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LURPIOSE

The Academic Regulatory Policy is committed to ensuring that academic

activities run smoot}ly and systematically within the institution'

SCOPE

The Academic RegUlatory Policy is applicable to students' and teaching

andnon-teachingfacultyassociatedwiththeinstitution.

FOLICY STATEMEIT?

TheAcademicRegulatoryPolicyaimstoprovideadynamicarrdhish-
quality environmera for teaching, learniog, and evaluation processes' This is

achieved through regul,ations set by the institutional governing bdy' in

accordance with the affiliating university and the Pharmacy council of India'

It upholds academic standards, promotes continuous improvement in

teactring and learning, and safeggards tlre overall integfity of academic programs

in the institution. By fostering a culture of coll'aboration' ARC strives to ensure

trre systematic and smooth functioning of acad.emic activities in t,'e institution,

ultimately providing tlre students l['ith an enriching and tralrsformative

educational experience'

STRATEGY

t Reviews existing academic policies and proposes necessarJr updates to

ensure they remain aligned with the institutionalvision and mission'

* Actively engages wittr academic departments to develop comprehensive

and innovative curricul,a ttrat respond to evolving educational needs and

indusry demands
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* Identift any gaps in tl:e curriculum and take steps to fiIl tllem by

orgadzing various value-added courses.

** Oversees tlre accreditation process for academic programs, seeking

external validation to ensure our institution meets industry-recognized

standards.

* Tracks stud.ents'academic progress by monitoring their adherence to the

academic calendar, completion of coursework, attend4nce, and semester

outcomes and provides recoillmendations as needed'

{. Implements rigorous measures to foster a culture of honesty and ethics

among students a3d faculty by discouraging pl,agiarism and misconduct.

t Constantly evaluates and enhances assessment techniques to guarantee

unbiased evaluation of students' abilities and understanding

,.. Conducts regular evaluations of academic deparhnents, faculty

performance, and program outcomes to maintain and enhance academic

quality.

DUTIES ATD RESFONSIBILITIES

1. To conduct College council meetings o11 a regular basis and record tlre

minutes.

2.To update ARC policy when tlre need arises-

3. To conduct meetings with Administrator, Principal, cl,ass teachers,

committee heads, faculty members, and students on a regular bdsis to

discuss academic matters.

4. To function as Academic Monitoring Committee as per ttre requirements of

KUHS.

S. Statr recruitment Identjfication of Vacancies (teachinglnon-teaching),

initiation of advertisement, shortlisting of candidates for interview based

on the criteria kept, and coordination of interview'

6. To initiate a PTA Meeting of each class.

Z. To conduct the initial training and orientation of new15r joined faculty.
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8. To collect and analyze tlre feedback on newly joined faculty and give

necessarJr support if required.

9. To give orientation to the first years at the time of tlre inauguration of the

academic year.

10. To initiate and coordinate the conduct of Graduation Day.

11. To analyze the feedback of students on faculty and if the grade obtained

for any staffis below 60a/o, bring it to the knourledge of the Administrator

and Principl for furtlrer proceedings.

L2. To ensure that cash prizes, certiEcates, and gold medals are ruranged for

proficiency holders and best outgoing students.

13. To conduct a general meeting with non-teaching staff once a year and

when tlre need arises and document it.

14. To conduct monthly audits of Academic activities using Campus 7 under

audit for all programs, Cumulative subject-urise reports are to be

submitted to the Principal one week before each sessional.

15. To carry out lab document verification and filing,

16. To collect, analyze and document the deprtmental academic planner at

the beginning of the academic year and departmental report at the end of

the academic year.

17. To coordinate Hospital/ industrial training for Sixth Semester B.Pharm.

18. To coordinate the conduct of Practice school for tlre Seventh Semester

B.Pharm.

19. To record the events in College Chronicle.

20. To collect and document the workload of teaching and non-teaching

faculty.

21. To distribute the faculty exit form, collect a copy of tlre same submitted

to the Principal by faculty from tlre office and document it.

22. Ta record the quality of first-year students admitted to the institution

every year.

23. To record the action taken for continuous improvement and to achieve

tlre target level of each POs.
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24.To publish the master timetable.

25. To prepare a monthly academic plan, annual academic plan, and monthly

academic report.

26. Theory & practicalllab/Clinical work status to be updated.

27.To give the report on net-based learning.

28. To give report of programs conducted for poor performers.

29.To check tJ.e adequacy of Faculty qualiEcation and numbers.

3r
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PURPIO$T

Ttre Research and Derrelopment policy intends to promote and support

research activities in the institution.

SCOPE

The Research and Development policy is applicable to students and faculty

members of the institution.

FOLICY STATEUEilT

Ttre institution's Research and Development policy fosters a dynamic

innovation ecosystem by promoting scientilic excellence, nurturing innovation,

supporting cutting-edge research, and instilling a culture ofcontinuous learning.

The policy aims to advance pharrnaceutical research and promote

collaboration.

STRATEIGY

* Develops and implemerrt a comprehensive pl,an to provide financial

srrpport to facult;r and students engaged in research projects.

* Identilies and assists in applying for government-funded research

progrcrms, providing support and guidance to meet compliance

requirements.

t' Plans and hosts scientific forums to provide a platform for researchers,

facu$r, and students to present their research findings.

* Conducts orientation programs, workshops, and training sessions on

research methodologies and development so 3s to enhance the research

capabilities of faculty members and students.

?t
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* Encourages interdisciplinary research collaborations and fosters

partnerships with industry and healthcare orgarrizations to address

complex pharmaceutical and healthcare challenges.
.1. Assesses tlre effectiveness and influence of research initiatives.

DUTIES AITD RTSNOilSIBILITIES

1. To develop guidelines for research grant applications for staff.

Z.Tocreate awareness among staffonvarious research funding sources.

3. To create the database f<rr various Sant details.

4. To encourage staffmembers to supenise Ph.D, students from KUHS and

other universities.

5. To initiate to development of R and D proposals from each deparhent
through HODs.

6. To conduct innovation competitions.

7. To identi$ the best undergraduate and postgraduate projects for anard.

8. To develop a poticy for the implementation of *ed grants for staff.

9. To cond.uct at least 2 seminarslworkstrops by R and D in colliaboration

with IIC and IEDC in an academic year.

LO. To develop an action plan to get more students or staff registered under

eligble guides.

11. To develop publication incentive policies.

12. To encourage stalf members to publish in reputed journals and such

articles can be recommended for publication incentives and staffappraisal

rewards.

I"3. To encourage staf to attend various corferences of national and

international recognition and present research works.

14. To develop policies for conference travel assistance schemes.

15. To conduct focused activities to address community issues, social issues,

and students'holistic development in collabgration with NCP clubs and

other local organizations
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16. To plan and organize activities that are included in local/state/ national

competitions.

I"7. To identify national and state-level competitions {research-rel,ated} and

encourage tlre students to participate.

18. To identify the NGOs that can collaborate s.ith NCP and conduct

community outreach programs.

19. To collaborate with pharmaceutical or medical industries to organize

health awareness campaigns and outreach programs.

