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DEPLOYMENT OF STRATEGIC PLANNING

Bharat Institute of Technology (BIT), has emerged to create a common platform for
teachers, students, research scholars, academic experts, drug regulators and industry to

interact and share their knowledge, regulatory guidelines with participants and delegates

fostering an environment where participants and delegates can enrich their knowledge,

be inspired to think in terms of research and be encouraged to innovate. Yearly, the

institution hosts awareness programmes, faculty development programmes, advanced

scientific seminars, National Pharmacy week, and ideations by the institution’s

innovationcell and incubation center.

It was an honor for the Chinta Reddy Madhusudan Reddy Edu. Society, BIT-Pharmacyto

organize a national level virtual and offline seminar/Conferences consecutively from

2010 that provides an opportunity for various colleges students and faculty to project

their scientific work and skills on the national level platform through Google meet,

YouTube, Instagram and Facebook was found to be beneficial for the students and

faculty members to share their research and knowledge and interact with different

academicians,industry scientists and regulators across India and international.
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Perspective Plan: 2024-2029

NAAC)

Perspective Plan

I

Deployment

Curricular Aspects

Quality education and Lifelong learning *

Identify and develop a new teaching
methodology

Incorporate new cxperiments

Participate in  educational  and
mentoring  activities (i.e. providg
ongoing training. research)
To implement an  appropriate
curriculum delivery by recruiting
qualified and competent faculty in
support of the program.
Research collaborations,
Strengthen  library &  learning
resources

Incubation

Research & Development, Innovation, and .

Develop a plan to cultivate improved
and novel research methods for
existing ones.
To apply for Government funding
agencies.
To improve quality of publications of
research findings and to try for patents
filing.

To strengthen Institute Innovation cell
(1IC) and Institute and Industry cell.
To arrange MOUs, guest lectures,
industrial training, haman resource

exchange, scientific events,
|

To establish an incubation Centre |
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in a neighborhood community

Social Responsibility and Extension Activities

NAAC)

To promote the concept of rational

use of medicine in villages

e To conduct professional
development programs for health care
professionals

e To provide drug information to health
care professionals

e To assist health care professionals

in

the quality use of medicines

xplore options for Finance and Infrastructure e To

seek research funding
from government organizations.

e To improve student admissions

¢ To enhance the infrastructure.

Improve student Placements

e To interact with industrics and
improve the number of placements.

e To conduct career guidance programs
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Activity successfully conducted based on Perspective/Strategic plan and
Deployment Quality Education and lifelong learning

€ Recruiting qualified, experienced and competent faculty in support of the program.

ICT tools are identified, developed and employed to improve the teaching-learning

process.
€ Mentoring process is established.

& Institute Innovation cell is established and various innovation activities are

conducted.

& Lifelong learning is initiated through conducting seminars, guest lectures,
workshops, extracurricular activities

€ Research collaborations with reputed organizations.

@ Strengthened library, learning resources & E- digital library facility.

€ Incorporated new experiments.
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SERVICE RULES, CODE OF CONDUCT, AND DISCIPLINE FOR STAFF,

STUDENTS, AND ADMINISTRATION

These rules are called” BIT Employees Service and Conduct Rules”,

Cadres of Staff
The staff comprises the following categories.

A. Teaching Staff:

[ S. No Designation
1 Principal
2 HOD’s
3 Professors
4 Associate Professor
5 Assistant Professor
6 Librarian
7 Physical Director

B. Supporting Staff:

S. No Designation
1 System Administrators
el Lab Assistants
3 Lab Technicians
4 Drivers

C. Supporting staff (Non-technical)

S. No Designation

1 Administrative Officer

2 Senior Assistant

3 Record Assistant

4 PA Steno

5 Junior Assistant

6 Attenders

7 Aayahs

8 Gardeners J
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QUALIFICATION AND EXPERIENCE:

The qualifications and experience required for the candidates to fill various posts shall be as

per the norms prescribed by the PCI AICTE/ Affiliating University/State Government.

1.PAY, ALLOWANCES, INCREMENTS:

1.

il.

iii.

Scales of pay, allowances and other financial benefits for various categories of
staff shall be as decided by the Governing Body, keeping in view the scales
suggested by AICTE PCI/Affiliating University/Government.

Annual increments shall be sanctioned by the principal on satisfactory
performance of the employee based on the recommendations of Head of the
Department or In-charge of section In the case of Principal, Chairman/Secretary
is the sanctioning authority.

The management shall have the authority to withhold an increment for a certain
period but not exceeding one year as a disciplinary measure on sufficient and
valid reasons, and after the employee has been given a fair opportunity to defend

himself/herself.

2. RECRUITMENT AND SELECTION:

il.

iii.

iv.

vi.

The recruitment and selection of faculty members is need-based. HOD
projects the requirement based on workload.

The rules prescribed for selection of employees from time
AICTE/PCl/University/Government of TS shall be followed.

Staff selection committee shall be constituted to time by

A post shall be filled up by direct recruitment through open advertisement or
by promotion from among qualified and eligible internal ca=adidates, as
directed by Governing body.

The Management/Governing body may in special circumstances appoint
persons by invitation/deputation/contract basis.

The candidates for Assistant professor and Associate professor are selection
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committee followed by one-on-one interview by the Principal/ Secretary.

vii.  Candidates for non-teaching posts are sclected based on practical test
conducted by departmental selection committee and if need be & final round
of one-on-one interview by the Principal.

viii. Vacancies for various positions may be filled through internal promotions of
eligible candidates based on length of service and good performance in the
college.

3. APPOINTING AUTHORITY:

All the appointments are made by the Principal with the approval of the Secretary based on

the recommendations of various committees appointed from time to time for such purposes.

4. REPORTING:

On receiving the offer letter from the institution, the staff member has to give in principle
his/her consent to join the institution on or before the last date notified for reporting. At the
time of reporting for duty, the staff member has to submit an undertaking, stating that he/she
would serve the institute for a minimum period of two years and abide by its conduct rules.
He/she should also submit copies of original certificates along with two photographs 1n

proof of age, qualification, experience and last pay drawn.

5. PROBATION:
1, All appointees in the institution will initially be on probation for the first one

year of their service and on completion of the probation period will be
deemed to be regular unless expressly notified otherwise.

il No application of the employee seeking employment elsewhere shall be
forwarded during the probation period. .

iii. The rules governing probation shall not apply to appointments made

temporary/contract/contingent basis.

iv. The services of candidate appointed on temporary/contract basis, can be
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terminated at any time without any notice and without assigning any reason

thereof.

RESIGNATION, RELIEVE, TERMINATION:

6. !

Resignation and Relieve:

All the employees of the institution who are desirous of resigning voluntarily should give
proper notice as mentioned below:

S. No Category Notice Period

1 HODs and Professors One month notice or salary in lieu of notice at

the discretion of Principal

—

2 Teaching Staff One month notice or salary in lieu of notice at

the discretion of Principal

3 Technical Staff One month notice or salary in lieu of notice at

the discretion of Principal

4 Administrative Staff One month notice or salary in lieu of notice at

the discretion of Principal

In case applications are submitted through the institution seeking outside employment /
pursuing higher studies, the management may prescribe suitable conditions for relieving the

employee as and when the employee is selected so that there shall not be any disruption to

the academic programme in the college.

7. TERMINATION:

The institution reserves the right to terminate the services of an employee, without any
notice or assigning any reason in such cases as under-performance, misconduct etc.

8. MOTIVATIONAL INCENTIVES:

Employee Provident Fund (EPF):
The eligible members of the staff are enrolled under EPF scheme and the contribution as

fixed by the GOI is deducted from their salary. This amount together with the management
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ﬁ
contribution will be deposited in the bank account of the Government department concerned
within the stipulated time.

Incentives and Rewards:

Awards are instituted for the faculty as well as supporting staff members. In case of faculty
members, variables considered are academic performance measured by student feedback,
student pass percentage, student grades/marks obtained by the student, no. of top ranks at
university level secured by students in their respective subjects. These awards are in the
form of cash, appreciation letter, commending letters, promotions, increments, interest free
loans for computers etc. There is an institutional incentive for bright and meritorious
students by way of fee waivers, merit scholarships, attendance awards, year and programme

wise institution rankers and university rankers in any subject and/or year.

9. LEAVE RULES AND POLICIES:

General:

1. Leave of absence from duty cannot be claimed as a matter of right. The
sanctioning authority has full powers to refuse or revoke leave of any kind
when the exigencies of work so demand.

il An employee shall not take up any service or accept any employment, while
on leave. by the competent.

1il. Leaves, of any kind, can be taken only after they are sanctioned authority.

Even for CLs, intimation by telephone, SMS or E-Mail is to be given to the
Head of the department / Institution, if prior sanction cannot be obtained for
justifying reasons.

iv. Leave accounts of all staff members are maintained in the Office of the
Principal. v. Sanctioning Authority: Principal of the college is the competent
authority to grant all kinds of leaves to all the employees. Principal may
delegate this power to heads / in charges for administrative convenience.
Secretary (Chairman) of the college competent authority to sanction leave of
the Principal.

V. All staff members, particularly those in responsible positions, are expected to
use leaves based on needs and not with intent to use up all the leaves
provided for in the rules. The total number of leaves taken in an Academic

year will be considered in the performance appraisal at the end of the year.
CASUAL LEAVE:

i All the regular employees of the college are entitled to fifteen in a calendar
year days of casual leave
ii. The total number of CL's used in one spell shall not exceed 06 days and the
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total period including prefixed, suffixed and intervening holidays shall not

exceed 10 days.

il The total number of CLs used shall not exceed 4 at the end of 1 Quarter, 8 at
the end of 11 quarter, and 12 at the end of 11l quarter.
iv. Unused CLs at the end of a calendar year are NOT carried forward to the next

year.
Casual leave cannot be combined with any other type of leave.

\Z
be granted for fore- noon or after-noon.

Vi. Casual leave for half a day may also

HALF-PAY LEAVE (HPSL)

All employees are entitled to 10 days of half pay leave on medical grounds.

HPL may be commuted on medical grounds subject to the following conditions:
HPL to a maximum extent of half

1. Employees are eligible to commute
of the HPL accrued.
il. When commuted leave is granted / used twice the amount of such

leave shall be debited against the HPL accrued (due).
iii. HPL for more than 2 days will be granted against production of
medical certificate from a registered medical practitioner.

PECIAL LEAVES:

S
SPECIAL LEA YD
All regular faculty members are eligible for leave up to 8 days in a calendar

i
year for performing university examination duties as observer / evaluator/

examiner.
il. All regular faculty members are eligible for leave up to 06 days in a calendar

year for in National / International seminars/ participation and /or
presentation of paper Conferences / Symposium / Workshops.

iii. All the regular staff members of the college, who have put in not less than
one year of service in the college and who marry while service in the college
is eligible for 05 days' leave, including the day of marriage. This leave can be
used with public holidays prefixed and / or suffixed.

iil.

SABBATICAL LEAVES:
Maximum 10 days of sabbatical Leaves may be availed by the teaching staff in one

academic year.
Eligibility for Sabbatical Leaves is as follows:

Professor

Associate Professor

Assistant Professor
with PhD

Assistant Professor‘

From day 1 of
Joining

After 1 year from the
date of joining

After 2 years from
the date of joining

After 2 years from
the date of joining
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It may be availed for attending seminars/Workshops/Conferences/Symposiums organized by
university campus colleges, IITs or equivalent or Govt./Private sector undertakings only.

If the sabbatical Leave is availed for pursuing PhD, such faculty should serve the
organization for at least two years after the award of PhD.

COMPENSATORY CASUAL LEAVE (CCL):

All the regular staff members who work on public holidays are eligible for one day's

compensatory leave for each day of work. This leave must be used within 3 months of the

date of work/eligibility.

i. Fractional CCL will not be granted. Remunerative work is excluded from the provision.

