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MANIBEN NANAVATI WOMEN'S COLLEGE

Conducted By :
SHREE CHANDULAL NANAVATI WOMEN'S INSTITUTE & GIRLS' HIGH SCHOOL

VALLABHBHAI ROAD, VILE PARLLE (WEST),
BOMBAY-400 056.

PERFORMANCE APPRAISAL OF
TEACHERS

(AS ADOPTED BY THE UNIVERSITY GRANT COMMISSION)

Name !

Qualification :

Date of Joining :

Institution where
employed previously :




SELF APPRAISAL

A. General Information :
(a) Name
(b) Date of Birth

(c)  Address (Residential)

(d) Designation

(e) Department

() Area of Specialization

(2} Date of Appointment
(i) In the Institution
(i) In the Present Post

(h) Honours Conferred

B. Teaching :

(a) Classes Taught

Phone No. :

Periods

Class

Assigned per week
*>L T/P

(1)

Taught in the year
L T/p

(2)

Steps taken for the
feaching of periods
missed during
absence of leave

(3

() U.G. (B.A./B.Sc., etc. Pass)
i{B.A./B.Sc, etc., Hons.)

(i) P.G. (M.A./M.Sc., etc)

(i)  M.Phil.

(iv) Any Other

* Te be filled at the end of every academiec year. _
** L — Lecture T = Tutorial P — Practical



- ———— =

(b} Regularity and Punctuality - S .. .

(© Details of course teaching plan, synopses of
lectures, and reading lists supplied to students
(give details separately)

(d) Details of participation in the following :
(i) University Evaluation
(i) Internal Ev.aluation
(iii) Paper Setting

(iv) Assessment of Home
Assignments

(v} Conduct of Examinations

{vi) Evaluation of Dissertation etc.

C. Details of Innovations/Contribution in Teaching, during the year:

(a) Design of curriculum
(b) Teaching methods

(c) Laboratory experiments
(d) Eva.luatioh. methods

(¢} Preparation of resource material
including books, reading materials,
laboratory manuals etc.

( Remedial Teaching/Student
Counselling (academic)

(g) Any other



D. Improvement of Professional Competence :
(a) Details regarding refresher courses/orientation attended, participation in summer schools, workshops.

seminars, symposia ctc. including open unuversity courses/M.Phil., Ph.D,
(If necessary give scparate list)

E. Research contributions:

fa) Number of students (M.Phil/Ph.D.)

At the beginning of Registered during Completed during
the year the year the year

M.Phil.

Ph.D.

(b} No. of research papers published (please enclose list)

(c) Rescarch Projects

Title of the Project Name of the funding agency Duration

(d) Details of Seminars, Conferences, Symposia organised

11



() Patents taken, if any, give a brief description

(f) Membership of Professional Bodies,
Editorship of Journals etc.

I'. Extension Work/Community Service :

(a) Please give a short account of your contribution to :

(i) Community work such as
values, of national integration,
secularism, democracy, socia-
lism, humanism, peace, scienti-
fic temper, flood or drought
relicf, small family norms etc.

(i) National Literacy Mission

(b) Positions held/Leadership role
played in organizations linked with
Extension Work and National
Service Scheme (NSS), or NCC or
any other similar activity.

G. Participation in Corporate Life:

Please give a short account of your contribution 1o :

(a) College/University / Institution
(b) Co-Curricular activities

(¢ Enrichment of Campus Life (hostels,
sports, games, cultural activities).

(d) Students Welfare and Discipline

(&) Membership/Participation in
Bodies/Committeces on Education
and National Development.

() Professional Organizations of
Teachers.



H. Assessment:

(a) Steps taken by you for the cvaluation of the course programme taught.

I. General Data:

State brief assessment of your performance indicating (a) achievements, (b} difficulties faced and
(¢} suggestions for improvement. '

Signature of the Teacher



J.  *Verification of factual data:

A.  General Information

B. Teaching

C. Details of Innovations/Conttibution
in Teaching, during the year

D. Improvement of Professional Competence

E. Research Contributions

F. Extension Work/Community Service

G. Participation in Corporate Life

ol ®
Signature of the Person Authoris®

* By a person to be nominated by Principal/Vice-Chancellor
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Confidential Assessment Report regarding ability and character
Name: . .
Period of Report
Post or Posts held durmg the
period of report: . E N RN AR NSRS AR RS SRR RS SR R ES RERR AR ERR RRE RS RRE RS ERE R RE
Department/Ofﬁce/ Sectlon
Leave taken during the perlod

E.L./C.L./Other Leave: . e enran e e s
Performance Assessment
Below
Sr. V.Good | Good Fair [ Average | Average
No. Item 5 4 3 2 1
I Technical Adequacy-
1. Industry

2. Application

3. Initiative

4., Neatness

5. Accuracy

6. Punctuality in work

7. Methodical and systematic
working.

8. Promptness in disposal

9. Regularity in attendance

10. Relations with Superiors

11. Relations with Colleagues

12. Relations with members of
public.

13. Dependability

14. Capacity to get work done

I1. General Impression-

1. General impression and
grasp

2. Leadership qualities

3. Level of knowledge
(related to the Section/
Department)

4. Tech. ability (wherever
relevant).

5. Spl. Complementary
aptitute qualities etc. other
than job requirements.




Sr.
No.

[tem

V. Good

Good

Fair

Average
2

Below
Average
1

[11.

Recommendation-

(a) Administrative ability
including judgement,
initiative, promptness and
drive.

(b) Fitness to continue in the
present post.

(c ) Fitness for promotion

(d) Any other item not
covered but which you would
like to record. Please specify
the aspect.

(e) Recommendation -
observation of the Reporting
Officer.

Date:

Place:

(Signature)

Note. - Items covered by I, I and III may not be applicable to all categories of
employees and in all cases. Where assessment in respect of particular item isnot
necessary, the Reporting Officer should stat in the column as NA (not applicable).
Assessment has to be done in five points scale i.e. Very Good, Good, Fair, Average

and Below Average.

Please mark ' \//in appropriate columns to arrive at final assessment.




Observation of the Reporting Officer

1. State whether the facts stated above are
correct. If not, state the correct facts.

2. Do you agree that the self-assessment is
honest and based on rational & impartial
self-observation. If not, give reasons why
you do not agree.

3. State whether the performance of Officer
during the period of self-assessment can
be rated as:

(1) Very Good, (2) Good, (3) Fair,
(4) Average, (5) Below Average.
4. Whether in your opinion the officer has -
(1) Potentiality to develop
(2) desire to develop
(3) Capability of making adequate
efforts to develop.
5. Any other remarks

Date:
Place: Signature ..........ccevnniennn.
Name and Designation of the
Reporting Officer.

