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A.FUNCTIONINGOFTHEINSTITUTIONALBODIESISEFFECTIVEAND EFFICIENT  
 

Ideal CollegeofLawisgovernedbyIdeal Foundation.Themanagementofthiscollege is run under the direction of 
its Hon’bleChairman, Mr. AbhishekJain Ideal Foundation and Miss Soniya Jain vice chairman  , Ideal 
Foundation.The ultimate touchstone of quality legal education is the ethos pervading the Institution. Ideal 
CollegeofLawprovides a globally competent education that is robust and laser-focused. The college aims to 
create 
anurturingandinclusiveenvironmentfortheholisticdevelopmentofstudents,whilealsofosteringadeepsenseofrespo
nsibility and commitment to social justiceandlegal ethics. 

Under the visionary leadership of Mr. Abhishek Jain,Ideal 
CollegeofLawiscommittedtoinstillinginitsstudentsnotonlyastrongfoundationinlegalknowledgeandpracticebutal
soapassionforlifelonglearningandgrowth.Thecollegeprioritizesexperientiallearning,practicalskillsdevelopment,
and criticalthinking, preparingstudents fordiverseanddynamiccareersin thelegal field. 

Ideal CollegeofLawis dedicated to upholding the highest standards of professionalism and integrity, and 
tonurturing a diverse and inclusive community of legal scholars and practitioners. Through its rigorous 
andcomprehensive academic programs, the college seeks to empower its graduates to become ethical, 
effective,and innovative leaders in the legal profession, capable of addressing the complex challenges of a 
rapidlyevolvingglobal society. 

 
FUNCTIONINGOFINSTITUTIONALPEERBODIES 

Governance Management Trust - The effective functioning of institutional peer bodies, guided by 
theprinciplesofGovernanceandManagement,iscrucialfortheestablishmentandsuccessoftheIdeal 
Foundation.Withadeep-
rootedsenseofpatriotismandunwaveringfaithinsocialism,thesocietyhasexpandeditsreachacrossthecountrytopro
moteprogressiveeducation.Suchnoblevaluesarereflectedintheoperationsofall institutional bodies, ensuring their 
efficient and impactful contribution towards the betterment of society asawhole. 

Through the implementation of sound governance practices and effective management strategies, the Ideal 
Foundation aims to foster an environment that encourages innovation, critical thinking, and inclusivelearning. 
This approach is essential for preparing the future generation to be responsible and well-
roundedcitizenswhoareequippedto tacklethesocial, economic,and technologicalchallengesof the21st century. 

Furthermore,thesocietyiscommittedtonurturingacultureofaccountability,transparency,andethicalconductwithini
tsinstitutionalpeerbodies.Thiscommitmentnotonlyensuresthecredibilityandintegrityofthesocietybut also installs 
trust and confidence in all stakeholders, including students, faculty, staff, and the largercommunity. 
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FunctioningoftheInstitutionalPrincipal- Theheadoftheinstitution,whoservesasthefocalpointforbothacademics 
and administration, upholds the core values set forth by the management. This includes a 
strongfocusondecentralizingleadershipandutilizingparticipatoryactionstrategiestoeffectivelymanageallaspectso
f the institution. This means that the head of the institution encourages shared decision-making and 
activelyinvolves teachers and stakeholders in the decision-making process. Working closely with various 
committeescomprisedofteachersandstakeholders,theprincipalensuresthatalldecisionsaremadecollaborativelyan
dinlinewith theoverall mission and vision of theinstitution. 

 
Additionally, as the principal of the institution, the head is responsible for creating a positive and 
productivework environment for both staff and students. This means fostering a climate of open 
communication 
whereideasandconcernsareopenlysharedandaddressed.Theprincipalpromotesmutualrespectamongallmemberso
ftheschoolcommunityandencouragescontinuouslearningandimprovement.Byprioritizingthedevelopmentofapos
itiveschoolculture,theheadoftheinstitutioncontributestotheoverallsuccessandwell-beingof both thestaffand the 
students. 

 
In terms of academics, the principal works diligently to ensure that the curriculum is rigorous, relevant, 
andaligned with the latest research and best practices in education. This involves regularly reviewing and 
makingnecessary adjustments to the curriculum to meet the changing needs of students and society. The head 
of theinstitution also oversees the professional development of teachers, providing them with the necessary 
supportand training to enhance their instructional skills and keep up with the evolving educational landscape. 
Byinvestingintheprofessionalgrowthoftheteachingstaff,theprincipalensuresthatstudentsreceivehigh-
qualityinstructionthat prepares them forsuccess in theiracademicpursuits. 

 
Overall,theheadoftheinstitutionservesastheguidingforcebehindtheinstitution,leadingwithaclearvision,acommit
menttoexcellence,andafocusonmeetingthediverseneedsofallmembersoftheschoolcommunity.Byupholdingtheco
revaluessetforthbythemanagement,creatingapositiveworkenvironment,andpromotingacademic excellence, the 
principal plays a critical role in building and maintaining a successful institution thatempowersstudents and 
prepares them for abrightfuture. 
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B)ORGANOGRAMOFTHEINSTITUTION(ADMINISTRATIVESETUP)  
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C-POLICIESOF INSTITUTION  

 
C-1)AttendancePolicy C-2)Dress codePolicy C-3)Student codeof conductpolicy 

 

C-1)-ATTENDANCE POLICY 

Attendance 

Theterm’s‘workingdays’meansthatthedaysonwhichthelecturesaredelivered.Astudentisconsideredtohave kept 
term: Every bonafide learner shall ordinarily be allowed to keep terms for the given semester in aprogram of 
his/ her enrolment only if he/she fulfil at least 75% of the attendance taken as an average of thetotalnumbers 
oflectures,practical’s,tutorials etc.conducted by the college 

Examinations 

Standardforpassingthe 5YearsB.L.S;3 YearsL.L.B.Examination 

a) In order to pass the examination, the candidates must obtain a minimum of 45% marks in each 
theorypaper and Practical separately. Those candidates who score less than 60% marks in the same sitting 
will beplacedin theSecondClass.Ontheotherhand,successful candidateswhoachieve60%marksorhigherin 
allpapersat onesitting willbeplaced in theFirst Class. 

b) Ifacandidateisallowedtoprogresstothenexthigherclass,asstatedintheOrdinancesforthedifferentexaminat
ions, they will not be granted permission to appear for the higher examinations unless 
certainconditionsaremet.Firstly,ifthecandidatehasalreadypassedtheremainingsubjectsofthelowerexamination. 
Alternatively, they may appear for those remaining subjects simultaneously with their higherexamination. 
However, it's important to note that in the latter case, the candidate will not be considered tohave passed the 
higher examination or any part of it unless they pass the aforementioned subjects (with thenecessary 
percentage) either at the same time or within two years of obtaining the minimum required marksforthe 
higherexamination. 

c) Ininstanceswhereacandidatefailstopasstheremainingsubjectsofthelowerexaminationwithinthestipulate
d two-year period, they will not be considered to have passed the higher examination or any part ofit. 
Consequently, the benefits derived from the marks obtained in the higher examination will be 
forfeited.However,thetermsfulfilledbythecandidateforthehigherexaminationwillstillbevalidforanysubsequent
attemptsat theexamination. 

d) Prior to being admitted to the year-end semester examinations, it is mandatory for candidates 
tosuccessfully pass the Examination in the Practical Training papers for the respective college affiliated 
withtheUniversity of Mumbai, on behalf ofthe University. 
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GeneralRules&Regulations 
 

a) Every student who is admitted to the college will be required to obtain a laminated identity card. It 
ismandatory for every student to carry their identity card at all times and be prepared to present it 
whenrequested. Withouttheir identitycard,students willnotbe allowedtoenter thepremisesof the college. 

 

b) Theattendanceofstudentsinlectures,tutorials,andseminarsiscompulsoryandmustbeinaccordancewiththe
timetableestablishedforallworkingdays.Studentsarestrictlyprohibitedfromabstainingthemselvesfrom any of 
these academic activities, as well as examinations, without obtaining prior permission from theprincipal. 
Failure to comply with this requirement may result in the loss of terms, as the completion of 
theprescribedcourse of study tothesatisfaction oftheprincipalis necessary to keep aterm. 

 

c) Intheeventofillness,itisnecessaryforastudenttoapplyforleaveassoonaspossible.Theapplicationshouldbe
accompanied by adoctor's certificateand submitted to theprincipal forapproval. 

 

d) The act of ragging, both within the college premises and outside, is strictly prohibited. Any 
studentfound engaging in ragging will be subjected to punishment in accordance with The Maharashtra 
ProhibitionofRaggingAct,1999(Mah.XXXIIIof1999).ThisactwaspublishedintheMaharashtraGovernmentGaz
etteonMay15th,1999.Furthermore,studentsinvolvedinsuchactivitieswillbeexpelledfromthecollege,andaFirstIn
formation Report (F.I.R.)will be lodgedwith thepoliceagainstthem. 

 

e) It is important to note that students with a history of being found guilty of ragging will not be 
grantedadmissionto this college. 

 

 C-2)DRESSCODEPOLICY  

a) Studentsshalldiligentlyadheretothegeneralandspecialrulespromulgatedbythecollegeauthoritiespertaini
ng to student conduct, both within and outside the college premises. It is important to note that thedecisions 
made by the college authorities in this regard are final. Parents and guardians of the students arepresumedto 
havegiven theirconsent to these ruleswhen theirwards enrol in thecollege. 

b) Furthermore,studentsareurgedtoregularlyperusethenoticesdisplayedonthecollegenoticeboards,as these 
serve as crucial sources of information regarding college events, activities, and important updates. Itis 
absolutely imperative that students acknowledge and strictly adhere to the prohibition on the use of 
cellphoneswithin the college premises. 

c) Moreover,itisstrictlyprohibitedforstudentstorefusetodiscloseorestablishtheiridentitywithinthecollege 
premises. This measure is in place to ensure the safety and security of all members of the collegecommunity. 
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d) The college authorities maintain a zero-tolerance policy towards various activities that are 
strictlyprohibited within the college premises. These activities include smoking, consumption of alcoholic 
drinks,intoxicating substances, and narcotics, as well as engaging in ragging and possessing any material 
that isdeemed objectionable by the principal of the college. These measures are vital to maintaining a 
healthy andconducivelearning environment. 

e) Studentsmustrefrainfromengaginginanyactivities,whetherwithinoroutsidethecollege,thathavethe 
potential to disrupt the orderly administration and discipline of the institution. It is essential to foster 
anenvironmentdefined byrespect, harmony, and cooperation. 

f) No society or association may be formed within the college without the prior permission of 
theprincipal. Similarly, no person shall be invited to address a meeting without obtaining the requisite 
approvalfrom the principal. These measures are intended to ensure that activities conducted within the 
college arealignedwith its values and purposes. 

g) Studentsmustrefrainfromengaginginanyactivities,whetherwithinoroutsidethecollege,thathavethe 
potential to disrupt the orderly administration and discipline of the institution. It is essential to foster 
anenvironment defined by respect, harmony, and cooperation. No society or association may be formed 
withinthe college without the prior permission of the principal. Similarly, no person shall be invited to 
address ameeting without obtaining the requisite approval from the principal. These measures are intended 
to ensurethatactivities conductedwithin thecollegearealigned with itsvalues andpurposes. 

h) It is strictly prohibited for students to disseminate any information or write about matters related 
tocollege administration to the press without the proper authorization. This measure is in place to 
maintainaccurateandresponsiblecommunicationchannelsandtopreventpotentialmisunderstandingsormisrepres
entationsofcollegeaffairs. 

i) Students must refrain from engaging in any acts that undermine the public image of the college or 
itsofficers. Upholding a positive reputation is not only a matter of personal integrity but also a 
collectiveresponsibility forall members ofthe collegecommunity. 

j) Instancesofinsubordination,unbecominglanguage,ormisconductonthepartofstudentsaresufficientgroun
dsforsuspensionordismissal.Itisimportanttofosteranatmosphereofmutualrespectwhereallmembers ofthe 
collegecommunity aretreatedwith dignityand professionalism. 

k) Anystudentfoundmakingfalsestatementsortamperingwithcertificatesandrecords,whetherforthepurpose
ofseekingadmissionorgaininganyotherunauthorizedbenefits,willfaceappropriatepunitiveaction.Honesty and 
integrityarefundamentalvalues thatmust beupheld in alleducational endeavours. 

l) Students must refrain from associating themselves with any activities that are not duly authorized 
bythecollegeprincipal.Suchactivitiescouldpotentiallyleadtoconsequencesthatjeopardizetheoverallwelfareandr
eputation of thecollegecommunity. 
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m) In the event of any changes in a student's name (due to marriage or any other reason), address, or 
contactnumbers,itistheresponsibilityofthestudent,parent,orguardiantopromptlyinformthecollegeofficeinwri
ting.Maintainingupdatedrecords iscrucialforeffectivecommunicationand administration. 

n) Students must conduct themselves in such a manner as to not disrupt fellow students or classes within 
thecollegepremises.Itisessentialtofosteranenvironmentwhereallmembersofthecollegecommunitycanengag
ein a positiveandproductiveeducational experience. 

o) Students are expected to exercise care and responsibility in preserving college property and contribute 
tomaintaining clean and hygienic premises. Any damage caused to college property, including defacing 
orwritingonwalls,doors,fittings,orfurniture,ortearingposters,constitutesabreachofdiscipline.Studentsfound
guilty of such offenses willfaceappropriatedisciplinary action. 

p) Anylostorfoundpropertyshouldbepromptlysurrenderedorclaimedatthecollegeofficeduringworkinghours.Th
isensures theproperhandling andretrievalof personalbelongings withinthecollegepremises. 

q) Students seeking various certificates, testimonials, or documents requiring the principal's signature 
shouldcontact the college office at least two days prior to the required date. Students are advised not to 
bringpapersdirectlytotheprincipalfortheirsignature,astheproperadministrativeproceduresmustbefollowed. 

r) In order to maintain a clean and hygienic educational environment, students are prohibited from 
bringingfood and cold drinks into the classrooms, library, or any other area within the college premises. 
Thesemeasuresarein placeto fosterafocused andprofessional academicsetting. 

s) Studentsshouldadheretoasuitabledresscodewhenattendingcollege.Informalattireisstrictlyprohibitedwithint
hecollegepremises,as itisnecessarytomaintain anatmosphereof professionalismand decorum. 

t) Whencollectinganydocuments,halltickets,marksheets,oranyotheracademicmaterial,studentsshouldcarefull
y examine the contents for accuracy. If any errors are identified, it is crucial to promptly notify 
thecollegeoffice.Failuretodoso mayresult incomplications orinconvenienceat alater stage. 

u) Studentswhoarerecipientsofgovernmentscholarshipsoranyotherformoffinancialaidorfeeremissionmust be 
aware that the grant and continuation of such benefits are contingent upon maintaining goodbehaviour, 
regular attendance, and satisfactory academic progress in both the college and universityexaminations. 
Compliance with these requirements ensures the ongoing support and availability of theseopportunities. 

v) In matters not covered by the existing rules, the principal retains absolute discretion. This allows 
forflexibility and innovation when addressing unforeseen circumstances or unique situations within 
thecollegecommunity. 
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w) If any disputes or differences arise between students or their parents and the college or 
management,specificallyregardingadmission,fees,feerefunds,ortransfers,suchmatterswillfallwithinthejuris
dictionoftheappropriatecourtoflawinMumbai.Thisensuresafairandlegalresolutiontoanypotentialconflicts. 

x) It is important to note that all admissions are valid for only one academic year and must be 
renewedannually through the submission of an application in the prescribed format. This requirement 
applies toeach subsequent year of study at the college, and it ensures the proper administration and 
documentationofstudent records. 

