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PLACEMENT POLICY

Placement Cell:

The SHM College Placement Cell plays a crucial role in locating job opportunities for
Undergraduate and Postgraduate students passing out from SHM College. It establishes
working touch points with reputed firms and industrial establishments; operating round the year
to facilitate a connection between compames and graduates. It has become imperative for
educational institutes and universities to 1dent1fy the dynamic technological trends and the
resultant paradigm shift in corporate needs to be. able to dehver the same in the existing or

upcoming curriculum of academla These dellberatlons are cruc1a1 for preparmg students to be

employable and job ready, and catermg the mdu“" rial

effective way.

Objectives:

identifying their career objectlves Al N b=
* Guide the students in developmg leS and job search strategles requlred to achieve their
career objectives. s Y il g
* Mentor students on relatlonshlp buﬂdmg, transl'tmm-ng to new .bu:siness Jobs, and crafting their
resumes. St i

* Partner with employers and alumni to build aungtwork pool for students.

* Identify suitable potential employers and help them achieve their hiring goals.

* Organize activities which aid in career planning.
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Skill Development and Training:

Skill development is a crucial term these days and every organization is focused to hire skilled
employees or train them to get good skills prior to hands-on jobs. Skill and specialization are
what the market is demanding these days. With booming globalization, skill training is an
integral component of i increasing efficiency and productivity for sound economic development
of any economy. In India, the demand for skilled manpower is huge and to cover this gap, it is
very pertinent to re-engineer the skill ccosystem. Students who have registered for Placements
as an option ideally undergo a minimum of 30 hours Skill Development Program to be eligible
for Placements. You are requested to contact your respective Placement Officer for more

details.

The focus on training and skill dev'elopm'e;nf is asfollows h

* Skill based learning focuses on mcreasmg employablllty L,

* Equip students with approprlate hands -on SklllS Whlch w111 help them to be job ready.

* Core focus on job role based skllls leads to comprehensrve spec1allzat10n thereby increasing
efficacy of the candidate. SHM College Quahty POIIC]CS

* Skill Training interventions raises conﬁdence 1mproves product1v1ty and competency of an

individual through focused outcome based leammg[

* Keeping in view the industry requrrements “the trammg cumculum must be designed for
preparing the students for entry-level Graduate Placement and focus must be given to
Personality Development, Communication Skills and Vocabulary, Resume Preparation and

Email Writing, Group Discussion, Interview Skills, Aptitude Training and Practice Tests.

i
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* Other areas of focus could be as follows, but not limited to this. Self-Awareness and Self-
Management, Presentation Skills, Time Mmanagement, Goal Setting and Decision Making,
Workplace Ethics, Conflict Management Placement Process and Registration: All Final Year
Undergraduate Students, Diploma and Final Year Postgraduate Students are eligible to apply to
be part of the Placement Service. Students must submit an online Placement Application and
submit a copy of the same to the respective Placement Officers,

STEP 1 — Check eligibility with your respective Placement Officer.

STEP 2~ Click the following link and apply Onlinc,

TEP 3 — Submit the copy of the Conﬁfma’tioﬁ Sheet to the }_:’I‘a__cenj;en.t Officer.

STEP 4 — Retain One Copy for _youfs_éllf Eligi_bili_tj N_o_ backldgs. .

* Attendance requirement: Stu_dent mustmalntam’ls%attendance

* CGPA/ Percentage requirement: All students must have a minimum of 5% in 10th, PUC and
* Any other criteria there are two typesofcampus Placements Programs: On-Campus
Placement: In On-Campus Placementdrlves,compamesvmltthe college to select final year
students. The selection is baééd ona studentsabllltytocleartheAptltude Test, HR Interview

and other parameters set by the cqmpany_based:”gp their re_quiféin_erit_sl Off-Campus Placement/

Pool Drives in Off-Campus Placement drlves,recrultrnent is gonduéted at a common place that
could be any particular college or in fhe premises of the host company/institution. Students
from many other institutions are invited to pérticipat'e”in such drives. Off-campus placements
are mass recruitment drives to bring a large number of opportunities and deserving

undergraduates to the same table.

4
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Placement Process:

STEP 1 - HR of a company contacts College or Placement Officer contacts the company

STEP 2 - Announcement is made of a Placement Drive with details pertaining to the Job
Description and CTC — Cost to Company. SHM College Quality Policies.