Observation of Reviewing Office on the Report
(To be filled in by the Reviewing Officer)

1. Length of service under Reviewing
Officer during the period under report.

2. Do you agree with the Reporting
Officer or do you wish to modify or
add to his assessment ?

3. Observation of remarks to the em-
ployees and clarification from the
reporting Officer sought, if any.

4. Communication of remarks to the
employees and clarification from the
reporting Officer sought, if any.

Date: (SIgNAtUTE) .eeeeeeeeee e e

Place: Name and Designation of the
Reviewing Officer



Maniben Nanavati Women'’s College

FREE MEDICAL AID REQUEST FORM

Name

Date

Department

Grade / Level

Date of Joining

Confirmed

Free Medical Aid Amount
Applied For

Reasons for Availing
Free Medical Aid

MEDICAL FINANCE AID SANCTION / APPROVAL

Department Head

Signature

Approved / Rejected

Head of Institute

Signature

Top Management

Signature

(To be filled in by the Employee after the Approval for the Finance Aid)

| hereby declare that | have availed Free Medical Aid of Rs.

payable in -------m-mmmmemee-

installments (not more than 24). The same may be deducted from my salary from ------------- if | leave the
Institution within one year once | received the Finance Aid.

| agree to be bound by Free Medical Aid Policy of the Institute and be responsible for paying the entire
Free Medical Aid amount availed by me before leaving the services of the within one year, failing which
appropriate action (legal or otherwise) may be initiated against me by the Insfitute.

Rs 1
Revenue
Stamp
(Date / Signature of the Staff)
TO BE FILLED IN BY THE ACCOUNTS DEPARTMENT
Date Amount
Finance Aid Sanctioned Yes/No
Head of Institute Signature Top Management Signature




MANIBEN NANAVATI WOMEN’S COLLEGE

VALLABHBHAI ROAD, VILE PARLE (WEST),MUMBAI-400056.

NAAC Reaccredited ‘A’

Policy: - Free Medical Financial Aid (Staff Mediclaim)

Objective: To provide staff with financial assistance in medical emergency situations
when a salary is not enough to cover emergency financial requirement/s

Eligibility Criteria:

Medical Aid will be granted to the staff/s who is confimed and who have
completed a minimum of 2 years with the Institute from the submission date of
Medical Aid Application.

Staff can only avail up to a maximum of 1 Medical Aid after every 3 years.

Medical Aid will be granted in the following case and at the decision of the
Committee.

Medical Emergencies for Self / Spouse / Self Parents / Children

The basic criterion for eligibility is a genuine verifiable purpose for which the staff will
apply for a Medical Aid.

The maximum amount to be sanctioned as Medical Aid will be INR 50,000/-

The Medical Aid amount application should be recommended by the Committee
In charge and the Application must be submitted to the Principal (Head of Institute)
for the approval.

After proper approval the application should be submitted to the Accounts
Department for further process of Medical Aid amount.

Application for sanction amount will be subject to approval from the Principal. The
sanction amount will depend on the sole discretion of the Principal.

The mode of payment will be issued only by cheque to the hospital.

Amount Details

In case the staff decides to leave the institute within 12 months after taking the Free
Medical Aid, the entire outstanding will become due immediately, and shall be
recovered from his / her full and final dues. Relieving lefter and formalities of
clearance will not be completed unless all such dues are cleared. The Institute has
the right to recover any legal costs spent in recovering this amount from the staff.




Process of Avdiling Staff Medical Aid

The staff will have to fill in the Medical Aid Requisition Form and submit to the
committee In charge.

The Committee In charge must give his / her recommendations and forward to the
Head of Institute.

Head of Institute will thoroughly check his / her entittement and same will be
forwarded to Accounts Department for further process.

The forms checked in all respects shall be submitted to the Accounts department
through Committee In charge

Along with the Medical Aid forms following documents are to be attached:
Relevant original documents (Dr. name, Hosp name, Admission Card/Case Paper
Prescription, discharge Certificate, etc.)

Specify the reason for the same

The applicant must fill a Medical Aid application form (as per annexure). The duly
filed form is thereafter forwarded to Accounts department with Committee In
charges comments on it.

Committee In charge will forward the Form after check and verify the form details
The sanction / rejection of Medical Aid is finally at the discretion of the Principal
After the Medical Aid is sanctioned, an approval / advice is given by Head of
Institute Medical Aid to process the payment.

General Guideline for Staff Medical Aid

Management reserves the right to conduct the necessary due diligence prior to
sanctioning of the Medical Aid. The Medical Aid will be approved at the discretion
of the management/H.O.I and they will reserve the right of denial based on the
outcome of the due diligence, Institute status etc.

In case if the management observes that if any default/s or unauthentic in Medical
Aid issue, management/H.O.l reserves the rights to reject or to take the legal action
against the borrower.

Exception to Medical Aid Policy: All the exceptions to the above policy can only be
made / reviewed / appended with the due approval of Management/
Head of Institute.

\WW

Dr. (Mrs). Rajshree P. Trivedi

Principal "
Maniben Nanavati Women's olege,
Vile Parle (West), Mumbai - 400 058.




MANIBEN NANAVATI WOMEN’S COLLEGE

VALLABHBHAI ROAD, VILE PARLE (WEST), MUMBAI-400056.

NAAC Reaccredited ‘A’

LOAN APPLICATION FORM

Name Date
Department Grade/Level
DOJ Confirmed
Section Aided/ Unaided

Loan Amount Applied For

Reasons for Availing Loan

LOAN SANCTION / APPROVAL

Approved / Rejected
Office Superintendent Signature Principal Signature
(To be filled in by the Employee after the Approval for the loan)
I hereby declare that | have availed a loan of Rs. payable in installments (not more than 25). The same
may be deducted from my salary from 2020 to 2022.

| agree to be bound by Loan Policy of the Institute and be responsible for paying the entire loan amount availed by me before leaving the
services of the company, failing which appropriate action (legal or otherwise) may be initiated against me.

Rs 1
Revenue
Stamp

(Signature of the Employee)

TO BE FILLED IN BY THE ACCOUNTS DEPARTMENT

Date Amount

Loan Sanctioned Yes/No Installments due

Accounts Clerk Signature




NAAC Reaccredited ‘A’

MANIBEN NANAVATI WOMEN’S COLLEGE

VALLABHBHAI ROAD, VILE PARLE (WEST),MUMBAI-400056.

Policy: - Free Financial Aid (Staff Loan)

Objective:To provide employees with financial assistance in certain emergency situations
when a salary advance is not sufficient to cover emergency financial requirements

Eligibility Criteria:

Loans will be granted to employees who are confirmed and who have completed a
minimum of 2 years with the Institute on the date of loan application.

