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Student Code of

The Student Code of Conduct sets out the standards of conduct expected off
students. It holds individuals and groups responsible for the consequences of

1
Conduct their actions. Failure to fulfill these responsibilities may result in the withdrawal
of privileges or the imposition of sanctions.
The Organogram depicts the Organization structure of the Institute. Service
rule book sets the rules and regulations to be followed for effective functioning
Organogram and . o . . .
2 of the Institute. It contains just, fair and equitable approach to maintaining

Service Rule Book

discipline in the Institute. It is approved by appropriate authority and binding on
all employees of the Institute.
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Code of Conduct for Student

1. Students are expected to conduct themselves at all times- in class and on campus- in a
manner that befit executives in the making,

2. All students are expected to be in Institute every day and on time for each class, as per
the academic time-table, class tests & examinations

3. Every student is expected to have a minimum of 75% attendance during each semester
in all subjects. An exemption of attendance may be given to students involved in work
assigned to them by the Institute. This will be entirely at the discretion of the concerned
faculty members and the Programme Coordinator.

4. Students are expected to be punctual for their classes, as well as for seminars,
presentations, and assessment tests.

5. Carrying/using mobile phones is prohibited in the academic premises (classrooms,
corridors, library, lab etc.)

6. Use of Internet for the purpose other than academic activities, is strictly banned and Use
of Social networking sites is banned

7. Students have to wear prescribed uniforms in the institute.

8. All students must carry their Institute Identity Cards. They are required to show their ID
cards to the college authorities whenever demanded. Any loss of ID card should be
immediately reported to the institute office.

9. The use of cellular / mobile phones and other wireless equipment is prohibited in the
working areas of the Institute (classrooms, corridors, library, Computer Lab etc.).
Violation of this rule may lead to confiscation of the instrument by the authorities and
fine could also be imposed for such violation.

10. Library rules should be obeyed implicitly. Disciplinary action will be taken against
students who tamper with library books, mark on the books, deface the book or tear
pages from the books

11. Students should help in keeping the campus neat and tidy. Spitting, throwing pieces of
paper, writing on the walls, etc. are not allowed inside the college campus & are strictly
banned.

Dr. M. A\ ori
Director, S
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d.

Anckant [ducation Sotiely's

Anekant Institute of Management Studies (AIMS)

Anekant Lducation Society Campus, Baramati 413102 Dist- Pune

Mission

| e
To induct quality ll'._"EII“m[: and ethical valupes among student and Cﬂmmuﬂl-"f'i, we :i{‘ o
strengthen India’s rural belt through lang-term stakeholder value creation hage
Leadership with Trust,

Vision
o : r
We aspire and inspire to be a truly global, plorious and marvelous Education Hub fo
Innovation, Research and corporate citizenship.

Objectives

3) To have excellence and really do quality fostering to the students communities and
socicty al large

b) To cultivate teamwaork, learning spirit, nurturing talent, enhancing leadership capability
and acting with pace, pride and passion.

¢) To make a benchmark of impulse choice by students and stakeholders.

d) To develop leading edge by consistent quality enriching in all aspect, processes and
SOMVICDS.

e) To provide a safely to the students at Institute, respecting the environment, caring tor
communities and practicing high ethical standards.

fl To diversified the Institute in various geographical area, in technology and social-
economics dimension,

g) To envisage and visualize the changes and adept the forecasted methodology in teaching,
learning and evaluation system.

h) To create brand and goodwill of Institute’s enigma in the stakeholders.
General
‘Service Rules’ shall come into force with effect from 1% July 2011.

Except when otherwise provided either expressly or by implication. These rules shall apply
to the holders of all posts in the Institute coming under the jurisdiction of the Society.

The Society/Institute reserves itself the right of modifying these rules from time to time and
based on needs for smoocth functioning of the Institute.

The legal jurisdiction, for dispute if any will be at Baramati.

All approvals, sanctions, appointments, separations, transfers and any other act involving
change in the conditions of the service of any employee, permanent or otherwise and having
financial implication shall all be done by the Chairperson / Secretary only, and they may
however specifically delegate any such right / act to the head of institution.
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a)

b)

¢)

d}

el

f)

B}

h)

)

k)

)

DEFINITIONS

The “Society” means Anckant Education Society's Anekant Institute of Management
Studies (AIMS) Baramati and it’s all other branches.

The "Chairperson / President/ Secretary” means the President of Anckant Education
Society’s and Anckant Institute of Management Studies (AIMS) Baramali, as the case

may be.

The “Secretary” means Secretary of Anckant Education Society's and designated
Secretary for Anekant Institute of Management Studies (AIMS) Baramati and its all
branches.

“Executive Officer / Consultant” means those appointed by the Society to oversee /
supervise the development and other related matters of the Institutions / 5ociety.

The “Director” means the Director of the Institution (AIMS).

‘Academic Year’ means the year beginning on such date as the state govt. / University
or the prescribed authorities by notification, specily with respect to any educational
institulions,

‘Appointed on probation’ means an employee who is appointed on Probation and on
the successful completion of which the management may confirm the employee in the
post. The management may extend the probation or determine the service of the
employee at the end of the probation without assigning any reason whatsoever.

“Teaching stafl” means a staff member appointed for the purpose ol teaching or
training students in various disciplines and shall also include the heads of the institution.

“Administrative staff* means a staff member appointed for the purpose of
administrative / clerical jobs and shall not include a staff member who is either handling
teaching workload or is drawing salary as per teaching scales of pay.

“Technical 5taff” means a staff member appointed for the purpose of lab assistance job
and shall not include a stafll member who is either handling teaching workload or is
drawing salary as per teaching scales pay.

“librarian / Library staff” means a staff member appointed for the purpose of
administering / managing the Institute library and shall not include a staff member who
is handling teaching workload.

“sub staff” means a stall member appointed for the purpose of cleaning helping,
maintenance, assisting in administrative jobs.

m) Employees may be referred as "he” which include both male and female.
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Service Rules = Application and Implementation

1. Application:

. These rules shall apply to the Academic, Administrative, Technical, Librarian / Library
and sub stalf employees of all the institutions / establishments managed by Anckant
Education Society's Anckant namely Institute of Management Studics (AIM3)
Baramati, otherwise exproessly provided,

b. These rules shall apply to all such other persons to whom they may be made
applicable by the competent authority and subject 1o such other conditions as the
sald authority may decide to impose,

C.

The application of rules & regulation is in wholesome (with full trust and honesly)

with the core objective to achieve the mission & viston of the Society of

disseminating and creating quality education for better tomorrow of the students.

2. Power to Implement Service Rules:

The President / Chalrperson or Secretary shall be the Appainting Authority and the
Disciplinary Authority under these Service & Conduct Rules. The President or Secretary

may delegate his authority 10 such other authority committee / person / s for these
purposes from time to time as deemed fit,

3. Powerto amend / modify / Service Rules:

The President or Secretary may, at any time Issue such directions / guidelines and
modify, revoke, suspend or change any / all these rules in accordance with law for the
smooth running of the Institutions / establishments under the Sociely.

4. Interpretation of Service Rules:

a)

b)

c)

The President/Secretary shall be the final duthority In relation to the application or

interpretation of these rules and whose decision on all matters hereunder shall be final
and binding on all concemed.

Recruitment & Service Conditions

All appointments whether temporary, permanent, part-time or on contract and

whatsoever in nature shall be made by the President/Secretary and or person [
committee constituted,

Any employee appointed to work in the institutions shall work in the administrative
control of the Director.

Every Employee shall devote honestly with trust worthiness himself / herself fully to the
work of the institution unless permitted to do otherwise.
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Anckant Insttate of Management Studles(AIMS) avatiiti MBA

d) The petformance ol the employees will be assessed by using vatlous tools likes slipthrnt s’
feedback, annual results, employen's physical contriiution In developing Institution,
loyalty, trust building, team spirit, sell drive otc

¢) Cvery Employee shall be present in the sphese of dlotles aatoisted and attaod 1 thn
duties sincerely and falthfully 10 the satisfaction of theie superlors, They shall work
under the head of the nstitution and assist bl £ her by extending theie full coogeration
in the day-today administration and Institute bullding activities,

All members of the 1eaching stall shall work under the insteactions of the head of the
department / Head of the institution. Their Job cesponsibifivy will Include telated sarvicos nter
alia with developing department, laboratories, assisting (0 departimental atininisteation,
assisting In conducting University examinations and ether curricular / co-curtlenlar activitios
connected 1o the department f institulion

1} Scales of pay and allowancos;
I, The Society shall decide the scale of pay in respect of its employecs

Il The President shall determine and sanction lrom time to time alfowances 10 be pald
to the employees and the rates thereof in accordance with the policy and guidelines
of the AICTE / DTE and University of Pune time Lo time. However it will be based on
prosperity of the Institute. The allowance will be term as variable pay which wiork s
motivating magnet among the staff, which gencrates more quality and  bist
oulcome.

2) Recruitment;

i. The President is the sole appointing authority in respect of recruitment of any
employee to the Society and its institutions If any or the constituted body or person.

il All recruitments shall be made against as and when vacancles arise as determined by
the Society in consultation with the head of the institutions [ establishments, the
same would be filled up either through transfer or fresh appointment.

iii.  No person shall be appointed to any post unless he / she have completed 14 years of
age on the date ol appointment.

3) Recruitment Policy:

I, Any vacancy in an institution shall be brought to the notice of the President, in
writing, by the head of the institution before a proposal is made 1o appoint against
the vacancy. The reasons for the vacancy should be given Le, whether it s a newly
created vacancy. It s also to be slated whether the vacancy is a permanent or 3
temporary vacancy.

