapersinreputedjournals
 Research proposalsandfunding

SOP

 Thereshouldbeatargetforpublishingaresearchpaperbythefacultymembers.
 Afacultymustbeprovidedwithsomebenefitsfromtheinstitute.
 Afacultyortheteamoffacultymemberscansubmittheirproposalbasedontheirresearc

hinterest.
 Researchproposalwillhelptogetfundsfrom fundingagencies.
 Applyforproject/workshop/seminar/FDPproposalaspertheinstructiongivenbythefu

ndingagencies
 GetapprovalfromHOD&Principal
 Budgetallocation
 Detailsofresourcepersonsmustbesubmitted

Magazine/newsletter

A magazineandNewsletterisa publication,usuallya periodicalpublication, whichisprinted
or electronicallypublished (sometimesreferredtoasan onlinemagazine).Magazines are
generally published on a regular schedule and contain a variety of content.They have
variety of information about the institute. Through the magazines the
qualitiessuchasteachinglearningprocess,laboratoryfacilities,co-
curricularactivitiescarriedout,studentparticipationinvariousevents,prizewinnersandetc.

Allfacultycan beallotted forthis
 Allthefacultymustfurnishthedetailstohim/herperiodically
 All thedetailsmustbeverifiedbythehead
 Newsletter can be published oncein a semester and magazine can

bepublishedonceinayear.
 Acopyofperiodicalsmust bekept inallthedepartments.
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C. Focusingonpublicrelation(Industryandforeignprofessorconn
ect)

The main objective of focusing on public relation is to make our students industry
readyandgetplaced ina core based companies. Each departmentin the institute
involves intheindustryconnectbasedontheirdiscipline.

 Identificationofcoreindustries
 Makeacontactoverphoneoremailandaskforindustrialvisit,in-

planttraining,internshipandguestlectures.
 Itwillhelpthestudentstoprojectthemanditwillhelpforbetterplacement.

Performanceofthefaculty
Faculty members play an extraordinary part in the lives of students for the formative
yearsoftheirdevelopmentandtheimportanceoffacultiesissomethingthatcannotbeunderst
ated.Theyinvolvethemselvesinmoldingtheirstudentsintoresponsible
citizensoftheircountry.
Faculty members should involve in various activities so that they can contribute to
thedevelopmentofinstitution.

D. Performanceof thestudents
Performanceofthestudentinco-curricular&extra-curricularactivitiestobehighlighted.
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SOPFORCOMPETENCIES

Objective:Toelaboratetheprocedureforimprovingcompetenciesofindividualstaffme
mber.

Responsibility:
 Alltheteachingstaffmembers
 HeadsoftherespectiveDepartments

Sl. Activities Responsibility
Target
Dates

1.
Identifytherecenttrendsandareatoimpr
ovethemselves

Faculty Member Asandwhenr
equired

2.
Periodic Checking of Conferences,
Seminar,FDP, Workshop, Hands – on
Training etc., onthecorrespondingfield/area

3.
Ifidentified,GettheApprovalfromrespec
tiveHODsandPrincipal

4. AttendtherespectiveProgram

5.
Prepare a Write-up and delivery a
seminarregardingtheprogramattended.

6. Sharetheknowledgewiththestudents.

7.

Listed are the ways with which a faculty
canimprovethecompetencylevel:

• FacultyDevelopmentPrograms
• Seminars,
• Workshops,
• Conferences,
• Guestlectures,
• OnlineCourses,
• CertificationCourses,
• Publications,
• ResearchWork,
• ProposalstoFundingAgencies
• IndustrialTraining
• Short–TermCoursesetc.

ForOfficial UseOnly
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SOP FORCONDUCTIONOFMEETING

Objective:a) Todetailtheagendaandthepurposeofthemeetingb) Tocollaboratewithstaffondevelopingnormsforexpectedbehavior

Responsibility:
 Alltheteaching/non-teachingstaffmembers
 HeadsoftherespectiveDepartments
 Deans

Procedure:

Sl. Activities Responsibility
Target
dates/days

1 PreparationofAgendaforthemeeting Dean&HoD Before2days

2
PostingtheAgendatoalltheteaching/non-
teachingfacultymembers HOD Before2days

3 Preparationofmaterialsthatisrequiredforthe
discussioninthemeeting

HoD&
Members

Beforethe
meeting

4 Makingarrangementsuch thattheyareunoccupiedat
thetimeofmeeting HoD&Members Aday before

5
Availabilityofthefixedvenue&arrangementofchairs
shouldbemade Attenders Aday before

6 AReminder forthemeeting HOD
TheDay
morning

7 ArrivalofmembersandHODtothe venue HoD&Members Before10
minutes

8 Commencement of the discussion based on the
Agendawithgeneralgreeting.(Adheringstrictlytotheagen
da)

HoD&FacultyMemb
ers

Ontime

9 TakingMinutes Assignedperson Duringthe
meeting

10
Work allotmentsthatismadein
thediscussionshouldbenoted

Concerne
dmember
s

During
themeetin
g

11 Generaldiscussions&suggestions
Dean,HoD&Membe
rs

Lastsessionofthemee
ting

12 Refreshmentscanbeprovidedtoattendees Attenders Lastsessionofthemee
ting

13 Endingofthemeeting HOD Ontime

14 Makingofminutes in bothsoft &hardcopy Assignedperson Nextdayof the
meeting

15
Distributing/emailingtheminutestoallthepresentand
absentee members along with a copy to Principal
&Registrar.

Assignedperson
Next day of
themeeting

16 MinutesbeenacknowledgedbyHOD&faculty&staffmemb
ers

Dean,HOD&Membe
rs

Next day of
themeeting



Page 40 of 245

17 Filetheminutes Assignedperson
Next day of
themeeting
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SOPFORENVIRONMENTMANAGEMENTSYSTE
M

Purpose
ToimproveenvironmentalperformanceoftheInstitution.
Environmental Management System (EMS) refers to the management of an
organization'senvironmentalprogramsinacomprehensive,systematic,plannedanddocume
ntedmanner.It includes planning, resource development, and implementing and
maintaining policy forenvironmentalprotection.

Scope
This SOP lays down guidelines to be followed for handling the generated waste such
asplanning, sensitization of all stakeholders for active participation, segregation of waste
asper the norms and treatment in accordance with the principle of ‘Refuse, Reuse,
Recycle,RecoverandRegenerate’toachievethegoalofEco-friendlyandEco-SensitiveCampus.

1. GreenCampus:
Thepurposeofgreencampusistoreduceandcontrolthecarbonemissionthroughpropermanag
ementofspacesbydeveloping andmaintaining gardens/treesand theirrefuse.(AnnexureA)

2. CollectionandSegregationandofGeneratedWaste:
Threetypeofwastearemainlygeneratedintheinstitutesviz.electronicwaste(e-
waste),chemicalwasteandbiomedicalwaste,alongwithpaperandplantwaste.
(AnnexureB)

3. HandlingDryWaste:
Dry waste collected from each source will be taken to the processing yard and
furthersegregated as metals, bottles, plastic, etc. The segregated dry waste will be sent
to recyclingunits or sold to agencies handling such materials. After resource recovery
level segregation,the residue from the dry waste will be sent for incineration in an eco-
friendly incinerator.This process, depending on quantum of waste, can be leveraged for
generation of electricalenergybyuseofsomesimpletechnologies.

4. HandlingWetWaste:
Wet waste aggregated from various sources shall be sent for processing to produce bio-
gasthrough aerobic or anaerobic processes as designated in the plan. It may also be
sent
forcompostingviaappropriatecompostingtechniques.Thesuccessofthecampaignisdetermi
ned by effective segregation of wet waste at source, proper
collection/aggregationwithoutmixingandeffectivetreatment.
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(AnnexureC)
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5. HandlingHazardousMaterials:
After recovering the items that can be recycled / or sold to the recyclers, the residual
rejectwhichwouldmainlyconsistofhazardousmaterialistobesentforincinerationortodesigna
ted,scientificallypreparedsanitarylandfills.
(AnnexureD)

6. TreatmentofBiomedicalWaste:
Segregated biomedical waste will be collected in colored bags / appropriate containers
inthepremisesinasafe,ventilatedandsecuredlocationbeforesendingtocommonBiomedical
Waste Treatment and Disposal Facility operated by specialists as approved by the
statutorybody.

7. HandlingofElectronicwaste(e-waste):
Electronic waste is generated almost by every department. There should be a provision
ofcollection of e- waste at a designated place in the institute. All the e-waste collected
shouldbeauditedpriortodisposal.
(AnnexureE)

8. E-governance:
Staffandstudentsshouldbeeducatedtominimizetheuseofpaperforalltypesofcommunicatio
ns unless very important. The institutes should instead use e-
communicationsystemssuchasemailandotherelectronicmediaforcommunication.

9. PaperWaste:
Paper waste generated from all institutes should be collected by the care taker and
handedovertothecentralagencyresponsibleforrecycling ofpaper wasteafterrelevant audit.

10.BicycleandPedestrianMasterPlan:
Should be drawn by the campus authorities to create a pedestrian-friendly campus
thatencourageswalkingandbiking.

11.EnergyandWaterEfficiency:
Proper operation and maintenance of buildings and grounds improves energy and
waterefficiency. Proper use of material resources ensures occupant health and well-
beingatworkspaces and residences. Such practices will eventually help attain energy and
waterefficiencyandsustainability.
(AnnexureF)

12. DiningFacilities:• Createandimplementnewproductsandprogramsthatdecreasethewastestream;• Minimizefoodwasteatthefoodpreparationandconsumptionstages;
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• Providecompostingand recycling binsin kitchen and seating areas;
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• Encourageuseofreusableitemssuchasshoppingbags,take-
outcontainers,cupsandutensils;• Designandimplementprogramstochannelizefoodwasteduringboth,foodpreparationand
diningevents.

13.AwarenessGenerationandStakeholder Involvement:
Enabling an eco-friendly campus requires effective participation from all the
stakeholders.Possible stakeholders are all residents, officials working, visitors, students,
maintenancestaffandotherpersonnelofferingvariousservicesonthecampus.
(Annexure G)

14.GivingbacktoSociety:
All stakeholders should interact with the societyin the surrounding areas. Institute
shouldimplementcertainsocially beneficial eco friendly activities such as cleanliness
drives,
treeplantationevents,creatingwaterresources,providingalternativesourcesofenergy,adopti
ngavillageetc.atleastonceayearandmaintainproperrecordsforthesame.
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ANNEXURE

ANNEXUREA:
GREENCAMPUS

Purpose
Greencampusmanagementisanoperationalpracticedevelopedtocontrolpollutantdischarges
byusingroutinemaintenanceproceduresformowing and debriscontrol.

Maintenance of Garden/Green

AreaSTEP1:Plants/TreeCare

 Regularwatering of plantsandlawns.
 Pruning of trees and plants/shrubs as andwhen required. Regular mowing

andsweepingoflawn.
 Removalofgardenrefusefromgardentothedesignatedplace.Conversionofgardengar

bage to compost its use as manure. Encourage plantation of seasonal flowers
andtrees.

 Reportdamage/compromisetolandscapeareasorbareareasvoidofvegetationthatma
yresult in sediment being transported osite;preparea repair
scheduleandimplementrepairs.

STEP2:LawnCareandSignageinGarden

Propermaintenanceofgarden
benches,ifany.Educatestudentstorespecttheutilityofthelawns.Classifytreesandplantsbyprop
ersignage.

ANNEXUREB:
COLLECTIONANDSEGREGATIONANDOFGENERATEDWASTE

 SayNOtoPlastics:Thefirstandmostcriticalelementforsuccessofwastemanagement is
the rejection of non-biodegradable materials such as plastic
coversandplasticbottles.

 Say Yes to Plastic Alternatives: Instead of plastic, utilize biodegradable
materialssuchasclothbags,jutebaskets,reusablebags,reusableglassbottlesetc.

 ProcessforReplacingPlasticBottlesandBags:
 Assessthecurrentusageofplasticbottlesandbagsthroughasurveyform,observationfr

omthecollectedwasteandgeneralusageacrosstheinstitutions.
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 Deliver a one week notice to everyone in the institution to eliminate all their
currentnon-
recyclableplasticbottlesandbagsaswellastobanthecarryingofplasticbottlesorbagso
nthecampus.
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 Arrange collection points at all convenient locations to collect discarded bottles
andbags.

 Arrangeclothandpaperbagcountersacrosstheinstitutionforanyonetopurchaseifreq
uired.

 ThePrinciplesof‘Refuse’and‘Reuse’willbepromotedforeliminatingusageofplasticintheIn
stitutions.

 AllthebagswillbecheckedattheentrancesoftheInstitutionforanypossibleplasticbags
or bottles being brought in and have them replaced with paper, cloth or jute
bags.Reject any plastic bags being provided and use your own non-plastic bags
instead. Ahandmadepaperunitmaybesetupinthecampusforsellingpaperbags.

 Segregation of Generated Waste: Segregation of the waste at source i.e.
primarysegregation will beexecuted at the laboratory, household, hostel kitchen,
hosteldininghalls,andcanteenlevels.

 Appropriate bins should be placed at every feasible location in Institutions i.e.
wetwaste in green bin, recyclable waste in blue bin, and hazardous waste in the
red bin.Have a hazardous materials logo on the red bin to prevent its use for
disposing e-waste.

ANNEXUREC:
HANDLINGWETWASTE:

 Waste, particularly from kitchen, such as vegetable refuses, food scraps, etc. is
wetwaste.Wetwasteistobesentfor compostingusingaerobic or anaerobic methods.

 Aerobic Method:Windrowcomposting, vermi-composting,
andaresomeofthepopularmethods.

ANNEXURED:
HANDLINGHAZARDOUSMATERIALS

 PreparationofSanitaryLandfill- Landfillneedstobescientificallypreparedwithoutaectinggroundwaterandenvironme
nt.- Certain types of non-bio-degradable wastes that cannot be recycled are to be
sent tosanitary landfills. The main consideration while planningfor a sanitary
landfill ispreventionofnegativeimpactsonhumanhealthandenvironment.- A low-lying site away from humansettlement is to be selected, a gravel bedis
madesoastopreventleachingtoandcontaminationofthesurroundingsoil.- After every filling or at periodicalintervals, a sandcap or clay cap shouldbe
placedoverthedepositedmaterialtopreventsgasessuchasmethane/carbondioxidefr
omcausingairpollution.

OR
 Hazardous chemical waste should be collected periodically and the institute

shouldassignthe disposal of this wasteto a vendorwho specializes in proper
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disposal ofhazardouswastematerials.



Page 52 of 245

ANNEXUREE
HANDLINGOFELECTRONICWASTE(E-WASTE):1. PrepareMaterialRecoveryFacility(MRF)

Each Institution to haveone Material RecoveryFacility (MRF) wherenon compostable
wastecanbetemporarilystoredinordertofacilitatesegregation.
Sorting and recoveryofrecyclablesfrom variouscomponentsofwastebyauthorizedinformal
sector of wastepickers,recyclers or any otherwork force shouldbe engaged bythe
Institution for the purpose before the wasteis delivered or takenup for its
processingordisposal.

OR2. ExtendedProducerResponsibility(EPR)

One way is as mooted by the E-Waste Management Rules – 2016 i.e. Extended
ProducerResponsibility (EPR). Under EPR, manufacturers of computers and other
electronic itemsshouldtakebackendoflifeproducts.
Ifsomeproducers/manufacturerswanttoappointa‘ProducerResponsibilityOrganization’whi
ch on behalf of manufacturers, collect, dismantle and recycle end-of-
lifeproductsthatcanbeopted.Institutionshalluse suchfacilityforthedisposalofe-waste.

OR3. The e-waste generated should be collected periodically by the institute and should
assignthe disposal of this wasteto a vendorwho has specialization in proper disposal of
hazardouswastematerials.

ANNEXURE F
ENERGYANDWATEREFFICIENCYa. BuildingOccupantBehavior• Turn
offlaboratoryequipment,lights,windowairconditionersand/oranyotherenergyconsuminge
quipmentwhennotinuse;• Shutfumehood sashestoappropriatesafetylevelswhen notin use;• Turnofflightsandequipmentincommonareasattheendoftheworkdayandovertheweeken
d;
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• Turnoffpersonalcomputersandequipmentattheendoftheworkdayandovertheweekend;• Utilizedevicesthatpowerdownautomaticallywhennotinuse;
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• Closewindowsanddoorsofconditionedspaceswhenthebuildingisheatingorcooling;• Usetasklightinganddaylightingforoceworkratherthanoverheadlightingwheneverpossibl
e;and• Theuseofpersonalelectricheatersinbuildings

isprohibitedunlessauthorizedbyFacilitiesOperations.b. Lighting• Minimizeinteriorandexteriordecorativelighting;• Utilizein-boardandout-boardswitchingforlightingfixtures;• Projectdesignmustmaximize use of day lightinganddaylightingcontrols; and• Disconnectallbeveragevendingmachinelampsandspecifyuseofenergysavingvendingmis
erdevices.c. WaterEfficiency• Utilizewater capturingand/orreusesystems,such asstormwater
collectionandHVACcondensaterecovery,fornon-potableuses;• Uselowwateruseflushvalvesandflowrestrictorsonfaucetsandshowersinshowerfacilities,la
bs,andrestrooms;• Donotusesingle-
passcoolingwaterformechanicalequipmentinnewconstructionorremodels;• Eliminateexistingequipmentthatusessingle-passcoolingwatersystems;and• Reportwaterleaks,drippingfaucets andfixtures thatdonotshuto
totheFacilitiesCustomerServiceCenter.d. RenewableEnergy• Campus should support the development and installation of renewable energy
sources oncampus.e. HousekeepingPractices• Use eco-friendlychemicalproducts that meetor exceed standards set forth by
statutorybodies;• Useproductsthatcontainnocarcinogens,reproductivetoxins,heavymetalsorphosphates;
have low VOC content; are readily biodegradable and nontoxicto humans
andaquaticlife;• Usechemicaldispensingstationsthatpre-
measurechemicalsandmixwithwaterintendedforequipment toprotectworkersafety
andreducewateruse;• Usecleaningequipmentthatreducesnoiselevels,improvesoverallindoorairquality,andimpr
ovesworkersafety;
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• Supplieswillbeselectedtominimizewasteatthesource,promoteuseofrecycledmaterial,
andtoallowthematerialstoberecycledfollowinguse;• Supplieswillbeselectedtoreducetheuseofpotablewater; and
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• Provideon-the-
jobtrainingforhousekeepingstatoensurecontinuousdeliveryofacleanandhealthyenvironm
entforbuildingoccupants.

f. Theprocurementofthefollowingisdiscouragedtothemaximumextentfeasibleandwit
hinlimitationofexistinglawsandregulations:• Asbestos-containingmaterials• Mercury-containingmaterials• Chlorofluorocarbons(CFCs)• Hazardoussubstancesrequiringspecialhandlinganddisposal• Polystyreneproductsandpackagingg. ActivelypromotethereuseofsurpluspropertyavailableattheSurplusPropertyasana

lternativetoprocurementofnewproducts.h. Transportation• Sustainabilitymeasuresshould includeensuringsafetyandaccessibility
forallpedestrians,bicyclists,transitriders,parkingcustomersandvisitorswhousethesystem;• Forstudentsandemployees,thecampusshouldpromotetransitandothertransportationalte

rnativestoreducesingleoccupancyvehicletripstoandfromand aroundcampus.

ANNEXUREG
AWARENESSGENERATIONANDSTAKEHOLDERINVOLVEMENT

Dependingonthetypeofstakeholders,appropriatestrategyandawarenesscreationshallbeimpl
emented.Thebroadstepswillbeasfollows:

 Preparationanddisplayofawarenessmaterial,andcontinuousawarenessgenerationa
ctivitiesforeachstakeholdergroup;

 Launchingawareness generation activities including road shows,skits,
posters,pamphlets,groupmeetings,andassemblyannouncements,etc.;

 Display adequate sign boards at appropriate locationsacross the Institution
topromptaction and thereby lead to continuous involvementof all the
stakeholdersfortheplantobesuccessful;

 Continuingactivitiesatregularintervalstodrivethefocusandkeepupthemomentum;a
nd

 All members in the campus must be encouraged to participate in competitions
suchas gardening and beautification of lanes.This will encourage residents to
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developkitchen gardens and use wastewater for the same thereby creating a
cleanandgreencampus.
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SOPFORFEESCOLLECTION

Objective:Toelaboratetheprocedureforfeescollection.

Responsibility:
 AccountsOffice
 HoD
 Registrar
 Principal

Procedure:

Sl.Activities Responsibility Targetdates/days

1. Preparation of fees structure for
theacademicyearfortherespectiveyea
rsofcourseofstudy

Managing
Trustee,IdealGro
up

By25thMayforoddsem&b
y 25th November for
evensem.

2. Intimating fees details through
NoticefromtheOfficeofPrincipalorRe
gistrar

Principal/
Registrar

On1stJuneforodd&On
1stDecemberforevens
em.

3. Preparing the details of the fees
paidin the current semester by
accountsandsharingforfollowup.

Accounts On1stJulyforOddSem&1st

JanuaryforEvenSem.

4. Follow up for the feespayment HOD&Mentor 2ndweekof July /January

5. Submission of fees collection
reporttotheprincipal

Accounts 30thJuly/30thJanuary

6. Followupwiththestudentstopayfe
es withlatefine

HOD&Mentor 30thSeptember/30thMarchfo
rfeespayment.

7. Submission of fees collection
reporttotheprincipal

Accounts 30thNovember/30thMay
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SOPFORINTERNALACADEMICAUDIT

Objective:
TheprocessofAcademicAuditing intendstomonitorandenhancethequalityoftechnical
education through proper guidelines for both teaching faculty and
students,soastoensurequalifiedengineers/researcherspassingoutfromEngineeringIns
titutions.

Responsibility:
 Alltheteachingandnon-teachingstaffmembers.
 HeadsoftherespectiveDepartments
 Dean

Procedure:

Sl.Activities Responsibilities Targetda
tes

1 Deputefacultymemberstomaintain
andconsolidatetherequiredfiles

AllHODs 1stweekofJ
une

2
Deputefacultymemberstoensureacademicaccount
abilityandsafeguardfunctionalitiesoftechnicaleduc
ation.

AllHODs
1stweekofJ
une

3 Prepare the
listaspern

ormsofNBA

of files to bemaintained Dean&AllHODs 2nd week
ofJune

4

Presents the objectives of
academicauditing,the process of internal and
external
evaluationofcourses,major/miniprojects,semin
ars,delivery of P/F courses , overall discipline
andacademic functioning of the institution,
dutiesandresponsibilitiesoffacultymembers,Re
searchandconsultancyandclass/coursecommitt
ees

AllHODsandallfa
cultymembers

2nd

weekofJ
une

5 Mock preparationby Dept.

Alltheteaching
andnon-
teachingstaffmem
bersofthedepartme
nt

3rd week
ofJune

6 Conductinternalauditdepartmentwise.
Deputed
internalauditor,D
eanandHODs

4thweekofJ
une

7 Approvalofauditedreports. Deputed
internalauditor

1st

weekofJ
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uly

8 Grievancescanberectified&updated. HODsandallfacu
ltymembers

2nd

weekofJ
uly
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SOPFORINDUSTRYINSTITUTEPARTNERSHIPCELL(IIPC)

Purpose:
Industry Institute partnership cell (IIPC) is established for bridge thegap between
theinstituteandindustryandthusenhancingtherelationshipamongeachother.
This cell identifies the industrial expectation and promotes institutional preparation
formeeting industrial needs by facilitating sponsored R&D projects, seminars, workshops
andvariousotherindustrialtrainingprogrammes.

Objective:
Theaimofthecellistomakeaneffectivecontributiontoeducationalsystemidentifyingthegapb
etweenacademiccurriculumandneedoftheindustry.
Industry Institute partnership promotes in equipping faculty to latest practices and
makesthe students industry-ready by providing exposure to current industry practices
and honetheirskillstoadaptchangingtechnologies.
TheprimaryfocusofIIPCistointeractwitheliteindustriesacrossthecountryandestablishpartne
rshipthem.

SuggestedActivitiesoftheCell:

The institute has set up an Industry-Institute Partnership Cell to carry out the
followingactivities:

 BridgingthegapbetweenIndustry-Institutebyinteractiveprograms
 Promotingapartnershipapproachtowardsmobilizingindustrialpersonnel.
 Toarrangeforstudents’industrialvisit.
 Organizingseminars,symposium,exhibitionsandworkshopsbothforfacultiesandstud

ents in cuttingedgetechnologies tocater tothecurrentneedoftheindustry.
 Toarrange industrialtrainingforstudentsandfacultymembers.
 ToidentifytheopportunitiesforstudentprojectworkinIndustries.
 Toencouragethedepartmentleveltie-upsorMoUwithIndustriesforthemutualbenefit.
 Topromoteconsultancyactivitiesandresearchanddevelopmentalactivitieswithindust

ry.
 Toenrichtheteachinglearningprocessthroughidentifiedindustrialgap.
 Toinviteindustryexpertsforguestlectures,seminarsBrain-

stormingsessionsandexpertisesharing.
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Roles&Responsibilities

 Coordinator:
To initiate different collaboration with industries at institute level by identifying
theindustrialexpectationandpromotinginstitutionalpreparationformeetingindustri
alneeds by facilitating project work, seminars, workshops and various other
industrialtrainingprogrammes.

 CommitteeMembers:
ToidentifythegapinthecurriculumkeepinginmindtheProgramSpecificOutcomeof
their respective department and cater to them by initiating different
events,workshop,industryvisitetc. incollaborationwith differentindustries.

 StudentMembers:
Toidentifytheneedoftheindustryandcurrenttrendbygettingtherequirementfrom the
students for initiating different events, workshop in collaboration
withdifferentindustries.

CommitteeComposition

AdvisoryCommittee
 Principal–Chairman
 DeanR&D–Member
 HOD’s–Member
 RepresentativesfromIndustries–Member
 RepresentativesfromCII–Member
 AlumniEntrepreneur–Member
 RepresentativefromIndustryAssociations/Entrepreneurs–Member
 RepresentativesfromreputedR&Dinstitutionsoftheregion–Member
 TrainingandPlacementOfficer–Member
 ChiefCoordinatoroftheCell-Convener

InternalCommittee
 Coordinators
 Faculty membersfromeachdepartment
 Studentmembers from eachdepartment

Meeting

TheAdvisorycommitteeshouldmeettwice inayear.
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SampleE-
mailtobesharedwithIndustryPersontoinvitethemtobememberofIIPCCell,
Ideal .

Sub:InvitationtobeBoardMemberofIIPC, IIT

DearSir,

GreetingsfromIdeal  institute of  Technology …!!!

IampleasedtoinviteyoutobeamemberofourIndustryInstitutePartnershipCell(IIPC).

IndustryInstitutePartnershipCellofIdeal
Instituteisestablishedtobridgethegapbetweentheinstituteandindustryandthusenhancingt
herelationshipamongeachother.

TheprimaryfocusofIIPC,IITistointeractwitheliteindustriesacrossthecountryandestablishpart
nershipthem.

FunctionoftheCell

TheinstitutehassetupanIndustry-InstitutePartnershipCellwiththefollowingobjectives:· BridgingthegapbetweenIndustry-Institutebyinteractiveprograms· Promotingapartnershipapproachtowardsmobilizingindustrialpersonnel.· Toarrangefor students’industrialvisit.· Organizing seminars, symposium, exhibitions and workshops both for
facultiesandstudentsincuttingedgetechnologiestocatertothecurrentneedoftheindu
stry.· To arrangeindustrial trainingforstudentsandfacultymembers.· ToidentifytheopportunitiesforstudentprojectworkinIndustries.· Toencouragetie-upsorMoUswithIndustriesforthemutualbenefit.· Topromoteconsultancyactivitiesandresearchanddevelopmentalactivitieswit
hindustry.· Toenrichtheteaching-learningprocessthroughtheidentifiedindustrialgap.· To invite industry experts for guest lectures, seminars Brain-storming
sessionsandexpertisesharing.

Requestingyoutokindlyacceptourinvitation.

Thanks&Regards,
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NameoftheCoordinatorofIIPCDesignation,
Ideal Institute of
TechnologyContactDetails:

Note:Thesampleformatisindicativeonly.Appropriateamendmentsmaybeincorporated.
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SampleFormatofMoUMEMORANDUMOFUNDERSTANDING

TheMOUismadeonthedd/mm/yyyybetween:-(1) NameoftheIndustry
Address
Hereinaftercalled abv.

And(2) Ideal Institute of Technology
Posheri, Wada, Dist-Palghar
Maharashtra  421303
HereinaftercalledIIT wada

This Memorandum of Understanding (MOU) sets for the terms and
understandingbetweenthe ofIIT wadaand oftoestablished
IndustryInstitutioncollaborationproject.

