1. Subject Allocation Process

START

|

Subjects of every
class

4
Teacher Eligibility &
specialization

!

Teacher’s Experience

:

Work Load

Teacher’s

— Readiness &

Acceptance

Reject
A 4 l
Alternative
Arrangement l
Allotment
e e

l

END




3. Subject Choice by Students Process
'

SUBJECT ORIENTATION MEETING

WITH STUDENTS

i

AVAILABLE SUBJECT CHOICES

l

SELECT AND CONFIRM SUBIJECTS




Late fee
Reminder to No
student, parent

& HOD

6. Examination Conduction Process

)

|

Exam Form Schedule Display

Yes

Has the student submitted
exam form and paid the fees

Yes
Has the Student submitted
form with late fees

Reminder of super late fee to
Student, Parent, HOD

No

Has the Student submitted Yes

form with super late fees
(Check before two days)

Follow up & counseling
intimation to HOD &
Director before last date
of super late fees

\ 4

Display of Exam timetable

I

v

Issue of Hall Ticket

.

Conducting Exam as per University Guidelines

!

e )




Verification of following
aspects

1. Library Dues 1

2. Office Dues
3. Any Other

7. Examination Result Distribution

"
!

Issue of Marks Statement by the university

l

Batch wise Check box of Result Receipt

!

Whether the students is
in final year

Scanning of Mark sheet

Distribution of Mark sheet

End

S
-/




8. Examination Grievance Process for first year

Result declaration by the University

No

Distribution of
Final Mark sheet

Is the student satisfied
with the result

\ 4

Application for photocopy and payments of fees

.

Issue of soft copy of answer sheet

Yes

Is the student satisfied No

with the Marks given

\4

Apply for Reassessment along with fees

y

Formation of subject expert committee

|

Yes

Whether the paper should be
forwarded for reassessment

, ]

Intimation to student about no Reassessment by expert from other institute

change in result

Intimation to university about changes in previous result

'

Issue of Revised Result by University

|

Process forwarded to result distribution cell

.

v

After receiving revised result distribute to student

e

K End /‘




11. Purchase of Library Resources (Journals/Magazines)

START

Receiving recommendations from faculty

Checking UGC/AICTE Approved List

Prepare List

: Requests send for proforma
Approved Publisher :
Invoice

No Budget Verify and sign by Library
> Advisory Committee

Stop the Order |=

Payment send through

RTGS I

First issue and Receipt
Received

Availability

Proforma Invoice

Sign by Director
submitted to Accounts

Added issue in Serial
Stamping

Control module

Journal Content page displayed

Issue displayed in journal rack

in CAS/SDI File




13. Internal Audit Process

=
-y

Identification of Document to be audit




14. Daily cash book verification process

No
Yes




15. Dead Stock Register Maintenance Process

No
Yes
No
Yes

b |




16 A. University Affiliation Process

Start

i

Annual Affiliation fees circular in
June by SUK along with last date

l

Payment of annual affiliation

l

End



16 B. Continuation of Affiliation

")
j

Circular from SUK in July

Check all courses affiliation up to which year

If affiliation of any
course is up to next
year

J
Apply for Continuation of annual

affiliation along with payment of
fees

LIC Visit

|

Compliance of

Conditions

!

End




17. NAAC AQAR/ Accreditation Process

AQAR SUBMISSION DATE

L LATEST GUIDELINES J

'

DATA FEEDING IN AQAR FORMAT

CDC MEETING FOR REVIEW OF AQAR DRAFT

l

F

UPLOAD AQAR

=

y




18. CDC functioning and Record Keeping Process

C o )

Requisition of CDC item from members to head of the unit

Yes

Communication

Whether the item to be
included in CDC agenda

to concern
member

\ 4

Instructions to the members to submit
relevant documents regarding item

|

o

Finalization of meeting date in consultation with The Chairman

’

Meeting Notice and Agenda to all members

v

Confirmation of minutes & action taken report of previous meeting

v

Discussion and presentation of all items on Agenda

.