 
 

C-3)STUDENTCODEOFCONDUCTPOLICY 
 

a) Students shall abide by the general and special rules made by the College authorities with regard to 
theconduct of students, in and outside the College; and the decision of the College authorities shall be 
final.Parentsandguardiansarealsopresumedto have agreedto theseruleswhen theirwardsjoin theCollege. 

b) Furthermore, it is important for students to familiarize themselves with the rules and regulations set 
forthby the College authorities. These rules serve as a framework for maintaining proper conduct and 
behaviorboth within and beyond the College premises. It is imperative to adhere to these rules as they 
have 
beenputinplacetoensureaconducivelearningenvironmentforallstudents.ThedecisionsmadebytheCollegeaut
horities,inrelationtotheserules,carrysignificantweightandareconsideredfinal.Thisunderscorestheimportance 
of students complying with these rules and abiding by the decisions made by the 
Collegeauthorities.Itisalsotobenotedthatparentsandguardiansplayacrucialroleinsupportingtheserulesandare
presumed to haveagreed to them when theirwardsjoin theCollege. 

c) Studentsshouldread thenoticesdisplayed ontheCollegeNoticeBoards fromtimetotime. 

d) In order to stay informed about important updates and announcements, students are advised to 
regularlycheck the notices displayed on the College Notice Boards. These notices may contain vital 
informationregardingevents,examinations,schedulechanges,andotherimportantupdates.Bykeepingthemsel
vesuptodatewiththesenotices,studentscanensurethattheydonotmissoutonanycrucialinformationthatmaybees
sential to their academicjourney. 

e) The College strictly prohibits the use of cell phones within its premises. Students are expected to 
refrainfrom using their cell phones during their time in the College. The College administration takes this 
policyseriously and any student found using a cell phone on the College premises will be subject to a 
fine. It isimportant for students to adhere to this rule in order to maintain a focused and distraction-free 
learningenvironment. 

f) Nostudentshallrefusetoestablishorrevealhisidentity intheCollegepremises. 
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g) It is mandatory for every student to establish and reveal their identity when requested to do so within 
theCollege premises. This is a crucial part of maintaining a secure and accountable environment. 
Studentsshould be prepared to provide their identification whenever required by the College authorities or 
staffmembers. Failure to comply with this requirement is a violation of the rules and can result in 
disciplinaryaction. 

h) Smoking;consumptionofalcoholicdrinks,intoxicantsandnarcoticdrugs;raggingandbeinginpossessionof any 
material deemed objectionable by the Principal of the College is strictly prohibited in the 
Collegepremises. 

i) Toensureasafeandhealthyenvironmentforallstudents,theCollegestrictlyprohibitssmoking,consumptionofalc
oholicdrinks,intoxicantsandnarcoticdrugs,aswellasengaginginanyformofraggingwithin its premises. 
Additionally, students are prohibited from possessing any material that is deemedobjectionable by the 
Principal of the College. These measures are in place to safeguard the well-being andmoralintegrity of 
theCollegecommunity. 

j) If any student is found to have engaged in ragging either in the past or present, they will face 
severeconsequences to be taken by Anti-Ragging Committee of the college. Such consequences may 
includeexpulsion from the College and cancellation of admission. This strict policy serves as a deterrent 
andemphasizestheCollege'scommitmenttomaintainingasafeandinclusivelearningenvironment,freefromany
form ofharassment. 

k) Students shall not do anything either inside or outside the College that will in any way interfere with 
itsorderlyadministration and discipline. 

l) Itisofutmostimportanceforstudentstorefrainfromengaginginanyactivities,whetherwithinoroutsidethe 
College, that may disrupt the orderly administration and discipline of the institution. This 
includesbehaviors or actions that could potentially hinder the smooth functioning of the College and its 
variousdepartments.Byadheringtothisrule,studentscontributetoaconduciveandharmoniousenvironmentthati
sessential foreffectiveteaching and learning. 

m) NosocietyorassociationshallbeformedintheCollegeandnopersonwillbeinvitedtoaddressameetingwithoutthe 
prior permission of thePrincipal. 

n) Formation of any society or association within the College premises is strictly prohibited without 
priorpermissionfromthePrincipal.Additionally,nopersonshouldbeinvitedtoaddressameetingorgatheringwit
hout the Principal's approval. This rule is in place to ensure that all activities within the College 
areorganizedandsupervisedresponsibly, withdue consideration fortheCollege's objectivesandvalues. 

o) No student shall collect any money or contribution for picnic, trip, educational visit, get-together, 
studynotes,charity or for anyotheractivity without the prior sanctionofthe Principal. 
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p) Students are not allowed to collect any money or contributions, regardless of the purpose (such as 
forpicnics,trips,educationalvisits,get-
togethers,studynotes,charity,oranyotheractivity),withoutobtainingprior sanction from the Principal. This 
rule ensures that all financial transactions within the College areconducted transparently and in 
accordance with proper guidelines. Any form of unauthorized money-collectionis strictly prohibited and 
canresult in disciplinary action. 

q) NostudentshallcommunicateanyinformationorwriteaboutmattersdealingwiththeCollegeadministrationto 
thePress. 

r) Students are prohibited from communicating any information or writing about matters pertaining to 
theCollegeadministrationtothepresswithoutproperauthorization.Thisruleexiststomaintainconfidentialityan
densurethatallcommunicationregardingtheCollegeadministrationishandledthroughtheappropriatechannels. 
Students are encouraged to raise any concerns or provide feedback directly to the 
Collegeauthoritiesthrough thedesignated channels foreffectiveresolution. 

s) Nostudent shall do an act, whichtends to lower thepublicimageof theCollegeor its officers. 

t) It is the responsibility of every student to conduct themselves in a manner that upholds and enhances 
thepublic image of the College and its officers. Students should refrain from engaging in any activities 
orbehaviours that may tarnish the reputation of the College or bring disrepute to its officers. By adhering 
tothis rule, students contribute to the overall positive perception of the College and demonstrate respect 
foritsvalues and ethos. 

u) Insubordinationandunbecominglanguageormisconductonthepartofthestudentissufficientreason forhis 
suspension/dismissal. 

v) Instances of insubordination, use of unbecoming language, or any form of misconduct on the part of 
astudent are considered serious offenses. Such behaviour can lead to the student being suspended 
ordismissed from the College. It is imperative for students to demonstrate respect for their educators 
andpeers, as well as adhere to the code of conduct established by the College. Maintaining discipline 
andfosteringapositivelearningenvironmentareparamount,andanybehaviourthatcontradictstheseprinciples 
will not be tolerated. 

w) Making false statement or tampering with certificates and records, whether for seeking admission 
orsecuringany other benefit will entail punitive action. 

x) The College strictly prohibits making false statements or tampering with certificates and records, 
whetherit is for the purpose of seeking admission or gaining any other benefits. Engaging in such 
activities isconsidered a serious offense and can result in punitive action. Students are expected to provide 
accurateinformationandmaintaintheintegrityoftheirdocumentsandrecords.Thisruleunderscorestheimportan
ceofhonesty and integrity in all academicmatters. 

y) Astudentmust notassociatewith anyactivitynot authorizedbythe CollegePrincipal. 
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z) Students are advised not to engage in any activities that are not authorized by the College Principal. 
Thisincludesparticipatinginevents,societies,orassociationsthathavenotbeenapprovedorsanctionedbytheColl
ege. By adhering to this rule, students demonstrate their commitment to the College's regulations 
andcontributeto a focused and disciplined learning environment. 

aa) If there is any change in the name (on account of marriage or otherwise), address or contact numbers of 
astudent, it is the responsibility of the student/parent/guardian to immediately intimate, in writing, to 
theCollegeoffice. 

bb) In the event of any changes in a student's name (due to marriage or other reasons), address, or 
contactnumbers, it is crucial for the student, parent, or guardian to promptly inform the College office in 
writing.ThisensuresthattheCollegehasupdatedandaccurateinformationregardingthestudent,whichisessentia
lforeffectivecommunicationandadministrativepurposes.Studentsandtheirparentsorguardiansareurgedtofulfi
l thisresponsibility in atimely manner toavoid any potentialcomplications or issues. 

cc)Incaseofillness,astudent/parent/guardianmustgiveapplicationwithmedicalcertificatetotheoffice. 

dd) If a student is unable to attend College due to illness, it is necessary for the student, parent, or guardian 
tosubmit an application to the office. This application should be accompanied by a valid medical 
certificatethat confirms the student's condition. This information allows the College to appropriately 
record thestudent's absence and make any necessary arrangements to support their academic progress. 
Open andtimelycommunicationinsuchsituations ensuresthatthestudent'sacademicjourneyisnot hindered. 

ee) Conduct of a student in the class as well as in the premises of the College shall be such as will cause 
nodisturbanceto fellow students and other classes. 

ff)Students are expected to maintain proper conduct both within the classroom and throughout the 
Collegepremises.Thisincludesbehavinginamannerthatdoesnotdisturbfellowstudentsordisruptotherclasses.
Respectingthelearningenvironmentandshowingconsiderationforothers'academicpursuitsisimportantforfost
ering a conduciveatmospherethat promotes growth and learning. 

gg)Studentsmust not loiter intheCollegepremises whilelectures arebeingengaged. 

hh)Duringlecturehours,itiscrucialforstudentstoavoidloiteringwithintheCollegepremises.Loiteringcancause 
unnecessary distractions and interruptions to the teaching and learning process. Students shouldutilize 
their time effectively and engage in activities that contribute to their academic development. Byrespecting 
the schedules and being mindful of their surroundings, students contribute to a focused 
andproductivelearningenvironment. 

ii)Students are expected to take care of the College property and to help in keeping the premises clean 
andhygienic. Causing damage to the property of the College by disfiguring or writing on the walls, 
doors,fittings, etc. 
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1. SCOPEOFSERVICERULES 
 

TheseservicerulesareapplicabletoallemployeesofeducationIdeal FoundationsIdeal College of 
Law,includingthoseinacademic,administrative,andmaintenanceroles.Additionally,employeesofthecollegeareob
ligated to follow any other relevant rules, regulations, and procedures that are in effect at the time of 
theirappointment and subject to any modifications made thereafter. It is crucial for employees to stay updated 
andadhere to all applicable guidelines to ensure the smooth functioning and effective management of the 
college'soperations. Therefore, a thorough understanding and compliance with these rules are essential for all 
staffmembers to maintain aharmonious andwell-functioning work environment. 

 
2. APPLICABLITY  

In the event that any provision stated within the General administration Rules of Ideal Foundation’sIdeal 
College of Law is discovered to be in conflict with other provisions that are specifically relevant toparticular 
categories of employees, it iscrucial to emphasize andacknowledge thatthe aforementionedprovisions outlined 
in these rules will be given precedence and ultimately prevail over the others, 
therebyguaranteeingthepreservationofconsistencyanduniformitythroughouttheinstitution'spoliciesandprocedur
esina highly effectivemanner. 

 
 

3. CATEGORIES OFEMPLOYEES  
 

3.1. TEACHING 
a.Principal b.IQACCoordinator c.AssistantProfessor d.Librarian 

 
3.2. NON–TEACHING(ACADEMIC) 
a.Housekeeping b.OfficePeon c. Adminclerk 

 
 

3.3.ADMINISTRATION  

a.OfficeSuperintendent b.System Administrator c.Accountant 
d.Assistant e.JuniorAssistantOffice Assistant  

 
3.4.MAINTENANCE 
a.TechnicalAssistant(Plumber) b.TechnicalAssistant(Electrician) 
c.Carpenter d.Gardener 
e.Security f.SanitaryWorker 
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4. CLASSIFICATIONOF EMPLOYEES  
 

Employeesshallbeclassifiedas: 

A.PERMANENT B.CONTRACT C.PARTTIME 
 

Themanagementhasdiscretionarypowerstoterminateanyappointmentbecauseof 

a) Cessationofthepost/programme. 
b) Lackof sufficientnumber ofstudents fortheparticularcourse. 
c) Changeofcurriculum/syllabusoranyotherunforeseencircumstances. 

 
Inthecaseofachangeofcurriculumorsyllabus,modificationsandupdatesinlinewiththeguidelinesprovidedby the 
Governing Council from time to time will be implemented. These guidelines ensure that any alterationsmade 
to the curriculum are done under deserving circumstances and with careful consideration. By 
followingtheseguidelines,theorganizationcanguaranteethatthechangesmadearebeneficialandinlinewiththeovera
llgoalsand objectives of thecurriculum. 

 
Movingontothetopicofemployment contracts,acontractemployeereferstoan 
individualwhoishiredforaspecificdurationorforaparticulartask.Oncethestipulatedperiodendsorthespecifiedwork
iscompleted,theemployment is automatically terminated. It is important to note that a contract employee will 
receive only thebenefits that have been clearly mentioned and acknowledged in writing within the terms of the 
contract. Byclearly defining the limitations and entitlements of contract employees, both the employer and 
employee areprotectedand haveaclear understanding of their respectiveresponsibilities. 

 
Additionally, we have part-time employees who are hired to work fewer hours than the standard full-
timeemployees.Regardlessoftheirreducedworkinghours,part-timeemployeesareentitledtobenefitsasspecifiedin 
writing within the official letter of appointment. This ensures that both parties have a mutual 
understandingofthebenefitsandobligationsthatcomewiththepart-
timeemploymentarrangement.Byclearlyoutliningthesedetails in writing, any potential confusion or 
disagreements can be avoided, and the rights of part-timeemployeescan beappropriatelyupheld. 

 
 

5. RECRUITMENT 
 

Alltherecruitmentforthevacantpositionswillbeconductedthroughopencompetition,whichisinalignmentwith the 
established norms set by the AICTE/University. To ensure fairness and transparency, the 
selectionproceduresimplementedbythemanagementwillstrictlyadheretothespecifiedguidelines.Thisapproachai
ms 
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toattractthemostqualifiedcandidatesandmaintaintheintegrityoftherecruitmentprocess,promotingequalopportuniti
esforall interested individuals. 

