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SHRI VILE PARLE KELAVANI MANDAL
Institute of Technology, Dhule

Dated: 25/05/2018

Role and Responsibilities

All the teaching and non-teaching staff members should note their role and responsibilities (BEYOND TEACHING)

towards Institute and Student development.

1)

2)

LAB MAINTENANCE: - All staff members should ensure that lab/dept. / office is neat and clean. All documents
related to the lab should be maintained & filed for records like Notices, Circular, Equipment details, lab
books/ course book, attendance record, meeting register, term work files etc. and out dated records further must be
placed in the concerned departmental store. Opening and Closing of labjoffice/dept by the concern person, key
record must be maintained every day in Key register. Keys must be properly placed in KEY BOX. No one should
carry keys (except their personal table/locker keys) with them while leaving institute campus. Information of
loss of keys must be reported to concerned HOD and Asst. Registrar. Power off the electrical appliances when not
in use and ensure switch off while leaving lab/ dept./ office. ALL THE
EQUIPMENTS/ INSTRUMENTS/ MACHINES MUST BE CODED. Staff members must inform in written all the
kind of maintenance related work of Lab/Dept./Office to the immediate higher authority or Administration.
Lab in charge / Lab Assistants should submit working /non-working conditions of equipments to the concerned
HOD. Lab DSR must be verified in the month of July and Dec in format as prescribed by the office time to time.
Separate register should be maintained for issuing of equipments / transfer of equipments in/ out the campus. No
equipments should be taken or issued outside campus without written permission of Principal. Dress Code, Safety,

Security should be maintained by Lab staff & student during practical’s.

CLASS MANTAINANCE: - All the staff members should ensure that the infrastructure availed in class room
should be maintained and observed time to time to avoid misuse of it. Staff should ensure that students do not
write / make scratches on benches. Staff must not allow students to enter in the class WITHOUT FULL UNIFORM
on all working days & during institute events. Staff should make a compulsion to wear uniform during extra
classes / term work submission / internal-university examination / any activity on holiday also. Staff should not

allow students to use mobiles in class/ practicals or ensure Handset in Switch off mode.

PERFORMANCE BASED REWARDS:- Staff’s annual increment/ promotion will depend on his/her contribution
towards institute/student development program, students semester end feedback, additional qualification
achieved, teaching Pedagogy/ methodology, his/her contribution to various committees, subject results,
relationships with seniors/ colleagues/ subordinates, technical paper presented/ conference attended/research

work, punctuality in work, co-ordination in team etc.

DEAD STOCK REGISTER: - All dead stock items must be maintained at every level i.e Central DSR, Lab DSR &
Departmental DSR in consultation with HOD. Bill sanctioning procedures needs to be followed strictly as it is
financial matter and one set of documents needs to be maintained. Ensuring Material/ equipment is properly
working before it goes to Accounts for payment. Advances taken needs to be settled very next day regarding

procurement of consumable & non-consumable items.

LEAVE: - Leave is a right, but not privilege

i) Holidavs declared bv DBATU or State Government will be declared bv institute time to time.
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ii) Casual Leave: All staff members should sanction Casual Leave before taking leave, in case of 2-3
emergencies without prior sanctioning CASUAL leave will be considered.

iii) Sick Leave: All eligible staff members should submit Prescription + Reports + Medical Certificate of
the Doctor in case of more than 3 sick leave.

iv) Duty Leave: All staff members should sanction Duty Leave in advance as per instruction given by the
Authority.

v) FEarned Leave: All eligible staff members should sanction earned leave 15 days prior.

vi) Vacations: All eligible staff members will be availed vacations time to time by the institute authority.

Note: All prior sanctioned leaves should be adjusted in consultation with respective HOD or higher

authority.

6) OFFICE TIME: All staff members should follow office timings as per instructions of their immediate authority,
HOD or Principal, generally office timings of institute is 10.00 am to 5.00pm.
i) Biometric machine installed at Institute is directly connected with SAP, so kindly follow the office
timings as there is no option of editing attendance. More than 3 late marks of 10 minutes may deduct 1
CL:
ii) Gate pass facility for personal reason or early going will be availed twice in a month (i.e 2 hrs in a
month) with prior sanctioning of higher authority.

iii) All staff members should sanction gate pass for official work before leaving institute.