2O. To initiate collaborative talks with institutions of research importance in

arrd out of Kerala arrd materialize MOU or MOFrwith tlrem.

21. To initiate collaboration with overseas institutes for student and staff

exchange.

22. Ta plan and conduct meetings of the Research Advisory Board.

23. To coordinate kPI and present tlre report regularly to the database of

PvPL

24. Ta ersure that student projects of all the programs are progressing as per

schedule.

25. To periodically update the details of any research, publications, patents,

and projects of the institution in the reqlective files and also on the

website.

26.Ta periodically update the details of funded research projects in the

reqrective files and also on the weh site.
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PIIRP|OSE

Tlre EXAMINATION POLICY serves to organise and conduct

examinations in a time-bound and disciplined manner.

SCOPE

Ttre Examination policy is applicable to student$, faculty members, and

technical staff of the institution.

The exam policy is designed to ensure that all exams are scheduled and

conducted in accordance urith the guidelines of the afliliated uairmsity. The

plicy co\rers the follouring aspects: exam dates and times, exam venues and

seating arangements, exam invigilation and securit5r, exam materials and

equipment, exarn rules and regulations, and exem grading and feedback.

Ttre policy outlines guidelines for administering, securing, and rerrievring

exams. Its objective is to ensure a just and uniform exam e4perience for both

students and faculty members. Additionally, the poticy aims to uphold

fairness, consistency, and quality in tlre evaluation of student performance.

sTR4TffiY

t Ttre institution has established an "Exam C9ll" comprising faculty

members, technical staff, and non-teaching staff to monitor all exam-

related activities.

{. Transparency is ensured in scheduling exams, conducting exams in

accordance with university ru1es, and prcmptly addressing any

grievances within a specffied timeframe.

* The prcrcess of determining exam eligibitity, conducting exams,

assessing results, promoting individuals, and other related activities

are elosely monitored and documented..



* The facilities required for the smooth conduct of exams are created and

its availability and mafultenance are ensured periodically'

.i. The exam policy always initiates reasonable measure$ to publish exaln

results at tlre earliest-

1. To prepare the tentative sessional examination timetable and make the

sarne available to the stud"errts at least one month before tlre date of tlre

examination.

2.Tocorrect the tentative timetable in line with t]:e observed colTections

as may be raised by the students and/or subject teachers before the

final timetable.

3. To release the final timetable for t]le examination at least two weeks

before the date of tl.e examination'

4. To prepare the attendance sheets for each venue to be used for tlre

examination.

5. To assign Chief Superintendent, IVO, Invigitators, and Assistants for a

particular Internal/ KUHS examination'

6. To prepafe al}d circul,ate the seating alTangements to students through

class teachers, at least two days before the commencement of the

examilation so that exaflrs are conducted in a proper way to maintain

their sanctitY.

T.Tocollect question papers through the class teacher, one week before

the commencement of the examinations and keep t]le confidentiility of

questions submitted to tlre Committee'

8. To d.ocument all cases of examination malpractices and forwad same to

the DisciplinarY Committee.

9. To ensure ttre overall sanctity of the examination by moving around the

venues allocated for the examinatiofls, ill order to rnorritor the prmesses

and conducts of the invigilators andlar the students.

10. To collect anssier scripts after evaluation and secure them after each

schedule.
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11. To prepare necessarJr documents for university theory and practical

examination as per university guidelines and forward to tJle university

on time.

12. To circulate the university communications reLated to the examination

to staffand students soon after receiving the same.

13. To prepare tlre list of stationaries/ chemicals and procure the same for

the conduct of examinations through the Administrator.

14. To prepare and. maintain the registers and documents directed by the

university and PAIC.

15. To share the uoiversity and sessional exam question papers with the

library.

16. To conduct orientation programs for newly joined faculties and first-

year students.

1?. To Collect and analyze tl.e feedback from students and staff

periodically and to do suitable action'

18. Details of internal assessment (maximum 500 characters) to be

prepared for tl,e KUHS academic committee report'

19. The following records/ registers are to be maintained by the

examination committee

KUHS documents

1. Invigilators duff register - KUHS

2. Stock register for KUHS booklets (Theory and hctical)

3. Chief Superintendent diatZy, M reports, invigilators diary

(copv).

4. Nominal rou, Time table, invigilator's duty list & seating

arangements - KUHS {coPY}

5. Remuneration/ acquittance register'

6. Exam registration details.

7 . F;xtetrralmark register.

8. Expnditure statements and bills (copy|

9. University communications and circular

7,
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PT'RPIOST

The library policy is designed to uphold the institution's mission and vision

by ensuring that tlle library continues to be an essential source of knowledge,

and education.

SCOPE

Tlre Library policy is applicable to students and staffof the institution.

POLTCY fllATEMt![T

Ttre Library policy aims to create an inclusive, accessible, and diverse

learning environment for the users. It supports tJre mission of the institution

in inculcating the habit of lifelong learning by acquiring and facilitating access

to a plethora of learning resources.

The library has a set of policies in place to ensure it operaGs smoothly

and protects the academic interests of its users.

STRATDGY

* provides and updates students and academicians with an outstanding

selection of books, journals, periodicals, online learning tools, and open

educational resources (OER) in all disciplines.

.3. Develops a strategic plan t]'at outlines the library's goals and objectives

for the future, based on the feedback obtained from its users.

t Recommends new resourlces for the library such as books, journals,

databases, and electronic resources, and alsO recommends new

services such as resea-rch assistance, and workshops.

.!. Obtains feedback from fibrary users to idendff their needs and

priorities
.1. Suggests, organizes, and promotes a varietr of programs and events

that align with the interests and educational needs of its users.

7.t



DUTIES AITD RffiFOITSIBILITIES

1. To update and maintain library registers and files.

2. To give orientation about library rules and policies to freshers of UG

and ffi progratns and to issue library cards within 2-3 weeks of

commencement of classes.

3. To allocate the library budget and plan library purchases/renewals.

- Renewal of online and print journals.

- Renewal of newspapers and periodicals

- Purchase of books recommended by subject teachers in indent form

proceeded through departnaent head, recommended by the principal,

sanctioned by the administrator, and placing of book order either

thrrougfu online or offline mode which can k done at the hginning of

each semester or as per the need arires.

4. To update Campus 7 software to meet library user needs.

5. To initiate Library student g6mmittee activities.

6. To maintain proper storage of CDs, student tlresis, universi{y, and

sessional exam question papers.

7. To update the Library notice board every week by displaying

newspaper cuttings or any otJrer related flyers.

8. To ensure tlle availability of instructional hardware and software for

library.

9. To ensure tlle availability of furniture, assistive devices, or other

materials that need to enhance the quality of the library.

10. To assesa and prepare monthly reports on library usage.

11. To update books inventory, damaged books inventory, and lost books

inventory file.

12. To plan for future facility enhancement and maximum usable journal

subscriptions.

13. To update general library policies and regulations which govern t}le

functions of the librar5r, when the need arises.

14. To devise plans in order to maximize library usage.

15, To take and analyse feedback from users.

t,



16. To facilitate updating of ttre virtual library to make provisions for tlre

students to utilize the journals downloaded, PourerPoint presentations,

and video animations relevant to the theory and practical-

17. To conduct a national-level e-quiz ging importance to national

freedom fightersl leaders/movements/ culture etc-

18. To en$ure that tlre librarian takes part in statel national level

training every year (online/ offline).

