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INTRODUCTION

Sandipani Academy is an education
inthis contemporary world has begy worki
provide the best opportunities to teache
to create an environment where every s
Sandipani Management. The Policy j

al Institution with its ¢g

: re values stands with  heads high
Ng 1n the educ

ational fielq since 2011 with the sole aim to

heir fullest o ;

St growth and development and
takeholders of the i o>
{ ders of the Institution flourish under the patronage of

S d Y
institution and reflects our belief op (he p . and - planned dccording to the values of the
¢ frinciple of wip-wip situation for employce and employer,

intain the quality at
To ma quality at every aspect, endeavor {q adhere 10 ang follows the core values and

guidelines of Sandipani Academy (SA) and gives our eff; imbi :
*110rts (0 in > S ac 0 inct] ;
values system. Ibibe these values in institutional

“Contributing to National Development”
“Fostering Global Competencies among Students”
“Inculcating a Value System among Students”
“Promoting the Use of Technology”

“Quest for Excellence”

This is to inform all the employees that the following rules
regarding HR Policies w.e.f. 01.07.2020,

and regulations will be followed

This HR Manual has been written to provide information and guidance to SA employees. This
handbook is designed to acquaint you with SA and provide you the informationabout the working
environment, the benefits and the policies effecting the employment. You should read, understand
and comply with the policies of SA. The handbook describes the responsibilities as an employee.
The objective of SA is to provide a conducive environment for both personal and professional
development of the employees and moreover given the reality of a complex, ever- evolving
organization. The information in this handbook is subject to change at any time with or without
notification. However all efforts will be made to keep employces informed of any changesto the
handbook. This handbook was prepared as a resource for answers to questions you may have from |

time to time and to encourage understanding of the organization. It is not intended as a complete

guide and should not be considered or relied on, as a contract of employment.

We recognize that new employees in particular are bound to have many questions relating to their
specific position or responsibilities. You are encouraged to dircet any specific enquiries you may
have to your HOD / Coordinator / In charge or to contact the personnel department of SA for

additional information or assistance.
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1. GUIDELINES FOR EMPLOYEES

Updated Teachers Profi

le to be maintai i i i i
. 1aintained with their academic qualifications, achievements etc.
Notices and follow ups to be done

Working hours for every working day

v" Teaching faculty: 8 Hours.
v" Non-teaching & Supporting Staff: 8 Hours.

This policy is not applicable on Guest Faculty

and Visitin Fa culty.
If any employee move out of the College prer i o

mises in scheduled working time, Permission

absence of above it will be treated as Half
day. If any employee found misusing outgoing facility,
authorities.

is needed from Reporting Manager/ HoD. In

strict action will be taken by

If found any late, either punishment or fine will be deducted from the salary.

2. LEAVE POLICY

All applications of employce regarding concerned matters should be forwarded through

their Principal/HOD /Administrator/Reporting Manager.
Leave application will be considered only after the

/Administrator/Reporting Manager.

approval of Principal/HOD

Leave application should be submitted before taking leave. Only in case of Emergency,

employee must communicate through SMS/other sources. In this case employee needs to

submit leave application to their authority within two days after reporting. If leave

application is not submitted within timeline then it will be counted as leave w
(LWP).

ithout pay

No provision for Half Day Leave.

==2% Employee can avail 1 hour prior leave in a month.

No Casual Leave will be provided to Visiting & Guest Faculty.

Employee on probation period will be given facility of 12 CL in a year in pro data basis.
Employee after probation period and other regular employee will get 12 CL per year. He/
She can avail CL between January to December. If any employee does not avail his/her CL

in the present session then their leave will be lapsed.