7) ACADEMIC INSTRUCTIONS:-
i)y All the Lab Assistants/ Teachers/Local Guardians/HOD must maintain and update records
regarding students’ statistics, change of communication address, phones etc regularly. Students’
performance report must be sent to their parents periodically. Local guardian should inform student’s
non-attendance daily to their parents by telephone and record of same should be maintained.
ii) Staff communication should be polite with the students, colleagues, parents and visitors. Staff
should avoid engaging in rumors.
iii) Staff should not use their mobile/cell while they are taking a class/ practical & also they should not
misuse the intercom facility.
iv) Staff is required to sit in lab/ dept which he/she is allotted and should be available at the given place
during working hours.
v) Staff must enter the campus with pleasant personality (gents with formal dress, clean shaved,

polished shoes and ladies in saree).

8) GENERAL INSTRUCTIONS:-

i) Staff members must inform their additional qualification (if any) achieved during their tenure to the
HOD and Office.

ii) Staff members must update their change in Mobile Number, Address or other information in case of
emergency.

iii) Staff is required to do the duties that are assigned by the HOD, Principal, and University in time.

iv) Staff is bound to abide by the rules and regulations of institute/ university and also those are laid
down by the Principal from time to time.

v) Staff is required to wear their Identity Cards once he/she is in the institute.

vi) Staff should intimate to the concerned HOD/ Principal regarding any antisocial activities that he/she
may come across in the campus.

vii) Staff who is assigned duties other than academics should do the same with full commitment in the

larger interest of the institute and students.
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viii) Every staff member should take active part in any event that is organized by the institute and ensure

its successful completion.

9) Our Future plans:- 1SO certification & NBA (before end of Dec 2011); Post graduation and Foreign University
Collaboration (before end of Dec 2011)

Principal/ Vice Principal will have periodical checks on all above responsibilities. Your co-ordination in this regard will be
helpful in your self development, keeping disciplinary environment and maintaining healthy relationship among your
seniors, colleagues, students and office. ‘Effectively, let us contribute to Institute and Student development program

together’

principal
gVKIrs Institute of Technokogv,Dhm
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ROLE AND RESPONSIBILITIES

ACADEMIC

RES. & CONCULTANCY

ADMINISTRATION

ACTIVITY EXTENSION

Class Room Instruction

Research & Development Activities &
Research Guidance

Academic & Administrative Extension Services
Management of the Institution

Interaction with Industry and Society

Laboratory Instruction

Industry Sponsored Project

Policy Planning, Monitoring & Evolution and
promotional activities both at Departmental and
Institutional level

Participation in community Services

Curriculum Development

Providing Consultancy and Testing
Services

Design and development of new Programmes

Providing R & D support and services to
Industry and Others User Agencies.

Developing Learning Resource

Promotion of Industry institution
interaction and R&D

Administration both at Departmental & Institutional
Level

providing non-formal modes of
education for the benefit of the
Community.

Material & Laboratory Development

Development, Administration and management of
institutional facilities

Promotion of entrepreneurship and job
Creation

Students Assessments & Evaluation Including
examination work at University

Monitoring and Evolution of academic and research
activities

Dissemination of knowledge

Participation in the Co-curricular & Extra
Curricular Activities

Participation in policy planning at the Regional
National level for development of technical education

providing technical Support in areas of
special relevance

personal ethical Moral and overall character

Students, Guidance & Counseling & helping their

Helping Mobilizations of resource for the Institution.

Continuing Education Activities

Develop, update and maintain MIS

of such knowledge through books publication,
Seminars etc

Keeping Abreast of new Knowledge and kills help
generate new knowledge and help discrimination

Maintain accountability

Experience andProfessional activities

Self Development through upgrading Qualification

Conduct performance Appraisal

R & D Work Laboratory Development,
Modernization, Expansion etc.