New loan will be sanctioned only after 100% of previous loan has been paid and there is
a 3 months gap before availing the next loan. In addition, employees can only avail up to
a maximum of 1 loan within a Two financial year.

Loans will be granted in the following instances and at the discretion of the
management.

Medical Emergencies for Self/Spouse/Parents/Children
Child Education
Marriage

Amount & Repayment Details

Maximum eligible loan amount will be up to Rs 50,000 for all grades of the employees
in the Institute.

Loan recovery will be in 24 EMI’s. This will be intimated to the employee at the time of
approval.

The repayment will be done by deducting the EMI’s from the salary every month.
Employees can close the loan by paying the entire outstanding during any time of the
payment period. In case the employee decides to leave the Institute, the entire
outstanding will become due immediately.

The employee shall give an undertaking to the Institute that in case of his death/ in lieu
of his leaving the service of the Institute, the College will be free to deduct his balance
loan amount not only from his dues like salary/ any reimbursement including incentive,
commission, performance bonus but also from his statutory dues like bonus, gratuity etc
or has to issue a cheque in the favour of the Institute.

In case of default in loan repayment amount or insufficient amount in his salary, the
balance shall be recovered from the guarantor/witnesses.

Relieving letter and formalities of clearance will not be completed unless all such dues
are cleared. Institute has the right to recover any legal costs spent in recovering this
amount from the employee.

All taxes as per Govt. Law will be applicable and will have to be borne by the employee,
including a perquisite tax, if applicable.



Process of Availing Staff Loan

= The employee will have to fill in the Loan Requisition Form and submit to the
Committee and Principal.

=  The Dept Head has to give his/her recommendations and forward to the Committee.

=  Committee will check his/her entitlement and same will be forwarded to Acc Dept for
process.

= The forms checked in all respects shall be submitted to the Committee.

= Along with the loan forms following documents are to be attached:

- Payslip
- Specify the reason for the same
- Documents for proof (Ration card/address proof/Pan card/One photograph)

General Guideline for Staff Loan

=  Management reserves the right to conduct the necessary due diligence prior to
sanctioning of the loan. The loan will be approved at the discretion of the management
and they will reserve the right of denial based on the outcome of the due diligence,
company status etc.

= In case of any defaults in repayment of loans, management reserves the rights to take
legal action against the borrower.

Exceptionto Loan Policy: All the exceptions to the above policy can only be made / reviewed /
appended with the due approval of Principal/Management.

YT el

Dr. (Mrs). Rajshree P. Trivedi

Principal -
Maniben Nanavati Women's okege,
vile Parle (West), Mumbai - 400 056.
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NON- TEACHING STAFF (Welfare/Career Development / Awards)

Training on “Handling Technical Infrastructure” by
Mr. Wishwas Patwardhan, 31.01.2020

Sur-Milap A musical Self-development activity lor all
non-teaching staff by Ms, Sangeeta Muley, 9.10.2019

Staff Achievements(Sports / Cultural

Cultural Events = 19.10,2009 Sports — 23, 122009
1) Best Dancer: Anita, Divya & Suresh 2) Best Diress: Pranali & Anushka 3) M=, Supriva Dholam, Ms. Keyaa Mukheree, Ms. U_iwad? Padhve,
Musical Chair Winners: Sakshi & Aarati 4) Woman of the Event: Anita Mr. Jayram Dihumal, Mr. Santosh Okate, Mr. Rajendra

T et




Staff Achievements(Sports / Cultural )

e T

Rotar

APADIA
DENT @ # @rcmnwc

Yoza Training to Admin Staff by Mr. Amol Shivade, Professional M=, Supniva Diolam, Ms. Kevaa Mukherjee, Ms. Lljwala Padhye, Mr
Physical Instructor at Madhuvan Farms, Alibag, 04.01.2020 Jayram Dhumal, Me. Santesh Okate, Mr. Rajendra Rathad

Sports Activity for Non-Teaching Staff conducted at Madhuvan Farms, Alibag, 04.01.2020




Staff Achievements (Felicitation by Management

Award of Merit conferred upon Ms. Keyaa Mukherjee in Award of Merit conferred upon Ms. Aarati Mahadik in
appreciation of her outstanding work in Administration by Ms, appreciation of her outstanding work in Administration by Ms.
Sucheta Shetty, Ms, Anuradha Pal was the Chief Guest, Sucheta Shetty. Ms. Anuradha Pal was the Chief Guest,
24.01.2020 24.01.2020

=

e .
SAANEE Y mamah s

Award of Merit conferred upon Ms, Aarati Mahadik in appreciation of
her outstanding work facilitated by Management




NON-TEACHING STAFF




MANIBEN NANAVATI WOMEN’S COLLEGE

(Affiliated to S.N.D.T. Women'’s University)

Conducted by : SHREE CHANDULAL NANAVATI WOMEN'S INSTITUTE & GIRLS’ HIGH SCHOOL
Vallabhbhai Road, Vile Parle (West), Mumbai-400 056.

Tel.: 2612 8840, Telefax : 91-22-2617 6196

NAAC Reaccredited 'A’ grade E-mail : mnwcollege @hotmail.com e Website : www.mnwc—sndt.org, www.mnwc-sndt.com

Chairman Mg. Committee , Principal

Smt. Himadri S. Nanavati Dr. (Ms.) Harshada Rathod
MNWC/2018-19/ 222 02/11/2018
To,

Dr. (Mrs.) Rekha Kaklotar

A/11(First Floor), Jai Bhavani So.,
A-G, Link Road, L.T.Nagar,
Sakinaka, Andheri - (E)

Mumbai -400 072

Dear Madam,

This is to inform ycu that the Scrutiny Committee which met on
30/08/2018 in the college to assess your CAS for the placement in the
Promotional from stage I to stage II, to the Post of Assistant Professor of
Economics Pay Band 15600-39100 with AGP at Rs. 7000/- Under new
revision of VIth Pay Commission Scales had already conveyed it’s decision
to place you in the Promotional Post of Assistant Professor of Rs. 15600
-39100 + AGP 7000/-w.e.£.10/07/2016.

Thanking you.

Yours faithfully,

- | /Bacq
“ n rinEi” él
Dr. (Mis.) HARSHADA g RATHOD
) PRINCIPAL
Mariben Nanavati Women's Collesw

Mumbdai - 463 057



MANIBEN NANAVATI WOMEN’S COLLEGE

(Affiliated to S.N.D.T. Women’s University)

Conducted by : SHREE CHANDULAL NANAVATI WOMEN'S INSTITUTE & GIRLS’ HIGH SCHCOL
Vallabhbhai Road, Vile Parle (West), Mumbai-400 056.