19. To infriduce one new complex vocabular5r urith Englistr meaning (can

be displayed on white board).

?rt
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U
TRAINING ANP Pr-ACEMETST POLIGY

PIIRPOSE

Ttre Training and Placement poliry is committed to empowering

students with the essential skills and guidance needed to achieve their carreer

goals successfully.

SCOPE

Ttre Training and Placement policy is applicable to students and faculty
members of t]:e institution.

FOLICY STATEUEIS?

The Training and Placement policy ptrays a pivotal role in straping the

future of students by fostering a holistic approach to training and pLacement

initiatives. It inculcates the development of soft skills, technical expertise, and
interview skills in students and makes provision for career orientation, and

drives effective placement initiatives for students.

By irnplementing various strategic approaches, the policy aims to
prepare our students to excel in their chosen careers and contribute positively

to seiet5r.

STRATEGY

Facilitates career orientation programs to help students explore various
career paths and make informed decisions about their future.

organizes workshops, training sessions, and personality development

programs to enhance students' soft skills,,including communication,
interpersonal skiLls, leadership, and problem-solving.

*
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* Collaborates with academic departments and industry e:<perts to equip

students with the most relevaat technical skills.

{. Conducts mock irrterviews, group discussions, and resume-building

urorkshops to prepare students for job interviews and selection

processes.

1.. Organizes placement drives that connect our students with reputed

companies and potential employers and also actirely engage with

industries, inviting them fel sampus placements and fostering mutually

bene{icial partnerships.

DUTI-ES AltD RTSFOITSIBILITIES

1. To identi$ career choices of students findustry/ Hospital/ Higler

Education) and conductvarious training and development programs for

pre-final years and final years.

2. To communicate with organizations for probable placements and to

update student placement records and higher education profiles.

3. To obtain MOUs from different organizationsl industries.

4. To conduct career fairs and job fairs.

5. To conduct a SWOT analysis of students and take corrective actions.

6" To initiate to conduct mock interviews and personality tests for the final

year students.

7.To give guidance for Higher Studies in India or Abroad.

8. To organize uiorkshops/ seminars on emotional intelligence, soft skills,

etc.

9. To carry out periodic career counseling.

10. To periodically update the details of Professional/ Industrial

Interactions carried out.

11. To periodically update tlre details of Contintring Educational Programs

conducted

12.To periodically update tJle details of placement programs.

I
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13. To provide the placement/ higher studies details to NBA/ NAACI NIRF

coordinators on a timely basis.
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Ttre

institution.

PURPOSE

The DISCPLINARY POLICY semes to continuously monitor and ensure

that a proper code of conduct is folloqred qritJrin the college campus.

scoPr

Disciplinary policy is applicable to students and staff of the

PIOLICY STATEMEilT

The Disciplinary policy pLays a vital role in ensuring that students adhere

to flre institutiont code of conduct and behave in a reslrectful and responsible

manner.

The policy fosters a culture of discipline and academic integrity among tlre

students, which is essential for a conducive learning environment. fire
committee also handles cases of misconduct and imposes appropriate sanctions
when necessary.

STRATBGY

* The policy oversees the overall upkeep of discipline on campus. Ttre policy

issues specific practice directives to ensure that students maintain a code

of conduct while pursuing their academic goals in the institution.

'3' The institution has adopted a decentralized system in order to ensure

overall discipline by implementing various committees and cells like
Disciplinary Committee, Anti*ragging cell, Anti-discrimination cell, and
Internal Complaints Committee.

t' The policy recommends appropriate actions td address any inappropriate

behaviorwhen needed.

It
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DU?IES AITD RESPiOIVSIBILITIES

1. To develop strategies and planning to ensure the maintenance of student
discipline and proride proper amenities for student wellbeing on the
campus.

2. To ensure discipline during the conduct of different programs in the
institution.

3. To ensure the proper functioning of tJre anti-ragging cell.

4. To devi* a mechanism to receive grievances from students and report to
the authority for necessarJi action.

5. To ensure tlre proper functioning of the anti-discrimination cell.

6. To create awafieltess among students about the negative effects of ragging

and tlre disciplinary actions they may have to face if found guilty of ragging

on campus"

7. To analyse the Monthly Cumuliative Attendance Report and issue warning
letters to students with attendance strortages.

8. To identify long absentees and report to autlrorities for necessary action.
9. Updated details {maximum 5OO characters} of Grievance Redre*sal

programs to be prepared for tlre KUHS academic committee report.
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CO,CURRISUI.AR POLICY

PTIRPOSE

The CO-CURRICUIAR POLICY sen/es to continuously orgarrise

monitor tlle co-currieular activities of the institution.

SCOPE

The Co-curricular pollcy is applicable to students of the institution.

P. OLICY SNATEMTTTT

Co-curricular poliry strives to inculcate the spirit of creativit5r and real-

world extrreriences among the students along with their academic pursuits.

Participation in co-currisrlar activities are valued afld encouraged as a vital

component of students'educational program and social development.

Co-curricular activities complement and enhance curricular learning of

shrdents. Creative temperament, skill development, and positive social values in

students are nurtured through various activities organized under tlre co-

curricular eommittee.

STRATEIGY

€. The institution hosts celebrations for international and national days, as

well as coilrmemorative days, with tJle participation of various student

clrrbs.

{. The instihrtion ensu.res tlre active participation of students in national and

internatiooal conferences, seminars, workshops, and journal club

presentations for enhancing their hrowledge and technical skills.
l.' The institution educates both students and employees on the importance

of upholding constitutional obligations, inbluding values, rights, duties,

and responsibilities as citizens.

and_
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DUTIES AITD RESP{OTSIBILITITS

1. To collect and document a list of publications in conference proceedings by
students.

2. To motivate tJle students for their active participation E
workshops/seminars/conferencesfguest lectures etc. Docrrment the

detailed list & copies of certificates.

3. To collect and document the details of research papers presented by tJ.e

students in the workshops, seminars, and eonferences

4. To motivate and document stud.ents'Frofessional society activities, events,

conferences organized, etc.

5. To develop and update the museum periodically for educational and

exhibition purposes and maintain proper records.

6. To plan, organize and documeat co-curricular activities - Day celebrations.

7.To initiate and execute journal club activities for B Phanrr students.

8. To document journal club activit5r registers and files of B Pharm, M Pharm

and Pharm D,

9. To coordinate the display of PHARMA ALERT on t}re notice board.

10. To introduce NEW DRUG CONCEPT to students and perform necessary

evaluations.

11. To update the Model pharmacy periodically.

12. To coordinate the publication of the newsletter.

13. To make sure that all the events are updated in the campus 7 along with
the report.

14. Updated details {maximum 5OO characters) of Communit5r academic

programs to be prepared for KUHS academic committee report-
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PURFOSE

The EXTRACURRICULAR POLICY serses to organise and conduct

various extracurricular activities in the institution.

SCOPE

The Extracurricular policy is applicable to students, faculty members,

and technical staffof the institution.

