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6.3 Faculty Empowerment Strategies

6.3.1 The institution has performance appraisal system, effective welfare measures for teaching
and non-teaching staff and avenues for career development/progression
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Endt. No.PA1 - Benefit (5) — Temporary Total Disablement

It is hereby declared and agreed that in consideration of collection of additional premium, Benefit (5) of the
Group Personal Accident Insurance Policy stands revised as below:

If the injury has resulted in temporary total
disablement, then so long as the Insured Person
shall be totally disabled from engaging in any
employment or occupation of any description
whatsoever,

We shall pay for the period of temporary total
disablement at the rate of 1% of the Sum
Insured for each week of duration of such total
disablement or part thereof prorated, subject to
a maximum of 104 weeks but not exceeding
Rs.3000/- per week, or part thereof prorated. In
case if the Insured person avails this benefit
under any other policy either issued by us or
otherwise, the benefit payable under this
endorsement stands reduced to that extent.

Such weekly compensation shall not exceed
25% of the monthly wages of the insured

Otherwise subject to the terms, exclusions and conditions contained in the policy and endorsements thereon.

Endt. No.PA3 — Wider Accidental Medical Expenses Benefit

It is hereby declared and agreed that the Medical Expenses Extension Cover of the Group Personal
Accident Insurance Policy stands replaced with the following terms and conditions:

It is hereby declared and agreed that in consideration of collection of additional premium, the policy
is extended to cover actual reasonable and customary medical expenses incurred towards treatment
of bodily injury to the Insured person solely and directly due to accident caused by external, visible
and violent means during the period of Insurance for a maximum limit of Rs. 50,000/- subject to the

following conditions:

a. This coverage is applicable only in respect of Accidental Hospitalization subject to the

following conditions :

1) Hospitalization should be for a minimum period of 24 hours
2)

or Rs.1000/- whichever is higher and
3)

higher.

Room rent is subject to a maximum of 1% of the medical expenses limit specified above

for ICU 2% of the of the medical expenses limit specified above or Rs.2000/- whichever is
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In case, the insured person is admitted in a room with rent higher than the eligible room
rent limit, the total hospitalization claim shall be reduced in proportion of eligible room
rent to the actual room rent paid.
b. Outpatient/Emergency Treatment not requiring Hospitalisation is subject to a sublimit as
mentioned below :
1) 5,000/- of the above mentioned sub limit.
2) The Doctor’s consultation fees should not exceed Rs.200/- per day.
c. Any medical expenses incurred after 60 days from the date of accident is not admissible.
d. All medical treatments for the purpose of this insurance will have to be taken in India only
The medical expenses, so incurred, should be substantiated by medical / diagnostic tests, doctor’s
report and certificate.

The overall liability under this benefit should not exceed the maximum limit of Rs. 50,000/-.

Otherwise subject to the terms, exclusions and conditions contained in the policy and endorsements
thereon.

Endt. No. PA11 — Processfor Mid-term Inclusion

During the currency of the Policy, inclusions will be permitted for new joinees.
A cash deposit isto be held by the client to effect inclusion of new joinees from the date of joining :

subject to
o] availability of sufficient premium in the deposit to effect the inclusion
o] the date of joining isin the preceding month to the date of declaration.

In case of any delayed declaration, the inclusion is from the date of receipt of declaration subject to availability
of sufficient premium in the deposit to effect the inclusion.

If the cash deposit is not sufficient to effect the inclusion, inclusion is effected from the date of payment of
premium.

Endt. No.PA18 — Accumulation clause
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Itis hereby declared and agreed that General Condition no.8 of the Group Personal Accident Insurance Policy
attached stands revised as given below :

() It iswarranted that not more than five (5) Insured Persons should travel together in the same air conveyance
a one time. In the event of claim for more than five Insured Persons occurring whilst traveling by the same air
conveyance, the benefits payable under this Policy to each Insured Person will be paid proportionately in ratio
to the overdl limit of top five (5) Sum Insured of the affected Insured Persons bears to the total amount
claimed cumulatively by all the affected Insured Persons travelling in the same air conveyance. The
Company’s maximum liability is restricted to top five (5) Sum Insured of the affected Insured Persons
travelling in the same air conveyance.

(b) The Company’s maximum liability in case of losses arising out of single event islimited to

Rs. 75,60,000/- In the event of claim arising out of a single event, where the Company’s liability exceed the
above limit, the benefits payable under this policy to each Insured person will be reduced proportionately in
ratio of the overall event limit as mentioned above to the total amount claimed cumulatively by all the affected
Insured personsin that event.