Tel.: 2612 8840, Telefax : 91-22-2617 6196

NAAC Reaccredited 'A' grade E-mail : mnwcollege @ hotmail.com e Website : www.mnwc—sndt.org, www.mnwc-sndt.com

Chairman Mg. Committee Principal
Smt. Himadri S. Nanavati Dr. (Ms.) Harshada Rathod

MNWC/2018-19/ 537 02/11/2018

To,

Mrs. Sheetal Govind Sawant
503, A - wing,

Siddheshwar Park,

Parsik Nagar, Kalwa (West),
Thane-400605

Dear Madam,

This is to inform you that the Scrutiny Committee which met on
30/08/2018 in the ccllege to assess your CAS for the placement in the
Promotional from stage I to stage II, to the Post of Librarian Pay Band
15600-39100 with AGP at Rs. 7000/- Under new revision of Vith Pay
Commission Scales had already conveyed it's decision to place you in the
Promotional Post of Librarian of Rs. 15600 - 39100 + AGP 7000/- w.e.f.
01/061/2017.

Thanking you.

Yours faithfully,
— Prlnél als. RATHOD
" PRINCIPAL

Manidban Nanavati Women's College,
Mumbal - 400 058.




MANIBEN NANAVATI WOMEN’S COLLEGE

BEST COLLEGE 2018-2019 Awarded by SNDT Women’s University, Mumbai

(Affiliated to S.N.D.T. Women'’s University)

Conducted by : SHREE CHANDULAL NANAVATI WOMEN'S INSTITUTE & GIRLS’ HIGH SCHOOL
Vallabhbhai Road. Vile Parle (West), Mumbai-400 056.

Tel.: 2612 8840, Telefax : 91-22-2617 6196

Estd.: 1972 _ =
NAAC Reaccredited 'A’ grade E-mail : mnwcollege @ hotmail.com e Website : www.mnwc—sndt.org

Principal

Chairman Mg. Committee Lo

Smt. Himadri S. Nanavati

MNWC/2021-22/ F4F 02/03/2022

To,

Dr. Rita Patil

511, Ekveera Apts,
Old Nagardas Road,
Andbheri (East),
Mumbai — 400 069

Dear Madam,

This is to inform you that the Scrutiny Committee which met on
02/03/2022 in the college to assess your CAS for the placement in the
Promotional from Stage IV to Stage V, to the Post of Professor of Food &
Nutrition Pay Band - 37400-67000, Grade Pay - Rs. 10000/,
Pay Matrix — 1,44,200-2,18,200, Level - 14 Under new revision of
VII" Pay Commission Scales had already conveyed it’s decision to place you
in the Promotional Post of Professor. Pay Matrix — 1,44,200-2,18,200,
Level - 14 w.e.f. 02/03/2022.

- Thanking you.

Yours faithfully,
w e AL

Dr. (Mrs). RajsheipalP. Trivadi
Principal

Maniben Nanavati WWomen's College,

Vile Parle (West), Mumbai - 400 056.



AN MANIBEN NANAVATI WOMEN’S COLLEGE

BEST COLLEGE 2018-2019 Awarded by SNDT Women'’s University Mumbai

@' & (Affiliated to S.N.D.T. Women's University]
% ‘t Conducted by : SHREE CHANDULAL NANAVATI WOMEN'S INSTITUTE & GIALS HIGH SCHOO
Vallabhbhai Road, Vile Parle (West), Mumbai-400 066
Estd.: 1972 Tel.: 2612 8840, Telefax 91-22-2617 6196
NAAC Reaccredited ‘A’ grade £.mail - mnwcollege@hotmail.com e Website . www mowc—sndl org
s : - SRSl e e PR
Chairman Mg. Commitige Principa

Smit. Himadri S. Nanavati

MNWC/2022-23/ D42 09/06/2022

To,

Dr. (Mrs.) Rekha Kaklotar
A/302, Navkar CHS,

Plot Near the Road No. 9
Jawahar Nagar,

Goregaon (W)

Dear Madam,

This is to inform you that the Scrutiny Committee which met on
09/06/2022 in the college to assess your CAS for the placement in the
Promotional from Stage II to Stage 111, to the Post of Assistant Professor
of Economics Pay Band 15600-39100 with AGP at Rs. 8000/- Under new
revision of VIIth Pay Commission Scales had already conveyed it's decision
to place you in the Promotional Post of Assistant Professor of
Rs. 15600 - 39100 + AGP 8000/- Pay Matrix - 79,800 - 2,11,500,
Level - 12 w. e. f. 10/07 /2021.

Thanking you.

Yours faithfully,

A =2 b

e e s

Dr. {Mrs). Principal © Trived

“rincipai

i : =t
.".*131‘?‘.58:’1 Nanav

; I - ST O Non i,
Vile Parte (West) diupibai - 408 €66

Dr. (Mrs.) Rajshree Trivedi




e MANIBEN NANAVATI WOMEN’S COLLEGE

f - BEST COLLEGE 2018-2019 Awarded by SNDT Wome: s University, Mumbai

® ES (Affiliated to S.N.D.T. Women's University)
) z Conducted by - SHREE CHANDULAL NANAVATI WOMEN'S INSTITUTE & GIRLS' HIGH SCHOOL
Vallabhbhai Road. Vile Parie (West), Mumbai-400 066
Estd.: 1972 Tel.: 2612 8840, Telefax : 91-22-2617 6196

NAAC Reaccredited ‘A grade E-mail : mnwcollege @ hatmail.com e Website www mnwc-sndl.org
Chairman Mg. Committee Principal
Smt. Himadri S. Nanavati Dr. (Mrs.) Rajshree Trivedi

MNWC/2022-23/ 242 09/06/2022

0o

Ms. Rita Chandarana,

3/15, Hanuman Mandir,
AV Narayan Marg,
Vithalwadi (W),
Mumbai - 400002.

Dear Madam,

This is to inform you that the Scrutiny Committee which met on
09/06/2022 in the college to assess your CAS for the placement in the
Promotional from Stage I to Stage II, to the Post of Assistant Professor of
Economics Pay Band 15600-39100 with AGP at Rs. 7000/- Under new
revision of VIIt» Pay Commission Scales had already conveyed it's decision
to place you in the Promotional Post of Assistant Professor of
Rs. 15600 - 39100 + AGP 7000/- Pay Matrix - 68,900 - 2,05,500,
Level-11w.e.f. 24/07/2019.

Thanking you.