Background

Brief  about  the  industry……………………………………………………….

Ideal Institute of Technology(IIT wada) is an engineering college located in
Maharashtra,India.Thecollegewasestablishedin2000. It is affiliated to Mumbai
University (MU). The institution is approved by
AllIndiaCouncilforTechnicalEducation(AICTE).

Purpose

This MOUshall undertakethe followingactivities:-

 wouldallowtheindustrialvisitsofstudents(IIT
wada)forhalf/fulldaytoprovidethemwithanexposuretovariousequipment,instrum
entavailableat .

 willconduct Workshop/Seminar atIIT wada
 willconductGroomingSessionatIIT wada
 IIT wadaand

shallmakeprovisionstosharetheirrespectivefacilitiesinordertopro
moteacademicandresearchinteractionintheareasofcooperation.

 PracticaltrainingofIIT wadastudentsat .
 Jointguidance of studentprojects/thesis.
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 IIT wadafacultymember/sor
cansharetheirconsultancyforproduct/processm

odification, modernization,troubleshooting,etc.

Durationa) ThisMOUshallbeeffectivefromthedateofitsapprovalbycompetentauthoritiesatb
othends.b) ThedurationoftheMOUshallbeforaperiodof5yearsfromtheeffectivedate.c) During its tenancy, the MOU may be extended or terminated by a prior notice
ofnot less than six months byeither party. However, termination of theMOU will
notin any manner affect the interests of the students/faculty/scientists who
havebeenadmittedtopursueaprogrammeundertheMOU.

INWITNESSWHEREOFPARTIESHERETOHAVEENTEREDINTOTHISAGREEMENTEFFECTIVE
ASON XXX.

Ideal Institute of Technology
NameoftheIndustry

Note:Thesampleformatisindicativeonly.Appropriateamendmentsmaybeincorporated.
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SampleformatforapproachletterforIndustrialVisit

Sub:RequestforIndustrialvisitinyouresteemedorganization

DearSir,

GreetingsfromIdeal Institute of Technology!

Ideal Institute of TechnologyistheflagshipinstituteunderIdeal foundationInitiative
spearheading professional education for over a decade (Established in 2000) witha
spectrum of 93 distinct verticals of professional programs at 26 educational
institutionswith a staggering enrolment of more than 35,000 students. Ideal Institute of
TechnologyislocatedattheacademicandindustrialhinterlandofKalyani.Instituteearnedhigh
estlaurelsin terms of accreditation by NAAC – A’ Grade,NBA, and AICTE. The institute
offers courses which are approved by AICTE and affiliated to MU. The institution has
been awarded Autonomous status by UGC in the academic year 2011, which makes it
thefirst ofitskind inMaharashtra.Detailedinformation
isavailableat:http://idealwada.com/about_ideal.php
Theinstitutenurturesengineering&managementacumenofglobalstandards,innovation
and professionalism entwined with free and passionate environment of
ideaexchange,skillenhancementwithafocusonintegrity,ethicsandhumanvalues.Theinstitut
e takes pride of transforming talents and life of thousands of its present and
paststudentswithanimpeccableprofessionaltrackrecord.

InthiscontextwearerequestingyoutoallowourB.Techstudentstohaveaday-
longvisittoyouresteemorganization.

Thevisitmaybeconductedin_dayswithabatchof_oneachday.

Thepreferabledatesmaybewithindd/mm/yy,orasperyourconvenience.
Thiswillcomplementtheirknowledgeandtriggerthepassiontobeacompleteprofessionalinthe
daystocome.

Your kind cooperation in this regard is highly

appreciated.Thanks&Regards,
Name
Designation,IIT
wadaContact:
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Note:Thesampleformatisindicativeonly.Appropriateamendmentsmaybeincorporated.
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SOPFORPREPARATIONOFMONTHLYREPORT

Objective:ToelaboratetheprocedureforpreparingMonthlyReport.

Responsibility:
 Alltheteaching/non-teachingstaffmembers
 DepartmentMonthlyReportCoordinator
 InstitutionMonthlyReportCoordinator
 HeadsoftherespectiveDepartments
 Principal

Procedure:

Sl. Activities Responsibility Targetdays

1.
Sharing of the various
activityoption
sheettoallfacultymembers.

DepartmentMonthlyRe
portcoordinator

1stworkingdayofE
verymonth

2.
Day to day update of the
sharedsheetalongwithphotogr
aphs

All the teaching/non-
teachingstaffmembers Everyworkingday

3.
ConsolidationandPreparationof
departmentMonthlyReport.

DepartmentMonthlyRe
portcoordinator.

Finalweekofevery
month

4.
Submission to HoD for
necessaryapprovalforDepartmen
tMonthlyReport.

DepartmentMonthlyRe
portcoordinator.

LastworkingdayofE
verymonth

5.
ConsolidationandPreparationofI
nstitutionMonthlyReport.

InstitutionMonthlyReportco
ordinator

1stweekof
Subsequen
tmonth.

6.
SubmissiontoPrincipalfornecessa
ryapprovalforInstitutionMonthly
Report.

InstitutionMonthlyReportco
ordinator

6th working
dayofeverymo
nth

7
PresentationofMIRtoManaging
Director

Principal/Registrar/
Dean/HoD

7th working
dayofeverymo
nth
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8.
ReleasingtheMonthlyReporttoallt
eaching/non-teaching
staffmembers.

Principalofthei
nstitution

8th working
dayofeverymo
nth
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SOPFORNBA,
NAAC&NIRF
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SOPFORNBA,NAAC&NIRF

Objective:ToelaboratetheprocedureforpreparingtheGuidelinesofNBA,NAAC,NIRFrelatedwor
k.

Responsibility:
 Principal/Registrar
 Dean
 HoD
 AllTeachingStaff
 AllNon-TeachingStaff

Procedure:NBA

Sl. Activities Responsibility Targetdates/d
ays

1.
PreparationofdetailsrequiredforP
requalifierapplication FacultyIncharge

15daysbeforethe
applicationSubmi
ssion

2.
InternalVerificationofPrequalifiera
pplication Principal,Dean&HODs

10Daysbefore
the
applicationsu
bmission

3.
PreparationoffinalCopyapplicationa
ndUploadinginthee-nbaportal FacultyIncharge 10thDay

4.
Criterion
InchargemeetingwithPrincipalregard
ingthepreparationofSARandfiles

FacultyInchargeofconcerne
ddepartment,HOD 11thto15thday

5. PreparationofSARand related files FacultyIncharge&HOD 16thto60thday

6. Verificationby DepartmentHODs FacultyIncharge&HoD 61stto65thday

7.
ImprovisationofSARandFilesfromthefe
edbackandcommentsofDean

FacultyIncharge,HoD&Dea
n

66thto70thDay

8.
VerificationbyPrincipalandOtherD
epartmentHODs

Principal,Registrar&OtherD
epartmentHODs

71stto75theday
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9.
ImprovisationofSARandFilesfromthefe
edbackandcommentsofPrincipal

FacultyIncharge&HOD 76thto80thday

10. FinalizationofSAR FacultyIncharge&HOD 81stto85thday

11. SubmissionofSAR FacultyIncharge&HOD 86thto90thday

12. Fileupdation FacultyIncharge 91stto120thday

13. MockAccreditation FacultyIncharge,HOD&Dean 121st 125thday

14.
ImprovisationofSARandFilesfromthefe
edbackandcommentsofExpertMember
s

FacultyIncharge&HoD 126thto150th day

15.
FineTuningofFilesandD
ocuments FacultyIncharge&HoD

Till
CommitteeVis
it
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Procedure: NAAC

Sl. Activities Responsibility Targetdates/days

1.
CriterionInchargemeetingwithPrin
cipalregardingthepreparationofSS
Randfiles

DirectorIQAC 1stto5thday

2.
PreparationofSSRandrelateds
upportingdocuments

DirectorIQAC,Co
ordinatorIQAC 6thto50thday

3. Verificationof Criteria CriteriaIncharge 51stto55thday

4.
ImprovisationofSSRandFilesfromth
efeedbackandcommentsofPrincipa
l/Registrar

Coordinator IQAC
&Criterion
Incharge

56thto70thDay

5.
Verification by Principal
andRegistrar

DirectorIQAC,Coor
dinator IQAC
&Criterion
Incharge

71stto75theday

6.
Improvisation of SAR and Files
fromthefeedbackandcommentsofP
rincipal

Coordinator IQAC
&Criterion
Incharge

76thto80thday

7.
FinalSSRverificationbyPrincipal,Re
gistrar&Expert

DirectorIQAC,Coor
dinator IQAC
&Criterion
Incharge

81stto85thday

8. SubmissionofSSR DirectorIQAC&C
oordinatorIQAC

86thto90thday

9. Fileupdation Coordinator IQAC
&Criterion
Incharge

91stto120thday

10. ConductingMockNAACvisit Principal&
Registrar

121st125thday

11.
ImprovisationofSSRandFilesfromth
efeedbackandcommentsofExpertM
embers

Coordinator IQAC
&Criterion
Incharge

126thto150thday

12. Fine Tuning of Files
andDocuments

Coordinator IQAC
&Criterion

TillCommitteeVisit
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Incharge
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Procedure:NIRF

Sl. Activities Responsibility Targetdates/day
s

1. PreparationofApplication Nodal Officer 1stto10thday

2. Verificationofparameters Inchargeofconcerned
parameter

11thdayto15thday

3. ConstructivesuggestionfromPrincipal/Re
gistrar

Principal/Registrar 16th dayto20th day

4. Final application preparation
aftermakingcorrection

Nodal Officer 20thto25thday

5. OnlineUploadingofApplication Nodal Officer Before lastdate
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SOPFORPREPARATIONOFINSTITUTIONALBUDGET

Objective:ToelaboratetheprocedureforpreparingDepartmentBudgetfortheAcademicYear.

Responsibility:
 FinanceCommittee

Procedure:

Sl. Activities Responsibility Targetdates/
days

1.
Establishmentofabudgetimplementationteamtos
tartworkingonbudgetPlanning&Preparation Finance Committee

1st

weekFebr
uary

of

2.
To start working on Budget preparation, based on
therequirementandnewhighpriorityspendinginitiative
s.

Finance Committee
2nd

weekFebr
uary

of

3.
ReviewingandPrioritizingtheon-
goingandnewactivitiesbyBudgetCommittee&se
ndingittoChairpersonandManagementTrustee

Finance Committee
3rd

weekFebr
uary

of

4. Preparation/DevelopingofBudgetplan Finance Committee
4th

weekFebr
uary

of

5.
Reviewingcurrentprogrambudgetstructure(Programbud
geting), developing program narratives
andperformanceindicatorsbasedonactualresources.

Finance Committee 1stweekofMarch

6.
Studytherequirementsthroughsendinganinternalbud
getcirculartoallDepartmentfaculties. Finance Committee

1stweekofMarch

7. Conducting a Department Brain storm session
forBudgetPreparation.

Finance Committee 2nd

weekMa
rch

of

8.
Prioritizing requirements and finalizingproposals
forBudgetpreparationforCurrentAcademicyear. Finance Committee

3rd week
ofMarch

9.
Preparing Detailed proposal of Internal
DepartmentBudgetandSubmittingtheproposalstoc
hairpersonandManagingTrustee.

Finance Committee
3rd week
ofMarch

10. Preparingfinaldraftbudgetforcurrentacademicyear Finance Committee
4th week
ofMarch
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11.Presenting the Draft Budget to Chairperson
andManagementTrustee

Finance Committee 4th week
ofMarch

12.Conducting  the
Budgethearingmeetingwiththeb

udgetcommittee

Finance Committee 4th week
ofMarch

13.
BudgetRevisionbasedonBudget hearing
meetingdecision. Finance Committee

4th week
ofMarch

14.Conveyingapproved  Budget Finance Committee
4th week
ofMarch

15.ReleasingtheBudgetFundtoApprovedBudget
Proposals

Management 4th week
ofMarch

CompositionofFinanceCommittee:

Sl. Head Position intheFinance Committee

1. Principal Chairman

2. FinanceOfficer MU MemberNominatedbyMU

3. Registrar,IIT wada MemberNominatedby BOG

4. AssociateProfessor,IIT wada MemberNominatedbyPrincipal

5. AccountsAssistant,IIT wada Convener
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SOPFORPURCHASEOFCONSUMABLES

Objective:Toelaboratetheprocedureforpurchasingconsumable.

Responsibility:
 Alltheteaching/non-teachingstaffmembers
 Labin-charges
 PurchaseCommitteeincharge
 HeadsoftheDepartments

Procedure:

Sl. Activities Responsibility Targetdays

1.

List
ofconsumablesrequiredforindividu
allabsasper newrevisedcurriculum
is to be submitted by theLabin-
charges

Labincharges 1stweek
ofApril

2.

Thepurchase committeein-
chargewillscrutinytherequirement
s.
Justifications havetobegivenfor
therequirementsifnecessary.

Purchase
Committeein-
chargeandLabin-
charges

2ndweekofA
pril

3.

Afterthefinalizationoftherequirement
s, the individual lab-incharges have
to identify the
reputedsuppliers(minimumof3)andsh
ouldinformthesametothePurchase
Committeein-charge

Purchase
Committeein-
chargeandLabin-
charges

3rdweekof
April

4.

With the approval of the
PurchaseCommitteein-
chargeregardingthesuppliers,quot
ationshavetobe
collectedfromthosecompanies.

Purchase
Committeein-
chargeandLabin-
charges

3rdweekof
April
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5.

Based onthequoted
price,theactualcostfortheentirerequir
ementsshouldbecalculatedwiththeco
mparative statement by choosingthe
best supplier.The approval of
thepurchasefortheactual amounthas
tobereceived fromtheManagement.

PurchaseCommi
tteein-
charge,HODand
Principal

4thweek
ofApril
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6.

Onceaftergettingtheapprovalfromthe
Management,proformainvoice
from thebest
supplieristobecollectedandanrequest
hastobeputup totheManagement
regarding the cheque
fortheactualamountinthenameofsuppl
ier.

PurchaseComm
itteein-
chargeand
HOD

2ndweek
ofMay

7.

OnceafterreceivingthechequefromtheM
anagement,theconcernedlab
in-
chargeshavetopurchasethecon
sumableswiththesupplier.

Labin-charges,Non-
teachingstaff 4thweek

ofMay

8.
Thepurchasedconsumables
shouldbeentered in
therespectivestockregister

Non-
teachingstaff,Labin-
charges,PurchaseCo
mmitteein-
charge,HODandPrin
cipal

4thweek
ofMay

9.
From the date of delivery, the bill
hastobesettledwiththeofficewithintw
oweeks

PurchaseCom
mittee in-
charge

1stweek
ofJune
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SOPFORPURCHASEOFEQUIPMENTS

Objective:Toelaboratetheprocedureforpurchasingequipment

Responsibility:
 Alltheteaching/non-teachingstaffmembers
 Labin-charges
 Expertteam
 PurchaseCommitteeincharge
 HeadsoftheDepartments

Procedure:

Sl. Activities Responsibility
Target
days

1.
List of equipment required for individual labs
aspernewrevisedcurriculumistobesubmittedbyth
eLabin-charges

Labincharges
1stweekofF
eb

2.

Anexpertiseteam(setofFacultymembers)withinth
eDepartment willscrutinytherequirements.
Justifications have to be given for
therequirementsifnecessary.

Expert team
andLabin-
charges

4thweekofF
eb

3.

Afterthefinalizationoftherequirements,thein
dividual lab-in charges have to identify
thereputedsuppliers(minimumof3)andshoul
dinformthesametotheexpertiseteam.

Expert team
andLabin-
charges

1stweekof
March

4.
With the approval of the expertise team
regardingthesuppliers,quotationshavetobecollec
tedfromthosecompanies.

Expert team
andLabin-
charges

2ndweeko
f
March

5.

Basedonthequotedprice,theapproximatec
ostfortheentire
requirementsshouldbecalculatedandtheapprov
alofthepurchasefortheapproximateamounthast
obereceivedfromtheManagement.

PurchaseCommi
tteein-
charge,HODand
Principal

4thweekof
March
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6.
A demoshould bemadeavailabletotheset
ofFacultymembersaboutthoseequipment’sfuncti
onsandspecificationsfromallcompanies.

Non-
teachingstaff,Facu
ltymembers

1stweek
ofApril

7.

Theexpertteamshouldclarifyallnecessaryqueri
es including the functionalities,
warranty,replacements,servicebackups,compa
tibilitywhenchangesoccurinfutureandsoon.

Facultymembers
2ndweek
of
April

8.

A meeting should beorganized
withPurchasecommitteeinchargeandtheexpertis
etodiscussabout the outcome of the
demonstrations madebythe
companies.

Purchasecommitteein
-
chargeandFacultyme
mbers

3rdweek
of
April

9.

Recommendations are collected by
thepurchasecommitteein
chargefromtheFacultymembersandtheexperti
seteamand theprosand
consaretobediscussed.

Purchasecommitteein
-
chargeandFacultyme
mbers

3rdweek
of
April

10.

ThePurchasecommitteeinchargemayrequestallthec
ompaniesto
givethebestrevisedpriceagainafterthedemonstratio
ns.

Purchasecom
mittee in-
charge

4thweekof
April

11.

With the new revised cost, a
comparativestatementhastobeprepareda
ndremarksshouldbe
givensuitableundereach
productandtheminimumcostofdifferentequipme
ntfordifferentcompanies shouldbehighlighted.

Purchasecommi
tteein-
chargeandHOD

4thweekof
April

12.

ThePurchasecommitteein
chargeshouldgiveafinal recommendation
forthepurchaseoftheproduct based on the
feedback given by expertiseteam.Different
productscan befromdifferentsuppliers.

Purchasecommi
tteein-
chargeandHOD

4thweekof
April

13.
Thepurchaseapprovalalongwiththecomparativest
atementissenttotheManagementfor
thefinalapproval.

Purchasecommitt
eein-
charge,HODandP
rincipal

1stweek
ofMay
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14.
ThePurchasecommitteeinchargehastogivethejus
tification to the Management regarding
therecommendationsifrequired.

Purchasecommi
tteein-
chargeandHOD

1stweek
ofMay

15.

Onceaftergettingthefinalapproval,thep
urchaseorder
should bemadereadyand
senttothesupplierandthetermsandconditionssh
ouldbefollowedstrictly.

PurchaseComm
itteein-
chargeandHOD

3rdweek
of
May

16.

Thedetailsoftheorderplacedwiththeonesu
pplier should not be known to the
othersupplier
andthereshouldnotbeanypersonalcommunicati
on regarding the purchase, failing
inwhichwillleadstoenquiryandmemo.

PurchaseCommitteei
n-
chargeandFacultyme
mbers

3rdweek
of
May

17. Followupshouldbemaderegardingthed
elivery

PurchaseCom
mittee in-
charge

3rdand

4th

weekofMa
y

18.

Once after the delivery, all the equipment
shouldbe thoroughly verified by the lab in
charges intermsofquantity, functionalities,
helpmanuals,warrantycardsandbills

LabinchargesandF
acultymembers,N
on-teaching staff

1stweek
ofJune.

19.
From the date of delivery, the bill has to be
settledwith theofficewithintwoweeks

PurchaseCom
mittee in-
charge

3rdweek
of
June
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SOPFORRECORDMANAGEMENTPOLICY

I. PURPOSE
ThepurposeoftheRecordManagementPolicyistopromotepropermanagement,ret
ention, preservation, and disposal of records of college operations, in order
toensureefficientcurrentandfutureoperations,preserveahistoricalrecord,comply
with legal obligations, and eliminate outdated and unnecessary records.The
policy also provides guidance to individual departments regarding their
legalobligationswithrespecttorecordretentionanddisposal.

II. APPLICATION
This policy applies to all official records generated in the course of
collegeoperations.“Officialrecord”meansany tangiblethingcontaining
recordedinformation that is created, received, used, recorded, or filed in the
course ofcollege educational and/or business operations, regardless of
format, exceptforthefollowingcategoriesofdocuments.• Records of immediate or transitory value only, such as routing slips,

routineletters or memo, telephone messages, notices, or memoranda that
give onlylogistical information such as a change of location for a meeting
and “for yourinformation”notes• Faculty researchrecordsandnotes• Duplicatematerialsandblankforms• Personalorprivatedocuments(includinge-
mail)neithercreatednorreceivedinconnectionwithcollegeoperations• MagazinesandnewspapersnotpublishedbyIIT wada• Published reportsandotherdocumentsproduced byentitiesother thanIIT wada• Notes,drafts,orworkingpapersonceaprojectiscompleted,unlesstheyprovidem
orecompleteinformationthanthefinalreport.

III.
ADMINISTRATIO
N

A. ResponsibilitiesofPrincipal&Registrar

The Office of Principal & Registrar shall be responsible for reviewing
andupdating this policy on a regular basis to conform to legal standards,
andfor responding to questions about application of this policy in
particularcircumstances.B. ResponsibilitiesofCollege Archivist
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IIT wada archives serves as a repository for non-current official records
andotherrecords ofthecollegethathaveenduringvalue.Thearchivespreserve
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and makes accessible these records for legal, administrative, and
researchneeds. Some records may be closed for 20 years or longer,
depending on thenature of the records, and may only be used by
permission. Once officialrecords have met their retention schedule in a
department on campus,
theywilleitherbedisposedofortransferredtothearchivesforpermanentretent
ion. Some permanent records may be held at locations other than
thearchives,suchasinthedepartmentinwhichtheywerecreated.Thearchivistw
illberesponsibleformanagingtheselectionandtransferofrecordstothearchiv
esaswellasaccesstoandpreservationoftherecords.C. Responsibilities ofDepartment Heads.

Each department head, holds the following responsibilities under
thispolicy:

 Develop and implement the department’s record
managementpracticestoconformtothispolicy;

 Educatestaffwithinthedepartmenttounderstandandimplement
thispolicy;

 Establish the appropriate level of confidentiality and
securityfor specific types of records and ensure that the
departmentmaintainsthatlevel;

 Ensure the transfer to the archives of any records of
historicvalueand/ordocumentsthataretobemaintainedperman
ently;

 Ensure the destruction of inactive records that have no archival
valueuponpassageoftheapplicableretentionperiod.

IV. OWNERSHIPOFRECORDS
Withtheexceptionofrecordsownedbyfacultymembers,employees,orstudents,off
icialcollegerecordsare,pursuanttothecollege’sIntellectualPropertyPolicy,thepro
pertyofthecollegeandnotoftheofficers,facultymembers, or employees who
create them or to whom they are entrusted. Allmembers of the community are
responsible for maintaining the integrity andsecurityofsuchrecords.

V. DISPOSALOFRECORDS
Certain official records must be retained for a specified time period as dictated
inthispolicy.Onceofficialrecordshavemettheirretentionschedule,theyshouldbe
disposed of, unless they are of value to the archives. If official records
areretainedbeyondtheirretentionschedule,collegeresourcesmaybeunnecessarily
usedinmanagingandstoringthem.
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PermanentRecords.Permanentrecordsarerecordsthathavehistorical,administrative, or
research value to the college and will be kept indefinitely. The
collegearchivistassistsintheidentificationandclassificationofpermanentrecords,andens
uresthattheyaretransferredtothearchivesoncetheybecomeinactive.Examplesof
permanent records include meeting minutes, architectural drawings,
organizationcharts,realestate records,endowmentagreements,student
theses,selectedfacultypapers,collegepolicies,andphotographsofeventsandbuildings.

Duplicate Copies. Most records will eventually have multiple copies in several
officesanddepartmentsatthecollege.Thereisonlyone“officialcopy”ofanyrecord,andth
e individual in the office designated by the department chair or director to hold
the“official copy”is theofficial custodianandis responsiblefor therecord’s
retentionand possible classification as an archival record. Copies may be kept as
long as theyare useful. For example, the Principal’s Office is the “official custodian”
of academicsearch files. All other copies of materials related to a search may be
destroyed whenno longer needed. Office of Principal is responsible for retaining
the record for theperiod required by law or longer if appropriate, and for
transferring the record to theArchives, if appropriate. Whenever an office or person
is designated as the officialcustodian of a document (pursuant to the schedule
below) all other offices shouldconsult with the official custodian before destroying
copies of records that the officialcustodianismaintaining.

DestructionMethods:Destructionincludes:

 Recycling is generally appropriate for all non-confidential paper
documents,including public documents of other organizations, magazines,
annual reports,newsletters, announcements, and drafts of policies or other
memos which arenotconfidential.

 Shredding,usingacross-cutorstripshredder,shouldbeusedforalldocuments
that should not be read by others after they are no longer
needed.Thisisessentialforanydocumentcontainingpersonalinformation.

 SuspensionofRecordDestruction.Intheeventofagovernmentalaudit,investigati
on, or pending litigation, record disposal may be suspended at thedirection
of the Principal. For this purpose, the Principal should be informed
ofanysituationthatmightgiverisetolegalactionassoonasthesituationbecomesa
pparent.

 Document Destruction Record. ADocument Destruction Record (DDR),in
aform attached as Attachment B, must be completed whenever official
recordsaredestroyedpursuanttothispolicy.TheDDRmayincludecategoriesofdo
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cuments, rather than individual documents. DDRs shall be maintained in
theofficewherethedestroyedrecordsweregenerated.
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VI. ELECTRONICRECORDS.
Many official records are created and maintained in an electronic format.
Theseinclude documents on a computer hard drive, email and its attachments,
anddocuments that have been scanned and reside on CDs or on other
removablestorage media. File maintenance of these records requires
coordination amongthe places where they are stored – hard- drives on desk
tops, laptops, on
shareddrives(networksystems),andonremovablestoragemedia.

An electronic file that has permanent value to the college should be retained
inthe appropriate Masterfolder on the college’s server, rather than on a
personaldesktop computer, which is not designed for the permanent retention
of records.Alldataonthecollege’sserverisbacked-
upregularlyinordertoensurebusiness continuation in the event of a disaster or
crisis. Therefore, individualoffices only need to retain their copies of electronic
records if they are useful forday-to-day business. One notable exception
involves special compilations of datathat offices or departments may create
using data from Power Campus. Becauseof the way data is preserved or
changed over time, it may not always be possibleto re-create a compilation of
data in the future. Any report created from specialcompilations, as opposed to
merely printing data from the system, should beretainedby
theofficeordepartmentcreatingitastheofficialcopy.

Someoffices,academicdepartments,orunitshavecreatedelectronicdatasystems
by purchasing software to help manage a specific database for researchor
other purposes. If it is determined that the records created by that
databaseshouldbemaintainedforaspecificperiodorshouldbepermanentlyretaine
d,the maintenance of the software license and the availability of it can be
veryimportant. Before purchasing or using specialized software for these
purposes,the official custodian should discuss with Information Technology
the purchaseandany agreementneededinordertobackupthedatasystem.

Allcollegefacultyandstaffentrustedwithelectronicdatamustadheretothesepractices:

 Appropriately secure data and keep it inaccessible to non-approved
userswhennotinuse;

 Use, retain, and dispose of data consistent with this policy for paper copies
ofrecords;

 Develop policies for the appropriate and frequent back-up of data
systemsand their storage in locations that will keep them available in the
event of adisasteraffectingtheoriginaldatasystem;
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 Disposeofelectronicdocumentscontainingprivateorconfidentialdataproperly
, which means erasing hard drives and disks so that the data are
notretrievable.
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 ConsultationwithInformationTechnologyServicesstaff&SystemAdministratio
nonhowtoproperlyeraseharddrivesisvitalbeforecomputersaretransferredtoo
therusersordiscarded;

 Treatelectronicmaillikeanyotherelectronicrecord.Mailthathasinformation
that should be retained according to a retention schedule shouldeither be
printed and filed as would any other paper record or saved to
anarchivede-mailfile.

VII. PROTECTIONOFVITALRECORDS
One part of the college’s records management program is the identification
andprotectionofvitalrecords.Arecordisvitalwhen:

 The re-establishment of an authentic replacement of a lost or
unavailablerecordwouldbeimpossibleorprohibitivelydifficult;and

 Permanent loss of the record would abridge, jeopardize, or otherwise
havea major negative impact on a significant right of an individual, a
significantright or asset of the college, or the performance of an
essential function ofthecollege.

VIII.RETENTIONPERIODS
The Retention Schedule is the most common types of records at the college
with arequired retention period. Almost every department or office in the
college willhaverecordsthatarenoton theretentionschedulebutshould
beretained.