Otherwise subject to the terms, exclusions and conditions contained in the policy and endorsements thereon.
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Employee List
DR. D. Y. Patil College of Engineering & Innovation
TEACHING STAFF
SRNO NAME DESIGNATION DATE OF BIRTH Sum Insured (Rs.)
1 Dr. Suresh Namdeo Mali Principal 31/07/1965 300,000
2 Prof.Ravindra Yuvraj Daspute Assistant Professor 10/07/1984 300,000
3 Prof. Yogesh Deepak Nagvekar Assistant Professor 20/02/1990 300,000
4 Dr. Alpana Adsul Associate Professor 01/04/1974 300,000
5 Dr. Latika Desai Associate Professor 05/05/1974 300,000
6 Prof.Dipannita Mondal Assistant Professor 26/10/1984 300,000
7 Prof.Sandesh Subhashrao Patil Assistant Professor 10/03/1986 300,000
8 Prof. Ashutosh Pandit Chandgude Assistant Professor 25/10/1987 300,000
9 Prof. Ranjeet Pandurang Shinde Librarian 09/08/1989 300,000
10 Prof. Vinod Balbhim Chavan Assistant Professor 05/10/1984 300,000
11 Prof. Mahesh Rangrao Pawar Assistant Professor 03/07/1990 300,000
12 Prof. Pooja Nilesh Kirange Assistant Professor 14/06/1994 300,000
13 Prof. Ahilya Vishnu Narsale Assistant Professor 28/10/1987 300,000
14 Dr.Kavita U Shinde Assistant Professor 13/01/1988 300,000
15 Prof. Amol Kharat Assistant Professor 31/12/1988 300,000
16 Prof.Rushikesh Londhe Assistant Professor 18/09/1993 300,000
17 Prof. Siddharth Suman Assistant Professor 06/04/1991 300,000
18 Prof. Sherin Kurian Assistant Professor 29/03/1998 300,000
19 Prof. Mayuri B Ghadge Assistant Professor 22/01/1994 300,000
20 Prof. Supriya Raut Assistant Professor 13/07/1998 300,000
21 Ms.Lavina M Sharma Soft Skill Trainer/ Counsellor 28/10/1990 300,000
22 Prof. Sheetal S Hotkar Assistant Professor 27/05/1983 300,000
23 Mr. Venkatesh Dange Assistant Professor 19/09/1973 300,000
24 Prof. Anita Shinkar Assistant Professor 21/05/1977 300,000
25 Ms. Deepali Sale Assistant Professor 07/04/1976 300,000
26 Ms. Poonam Deokar Assistant Professor 30/06/1988 300,000
27 Ms. Laxmikant Malphedwar Assistant Professor 17/08/1980 300,000
28 Mr. Sagar Ashok Dhanake Assistant Professor 05/06/1991 300,000
29 Ms. Aradhana Mandar Pawar Assistant Professor 31/07/1992 300,000
30 Prof. Anirvan Gupta Assistant Professor 05/10/1985 300,000
31 Prof. Pratima Chougule. Assistant Professor 30/06/1990 300,000
32 Prof. Shubhangi Kshirsagar Assistant Professor 29/12/1989 300,000
33 Prof. Sarojini Naik Assistant Professor 06/10/1981 300,000
34 Prof. Priya Dhage Assistant Professor 23/11/1997 300,000
35 Prof.Pranali Pale Assistant Professor 04/12/1996 300,000
36 Prof. Shital Sharad Sungare Assistant Professor 15/09/1986 300,000
37 Prof. Snehal Ravindra Mangale Assistant Professor 08/02/1989 300,000
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38 Prof. Vishal Kisan Borate Assistant Professor 31/07/1988 300,000
39 Prof. Pratiksha Ramchandra Patil Assistant Professor 26/08/1996 300,000
40 Prof. Lakshmi Darshan Dalal Assistant Professor 07/01/1998 300,000
41 Prof. T Arivanantham Assistant Professor 11/05/1980 300,000
42 Prof. Madhuri Kethari Assistant Professor 04/09/1986 300,000
43 Prof. Snehal Shinde Assistant Professor 19/04/1995 300,000
44 Prof. Ram Nagorao Khandare Assistant Professor 300,000
NON TEACHING STAFF
1 Mr. Vidyanand Mankar Exe. Director 16/04/1973 300,000
2 Mr. Dattatray N Ranawade Registrar 09/01/1964 300,000
3 Mr. Sanjay Bhor Accounts Officer 01/07/1972 300,000
4 Mr. Rahul Jogendra Misra TPO 25/11/1972 300,000
5 Mr. Ashish Sunil Jagtap Sr. Clerk (Establishment) 06/10/1989 300,000
6 Mr. Satyakumar Kavathe Sr. Clerk 27/06/1988 300,000
7 Mr. Rushikesh Garad Jr.Accountant 08/02/1997 300,000
8 Mr. Atul Balu Dhumal Jr. clerk (Establishment) 24/08/1988 300,000
9 Ms. Swapanali Lalit Fegade Jr. Clerk 18/05/1989 300,000
10 Mr. Siddhi Sunil Jadhav Instructor (workshop) 27/08/1994 300,000
11 Mr. Atharva Sanjay Kulkarni Lab Assistant 18/04/1999 300,000
12 Mr. Rahul Dhanwade Lab Assistant 06/04/1996 300,000
13 Mr. Sagar Lohar Lab Assistant 29/09/1992 300,000
14 Mr. Rohan Kailas Yadav Lab Assistant 06/06/1995 300,000
15 Ms. Mayuri Jagtap Telephone Operator 14/01/1996 300,000
16 Mr. Parmeshwar Mahadev Raut Peon 01/01/1994 300,000
17 Mr. Nilesh Prakash Bhati Office Attendant 01/06/1990 300,000
18 Mrs.Mercy N Thomas Executive Assistant 06/02/1969 300,000
19 Mr. Laxman Baburao Dhale Driver 02/05/1987 300,000
20 Mr. Sumeet Rane Driver 27/09/1985 300,000
21 Mr. Haridas Rajendra Jagtap Driver 22/06/1992 300,000
22 Mr. Sagar Pawar Driver 07/05/1984 300,000
23 Mr. Balkrushn N Marne Driver 10/07/1983 300,000
24 Mr. Krushna Bhandalwalkar Civil Site Engg. 10/05/1996 300,000
25 Mr. Rushikesh Shinde Electrician 12/07/2000 300,000
26 Ms. Nisha Wadekar Telephone Operator 23/07/1999 300,000
27 Mr. Rajendra Ranpise Supervisor 05/07/1984 300,000
DR. D Y PATIL INSTITUTE OF MANAGEMENT & ENTERPRENEUR DEVELOPMENT
MBA
TEACHING STAFF
SR NO NAME DESIGNATION DATE OF BIRTH
1 Dr. Priyanka Singh Director 25/12/1976 300,000
2 Dr .Harini Rajan Assistant Professor 19/04/1984 300,000
3 MR. Deepakkumar Pore Assistant Professor 09/06/1987 300,000
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4 Dr. Rajesh Kumar Jha Associate Professor 15/05/1981 300,000
5 Dr. Ravi Kumar Chourasiya Associate Professor 05/02/1984 300,000
6 Prof. Sachin Vasant Kumbhar Assistant Professor 24/10/1974 300,000
7 Prof.Pramod Shivaji Jadhav Assistant Professor 25/12/1989 300,000
8 Prof. Shrikant Shahuraj Waghe Assistant Professor 20/04/1993 300,000
9 Prof. Yogita Vasant Shinde Assistant Professor 12/11/1988 300,000
10 Prof. Mahesh Khude Training & Placement Officer 28/09/1977 300,000
11 Prof. Sonal Nilesh Kotulkar Assistant Professor 10/05/1989 300,000
12 Prof. Ritesh Madhavrao Phalke Assistant Professor 18/02/1983 300,000
NON TEACHING STAFF
13 Mr.Rahul A. Deomare Librarian 01/07/1988 300,000
14 Mrs.Sandhya Mahesh Prabhu Admin Office Clerk 22/03/1979 300,000
15 Mrs. Sulochana Shashikant Wayal Asst .Librarian 01/06/1973 300,000
16 Mrs. Shraddha V. Pendalwar Clerk 17/10/1974 300,000
17 Mr. Rahul Bhintade Attendant 20/05/1993 300,000
18 Mr. Vitthal Mahadev Raut Admin Office Clerk 04/07/1990 300,000
19 Ms. Ankita Rede Telephone Operator 26/06/1997 300,000
20 Mr. Dattatray Jadhav Office Superintendant 01/06/1978 300,000
21 Mr. Mangesh Sabale Lab Assistant 02/11/1999 300,000
22 Ms. Disha Tikkas (Dahake) MIS Jr Executive 02/04/1979 300,000
23 Mr. Tushar Kshirsagar MIS Jr Executive 04/12/1993 300,000
24 Mr. Mahesh A. Tambare Accountant 01/01/1992 300,000
25 Ms. Ashwini Tushar Kadam Jr Clerk (Account) 30/04/1992 300,000
26 Ms. Maithili Kakuram Satkar Clerk 23/09/2001 300,000
MCA
TEACHING STAFF
SRNO NAME DATE OF BIRTH
1 Mr.Prasad Thakordas Shaha Assistant Professor 25/07/1982 300,000
2 Ms. Harini Pawar Assistant Professor 16/07/1997 300,000
3 Ms. Ashwini R Chavan Assistant Professor 13/10/1981 300,000
4 Prof. Prashant Malvadkar Assistant Professor 28/04/1986 300,000
5 Prof. Kiran Abasaheb Shejul Assistant Professor 17/06/1989 300,000
6 Prof. Shweta Machindra Awaskar Assistant Professor 30/04/1992 300,000
NON TEACHING STAFF
7 Mrs. Sanjivani Waghalekar Secretary to PA 07/10/1975 300,000
8 Mrs. Madhura Rahul Shinde HR Executive 18/04/1985 300,000
9 Mrs. Shruti Devidas Nagulpelli Process Cordinater 10/12/1989 300,000
10 Mrs. Poonam Mohan Pawar HR Executive 16/11/1986 300,000
11 Mr. Sourabh Tekawade MIS Jr. Executive 26/10/1993 300,000
12 Mr. Shivkumar Reddy MIS Sr. Executive 04/09/1982 300,000
13 Mr. Kiran Sitaram Mali Phy.Edu.Trainer 23/01/1986 300,000
14 Mrs. Rupali Laxman Kakade Student Relationship Officer 25/05/1986 300,000
15 Ms. Sushma Wadekar Student Counsellor 18/06/1996 300,000
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16 Ms. Indu Shailesh Singh Executive 05/09/1982 300,000
17 Ms. Mayuri B More Executive 13/03/1995 300,000
18 Mrs. Chhaya Sanjay Bhelake Attendant 15/04/1970 300,000
19 Ms.Priyanka S Joshi Student Counsellor 03/03/1992 300,000
20 Mr. Digambar Namdev Sapte Electrician 10/03/2000 300,000
21 Ms. Chanchal Sharma Lab Assistant 22/03/1992 300,000
22 Ms. Shivani Vishal Polkam Jr. Clerk (Account) 01/08/1992 300,000
23 Mr. Vishnu Dagdu Gore Clerk 13/06/1985 300,000

Dr DY Patil Junior college Of Science

TEACHING STAFF

SR NO NAME DATE OF BIRTH
1 Mr. Pramod Madhusudan Pandey Principal 27/11/1972 300,000
2 Ms. Solanke Rina Srikrishna Assistant Professor 31/05/1994 300,000
3 Prof. Prakash Puttewar Assistant Professor 23/04/1976 300,000
4 Prof. Nishant Torane Assistant Professor 11/03/1987 300,000