IIl.  Only after a written concurrence is obtained fram the President, steps may be taken
for recruitment of candidates.

.  Recruitments shall be made only for the qualilied, eligible, competent, capable,
knowledgeable and experience (preferably Industry experience at least 5 years and
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.

4)

a.

5)

above) atter conducting & test/interview. An interview  commiltee shall be

constituted as per the norms of the Society / University. All Interviews /
Al

appointments shall be made only with the prior express approval ol the President

i any employees lound Rullty of false, incomplete and lrrelevant quahhc.‘ltiun (."\"E:':
aMter approval of University/ confirmation his services will be revoked and s/he wi
be removed from service.

Classification of Employees:

Employees in AIMS and Society’s establishments will be classified as under:

¢ Permanent Employees
*  Adjunct Employees
= Probationary Employees
* Temporary Employees
e Contractual Employee
*  Casual Employee
A “Permanent Employees” is one who has completed the specified period of probation

including any extension thereof satisfactory and has been confirmed in the services of

AIMS and Society's establishments as evidenced by a letter of confirmation issued by
the competent authority.

However his permanency inters alia expressly with rules of Recruitment & Service
Conditions (above) more particularly b, ¢, d, and ¢,

A "Probationary employee” is one who is so employed and whose employment is not
confirmed.

A “Temporary employee” is one who is not a permanent employee and is appointed to

do such work which is essentially temporary in nature and or engaged lor a short period
of time.

A “Contractual employee” is one who s appointed to work on contact for a specific
penod and on such terms and conditions as determined by the contract.

A “Casual employee” is one who is appointed on a day to day basis for such work which
is of a casual nature and occasioned by exigencies.

Service Register:

al Arecord of service of each employee shall be maintained by competent authority in
the prescribed form from the date of his / her appointment in the Institutions/
establishments. It must be kept in the custody of Administrative office.

b) Every step in an employee’s official life including the temporary and officiating
promotions of all kinds, the date on which the period of probation is satisfactorily
completed, increments, transfers, leave of absence, confidential reports, disciplinary
actions taken should be regularly and concurrently recorded in the service book.
Each entry should be duly verified with reference to the office arders, pay bills, leave
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c)

dj

e

g)

h)

]

k)

records and attested by the Head of the institution ar any other olficer authorized
by him. Atiestation should be made in respect of the Head of the institution by his
immediate superior.

There should be no erasure or averwriling and all corrections should be nearly made
and properly altested. Any additional qualifications acquired achievements reached:
special test or examinations passed by the employee should be entered in the
Service book together with a reference to the number and date of the notification.

Copies of all orders regarding reduction to a lower post, dismissal, removal,
suspension or other penalty should be filed with the service book and also be
recorded bniefly in the service book of the concerned employee.

The entries in the leave accounts should be attested by the Head of the institution or
any nominated officer by him.

The date of birth should be verified with reference to the documentary evidence and
a certificate recorded to that effect stating the nature of document relied on. It
should be entered both in figures and words in the appropriate column of the
service book. The date of birth once entered in the Service register and signed by
the employee, the employee will not be entitled to ask for any change or correction
under any circumstances. However, the Institution may correct it if the entry made
is found to be incorrect, provided no such correction will be made without giving an
opportunity to the employee in that regard.

The entries in the Service book should be verified annually and the Head of the
institution after satisfying himself / herse!f about the correctness of the entries
made therein should record a certificate to that effect,

Fingerprints along with signature of the employee should be recorded in the column
“Persanal marks of identification” in the service book.

't shall be the duty of every Head of the institution to initiate action 10 show the
service book to the employees under his / her administrative control and obtain
their signature as a token of their having inspected the service books.

When an employee is transferred from one institution to another of the Society
whether temporarily or permanently, the necessary entry of the transfer should be
mace in his / her service register in the office from which the employee is
transferred and the book after being duly verified up 10 date and attested by the
Head of the institution should be transmitted 1o the Head of the institution to which
the employee has been transferred.

The Service book should not be returned to the Employee on retirement, resignation
or discharge from service. When the service of an employee is terminated by
removal or dismissal or after probation his service book should be retained for a
period of ten years or until his / her death, whichever is earlier, after which it may
be destroyed.
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6) Appointment of staff members:

2. Appointment against Temporary / Leave Vacancy:

Appointment of teaching staff may be made against temporary vacancy arising for a
specific period time or against the leave vacancy of an existing staff member. Such
appointments shall cease upon the efflux of the time for which they are made. Any
temporary appointment of teaching staff may be determined at any time by the
competent authority without notice and without assigning any reason whatsoever.

Non-teaching staff members may be appointed on a temporary basis for an initial period
of one year on a consolidated salary. Such temporary service may be either extended or
determined at the discretion of the Head of the institution with the prior approval of the
President. Every appointment, whether temporary or permanent or any extension
thereof, shall stand determined upon the expiry of the period of first appointment,
unless continued thereafter in clear written terms. Any temporary appointment of
nonteaching staff may be determined at any time by the competent authority without
notice and without assigning any reason whatsoever,

- Appointment on Probation:

I All appointments of the teaching staff against permanent vacancies shall begin with
probation of two years which may be extended or determined as the case may be. In
exceplional cases, the period of probation may be dispensed with, at discretion.

ii. Non-teaching staff on temporary service may be continued on probation upon
rendering satisfactory service, such probation either leading to confirmation or
determination of service, as the case may be.

iil. A probationer appointed at the initial or higher stage of a time scale may draw
increments that fall due during the prescribed period of probation. He / She shall not
however, draw any increments after the expiry of such period of probation unless
the probationary period has been extended for a further period or his / her services
have been confirmed, by an order in writing.

. No probationer shall be entitled to claim any privilege in respect of the period of
probation or claim any compensation, in case the competent authority decides to
dispense with his / her services at any time before the probation period is
completed.

v. Service of an employee on probation can be determined on the expiry of the period
of probation without any notice. However, the members of teaching staff shall not
ordinarily resign from their posts during the session of a course.

vi. Service of an employee on prabation is deemed to be determined at the end of the
probationary period unless the services are confirmed or probationary period is
extended, by an order in writing,
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C. Conlirmation of services:

An Employee appointed temporarily or on probation shall comtinue to do so until his service
is confirmed by a letter in writing and not upon expiry of the date of first appointment. The
services of an employee so appointed may be determined at any time either before or after
completion of the period of temporary at any time,

However his / her conformity inter alla expressly with rules of Recruitment & Service
Conditions (above) more particularly b, ¢, d, and e.

d. Appointment on Contact Basls:

Any appoimment beyond the age ol government norms or 60 years as applicable shall
generally be on contract, such appointments being eligible only for a consolidated salary,
with no accrual of Provident fund, Gratuity or other statutory terminal benefits,

7) Promotion Policy:
a. Promotion shall not be claimed as a matter of right by any employee.

b. The promotion policy would depend upon the following parameters for promoting
an employee to the next higher grade.
i Educational and professional qualifications
i Performance, competency, capability in the existing grade
i Trust worthiness, integrity, loyaltly, dependability, self contribution to
Institute brand building etc.
iv.  Congenial, go- getter and team work exploration practices.
v.. Seniority of the employee in similar discipline work PG/UG etc
vi.  Physical and mental fitness / capability.
vil.  Vacancy in the next higher grade

¢ Promotion of teaching faculty In professional institutions will be based among
others, upon the requirements of various professional bodies like the All India
Council of Technical Education, Medical Council of India, Dental Council of India,
Pharmacy of India, Nursing Council of India elc.

d. All Promotions shall be made by the President and or by the constituted person or
the commiltee,

¢. Promotions shall be effected after due interview of eligible short listed candidates
by an interview committee comprising of the following members,
I, Head of institution,
I, Head ol the department concerned.
lil.  Representative of the Society.
iv.  Subject expert (for teaching posts).
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8)

9

N

The imerview committee shall seni s report 1o the Prosident for necessary m:llnr:
[

as deemed He Al eters shall bo issued by the President and or by the constituted

penson / committep

Transtor policy:

i,

Transler being incidental 10 seivice, overy stall member Is liable for transfer /
deputation for ensuring proper and effective functioning of various department /
Institunions ol Society.

The Management may take action as deemed fit in the transfer of an employee from
one department / institution o another.

Cvery employee under wansfer shall forthwith report to the place of transfer after
duly handing over all liles / correspondence and all sorts of documents.

Increments:

W,

The annual increment 1o the all permanent employees may be paid on satisfactory

completion of one year Inter alia with prosperity and financlal health of the
Institution,

Increments shall be sanctioned annually with the approval of the competent
authority In the time scales of pay drawn by an employee and only alter due
verilication by the Society. The date of joining or date of last increment shall be the
date on which the increment is sanctioned, on an annual basis.

An increment shall be ordinarily drawn as a matter of course unless it is withheld. An
Increment may be withheld from an employee by the competent authority if his /
her conduct has nol been good or his / her work has not been satisfactory. Before
withholding an increment, the concerned employee shall be given a proper
Opportunity lo be heard. In ordering the withholding of an increment, the
withholding authority shall state the period for which it is withheld and whether the
postponement shall have the effect of postponing future increments.

All the duties In a post on a time scale of pay counts for increment in the time scale.
The period of time spent on leave without pay and an allowance does not count for
increment / promotion / probation / EL / CL/ VL or any other benefits.