 
 

6. EMPLOYMENT  
 

A. Only a person who has received a letter of appointment duly signed by the Principal and joined 
dutythereundershall bedeemed to bean employeeof thecollege. 

 
B. In order to be recognized as an employee of the college, it is crucial for an individual to possess a letter 

ofappointment that has been officially signed by the competent authority as well as fully commit to 
theirassignedduties. 

 
C. Theappointeeshallproduceherorhisoriginalcertificatesandonesetofattestedcopiesthereofatthetimeofjoining 

duty,and thosedocumentsshould bemadeavailable as andwhen required forscrutiny. 

 
D. Uponcommencingtheiremployment,theindividualreceivingtheappointmentmustpresenttheiroriginalcertific

atesalongwithonesetofattestedcopiestosupporttheirqualificationsandcredentials.Itisessentialforthesedocum
ents to beaccessible forreviewatany given time. 

 
E. Unless, in any particular case, it is otherwise distinctly provided, the employee’s time is entirely at 

thedisposalofthecollege,andsheorhemaybeemployedinanymannerrequiredbythecompetentauthoritywithou
tclaim foradditional remuneration. 

 
F. Except for specific instances where otherwise stipulated, the employee's schedule is solely determined 

bythe college. This means that the employee must be prepared to fulfill various roles as directed by 
thecompetentauthority without expectingany additional compensation fortheir efforts. 

 
G. Generally,before a personisconsideredfor regular employment,unlessotherwise 

specifiedintheappointmentorder,s/heisrequiredtobeonprobationforaperiodoftwoyearswithinacontinuousper
iodofthreeyears from the date ofjoining duty as aprobationer. 

 
H. As a general practice, individuals seeking regular employment at the college are subject to a 

probationaryperiodoftwoyears, whichmustbecompletedwithinacontinuousthree-
yearperiodstartingfromthedateofjoining. However, theremay beexceptions, as statedin theappointment 
order. 
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I. If,duringtheperiodofprobation,theemployee’sperformanceofthedutiesassignedtohimorherhasbeenfound to 
be satisfactory, his or her position may be regularized; if not satisfactory, the period of 
probationmaybeextended at thediscretion ofthe competent authority. 

 
J. Shouldtheprobationereffectivelyfulfilltheassigneddutiesduringtheprobationaryinterval,theirpositionmaybe

transitionedintoaregularemploymentstatus.However,iftheprobationer'sperformanceisdeemedunsatisfactory
,thecompetentauthorityholdstheauthoritytoextendtheprobationperiodaccordingtotheirdiscretion. 

 
K. Duringtheperiodofprobation,anextendedperiod ofprobation,orattheendofprobation,theservices ofa 

probationer can be dispensed with at any time without assigning any reason. No appeal shall lie 
againstsuchtermination. 

 
L. Throughout the probationary period, including any extensions that may be granted or even upon 

itscompletion, the competent authority retains the right to dismiss a probationer without providing 
anyjustification.Moreover,it isimportant tonotethatnoappeals canbemade againstsuch terminations. 

 
M. No employee is entitled to be treated as a regular employee by reason alone of having completed 

theprobationaryperioduntiltheconfirmationorderisissuedinwritingbythecompetentauthority.Ifnoordersarep
assed,theprobationer’sserviceswillbedeemedtohavebeenunsatisfactory,andtheprobationerwillbedischarged 
from service. 

 
N. Completion of the probationary period does not automatically grant an employee regular status. 

Theissuance of an official written confirmation order by the competent authority is necessary before 
anemployee can be officially considered regular. If no confirmation orders are provided, it signifies that 
thesupervisorfoundthe probationer'sservicesunsatisfactory, resultingintheirdischargefrom service. 

 
O. A regular employee appointed to a different post or promoted to a higher post shall be on probation for 

aperiod of one year within a period of two years. Unsatisfactory completion of the probation period 
entailsareversion to theearlierpost. 

 
P. When an employee receives an appointment in a different role or is promoted to a higher position, 

theymust undergo a probationary period lasting one year within a two-year period. It is essential for 
theprobation period to be successfully completed; otherwise, the employee may be required to revert back 
totheirprevious position. 
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Q. Thepromotionof anemployeefrom alowerposttoahigherpostwillbedeterminedonthebasisof merit,quality of 
service, loyalty, conduct, efficiency, ability, health, nature of the job, years of service, and 
theindividual’ssuitability for thejob. 

 
R. Itisimportanttonotethatemployeescannotdemandpromotionsastheirinherentright.Insituationswherea 

higher-ranking position becomes available, the competent authority, together with the approval of 
theGoverning Council, possesses the authority to select from all eligible candidates who have applied for 
theposition. The decision to promote an employee from a lower post to a higher post hinges upon 
variousfactors, such as merit, the quality of service, loyalty, conduct, efficiency, ability, health, the nature 
of thejob,years ofservice,andthe individual's suitabilityforthe given role. 

 
S. Interdepartmental transfers of employees may be made by the competent authority in the interest of 

theinstitution,and employees arebound to comply withorders in this regard. 

 
T. To serve the best interests of the institution, the competent authority holds the authority to 

transferemployees between departments. Employees are expected to adhere to the orders provided for 
thesetransfers. 

 
 

7. SERVICEREGISTERANDSENIORITY  
 

A. As part of their obligations, all employees are required to provide their accurate and complete biodata, 
inthe prescribed format, to the designated authority responsible for maintaining the service register. 
Thisensures that all necessary information is available for administrative purposes and that employees 
areappropriatelyregisteredwithin the system. 

 
B. Furthermore,employeesmustpromptlynotifyanysubsequentchangesintheirprovideddetailsbysubmitting a 

written notice. This is crucial to ensure that the service register is always up-to-date andreflects any 
relevant updates to an employee's personal information. It is important to emphasize that anydeliberate 
act of concealing or distorting material facts will be considered grounds for termination. 
Thisstrictpolicyactsasadeterrentandensuresthatemployeesunderstandthesignificanceofprovidingaccurateinf
ormation. In order to maintain effective record-keeping and process management, Ideal Foundation'sIdeal 
College ofLawtakestheextrastepofmaintainingcomprehensivestaffserviceregisters,inadditionto aseniority 
listforteachersand othermembersof thestaff. 

 
C. Thesepracticesallowforefficientmonitoringandorganizationoftheinstitution'sworkforce,ensuringthatimport

antinformationisreadilyavailableandaccessiblewheneverrequired.Thecomprehensivenatureof 
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theseregistersandlistsensuresthattheinstitutionhasathoroughunderstandingofthestaff'squalifications,experie
nce,andranking.This,inturn,helpsinmakinginformeddecisionsregardingpromotions,recognition,andresourc
eallocation.Overall,thesemeticulouspracticessignifytheinstitution'scommitmentto maintainingawell-
organizedandefficient workforcemanagementsystem. 

 
8. RECORDOF AGE PROOF 

 

A. The date of birth of an employee, as provided by her or him at the time of their joining duty, must 
besupportedandverifiedbytheirschoolleavingcertificate,whichservesasacrucialpieceofdocumentationto 
establish their official record and ensure accuracy regarding their age. This verification process 
isnecessary to comply with employment regulations and ensure that the employee's age information 
isreliable and legally valid. Furthermore, once the employee's age has been properly verified and 
acceptedbythecollege,itwillbedulyrecordedintheserviceregister,safeguardingtheaccuracyoftheiremployme
ntrecords. 

 
B. The inclusion of the employee's age in the service register is of great importance as it serves as 

conclusiveproof of their age, approved by the competent authority. This record not only holds significant 
weight 
inmattersrelatedtotheiremployment,suchascalculatingretirementbenefits,butalsoestablishesaconsistentandr
eliablerepresentation of theemployee'sagethroughout their tenure. 

 
C. It is important to note that once the age is established and recorded in the service register, no 

furthercorrections or adjustments will be made, even if subsequent changes occur in the age mentioned in 
thecollegeleavingcertificate.Thispolicyensuresconsistencyandreliabilityinmaintainingaccurateemployeere
cords, eliminating the need for frequent updates or changes that could potentially lead to confusion 
orinconsistenciesin their employment documentation. 

 
D. By adhering to this thorough verification and record-keeping process, employers can effectively 

manageandmaintainpreciseemployee data,allowingfora streamlined anderror-
freeapproachtovariousemployment-relatedmatters. 

 
 

9. CHANGEOF ADDRESS 
 

A. Wheneveranychangeoccursintheresidentialaddressofanemployee,sheorhemustimmediatelyintimatesuch 
changes to the competent authority in writing. This step ensures that the information is promptlyupdated, 
as it is crucial for the smooth functioning of the college's administrative processes. By 
keepingthecollegeinformedofanyresidentialaddresschanges,employeescontributetomaintainingaccurate 
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records in the registers maintained at the administrative office. These registers serve as a central 
referencepointforthecollege,allowing themto haveup-to-dateand correct employeeinformation at alltimes. 

 
B. Maintainingaccuraterecordsofemployeeaddressesisvitalforeffectivecommunicationwithinthecollege.By 

promptly updating the registers with the revised addresses, the competent authority ensures that 
anyofficial correspondence or mail is delivered promptly to the correct address. This not only saves time 
andeffort for both the college and the employees but also helps to establish a smooth flow of 
communicationwithinthe institution. 

 
C. Moreover, by promptly communicating any change in residential address to the competent 

authority,employees demonstrate their commitment to their responsibilities and cooperation with 
administrativeprocedures.Thiscollaborativeeffortbetweentheemployeesandthecollege'sadministrativeoffic
eensuresthatthecollegeoperatesefficientlyandeffectively.Itallowsforstreamlinedprocessesandreducestheris
kof any miscommunication or delay in important communication, which can have a significant impact 
onthecollege's overall productivity. 

 
D. Overall,theprocessofimmediatelyinformingthecompetentauthorityofanychangeinresidentialaddressisessen

tialformaintainingaccuraterecords,facilitatingeffectivecommunication,andensuringthesmoothfunctioningo
f administrativeprocesses within thecollege 

 
10. LEAVINGTHEHEADQUARTERS  

 

No employee shall, ordinarily, while on leave, under suspension, or on holidays, be permitted to leave 
theheadquarters without obtaining prior permission from her or his designated leave sanctioning 
authority.Consequently,shouldanemployeehaveavalidreasonforleavingherorhisdesignatedworklocation,sheor
he must incorporate the out-station address and contact number where she or he may be reached if 
necessarywhen submitting the leave application to the respondent or authorities. This precaution is necessary 
to ensureeffective communication and efficient handling of any potential work-related matters that may arise 
in theemployee's absence. It also allows the authorities to have a means to contact the employee for any 
urgentwork-relatedmattersto beattendedto remotely,therebymaintaining smoothoperationalfunctioning. 

 

11. IDENTIFICATIONOF EMPLOYEES  
 

A. Every employee will be provided with an identification badge or card, which serves as an official form 
ofidentification. It is important for employees to have this badge, as they may be required to present it 
whenrequestedbyauthorizedindividualswhohavetheauthoritytoinspectit.Furthermore,itismandatoryfor 
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employeestovisiblydisplaytheirbadgeswhileinsidethecollegepremises.Thisensuresthatthereisaclearindicati
on oftheiridentity and affiliation with theinstitution. 

 
B. In the event that an employee's employment ceases, whether due to resignation or termination, it is 

crucialfor them to surrender their identification badge or card to the office before their accounts can be 
settled.This procedure helps maintain proper record-keeping and prevents any misuse of the badge or card 
aftertheemployee's 
departure.Additionally,ifanemployeehappenstomisplaceordamagetheirbadgeorcardduringtheirservice,they
willberesponsibleforpayingafeetocoverthecostofreplacement.Thespecificamountofthisfeemaybedetermine
dandadjustedperiodicallybythecollegeadministrationtoreflecttheactual expenses associated with badge or 
card replacement. Overall, these measures ensure the effectiveandsecuremanagementof 
employeeidentification withinthe organization. 

 

12. CODEOFCONDUCT ANDDISCIPLINEINGENERAL  
 

A. Unless explicitly stated, the dedicated and hardworking staff employed in the college shall devote 
theirtime and expertise to the college during all working hours. They shall dutifully serve and support 
theinstitutionin whatevercapacity they maybedirected to,at the designatedlocations as required. 

 
B. It is vital for every member of the esteemed college staff to strictly adhere to the established rules 

andregulations in force within the institution. Furthermore, they are expected to sincerely obey all orders 
anddirections given by any person or persons under whose jurisdiction, superintendence, or control they 
maybeplacedfrom time to time. 

 
C. To ensure a commitment to professionalism and adherence, each staff member is required to 

promptlyfurnishanundertaking,eitheratthetimeofappointmentorwhenrequested.Thisundertakingservesasan
agreementtofaithfullyabidebytherulesandregulationsineffect,aswellasanyotherconditionsthatthemanageme
ntmay prescribeor modify as necessary. 

 
D. In addition to their dedication and adherence to internal policies, every member of the college staff 

isexpected to possess knowledge and familiarity with the vision, mission, values, and quality policy of 
theinstitution. They are encouraged to constantly work towards the realization of these important 
objectivesthroughtheirdaily efforts. 

 
E. Furthermore, it is crucial for all staff members to stay up-to-date with the various guidelines imposed 

byregulatory agencies such as AICTE, UGC, and other relevant authorities. They should also maintain 
acomprehensiveunderstandingofthelawsand 
regulationsthatpertaintotheoperationofaminorityhighereducationinstitution. 
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F. Overall, by upholding these principles, the diligent and well-informed staff contribute significantly to 
thesuccessandgrowthofthecollegewhileensuring 
thattheinstitutionoperatesefficientlyandinaccordancewithall applicable rulesand regulations. 

 
 

13. CODEOFCONDUCTANDDISCIPLINEINPARTICULAR  
 

A. Eachmemberofthestaffshouldpossessoutstandingqualitiessoastomoldstudentsintoexcellentpersons,and 
each staff member shall be a role model to them. It is essential for each member of the staff 
todemonstrate exceptional qualities in order to effectively shape and guide students toward 
becomingoutstanding individuals. Furthermore, it is crucial that every staff member serve as a positive 
role modelforthe students, effectively setting an examplefor them to follow. 

 
 

B. Further, it is important to emphasize that all Catholic members should show allegiance and loyalty to 
thediocese, abide by, and work for its priorities. It is crucial that they never directly or indirectly associate 
orcollaborate with anyone or any group opposing the diocesan priorities. This ensures that they 
remaindedicatedto thevalues andmission ofthe diocese and contributeto its overallgoals andobjectives. 