Yours faithfully,
(21022~ o =

Principal E :
Dr. (Mrs). Rﬂ}?ﬁﬂ?ﬂe P. Trivedi
Princlpal ‘
Maniben Nanavatl Womer's Coliege,

. . " 1k NEB
Vile Parie (Wesh), Murnbai - 200 056
Vile Farie (vver



Estd.: 1972
NAAC Reaccredited A’ grade

MANIBEN NANAVATI
WOMEN’S COLLEGE

( Affiliated to S. N. D. T. Women's University)
BEST COLLEGE 2018-2019 Awarded by SNDT Women's University, Mumbai.

TAPIBEN CHHAGANLAL LALJI VALIA JUNIOR COLLEGE
DR. BHANUBEN NANAVATI CAREER DEVELOPMENT CENTRE

A Gujarati Linguistic Minority Institution

FACULTY
LOG BOOK

Q Vallabhbhai Road, Vile Parle (W), Mumbai - 400056. mnwcollege@hotmail.com

. 022 26128840 / 022 26100679/ 022 26125941 @ mnwe.edu.in
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MANIBEN NANAVATI WOMEN'S COLLEGE

Affiliated to SNDT Women’s University, Mumbai
BEST COLLEGE 2018-2019 Awarded by SNDT Women’s University, Mumbai.
Vallabhbhai Road, Vile Parle (West), Mumbai — 400 056

Gujarati Linguistic Minority Institute

Estd.: 1972
NAAC Reaccredited 'A’ grade

FACULTY LOG BOOK

Name: U'Iﬁekl’wgﬁﬁeﬂ&tﬁw{ ...............................

‘/
Stream: Arts / Commerce/ Management Studies / Post Graduate Programme

Department: Eeorlomic s e

Academic Year: ......22.29.7. 2,
M
T =
Teacher’s Signature Principal’s Signature
A ™
St
6\ |3

"4 teacher presents the past, reveals the present and creates the future”




/
S.N.D.T. WOMEN'S UNIVERSITY, MUMBAI

Academic/Research Score Proforma as per UGC Regulations-2018 dated 18t July, 2018 &
Government Resolution No. Misc-2018 /C.R.56/18/UN-1 Dt. 8th March 2019 and Corrigendum Dt.

10th May 2019
For

For
Faculty of Languages /Humanities / Arts / Social Sciences / Library /Education / Physical Education

/Commerce / Management & other related disciplines
(Level 10to 11, 11 to 12,12 to 13A)

PartA: General Information and Academic Background

1. Name (in Block Letters) :-

)

. Name of College:-

3. Department:-

4. Current Designation & Grade Pay:-

5. Date of last Promotion:-

6. Which position and grade pay are you an applicant under CAS? .
7. Date of eligibility for promotion :-

8. Address (With Pin Code) :-

Telephone/Mobile No. :-

Email :-

9. Research Degree(s)

| Degrees Title University Date of award
M. Phil.
Ph.D.
D.Sc/D. Litt.
10. Appointments held
Sr.No | Designation | Name of Employer Date of Reason of Service on
Joining | leaving leaving, if any grantable or
non-grantable
basis

11.0rientation / Refresher/ Research Methodology Course/ Workshop/ Syllabus Up-gradation
Workshop/ Training Teaching-Learning-EvaIuation, Technology Programs’/ Faculty Development

Programs of at least one week (5 days) duration, or taken one MOOCs course (with e-certification) or
development of e-contents in four-quadrants / MOOC's course

Sr.No Name of the Course Place Duration Sponsoring

C} Scanned with OKEN Scanner



12. Tick the appropriate stage your promotion (under CAS) and mentioned whether you fulfill the
minimum eligibility requirements indicated therein:

Tickmark | Stages of promotion of Eligibility Eligible
(\) the Teachers through CAS Yes/No
academic
level

Assistant Professor

(Stage 1/ AGP Rs.
6000/- to Stage 2/AGP
Rs. 7000/-)

or

(Academic Level 10) to
Assistant Professor
(Senior Scale/

Academic Level 11)

i) An Assistant Professor who has completed four years of
service with a Ph.D. degree or five years of service with a
M. Phil. / PG Degree in Professional Courses, such as LLM,
M. Tech, M. V. Sc. and M.D.,, or six years of service in case
of those without a Ph.D./M. Phil./ PG Degree in a
Professional courses.

ii) Attended one Orientation course of 21 days duration on
teaching methodology;

iii) Any one of the following: Completed Refresher/
Research Methodology Course

OR
Any two of the following: Workshop, Syllabus Up-
gradation Workshop, Training Teaching-Learning-
Evaluation,  Technology = Program  and Faculty
Development Program of at least one week (5 days)
OR
Completed one MOOCs course (with e-certification) or
development of e-contents in four-quadrants / MOOC's
course during the assessment period.

Assistant Professor
(Stage 2/ AGP
Rs.7000/- to Stage
3/AGP Rs.8000/-)
Or

(Senior Scale/
Academic Level 11) to
Assistant Professor
(Selection
Grade/Academic
Level 12)

i) Assistant Professors who has completed five years of
service in Academic Level 11/Senior Scale.

ii) Any two of the following in the last five years of Academic
Level-11/ Senior Scale: Completed courses/programs
from  among  the categories  of  Refresher
Courses/Research Methodology
course/Workshops/Syllabus Up Gradation Workshop/
Teaching-Learning-Evaluation/ Technology Programmes/
Faculty Development Programme/ Syllabus Up-gradation
Workshop/ Teaching-Learning-Evaluation/ Technology
Programmes/ Faculty Development Programmes of at
least two weeks (ten days)duration (or completed two
courses of at least one week (five days) duration in lieu of
every single course/programme of at least two weeks
(ten days) duration); or completed MOOCs course in the
relevant subject (with e-certification); or Contribution
towards development of e-content in 4-quadrant (at least
one quadrant) minimum of 10 modules of a
course/contribution towards development of at least 10
modules of MOOCs course/ contribution towards
conducting of a MOOCs course during the period of
assessment.

Assistant Professor
(Stage 3/ AGP Rs.
8000/) to Associate
Professor (Stage
4/AGP Rs. 9000/-)
or

(Selection

i) Assistant Professor who has completed three years of
service in Academic Level 12/ Selection grade.

ii) A Ph. D. Degree in the subject concerned/allied/ relevant
discipline.

iii) Any one of the following during the last three years:
completed one course / program from amongst the
categories of Refresher Courses/ Methodology

C} Scanned with OKEN Scanner



Grade/Academic Level

12) to  Associate
Professor  (Academic
Level 13A)

Workshop/Syllabus Up-gradation Workshop/ Teaching-
Learning-Evaluation Technology  Program/ Faculty
Development Program of at least two weeks (ten days)
duration (or completed two courses of at least one week
(five days) duration in lieu of every single
course/program of at least two weeks (ten days)
duration); or completed one MOOCs course (with e-
certification); or contribution towards development of e-
contents in 4-quadrant(at least one quadrant) minimum
of 10 modules of a course/contribution towards
development of at least 10 modules of MOOCs
course/contribution towards conduct of a MOOCs course
during the period of assessment.