Additional increments may be sanctioned 1o employees who have acquired higher
qualilications than the present one at the discretion of the President. However
performance is the yardstick Lo consider for the increment,

When an employee working in the lower scales of pay is promoted or appointed at a
higher post, such employee is eligible to draw the increment as per the ariginal date
of his / her increment. The annual increment date will change only if such a change
Is specifically mentioned in an order of promotion / revision in salary.
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10) Hours of Work & Attendance:

d.

Subject 1o any statutory provisions, the working hours as applicable to employees In
institutions shall be determined in the respective institution with one day weckly

holiday as determined there under.

Every employee shall work during the period prescribed above with necessary lunch
break.

Full time faculty member shall be in the Institute 15 minutes and all others 30
minutes befare the Institute opening time. During Institute programs they shall be
present in the Institute till the end of the programs.

All the members of the staff shall at all times be responsible for student discipline in
the campus.

All employees shall be in attendance from the commencement of working hours il
the close thereol

Employees on shift duty / split hours / staggered hours shall work accordingly with
corresponding rest intervals and wecekly holidays.

Any employee required to work beyond office hours subject to exigencies, may avail
of 3 compensatory holiday in lieu thereof provided that should be one day work,
with no entitlement to any monetary compensation. Generally CH may be availed
within one month time or otherwise explicitly mentioned.

An employee on shift duty shall continue to do so until the arrival of the reliever
employee.

All duty allotments shall be done by the Heads of respective institution keeping In
mind the demands of wark therein,

if an employee attends late to his duties without proper permission, a day’s leave
shall be deducted for such three days late attendance. It there is no Leave 10 the
credit of the employee, one day’s salary may be deducted for such late attendance.
And nay habitual continuation of late attendance (o his duties may attracl
disciplinary action

Resignation, Retirement and Termination of Services.

All permanent employees may be relieved from their duties subject to a one month
notice frem either side or one month salary in lieu of that. Teaching staff may
however be relieved only at the close of a term and completion of his
documentation work in full shape so as not o jeopardize classroom teaching and the
on-going work of the Institute.

A proper hand over and takeover of documents needs to be prepared by the
relieving (out going) staff and hand it over to assigned staff / Administrative office by
obtaining acknowledgement thereto.
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C

d

Temporary employees may be with one month’s notice from either side

The services of a contractual employee or one on probation may be determined at
the end of such period without any notice

The age of retirement / superannuation of an employee shall be 60 years or as
determined by the government The Management may al its discretion extend the
retrement age of any employee in cases where the services of such employees are
needed,

It 1s open 1o the Society to employ a retired persan on contract basis for a specific period of
time on such terms and conditions as may be determined by the Society / Institute. It is
350 open to the Society to renew the contract period of appointment from time to time as
may be expedient in the inlerest of the institution on terms and conditions determined by
the Society in each case.

An employee may be compulsorily retired on grounds of poor health if determined
accordingly by medical advice obtained by the Society.

Every employee, relieved as aforesaid, shall produce a no due certificate for settlement
of all dues,

TRAVELLING & DAILY ALLOWANCE

Reimbursement of travel expenses including accommodation charges & Daily Allowance
shall be in accordance with limits prescribed for various categonies in the schedule
appended (Schedule I} and shall be as under;

a.

B

Re-imbursement of travel expenses shall include the following,

Prior to commencement of the travel it is necessary to obtain the written permission
with indicating the purpose of travel and cost thereto from the competent aulthority,

Actual cost of ticket / fare paid for the journey within the permitted mode of travel.

i. Accommodation charges, if any, within the prescribed limit.

Daily allowance as applicable.

If own mode of conveyance used like, car, scooter, bike etc. an average may be work
out and a standard fuel expenses may be reimbursed against the bill. Prior
permission should be obtained in this regard.

Senior staft Professor and above may avail Air-travel provided; it is approved by the
President and the distance of travel is above 500 KM. The benefit of apex fare facility
to be availed or travel is made by low cost airlines.
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b

.

L

il Above stafl will be permitted 1o e tash / oental cars in D places of dostination
Such costs may bo separately cabmed Tor relmbursoedd

Vil Tor stay at hotels and other registorod establishments, room 1ent (v theen) imay he
teimbursed to the extent of norms on production of vouchers

e Datly allowance Is admissiblo Tor travel within same or Immediate netlghlioning
districts unless 1 cequired long howrs of work as 11 is authorized as a part ol the

itinerary. The expenses on food and telreshments up to the Tallowing limit will be
relmbursed on submission of bills

a) Upto 6 hours : 25% of DA as applicable to all other places
b} 610 B hours © 50% DA
) More than 8 hours - 100% DA

Any up gradation in the mode / class of travel is permitted only if authorlzed by the
Fresident

The Sociely reserves the right to arrange or prescribe travel and accommadation of its
choice lar any class of employee while they are on autharized tinerary. When travel or
dccommadation 15 not provided, actual travel expenses / actual room rent within the
limit prescribed in the schedule Is admissible, subject to production of originagl bills,

All official travel shall gencrally be by the least cxpensive mode of transport on the
shartest routes, thrilt being a measure of standard in undertaking travel.

Airfare will be reimbursed only against production of used nassenger coupons
boarding card / tickets and not against the bills of travel apgents

Cancellation of tickets on account of exigencies of the institution, may enlitle an
employee to the reimbursement of actual fare and costs of reservation. Any cancellation
document shall be enclosed to the claim

Each journey shall be accounted for separately along with its tour fournals [nature of
work done/performed) and contingent expenses and shall not be set off against
another,

Travel advance may be paid 10 employees at their request in writing and the atvance
shall not be more than the approximate expenses likely to be incurred. If the advance
taken exceeds the claim amount, the balance shall be credited to the Institution belore
the submission af bills.

Dally allowance is admissible from one hour before the time of commencement of the
journey till the time of return to the institution / usual place of residence upon
completion of the itinerary {as per schedule | appended).
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Daily allowance s granted while on travel 10 daftay the cos ol tealy polissshieniots,
local conveyance, room tips, laundry chatgos and ather incdental peponses Thetelooe,
these expenses are nol separalely refmbie sed

When cost of meals and refreshments are inclutded i the room tont of the hatel
'ncluded In the package (such as registration feo for a conferente) of oihirwise b i

" (4 ]
by the institution. The entitlement 1o daily allowance will be rosteictod o S0 of 1

eligible sum, Np daily allowance 1s admissiblo duting the period wben st enpltgee goes
on leave while on official Itinerary

ATA /DA bills of members shall bo approved by the Head of the institution, Wik,
it any ¢laim is not within the permitted guidelines, then such clains shall bie foreeatded
to the Society for appraval of the Prosident.

- The President and or 1he constituted person alone shall approve the fulluwing clalens.

I Travel by Meads of Institulions
i Foregn travel of any s1aff
i Participation In International conference ! Natlonal conlerences [
technical session / seminars / Workshops etc

If the stalf gets reimbursement of he expenditure by any other agoncies Toe the
journey undertaken by them, partly or fully, the clain amount shall be teduced by
the amount reimbursed by other agencies.

0. Travel on academic work such as examination { valuation or any other wotk of the
University or statutory bodies, where travelling expenses are eelinbursed by such
bodies, shall not entail the stalf to claim reimbursement of expenditure,

p. Each travel bill shall contain a brief tour report explaining the purposes far which the
tour is undertaken and net result of the visit Viz tour journals,

q. All TA / DA claims shall be made in wriling in the prescribed Tormat within
maximum period of 15 days from the date of return from the journey.

Norms for deputation of staff to professional conferences / Seminars / Workshops ete.

The consolidated annual budgel provided for the Institute should be allocated 11
different section / departments depending on the size. While doing 50, provision should
be made 1o send at least one staff for deputation in one year from each section /
department, the maximum being two whenever the section { depattrent have more
than 8 members. Details of section / department wise allocation should be made
judicially on roster base as to avoid any anomaly and same should be sent 1o the Society
for information.
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b, Al those presenting papers In National / international conlerente / seminars should
produce the papers for scruting by o Committes consisting ol at least 3 members
headed by the department and subject export. Once the committee approves the pap,
the said proposal should be forwarded 1o the President for sanction (o the prescibed
format appended herewlth as Scheduled - 11

¢ Whenever there is more than one author for & pacticular paper from an Institute, only
ane will be eligible for deputation from the eollege as an offichal delegate. Others iF they
50 desire may be permitted 1o attend the conference at thelr own cost Ihe peddod of
their absence will be treated as Duty leave / Speclal Casual Leave. Even IF others are
interested In attending the conference, they may be permitted Duty leave / Speciil
leave provided the cost is borme by the individuals concered and must produce the
attendance certilicate / documentation,

d. Before submitting the expenditure statement for relmbursing wherever applicable,
faculty members so deputed should submit a brief report of conferences / seminars
attended through the Head of the department to the Director / Dean of the Institute.
One copy of the same should be submitted 1o the Society office for records In thelr
personal files through Director. They are also required to glve a briefl presentation of the
deliberation of the conference / seminars 1o the departmental stall for their benefit. A
copy / copies of proceedings received at the conference should be handed over 1o the
Institute library.

e. Reimbursement of expenses {as per schedule 11 appended herein) will be made only on
claims. Which are supported by vouchers, receipts etc. and a certilicate of attendance
after handing over the proceedings copy Lo the library,

f. Reimbursement of expenses will not be approved unless prior permission from the
Society has been obtained at least one week in advance,

g. While sending the proposal to the Sociely for approval, the Institule should clearly
mention the following:
i. Total budget of the Institute and the utilization up-to-date (including all approvals)
il. Budget allocated to the particular section / department and the utilization,
iil. The permitted Duty leave [/ Special Casual leave is only for the duration of the
seminar / conference and the minimum travel days (2 grace days shall be allowed on
International seminars / conferences)

3. Norms for publishing papers In indexed journals and text books

All those who are publishing papers in National / International indexed journals should
produce the papers for scrutiny by a Committee consisting of at least 3 members headed by
the Principal / Director of the Institute. The other 2 members will be the Head of the
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department and subject expert, Once the Commitiee approves the paper, the sald proposal
should be forwarded to the president for sanctioning.