NON TEACHING STAFF

Ms. Yogita Sachin Chaskar Laboratory Assistant 23/11/1990 300,000
Ms. Arati Chandrakant Awaghade Typist 26/02/1994 300,000
Total Sum Insured (Rs.) 37,800,000
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Dr. D.Y. Patil Educational Federation

Correspondencs Address
ZTA AT, Village Varale, Tal- Maval, Dist. - Pune - 410 507

B 1Y, PALII Regd. O - D-901,
Lt e Wab Bita md]-paﬂfn;w Hm:ﬁmwdl Pum_“m:ﬂf# COm
Dr.O. ¥
Founder Or 6 Fal Group e
Ret . Ny [DYPEF [2.F Dok 02[06]| 205

MEMORANDUM OF UNDERSTARDING
This Memorandum of Lindersianding is excculed an [y, DZA06/2020
Between
Dr 0¥ Patil Educational Federation

Varale, Talegaon, Punig- 410 507 (hereinafter referred to as OYPEF')

on
FIRST PART

Ard

Dr Muhadew Patil, Chief Operating Officar, Indrayni Hospital, Talegaon Dhabode. Pune having it
registered office o ahove address

on
SECOND PART

AND WHEREAS, DYPEF i4 rusning Dr.D.Y.Puiil lnstitute of Management Entrepreneut
from scademic veur 2014 - |5 for award ef o post-gradusie prograf i bastees in
Businsis Maragemcril

AND WHEREAS, Dr, Mahadey Patil, is o registered medics] pracsinioner, eagaged in Madecal
servicas of Indrmyni Hospital

AND WHEREAS both DYPEF and Dr.Mahade Patil. are desirous of assoctating with sieh other 1o
provide the geneniciroutine ridical servioes in the students stodving in the sbove sid proposed
institute and Specific activities if any under this MOU will he idemtifled through consultation betwesn

ihe two parties.
1. Objective

Thee objective of thia MOL is to oxpress The willmgness of hoth parties to engage iy am effiort 1o pravide
the genericouting medical services o the sadents studying in tha institate and specific activities, if
m.mﬁrﬁhﬂﬂﬂwﬂhtﬂ:ﬂﬁrﬁ]mmﬂhmwmmmupuﬂn

2. Coordination: DYPEF ayrees 1o provide neocssany psstatance 1o [ Mehader Patil to carry oul
reqaired medicnd relsted sciivities thal will improve ar giiend the support they provids 1o the Bienls
wha fll siek during the Academic Sessien be. Swidents” siay in the collene compas and in the hostel,
Ax a prefiminary activity, Dr.Mahadey Patil will candwct 3 rostine health check up fos all the studenss
and 1o bring 1o the notice of administration shout findings of critical ailmenis, i any through his
diagnoss.

In prder 1 camry oul the sbove sotifisd activities, DYPEF will nopoint a respansible person as
representmiive of the institution 12 poorlingie the activities. Dr.Mahades Patil amd irstilobional

N




represeriative will mest af regular interval or a8 and when pecessary to discuss sbout the plannsd
activilies

3. Communications: AN notice, demands and other communication under this agreement in conpection
herewith shall be written in English language ond shall be sent 1o the addresa memtioned in thia Mol
throsigh email, or fax of the concerned party. Any notice shall be effective from the date on which it
resches the other party

4, Technical Suppon and Financial Contribanion: Both the perties will provide o detiled description of
the rale, responsibility, and Finencial comtribation by DYPEF. Besides it b agreed upon Uiat techmical
support and medical practitioner charges to be stipulated through mutuasl consent, Tir Makadey Pat] bas
no ofher hega! and financial obligarions.

3, Confidentinlity: Esch party 1o the MOIL agrees that it shall not, o any time, after ewecuting the
activities of thin MOL, disclose mny information in relstion to these nctivities or the affairs without
consemt of bath partied.

6. Insurance: It ks the responaibility of DYPEF to inspre all the shodents agninst amy casualiics.
Dt Muhadew Patil will not bear aay responsibility for cowis of sickress, secidents or any other Fab lin
of the studeris,

V. Darution of MOU': This MOU shall be operationnl wpon signing and will hove o initial duration of
one year, All activities conducted before this dae within the vision of the joint collabaration will ke
deemed to fall under this MO0

&, Terminuition af MOU: The partnership oovered by this MO shall terminase upon complenon of the
agreed upon period. The agresment may also he lerminatod with a written one month prior mtice from
withor side. In the evenl of non-complmnce or breach by ane of the pastics of the obligntioas bindieg
upon it, the other pary may terminate the agreement with immediate effect.

9. Exwersion of Agreement: The MOU may be extended provided the panties agres upon, and can
provide the neccasary respirces.

10, Amendment and Orher Provisions; Mo amendment o this MOLU shall be valid and binding o the
Partles unless [t iy made in writing uad signed by authonzed represemialive of ol Partes o this
Agreement. The torms and provisions in this MOU also apply to any sebsequent Addendum 1o thig
agreesment Both parties assume that this agreement does ot g agatns) the rules wnd regulations of the
Approprisie Dovemment

In witness wherenl the Partien have coused ihiz Agreement to be sxscuted by their duly asthorized
ropreseinatives on this 7 Day of June 2020,

Nume Name
- 'F"'A
DrSushamt V. Pacil  _.® ** Dr. Mahadey Putil
G
President, D'YPEF Chief Operating Officer, Indryan] .
Signature and dare: Bigrature and date; Lj\
Witnsess Witneas

Sames M, &l Dhumal
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Dr. D.Y. Patil Educational Federation’s
Dr. D. ¥. Patil Institute Of Management & Entreprenaur
5. ¥ PATIL Development, Varale, Talegaon, Pune 410507

Performance Appraisal

Name in Full: Designation:
Department: Date of Joining:

Period of Assessment:

performance evalisifions are intendad to measure the extant to which the employae’s performance meets the
reguirements of & particular position and to estalblish poak for the futuré In terms of;

A, 'Strengthen the relationship betwesn youand the employes,

B Dpenug channels of communication.

C  Appraise past perlormance,

0; Recogrize gaod performanca

£ Hdéntifyareas that might regulre improverment.

F.  Enghle you 1o BSsess your Own communicaton and supervisery skilk,

Performance Indicator

' 5r No. Assessment Heads Average Self- Average Appraisal
Appraisal by HOD
1. staff Criterla
2. | Criterla : | g =
| ~ Average Score

HR




Assessment Score

— —— e | —
Excalient TVar'_.-' Sood Good Average | Paor Non Satigfactory |
= | | == =

i 1

| 5 || 4 3 . 2 9 | 4] .

[ - I
| SELF APPRAISAL

| |

'SrNo., |1. Staff Criteria sioe |

1 Att!iﬂann:ﬁl"ut:uaimr:

2 Efficiency :

I's complete tesks in an arderly and planned way-
meet deadiings

3 Quality of work carried out:
To work 16 high standards of quality, I

4 Coping:

Tocomplate tasks under Adversn conditions.
5 Flexibllity:

To deal effectively with changes in tacks and cunditions of work
i Initistive:

To ks able to operate independe ntly and 1o be pro-active.

7 Adbility te solve problems:
To recagnise and develop new ideas and solutions

& Ohvervipw:

To teke into sccount CofEpquences and implications of actions/solutions for a wide
range of organksational issues and areas of businsasy, |
2 Ability to Influence:

o win others: aver by setting an example and thowing commitment 1o ideqs,
solutions and initiaghes.

o Willing to accept revponsibility:

To be willing {0 take on additonal resparcibifity and to stapd up for declsions
takon,
11 Co-operatiop;

Towark well with others both within and outside gun ared and 1o communicats
affectively

12 Computer Saiy 1

Total

Average |

Employee Signature

DR.O.Y.PIMED. _
\rale Maval Pune 410 507




Appraisal by HOD

S5rNo. |2. Criteria Final
Appraizal
| Attendance & Punctuality |
2 Understanding of the Job: Does the omployee have adequate knowladpe
to complefe the tasks required by the job?
3 Institutlonal Commitment ; Does the ;:mnlum demonsrate commitment
b institutienal efectiveness and
The: College's mission?
4. Quality of Work: 1s the quaiity of work acceptable and do estimate
established standards? Coes the employes perform
| decurately and efficiently?
3 Productivity and Efficiency: Does the employee complate
Assignments-and manage time walf?
& Ralizbl|iry/Dependabliity: Does the employes follow thraugh on assigned
tashs to accommodate the work
Expacted?
7 Initiative: Does the employee demonstrate mit@tive by taking action with

& mindmum of direction as situstkans arise?

a service [ Diogs the employee cemonstrate a desire to sorve and show
willlngriess to provide good service 1o
T.ludww'suﬁ and the public?