Part B: Assessment Criteria

ASSESSMENT CRITERIA: TEACHING, LEARNING AND EVALUATION RELATED ACTIVITIES

(Since all the activities are based on objectively verifiable records, evidences must be provided to the

committee) i ) )
Sr. Nature of Activity Grading Assessment Years
No: | Criterion o T20 20 20 1320
_ -20 -20 -20 | -20 -20 -20
1 | Teaching 80% & above
‘Number of classes taught - Good
( = X 100%)
total classes assigned
Below 80%
but 70% &
above-
Satisfactory

Less than 70%

- Not
) satisfactory N
2 Involvement in the University/
College students related Good -
activities/research activities Involved in at
a) Administrative responsibilities least 3
such as Head, Chairperson/ activities.

Dean/ Director/ Co-

coordinator, Warden etc,

b) Examination and evaluation
duties assigned by the college / Satisfactory -
university or attending the | 1-2 activities.
examination paper evaluation.
c) Student related co-curricular,
extension and field based
activities such as student clubs, Not-
career counseling, study visits, satisfactory -
student seminars and other | Not involved /
events, cultural, sports, NCC, | undertaken
NSS and community services. any of the
d) Organizing seminars/ activities
conferences/ workshops, other
3

(} Scanned with OKEN Scanner




college/university activities.

e) Evidence of actively involved in
guiding Ph.D. students

f) Conducting minor or major
research project sponsored by
national  or  international
agencies.

g) At least one single or joint
publication in peer reviewed or
UGC list of Journals.

h) Any other

3 Overall Grading

Note: Candidate should gets ‘satisfactory’ or ‘good’ grade in the assessment criterion of at least
three/four/five of the last four/five/six years of the assessment period as the case may be.

Overall Grading:
e Good: Good in teaching and satisfactory or good in activity at SL.No.2. |—__|
Or
e Satisfactory: Satisfactory in teaching and good or satisfactory in activity at SLNo.2. D
e Not Satisfactory: If neither good nor satisfactory in overall grading. D

Note: For the purpose of assessing the grading of Activity at Serial No. 1 and Serial No. 2, all such periods
of duration which have been spent by the teacher on different kinds of paid leaves such as Maternity
Leave, Child Care Leave, Study Leave, Medical Leave, Extraordinary Leave and Deputation shall be
excluded from the grading assessment. The teacher shall be assessed for the remaining period of duration
and the same shall be extrapolated for the entire period of assessment to arrive at the grading of the
teacher. The teacher on such leaves or deputation as mentioned above shall not be put to any
disadvantage for promotion under CAS due to his/her absence from his/her teaching responsibilities
subject to the condition that such leave/deputation was undertaken with the prior approval of the
competent authority following all procedures laid down in these regulations and as per the acts, statutes
and ordinances of the parent institution.

Date of Ph. D. Degree Awarded:

Number of Publications:
1) During Assessment Period:
2) Entire Period:

No. of Ph. D. student Awarded:

Signature of the teacher

Chairman, IQAC committee
College/university

Forwarded through:
Head/Director/Principal

Note : This form not to be sent to University Academic / Research Score Committee.

i
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Part C: Methodology for calculating Academic/Research Score

Assessment must be based on evidence produced by the teacher such as:
copy of publications, project sanction letter, utilization and completion certificates issued

by the University and acknowledgements for patent filing and approval letters, students’
Ph.D. award letter, etc,.

The candidate is qualified only if the research score is acquired in minimum of three
categories out of following six categories/activities.

Academic/Research Activities:

(D Rescarch Papers in Peer-Reviewed or UGC listed Journals

1 per paper-08 (for Faculty of Sciences / Engineering / Agriculture / Medical / Veterinary
Sciences)
* per paper-10 (for Faculty of Languages /Humanities / Arts / Social Sciences / Library
/Education / Physical Education /Commerce / Management & other related disciplines)

The Research score for research papers would be augmented as follows :
Peer-Reviewed or UGC-listed Journals (Impact factor to be determined as per Thomson Reuters list) :
i) Paper in refereed journals without impact factor - 5 Points
if) Paper with impact factor less than 1 - 10 Points
iii) Paper with impact factor between 1 and 2 - 15 Points
i) Paper with impact factor between 2 and 5 - 20 Points
ii) Paper with impact factor between 5 and 10 - 25 Points
iii) Paper with impact factor >10 - 30 Points.

Title of |Journal Peer Numbe | First/ Verified

the

paper
with

page No.

name
with
ISBN/
ISSN
No

Review
ed

Or
UGC
listed
Journ
als

Impact
Factor,
ifany (to be
determined
as per
Thomson
Reuterslist

r
of total
authors

Principal/
Corres
ponding
authors

Self app
raisal

Academic/

Research
Score

Academ
ic/
Research
Score by
Commit
tee

(} Scanned with OKEN Scanner




Note: If peer-reviewed, write the name of reviewer agency and review number.

Note: (a) Two authors: 70% of total value of publication for each author.
(b) More than two authors: 70% of total value of publication for the

First/Principal/Corresponding author and 30% of total value of publication for each of the
jointauthors.

(2) Publications (other than Research papers)

(a) Books authored which are published
e International publishers- 12; National Publishers- 10; Chapter in Edited Book -05; Editor
of Book by International Publisher- 10; Editor of Book by National Publisher- 08.

Title of Name of the International/National/ | Self appraisal | Verified

The Book | Publisher with Chapter in edited book/ | ACADEMIC/ | ACADEMIC/
address of Book by RESEARCH RESEARCH
International Publisher/ SCORE * SCORE by
Editor of Book by Committee
National Publisher

Sub Total of 2(a)

(b) Translation works in Indian and Foreign Languages by qualified faculties
o  Chapter or Research paper- 03; Book -08.