 
C. All the members of the staff, regardless of their religious affiliation, shall be neatly dressed, observe 

thedress code of the college, and wear their identity cards. This expectation extends to all members of 
thestaff,regardlessoftheirreligiousorpersonalbeliefs.Byadheringtotheprescribeddresscodeandwearingtheir 
identity cards, staff members not only present a professional image but also promote a sense of 
unityandidentity within the collegecommunity. 

 
D. In addition to their appearance, it is expected that all staff members discharge their duties efficiently 

anddiligently. By doing so, they ensure that the student community receives a high quality of training 
inaccordancewiththecollege'svision,mission,values,motto,andqualitypolicy.Thislevelofcommitmentand 
dedication is crucial for providing students with an excellent educational experience that aligns 
withthecollege's overall goals and objectives. 

 
E. Staff members are expected to be present for their duties at all times, unless there is a valid and 

necessaryreason for their absence, and even then, with prior permission. It is important that staff members 
avoidunnecessaryabsencesandseekpriorapprovalwhennecessary,ensuringthattheirabsencedoesnotdisruptth
ecollege's operations or impact thequality of education provided to students. 
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F. Every staff member should always be found in their specified working place, and leaving the work 
placeisallowedonlywithpriorpermissionandafterrecordingthesameinthemovementregister.Itisimperativetha
t staff members remain present in their assigned work areas at all times, but if the need to leave 
arises,they must seek prior permission and properly document their absence in the movement register. 
Thisensuresaccountability and helps maintaina structured workenvironment. 

 
G. Each staff member is expected to adhere to the rules and regulations of the college, not only in terms 

oftheir job description but also with regard to any prescriptions or guidelines provided. By conforming 
totheseexpectationsbothinletterandspirit,staffmemberscontributetotheoverallfunctioningandsuccessofthec
ollege,ensuring aharmonious and cohesiveworkenvironment. 

 
H. Everymemberofthestaffisalsorequiredtoperformanyadditionaldutiesassignedtothemforthewelfareof the 

students, either before or after regular working hours or on holidays. This includes tasks orresponsibilities 
that may go beyond their usual job description but contribute to the overall well-being 
anddevelopmentofthestudents.Bywillinglytakingontheseadditionalduties,staffmembersactivelysupportthec
ollege's commitment to fosteringa holistic educational experiencefor students. 

 
I. Furthermore, it is strictly forbidden for any member of the staff to engage in gambling or betting, 

eitherwithin the college premises or in any public place. This expectation applies to all staff members and 
helpsmaintainaprofessionalandappropriateatmospherewithinthecollegecommunity.Byrefrainingfromsucha
ctivities,staff membersuphold thevalues and standards setby thecollege. 

 
J. Themembersofthestaffareexpectedtomaintainadecentandprofessionalrelationshipamongthemselvesand 

with the students. It is crucial that they maintain an emotional distance and in no way involvethemselves 
in any form of harassment, whether it be through their words or actions. By prioritizingrespectful and 
appropriate interactions, staff members contribute to a safe and supportive environment forstudents. 

 
K. While staff members are encouraged to engage in works of honorary nature, such as research, 

writingbooks, or undertaking academic tasks like guiding PhD students, it is important that these 
activities do notimpede their work within the college and are carried out with proper permission from the 
correspondent.By creating a balance between their additional academic pursuits and their responsibilities 
within thecollege, staff memberscan contribute to both their personal growth and the overall mission of 
theinstitution. 

 
L. Nomemberofthestaffispermittedtoapplyforemploymentelsewherewithoutobtainingpriorpermissionfromthe

correspondent.Thisensuresthatstaffmembersremaincommittedtotheirroleswithinthecollege 
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anddonotengageinactivitiesthatmaycompromisetheirdutiesorallegiancetotheinstitution.Byseekingpermissi
on before pursuing external employment opportunities, staff members demonstrate their 
loyaltyanddedication to thecollege. 

 
M. Itisstrictlyprohibitedforanymemberofthestafftomobilizetheircolleaguesforanyformofdemonstration,massre

presentation,orprotestagainstthemanagement.Thisexpectationensuresthatstaffmembersdonotengageinanya
ctionsthatcoulddisruptthefunctioningofthecollegeornegativelyimpactits reputation. By maintaining a 
professional approachand addressingconcerns through appropriatechannels,staff memberscontributeto a 
harmonious andproductivework environment. 

 
N. No member of the staff shall engage in any form of protest against the management, such as engaging 

inslow-downwork,masscasualleave,pen-
downstrike,oranyotherformofworkinterruptionordiscontinuation.Engaginginsuchactivitiesisstrictlyprohibi
ted,astheycandisruptthenormalfunctioningof the college and adversely affect the students' educational 
experience. By adhering to this expectation,staffmembersdemonstratetheircommitment 
tomaintainingastableandproductiveworkenvironment. 

 
O. The members of the staff are not permitted to participate in any strike or demonstration that is 

prejudicialto the interests of the college. This expectation ensures that staff members prioritize the well-
being andreputation of the college above any personal or external interests. By refraining from 
participating inactivitiesthatmay harmtheinstitution,staffmemberscontributetoits overallstability 
andsuccess. 

 
P. Staffmembersareprohibitedfromengagingindestructivecriticismofthemanagement'spolicies,whetherthroug

hverbalcommunicationorwrittenmeans.Additionally,theyareexpectednottoassociatethemselveswithindivid
ualsorgroupsinvolvedinsimilardestructiveactivities.Thisexpectationpromotesa positive and constructive 
environment where concerns and feedback are addressed through appropriatechannelsratherthan through 
detrimental means. 

 
Q. No member of the staff shall cause any damage or attempt to cause damage to the property of the 

college,thereby avoiding any financial loss or inconvenience to the institution. Staff members are 
expected 
tohandlecollegepropertywithcareandtouseitsolelyforitsintendedpurposes.Byrespectingandpreservingthecol
lege's resources, staffmembers contributeto itslong-term sustainability and success. 

 
R. Staffmembersarerequiredtoobeytheordersofthemanagementorsuperiorsandmustnotrefusetoacceptany 

communication from the management. It is important that staff members demonstrate respect forauthority 
and adhere to the established chain of command within the college. By doing so, they contributetoa well-
organized andefficient workenvironment. 
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S. No one shall knowingly make any false statements in any document pertaining to their employment at 
thecollege.Furthermore,staffmembersmustnotattempttoaccess,copy,give,take,orpossessanydocumentbelon
ging to the college that they are not authorized to possess. By maintaining integrity and respectingthe 
confidentiality of college documents, staff members contribute to the trust and professionalism withinthe 
institution. 

 
T. Staff members are prohibited from making any statement or writing any article for the press, giving 

talkson radio, TV, or posting on any social media, private or social network, or blogs related to the 
college ormanagement without prior sanction from the correspondent. This ensures that any public 
statements orengagements undertaken by staff members are in line with the college's official 
communication channelsand do not lead to misunderstandings or misrepresentations. By seeking 
permission before engaging 
inpubliccommunications,staffmembersupholdthecollege'sreputationandensureconsistentmessaging. 

 
U. No member of the staff shall make use of or give access to any confidential information acquired 

duringtheiremploymentatthecollegeforanypurpose.Itisintegralthatstaffmembersmaintaintheconfidentiality 
of any sensitive information they come across in the course of their work. By respectingtheseboundaries, 
staffmembers contributetoacultureoftrust and professionalismwithin thecollege. 

 
V. Finally, it is expected that every member of the staff holds the development and success of the college 

inhighregard.Theyshouldactivelycomeforwardwithconstructivesuggestionsandproposalsforitsgrowth,offer
ing their solutions without prejudice to their regular duties and responsibilities, under the guidanceand 
permission of the college authorities. This commitment to collaboration and continuous 
improvementensuresthat thecollegeremains dynamicand adaptiveto changing needs andchallenges. 

 
 

14. 1 -DUTIES & 

RESPONSIBILITIES14.1.-

(I)PRINCIPAL  

A. The principal, as the highest-ranking authority in the college, bears full responsibility for the 
academicperformance of the institution. This responsibility falls under the guidance, direction, and 
control of thecorrespondent, who provides oversight and strategic guidance. The term "academic" refers 
to the variousrequirements for education, including those imposed by the relevant accrediting agencies as 
well as byinstitutional,governmental, and public entities. 
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B. One of the primary roles of the principal is to lead the college's personnel in the pursuit of 
qualitydevelopment in the areas of academics, research, and discipline. In doing so, the principal must 
create anenvironmentconducive to the optimal performanceof bothstaff and students. 

 
C. Additionally, the principal is responsible for developing and implementing best practices that uphold 

highstandards and social responsibility, thereby enabling the college to achieve its vision, mission, and 
qualitypolicy.Throughout these efforts, the principalmust adhereto thefundamentalvalues ofthecollege. 

 
D. Toensurecomplianceandeffectiveadministration,theprincipalmustpossessacomprehensiveunderstanding of 

all rules, regulations, norms, guidelines, and directions stipulated by various governingbodiesand 
agencies. 

 
E. Furthermore, the principal must be familiar with the legal obligations associated with running a 

minorityinstitution of higher education and must stay informed about the Manual of General 
Administration of theCollege and the Principles of the Diocese. Regular communication with the 
correspondent is imperativeforseeking guidanceandupdates on thesematters. 

 
F. Collaboration with the correspondent is crucial for steering the institution towards the fulfilment of 

itsvision, mission, and quality policy. The principal's academic leadership abilities should align with 
theregulations and guidelines established by the central and state governments, as well as their 
relevantagencies, the affiliated university, and the institutional manual. It is also essential for the principal 
tointegrate the principles and values of various accrediting agencies into the college's operations 
whilekeepingtheGoverning Council's directives in mind. 

 
G. In terms of operational responsibilities, the principal must adhere to government regulations 

regardingadmissions, syllabi, working days, examinations, and the publication of results, among other 
aspects.Simultaneously,theprincipalisduty-
boundtomeettheacademicobjectivessetbythecollege'smanagement,focusing on providing quality 
education. 

 
H. Eachyear,beforethecommencementoftheacademicyear,theprincipalmustinitiateaprocesswithinthecollege 

to establish academic targets. These targets should be aligned with the college's vision, mission,values, 
and academic objectives set by the management. Subsequently, the principal must develop 
adetailedplanforacademicactivitiesandensuretheirinclusioninthecollege'shandbookfortherespectiveyear. 
These activitiesmay comprise settingannualinspirationalthemes,implementingnew 
campuspolicies,achievingtargetedresults,undertakingresearchprojects,publishingacademicpapers,andorga
nizing conferences, among other endeavours. The finalization of the programs and activities for 
theacademicyear is guidedby thesepredetermined targets. 
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I. Any modification or deviation from the stipulations outlined in the college handbook, such as 
alterationsto the college timings, working days, and holidays, should only be made with the approval and 
consent ofthe correspondent.Preservingopenlinesof 
communicationensurestransparencyandaccountabilitythroughoutsuch changes. 

 
J. With the aim of maintaining high-quality standards, the principal must effectively facilitate the 

fulfilmentof each staff member's responsibilities and ensure strict discipline is observed concerning 
classroomactivities, examinations, coaching for struggling students, student counselling, periodic tests, 
industrialvisits, and association activities. The principal regularly updates the correspondent on the 
progress of thestaffand bringsany instancesof staff indisciplineto thecorrespondent's attention. 

 
 

14.2. IQACCOORDINATOR  
 

A. The teacher, as a dedicated professional, wholeheartedly devotes themselves to the task of helping 
studentsacquire not only knowledge, competence, and values but also the necessary skills and attributes for 
theirholisticdevelopmentwithintheinstitution.Takingontheprimaryresponsibilityfornurturingwell-
roundedindividuals equipped with both theoretical expertise and practical skills, the teacher strives to instill 
a senseofpro-
socialprinciples,virtues,andcivilitythatwillenablethemtomakevaluablecontributionstosociety.In doing so, 
they provide the students with the tools they need to thrive in the job market, pursue furtherstudiesin 
academia, or even establish successful entrepreneurialventures. 

 
B. With an unwavering commitment to upholding the institution's vision, mission, and quality policy, 

teachersemploy innovative and up-to-date pedagogical methods and techniques in their delivery of classes. 
Thisensures that students not only achieve mastery over the subjects taught but also develop a genuine 
passionfor knowledge and a desire to engage in further research and practical application for the betterment 
ofsociety.Intheirrolesasmasters,guides,mentors,andleaders,teachersunquestioninglyearntherespectandadmir
ationoftheirstudents as they becomeintegral figures in their lives. 

 
C. Recognizingthe importance of thoroughpreparation,teachers engageinextensive 

readingofbooks,periodicals,andjournalstoremaininformedandup-to-
dateintheirrespectivefields.Theydiligentlypreparecoursefiles,aligningthemwiththeframeworkprovidedbytheI
nternalQualityAssuranceCell(IQAC)andincorporatingbestpracticesinteaching.Moreover,teachersensurethat
studentsreceivethecourseframeworkwell in advance, allowing themto adequately preparefor classes. 
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D. Understanding the potential for unexpected demands on their time, teachers advocate for sufficient 
advancepreparation, going so far as to complete remote preparations outside of regular college hours. By 
adheringto standard, quality, and creative teaching methods, teachers effectively implement the steps 
outlined in 
thecoursefiles,tyingtheinstitution'svisionandmissiontothesyllabusandensuringthatthedesiredoutcomesarereal
izedby the students. 

 
E. In line with the institution's commitment to continuous improvement, teachers willingly submit 

themselvesto teaching-learning evaluations as directed by the management. They genuinely consider the 
feedbackprovided through these evaluations and use it as a catalyst for enhancing their teaching methods 
andpedagogy. As they strive to grow as educators, teachers actively utilize the various e-materials 
availablewithin the college, incorporating them into their teaching practices. Furthermore, they actively 
seek out andarrangefor enrichment programs, areflection ofwhich isincluded in theircoursefiles. 

 
F. Teachers maintain a vigilant eye on their class schedules to ensure the timely completion of syllabi. In 

theeventofanyanticipateddifficultyorunexpectedbarriers,theyproactivelyscheduleextraandspecialclassesto 
compensate. Recognizing the significance of feedback, teachers consistently seek input from students 
onvarious facets of effective teaching while prioritizing the evaluation of programs and course 
objectives.Underpinning this dedication is a steadfast sense of duty to identify students' capabilities early 
on and 
totailorspecialstrategiestocatertotheneedsofslowlearners,giftedstudents,andthosewithaverageabilities,ensuri
ngthat they all reachtheirfull potential, thus bringinghonor and prestigetotheinstitution. 

 
G. Teachersactivelyparticipateasclasscoordinatorswhenassignedtheresponsibility,conveningclasscommittee 

meetings regularly to assess the quality of teaching, learning levels, and areas for 
pedagogicalimprovement. Within their roles, they go beyond their immediate responsibilities and actively 
engage withtheir own ongoing professional development, keeping themselves up-to-date in their respective 
fields 
andfamiliarizingthemselveswithnewteachingmethods,effectiveusageofICT,andresearchmethodologiesbyatt
endingrelevantFaculty DevelopmentPrograms(FDPs)and online certificate courses. 