STUDY LEAVE | .
Study leaves with/without pay may be granted to deserving employees for pursuing higher

studies at the discretion of the management. The terms of the leave will be worked out on

case-to-case basis.

MATERNITY LEAVE
A regular eligible female employee is entitled to maternity leave up to six weeks with pay

and an additional 6 weeks on half-pay. This leave is granted only once during the service at
the college. The employee taking this leave has to give an undertaking (on Rs. 100/- stamp
paper) at the time of applying for the leave that she would work for a minimum period of 02
years after return from leave. Maternity leave not exceeding two weeks may be granted in
case of miscarriage or confinement including induced abortion.

Maternity leave applications must be accompanied by medical certificates.

VACATION LEAVE
All the regular faculty members (vacation staff) who have put in not less than one year of

service in the college and who undertake to continue in service for the next academic year
are eligible for up to six weeks’ vacation leave. This six-week period split up as follows:

04 weeks during summer

01 week each during Dussehra and Sankranthi festivals.

Where the period of service in the college is less than one year but 06 months or more,
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va;:lat:on' leave may be granted on pro-rata basis. The faculty members whose service in the
college is less than 06 months are not eligible for vacation leave.

For tl.le purpfose of. computing the service period the cutoff date would be the first day of
vacation period notified by the Principal at the end of the academic year.

Un used vacation leaves are not carried forward to the next academic year. However, where
a vacation staff member is required to attend to official duty during vacation as per the
directions of the Head of the Institution, the unused vacation leave is con verted as EL in the
ratio of 07 (VL): 05 (EL).

EARNED LEAVE (EL):

& All the non-teaching staff members (non vacation staff) are eligible for
accrued Earned leaves of 15 days in a calendar year @ 1.25 leaves per each
completed month of service. Gardeners ar¢ eligible for 5 days' Earned leave
in a calendar year. The leaves will not be credited at the beginning of the

year.
il Un used EL's would be carried forward to the next calendar year.
iil. EL's will not be granted on more than three occasions in a calendar year.
iv. EL's will not be granted for less than 05 days.
v. In certain cases, unused vacation leaves of vacation staff may be converted to

EL's as provided for in, clause VIII above.

All human situations have their inconveniences. We feel those of the present
but neither see nor feel those of the future; and hence we often make
troublesome changes without amendment, and frequently for the worse”. -
Benjamin Franklin
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10. CODES OF CONDUCT AND DISCIPLINE:

All emPloyees of the institution in general shall abide by the following rules, unless and
otherwise expressly circulated to this effect:

DO’s:

ii.
iii.
iv.

V1.
Vii.
viii.
1X.

Xi.
Xii.
Xiil.
X1v.
XV.
XVi.
XVil.

XViil.

XIX.

XX.
XXI.
XXil.

XXiii.

XX1V.

XXV.

Maintain absolute integrity and devotion to duty

Attend the college regularly and punctually

Engage classes, both theory and lab records systemically

Correct the assignments and lab records systemically

Be meticulous in submitting the question papers and marks of the internal
tests

Conduct guest/expert lectures with academic/industry professionals
Valuation of internal and external examinations

Attend internal and external invigilation and observer duties

Attend guest lectures, FDPs, Workshops, Seminars, Industrial Visits and
Tours.

Downloading c-material from digital library, authorized online journals and
legitimate sites

Preparing soft/hard copy of course files, delivery sheets and web materials
Monitoring and Counseling of student academic performance and mentoring
Be honest, impartial in dealings and courteous with others

Abide by the rules and regulations of the institution

Promote decency, decorum, dignity and discipline among staff and students.
Institute devices and mechanisms to improve academic standards.

Acquire and develop professional/interpersonal competence to enhance skills
of

students

Building team work, team efficiency and reinforcement of skills/knowledge
in

students
Administrative compliance
Authoring/Coauthoring of text books with other college professionals

Publication of papers in Seminars/Conferences/Conventions/
Journals/Magazines.

Publication and attending FDPs/Workshops/Conferences/Symposiums/
Conventions

Chairing Sessions and Delivering Keynote Address in any FDP/WS/
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XXVI.

DON'T’s:
i,
ii.

1ii.
1v.
Vi.
Vii.
Viii.

ix.

x1.

Professional, rational and intellectual behavior like an academician

Gross negligence of duties and responsibilities

Propagation of religious, communal, anti-social, terrorist activities in the
campus.

Discriminate by caste, creed, religion, language, domicile, social and cultural
background.

Encouraging any form of 'malpractice/unfair practices' in connection with
exams

Leaving the campus without proper prior permission of the Head of the
Institution.

Absconding from the institution

Undertake private assignments whether remunerative or not

Enter into any monetary transactions with any stakeholder of the institution
ix. Cause damage to institution or stakeholders’ property in any form.
Encourage or involve in immoral practices with stakeholders

Organize, attend, involve in any duty outside the college without proper
approval

Passing comments on religious, regional, personal, racial and cultural
sentiments

11. DISCIPLINARY ACTION:

All employees are liable for disciplinary action for disobedience, misconduct and

dereliction/negligence of duty. H

owever, such disciplinary action shall be taken after

establishing the grounds on which the disciplinary action is initiated and after a reasonable
opportunity has been provided to the employee to defend himself/herself.

Complaints of misconduct by a staff member are investigated by a disciplinary committee or
adhoc committee constituted for the purpose by the Principal.

An employec may be placed under suspension by the appointing authority pending enquiry

into framed charges by giving the employce a fair chance to rcpres
Principal is empowered to suspend any employee if it is in the intere

ent his/her case. The
st of the college and

report his action to the management, and the University as the case may be.
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As part of the disciplinary action, the following punishment for good and sufficient reasons

may be imposed upon the employees of the Institution, after establishing the facts about
committing an offence and dereliction/negligence of duties.

1. Censure
il. Withholding increments/promotion
1l Recovery from his salary whole or part of any pecuniary loss caused to the

college due to negligence of duty or breach of orders/rulcs.

v. Suspension

V. Removal from service
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CIRCULAR AS PER THE COLLEGE DISCIPLINE COMMITTEE

» All the students of B.Pharmacy, Pharm D and M. Pharmacy should strictly

adhere to dress code policy as per the college norms.

The violation of policy will be punishable offence; with a fine amount

enclosed in Annexure-1.

Discipline committee is common for entire college and Pharmacy students

also follow their rules and instructions.

College gate will also be closed at 9.20 AM and no student wi
m teacher in

11 be allowed

to enter the campus if they come late. (No permissions fro

charges will be entertained).

Teacher in charges inform their respective class students and instruct them

very seriously.

: ; :
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Date: 03/01/2023
i CIRCULAR . . - g, Y
TeRITERN =i ) . R STy -
o RN gl .
T DRESS COBE POLICY |

All the stude

' nts are hereby instructed 10 adhere to the below o
of the Institution

suidelines icgarding Dress Code Puliey
during the college hours and whenever they are representing the institution.

Dress code for Male students:

Students are expected to wear formal trousers,

shirt & formal socks & shoes. All clothing should be clean.
ironed and in good shiipe. Hair must alw

ays be in good condition and well styled. Hair fength must be %
above the shirt collar.
Avoid wearing jeans and tight fit/ short length shists, shirts with any written mater, terms, logos. oral.
atterus pictures and cartoons. Footwear lik

¢ Sandals. chappls, slippers, flashy shoes. flip-flops. are nol »

allowed, unless there is a valid medical reason supported by Doctor’s written certiticate with prior

permission.
“Wearing ID Card is Mandatory
Dress code for Femolestudents: . =~

e -_— — T —— ‘-.'

Students are expected to wear salwar below ankle length & khamees below knee length with dupatta {nwo
sides). Hair should be braided tied, neat and maintained. Loose hair with clutch ¢lip is allowed.

Avoid wearing transparent, tight and reveal‘ing oths. Deep'neck{ pot neck/ dori, thrg‘afif’ back
less/openbad clothing are not allowed. No jegging / 3/4™ength legging tightsare not allowed. I'lip-flops.

b Y
flashy shoes, loose footwear. pointed heels. sound making footwear is not allowed. Loose hair without
» % .
band/ Clutch is not allowed.
Wearing ID Card is Mandatory
Note: The above instructions are to be followed strictly by all the students. If any student is found X
violating the above dress code, fine will be applicable as per Annexure -L "\_.
\ .
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Annexure-1

LY

Fine Amount
Jeans - Rs]00)/- ¢
Fl 2

oral/ Funky Shirts/ Any Matter written on Shirts- Rs100/-

Jean Shirt-and Jean pant- Rs 200/- ‘

% length Leggings/ % length Jegging for girls — Rs 100/-
Without Dupatta- Rs100/-
Short length Kurti- Rs 100/-
Informal Shoes- Rst00/-
Flipflop/flashy shoes/Slippers/Pointed heels for both boys and girls- Rs 100/-
Jumping wall and escaping from afternoon class Session if caught- Rs 1,000/- and above
Damaging College Property- Based on the decision by Discipline Committee and Management - heavy
fine will be imposed from Rs 2,000/- and above
—Pronk alcohivl catght Tn Campus= Rs5;000/-and abovewith-Suspemsion-Rustication based-orn-decision

by Managemeht

Abusive language- Rs 1,000/~ and above based on Discipline committee decision.

-

Anti Ragging - Rs 5,000/- and above based on Discipline committee decision.

Rs 100/~ (like empty chips pockets, Plastic bottle, Chocolate wafers, Straws, Plastic

Littering Garbage —
.2 covers. etc.)
L i
i
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BHARAT INSTITUTIONS

COVID- 19 LEAVE POLICY

s

PURPOSE

Bharat Institutions is committed t

0 support its employees in all situations , Covid 19
leave policy is designed to ensure the safety of all employees during COVID-19
Pandemic.

SCOPE

\J
0’0

This is applicable to all the teaching staff of the organization who intend to take online
classes but only with proper authentic reason and authorized permission.

This policy is applicable only during online classes period , this will not be applicable
during Face- Face class period

0/
L)d

This policy is applied to those employees who fall under following categories

7
‘0

*,

Category A:

Employee with COVID-19 Positive report (Rapid Covid Test)

1) An employee with COVID-19 Positive report (Rapid Covid Test) may be sanctioned

leave up to a limit of 15 days Loss of Pay. This includes CLs of that month, Employee is

informed to produce the relevant proofs to leave sanctioning authorities within 3 days of
availing leave (RT PCR report)

i1) Can avail online class facility up to 3 weeks from the date he/she is tested Covid
Negative, will be paid 50% of their salary.

i) Employee who tested positive should resume to college only after 21 days from the
date tested Negative. Employee is informed to produce the relevant proofs of Covid

Negative report through official mail (RT PCR report) 3 days before his/her resuming to
college.

//

RV e
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< Category B:

i) Empl is 1 i
) : ployee who is intended to take 3 days online classes will be paid one day salary(or)
e /she can forego 2 Casual leaves

‘f) Employee who is intended to take online classes for 4-5 days will be paid 35% of
their salary.

iii) Employee availing 6 days online classes will be paid 2days salary or can forego 4 CLs

Category —C:-

Employees availing online class more than a week up to one month

> Employees under this category will be paid 5

0% of their salary and should forego CL
of that month.

& There is no online class facility for 2days or alternate days .

Any employee willing to extend their leave(both category A, B & C) is instructed to
provide the application for the extension, with proper proofs of the medical records for

not more than 3 working days. Such kind of extension can be sanctioned only after proper
approval of the management.

After an expiry of the sanctioned leave (both category A, B & C), an employee should

report back immediately on the next working day to the respective authorities of the institution.

If any employee fails to do so then each day of the extra availed leave will be treated as
Unauthorized leave.