POLICY STATEMIITT

The extracurricular policy of our institution aims to provide a conducive

environment for students to identiS their talents. We believe that

extracurricular activities are an integral part of holistic education, as they

foster skills such as creativit5r, teamwork, leadership, and social

responsibility.

The iastitution encourages students to participate in various club

activities, cultural and athletic events that interest them and strives to provide

adequate facilities, resources, guidance, and recognition for students to excel

in their chosen fields of interest.

STRATTGY

* Organizes intercollegrate events as well as intramural events that

provide a platform for students to showcase their skills and talents.

* Encourages students to be a part of club activities and has set aside

designated harmony hours for each batch to explore their hidden

talents and interests.

{. Boosts students to compete in state-level events and also provides

financial support for the s.rme.

t The institution promotes social harmony and holistic grourth by

inspiring students to celebrate various festivals like Onam, Christmas,

?.t
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Holi, etc., thereby allouring students to eqioy their colourfrrl campus life

while learning about different cultural traditions.

DUTIES AITD RTSPIOITSIBILITIES

1. To coordinate the conduct of Arts Day, Sports D*y, Onam and

Christmas celebrations, College Day celebrations, and any other

cultural events fur association with the college union-

2. To encolrrage students to compete in various intercollegiate artistic and

athletic events.

3. To coordinate the publication of the college magazine with the

assistance of tJ:e magazine committee.

4. To coordinate club events.

5- To make sure that all the events are updated in the campus 7 along

with the report.

6. Updated details {maximum 500 characters} of extra-curricular activities

are to be prepared for KUHS academic comrnittee report.
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PTIRPOSE

The Staffand Student \ltlelfare policy strives to provide a supportive and

inclusive environment for the overall welfare of staff and students of the

institution.

SCOPE

The Staff and Student Welf;are policy is applicable to students, facult5r

members, and technical and non-technical staffof tJ:e institution.

POLICY STATE1UEIST

The Staff and Students Welfare policy is committed to promoting a

positive and nurturing environment that fosters a good working atmosphere,

harmony, and professional and personal growth of students and employees

in the institution. By fostering a supportive atmosphere, it aims to create a

thriving community that embraces diversity, nurtures talent, and prioritizes

the welfare of all its members.

STRATEGY

Creates a psitive and inclusive working atmosphere for both staff and

students, where everyone feels valued, respected, and motivated to

contribute their best.

Provides resources and support to help staff and students develop their

skills and knovrledge.

Improves teamwork and communication between staff and students,

encourages open discussions and positive conversations to address issues,

and maintains a harmorrious relationship.

Supports the professional grourth and development of staff members by

identiffing opportunities for training, workshops, and skill enhancement

programs.

t
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* Offers support services, counseling, and resources to help both students

and staffmanage personal challenges and achieve overall well-being.

t' Provides a fair and confidential platform for addressing conflicts and

grievances, ensuring tlat all parties involved are heard and treated

equitably

* Develops and enforces policies that promote equality, diversity, and

inclusion across the institution, ensuring fair treatment and opportunities

for all staff and students.

{' [rnplements and manages scholarship programs for deserving students to
support their educational aspirations.

t' Establishes a mentorship program that pairs staff mentors with students
for providing guidance, academic support, and career advice to help

students succeed in their academic journey.

DUTIES AITD RESPOilSIBILITIES

1. To develop and update policies relating to Student and staffwelfare
2. To develop efforts and strategres to enhance the student facilities &

Student experiences in cempus.

3. To obtain and analyae Student feedback on Institution and its facilities,

submit the report to the managemeut, and explore opportunities to
enhance their experience.

4.To make sure that mentor-mentee interactions are carried out in a
proper and regular manner.

5. To f;acilitate and conduct industrialinteraction for Students periodically.

6. To consdtute a Studeats Union as per the requirement of KUHS &
periodically conduct the union meetings and report tJre proceedings to
Management.

7.To obtain and analyze Student Feedback on Hostels and submit the

report to the managemeat

8. To obtain student feedback on faculties and submit the same to the

autlrorities.

9. To obtain and analyze the feedback of parents on the Institution, during
PTA Meetings and submit tJ.e report to the management

t
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10. To monitor and assure the availability of medicine for common

ailments and provide medical facilities to Students and Staff members

in need.

11. To make efforts and. strategies for developing a good Students-teacher

rel,ationship.

12. To record the details of faculty interaction with the outside world.

13. To coordinate and conduct development programs for both teaching

and non-teaching faculties.

14. To coordinate induction program for the newly joined staff

15. To make sure that adequate facilities for teaching and non-teaching

staffare obtained

16. To obtain yearly staffappraisal as per PBAC- UGC and submit it to the

authorities

17. To conduct a satisf;action survey of faculties on the institution and

submit tJ:e report to the management for further proceedings.

18. To develop strategies for enhancing tJre work experience in the

Institution.

19. To make arrangements for a Stafftour.

20. Details of Teachers who were elected as oftice bearers of Professional

Bodies to be prepared

21. Details of Pnograms in Educational Technolory cond.ucted to be

prepayd

22. Details of Mentoring/ Tutorial system to be prepared

23. To see whether tlle Academic staff college Training status of fiaculty is

adequate (FDP/QIP I IJC.TE luGC/ KUHS [CEPI]

24.To ensure Periodical institutional faculty appraisal programs are

implemented

25. To conduct Faeulty development programs

26. To update periodically the Details of awards and achievements for the

institution

,,t
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PIIBPOSE

Ttre purpose of the PURCHASE POLICY is to review and approve all

purchases made by the institution, ensuring that they are conducted in a fair,

transparent, and cost-effective manner.

SCOPE

Ttre plicy is applicable to teaching faculty, technical and non-technical

staff of the institution.

POLICY STATTUEITT

Ttre purchase policy is critical in effectively and responsibly procuring

goods and services for the institution. It ensures tJlat tJle purchasing process

is streamlined, financial transparencyis maintained, the bestvalue formoney

is obtained, and all applicable regulations and policies are followed.

Ttre policy ensures that all purchases are made ethically, eflieiently, aud in
alignment witl, tlle organization's strategic goals and financial constraints.

STRATEGY

l* Establishes criteria and a procedure for choosing suppliers and

assessing bids.
.1. Oversees the approval and implementation of purchases made within

t]:e institution.

t Ensures that inventories are available on time and materials are

purchased to meet specified quality standards.

t Ensures periodical maintenance of equipment by preparing a

maintenance schedule, assigning employees for supenrision of

maintenance, a:rd documenting the procedures.

{. Maintains a proper record of purchases made.

/.t



DUTIES AfiD RESFOITSIBILITIES

1. To develop strategies and documents for tJ:e estimation of demand,

purchase & maintenance of adequate stock for a reasonable period to

ensurle tlre smooth functioning of academic activities.

2. To maintaia records of all the expenses and to produce the expense

statement whenever the IQAC demands.

3. To develop strategies for procuring materials economically, assuring

quality and service required

4. To develop strategies to maintain transparency, competitiveness, and

fairness a:rd eliminate arbibariness in purchases.