STEP 3 - Placement Representative is contacted with details regarding the Date and Timing.
STEP 4 - Students are required to Sign-Up for the Placement Drive.

STEP 5 - Companies confirm the Drive with Infrastructure Details.

STEP 6 - Students participate in the Placement Drive.

STEP 7 — Students attend a Pre-Placement 'fa‘lk ; Education Qualiﬁbation is confirmed, Written
Test, Group Discussion (OptIOH) Techmcal Interwew HR Interv1ew ‘and Post Placement Talk
STEP 8 - Short-listed or Selected Candldates are announced Respon31b111t1es of students:

» It is the respon51b111ty of the student to check Announcements/Notlces/ updated

information/shortlisted names Cete. dlsplayed on the notlce boards of Placement

Office/Department Notice Bo'ar_ds Studcnts pected to be on time as per the

announcements.

» Failure to read the notice board/ERP Notlﬁcatlon/WhatsApp Message/CoIlege App/Website

will not be accepted as an excuse for not partlclpatmg

+ Students not meeting the eligibility grlte:'
be allowed to sit for the same. S _
* Students are advised to be dressed as pér the formal dféss code of the college at the time every
Recruitment Drive.

* Students should carry their Official College ID Card.

4
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« All the following documents must be with the candidate during Interview: Multiple Copies of
Resume, Passport Size Photographs, Copies of 10th, 12th, Degree Marks Cards and other
relevant certificates, Government Issued ID Cards.

« Attendance must be claimed by the student within 48 hours of the completion of the drive.

« Students must clarify queries/doubts, if any, related to package, job profile, and place of work,
bond details or in similar regards with the Placement officer and on instruction can be clarified
from HR officials of the Company during Pre Placement talk.

* A student who applies and gets shortlisted is bound to go :_tnrough the entire selection process

unless rejected midway by the company

he/she will not be allowed to continue the beneﬁt of placement servwes

* The eollege follows ‘One Offer Polley Here, students are perrmtted to attend any number of

company. In today’s job env1r0nment, ipeetlon is Var1able and hence locatlon may change.

+ All communication will be o'n'ly-bet_wleefn?;_,__ meany:: end ‘the placement department. The
placement department will in turn communicate the'sam'et_o_ tne student.

« Students who accept an offer are obligated tOjoin the 'eompany as per the terms of the offer.

« Students who pursue offers external to the placement department are requested to keep the
placement department informed to avoid conflicts with the activities of the placement

department.
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* Students who want to pursue higher studies, should refrain from the Placement process.
Discipline:

* Students should maintain discipline and show ethical and decent behavior in every action they
make during the placement process. Any student found violating the protocol set by the
company or defaming the Institute’s name would be debarred from the placements for the rest
of the academic year and it could lead to strict disciplinary action by the Institute.

* Students found cheating or misbehaving in the selection process (PPT/Test/GD/ Interview)

will be disqualified from the placements for the rest of the academlc year.

actions such as signing and accep_ ng and sendmg it beck to the Placement Office/ Company
lies entirely on the student. In. case offers are received directly by the student from the
company, the copy of the same must be submitted to the :i;lecement Office. As an alternative to
offers of which the placement cell has no record,-mamta;nmg a student list/letter of intent/email

communication is advisable.

¥
| Ulbasnagar
431004
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MAINTAINENCE POLICY (PHYSICAL, ACADEMIC & SUPPORT)

Preamble

The Institution believes in the value “challenge to do more and strive for excellence”. For the
past few decades, the College has endeavoured to achieve academic excellence in teaching and
research with a creative approach and strong commltment to serve the society through focused
socially oriented outreach programmes The College has also estabhshed a Maintenance Policy
(Physical, Academic and Support) 1n allgnment with its vision and mission. The primary
mandate of this policy is to ensure proper service cond1t10n through physrcal academlc and

support machineries of the 1nst1tut1on for its overall smooth functlomng

Policy Statement . __ _
Through this pollcy, it is ensured that all the physwal academlc and support mfrastructure is

well equipped and mamtamed to support the delrvery of h1gh quallty teachmg and learnmg in

the College without any servrce mterruptlons

Objective

This policy is de31gned to develop actlon plans and procedures for the mamtenance reparr and

replacement of all equlpment—physwal academlc and support mfrastructure to sustain the
delivery of quality teachlng and learning in the College and ensurmg the College s smooth

operations.