Work Expectations

» Employees availing online classes should mandatorily adhere to their schedule
update their attendance registers ,teaching dairies , mentor books etc

» Employees should continue with their mentoring sessions on any online platform with
their respective students

» Employees should be easily approachable to communicate any important information .

» Employees should work fora period of minimum 3.5 hr a day including their classes and

any assigned responsibilities ,should update to the Academic in charge or whom so ever
is concerned.

» Those who fail to fulfill their responsibility or fail to take classes without prior intimation
will be considered as Unauthorized absent.

d classes,




Leave Policy F
or Teachi .
and Non Teaching Staffng Staff (during face -face class period)

» Empl
incli SYEE}Sl v.vho are tested positive will be sanctioned leave up to 36 days LOP,
e es‘t eir CL. jﬁ.mployee is informed to produce the relevant proofs to leave
nctioning authorities within 3 days of availing leave (RT PCR report)

Employee who tested positive should resume to college only after 21 days from
the date they tested Positive. Employee is informed to produce the relevant proofs

of Covid Negative report through official mail (RT PCR report) 3 days before
his/her rejoining.

» Employees availing leave should make necessary alternative adjustments to the
academic work/respective work during their absence due to leave, and ensure o
compensate for the same once they rejoin. This communication should be done
through email as well as telephonic conversation with the corresponding leave
sanctioning authority.

» After an expiry of the sanctioned leave, an employee should report back
immediately on the next working day to the respective authorities of the

institution. If any employee fails to do so then each day of the extra availed leave
will be treated as Unauthorized leave.

Note:

Employees who are willing to opt for work from home (category A, B & C), should
take permission from their respective admin and Academic in charges, head of the
department and college admin in charge.
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BHARAT INSTITUTIONS

V LEAVE PETITION F
vail th

e leaves with prior approval only, availing leaves without prior approval

ADMIN HR COPY
COLLEGE COPY

To bsence. Unauthorised absence should be regularise by using separate form.)
The Principal / Dean Admin. / I/e. Admin. Na. i
College
Sir / Madam, Date: | 2 { 1Q)13-
] .

L 5 Nowrnv-ating Empl. No|TD €CI1S FISASClugPert | Ap ol sis

45
Designation . request you to kindly : T
Gt ng}i 1 N sanction leave on / from 8’ a3 ‘ i l 3 ‘ 'Ql B o 5—

days (no. of days) as | am unable
to attend my duties due to

b

PL-D M%O&Glajxj Exam [ So

bhba ]

N&|

Thanking You,

Yours faithfully : Sign. :
TO BE FILLED BY COLLEGE/UNIT HR DEPARTMENT

ltav

No. of times Leave availed | In this Month | In this Academic Yr. Previous Regularisation of Form No. Dated
without Prior Approval Unauthorised absence
i C.L.
Last leave No. of leaves » Leave Total Leaves applied Balance A
s Svailed i date g,Led%‘“ dﬁ:;‘:ﬁe leaves | No.of | Type of leave eligible af;”ra‘;:s'zm S
Petition No. | Dated CL LOP month available days CL LOP applied leaves
CLASS ADJUSTMENT DETAILS OF CLASS Sc:{eeify (Reiectde:d
i COMPENSATION |or f recommen
Subject Faculty Accepting Class Work oy
i oy Name Dept. Sign. Date Time Sign. with date
I
WD PA’ ' ' [=] [a]
A
Al Pzl o ki it o =
\nrt
4 e piv . J U
2 phaon P[ @ 0 4 0 Bﬁ‘ Dept. Academic
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Dept. Admin
NB Incharge
College Academic |/c. Dean Admin / College Admin |/c.
{ ity : Rej Applicable .
ify - Rejected Is the loyea regular to duties and | Specify : Rejected Sign.
Specify : Rej dadm §Ign. shas gpﬁlad the work entrusted | or If recommended Reason clause ?1 with date
If recomm D'"‘;:l;s with date ill the date of leave-application no. of days Leave Policy V;f
Que- L H s ,

/

NOTE : The College HR s

in the concerned Employee Personal File.

e / 7 Lo i llege
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BHARAT INSTITUTE OF TECHNOLOGY

Mangalpally, Ibrahimpatnam, R
. ’ » R.R. District, PIN-501510
(Affiliated to JNTUH, Approved by AICTE and PCI, New Delhi. Accreditated hy NAAC)

—— e
DEPLOYMENT OF STRATEGIC PLANNING

Bharat Institute of Technology (BIT), has emerged to create a common rlatform for
teachers, students, research scholars, academic experts, drug regulators and industry to
interact ans share their knowledge, regulatory guidelines with participants and delegates
fostering an environment where participants and delegates can enrich their knowledge, be
inspired to think interms of research and be encouraged to innovate. Yearly, the institution
hosts awareness programmes, faculty development programmes, Advanced scientific

seminars, National Pharmacy week, and ideations by the institutions innovation cell and

incubation centre.

It was an honour for the Chinta Reddy Madhusudan Reddy Edu. Society, BIT-Pharmacy

to organize a national level virtual and offline seminar/Conferences consecutively from

2010 that provides an oppurtunity for various colleges students and faculty to project their

scientific work and skills on the national level platform through Google meet, Youtube,

Instagram and Facebook was found to be beneficial for the students and faculty members

to share their research and knowledge and interact with different academicians, industry

scientists and regulators across india and international.

= ﬂﬁl L
Bhara@ﬂi&tem:wm

Mangatpalyt¥. lbrahimpatnam (M),
nnaldk Rs bliabofdtdt@elelangana.
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BHARAT INSTITUTE OF TECHNOLOGY
. Mangalpally, Ibrahimpatnam, R.R. District, PIN-501510
(Affiliated to JNTUH, Approved by AICTE and PCI, New Delhi. Accreditated by NAAC)

ﬂ

~TYerspective Plan 2019-2024
OBJECTIVE ACTION PLAN '[
Quality Education and lifelong leaming I. Identify and develop a new teaching ’\
methodology
2. Incorporate new experiments l
3. Participate in educational and mentoring i
activities (i.c. provide ongoing training,
research) ’
4. Toimplement an appropriaie curriculum |
delivery by recruiting qualified and }
competent faculty in support of the program. |
5. Research collaborations, l
6. Strengthen library & learning resources .
___|
Rescarch & Development, Innovation, and 1. Develop a plan to cultivate improved amﬂ
Incubation novel research methods for existing ones.

3. To improve quality of publications ol{
rescarch findings and to try for patents filing. l

2. To apply for Government funding agencies.

4. To strengthen Institute Innovation cell (IIC
and Institute and Industry cell.

5. To arrange MOUSs, guest lectures, industria
training, human resource exchange, scientifi
events,

6. To establish an incubation Centre f.

[ phf _
Bharat Institute of Technology (Pharmacy!

Mangalpally (V), Ibrahim
¢ ) . patnam (M),
R.R Dist - 501 510, Te)anganaf




BHARAT INSTITUTE OF TECHNOLOGY
Mangalpally, Ibrahimpatnam, R.R. District, PIN-501510
(Affiliated to JNTUH, Approved by AICTE and PCI, New Delhi. Accreditated by NAAC)

m

Social Responsibility and Extension Activiticsina | 1. _To promote the concent of rational nse nf
neighbourhood community and Cheeryal village medicine in - Mangalpally village

2. To conduct professional development
programs for health care professionals

3. To provide drug informalion to health carc

professionals ,
. ’ . ; [
4. To assist health care professionals in the l

quality use of medicines

To seck research funding from government |

Explore options for Finance and Infrastructure I
resources organizations.

2. To improve student admissions

3. To enhance the infrastructure.

1. To interact with industries and improve the '
number of placements.

| Improve students placements

[3%]

To conduct career guidance programs 10
make the students ready for facing the |
Inerviews.

Activity successfully conducted based on Pcrspccti\'c!Stratcgic plan and Deplovment
Quality Education and lifelong learning

Recruiting qualified, experienced and competent faculty in support of the program.
ICT tools are identified, developed and employed to improve the teaching-leaming
process.

o Mentoring process is established.
Institute Innovation cell is established and various innovation aclivitics are conducted.

e Lifelong learning is initiated through conducting seminars, guest lectures, workshops.
extracurricular activities

e Research collaborations with reputed organizations.
e Strengthened library, learing resources & E- digital library facility.

¢ Incorporated new experiments,

Bharatlns' e g armacy)

3]
MWIWmW (M),
BR80T bRangand

3 R piey Win- &N
pal.bite hictac.in. ¥




BHARAT INSTITUTE OF TECHNOLOGY
Mangalpally, Ibrahimpatnam, R.R. District, PIN-501510
(Affiliated to JNTUH, Approved by AICTE and PCI, New Delhi. Accreditated by NAAC)

f@————

SERVICE RULES, CODE OF CONDUCT, AND DISCIPLINE FOR STAFF,
STUDENTS, AND ADMINISTRATION

These rules are called * BIT  Employees Service and Conduct Kules, ™.

Cadres of Staff

The staff comprises the lollowing categories. 1

A. Teaching StafT:

S.No | Designation

1 Principal

HODs

Prolessors
Associate Professors
Assistant Professors
l.ibrarian

Physical Director

qcs‘mhum

B. Supporting Stall (Technical) :

] System Administralors
Lab Assistants

[ab Technicians
Drivers

Sl

i
|
|
|
|
i
|
|
!

_ t
S.No Designation \
!

|

[

i

‘.

|

AR
Bharat Istitute ot Techn arpacy)

Mangalpally (V), Ibrahimpatnam (M),
R.R. Dist - 501 510. Telangana.
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BHARAT INSTITUTE OF TECHNOLOGY

' Mangalpally, Ibrahimpatnam, R.R. District, PIN-501510
(Affiliated to JNTUH, Approved by AICTE and PCI, New Delhi. Accreditated by NAAC)

C. Supporting Stafl (Non-Technical) :

“S.Na | Designation |
i1 Administrative Officer '
E Semior Assistanl :
| 3 Recond Assistant B - !
3 PA Steno - |

‘L s Junior Assistant ] |
|6 Attenders ] ;
{7 Aavahs '
8 Gardeners - I,
|

|

QUALIFICATIONS AND EXPERIENCE:

The gualifications and experience requircd for the candidates to fill various posts shall be as

per the norms prescribed by the PCI AICTE/ Affiliating University/State Government.

1. Pay. Allowances. Increments:

i. Scales of pay, allowances and other financial benefits for various categories of staff shall |
be as decided by the Governing Body, keeping in view the scales suggested by
AICTE/PCUAffiliating University/Government.

ii. Annual increments shall be sanctioned by the Principal on satisfactory performance of the ,
employee based on the recommendations of Head of the Department or In-charge of
section In the case of Principal, Chairman/Secretary is the sanctioning authority.

iii. The management shall have the authority to withhold an  increment for a certain penod
but not excecding one year as a disciplinary measurc on sufficient and valid reasons, and
after the employee has been given a fair opportunity to defend himselt/herselt.

2. Recruitment and Selection
i. The recruitment and selection of faculty members is need-based. HOD projects the
requirement based on workload.
The rules prescribed for
AICTEIPCI/Univcrsily/Govcrnmcn

G1aff selection committee shall be constituted.
direct recruitment through open advertisement or by

fied and eligible inlernal  candidates, as divected by

i. gelection of employees from time to time by

Lof TS shall be lollowed.

ii.

ii. A post shall be filled up by
promotion from among quali
Governing body.

e
Bharakﬁﬁtu 0 Te%mz

Mangalpally (V), lbrahimpatnam (M)
R.R. Dist - 501 510. Telangana.