Research Paper & Book:

To motivate and escalate the functional knowledge amang teaching and non-te
they shall be encouraged to write original and applied research paper and

aching stall,
ext books on the

functional areas. The terms and guidelines shall be;

1)

2)

3)

In any case due to the research and book work their primary and secondary duty should

not be in jeopardy.

In an academic year staff shall publish at least 1 International & 1 National papers
one book and it should be fully scrutinized by committee made for this purpose.

andl

All the publication necessarily should carry the ISBN / ISSN and should be Indexed
journal of high quality. The incentive to them shall be as per the schedule V.

LEAVE RULES

Types of leave:

Subject to the grant of leave being determined by the exigencies of work, employees are
eligible for the following types of leave:

One weekly ofl

Compensalory Holiday

Mational halidays and Restricled Holiday (RH)
Casual Leave

Privilege Leave

Maternity Leave

Study Leave / Sabbatical Leave
Duty leave /Special Casual Leave
Extra — ordinary Leave

Medical leave

Vacation Leave

T®E ~ranow

X = =

| General:

a)

b)

No leave can be claimed as a matter of right by an employee. Discretion is reserved in
the authority empowered to grant leave, to refuse or revoke grant of leave at any lime
according to exigencies of Institute work. Leave can be availed only after getting it
properly sanctioned.

Leave is earned by duly. Part-time employees are not entitled to any kinds of leave.
Teaching staff and Contract employees entitled to only 12 days of casual leave or as per
the rules of the University.
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¢

d)

e

)

B)

h)

il

k)

Any leave may generally be availed only after prior sanction from the competent
authority, which may be revoked under exigencles. Where an employee 15 compelled 1o
avail leave suddenly on account of sickness or unforeseen circumstances, such absence
must be Intimated within 24 hours followed by submission of a formal leave application,

An employee on leave and desirous of extension of the same shall do so at least 3 days
before expiry of the leave sanctioned first. The extended leave must also have due
approval before being avalled.

An employee proceeding oul of town on leave shall intimate the address for
correspondence, if any, to enable the competent authority to communicate with him in
case of need.

No leave or extension of leave shall be deemed to have been granted unless an order to
that effect is passed and communicated to the employee concerned.

Leave rules and regulations in certain establishments [ institutions may vary from the
general rules given here below. All such variations will be made subject to a writlen
order from the President. All employees shall be subject to leave rules and regulations
of the institutions / establishment under which they are working.

An employee may cancel whole or part of the leave applied and resume duty only after
prior permission to do so is obtained from the competent authority.

No employee who has submitted his letter ol resignation will be permitted 1o avail any
leave except saved casual leave standing to his credit.

The Director is eligible for 10 days of committed leave in addition to CL and PL and it can
be accumulated.
Before avalling leave, the Director should assign the charges to Academic Coordinator /

HOD / competent faculty so as smooth functioning of Institute’s and students’ routine
work, and the same need to be intimated to the Management.

One weekly off:

In a cycle of 7 days one weekly off (holiday) may be given preferably Sunday since it is
education Institution, students may have better mileage.

Compensatory Off/holiday:

Due to some important and urgent work of Institute, if any employees work on that day
(holidays) like Sunday or any other authorized leave s/he is eligible 1o avail CH within
one month time. But no compensatory leave will be given if DA and TA is paid on holiday
ftravel.
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Restricted Holiday:

Institute need to have diversity in the stalfing pattern hence for panticular community staff
may avall Restricted Holiday (RH) on their festival If that 15 not national holiday, such RH
may be restricted to 3. three in a academic year. And It can be combined / sandwich in any
manner with weekly holiday / general holidays, provided that such period of absence shall
not exceed 10 days in the aggregate.

Casual Leave:

.

by.

All full-time employees are entitled 1o 12 days Casual leave or as per the direction of the
University every year; Casual leave cant be avalled in excess of 7 days at a time /
stretch.

Casual lcave may not be clubbed with any other leave including vacation leave but it can
be combined / sandwich in any manner with weekly holiday / general holidays, provided
that such period of absence shall not exceed 10 days in the aggregate.

During the first year of service, an employee shall be pranted Casual leave in proportion
1o the period of service at the rate of 1 day for every completed service of one month,
subject to a maximum of 12 days for the first year.

If an employee enters on Casual leave and extends the leave by applying for other kinds
of leave In continuation, the entire period of absence shall be treated as other kinds of
leave subject to admissibility cancelling the Casual leave already sanctioned.

Privilege Leave:

a.

Privilege Leave in respect of periods spent on duty may be granted to an employee.

b. Privilege Leave is admissible to the employees as under.

a) 10 days every calendar year for teaching staff.
b) 20 days every calendar year for administrative / technical staff.

¢) Inrespect of vacation stalf, Privilege Leave shall be credited to the leave account
after completion of 6 months of service as follows: § days on 30" June and S
days on 31" December every year.

d) In respect of administrative / technical staff, Privilege Leave shall be credited to
the leave account alter completion of 6 months service as follo

ws: 10 days on
30" December every year.

e) Privilege Leave calculation in case teaching staff attend

the duty during vacation
based on needs of the Institute,
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() 1 an employee termed as teaching stall iv prevented from avalling, the
vacation duting a particular year by speclic order by the management or by the
head of the institution for the reason to remain at the post of duty during, the full
vacation (mid-teem as well as summer vacation), Privilege Leave will be
admissible al the rate of 25 days for the year served without avalling vacation, in

place of 10 days.

(ii) 1 an employee 1s prevented only lor a portion of vacation, privilege leave
shall be colculated as Tollows:

No. of days vacallon prevented ?;_u,,l’]'d ol the tolal vacation)
Total no. of vacation {mid-term + summer days)

1) Teaching stafl proceeding on privilege Leave should be on duty either on the last
. working day before vacation or on the re-opening day, absence on hoth days
rendering the entire leave including vacation as one of the unauthorized

absence.

gl An employee on privilege Leave shall be entitled 1o full emoluments for the
period of leave.

h) Privitege Leave shall not be taken lor less than 3 days at a time. However, the
employee shall give prior notice of at least 7 days before availing the leave.

i) Normally Privilege Leave shall not be sanctioned to an employee during his [ her
initial six months of service except in extra ordinary cases that necessitates grant
ol such leave.

j|  Privilege Leave can be accumulated Lo a total ol 120 days and leave beyond 120
days shall automatically lapse.

Maternity Leave:

. Maternity leave with full pay and allowance shall be granted to married women employees
for confinement subject to the following conditions:

a. A woman employee is entitled to avail 60 days full-term maternity leave (inclusive of
pre-natal and post-natal leave), or as per the University and government norms, only
twice during the entire service. Maternity leave is also admissible in the case of
miscarriage, in which case the leave shall not exceed 42 days.

b. Maternity leave is not admissible to a married woman having two or more living
children.

¢. Maternity leave shall be granted on the condition that such employee should serve
ityte / Trust for a period not less than five years failing
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e S e i T

WHICI s shall vopay 1o the fnstitate £ Tt i safary deawn dunig e porion of
Mty Teave Thio sanctioning antboniny siall obtain o dechsation o s sl
SARC O thie leave

o Only woman Sy wWhion b gt i not foas thm b yeaes of continnaus ull
e service it wtition shiall Become sntithed fo Maternily Toave. Woman
eployees appotited on parely tomporary basis ans nol entitdod for s v

e NIty Toave by not dobit abile (o beave st WEEOUNE NECOANATY TS nlay e
WA T U sivnvicn negiston soan to envire Ihat Matomity feave Iy ot sanetinnid
MO Whan twice i tw ontine servico o o winman eloyeo I lading the mateily
Teave sanetioned I cave of o (YRR

I Matornity leave may b b with athes Kinads of ooy Any loavie i oscrss of ')

days may be availed only with the sanction of th Prostdont duly suppuoriold by
medical oflice

Study Leave / Sahbatical Loave!

T grant of study leave on full Ny £ pactial pay / 1oss of pay to the peimanent omplayses

WO have waorked mote than % years amid Iy at discretion of the Fresdebond ol I8 sulsje i
the following conditions:

al The cowse of stidy taken Dy the employee shill be an atvanded course allseil by o
university and the course has a relevance 10 1w depaitmont whoro tho sipliyen iy
working and the courso will be useful to the msttatlon. Thisre shoulid e an
Rradation in qualitication as rogquied for academic TG

b The maximum number of stall that can e deputed Tor higher stadies shall not
exceed 0% of the total teaching stall i o departmssnt /iostitule

¢} The pediod of study leave tor takingg any course ol study v equal 1o the masimin

pedod required W complate the course of studly successlbully at the fisg alteanpt plus
foarney peiod to and o,

d) When an employee Is deputed lor Bigher stuttios on loss of pay o on partial [y
basis, then s/he may he permitted to adjust the leave at his crein poiar Lo e ling
study teave, I however s/he s deputed with full iy andd allowances i U entice
petod shall be tremted as study leave with Tull Pay. Honwevir no Poivitege Leave will
be earned duriog this penod,

e} The employee shall execute a bond on non judicial St papar as (s prescilied by
the Government from time to Ume) 1o serve Lhe Institation alter totuen from study
leave Tor o pedod as prescribed In the norms of Quality Tmprovement Progiram, Ly
be b years, 10 years as the casp may b, applicablo to the panticalar institation. On
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N

B8)

failure to rejoin or serve the institution for the period prescribed, s/he shall refund
the entire salary drawn during these period of study leave and as damages, pay a
sum equivalent 10 the amount drawn by the employee as leave salary during the
sludy leave along with interest @ 15% p.a. That means the employee shall pay
double the amount of leave salary drawn during the study period. The management
has the discretion 10 increase / decrease or waive off full or part of the above
compensation.