ACT=whileactive,employed,orenrolledPERM=
permanent
SOL=StatuteofLimitations
V=vitalrecord

*(AnnexureC)Attached
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VITALRECORDSMANAGEMENTPOLICY

I. INTRODUCTIONANDDEFINITIONOFVITALRECORDS

An important part of the college’s records management program is the identification
andprotectionofvitalrecords.Arecordisvitalwhen:• Thereplacementofalostorunavailablerecordwouldbeimpossibleorprohibitivelydiffi
cult;and• Permanent loss of the record would abridge, jeopardize, or otherwise have a
majornegative impact on a significant right of an individual, a significant right or asset
of thecollege,ortheperformanceofanessentialfunctionofthecollege.

II. PURPOSE

The purpose of this policy is to establish the guidelines for the protection of vital
recordsthrough:A. Establishmentofcriteriaforidentificationofvitalrecords;andB. Selectionofsecureandeconomicalmethodsofprotection.

Adherencetotheseguidelinesshouldensurethatvitalrecordsofthecollegearereasonably
protected as far as is economically possible from such hazards as
fire,flood,andvandalism.

III. CRITERIAFORIDENTIFICATIONOFVITALRECORDS

Threetypesofcollegerecordsmaybeclassifiedasvital:A. Recordsessentialtotheprotectionoftherightsofindividuals;

Examples:
currentpayrollrecordsnecessarytopayemployees;permanentstudenttranscri

ptsnecessarytoshowcompletionofcoursework;
employeeservicerecordsrequiredforprotectionoftenureandretirementstatusB. Recordsessentialtotheprotectionofthecollege’srightsorassets;

Examples:drawingsandspecificationsrequiredtorepairandmaintainthecollege’sfacilities;rec
ordsnecessarytoestablishcollegeownershipof
buildings,equipment,andland;promissorynotesandevidenceofotherreceivables
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C. Records necessary for the execution of the college’s contractual obligations
andotheressentialfunctions.
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Examples:significantcontracts;accountspayablerecords;leaseagreements

Identification of a particular record as vital is a matter of discretionary judgment that
ismosteffectivelyexercisedbythecreatorsorusersoftherecord,usingthecriteriainIII.A,BandC,
above.

Many types of recordsare of great importance but not ofvital importance as defined
inthis policy.Such records may require much effort and expense to reconstruct if lost,
ormay have intrinsic historical value.The requirements of this policy do not apply to
thoseimportantbutnotvitalrecords,althoughthe
standardsandmethodsofprotectionoutlinedinthispolicymaybeappliedbyanydepartmentt
osuchrecordstothedegreethatthevalues,risks,andavailableresourcesforprotectionmakesu
chprotectionappropriate.

IV. PRE-IDENTIFIEDVITALRECORDS

Thefollowingcollegerecordshavealreadybeendeterminedtobevital.Foreaseofreference,th
eserecordsarealsoannotatedintheRecordRetentionPolicybythesymbol
(V)aftertherecordlisting.• StudentRecords- Studenttranscriptsandacademicrecords- Studentdisciplinaryrecordsresultinginsuspensionordismissal- Enrollmentagreements- Patientmedicalrecords• EmployeeRecords(DepartmentofHumanResources)- Payrollrecords- Individualemployeepersonnelfiles- Health plan andlifeinsuranceenrollment,changeandcancellationforms• FacultyRecords(Principal’sOffice)- FacultypersonnelandR&Dfiles• InstitutionalRecords(Principal’sOffice&Registrar’sOffice)- ManagingTrusteerecords(includingBoardofTrusteesminutes,corporateresolutions,
bylawsandarticlesofincorporation)- Deeds
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- Campus building records (including architectural drawings, floor plans,
equipmentinventoryrecords,improvementrecords)
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- Endowmentrecords, giftagreements,bequestfiles
-
Financialrecords(includinggeneralledger,auditorsreports,currentaccountspayableandrecei
vablerecords)- Ownershiprecordsofvehicles andother major assets- AAGCmembershiprecords- Promissorynotes- Federalandstaterequiredstatisticsandreports• LibraryandArchivesholdings

Departmentsholdingoriginalcopiesofpre-
identifiedvitalrecordshavetheresponsibilitytoensuretheyare protectedin
accordancewiththeguidelines outlinedin thispolicy.

Thislistofpre-identifiedvitalrecordsisnotintendedtobeall-
encompassing.AdditionalvitalrecordsmaybeidentifiedbydepartmentsasprovidedinSectionI
II.

V. SELECTIONOFMETHODSOFPROTECTIONA. Eachdepartmentisrequiredtodevelopawrittenplanthatidentifiesallvitalrecords
maintained by the department and describes how the department protects
suchrecords(hereinafter“protectionplan”).ThisplanshouldbeprovidedtotheRecordsMana
gement Committee Chair according to a schedule to be determined by the
RecordsManagement Committee.The following guidelines are provided to assist
departments inthedevelopmentofprotectionplansforvitalrecords.

The two most important factors guiding the selection of a method of protection for
vitalrecordsarethelevelofrisktotherecordandthecost
oftheproposedprotectionmethod.Departmentsshouldtakethesefactorsintoconsideration
by evaluating the ratio of the effectiveness of the protection method to
thecostofthatprotectionmethod.Sinceitis
possibleto attainno more thanrelativesecurity,the bestchoiceis the one
for which the cost of security is most closely in line with the degree of risk, i.e., the
greatertherisktoarecord,thegreaterthecostthatcanbejustifiedinprotectingit.B. Beyond the evaluation of actual risks of loss for vital records, three other
factorshaveameasureofimportanceintheselectionofprotectionmethods:1. Need for accessibility.Vital records that must be close at hand and available for use
atalltimesmayrequiredifferentmethodsof
protectionfromthoserecordsthatareinfrequentlyused.2. Length of retention.The best methods for protecting vital records of a short-
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termnaturemaybe different from thosemethods bestforlong-term orpermanentrecords.3. Physical qualities of records.Susceptibility of records to destruction from heat,
water,chemicals,andagingvarieswithboththerecordmediumandthedurationofretention.
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Magnetictapeandfilmoftenrequiredifferentprotectionfromthatneededforpaperdocument
s.
Paperitself variesgreatlyinitsabilitytowithstand aging.C. Six methods of records protection are reviewed below.More than one of
thosemethods can be used to protect a given vital record.It is not uncommon to
protect theactive portion of a series of records through the preservation of existing
duplicates
whileprotectingtheinactiveportionthroughothermeans.Methods5and6shouldbeconsider
ed secondary methods of records protection.For instance, if it is not feasible
toimplementmethods1,2,3,or4forreasonsofeconomics,methods5or6shouldbeusedtopro
videatleastaminimumlevelofprotection.1. Preservation of existing duplicate copies at another location.Many records
alreadyhaveaformof"naturalprotection"becauseoftheregularpaperworkroutine.Forexam
ple,legal counsel may retain the original copy of a contract, while another department
mayretain a copy of the same contract for reference during the life of the contract. If
duplicatesexistforavitalrecordseries,thepreservationofthoseduplicatesisveryeffectiveprot
ection. The likelihood of both copies being destroyed at any one time is extremely
low.This methodis equally effective forlong-and short-term retention, durable or
fragilerecords,andhigh-orlow-accessrequirements.2. Creationofduplicatecopiesforpreservationatanotherlocation.
Duplicate"security"copiesofmanyvitalrecordseriesmaybecreated.Forexample,copiesofma
jorgiftagreementsmaybescannedsothattheycanbemaintainedelectronically,whiletheorigi
nalgift
agreement is moved to a safe location either on or off campus. Methods of creating
copiesrange from direct reproduction on copying machines to scanning paper copies
into anelectronicdatabase.This
kindofprotectionisaseffectiveasthefirstmethoddescribed.However,thecostofcreatingdupl
icatecopiesissometimesrelativelyhigh.3. Preservation of source records that would be used to reconstruct vital
records.Inmany cases, documents that are sources for vital records are held by the
college or avendor.For example, statistical reports prepared for the government may be
based
oncollegerecordsthatarecurrentlyavailable.Ifsuchsourcescanbeidentifiedandagreements
madeforholdingthemforthelengthoftimeprotectionisrequired,
this method of protection can be nearly as effective for all situations as the first
two.Effectivenessis reduced only slightlybecause several source document series
maybeinvolved, any one of which might be destroyed.The overall cost of this method
may behigher than the first method, because larger volumes of source records must be
retainedforlongerperiodsthanwouldordinarilybethecase.However,thenet
cost of this method will usually be much less than the cost of creating duplicate
securitycopies.
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4. Storage in special equipment such as fire resistant cabinets, safes, or
vaults.Originaland unique copies of vital records can be protected from most hazards
through the use
ofspecialstorageequipment.Whiletheprotectionthusobtainedisnotabsolute,itsrelative
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effectiveness is only slightly lower than the first three methods. However, of all
protectionmethods, the use of special storage equipment is usually the most costly.
This methodshouldbeconsideredonlywhentheothermethodsarephysicallynotfeasible.5. Removal of hazardous conditions from area of storage.By removing
unnecessaryhazardssuchascombustiblematerialsandsteamorwaterpipesandbyeliminatin
gundesirable conditions such as air-borne chemicals and extremes of heat or humidity,
arelative improvement can be achieved in protection of records.Since the effectiveness
ofthismethodislow,itshouldbeconsideredonlywhenothermethods
areeconomicallyunfeasible.6. Relocation of records to a less hazardous area.Because of differences in
construction,somecollegebuildingsarelesshazardousforrecordsstoragethanothers.Theeff
ectiveness of relocation as a method of protection can be equal to or slightly better
thanthat for removal of hazardous conditions.Cost will be equally low or lower.
However,whenrequirementsexistforfrequentaccesstotherecords,thismethodmaynotbefe
asible.Ifrelocationisconsidered,thecollegearchivist
and the director of Facilities Management Services should be consulted to determine
therelativesafetyofvariousproposedstorageareas.

VI. RESPONSIBILITIES

A. DepartmentsandOffices

Theindividualdepartmentisresponsibleforreviewingitsrecordsinrelationtotheguidelines
set forth in this policy, identifying by title those records that are vital,
andconsultingwithlegalcounselandotherdepartments,asappropriate,regardingthelocatio
n of each vital record and the type of protection given to it.Development of awritten
protection plan, as identified in Section V, is mandatory.In cases where
protectionisnotprovidedforanyvitalrecord,ashortexplanationshouldbeincludedinthedepa
rtmentalprotectionplan.B. RecordsManagementCoordinators

EachRecordsManagementCoordinatorisresponsibleforcoordinatingthedevelopmentofdep
artmentprotectionplansinhis/herareaof
responsibilityandforreportingthestatusoftheplans’developmenttothe
RecordsManagementCommittee.Coordinatorsshallbeappointedbythecollegepreside
ntandshallserveasamemberoftheRecordsManagementCommittee.

Coordinatorsshallbeappointedforthefollowingareasofresponsibility:- StudentRecords(Registrar,FinancialAid,DeanofStudent’sOffice,CareerDevelopmen
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tOffice,StudentActivities,ResidenceLife,Athletics)
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- EmployeeRecords(DepartmentofHumanResources)- Faculty Records (Principal’sOffice,Faculty Committees)- InstitutionalRecords(HO,Principal’sOffice&Registrar’sOffice)- LibraryandArchivesholdingsC. RecordsManagementCommittee

TheRecordsManagementCommitteeisresponsiblefortheoverallmanagementandperiodicr
eviewofthispolicy.TheChairoftheCommitteeshallbeappointedbythePresident, and the
committee shall be composed of the records management
coordinators,togetherwiththeCollegeArchivist,theVicePresidentforPlanningandInformati
onTechnology,andLegalCounsel.TheCommitteewillprescribethe
requiredfrequenciesofvitalrecordsprotectionplans,whichwillbenotlessthanonceeveryfivey
ears.

TheCommitteeshallmeetregularlytoevaluatethesufficiencyofprotectio
n plans,evaluate theneedfor resourcesto assist intheprotection of vitalrecordsat the
college and provide advice to departments in the implementation of this
policy.TheCommitteeshallalsoreportregularlytotheRiskManagementCommittee.
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Annexure A

SpecialCollections&Archives

GuidetoTransferringMaterialstotheCollegeArchives

IIT wadaArchivesisthecollege’sofficialrepositoryforallhistoricallyvaluablenon-current
records generated and received by college offices and employees during
thecourseofofficialcollegebusiness.Permanentlyvaluablehistoricalrecordsdocumentth
e growth and development of the college, including its physical plant and
grounds,curriculum and research, relationship with the local community, and the
activities of itsstudent body,faculty, and alumnae/i. Current or active records are
documents
thatmustbeconsultedfrequentlyoraccessedimmediatelyforlegal,operational,oradminis
trative policy purposes. Some of these will eventually come to the
archives;otherswillbedestroyed.

PleaseseeIIT
wadaRecordsManagementPolicythatdeterminesthecollege’sofficialrecords retention
schedule. Once records have met their retention schedule, they
willeitherbedisposedofortransferredtothearchivesforpermanentretention.Somerecords
may be closed for 20 years or longer, depending on the nature or the records
andmayonlybeusedbypermission.

I. SELECTINGMATERIAL–forCollegeArchives,officialrecords
The archivist is always available to work with faculty and staff to determine
whatmaterialstotransfer.

Typesofrecordstotransfertothearchives:
In general, significant records created in the conduct of college business are
appropriatefor
transfer to the archives. Also, records that chronicle a department’s activities are
partof the institutional memory and would be helpful to future students and
historians.Records that are valuable to understanding the organizational culture,
differing
pointsofview,andhowdecisionsweremadeshouldalsobepreserved.Manyoftheserecor
dswillbeclosedfor25yearsandonlyaccessiblewithspecialpermission.Specificrecordsap
propriateforthearchivesinclude:• Constitutionsandby-

laws,minutesandproceedings,transcripts,andlistsofofficersofthevariedofficialcoll
egeofficesandgoverningbodies• Select office files, including incoming and outgoing official correspondence
andmemorandaandsubjectfilesrelatedtoprojects,activities,functions,andspeci
alevents• Annualbudgets
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• Historical files related to policy and decision-making, committee and task
forcereports,andsurveys• Manuscripts,lectures,speeches• Publications:twocopiesofallnewsletters,brochures,journals,handbooks,monograp

hs,programs,postersandannouncementsissuedbythecollegeoritsdepartments.Thecolle
gearchivesshouldbeonallofficialmailinglists
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• Reportsofexternalgroupsaboutthecollege,includingsurveys,audits,accredit
ationreports,andplanningdocuments• Academicprogrammaterials,includingcurricula,feasibilitystudies,classschedules,
andcoursesyllabi• Audiovisuals,includingphotographs,negatives,andtransparencies;maps,plans,f
ilms,soundandvideorecordings,microformsand otherillustrativemedia.
PLEASELABEL ANDIDENTIFY THESE MATERIALSASCOMPLETELYASPOSSIBLE.• Recordsandminutesofcampusorganizationsfundedand/orsponsoredbythecollege• Artifactsandmemorabiliaofpermanentsignificancetothecollege’shistory

Recordsthatgenerallyaredisposedofaftertheircurrentuse:• Recordsofspecificfinancialtransactions• Routinecorrespondenceoftransmittalandacknowledgement• Correspondencenotspecificallyaddressed,suchascircularsandmemoranda,exce
ptforonerecordcopymaintainedby thegeneratingoffice• Generaladministrativeand management files• Studentacademic and employmentrecords• Recommendationsandotherpersonnelfilesthatweretobedestroyedafteruse;e.g.,se
archcommitteefilesonindividualsnothiredbyIIT wada• Repliesto questionnairesonce theresultsare recorded and published

II. PERSONALFACULTYPAPERS–ForSpecialCollections,non-officialrecords
ThecollegecollectsthepapersoffacultyfortheSpecialCollections.Thesearematerials
not produced while conducting official college business. The line
betweeninstitutional and personal records may be difficult to determine, so
please contactthearchivistwithquestions.

TheSpecialCollectionsconsistofnon-officialmaterialssuchasrarebooks,personal
papers, manuscript collections, objects,
artifacts,institutional/organizational records, and other materials

that reflect the history ofthe college, curriculum, programs, current collection
strengths, and the history ofBaltimoreandMaryland.

MaterialofparticularinterestforSpecialCollections:• Biographicalmaterial,includingcurriculumvitae,resumes,publishedandunpubli
shedbiographicalsketches,andmemoirs,reminiscences,andwills• Correspondence:outgoingandincominglettersrelatingtoallfacetsofone’scareer,inc
ludingcorrespondencewithcolleagues,publishers,organizations;personallettersto
andfromfriends,relatives,andbusinessassociates• Businessororganizationalrecords:agendas,minutes,reports,correspondence,annua
lreports,charters,articlesofincorporation,constitutions,by-
laws,handbooks,newslettersorotherpublications,organizationalcharts,brochures,a
ndpressreleases
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• Publishedarticlesandmonographs;draftsandmanuscriptsofarticles,papers,books,a
ndspeeches,criticalworks• Audiovisuals,includingphotographs,films,andsoundandvideorecordings• Photographs:prints,negatives, slides• Typescripts,drafts,andgalleysofpublications,whentheyreflectthecreativeprocess• Books,researchpapers,articles,andreprintswrittenbyothersunlessofdirectsignificanc

e• Researchnotesanddata,ifasummaryisnotavailable• Memorabilia, scrapbooks, diaries, notebooks,journals• Maps,printeditems• Researchfiles:outlines,researchdesigns,rawdata,notes,analyses,andreportsoffinding
s

RecordsthatshouldnotbetransferredtotheArchiveswithoutpriorconsultatio
n:• Detailedfinancialrecords,canceledchecks,andreceipts• Humanresources,payroll,orotherwiseconfidentialmaterial• Detailedfinancialrecords,canceledchecks,andbills/receipts• Gradebooksandrosters• Non-personally addressed mail and routine letters of transmittal

andacknowledgement• Junkmail,duplicates,mailinglists,anddatebooksandcalendars• Routine correspondence, including memoranda and letters
oftransmittalandacknowledgement• Duplicatesandmultiple copiesof publications• Artifacts andmemorabiliaunlessofparticularsignificancetothecollege.

III. PREPARINGMATERIAL
Thefollowingmeasuresarehelpfulpriortotransferringmaterials.Thearchivistisavailabletoass
istinthisprocess.

Packrecordsinboxes.• Donotoverfillboxes.Userecordsstorageboxesifpossible(approx15½”x12”x10
½”).

Putdocumentsinfoldersbeforepackingintoboxes.Pleasedonotputloosep
apersinboxes.• Labelfoldersifpossiblewithsubjectsanddates.• Removehangingholders• Ifmaterialsareinbinders,keepinbindersandplaceinbox.

Boxsimilarmaterialstogether--donotmixdifferentkindsoffiles.• Separateboxesforworkdoneinseparateareas/projects.Forexample,keeprecords
related to work on a faculty committee separate from papers related
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toworkonacitycommission.
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• Separateboxesfordifferentseriesortypesofmaterial.Forexample,keeppublicrelatio
nsmaterialsseparatefromgeneralcorrespondence.• Keepphysicaltypesseparate.Forexample,donotmixvideotapes,paperpressreleasesa
ndphotographsalltogether.

Keepmaterialsinoriginalorder• Whenremovingitemsfromfiledrawers,orfromshelves,placeinboxinorderasfound.
Keepingmaterialsin the orderwhichtheywereusedis helpfulfor researchers.

•
Ifunorganized,putinlogicalorder.• If the files should be organized alphabetically, chronologically, etc., and you

findthat they are not when you start to pack them, take some time to organize
themproperly.

Labelboxes.• IncludeName/Author,Typeoffiles(e.g.correspondence),Subject(e.g.bri
dgeconstruction),• Daterange,andBoxnumber.Also,noteifthefilecontainsfragilematerials.Forexample:• JohnGeorge• Correspondence,Stadiumfundingbill• 1990s–2002• Box4

Createaninventory(boxand folderlist)fortheboxes.• Listeachbox,andthetitlesofthefoldersinthebox.• Placethe folder listforeachboxintothatboxwhere itcanbeeasilyfound.• Send copies of list(s) to the archivist.
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ANNEXUREB

DOCUMENTDESTRUCTIONRECORD

Department

Date

Descriptionofrecords:

Methodofdestruction:

Confidential Notconfidential

Documentmovedoff-siteto (location)

……………………………………………………………………………………………………

Destructioncarriedoutby:

Name: Signature:

Department: Document:

Approved by:

Name: Signature:

Designation:
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Department

Date

Descriptionofrecords:

Methodofdestruction:

Confidential Notconfidential

Documentmovedoff-siteto (location)

……………………………………………………………………………………………………

Destructioncarriedoutby:

Name: Signature:

Department: Document:

Approved by:

Name: Signature:

Designation:
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DOCUMENTDESTRUCTIONRECORD

Department

Date

Descriptionofrecords:

Methodofdestruction:

Confidential Notconfidential

Documentmovedoff-siteto (location)

……………………………………………………………………………………………………

Destructioncarriedoutby:

Name: Signature:

Department: Document:

Approved by:

Name: Signature:

Designation:
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Note:SampleDocumentationRetention filesisattached belowwhichis justforexplication.

Alumni

Alumnirecords(individualfiles)

Giftrecords
Originalgift letteragreements, signedbydonor PERM (V)
PlannedGifts(trusts,lifeincome,agreement, annuities) PERM (V) Correspondence,e-
mail ACT+5
(somecorrespondencemaybeappropriatefortheArchives;consultArchivist)Gifttransmi
ttalledgerorjournal PERM(V)Sponsoredresearchfiles
Includes correspondence with the funder (electronic, hard copy, and/or report of
significantphone calls), pre-award submission, award notification, and post-award
documents,includinginterimprogressreports.

3yearsfromdateoffinalexpenditurereport

ADMISSIONS
APPLICATIONMATERIALSFORSTUDENTSWHOENTER1

AcceptanceLetters 5years
Applications ACT+5
Correspondence ACT+5

EntranceExamsandPlacementScores ACT +
5LettersofRecommendation Prior to matriculationAdvancedPlacementRecords

ACT+5

ASSOCIATEACADEMICDEAN

IndividualstudentfilesregardingviolationsofAcademi
cHonorCode

Violationsresultinginacademicsuspensionordismissal PERM (V)Allotherviolations
ACT(thendestroy)

CAREERDEVELOPMENTOFFICE
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Internshiplearningagreements PERM(V)
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COMMUNICATIOS
PERM(V)

INSTITUTIONAL PUBLICATIONS (These should be retained by individual
departmentsas long as needed. Two copies of each should be sent by the Office of
Communications tothearchivesforpermanent retention.)

AlumniNewsletters
AlumniDirectories
AnnualReport
BulletinsandCourseCatalog
sStudentNewspapers
InstitutionalNewspapers/Newslett
ersStudentDirectories
EmployeeDirectoriesColleg
ePressPublicationList

RECORDINGS/PRESSRELEASES
Two copies of records of significant events at the college should be sent
to
thearchivesforpermanentretention,including,butnotlimitedto,photos,recor
dings,andpress clippings.

WEBSITE
Becauseweb siteshavereplacedmanypublications,theyareasignificantarchival record
ofthe college and its operation. Web masters and others creating web page
content shouldcapture copiesoftheirwebsite’scontentase-filesonCDor DVD
andsendthemtoCollege Archives for permanent retention. The college currently
lacks space to retainarchived copies on its servers and web sites are not routinely
backed-up. If a Web site ischanged without preserving the original content, it
cannot be retrieved from the collegeservers.

DEANOFSTUDENTS

Individualstudentdisciplinaryfiles

Violationsresultinginexpulsion,suspension,orrevocationor
withholdingofdegree PERM(V)
Allotherviolations ACT(thendestroy)
Individualstudentmedicalissuefiles(e.g.,medicalwithdrawals,
accommodations) ACT(thendestroy)

Note:duplicatesoftheaboverecordsmaintainedinotherofficesshouldbedestroye
dafterthestudent leaves thecollegeorgraduates
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FACILITIES/RECORDS
BuildingPermits ACT
Buildingpermits ACT
BuildingPlansandSpecifications PERM(V)
Buildinglayouts,evacuationroutes PERM(V)
Operatingpermits ACT
MaintenanceRecords 5years
MotorVehicleRecord

sTitlesACT
Maintenancerecords ACT

Policies andtraining 5yearsAir
Emissions(annualandsemi-annual) PERM
WasteWateremission(countyreports) PERM
Hazardouswastemanifests 3years

(maintainedbyChemicalHygieneofficer)
LaboratoryPractices

(standardoperatingprocedures,labinspectionsmaintained by
ChemicalHygieneofficer)- 3years
ContractsandAgreements 6years
Majorassets/buildings PERM(V)
Fireprotectionsystemsrecords 3years
Elevatorinspections 3years
Fumehood testingrecords 3years
Portableextinguisherinspectionrecords 3years
Warrantyrecords ACT
Abatementrecords(asbestos) PERM(V)

FACULTY

Academicprogrammaterials,includingcurricula,coursesyllabi,
studenttheses ACT,thenarchives

Personalfacultypapers
SeeattachedGuidetoTransferringMaterialstotheCollegeArchives

FINANCE/BUSINESS/COMPTROLLER’SOFFICE

FEDERALTAXRECORDS (V)
Form990 PERM
Form990-T 3years
5500taxreports PERM
Employeetaxwithholding 7years
Depreciationschedules ACT +6
Excisetaxreturn PERM
Fringebenefitreturns PERM
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Incometaxreturns PERM
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Payrolltaxreturns PERM
Pensiontaxreturns PERM
Propertytaxreturns PERM
Salestaxreturns PERM

ACCOUNTSRECEIVABLERECORDS(V)
AccountsReceivableInvoices 4years
AccountsReceivableLedgers 4years
CashReceipts 4years
UncollectedAccounts(non-student) 4years
CollectionRecords ACT
Cashdisbursementregister 4years
Perkinsrepaymentrecordsafter12/87 3years
PromissoryNotes (Perkins loan)before12/87 3yearsafterpaidinfull

ACCOUNTSPAYABLERECORDS(V)
PurchaseRequisitions/WorkOrders 4years
Invoices 4years
Checks 4years
AccountsPayable Ledgers 4years
Payment/DisbursementRecords 4years
ExpenseReports 4years
InsurancePayments 4years
RoyaltyPayments 4years
Checkregister 4years
Reversedcheck register 4years
Cancelledchecks 4years
Majorassets PERM
Contracts ACT+3*

*Certain contracts may need to be retained longer, such as construction
agreements,warrantyagreementsand
agreementsrelatingtomajorassetsandbuildings.Someofthesearenotedinothersection
softhispolicy.Questionsshouldbereferredtolegal counsel.

CAPITALPROPERTYRECORDS(V)
Equipment Inventory ACT
DepreciationSchedules ACT +6
MortgageRecords ACT +4
PropertyImprovementRecords PERM
Deedsandclosingrecords PERM
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INSURANCE
Certificatesofinsurance ACT +6
Insurancepolicies PERM(V)
Incidentreports, accidentreports 6

FINANCIALRECORDS (V)
Account Ledgers ACT +4
DescriptionofAccountingSystem PERM
BalanceSheets 4years
GeneralLedgers PERM
AccountLedgers 4years
Auditor'sReports PERM
BankReconciliationReports 7years
Cashreceipts/deposits 7years
Endowmentreports PERM
Journals(year-end) PERM
Journals(monthly) ACT+4
Trialbalance PERM
Budgetcontrol PERM
Sponsoredresearch awards

Supportingrecords-
3yearsfromsubmissionoffinalexpenditurereport*

Auditdatacollectionformandreportingpackage- 3yearsfromdateofsubmission

*(forindirectcostrateproposalsorcostallocationsplans,contactlegal counsel)

FINANCIALAID

Individualstudentfinancialaidfiles,including(V)
ACT+3

Applications
Award
lettersRepaymen
t
historyCorrespon
dence
Familyfinancialinformation

Work studystudent files 3years afterfiscaloperationsreport
StaffordandPLUSMPNs 3yearsafterawarded
FISAP 3years afterreportsubmitted

HEALTH AND COUNSELLINGCENTER

StudenthealthfilesACT+ 5years
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HUMANRESOURCES

SupersededJob Description 5years
CollectiveBargainingAgreements PERM
SupersededEmployee Handbooks 10years
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PERSONNELFILES(includingstudentemployees)(V)In
dividualApplicantsWho AreNot Hired

EmploymentApplications ACT+2
Note:ACT=hiringdate ofsuccessfulapplicant

Resumes ACT+2
Referencechecks ACT +2
BackgroundInvestigationSearch ACT+2

IndividualApplicantsWhoAreHired(Staff)
Personnelfile,containing ACT+7
Employment
ApplicationsBackgroundInvesti
gationResultsResumes
Beneficiary
DesignationPromotio
ns
Attendance
RecordsEmployee
EvaluationsTransfers
PersonnelActions
DisciplinaryWarningsandAction
sLayoff or Termination
NoticesLettersofRecommendati
on

MEDICALFILES(V)
(faculty and staff; medical records are maintained in separate general medical
fileseparatefrompersonnelfilewhileemployeeisActive,thenaddedtopersonnelfileu
ponemployee’sdeparture)

RECRUITMENTFILES
JobAnnouncementsandAdvertisements

PERM
Searchcommitteerecords, includingemploymentapplications,
resumes,andall applicantsearchmaterials 2 years after candidate

hiredApplicant trackingrecord PERM
Resumeoffinalist PERM

PAYROLLRECORDS (VaultinComptroller’sOffice)(V)
Wage orSalaryHistory 7years
Salaryor Current Rate ofPay 7years
PayrollDeductions 7years
TimeCardsorSheets 7years
W-2Form 7years
W-4Form 7years
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Payrollregisters 7years
Payrollcancelledchecks 7years
Garnishments(maintainedinseparatefile) ACT+1

PENSIONAND BENEFITSRECORDS(V)
IndividualEmployeeFile

EducationAssistance Act+7
DisabilityRecords Act+7
PaymentstoStateUnemploymentCompensationFunds 4years

GeneralFiles
Benefitplandocuments,disclosureofplandescription,annualreports
and summaryof annual reports,summaryplandescriptions 6years

All recorded information used in compiling required
reports(such as vouchers, worksheets, receipts,
applicableresolutions,andparticipants’electionsanddef
errals)should

beretained 6yearsfromfiling6years

NOTE:forhistoricalreasons,plandocumentsshouldbemaintainedpermanently.