Suffix and prefix criteria (combined) will be followed with CL i.e. Holidays/Sunday will
be counted if that will come between CL/LWP.
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Institute has in place a policy of offering monetary gilt on the occasion of marriage of

eployees and their children,

10. RESEARCH ACTIVITIES ENHANCEMENT POLICY

Seed money of Rs. 2, 00, 000/~ to be allocated for research activities.
Rs. 20,000/~ will be given to the library for purchasing books for research scholars. After
getting proposal from the research scholar, books to be purchased accordingly for library

so that research scholar can use the new books in the library.
Library facilities to be extend to research scholars on request after college hours also.

Ph.D Scholar can attend course work offline and online. NOC will be given to the

faculty.

Rs. 2000/~ will be given to the teachers for rescarch work publication in peer reviewed
Joumal und Rs. 4000/~ will be given for research work publlcatnon in UGC approved -
Joumals Faculty can avail these facilities for' maximum 2 papers in a year, They should

submit the details of publication to the research committee’

After PhD award, an amount of Rs. 1000/- increment will be given to the employee

irespective of position (teachers, librarians) along with their regular salary.

Research committee will be framed for monitoring the research work. Principal/ Head will
be the officiating chairperson, administrator from management nominee and two working

faculty (preferably PhD/Research Scholar) will be the members of this committee. -

Research scholar submit the application for loan to the committee after having discussion

the recommendation will be giver to the director of the institution,

For PhD work, Rs 30,000/- advance will be given to research scholar on request. They .
pay back Rs. 2500/- on monthly basis from their salary.

After disbursement of this loan amount; scholar can apply afresh request for another loan.

The maximum amount will be 30K.

At a time maximum 4 persons can avail loan facility.
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* HOD and principal take responsibility for their faculty pursuing PhD to give them one

hour time in schedule for attending course work. This time will be compensated by the

!" ¢ SANDIPANI
|
|

faculty by working one hour at college or at home to finish the work of the college.

* Institution will provide monetary assistance of Rs. 10,000 for project work. Per year 5

project work will be assisted and can be availed by teachers and student both.

*  Maximum four cax1d1dat¢s can attend refresher course and orientation program in a year.

,! 11. NEW EMPLOYEE’S JOINING PROCESS AND WELCOME
|
|

¢ New employee joining intimation should be done by heads / principal at least one day in
advance in the official whatsapp group and intimate to administrator also for necessary
arrangements.

o Whatsapp Number of new employee must be added in the morning on the day of joining
with welcome message.

o New employee will report to head / principal. Head will check supporting docs with
resume. If found ok then joining formality should be completed. One set of all docs
including appointments, joining, salary break-up etc need to be hand over to
administrator for office record.

¢ New member is welcomed with a Green Plant (A new initiative and best practice

towards environment consciousness) in the presence of all member in the department.

plant will be provided by the administrator.

Reporting manager must take maximum half an hour orientation about the institution on

the very first day after welcome.

Department member (nominated by the Head / Principal) should take the new employees

for the entire campus visit (every corner inside and outside) and introduce them to all the

members of the institution.
Complete salary details to be explained to the new employee by heads/principal.

Administrator will ensure the following -
(i) Bank Account opening form.
(ii) PF & ESIC form.
(iii) ID Card formality.
(iv) Thumb Impression / Face scanning for attendance.

(v) Intimation regarding transport facility.

IG 5
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SANDIPANI ACADEMY, ACHHOTI

. SEMINARS/ CONFERENCES/ WORKSHOPS LIST -

S.no. | Faculty Yearl Eve,nts- Total Approved by Remark
names L __| amount administrator |
. |Mrs. [2019 | Seminar-300 | 1800
Meena Al
Pandey — - L. 5
12020 | Workshop- .
{2021 | Seminar-500 et
2022 Sem_inar-SOO_’
2. Ms. 2019 | Conference- 3700 - Sl
| Mamta 1200 | 4 A
‘| Dhruw : ST
i [ —|
2021 | NEP-500 5 g
2022 | International s |
¥ seminar-ZOOO : ik
a% Q\ iy
f (Education) \Qﬁr:;,’.':,"
Sandap ani Academy
- ! ~ Achhoti, Distt. Durg (& G™
» ¥ k3 - :

e




1\\/’{r. A 2020 ['National 1400 i | e
1ve webinar-90)() |
umarG |——— 18 — (J%‘\O\i\/
autam | 2022 National >
— |~ |seminar-500 |