An employee availing study leave on full pay & allowance Is eligible for benefit of
periodical increments accruing to him / her in the applicable scale of pay. If the
employee is deputed on the partial pay, then the incremental benefit shall be piven
with the effect only from the date of the rejoining duty.

An employee does his/her advance studies in their domain with proper prior
permission of Management some softness in the leave arrangement may be made
with due permission of the Secretary.

i In such case the employees’ so availed softness in leave need to work for the
Institution at least for three years from the date of award of degree.

il.  Any monetary benelits given on award advance degree need 10 be refunded
to the Institution without interest,

. Il employees opted for advance or regular study without Management
permission is an offence and liable for removal froam service since he / she
utilizing the Institute resources for his personal use.

Duty Leave / Special Casual Leave:

a. Special Casual leave may be granted for the following purposes:

Vi,

For work in connection with examinations conducted by universities in Maharashtra
State or by the Government of Maharashtra.

For attending the meetings of the Academic council, Senate, Syndicate, Faculties and
Boards of studies of the Universities in Maharashtra State,

For attending the meetings of statutory bodies in their individual capacity as a
member of the said body.

For attending International/ National Conference, seminar, workshop and Institute
related assignments.

For participation in sports events of national importance as a duly nominated
representative on behalf of the State, Zone or Circle,

For participation in sports events of international importance as a duly nominated
representative on behalf of India.
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vl MR

Wi,

For coaching or training conducted at different institutes of national importanc

s In a calendar yoat Any penod of

special Casual leave may be allowed up to 30 day
kil addimissible

absence in excess of 30 days should be treated as regular leave of the
under the relevant rules applicable to the individual concerned. However, i a faculty
member is a member of any of the statutory bodies such as MCL DCIL AICTE, INC and
PCI, then the Special Casual leave |s enhanced to 45 days pet calendar year

atutory bodwes such
for any speailic
al duty' (0OD

However, if the faculty member is required to attend meeting of st
as MC1. DCI, AICTE, INC, PCI, RGUHS, Senate, Academic Council etc.
requirement of the institute, then such leave shall be treated as ‘On Offici
/ 0D) and no compensatory leave will be given if DA and TA is paid on OD even if it is on
holiday.

Special Casual leave shall be strictly restricted to the minimum number of days required
for the said purpose including the actual travel period.

Special Casual leave may be combined with regular leave.

The Heads of institutions shall take prior permission from the President of the Sodiety
before availing such Special Casual leave or before proceeding on leave. They shall also
nominate a person to be in charge of the institute during their absence.

The Head of the institution shall be the sanctioning authority for Special Casual leave 10
all other faculty members. The details of such leave sanctioned should be immediately
forwarded to the Head Office for information.

Special Casual leave up 10 7 {seven) days can be sanctioned for undergoing vasectomy
and any other of such kind of operation on the strength of a medical certificate issued
by the medical officer authorized by the Government.

sCL without TA / DA may be sanctioned with the approval of the Heads of the Institution
for the faculty members 1o attend viva / Entrance exams of higher degrees.

Extra ordinary leave / leave on loss of pay and allowances:

Extra-ordinary leave on loss of pay may be granted to an employee, at the discretion of
the management in special circumstances, where no other leave Is by rule admissible.
An employee who fails to rejoin duty on expiry of the extra-ordinary leave granted 1o
him/her shall be deemed to have resigned his/her appointment and shall cease 1o be in
service. The name of the employee shall be struck off from the rolls without any further
notice.

Extra-ordinary leave on loss of pay and allowances shall not be counted as service for
the purpose of confirming a prabationary employee. An employee who avails leave on
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loss of pay will be liable for extension of his / her probationary period for a penod
equivalent 1o the period of leave on loss of pay and allowances availed by him / her,
Leave on loss of pay will also not be accounted as service for the purpose of earning
annual increment by an employee and the increment date will be extended by the
period of leave on loss of pay and allowances availed by him/her.

d. Extra-ardinary leave on loss of pay shall be treated as break in service and such period
ol absence shall not be counted as service for the purpose of terminal benefits. If any

Medical Leave:

On confirmation of the staff Society can consider the ML for 20 days in a year. The ML strictly
shall be on ground of hospitalization only or severe/serious diseases under instruction of
medical practitioner. The minimum duration shall be of three days however all the medical
document should be submitted for cross verification by olfice and may be referred to Medical
Board if required.

On special ground and on ground realities ML for employee can be considered on illness of his /
her spouse / son / daughter producing the above documents. However this is the prerogative
right of the Secretary alone. If any dubious incident notices in due course he f she will be liable
for severe disciplinary action even It may lead to removal from service,

An employee needs to complete his / her primary and secondary duty in full, and if any left out
it Is necessary to make arrangement in writing, before availing this ML

Vacation:

a) All teaching staff is eligible for leave as per the academic calendar. They would be
known as vacation stafl. However, Heads of Institutions and technical, administrative
and sub staff may be treated as a non-vacation one, subject to exigencies of work.

b) All members of teaching faculty are entitled for 45 days vacation leave in subsequent
years or as per the direction. Out of it, during the mid-term vacation they are entitled
for not more than 20 days of leave subject to the prior approval from the
Director/Principal. However, those who are on the first year of service are eligible for
proportionate vacation,

¢) University valuation work is a part of Vacation leave, as well the Institute seminal
assignments for the development of both Institute and faculties.

d) Vacation leave has to be got sanctioned at least 7 days prior to the commencement of
the leave.

e) Wacation leave can be clubbed with any other kind of leave.

f) The faculty members shall attend the Institute on both the closing day of the college for
vacation and on the reopening day of the Institute failing which vacation leave shall be
treated as leave on loss of pay.
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Authorities competent to grant leave:

All cases of leave shall be referred to the President and a constituted committee / person
On delegation Heads of institution is empowered to sanction leave up 1o 90 days at a time,
to the employee working under them, subject to accumulation thereof. In the case of
employees who are working in the institution or in other departments and who are In the
grade of Superintendent and below, the Head of the respective department shall
recommend the leave and forward to the Administrative Officer for approval. In the case of

employees in the grades above the Superintendent, the leave is to be sanctioned by the
President.

Leave in respect of Heads of institution shall be sanctioned only by the President /Secretary

Leave availed in excess of 10 days by Heads of departments / Prolessors should be
intimated to the President.

No permanent employee of the institution may, while on leave, render service of any kind
elsewhere. An employee on leave shall promptly rejoin duty upon expiry of the leave,
overstaying being liable to loss of pay even though there may be adequate leave at credit.
An employee on leave may be recalled to duty if exigencies of work so demand. An
employee on leave medical grounds shall furnish a fitness certificate upon return to work.

TERMINAL BENEFITS

1. Provident Fund: All Employees are eligible for Provident Fund benefits as per the
provisions of the "Employees Provident Fund and Miscellaneous Provislons Act, 1952
and the scheme framed there under by the Govl. of India from time to time,

2. Exceptions to the above benefits:

a. Employees who are on deputation from Government or quasi-Government are not
eligible to become members of the above benefits. These employees will be
governed by the rules as applicable 10 them in their parent department.

b. Employees who are appointed on contract basis and who have crossed the age of

superannuation i.e., 60 years or as per the Uniersity norms will not be eligible for
the above benefits,

CODE OF CONDUCT
General:

Every employee of the institution / establishments shall be governed by the Code of
Conduct as specified in this chapter and every such employee shall be liable for disciplinary
action specified in these rules for the breach of any provision of the Code of Conduct. 1 is

very necessary to follow the code of conduct without any malleable behavior and
communication,

Pape 24 of 4D




Anekant Institute of Management Studies{AIMS) Baramaul MBA

1. Code of Conduct rules:
3. Anemployee shall a1 all times;

I Maintain abiwolute integrity and devouon to duty by Cmplng the pramary 23
well a3 wecondary work o Ume on prionty bass 10123y m the eerest of msituton.

w. Al employees musl mantan hgh qualty of druopine healthy work cuiture,
healthy staksholder relationship, decorum of msitte and teachng-earning
emaronment.

b. Anemployee shall be;

in.

.

.

WL,

F N

Punctual in attendance n respect of hs work and any other work connected
with the duties awvgned 1o fum by the Head of the insttutos

Abide by the nies and regulaticns cf the Scoety / esttuton and show due
resgedt o the constrtuted authonty.

Mo satire or warcaslic tale and masmmur on the nules and requdaton
-
KnGwingly of wnlifully negiect bes [ her cuties
Arry unbecomng, indifferent, evstgation, breach of trust, betray tnsautional
mlered, vision and moson.

Propagate communal or sectanan cutlock on mote or aliow any student or
colleague to indulge in sectanan or communal actnity.

Discriminate agamst any person on the ground of caste, oeed, language,
place of ongm, scaal and adiural badkground or any of them.

Indulge m, cor encourage, any form of malpractice connected with
exammataon or any other ontiutonal adtrety

Make any swstamed negleqt i correctng the assgnment done by the
stucents of an mstituion,

While bewng on duty at the ;istitution, absent hrmself / harse except with
the prior permession of the supeniors, from the duties of the msttution,

Remam absent from the msitution withowt leave or without the pror
permunsion cf the Head of the msunurion.