 
H. The Internal Quality Assurance Coordinator (IQAC Coordinator) assumes responsibility for 

ensuring,sustaining,andenhancingthequalityoftechnicaleducationwithintheinstitution.Tothisend,thecoordina
tor devises plans and strategies, oversees execution, monitors progress, and offers guidance. As anally to 
the principal, they collaborate to bring out the best in both the students and staff members, workingin 
accordance with the guidance and direction provided by the correspondent and in alignment with 
theinstitution'svision, mission, and quality policy. 

 
I. The IQAC coordinator advocates for and inspires the adoption of high-standard benchmarks, ushering 

ingoodpracticesthatmotivate bothpersonnelandstudents tostriveforexcellence. Theirinfluenceextends to 
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directing, guiding, and monitoring the efficient functioning of the IQAC, ensuring adherence to 
guidelinesset forth by relevant agencies. Additionally, the coordinator is responsible for documenting the 
minutes 
ofIQACmeetings,presentingreportsatsubsequentmeetings,anduploadingcompliancereportstotheinstitution's
website. 

 
J. Inlinewiththeircommitmenttoenrichmentprograms,value-

addedcourses,andresearchefforts,theIQACcoordinator ensures their relevance, necessity, and quality. As a 
proponent of consistent progress, theyguarantee the timely and efficient execution of both academic and 
administrative tasks, organizing them insuchawayas to maximizetheireffectiveness. 

 
K. Mechanismsandproceduresforreliableandintegrity-

ladenevaluationprocessesaredevelopedbytheIQACcoordinator. Submitting timely reports and seeking 
proper guidance and direction from the correspondent,they diligently attend to the adequacy, maintenance, 
and functioning of all support structures and serviceswithin the institution. This includes conducting 
periodic audits and responding to feedback to ensure theircontinuedeffectiveness. 

 
L. Collaboratingwiththeprincipal,deans,andheadsofdepartments,theIQACcoordinatortakesanactivepartindevisi

ngnecessarystrategiesandactivitiestoimplementqualitybenchmarksandparametersapprovedbythe 
management. Their focus extends to all academic and administrative activities undertaken by 
differentsections and groups within the college. Through their dedication to creating a learner-centric 
environmentconducivetoqualityeducation,fosteringknowledgeacquisition,skilldevelopment,research,andinn
ovation, the coordinator aims to create a facilitative environment that truly inspires and enables allstudents 
to thrive. 

 
 

14.3. -TEACHINGSTAFF  
 

A. Ateacherisanenthusiasticindividualwhowholeheartedlydedicatesthemselvestohelpingstudentsacquireknowle
dge, competence, and values. They bear the primary responsibility for facilitating the all-roundgrowth of 
students within the institution, focusing on instilling optimal knowledge, practical skills, highresearch 
calibre, a well-rounded personality, prosocial principles, values, and civility. Ultimately, teachersaspire to 
prepare students who can successfully serve society and find worthy placements in the job 
market,academia,or asentrepreneurs. 

 
B. Adhering to the highest standards of quality and remaining mindful of the institution's vision, mission, 

andquality policy, teachers must deliver classes using innovative and up-to-date pedagogical methods 
andtechniques.Theiraimisforstudentstomasterthesubjectsandbeinspiredtoengageinfurtherknowledge 
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exploration, while also encouraging them to initiate innovative research and apply their learning to 
enhancesociety. As masters, guides, mentors, and respected individuals in the lives of their students, 
teachers mustprepareextensively,which involvesreadingbooks, periodicals,and 
journalstoimprovetheirproficiency. 

 
C. Additionally,teachersmustmeticulouslypreparecoursefilesbasedontheframeworkprovidedbytheIQACand 

implement best practices in teaching. It is crucial to gain approval for these files even before the 
coursebeginsandeffectivelycommunicatetheframeworktothestudents,allowingthemtoprepareadequatelyforth
e classes. Recognizing that unexpected demands from authorities may encroach upon their free time onthe 
college campus, teachers should sufficiently prepare for classes in advance and allocate time 
outsidecollegehours for remotepreparation. 

 
D. Teachers are expected to follow standard, quality, and creative teaching methods, diligently adhere to 

thestepsoutlinedinthecoursefile,andestablishconnectionsbetweentheinstitution'svision,mission,department, 
and syllabus. Their ultimate objective is to ensure that the expected outcomes are achieved bythe students. 
Moreover, teachers must willingly participate in teaching-learning evaluations as directed bythe 
management. They should take the feedback provided through evaluations seriously and 
continuouslystriveto improvetheirteaching methods and pedagogy accordingly. 

 
E. Tofurtherenhancetheirteachingskills,teachersareencouragedtoconstantlyevolveandutilizethevariouse-

materials available at our college. They should also arrange for enrichment programs, which can beoutlined 
in their respective course files. A comprehensive schedule is crucial to ensuring timely completionof the 
syllabus, as teachers must keep close track of their class schedule. If difficulties are foreseen 
incompletingthesyllabus ontime, arrangements for extraor specialclassesshouldbemade. 

 
F. It is the duty of teachers to gather continuous feedback from students, encompassing all the attributes 

andfunctionsofagoodteacher.Ofparticularimportanceisevaluatingtheattainmentofcourseoutcomes(COs)andp
rogramoutcomes(POs).Teachersmustidentifystudents'strengthsandweaknessesinatimelymanneranddevelopa
ndexecutetailoredstrategiestoensurethatslow-learners,giftedstudents,andaveragestudentscan achieve their 
maximum potential in examinations and other areas. By doing so, they contribute tobringingaccolades to 
theinstitution. 

 
G. Teachers are also expected to serve as class coordinators when assigned such responsibilities. In 

thiscapacity,theyshouldconveneregularclasscommitteemeetingstoassesstheteachingqualityoftheirfellowteac
hershandlingtherespectiveclasses.Theyshouldevaluatethestudents'learninglevels,identifyteachingpedagogy 
improvements, and address any additional requirements necessary for further enhancing theteaching-
learningprocess. 
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H. Ultimately, it is the responsibility of every teacher to continuously equip themselves by staying up-to-
datein their field. This includes familiarizing themselves with new teaching methods, effectively 
utilizinginformation and communication technology (ICT), and gaining proficiency in research 
methodology. Toaccomplish this, teachers should participate in relevant Faculty Development Programs 
(FDPs) and onlinecertificatecourses. 

 
 

14.4. LIBRARIAN 
 
A. The Library, whichisconsideredthe storehouse of knowledge andoftenregardedasthe 

mostvitaldepartmentofthecollege,playsacrucialroleinthecontinualupdatingofthestudents'andstaff'sknowledg
eandservesas an immensesourceof inspiration. 

 
B. Thisessentialpositionofknowledgefacilitatorisentrustedtothelibrarian,whoshoulderstheresponsibilityofprovi

dingindispensablelibraryservicestothestudentsandstaffwhilealsoenvisioningandimplementingplans for the 
development and modernization of the college's library. The librarian's overarching objectiveis to ensure 
that all necessary volumes and sources of knowledge are readily available and easily accessiblein ample 
quantities, leaving no room for the students and staff to feel handicapped in their quest forknowledge. 

 
C. Eachyear,attheonsetoftheevensemester,thelibrarianinitiatesconsultationswiththeheadsofdepartments(HODs) 

to compile a comprehensive list of required books, journals, digital materials, and other relevantresources 
for the subsequent academic year. These requirementsare then discussedwith the LibraryDevelopment 
Committee, finalized, and subsequently submitted through the principal to the 
correspondentforprocurement by no later than January. 

 
D. The librarian's responsibilities extend beyond the mere acquisition and cataloguing of resources. They 

alsoplayapivotalroleinensuringthatadiverserangeofmaterialsismadeavailablefortheholisticdevelopmentofthe
students,includinginspirationalbooksonvalue-basedlife,personalitydevelopment,entrepreneurship,social 
involvement, and spirituality. Additionally, the library endeavours to enrich young minds by 
offeringmaterialsfrom various fields,encompassing both modernand classical literature. 

 
E. In the pursuit of efficient resource allocation, the librarian is entrusted with the task of preparing an 

annualbudget for the library. This meticulous process, undertaken each year in February, takes into account 
themultifarious needs of the library, ranging from resource materials and infrastructure to maintenance 
andother essential facilities. The finalized budget is presented to the correspondent through the 
appropriatechannels. 
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F. Maintenanceandupkeep,bothsystematicandorganized,formanintegralpartofthelibrarian'sresponsibilities. 
They are responsible for the safe custody of and ensuring cleanliness in the library, as wellas the 
methodical preservation of all books, periodicals, dailies, and other study materials. Furthermore, 
thelibrarianisalsotaskedwiththepropermaintenanceandcareofcomputers, 
mediaequipment,furniture,andfittingswithin thelibrary and readingroom. 

 
G. To enhance ease of navigation and access, the librarian takes on the responsibility of clearly explaining 

thelibrary's classification system to the staff and students, along with providing guidance on utilizing 
theautomated system to locate books. In order to ensure clarity and visibility, explicit posters detailing 
theclassificationsystem areprominently displayed forall to see. 

 
H. A well-organized library mandates the proper numbering of books and other materials according to 

theclassificationsystem,oftenemployingmechanismssuchasbarcodingandtheOnlinePublicAccessCatalog(OP
AC).Thesetasksfallsquarelyontheshouldersofthelibrarian.Additionally,itistheirdutytomaintainthe 
appropriate arrangement of books on the racks according to subject-wise classification, ensuring 
thepresenceofproperlabelstoguidethestudents.Thelibrarianisalsoresponsibleforaccuratelyenteringbookinfor
mationinto thecomputer system and rearranging shelves on adaily basis. 

 
I. Recognizingtheimportanceofcateringtospecializedneeds,thelibrarianensurestheprovisionofdistinctivesection

s within the library. These sections may include a dedicated reference section, which houses 
booksthatcannotbelentout,ajournalsection,areadinglounge,reprographyfacilities,acomputersection,andanaud
io-visual section for accessing e-journals and new arrivals. These special sections serve to 
furtherfacilitateandenrich the learning experience. 

 
J. In addition to their administrative duties, the librarian must maintain an assortment of records to ensure 

thesmooth functioning of the library. This includes diligently maintaining a master library register as well 
assubject-wise registers for comprehensive record-keeping. The Master Library Register, which 
containsdetailed information such as the price of each book recorded in the invoice received along with the 
goodsreceived note, helps in accurate inventory management. It comprises various columns aimed at 
effectivelyorganizingand managing thelibrary resources. 

 
a. Sl.No(Access No) 
b. BookNo 
c. Titleof theBook 
d. Author’sName 
e. Vol.& Edition 
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f. NameofPublishers 
g. Price& DateofPurchase 
h. Remarks 

 
K. The registers maintained subject-wise shall contain all relevant particulars as are in the Master 

Register,excepting the price of the books. It is important that the total number of books listed in the 
subject-wiseregistersaligns with the figures in theMasterRegister. 

 
L. As a diligent and dedicated individual responsible for the ongoing development and improvement of 

thelibrary,itwillbeaprimarydutytoactivelyseekoutandrequestdonations 
ofbooksandothermaterialsthatareessentialforboththestudentsandthelibraryitself.Inordertoacknowledgetheki
ndnessandgenerosityof the donors, it will be necessary to issue receipt certificates bearing the signature of 
the 
Correspondent.Additionally,aseparateanddistinctregistershallbemaintainedexclusivelyfordonatedmaterialsa
ndbooks,containingcomprehensivedetails of therespectivedonors. 

 
M. Furthermore, it will be imperative to ensure that no book is ever permitted to leave the library 

premiseswithoutthenecessaryentriesbeingmadeinthecorrespondingregisterandcomputersystem,andwithouta
nofficialacknowledgementinplace.Thisstringentprocessaimstomaintainanaccurateandup-to-daterecordof all 
borrowed books. Furthermore, when issuing books, it is essential to collect the accompanying 
ticketsandsecurely storethem inconjunction with the corresponding titlecardforeasy reference. 

 
N. To guarantee the smooth functioning of the library and the timely return of borrowed materials, 

constantmonitoringofthereturnprocesswillberequired.Ifthereisanyunduedelayinreturningbooks,itisessentialt
o escalate the matter, initially bringing it to the attention of the Head of the Department (HoD), 
andsubsequently,if necessary, to thePrincipal forresolution and guidance. 

 
O. In order to reinforce the importance of timely return and discourage delayed returns, the management 

hasestablished a fine system. It will be the responsibility to collect the predetermined fine amount from 
thoseindividuals who fail to return books within the stipulated timeframe. The settlement of these accounts 
willbeconducted onamonthly basis to ensureaccurateand consistent record-keeping. 

 
a. Ifanybookislostordamaged,twicethecostthereofshallberecoveredatcurrentmarketprice. 
b. S/heshallneverallow anyoneto replacethebooksoncepulledout. 
c. S/heshall maintainallfiles pertainedtothelibraryproperly. 
d. S/heshallnotissuebooksafterthereleaseofhall ticket. 
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14.5. OFFICESUPERINTENDENT(OS) 
 

The office, being the fundamental framework of the college, plays a vital role in ensuring the seamless 
andefficient functioning of the institution. Serving as a repository of information, it contains a 
comprehensivecollection of files andrecords that are readilyaccessible whenever required. Additionally, the 
office isresponsible for executing the decisions made by the authorities. Acting as the central hub for 
communicationand transactions, it facilitates the flow of information within the college. Moreover, it 
meticulously records,stores, and follows up on all communications and dealings. The tasks of the office 
encompass various areas ofadministration, including, but not limited to, overseeing financial matters, 
managing personnel, coordinatingevents,and facilitating student affairs. 

 
a. Official:Gettingapproval,recognitionandaffiliationtotheCollegeandtoitsvariousprogrammesfrom 

concerned authorities, 

b. Finance:Financialmanagementandcontrol, 

c. Admission:Students’admissions, 

d. Scholarship: Processing all the benefits and scholarships for the students from the 
governmentandothers, 

e. Personnel:Documentingandmanagingtheaffairs ofthestaff, 

f. Exam:Theconductof examinations, 

g. Quality:AssistingtheIQACtofunctioneffectively, 

h. Documentation: Systematically keeping all the records, documents, communications, 
stockregisters,account books,reports etc. 

i. Automation :Managing the automation systems of the college for smooth administration. 
Themanagement of the office is done in consultation with the Correspondent, the Principal, and 
theBursarin their respectiveareas of authority. 