BHARAT INSTITUTE OF TECHNOLOGY \

Mangalpally, Ibrahimpatnam, R.R. District, PIN-501510 ;
(Affiliated to INTUH, Approved by AICTE and PCI, New Delhi. Accreditated by NAAC) ]

__—___—__=_==_—__———______—————————=_—

iv. The M:umgcmcnh(invurning body m

T ’ ay inospecial circumstances
mvitation/deputation/contract basis lances

APPOINt. persons by
v. The candidates for Assistant professor

followed by one-on-one interview
vi. Candidates for non-teaching pos

and Associate professor

: are selection comminge
by the Principal/ Secretary

Is are selected based on practical te
departmental seleeti . ‘ practical test conducted by
sclection committee and if
e é need be a final round of onc-on-one interview by
the Principal. c-on-one interview by

vii. Vacancies for vari o )
e d_‘:l”c” for various positions may be filled through internal promotions of eligible
ndidates based on length of service and good performance in the college.

3. Appointing Authority:

All the appointments are made by the Principal with the approval of the Secretary based '
on the recommendations of various committees appointed from time to time for such purposes. \

4. Reporting:

On receiving the offer letter from the institution, the staff member has to give in
principle his/her consent to join the institution on or before the last date notified for reporting.
At the time of reporting for duty, the staff member has to submit an undertaking, stating that
he/she would serve the institute for a minimum period of two years and abide by its conduct
rules. He/she should also submit copies of original cenificates along with two phoigaraphs in k
proof of age, qualification, experience and last pay drawn;

5. Probation:

i. All appointees in the institution will initially be on probation for the first one year of their
service and on completion of the probation period will be deemed to be regular unless
expressly notified otherwise. _

ii. No application of the employee secking employment clsewhere shall be forwarded during
the probation period. ‘

iii. The rules goveming probation shall not apply to appointments made on
temporary/contract/contingent basis. | .

iv. The services of candidate appointed on temporary/contract basis, can be terminated at

any time without any notice and without assigning any reason thereof.

i
Bharat Iaﬁul ; )

i m (M),
angalpally (V). lbrahimpatnam (
. R.gRa. %is¥- 501 510. Telangana.
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BHARAT INSTITUTE OF TECHNOLOGY

(Affiliated to JN'll\Ill?agﬂp""y’ Ibrahimpatnam, R.R. District, PIN-501510
» Approved by AICTE and PCI, New Delhi. Accreditated by NAAC)

e —————— ———————————— ———————— —————————

6. Resignation, Relieve, Termination:

Resipnation and Relieve: |
|
|

All the ¢ ses of the instituti '
oA . employees of the institution who nre desirons ol resipming voluntanly should
give proper notice as mentioned below: |
5 otlboh b Lk R
No Category Notice PPeriod
e _— & kil - s
| HODs and Professors One month notice or salary in licu of notice at the !

diseretion of Principal
i
|

§

One month notice or salary in licu of notice at the

2 Teaching Staft ——_— - !
diseretion of Principal |

1

\

3 Technical Staff O_nc n’zonth no.tncaf or salary in licu of notice at the |
discretion of Principal l

i , One month notice or salary in lieu of notice al l"!cl

4 Administrative Staff s BEEA & = ‘ o
discretion of Principal ;

-

¢ submitted through the institution seeking outside employment / pursuing
cribe suitable conditions for relieving the employee 25
here shall not be any disruption to the academic

In case applications ar
higher studies, the management may pres
and when the employee 15 selected so that t

programme in the college.

7. Termination:

ves the right to terminate the services of an employee, without any notice of

The institution reser
der-performance, misconduct ete.

assigning any reason in such cases as un

8. Motivational incentives ¢

ﬁ-’t‘- [EB‘I !
Bharat institute of Technole Pharrt
(M)

Mangalpall
Employees Provident fund (EPF) RR. Dis{-(\;()]' 1510 '?g::‘;amna

|
|
i
|
|




BHARAT INSTITUTE O
Mangalpally, Ibrahimpatnam,

The cligible members of the st
fixed by the GOl is deducted from  their sal
contribution will be deposited in the bank account of the

within the stipulated time.

Incentives and Awards

Awards arc instituted for the faculty as well as su
faculty members, variables considered are
feedback. student pass percentage. student

ranks at university level sceured by students in

form of cash, appreciation letter, commending
incentive

for computers e1c. There is an institutional
of fee waivers, merit scholarships, attendance awards,

rankers and university renkers in any subject and/or year.

gradcs/mark

9, Leave Rules and Policies:

GENERAL

i Leave of absence from duty cannot be claimed as

authority has full powcrs to refuse 0

work so demand.

_An employce shall not take up any serv

Leaves, of any kind, can be taken only after they @
telephone,

authority. Even for CLs, intimation by
Head of th department / Institution, if prior sanction

reasons.
. Leave accounts of al

Sanctioning Authority:
kinds of leaves 10 all
charges for administrat
competent authority to

il.
jii.

iv. | staff members arc maintaine
Principal of the college is
the employees. Principal 1
ive convenience. Secretary

sanction leave of the Principal.

—

' R.R. District,
(Affiliated to JNTUH, Approved by AICTE and PCI, ew|

aff are cnrolled under EPF
ary. This amount toge

academic performance
s obtained by the stud
(heir respective subj

letters, promotions, in

for bright and
year and progranune

r revoke leave of any kind whe

ice or accept any employment,
re sanctioned
SMS or E-Mail is to be given to the

F TECHNOLOGY
PIN-501510
New Delhi. Accreditated by NAAC)

scheme and the contribution as
ther with the management

Government department concerned

pporting staff members. In case of

measured by student
ent, no. of top
ards are in the

rest free loans
way

ects, These awi
crements, inte
meritorious students by
wise institution

a matter of right. The sanctioning

1 the exigencies of

while on leave.
by the competent

cannot be obtained for justifying

d in the Office of the Principal.
he competent authority to grant all
nay delegale his power to heads /in
(Chairman) of the college

is the

[/ PRING!
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BHARAT INST]TU;TE OF TECHNOL(F)—(—};Y% T W

Mangalpally, Ibrahimpatnam, R.R. District, PIN-501510 |
(Affiliated to INTUH, Approved by AICTE and PCI, New Delhi. Accreditated by NAAC)

__——_——==============

vio . AL staft members, particuls ; . ‘
: Il T members, particularly those in responsible positions, are cxpecied 1o use leaves
VASC iz 3 PP ¢
ised on needs and not with intent to use up all the leaves provided for in the rules. The

tota v of Tenves taken i |
otal |.mmhu of Tenves taken in an Academic year will be considered in the performance
appraisal at the end of the year,

10. CASUAL LEAVE (CL)

i .-\Il the regular caployees of the college are entitled to fiflcen days of casual leave g
in a calendar ycar, |
.. P X . |
i, Ti\c total number ot CL's used in one spell shall not exceed 06 days and the total period ‘
including prefixed, suffixed and  intervening holidays shall not exceed 10 days. l.
ifi. The total number of CLs used shall not exceed 4 at the end of | Quarter, ¥ at the end oi 1l L
quarter, and 12 at the end of I1I quarter. |

iv. Unused CLs at the end of a calendar year are NOT carried forward to the next year. h
v. Casual leave cannot be combined with any other type of leave. L
vi. Casual leave for half a day may also be granted for fore - noon or after - noon. i
!

E

|

|

n

[

I

HALF-PAY LEAVE (HPSL)
_All employees are entitled to 10 days of half pay leave on medical grounds.

i. HPL may be commutcd on medical grounds subject to the following conditions:

ii. Employces are eligible to commute HPL to a maximum extent of half of the HPL
accrued.

iii. When commuted leave is granted / used twice the amount of such leave shall be debited
against the

iv. HPL accrued (due).

v. HPL for more than 2 days will be granted against production of medical certificate from a
registered medical practitioner.

SPECIAL LEAVES

i, All regular faculty members are cligible for leave up to 8 days in  a calendar year for
performing university examination dutics as observer / evaluator/ examiner.

ii. All regular faculty members are cligible for leave up to 06 days in a calendar year for
participation and /or presentation of paper in National / Intermational seminars/
Conferences / Symposium / Workshops.

i All the regular staff members of the college, who have put in not  less (han one year of
service in the college and who marry while service in the college are cligible for 05 days’
leave, including the day of marriage. This leave can be used with public holidays prefixed
and / or suffixed. |

Sabbatical Leaves

Maximum 10 days of sabbatical Legy vailed by the teaching staff in one
academic year.
-\ PRIN
Bharat Institute of Techn mah)

Ma:galpqlly {V), Ibrahimpatnam (M),
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Eligibility for sabbatical leaves is as follows

BHARAT INSTITUTE OF TECHNOLOGY \
Mangalpally, Ibrahimpatnam, R.R. District, PIN-501510 \

New Delhi. Accreditated by NAAC)

Professor Associate Professor | Assistant Professor | Assistant Professor H{
with PhD with PhD

From day 1 of joining | After | year from the | After 2 years from the After 2 years from the

date of joining date of joining

date of joining

It may be availed for attending seminars/Workshops/Conferences/ Symposiums organised by
e sector undertakings only.

university campus colleges, 1ITs or equivalent or Govt./Privat

If the sabbatical Leave is availed for pursuing PhD, s
atleast two years after the award of PhD.

uch faculty should serve the organisation for

COMPENSATORY CASUAL LEAVE(CCL)

_All the regular stalf members who work on public holida
compensatory leave for cach day of work, This Jeave must he used

work / eligibility.
i, Fractional CCL will not be granted. Remuneraliv

STUDY LEAVE

Study leave with/without pay may be granted to deser
at the discretion of the management. The terms of th
basis.

MATERNITY LEAVE

A regular cligible female employee is entitled lo maternity lcave up to six weeks with pay

ys arc chgible for one day’s

e work is excluded from the provision.

ving employces for pursuing higher studics
¢ leave will be worked out on case Lo Gase

| within 3 manths of the date of

and an additional 6 weeks on half - pay. This leave is granted only once during the service at the
college. The employee taking this leave has to give an undertaking (on Rs.100/- stamp paper) @l
the time of applying for the leave that she would work for a minimum period of 02 years aiter
return from leave. Maternity leave not exceeding two weeks may be granted in case of

miscarriage or confinement including induced abortion.

VACATION LEAVE

All the regular faculty members (vacation staff) who have put in not less than one year
of service in the college and who undertake to continue in service for the next academic year are

eligible for up to six week’s vacation leave. This six week period split up as follows:

|

1

t

1

I

|

Maternity leave applications musl be accompanied by medical certificates. [
|

|

1

~7 PRINCIPAL. .
Bharatinstitute of Technelogy {Phatmacy

Mangalpally (V), lbrahimpatnam (M).
R.R. Dist - 501 510. Telangana.

o)




BHARAT INSTITUTE OF TECHNOLOGY \

Mangalpally, Ibrahimpat istri
A ffiliat | > patnam, R.R. District, PIN-501510
(Affilia ed to JNTUH, Approved by AICTE and PCI, New Delhi. Accreditated by NAAC)

—.—_'—-——-======—_——_—'—____—_——_—_—_

|
|
i
|
|

04 weeks during summer

01 week each during Dusscrah and Sankranthi (estivals.

s than one year but 06 months or more, vacation

Where the period of service in the college is les
lty members whose service in the colicge is less

leave may be granted on pro-rata basis. The facu
than 06 months are not cligible for vacation leave.
For. the purpose of computing the service period the cutoff date would be the first day of vacation
period notified by the Principal at the end of the academic year.

!

Un used vacation lcaves are not carricd forward to the nextacademic year. However, where a
dircctions

vacation staff member is required to attend to official duty during vacation as per the

of the Head of the Institution, the unused vacation leave is converted as Fi. in the ratio of 07

(VL): 05 (EL).