INSTITUTIONALANDLEGALRECORDS

ArticlesofIncorporation PERM(V)
By-Laws PERM(V)
MinutesofBoard ofTrusteesMeetings PERM(V)
MinutesofBoardofTrusteesCommitteeMeetings PERM
(V)Licenses ACT+6
DeedsandTitles PERM (V)
AttorneyOpinionLetters ACT +4
Leases

ACT+6Collegepolicies
ACT+10

Contracts ACT+4
Contractsformajorassets,construction,etc. PERM(V)
PatentandTrademarkRecords ACT+6
Accreditationrecords PERM(V)

LITIGATIONRECORDS
Claims ACTor SOL
LitigationFiles ACT+2
OtherCourtDocumentsandRecords ACT
Settlements PERM (V)
Releases SOL
(generally3years,butcheckwithlegalcounsel)
Judgments PERM

INSTITUTIONALRESEARCH
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FactBooks PERM
Supportingstatisticalreports PERM

StateandFederalStatisticalReports(electronic) PERM
Surveys(alumni,student,faculty)Datafiles 3years
WeeklyHeadcountreports PERM

OFFICE OFINTERNATIONAL STUDIES

Individualstudentfiles ACT+4years

PRINCIPAL’SOFFICE

FACULTYFILES
CourseEvaluationForms 3 yearsafter

endofsemesterRetiredand deceased faculty 1yearafterendofsemester

Fullandhalf-timefacultyfiles(V):
AnnualRecords PERM
AppointmentLetters PERM
CurriculumVitae
..Most Recent PERM
..Others ACT
GrantsAndAwards From ExternalEntities

PERMGrantsAn
dAwardsfromIIT wada ACT

LEAVEINFORMATION
Reports PERM

Otherinformation ACT
Miscellaneous ACT orArchive
TenureReview(preliminary,tenureandpromotionfiles)*

Letterfrompresident PERM
Otherinformation ACT

PART-TIMEFACULTY FOLDERS(V)
FacultyAppointment Authorization form ACT +
5Appointmentletter PERM
Payrollauthorizationforeachsemester ACT+5
Curriculumvitae PERM.

ACADEMICSEARCHFILES ACT+2
Note:ACT=hiringdate ofsuccessfulapplicant

VISARECORDS
H1bfilesAct +3years

PUBLICSAFETY
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Incidentreports years
Parkingregistration records 4years
Parkingcitations 4years
Lost/found propertyinformation 4years
Dailylogs 7years(V)
Annual securityreport 7years
Drug-FreeSchoolsbiennialreview PERM
Evacuationdrillrecords 4years

REGISTRAR

INDIVIDUALSTUDENTRECORDS(V)
Academicactionauthorizations(dismissal,etc.) ACT +
5Academicrecords(includingnarrativeevaluations,etc.)

PERMAdva
ncedPlacement ACT plus5
ApplicationforGraduation ACT plus1
Applicationforadmissionorreinstatement ACT +
5Auditauthorizations 1year
Changeofgradeforms PERM
Classlists PERM
Correspondence(relevant,verifications,requestingrecords, e.g.) ACT+5
CourseDrop/AddSlips 2years
ClassSchedules ACTplus
1Creditbyexamreports/scores(e.g.,AP) ACT +5
Credit/nocreditapprovals(audit,pass/fail,etc.) 2years
Curriculumchangeauthorizations ACT +5
DateofGraduationandDegreeAward PERM
DegreeAuditRecords ACT+5
Disciplinary and Honor Code Violation Files resulting
inexpulsion or suspension (maintained separately
fromacademicfilesinDeanof
Student’sandAssociateAcademic
Dean’soffices) PERM

FERPAdocuments(requests anddisclosures)
Lifeofunderlyingrecord

ForeignStudent(I-20) Forms ACTplus 5
GradeReports 1year
Graduationauthorization ACT+5
TransferCreditEvaluations ACT plus5
Militarydocuments ACT+5
NameChangeAuthorizations ACT plus5
Pass/FailRequests 2years
PersonalDataForms ACT +1
RegistrationForms 2years
Transcripts PERM
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TranscriptRequests 1year
withdrawalauthorizations ACT +2

STUDENTACTIVITIES
Clubs,associations,

Finalpublications,photos,artwork,memorabilia,policies PERM
Administrativerecords PERM
OtherrecordsACT
StudentRadioandT.V.Stationsprogramming

PERM
(archive)

Studentpublications PERM
(archive)

DEPARTMENT,andCOMMITTEEFILES(includingacademicdepartments,divisi
ons,task-forces, and othercollegeworking groups)

Departmental and committee files are critical for documenting the history of the
college andshould be kept, managed, and archived in a manner consistent with the
guidelines provided inthis policy. Each department and committee should establish an
ongoing process of recordsmanagement for the department/program to ensure that
personnel transitions do not interruptongoing records management. If a current
committee chair or department head maintainsrecords in his or her own office or on
his or her own computer exclusively, that individual
isresponsiblefortransferringallelectronicandpaperrecordstothedepartmentalassistantorn
extcommitteechairwhen hisorhertermends,sothat record-keepingandmanagement
isnotinterrupted. In the case of confidential materials in the possession of the chair or
departmenthead, those should be marked as such (and placed in a sealed envelope, if
appropriate) andmaintained within the department/ committee files. Personnel records
in the possession of thedepartment (including records relating to student employees)
should be forwarded to theDepartmentof HumanResources
whentheemployeeisnolongeremployedbythecollege.Thedepartmental assistant(s) are a
key link in long term maintenance of departmental records. Theassistants should be
entrusted with knowledge of all departmental records and assist in
theirmaintenance,eveniftherecordsarephysicallykeptinthe
departmentchairorhead’soffice.

These records may be transferred to the archives once they are inactive and/or have
met theirretention schedule. Please see the Guide to Transferring Records to the
College Archives foradditionalinformation.

Agendas,minutes,reports,surveys PERM(V)
Correspondence,memorandaotherdocumentationrelatedtosignificant
policyand decision-making PERM(V)
Syllabi PERM (V)
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Photographsandother mediadocumentingthe college and/orevents
PERMHandbook

s,policies ACTthenarchives
Subjectfileson particularevents/subjects ACTthenarchives
Manuscripts ACTthenarchives
Speeches ACTthenarchives
Studentpapers, theses, exams ACTthenarchives
Contracts ACT+3years*

*Certain contracts may need to be retained longer, such as construction agreements,
warrantyagreements and agreements relating to major assets and buildings. Some
of these are noted inothersections ofthis policy.
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SOP FORPOSTINGONSOCIAL MEDIA

1. Purpose:

Social media has become a powerful tool for communication and propagation that have
asignificant impact on an organization and professional reputation. As its uses obviate
thediscrimination between personal voice and organizational voice, Ideal Institute of
Technology(IIT wada) adopts the policy elucidated in the ensuing paragraphs to help
protect personal andprofessionalreputationswhileparticipatinginsocialmedia.

ThemainaimsofthisSOPare:-

 Tostreamlineguidelinesforuseofsocialmediaforeducationalandconstructivepurpos
esandtopreventmisuseofsocialmedia.

 Guideemployeesandstudentstousesocialmediawhileeffectivelycomplyingwithonlin
eethicsandadherencetoIIT wadaorganizationalrulesandregulations.

 Tomaketheemployeesandstudentscautiousaboutethicalprinciplesandlegalcomplia
ncewhentheyusesocialmedia.

 Tocautionthemaboutdiscriminationanddefamationonline,andhowtodemonstrateappr
opriatebehavioronsocialnetworks.

2. Scope

This standard operating procedure applies to employees and students of the IIT wada
till theyhavetheprivilegeoflienwiththeinstitutionasemployeeorstudent.

3. Responsibilities

Allheadsofdepartmentsandadministrativedivisionswillensureadherencetotheseguidelines
bytheirstudentsandsubordinatesasthecasemaybe.

4. Procedure/Guidelines

Both in professional and academic roles, the employees and students need to follow the
samebehavioralstandardsonlineastheywouldinreallife.Thesamelaws,professionalexpectati
ons, and guidelines for interacting with co-workers, teachers, students, supportingstaff
and general public apply online as in the real world. Employees and students are
liablefor anything they post on social media – those who violate the Institution’s policy
regardingsocialmediadosoattheriskofdisciplinaryaction.
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PrecautionaryMeasuresforSocialMediaSites:

 Protect confidential and personal information – do not post confidential or
personalinformation,andphotographsofotherswithouttheirpermission.

 The employees and students must follow the code of conduct of IIT wada while
postingonsocialmedia.

 Socialnetworkingsitesarenotappropriateforumstoengageindifferencesofopinionwit
h respect to professional or organizational issues or discussing the
performanceorcompetenceofemployees.

 All employees and students are prohibited from posting defamatory posts both
inphotographic or writing form against anyone within or outside IIT wada;
specifically,they should be very cautious in commenting on heads/employees of
organizations.Politicalpostsarestrictlyprohibited,failingwhichdisciplinaryactionwillb
einitiatedagainsttheconcernedemployees/students.

 Respectcopyrightandfairusewhenposting,bemindfulofthecopyrightandintellectual
propertyrightofothers.

 DonotuseIIT wadalogosforendorsementsorimagesonpersonalsocialmediasites.
 Do not use IIT wada name to promote any product, idea which does not pertain

to theinstitution.
 IIT wadareservestherighttomonitorsocialnetworkingsites.

AppreciablePracticesSocialMediaSites:

Thinktwice before posting:
 Privacy does notexistintheworldof socialmedia.
 Considerwhatcouldhappenifapostbecomeswidelyknownandhowthatmayreflectbothon

theinitiatorofthepostandtheInstitution.
 Beawarethatsearchenginescanturnuppostsyearsaftertheyarecreated,andcomment

scanbecopiedandsaved.

Makeendeavorsforaccuracy:
 Getthefactsstraightbeforepostingthemonsocialmedia.
 Reviewcontentforgrammaticalandspellingerrors,especiallyifpostingonbehalfofIIT

wada.

Berespectful:
 Understandthatcontentcontributedtoasocialmediasitecouldencouragecommentsordis

cussionofopposingideas.
 Becarefulinwithrespecttoyourtoneandselectionofwords,forwordshavedifferentmeanin

gsindifferenttones/contexts.
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Bemindfulofyouraudience:
 Be aware that a presence in the social media world is or can easily be made

availableto the public at large and this includes IIT wada’s stakeholders such as
prospectiveemployees/studentsandsociety.

 Consider this before publishing to ensure that your post will not alienate, harm,
orprovokeanyofthesegroups.

Identifyyourviewsasyourown:
 IfyouidentifyyourselfasIIT

wadastaffmember/studentonyourpersonalsite,itshouldbeclearthattheviewsexpress
edarenotnecessarilythoseoftheInstitution

Photography:
 Consideraddingawatermarktoprotectyourintellectualproperty.
 Photographsofotherstaff/studentsmustnotbepublishedwithoutpriorconsentofthep

ersonsappearinginsuchphotographs.

Organizationalposts:

 OnlytheauthorizedpersonsmaypostonbehalfofIdeal Ideal Foundation.
 BeforepostingitmaybeapprovedfromPrincipalortheconcernedauthority.
 Theaccuracyoftheinformationmustbeensuredwhilepostingonbehalfoftheorganizati

on.
 ThedeputedSocialMediaCoordinatorshouldmonitortheofficialpagesforderogatory

commentsandshouldremoveitinstantly.
 Checkandrecheckthesentencestoavoidsyntacticerrorsandsemanticambiguity.
 Whiledesigning anypost intheofficialtemplateofIIT wada,Brand ManualofIdeal

Foundation tobefollowed.
 LogoofIIT wada&Ideal foundationmustbeaddedproperlyineachandeverypost.
 Allthestaffmembersmust“LIKE”eachandeverypostoftheinstitute.

5. Monitoring:

Social media coordinator along with departmental coordinator will monitor the activities
oftheirstaff/students.

6. CorrectiveAction:

Anyemployee/studentfoundorestablishedtobeviolatingtherules,willbedealtwithunderthec
ollegerules,forthetimebeinginforce.
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SOPFORSTATUTORYCOMPLIANCE

Purpose:ThepurposeoftheStatutoryComplianceCellistoassistthePrincipal’sOfficeandhelptheAdministrative Authorities in planning future course of action, coordination ofInstituteactivities,correspondingwithUGC,AICTE,University,HigherEducationandManagementand inmaking necessaryarrangementstoorganizeManagementMeetingsin ourInstitute.
Scope:ScopeoftheStatutoryComplianceCellissowidebecauseitisnotlimitedtoaparticularextent.Thefollowingimportant functionsconstitutethemajor scopeoftheCell:

 PreparationofAgendaandNotes,MinutesandActionTakenReportonAdvisoryCommittee,BoardofGovernanceMeetings
 Compliance-cum-Progress Report alongwithMandatoryDisclosuretoAICTEforannualapprovalofexistingcourses
 CorrespondencewithAICTE,MU,UGC,HEI
 AnnualReporttoMU,Report forIIT wada AnnualGeneralBodyMeetingandpreparationofMonthlyandAnnualReportsofInstitute
 PreparationofAQARrelateddata
 PreparationofNBAApplicationtoAICTE
 PreparationofInstituteBrochure
 PreparationofApplicationforNewCourses
 PreparationofApplicationfortemporary/permanentAffiliationtoMU
 PreparationofNIRFrelateddata

Responsibility:Principal/Registrar/Dean/AdministrativeOfficer
Structure:It isheaded bya facultyin-chargewhoseresponsibilityistosupervisetheabovementioned works. He will beassisted by an Administrative Officer & AdministrativeAssistant.
Filesto bemaintained:

 AICTEFile
 MUFile
 UGCFile
 NBAFile
 NAACFile
 GoverningBodyFile
 AdvisoryCommitteeFile
 MinutesFile
 HeadOfficeFile
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SOPFORSTOCKVERIFICATION

Objective:To support the value of stock shown in the balance sheet through physicalverification,verify the accuracy of stock records, to disclose the possibility of fraud, theftor loss,ordeteriorationandtoorevealtheweaknessofthesystem,ifany(i.e.,whetherthestockisinsafecustody).
Responsibility:

 AllTeachingfaculties
 Non-teaching andlab technicalsupport persons
 AllHODs

Procedure:

Sl. Activities Responsibilities TargetD
ates1 Endofyearstockverification can beplanned RegistrarandHODs 1stweekofApril2 Depute faculty for physicalverificationduringendofacademicyear HODs 2nd WeekofApril3 Stock verification at laboratoriesandlibrary HODsandAllfacultymembers 2nd weekofApril4 Registeredstock,availablestock,condemnedandotherdiscrepanciesarereported. HODsandAllfacultymembers 2nd weekofApril



Page 146 of 245

SOPFORTRAINI
NG
&PLACEMENTCE
LL

ForOfficialUseOnly

20



Page 147 of 245

SOPFORTRAINING&PLACEMENTCELLContent
1. CampusRecruitment:ExplanatoryNote–1Textof-
 FormalInvitationLetter(ForcompanieswhohadconductedCampusrecruitmentduringthelast4years)
 FormalInvitationLetter(ForcompanieswhohavenotconductedCampusrecruitmentduringthelast4years)
 FurnishingofWebsiteLinks
 E-mailinvitingcompaniesto conductcampusrecruitment.
 E-mailremindingcompaniesforexpeditiousactiononourrequestforcampusrecruitment
 E-mail invitingcompaniesto convey datesofcampusrecruitment.
 E-mailexpressinganoteofappreciationforconducting/acceptingtoconductCampusrecruitment.
 E-mailexpressinganoteofappreciationforrecruitingstudents ofourInstitutes.
 E-mailexpressinganoteofappreciationeven

ifstudentsarenotrecruitedbythecompanyconcerned.

2. StudentsProfile: ExplanatoryNote-2

 Formatof submissionof students’databaseforshortlistingofcandidates for campus recruitment(Subject to amendment basedonselectioncriteriabydifferentcompanies)
 Formatforreportingattendanceofcandidatesandabsenteecandidates.
 Formatforreportingtheresultofrecruitmentdrive.

3. Visit toCompanies (Palghar& adjoiningareas): ExplanatoryNote-3

 Submissionofconveyanceclaim.4. Visit  to Companies   (Cities /  Locations other than Palghar and adjoining areas.):
ExplanatoryNote–4

 Submissionofconveyanceclaim. ForOfficialUseOnly
5. Progressreporttobesubmittedonamonthlybasis: ExplanatoryNote–5
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 Itisessentialtosubmitprogressreporthighlightingsuccess&failureofeffortstoseniormanagementintheformatgivenbelow.(Includingreasonsforfailuretoachievetarget)6. PAS–PersonalAppraisalSystem:
ExplanatoryNote–6Personal Appraisal System is an integral part of the performance record of allplacementofficer/officialsrenderinghelptostudentsenteringthejobmarket.PAScycleisbroadlyconcurrent with the academic sessions and begins on 1st July of a given year to 30th June of thefollowingyear. The comments of the reporting officer and reviewing officer should form thebasisofcareerenhancementprospectsandpromotions.Theselfassessmentofofficerreportedupon,isintended to give an opportunity to placement officers to record their achievements,constraintstoreachthetargetasalsotoexplainthereasonsforfailure,ifany.

The accepting officer can take a holistic view before deciding on the performance rating oftheindividuals concerned and take decision on promotion, training needs, reallocation of worketc.basedonrecommendations/observationsofreportingandreviewingofficersasalsothestatementsrecordedbytheofficerreporteduponasincorporatedinselfassessment.
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ExplanatoryNote–1

 At the commencement of each academic session, a circular letter needs to be issuedtovarious companies inviting CEO/ CMD /HR Officers to conduct campus recruitmentatIdealFoundationGroupofColleges.Onelettershouldbeaddressedtocompanieswhichhaveconducted campus recruitment during the last four years and the second letter should beissued tocompanies which did not conduct campus recruitment at Ideal Institute of Technologyduring thelastfouryears.
 The samelettercould be used byPlacement Officers whilemeeting HR Officers on aonetoonebasisduringtheacademicsession.
 Most of the companies requestfor website details. Unfortunately, the HRofficersarereluctanttosearchthespecificinformationtheyrequireand, therefore,theyrequestwebsite links tovarious courses of study as incorporated in the placementbrochure.Consequently, it becomes essential to provide links for engineering, computerapplicationetc
 As a follow up action to issuance of circular letter and / or direct contact withvariouscompanies,itisessentialtosendanEmailinvitingcompaniestoconductcampusrecruitmentandseekingappointment.
 Format for E mail reminding companies for expeditious action on our request forcampusrecruitment
 It is imperative to finalize the dates of campus recruitment as also to ascertain thedetailsofthevenueandtheschedulefortheinterviewprocess.
 On completion of the interview process, a note of appreciation for conductingcampusrecruitmentshouldbesent.
 FormatforexpressinganoteofappreciationforrecruitingstudentsofourInstitutes
 EMailexpressinganoteofappreciationevenifstudentsarenotrecruitedbythecompanyconcerned.
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Date:DD/MM/YYYY
DearSir/Madam,You are aware that the Educational Initiative of Ideal Foundation., considered as one ofthe largesteducationalestablishmentintheStateofMaharashtra,offers40 different ongoingprograms in 09educational institutions with an enrolment of 37,000students. Enclosed you willfind a pamphletincorporating a synopsis of our institutions, locations in Palghar and its suburbsandcoursesofferedatourcolleges.AllthecoursesareapprovedbyAICTEandaffiliatedtoMU.Ourcollegesare also NIRF, NAAC and NAB accredited. Detailed information in this regarding maybeviewedat:http://idealwada.com/about_ideal.php.2. Our faculty nurtures enthusiasm of students to learn, help facilitate exchanging ideasandprepare them intellectually with diverse skill sets to face a vibrant work force on completionoftheirchosen curriculum and field of specialization. Achievement of academic excellence,highlevel of personal conduct and integrity are our main focus which you will find attractive.Ourpassionate learning environments not only strengthen existing talents but also challengestudentstodevelopapleasantandmeaningfulpersonality.3. Asinthepast,wetakethisopportunitytoinvite  you  again  to  visit
ourcampus,initiateaphone  call  or  write  to  us  and  consider  sending  a  team
ofOfficersfromyourHumanResources  Department  to  conduct  campus
recruitmentforstudentscompletingtheircoursein  the  current  academic  year  2020-
21 Wewould be glad to provide you and your team all the requisite logistic facilities andsupportservices for conducting campus recruitment process and look forward to hosting yourteam atyour convenience. Kindly let us know your selection criteria to enable us to prepareand meet yourrequirements.4. Our Placement Officers will send you relevant “Placement brochures” and / or contact/meetinpersonofficersofyourHRDepartmenttoapprisethemfurtheraboutcampusrecruitment.Should yourHR officials requireanyclarification, pleasefeelfreetocontact us orany of the placementofficers listed below. It would be greatly appreciated if anacknowledgementofthiscommunicationissenttousbyemailandourinvitationforcampusrecruitmentisforwardedtorecruitingofficers/HRofficialsconcerned.Inclosing,pleaseacceptourbestwishes.
Sincerely,(NameofPlacementOfficer &Signature)
Name&DesignationCompanyAddress



Page 151 of 245

{FormalLetterand/orEmailexclusivelyforcompanieswhohadconductedcampusrecruitmentduringt
helast4years}Date:DD/MM/YYYY
DearSir/Madam,We are pleased to inform you that the Educational Initiative of Ideal Foundation,considered asone of the largest educational establishment in the State of Maharashtra, offers40differentongoing programs in 09 educational institutions with an enrolment of 5,000students.Enclosedyou will find a pamphlet incorporating a synopsis of our institutions, locations in Palgharand itssuburbs and courses offered at our colleges. All the courses are approved by AICTE andaffiliatedto MU. Our colleges are also NIRF,NAAC and NAB accredited. Detailed information inthisregardingmaybeviewedat:http://idealwada.com/about_ideal.php.2. Our faculty nurtures enthusiasm of students to learn, help facilitate exchanging ideasandprepare them intellectually with diverse skill sets to face a vibrant work force on completionoftheirchosencurriculumandfieldof specialization. Achievementof academic excellence, highlevelof personal conduct and integrity are our main focus which you will find attractive. Ourpassionatelearning environments not only strengthen existing talents but also challengestudentstodevelopapleasantandmeaningfulpersonality.3. Wetakethisopportunityto invite  you  to visit our  campus, initiate  a
phonecallorwritetousandconsidersendingateamofOfficersfrom  your
HumanResourcesDepartmentto  conduct  campus  recruitment  for students
completingtheir course in the current academic year 2020-21. We would be glad toprovide you andyour team all the requisite logistic facilities and support services forconducting campusrecruitment process and look forward to hosting your team at yourconvenience. Kindly letusknowyourselectioncriteriatoenableustoprepareandmeetyourrequirements.4. Our Placement Officers will send you relevant “Placement brochures” and / or contact/meetinpersonofficersofyourHRDepartmenttoapprisethemfurtheraboutcampusrecruitment.Should yourHR officials requireanyclarification, pleasefeelfreetocontact usorany of the placementofficers listed below. It would be greatly appreciated if anacknowledgmentofthiscommunicationissenttousbyemailandourinvitationforcampusrecruitmentisforwardedtorecruitingofficers/HRofficialsconcerned.Inclosing,pleaseacceptourbestwishes.
Sincerely,(NameofPlacementOfficer &Signature)
Name&DesignationCompanyAddress
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{FormalLetterand/orEmailexclusivelyforcompanieswhohavenotconductedcampusrecruitmentduringthelast4years}
To, Date:dd/mm/yyyyThe PalgharHRManager,NameofCompanyAddressDear Sir/Madam,

SUB:CampusRecruitmentforthestudentsinthecurrentacademicyear20XX-XXWithreferencetotheabovementionedsubject;wearepleasedtoforwardyouanInvitationLetterto visitour Institutes to conduct Campus Recruitment. In addition you may wish to check more detailsfrom ourwebsite http://idealwada.com/about_ideal.phpwhich incorporates the coursecontents,names&professionalqualificationsoffacultymembersandinfrastructureavailableinallourInstitutes.2. You are aware that Ideal Foundation runs 09 Institutions with an enrolment of over 5000studentscovering diversecourses including B.tech, MBBS,BAMS, Nursing,M.Pharm, B.Pharm& other PG&UnderGraduateprogrammes.3. Should you require any specific information including students database, field ofspecialization,number of students graduating in courses which may be relevant to your need, we wouldbe glad toprovidethesame.
4. Youmayclickthegivenlinks:http://................................................tohavecompleteaccessofour
PlacementBrochurerelatingtoalldisciplinesofManagementPrograms & Engineering Programs
respectively.[Check the links for Engineering, Computerapplicationetc.asapplicable]5. We look forward towards an enduring & rewarding relationship with your esteemedorganizationas we strongly believe that students from our institutions are competent to take upassignment offered,withahighdegreeofpersonalconductandintegrity.Lookingforwardtoyourappointmenttodiscussfurtherabouttheproposal
Thankingyou.Warmregards&bestwishes,Name:Designation of PlacementOfficerTraining&PlacementCell,Ideal Institute ofTechnology.MobileNumberEmailID:
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{E-mail inviting companies to conduct campus recruitment and
seekingappointment}.