 
The Office Superintendent holds the crucial responsibility of organizing the office and delegating duties to 
theoffice staff. This ensures that all aspects of the office operate smoothly and efficiently. In collaboration 
withthe Correspondent and Principal, the Office Superintendent is responsible for ensuring the proper 
functioningof systemsandadherence toestablishedprocedures.TheOffice 
SuperintendentworkscloselywiththeCorrespondent in managing administrative, academic, and financial 
affairs, receiving guidance on academicmattersfrom thePrincipal and financial mattersfrom theBursar. 

 
To effectively carry out these duties, the Office Superintendent must stay up-to-date with the rules 
andregulationssetforthbytheGovernment,University,AICTE,andotherrelevantagencies.Thisknowledge 
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allows the Office Superintendent to provide appropriate guidance when necessary. Additionally, the 
OfficeSuperintendent holds responsibility for ensuring the accuracy of payments, the timely dispatch of 
letters, andthe proper distribution of received correspondence. This includes managing the organization and 
filing ofdocuments. 

 
CollaboratingwiththePrincipalandtheOfficeSuperintendenttakeschargeofvarioustaskssuchasprocurement, 
semester indents, annual stock verification, and the disposal of unserviceable articles and 
storeditems/records.This collaborativeapproachensures thatthesetasks areperformed efficiently. 

 
Furthermore, the Office Superintendent plays a key role in maintaining the discipline within the office. It 
istheir duty to report any violations to the Principal and Correspondent in a timely manner. This helps to 
upholdtheoffice's standards andpolicies. 

 
TheOfficeSuperintendenthasfullcontrolovertheoffice'sresources,includingfurniture,supplies,andrecords.It is 
their responsibility to ensure that these resources are both clean and safely organized. This 
systematicapproachpromotes awell-functioning office environment. 

 
Lastly, the Office Superintendent must be prepared to fulfil any additional duties that may be assigned to 
thembytheirhigherauthorities.Thisflexibilityallowsfortheeffectivemanagementofvarioustasksandresponsibilitie
swithin theoffice. 

 
In summary, the Office Superintendent plays a vital role in ensuring the smooth functioning and 
organizationoftheoffice.Theirresponsibilitiesspanvariousareas,includingofficemanagement,compliancewithreg
ulations,procurement,andmaintainingdiscipline.Byfulfillingtheseresponsibilities,theOfficeSuperintendentcontr
ibutes to theoverallefficiency and effectiveness of the office. 

 
 

14.6. SYSTEMADMINISTRATOR  
 

A. The system administrator holds a critical role in the organization, as they are responsible for the 
upkeep,configuration,andreliableoperationofcomputersystems.Specifically,theyfocusonmultiusercompute
rs,such as servers. In addition to this primary responsibility, the system administrator provides support 
andassistancein maintaining thecomputers,overseenbyskilled assistants in thelabs. 

 
B. One of the key responsibilities of the system administrator is to ensure that the computers and 

automationsystemsmeettheneedsoftheusersintermsofuptime,performance,resources,andsecurity.Theyperfo
rmregulardutiesassociatedwithasystemadministratortomaintainthesmoothfunctioningofthesystems. 
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Thisincludesacquiring,installing,orupgradingcomputercomponentsandsoftware,allwithintheallocatedbudg
et and under theguidanceof management. 

 
C. Moreover,thesystemadministratoralsoplaysavitalroleinenforcingsecuritypolicies.Theytroubleshootany 

technical issues and offer technical assistance for various projects and training programs for the 
staff.Thisdemonstrates theirdedication to maintainingasecureandefficient computing environment. 

 
D. Furthermore, the system administrator is responsible for automating all academic and 

administrativeactivities within the institution, ensuring that they are up-to-date and functioning optimally. 
They take 
theinitiativetodevelopthenecessarysoftwareforautomation,ensuringitspracticality,viability,andsecurity.Ad
ditionally, they maintain and modify the software as needed, and they may suggest the purchase 
ofstandardsoftwareto aid in administration tasks. 

 
E. Thesystemadministratoralsotakeschargeofpreparingweekly,monthly,andyearlysummarystatementsof 

administrative activities. These reports are then submitted to the correspondent and shared with 
theprincipal and bursar for evaluation and further planning. This comprehensive approach ensures that 
theadministrativeprocessesarestreamlined andup-to-date, leading toeffectivedecision-making. 

 
F. It is worth mentioning that the system administrator is responsible for maintaining the automation 

systemand ensuring that it is complete and accurate with all relevant data. They work closely with 
thoseresponsible for uploading data, ensuring that it is done in a timely manner. If any failures occur, 
theypromptlybring them totheattention ofthe relevant authorities. 

 
G. Additionally,thesystemadministratorplaysasignificantroleinmanagingthedatabaseofthecollegeandmaintain

ing the college website. They are responsible for uploading information about important eventsand 
ensuring that it is regularly updated. This attention to detail helps to keep the college 
communityinformedand engaged. 

 
H. Overall, the automation of administrative activities and the maintenance of the website are essential 

tasksassignedtothesystemadministrator.Theyaredirectlyaccountabletotheofficesuperintendentandhigheraut
horities,reflecting the importanceoftheirrole within the organization. 

 
 

OFFICEASSISTANTS: 
 

A. Officeassistantsplayacrucialrole insupportingthe 
smoothfunctioningofanofficeandcarryingouttheinstructionsofthehigherauthorities.Theyarededicatedtomai
ntainingtheoffice'sefficiencyand 
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cleanliness, ensuring that it is a pleasant and organized environment for work. In addition to opening 
andclosing the office, they are responsible for ensuring that the office and its surrounding areas are tidy 
andwell-maintained. They assist their superiors in a wide range of activities related to office 
management,includingthesystematic maintenanceof files anddocuments. 

 
B. When it comes to receiving visitors, office assistants are skilled in providing courteous and 

professionalservice. They greet visitors warmly, guide them to the appropriate seating areas, and 
promptly inform therelevant authority of their arrival. Only with the permission of the authority do they 
allow visitors to 
entertheoffice.Officeassistantsunderstandtheimportanceofpunctualityandcommitment.Theyarriveattheirpl
aceof servicewellin advanceand ensurethat they arepresentuntil theirsuperiorleaves. 

 
C. Hospitalityisanotheraspectthatofficeassistantsexcelat.Theyareresponsibleforprovidingtheguestsofthe 

office they serve with a considerate and appropriate level of hospitality. This may include offering 
teaorotherrefreshments, ensuring that guestsfeel welcomeand comfortable during theirvisit. 

 
D. Overall,officeassistantsarehighlyreliableandefficientindividualswhostrivetofulfiltheirresponsibilities 

diligently. Their dedication to their role ensures the smooth operation of the office and 
thesatisfactionofboth visitors and higher authorities 

 
 

.14.8-SECURTIY STAFF 
 

A. Security personnel play an important supportive role in managing the campus, maintaining discipline, 
andsafeguarding the materials belonging to the college. Their main responsibility is to deal with 
peoplecourteously and kindly while upholding the necessary professional strictness. They should remain 
faithfultotheirstipulateddutiesandschedules,ensuringthattheyonlymovefromtheirplaceofdutyoncethenextpe
rson replaces them. It is crucial that security staff adhere to punctuality, avoiding any absences 
orfinishingearlywithout properauthorization, astheseactions areconsideredpunishableoffenses. 

 
B. Furthermore, security personnel have a responsibility to ensure the regular parking of vehicles within 

thedesignated areas, following the instructions given by the estate officer and/or higher authorities. 
Theirduties also include checking and allowing all vehicles that enter and exit the campus, diligently 
noting 
theregistrationplatenumbersandpurposes.Theserecordsmustberegularlysubmittedtotheestateofficerforinspe
ction. 

 
C. The primary role of security personnel is to prevent unauthorized vehicles from entering the 

campuswithoutpermissionfromtheconcernedauthorities.Similarly,theymustnotallowanyvehiclestoleavethe 
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campuswithoutproperauthorization.Anyaberrationsorsuspiciousentriesshouldbepromptlyreportedtotheesta
teofficer to ensurethe safety and security ofthecampus. 

 
D. All vehicles belonging to the college, staff, and students must be registered with the college. Vehicles 

thatdo not fall under these categories need a special pass card to enter the college campus, which must 
bereturned upon exiting. It is essential for security personnel to strictly enforce this regulation, as well 
asensuringthatnopersonorvehiclecarriesmaterialsfromthecollegewithoutpriorexpresspermissionfromtheest
ateofficer andotherconcernedauthorities.Anylossincurred asaresultofnegligenceinthismatterwillwarrant 
stringent action against therespectivesecurity staffmember. 

 
E. Maintaining a professional distance from the staff, students, and hired workers of the college is 

vitallyimportant for security personnel. Developing personal relationships or understanding with any 
individualisstrictlyprohibited,as itraisesquestions abouttheireligibility tocontinueworking atthecollege. 

 
F. Similarly, staff members should only be allowed to exit after properly punching out. If confronted 

withresistance from any staff or student while performing these duties, security personnel should 
immediatelyreporttheincidentandthepersoninvolvedtotheprincipalorthecorrespondent.Furthermore,itisthed
utyofsecuritypersonneltoreportanyinstancesofstaff,students,workers,oroutsidersenteringorexitingthecamp
usthrough unofficial means to the appropriate authorities. 

 
G. For instance, the security staff member responsible for managing the lights on the verandas and 

roadsduring the night hours must take the utmost care to conserve electricity. Similarly, the staff member 
inchargeofmanagingwaterpumpsshouldbemeticulousinensuringtheyareusedefficientlyandresponsibly. 

 
H. Their duties encompassvarious facets,including managing vehicle parking, monitoring access, 

andreporting any irregularities. Adhering to rules and regulations, maintaining professionalism, and 
promptlyreportingany issues arekey aspects of their responsibilities. 

 
15. LEAVERULES 

 
15.1. GENERAL 

 
A. Leave refers to an authorized absence from duty, where individuals are temporarily excused from 

theirresponsibilities.Inthisorganizationalcontext,theCorrespondentassumestheroleoftheleavesanctioningau
thority,while thePrincipal acts as adelegate bygranting casual leave. 

 
B. To streamline the leave application process, individuals are required to complete the necessary forms 

andsubmitthemthroughtheappropriatechannels.Itisimportanttonotethatleaveshouldnotbecasually 
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claimedwithoutconsideringthedemandsofone'sjob.Forinstance,iftheexigenciesoftheservicerequirean 
individual's presence, the authority responsible for granting leave reserves the right to refuse or 
revoketherequest. 

 
C. Furthermore, if an employee wishes to extend or shorten the duration of their leave, they must first 

seekpermission from the authority who originally granted the leave. Lastly, it is essential to adhere to 
theprinciplethatindividualsonleaveshouldnotengageinanyexternalworkoracceptadditionalemploymentduri
ngtheir absence. 

 
 

15.2 PUNCTUALITYINATTENDANCEANDPERMISSIONS 
 

Staffmembersarerequiredtosigntheattendanceregister,inadditiontopunching,onallworkingdayspriortothefixedd
utytimedeterminedbytheCompetentAuthority.Insituationswherestaffmembersneedtobeawayfrom their duty for 
personal reasons, permission for up to one hour per day may be granted by the 
Principal.ThePrincipal,inaccordancewithhisdiscretionarypowers,reservestherighttoauthorizethispermissiontwi
ceinamonth.Itisimportanttonotethatanystaffmemberseekingpermissionforathirdtimeorarrivinglateforathird 
timein agiven month shall bedeemed ashaving availedhalfadayofCasual Leave. 

 
15.3 CASUALLEAVE 

 
A. Casualleavecanbegrantedfor12daysinacalendaryear,providingemployeeswithareasonableamountof time 

off from work. However, it is important to note that casual leave cannot be granted for more thansix days 
in a row. This limitation ensures that employees do not take excessive time off and allows for 
afairdistribution ofleaveamong theworkforce. 

 
B. Moreover, if an employee wishes to combine their Casual Leave with Government Holidays or 

Localholidays, they need to be aware that the total duration of such leave cannot exceed 10 continuous 
days.This limitation ensures that employees do not take extended breaks that could disrupt the workflow 
andoperationsof theorganization. 

 
C. In order to manage the allocation of Casual Leave effectively, there are certain procedures in place. 

Forplanned casual leave, employees are required to submit their leave application one day prior to 
availing 
oftheleave.Thisallowstheemployertoplanandorganizetheworkscheduleaccordingly,ensuringthatthereisadeq
uate coverageduring the employee's absence. 

 
D. However, in unforeseen circumstances such as sudden illness or emergencies, the employee must 

submittheirleaveapplicationbeforethestartoftheirscheduledworktimeonthefirstdayoftheirleave.This 
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requirementensuresthattheemployercanmakethenecessaryadjustmentsandprovideappropriatesupporttocov
er theemployee's duties. 

 
E. It is important for employees to understand that failure to submit the leave application in a timely 

mannermay result in the refusal of their leave request. This policy ensures that employees are responsible 
andaccountable for their leave arrangements, and it emphasizes the importance of adhering to the 
specifiedprocedures. 

 
F. Furthermore,itistheincumbent'sresponsibilitytoensurethattheirleaveapplicationreachesthecompetentauthori

ty within the specified timeframe. This ensures that the employer has sufficient time to review 
andapprove the leave request, and it helps to avoid any confusion or misunderstandings regarding the 
leaveschedule. 

 
G. Itisalsoworthmentioningthathalf-dayCasualleaveisavailableforemployeeswhoneedtotakeashorterbreak 

from work. This option provides flexibility for employees and accommodates their specific 
needs.Additionally, temporary staff and staff on probation are granted one day of casual leave each 
month,allowingthem to havesometime off without affectingtheiroverall work commitments.. 

 
 

15.4.EARNEDLEAVE 
 

Onlytheadministrativestaffareeligibleforearnedleaveinacalendaryearattherateof12days(onedaypermonth). 
This earned leave can only be taken after receiving approval from the competent authority. However,it is 
important to note that earned leave cannot be applied for a duration of half a day, nor can it be taken fora 
period exceeding three days at a time. In the event that a public holiday falls within the earned leave 
period,itwillbe consideredpartof the earnedleaveandmustbe takenaccordingly. Additionally, with 
priorpermission,itispossibletoincludepublicholidaysaseitheraprefixorsuffixtotheearnedleave.Itisimportanttobe 
aware that earned leavecannot be combinedwithanyother typeof leave. 

 
 

15.5 MEDICALLEAVE 
 
A. Medical leave is admissible only for any confirmed illness after the completion of at least one year 

ofprobation. Additionally, the calculation for the number of days of medical leave that a staff member 
iseligibleforisdeterminedbytheircompleted5yearsofservice.Thisamountsto30daysforeachcompleted5 years, 
with a maximum allowance of 180 days for those who have served for more than 20 years. It 
isimportanttonotethatthiscalculationisdoneonatieredbasis,ensuringthatlonger-servingstaffmembers 
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receiveahigherallowanceofmedicalleave.Thispolicyensuresthatemployeeswhohavedemonstratedlong-
termcommitment totheirpositionareappropriatelytaken careof intimes ofillness ormedical need. 