D 2020 | National 1000

AbhaD webinar-500 . <

ubey _ . (\9\/

2021 | NEP-500. R 1

Mrs. 12019 |Sandipani  |1500 | =

SarojSh | academy el

ukla masturi 7
bilaspur-500 W
NEP-500 N
_Intern'atio_nal' e : ‘
seminar-500 LN .

Ms.  |2021 |NEP-500  [500 | /\/

Vidya ' ' fﬁ\y

Devi R

Chandr

akar

= 75
| BR-t—7
Principal /
Sant 2y
Achhoti - [ D C




Sandipani Academy Achhoti(22-23)
' Achhoti, Post - Murmunda, '
Dist.-Durg (C.G.) :

Seminar & Workshop Exp.
Ledger Account
1-Apr-2021 to 31-Mar-2022 .

: L ' - L.+ Pageiy
Date Particulars ————— . VchType VchNo. . = Debif ~ — Credit.
1-6-2021 To Cash " Payment Cy 500.00
Being cash paid to saroj shukia for , : s <
nabonal education seminar programe aftened : -
13-11-2021 To Cash _ Payment 500.00
Being cash paid to vidya chandrakar for
nabional education seminar programe att-
ened - : '
To Cash . o Payment : S 5001008 e
Being cash paid to mamata dhruw for ld ; :
nadonal education seminar programe  attened . 1 :
To Cash i . Payment AN 500.00
Being cash paid to Dr. abha dubey for 2 s : '
nabional education Seminar programe attened " . :
To Cash : - Payment "~ 500.00
Being cash paid fo saroj shukla for - . o
_ national education seminar programe attened _ 4 : :
To Cash . . Payment ~ '500.00 -
Being cash paid to saroj shukla for ; ' .
nafional education seminar programe attened : i ‘ ‘
26-3-2022 To Cash 7 R Payment . : -+ 1,200.00
- Being cash paid to mamata dhruw for ' : '
national education seminar programe attened :
- 4 = - .. 420000 -
By Closing Balance R : : . 4,200.00
; it 3 : 4,200.00 4,200.00
]
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SANDIPANI

Se—F ACADEMY

v SANDIPANI ACADEMY

Vill-Achhoti , Post-Murmunda
Kumbhari- Ahiwara Road
Dist.-Durg -490036(C.G.)

Tel. Fax: 07821-270220, 09009077222
Email ID: Sadnipani.achhoti@gmail.com
Website: www.sandipanieducaion.org

APPLICATION FOR LEAVE

Name - ‘QC/’\T 0‘\

Designation - L\ g"ﬁr\“J ‘?’)’O'g) X (Zwﬁlo 5_3(7)_/
Department - (Ed u(b&f oW

Type of Leave e
No. Of Days - One
Dates of Leave - Q G \ ' | ! 2L

- AHened oo lcthop SEU
Purpose -
[lepevy

Date -

SOl s

Applicant Signature
For this Leave-Responsibility assigned during the leave t0

Name Date

_ Sign_______—

Remarks




) 3
04 usl T
Dot ot (o

% {%mraum o
HY B

>

- e \
RN 'uuLﬂQMEm:‘ &

—(Qam — 24U <h o R
—gvA D GoA &l el

g e FHXKI

g e @A

318 GO T

A AL i
rer-greae) T H s B gl
. : ¢ a oV ‘m&ﬂ: = 8 LR

—
./2.2)2[‘\

TP\'LESTL"i%“ﬁ'm\Qmﬁ
%'. %"ﬁ @ZT .