Title of the Book / No of authors Self appraisal | Verified
Research paper ACADEMIC/ ACADEMIC/
RES EARCH RESE ARCH
SCORE* SCORE by
Committee*

Sub Total of 2(b)

Total of (2) ((a) + (b))

(} Scanned with OKEN Scanner



(3)  Creation of ICT mediated Teaching Learning pedagogy and content and development of newand
innovative courses and curricula
a)  Development of Innovative pedagogy

Sr. Innovative Course for No of Self appraisal Verified
No pedagogy which it is Innovators| ACADEMIC ACADEMIC/
applied /RESEARCH RESEARCH
SCORE SCORE by
i Committee
¥
L |
l l
L Sub Total of (3) (a)

b)  Design of new curricula and courses

ir- Title of curricula Name of the Self appraisal Verified ACADEMIC/

‘ % | and courses designed program ACADEMIC/ RESEARCH

I RESEARCH SCORE by

1 ! SCORE* Committee*

| _

|

!

Sub Total of 3(b) B
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C) MOOCs
0 Development of complete MOOCs in 4 quadrants (4credit course)(In case of MOOCs of
lesser credits 05 marks/credit)-20
1 MOOC:s (developed in 4 quadrant) per module/lecture- 05
7 Content writer/subject matter expert for each module of MOOC:s (at least one quadrant)-02
00 Course Coordinator for MOOCs (4 credit course)(In case of MOOCs of lesser credits 02
marks/credit)-08

Sr.| Title of the Noof | No of quadrants| Co- No of Self Verified
Coordinator/ Modul ?{)(ligiﬁal!, ACADE
\ %7 . o odule . . A .
No| Massive open | credits SME/Writer/ i MIC | Mic
| online Content RESEAR | RESEAR
| Course(s) Presenter CH CH
f SCORE* | SCORE
Committe
e-k

| Sub Total of 3 (c)

* MOOC Quadrants means: Quadrant 1: Video Lectures; Quadrant 2: E-content (supporting
material like PPT, Pdf, animation etc); Quadrant 3: Discussion Forum (with Learners); Quadrant
4: Assessment (Objective/Descriptive tests, Quizzes etc)

d)  E-Content (E-Books/courses under E-PG-pathshala/animated courses etc)
e Development of e-Content in 4 quadrants for a complete course/e-book- 12
e e-Content (developed in 4 quadrants) per module 05
o Contribution to development of e-content module in complete course/subject/e-book (at
least one quadrant)- 02
» Editor of e-content for complete course/ paper /e-book 10

Sr. [ Title of the No of quadrants | Writer/ | No. of Self appraisal Verified
No. | e-Content (s) /complete Editor | Module | ACADEMIC/RESE | ACADEMI
s ARCH C/
/subject/e-book(s)| courses SCORE gESEARC
SCOR by
Committee
Sub Total of 3 (d)
Total of 3 ((a) to (d))
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[4] a) Research guidance

O Ph. D. awarded per candidate 10; Ph. D. submitted per candidate 05; and M. Phil./P. G.
dissertation 02 per degree awarded.

O For joint supervision of research students, the formula shall be 70% of the total score
for Supervisor and Co-supervisor. Supervisor and Co-supervisor, both shall get 7 marks

each.
Sr. No. | Ph.D./ M.Phil/ Degree Guide/ co- Self . Verified
P.G dissertation awarded/ guide appraisal ACADEMI
Thesis ACADEMIC/ | C/RESEAR
bmitted RESEARCH | CH
S SCORE SCORE by
Committee

Sub Total of 4 (a)

b) Research Projects Completed

More than 10 lakhs -10; Less than 10 lakhs- 05.
Joint Projects: Principal Investigator and Co-investigator would get 50% each.

Sr. | Title of Name of| Period Grant Self Verified
Project

No. . Sponsorig {ﬁmount appraisal | ACADEMIC/R

Agency Lakhs ACADEMI | ESEARCH

C/RESEA | SCORE by

RCH Committee

SCORE
Sub Total of 4 (b)
c) Research Projects Ongoing

More than 10 lakhs — 05; Less than 10 lakhs- 02

¢ Joint Projects: Principal Investigator and Co-investigator would get 50% each.

Sr. | Title of Name Period | Grant/Amo | Self appraisal | Verified
Project unt
No. Sponsoring in Lakhs ACAI/)I%MIC ACADEMIC/
Agency ESEARCH | RESEARCH
SCORES | SCOREby
Committee
Sub Total of 4 (¢)
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d)  Consultancy- 03
* Joint Projects: Principal Investigator and Co-investigator would get 50% each.

;‘; Type of consultancy | Name of Period | Self appraisal | Verified
' consultancy ACADEMIC/ | ACADEMIC/
seeking agency RESEARCH | RESEARCH

SCORE SCORE
by Committee

Sub Total of 3 (d)
Total of 4 ((a) to (d))
(5) a) Patents
a. International-10; National- 07
Sr. | Title of Patent International/ | Year | Patent/ Self appraisal | Verified
Technol
ogy
No. , National Transfe;, ACADEMIC/ | ACADEMIC/
rs
RESEARCH RESEARCH
SCORE SCORE
by Committee
B Sub Total of 5 (a)
b) Awards/Fellowship
e International -07; National -05
Sr. No.| Name of the award Name of the Academic| International Self Verified
/Fellowship Body/ /National appraisal | ACADEMIC/
Society/Association ACAé)/EMI RESEARCH
RES]}?,IARC SCORE
SCORE | by Committee
1
Sub Total of 5 (b)
Sub Total of 5 ((a) to(b)) 5

[ Total research score of activities (1) to (5) [60 |

(} Scanned with OKEN Scanner



) (a) *Policy Document i
UNO/UNESCO/World 1;‘.?1:;1[:::1'::“: (o an International - body/organization like
UNO Govcmmc"t) iational M(mclm’y Fund ete. or Central Government or

a. International -10; National -07; State -04

Sr. i

No. Title of Document [ Tnternational | Vear Sellappraisal | Verified
body/Central ACAQFR’I&C/RE ACADEMIC/
Government/St CHSCORE | RESEARCH
a SCORE
te Government by Committee

Sub Total of 6 (a)

(b) * Invited lectures / Resource Person/ paper presentation in Seminars/ Conferences/full paper in
Conference Proceedings (Note: Paper presented in Seminars/Conferences and also published as full
paper in Conference Proceedings will be counted only once)

« International (Abroad) -07; International (within country) -05; National -03; State/University
-02

[ Sr. [Title of the Invited Title of |Organized by | Level Self | Verified
No. |[lecture/paper presentations/ Conference/ International/ | appraisal| ACADE
full paper in Conference seminar National/State | ACADE | MIC/
Proceedings / University MIC/ | RESEA
RESEA | RCH
RCH | SCORE
SCORE | by

Committee

Sub Total of 6 (b)
Total of 6 ((a) to (b))

,I:Iote: Paper presented if part of edited book or proceeding then it can be claimed only once.
For the purpose of calculating research score of the teacher, the combined research score from the

categories of 6(a) Policy Document and 6(b). Invited lectures/Resource Person/Paper presentation shall
have an upper capping of thirty percent of the total research score of the teacher concerned.