5. To develop strategies to maintain good buyer-seller relationships.

6. To prepare a consolidated report for the expenses and utilization of the

budget.

7. To prepare the consolidated report for tl:e expenses and utilization of
funds by each committee of the IQAC in the respective financialyear.

8. To submit the final audit report signed by the chief auditor to the NBAI

NACC coordinators.

t
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POLICY

PURP'OSE

The HOUSEKEEPING AND MAINTENANCE POLICY sdrves to provide a

well-maintained, clean, and safe educational environment in the institution.

SCOPE

The Housekeeping and Mairrtenance policy applies to studeuts and staffof
the institution.

POLICY STATDITELT

Housekeeping and Maintenance policy is ilr place to ensure that all areas

of tlre buildiag and premises are well-maintained, clean, a:rd orderly, thus
enhancing ttre aestlretic appeal. The policy ensures that a safe and comfortable

environment is provided for all staff and students to work productively and

maintain a hygienic atmosphere for visitors.

The institution makes sure to regularly maintain its infrastructure,

premises, lab equipment, and other liacilities to ensure tJrey meet the higfrest

standards for quatity and functionality.The institution recognizes that
maintaining a high-quality infrastructure is crucial for supporting effective

teaching and learning, as well as promoting a sense of pride and communit5r

among all stakeholders.

STRATBGY

* Acleaning schedule is prepared and assigned,tasks to employees thatwill
help to ensure tJ,.at all areas of institution are kept clean and orderly on a

regular basis.

,t
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*.. To ensure effective and efficient cleaning of the institution, employees are

provided urith propr training and ensure that there are adequate cleaning

supplies available for tlrem to use.

{. Proactive approach is taken in identifying and addressing any

housekeeping and maintenance issues.

..!. Periodically communicated with employees about housekeeping and

maintenance requirements to ensure ttrat everyone is awarie of their

responsibilities.
.1. Ifelcomes any suggestions or feedback from the stakeholders on how to

improve tlre housekeeping services.

DUTIES AITD RESPOilSIBILITIES

1. To ensure a clean working atmosphere for staff and students of the

institution.

2.To perform safety checks and critical installation and maintain the

necessary documents.

sl.
No

Drcument Frequency

1" Electrical safety re1rcrt T\nrice a year. Frequency of six
months

2. Water safety report {QC} Quqrterly
3. Food safety certiEcate Once ayear
4. Gas maintenance certificate Twice a year. Frequency of six

monttrs
5. Fire extinguisher maintenance:

certificate/bill
Once ayear

6. Chemical waste disposat Disposal
register and waste received
certificate from KEIL

Yearly once mandatorily.
Dispose periodically if the
chemicals are excess

3. To carry out calibration and servicing of instruments and equipments

and when necessarJr

4. To conduct Safety training for students and staff.

ft
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5. To ensure water tank and water purifier maintenance and senrice.

6. To veriff the stock of housekeeping materials and purchase as required.

7.To inspect tlre placeswhere need of maintenance is required as tlre request

is received and perform the activity as soon as possible.

8. To maintain tlre program register and do arrangements to conduct all
programs as per the need of the program coordinator or chairman.

9. To collect and document the job card from all l,aboratory assistants and

ministeriaf staffat the end of every month.

10. To prepare hospitality guidelines and update them when the need arises.

11. To collect and analyze the guest feedback form.

12. To maintain an inward register and visitor's diary.

13. Quality asses$nent of classrooms, labs and clinicat classes as p€r

specifications.

14. Quality assessment of common rooms, transportation, toilets, and

canteen.

Vt
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PT'RPOSE

The RECORD KEEPING POLICY aims to maintain a comprehensive,

accurate, and easily accessible repository of information by strsamli{ing
record-keeping processes.

SCOPE

Tlre RECORD KEEPING POLICY is applicable to faculqr members and
technical staff of the institution.

FOLTCY STATE!fiEST

The policy aims to create a centralized documentation system tJrat

improves accountabilit5r, reduces workload, ensures timely d.ocumentation,

and protects critical data.

It ensures that records are created and maintained in a way tJrat complies
with all applicable laws, regul;ations, and college policies, thus prcmoting the
overall productivity of the institudon.

STRATBGY

t' Adopts a centralized documentation system to consolidate all records

and documents Aom various departments and administrative units.
{' Ensures that the college adheres to protrrer documentation policies and

procedures.

{' Encourages automation and digitization of specilic record-keeping

tasks to reduce manual effort and increase productivity.

t' Implements regular backups and redundancy measures to safeguard

against data loss.

t' Provides clear guidelines and procedures to all staff members to ensure

consistent and accurate record-keeping practices

t.I



{. Obtains feedback fuom staff and users of documentation system to

identiS arleas for improvement.

DUTIES AilD RTSPIOTTSIBILITIES

1. To identi& PAIC documents by checking through the IQAC list of

documents to look for the type of file, person authorized to maintain it,

the availability and NBA/NAAC docurnent number.

2. To identi$ the need to prepare €rny new documentsf documents not

coming under PAIC.

3. To make a new list of documents as per PAIC categories with details

regarding personnel authorized to maintain, q4)e of document and

NBA/NAAC document number.

4. To make a separ:ate categories for documents not listed under PAIC.

5. To contact committee members through Google forms to get details of

hardcopy or soft copy avail,ability, updation of documents and

appropriateness of NBA document numbers.

6. To identifr PAIC documents available as soft copy and place them in
respective folders.

7. To create new pages witJl soft copies of documents to tlre NCP-Policies

webpage.

8. To receive soft copies of photographs of all events of NCP from the

respective program in-charge and store in the hard drive.

7,t
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ITIRMALA COLLEGE OF PHARIMC]T,
MTIVATTUPUZIIA

BUR3OSE
To ensur.e t]le prevention and prohibition of ragging activities in Nirmala

College ofPharmacy, Muvattupuzha'

scoPp
It plays a pivotal role in creating a safe and conducive environment within the

campus

'Topreventraggingincid.entsfromoccurringinthefirstplace.
. To foster a culture of respect, empathy and understanding among

students.

. To provide counselling and support services to victims of ragging'"

, To seasitize senior students about the negative consequences of ragging'

. Establish a robust reporting mechanism for students to report any

ragging incidents anolrJrnously and witlrout fear of retaliation'

' To conduct periodic checks and sunreillance on the campus to identifr

and prevent any potential ragging activities'

PRTAMBLE

In view of tl.e directions of tl.e Hon',ble supreme court dated 8'05'2009 and in

consideration of the determination of the Central Government and the

t.t
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University Grants Commission to prohibii, prevent and eliminate the scourge of

ragging,anystudentofNirmalacollegeofPharmacy,Muvattupuzhaaccused

and found suilty ofragging, willbe severelydealt with, in accordalrce with the

provisions of the Law.