N
—24 160 ST

3["7’] Sl
(e Sieus )

AN s

%)



N
I
@ 1aty]

il 2R e
(Wi 73

(o)

I~ ool % e S B o o x
* AT ZRT D2 1 Ty T AN S et

eild |

] off-

UL R AR L U R K R GUIE T
o Pebusfult2erda dﬂjﬁ“?@ﬂ’- 5 \
Ay g Aettoh] T A~ P onf S |
T8 I gy gl & Je R Ao
T ) T B | AT e
%Hﬁ?ﬁm@%eﬁ@@@m@g% |

%ﬁ%wﬁm S T T |




2

3)) : 1
!
sl S |
S)ep2y) | S’)
LTS
&’q\c«mfﬁ) QA%§¥(T? : 73&\2,—9 i Q‘L
fe5e0 \C_{& C &3 i o\

7%—@» 3 i ﬂ‘ é’ﬁ“{ﬁ:—.{? W\U.]lgv\;zx' B R ]

He Bl < o ST cFpmn G
£ m

FEG) |
ﬁrﬁ ]qurf S *{%7 R A6 Senug ?9“ S[Ces ‘
BTG TG @@O@F\q@“ &Lﬁ’(ﬁb'a)o'wﬁm% I
R ST 0.6 Sme e bt (5 b fe | \'«
’fﬁ_’/“ﬁa‘[@() &L') RJpary %),MATS%% EL"""’)’%‘ l;
Oxa L EIEq) HR. HR@o\"(‘j % QQSGG'CK Al \\

EOE L
e L a5~ B» | —
y (’5‘1(‘) 0) @S‘@v\ a CCFTQI_]Q\ Cub()o]-) 5S4 %Iﬂ ’ ;
5 | )
\ EJMQ)C‘ 'L ,{z‘; LE .
j 115 - 23[01] 2033 = "‘f;]ﬁi{a |

' “L&]/g \_

' bt ares I |
2 —97,3%)5 T rzﬂ—m‘f‘r . % ¢y L.{,,\;, ui ¥
9:%%9 = 4;9

Shtgar ghs T,
T & i'i_bT ¢ ’;ﬁdv‘\é) *

q
M W
#O ; Head of Department

(E\QV ngipal s
(Education) BA B;;sd.“ i: ;ﬂ.tdgm\;
| % Sandipani Academy Sandip s (-6
et Achhoti, Disit. Durg (CG" Achhoti, Dis




T TomTaTeATy
QRN THsh)
’PW?T‘"QTF_ (=o 270 )
T — b G G - 3 gC WO £ TCE)
) 5 v oy At T IS 2 ATl

R Wﬁ%ﬁo% W%@%WWP (TS STgiis)
R W sy Sy afiedt st 3 oo
VY S wwke | ST g @s 19 fire TS
R H P B B e B BY I B oo
T T Sy 02 Yz ufder) Ty T % | 2w
TEAT AL A MR Nagma B Sl wor s 44
o ﬁﬁ?@r EIRYIcs W[//@#zﬂlﬁj 73‘%‘%77” Ty P

T | @GOO’/GO&9
~Slorraic

o

RS % ; —o';ﬂ?{rcm
(03] 22_ WA WW)
P et Tos

P A
ol m(}\&' >




:ﬁﬁr;
" ﬁ%ﬁ\le%

TR EHTHY
- &fmat o Cogear) |

T =ty gy e f- ey arhy samg)
| el
» TArer P ¥ T Sy oy o agean
%#‘Wﬁ@w%ﬁ‘ SR O
TR Shfer ) ﬁﬁ‘xﬁm?wg?%ﬁﬁ@”o
S ST B e of o oy g
aﬁ@rﬂrﬁi‘g\} TSy ﬁ%'w&wéfgg%
SPRE T AR ST o 9w ¥ ey e
SIAC) i) e} o Fogwm, Sgwper -

ﬁgﬂﬁiﬂﬁ 20,000 - dretfy ¥y oy

S, m
"




v S e e e e

_’r\LMlEM\'

1 | -

Institute has in place 3 polic

Y of off
°mp10y0cs and their childrep, cring mmonctary gift on the occasion of marriage of

1 e
1. RESEARCH AC’T’IVI'FIES DNHANCEMDNT POLICY

Sced money of Rs, 2, 00, 000/-
* Rs, 20,000/-

L ]
to be allocated for research activitics.