(} Scanned with OKEN Scanner



< Note that the candidate i e
three catea "‘ﬂndldd‘tc. is qualified only if the research score is acquired in minimum of
& Mini é L.&(;Tlts out of six categories/activities
o imum M QR Ay i .
A ACADEMIC/RESEARCH SCORE requirement for the promotion of teachers under
AS in colleges (UG & PG) as as given in following table:

;lo Category Assistan Assistan Assistant Associate
t t Professor (Stage | Professor
Professo Professo 3/AGP Rs.8000/- | (Stage 4/
r(Stage r (Stage ) to AGP
1/ AGP 2/ Associate Rs.9000/- to
Rs.6000/- | AGP Professor Professor
to Stage | Rs-7000/- (Staged/AGP (Stage
2/AGP tS(:age Rs.9000/-) 5/AGP
Rs.7000/-) 3/AGP Rs.10000/-)
Rs.8000/-)
1 Academic/ 20 50 70 110
Research Score
e with the

I certify that the information provided is correct as per records availabl

college/universityDepartment and/or documents enclosed along with the duly filled proforma.

Signature of the teacher

Forwarded through:

Chairman, IQAC committee College/university Principal

(} Scanned with OKEN Scanner



Name of the Faculty:

Subject Taught:

Estd.: 1972
Reaccredited ‘A’ Grade in the 3" Cycle (2016-2021)

Maniben Nanavati Women’s College
IQAC - Feedback Committee
Teacher Effectiveness

Class and Year:

Sr. | Indicators 1 2 3 4 5 6 7
No Very Poor Below Average | Above Good Very
poor Average Average Good
1 Teacher regularity
and punctuality
2 Teacher subject
knowledge
3 | Teacher
communication Skill
4 Teacher explains.
topics nicely
5 Gives enough
reference material for
exam preparations
6 Teacher is prepared.
for class
7 Teacher guides how
to prepare for exam
8 Teacher completes.
the syllabus on time




9 Teacher motivates
students to develop
ideas, attitudes and

values

10 | Teacheris willing to
help students even.

outside the class

11 | Teacher has good
interpersonal skills and
is respectful

12 | Teacher is fully present
and attentive in
classroom(i.e. does not

use mobile devices)

13 | Teacher discusses the
practical issues in the

field

14. Any suggestions for improving the

teaching

Student Signature:
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s EAVE 0 EAR:2
Name of the Employee e Department:
i) Leave cannot be claimed as a matter of right, Designation:
1i) Leave is required to be sanctioned previously.
LeaveTaken | Leave
No. of days Balance Sl by
H.P (i)n Appltl
Reason for A H.P.L| can
From | To Leave C.L.| L {Duty| D.L|C.L. s.L | Signa H.O.p | Super Pileisal
S.L |0.D. ’ ture Lk visor P

Only for Office Use




10.

11.

12.

13,

14,

15,

“A teacher affects eternity: he can never tell where his influence stops.”
— Henry Adams

GUIDELINES

The minimum working hours for a full time degree college teacher is atleast 5 hours daily.

Please note that P.G. teaching, Internship, Extension and Research Activities have to be done
after 1.00 pmonly.

Ifone needs to come late or leave early, prior special permission must be taken from the Head

of Department (HOD) and Supervisor. In case the Supervisor is absent, permission has to be
taken from the Principal.

It may be noted that the supervisor and Principal have the authority to refuse this permission.

Please note that teachers may be required to work beyond the official timings for college

activities. If so, HODs and Teachers in-charge of committees are requested to inform their
colleaguesin advance.

Aphotoidentification card is issued to all employees.

In June, the details of the investments one is going to make should be given in writing to the
Principal.

At the end of March, one should submit proofs of the investment documents directly to the
office Accountant.

Ateacher is entitled to 15 days Casual Leave in a calendar year. Part time teachers are entitled
to 7 days Casual Leave.

A teacher is entitled to maximum of 30 days of Duty Leave which includes on duty,

seminar/conference participation, examination work or any assigned work by University as
per UGC norms.

Permission for casual leave should be obtained at least one day before the day from which

casual leave is required. Permission must be taken from the HOD and the supervisor (or
Principal). Planned leave should be applied a week in advance.

The employee cannot take more than3 days casual leave at a time.

Any teacher interested in afttending a Seminar/Workshop/Talk/Any Event/Refresher
Course/Orientation Course must obtain permission before hand from the Principal.

Make a note in the log book regarding all the details of your leave. The concerned HOD or
Supervisor mustbekeptinformed.

Areport of the activity attended when DL is taken has to be submitted to the Supervisor within
2 days. A photo of the activity if possible should be piven to IQAC co-ordinator.




16.

17.

18.

19.

20.

21.
22,
23.

24.

25.
26.

- 1 International Seminar (3+4=7)

- 1 National Seminar (2+4=6)

—

LEAVE CARDS must be filled and signed by the concerned HOD and Supervisor withjy, one
week from the date of joining duty. The leave cards are kept with the supervisor. Kin

dly
update your LEAVE CARDS immediately after re-joining.

Every teacher is entitled to 10 days SICK LEAVE every year. Teachers have to fill a sick leaye
form and a medical Certificate from a recognized, qualified medical practitioner must be
attached to the form.

Rule for 'Duty Leave' — Actual Days of the Seminar/ Conference +2 days prior and 2 days
after.

- Written applications along with the Invitation Letter/ Acceptance of Paper etc. must be

submitted to the PRINCIPAL, for approval of leave prior to attending the seminar
conference etc.

Copy of Invitation Letter, Acceptance of Paper, Details & Proof of Travel, Report (One Page)
and Certificate to be submitted to the Supervisor within one week ofre-joining.

On Duty Leave' means any work done for Department, College or University BOS/Academic
Council/ Faculty Meecting, Paper Setting, Examination, Syllabus Workshops, Yuva

Mabhotsav, Vigilance, Tours & Visits/ Picnics, Ph.D. Viva, School initiative, Any other
(discretion of the Principal).

Donotuse Laptop & Mobile Phones for personal work during lectures.

Kindly avoid taking lectures durin gRecesstimings.

Please take a written note and appointment letter from the student secking tie concession for
employment and/ or other personal reasons. If any student fails to submit a written note and
appointment letter she will be considered as Defaulter Student.

Please inform other colleagues about an

. . el nt
- ¥ event organized especially if it involves stude
missing lectures,

For further details regarding rules kindly read the manual. (Kept with the Supervisor)
Three late mark (after7.30 am) wil| considered by 1 CL.
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