EARNED LEAVE (EL)

ligible for accrued Earned
pleted month of service.
cs will not be

i All the non teaching stafl members (non vacation stafT) are ¢
leaves of 15 days in a calendar year @ .25 lcaves per cach com
Gardeners are cligible for 5 days’ Earned lc a calendar ycar. The lcav
credited at the beginning of the year.
Un used EL’s would be carried forward to the nex! calendar year.

EL's will not be granted on more than three occasions in a calendar year.
EL's will not be granted for less than 05 d
nused vacation leaves of vaca

ave in

iii.
. ays.
v. In certain cases U

provided for in, clause V111 above.

tion staff may be converied to EL’s as

|

veniences. We feel those of the present but neither see |
often make troublesome changes without |

3 - =T I3 -
All human situafions have thetr incon

nor feel those of the future; and hence we
" . Benjamin Franklin |

amendment, and frequently for the worse’.

10 Codes of Conduct and Discipline:

he following rules, un’ess and

‘ /? ax /k ' AP
ke ﬂmuclﬁét4 -
Bharat Institute of Technology (Pharmacy]
Mangalpally (V), tbrahimpatnam (M). '
|
|
|

ployees of the institution in general shall abide by th

All em
is effect:

otherwise expressly circulated to th

R R. Dist - 501 510. Tetangan3.
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DO’s: ‘

h Maintain absolute integrity and devotion to duty

i ;ﬂend the college regularly and punctually

11l. Engag )

* Cof:;i :;zsj:;;:::; I:I::z;y:i z}:lc)l p‘rucuﬁal: punclua‘I!y and effectively

v. Be meticulous in submiuin thc‘ 'e‘f"; it i

G Gindodetesbet Iecmrge ) W-?]ms l(()il“l pzfpcirs and marks‘nf the iniernal tests

vii. Valuation of internal and c.'nclt:rnI ]'a?ﬂ F““F""du-‘“f}f profesontl

al examinations

viil. Attend internal and external invigilation and observer dulies

ix. Attend guest lectures, FDPs, Workshops, Seminars, Industrial Visits and Tours

X. [?own!oading e-material from digital library, authorized online journals and legitimarc
sites
Preparing sofVhard copy of course files, delivery sheets and web matenals

xi. Monitoring and Counseling of student academic performance and Mentoring

xii. Be honest, impartial in dealings and courteous with others

Xiil. Abide by the rules and regulations of the institution
Xiv, Promote decency. decorum, dignity and discipline among staff and students
xv. Institute devices and mechanisms (o improve academic standards
v enhance skills of

Xvi. Acquire and develop pmfcssinnnlfimcrp::rsurml compelence
students

Xvil. Building tcam work. tcam efficiency and reinforcement of skillsknowledge in
students

XVl Administrative comphiance

with other college rofessionals

XiX. Authoring/Coauthoring of text books
Journals'Magazines

<x. Publication of papers in Seminars/Conferences/Conve ntions/
and  attending FDPs/Workshops/Conferences/ Symposiums

XXI. Publication
Conventions

XXii. Chairing Sessions and Delivering Keynote Address in any FDP WS
Seminar/Conference

XX1il, " Professional, rational and intellectual behavior like an academician.

Don’ts

i. Gross negligence of duties and responsibilities
religious, communal, anti-social, terrorist activitics in the campus.

ii. Propagation of
social and cultural beckground

iii. Discriminate by caste, creed, religion, language, domicile,
iv. Encouraging any form of ‘malpractice/unfair practices’ in connechion with exaiis
Leaving the campus without proper prior permission of the Head of the Institution.

S R A= ——n

V.

vi. Absconding from the institution

vii. Undertake privatc assignments whether remunerative or not

viii. Enter into any monetary transactions with any stakeholder of the institution

ix. Cause damage to institution or stakcholders property in any form.

x. Encourage or involve in immoral practices with stakeholders

xi. Organize, attend, involve in any duty outsi.gg.b_cﬁ.unjlcgc without proper approval
T

Sig ‘and cultural ‘wn“mﬁlﬁ\"lpipﬂl
Bharat lastitute@F Technology % |

Mangalpally (V), Ibrahimpatnam (M)
R R Dist - oU 0. 1813
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litical party or taking part in politics

Taking Membership of a po

Xiii.
Xiv. Any act which is detrimental to the interest of the institution.
11. Disciplinary action:
misconduct and

for disobedience.
shall be taken after establishing

r a reasonablc opportunity has

action
plinary action
d and afte

liable for disciplinary
However such disci
inary action is initiate
defend himselMerself.

All employees arc
dereliction/negligence of duty.
the grounds on which the discipl

been provided to the employee to
nts of misconduct by a staff member are investigated by a disciplinary commitice Of
by the Principal.

Complai
r the purposc

adhoc commitiee constituted fo

thority pending enquiry it

is/her casc. The Jrrincipal 18
{ s action o

by the appointing au
hance to represent h

An employcc may be placed under suspension
nterest of the college and repor

framed charges by giving the employee a fair ¢
empowered 1o suspend any employee if itis in thei

the management, and the University as the casc may be.
and sufficient reasons may

ent for good
acts aboul commiting

¢ following punishin
g the |

he Institution. after establishin
of duties.

As part of the disciplinary action. th
be imposed upon the employces of t
an otfence and dereliction/negligence

i. Censurc
ii. Withholding increments/promotion

iii.Recovery from his salary whole or p
negligence of duty or breach of orders/rules.
AR s

iv. Suspension
v. Removal from service

art of any pecuniary loss caused to the college due to

s D 740 §is i .'-"".-" alvi

Bharat Instfhicoﬁletmma gy (Pharmae)
ngast . fopatnam (M).
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DEPLOYMENT OF STRATEGIC PLANNING

::::;Ziﬁl::fr:::::;1:5;/01(;IT), has e.merged to create a common platform for
| s, academic experts, drug regulators and industry to
interact ans share their knowledge, regulatory guidelines with participants and delegates
fostering an environment where participants and delegates can enrich their knowledge, be
inspired to think interms of rescarch and be encouraged to innovate. Yearly, the institution
hosts awareness programmes, faculty development programmes, Advanced scientific
seminars, National Pharmacy week, and ideations-by the institutions innovation cell and

incubation centre.

It was an honour for the Chinta Reddy Madhusudan Reddy Edu. Society, Bl -Pharmacy

to organize a national level virtual and offline seminar/Conferences consecutively from

2010 that provides an oppurtunity for various colleges students and faculty to project their

scientific work and skills on the national level platform through Google meet, Youtube,

Instagram and Facebook was found to be beneficial for the students and faculty members

to share their research and knowledge and interact with different academicians, industry

scientists and regulators across india and international.

Bharat Ins th ‘ ;s
i
R

\. Ibrahimpatna™
AR pict ®a smRf
pal.bita bietae.in. u
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= Perspective Plan 2019-2023
OBJECTIVE ACTION PLAN

|

Quality Education and lifelong learning

1. Identify and develop a new teaching l
methodology ‘

2. Incorporate new experiments l

3. Participate in educational and mentoring ‘
activities (i.c. provide ongoing training,

research) 1
4. 'To implement an appropriate curriculum |
delivery by recruiting qualified and \
competent faculty in support of the program. |
5. Research collaborations, \

6. Strengthen library & [earning resources

Rescarch & Development, Innovation, and
Incubation

—_— s ——

1
\

1. Develop a plan to cultivate improved an
novel research methods for existing ones.

2. To apply for Government funding agencies.

3, To improve quality of publications o©f

research findings and to try for patents filing. \

4. To strengthen Institute Innovation cell (1[(.“
and Institute and Industry cell. }

5. To arrange MOUs, guest fectures, industrial
{raining, human resource exchange, scientift
events,

6. To establish an incubation Centre |
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[ -~ TR v . [
Social Responsibility and Extension Activities in a [

: ‘ Ta promole the concent of rational wee of "1
neighbourhood community and Cheeryal village

medicine in- Mangalpally village

2. T'o conducl professional developm.ent
| programs for health care professionals

]
| 3. To provide drug information to health carc

professionals 5
4. To assisl health care professionals in the

quality use of medicines

Explore options for Finance and Infrastructure 1. To seek research Funding—fn;r"h gévcmmcnt B
resources

organizations.

2. To improve student admissions

3. To enhance the infrastructure.

| Improve students placements I

" To interact with industries and improve the
I

number of placements.

(=]

T'o conduct carcer guidance programs 10
make the students ready tor facing the
Imerviews.

Activity successfully conducted based on Perspective/Strategic plan and Deployment
Quality sducation and lifelong learning

e Recruiting qualified, experienced and competent faculty in support of the program.

e ICT tools are identificd, developed and employed to improve the teaching- -learmning
process.

« Mentoring process is established.

o Institute Innovation cell is established and v arious innovation activities are conducted.

e Lifelong learning is initiated through conducling seminars, guest lectures, workshops,
extracurricular activities

o Research collaborations with reputed organizations.

o Strengthened library, learing resources & E- digital library facility.

¢ Incorporated new experiments.

R

lbram-uoatnam
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SERVICE RULES, CODE OF CONDUCT, AND DISCIPLINE FOR STAFF,
STUDENTS, AND ADMINISTRATION

These rules are called * BIT  Employees Service and Conduct ules,™,

Cadres of Staff
The stafl comprises the following categorics,

A. Teaching Staff:

S.No | Designation

| Principal

2 HODs

3 Professors

4 Associale Professors
5 Assistant Professors
6 Iibrarian

7 Physical Dircctor

B. Supporting Staff (Technical) :

S.No Designation
) System Administrators
Lub Assislants

Lab Technicians

I [0

Privers

0.[0
=% PRI

é“ y O Bharat Institute of Technology {Pharmacy)
21 Mangalpally V), lorahimpatam (M),
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C. Supporting Staft (Non-Technical) :

_SNe | Designation
U Admumistrative Officer
| Sentor Assistant

S
|

=
y
3

| Recond Assistant

|
— et
{ I ———

The management shall have the authority to withhold an  increment for a certain period
but not exceeding one ycar as a disciplinary measurc on sufficient and valid reasons. and
afier the employee has been given a fair opportunity to detend himselt/herselt.

L.

|

|

|

|

i

|

[

S I

4 I PA Steno |

N Junior Assistant . |1

6 Attenders T |

{7 Aavahs - '

| 8 | Gardeners ;

|

QUALIFICATIONS AND EXPERIENCE: |
|
T T ‘ , . %
The qualifications and experience required for the candidates to fill various posts shall be as .
per the norms prescribed by the PCI AICTE/ Aftiliating University/State Government. \'
1. Pay. Allowances. Increments: ‘r
|

i. Scales of pay, allowances and other financial benefits for various categories of staff shall :
be as decided by the Governing Body, keeping in view the scales suggested by |
AICTEPCU/Afiiliating University/Government. q

i Annual increments shall be sanctioned by the Principal on satislactory performance of the 1
employee based on the recommendations of Head of the Department or In-charge of }
section In the case of Principal, Chairman/Secretary is the sanctioning authority. ’

|

|

|

|

|

|

i, The recruitment and selection of faculty members is need-hased. HOD projects the
requirement based on workload.

The rules prescribed for selection of employees from  time to time by
AICTE/PC 1/University/Government of TS shall be followed.

ii. Saff selection committee shall be constituted.

2. Recruitment and Selection l
I |
!

|

|

|

iii. A post shall pe filled up by dircct recruitment through open advertisement or by
promotion from among qualified and cligible internal candidates, as divected by
Governing body.