8 Professionallsm: Does the employee project and sustaim a
Paslthve image of the Collage within the educational and local
comrmuniies?

10 Ethlcs ; Does the employee exhibit honesty and high ethical
Standards while performing his/her job duties?

11 Commumlcationt Does the employee provide accurste and ciear written and
werbal [nformatlan, present infarmation and listen effectively, comprehend
2ind fallow directions, and

Ask appropriate guestions?

12 Teamwark: Does the employoe work effectively with others to accomglizh
commaon geals and objectives and use formal and infarmal methods to

imprave the productiity of tha group?

Total

Average

HOD Signature




Note: Empleyes / HOD comme nts may be in terms of-

EMPLOYEE COMMENTS:
|I L Tralning Requirement : I
| 4. Facllities Requinermisnt «
3. Supgestion
4. Modification in palicies
5. Additian ;
b Methodelogy -
i
Employae Signature  : Date |
HOD COMMENTS:
L. Training Requisemant : |
4. Facilities Require ment - |
3. Suggestion
4. Modification in palicias - |
3, Addition ; |
|' 6. Methodolngy - |
|mn5|;natur¢: Date 1 I
|
6
.'.-"f'l'." . . &
B\ 28" I8 DRECTOR
l":\h.:.'-'::.-;;__m;:_-f-, 4 Var aiR'D' YPIMEp,
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Dr. D. Y. Patil Educational Federation's

Dr. D ¥ Patil Institute of Management &
ENR AT Entreprenaur Development,
" Varale, Talagaon, Pune 410 507

Performance Appraisal of Faculty

Mame in Full Dresipmiition:
Department:; L Erate of Jonmg: =
Period of Assessment:  Fram: s

Instructions
L Scif-cvalugtion scores for wll the pammeters of sy sssessmend must by fbled by facilty member us per the
gubdelngsand enter (ool of every sssessthent lwead incolumm "S4° ol AP whie
& Yoursoore may be moee than the optinnim soore specifed.

4. Compleied sppraias fiwm slopg with necessary prisafk should be submibied o the Hol3,

Head of the Department s supposed (o verify scoms fie every paroimeicr. 10 head | oo satlaflied wiih the ~S4°

justehieatcm far the dgime s neeesars and sl the scoees nonlumn “HA® af AP wmble

& If the diTerency of score in column *SA* and coliemn “HA' of AP| wbls s less thar 15, colump "EA® & equal
codumn-"HA" DR 11 ihe difference of score b columa "S54 and Golainn A" of API tible bs greuter than ar equal in

[5. then pverge soire of column *SA° omd “HA" should be ensered [n Culiemm “FA°

Academic Performance Indicator (API):

Assessmont Head: Optimam Marks | Self Hol» Final
Appraisal | Appraisal | Appraisal
(5A) (HA) tFA™

Student Engpgement (SE): 115

| Professional Progress and Involvement (PPI); 45 _
| Hesearch Achievements (RA): 25 m |
T’ippriu-ﬂ-l by HolWIVrector (AHP): 15 —

Total - 200

FA* = Average of S4 and HA if A — HA| = 15; Otherwise FA*= 14

Rigmature Sigmature
Mome ol the Faculty Mami of the Hob




1) Student Engagement (SE) ol 1 [115]
.1 Teaching- Learning (TL) 135] |

Sr.No | Parameter Optimum Self Apppraisal |
hiai ] Approisal | by I-II.’&I

L1 | Lectures taken as percentage of lectures nllocuted os par ocudemic calendar
| { 0% compliance = & paints)
|_*  Mukeup lecturers may be counied as againg any leave
EEM-I | SENM-II

; . . { o)
Fotal Number of loctures '
allocatsd ;
Total Member of lectures |
conducied r
LL2 | Seminars (), Tutorisls (T), prectical (P), contadt hours inclertakan s
percentage of those achual allocated @8 per acadeniv eulendar {100%%
comiplisnoe = § podntg) ‘

» Remodinl lecturers inay be counfel A8 mipinet any lanve

SEML SEMHI |8 ‘
Total Mumber 5, T, and I*
allucaled
Tednl Mumber 5, T, and P |
_| conducted y | : |
LLY | Extrn Lectures, Remedinl Leciures’ Prachical or ocher renching duties 1 |
excess of AICTESPPU norms per week for entive semesier ar proportional
ceherwise {1 hour excess per week = 2.4 points for each e

= - %
| EM-1 A SEM-1T 4]
Pumber  of  Extrn  Hours
cérhasied : , |
(Verlficattan far i.4.1 ta 11,3 ¢ Official Arendance Recornt)
EL4 | University exammation dulies (Question paper seiting. =valuation of apswer 03]

apces elc. | us per duties alfotted {1 00%, compliance = 3 points)
.15 | University Online'ln semesterTnterna] fost Fxmminmtion work sach os
coondination. imvigilation. Nying squad dwties ete ( 100% gomplidnee = 3 EIE]
s
LLé | College/inermal exnmination Evaiuation duties for intemnal cortinwows
HsSCSENL Work a5 allotted | 100% compliance = 3 poims) 3]
| ( Verification for 104 to 116 200 Tcial AR e
LLY | Use of Innovistive tesching — jeaming methadalogies, Use of Information and
communigations techpology (1CT); like k- point or orry AnEmaiony sofivate,
Updated sulfect cornitent and course improvement, Bubjest material, k|
| Labomtory manual sharing with the students <1 pobol’ per-actvity: for all
| essimed subjects in AY) : |
LIS | Destgn und Developmant af Value Addition Progmmm (W AP} for inore than 10 .
Hes, (3 points per VAP, (Verificativn for 117 Course fife and for §,1.8 L]
exeiialiy VAP marerfal) |

1.2 | Co Curricular & Extra Curricular (CCEC) | |25] |
Sr. No | Parnmeter [ Optimunt ~ Seil | Evalmation
Scare | Evaluation by HOD
Cegrdinntion of sledent ceniric activities, Creation of indwsiry eyl e | i
L1 | oppostunities for students (s o Coordinnor (] nstituge level-3/Tlept, |evel-

1) Cir a3 Member (I nstitute level-2hept. level-13 - (8271 polnt pattern ) |
' Internshilp, Ssodwich mraining, Industrinl Visit for [ive projects and
interecticns, Memorandum of Linderstanding (Mo, Sponsdired projects

Macement Suppart, ather i Personal linison that benefits 1o the ‘
depariment to Jong term relationship with indusiry)