Preparing Project Proposals for funding in areas of

Plan and implement staff Development activities

And any other relevant work assigned by the Head of the Institution/Management

principal

gVKI'e Institute of Technoiogv,ﬁhuie
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List of Committees
1.BOARD OF GOVERNORS

SR.NO | NAME OF MEMBER POSITION DETAILS
1 Shri. Amrish R. Patel President Entrepreneur &Industrialist
2 Shri. Bhupesh R. Patel Member Entrepreneur &Industrialist
3 Shri. Rajgopal Bhandari Member Entrepreneur &Industrialist& Educationist
4 Shri. Sanjay Agrawal Member Entrepreneur &Industrialist
5 Dr. Ajay Pasari Member Entreprencur ,Industrialist& Technologist
6 Shri. Santosh Agrawal Member Entrepreneur &Industrialist
7 Shri. Ajay Agrawal Member Entrepreneur &Industrialist
8 Dr. K. B. Patil Member Ex-Officio
9 DBATU Nominee Member Educationist
10 DTE Nominee Member Educationist
11 Dr. Sameer Goyal Member Educationist
12 Dr. Nilesh P. Salunke Member Principal of the Institute
Secretary
13 Dr. Makarand Shahade Member Teaching Faculty
14 Shri. Anmol Suryavanshi Member Teaching Faculty

2.LOCAL MANAGING COMMITTEE

SR. | NAME OF MEMBER PARTICULAR | DETAILS
NO.
1 Dr. Sanjay Agrawal Chairman President or Chairman of the Management or his
nominee as Chairman
2 Shri. Rajgopal Bhandari Member Secretary of the management or his nominee
3 Dr. Ajay Pasari Member Local Members representing different fields of the
Shri. Santosh Agrawal Member axea;mopinaled by e management
Shri. Ajay Agrawal Member
| Dr.Sameer Goyal Member
5 | Dr. K.B. Patil Member One representative of the Management
6 Dr. Nilesh Salunke Member- Principal as Member secretory
Secretary
7 Dr.Makarand Shahade Member Principal as Member-Secretary
8 Shri.Anmol Suryavanshi Member Three teachers, elected by the teachers of the college
or institution. (With Natural Growth of Institution)
9 Shri.Mohammed Member
Juneduddin
10 CA. Atwl Patwari Member One non-teaching employee, elected by the not-
teaching employees of the
College or Institution.

e
.; Qa

— -
Kela haf!; \\
Wb AN
A

Page 7 of 9




3. COLLEGE DEVELOPMENT COMMITEE

SR. NAME OF MEMBER PARTICULAR | DETAILS
NO.
1 Dr. Sanjay Agrawal Chairman Chairperson of the Management or his nominee ex-
officio Chairman
2 Shri. Rajgopal Bhandari Member Secretary of the management or his nominee
3 Dr. Ajay Pasari Member Local Members, nominated by the management in
Shri. Santosh Agrawal Member coulsultation with the principal, from fields of
Shri. Ajay Agrawal Member education, industry, research and social service of whom
Dr. K. B. Patil Member at least one shall be alumnus.
Dr.Sameer Goyal Member
4 Dr. Nilesh Salunke Member- Principal as Member secretory
Secretary
5 Dr. Makarand Shahade Member One head of department to be nominated by the
principal or the head of the institution
6 Dr.Vishal Moyal Member Three teachers in the college or recognized institution
Shri. Anmol Suryavanshi Member .elected by the full time amongst themselves Out of
Mrs.Mayuri Kulkarni Member whom at least one shall be woman
7 Dr. Bhushan Chaudhari | Member IQAC Coordinator
8 CA. Atul Patwari Member One non-teaching employee, elected by the regular not-
teaching employees of the
College or Institution.
9 Ms Anjali A Mahajan Member President and secretary of the college Students council
Mr. Dhiraj D Bhadane Member

4.ANTI-RAGGING COMMITTEE

SR. NAME OF PERSON DESIGNATION CONTACT NO
NO.

1 Dr. Nilesh Salunke Principal 9881136769
2 Dr. Ajay Pasari NGO Member 9823080500
3 Sub Inspector City Police Station 02562-288221
4 Circle Officer Upper Tahsil, Civil Administration 02562-288721
5 Mr, Kishor Mali Media Representative, Local Media 7588001662

6 Mr. Achal Agrawal Faculty Representative Coordinator 7879142295

7 Dr. Namra Joshi Faculty Representative 9179119207

8 Mr. Anmol Suryavanshi Faculty Representative 9423713919
9 Ms. Sneha Patil Non-Teaching Representative 9130482341
10 Mr. Anil L. Mali Parents Representative 02562 297801

5.ANTI-RAGGING SQUAD

SR. NAME OF PERSON DESIGNATION CONTACT NO
NO.

