ANAVATI WOMEN’S COLLEGE
éuésATNmCOl.LEGEENZO?G-NIQ 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
Vallabhbhas Road., Vile Parle (West), Mumbas-400 056

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

E-mail mnwcollege @ hotmad com e Website www mnwc—-sndt org

man Commutt Principal
g:!at"mnnl:?i S. Narwfzi: Dr. (Mrs.) Rajshree Trivedi

APPOINTMENTS AND RESIGNATIONS / RETIREMENTS/ SUPERANNUATION -
POLICIES & PROCEDURES

Maniben Nanavati Women’s College is a Gujarati Linguistic Minority institution. This Policy statement is a
document to ensure a fair and transparent mechanism for the Appointments of Principal, Teaching and Non-

Teaching Staff Members of the College. The College has a well-defined policy and set procedures for the
appointments of Staff:

1. Appointment of Principal:

1.1. Policy-

The Appointment of Principal falls under the norms of Grant-in-Aid section. The Eligibility Criteria
prescribed by UGC , University Statutes and terms and conditions laid by Joint Director’s Office.

Department of Higher Education to be followed. To select the most dedicated, innovative, target
oriented. compassionate person for the post.

1.2. Procedure-

1.2.1  NOC to be obtained from Joint-Director’s Office.

1.2.2 The post to be sanctioned.

1.2.3 Advertisement to be approved by University.

1.2.4  Advertisement to be published in two newspapers- English and Marathi.
1.2.5  Selection Committee to be formed as per rules.

1.2.6  Screening Committee of API to be conducted.

1.2.7  Interviews to be conducted.

1.2.8  Offer letter to be accepted by the selected candidate.

1.2.9  Confirmation after the Probation period.

1.2.10 Re-appointment after the completion of 5 years tenure to be done. if decided by the management.
1.3 . Eligibility Criteria-

1.3.1 Since the College is a Gujarati Linguistic Minority institution. candid

Reserved categories can apply.
1.3.2 Ph.D. degree
1.3.3 Professor/ Associate Professor with a tot
1.3.4  Fifteen y

ates from Open as well as

al service/ experience of at least
cars of teaching/research in Universitics, Colleges and other

1.3.5 institutions of higher education
1.3.6 A minimum of 10 rescarch publications in peer-reviewed or UGC-listed journals
1.3.7 |

A minimum of | 10 Research Score
1.3.8 Tenure
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1.3.9 A College Principal shall be appointed for a period of five years. extendable for another term of
five years on the basis of performance assessment by a Committec appointed by the University.
constituted as per these Rules.

2. Appointments of Teachers in Grant-in-Aid Section:

2.1 Policy-

To appoint capable, qualified, dedicated, result-oriented, progressive and compassionate individuals.
NOC to be obtained for Grant-in-Aid section posts from department of Higher Education.

2.2 Procedure For Appointment of Teachers in Grant-in-Aid Sections-
2.2.1 NOC to be obtained from Joint-Director’s Office.
2.2.2  The post to be sanctioned.
2.2.3  Advertisement to be approved by University.
2.2.4  Advertisement to be published in two newspapers- English and Marathi.

2.2.5 Selection Committee to be formed as per ruScreening Committee of API to be conducted.
2.2.6 Interviews to be conducted.

2.2.7 Offer letter to be accepted by the selected candidates.
2.2.8 Confirmation after the Probation period.

2.3 Eligibility Criteria for Appointment of Teachers in Grant-in-Aid sections-

2.3.1  Good academic records with at least 55% of marks or an equivalent grade where grading system

is practiced at the Master’s degree level in a relevant subject from an Indian University or
equivalent degree from an accredited foreign University.

2.3.2 Besides fulfilling the above qualification, the candidate should have cleared the National
Eligibility Test (NET) conducted by the UGC, CSIR, or similar test accredited by the UGC like
SLET/SET.

Holders of Ph.D degrees as on the date of Notification of these Regulations, along with those

candidates who are awarded a Ph.D. Degree through a process of admission. regist

work and external evaluation as laid down in the UGC (Minimum Standards and Procedures

for award of M.Phil./Ph.D. Degree), Regulations, 2009 and so adopted by the University, shall

be exempted from NET/SLET/SET.

2.3.4  NET/SLET/SET SHALL ALSO NOT BE REQUIRED FOR SUCH Masters P
discipline subject to the conditions stipulated in UGC Regulations.

2.3.5  Pay Band of Rs. 15600-39100+AGP 6000
2.3.6

an

2.3.3

ration course

rogrammes in
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2.3.7 A relaxation of 5% may be provided, from 55% of the marks to the Ph.D. degree holders who
have passed their master’s degree prior to September 19, 1991.

2.3.8 A relaxation of 5% from 55% of marks at the master’s level may be provided to the physically
and visually handicapped persons.

2.3.9  For the open posts candidates from backward classes as well as physically challenged persons
can also apply.

2.3.10 The reservation for women and physically challenged person shall be as per govt. Of MAH.
Rule.

2.3.11 PAY SCALE:- As per the UGC. and Govt. Of Maharashtra

3. Appointment of Teachers in Self-Financed Sections-

3.1 Policy -

To appoint capable, qualified, dedicated, result-oriented, progressive and compassionate individuals.

The approval for teachers to be taken from University for teachers teaching in programmes that run
on Yearly Affiliation.