Scope _ : ; ;
* Details of all hi-tech eqUipment machinery and guarantees/warranties‘ of the equipment —
physical, academic and support mfrastructure of the College is ‘maintained in the ASSEST
REGISTER which is available in the administration office. Records details include:
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* Date of purchase

* Name & Details of Fund utilized to purchase

* Purchase Invoice Details

* Purchase Price * Contact details for servlcing contract3

* Location of equipment / me.chinery in the College

» Staff member respons1ble for day to day checkrng

« Setting out a uniform mamtenance and repalr procedure for all the equ1pment across all the
departments and centres of the College | _

* Ensuring the effectlve ut1l1zat10n of resources for teaching, leammg and tralmng

* Ensuring the replacement of equlpment and furnlt 3 m' : -procedural Way, on a regular bas1s

without service mterruptlons
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THE ROLE OF THE MANAGEMENT

Roles

Responsibilities

Head of  Administration-

Principal

Overall responsibility for service and maintenance
of all physical, academic and support infrastructure
equipment.

The maintenance of Building, Furniture, Electrical,

Garden, Sports-3 Ground and IT are forwarded by

) 1the Pr1nc1pal to the respectlve In-charge Heads for

e necessary actlons

i

Maintenance Officer

il

In-Charge-Electrical :;'

Conference ha s:

'-Overall m-charge of l1ghtmg, electrical, solar &

*"-‘cabhng for electrlclty ‘and internet in the

_Audlo Visual rooms and

:""'audltorlums (both mdoors and open air).

: Responsﬂ)le for the perlodlcal/ annual maintenance

' ofthe above 1n the respectlve locations.

: To maintaln records of periodic maintenance,

repalr logs and replacement details of the

concerned equipment.

v

In-Charge-Garden

Overall-in-charge of College Garden, Compost
making and Garden maintenance.
Responsible for the periodical/ annual maintenance

of the above in the respective locations.
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In-Charge-Sports Ground

Overall in-charge of Sports Ground and its
maintenance (Refer Sports- Policy for Details).
Responsible for the periodical/ annual maintenance

of the above in the respective locations.

vi

In-Charge-IT

Overall in-charge of IT equipment (ref. IT- policy
for details).
Responsible for the periodical/ annual maintenance

of the above in the respective locations.

To rnamtam records of periodic maintenance,

.repalr logs and replacement details of the

_ .:concerned eql;llpment

vil.

In-Charge-ERP

The following procedure provide éieeeptable ahd efféctive m.f;l___iﬁtenanee and repair of academic

resources.

Maintenance- This procedure includes routine and preventive maintenance as follows:

e Regular lubrication of machinery/ equipment (Lift, Gen Sets, moving parts).

e Checking of equipment’s component to ensure proper operation of all electrical

. equipment including lifts and generators.

e Acquire maintenance contract from the supplier/ vendor for all the equipment purchased

and contacting them for servicing major equipment defects with or without warranty.
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Regular clean-up and upkeep of Reverse Osmosis Water Filters of the College, including
overhead water tanks, rain water sump, well, bore-well are done periodically at the end
of each semester.

Regular clean-up and upkeep of College kitchen and its equipment is done by the
Kitchen contractor.

At the end of every semester, periodical maintenance is carried out,

Keep servicing records for all_equipruent. in database of equipment & resources of the
College in the ASSET REGISTER maintained for the piirpose.

Repair

Replacement:

Repair is carried out based on the request from the concemed 1n-charge Head.
For equipment under warranty, the suppher 1s 1nformed t() take corrective action.
For equipment out31de warranty, the head m charge w1ll ﬁx faults with the help of

College technicians if poss1ble Any faults that can t be rectlﬁed by local technicians will

be handed over for external serv1c1ng

Any parts to be replaced durmg repalr serv101ng w1ll be purchased in compliance with the
College’s financial rules and reguIatlons : '

Any equipment/ furniture found to be obsolete or not repairable due to unavailability of
spares or any other reasons, will be replaced as a whole as per College purchase
procedure.