 
B. Furthermore, it is a requirement for medical leave to be granted on genuine medical grounds. In order 

tosupport this, applicants are expected to provide medical certificates from a registered medical 
practitioner.Thisprecautionisinplacetoensurethatmedicalleaveisonlyapprovedforvalidreasonsandnotforperso
nalor non-medical reasons, such as exams, weddings, house construction, or family functions. By 
establishingstrict guidelines for the use of medical leave, the company aims to maintain productivity and 
ensure thatresourcesareallocated appropriately. 

 
C. Upontheexpirationoftheapprovedmedicalleave,itistheresponsibilityoftheemployeetoobtainafitnesscertificate 

from a registered medical practitioner. This is a necessary step to ensure that the employee is 
ingoodhealthandfittoresumetheirduties.Thefitnesscertificateservesasaconfirmationthattheemployee'smedica
l condition has sufficiently improved, allowing for a smooth transition back into the workplace andthe 
resumption of their professional responsibilities. By adhering to this requirement, the company 
canensurethe well-being ofits employees and maintainaproductiveandefficient work environment. 

 
D. Promotion within the organization is not an entitlement but is based on merit and eligibility. The 

collegerecognizestheimportanceofgrantingpromotionsbasedonfactorssuchasmerit,qualityofservice,loyalty,c
onduct, efficiency, ability, health, nature of the job, years of service, and the individual's suitability for 
thehigherposition.Thiscomprehensiveevaluationensuresthatpromotionsaregrantedtodeservingemployeeswh
o have demonstrated exceptional performance and contributed significantly to the college's success. 
Thecollege values dedication and excellence, and promotion decisions are made to recognize and reward 
suchqualities. 

 

15.6 MATERNITYLEAVE 
 

Married women who are employed as staff members and are in regular service have the privilege of 
beingeligibleforagenerous90daysofmaternityleave,duringwhichtheyreceivetheirfullpay.Thisbenefitcanbeavaile
d a maximum of two times. On the other hand, those who are on temporary or contract service can alsotake 
advantage of maternity leave, although their pay during this period will be reduced to 50% of their 
usualsalary. 

 
15.7.MARRIAGELEAVE 

 
A. Agenerousofferhasbeenextendedtobothteachingandnon-teachingstaffmembers,whowillbegranteda leave 

of 12 days to celebrate their marriage. This leave, which will be fully compensated, allows 
staffmemberstheinvaluableopportunitytofullyimmersethemselvesintheirspecialdayandthesubsequent 
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A.Study leave may be granted to the staff members who are in regular service to undergo essential 
coursespertaining to the area of his/her specialization and research at the discretion of the Correspondent. 
Theprovisionforstudy leavein theinstitutioncan becategorized into two types. 

• The first type is when the College sends a staff member for a course as a part of the 
FacultyDevelopmentProgram,whichaimstoenhancetheprofessionalskillsandknowledgeofthefaculty
. 

 
• The second type is when a faculty member voluntarily requests for study leave to attend a 

courseintheir areaof specialization orto pursueaPhD. 
B.It is important to note that study leave can only be granted for a maximum duration of two years. In 

ordertoapplyforstudyleave,interestedstaffmembersmustsubmitanapplicationtotheCorrespondentthroughthe
Principal.Theapplicationshouldincludecomprehensivedetailsaboutthecourseofstudyandthe 

 
 
 
 
 
 
 

 

festivities, ensuring that they can enjoy every moment without any financial concerns weighing on 
theirminds.Itisatimeforthemtofocussolelyoncreatingbeautifulmemorieswiththeirlovedones,cherishingthe 
beginning of their lifelong journey together, and celebrating their commitment in a way that 
trulyreflectstheir unique personalities and love story. 

 
B. The compensated leave not only recognizes the importance of this milestone event, but also 

demonstratestheunderstandingandsupportoftheorganizationtowardstheirstaffmembers,valuingandacknowl
edgingtheir personal happiness and well-being. With this extended time off, staff members can not only 
devotethemselves fully to their wedding day, but also have the flexibility to plan and organize various 
activitiesand gatherings leading up to the big day. Whether it's arranging pre-wedding events, attending 
bridalshowersorbachelorparties,orsimplytakingthetimetorelaxanddestressbeforetheceremony,thisleaveallo
wsstaffmembersthefreedomandpeaceofmindtofullyindulgeinthesememorablemoments,creatinglastingme
mories that will be cherishedforalifetime. 

 
C. The financial compensation accompanying the leave ensures that staff members can fully enjoy 

theirfestivities, whether it's arranging the perfect venue, hiring professional vendors, or simply splurging 
onpersonal touches that will make their wedding day truly exceptional. By removing any financial 
concernsorconstraints,thisgenerousofferallowsstaffmemberstoexpresstheirloveandcommitmentinawaythat
truly reflects their personalities, values, and dreams, ensuring that their wedding day is everything 
they'veeverenvisionedandmore.Ultimately,thiscompensatedleavenotonlyprovidesvaluabletimeoffforstaff
members to celebrate their marriage, but also speaks to the organization's commitment to fostering 
asupportiveand nurturingenvironment, wherepersonalhappiness andwell-being areprioritized. 

 
 

15.8STUDYLEAVE 
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examination that the applicant intends to undergo during the period of study leave. Furthermore, 
theapplicant will be required to provide a stamped paper undertaking in which they agree to serve 
theinstitution for a fixed period of time, as prescribed by the management, upon successful completion of 
thecourse. 

C. Upon completion of the study leave, the staff member must furnish the management with the 
necessarydocumentation.Thisincludesacertificateofcompletionintheappropriateform,along 
withthecertificateof examination passed. In the case of a special course of study, additional information 
such as the date ofcommencementandterminationofthecourse,aswellasanyremarksfrom 
theauthorityincharge,shouldbeprovided. This documentation is crucialbeforethe staffmember canrejoin 
duty. 

D. During the study leave period, the staff member will be considered to be on loss of pay. However, it 
isworthnotingthattheperiodofleavemaybecountedasaserviceperiodforthepurposeoffuturepromotionand 
increment. Once the course of study is successfully completed, the staff member will be permitted tore-
join duty with an advance notice of one month. However, if a staff member chooses to discontinue 
thecourse, they will only be allowed to re-join duty after the expiry of the period of appointment of 
thesubstitute. 

E. In summary, study leave is granted to staff members to pursue courses relevant to their specialization 
andresearch.ItcanbeobtainedthroughtheCollege'sFacultyDevelopmentProgramorviaavoluntaryrequest.The 
duration of study leave is limited to two years, and interested staff members must submit a 
detailedapplication outlining their course of study and future examination plans. After completing the 
course, thestaff member must provide the management with the necessary documentation before re-
joining duty.While on study leave, the staff member will not receive their regular pay but will have the 
period countedtowardstheir servicetime for potentialpromotionand increment purposes. 

 

16. VACATION 
 

A. IdealCollegeofLawoffersitsteachingfacultiestheopportunitytotakevocationalleaveduringsignificantholiday
s such as Ganapati, Christmas, and Diwali, granting them a generous period of 20 days forrejuvenation 
and personal time. In a similar vein, the dedicated non-teaching staff members are entitled toenjoy a well-
deserved vacation of 12 days at the conclusion of the first semester, followed by a 
longerbreakof21daystowardstheendofthesecondsemester,coincidingwiththeuniversity'sscheduledbreaks. 

 

B. Ofcourse,itisimportanttonotethattheallocationofvacationdayscanbesubjecttoreductionforspecialevents or 
pressing needs of the college, ensuring the smooth functioning and operations of the institution.It is 
expected that these vacation days are to be availed in manageable chunks, either in two or three 
parts,duringtheavailableholidays,allowingforappropriateadjustmentwithothermembersofthestaffwhile 
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prioritizingthecollege'suninterruptedfunctioning.ThePrincipal,inconsultationwiththerelevantmembers of 
the staff,willresponsiblyestablishandcommunicate thenecessary 
schedules,seekingpermissionfromtheCorrespondentasneeded,toensuretransparencyanda harmoniouswork-
lifebalanceforall. 

 
 

16.1. GENERALRULES 
 

A. Other Duty (OD) permissions are granted by the Principal to the staff. These permissions allow the 
staffmemberstogooutforotherdutyduringworkinghours.Inordertorequestpermissionforotherduty,staffmemb
ersmustsubmittherequestthroughtheproperchannel.Thiscanbedoneinpersonbyfillingouttheprescribedform. 

 
B. It is important to note that these requests should be submitted before the period of other duty. 

Generalpermission will not be granted for staff members to attend personal functions. However, if there 
is apersonal function that a staff member must attend, they can apply for casual leave. This leave will 
only 
begrantedifitdoesnotdisruptthenormalworkingoftheinstitution.Duringleisurehours,staffmembersareexpecte
dto occupy the seats that havebeen allotted to them. 

 
C. If a teaching staff member needs to leave their seat, they should leave a note in the appropriate 

registerindicatingwherethey 
canbefound.Leavingtheclassroombeforethebellindicatingtheendofaperiodissubversiveof orderlinessand 
should beavoided. 

 
D. In order to maintain proper administrative processes, teaching faculty members are expected to submit 

thecorrected answer scripts of tests and assignments to the exam cell. This should be done after entering 
themarksintothedepartmentalregistersand uploadingthe sameinformationinto theautomationsystem. 

 
E. Additionally, all members of the staff are expected to regularly fill in or upload the report of the 

activitiesor data that are expected of them in the automation system of administration. This will help to 
keep trackoftheir responsibilities and tasks. 

 
F. Furthermore,itistheresponsibilityofallstaffmemberstocontinuetodevelopthestandardofthecollege.Thiscanb

eachievedbypursuingexcellenceincarryingouttheirparticulardutiesandresponsibilities.Allstaffmemberssho
uldpayattentiontothedirections,guidance,andsuggestionsprovidedbytheIQACandfollowthem with 
commitment. 

 
G. If a staff member who is in regular service wishes to pursue part-time courses, including a Ph.D., in 

therelevantfield,theymustobtainpriorwrittenpermissionfromtheCorrespondent.Thispermissionwillonly 
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begrantedifcertainconditionsaresatisfied.Inordertomaintaintheorganizationofclasses,onlythePrincipal,with 
thepermission of theCorrespondent, cancancel classes. 

 
H. Alteration of class work by staff members should only be done with the prior permission of the Head 

ofDepartment. Lastly, it is important for student attendance markings to be done immediately after 
thecompletion of each period. This should be done using the prescribed form and register that is available 
ineach department. The attendance record should also be uploaded into the automation system for 
properrecordkeeping. 

 
E-PROCEDURE FORAPPOINT 

 
A. All the recruitment will be done through open competition following the AICTE/university norms and 

theselection procedures of the management. This means that the college will ensure a fair and 
unbiasedrecruitmentprocessbyadheringtotheestablishedguidelinesandregulations.Byconductingopencomp
etition, the college aims to provide equal opportunities for all candidates and ensure that the 
mostqualifiedindividuals are selected for theavailablepositions. 

 
B. Furthermore,itisimportanttonotethatonlyapersonwhohasreceivedaletterofappointmentdulysignedby the 

competent authority and joined duty thereunder shall be deemed to be an employee of the college.The 
college puts great emphasis on the formal appointment process to ensure that individuals who 
areofficiallyappointedandhaveacceptedtheofferbecomerecognizedemployeesoftheinstitution.Thishelpsmai
ntainclarity and accountability inthe employment structureofthe college. 

 
C. As part of the appointment process, the appointee is required to produce their original certificates and 

oneset of attested copies thereof at the time of joining duty. This step is taken to verify the authenticity of 
theindividual'seducational qualifications and other relevant credentials. 

 
D. Thecollegeunderstands theimportanceofverifyingtheinformationprovidedbytheselectedcandidatetoensure 

that they meet the necessary qualifications for the position. These documents may be requested 
forscrutiny at any point in time to verify the authenticity of the information provided. The college 
believes inmaintaininghigh standards ofintegrity and professionalismin its recruitment process. 

 
E. It is essential to understand that, once employed by the college, the employee's time is entirely at 

thedisposal of the institution. This ensures that the college can utilize its human resources effectively 
andefficiently,aligning their skills andabilities withtheorganizational needsand priorities. 
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F. In most cases, before a person can be considered for regular employment, they are required to undergo 
aprobationaryperiod.Thecollegebelievesingivingemployeesanopportunitytodemonstratetheircapabilitiesan
d suitability forthe long-termcommitment ofregularemployment. 

 
G. However, it is important to note that the appointment order may specify a different probationary period 

ifdeemed necessary. The college recognizes that certain positions may require a longer probationary 
periodtoadequatelygaugetheemployee'sperformanceandadjusttothedemandsoftherole.Thus,theflexibilityto
adjusttheprobationaryperiodensuresafairassessmentandevaluationofeachemployee'ssuitability. 

 
H. The evaluation of the probationer's performance plays a crucial role in determining whether their 

positionwill be regularized. If their performance during the probationary period is found to be 
satisfactory, theirposition may be regularized. This serves as an important milestone for the probationer, 
signifying theirsuccessful transition from a probationary employee to a regular, permanent employee of 
the college. Thisdecision is based on the assessment of their performance, adherence to college policies, 
and contributiontothecollege's goals andobjectives. 

 

I. Confirmation as a regular employee is not automatic upon completion of the probationary period. 
Noemployeeisentitledtobetreatedasaregularemployeesolelybasedonthecompletionoftheprobationaryperiod
. The issuance of a written confirmation order by the competent authority is necessary to establishregular 
employee status. This process ensures that regular employment is granted based on a 
thoroughassessmentand consideration ofthe employee's performanceandsuitability fortheposition. 

 

J. If no confirmation order is issued, the probationer's services will be deemed unsatisfactory, and they 
willbe discharged from service. This policy ensures that the college maintains a high standard of 
employeeperformance and commitment. By establishing clear guidelines for confirmation, the college 
ensures 
thatitsworkforceconsistsofindividualswhohavesuccessfullyproventheirabilitiesanddedicationduringthepro
bationaryperiod. 

 

K. In cases where a regular employee is appointed to a different post or promoted to a higher post, they 
willbe subjected to a probationary period of one year within a period of two years. This policy allows 
thecollege to assess the employee's performance and suitability for the new role. The probationary 
periodensures that the employee can adapt to the new responsibilities and demonstrate their abilities to 
excel inthe upgraded position. Unsatisfactory completion of this probationary period may result in a 
reversion totheprevious post,emphasizing theimportanceof consistently meetingthe expectationsof thenew 
role. 