1 Dr. Nilesh Salunke Principal 9881136769

2 Mr. Achal Agrawal Faculty Representative — Coordinator 7879142295

3 Dr. Namra Joshi Faculty Representative 9179119207

! Ms Prerana Ikhar Faculty Representative 9923785207

5 Mr. Sagar Badjate Faculty Representative 9595407563

6 Mr. Yogesh Sonawane Faculty Representative 9975708447

7 Mr. Umakant Mandawkar Faculty Representative 7219559399

8 Ms. Sneha Patil Non-Teaching Representative 9130482341

Page 8 of 9




6.INTERNAL COMPLAINT COMMITTEE

SR. | NAME OF PERSON DESIGNATION CONTACT NO
NO.

1 Ms. Prerana Ikhar Assistant Professor — Presiding Officer 9923785207

2 Ms. Vijaylaxmi Bittal Assistant Professor -Member 8424887047
3 Ms. Farha Naz Assistant Professor -Member 9769540845

4 CA. Atul Patwari Non-Teaching Representative — Member 9075300073

5 Mr. Rahul Sharma Non-Teaching Representative — Member 9405114982
6 Dr. Sameer Goyal Non-Government Organisation — Member 9552916993
7 Miss Anjali A Mahajan Student Representative — Member 02562 297801
8 Mr. Rushikesh Sonawane Student Representative Fresher — Member 02562 297801
9 Mr. Vishal P. Patil Student Representative — Member 02562 297801

7.COMMITTEE FORSC/ST (SCHEDULED CASTES AND THE SCHEDULED
TRIBES)(PREVENTION OF ATROCITIES)

SR. | NAME OF PERSON DESIGNATION CONTACT NO

NO.

1 Dr. Nilesh Salunke Principal 9881136769

2 Mr. Chandu Koli Teacher’s Representative — Coordinator | 8329571396

3 Mr. Sachin Kamble Teacher Representative 7620700116

4 Mr. Niteen Dhutraj Teacher Representative 9404115623

5 Mr. Charudatta Thosar Teacher Representative 8237703717

6 Ms. Mayuri Kulkarni Teacher Representative 8625876269
8.OMBUDSMAN & GRIEVANCE REDRESSAL COMMITTEE

SR. | NAME OF PERSON DESIGNATION

NO.

| Adv. Suresh Wagh Advocate (Ombudsman)

2 Dr. Nilesh Salunke Principal, Chairperson

3 Dr. Rajiv Junne Assistant Professor (Applied Science) Coordinator

4 Dr. Sambaji Rao Assistant Professor (Applied Science)

5 Mr. Pratik Deore Assistant Professor (Civil)

6 Miss. Divya D. Ahire Student Representative

9.FOR PREVENTION OF SEXUAL HARASSMENT OF WOMEN AT INSTITUTE

COMMITTEE

SR. [ NAME OF PERSON DESIGNATION MOBILE NO
NO.

1 Ms. Mayuri Kulkarni Presiding Officer 8625876269
2 Ms. Prerana Ikhar Teacher Representative 9923785207
3 Ms. Vijaylaxmi Bittal Teacher Representative 8424887047
4 Ms. Rubi Mandal Teacher Representative 9975762097
5 Ms. Farha Naz Teacher Representative 9769540845
6 Dr. Makarand Shahade Associate Professor / HOD 9422840240
7 Ms. Sneha Patil Non-Teaching Representative 9130482341
8 Ms. Sheetal Patil Non-Teaching Representative 9665904507
9 Ms. Swaleha Ansari Non-Teaching Representative 9404317884
10 | Miss. Divya D. Ahire Student Representative 02562 297801
11 Miss. Anjali A. Mahajan Student Representative 02562 297801
12 | Miss. Janhavi Khonde Student Representative 02562 297801
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