Behave in 3 manner unbecomng ¢f 2 member of the 5135 of the instination.

Engage in grang priate helon except with 3 specfic written approval from
the Head of the insttuton.

Prepare or publsh any bocks or asust, whether diretly or sdmectly, i thedr
publication without the pnor permission from the compatent authority.
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LR

Xhin

LELS

Xy,

L1 h

X,

v

LR

XXi,

i,

Wi,

KXIY,

XNV,

Enter into any monetary transactions with any colleague or outsiders or
agencies nor shall exploit his / her neither influence for personal benefits;
nor shall conduct his / her personal matter in such a manner that he / she
has to incur a debt beyond his / her means to repay

Act as agent for any company / corporation and use his / her official position
in the institution for gaining any monetary benefits for self or for others

Accept or permit any member of his / her family or any other person acting
on his / her behalf 1o accept any gift from any sources by virtue of his / her
position in the institution.

Cause or incite any other person to cause any damage to institution
property.

Behave or encourage or incite any student, colleague or other employee to
behave in a rowdy cr disorderly manner in the institution premises.

Be gudty of any violence or any conduct which involves moral turpitude.

Be guilty of misbehavior or cruelty towards any visitors, students, teachers or
other employee of the institution.

Organize or attend any meeting except where he / she is required or
permitted by the Head of the institution to do so.

Be a member of, or be otherwise associated with any political party or any
organization which had taken part in politics nor shall take part in, subscribe
in aid of, or assist in any other manner, any political movement or activity,
unless with the specific permission of the Society.

Canvass or otherwise interfere with or use his / her influence in connection
with or take part in elections of any kind without the specific permission of
the Society.

Join, or continue to be a member of an association, the objects or activities
of which are prejudicial to the interest of the sovereignty and integrity of
India or public order or modesty.

Resort to or in any way instigate, incite or abet any form of strike by any
member of employees,

Bring or attempt to bring any political or other influence to bear upon any
superior authority to further his interests in respect of matters pertaining to
his service under the management.

Except with the previous permission of the management, engage directly or
indirectly in any trade or business or negotiate for or undertake any other
employment.

The breach of any condition specified above shall be deemed to be a breach of the code of
conduct and liable for severe and serious action like removal from service.
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DISCIPLINE & DISCIPLINARY ACTION
DISCIPLINE:

General;

L Cvery employee shall at all time take sultable steps to ensure and protect the interest of
the Institutions / establishments and diligence and do nothing which is unbecoming of any
employee of the institutions / establishments.

il. Cvery employee shall maintain good conduct and discipline and show courlesy and
attention to all persons in all tronsactions and negotiations and shall carry out lawiul and
reasonable orders to his / her superiors

il Every employee shall behave with the students of the institution, other employees of the
society and the general public in a manner worthy of their position in the institutions and
consistent with the dignity of the Institution,

iv. Every employee shall take all possible steps to ensure integrily and devotion to duty of all
persons for the time being under bis / her control and authority.

v. Lvery employee shall attend the office punctually, decently dressed and shall discharge
his / her duties laithiully, obediently and dilipemtly.

vi. Every employee shall mark his attendance in the register / electranic attendance meter
(bothinward and outward).

vii. Every employee shall be deemed to have knowledge of all the rules, regulations,
directions and instructions Issued by the management from time to time for transacting
the assigned works ol institutions / eslablishments,

viii.  Besides the Wardens, and others who are provided accommodation in the hostel, shall
als0 be responsible for student discipline in the hostel campus.

ix. Faculty members staying in the hostel shall not stay outside beyond 9 P.M. without the
permission of the Principal,

x. The valuables / cash should be kept in safe custody of the individuals. However, the
management, the Director / Principal or the Warden are not responsible for loss of any
valuables in the possession of the faculty member in the college or hostel.

xi. The department keys taken from the Institute office shall be entered in the key register
maintained in the Institute office. The same shall be deposited in the office before leaving
the campus.

xii. The faculty members are responsible for the discipline in the Institute during Institute
hours and during any programs / meeling organized by the Institute.
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xibl.

Xiv

LR

xvi,

The statf member shall sign the register when borrowing library books / periodicals lor
relerence. The same shall be returned after reference. All books taken from the library
shall be returned by the staff members before proceeding on leave / vacation

The hibrarian is responsible for the safety of books in the library. Once In six months,
physical verification of the books shall be made jointly by the librarian and facully
members nominated by the Director / Principal,

Any stalf resigning from the service is required to gel the No Due Certificate signed by the
Director, Warden of the hostel / Librarian befare he f she is relieved.

The unilorm dress code wherever prescribed shall be followed by the stall members
strictly,

Observance of Confidentiality:

1.

Every employee shall be bound 10 maintain strict confidentiality with regard to all office
works and shall not disclose the same to anyone unless with prior permission of the
management or with compulsion of any court of law.

Acceptance of outside jobs: Mo employee shall seek, solicit or accepl any outside
employment or office including service in the armed forces whether honorary or
otherwise and whether fulllime or part-time without the permission of the
management.

Engaging in trade or business: No person shall directly or indirectly engage in any trade
or business including LIC, Unit Trust of India, NSC's elc. outside the scope of
employment without the written permission of the President,

Seeking to influence: No employee shall bring or altempt to bring any influence from
any sources to bear upon any superior authority to further his/her interest in respect or
matters pertaining to hisfher service in the Trust or its institutions [ establishments.

Absence from duty: No employee shali absent himself/herself from duty or be late in
attending office without having first obtained the permission in writing of the
competent authority or his/her superior officers. Provided that in case of inevitable
circumstances where availing of prior permission is not possible or is difficult, such
permission may be oblained later subject to the satisfaction of the competent authority
or his/her superiors when such permission could not been obtained. No employee shall
ordinarily absent himself/herself for reasons of sickness or accident without submitting
a proper medical certificate,

Consumption of intoxicating drinks, drugs and tobacco products: An employee shall not
be under influence of any intoxicating drink or drug during the course of his/her duty
and shall also take due care that the performance of his/her duties at any time is not
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alfected in any way by the influence of such drink/drug. The use of tobacco or tobacco
related products are also not permitted during duty hours and in the campus.

Acts of Misconduct: Any breach of any of these rules shall be deemed 1o constitute an
act of misconduct punishable under the provisions of this rule. An Act of misconduct
includes any of the following acts of commission and omission on the part of an

employee,

i,

vi.
vii.

wiil.

xi.

AL,

xiii.

iV,

LA

Dereliction of duty
Negligence in the performance of duty

Wwillful insubordination or disobedience of lawlul and reasonable orders of
SURCTHors.

Engaging in any trade or profession falling outside the scope of the duties
allotted by the Management, excepl with the prior permission of the Society.

Absence without leave or overstaying sanctioned leave withoul sufficient
grounds.

Unpunctual or irregular attendance.
Non-marking of atlendance in the register / electronic attendance meter.

Sleeping while on duty, improper sitting during meetings and spilling / scattering
chairs and meeting materials after and during meeting..

Being away from place of duly without any authorization.

Habitual breach of any rule, regulations or work norms prevalent in the
institution.
Committing nuisance in the premises of the institution/establishment such as

mobile phone buzz and use of phone in the open place and in campus and
talking loudly in the Institute building premises.

Any act of immorality and / or commission of any act punishable by a Court of
law, within the permission of the institution.

Doing any act pre-judicial to the interest of the institutions/establishments in
serious loss.

Drunkenness or riotous or disorderly or indecent behavior on the premises of
the institution.

Unauthorized disclosure of information regarding the affairs of the
Trust/institution which is confidential, or disclosure of which is likely to be pre-
judicial 10 the interest of the institution.

Engaging in any trade, profession or business of calling outside the scope of
his/her duties except with the prior permission of the Society.
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X,

XIX,

XX,

XXW.

XX,

X0V

00V,

il e
ANK,
X,
axxii.

Ev e (18

AXXIY,

X,

withholding of any information regarding any changes that affect the employce
from time of joining duty such as change of address, marnital status, dependency,
such and so forth.

Willful damage or attempt to cause damage to the properly of the name of the
institution [ establishment.

willfu! slowing down in performance of work and imperfect work or otherwise
not completing the work in time wiz perfunctory praclices.

Any malpractice committed in the conduct of University of Institutional
examination,

Rendering assistance for committing malpractice in University or Institutional
examinations by the students.

Refusal to obey orders of transfer or change in posting.
Refusal to acknowledge any communication from the Management.

Refusal to offer himself/herself for interrogation by the Employee or any person
from the Management.

Refusal to sign any documents forms or registers kept or maintained for the
purpose of recording routine matters.

Taking away any item or article belonging to the institution or any such pillerage
and using Institute plant and machinery, doing personal work on duty hours.

Tampering with the records, attendance register of the institution.

Failing to show proper consideralion, courtesy or attention towards superiors,
students, guest or other employee of the institutions / establishments or
unsatisfactory behawvior while on duty.

Misappropriation of money / funds belonging to the institution.

Wastelul or negligent practices in the use of property of the institution.
Incurring debls to an extent considered by the management as excessive.
Abetment or instigation of any acts or functions mentioned above.

Canvassing or otherwise Interfering with or using hisfher influence in connection
with or taking part in elections of any kind without the specific permission of the
Society.

Sexual harassment in the form of physical contact or advances, demanding
sexual favors, pornography or any other unwelcome physical, verbal or non-
verbal conducts of sexual nature.