 

L. Promotionwithintheorganizationisnotanentitlementbutisbasedonmeritandeligibility.Thecollegerecognizest
heimportanceofgrantingpromotionsbasedonfactorssuchasmerit,qualityofservice,loyalty, 
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conduct, efficiency, ability, health, nature of the job, years of service, and the individual's suitability 
forthe higher position. This comprehensive evaluation ensures that promotions are granted to 
deservingemployees who have demonstrated exceptional performance and contribute significantly to the 
college'ssuccess.Thecollegevaluesdedicationandexcellence,andpromotiondecisionsaremadetorecognizean
drewardsuch qualities. 

 
 
 
 
 
 
 

 

 
 

MAXIMUM500 WORDS DESCRIPTION ABOUTORGANOGRAMOF THE INSTITUTION  
 

Through the implementation of sound governance practices and effective management strategies, the Ideal 
Foundation aims to foster an environment that encourages innovation, critical thinking, and inclusivelearning. 
Furthermore, the society is committed to nurturing a culture of accountability, transparency, andethical 
conduct within its institutional peer bodies. This commitment not only ensures the credibility 
andintegrityofthesocietybutalsoinstallstrustandconfidenceinallstakeholders,includingstudents,faculty,staff,andt
he larger community 

 
Functioning of institutional Principal - The head of the institution, who serves as the focal point for 
bothacademics and administration, upholds the core values set forth by the management. This includes a 
strongfocusondecentralizingleadershipandutilizingparticipatoryactionstrategiestoeffectivelymanageallaspectso
f the institution. This means that the head of the institution encourages shared decision-making and 
activelyinvolves teachers and stakeholders in the decision-making process. Working closely with various 
committeescomprisedofteachersandstakeholders,theprincipalensuresthatalldecisionsaremadecollaborativelyan
dinlinewith theoverall mission and vision of theinstitution. 

 
Additionally, as the principal of the institution, the head is responsible for creating a positive and 
productivework environment for both staff and students. This means fostering a climate of open 
communication whereideas and concerns are openly shared and addressed. By prioritizing the development of 
a positive schoolculture, the head of the institution contributes to the overall success and well-being of both 
the staff and thestudents 

 
IQAC (Internal Quality Assurance Cell) and various academic-administrative committee- The 
IQAC(Internal Quality Assurance Cell) is a statutory institutional body mandated to steer the assessment 
andaccreditation process by NAAC (National Assessment and Accreditation Council). It plays a crucial role 
inensuring both the quality and quantity improvement of various aspects within the institution. In this 
particularHigher Education Institution (HEI), Ideal Foundation’sIdeal College of Law, a peer team consisting 
ofindividualsfromtheorganization,includingtheprincipalandvariouscommitteessuchasthecollegedevelopmentco
mmittee,isresponsibleforgoverningthecollegeandensuringitsoverallsmoothfunctioning. 
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The IQAC (Internal Quality Assurance Cell) and various academic-administrative committees play a 
crucialrole in the organizational structure of Ideal College of Law. The organogram of the college is designed 
inaccordance with the principles of effective management, which involves both decentralization of power and 
aparticipative approach. To ensure smooth functioning and adherence to established policies, the institution 
hasimplementedcomprehensive administration guidelines forboth students and staff. 

 
Thesepoliciescoverawiderangeofaspects,includingadmissionrules,dresscoderegulations,ethicalconduct,discipli
nary behaviour, cell phone usage guidelines, smoking policies, mandatory ID card wearing, attendancerules, 
examination regulations, and protocols for handling unfair means during assessments. Furthermore, 
theinstitution has clearly defined appointment and service rules for both teaching and non-teaching 
employees,whichare readily accessible to all on thecollegewebsite. 

 
The overall functioning of the institutional bodies is highly effective and efficient. This is attributed to 
thegovernance framework that adheres to the established policies and procedures for students, as well as 
theappointment and service rules for the staff. The college has standard procedures in place to ensure fair 
andtransparentstaffappointments,contributingtotheoverallprofessionalismandcompetenceoftheworkforce. 
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A. POLICYFORMAINTAINIINGCOLLEGEINFASTRUSTURE 
 

A. The institution has adequate infrastructure and physical facilities for teaching and learning. This 
includesvarious components such as classrooms, laboratories, computing equipment, and more. The 
institution,Ideal Law College, which is part of the Ideal Foundation, prioritizes student-centered learning 
andcontinually strives to offer new, challenging courses to meet the students' needs. To support the 
growth ofexisting courses and the opportunity to introduce new divisions and courses every year, the 
collegecarefully estimates and plans for the required infrastructure, presenting them to the management 
forapproval. 

 
B. These infrastructural requirements are then included in the college's budget. This diligent process 

hasallowedthecollegetocontinuouslyenhanceitsinfrastructureovertime.Presently,thecollegeboastswell-
furnishedclassrooms,completewithLEDlightsandmarkerpenboards,creatinganidealenvironmentforeffectiv
eteachingandlearning.Additionally,thecollegeoffersaspacious,air-conditionedlibraryequippedwitha 
vastcollection ofresourcesand amock mootcourt roomto simulate real-lifelegal scenarios. 

 
C. To ensure that students have a reliable internet connection, the college provides Wi-Fi connectivity in 

theofficearea.Moreover,thecollegeconsistentlycarriesoutnecessaryadditions,expansions,andrenovationsof 
classrooms, staff rooms, store rooms, laboratories, and the conference room during vacation 
periods,minimizing any disruption to lectures. Understanding the importance of infrastructure in 
facilitatingstudents'accesstoessentialresourcesandcreatingacomfortable,safeenvironment,thecollegealsoobt
ainspermission from sister colleges located on the same campus for the usage of classrooms in other 
sectionsasneeded. 

 
D. Asidefromthefunctionalaspects,theinstitutionfocusesonmaintaininganaestheticallypleasingcampus.The 

buildings are thoughtfully designed, with well-planned architecture, rectangle roadways, and 
avenueplants. The surroundings include rich green lawns and refreshing breezes, contributing to a 
pleasantlearning environment. To ensure the safety and security of all individuals on campus, protective 
wallssurround the premises, and a diligent security guard is stationed at the gate to prevent unauthorized 
entry.Additionally,CCTVcamerasarestrategicallyplacedthroughoutthecampus,providingconstantsurveillan
ce andfurther enhancingtheoverallsenseofappreciation andprotection foreveryone. 

 
E. Considering the student-to-enrollment ratio, the physical facilities and infrastructure of the college 

aredesignedaccordingly.Currently,thereareatotalof15classroomsavailable.Someoftheseclassroomsareequi
ppedwithICT facilities andair conditioning,while others have fans. 
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F. Recognizing the importance of computer-based learning in the digital era, college management places 
astrongemphasisonincorporatingtechnologyintoeducation.Asaresult,thecollegehousesapproximately50 
computers, supporting computer-based teaching and learning. Moreover, the college boasts a well-
maintained administrative structure, including a knowledge- and resource-wise library. This library 
servesasarepository of knowledge, ensuringthe preservation and transfer ofknowledgeforyears tocome. 

 
G. Additionally, the college offers a range of facilities to host various cultural, sporting, and other 

activities.For instance, there is a well-equipped yoga room available to promote mental health and 
physical 
fitnessamongstudents,aswellastoencouragetheirparticipationinsportsandgames.Thecollegeprovidesamples
paceforbothindoorandoutdoorgames,spanningapproximately700to800squarefeet.Furthermore,thecollege 
features an auditorium with a capacity of about 700 square feet, which serves as a venue forseminars, 
cultural activities, workshops, and other events. In addition to the auditorium, the college 
alsoboastsaseminarhallandconferencehallspanning1973squarefeet.These 
additionalspacescontributetothecollege's ability tohost various academicandextracurricular activities. 

 
H. Movingbeyondacademicandevent areas,theadministrativesectionofthecollegeincludescabinsforthedirector 

and the respected principal. In addition to these essential spaces, the campus also offers a seminarroom, 
conference hall, cultural area, and a hygienic canteen. Another noteworthy aspect of the 
college'sinfrastructureisthepresenceofseparatehostelsforbothboysandgirls,ensuringcomfortableaccommod
ationfor out-of-town students. 

 
I. Withitscomprehensiveinfrastructureandphysicalfacilities,IdealCollege of 

Lawiscommittedtoprovidinganinclusiveand conducive learning environmentforall itsstudents 
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D. IDEAL COLLEGE OF LAW PLACEMENT POLICY 
 

(A) Training & Placement Cell - The Training and Placement Cell of Idea Foundation,IdealCollege of 
Law at Posheri is responsible for overseeing and managing the placement process for thegraduating students 
of the BALL.B. and LL.B. programs. The primary objective of the placement cell is toprovide 
comprehensive support to visiting companies, organizations, firms, and advocates throughout theentire 
placement process. This includes making arrangements for pre-placement talks, conducting writtentests, 
organizing interviews, and holding group discussions, all tailored to meet the specific requirements 
ofthecompanies. 

 
(B) Objectives-TheTrainingandPlacementCellofIdea Foundation, IdealCollege of Law,situatedat Posheri, 
has set a number of key objectives to ensure the successful placement of its students. 
Theseobjectivesincludearrangingcampusinterviewsforfinal-
yearstudentsaswellasassistingandfacilitatingtheplacement process for the college's alumni. This entails 
establishing connections and collaborations 
withvariousindustries,lawfirms,organizations,andsenioradvocatestocreatepotentialplacementopportunities.To
effectivelypreparestudentsforthecampusinterviews,thePlacementCellalsoorganizestrainingsessions,personal 
interviews, and group discussions through professional trainers. Additionally, the cell focuses 
onenhancingthestudents' softskills by providing themwith the necessarytraining in this area. 

 
(C) Placementspolicyforfinalplacements-ThePlacementCellatIdea Foundation, IdealCollege of Law 
adheres to a well-defined placement policy for final placements. As per this policy, students areallowed to 
apply to a multitude of companies. However, once a student has received their first job offer, theywill no 
longer be eligible to participate in the ongoing placement process. Moreover, it is important to notethat 
eligibility for the placement process is contingent upon the student successfully passing the 
placementexamination. All communication between companies and students, as well as on behalf of the 
students, willbe facilitated through the Training and Placement Office. Students are required to inform the 
Training andPlacementOfficeincase they decidetoopt outof the finalplacement processforpersonalreasons. 

 
(D) Theplacementprocedure-
Theplacementprocessisfacilitatedefficientlythroughacollaborativeeffortbetween the students and the 
placement team. As part of this process, it is essential for the students toproactivelystayinformedaboutthe 
latestannouncements,notices,andupdated informationrelatedtoplacements. This valuable information can be 
found on the notice board or the department notice board. Byregularly monitoring these sources, students 
can stay updated on shortlisted names and any other crucialdetails. 
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In order to maximize students' opportunities, the placement team actively reaches out to a diverse range 
ofcompanies. These companies vary in size and stature, encompassing both big, mid-sized firms as well 
assmaller ones. By inviting this eclectic mix of companies, the placement team ensures that all students 
arepresented with the opportunity to participate in both on-campus and off-campus events. It is important 
forstudents to make a note of the announcements and be punctual in accordance with the specified 
schedules.Thiswill helpthem fullyutilizethe rangeof opportunities providedto themduring 
theplacementprocess. 

 
Attendance & Punctuality - In relation to attendance and punctuality, it is important to note that once 
astudenthassuccessfullyappliedandbeenshortlisted,theywillberequiredtoparticipateintheentireselectionprocess
, unless they are rejected by the company midway. Any deliberate withdrawal from the 
selectionprocessbyastudentwillresultinthembeingbarredfromplacementsfortheremainderoftheacademicyear.A
dditionally,itisworthmentioningthatstudentswhoarrivelatefortheirinterviewsmaynotbepermittedtoproceedwith 
theselection process. 

 
Movingontothetopicofdiscipline,itiscrucialforstudentstoupholdasenseofdisciplineandexhibitethicalbehavior 
throughout the entirety of the placement process. Any student who is found to be in violation of 
thediscipline rules established by the company, or who defames the reputation of the institution, will face 
theconsequence of being barred from placements for the rest of the academic year. Furthermore, it should 
behighlighted that any students caught cheating or engaging in any form of misconduct during the 
selectionprocess will also be subjected to the same consequence of being barred from placements for the 
duration oftheacademicyear. 
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E. ENVIORONMENTALPOLICY 

Environmental Law and Policy of Idea Foundation, IdealCollege of Lawis a transdisciplinarydiscourse that 
draws from a variety of disciplines, such as Constitutional Law, International Law, Tort 
Law,CriminalLaw,HumanRights,EnvironmentalEconomics,Thisbodyoflawencompassesalmosteveryconceiva
ble discipline, making it a comprehensive and holistic approach to environmental issues. The 
threebasicidealsthatdefinethisbodyoflaware:(i)therejectionofthe"BusinessasUsual"model;(ii)afirmbeliefin 
environmentally sustainable development; and (iii) a commitment to making the system work and acting 
asacatalyst for an environmentally just legal order. 

In the B.A. LL.B. (Hons.) program, Environmental Law and Policy is a core course that is mandatory for 
allstudents. It serves as a logical continuation of the Natural Resource Management Course (Land Laws) 
taughtin the second year of the program. Given that environmental law incorporates various disciplines within 
andoutside of law, this course adopts a transdisciplinary approach to provide students with a 
comprehensiveunderstandingof its context and rationale. 

Building upon the foundation of natural resource management covered in the second year, this course 
willdelve directly into the fundamental norms of environmental governance. While the primary focus will be 
onIndian policy and law, international influences and practices will also be explored within the course. 
Againstthe backdrop of the environmental crisis and the global evaluation of India's environmental 
performance, thecoursebegins with anexplorationofthe basic theories ofenvironmental management. 

Additionally, there will be discussions on eco-sensitive zones and coastal area management. The 
courseemphasizes the importance of environmental justice and its implementation at various levels. By 
examiningboththeoreticalconceptsandpracticalskills,studentswillbeequippedwiththenecessarytoolsandknowled
geforthisspecializedareaoflawandpractice. Toenhancethepracticaldimensionofthe 
course,climatelawandlitigationwill also be discussed. 

The teaching method for this course, which is conducted offline, involves initiating reflections on 
variouspredetermined topics using tools such as PowerPoint presentations and short video clips. Towards the 
end 
ofeachlecture,studentsareencouragedtoparticipateindiscussionsandinteractwiththematerial.Selectstudentswillal
sobeassignedprojecttopicstostimulatefurtherengagementandstrategicinterventions.Thecourseaimsto provide 
students with both theoretical understanding and practical skills necessary to apply environmentallawin real-
world situations. 

The course is divided into two modules, each spanning a period of 10 weeks. The first module focuses on 
theIndianEnvironmentalLawregimeandcoversvariousprinciples,legislation,andrulesthatgoverntheenvironment 
in India. The second module delves into international environmental law, exploring principles ofinternational 
environmental governance and discussing relevant conventions and recent developments in thisfield. 

 
 
 
 

 