Any obsolete equipment or furniture no longer in use but still working is donated to

sister institutions in the District/ State.
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Support:

e Adequate housekeeping staff are available at any point of time during the working hours
of the College.

e Appropriate necessary number of housekeeping staff to all the floors of the College to
ensure clean classrooms, lecture halls, computer labsl and toilets for students and staff
M . ‘ ‘:- .< . :.

e Ensure that the toilets ate regulélrly 'cleéhed on scheduled tinies daily.

e Ensure that the students and staff’s spemal requests for arrangements for workshops,

conferences and other such academlc, co—cumcular programs are_met as and when

requested.
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INFORMATION TECHNOLOGY POLICIES
Introduction:

The Institution recognizes the critical nature of Inforrrtétion Technology (IT) services in higher
education in the 21% century, given the exponential gi'owth of the use of digital tools in every
area of functlomng Students and faculty are mcreasmgly dependent on d1g1ta1 formats for

sharing information both within and outsude the 1nst1tut10n "We understand the importance of

facilitating IT use, protectlng data and updatmg technologles to keep abreast of global

developments

Background and ‘}Purpo:s"e ’ = 5 __:]_: -

and administrative functlomng of the 1nst1tut10n They are acce551ble to all students faculty,
staff, administrators, authorlzed guests and others who have permlssmn of the Head of the

institution.
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Definition of Information Technology Resources

The definition of Information Technology Resources (ITR) for the purposes of this Policy
include, but are not limited to the transmission cables on campus, servers, cloud storage,
wireless networks, intérnet connections, a11 soﬁware under hcense for educational purposes,
institutional PCs and computer/ digital accessories 1n departments, offices, lecture halls, and
audio-visual rooms, computers in laboratorles and browsmg centres prOJectors laptops, wired
networks, LANS, mtemet connectmty, 1ntranet college web31te 1nst1tut10nal email accounts,
printers, copying machmes media room, data in dlgltal format and d1g1tal technology deployed

in any other dedlcated space on campus

The use of personal dlgltal dev1ces used on campus (laptOps, 1Pads, 1Phones Andrmd phones or

any other dev1ce) shall conform to the approprlate and relevant regulatlons glven in th1s pollcy

Violations of any clause Ieadmg to compromlsed cyber sccurlty on campus W111 result in severe

individual.

SCOPE

Commerce, alumm rctlred staff and faculty, _authorized guests, consultants and any other
person who has the express pernnsswn of the Head of the mstltutmn to use IT resources on

campus. All those who have access to 1nst1tutiona1 IT are responsmle for ethlcal use of all data/

devices/ technology avallable and their prlvacy is en:

i
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POLICY STATEMENTS
e (S.E.S.) Swami Hansmuni Maharaj Degree College of Commerce IT resources are
provided to authorized users only for the advancement of the mission and vision of the
institution and to enable and support the functioning and operations of the different
constituents of the institution. 7' ' “
 IT resources. _ - :
e Authorized users shall respect the Intellectual Property Rights of other members.

* Authorlzed users shalI use T resources m accordance w1th the I'T Pollcy, Online/

CODE OF CONDUCT - . 1 4
The Policy mtegrates the Code of Academrc Integrrty Wthh applles to all students and research

scholars, admlmstratlon and everyone who makes use of technology on campus 1t prescrrbes
not only adherence to mtegrlty and ethlcal use of resources both onlme and ‘ofﬂme but also to

use of the 1nst1tut10n S drgrtal resources Thls mcludes computer and netwo g;§v1olat10ns such as

unauthorized access to data computers and networks usmg the 1nst1tutrons ITR for

commercial/ personal purpose mfrmgement of copyrrght harassment of another user,
disclosing sensitive: and conﬂdentlal data/ mforma 'Ln to unauthorlzed persons and physical

damage to ITR.