Doing any act prejudicial to the interest of the institutions / establishments or
gross negligence involving or likely to involve the institution/management in
seripus loss.
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XV Breach of any rule, regulation, direction or instructions issued by his/her
superiors from time including breach of any of the above rules.

xxxvii.  Any other acts determined by the Society / Institute competent authonty as
misconduct from time 10 time.
DISCIPLINARY ACTION:
a. Any employee found guilty of any misconduct may be punished by awarding any of the
following penalties after taking into consideration the grawity of the case and issue:
(1) Dismissal from service, which shall ordinarily be a disqualification for future
employment.
(2) Discharge / removal from service, which shall not be a disqualification for future
employment.
(3) Suspension from service for a period not exceeding four days without salary and
allowances.
(4) Reduction to a lower grade or post or a lower stage in time scale.
(5) Stoppage of one or more increments with or without cumulative effect.
(6) Censure or warning
{7) Have an adverse remark entered against him / her in his / her personal file /
service register.
(8) Wwithholding pramation.

(9) Fine or recovery from pay or such other amount as may be due from him/her as
whole or part of the pecuniary loss caused to Institutions / Management by
negligence or breach of orders.

(10) Stoppage of the variable pay and even reduction in the variable pay.

Explanation: For the purpose of this provision, the following shall not amount to penalty within
the meaning of this rule:

1. Non-promotion, whether in a substance or officiating capacity of an employee after
consideration of his case to a grade or post for promotion to which he is eligible;
2. Compulsory retirement of an employee in accordance with the provision relating to his
superannuation or retirement;
3. Termination of Service:
i. of an employee appointed on purely temporary basis for a specified period of
time.
ii. of apart-time employee appointed for a specified period of time
ii. of a person appointed under an agreement or contract in accordance with the
terms of such agreement or contract.

Page 31 of 40




Anekant Institute of Management Studies{ AIS) Baanna MBA

4. Retrenchment of an employee

a)

b)

The Board of Trustees, the Preskfent, the Trustees Head of an O LI T
establishment or any such other empowered amd vested wah the authonty of
suspending iminating disciplinary action and awatding any of the ponalties stiputated
in these regulations are notified and destgnated as duaiphodty AU ILES e Pt
of institutions / establishments.

The punishment will be imposed only after givng reasonable opportunity o the
employee to defend oneself by submitting an explanaton either orally F ivwiting

DISCIPLINARY PROCEDURS:

.

An employee alleged of serious misconduct and against whom disciphnary & Wi 5
proposed to be taken shall be given a chaige sheet by the Aanagement, cleatdy
settings out therein the circumstances and facts relating to the miscemduct alleged
atfording him opportunity 1o submit explanation in wiiting, it any, within s days
of receipt of the said charge-sheet.

Such employee shall also be given an opportunity to answer the charges at the Linw
of an enquiry before an enquiry olficer to be appointest by the AManagement, the
date and time of enguiry being fixed with sufficient notice o the employee
concemed to prepare or to produce any ewvidence he wishes to rely upen in his
defense at the enguiry.

Any notice, order, charge-sheet or communication meant tor the charge sheeted
employee shall be in English or Marathi, In case of an absentee employee, BOTICE OF
any communication shall be sent 1e him by ‘registered post = acknowledgment due’
to his last known address. If the employee concemed refuses o actept any
communication, in the notice board of the institution would be deemed as sulhicient
service of the same to him.

If the employee concerned fails to appear before the enquity othicer at the
appointed time and place without suficient cause tor his absence to the satislaction
of the Enquiry olficer, then the enquiry is liable to be held ex-patte.

During the enquiry, the employee shall be permitted to produce records and
examine witnesses in his defense, peruse tecords produced in support of the
allegations into and cross-examine witnesses exanmined against hisinterest.

The employee may be permitted to be assisted by his co-employee dunng the
enquiry, if he so desires in writing. But the employee shall not be permitted o take
assistance from any legal practitioner.

if the employee makes in writing & voluntary and unconditional admission of his guilt
regarding the charges at any stage of the disciplinary proceedings, no further
enquiry would be necessary to be held or continued.

when the misconduct alleged is of serious nature, the Management may suspend
the employee from duty pending disciplinary proceeding. During such penod of
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suspension the employee concerned shall not leave the station excipt with the
written permission of the Management.

Where disciplinary praceeding against an employee is contemplated ar s pending or
where d case against an employee In respect of any ciminal offence is under police
Investigation or Court teial and the employer is satisfied that it i necessary to place
the employee under suspension, he may, by order in writing, suspend him with
effect from such date as mentioned in the order

An arder of suspension made or deemed 1o have been made unter this rule shall
continue to remain in force until it is modificd or revoked by the authority to do so

If on conclusion of the enquiry, the employee has been found guilty of the charges
framed against him/her and it is considered, after giving the employee concerned o
reasonable opportunity of making representation on the penally proposed, that an
order of dismissal or discharge or suspension or fine o stoppage ol annual
increment and variable pay or reduction in rank would meet the ends of justice, the
employer shall pass an order accordingly.

In case the order of dismissal or discharge is issued 1o an employee, he shall be
deemed 10 have been absent for duty during the period of suspension and shall not
be entitled for salary for such period, but the subsistence allowance paid to him shall
nol be recovered.

- I the employee is imposed a penalty other than dismissal or discharge from service,
the employee shall be paid for the period of suspension such proportion of his pay
and allowances as the said authority in its discretion specily and where no such
proportion is specified, the employee shall be entitled to subsistence allowance as
admissible and the period of suspension shall count as duty unless the said authority
has otherwise directed.

If on conclusion of the enquiry, the employee has been found to be nol pullty of any
of the charges framed against him, he shall be deemed 10 have been on duty during
the period of suspension and shall be entitled to the same salary as he would have
received if he had not been under suspension, afller deducting the subsistence
allowance paid to him for such period.

In awarding punishment under these rules, the manapement shall take into account
the gravily of the misconduct, the previous record, if any of the employee and other
extenuating or aggravating circumstances that may exist. A copy of the order
extenualing or aggravaling circumstances that may exist. A copy of the arder passed
by the management shall be supplied 1o the employee concerned,
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Statutory Boards

Under various Acts, Directions and locus-standi some statutory boards need to be constituted
in the Institute namely,

1) Governing Board
2) Advisory Board and
3) Local Managing Committee.

Governing Board

AIMS is the independent Management Institute under the Anekant Education Society, Baramati
hereafter referred as AES and all its rights are reserved with Anekant Education Society, (AES)
Baramati, unless otherwise implicitly expressed by the Society for the Governing Board of AIMS.
However, as per the guidelines of AICTE Institute need to have its independent Governing
Board. The prime outline domain of the AIMS Governing Board is;

a) AIMS Governing Body will be nominated by the AES.

b) AIMS Governing Body / trustee will exercise all the powers for the smooth functioning
of the Institute in inter alia with AES.

¢} AMIS Governing body should hold at least two Governing Board meeting in academic
year, may be in the begging and end of the term, by focusing all areas like admission,
quality of the students, enriching quality in teaching, learning and evaluation process.
Teachers’ and staff performance and all other Institute related issues in inter alia with
the rules and regulation of AIMS may be evaluated.

d) Governing Board is fully empower to take all reasonable decision in favor of Institute,

however in case of different of opinion voting system may be exercise to arrive for
decision,

e} A proper Agenda, attendance of the members and minutes thereto need to be prepared
in designed time,

f) Based on the quorum the business can be transacted inter alia with agenda, however
with permission of chair any other relevant resolution may be considered,

gl The recommended composition of Boards of Governors of AICTE approved Institutions
are;
i. The Governing Body shall have at least (11) eleven members including the
Chairman and the Member-Secretary. The Registered Society / Trust shall
nominale six members including the Chairman and the Member-Secretary,
and the remaining five members shall be nominated as indicated below,
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that State Governmienl

W Peincdpal f Director of the concarned 1echnical Institution (2% nominee of
the Seciety / Trust) Momber Secretary

X Twa Facully members to he paminated from amongst the regular stall ane
At the lovel of profossor and one at the level of Assistant Prolessor.

al The number of members can be Increased crually by adding nominees, of
the registered Society and by adding an equal number of educationists
ltom the Region keeplng in view the interest of the Techaical Institution
The total number of inembers of o Governing Body shall, however, not

excoed 21,
Local Managing Committee

Local Managing Committee Is sine-qua-non as per the Pune University and lacal laves of the
Maharashtea State and the constitution of the same s mandatory. The prime outline
domain of the Local Managing Committee (LMC) is,

a)  The nomination and induction of LMC members will be done by Governing Board /
council ol AIMS.

b) IMC will look after the local issues of the Institute inter alia with the G&.
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2)
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10. Whether sponsonng authority will
pay any T.ADAY

11, Whether the apphicant will atend thas
Semmar Conference/Workshop at his

WL COsl

12 Whether the College/Dept./Inst 15
gomg to bear expenditure in 1his respect

13 Whether the Chrganizers
specially invited the apphicant?
Undertaking by the I'rofessor

IFTA /DA, is not sanctioned by the Government / Umversity, | will bear the expenses. Fauthorize the
Dircctor to deduct the same from my salary in such case.

Sipmature of the Applicam

Note: This form should be forwarded through the 1HOD and Director with his recommendation
While recommending the applicant for deputation the Director of the Inst. /lead ol the
department/lead of the recognized Institution should consider the following points

a) That the Seminar/Conference/Workshop should be of all India Characier

b) That the venue of the SeminarConference/Workshop should be a place m the Indian sub-
conlinent.