To, Date:dd/mm/yyyyThe PalgharHRManager,NameofCompanyAddress
SUB:Dear Sir/Madam,PleaserefertoourdiscussionregardingenlistingIdeal Institute ofTechnologyforconsiderationofcampusinterview by your esteemed organization. We understand that youwould be finalizing your list shortly.Wearehopefulthatyouwouldfavourablyconsiderourrequest.2. The credentials of our colleges are known to you and, as such, we can assure you that weaccordhigh priority for our students’ welfare. In addition to various skill development programs, we layspecialemphasisoncoresubjectstofacilitatestudentsachievinghigheststandardofacademicexcellence.3. Weareconfidentthatourstudentswouldmeetyourexpectations.
Thankingyou.Warmregards&bestwishes,
Name:Designation of PlacementOfficerTraining&PlacementCell,Ideal Institute of Technology.MobileNumberEmailID:
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{E-mailremindingcompaniesforexpeditiousactiononourrequestforcampusrecruitment}To, Date:dd/mm/yyyyThe PalgharHRManager,NameofCompanyAddress
SUB:Dear Sir/Madam,

ThisisincontinuationofourearlierEmaildateddd/mm/yyyyandsubsequenttelephonicconversationwithyouondd/mm/yyyyregardingCampusRecruitmentat Ideal Institute of Technology.2. Asnotifiedearlier,wearepreparingadatabaseof[Number]studentspursuingstudiesindifferentstreams of Engineering/ Management/ComputerApplication[ use as applicable], andwewouldbeabletofurnishthedetailsassoonaswehearfromyouaboutyourrequirements.3. We are drawing up schedule for Campus Recruitment for various companies for the monthsofJanuary,FebruaryandMarch,20XX.Therefore,itwouldbeusefultoreceiveindicationsofyourrequirementsasalsofeasibledatesforCampusRecruitmenttobeconductedinthecomingmonths.4. Inviewofthefactthatweaccordhighprioritytoyourreputedorganization,wehavenohesitationtoallocate‘PrioritySlot’toenableyoutohavewiderchoiceofmeritoriousstudents.Weareconfidentthatourstudentswouldprovetobeassettoyouresteemedorganization.Awaitingyourresponse
Thankingyou.Warmregards&bestwishes,Name:Designation of PlacementOfficerTraining&PlacementCell,Ideal Institute of Technology,MobileNumberEmailID:
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{E-mailinvitingcompaniestoconveydatesofcampusrecruitment.}To, Date:dd/mm/yyyyThe PalgharHRManager,NameofCompanyAddress
SUB:Dear Sir/Madam,

Iwouldliketoextendanoteofappreciationforgivingourstudentsanopportunitytobeconsideredforplacement inyouresteemedorganisation.2. Our students will be advised to visit the venue for the interview. It is requested that a shortJobdescription be provided to us so that we can put up the same on our Notice Board as also briefthestudentsappearingfortheinterview.3. Whilewehavenotedthatthestudentsarerequiredtobepresentatthevenueondd/mm/yyyy,weareawaiting the details of the venue and schedule for the Interview process, Names of yourrecruitmentteamanddetailsthereof. InformationbyreturnEmailwouldbegreatlyappreciated.4. We take this opportunity to thank you once again and, at the same time, assure you that wewouldcontinueourinteractionwithyourorganisationintheyearstocome.
Thankingyou.Warmregards&bestwishes,Name:Designation of PlacementOfficerTraining&PlacementCell,Ideal Institute of Technology,MobileNumberEmailID:
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{E-mailexpressinganoteofappreciationforconducting/acceptingtoconductcampusrecruitment.}
To, Date:dd/mm/yyyyThe PalgharHRManager,NameofCompanyAddress
SUB:Dear Sir/Madam,

Wewouldliketoextendanoteofappreciationforgivingourstudentsopportunitytoappearintheinterviewheldondd/mm/yyyy.2. We understand that our students met the members of the interview board at your premises.Wewould be grateful if you could send us a short report about the performance of our studentsbrieflytouching upon shortcomings too. This willenable us to conduct improved preparations forstudentsappearingforfutureinterviews.3. Lookingforwardtoyourdecision.
Thankingyou.Warmregards&bestwishes,Name:Designation of PlacementOfficerTraining&PlacementCell,Ideal Institute ofTechnology,MobileNumberEmailID:
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{E-mailexpressinganote ofappreciationfor recruitingstudentsofourInstitutes}To, Date:dd/mm/yyyyThe PalgharHRManager,NameofCompanyAddress
SUB:LetterofAppreciationforrecruitingstudentsofourInstitutesDearSir/Madam,OnbehalfofIdeal Institute of Technology,wewishtorecordanoteofappreciationforofferingplacement(no.tobequoted)tostudentsof(nameoftheinstitution).2. Weareconfidentthatourstudentswouldjointhevibrantworkforceinyouresteemedorganisation andyou would find their performance to be of highest order. We hope that therecruitedstudentswouldcontributesuccessfullytoachievethedesiredgoalof yourorganisation.3. In closing, we hope to continue cordial relationship with you and your colleagues and build upalasting relationship in the coming years. We look forward to participate in your further recruitmentdrivethisacademicsessionasalsointhecomingyears.
Thankingyou.Warmregards&bestwishes,Name:Designation of PlacementOfficerTraining&PlacementCell,Ideal Institute of Technology,,MobileNumberEmailID:
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{E-mailexpressinganoteofappreciationevenifstudentsarenotrecruitedbythecompanyconcerned.}To, Date:dd/mm/yyyyThe PalgharHRManager,NameofCompanyAddress
SUB:LetterofAppreciationforinterviewingourstudentsofourInstitutesDearSir/Madam,OnbehalfofIdeal Institute ofTechnology,wewishtorecordanoteofappreciationforconductinginterviewtorecruitourstudents.2. We have noted that none of our students met successfully your expectations. Therefore, wewouldrequest you to consider sending us a report broadly outlining the deficiencies of our students youhavenoticed while conducting recruitment drive. This would facilitate us to take corrective action at ourendand address the shortcomings of students. Besides, it would help us improve preparation for studentsforfutureinterviews.3. In closing, we hope to continue cordial relationship with you and your colleagues and build upalasting relationship in the coming years. We look forward to participate in your future recruitmentdrivethis academic session as also in the coming years. In addition, we would like to request you to giveusopportunity to interview students who are completing their curriculum in the forthcomingacademicsession.
Thankingyou.Warmregards&bestwishes,Name:Designation of PlacementOfficerTraining&PlacementCell,Ideal Institute ofTechnology.MobileNumberEmailID:
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ExplanatoryNote–2-Students’ Profile
 Formatofsubmissionofstudents’databaseforshortlistingofcandidatesforcampusrecruitment(S

ubjecttoamendmentbasedonselectioncriteriabydifferentcompanies)maybepreparedinExcelSpreadSheetfollowing thedataentriesasgivenbelow.Apart from sending the list to the
companies concerned, the list should be
sharedwithVPCorporateRelationsandPlacementofficers/Officialsondutyfororganizin
gcampusrecruitment.

Sl.No. Name Present Aptitude
Test

PI Selected CT
Number

Gender DOB1.
10thClass YOP 12thClass YOP Diploma YOP

FirstSem
ester

SecondSe
mester

ThirdSe
mester

FourthSe
mester

FifthSem
ester

SixthSem
ester

Semester
Average.

No.o
fYea
r
Gap

E-
mail
ID

 Formatforreportingattendanceofcandidatesandreportingaboutabsenteecandidatesisreproducedbelow.
ThisinformationmustbecollatedandsenttoMD/VPCorporateRelationsandDirectors/DyDir
ectors/PrincipalsofCollegesconcerned.

Sl.
No.

Name
of

theCompan
y

Date
of

Interview

No
of

Students
Shortlist
ed

No.ofStu
dentsapp
earedfor
Exam

No.ofStu
dentsabs
ent

No of
studentss
electedfo
r

final
Interview
/Exams

Remarks,
ifany

 Format for reporting the result of recruitment driveis reproduced below. This
informationmustbecollatedandsenttoMD/VPCorporateRelationsandDirectors/DyDirecto
rs/Principalsofcollegesconcerned.NameoftheCollege:

Stream TotalEl
igible

Applied
forNam

e of the
Company

No. of
successfulcandi

dates

Remarks
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3. VisittoCompanies(Palghar&adjoiningareas)
ExplanatoryNote-3

 Formatforsubmissionofconveyanceclaimisreproducedbelow.Theclaimshouldbesubmittedona
monthlybasisspecifyingthenamesofthecompaniesvisited,modeoftravel (Taxi, Auto, Bus,Metro, Private car, shuttle service etc.) and the expenditurestatementdulyapprovedbyControllingOfficerforwardedtotheaccountsdepartment.

Date From To Name
of

the
Company/In
stitution

Mode
of

Conveyance

Fare(Rupee
s)

Purpose

dd/mm/yyyydd/mm/yyyydd/mm/yyyydd/mm/yyyydd/mm/yyyy
Signatureof theclaimantNameofPlacementOfficer&DesignationDate
Approvedby:Name&Designation
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4. VisittoCompanies(Cities/Locationsotherthan Palghar andadjoiningareas)
ExplanatoryNote-4

 Format for submission of conveyance claim is reproduced below. The claim shouldbesubmitted immediately after returning from tour, specifying the names of thecompaniesvisited, (journey  details,  lodging  expenses,  local   conveyance,
dailyallowances/refreshment,miscellaneousexpensesetc.)andtheexpenditurestatement duly approved by Controlling Officer forwarded to the accountsdepartmentalongwithrelevantvouchers.

TourBill

NameoftheEmployee :

Designation :

Department : Training &PlacementDurationofthetour :dd/mm/yyyytodd/mm/yyyyPlacesvi

sited :

Journeydetails:

Date ModeofJourney From To Amount
(Rs.)dd/mm/yy

Total(A)

LodgingExpenses:

Place From To Amount
(Rs.)

Remarksdd/mm/yy dd/mm/yy
Total(B)

LocalConveyance:

Date Place Mode of
Transport

From To Amount
(Rs.)dd/mm/yy

Total(C)
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DailyAllowances/Refreshment:

Date Particulars Amount(Rs.) Bills
attachedY/
Ndd/mm/yy

Total(D)

MiscellaneousExpenses:

Date Particulars Amount(Rs.) Remarksdd/mm/yy
Total(E)

Sl.No. TotalExpenditure Amount(Rs.)1 Journeydetails(A)2 LodgingExpenses(B)3 LocalConveyance(C)4 DailyAllowances/Refreshment(D)5 MiscellaneousExpenses(E)6 GrandTotal(F)

TotalExpenditure :

AdvanceReceived :

AmountRefunded :

SignatureDat

e:Approvedb

y:

Name&Designation
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5. Progressreporttobesubmittedonamonthlybasis.
ExplanatoryNote–5

 Itisessentialtosubmitprogressreporthighlightingsuccess&failureofeffortstoseniormanagementintheformatgivenbelow.(Includingreasonsforfailuretoachievetarget)
 NameofCompany
 Dateof visit
 Name ofpersonvisited
 Person'sdesignation
 Person'scontactno(mobileno.&landlineno.)
 Person'semailid
 Agendaofvisit
 Outcome
 Nextfollowupaction
 Approachedforthebatch
 Approachedforthedepartment
 Dateofnextfollowupaction

Name:Designation of PlacementOfficerTraining&PlacementCell,Ideal Institute ofTechnology.MobileNumberEmailID:
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6. PAS–PersonalAppraisalSystem: ExplanatoryNote-

6PERSONNELAPPRAISALSYSTEM(PAS)

PERFORMANCERECORDPASCycle:20XX-20XXPerformancePeriod:01/07/20XX-30/06/20XX
Name :Gender : Male/FemaleEmail :Designation :Address :CollegePhone No :
SignaturesCompletedPASforPeriodandCycleindicatedabove.FirstReportingOfficerName :Designation :

Signature……………………… Date……………………….SecondReportingOfficer(ReviewingOfficer)NameDesignation ::
Signature……………………… Date……………………….StaffMemberNameDesignation ::
Signature……………………… Date……………………….
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AcceptingAuthority
WorkPlanofUnitIhave the receivedacopy ofthe workplanfor my unit. YesNo


OBJECTIVEToachieveXX%placementthroughCampusinterviewaswasdonein20XX.
GOALS /PERFORMANCE EXPECTATIONSRunanefficientplacementcell
 ConsultationwithDirectors /Principals ofCollegesand Placement Officers
 Identifynewcompaniesforinclusionintheroster
 Providestatisticsofkeyactionstaken
 Projecttargetsofachievement

PLANOFACTION [JulytoOctober;NovembertoFebruary;MarchtoJune]November March July AnnualInclusionofnewcompaniesNumber of standardizedletterssenttovariouscompaniesNumberofnames senior officerstobeinvitedforlectures/seminarsTarget forPlacementofstudentsSummerTraining(WithoutFinancialinvolvement)
ACCOUNTABILITYActualPlacementof Students
SELF ASSESSMENT

Abriefwrite-upnotexceeding150wordsmaybesubmittedhighlightingtheachievementsandconstraints,ifany,
intheperformanceof theassignedtask.
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(NAME)
FIRSTREPORTINGOFFICEREvaluationandCommentsontheWorkPlanandAccomplishmentsCoreValues andCore Competencies:[Please tick(√)the appropriate box]Unsatisfactory Developing FullyCompetent OutstandingIntegrity    Professionalism    Teamwork    Planning &Organization    AccountabilityJudgment/Decision-Making    

OverallRating

 Consistentlyexceedsperformanceexpectations 


 Frequently exceedsperformanceexpectations 


 Fullysuccessfulperformance 


 Partiallymeets performanceexpectations 


 Doesnotmeetexpectations 


Recommendationa) Incrementb) Promotion NoteligibleBriefcomments/suggestionsincludingtrainingneedstoenhanceskillsetsandprofessionalexpertisemayberecorded.[Notexceeding100words]

FirstReportingOfficer SignoffDate

NoteligibleAcceleratedAccelerated NormalNormalCourse
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SECONDREPORTINGOFFICER’S(REVIEWINGOFFICER’S) COMMENTS

The assessmentoffirst reportingofficerhasbeensharedwiththe officerreportedupon– YesNo
 Adversecomments,ifany,communicatedtotheofficerreportedupon- YesNo

 Theobservationsofthereportingofficeris–

Takingintoaccounttherepresentation,ifany,oftheofficerreportedupon–
 Agreewiththeassessmentof ReportingOfficer. 


 PartiallyagreewiththeassessmentofReportingOfficer. [Commentsmayberecorded]
 DonotagreewiththeassessmentofReporting Officer. [Commentsmayberecorded]

SecondReportingOfficer(ReviewingOfficer) SignoffDate

AcceptingAuthority

BalancedTooLenientUndulyCritical
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SOPFORWEBSITEUPDATIONANDMAINTENANCE

IntroductionIdeal Institute of Technologywebsite showcases and communicates our vision andmissiontostudents, faculty and staff, and thestakeholders.For many students,thewebsiteisthe first glimpse they see of the College; therefore, in its simplest form, IdealInstitute of Technologywebsite is a marketing tool.It is integral that Ideal Institute ofTechnologywebsite projects an image that is consistent with the quality programs andevents thatmaketheCollegedynamic.
Objective:The objective of Ideal Institute of Technologywebsite is to provide access to up-to-dateandwell-organized information to students and the stakeholders about registration,classes,programs, events and services.While the website serves as a tool for currentstudents, itis also a vehicle to promote our programs and services to prospectivestudents, theirparents,andthesocietyatlarge.
Responsibilities:

 WebsiteIn-charge
 Faculty In-charge from eachdepartment
 HoD

Procedure:

Sl. Activities Responsibility TargetDates/Day
s1 Assigninchargefor ourcollegewebsite. RegistrarandPrincipal -2 Websiteinchargeoughttoexhibitalltheinformationeffectively. Websiteincharge Everyworkingday

3 Websiteshouldbemonitored Websiteincharge,facultyincharges,HOD’SandPrincipal Everyworkingday
4 Depute one faculty from eachdepartmenttocoordinatewithwebsiteupdation Facultyinchargesfromeachdepartment -
5 Sharing of Google sheet by Website In-Charge with the assigned faculty ofeachdepartmentforthecollectionofdata. Facultyinchargesfromeachdepartment 15thDayofeverymonth
6 Thestatusofeachdepartmentwebpageshouldbemonitored.

FacultyinchargesandHOD’Sfromeachdepartment EveryWednesday.
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7 Academicscheduleupdation FacultyinchargesandHOD’S fromeachdepartment
Before theCommencement ofeachsemester.8 Toposttheevents/workshop/conference/symposium/studentscontest/etc..,theeventin chargesshould All the facultiesandHOD’s 1monthbeforethecommencementoftheevents

9 NewsandeventsPhotogalleryupdate AllthefacultiesandHOD’s Twodaysaftertheevents
10 Webpagedetails,verificationandapproval Principal Asanwhenrequired
11 Removalofolddatafromwebsite Websiteincharge Asanwhenrequired
12 Archivingofthefileincloud/drive. Websiteincharge Archivingthedatajustbeforetheremoval.
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SOPFORWHATSAPPGROUPIdeal Institute of Technologyhas created WhatsApp Group. WhatsApp group will provideaplatform to connect and scope of networking among stakeholders. People in the groupwillstayupdatedaboutcollegehappenings.
Each Ideal Institute of TechnologyWhatsApp Group is created for the
followingpurpose:

o Knowledgesharingandcollaboration withothermembers.
o Handholding,mentorship,advisoryandguidancethroughquickcommunicationtothemembers.
o Connectingthemembersofthegrouptocreatecohesivenessamongthem.

Following protocolthatallmemberneedtofollow:

 Respectthepurposeandobjectiveofeachgroup.
 Don’t use groups just to send memes, videos, pictures and news, without readingandreactingtothecontentsharedbyothers.ThepurposeofWhatsAppgroupsistoestablishcollectiveconversationswithothers.
 Neversendcontent,informationor“news”thatHASN’Tbeenverified.
 If you feel uncomfortable in a group for any reason, feel free to leave or “mute”thenotifications.It’sbettertobecriticized forleavingthanforalwayscomplaining.
 Before sending a complaint to a group, identify the “administrator” and shareyourthoughtswithhim/her.
 Don’t get angry if someone doesn’t respond to your messages in a group. No one isobligedtodoso.Bettersendhim/heradirectmessage.
 Beforesendingavideo,picture,memeoranycontent,analyzeifsuchmaterialwillbeintheinterestofthemajorityofthemembers ofthegroup.
 When forwarding a message, picture or video and you’re choosing multiplerecipients,avoid sending it to all your groups, since hardly the same content will besuitable or ofinteresttoall.
 Avoidsendinganycontentthatisviolent.
 Avoidunnecessary debates.
 When replying to a specific comment from a person, use the “reply” function tomakesenseofyourcommentandavoidconfusion.
 Whennoticingthatyou’rehavingadialoguewithasinglememberofthegroup,considerchanging the conversation to direct message, because the rest of the group may notbeinterestedinreadingyourconversationwith anotherperson.
 Keep in mind that your words can be interpreted in multiple ways, so use shortsentencesthatcan’tbemisinterpreted.
 Don’t abuse emojis. There are some that don’t require explanation, but others canbeinterpretedindifferentwaysandgenerateconfusion.
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 Avoidsendingvideosorfilesthatareverylarge,sincenobodylikestosaturatethememoryoftheirsmartphoneorwaste theirdata/internetplanonnonsense.
 WhatsAppmessagesthatrequirearesponsemustendwith“PleaseRespond”
 WhatsAppcommunicationmayonlytakeplacebetweenMondaytoSundayfrom8:30AMto10:30PM.

Agreementtoterms,rules&guidelines:Your continued presence in the group will mean you agree and abide to the terms ofthegroup.
Important:Removalfrom theGroupAnydeviation fromthegroup guidelineswill betaken seriouslyand offenderswillberemovedfrom the group permanently without notice. Also Admins reserve the righttoremovetheoffendersfromalltheassociatedgroupsofIIT Wada.
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SOPFORWORKFROMHOME

OverviewIIT wadaiscommittedtoprovidingahealthy,safeandflexibleworkingenvironmentforitsstaff.Thepurposeof IIT wada Work from HomePolicy is to optimize for thebenefitswhile limitingtherisks,ultimatelysettingupouremployeestobeassuccessfuloutsidetheofficeastheyareinit.DuringmandatoryWorkfromHomesituations(suchasahealthorsafetycrisislikeCOVID-19),ithelpsensure that our employees are set up for success and that they can continue toremainhealthyandproductive.Responsibilities:AllTeaching&Non–TeachingStaffMembersHeadoftheDepartmentDeanRegistrarPrincipalRequirementsforhomebasedworkStaffresponsibilitiesStaffapprovedtoworkfromhomemust:adhere to all thepoliciesand proceduresofIITwadabecontactableduringthenormal spanofhoursensure fitness for work requirements are met. If staffmembers are unwell or unable to work duetootherreasons,thenleaveentitlementsaretobeaccessedensure home worksite complies with healthandsafety requirements atalltimesreportanyhealth,safetyandwellbeinghazards,nearmissesandincidentsmaintain accurate and up to daterecords of hours worked athome within normal span ofhoursHeadresponsibilitiesTheHoDmust:ensure thestaff member is workinginaccordancewiththeirWorkingfromHomeassignmentandadheringtoIIT wadapoliciesandprocedures,reviewandsignoffonrecordsofdailytaskperformedasrequiredmonitor and review theWFH agreement on a regular basis as recorded in the WFHagreementschedule communication meetings including methods of disseminatinginformationtostaff whoareworkingfromhomewherepracticable,provideequipmentandtoolsrequiredtoperformthetasksrequired(doesnotincludeworkstation furniture,additionalservicesorcosts)accuratelydocumenttheownershipandusagearrangementsoftheequipmentandassets.
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IndemnityThe staffmember indemnifies Ideal Institute of Technologyagainst all loss or damage to thestaffmember’spropertyandallclaimsbythirdpartiesinrespectofpersonalinjuryandpropertydamageexcepttotheextentcausedbythenegligentact,erroror omissionoftheinstitution.ServicesNot all on-campusservices are available or supportable when used from home. The staffmemberaccepts thisandagreesnottoimposeanyoverheadsontheUniversityforadditionalservices.
WorkfromHomeIncludes:• Definingeligibilitytoworkfromhome.• Establishinganapprovalprocess.• Settingregularworkinghours.• Creatingattendanceandavailabilitystandards.• Streamlinecommunicationschannels.• ITsupport.• Maintainingsecuritystandards.• Continuinginternalcommunicationprograms,includingall-handsmeetings.• MaintainingadresscodeforBusinessMeetings.• Recordingacknowledgementofreceipt.• Gatheringfeedbackanditerate.
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SOPFORACADEMICPERFORMANCEMONITORING

Objective:ToelaboratetheprocedureforAcademicperformancemonitoringoffaculty.
Responsibility:

 Alltheteachingstaffmembers
 HeadsoftherespectiveDepartments
 Dean

Procedure:

Sl.Activities Responsibility Targetdates/days

1. Preparationofcourseinformationforacademicyear Concernedsubjectteacher 1stweek ofApril2. Verificationandapprovalofcourseinformation HoDs 2ndweekofApril3. Preparationofcoursecontentfor60%of syllabus Concernedsubjectteacher Realtime
4. Sharingthecourseplanandcourseinformationwithstudentsthroughgoogleclassroom Concernedsubjectteacher 4th weekofJune
5. Implementationofclassroomlecturedelivery Concernedsubjectteacher 1stweekof July
6. Monitoringclassroomlecturesofeachfacultybyrespectivementors Dean Continuous
7. Preparation of question paper forcontinuousinternalassessmentbasedonrevisedbloomstaxonomy Concernedsubjectteacher 4th weekofJuly
8. Evaluationanddistributionofanswersheetsonstipulatedtime. Concernedsubjectteacher Within3daysfromcommencementofexam9. Capstonecomponentsshouldbeassignedandevaluated throughappropriatetools Concernedsubjectteacher Asscheduledincourseplan10.Preparationofquestionbank Concernedsubjectteacher 2ndweekofOctober11.Receivingfeedbackfrom students HoDs 4thweekofOctober
12.Mapping of end semester examinationresultwithCIAto figure outtheattainmentlevel Concernedsubjectteacher Afterannouncementofendsemesterresult
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SOPFORACADEMICPERFORMANCEINDEX

Objective:ToelaboratetheprocedureforfillingupSelf-Appraisalformstoevaluateanddocumentone’sownperformancetofacilitateCareeradvancementofthefaculties.
Responsibility:

 AlltheFacultiesoftherespectiveDepartments
 HeadsoftherespectiveDepartments
 Principaloftheinstitution

Procedure:

Sl.Activities Responsibility Targetda
ys1. Faculty appraisal form circulated byPrincipaltoallthefaculties. Principal 1stweekofApril2. Facultiestofillintheappraisalformasperthegivenguidelines Individualfaculty 2ndweekofApril3. HODs to review the filled inappraisalform HoDs 3rdweekofApril4. HOD’sshallsubmittheappraisalformstotheprincipal HoDs 4thweekofApril5. PrincipalshallevaluatetheformsandshallsubmitthesametotheMDwithremarks. Principal 1stweekofMay
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SOPFORACADEMICREVIEWMEETING

Objective:Toelaboratetheproceduretoconductacademicreviewmeeting.
Responsibility:

 Alltheteaching/non-teachingstaffmembers
 HeadsoftherespectiveDepartments&Deans
 Mentors
 Principal,Registrar

Procedure:

Sl.Activities Responsibility Targetdays

1. Planningofacademicreviewmeeting Principal,Registrar,Dean&HODs AftertheendofInternaltestI&II(Twiceinasemester)
2. Intimationthroughcircularfromthehead of the institution withregardstoconductofacademicreviewmeeting

Principal LastdayofInternaltestI&II
3. Mentors have to intimatetheparentsinregardstomeetingthroughphone Mentors Seven dayspriortothemeeting
4. Mentorshavetopreparetheconsolidated marks(Internal test&endsemesterexam),individualacademicperformanceandattendance percentage ofstudents

Mentors&HOD ThreedaysafterthecompletionofInternaltestI&II
5. Discussabouttheperformanceofthestudents Parents,MentorandFacultymembershandlingtheclasses,HOD

DayofAcademicreviewmeeting
6. Gettingfeedbackfromparents Mentors DayofAcademic7. VenuePreparation Dean&AO Thedaybeforethemeeting8. Arrangementofrefreshmentsandfood Dean&AO DayofAcademic
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SOPFORATTENDINGFDP,SEMINAR,WORKSHOPINOTHERINSTITUT
IONS

Objective:Toelaboratetheprocedure forattendingFDP, seminar, workshopetcinotherinstitutions.
Responsibility:

 AlltheFacultymembers
 HeadsoftherespectiveDepartments

Procedure:

Sl. Activities Responsibility
TargetDat
es/Day

1. Visitwebsitesfrequentlytoidentifytheinterestingandusefulprogramstoparticipate Facultymember NotApplicable
2. Gather information about theidentifiedprogramssuchasnumberofdays,dates,topics,conductinginstitution,registrationfeesand Facultymember Notapplicable
3. DiscusswithHoDabouttheprogramandgettingapprovalby HoDandprincipal Facultymember Before theregistrationclosingdate4. Registerfortheprogramwithallnecessarydocuments mentioned by theorganizinginstitution Facultymember Before theregistrationclosingdate
5. MakenecessaryalterationsfortheacademicworkswithotherfacultymembersandgetapprovedbytheHoDandPrincipal Facultymember Oneweekbeforetheprogram
6. SubmitwriteupabouttheprogramandsubmitittotheHoD Facultymember Withinthreedaysaftertheprogram7 GetClaim Formfromofficetogettheregistrationfees Facultymember Within 10daysaftertheprogram
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SOPFORCONDUCTIONOFBOARDOFSTUDIESMEETING

Objective:ToelaboratetheprocedurefortheconductionofBoardofStudiesmeeting.
Responsibility:

 DepartmentBoardofstudiesmembers
 HeadsoftherespectiveDepartments (BOS Chairman)
 Expertmembers

Procedure:

Sl. Activities Responsibility Targetdates/d
ays1. Identify the members for Board of Studies:Educationalist, Stakeholders, seniorfacultymembersofdepartment BOSChairman 3rdweekofDecember

2. Communicatingwiththeidentifiedpersonsfortheirconsent BOSChairman 3rdweekofDecember3. Date finalized for conduction of BOSmeetingforvalidatingcurriculum BOSChairmanandCDCmembers 4th weekofDecember4. IntimationofthemeetingdatesenttoBOSmembers BOSChairman 4th weekofDecember5. CurriculumreceivedfromCDCandsenttoBOSmembers BOSChairman 1stweekofJanuary6. CommentsreceivedfromBOSmembersconveyedtoCDCmembers BOSChairman 2nd weekofJanuary7. BOS meeting convened andsuggestionsarenoted BOSIn-charge 2nd weekofJanuary8. Suggestions and corrections noted arehandedovertoDepartmentCDCIn-charge BOSChairman 2nd weekofJanuary9. FinaldraftreceivedfromDepartmentCDCIn-charge DepartmentCDCIn-charge 2nd weekofJanuary10.The corrected final curriculum is submittedtostandingcommittee BOSChairman 2nd weekofJanuary
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11.Date finalised for conduction of BOSmeetingforvalidatingsyllabus BOSChairmanandCDCmembers 1stweekofFebruary12. IntimationofthemeetingdatesenttoBOSmembers BOSChairman 1stweekofFebruary13.SyllabusreceivedfromCDCandsenttoBOSmembers BOSChairman 2nd weekofFebruary14.CommentsreceivedfromBOSmembersconveyedtoCDCmembers BOSChairman 3rdweekofFebruary15.BOS meeting convened andsuggestionsarenoted BOSIn-charge 4th weekofFebruary16.Suggestions and corrections noted arehandedovertoDepartmentCDCIn-charge BOSChairman 4th weekofFebruary17.Final draft of the syllabus receivedfromDepartmentCDCIn-charge DepartmentCDCIn-charge 2nd weekofMarch18.Thecorrected finalcurriculumandsyllabisubmittedtostandingcommittee BOSChairman 2nd weekofMarch
*CDC=CurriculumDevelopmentCommittee
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SOPFORPREPARATIONOFCLASS&INDIVIDUALTIMETABLE

Objective:ToelaboratetheprocedureforpreparingMaster,Classandindividualteachingtimetable.
Responsibility:

 Alltheteaching/non-teachingstaffmembers
 DepartmentTimeTablecoordinators
 InstitutionTimeTablecoordinator
 HeadsoftherespectiveDepartments

Procedure:

Sl. Activities Responsibility Targetdates/
days1. Preparation of academic calendarfortheyear. Principal/Dean/HoDs 1stweekofApril2. Releasingtheacademiccalendartoallteaching/non-teaching staffmembers Principal/Dean/HoDs 2ndweekofApril

3. Registeringstudentsresponsesonelectivecoursesforthecomingsemester HoDs 3rdweekofApril/Oct
4. Sharingthecourseoptionsheetwithallfacultymembers HoDs 4thweekofApril/Oct.5. Conductingdepartmentmeetingoncourseallocationbasedonresponses&competency HoDs&facultymembers 1stweekofMay/Nov6. Course allocation meeting detailstobeusedforclasstimetablepreparation DepartmentTimetablecoordinator 1stweekofMay/Nov
7. Callfor1stcommonmeetingofalldepartmenttimetablecoordinators for sharingtheinformationonservicecourses

Dean 2ndweekofMay/Nov



Page 190 of 245

8. Detailed Time tablepreparation(bothclass-wise&individual)andcirculationtoallteaching&non-teachingmembers
DepartmentTimetablecoordinator 3rdweekofMay/Nov

9. Callfor2ndCommonmeetingofalldepartmenttimetablecoordinatorsforfinalization
Departmentaltimetablecoordinator,HoDs,DeanandPrincipal 3rdweekofMay/Nov.