Violations of the Code of Cond_u:ct by 'stu:_d;en:ts shall be handled by therPrincipaI in consultation
Secretary of the Sindhu Education Society. In all sanctions and 'rulings, the decision of the
Principal shall be final. The right to deny access to ITR on campus rests with the Principal and

her decision shall be final.
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Wi-Fi

Wireless networking is an important aspect to technology deployment on campus since it offers
many benefits that support the institutional mission. It is one of the objectives of this policy to
ensure that wireless connections are centrally controlled and deployed to provide optimal levels
of service and ensure maxiinum security The instifution prohibits the installation of non-
standard or misconfigured w;reless access pomts The purchase and 1nstalla‘uon of wireless
equipment is centrallzed to ensure that mapproprlate devices are not 1nstalled and used on the

1nst1tut10ns networks. All resolutlon of hardware software or network 1ssues shali be the

respon51b1hty of the respectlve IT Teams Any Access Pomt Wthh is connected to the

CYBER SECURITY

The 1nst1tut10n reserves the rlght to use two levels of securlty Slte Blockmg w1th SOl’llC Wall
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RECRUITMENT AND SELECTION POLICY

A Recruitment and Selection Policy is an essential component and the purpose of this policy is
to provide guidelines and procedures for hiring and selecting the best qualified candidates for
various positions in the college. The institution ensures openness and transparency in all the
steps to appoint eligible candidates without any discrimination by adopting policies as

prescribed by University of Mumbai.

Procedure: _

* A copy of advertisement is sent to the University for Approval. On the receipt of the
appro'val advertisements are realised in the National/ state level newspaper. Fifteen days’
time are given for the applicants to apply. for th.e post advertised.

* Screening Process: We have established a screening  process to evaluate the
qualifications and experience of candidates, which includes a review of resumes, cover
letters, and interviews. : _ _ .

* Setting up Selection Comnﬁi'ttee-_to-‘ interview the identify candidates 1o be interviewed.
The selection committee panel is constituted sanctioned by the. un_iyé_rsity to conduct the
interviews. o ' : ' _ e :

o Interview Process: We have e'établished a structured i_hterview process that includes
questions related to the jdb descriptidn and requirements. - _

* Setting up Screening Committees to identify c’ahdidates to be interviewed are selected
and interview letters are sent to the _cal_l_di'dat_e.... i .

* Selection committee reports are 'pldCed_béfdfe.::th_e: .uni'v'eréity with required documents for
approval. | '

e Once the approval letters received from the uriiver_sity,.the appointment letters are issued

to the candidates.

\iupt
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GRIEVANCES REDRESSAL POLICY

A grievances redressal committee has been formed to look into the complaints filed by the
students. The purpose of a Grievance Redressal Policy is to provide a mechanism for students
to voice their complaints or grievances and to ensure that those grievances are addressed in a
timely and fair manner.

Objectives: :
* To strive hard to create healthy atmosphere for the smooth functioning of the Institution.
e To encourage students to express their grievances freely without any fear.

* To understand the problems at academic and administrative level.

Procedure and functions:

* The College has formed a Gnevance Redressal Committee, consisting of faculty
members and student representatives, to address grievances raised by students.

* Step wise guide: The College had clearly outlined the procedure for filing grlevances
including the forms and documents requlred and the tlmehnes for submitting grievances.

e Confidentiality: The Grievance Redressal Commrttee ensures that the grievances are
handled with utmost conﬁdentlahty and privacy,. =

e Timely redressal: Our College ensures that all grievances are addressed in a timely
manner, and students are kept informed of the progress and outcome of their grievances.

e Appeals process: Our college provides an appeals process for students who are not
satisfied with the outcome of their grievances.

e Prevention of retaliation: The Grievance Redressal Commlttee ensures that students who
file grievances are not subjected to any retaliation or dlscr1m1nat10n

* Record keeping: The College maintains records of all grlevances ﬁied and the actions
taken to redress them. : .

« By 1mplement1ng a Grievance Redress'zil"'l’(.)l.'iey, our degree college creates a safe and
‘supportive environment for students and foster a culture of transparency and

accountability.

'11";\:'4 SES) Swarmi Ma
€ e &
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RESEARCH POLICY

Institution creates effervescent atmosphere to cultivate the research culture among the teachers

and students by adopting scientific way to build professional competence.