3.2 Procedures for Appointment of Teachers in Self-Financed Sections
3.2.1 Advertisement to be approved by University.

3.2.2 Applications to be screened on the basis of bio-data.

3.2.3  Selection Committee to be formed as per the University guidelines.
3.2.4 Interviews to be conducted.

3.2.5 Offer letters to be accepted by the selected candidates.

‘ 3.3 Eligibility Criteria for Appointment of Teachers in Self-Financed sections
3.3.1  Good academic records with at least 55% of marks or an equivalent grade w
is practiced at the Master’s degree level in a relevant subject from
equivalent degree from an accredited foreign University.
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Eligibility Test (NET) conducted by the U
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3.3.5 Since the College is a Gujarati Linguistic Minority institution, candidates can apply from Open
as well as Reserved Categories.

3.3.6 PAY SCALE:- As per the management policy which is : Up to Rs. 50,000/- per month for
teachers having NET/SLET cleared and Ph.D. degree holder; Upto Rs. 25,000/~ per month for
teachers who have not cleared NET/SLET exams

4 Appointment of Administrative & Support Staff in Grant-in -Aid sections:

4.1 Policy-

‘ To appoint efficient, skilled and qualified individuals who are ready to work in teams in a tech-savvy
environment.

4.2 Procedure for Appointment of Administrative & Support Staffin Grant-in Aid Sections:
4.2.1 NOC to be obtained from Joint-Director’s Office.
4.2.2 The post to be sanctioned.
4.2.3 Advertisement to be approved by University.
4.2.4 Advertisement to be published in two newspapers- English and Marathi
4.2.5 Interviews to be conducted.
4.2.6 Offer letter to be accepted by the selected candidates.
4.2.7 Confirmation after the Probation period.
4.2.8 Pay Band-As per the Maharashtra State Government norms.

4.3. Eligibility Criteria for Appointment of Administrative & Support Staff in Grant-in-Aid

section:
. 4.3.1 For Group-C post Qualifications are:

e A Bachelor’s Degree
e Speed in English Typing 40 w.p.m & Marathi Typing 30 w.p.m
e  MS-CIT or Proficiency in Computer Operations
e Experience in Administration/ Accounts / Academic matters.
e (apacity to work in a fully computerized environment.
L]

Appointment Age Limit: For Open Category 38 Years

4.3.2 For Support Staff:
e Minimum qualifications till SSC or its equivalent.
e Well-built, sturdy and hardworking personnel
* Able to operate gadgets and equipment
* Compassionate and able to work in tcams.
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5. Appointment of Administrative & Support Staff in Self-Financed sections-

5.1 Policy-
To appoint efficient, skilled and qualified individuals who are ready to work in teams in a tech-

savvy environment.

5.2 Procedure for Appointment of Administrative & Support Staffin Self-Financed Sections:

1.1 Applications invited from candidates belonging to any categories

1.2 Interviews to be conducted.

1.3 Offer letter to be accepted by the selected candidates.

.1.4  Confirmation after the Probation period.

1.5 Pay Band-As per the Management policy of up to Rs. Twenty Five Thousand per month
and more depending upon the skill sets, aptitude and efficiency.

o b

w

5.3. Eligibility Criteria for Appointment of Administrative & Support Staff :
5.3.1 For Group-C post Qualifications are:
A Bachelor’s Degree

e Speed in English Typing 40 w.p.m & Marathi Typing 30 w.p.m
e MS-CIT or Proficiency in Computer Operations

e Experience in Administration/ Accounts / Academic matters.

e Capacity to work in a fully computerized environment.

e Appointment Age Limit: For Open Category 38 Years

5.3.2 For Support Staff:

e Minimum qualifications till SSC or its equivalent.
e Well-built, sturdy and hardworking personnel

e Able to operate gadgets and equipment

e Compassionate and able to work in teams.

6 Joining Procedures for all Employees:
6.1 To submit to authorities all original documents for verification.
6.2 To be given the Code of Conduct documents.
6.3 The Principal to be given the document of Roles and Responsibilities.
6.4 Teachers to be given Faculty Log book and SOP of the department.
6.5 Non-Teaching Staff to be given the SOP, roles and responsibilities.
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7 Resignations/ Retirement/Superannuation:

a.

Signed By: @P%J

Retirement Age:

Sr. College Teaching Staff — 60

Admin Staff- 58

Class IV Staff - 60

Jr. College Teaching Staff — 58

For Principal and Teaching Staff, a period of 90 days before resignation to be kept as notice-period.
For Grant-in-Aid Non-teaching Staff, 90 days notice period.

Principal to hand over all documents, keys, cash etc before the completion of notice period of
resignation.

. Teachers to hand over the check-list of documents before the completion of notice -period.

Non-Teaching staff -self financed sections to give hand over all the files, papers. computers,
printers, scanners etc before the resignation.

Grant-in Aid section can opt for Voluntary Retirement Services as per the norms of. Joint-
Director’s Office.

Principal’s tenure is of 5 years. Retirement age as per the norms prescribed by the Joint-Director’s
Office.

Superannuation for Teaching Staff at the age of 60.

Superannuation of Non-Teaching staff at the age of 58.

Dr. (Mrs.) Rajshree P. Trivedi
Principal
Maniben Nanavati Women's College,
Vile Parle (West), Mumbai - 400 056.
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