¢) That the nawre of the business proposed 10 be immsacted ot dhe
Conference/Seminar™Workshop should be of Rescarch Type and of Post-graduate level
imponance

d) That there is a University Post-Graduate Depantment for the subject ol the Conferenee/
Seminar/workshop.

Remarks and recommendations of Head of the Department

Signature of Head of the Depamtment with dine

Remarks and recommendations of the Blrecior

Signature of the Director with date
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SCHEDULE -in

Deputation norms to professional conference / seminars / workshops:

| | Facshny - Designation | Conditions | Financial Provison
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Anekant Education Society’s
Anekant Institute of Management Studies (AIMS), Baramati

Core Values of our Institute

AIMS fabricated on the Vision that management education functions as a basis in
illuminating society and building enhanced futures for the students of Master of
Business Administration.

AIMS commit to core values of:

» Brilliance

» Consciences and Pride
» Diversity

 Student Emphasis

» Industry Interface

« Citizenry

« Socially Accountable




Anekant Education Society’s

Anekant Institute
of
Management Studies
(AIMS)
Baramati

Syllabus
Academic Support
Programme

Academic Support Program - Syllabus ~ Pagel



1. Title
Name of the Programme: Academic Support Program ( ASP)

Nature of the Programme: ASP is a Certificate Course Program.

Specifically, the triggers for the comprehensive facelift of the curriculum are -
a) New Skills & Competencies desired due to dynamic business environment: The aspect has
a direct linkage with contents and structure of syllabus across the Knowledge, Skills and Attitude

(KSA) dimensions, which calls for frequent and meaningful updating of the curriculum.

b) Concerns expressed by the Industry: The industry has expressed concerns about the need for
improvement in the communication skills, inter-personal skills, domain knowledge basics,
business environment awareness, technology proficiency, and attitude of the MBA graduates.

Newer and innovative evaluation methods are necessary to address these concerns of the industry.

c) Application Orientation: There is a pressing need to imbibe application oriented thinking,
based on sound knowledge of management theories, principles and concepts. Management
education needs to move out of the classrooms and instead focus on group activity, field work,
experiential learning, etc. This can be achieved only through a radical change in the evaluation

pattern and course delivery methodology.

d) Changing mindset of the Learner: The profile of the students for the management programme,
their learning styles and the outlook towards higher education has undergone a gradual

transformation.

e) Integrate a basket of skill sets: AIMS is expected to imbibe varied aspects of ‘learning beyond
the syllabus through innovative curriculum design, contemporary syllabus, effective delivery and

comprehensive evaluation.

f) Entrepreneurial aspirations and preparedness for the same: The youth now aspires to
become masters of their own and wish to start up their new ventures. These will create further
growth opportunities.
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Specifically the following skill sets are in focus:
i. Reading & Listening Skills

ii. Problem Definition& Problem Solving Skills
iii. Application of Technology Tools

iv. Sensitization to Cross-Functional skills

vi. Sensitization to Cross-Cultural skills

vii. Team building basics and its orientation

2. ASP Programme Objectives: The ASP programme prepares a student for a career in diverse
sectors of the industry domestically and globally. The ASP programme facilitates learning in
theory and practice of different certificate courses and equips the students with an integrated
approach to various functions of management.

Students also expect to become entrepreneurs. Their aspirations also require a broad based learning
encompassing the end to end processes involved in developing entrepreneurial skills. Institutes,
Faculty and Students need to move away from the excessive focus on industry and look at needs

and demands of broader sections of the society also.

Specifically the objectives of the ASP Programme are:

1. To equip the students with essential knowledge, skills, effective leadership in a national, global
and local environment.

2. To develop competent management professionals with strong ethical values, research
capabilities aligned with the local and national priorities.

3. To develop proactive thinking so as to perform effectively in the dynamic socio-economic and
business ecosystem.

4. To harness entrepreneurial approach and skillsets.
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3. Certificate Courses: Following Certificate Courses shall be offered:

Program Course
Code Program Name Code Name of the Certificate Course
Add On Certificate
AIMSAO | Course AO001 Certificate Course in Art of Public Speaking
Add On Certificate Certificate Course in Computer Software
AIMSAO | Course AO02 Technologies
Add On Certificate Certificate Course in Computer Hardware
AIMSAO | Course AO03 | Technologies
Add On Certificate Certificate Course in Cracking Competitive
AIMSAO | Course AO04 Examination
Add On Certificate Certificate Course in Negotiation Skills and
AIMSAO | Course AO005 Tools
Value Added
AIMSVA | Programm VA0l Certificate Course in Research Insight
Value Added Certificate Course in Value Ethics and Human
AIMSVA | Programm VAO02 Rights
Value Added Certificate Course in Reconnect to Traditional
AIMSVA | Programm VAO3 | Values
Value Added Certificate Course in  Start-ups and
AIMSVA | Programm VAQ04 Entrepreneurship
Add On Certificate Certificate Course in Technical Communication
AIMSAO | Course VAO05 for Managers
Certificate of Bridge Course in Marketing
AIMSBC Bridge Course BCMM | Management
Certificate of Bridge Course in Finance
AIMSBC Bridge Course BCFM | Management
Certificate of Bridge Course in Human Resource
AIMSBC Bridge Course BCHR | Management
AIMSBC | Bridge Course BCAD | Certificate of Bridge Course in Administration
AIMSBC | Bridge Course BCAC | Certificate of Bridge Course in Academics

4. Concurrent Evaluation: A continuous assessment system is spread through the duration of

course and is done by the teacher teaching the course.

Individual faculty member shall have the flexibility to design the concurrent evaluation

components in a manner so as to give a balanced assessment of student capabilities across

Knowledge, Skills & Attitude (KSA) dimensions based on variety of assessment tools.
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Suggested components for Concurrent Evaluation (CE) are:

. Case Study / Caselet / Situation Analysis — (Group Activity or Individual Activity)
. Class Test

. Open Book Test

. Field Visit / Study tour and report of the same

. Small Group Project & Internal Viva-Voce

. Learning Diary

. Scrap Book

. Group Discussion
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. Role Play / Story Telling
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. Individual Term Paper / Thematic Presentation
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. Written Home Assignment
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. Industry Analysis — (Group Activity or Individual Activity)

=
w

. Literature Review / Book Review
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. Model Development / Simulation Exercises — (Group Activity or Individual Activity)
. In-depth Viva
. Quiz

. Student Driven Activities
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. News paper reading

5.1 Pedagogy: It is expected that the faculty members adopt a variety of teaching methodologies,
such as case studies, role-play, problem-solving exercises, group discussion, computer simulation
games, etc. during the programme delivery. Use of technology and innovative techniques beyond
the lecture method is desirable.

5.2 Medium of Instruction: The medium of Instruction & Evaluation shall be English.

5.3 Course wise detailed syllabus: Course wise detailed syllabus along with recommended text

books, reference books, websites, journals, etc. is provided in Annexure 1.
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ANNEXURE | - Detailed Syllabus

ASP SYLLABUS:
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Program Course
Code Program Name Code Name of the certificate Course

Value Added Certificate Course in Value Ethics and
AIMSVA Programm VAQ2 Human Rights

Course Description

This course aims to provide students with a comprehensive understanding of the basic values and

virtues for the formation of a good polity and society. It will try to stimulate students’

understanding on how personal rights, duties and social morality are woven together to form a

rational whole within the human society. The course will be divided into two parts: the first part

deals with workplace ethics and the second focuses on the conflicts between human rights and the

law.

Course Objectives

To spread the information about Human Rights and Duties.

To create awareness on Management Ethics and Human Values.

To instill Moral and Social Values, Loyalty and also to learn to appreciate the rights of
others.

To learn leadership qualities and to practice them

Course Outcomes

Upon satisfactory completion of this course, the student should be able to:

Explain ethics of justice and of care.

Comprehend the structure of an argument given by each stakeholder of an real-life ethical
issue and identify what claims and conclusions are made and what reasons are given to
support the conclusion.

Evaluate real-life ethical issues or situations from different moral theories.

Assess the strengths and weaknesses of each argument and make their own moral judgment
on the issues rationally.

Comment the values or value conflicts implied in a discussion.
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Syllabus

Basic Concepts

Human Values- Dignity, Liberty, Equality, Justice, Unity in Diversity, Ethics and Morals Meaning
and significance of Human Rights Education.

Social Status of Women & Children in National Perspective

a) Human Rights and Women's Rights —International and National Standards

b) Human Rights of Children-International and National Standards.

Perspectives of Rights and Duties

a) Rights: Inherent-Inalienable-Universal- Individual and Groups

b) Nature and concept of Duties

¢) Interrelationship of Rights and Duties

Ethics, Moral & Professional Values:

Human Values, Civic Rights, Management Ethics, Management as Social Experimentation,
Environmental Ethics, Global Issues, Code of Ethics like ASME, ASCE, IEEE.

Leadership Skills:
Leadership, Levels of Leadership, Making of a leader, Types of leadership, Transactions Vs.
Transformational Leadership, VUCA Leaders, DART Leadership, Leadership Grid & leadership
Formulation.
Reference Books:
e John C. Maxwell (2014); “The 5 Levels of Leadership”, Centre Street, A division of
Hachette Book Group Inc.
e R.G. Freyand C.H. Wellman (Eds) (2005). A Companion to Applied Ethics: Blackwell
Companions to Philosophy. MA: Blackwell Publishing
e Bowie, N.E. and Simon, R.L. (2008) The Individual and the Political Order: An
Introduction to Social and Political Philosophy (4th ed.). NY: Rowman & Littlefield
publisher.
e Singer, P. (Ed.) (1997). A Companion to Ethics. Oxford: Blackwell.
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