15|




Sr. No | Purnmeter Chptim Bell Ajiprakal
Score | Appraisal | by HOD
1.22 | Courdination of petivities mentioned in Sr.no, 1 to 21) :
(5721 point pattern)
{Feriffoation for L2 amd 32 LMl dippodnfahen iwden’
crfl Ty el e RO S TP POV Gornie
l.  Techmcal Festivals 12, Value Addition Program
2 MNutioal level competition | 13 Cownseling’ Admission work |
3, Sporissetivity 4. Wiagazine Commities |
4, Cufrurnl sctivity {5, Library Commities
5, Co-curricular acthvity I, Be=ult innhvsis Coanmittee L1 |
. CSR activithes [ike NSS! 17, Tine mide Commitoe
MG I8. Training wnd Mlacement support i
7. Entreprensurstip Cell 1% Teacher Guardinn Class Teacher
Alamni 240 spoker hutorinds” Unline ciners
| 9. Siudents Councl] 21, Educatlonn] TourSite visit
[ 10, Studeats Training Progeame |32, Any other-need-bnsed peiivity assigned
1. Sanskrin’ fon' Porakrany by Director HOD,
(Pl Specify)
- 1.3 | Student Attendance, Feedback and RI:!-HH:-___{._""L&FE] |155]
131 | Attendonce of Students: Average of the student’s attendance in the entire
TheoryiFractical work koo assigned (irlng the entlre academic yenr. (Final
seore i 1o be coloulpted based on Avegage of points scored in all the
Theory'Practleal work Jodd assigned o borh the semesters) (Veriffemtion ;
Ohificial attendance recond)
SEM-] SEM-I
| |14
Theary |
| Thaory 2
[ Proctical 1/ Tutorial |
| Proctical 2 Tutoral 2 =i =
132 | Student feedback (THPR) : Scove proportional o average of percentage of |
stwdlin s Feedbagk obtained for oll assigied theory and practical Subjects In
| both the Semester.(Verdficatiun : Offtcial fredback record)
SEM-1 SEN-H
[ Theary 1 =1 28]
Theary 2 M &= - -
Practical | =
Practical 2 |
L33 | SPPL Hesulis of students ﬂ"ﬁﬁ}‘. More thun average of previoes thres
vears resiles fn the respective subject peactical — 207 painis othepwise I the
| pesults are less by 10% compared to the average of three vears - "0 points and
in between: mve propotionsl points, (Fimal seore-is 00 be ealeulamed based on
nvirare of points scomed in ol szstened theory and practleal of bath e
semesters of Specific University puttem) fl __.I"r-m'i'Ir.'.-.l - Ulmiversity fedger
SEM-H [24H
Theory 1 -
Theary 2 - = ,
Proctical |
“Fractical 3 0 = B

D
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2

Professional Progress & Involvement irely

145] .

1

Professional Progress (PP)

o]

Sr- Mo | Parameies

Crptimun

Score

Self | Apprasal
Appraisal | by TEOD

A

Qualification improvement (Ph. B —10/'Post Doctarate - |14
| (Ph D registered - 4)— for every progress ropon subrission -2 paints

14}

I reputied organation, Membership of Professsonnl Bodies

| Acquiring satus of Centified trainer for skill development courses from

12]

Cenificatlon of Intemutioral’ Matioral repute from reputed organietion, (e,
& L4t afters free online coursss and chasses. Find the luest Mussive open

| online courss (MOOC) National Programme on lechnology  Enhanced
Learming (NPTEL) and from the world's: best universities ineluding MIT,
Herbard, Berkeley, UT &)

12F

LA

2.2

Avwards’ Recoznition Ay other achievement through pn:ifm.u_-nni bodies of
rational imternationsl repute (2 Best Teacher, Your Seientlst avwaed given
| by ISTE), {Verification for 2.7 Certlficatedetten/repor)

&

Professional lnvnh‘em:n! (rh

|45

231

Lontribution in conducting the activities of professional bodies (like 1EEE,
CSLIETE #5c.) for either 1o the students oe fagtlty- (3 pains for Every activity
like FOP, S0P, Seminar, workshop ete. conducted with individia) s

u Trlu.il'l_rﬂ.:lurce RTS0)

1%

133

k I3

Erteraction with cutside world : A—10 purlnts, B — 8 palnts per activity

A | Exierniily Funded Profect | B | Sebfees E-.p-:n:l fr Inderview mansl Memie:

A | Tnvited s a ypeakes B | Judge for Nationu Confercnee

A | Live industrlal prajecs 0 | Reviewsr - InternuSons|| Mntlosal Zosirmal

| & Aay Chlee Please .“iru:'ilj. | H | Resource person for conferences semingrs
1 L =
| workshaps' synepisia sic

%)

Orguntzation of Trukning program (FDP/SDPSTTP Workshop/Seminor
et} 1+ Urganization of short terin trainimg courses - Two week Surstion
[ (10jpoints’ One week (5 polmx) Jor less thatl one ook {proporticnal), |
| Coondinator: Co-Coordinatar; Member = (5:3:)

151

14

| Participation in Trainkng Program: Paticipation |0 short term raming
coueses - Two week duration [ 10) polnts’ One wask 5 points}ifor lées than
one week (propoptional )

151

115

Luternal Bevenup Generation (IRG) ; Other fhan the research grani TG
throzigh organizlng FOP/SDIVSTT PWorkshop/Seminar- 1 points for cach
R 13N of propartionaite- Coordinater; Co-Coordinater: Membier = {3:21)

13

Brand Building Activity (BEA): Individual aceounts on Linkedln, Face boak )
Twitter, ard Google+ and Building an audlence and developing the trngd

151

name of the depariment wnd instituee [3:7]
Institational/Department level Governance responsibilities assigned
tinstitutional : Deparimental: Member — 3: 2 7 1) -NBANAACNIRF
coordinatorMember - 3.2/1- 1QAC CoondingtorMember - XL W
2. CED - 13, Any ether departmental responsibility = 372, Member af
BoS FacubtyAcodemic councll / Senate - 2 sach, Member of ciher colleme
university level pommirtaes: 2 ench, Contribution H sctivities of stAlory
hodizs: 2 eagh, Any sther DPL levelTnstituie. lovsi responsitdlity allotted :
' Verification  far 22 ¢ Office

F* 0 M apealfy): e
| orderia :-'enma:} Certificate’ Account detaitsTeter report)

17

PPI Total out of [45]

. g mll%i ;

DR.O.Y.P.IME.D.
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3) | Research Achievements (RA) | 25]

| Sr.No | Parameter | Optimum| Sli L ppralaal
| Score | Apprail ngn

" 31| Rescarch Publication (journals) '

Wumber of articles In referced Intermationel Joumals 15|

{ For every publication with Scopus indexed -F polnts, Web ol Science

indexed - 3 pulns and Google scholar indexed - 2 point=]

32 | Mamber of articles Nationalinternathonal fevel research papers in non—

referred / journals, bot having 158N numbers and the list of journals 121 |

: propared By the university and hosted on its websiic (2 points each) |

© 33 | Number of full papers in Conference Procedings, cfe. ' '
i For eveery publication in 1:1lrrrntil:r:1n.l Conference Prococdines 3 -podnts, and 131
{ natsonal Conference Proceedings — & points)

34 Number of Subject Books by other local publishers 2 ' |
|, With ISBN/ISSN numbers of Niumbar of chapters i i edited hogks _
35 Organization of conference {International National) [3] |

X6 | Sponsored! Funded Frojects’'consulinncy
| corried oul/ engolug
12]

"T&T | Namber of Patents' Technlogy transfer | Commercializton’ Froduc
ACapy right 121
Nathmnal” Internatioms!

s Reosearch Goidance
| M. E.— 2 pairs for every swarded degree ' B.E — | point
fisr svery asordsd-srop
Degree awarded Nos. T ——-— 1
Ph. T Awarded In progresa) (8 1)
Dezgree avarded Nos ) seceeam
"‘uunlhﬂ of reserch scholars under guidance | ———-
30 E|;|\ olvement bm stiilend ltesenrch activithes
| | puint for each of the fullowing activity:

| & Encograge the spudeénts tis LT blzster”s ord Fhd
« Cricourage students 1o participate in rescarch related activitios,
» [nculeate research culture in the inatitts by armnging motivational lectares
to pmphasize towards awarensss of resgorch, palent, copyrighis, research
il €,
& Motivate foculty fo7 the BCULD nescarch proposils,
» Engoarsge students for partictpation in project competition, 4]
» Lmilesiake prajects with specinlized themies nnd seéial neels,
= Streigthen agsociation with research organlzations such x= DROOD, ARAL
CWPRS cre
w Conssttmcy, spomsored projects, and bndstey inlemc s in,
= Promeots interdisciplinary profects

iVerification  for 44 it AV Pubfished  poperUREBomke
| Centlficure/ avcon detaily'notifeatinndeitenveport)

| RA Total out of |25] |

—_—

 prECTO
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" 5) | Appraisal by the HoD /Director (AHP) 5]
i . 5.1 Appraisal by the Hol | [10] |
Sr. Mo | Parameter Dgﬂ':_:_"] M-n-r;is;! h_'-'_ r'-ii:'
51y | Punctuality Nl -| I
5.1.2 | Integrity and Character | £2] |