ﬁalmcm! , g
Bharatlnstituteoﬂe( agyi

himpatnam (M).
Mangalpally (V). “’5'?0, Tgiangana.
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. The M:magcmcnu'(invc
ilwil:\linnr’dcmn
V. The candidate
follow

ming body

iy in special cire
e cumstances
ation/contract basis,

AppoInt persons by

S for Assis| ‘olessor :

ed by one. . ant plnlu:s.m and Associate professor are seleetion commifice
vl Epgiers On-one mierview by (he Principal/ Secretary

- Candidates for -teachi ‘

P .\CImT-\ teaching posts are selected based on practical test conducted by

Sclcction committee and if i '
ey need be a final round of one-on- jiew b
s Prlhtlpal. oun onec-on-one interview by

vil. Vacancies for var; i
candid S‘ b ' various positions may be filled through internal promotions of eligible
dates based on length of service and good performance in the college.

3 Appointing Authority:

All the appointments are made

! by the Principal with the approval of the Secretary based
on the recommendations of various

committees appointed from time to time for such PUrPOSES.

4. Reporting:

On receiving the offer letter from the institution, the staff member has to give in
principle his/her consent 1o join the institution on or before the last date notified for reporting.
At the time of reporting for duty, the staff member has to submit an undertaking, stating that
he/she would serve the institute for a minimum period of two years and abide by its conduct
rules. He/she should also submit copies of original certificates along with two photographs in
proof of age, qualification, experience and last pay drawn;

5. Probation:

i. All appointees in the institution will initially be on probation for the first one year of their
service and on completion of the probation period will be deemed to be regular unless
expressly notified otherwise. |

ii. No application of the employee sccking employment elsewhere shall be forwarded duning
the probation period. .

iii. The rules goveming probation shall not apply to appointments made on
temporary/contract/contingent basis. . ‘

iv. The services of candidate appointed on temporary/contract basis, can be terminated at
any time without any notice and without assigning any reason thereof,

R.R. Dist - 501 510. Telangana.
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6. Resignation, Relieve, Termination:
Resignation and Relieve:

All the ¢ ses ol the institu
e “L LI'I-IPIGYLL,‘\ of the institution who are desirous of
give proper notice as mentioned below:

submitted through the i

ement may prescribe
[ected so that ther

In case applications arc
higher studies, the manas
and when the employee is $¢
programme in the college.

7.T ermination:

he right to terminate the services of a

The institution reserves
assigning any reason in such cases as under-perform
8. Motivational incentives
Employees Provident fund (EP
ploy (EPF) T
AN U
/<, 5
,1"3‘.'
it
u\ -
1\\\%& 1)
N, /3 /
\\\\\:‘f .‘)-0’\\‘\5"/
— g o ot

pstitution seeking outside

suitable conditions fo
e shall not be any disruptio

BHARAT INST
ITUTE OF TE
Mangalpally, Ibrahimpatnam, R.R. Distgc?ll’\igga?sﬁ;y

New Delhi. Accreditated by NAAC)

resipgning voluptanly should

|

S.N - Ty
No__| Category Notice Perlod '
e |
1 HODs and Professors ().nc month notice or salary in ficu of notice at the |
discretion of Principal !
i SR |
2 Teaching Stai' O.nc m.nn!h nolice or salary in liey of notice at the
diseretion of Principal ’
|
3 Technical Staf O_nc npnth notice or salary in he of notice at the
discretion of Principal '
N
. ‘ ) . s in lie i i i lhcl
4 Administrative Staff Olnc.l?onth no_m:cj or salary in hieu of notice 2
discretion of Principal |
S— - ___,_/""

employment / pursuing
r relieving the employee as
n to the academic

n employee, without any potice or

ance, misconduct €tc.
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-— Th;. cligible members of the staff are enrolled under EPT scheme and the contribution as
ne § ~ (s 1e o g 3 4 Tl

:.l .l:) .“L (JQI is deducted from  their salary. This amount together with the management
C " ] ayyet H ‘ 1

ontri unon.mll be deposited in the bank account of the Government department concerned
within the stipulated time.

Incentives and Awards

Awards are instituted for the faculty as well as supporting staff members. In cas¢ of
faculty members, variables considered are  academic performance measured by student
feedback. student pass percentage, student grades/marks obtained by the student, 0. of w0p
ranks at university level sceured by students in their respective subjects. These awards are in the
form of cash, appreciation letter, commending letters, promotions, ‘ncrements, interest free loans
for computers ete. There is an institutional  incentive for bright and meritorious students by way
of fee waivers, merit scholarships, attendance awards, year and programme Wise institution

rankers and university renkers in any subject and/or ycar.

9. Leave Rules and Policics:

GENERAL
«d as a matter of right. The sanctioning

i Leave of absence from duty cannot be claim
leave of any kind when the exigencies of

authority has full powers (0 refuse or revoke

work so demand.
ii. .Anecmployee shall not take up any service or accept any employment, while on lcave.

jii. Leaves, of any kind, can be taken only after they are sanctioned by the competent
authority. Even for CLs, intimation by telephone, SMS or E-Mail is to be given to the
Head of th depariment / Institution, if prior sanction cannot be obtained for  justifying

reasons.
iv. . Leave accounts of all staff members arc maintained in the Office of the Principal.
| of the college is the competent authority to grant all

v. Sanctioning Authority: Principa
kinds of leaves to all the employees. Principal may delegate this power to heads / in
charges for administrative convenicncc. Secretary (Chairman) of the college is the

competent authority to sanction leave of the Principal. ﬂ

Bharat Institute of Technology (P

Mangalpally (V). \brahimpatnam (M),
R R. Dist - 501 51 0. Telangana.
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less than one year of

vie . Al staft members, particularly those i : .
based on Beeds o Ihllllt‘ul.n'ly those in responsible positions, arc expected 1o use feaves
t. : ‘ ceds und not with infent 1o use up all the feaves provided for in the rules. The {
otal number of leaves taken in ; . :
{ .u wber of leaves taken in an Academic year will be considered i the performance r
appraisal at the end of the year. f
|
10. CASUAL LEAVE (C |
‘ AVE (CL) |
!
1 |
i '_‘\" the regular employees of the college are entitled to fifteen days of casual leave ‘
in a calendar year. }
ii. The total number of CL's used in onc spell shall not exceed 06 days and the total period “
including prefixed, suffixed and intervening holidays shall not exceed 10 days. » |
iii. The total number of CLs used shall not exceed 4 at the end of | Quarter, 8 at the end of 11 1
quarter. and 12 at the end of [l quarter. l
iv. Unused CLs at the end of a calendar year arc NOT carried forward to the next ycar. ]
v. Casual leave cannot be combined with any other type of leave. |
vi. Casual leave for half a day may also be granted for {ore - noon or after - noon. f
|
HALE-PAY LEAVE (HPSL) f
|
i |
_All employees are entitled to 10 days of half pay Jeave on medical grounds. ’
i. HPL may be commuted on medical grounds subject to the following conditions: !
ii. Employces are eligible 1o commute HPL to a maximum extent of half of the HPL |
accrued. _ . =) !
iii. When commuted leave is granted / used twice the amount of such leave shall be debited |
against the |
iv. HPL accrued (due). . . ‘ )
v. HPL for more than 2 days will be granted against production of medical certificate from 2
registered medical practitioner. !
|
|
|
SPECIAL LEAVES |
I
i, All regular faculty members arc eligible for leave up to 8 daysin a calendar year for '
performing university examination dutics as observer / evaluator/ cxaminer. r
ii. All regular faculty members are eligible for leave up to 06 days ina calendar year for ‘
participation and /or presentation of paper in National / lnternational seminars/ ;
|
|
.'

Conferences / Symposium / Workshops.

All the regular staff members of the college,
service in the college and who marry while s
leave, including the day of marriage. This leave

and / or suffixed.

who have put in not
ervice in the college urc ¢ligible for 05 days’

iii.
can be used with public holidays pretixed

Sabbatical Leaves
by the teaching staff in one

%ti{u?tenﬂe( acy’ l

/
s ahimpatnam (M},

(&) mangalpally (v), lorahiBh e aana.

Maximum 10 days of sabbatical Leaves may "'l'll’
f’ G 'ty /cx

academic year.
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Professor Associate Professor Assistant Professor

with PhD with PhD

Assistant Professor

From day 1 of joining

After 1 year fromthe | After 2 years from the
date of joining date of joining

After 2 years from the
date of joining

It may be availed for attending seminars/Workshops/Conferences/ Symposiums organised by
university campus colleges, IITs or equivalent or Govt./Private sector undertakings only.

If the sabbatical Leave is availed for pursuing PhD, such faculty should serve the organisation for

atleast two years after the award of PhD.

COMPENSATORY CASUAL LEAVE (CCL)

_All the regular stalf members who work on public holidays are cligible for onc day™s
compensatory leave for cach day of work. This leave must be used within 3 months of the date ol

work / eligibility.

i, Fractional CCL will not be granted. Remunerative work is excluded from

STUDY LEAVE

the provision.

at the discretion of the management. The terms of the leave will be worked out on case 10 case

basis.

MATERNITY LEAVE

Study leave with/without pay may be granted to deserving employecs for pursuing higher studies \
|

A regular eligible female employee is entitled to maternity leave up to six weeks with pay
and an additional 6 weeks on half - pay. This leave is granted only once during the service at the
college. The employee taking this leave has to give an undertaking (on Rs.100/- stamp paper) &t

the time of applying for the leave that she would work for a minimum period of

02 years after

return from leave. Matemity leave not exceeding two weeks may be granted in case of

miscarriage or confinement including induced abortion.

Maternity leave applications must be accompanied by medical certificates.

VACATION LEAVE

All the regular faculty members (vacation staft) who have put in not less than one year
of service in the college and who undertake to continue in service for the next academic year are
cligible for up to six week's vacation leave. This six week period split up as follows:

Y 1w
Vay, —& Bharat Institute of Technology (Pharmacy!

Mangalpally (V), Ibrahimpatnam (M),
R.R. Dist - 501 510. Telangana

N

S

",

L B
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04 weeks during summer
01 wecek cach during Dusscrah and Sankranthi festivals.

Where the period of service in the college is less than one year but 06 months or more, vacation
leave may be granted on pro-rata basis. The faculty members whose service in the colicge is less
than 06 months are not eligible for vacation leave.

For the purpose of computing the service period the cutofl date would be the first day of vacation

period notified by the Principal at the end of the academic year.

xtacademic ycar. However, where a

Un used vacation leaves are not carried forward to the ne
ing vacation as per the directions

vacation staff member is required to attend to official duty dur

of the Head of the Institution, the unused vacation feave is converted as El. in the ratio of 07

(VL) : 05 (EL).

EARNED LEAVE (EL)

i. Al the non teaching stall members (non vacation stafT) arc eligible for accrucd Earncil
leaves of 15 days in a caiendar ycar @ 1.25 leaves per cach completed month of service.
Gardeners are cligible for 5 days® Earned leave i a calendar ycar. The lcaves will not be
credited at the beginning of the year.

ii. Unused EL's would be carried forward to the next calendar year.

iii. EL"s will not be granted on more than three occasions in a calendar year.

iv. EL’s will not be granted for less than 05 days.

v. In certain cases unuscd vacation leaves of vacation staff may be converted to EL’s as

provided for in, clause V111 above.