Noting of each item discussed during the meeting

v

Preparation minutes and CDCR within a week of the meeting

v

Signatures of Unit Head and CDC Chairman

'

Forwarding CDCR to respective committees / Boards

:

Follow up after 15 days to concern authorities for GBR

v

GBR Received

-

Implementation of GBR

End



20. Internal Complaint Committee

Formation of Committee as per AICTE Norms

v

Approval of committee through CDC

'

Notification of committee to members and on website

v

Meeting: Regular / based on requisition

v

If written complaint of Harassment received

'

Inquiry process by Internal Complaint Committee

v

Report of Inquiry

Allegation
proved

Action for
misconduct

authority

Allegation
not proved

Punishment
for false or
malicious
complaint /
false evidence

Appeal to appropriate

TIME LINES

A written complaint has to
be filled by the female

employee within 3 months
of the date of the incident.

The Inquiry has to be
completed withing 90 days.

The inquiry report has to
be issued within 10 days
from the date of
completion of inquiry .

Act on recommendations of
the committee within 60
days of receipt of inquiry
report.

Appeal against the decision
of the committee is

allowed within 90 days of
the date of
recommendations.

Annual Report to be submitted to AICTE before 30" June every year.



21. Anti-Ragging Committee Functioning and Record Keeping Process

Admissions

i

Online Affidavit from Student and Parents at the time of admission

!

Formation of Committee and squad as per AICTE Norms

!

Approval of committee through CDC

Notification of committee to members and on website

i

Meeting : Regular / based on requisition / spot visits by anti-ragging squad

i

Incident/ online complaint received if any — register FIR

i

Inquiry process by Anti-Ragging Committee

)

Report of Inquiry

Anti-Ragging Anti Ragging
case proved not proved
R Punishment
misconduct for false or
malicious
complaint /

false evidence

Appeal to appropriate
—> authority —




22. SC-ST Committee Functioning and Record Keeping
Process

Formation of Committee as per AICTE Norms

v

Approval of committee through CDC

v

Notification of committee to members and on website

v

Meeting: Regular / based on requisition

v

If Written complaint received

'

Inquiry process by SC/ST Committee

v

Report of Inquiry

Allegation Allegation
proved not proved
v
Action for ) )
. d No Action by Punishment
misconduct
employer for false or
malicious
complaint /

false evidence

Appeal to appropriate
—> authority —




23. Employees leave application and sanctioning process

Request for leave with leave type and adjustment of workload

L If LWP / LWI
Approval of Admin office l

v

Director Approval

| !

Item to CDC-HR-GB

Diduction in Salary

Update service book / leave record

!

End

{k



24. Teaching Staff Performance Appraisal Process

e

I

IDENTIFYING NORMS FOR
PERFORMANCE APPRAISAL

l

CONVEYING THE NORMS
TO CONCERNED TEACHERS

i

COLLECTING PA FILLED
FORMS ON DUE DATE

I

ANALYZING THE FORMS

I

REMARKS FROM DIRECTOR
& HOD

i

CONVEY REMARKS
THROUGH INDIVIDUAL
MEETING

l
O




27. College Journal/ Magazine Publication Process

E Start }
I

Journal Publication Decision

|

Collect 3 quotations from different printers

I

v

Analyze the quotations

v

Prepare Comparative Statement

1

Choose the lowest quotations

-

Meeting with selected vendor

’

Convey requirements & due date

|

Submit printing material

.

Follow up

|

Copy for proof reading

!

Submit corrected Copy

I

Final Proof

:

Final Copies delivery

:

‘ END




28. Issue of TC

Request of TC/MC by student

Payment of fees

Verification intimation to

1. Library 2. Office 3.HOD

Other than home

. . Whether student
university

admitted to Home
University or other

Home University

than home University

TC (Original & Duplicate) sent Issue of TC

SUK for Migration

End

M
\/




29. Convocation Process

()
L

University Circular for Students to

submit online Convocation forms

!

University circular to collect student’s

certificates

Convocation Ceremony of all DES
units at Sangli Campus

Distribution of certificates

Pending certificates to be sent to
students by post within 15 Days

Return Certificates Submit to university
Convocation Department

Submission of convocation ceremony report to University
along with bills to claim an amount of Rs 10, 000/- along
with amount spent for postage

|

Yes No

Reminder to SUK

¥

Amount Receives

< End )4 |