; will be given to the library for purchasing books for research scholars. After
getting proposal from the rescarch scholar, books to be purchased accordingly for library
so that research scholar can use the new books in the library.

Library facilities to be extend to research scholars on request after college hours also.

e Ph.D Scholar can attend cbllrse work offline and online. NOC will be given to the
faculty. '

/Ks 2000/~ will be given to the teachers for research work publication in peer reviewed .

journal and Rs. 4000/- will be given for research work publrcatron in UGC. approved -

" journals. Faculty can avail these facilities for maximum 2 papers in a year. They should

submit the details of publication to the research committee

e After PhD award, an amouat of Rs. 1000/~ increment will be given to the employee

irrcsbcctivé of position (tea_clrers, lib'rar_'ians) zilong with their regular salary.

e Research committee will be framed for monitoring the research work. Principal/ Head will
be the officiating chairperson, administrator from management nominee and two working

faculty (preferably PhD/Resqarch'Scholar) will be the members of this committee.

. Research scholar submit the appllcatlon for loan to the committee after havmg discussion

[,j the recommendation will be glven to the dlrector of the institution.

o wFor:PhDrwork;7Rs:30, 000/- advance will be given to research scholar on request. They .

Lpay,back Rs: 2500/~ ‘on manthly basis from their salary.

i A

"o After dishursement of this loan amount; scholar can apply afresh request for another loan.

The maximtlm amount will be 30K.

. Atatime maximum 4 persons can avail loan facility.

Page 14 of 17
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SHRI RAWATPURA SARKAR
UNIVERSITY

RAIPUR, CHHATTISGARII, INDIA

Ref. No. 8RU/ b D-/RDC [202L~22 [B] ' . Dae £3:92-2022.
" OFFICE OF THE REGISTRAR
To,
Saroj Shukla

Research Scholar, Education
Department of Education (Faculty of Arts)

Sub: Notification of RDC
Dear Sir/ Madam,

As per the provisions of Crdinance 47 of Shri Rawatpura Sarkar Uhivé,rsity, Raipur and with
reference to the meeting dated 03.09.2021, Research Degree Cofnmittee (RDC) of Education has
finalized the topic “dL.ys. URERT & Wamew g€ @ mﬂq\éﬁ ST FT oS QD
m'fﬂ TS a1l ‘;I‘i’l'_l"c{"’ to conduét research under the supervision of Dr. Rekha Narendra
Jibhkate in the Debart;nent of Education, Shri Rawatpura Sarkar University, Raipur.

Your enrolment (SRU19R9092) as Research Scholar will be counted_frprh 14.08.2019. You are
advised to contact your Supervisor and the Head of thc_Dcpartmérit concerned for necessary
- facilities and advice in connection with your research work and ensure. submission of six

monthly progress report duly forwarded by Chairman DRC.

Copy to:
1. Respective supervisor/ co-supervisor
2. Dean, Faculty of Arts.
3. Head, Department of Education
4. Examination Cell/ Ph.D. Cell
5
6

. University Library
Accounts section

(l".?‘.\,_‘.w' “‘,-"";\)
",'! n e & . :
NH-30, Post Officey aqs&na‘_‘New Dhamtari Rgad, Raipur, 492015 Chhattisgarh, India

ACHINOL, icie w0 ot
E-mail : in o.sfu“@gn1a11?coxg) | Web WWW.sruraipur.ac.in
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