10. PreparationofdepartmentMasterTimetable DepartmentTimetablecoordinator 4thweekofMay/Nov.
11. PreparationofInstitutionMasterTimetable Dean 4thweekofMay/Nov.
12. ApprovalbyPrincipalforClass,IndividualandMasterTimeTable Principal 4thweekofMay/Nov.
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SOPFORCLASSROOMALLOTMENT

Objective:Toelaboratetheprocedureforclassroomallotmenttosupporttheinstructionalpr
ogramoftheinstitution.

Responsibility:
 DepartmentCoordinator
 HeadsoftherespectiveDepartments
 AdministrativeOfficer

Procedure:

Sl. Activities Responsibility Target
days

1. Classifythelecturehalls
Basedonthefloorspace,lecturehallscanbecate
gorizedas
i. Large Lecture Halls:

Seatingcapacityof70orhighe
r

ii. Mediumlecture Halls:Seatingcapacityof55-69
ii.SmalllectureHalls:Seatingcapacityle

ss than55

AO 1stweekof
April
/Novembe
r

2. LectureHallStatistics
Listthetotalno:oflecturehallsavailablealongwithth
eirseatingcapacity

AO 2ndweekof
April
/November

3.

DepartmentownedLecturehallsListthetotalno:oflectu
re halls exclusive to each department with
theirseatingcapacity

AO 2ndweekof
April
/November

4.

StudentStatistics
No: of Students admitted to each
engineeringbranchhastobeobtainedyearwise(First
YeartoFinalYear)

Department
Coordinator

2ndweekof
April
/November

5.

A common meeting shall be convened among
thedepartment coordinators, HODs and AO to
sharethe statisticaldatacollected.

DepartmentCoordi
nators&AO

3rdweekof
April
/November
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6. Basedonthestudentstrengthandlecturehallsize,each
department can segregate their students intosections.

Department
Coordinators

3rdweekof
April
/November

7. Classroomallocation inMainBuilding/ CMS
i. Each floor of the block can be allotted to

aparticulardepartment.

ii. Ifsufficientno:oflecturehallsarenotavailable,allot
mentcanbe doneinthenextfloor.

Departmentco
ordinators
&AO

4thweekofAp
ril
/November

8. A common meeting of all department
coordinators& AO can be convened to prepare the
finalclassroomallocationchart

Departmentco
ordinators
&AO

4thweekofA
pril
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SOPFORCONDUCTINGREMEDIALCLASS

Objective:Toelaboratetheprocedureforconductingcoachingclass.
Responsibility:

 Alltheteachingstaffmembers
 Mentors
 DepartmentRemedialclassCoordinator
 HeadsoftherespectiveDepartments
 Dean

Procedure:

Sl. Activities Responsibility Targetdays

1. Aftereachmonthlytestidentifytheslowlearners SubjectTeacher 6thdayofeachmonthlytest2. Preparestudentsnamelistbothclasswiseandsubjectwise RemedialClasscoordinator 7thdayofeachmonthlytest
3. Call for common meeting ofalldepartmentremedialclasscoordinators for sharingtheinformation Dean 7thdayofeachmonthlytest
4. PreparescheduleandgetapprovalfromHoD. Coordinator 7thdayofeachmonthlytest
5. Circulationofthescheduletotherespective subject teacher alongwithsubjectwisestudentnamelist. RemedialClasscoordinator 7thdayofeachmonthlytest
6. Circulatetheremedialclassschedule&classwisenamelisttostudentsthroughMentors Mentors 7thdayofeachmonthlytest
7. Remedialclassattendancemustbemonitoredin dailybasisandabsenteesdetailsmay be intimated torespectiveMentors. SubjectTeacher Dailybasis
8. Incaseofabsenteesmentorsmusttakecorrectiveaction. Mentors Dailybasis
9. Attheendofeachsemesterthesubjectteachersareaskedtosubmittheattendanceand evaluation sheet tothecoordinatorformaintainingrecord.

SubjectTeacherandDepartmentRemedialclassCoordinator
Afterlastworking dayofeachsemester.
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SOPFORCOURSECONTENTDEVELOPMENT

Objective:Toelaboratetheprocedureforcoursecontent development
Responsibility:

 FacultyMembers
 AcademicCoordinator

TimeandDuration:Coursecontenttobepreparedbeforethecommencementofnewsemester.
Procedure:

Sl. Activities Responsibilities1. ConcernedFacultyMemberstopreparethecoursecontentsaspertheprescribedSyllabus. FacultyMembers2. ContentintheformofPDF,PowerPointpresentation,AudioorVideoformatsorablendofallthese FacultyMembers3. EachunitshouldconcludewithQuestionnaireforeasyrevision FacultyMembers4. Anyvideo/Webreferencecanalsobeaddedtothecoursecontents FacultyMembers5. AcademicCoordinatortoverifythecoursecontentsofeachfacultymember AcademicCoordinator
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SOPFORCOURSEOUTCOMES

Objective:Todetailtheprocedureforframingcourseoutcomesforallthetheoryandlabcourses
Responsibility:

 Alltheteachingfacultymembers
 DepartmentCDCmembers
 HeadsoftherespectiveDepartments
 BOSmembers

Procedure:

Sl. Activities Responsibility TargetDays

1. Framingofcourseoutcomesbasedonthesyllabuscontents[ 4to8outcomes] CDCmembers 2ndweekofMay
2. Validationofcourseoutcomes HoDs&CDCmembers 3rdweekofMay
3. Finalapprovalofsyllabusalongwithoutcomes AcademicCouncil&BOG FinaMay
4. Attainmentcalculation At the end ofeachinternaltestsand5. Attainmentvalueverification[70%-75%-- core subjects, >60% -othersubjects] HoDs&CDCmembers -
6. If attainment value below 60%,reframethesyllabus/outcomesinnextregulation HoDs&Allfacultymembers -

*CDC=CourseCurriculumDevelopmentCell



Page 200 of 245

SOPFORCURRIC
ULUMDEVELOP
MENT

ForOfficial UseOnly

34



Page 201 of 245

SOPFORCURRICULUMDEVELOPMENT

Objective:ToelaboratetheprocedureforpreparingCurriculumforrespectiveprogramme.
Responsibility:

 SubjectExpertsofrespectiveDepartments
 HeadsoftherespectiveDepartments
 Principal
 CDCmembers

Procedure:

Sl.Activities Responsibility TargetDate

1. Analyzingthe needforcurriculumrevision HODsinconsultationwithstakeholders November1stweek
2. Constitution ofCurriculumDevelopment/RevisionCommittee Principal November2ndweek
3. CallforMeeting1: Assessment/ AnalysisoftheexistingCurriculum Principal,CDCMembers November2ndweek
4. Callformeeting2:Submitting newcourseproposals,courserevisions,changesincoursecredit,changesinelectivedesignations,courseremoval,specialcreditcourses,changesinprerequisites,changesincoursetitle.

InstitutionCDCCoordinator November3rdweek
5. Submission and Appraisal of the Preliminary Drafttomanagement,corecompanies&Educationalists DepartmentCDCincharges/HODs December1stweek
6. Arranging meeting with core companiesandeducationaliststodiscussaboutthechangeinCurriculum&syllabi DepartmentCDCincharges December3rdweek
7. Making modifications against suggestions fromcorecompaniesandeducationalists DepartmentCDCincharges/HODs December4thWeek
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8. Preparingfinalreportwhichincludesnewcourses,courserevisions,electivedesignationsoncourses,specialelectives, openelectives, specialcredit coursesandcredithours.
DepartmentCDCincharges/HODs December4thweek

9. SubmittingthedevelopedcurriculumtoBOSchairmanforsuggestions,corrections&updating DepartmentCDCincharge January1stweek
10.BOSchairmantosubmitthecorrectedfinalcurriculumtostandingcommittee BOSChairman January2ndweek
11.Call for meeting : to inspect the finaldevelopedcurriculum StandingCommitteechairman January2ndweek
12.Prepareproceedingsofcurriculumaccompanyingthesuggestionsfromstandingcommittee BOSChairman January3rdweek
13.ForwardtheproceedingstoAcademiccouncil for finalvalidation&approval StandingCommitteechairman January3rdweek
14.Callformeeting:tovalidatetheproceedingsofthecurriculum Academicconvener January4thweek
15.Compiletheproceedingswithallamendmentsfromacademiccouncil BOSChairman January4thweek
16.Submission of all departments curriculumforappreciationandapproval InstitutionCDCCoordinator February1stweek
17.Forwardtocorecompaniesandeducationalists BOSChairman February1stweek
18.Gettingapprovalfrommanagement Principal/BOSChairman February2ndweek
19.DistributionofauthenticatedcurriculumtoconcerneddepartmentsandCoE BOSChairman February2ndweek
20.Implementation&Monitoring Principal,BOSChairman Juneonwards
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SOPFORENROLMENTOFSTUDENTFOREXAMINATION

Objective:toelaboratethestepsleadinguptotheenrolmentofthestudentforsemesterexamination
Responsibility:

 AllFaculty
 HODs
 ControllerofExaminations
 Asst.ControllerofExaminations
 Students

Sl. Activity Responsibility Remarks

1. NotificationofExaminationincollegewebsiteandnoticeboard withdetailsoffeespayment
ControllerofExamination One monthbeforethecommencementoftheexam

2. Notifyingstudentsfromthedepartment Faculty,HODsofrespectivedepartments
One monthbeforethecommencementoftheexam

3. SubmittingFeeswithinduedate Student Threeweeksbeforethecommencementoftheexam
4. FillingofExaminationForm Student Threeweeksbeforethecommencementoftheexam

5.

CollectingProvisionalAdmitCarda.After collecting theexaminationformandfeereceipt,thestudentdetailsareenteredontheUniversityPortalbydeputedpersonfromtheAdmin. Office.b.Afterenteringthedetails,theAdmitCardsofthestudentsareprinted(who havecompletedtheSTEP3).c.NoticeisdisplayedonthecollegeNoticeboardand

Student, officeofthe controllerofexamination Twoweeksbeforetheexam
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website to inform thestudentstocollecttheirprovisionaladmitcardandcheckifanycorrectionshastobemade.ReturningBackProvisionalAdmitCard

6.

a.After collecting theprovisionaladmitcardstudentshavetocheckifanycorrection(s)is/arerequiredornot.b.In case, correction isrequiredthe student has tointimatethesametotheAdminOffice.Admin.Officegivesthenewprovisional admit card tothestudentwithspecifiedcorrection(s)(samedayoronnextworkingday).c.AllthestudentshavetoreturnbackTheirprovisionaladmitcardtoadminofficeafter(i) pastingtheirrecentpassportsizephotographand(ii) signatureinthespecifieddurationmentionedinthenotification

Student, officeofthe controllerofexamination Oneweekbeforetheexam

7.

Collecting Final AdmitCarda.Afterreceivingtheprovisionaladmit card with signatureandphotograph, admitcardsaresentforapprovalfromthePrincipal.b.Once,alltheadmitcardsaresignedbythePrincipal,thenoticeisdisplayedonthecollegeNoticeboardandwebsitetoinformthestudentstocollecttheirfinaladmitcard.

Student, officeofthe controllerofexamination
Three daysbeforethecommencement oftheexam
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SOPFORFEEDBACKABOUTFACULTY

Objective:ToelaboratetheprocedureforCollectingfeedbackaboutfaculty
Responsibility:

 Allteachingstaff
 Allthestudents
 HeadsoftherespectiveDepartments
 Peerevaluators

Procedure:

Sl.Activities Responsibility Targetdates/days

1.
Preparationofformatforfeedback

● Tobecollectedfromstudents(Online)
● TobecollectedfromPeerEvaluators

HoDs Beginningofeverysemester

2.
SharingoffeedbackformswithstudentsthroughGoogleforms HoD Midofthesemester
SharingoffeedbackformswithEvaluators 1stweekofReopeningofclasses

3. CollectionofFeedbackfromstudents Students Within oneweek(Aftertheformisshared)FacultyEvaluation PeerEvaluatorsassignedby HoD Twice or Thrice inaSemester
4. Consolidate thecollectedfeedbackfromstudents HoD Within oneweek(Aftertheformisfilled)ConsolidatethecollectedfeedbackfromEvaluators PeerEvaluatorsassignedby HoD Within two days(Afterthefacultyisevaluated)
5. Necessaryactionswillbetakenbasedonfeedbacksforfacultyperformanceimprovement HoDandPrincipal Immediate
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SOPFORPREPARATIONOFLABMANUAL

Objective:ToelaboratetheprocedureforpreparingLabManualforthebenefitofstudents.
Responsibility:

 Alltheteachingstaffmembers
 AcademicCoordinators of therespectiveDepartments
 HeadsoftherespectiveDepartments

Procedure:

Sl. Activities Responsibility TargetDays

1. Preparationofroughdraftofthelab manual containing objectives of the labcourseand course contents (list of experiments)for thatcorrespondinglab. LabIn-charges.
2. SubmissionofHardware/Softwarerequirementsforthe correspondinglab. LabIn-charges,HoDs.
3. ApprovalofRoughdraftofLabManual LabIn-charges,AcademicCoordinators. 1stweekofJune(odd),December(even).4.

PreparationoffairdraftofLabManualwhichincludesthefollowing:ListofExperiments.Listof additionalExperiments. LabIn-charges.Aim, Objectives, Procedures/Algorithm,Backgroundtheory,Sampleoutput/readings,Conclusion/Inference.5. ApprovalofFairdraftofLabManual LabIn-charges,HoDs,AcademicCoordinators
6. PreparationofPre-Lab,Post-LabquestionsforOnlinepostingforeachlabsession. LabIn-charges. 2ndweekofJune(odd),December(even).7. PreparationofFinalBindingofFairdraftoflabmanualandverification. LabIn-charges,HoDAcademicCoordinators.
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SOPFORLIBRARY

The library provides access to an extensive range of informative resources like books, e-books,journals,e-journals,newspapersandaccesstowiderangeofresourcestoenhanceknowledgeforresearchand developmentactivitiesofthefacultyand thestudents.
Objective:Tolaydownproceduresfortheprocurementoftheresourcesneededforthelibrary,theircirculationaccountinganddisposal.
Procedure:

 All the HODs of the departments are communicated to raise their requisitionsforbooksbasedonthecurriculum.
 Dependingon therequisitionsraised,vendorsareselected.
 Quotationsareaskedfrom3differentvendorswhicharecomparedandevaluatedforbestprice.
 Comparative statement is prepared and sent for the approval of principal.Oncetheprincipalapprovesthelist,itwillbesubmittedtotheaccountsdepartmenttocheckthesanctionedlibrarybudgetfortheyear.
 After the budgetis sanctioned, booksare procured andentry isdone intheaccessionregister.
 After the stock entry the books are placed in the respective departmentalracksandthencirculatedthroughcirculationdesks.

MembershipofLibrary

 For becoming the members of the library the faculty and students have to fill inthelibrary form with the details and get it signed by the Librarian. Allthestudentsofthecollegebecomemembersin thelibrary aftertheir enrolment into thecourseofferedbythecollege.
 Afterthesigningof thelibraryformlibrarycardsare issuedtothestudents.

RolesandResponsibilitiesoftheLibrarian

 Itis mandatoryto maintainsilenceinthelibrary.
 Facultyandstudentsshouldnotbeallowedtotaketheirpersonalbelongingsintothelibrary
 Topromotethee-resourcesofthelibrarytothetargetaudience.
 Toassistthestaffandstudentsinproperusageoftheresources.
 Tomaintainaregisterforoutgoingbooks.
 Tocollect theissuedbooksin time.
 Tocollectfinefromthestudentsiftheyarenotreturningaftertheduedate.
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 Toseetothattheissuedbookswillbereturnedinproperconditionotherwiseactionwillbetaken
ProcessingoftheBooks/CDs/DVDs

 Thebooksarestampedwithlibrarystampforidentificationaslibraryproperty.
 ThebooksareplacedintheappropriatedepartmentalshelvesintheLibrary andtheCDs/DVDsareplaced inthetechnicalsection.
 Thee-resourcesreceivedfromthesupplierareuploadedontheWebsiteandensuredthattheyareaccessibletotheuser.
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SOPFORONLINECERTIFICATION COURSE

Responsibility:
 AllFaculty
 Mentor
 DepartmentCoordinators
 HeadsoftherespectiveDepartments

Procedure:

Sl. Activities Responsibility1. Providing information aboutavailablecoursesandsites. HoDs, Coordinator, Mentors2. Motivatingstaffandstudentstojoin Coordinator,Mentors3. Maintainingaregisteroftheno.ofcandidatesineachcourse Mentors&Coordinator4. Detailed instructions given aboutthecourseassignmentsandthetimeframes Coordinator
5. Arranging suitablelab for effectiveLearning Coordinator6. EnsuringthattheregisteredCandidatesattendtheexams. HoDs, Coordinator, Mentors7. AnnouncementofResult HoDs&Coordinator8. Ensuringthatcreditsaregivento thecandidates HoDsandMentors
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SOP FORONLINECLASSROOMCREATIONANDMAINTENANCE

Objective:Tooutlinetheschedule,conductionandmaintenanceofonlineclasses
Responsibility:

 Alltheteachingstaffmembers
 Departmentcoordinators
 HeadsoftherespectiveDepartments

Procedure:

Sl. Activities Responsibility TargetDays

1. CreatingOnlineClassroomforeachCourseoffered(BothTheoryandPracticalCourses) Coursefaculty 5weeksbeforethecommencementofsemesterclasses
2. Uploading Course Information-Unit-wise,LessonMaterials(LectureNotes)/LabExperiments forallUnits/AllExperiments,PPTs,eBooks,etc.

CourseFaculty To be completed2weeksbeforetheCommencementofSemesterClasses
3 SendingClassroomcodeandaddingstudentstoOnlineClassroom CourseFaculty 1 week beforethecommencementofSemesterClasses4. Confirmation of InstallationofOnlineClassroomonaCellPhone/ Laptop of studentsandcompletingCourseRegistration.

StudentClassRepresentativetoCourseFaculty ThreedaysbeforethecommencementofSemesterClasses
5. SharingaClassroomcalendarandaGoogleCalendarwithstudentsfor(i)viewingclassworkduedates(ii)giving autoreminders, (iii) viewclass eventsand (iv) sharingevent links toopeninClassroom

CourseFaculty OnedaybeforethecommencementofSemesterClasses
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6. PostingQuestionPaperswithdefinedRubricsandMarks(grades) CourseFaculty FiveMinutesbeforethecommencementoftest
7 PostingAnswerKeysoftest Coursefaculty ImmediatelyaftertheTestisover8. PostingWeeklyQuizfollowingGATEPattern. Coursefaculty EveryFriday
9. PostingoneAssignmentevery2weeks CourseFaculty AspertheAssignmentSchedulepublished
10. GradingAssignments/Tests CourseFaculty Withinthreedaysaftertheduedate
11. Reviewing and Reporting non-attendanceand/orpoorGradescorerstothePrincipal CoursefacultytoHoD WithinoneweekafterDuedatesoftheactivities
12. PostingDepartmentandInstitutionevents,circulars,etc CourseFaculty Immediatelyonreceiptoforal/writtenorders.
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SOPFORPROJECTGUIDES

Objective:ToelaboratetheprocedureforGuidingStudentprojects
Responsibility:

 AlltheProjectSupervisors.
 ProjectCoordinators.
 FinalyearB.Techstudents
 HeadsoftherespectiveDepartments

Procedure:

Sl.Activities Responsibility TargetDates/Days

1. UGstudentsaretodecideontheirteammembersfortheirfinalsemesterprojectwiththeirproposedprojectdomainandtitle. Final yearstudents,Coordinators.
B.TechProject 2ndweekof July

2. HODs shall allocate the ProjectSupervisorsbasedontheirareaofexpertise.(notmorethan3batchestoasupervisor) HoDs 3rdweekof July
3. Ensuringdiscussionguides. that studentsmeetings with havetheir regularProject ProjectSupervisors,ProjectCoordinators,HoDs Every weekstartingfromJulytillApril
4. VerificationofStudentprojectlogbook. ProjectSupervisors. On Everyprojectdiscussionmeet.
5. ApprovalofPPT:Abstract,Existing,Proposedsystem.30%ofproposedwork.80%ofproposedwork.100%ofproposedwork.

ProjectSupervisors.
Before0thBefore1stBefore2ndBeforefinalvoce

reviewreviewreviewviva-
6. Preparationoffacultypanellist,timingandvenueforreview. ProjectCoordinators,HoDs 2dayspriortoevery
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7. Organizingprojectreviews:0threview,1streview,2ndreview ProjectSupervisors,ProjectCoordinators,
Fromstartofsemester,Within3weeksWithin6weeksWithin11weeks

8. Displayingapprovedreviewmarkstothestudents. ProjectCoordinators,HoDs Within2daysfromeachreview
9. Preparing schedule forRedostudents(Insufficientcontent,Plagiarism,poorpresentationGenuineAbsentees)

ProjectCoordinators,HoDs Nextdayofreview
10.Organizingfinalprojectviva-voce. ProjectCoordinators,HoDs Within16Weeksfromthestartofsemester
11. EvaluationofProjectreportsubmittedineachofthePhase–I&Phase–II. ProjectSupervisors,HoDs 1weekbeforetheviva-voce
12. Ensuring that If a candidate fails tosubmitthe project report on or before thespecifieddeadline, he/she is deemed to havefailed inthe Project Work and shall re-enrollfor thesameinasubsequentsemester.

ProjectCoordinators,HoDs Onthesamedayofviva-voce

13.
EnsuringthatIfacandidatefailsintheviva-voceexaminationsofPhase–Ihe/shehas toredo the Phase–I in thesubsequentsemester. Ifhe/ shefailintheviva-voceexaminationofPhase–IIhe/sheshallresubmittheProjectreportwithin60daysfromthedateofviva-voce.Theresubmitted project willbeevaluatedduringthesubsequentacademicsession.

ProjectCoordinators,HoDs Onthesamedayofviva-voce.

14.Collectingcopiesoftheapprovedprojectreportafter the successful completion ofvivaexaminations. ProjectSupervisors,ProjectCoordinators. Onthesamedayofviva-voce
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SOPFOR RESEARCH PROPOSAL

Objective:ToelaboratetheprocedureforpreparingResearchProposal.
Responsibility:

 Allthe Facultymembers
 Researchers
 HeadsoftherespectiveDepartments
 DeanR&D

Procedure:

Sl. Activities Responsibility1. Individualresearcherswillundertakeperiodic reviewsoftheresearchcallsofrelevancetotheirresearch Researchers/Facultymembers
2. Researchers contacted by an organization / individual to joinaconsortiumalreadycreatedortoinvestigatethepossibilitytocollaboratewithIITwadainanycapacityaretoinformtheHeadofthedepartment by e-mail of theirintention tocontributetotheapplicationprocess

Researchers/Facultymembers
3. Researchers will upload any relevant documentation toResearchFundingagencies Researchers/Facultymembers4. Researchertologtheapplicationthroughfundingagencyportal Researchers/Facultymembers
5. Researchertoprovidecontactdetailsofallpotentialpartnersinvolved in the proposal (indicating PrincipalInvestigator, Co-Investigator) Researchers/Facultymembers
6. Researcher to meet with Research coordinators to preparethebudgetproposalfortheproject Researchers/Facultymembers
7. ResearchertomeetwithHeadofthedepartmenttoidentifypotentialresourcesneededtocompletetheproject Researchers/Facultymembers&HoD
8. ThedecisiontofurtherdeveloptheproposalwillbetakenjointlyamongtheResearcherandcocoordinatorsaboutTimelines forproposalSubmissionOtherupcomingcallsandproposals

PrincipalInvestigator,CoInvestigator
9. Researchersarerequiredto

 UploadthedraftproposalProvidesupportingdocumentation(budgetPlanofactivitiesetc.) Researchers/Facultymembers
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10. Researcherstoreviewandamendproposalifrequiredandtoresubmitforsecondstageofapproval Researchers/Facultymembers
11. SecondstageApproverstoreview finalproposal Researchers/Facultymembers
12. Researcher to submit proposal Researchers/FacultyMembers
13.

Researcheristoensurethatallfinalizeddocumentversionsareuploaded
 Descriptionof work(finalversionto besubmitted)
 DetailedprojectedProjectbudgetbreakdown- fullproposal

Researchers/Facultymembers

14.
Researcheris requiredtorequestedtoprovidecopiesofthefollowingdocuments

 Evaluation report withscoring(forsuccessfulandnon-successfulprojects)
Details ofGrantPreparation(whenproposal hasbeensuccessful)

Researchers/Facultymembers

15.
Researchersarerequestedtouploadcopiesofthefollowingdocuments from theimplementationoftheproject

 Deliverables for whichIIT wadaisresponsible
 MilestonesforwhichIIT wadaisresponsible
 Dissemination andCommunication Plans
 Allbudgetary andfinancialcommunications
 InterimProjectActivityReports
 Finalreports

Researchers/Facultymembers

16. Researchers are responsible for uploading all peerreviewedpublications,proceedings,andconferencepapersetc. Researchers/Facultymembers
17. Details of all the published research work to be submitted attheOfficeofDeanR&Dforrecords. Researchers/Facultymembers
18. Dean R&Dtokeepa recordandprepareaconsolidatedreportofR&DactivitiesandtosubmitittoPrincipalattheendof academicyear. DeanR&D
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SOPFORSPONSORINGFACULTYFORHIGHERSTUDIES& PROGRAM

Objective:ToelaboratetheprocedureforSponsoringourfacultymembersforhigherstudies.
Responsibility:

 Alltheteachingstaffmembers
 HeadsoftherespectiveDepartments
 Principaloftheinstitution

Procedure:

Sl. Activities Responsibility Target
dates/days1. Releasingtheacademicscheduletoallteachingstaff Principal&HoDs Start of theAcademicYear2. Groupingthe  faculty  membersbasedontheirspecialization HoDs StartoftheAcademicYear3. Conductingdepartmentmeetingtoconfirmtheneedofhigherstudiestothefaculty HoDs StartoftheAcademicYear4. Finalizationofnumberoffacultiesneedtopursuetohigher studies HoDs StartoftheAcademicYear5. Selectionontheareaofresearchtopic,Guideanddurationoftheresearch Facultymembers StartoftheAcademicYear

6. Collection of all necessarydocumentsneedforhigherstudies Facultymembers StartoftheAcademicYear7. Completion of the entireregistrationprocessoftheconcerneduniversity Facultymembers StartoftheAcademicYear
8. Outcomefromtheresearchworkto theInstitution Facultymembers StartoftheAcademicYear9. Verificationofbillsandresearchwork ofthe Faculty member HoD,Principal StartoftheAcademicYear10. Submission of the entire report copycontaining all particulars fortheremunerationtothework Facultymembers StartoftheAcademicYear11. Approvalforremunerationtothefacultyconsideringthe norms Principal StartoftheAcademicYear
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SOPFORSUBJECT ALLOTMENT

Objective:ToelaboratetheprocedureforallocatingTheorySubjectsandPracticallabstostaffmembers.
Responsibility:

● Alltheteaching/non-teachingstaffmembers
● HeadsoftherespectiveDepartments

Procedure:

Sl.Activities Responsibility Target
days1. Preparationofacademicscheduleforacademicyear Dean&HoDs 1st weekofApril2. Releasingtheacademicscheduletoallteaching/non-teachingstaffmembers Principal 2nd weekofApril3. Receivingstudentschoicesonelectivecourses HoDsandFaculty 3rdweekofApril4. Receiving service courses from therelevantdepartments HoDs 3rdweekofApril5. Sharing the course option sheet withallfacultymembers HoDs 4thweekofApril

6. Analyzing thecompetencyofstaffsinsubjectchosenbased on their possession ofPhD/Publication/MOOCcertification/FDPcertification in addition to the M.E.Specialization HoDs 4thweekofApril
7. Allocating thesubjectstothefacultybasedonthenumberoftimesthesubjecthandled,resultanalysisandearlierstudent’sfeedback HoDs 4thweekofApril
8. Assigning the Practical labs corresponding tothetheoryallottedtothefaculty. HoDs 4thweekofApril
9. Conducting department meeting oncourseallocationbasedonwillingness&competency HoDs&facultymembers 1st weekofMay
10.ApprovalbyPrincipalforSubjectallotment HoDs 1st weekofMay
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SOPFORPREPARATIONOFSYLLABUS

Objective:Toelaboratetheprocedureforpreparingthesyllabus.
Responsibility:

 Alltheteaching/non-teachingstaffmembers
 CurriculumDevelopmentCell–Coordinators
 HeadsoftherespectiveDepartments
 Syllabusvalidationcommittee

Procedure:

Sl.Activities Responsibility Targetday
s

1. Aftereverysemestercollectthesuggestionfromconcernedstaffandstudentregardingsyllabus Syllabus validationcommittee usingfeedbackmechanism
Attheendofeachsemester.