Objectives:
e To create awareness and opportunities in research and development among the students
and faculty members to involve in réSearch actirities j

e To encourage ‘and facrlltate the pubhcatton of the research work/ prolects in reputed

academic Joumals

e To make effort to 1mprove the avarIabrllty of research mfrastructure requlrements to
fac111tate research : . B 1 __ '_ . LW
e To orgamse seminars, conferences and workshops frequently to enhance the research

culture among the students and faculty member s -

e To depute faculty members to attend the semmar conference and y rkshop organised by

other 1nst1tuttons

e To orgamse rescarch workshop to empowerc" the students and‘faculty members to

undertake the research act1v1t1es

e To ensure publlcattons in quallty jcurnals 1ndexed in Scopusf We of Science and Indian
Citation Index with good 1mpact factor.
e To undertake mmor resear' h | projects.

e To motivate faculty members to“' egister for PhD.

research grants, sponsorships, and other forms of financial support. Each Faculty is requrred to

publish minimum two research papers per academic year in UGC & other Journals.
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Research Ethics: We have established ethical guidelines for research activities, including the

protection of human subjects, animal welfare, and the responsible use of research resources.

Research Facilities and Resources: We provide adequate facilities and resources for research

activities, including access to libraries, laboratories, anﬂ other research facilities.

Research Collaboration: We encourage collaboratlon among faculty and students both within

the institution and w1th other 1nst1tutlons or orgamzatlons

Research Publlcatlon and Ph. D enrolment We encourage the dlssemmatlon of research output
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ENVIRONMENTAL POLICY

The Institution is dedicated to observe to the principles of protection of environment and
sustainability. This policy sets out principles, priority areas, procedures for implementation,

management of campus environment.

Objectives of Environmental Policy _
To reduce its environmental footprint hy minimi?iing waste, rcducing energy and water

consumption, and usmg env1ronmentally—frlendly products and services.

To encourage sustainable practlces such as recychng, compostmg, and .uslhg public transport or

carpooling.
To protect natural"r_eSOurces such as forcsts, Waferi'bodié_s",_:'g_and-;h'io:diyersity-. _

To engage W1th the local commumty and local NGOs to promote env1ronmental awareness and

collaborate on env1ronrnental 1n1t1at1ves

To create a cuIture of sustamablhty among 1ts students and staff pr motmg valucs such as

responsible consumptlon and env1ronmental stewardshlp

Priority areas: o o . ‘_
Recycling programs We 1mplement rccyclmg programs to reduc nount of waste that is

generated on campus.

Energy-efficient practlces Wc adopt encrgy-efﬁ(:lcnt practlces such as usmg LED lighting, to

reduce energy consumptlon and ]ower_'gre nhe

Sustamable tranSportatlon We cncourage thc use of sustamablc transportatlon methods, such as

blkmg, walking, or public transportatlon by promdmg blke racks, promotlng carpooling.

Sustainable food practices: We adopt sustainable food practices, such as serving locally sourced

and organic food, to reduce the environmental impact of the food served on campus.
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Green spaces: We create green spaces on campus to promote biodiversity and provide students

with access to nature.
Steps for protection of Environment:

Reduce, reuse, and recycle: This is one of the most effective ways to protect the environment.

By reducing our consumptlon of resources reusmg items whenever possible, and recycling

materials, we can help reduce waste and conserve resources

Conserve energy: We are conservmg energy by turning off hghts and appllances when not in
use, using energy-efﬁcrent apphances and hght bulbs and reducing our use of he‘atmg and

cooling systems

avoiding activities that. harm w1Id11fe.an the

Raise awareness: We are ralslng awareness about env1ronmental 1ssues by guiding our students
and staff to talk to their friends and famlly, sharlng mformatlon on social media, and

participating in environmental campaigns and events.
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SEXUAL HARASSMENT POLICY

POLICY STATEMENT

The Institution is committed to provrdmg a campus that is free of sexual harassment
irrespective of gender, race, caste, creed, and rel1g10n place of origin, sexual orientation,
disability, or economic status The Institute’s. students faculty, and non-teachlng staff, and
others associated w1th Instltute have the r1ght to be in an env1ronment free from any form of
discrimination and conduct wh1oh can be conmdered harassmg, coercive, or disruptive,

partlcularly behav1ours that are tantamount to sexual harassment as deﬁned in thls pol1cy This)

and remedial action. The Institute is comm}tted to taklng all necessary steps to ensure that none

of its members and others assoc1ated with 1t are subject to sexual harassment and w1ll enforce

and other p011c1es of the Instltute as apphcable Relevant gurdehnes of the Mmlstry of Human
Resource Development Government of Ind1a, and the Umver51ty Grants Comm1ss1on may