All human situations have their incon veniences. We feel those of the present but neither see ]
nor feel those of the future; and hence we often make troublesome changes without |
amendment, and frequently for the worse”. - Benjamin Franklin i

10 Codes of Conduct and Discipline:

All employees of the institution in general shall abide by the following rules, unless and

otherwise expressly circulated to this effect:
[ TneRR il
\
Bharat instit rmacy;
{

Mangalpally (V), |brahimpatnam (M),
R R. Dist - 501 510. Telangana
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DO’s:

i. Maintai o -
i Atalnt:m absolute integrity and devotion to duty
,'i; ° en lh]c college regularly and punctually
. Engage classes 1 3 . )
» Co,%,- c&. I:Lse.-;: both theory and practical; punctually and effectively :
: - 5 Cl' ! Nlt assignments and lab. records systematically |
. Be metic  in submitti ' |
% s tu, ous in submitting the question papers and marks of the internal tests '
e s o ,L_.ucs.t/cxpert lectures with academic/industry professionals '
vii. aluation of internal and external examinations |
Vil i invigilati
o Attend internal and external invigilation and observer dulies \
ix. . i ial Visi
’ Ducn ; gucfst lectures, FDPs, Workshops, Seminars, Industrial Visits and Tours 1
: ‘own oading c-material from digital library, authorized online journals and legitimate ',
sites
Preparing soft/hard copy of course files, delivery
xi. Monitoring and Counseling of student academic p
xii. Be honest, impartial in dealings and courteous with others

sheets and web materials
erformance and Mentoring

gulations of the institution
and discipline amon
academic  standards.
rpersonal competence (0

Xiil. Abide by the rules and re
Xiv. Promote decency. decorum. dignity
and mechanisms to improve
and develop professional/inte

g staff and students.

xv. Institute devices
enhance skills of

Xvi. Acquire
students

xvii. Building tcam work, team cfficiency and reinforcement of skills/knowledge i
students

xviit. Administrative compliance

XIX. Authoring/Coauthoring of text books with other college rofessionals

xx. Publication of papers in Seminars/Con ferences/Conventions/ Journals/Magazines

XXi. Publication and attending FDPstorkshops!(,'nnfcrcncc.sr" Symposiums
Conventions

XXIi. Chairing Sessions and Delivering Keynote Address in any FDP W5

Seminar/Conference

Professional, rationa like an academician.
|

Xxlit. | and intellectual behavior
Don’ts

Gross negligence of duties an
com

d responsibilitics

munal, anti-social, terrorist act
Discriminate by caste, creed, religion, language, domicile, so
f ‘malpracliccf’unfair practices’ in connection with exams
r prior permission of the Head of the Institution.

jvities in the campus.
cial and cultural background

i.
ii. Propagation of religious,
iii.
iv. Encouraging any form o
v. Leaving the campus without prope
vi. Absconding from the institution
vii. Undertake private assignments W
Enter into any monetary transactions with any s
nstitution or stakeholders property in any form.
| practices with stakeholders

hether remunerative or not
takeholder of the institution

viil.

ix. Cause damage to i

x. Encourage or involve in immora

xi. Organize, attend, involve in any duty outside the-cqllege without proper approval

xii. Passing comments on religious, regiunﬁ%& ) ﬁl’/ﬁ}k’il and cultural sentiments
AN o

~
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):f"' Taking Membership of a political party or taking part in politics
iv.

Any act which is detrimental to the interest of the institution.

11. Disciplinary action:

All employees are liable for disciplinary action for disobedience, misconduct and
dereliction/negligence of duty. However such disciplinary action shall be taken after establishing
the grounds on which the disciplinary action is initiated and after a reasonable opportunity has
been provided to the employee to defend himsel(/hersclf.

Complaints of misconduct by a staff member are investigated by a disciplinary committee or
adhoc committee constituted for the purpose by the Principal.

An employeec may be placed under suspension by the appointing authority pending Srequiry into
framed charges by giving the employee a fair chance to represent hisher case. The Principal i
empowered to suspend any employee if it is in the interest of the college and report his action to
the management, and the University as the case may be.

As part of the disciplinary action. the following punishment for good and sufficient reasons may
be imposed upon the employees of the Institution, after establishing the facts about committing
an offence and dereliction/negligence of dutics.

i. Censurc

ii. Withholding increments/promotion

iii.Recovery from his salary whole or part of any pecuniary loss caused to the college due 0
negligence of duty or breach of orders/rules.

jv. Suspension

v. Removal from service m - m J .
PRI L g pharmac
S m‘hd\et

. am M)
ghaabi) mmpt e
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DEPLOYMENT OF STRATEGIC PLANNING

Bharat Institute of Technology (BIT), has emerged to create a common platform for
teachers, students, research scholars, academic experts, drug regulators and industry to
interact ans share their knowledge, regulatory guidelines with participants and delegates
fostering an environment where participants and delegates can enrich their knowledge, be
inspired to think interms of research and be encouraged to innovate. Yearly, the institution
hosts awareness programmes, faculty development programmes, Advanced scientific

seminars, National Pharmacy week, and ideations by the institutions innovation cell and

incubation centre.

It was an honour for the Chinta Reddy Madhusudan Reddy Edu. Society, BIT-Pharmacy '
to organize a national level virtual and offline seminar/Conferences consecutively from
2010 that provides an oppurtunity for various colleges students and faculty to project their
scientific work and skills on the national level platform through Google meet, Youtube,
Instagram and Facebook was found to be beneficial for the students and faculty members

to share their research and knowledge and mteract with different academicians, industry

scientists and regulators across india ar%
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Perspective Plan 2019-2024

OBJECTIVE ACTION PLAN

Quality Education and lifelong learning 1. Identify and develop a new icaching !
methodology

2. Incorporate new experiments l

3. Participate in educational and mentoring l
activities (i.c. provide ongoing training, 1
research) ‘

4. To implement an appropriate curriculum ‘
delivery by recruiting qualified and
competent faculty in support of the program.

5. Rescarch collaborations,

6. Strengthen library & lcamning resources

!
Research & Development, Innovation, and 1. Develop a plan to cultivate improved ‘““#
Incubation novel research methods for existing ones.

2. Toapply for Government funding agencies. |

3. To improve quality of publications o
research findings and to try for patents filing. |

4. To strengthen Institute Innovation cell (llCﬁ
and Institute and Industry cell. }

5. To arrange MOUs, guest lectures, industrial
training, human resource exchange, scientifi
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Rocial Responsibility and Extension Activities in a I. To promote the concent of rational nee of ’
neighbourhood community and Cheeryal village medicine in - Mangalpally village

1

2. Toconduct professional development

programs for health care professicaals

3. To provide drug information to health care

professionals
4. To assist health care professionals in the 1
quality use of medicines
Explore options for Finance and Infrastructure 1. To seck research funding from government |
resources organizations.

2. Toimprove student admissions

3. To enhance the infrastructure.

| Improve students placements 1. To interact with industries and improve the

|
number of placcments.

| 2. Toconduct carccr guidance programs 1o
make the students ready for facing the
Interviews, ‘

Activity successfully conducted bascd on Perspective/Strategic plan and Deployment

Quality Education and lifelong learning

e Recruiting qualificd, experienced and competent faculty in support of the program.

e 1CT tools are identified, developed and employed to improve the teaching-learning
Process.

e Mentoring process is established.

e Institute Innovation cell is established and various innovation activitics are conducted.

e Lifelong learning is initiated through conducting seminars, guest lectures, workshops,
extracurricular activities

s Research collaborations with repuled organizations.

o Strengthened library, leaming resources & E- digital library facility.

e Incorporated new cxpcrin\cnls.l//‘-'\:gd\'[' e
/Ij‘\i:\‘
* JOR oy e
O Q Madagaipally (V).
Woosl_AY ~atimapteas (M) &8 ©
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SERVICE RULES, CODE OF CONDUCT, AND DISCIPLINE FOR STAFF,
STUDENTS, AND ADMINISTRATION

These rules are called * BIT  Employees Service and Conduct Rules™.

Cadres of Staff

The staff comprises the following categorics.

A. Teaching Staff:

S.No | Designation

1 Principal

2 HODs

3 Prolessors

4 Associale Professors
3 Assistant Professors
6 Librarian

7 Physical Director

B. Supporting StafT (Technical) :

S.No Designation

] System Administrators
Lab Assistants

Lab Technicians
Drivers

Sl
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C. Supporting Staff (Non-Technical) :

(SN0 Designation

1 ,\dmun‘Iii-‘.?'ii'\'(ﬁ|'h?ﬁf -

B Semior Assistant -

{3 Recond Assistant J ==

(4 ' PA Steno - o

| § Junior Assistant pii i
|6 Attenders -
|7 Aavahs —
| § Gardeners

QUALIFICATIONS AND EXPERIENCE:

The qualifications and experience required for the candidates to fill various posts shall be as
per the norms prescribed by the PCI AICTE/ Aftiliating University/State Government.

1. Pay, Allowances, Increments:

i. Scales of pay, allowances and other financial benefits for various categories of staff shail
be as decided by the Governing Body, keeping in view the scales suggested by
AICTEPCU/Affiliating University/Government.

ii. Annual increments shall be sanctioned by the Principal on satislactory performance of the
employee based on the recommendations of Head of the Department or In-charge of
section In the case of Principal, Chairman/Secretary is the sanctioning authority.

iii. The management shall have the authority to withhold an  increment for a certain penod
but not exceeding one year as a disciplinary measurc on sufficient and valid rcasons, and
after the employee has been given a fair opportunity to defend himself/herselt.

2. Recruitment and Selection

i, The recruitment and selection of faculty members is need-based. HOD projects the
requirement based on workload.

i. The rules prescribed for selection of employees from time 0 tme by
AICTE/PCI/University/Government of TS shall be followed.

ii. Staff selection committee shall be constituted.

iii. A post shall be filled up by dircct recruitment through open advertisement or by
promotion from among qualified and
Goveming body.

anal candidates, as divected by
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v, The Management/Govermning body may in special circumstances

| Appoint persons by
invitation/deputation/contract basis. ‘
The candidates for Assistant professor and Associate professor
followed by onc-on-onc interview by the Principal/ Secretary.

vi. Candidates for non-teaching posts are

are sclection committee

selected based on practical test conducted by
departmental sclection committee and if need be a final round of one-on-one interview by
the Principal.

vil,

Vacancies for various positions may be filled through internal promotions of eligible
candidates based on length of service and good performance in the college.

3. Appointing Authority:

All the appointments are made by the Principal with the approval ~ of the Secretary based
on the recommendations of various committees appointed from time to time for such purposes.

4. Reporting:

On receiving the offer letter from the institution, the staff meml?er has 1o givg in
principle his/her consent to join the institution on or before the last date noufiqd for reporting.
At the time of reporting for duty, the staff member has to submit an undcrtgkmg, stating that
he/she would serve the institute for a minimum period of two years and abide by its t:OTldUF-[
rules. He/she should also submit copies of original cenificates along with ewo photographs in
proof of age, qualification, experience and last pay drawn;

5. Probation:

i. All appointees in the institution will initially be on probation for the first one year of Lhcn:
' scrvibc and on completion of the probation period will be deemed to be regular unless

expressly notified otherwise. 3 o -
N: appli}::ation of the employee secking employment clsewhere shall be forwaraed during

il
robation period. I
?}l;p rules govermning probation shall ot apply to appoiniments made on
fii. , -
ary/contract/contingent basis. N N
tl‘fl:npnéwr?ces of candidate appointed on temporary/contract basis, can be teratinated 2
iv. The s :

any timc without any notice and without assi any reason thereof.
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6. Resignation, Relieve, Termination:

Resignation and Relicve:

ANl the employees of the institution who are desirous of resipning voluntarily should

give proper notice as mentioned helow:

S.No__ | Category Notice Perlod ' -
od
1 HODs and Professors an I\I't)t1||l‘l1n.ll(.:(.‘: or salary in licu of notice at the
diseretion of Principal ‘
2 Teaching StafT ().nc n]cmth nolice or salary in lieu of notice at the |
discretion of Principal \
- + = bl ice s v e e t! 1 - }
3 Technical Staff QI\L n‘gonth n(}'tlcr,' or salary in licu of noticc 4 he \
discretion of Principal |
_________.—-—-—._._-———-J i
. |
g nonth notice or salary in licu of notice at the
4 Administrative Staff O_ne o - Eres salary l
discretion of Principal i
— |

In case applications arc submitted through the institution seeking outside employment / puisSuing
higher studies, the management may prescribe suitable conditions for relieving the employee a5
and when the employee is selected so that there shall not be any disruption to the academic

programme in the college.