2 Discuss theoutcomesandobjectiveforeachsubject in thedomainbybrainstorming. HODs,facultymembers 2ndweekofApril

3 ReleasethecommentsreceivedfromIndustry experts and other stake holderslikesenior batch students, staff whohavehandledthesubjectrecently. RespectiveHoDs 3rdweekofApril
4 List out the most important concepts tobelearnedbyanundergraduatestudentinthatsubject Staffmembersineachdomain 3thweekofApril
5 Frameadraftsyllabususingsomebenchmarksyllabusandfeedbackfromstakeholders. Assigned Facultywithsubjectexpertise 4thweekofApril
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6 Discussion on prerequisite, referencebooks,otherfinetuning Staffmembersineachdomain 1stweekofMay
7. Preparingthesecond draftbasedonthediscussiondone assignedfaculty 2ndweekofMay
8. Discussionregardingtheassessmentcomponent suitable for each subjectfromthelistofassessmentmethods Staffmembersineachdomain 2ndweekofMay
9. Preparingthefinaldraftwithalltypeofmappingdone. Assignedfaculty 3rdweekofMay
10 Evaluatethesyllabususingarubrics Syllabusvalidationcommittee 4thweekofMay
11.Validation of syllabus usinganExternalexpert Syllabusvalidationcommittee 4thweekofMay
12.Afterincorporatingthechangesmakethefinaldraftto be submittedforBOSmeeting Assignedfaculty Final workingdayofMay
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SOPFORORGANIZING&CONDUCTINGFIRSTY
EAR’SORIENTATIONPROGRAM

Objective:Toelaboratetheprocedurefororganizingfirstyear’sorientation program
Responsibility:

 Principaloftheinstitution.
 AlltheHeadsoftheDepartments.
 Headsofthevariousorganizingcommittees
 MentorofFirstyearclasses.
 Alltheteaching/non-teachingstaffmembers.

Procedure:

Sl. Activities Responsibility TargetDays

1. Orientationprogrammedatetobefinalized Principal 1stweek ofJuly
2. ChiefGuesttobefinalized CoordinatorandPrincipal 3rdweekofJuly
3. Formation of Committees-Seating,Stage,Reception,Transport,Foodand InformationCommittee Principal 3rdweekofJuly
4. Roadmappamphlets(departmentwise) HeadsofrespectiveDepartment 3rdweekofJuly
5. Toinformnewlyadmittedstudentsand their parentsaboutorientation Programme CommunicationCommittee,FacultyAdvisors and 3rdweekofJuly
6. InvitationandAgendaFinalization Principal&OrganizingCommitteehead. 15 daysbeforeorientation
7. Meeting of committee memberswiththeOrganizingCommitteeheadtodiscussabouttheirroles&responsibilities.

Principal,OrganizingCommitteeheadandCommitteeMembers 15 daysbeforeorientation8. Meetingwiththetransportcommitteetofinalizethebusroutesand timings. Committee HeadandTransportCommitteeMembers 15 daysbeforeorientation
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9 Meeting with the seating committeetofinalize the seating arrangementsforstudents, parents, guests and forthepress.
Committee HeadandseatingcommitteeMembers 15 daysbeforeorientation

10. MeetingwiththeReceptionCommittee Committee HeadandReceptionCommitteemembers 15 daysbeforeorientation
11.

MeetingwiththeFoodCommitteetofinalize
• Themenuforlunchandthelistofvolunteers.
• Number ofparticipants

Committee HeadandFood Committeemembers
15 daysbeforeorientation

12.
Meetingwiththestagecommitteetofinalize

• theflowofeventsonstage
• stagedecoration,
• arrangementofDesignofstagebackdropandtheintroductionvideos.

Committee HeadandstageCommitteemembers 15 daysbeforeorientation
13. Finalizationofacademicscheduleforacademicyear Principal&HoDs 1 weekbeforeorientation
14. TocheckthereadinessofallcommitteeworkswithcommitteeHeadsandMembers Principal andOrganizingCommitteeHead

4 daysbeforeorientation
15. WelcomeMessagefromprincipalandHoDstoallthestudentsandparents Principal&HoDs 4 daysbeforeorientation
16. SendingTimetable,Academicschedule,syllabusandcourseinformationtostudents. HoD 2 daysbeforeorientation
17. Final meeting with alltheorganizingcommittees. Principal,OrganizingCommitteeheadandHoDs 1daybeforeOrientation
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GuidelinesofInductionProgramasdirectedbyAICTE

Background- Induction Program was discussed and approved for all colleges byAICTEin March 2017. It was discussed and accepted by the Council of IITs for all NITsinAugust 2016. It was originally proposed by a Committee of IIT Directors and acceptedatthemeetingofallIITDirectorsinMarch2016.
Need-Whennewstudentsenteraninstitution,theycomewithdiversethoughts,backgroundsandpreparations.Itisimportanttohelpthemadjusttothenewenvironment and inculcate in themthe ethos of the institution with a sense of largerpurpose. The incoming undergraduatestudents are driven by their parents and societyto join engineering withoutunderstanding their own interests and talents. As aresult,moststudentsfailtolinkupwiththegoalsoftheirowninstitution.
Objective- The term induction is generally used to describe the whole processwherebythe incumbents adjust to or acclimatize to their new roles and environment. Inotherwords, it is a well planned event to educate the new entrants about theenvironment in aparticularinstitution,andconnectthemwiththepeopleinit.InductionProgrammeistomakethestudentsfeelcomfortableintheirnewenvironment,open them up, set a healthy daily routine, create bonding in the batch aswell as betweenfaculty and students, develop awareness, sensitivity andunderstandingoftheself,peoplearoundthem,societyatlarge,andnature.
Outcome- Engineering institutions were set up to generate well trained manpowerinengineering with a feeling of responsibility towards oneself, one's family, andsociety.The graduating student must have values as a human being, and knowledge andmeta-skillsrelatedtohis/herprofessionasanengineerandasacitizen.
Duration–3Weeks
ModulestobecoveredduringtheInductionProgramme:

 PhysicalActivity
 CreativeArts
 UniversalHumanValue
 Literary
 ProficiencyModules
 LecturesbyEminentPeople
 VisitstoLocalArea
 FamiliarizationtoDept./Branch&Innovations

LinktoAICTEGuide:
https://www.aicte-
india.org/sites/default/files/Detailed%20Guide%20on%20Student%20Induction%20program.pdf

*Note: Amendments to be made as per the guidelines of AICTE and to
beexecutedbyIIT wadaaccordinglyfromtimetotime.
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SOPFORORGANIZINGFDP,SEMINAR,WORKSHOP

Objective:ToelaboratetheprocedurefororganizingFDP,Seminar,Workshopetc.
Responsibility:

 Allthe Faculty membersof respective departments
 EventCoordinator
 HeadsoftherespectiveDepartments
 Deans

Procedure:

Sl.Activities Responsibility Targetdays1. IdentifytheProgramdatesbasedonthedepartmenteventcalendar Eventcoordinator NotApplicable
2. Conductdepartmentmeetingtoidentifytheareaoftrainingrequired Faculties,HoDs 45Daysbeforetheevent3. Preparetheproposaldocumentandgettingconfirmationandapproval EventCoordinator,HoDs,Dean 40Daysbeforetheevent.
4. Formthecommitteetocoordinatetheactivities. EventCoordinator,HoDs 40Daysbeforetheevent5. Identify,contactandinvitetheresourcepersons EventCoordinator 35Daysbefore
6. Prepare the brochure for the event,identifyingvariousinstitutionstoparticipateintheeventandsendinginvitation.

Committeemembers,EventCoordinator,HoDs 30Daysbeforetheevent
7. Setupthehardwareandsoftwareneededfortheevent Committeemembers 1weekbeforetheevent8. Designthecertificatesfortheparticipants Committeemembers 1weekbeforetheevent
9. Makeallthenecessaryarrangementssuchasaccommodation,refreshmentsfortheresourcepersonsandparticipants Committeemembers,EventCoordinator

3 Days beforetheevent,thedayofevent
10.Getfeedbackfromtheparticipants EventCoordinator Onthedayofevent
11.PostPublicationoftheeventonsocialmedia EventCoordinator OnetoTwodaysafter theevent.12.Preparefinalreportabouttheevent EventCoordinator Twodaysaftertheevent13.SubmitalltheexpensedetailstotheHoDandAccounts EventCoordinator Five daysaftertheevent
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SOPFOR LEADINGUPTO DEGREEAWARDINGCEREMONY

Objective:Toelaboratetheprocedureforgraduationdayceremony.
Responsibility:

 Alltheteaching/non-teachingstaffmembers
 ControllerofExamination
 HeadsoftherespectiveDepartments
 Dean

Procedure:

Sl Activities Responsibility Remarks1. ConfirmationwithControllerOfExaminationsregardingthearrivalofdegreecertificate. Principal&HoDs AfterConvocationoftheaffiliatedUniversitygetsover
2. Checkwithconcernedteacherwhether degree certificates areinlinewithProvisionallist. HoDandCoE AfterconsultationwithExamcell
3. Selectingandfinalizingmembersforexecutingdifferentroles /responsibilities Dean 20daysbeforetheceremony.
4. Selectachiefguestanddate. Principal AnyConvenientdaybasedonavailabilityofChiefGuest.
5. Intimationtograduatesthroughmail,WhatsApp,Facebooketc. HoDs& Mentors Oncethedayisconfirmed,intimationshouldbemade.
6. Registration shouldbedonethroughonlineformhostedintheCollegewebsite,Mentorsshouldkeep a track on the numberofregistration.

HoDs&facultymembers Inadailybasisregistrationmadeshouldbemonitored.
7. Invitationshouldbedesignedandsent tograduatesandDignitaries. Principal,HoDs&allfacultymembers 10daysbeforetheceremony.
8. Backdropbannershouldbedesigned. Principal&HoDs 3daysbeforetheceremony.
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9. Processofphysicalregistration RegistrationCommittee On thedayofCeremony.
10. Seatingarrangement,Hallarrangement,StageArrangement. VenueCommittee Adaybeforetheceremonyallarrangementshouldbemadeatthevenue.
11. ArrangementsofCertificates CertificateCommittee Adaybeforetheceremonyandonthedayofceremony.
12. AgendaoftheCeremonytobedecided,Pledge,Rulestobefollowed by Graduates insidethehalltobefinalized. Dean 10daysbeforethecommencementoftheceremony.
13. InvitationtoPress,PressReleaseCirculationofthesametomediahouseandposting onsocialmedia. PublicityCommittee Adaybeforetheceremonyandonthedayofceremony.
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SampleProgramSchedule

Ideal Institute of TechnologyCONGREGATION
forthe Conferment ofDegreesMonthDay,20XXatXX:XXAMORDEROFPROCEEDINGSXX:XX TheCongregationwilltakeseats.XX:XX The Academic Procession willentertheHallXX:XX FelicitationofGuestsontheDias&LightingUpoftheCeremonialLampXX:XX TheVice– ChancellorwilldeclaretheCongregationopen.XX:XX Welcome AddressbythePrincipalXX:XX ReviewofEventsbytheRegistrarXX:XX TheVice-ChancellorwillconfertheDegreesXX:XX TheChiefGuestwilladdresstheCongregationXX:XX TheVice-Chancellor willdeclaretheCongregation closedXX:XX NationalAnthemXX:XX TheAcademicProcession,headedbythePrincipalandtheVice–Chancellor,willleavetheHall

TheCongregationisrequestedtostandduringtheentry&exitoftheProcession

Note:Theformatofprogramscheduleisindicativeonly.Appropriateamendmentsmaybeincorporated
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SampleLetter to be senttoVCMUforconferringdegree

DegreeAwardingCeremony20XX

DearSir,GreetingsfromIdeal Institute of Technology!YouhavebeenkindenoughtograntusyourprecioustimeandconsentforholdingDegreeAwardceremonyforthepast years.WeshallbemuchobligedforyourkindconsentandpresenceforourproposedDegreeAwardCeremonyinthe weekof 20XX.Hence,wewouldappreciateifyoucouldkindlygrantboththepermissionandthedatethatisconvenienttoyoutopresideovertheceremony.Kindregards
RegistrarIdeal Institute of Technology

Note:Thesampleformatisindicativeonly.Appropriateamendmentsmaybeincorporated
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SamplePressInvitation

PressInvitationDearSir/Madam,GreetingsfromIdeal Institute of Technology…!!!Ideal Institute of Technologyis a premier institution under Ideal Foundation whichis going toorganize __ Degree Award Distribution Ceremony on dd/mm/yyyyatDr. B.C.RoyAuditorium,IIT wadafrom onwards.XXXstudentsofIdeal Institute of TechnologywillbeawardedtheDegreeCertificateby-HonorableViceChancellor -MU.It is a matter of great pleasure inviting you along with your media personnel toattendandcovertheeventasperaforementionedschedulefollowedbylunch.Looking forwardtoyourgracefulpresenceandinvolvementtomaketheeventsuccessful.ThankingYou.SincerelyYours,
PrincipalIdeal Institute of TechnologyRSVP– NameofPublicitycommitteein chargewithcontactdetails

Note:Thesampleformatisindicativeonly.Appropriateamendmentsmaybeincorporated
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InvitationLetterforDelegatesToNameoftheDelegateDesignation &AffiliationAddress
Sub:DegreeAwardingCeremony20XXItisamatterofgreatpleasuretoinviteyoutograceourDegreeAwardingCeremonyondd/mm/yyatB.C.RoyAuditoriuminourcampus.Whileyourpresencewillcertainlycheerournewgraduates,pleasebeseatedbyamastheproceedingsbeginat sharp.Lookingforwardtogreetingyouontheday.

Principal

RSVP:
________________________________

Note:Thesampleformatisindicativeonly.Appropriateamendmentsmaybeincorporated
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InvitationemailtobesenttoGraduates

Sub:InvitationtoDegreeAwardDistributionCeremony20XX-
forGraduate20XX

DearStudents,GreetingsfromIdeal Institute of Technology!Hopeyou are excited aboutthe celebrationof yourGraduationDayi.e. DegreeAwardCeremony 20XX, which is going to be held on dd/mm/yy in the auditorium ofIdeal Institute of Technology.It’sa daywhich comesonlyonceinaLifetimeforeverygraduateandcherishedfortheentirelifetime.TheRegistrationLinkisnowavailableatIIT wadawebsiteCentralTopPanel.MessageDisplay:__DegreeAwardDistributionCeremony________It is hereby requested to you to do online Registration Process immediately orcopypastethefollowinglinkintheaddressbartoregisterhttp://-----------------------------------------------------------andmaketheeventagrandsuccess!!Mybest wishesfor your progressiveand happycareer ahead.
FromIdeal Institute of Technology

Note:Theformatofallletters/E-mailsisindicativeonly.Appropriateamendmentsmaybeincorporated
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WorkingCommitteeforexecutingDegreeAwardCeremony

CoreCommittee:Controller ofExamination, IITwadaAsst.CoE,IIT wadaOIC–Exam,IIT wada
Committee AssignedResponsibilitiesAnchoring & Front StageManagementCommittee AnchoringtheentireprogrampreparingtheprogramscheduleFrontstagemanagementBack StageManagementCommittee: 1. Preparingcertificate(withallsortsofnecessaryfeatures,signature,hologrametc.)infinalform.2. Finalarrangementofthedepartmentwisecertificatesoftheawardeesafterphysicalregistration as per thefinal list and hand it overtotheteamofBackStagemanagementatleast15min.beforethecommencementoftheprogramme.3. Guiding each of the present awardees forproperdressupbeforeenteringthehall.4. Certificatesdistributionprocess.Logistics-Stage PreparationandDecorationCommittee: Logistics-StagePreparation  and  Decoration  includingsoundsystem&Robe(ForAwardee).Invitation,Reception&Refreshmentofexternalexperts: 1. Allsortsofinvitationofthedelegatesfortheprogramme.2. Reception&Refreshmentofalldelegatesfortheprogramme.3. Robefordelegates.Hallmanagement Committee: 1. Pastingnamesonchairs&maintainingpropersittingarrangement.2. Ensuringallaudienceiskeepingtheirphoneinsilentmode.3. Guidingawardeesfromseattostageandthenstagetoseatduringcertificatesdistributionprocess.4. Maintaintheoveralldecorumofthehall.
RegistrationCommittee: 1. Completion of department wise onlineregistrationof the awardees willing to be presenton thatdayandpreparationthedepartmentwiselist(alphabetically) at least one day before the dateofceremony.2. Completionofdepartmentwisephysicalregistrationof the present awardees and preparingthedepartment wise final list alphabetically(strikethroughtheabsentees)atleasthalfanhourbeforethecommencementoftheprogramme.PublicityCommittee: OverallPublicity  of  the  programmeincludingwebsite,electronic&printmedia.
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RefreshmentCommittee Arrangement&awardees. distribution of refreshment for thePhotographyCommittee 1. Still photography inside the hall (Ensure onephotoofeachawardeeatthetimeofreceiptofcertificate).2. Full video coverage of the programme insidethehall.3. Stillphotographyinstudiowhichhastobearranged inAuditorium of CMS building(EnsureonephotoofeachawardeeaftercompletionoftheprogrammeinsidetheB.C.RoyAuditorium).TransportCommittee: Arrangementofallsortsoftransportsrequiredfortheprogramme(includingcarsfordelegates).
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SOPFORAWARDSANDAPPRECIATION

Objective:Torecognizeandfelicitatetheoutstandingperformersindifferentcategories.
Responsibility:AwardandAppreciationCommittee

Sl. Activities Responsibilities Tentative
Days1. FormationofAwardandAppreciationCommittee Dean 30daysbefore

2. Identifyingdifferentcategoryofawards AwardAppreciationCommittee and Immediatelyaftertheformation3. Evaluatingthebudgetandsubmissionwith detailed proposal toPrincipal/Registrarforapproval AwardAppreciationCommittee and 25daysbefore
4. SelectingtheChiefGuest Principal AsApplicable
5. Preparingthelistofawardwinner AwardAppreciationCommittee and 20daysbefore
6. Arrangements for award /cash/memento proceeded byfinalizingofvendorandhandingoverworkorderforexecution.

AwardAppreciationCommittee and 18daysbefore
7. Design/PreparetheCertificatefortheawardee AwardAppreciationCommittee and 15daysbefore
8. Intimatingawardeesandsendinginvitation AwardAppreciationCommittee and 10daysbefore
9. VenuePreparation LogisticsCommittee 7daysbefore
10. Arrangementofrefreshmentfortheguest&participants RefreshmentComittee 7daysbefore
11. Publicity PublicityCommittee Pre&Post event
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12. PresentingtheawardtothewinnerbyChiefGuest Chief Guest/Principal Ontheday
13. Sendingcongratulationsnotealongwiththephotographoftheceremonywiththeparticipants AwardandAppreciationCommittee One dayaftertheprogram14. PreparationofReport AwardandAppreciationCommittee

Twodaysafterthe program
15. Submission of bill and statementofexpensetoaccounts AwardandAppreciationCommittee

Five daysaftertheprogram
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SOPFORCONDUCTIONOF TECHNICALSYMPOSIUM

Objective:ToelaboratetheprocedureforconductingTechnicalSymposium.
Responsibility:

 Alltheteaching/non-teachingstaffmembers
 Eventcoordinators
 Institution(overall)coordinator
 HeadsoftherespectiveDepartments
 Dean
 Registrar
 Principal

Procedure:PreparationandsubmissionofaTechnicalsymposiumproposal totheManagement.
The followingdetails has tobedoneaspreparatory work:

 Selectionof  name  and  theme  for  thesymposium
 Selection ofmonth anddatetoconducttheevent
 Selectionoforganizingcommitteemembersfromeachdepartmentandeventcoordinators(staffandstudents)
 Discussionandfinalizationofeventstobeconducted byeachdepartment
 Selectionofvenueandtimingscheduleto conductevents
 Designofwebsite,postersandinvitationfortheevent

Thefollowingdetails has tobepreparedforconductingevents
 Preparingthecallforproject /papersand poster presentation with topicsandthemes
 Publicizethecallforproject/papers(viaawebsite,email,regularmail)withdeadlineforpropersubmission
 Findreviewersandestablishtheirareaofexpertise
 Acceptproject/papersubmissions(viawebsitesubmission,email)
 Sendoutconfirmationsofreceiptofproject/papersubmission
 Assignreviewerstoeachproject/paperandCirculatethepaperstoeachreviewer
 FollowupwithreviewerstoensuretheyareontrackandCollectreviewercomments
 Make the final project / paper selections.Notifyparticipantsforacceptanceorrejection
 Prepare acceptedlistofproject/papersforpresentationonthedayoftheevent
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RegistrationProcess

 Determineearly-birdandfinalregistration dates
 Decideonaregistrationprocedure
 Determine theprice forthesymposium
 Determine which payment options you will accept (e.g. cheque,visa,MasterCard)
 Decideonacancellationpolicy
 Create the registrationform,includingadditionalitemssuchas:Mealsanddietaryrequirements,Accommodation,Transportation,Sessionsand workshops
 Publishyour registrationform(onlineand/oronpaper)
 Send confirmation of registrationtoparticipantsuponreceiptofpaymentArranging  student  and  staff

coordinators  for  various  committeeEstablishingvariouscommittee.
GuestofHonorandJudgesfortheevents

 Researchandselectjudgesfortheevents
 Arrangeforspeakeraccommodatio nandtransportationandconfirmarrivaltimes
 Arrangeforspeakercompensation

BudgetPreparationfortheeventPrepareadetailedbudgetfortheeventwiththefollowingdetails
 Stationaryforconductingevents
 Certificates,posterandinvitation
 PurchaseofRegistrationkit(File,notepadandpen)
 Registrationfeedetails(foreacheventoracommonfee)
 Decideonregistrationfeeamountforinternalandexternalparticipants
 Teaandrefreshments
 Lunch
 Giftsand honorariumforchiefguest
 Prizeamountforeventwinners

SubmissionofeventproposaltoManagingDirectoralongwiththeabovedetails.
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SOPFORHOSTEL

1. HostelRules&Regulation:

 Studentshouldreadthe rulesbefore signingtheapplicationform.
 Rulestobedisplayedinthehostelalso.
 No Boarder shall remain absent from the Hostel without permission from theWarden.They should simultaneously inform the Hostel Warden in writing the absence.StudentshallnotleavethestationwithoutpriorpermissionoftheWarden.
 Food cannot be served to boarders in their rooms except for valid reason ofillness.AnysuchserviceshallrequirepriorpermissionfromtheWarden.
 No extra person is permitted to stay in the room of any boarder whatsoever maybetheirrelation.
 Any student, whose name is removed from the rolls of the Institution, shall bythatvery fact, cease to have any right to occupy a room in the hostel and must vacateit.Accordingly,he/sheshallnotbeallowedtotakefoodfromhostel.
 Students are not allowed to put up any notice or convene any meeting of anysortwithin the hostel premises except the meetings of Hostel ManagementCommitteewithoutthepermissionoftheCollegeAuthority.
 The room of any boarder can be inspected any time by warden/assistant wardenorbyanymemberoftheCollegestaffauthorized bythePrincipal./Registrar.
 Cleanliness: Students shall keep their room, Corrridor and surrounding areastidy,neat and clean at all times and shall not throw anything including rubbish, insuchplaces or any premises in the hostel except in the dustbin or the placespecificallyprovidedforthesaidpurpose.Nostudents shallstoreanycookedfoodintheroom.
 Visitors/parents are allowed to visit a student only in the visitor’s lobby on theservicefloor between 9.00 am to 11.00 am and 6.00 pm to 8.00 pm on working daysandbetween 11.00 am to 5.00 pm on Sundays and public holidays.No student shalltakeanyvisitorincludingher/hisparentstotheroom.Theparentsshouldgiveanundertakingtocooperatewiththeauthorityand shouldbeavailableoncall.
 Studentsareadvisednottowastefood.Outsidersarenotallowedinthecanteenarea.Hostel warden will be present at Canteen area during Breakfast/Lunch/Dinnertime.TimingsforCanteen.Breakfast-8.30amto9.30amLunch -12.30 am to 1.30 pmDinner-8.30pmto10.00pmThesetimingsshallbestrictlyfollowedbythehostellers.
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2. AdmissionProcedureofHostel

 Studentshould applyatleast 7daysbeforefor accommodation.
 ApplicationformwithattachedonepassportsizephotographwillbesubmittedtotheHostelWardenforhostelaccommodation.
 Admission form for hostel accommodation has to be endorsed bytheRegistrar/AdministrativeOfficer.
 AdmissioninthehostelwillbeprovisionalsubjecttoAllowedtoKeepTermRule.
 RoomInventoryformwillbefilledduringcheck-in&Checkoutbythestudentsinthehostel.
3. IssuedRelatedtoParents/Relatives/Visitors
 Parents/Guardiansshouldgiveanundertakingtoco-operatewiththeHostelWardensand should be available on call as and whenrequiredand disclose allcontactdetails.
 Parents/Visitors are advised not to insist on entry beyond the designated areaorvisitingroomasitshalldisturbotherstudents.
4. Use OfElectronic/ElectricItem
 Each student shall use only electric connection already fitted to their rooms. Usesofallun-authorizedelectricappliancessuchasheatersreSTRICTLYPROHIBITED.
 StudentsshallNOTbring anyextra furnitureor other fixturesin theroom. Allfurnitureand fixtures in the rooms allotted to students shall be cared for property.Studentsshall be penalised financially for any item found missing from their room.Studentsshall also be penalisedif theywill fully damage or have been damagedonaccountofmisuseorunfairwearandtear.
 Students shall not interchange any furniture/ fixture from one point/location inthehostel to another. Besides a penal recovery, students involved in such activitiesshallbeexpelledfromthehostel.
 Theft/damages to hostel assets in common areas/corridors shall be recoveredfromallstudentsoftheflank/winginvolved.Incaseoftheft/damagetoitemsthatpertaintousage by the complete hostel, the recoveries shall be made from all thestudentsinvolved.
5. InductionProgramme:TherewillbeacommonInductionprogrammeforthe Hostelstudentswherestudentswouldget an opportunitytointeractwiththestudentsofHostel.
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6. CelebrationofBirthdays

 ItshallbewithpriorwrittenpermissionoftheHostelAuthorities.
 Itshallbeheldinacommonplaceforonetotwohoursbetween8.00pmto10.00pm.Thereshallnotbeanykindofphysicaldiscomfort.
 Nooutsideguestwillbeallowed.
 Violationoftheruleshallbe penalized.

7. AttendanceofStudentsinHostel

 Undertakingformwillbetakenfromstudentsforattendance.
 Nostudentwillbeallowedafter8.00pmintheHostelPremiseswithoutpriorpermissionoftheHostelAuthorities.
 Attendanceofthestudentsinthehostelwillbetakenstrictlybetween10.00pmto10.30pm.
 StudentsarenotallowedtoremainabsentfromtheirhostelduringthenighthourswithoutpermissionoftheWarden.
 Anylatecomerwillhavetosignin aseparateregister.
 StrictDisciplinaryactionwillbetakentothelatecomerswhichmayleaduptosuspensionfromtheHostel.