also be referred in the 1mplernentatlon of this Pol1cy

SEXUAL HARRASEMENT

Sexual harassment includes any”'one or more of the'folloWing unwelcome acts or behaviours
(whether directly or by implication): (a) physical contact and advances; (b) a demand or request
for sexual favours; (¢) making sexually colored remarks; (d) showing pornography; or (¢) any

other unwelcome physical, verbal or non-verbal conduct of sexual nature. Further, the
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following circumstances may also amount to sexual harassment if it occurs or is present in
relation to any other act of sexual harassment: (a) implied or explicit promise of preferential
treatment; (b) implied or explicit threat of detrimental treatment; (c) implied or explicit threat
about present or future; PAGE 2 OF 7 (dj interferencef"with work or creating an intimidating or

offensive or hostile environment; or (e) humiliating treatment likely to affect health or safety.

DEFINITIONS ; _
(a) ‘Campus’ means the locatlon or the land on which the Inst1tute and 1ts related facilities
like libraries, laboratones classrooms student halls of residence, t01lets health centres’,

canteen, bank counters etc. are situated. It also mcludes w1th1n 1ts scope places v1srted as a

member of the Instltute 1nclud1ng transportatlon provrded for the purpose of commutmg to and

online sessmns groups and events and such other actwltles where a person is part1c1patmg in

the capacny of an employee or a student of the Instltute are also 1ncluded (b) ‘Dlrector is the

hoc, part-time, vxsltmg, adjunct guest honorary, or on spec1a1 duty or deputatlon (d) ‘Non-

Teaching Staff’ includes : any employee of the Inst1tute, who is not mcluded in the category of

short term training programs in the Institute. Prowded that._j__lperson who is in the process of
taking admission and is not yet admitted shall be treated for the purpose “of this Policy as a

student, where any incident of sexual harassment takes place agamst such person, in the process
of admission. Provided that a student of any other institution, who is a participant in any of the

activities of the Institute shall also be treated for the purpose of this Policy, as a student of the
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Institute, where any incident of sexual harassment takes place against such student in the said

activities of the Institute.

SCOPE AND APPLICABILITY '

The Institute strongly condemns and prohibits sexuéf harassment E:against all genders. Sexual
harassment is unlawful and thlS Pollcy will apply. to all Students Faculty, Nonteachmg staff,
and individuals engaged by or assomated with the Instltute and 1ts Campus ‘regardless of their

position, nature and duratlon of thelr mvolvement
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SCHOLARSHIP POLICY

The Institution observes to the rules and regulations to aim scholarship facility from the
Government, Non-Government and Trust facilitate students for their educational benefits to the

students.

Government Scholarship: _ ., :

The college has to register m MHADBT for applymg the scholarshlp for students The office
has to prowde mformatlon regarding fee structure every year for the approval Once, approved
by the department ofﬁce informs all the students in notlce It mcludes detalls of scholarshnp,

eligibility & documents required.

Steps”
1. Onlme Appllcatlon : . :
Students are requlred to apply on MHADBT Imk

2, Screenmg

students and shall be approved by the Prmmpal
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Steps:
1. Application:
The students apply for the request of financial assistance to the head of Institution.
2. Scrutinize:
The applications are - scrutinized by office W1th the necessary documents attached,
forwarded later to Prmcrpal for the approval

3. Sanction:

The final list approved by the prmcrpal is forwarded to Geeta Isram foundatlon The

amount is sanctroned and commumcated to the students via college ofﬁce

Association Scholarshrp i 3

The 1nst1tut10n prov1des funds through donors Students shall be ellglble for turtron fee waiver

for the grven academic year Prmcrpal shall propose recommendatlo of the students, further to

Steps:

i B Appllcatlon

The college receives applrcatlon from the studen r fee concession.

T Verrficatlon

The request letter 1s Verrﬁed -_'at fﬁce level an necessary documents attached The needy

students are recommended to the managemenm

3., Sanctioning: il
The Management committee sanctlons the amount and approves the deserving applicants.

Further, the sanctioned amount is commumcated via general office.
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ADMISSION PROCEDURE POLICY

The admission committee formed by the college make certain that admissions policies and
procedures are ethical and transparent accessible to the prospect students as per instructions of

University of Mumbai.