313 | Raliability
514 | Relotion with the stnkeholders

(Ireemal/External) Pecr review assessment I

LS | Proficiency to shoulder depariment level Responsibilaty ;F {2] .
| 5.1 ;‘l .L'ummund over English [ i-'fl_

&2 Appraisal by the Dvrector [5]
| &, No | Parnmeter = = _u_;"t_'::-'m Appraisal by Director

521 | Contribution ot institute and department level responeibilitles i3]

322 | Ineegrity of work 7 {2

il ) ~ AHP Total out of [15]

Signnture Slnmture

Mame of the Feulty Mame of the Hol)
For Oifice gap nn!r

[Mrector

f'
-l

— Iihdl:il.:h-
DIR TDF%
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EMPLOYEE MANUAL
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EMPLOYEE MANUAL

About the Group

Dr. D. Y. Patil Educational Federation was established in 2014 by Dr. Sushant
Patil under the guidance of Padmashree Dr. D. Y. Paiil, former governor of
Tripura, Bihar and West Bengal and a well known educationist and
philamhropist [rom Kolhapur, Maharashtra. Dre. D Y. Patl Eduocational
Federation is a part of Dr, D. Y. Patil group. Dr. D Y Patil is the leading group
in India imparting comprehensive education. The group is having 31 years of
experience in education with 200 institumtes across India and 4 universities in
Maharashtra, Dr. D. Y. Paul group have almost 200000+ maost brilliam
students and 500000 Alummi across the world. Dr. D Y. Patil is offering
almost 1000 courses and programs.

Courses at Dr. D. Y. Patil Educational Pederation are designed to equip
students with skills to meet the challenges and opportunities of the corporate
world. Our value based learming model provides transformational expenence
that fosters professional, intellectual, and persomal development.

About the Institute

Dr. D. Y. Patl Institute of Management and Enirepreneur Development
(D.Y.PLMED.) is a part of the management’s dream to raise future-read
citizens. We have always believed that the environment in which leaming
takes place plays a pivotal role in determining the outcome of the learning.
We have personally ensured that our students are offered with nothing less
than the best n terms of infrastructure and learning aid.

An emphasis on team collaboration encourages you to evaluate your abiliies,
talents and carcer preferences so that you may cultivate the skills and




EMPLOYEE MANUAL

expertise you need to reach your personal goals. You will learn to leverage
one another’s strengths and (o expand your own thinking.

Courses Provided:

Sr.N lHumi: of | Duration | Year of !Epftialim!i IInt:kzi
L. 1o the Establishment  on Provided |
. Course . |
| MBA 2 | 2014 All 1810
specializato 1
. ' in  as per
| SPPU
i !
2 MCA {2 L2021 120
| | |
[
' Vision

“Achieving excellence through value based quality education in a continual
learning environment.”.

Mission:




EMPLOYEE MANUAL

To impart quality education through an effective teaching-learning process.
To nurture and maintain an eénvironment of academic excellence, research,
innovations and entrepreneurship through a strong industry interface,

Core Values:

Student Centric:

@ « Anticipate and respond to the timely need of the students and commumity at
large.

« Dedicated to facilitate best educational experience possible to every student.

Inclusiveness:

« Continvously evaluate and improve program, system, services and policies o
meet the identified needs.




EMPLOYEE MANUAL

Endorse trust among the stake holders through professional courtesy and fair
treatment

Recognize appreciate and Celebrate diversity as strength

Ensure fair and equal access for all the resources of the institution to all.

Dhscipline & Chuality:

Emphasize quality in every functionality of the mstitution like, staff, services,
programmes and facilities offered eic.

Believe and exhibit highest ethical standard

Quest for Excellence:
Promotz decision making at the level of implementation

Quest for institutional and personal integnity in everything we do.

Quality Policy

Develop, implement and sustain a gquality culture aimed at overall quality
improvement of the institute driven by commitment, continuous effort and
involvement from all levels of the management,

Guiding Principles

I ———
DYPEF DYPIMED L Page &
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EMPLOYEE MANUAL

i. Leadership:

The Institute's leadership in all levels, communicates the institute's goals and
values: facilitates teamwork, collaboration, and partnership:  rewards
achievement of desired outcomes; suppons continuous learning  and
improvement: and encourages innovation and the capacity to respond to
change. In doing so, the Institute's leadership encourages each employee to
take active responsibility for the mission and vision of the Institute and foster
the development and use of each emplovee's capability.

ii. Quality of Employment:

DYPIMED group is committed 0 create 2 sustainable workforce of highly
qualified fuculty and staff, 1o provide a positive environment of work for all
and one that encourages balancing work and personal commitments

iii. Continuous Learning and Development:

The Instntute values and supports continuous learming, while understanding
that continual learning i1s a core responsibility of each employee. To that end,
it will provide structured development that integrates institutional mission,
organizational and individual needs, and performance expectations,

iv. Response to Change

4. The group is constantly preparing itself for the challenges of the future. In
doing so, during periods of changing needs, DYPIMED creates opportunities
for emplovees o acquire the needed skills to continue 0 advance the mission.

b. During times when reduction or change in the nature of the workforee 1s
required. the Institute will rely on attrition, to the extent possible.




EMPLOYEE MANUAL

c. In support of these principles. the group commits adequate resources for
equitable support of employee development, compensation, reward and
recognition across all units and among all employee classifications.
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Classification of Employees

DYPIMED group includes varied institutes like Engineering, Polytechnic,
Pharmacy and management institutes. The employees employed in each
institute are in accordance with the need of the academic requirement of the
institute. Below given is the table explaimng the classification of employees
along with reporting authority.

Table showing classification of employvees and corresponding reporting
authority

 Designation | Raparting Antharity
Executive Director President/Secretary
Director/Principal | President/Sccretary
Head of the Department Principal/ Dhrector
Training & Placement officer Princapal’ Darector
Class Coordinator Head of the Department
Teaching Staff Head of the Department

| Offrce Stafl Principal/ Direcior
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% Library Staff Principal’ Director
Stores sialf Campus OlTice
-E-';-:-n:-. Prancipal! Dhrector
Cleaning staff “l.'_'_mnpus office

Classification of Employees

DYPIMED classify the staff on the functional basis, this will enable the
employees w0 optimize institutional efficiency, while clearly distinguishing
authority and responsibility at each level, Employees are broadly classified as:

Terms Used:
Teaching Staff:

It r:urrrprjﬁe-.s. of persons who are involved in t:.athing MMResearch at the mstitute
on a full ume or part time basis, Teaching Staff aids the academic function of
the institute. It is further classified as Professor, Associate and Assistant staff,

Cadre Ratio:

All the institutes of DYPIMED follow Cadre Ratio As per AICTE norm as
1:2:6. (Prof: Asso; Asst.)

Teacher Student Ratio;
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DYPIMED group of institutes also maintains the teacher's student’s cadre
ratio as per norms of AICTE. The followed ratio is 1:20 {teacher: student).

Support Staff:

It comprise of staff who aids the support functions of the academics like
accounts, students support, Sports, HR. MIS, library, stores, peon cleaning etc,

I. Staff Policies

I. Recruitment Policy
1. Objective:
1.1 Effectiveness of an institution depends on the competence and quality of
its human resources. The objective of this policy is to ensure a streamlined &
unified recruitment process in identifying and hiring best qualified candidates
for all given positions.
2. Applicability
2.1 All new teaching and Non Teaching recruits in all levels,
3. Policy & Procedure
3.1 Teaching, Physical & Library staff

3.1.1 The concerned institute shall propose the respective manpower position
requisition to the corporate office seeking for approval.

3.1.2 The recruitment process will be decided in accordance to the time of
requisition. If the recruitment is to be done dunng an Academic year then the
process will initiated by the concerned Institute. But if the recruitment is to be

DYPEF DYPIMED — - : Page 11
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done before the sturt of the academic session then the recruitment process will
be through Centralized process,

3.1.3 DYPIMED shall be an equal-opportunity employer, with affirmative
action towards socio-¢conomically weaker section of societies,

3.2. Recruitment done at Institute Level (before the
selection commiitee process)

3.2.1 The institute on receiving the approval from the corporate office will
source the eligible candidates through internal references & direct walk-ins.