BOLTCY STATqMEIIT

. To enforce a strict prohibition on any behavior, whether through slroken or

written words or acts, tSat involves teasing, treating, or handling freshers

or other students rudelY'

r To foster awareness among tlre students regarding ttre severe

consequences of ragging'

To maintain continuous surveillance and vigilance to prevent any

incidents of ragging

To prompdy address any instances of ragging alld take appropriate

actions in accord.ance urith tJr.e committee's recommendations'

STRATEGY

Policy formulation

Awareness camPaigns

Communication

Reporting mechanism

PromPt action

Counselling suPPort

Senior student training

Collaboration with autlrorities

Regular monitoring

Legal comPliance

;1



puTrEs Ailp RESFOSSTBTLTTTES

To strictly adhere to and follow the directives issued by the Honble
. Supreme Court, maintaining a vigilant stance against any acts that may

amount to ragging.

To disseminate information and make lorourn to all students the prevailing

directives and the potential consequences for those engaging in ragging

activities.

To handle complaints received from students diligently, conducting

thorough investigations and submitting comprehensive reports to the

Anti-Ragging Committee, along with recommended punishments for the

offenders.

To oversee and ensure the properprocedure ofobtaining undertakings ftom

students, in accordance with the stipuLated provisions.

To conduct workshops and orientation sessions to raise a\nrareness about

themenace of ragging among the students.

To furnish students with contact details and phone numbers of designated

individuals to whom they can report complaints or seek assistance in
distressing situ ations

To provide counseling services and create awareness among the students

aboutthe adverse effects of ragging

To take all necessary and proactive measures for the prevention ofragging

incidents within the crtmpus premises.

?t
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PRETACE

Nirmala college of Pharmacy, Muvattupuzha has developed E-Governance

policy for the purpose of streamlining and enhancing the system of

governance for development of institute.

PI'RPOST

The main objective of implementing e-governance in various operations,

transactions a3rd services of the institution for better efficiency, transparency

and accountability. Ttre college prioritise to adopt paperless administration as

a green initiative. To ensure gre€n and clean campus' as one of the

components of tJle college, it adopts e-governance in all its management and

administrative activities.

Ttris policy shall apply to the administration, Finance & Account, Student

admission, Examination and many such sections of tlle institute. Ttris will aid

in the automation of many functions providing a layer of transparency.

scoPt

The scope of this policy extends to the followiog areas:

r Website

r General Administration

r Student Admission

r Examination

. Library

o Accounts and Finance

r ICT In&astructure



POLICY STATTMEIST

Tlre e-governance policy recognizes the transformative potential of digital

technologies in modernizing governance and enhancing public senrice

delivery. The policy outlines our commitment to harnessing electronic

governance {e-governance} to create a transparent, accessible and efficient

government that empowers citizens, optimize$ resource utilisation and fosters

innovation.

O&IECTTVES

. Implementation of e-governance in effective functioning of the

institution.

Reduce the usage of paper in administration of the institution.

To improve transparency and accountability.

Providing online internal and external communication between various

executive bodies of t]:e institution.

Facilitate easy access to the information and to maintain the data on a

secure environment.

To implement automation in academic processes.

Making the institution visible to the stakeholders globally by the use of
digital media.

e To provide e-facilities to students, teachers and Parents in various

activities relating to the institution.

WE.BSITE

Ttre college has a nrebsite that reflects the mission, history, aims and

objectives, inforuration related to f;aculty, infrastructure, courses

offered, various activities, noble initiatives taken by the institute,

important notices etc. To ensure the smooth running of the website, a

separate service providerlweb designer hhs been appointed by the

college.

7.



r

i

I

ll

I The College has constituted a website committee tllat takes care of the

college website and ensures a speedy update of the latest
noticesf activities.

ADMISSIOIT OF STIIDETSTS

r Ttre college follows a transparent stratery for the admission process

which is reinforced by the code of ethics and conduct. All the admission

related atrairs are managed through tJ'e admission portal including
update on the number of students applying for each course, fee

submission, withdrawals etc. The brochure having detailed information
pertaining to the student related admission is displayed on the website.

AI}MIITISTRATIOIT

' T?re regular functioning of all service units in the office shall be

supervised by the authorities through ERP softvrare.

' All staff members shall use Biometric attenda,nce. An Attendance

Management Software vrill be used to reeord and track attendance of
t]le staff members.

' Institutional email ID is provided for all stalf members

{name(Onirmalacp.orq} for the official communication. ERP system also

been used for sending the official circulars and notices.

rtrTAfrCE AIID ACCOUI.TT€

Ttre accounts oflice uses the software called Tally which offers advanced

features in maintaining financial records efiectively and efficiently.

Generate all the analysis reports through Tally.

Tfre College also utilizes the ERP to collect fees, generate receipts and

to maintain the transaction history.

All pa5rments/transactions will be through'online mode such as NEFT,

RTGS, Bank Transfers, UPI, etc.

Implement appropriate security measures for maintaining
conlidentiality in transactions.



STIIDEITT SUPPORT

. Use ERP to mamge all student data including their profiles and

achievements.

o Students urill be able to use ERP to access the various information such

as

r planned academic events,

. news and events updates

o Attendance reports

r Exam schedules

r Internal marks

r History of library books

o Fees remittance and its reports

o LMS for online exams

r Learning materials.

r Students are able to report their grievance through ERP.

r Students supports such as mentoring is also available in ERP software.

E;XAUIilATIOIT

. Use ERP to handle the entire Examination Process.

e T?re exam schedule, assign exaJ! duties, e xam attendance, internal
mark prepa.ration are done through ERP softwarb

r The examination records of students available in ERP portal to mafuitain

tJre tr:ansparency

DIGITAL LIBRARY

. Nirmala college of Pharmacy has maintained a digital library to ensure

disseminating latest updates in the field of interest.

c TIre J-gate and other online e-jouraals are available in digital library.
. The library committee is responsible to maintain the digital library.

. Ttrey alm maintained the soft copy of university question papers,

question bank, study materials etc for the e4sy access of students and

staff.

7,I
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AIU AIID OBJECTTVES

The objective of the Grievance Redressal Cell of Nirmala college of
Pharmacy is to develop a responsible and accountable attitude among all ttre
stakeholders in order to maintain a harmonious ed.ucational atmosphere in
the institute.

A Grievance Redressal Cell is constituted for tlre redressat of the
problems retrrorted by the students, staff members, management, parents,
alumni, and other stakeholders of the College qrith the following objectives:

upholding the digrtty of the college by ensuring strife free
atmosphere in the college through promoting cordial relationship of
all the stakeholder,s of the college.

Encouraging tlre stakeholders to express their grievances I problems

freely and frankly, without any fear of being victimized.

Advising students of the college to respect the right and dignity of
one another and show utmost restr;aint and patience whenever
any occasion of rift arises.

Advising all the students to refrain from inciting students against
other Students, teachers and College administration
Advising all stalfs to be afiectionate to the students and not behave
in a vindictive manner towards any of them for any reason.

SCOPE

Ttre cell wilf deal with Grievances received in rrritinglemail
{r:rievance@nirmalacp.ore} /through Campus 7 from the stakeholders about
any of tlre follouring matters:



u;

Academic Matters: Related to timely issue of Mark-sheets, Transfer

Certificates, and Conduct Certilicates etc.

Exam related matters: Mechanism for conduct of examination ,

timetable, evaluation, exafil time , pattern etc

Financial Matters: Rel,ated to dues and payments for various itenns

ftom library, hostels etc.