7. Termination:

es the right to terminate the services of an employee, without any notice of

The institution reserv
nder-performance, misconduct ¢tc. |
|

assigning any reason in such cases as u

« . Wivanatna® (). AR |

8. Motivational incentives

Employees Provident fund (EPF)
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I scheme and the contribution s
th the management
concerncd

The eligible members of the staff are enrolled under EP

fixed by the GO is deducted from  their salary. This amount together wi

contribution will be deposited in the bank account of the Government depariment

within the stipulated time.

Incentives and Awards

s well as supporting staff members. In case of

academic performance measured by student
btained by the student, no. of top

subjects. These awards are in the

5. interest free Joans

Awards are instituted for the faculty a
faculty members, variables considered are
feedback, studenl  pass percentage. student grades/marks 0
ranks at university level secured by students in their respective
form of cash, appreciation letter, commending letters, promotion
for computers etc. There is an institutional  incentive for bright
of fec waivers, merit scholarships, attendance awards, year and progra

rankers and university rankers in any subject and/or yeer.

s, increment
and meritorious
mme wise

students by way
institution

9, Leave Rules and Policies:

GENERAL
s a matter of right. The sanctioning

ce from duty cannot be claimed 2
he exigencies of

i. Leave of absen
or revoke leave of any kind when t

authority has full powcrs to refuse

work so demand.
ii. .Anemployee shall not take up any service or accept any employment, while on leave.
Leaves, of any kind, can be taken only after they are sanctioned by the competeni
SMS or E-Mail is 1o be given to the

authority. Even for CLs, intimation by telephone,
Head of th depariment / Institution, if prior sanction cannot be obtaincd for justifying

reasons.
. Leave accounts o

Sanctioning Authority:

iii.

members arc maintained in the Office of the Principal.
the college is the competent authority to grant all
| may delegate this power to heads / in

fall staff’

iv.
Principal of

v.
kinds of leaves 10 all the employees. Principa
charges for administrative convenience. Secretary L3 airman) of the college is the
competent authority to sanction leave of |h/cr:,.]!ﬁxci;_lql.»(}7_\\
VAN
faL) N
1 . l; \ ;
’ s "“
| Madagaipally (V).

tsmblmeataam (M). LA D»
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Vie AL sl members, particul; [ i !
l | all members, particularly those in responsible positions, are expected Lo use leaves
"‘.\".‘ \ e ~ H H . . ‘
i I\ on needs and not with intent 1o use up all the leaves provided for in the rules. The
tot er of leaves taken | ! ‘ ‘ ’
:’mml e of leanves taken in an Academic year will be considered n the performance
apprasal at the end of the vear,

ASUAL LEAVE (CL

. Allthe regular employees of the college are entitled to fifleen days of casual leave \
i a calendar year. |

i, The total number of CL's used in one spell shall not exceed 06 days and the total period 1
including prefixed, suffixed and  intervening holidays shall not exceed 10 days. |

fii. The total number of CLs used shall not exceed 4 at the end of | Quarter, 8 at the end of I} \
quarter, and 12 at the end of Tl quarter. |

iv. Unused CLs at the end of a calendar year are NOT carried forward to the next year. |
v. Casual leave cannot be combined with any other type of leave. ’
vi, Casual leave for half a day may also be granted for fore - noon or after - noon. f
|

|

HALF-PAY LEAVE (HPSL)

_All employees are entitled to 10 days of half pay leave on medical grounds.

HPL may be commuted on medical grounds subject to the following conditions:
ii. Employees are eligible to commute HPL to a maximum extent of half of the HPL

accrued.

iii. When commuted leave is granted / used twice the amount of such leave shall be debited
against the

v. HPL for more than 2 days will be granted against production of medical certificate from a
registered medical practitioner.

|

|

1

iv. HPL accrued (due). l
|

|

SPECIAL LEAVES *

i. Al regular faculty members arc cligible for leave up to 8 days in  a calendar year for
performing university examination duties as observer / evaluator/ examiner.

ii. All regular faculty members are eligible for leave up to 06 days in u calendar year for
participation and /or presentation of paper in National / Intemational seminars/
Conferences / Symposium / Workshops.

iii. All the regular staff members of the college, who have put in not  less than one year of
service in the college and who marry while service in the college are eligible for 05 days’
leave, including the day of marriage. This leave can be used with public holidays pretixed

and / or suffixed.

Sabbatical Leaves o

Maximum 10 days of subbatical Leaves, g)'f e a\'_{q]lc
academic year. 2
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Eligibility for sabbatical leaves is as follows

Associate Professor Assistant Professor Assistant Professor 1

with PhD with PhD 1
After 2 years from the |

From day 1 of joining | After I year from the After 2 years from the
date of joining date of joining date of joining

Professor

rences/ Symposiums organised by

It may be availed for attending seminars/Workshops/Confe
e sector undertakings only.

university campus colleges, IITs or equivalent or Govt./Privat

If the sabbatical Leave is availed for pursuing PhD, such faculty should serve the organisation for

atleast two years after the award of PhD.

COMPENSATORY CASUAL LEAVE (CCL)

_All the regular staff members who work on public holidays are chyible for onc day’s
compensatory leave for ench day of work, This leave must he used within 3 manths of the date ol
work / cligibility.

i.  Fractional CCL will not be granted. Remuncrative work is excluded from the provision

STUDY LEAVE

Study leave with/without pay may be granted to deserving employces for pursuing higher studics
at the discretion of the management. The terms of the leave will be worked out on case [0 Case

basis.

MATERNITY LEAVE
ternity leave up to six weeks with pay

ale employee is entitled to ma
e at the

A regular eligible fem
and an additional 6 weeks on half - pay. This leave is granted only once during the servic
college. The employee taking this leave has to give an undertaking (on Rs.100/ stamp paper) &t
the time of applying for the leave that she would work for a minimum period of 02 years after
return from leave. Maternity leave not exceeding two weeks may be granted in case of
miscarriage or confinement including induced abortion.

Maternity leave applications must be accompanied by medical certificates.

VACATION VE

All the regular faculty members (vacation staff) who have put in not less than one year
of service in the college and who undertake to continue in service for the next academic year are

eligible for up to six week's vacation leave. This si
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04 weeks during summer

0T week cach during Dusserah and Sankranthi estivals.

Where the period of service in

leave may be granted on pro-
than 06 months are not ¢

he college is less than one year but 06 months or more, vacation

pro-rata basis. The faculty members whose service in the coliege is less
ligible for vacation leave.,

For_ the purpose of computing the service period the cutoff date would be the first day of vacation
period notified by the Principal at the end of the academic year.

Un used vacation leaves arc not carried forward to the nextacademic ycar. However, where a

vacation staff member is required to attend to official duty during vacation as per the dircctions

of the Head of the Institution, the unused vacation leave is converted as L in the ratio of 07
(VL) : 05 (EL).

EARNED LEAVE (EL)

i.  All the non teaching staff members (non vacation staff) are cligible for accrued Earned
leaves of 15 days in a calendar year @ 1.25 leaves per cach completed month of service.
Gardeners arc cligible for 5 days’ Earned lcave in a calendar ycar. The lcaves will not be
credited at the beginning of the year.

1. Unused EL's would be carried forward to the next calendar vear.

iii. EL"s will not be granted on more than three occasions in a calendar year.

iv. EL's will not be granted for less than 05 days.

v. In certain cases unused vacation leaves of vacation staff may be converted to EL’s as
provided for in, clause VIl above.

All human situations have their inconveniences. We feel those of the present but neither see ‘
nor feel those of the future; and hence we often make troublesome changes without
amendment, and frequently for the worse”. - Benjamin Franklin B

10 Codes of Conduct and Discipline:

All employees of the institution in general-sh

by the following rules, untess and
otherwise expressly circulated to this effect:

1 Saning
I T £/ Madagalpally (V),
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DO’s:

. Maintain absolute integrity and devotion to duty
n gtu:nd the college regularly and punctually
::: czfiif ::;isisi both theory and practical; punctually and effectively

; § ‘gnmems and lab. records systematically
v. Be meticulous in submitting the question papers and marks of the intern
Vf'. Conduct guest/expert lectures with academic/industry professionals
vii. Valuation of internal and external examinations i
?.'iii. Attend internal and external invigilation |
ix. Attend guest lectures, FDPs, Workshops, Seminars, Industrial Visits
«. Downloading c-material from digital library, authorized online jot

al tests

and observer duties
and Tours

imals and legitimatc

Preparing soft/hard copy of course files, deliv
ling of student academic performance and Mentoring

eous with others

|

|

sites \L

ery sheets and web materials !

xi. Monitoring and Counse
«ii. Be honest, impartial in dealings and court

|

|

|

!

Abide by the rules and regulations of the institution

Promote decency. decorum. dignity and discipline am
chanisms to improve academic standards

lop pru:’cssiunaI:‘tmcrpcrsonal competence [0 enhance skills of i

|

Xiil.
Xiv.
v, Institute devices and me
Acquire and deve

ong staff and students. !
|
|

Xvi.
lis/knowledge in t

students
and reinforcement of ski

Building team work, tcam efficiency

xvil.
students
Administrative compliance
Authoring/C oauthoring of text books with othe
rs in Seminars/C uni‘crcnccsf'(‘unvemion
and attending FDPstorkslwpsf(lnnfcrcncu.-’

r college rofessionals
s/ Journals/Magazines
Symposiums

Vil
xiX.
<x. Publication of pape
Publication
Conventions
xxil. Chairing S¢
Seminar/Conference
Professional, rationa

XXl
ssions and Delivering Keynote Address in any FDP WS/

xxiil. | and intellectual behavior like an academician.

Don’ts
i, Gross negligence of du
Propagation of religiou
Discriminate by caste, e
form of ‘malpractice/unf
per prior permissio

ties and responsibilitics

8, communal, anti-social, terroris
reed, religion, language, domicile, social and cultural
air practices’ i conneclion wilh €xams
n of the Head of the Instituiion.

ii. { activities in the campus.
i, backeround
iv. Encouraging any
Leaving the campus without pro
Absconding from the institution

vii. Undertake private assignments whether remunerative or not
Enter into any monctary transactions with any stakeholder of the institution

ution or stakeholders property in any form.
msmkeholders
without proper approval

alAnd cultural sentiments

(V

V.

vi.

VL
ix. Cause damage to instit
. Encourage or involve in immoral practices g SHrn
xi. Organize, attend, involve in any duty 0 A '
xii. Passing comments on religious, regiongly
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xiil. Taking Membership of a political party or taking part in politics
Xiv. Any act which is detrimental to the interest of the institution.

11. Disciplinary action:

All employees are liable for disciplinary action for disobedience, misconduct and
dereliction/negligence of duty. However such disciplinary action shall be taken after cstab?ishing
the grounds on which the disciplinary action is initiated and after a reasonable opporTuntty has
been provided to the employee ta defend himself/hersell.

Complaints of misconduct by a stafl member are investigated by a disciplinary commitice of
adhoc committee constituted for the purpose by the Principal.
appointing authority pending enquiry mto

An employec may be placed under suspension by the
Principal 18

framed charges by giving the employee a fair chance [0 represent hisfher case The
empowered to suspend any employee if it is in the interest of the college and report us achon 1o
the management, and the University as the casc may be.

good and sufficient reasons may

As part of the disciplinary action, the following punishinent for
acts about commiting

be imposed upon the employees of the Institution, after establishing the

-

an offence and dereliction/negligence of duties.

i. Censure

ii. Withholding increments/promotion

iii.Recovery from his salary whole or part of any pecuniary loss caused to the college due to
negligence of duty or breach of orders/rules

iv. Suspension

v. Removal from service