322 Furher the concerned Institute will nitiate the miterview process and
Demo.

3.2.3 Post the interview process and Demo, the demo report and Resume will
be forwarded to the President office through HR for Further process.

3.2.4 The final round of interviews along with the salary negotiations will be
finalized in the President's office through HR for Further process.

31.2.5 The selected staff will be staffed in the concemed Institute. The prior
intimation along with the appointment order will be sent to the concerned
mstinite

3.3. Recruitment through Centralized Process

33.1 Every year the corporate office will organize a centralized recruitment
process, for all branches under DYPIMED group as per the requirement
recerved from individual institutes.
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332 DYPIMED as a group will invite applications from all eligible
candidates defined as per norms through local newspapers advertisements.

3.3.3 The Interview will be conducted by the selection Committee appointed
by the SPPU.

3.3.4 The selection will be based on the norms laid down in the Statues of
SPPU including Category provisions.

3.3.5 The selected candidates will be staffed in the concerned Institute as per
the reqquirement of the mstoiute.

3.3.6 The candidates sclected through the institute directly will also go
through selechon commitiee process.

Adherence to Statutes of SPPLU;

This policy is in adherence with the Recruitment Statute of Savitribai Phule
Pune University.

Ep——
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3.2 Non Teaching &Supportive Staff

3.2.1 The recruitment process of the Non teaching & Supportive Staff for all
the institutes will be initiated and processed by HR depriment through a
centralized process.

3.2.2 The selected staff will be posted at institutes as per the requirement.

3.23 In case of any addivonal requirement the department head wall
communicate the manpower requirement to the HR office through google
form.

3.2.4 All the appointments of the non Teaching staff will be as per the norms
of the concerned authonty

323 DYPIMED shall be an equal-opportumity emplover, with affirmative
actiom towards socio-economically weaker section of societics

DYPEF DYPIMED
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I1. Contractual Employment Policy
1. Objectlive

I.1 The objective of this policy is to provide guidelines and procedure to
recruit employees in non-teaching and non-technical positions on a
contractual basis

2. Applicability
2.1 Non-teaching staff of DYPIMED at entry level will be considered.

2.2 The employees on Regular full ime rolls are not covered under this
policy.

1. Policy

3.1 The recruitment process is as same as the process of non teaching staff
recruitment process described in above point.

3.2 All subsequent process of recruitment of non-teaching staff shall be done
as per the normal recruitment process of the organization which is through the
centralized process organized by president office.

3.3 After the finalization of the candidate, and before doing the salary
negotiation, it will once again be reiterated o the candidate that this 15 a
contractual position,

3.4 The contractual employee will be considered for permanent positions
whenever the vacancy arises. Those who bound (o fulfill the requirement will
be posted for regular employments.

3.5 The contractual employees in DYPIMED will generally be paid in daily
basis unless and otherwise mentioned in the order.

DYPEF DYPIMED : 3 | Page 15
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I11. Induction Policy
1. Objective:

1.1. To facilitate the smooth accommodation of new employees in the
organization.

1.2. To make the new employee familiar with the organization with respect (o
roles and responsibilities, structure, policy and procedures, available resources
elc.

]

. Applicability

d

.1 Applicable For all the new employees in the organization at all level.

"

. Poliey

3.1 The HR department shall ensure that all the new employees undergo the
internal induction properly on his very first day in the institute.

3.2 The new emplovees shall report to the HR who will conduct the induction
program concerning the department to initiate the induction process,

3.3 The head of the department will introduce the new employee with the
department and all takes the responsibility 10 make the new entrants awaire
about the roles and responsibilities, structure of the institute, policy and
procedures and ways to avail the resources.

3.4 The above said process is applicable (o both teaching and non teaching
staff, In case of non teaching the senior most non teach employee in the
organization is considered as the head of non teaching.

1.5 In-case of teaching siaff the academic process and subject responsibilities
will be familianzed by department academic coordinator.

DYPEF DYRIMED Page 16
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1.6 The above said procedure will also applicable for those employees who
are transferred from other institutes of DYPIMED group.

L S i——————_
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IV. Working Days and timings
L. Ohjective:

I.1. To give a proper guidance to the employees regarding the working days
and tmings

1.2, To make the emplovees adhere to a umniform tuming throughout the
institute.

2. Applicability

2.1 Applicable For all the employees in the organization at all level,

3. Policy

3.1.1 Institute shall remain open for six days a week Monday to Sawrday
3.1.2 Depending on exigencies, the Institute may remain on Sundays as well.
3.1.3 All employees are supposed to be availabie at all time for official duties.

3.1.4 The normal working hours for the Institute shall be from 9.00a.m, to
5.00

3.2 Break.
3.2.1. the timings of break will be as per the timetable
3.2 Movement:

3.3.1 A staff member, who is required to go out on official duty with in the
campus can do so with a prior intimation to the department head and must
resume to his place within a reasonable time,

EYEEF OYPIMED - Page 18
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31.3.2 A swaff member, who is required to go out on official duty out of the
campus during the working hours need to take the prior permission from the
head of the institute, Make an entry in the movement register in the institute
and also register the in time and out time in the campus gate.

3.3.3 The staff members will be allowed for reasonable time and occurrence
of event must also be reasonable. The reasonable will be defined by the
permitting authority.

3.4 Log-in

3.4.1 All the staff members will sign the muster twice in a day. They have to
sign in the muster immediately they enter into the nstitute and other while
they are leaving for the day.

3.4.2 Separate register will be maintained for teaching and non teaching in the
establishment session.

3.4.3 All the entries like CL DL OD Vacation Late mark Maternity leave must
be endorsed in the muster time to time by the concerned clerk.

1.5 Late

1.5.1 All the employees must strict to the reporting time in the institute at 9.0()
the case may be

352 Those who report late will be marked with a late mark. All the
employees are allowed for 3 late marks in a month. The Fourth late mark will
be considered as a casual leave.

3.5.3 A late mark will be permitted for |5 minutes only.

3.3.3 Separate late muster will be mantaned by the clerk.

e :
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Maintenance of files and records.
1. Objective:

1.1. To facilitate a proper documentation throughout the activities in the
Institute.

2. Applicahility
2.1 Applicable For all the employees in the organization at all level.
3. Policy:

3.1 All the stufl members are requested (o maintmn all the concerned files for
assigned responsibilines.

3.2 The format of the file and the index will be finalized by the concerning
heads.

3.3 The files will be verified and checked by the institute head/monitoring
commiltee ime o thne.

Holidays
1. Objective:
I.1. To facilitate uniformuty throughout the group in regards to hohdays.
2. Applicability
2.1 Applicable For all the employees in the organization at all levels,

3. Policy:

-
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3.1 The insttutes under the DYPIMED group will have common holiday
across the campuses

3.2 The HR office will issue a holiday calendar (o all the institute to ensure
common holiday

3.3 The holiday calendar will consist of public and religious holidays based
on SPPU calendar.

3.4 The institute will declare holiday as per the given calendar .

3.5 separate holiday notice for each holiday will be produced and displayed by
the establishment scction in individual institute.

V. Leave Policy

Casual Leave

s Vacation

Eam leave

On-duty

Maternity Leave

Leave Policy:

Leave is a provision made by the organizatnon for the employee to remain
absent from work due to personaliimportant work. This leave, by rule is
granted by the concemed authonty with pror approval. Leave cannot be

DYPEF DYPIMED f Page 1
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claimed by the employees it always has to be pre approved for genuine
| reasons,

LEAVE RULES

® Leave of any kind will be approved by the HOD/Director on sole
discretion,

. o Record of no. of leaves availed is maintmned by the administrative staff.

e Remaining absent from work without pre approval/intimation will result
cut emoluments and will be considered as misbehavior.

o Any emplovee of the organization will not éngage himself in any other
employment fwork during the period of leave.

e Medical leaves will be sanctioned only after rejoining the institute with
proper medical certificate by a registered medical practitioner.

o In case of emergency any employee/s on leave/vacation can be called
back to report to work on urgent basis without prior notice.

o All leaves will be availed only after prior sanction of the concerned
authority. Casval leave will be comsidered only in case of sudden illness
Or 4Ny CMmergencies.

i for the following leave benefiis:

Casual Leave (C.L)

o Casual leave is granted to the teaching and non teaching staff to enable
them in special circumstances to be absent from work. However to

BYPEF DYPIMED
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|
I
| claim leave is not matter of right. The number of casual leaves allowed
| 1s © per Semester.

o Faculty availing the caspal leave should arrange for substitute in his/her
place with approval from HODY/Director/Principal.