Procedure: _ _

Firstly, pre-admission form is released by UIllVCI‘Slty of Mumbal onlme Candldates have to fill
and submlt within stipulated time. The sale of admlssmn forms will be followed as per
Un1vers1ty of Mumbai admission schedule College prov1des adm1331on on the mer1t hst as per

the apphcauons received.

Verification & Securltlzatmn The submltted forms are conﬁrmed and scrunmzed by the

admission commlttee for further procedure

Preparation Of Merit List: ; _ ,_ .
As per the mstructlons of Umversﬁy of Mumba1 ﬁrst second & thlrd merrt 11st is prepared

displayed on the notice board

Payment of Fees:

Students have to deposit fees as per the structure diisplay'ed:

Enrolment:

confirmation.

a

+

Cancellation:
Student who wishes to cancel admission is required to submit an application and cancellatlon

~
form. It will be further uploaded on University portal and MKCL for cancellatlon p
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DISCIPLINE POLICY

Character building is the dominant value of the Institution. We set its foot firmly on grooming
good characters and enhances the manner to maintaih the decorum of the institution. Every
student must precisely follol?v disciplined and respectahle behaviouré both inside and outside the
College and not to indulge i in any act1v1ty wh1ch w1ll tend to brmg down the i image and repute

of the College.

1. The college gives utmost pr1or1ty for dlSClpllne and every one, student or staff is bound to
adhere to the rules and regulat1ons of the college and mamtaln str1ct dtse1pl1ne

2. Under dlsc1plmary action, the pr1nc1pal zs empowered to ﬁne suspend or even expel a
student from the college in the interests of the mstltutloﬁ s i _1_mage and repute _:

3. Mobile Phone usage 1n51de the eollege campus is strlctly proh1b1ted |

4. Browsmg is ‘banned durmg the class hours

from the pr1nc1pal

9. Writing on walls, plllars bath rooms Ell’ldf__ rnitur ;:_black boards 18 str1ctly proh1b1ted

10. During class hours, eating snacks / takmg luneh 1n51de the class rooms or along the

corridors or on the staircase are not permitted. s
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11. If students indulge in any act of vandalism to college property, He/she will be fired and
proper disciplinary action will be taken against him/her.

12. Students are advised to switch off fans and lights when they leave the class rooms.

13. No students shall remain in the hostel during class — hours unless he / she is sick and is
permitted to be on leave. | .' |

14. No student wﬂl be allowed in the exammatton hall after 30 minutes of commencement of
the examination. _ :

16. Students have to brtng all the necessary 1tems such as hall tlcket adm1t card, pen pencil,

calculator, Scale, rubber, etc., to the test / exam hall ' _

17. Students should be inside the exam hall ttll the exptry of the stlpulated time for the internal
tests and university examinations. . A

18. All students should be properly tucked in shtrts and neatly dressed on all workmg days

19. Any student, who 1ndulges m movements whtch may lead to communal ill feehngs or

Students commg late shall enter the class only w1th the permtss1on of the 1teacher Late comers

will not get attendance for the perlod No student shall leave the class before the class is

ndance is mandatory

21. Students shall move sﬂently when proceedtng ;fromh_,ne class to another without disturbing

other classes.
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22. The college properties should be handled with utmost care and our college building,
furniture, library books and the premises should be in spick- and -Span.

23. The Continuous Internal Test (CIA), Unit Test and Model Examinations are to be attended
by all the students with sufficient preparatlon ':

24. Students must work quietly while a student i in the llbrary he must maintain silence and work
quietly without disturbing the fellow students work _____

25. Students must park thelr vehlcles only ear marked parkmg areas and should not use the
vehicles inside the campus beyond the parklng areas.

26. Under any c1rcumstances no student or out51der 1s pertnltted to meet a facu]ty member

28. Students should aIways wear thelr 1dent1ty cards around the neck
29. 30. Being co- educatxonal Instltutlon students must mamtam digmﬁed approach and decent
behaviours Wlth opposnte SEX. Any mdecent behawour Wlll be wewed :rtousl){ and severe

action will be taken by the Prmc1pal

32. Using Crackers Wlthm the college or hostel campus even durmg festlvals is strictly
forbidden. L _ -
33. Students have to be regular in thelr attendanc No student shall absent hlmself/herself from

classes without obta1n1ng prior sanction

joining after medical leave should produce Medtcal cert1ﬁcate from Reglstered Medical

practitioner.