Other Matters: Related to certain misgivings ahut conditions of

sanitation, preparation of food, availability of transport, victimization

by teachers etc.

FIIITCTIOTS

T?re cases wiU be attended prompdy on receipt of grievances from the

stakeholders.

Ttre grievance cell fornrally will review all cases and

accordingly as per the policy.

Tlre grievance cell will give report to. the autlrority about the

grievances attended and tJle number of pending grievances, if any,

which require direction and guidance from the higher authorities.

Provide organization uride awareness and undertakings on policies

with zero tolerance.

Provide orientation about tJle functioning of the cell to the new

stakeholders

colrs?I?ufic$ cr GRTE.AITCE REDREffiAT, qtLL

As per U.O No.4r/2AT1/DSAIKUHS dated 05.03.2021 Grievance redressal

Cell for students has to be constituted in every colleges. The grievance cell of

Nirmala callege of Pharmaey , Muv*.ttupuaha has been constituted as per this

orrder.

The nembers of the ceII lncludes :

College Vice principal

College union chairman

will act

,,



College urrion general secretar5r

University union councillors

2 teaching faculty members {one woman member}

Hostel urardens/ deputy wardens

SSGP Nodai officers

PTA Member

The college vice principal ser:ves as the chairperson and one of the teaching

faculfy as secretary. If there is no vice principal in the college, a senior

teaching faculty qdll be tJle chairperson. The validity of tl. e cell urill be one

year and it should be reconstituted at the starting of each academic year.

MBCHATTSU Or GRrstrAncE REDBESSAL

Prrcedure for lodgtag the grlevances

1. Any aggrieved stakeholders with the grievances related to college, class,

campus, hostel, food etc. may submit their application seeking

grievance redressal to the cell in writins lematl or through Campus 7.

The written grievances may be dropped in the boxes kept in the college

as well as hostels. The grievances may be posted by mail to the

grievance cell email ID (grievanc@rrirmalacp"ors ). Ttre student

grievances may be submitted directly through Campus 7.

Procedure for addrtrsing the grlevances

I. T?re grievance redressal cell shall meet every month and check whether

any grievances have been dropped in the box or received through

emaillCampus 7. However, if necessary, it may meet more frequently

at the instance of tJle Chairperson or at the request of the other

members to discuss tlre various issues received.

2. Atleast 6 members from the Grievance redressal cell shatl be present

for tlre meeting in rrhieh chairperson, seeretarJr and a stud.ent member

is compulsory.

7.t



3. The cell shall study the grievances urith relevant documents, discuss

with those concerned a1rd the recommendations and report will be

communicated to the principal within a weeks'time.

4. If a member of the Grievance redressal Cell is connected with the

grievance of the aggrieved individual, the concerned member of

the Grievance redressal Cell shall not participate in the deliberations

regarding that individual's case.

5. If tJ:e aggrieved person happens to be a member of the Grievance

redressal Cell, then he shall not participate in the deliberations as a

member of the Cell when hislher representation is being considered.

6. Ttre recommendations/ decisions taken on the grievances will be

commrrrlisated to the aggrieved \hrithin 1O days of receipt of the

grievances.

7. AII the discussions wifl be documented and con{identiality is

maintained.

8. The grievances related to sexual harassment may be reported directly

to ICClgender sensitization cell for further prccessing.

9. Grievances which come under ragging may be reported to Anti-ragging

cell for further processing.

kocedure for communicetirg the decisions taften by Gdevaace redressal

Cell to Aggrteved partles.

1. A circular will be issued explaining the decisions taken by Grievance

redressal Cell, if tJre aggrieved is a batch/class of students.

2. Aletter in writing will be provided to the aggrieved if it is a single

student or a grrlup of students.

TRAITSPARTITCY OF GRIEVAITCE REDRESSAL CEtL Iil I$CP

In order to maintain the transparency of the cell, students are also included

in the Grievance redressal cell for studentc. It is made mandato{y, the

presence of at least one student representative while addressing tlle

grievances.

7.

I

I

I
I

I

I

l

l

I

L

I



ETCLIISIOilS

Ttre Grievance Redressal cell shall not entertain the following issues:

. Decisions of t]1e executive couucil, aeademic council, board of stud'ies

and other administrative or academic committees constituted by

the university.

. Decisions or regulations put forward by PCI, AICTE and UGC

r Decisions nith regard to auzard of scholarstrip, fee concessions, medals

etc;

. Decisions made by the university witJl regard to disciplinarJr matters

and misconduct.

. Decisions of the university about admissions in any courses offered by

the institute.

. Decisions by competent authority on asaessment and examination

result.

s,t
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MTRODUSTTOU

Ttre Uinorfty Cell of the College was constituted to empower the

students from the institution's minority populations. The cell has been

extremely keen to rceet tJle educadonal and cultural demands of the rninoriSr

popul,ation of our college .Basically, the cell supports minority students'

academic growth and encourages tJlek enrolment in career orientation

programs that will emtrxlvrer and provide them the tools they need to choose

a career path. Additionally, the minority cell helps students receive funding
from governmental organizations and otlrer sources. The CeIl is devoted to

helping minority students by offering counselling, personalit5r development,

communicahoa skill development, remedial coaching, tutorial sessioas, and

preparatory counses.

oerEgrwEs

r To provide equal opportumty for ed.ucation of minorities.

o To create awareness €rmong the minority students regarding various

scholarships program of State Government and UGC.

. To facilitate fi:rancial support to students from minority communities from

governmental agencies and other sources.

. To enaure provisions for an environment where all such students feel safe

and secure.

. To encourage these students to enroll for courses, workshops, programs,

etc. which tJ,.e College offers students in an attempt to equip them with the

skills needed for their careers.

r To provide prompt couaselling for any emotional eruergencies arising on

account of any event on the College c4rnpus.

BOLES AIID RESIPOilSTBILTTTES

. To communicate with ttre students and motivate them for better future
planning.

,,t



To publicize the various Central and State Government scholarship

schemes and any updates in these matters

The Cell is committed to provide assistance to the minority students

through counselling, personality development, development of

cornmunication skill and preparatory classes for professional and

emploSrment purposes etc.

Tlre Cell is actively engaged in coordinating and resolves the problems in
the matter of conduct of coaching and other measures urith a view to see

that the education system succeeds in bringing to a level quantitatively as

well as quatitatively indistinguishabie from the level sf tlae rest of the

students.

To coordinate rrith other College Cells and Committees such as the

Mentoring Cell, Placement Cell, Students' Council, Sports Council,

Cultural Council, etc. and ensure tJ'.at students from minority

comrnunities participate in their activities.

In coordination with grievance cell of institution, providing a mechanism

to redress the grievance of students from these communities.

COMPOSITIO.II OI. UffiORITT CELL

SI.

No:
Members

1

Associate Professor

(Chairperson)

2-
Faculty Representative

(Co-Chairperson

3. OfFrce Representative

4. Office Representative

7,
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PURPOSE

ThepurposeofanlnternalComplaintsCommittee(ICC}istoaddressand
resolve complaints related to sexual harassment at Nirmala college of

PharmacY, Muvattu Puzha'

SCOPE

The scope of an Internal complaints committee (ICC) is focused on addressing

and resolving complaints related to sexual harassment in the workplace' Ttre

ICC's primary responsibility is to ensure tJre effective implementation of the

sexual Harassment of women at workplace (Prevention' Frohibition' and

Redressa}Act,2013,whichappliestoallworkplracesinlndia.