I

| ¢ [t is mandatory for the staff to get the sanction for his/her leave from the

| HOD/Principal/Director at least one day prior 1o the date of the leave
applied.

the concerned authority and also make substitute available for the work

& e In case of emergency the staff can avail the leave telephonically from
I
: assigned during the leave period.

|

¢ Total no of casual leave at one particular spell should not exceed 3 days
including Sundays and any other holidays.

e Only3 days per month casual leave is sunctioned.

¢ Casual leave will be availed to the maximum of 6 days in a period of 6
months i.e. July to June (scademic vear)

* Unutihzed casual leaves will automatically lapse at the end of every
= academic year.

On Duty (0.D)

| « OD. (On Duty) is permitted (o the faculty member who is assigned
official work. The nature of duties and the number of days of O.D,
permitted are as follows:

= For the University work, practical examinations, observer for theory
examinations, paper evaluation and any other University related work
ete the Faculty members will be permitted on duty leave,
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o On duty of 8 days per semester will be granted for the faculty member
for participation andfor presentation of paper in National/International
SEIMINArs,

e The faculty member availing O.D. is permitted to receive the
remuneration for the work assigned by the University or any other
academic body/bodies.

o Faculty member/s are permitted to go om *On Duty” for academic related
@ work of the instiutes/colleges such as Board of Studies, Academic
Council. Staff selection Committee, Accreditation committee; AICTE,
DTE, Resource person for other colleges cte after obtaining prior
written permission from the H.O.D./Director/Principal.

o Staff members availing O.D. are entitled to draw their salary in full for
the entire penod of 0.D. with proper documentation of the work done.

o [n all the above cases, prior written permission has o be obtained from
the concerned authority (HOD/Director/Principal )

Maternity Leave

G e The leave is applicable 1o all the Women members of staff who have
completed one vear of service with the regular scale of pay enly and can
be availed only once in service tenure.

e This leave is admissible for 180 days only and may be taken before or
after delivery as advised by the doctor for the first or second child oaly.
Extension of leave after availlimg maternity leave is not allowed.

semester Vacation:
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s The vacation period for teaching stafl will be 15 days for those who
have completed | year, and 30 days for those who have completed 2
years and above.

» The staff members are permitted 1o avail the vacation in the maximum
of 2 spells only,

e The vacation is {or a specific period in summer and winter. It is decided
by the Principal/Director and the management.

o No staff member can take the vacation after the vacation peniod.

e The principal has the right to prevent any staff member from availing a
portion or the whole vacation if the service of the particular individual is
essential for the administration of the Institution.

e No other leave can be combined with vacation.

e All the staff members must be present in the Institution on the last
working day prior to the vacation and also on reopening day after the
vacation to become eligible to draw their vacation salary.

Note: Any type of leave mentioned above cannot be claimed as a matter of
right and the decision of the Management/Principle in all the cases is final.

Medical Leave:

Medical leave will be given to the staff members based on the merits of the
respective cases as 4 matter of social obligation,

Earned leave:

e Earned leave can be availed only by non teaching staft.

DYPEF DYPIMED
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e Prior written permission has to be obtained from the concemed
authority (HOD/Director/Principal)

o The non-teaching staff will be given 10 days earmed leave for those who
have completed 2 % vears of service.

o The staff members are permitted to avail the earned leave for maximum
7 days in one spell only,

e ——— ———
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INTRODUCTION

About the Institute:

Dr. D. Y. Patil Institute of Management and Entrepreneur
Development (D.Y.P.LM.E.D.) is a part of the management's
dream to raise future-read citizens. We have always believed that
the environment in which learning takes place plays o pivotal role
in determining the outcome of the learning. We have personally
ensured that our students are offered with nothing less than the
best in ferms of infrastructure and learning aid.

Vision:
Achieving excellence
through value based quality
education in continual

ha::lrrling environment.

Mission:

To impart quality education
through effective teaching-
learning process. To nurture
and maintain an environment
of academic excellence,
research, innovations and
entrepreneurship through

strong industry interface.
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Core Values

5"“"9!“ Inclusiveness
Centric
Discipline & Quest for
Quality Excellence

Quality Policy




Major Agenda

To foster an environment for providing
value based quality education to the
students

To provide a proper blend of Academic
and Activities for robust students
engagement and create a continual
learning environment.

To strengthen research facilities and
motivate faculty & students to involve
in research and Innovative activities to
inculcate Research, ED & Innovations
environment.

To enhance the overall infrastructure of
the campus and proper Monitoring
system to ensure effective tEEChmg

learning process
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To empo'ﬁr't e human resources in the
organization to make them a competitive
advantage of the institution.

Short Term Objective:

* To encourage the staff members in obtaining
higher studies, attending training, arranging
inhouse training and attaining Excellence ir
various domain.

e To establish Research Culture in the
organization by supporting them to publist
quality research papers and enabling them tc
access online research journals etc.

* To promote decentralization and participative
management to foster an environment tha
gives plenty of development opportunity for
the staff members and makes pect]i;le fee
genuinely valued




Governance

* Through good governance the Institute
endeavors best substantial independence to
the Institutions in all areas to ensure effective
decision making process.

Short Term Objective:
* To encourage staff and students to involve in
quality research work
e To establish an active and result oriented cell
for research and ED and conduct various
activities to promote research and ED attitude
among staff and students
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e To Create a conducive environment for effective
teaching learning process and enhance the
learning experience of the students there by
instilling the sense of Entrepreneurship among
them.

Short Term Objective:

e To adhere to the system, developed by teaching
the learning process with the help of Inhouse MIS
(Plan, Implement & Monitor the Academic activity
through academic calendar, Time table, course
plan, MIS etc.)

e To follow a robust method in knowledge delivering
process and focus on outcome based Education.

* To Define and plan the assessment and evaluation
criteria and keep it transparent for an ﬁt_‘:ﬁective
outcome. |




e To create a favorable environment for
research and entrepreneur development.

Short Term Objective:

e To encourage staff and students to involve
in quality research work

 To establish an active and result oriented
cell for research and ED and conduct
various activities to promote research and
ED attitude among staff and students

m
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Finance & resource

Mobilisation

e To Define and implement a financial system tc
utilize the funds properly and ensure effective
mobilization of various resources.

Short Term Objective:

* To enhance the forecast and estimation
process of both revenue and expenditure.

e To define budget formulation and approval
process

* To ensure proper allocation and mobilization
of resources in an effective way.

b




Infrastructure & Resources

e To develop Infrastructure and resources which
will be sustainable and enhance an eco friendly
atmosphere.

e To upgrade the campus as completely green
campus and fully equipped in terms of
resources required for Academic, Library,
Sports etc.

Short Term Objective:

e To increase the infrastructure facilities to
foster best learning environment
e To create and maintain ICT enabled classroom

and Eco friendly campus
e To ensure optimum use of ICT and other

resources to enhance the Teaching E rning
process. eth
. I\




 To establish and retain mutually beneficial
relations with the stakeholders in all possible
managers.

Short Term Objective:

* To encourage involvement of both internal &
external stakeholders in wvarious cells &
committees for best interest of institute and
stakeholders

e To strengthen the alumni association of the
institute and encourage their engagement in
various formes. |
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Long term Objectives:

* To enhance the Industry Institute
Interaction activities to enable the students
to explore and experience the corporate
world before stepping into it.

Short Term Objective:

 To provide industry oriented training
program to the students to make them
corporate ready and thereby attracting top
companies for the campus placements.

* To conduct more number of III activities in
terms of industrial visits, guest lectures,
MoU'’s, consultancies etc.. to understand and
benchmark with industry requirements
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