8. Rules for Hostel Leave :- Noboarder will be allowed to leavethe hostel in the mid ofthesemester, In that case student must have to submitHostel leaving application to theWardenOne month before. Before leaving the hostel, they must have to clear all dues ofthehostel&theyhavetotakeclearancecertificateissuedbyA/Csection,failingwhichtheirduewillbecontinued.
DisciplinaryactionasperIIT
wadaCodeofConductshallbetakenagainststudentsviolatingHostelRulesandRe
gulations.1. Itshouldbeclearlyunderstoodbyallresidentsthatnotenancyshallbecreatedbytheiroccupation or use of hostel premises and property andthat each of them is merelypermitted by Management, under the rules and regulationsframed by the Managementwhich can be changed, altered, modified, varied wholly orpartly and can be replaced byManagement at their discretion and without assigningany reason for same. Uponsuchrevocationtheresidentshallnotbeentitledtostayand/orentertheHostel/Instituteoranypartorportionthereof.Ifshe/hedoesnotleave,she/heshallbeliabletobeforciblyremoved.2. Anymisleadingorfalsestatementorinformationintheapplicationformshallrendertheadmissionforterminationandonsuchtermination,studentsshallnotbeentitledtostay
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and/or enter the hostel or part thereof. If she/he does not leave the premises of theHostelshe/heshallbeliabletobeforciblyremovedfromthehostel.3. The management reserves the right to terminate the occupancy of the student foranywilful disobedience or defiance of authority, non-observance or frequent violationofhostel rules, causing damage to person or property or indulging in anti-nationalorundesirable activities. In such cases the deposit shall be forfeited and fees will NOTberefunded.4. Everystudentshallstayintheaccommodationallowedtohim/herbytheauthority.Anychange accommodation without the permission will not be allowed and mayinvitedisciplinaryaction.5. The hostel warden shall provide students, keys of the allotted room. Students shallNOTuseother lockandkeyforlockingtheirrooms.Studentsareresponsiblefortheirpossessions of all valuables and they should be kept in the cupboard. Studentsshall notleave mobile, ornaments and other valuables unguarded. Students cannotchange lockandkeywithoutthepermissionoftheHostelwarden.6. Strictsilenceshallbeobservedinhostelfrom12.00amto6.00am.Careshouldbetakenat alltimes to ensure that music/loud talking is NOT audible outside the room. Anymannerof festivities and noise making/celebrations will not be entertained, whichmaycausedisturbancetootherinmatesinthehostelpremises.7. No gamblingof anykindshallbe allowedonthepremisesof thehostel .8. No student shall bring or store any firearm, ammunition, explosive andinflammablegoodsonthepremisesofthehostel.9. Students shall not bring, take and/or drink any alcohol/ intoxicating drink, drugorsubstance of any kind what so ever and/or smoke inthe room and/or any partofpremises. The same shall apply to visitors also. An occurrence of such behaviourshallinvitestrictdisciplinaryactionleadingtorusticationfromtheHostel.10. Students shall not drive any pegs or nails into walls or stick posters on walls,windowsanddoors.11. Hostel authorities will not be responsible for any loss of money, jewellery orpersonalbelongings of any student. Students are advised not to keep anycash/jewellery or anycostlyitemsintheroom.12. RagginginanyforminBANNED.Itisacognizableoffenceandviolationwillinviteactionas perlaw of the land in addition to rustication from the Institute. Being a silent spectatorand notreporting/stopping others indulging in ragging is also an offence and will invitesimilardisciplinary action. Accepting/undergoing ragging and not reporting to thisisalsoanoffence.PleasereportanyincidentimmediatelytotheWarden/CollegeAuthority.13. . Electricity Restrictions: No electric appliances shall be permitted in the room,failingwhichtheHostelAdministratorwillhavetherighttoconfiscatethegadget.Thelightsinthebathroomshouldbeusedonlyasandwhennecessaryandshallnotbekeptonwhenthebathroomisnotused.Whileleavingtheroomstudentsshouldtakecaretoputoffthelights and fanswithout fail. In case of default, a fine will be charged on every suchoccasion.
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UNDERTAKINGBYTHESTUDENT

I……………………………………………………D/O-S/O,Mr./Mrs.…………………………....staying  inRoom No.…………………  in........................................................HostelhasreadtheaboveRulesandRegulationsandIundertakethatIwillsignontheattendanceregisterbefore10.30pm(unlessexempted)failingwhichshallbeliableforcensure/fine/disciplinaryaction.Name of  the Student: …………………………………………………………………………Programme:……………………………………  Year:…………………………………….Signature oftheStudent………………………………Date ……………………………
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UNDERTAKINGBYTHEPARENT

I F/O - /M/O Ms. /Mr.who is studying inandresidinginHostelinRoomNo. ,hasreadandunderstoodtheaboveRulesandRegulationsandIundertaken that I will cooperate with theHostel Authorities and I will also provide allthemedicalinformation,ifany,ofmywardtotheHostelAuthoritiesandwillbeavailableoncallandpromisetovisitandtakecareofmyward,asandwhenrequired.MyContactDetailsare:
Iherebyundertakethatmywardandmeareresponsibleforincidents,whatsoever,andensurethatmywardshallfollowthenormsofSymbiosisInternationalUniversitycodeofconductwhilehe/sheisinsideoroutsidethehostel.NameoftheParent:Signature Date:
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UNDERTAKINGBYTHESTUDENT-NIGHTOUTNameoftheStudent:
Stream:RoomNo: Year
Purpose:
NightOut:
ContactNumber:
Iherebyundertaketoreturnonexpiryofthepermittedduration.Iwillbebackat(time) (date).I hereby undertake that I am solely responsible for the incidents, whatsoever, and thatIshallreturnontheexpiryofthesaidduration.SignatureoftheStudent Date:
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SOPFORHOSTELQUALITYCOMMITTEEMEETING

Objective:Toelaboratetheprocedureforhostelqualitycommitteemeeting
Responsibility:

 AdministrativeOfficer(AO)
 HostelWarden
 HostelStudent CouncilMembers(Each year)

Procedure:

Sl. Activities Responsibility TargetDates/Day
s

1. Meetingtobeconductedinthehostelpremises AO&HostelWarden 15thofEverymonth

2.
Discussionwillbeonthefollowing:

 HostelFacilities
 StudentSicknessMonitoring
 MenuDiscussion
 RoomFacilities
 WaterFacilities
 InternetConnection
 StudyHour’sDiscussion
 AttendanceMonitoring
 Housekeepingfacilities
 MedicalEmergencies
 OtherGrievances

AO&HostelWarden NotApplicable

3. Necessarystepstobetakenincaseofanycomplaints Principal,Registrar,AO&HostelWarden. One or twodaysafterthemeeting4. ActionTakenReportshouldbepreparedandpresentedinthenextmeeting. AO&HostelWarden. SetDate
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SOP FORCANTEEN

A. CanteenQualityandHygieneControl

Objective:Tomaintainstandardandqualityoffoodservedandtoregulatecleanliness&hygienewithinthecanteenpremises.
Responsibility:CanteenManagerCanteenSupervisorAllCanteenStaff
Sl. Activities Responsibility

1.
DressingStandards:

 AllCanteenworkersmustwearcleanclothespreferablyuniform.
 Also, Canteen workers must wear gloves,apronandhair net or capeither disposableortobewasheddaily.

CanteenSupervisorandAllCanteenStaff

2.

Maintenanceof Hygiene:
 PlacingofhandwashinKitchen&Diningarea.
 Cleaningofhandsbeforepreparingfood.
 Mopping and dusting is done in morningandafternoon.Thefrequencymayincreasebasedontherequirement.
 Immediate cleaning after the spillage ofthefood.
 Maintenanceofcovereddustbininsidethekitchenandoutsidethediningarea.
 InsectRepellanttobeplacedincanteenpremises.
 Eating/Drinkingisnotallowedinthecookingarea.
 ChewingtobaccoandSmokingisstrictlyprohibited insidethecanteen premises.

CanteenSupervisorandAllCanteenStaff

3.
MaintainingQuality:

 Certifiedfoodcommodities(Agmark/FSSAI)areallowedforcooking.Nolooseitemslikeoil,spices,etc.mustbeallowed.
 Foodgradedisposableispreferred.
 Regularinspectionto becarriedout.
 Asuggestion/complaintboxmustbeinstalledinthecanteenwhichshouldbecheckedregularbasisandactionshouldbetaken.
 Prices of all available food item for sale tobedisplayed (including packagedfood).

CanteenManagerCanteenSupervisor
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B. CanteenCommittee

Purpose:ThepurposeofthisStandardOperatingProcedure(SOP)istoensureproperfunctioningof theInstitute Canteen in serving the Students, Staff and Guests of the Institute andtogiveguidelinestotheCanteenCommitteeforsmooth runningoftheCanteen.
Scope:Applicableforall theeventsintheinstitute
Responsibility:Thecanteencommitteemembers
Structure:TheCanteenCommitteeisheadedbyaProfessoroftheInstituteandComprisesmembersfromthefaculty,AdministrativeOfficerandstudentsoftheInstitute.TheCommitteeshallmonitortheaffairs of theInstitute Canteenunderthedirections ofthe Management.
DetailsofActivities:

 TheCommitteeshallmeetatleastonceinamonthtoreviewthefunctioningoftheCanteen.
 Thesuggestionsgivenbythemembersandtheresolutionsmadeinthemeetingsmustberecordedintheminutesofthemeeting.
 Themenuforbreakfast,mealsandsnacksarefixedbytheCommitteeandasub-committeewilllookintomonitoringoftheimplementationofthemenusuggested.Thefollowingsub-committeesareformed:

 forfixingandmonitoringthemenu.
 forverifyingthequalityofprovisionsandvegetablesetc.andalsoforverifyingthequantityandqualityofvariousfooditems.
 forcheckingandensuringcleanliness.
 forcheckingdisciplineinthecanteen.

 ThenamesofthemembersoftheCanteenCommitteewillbedisplayedintheCanteen.
 OrderingofSnacks,Lunchetc.:Snacks&lunchcanbeorderedbytheproperauthority.
 Thestandardformatwillconsistofthe detailsasgivenbelow:

 Dateandtimeofsupply.
 Placewheretheitemsaretobesupplied.
 DetailsofsnacksorMenuforlunchetc.
 No.ofpersons for whicharrangementistobemade.
 Therate on which boththe Officer arrangingandtheCanteen In-chargehadagreed.
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PassingonAdvanceInformationtoCanteen:
 Sufficient advance information is to be given to the Canteen regardingexpectedcongregation of students or staff or public or VIPs etc., so thatarrangements canbemadefortiffinorlunchorsnacks.
 The information regarding closure of the Institute for a holiday or cancellationofclassworkshouldbepassedontothecanteentominimizelosstotheCanteen.

Recordstobemaintained:
 MinutesoftheCommitteemeeting
 Complaint file
 Actionfile
 Circularfile
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SOPFORCAMPUSCLEANLINESS

Objective:Tokeepthecampuscleanandmaintainthehygiene.
Responsibilities:SupervisorAdministrativeOfficerHousekeepingStaff

1. ClassRoomCleaningPriority Task Frequency1 Dustmoptile floors Daily2 Disinfectdoorhandles(insideandout) Daily3 Emptytrashreceptacle Daily4 Straightenand cleanfurniture Daily5 Cleanchalkboardsandchalktrays Daily6 Spotmopfloor Daily7 Dustmonitor/overheadprojector Daily8 Check for burnedoutlights Daily9 Dampmopfloorofclassroom Weekly10 Wipeall  horizontal  surfaces,  includingstudentdesks Weekly11 Washtrashreceptacles Monthly12 Dustlightfixturesandclock Monthly
2. LaboratoryCleaning:

Priorit Task Frequenc1 Dustmoptile floors Daily2 Wetmoponfloors Daily3 Emptytrash/wastepot(Physical,chemicalandbiologicaltrashes) Daily4 Straightenand cleanfurniture Daily5 Disinfectandcleanallsinksandfixtures Daily6 Cleanallworkingsurfaces Daily7 Dustingofmachine/equipment Daily8 Spotcleanwalls, doors, jamsandwindows Weekly9 Washtrashreceptaclesandsanitaryboxes Weekly10 Cleaningofstudentslockers Monthly11 Dustceilingandlightfixtures Monthly
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3. Corridor,Elevator&StaircaseCleaning:Priority Task Frequency
1 CleanStaircase Daily
2 Cleananddisinfectdrinkingfountain(s) Daily
3 Emptytrashreceptacle Weekly
4 Spotmopfloor Weekly
5 Grills Weekly
6 Spotcleandoors,windowsandwalls Weekly
7 Cleanallhorizontalsurfaces,windowsanddoorwalls Weekly
8 Cleanmatsandgridsunder mats(ifany) Quarterly
9 Vacuum all supplyandreturn airvents Quarterly
10 Dustceilingareaandlightfixtures Quarterly

4. OfficeCleaning:Priority Task Frequency1 Emptytrashreceptacle Daily2 Spotmopfloor& dustmop Daily3 Dustmopandwetmopentirefloor Monthly4 Wipedownwindowledges Monthly5 Wetmoptilefloors Monthly6 Dustceilingareaandlightfixtures Monthly
5. Restroom/StaffroomCleaning:

Priority Task Frequency1 Disinfectallsinksandfixtures Daily2 Disinfectalltoilets,urinalsandfixtures Daily3 Disinfectall doorandpartitionhandles Daily4 Emptytrashandsanitaryreceptacles Daily5 Replacetrashlinersandfilldispensers Daily6 Cleanallhorizontalsurfaces Daily7 Sweepandwetmop(disinfect)floors Daily8 Cleanmirrors Daily9 Spotcleanpartitions/graffiti Daily10 Spotcleanwalls, doors, jamsandwindows Weekly11 Washtrashreceptaclesandsanitaryboxes Weekly12 CleanGrills Weekly13 Dustceilingandlightfixtures Monthly
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6. EntranceandLobbyCleaning:Priority Task Frequency1 Emptytrashreceptacle Daily2 Dust mopfloorsand mats Daily3 Dustallhorizontalsurfaces Daily4 Spotmopfloors(wet) Daily5 Disinfectdoorhandles(insideandout) Daily6 Dustmopandwetmopentirearea Weekly7 Cleanfloorgrills Monthly8 Dustceilingareaandlightfixtures Monthly9 Washtrashreceptacle Yearly
7. Garden/Loancleaning:Priority Task Frequency1 Sweepallsurfacesincludingfootpath Daily2 Collectionofstruckoffleaves,stemsetc. Daily3 mptytrashreceptacle Daily4 Cuttingofgrass,shrubs,herbsetc. Weekly5 Pumpingofplantwaste Weekly
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SOPFORCLASSROOMMAINTENANCE

Objective:ToelaboratetheprocedureforMaintainingtheclassroom.
Responsibility:

 Supervisor
 SystemAdmin
 Alltheteaching/non-teachingstaffmembers
 HeadsoftherespectiveDepartments
 Dean

Procedure:

Sl.Activities Responsibility
Targetdays1. Allotment ofclassrooms. department wise Dean 1stweekof June

2. AllotmentofindividualclassroomsforrespectiveClassstudents HoDs 1stweekof June3. Projectorscreensinclassrooms,ICTboardwithstylus SystemAdmin 1stweekof June4. Arrangement/Repair ofstudent’sDesksandteacher’sdesks/tables. Supervisor 2ndweekofJune
5. Repair of existingelectricaloutlets-Lightbulbreplacement Electrician 3rdweekofJune
6. Ventilation/WindowTreatments Supervisor 3rdweekofJune7. Routine services ormaintenance Housekeepers Everyworkingday8. Keepingtheclassroomcleanandtidy StudentsandTeachingstaff Everyworkingday9. Classroomsecuritywithlocksystem. Teachingteachingmembers. and non-staff Everyworkingday
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SOPFORLABORATORYMAINTENANCE

Objective:The procedure is to establish a controlled method for Inspection/calibration,MaintainingandUpgradingTeaching,AnalysisandResearchequipment.
Responsibility:

 HeadofDepartment
 Labcoordinator.
 TeachingAssistant(s).
 Labtechnician(s).

Procedure:

Sl.Activities Responsibility Target
days

1 Maintaintheteachingequipmentinventorylistandcalibrationscheduleandtoverifycalibrations/performancechecksineachlaboratory. TeachingAssistant(s) 1stweekofApril
2 MaintaintheAnalyticalequipmentinventorylistandcalibrationscheduleandtoverifycalibrations/performancechecksin each laboratory. Labtechnician(s) 2nd weekofApril
3 Teaching equipment that have a localsponsorshould have an Annual MaintenanceContract(AMC) from the authorized localsponsor.TheAMCshallberevisedandrenewedyearly.

TeachingassistantsandLabCo-coordinators. 3rdweekofApril
4 The “Equipment Calibration/Maintenancelog”hastobefilledand signedand kept in fileinHoDoffice andacopyinthe labcoordinator'soffice. Labcoordinators.&HoDs 4th weekofApril
5 Acopyoftheteachingequipmentmanualshallbekeptinsoft and/orhard copyinthelab. Lab-Coordinator,Teachingassistant(s) 1stweekofMay.6 Astickerwith“Calibratedondd/mm/yy”shallbepastedontheequipment. Labtechnician(s) 2nd weekofMay
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7 Checkif thereisasoftwareprogramthatprovidesadded enhancements over anearlierversionand/orreplacingahardwaredevicewiththat one provides greater performance thananearliermodel,
Teachingassistant(s)LabCoordinatorandHoD. 3rdweekofMay

8 Providingalistoftherequiredlabtoolsthatwillbeused in the next academic year, in order togetthembeforetheduedate.
Teachingassistant(s)and/orlabtechnician(s),HOD 3rdweekofMay

9 Maintaintheresearchequipmentinventorylistandcalibrationscheduleandtoverifycalibrations/performancechecksin each laboratory. Researcher(s) 4th weekofMay
10 Unusedoroutofperformanceequipmentshouldbemarkedwith astickerthattheequipment

“Outof serviceandnottouse”. Labtechnician(s) 4th weekofMay
11 Proper formslikeequipmentlisthastobemaintainedforconductinglabsbothinterandintradepartment. Lab technician(s)&Lab coordinator. Everyworkingday
12 Housekeeping register has to bemaintainedforlaboratories. Lab technician(s)&LabCoordinator. Everyworkingday
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SOPFORMENTORSHIP

Objective:Toelaboratetheprocedurefor Mentorship.
Responsibility:

 AlltheMentees
 HeadsoftherespectiveDepartments.
 Mentors

Procedure:

Sl.Activities Responsibility Targetdays

1. AllocationofmenteestotheMentors HoDsandMentors 1stweekofAugust
2. Categorizing thementeesbasedontheSWOT analysis and motivatingthembasedontheirlevels. Mentors 1stweekofAugust
3. Monitoringthe Mentees discipline. Mentors DailyBasis
4. ConductingMentorswardmeetingtocounselandtomotivatethementees. Mentors DailyBasis
5. ConductingtheMentorswardmeetingtoknowtheworkprogressandtheirinvolvement withtheiracademics. Mentors DailyBasis
6. RecordingoftheMinutesofMentorshipmeeting intheMentorLogbook. Mentors,HOD WeeklyBasis
7. Motivating the mentees to attendtheonlineCodingContestandothereventstoimprovetheirprogrammingskills. Mentors DailyBasis
8. Motivatingthementeestodoonlinecoursesandmonitoringthestatus. Mentors WeeklyBasis
9. Motivatingthementeestoparticipateinco-curricularandextra-curricularactivitiesconducted in other reputedcolleges. Mentors DailyBasis
10.Maintainingthementeerecordandmenteedatabase. Mentors Dailybasis
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11.Maintaining the master attendanceandlogbook Mentors Dailybasis
12.Maintaining thedailyandmonthlyattendanceofmenteesandsendingreportstoparents.Makingthementeeswhoarehavingattendancebelow80%tomeetHoD. Mentors,HoDs 1st Fridayofeverymonth
13.Collectingmentee leaveforms,ODformandextra-curricular&Co-curricularparticipationcertificates Mentors DailyBasis
14.Monitoring the Speakers Corner activityofthewards.Basedontheirperformancetheyshould betrainedand motivated. Mentors,SpeakersCornerInCharge DailyBasis
15.Analyzingthementee’sinterestinvariousdomains,sothattheycanbeallowed to participate in theeventsthatcontributetotheirinterest. Mentors DailyBasis
16.ProvidingOnDutytoparticipateintheworkshops,Symposiumsandotheractivitiesafterproper verification. Mentors DailyBasis
17.Preparingthescheduletotakeseminaronwhattheyhavelearntfromtheeventsparticipated. Mentors Withintwodaysaftertheevent
18. Ifthementeeshaveanygrievancesregardingtheirsubjects,itshallbediscussedwiththerespectivefaculties. Mentors,HoD TimelyBasis
19. IntimatingalltheparentsregardingtheAcademic ReviewMeeting (ARM). Mentors Oneweekbeforethemeeting.
20.

ConductingAcademicReviewMeetingto inform about the progress ofthementees,placementrelatedtraining,importanceofmandatorycourses,academicandco-curricularactivityperformance.
Mentors,HoD MonthlyBasis
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21.PreparingresultanalysisforInternalTestandEndSemesterexams. Mentors,HoDs After4daysfromthetest/Examcompletiondate.
22.SendinginternaltestmarksandEndSemesterexaminationmarkstoparents Mentors Afterfivedaysfromthetestcompletiondate.
23.SendingAppreciationletterstotheparentsofthosewhohavesecuredtop5ranksintheendsemesterexamination. Mentors,HoDs Aftertwodaysofresultannouncement
24.Forming the group for theplacementrelatedactivitiestotrainthemselves. Mentors Asandwhenneeded
25.PreparingscheduleandteamforMini–projects Mentors,HoD OneweekaftercommencementofClasses
26.ArrangingonedaytripforthementeestostrengthentheMentormenteerelationshipandbuildarapport. Mentors Once/Twiceinasemester
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SOPFOR COMMUNICATION SKILLENHAMCEMENT

Objective: Toelaboratetheprocedureforenhancingtheoral,writtenandpresentationskillsofstudents
Responsibility:

 Mentors
 HeadsoftherespectiveDepartments
 CommunicationExpert

Procedure:

Sl. Activities Responsibility Targetdates/days

1. Grouping of students based ontheirwritten,oral&presentationskills Mentors&HoDs
Endof1stweekafterOrientationProgrammeintheFirstYear/SecondYear(LateralEntryStudents)

2.
Grouping of students with average/poorwritten,oral&presentationskills:

 EnglishMediumstudentsnotreadytoshowcasetheirwritten,oral&presentationskills
 English medium studentsnotabletoenhancetheirwritten,oral&presentationskills
 Bengalimediumstudents

Mentors&HoDs End of 2ndweekafterOrientationProgrammeintheFirstYear/SecondYear(LateralEntryStudents)

3. Continuous& exclusivetrainingforallthethreedifferentneedbasedgroups CommunicationExpert/Mentors 3hours/week/Saturday
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4. MonthlyAssessment&SubmissionofReporttoHODs FromCommunicationExpertthroughMentorstoHoDs. 4thFridayofthemonth
5. SemesterAssessment&SubmissionofReporttoHODs CommunicationExpert/Mentors Finalworkingdayofthesemester.
6. Segregation of students basedontheirperformanceinFinalAssessment Mentor&HoDs 1stweek afterthecommencementofthe5thsemester
7. Continuoustrainingforthestudents, who are still notable togivetheir best inwritten,oral&presentationskills CommunicationExpert Tilltheendof6thSemester
8.

Encouraging students withgoodwritten,oral&presentationskillstoparticipateinnational&international level programmes/competitions Mentor/HoDs Continuouslyinthe3rd&4thyearsofstudy
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SOPFORMONITORINGDUTY

Objective:Tomaintainthediscipline inthecampusandregularityofallstudentsduringclasshoursonallworkingdays.
Responsibility:

 Mentors
 HeadsoftherespectiveDepartments
 DeanStudentAffairs

Procedure:

Sl. Activities Responsibilities1 Depute faculty members for each day tomonitorthedisciplinaryandregularityofstudentsinvariousvenues. AllHODs&Dean
2 Studentsshallbestrictlymonitoredfortheirproperdresscodeandidentity cardwithinstitutionlanyard. Allmembers Faculty
3 AttendancewillbenotedfromeachclassandsubmittedtorespectiveHODsbeforebreak. Deputedfacultyfortheday
4 Duringobservationifanystudentisfoundlate,he/shewillbewarned. MentorsandDeputedfacultyfortheday
5 Faculty may also exercise their own discretionforpermittinganylatecomertoentertheclassbygiving/withholdingattendance. HODs,Deputedday Mentorsfaculty for andthe
6 Strict action will be taken oncontinuousirregularitiesonanalyzingthereasonbehindit. HODs,Mentors
7 MentorsandHoDsshallcontinuouslykeeptrackofthestudent’sprogress. HODs,Mentors
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SOPFORCLUBACTIVITIES

Objectives:Tocoordinatetheclubactivities.
Responsibility:

 Clubincharge
 Clubcoordinators

Procedure:

Sl. Activities Responsibility1. IntroductionabouttheclubduringInductionProgram ClubCoordinator2. SharingthememberRegistrationformwithallstudents ClubCoordinator3. Registeringstudentsresponses ClubCoordinator4. Selecting clubcoordinators ClubInCharge5. Schedulingclubactivities ClubCoordinator6. Detailedinstructionsgivenabouttheactivity ClubCoordinator7. Discussionwiththestudentsaboutactivity ClubCoordinator8. Organizingandexecutingprograms throughclubs ClubIncharge&ClubCoordinator9. Preparationofreportandrecordingtheactivities. ClubIncharge&ClubCoordinator10. AnnouncementofResultandHonoring ClubIncharge&Dean
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FORSTUDENTSFEEDBACK

Objective:Tooutlinetheprocedureforstudent’sfeedbackregardingdifferentareasoftheinterest.
Responsibility:

 Mentor
 Allthestudents
 HeadsoftherespectiveDepartments

Procedure:

Sl. Activities Responsibility Targetdates/days

1. Preparationofformatforfeedbackandsendingtostudents. HoD
As anwhenrequired2. Mentorshallmonitorandcollectthefeedbacksfromstudents. Mentors&students3. Consolidatethecollectedfeedbackfromstudents HoD

4. Necessaryactionswillbetakenbasedonfeedbacks HoDandPrincipal
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AMENDMENTTOSOPs:

TheseSOPswillbestrictlyfollowedbyallconcernedandanychanges,modifications,andimprovementhereinwillberecorded/updatedintherevisionhistorygivenbelow: -
File.No SuggestedRevisioninbrief RevisingAuthority EffectiveDate Remarks (attachtherevisiondocument)

AmendmentsApprovedBy:
PrincipalDate:
AmendmentsApprovedBy:
RegistrarDate:



AboutIIT wadaIdeal Institute of Technology istheflagshipinstituteunderIdealFoundationEducationalInitiativespearheadingprofessionaleducationforoveradecade(Establishedin2013)withaspectrumof20distinctverticalsofprofessional programs at 8 educational institutions with a staggering enrolment of more than3500students.Ideal Institute of Technology is located at the academic and industrial hinterland of Mumbaisuburban.  The instituteofferscourseswhich areapprovedbyAICTEandaffiliatedtoMU.TheinstitutionhasbeenawardedAutonomousstatusbyUGCintheacademicyear2011,whichmakesitthefirstofitskindinMaharashtra.Theinstitutenurturesengineering&managementacumenofglobalstandards,innovationandprofessionalism entwined with free and passionate environment of idea exchange, skill enhancementwith a focuson integrity, ethics and human values. The institute takes pride of transformingtalentsandlifeofthousandsofitspresentandpaststudentswithanimpeccableprofessionaltrackrecord.
Mission

 Our mission is to provide excellent educational infrastructure and academic ambianceconduciveto higher learning by setting up centers of excellence and instill a sense of ethics andvalue systemamongthestudents.
 We are committed to provide opportunities to the students to develop their full potentialandprofessionalgrowthandtospreadthelightofhighereducation.
VisionOurVisionistogenerateastimulatingacademicenvironmentforhigherlearningandtobringaboutaharmoniousdevelopmentofpersonalityamongthestudentsbyfosteringleadershipvaluesandimportinghighdegreeofprofessionalskills
ObjectiveTo nurture research and knowledge initiative, to empower students with education andemploymentopportunities, to establish worldwide network with industry and to entrust ourenterprise as well aschangeourstudentswithsocialresponsibilities.