The key areas within the scope of an ICC

. Handling ComPlaints

. Investigation

o Redressal

ConlidentialitY

r Prevention and Awarenees

r Record-KeePing

r Support and Protection of the complainant

PRTATfiBI,E

I11 view of tlre directions of tl.e Honble supreme court' sexual Hanassment of

women at workpl,ace (Prevention, Prohibition, and Redressa$ Act' 2O13 aJ1d

in consideration of the determination of tl.e ceptral Government and as per

UGc (prevention, prohibition, and. redressal of sexualharassmerrt of women

employeesalldstudentsinhiglrereducationinstitutions}regul;ations,2ol.5

and No F- gl-l l2Ol3ffFGS)'

f,t



POLTCT STATTIilEI{T

Topreventincidentsofsexualharassmentbycreatinga.\rareness,
conductingtrainingprograms,andimplementingpoliciesthatpromote

a safe college environment

To provide a formal and con{identiat platform for employeesf students

toreportincid.entsofsexualharassmentwit}routfearofvictimization

or retaliation.

To receive complaints related to sexual harassment'

victims or witnesses and conduct prompt and impartial

into the allegations'

To ensure fairness and objectivity

To take corrective action

Toconductawarenessprogralnstoeducateemployeesandstudetrts

Policy Development and Communication

Awareness and Training

Confidential RePorting Mechanism

Prompt and Impartial Investigations

Non-Retaliation Measures

Regular Reviews and Audits

Record-Keeping and ComPliance

Continual lmProvement

ThelCCisresponsibleforreceivingcomplaintsofsexualharassment

fromemployees,students'interns'oranyotherpersonwithiothe
organization, irrespective of their gendel'

Thecommitteeensuresthatallcomplaintsaretreatedwith
confidentialityandsensitivity,providingasafeenvironmentfor
comPlainants to come forward'

whether from

investigations

f
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. The ICC conducts impaltial and prompt investigations into the

complaints received. fire investigation process should be fair and

transparent, and all parties involved should be given a chance to

present their side of the story.

e Tlre ICC takes necessarJr measures to protect the complainant from any

form of victimization or retaliation for filing a complaint.

o Ttre committee ensures that ttre details of the complaint, identities of

the compliainant, the accused, and witnesses are kept confidential

througbout the investigation.

r The ICC provides support and guidance to the complainant during the

investigation process, which may include counseling or assistance in

any related matter.

. E}ased on the findings of t]le investigation, the committee determines

whether sexual harassment has occurred or not.

r lf sernral harassment is established, tlre ICC recommends appropriate

disciplinary action against the perpetrator, adhering to the

organization's policies and applicable laws.

r The committee in association with other statutory bodies, organizes

periodic awareness programs and training session$ to educate

employeesf students about sexual harassment, prevention strategies,

and the complaint redressal process.

. Ttre ICC reviews the organization's sexual harassment policy

periodically to ensure its effectiveness and compliance with applicable

laws.

r Tlre committee maintains proper documentation of all ssmplaints

received, actions taken, and their outcomes for record-keeping and

compliance purposes.

. The ICC prepares and submits periodic reports to the appropriate

autlrority about the complaints received Td actions taken.

. If any party is dissatisfied uiith the ICC's decision, the committee may

be involved in handling appeals according to tJle orgxrization's policies

and procedures.

t.I



The ICC continuously seeks urays to improve its processes and
functions, aiming to create a safer work environment and enhance the
complaint redressal mechanism.
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As per the Frovisians laid do,l*m by the Scheduled Castes and the

Scheduled Tribes {Prevention of Atrocities} Act, 1989, Act No. 33 OF 1989,

dated 7L1A911989) & the Noti{ication No. GSR - 316 {E} by Ministry of

Welfare, New Delhi dated 31/03/1995 and as per,the UGC Directives to be

adhered and followed by the Etlucational Institute in this regard, following

shall be the SC-ST lUelfare Committee of Nirmala College of Pharmacy,

Muvattupuzha.

COilSTTTUTIOIT OF SC/ST COMMITTEE

sI.
No:

Members

I Principal, Chairperson

2-
Paculty Representative

{Coordinator}
2 Administrator

4. Faculty Representative

5. Faculty Representative

6. Office Representative

7 Non-Teaching Statr Representative

8. Student Representative

9. Student Representative

The SC/ST Standing Committee ensures the effective implementation

of the policies and programs of the Government of India, UGC and State

Goverruuenis with regard to backward castes, classes and physically

challenged. It also suggests measures for achieving the objectives laid down

by the various government agencies. The Committee meets at least two times

in a year and the decisions arrived at are mandatory to be imdelented. Ttre

Committee functions under the Chairmanship of the Principal.

l.t



OBJECTIYrES O.r TIIT SC'S" qOIIUITTEE

Ttris Committee'shall be functioning for the following objectives of this Act:

o To implement, monitor and evaluate continuously the Reservation

Policy in the Institute (if any applicable)'

oTotakelrecessarJrstepsofmeasuringforensuringeffective
implementationofthepolicy&programslschemesoftheStateand
Central Govt- for SC-ST, if anY'

r To ensure the Prevention of Atrocities (as defined within t}e meaning of

ihis Act| on the SC, Sf, Statr, Faculty and Studerrts'

o To ensure tl.e equal opportunity in matters of emplo5rmentfpromotitrns

subject to fullilling Qualification, Eligibility criteria and Merits'

r To hear and resolve the issuesfcomplaints f *yt of such nature of

AtrocitY rePorted / comPlained'

r To conduct tlre inquiries on the reported & complained issues and to

aid and advice the Director & the Management of tl.e Institute in this

regard for the justice alld smooth iunctioning of the institute' Ttrere is

an Advisory Committees & Special Cell at the University kvel for Aid &

Advice and to hear appeals il *y; in this regard'

The SCIST Committee/Antidiscrimination Cell Committee will addre'ss tl1e

following issues/complaints of aggrieved SCI ST students/ staff:

1. Effective updating and implementation of the policy & programs

/schemes of the State and Central Govt' for SC-ST

2. eomplaints of alle-ged cliscrimination of stude'nf*s, fuom the scheduleel

Castes, tlre Scheduled Tribes, Other Backward Classes

3. Irregularity in the ad.mission process adopted by the Institute'

4. Publishing any f;a1se or misleading information not based on facts ilt the

Prospeetus.

I



5. Withhold or refuse to return any document in the form of certificates of

degree, diploma or €rny other award or other document deposited with it
by a perscn for the purpose af seeling adrnission in such institution"

6. Demand of money in excess of that specified in the dectrared admission

poticy or approved by the competent authority to be charged by sr.l.ch

institution.

7. Breach of the poLicy for resenration in admission as may be applicable.

8. Non-payment or deLay in payment of scholarships to an5r student that

such institution is committed, under t]:e conditions imposed by the AICTE,

or by any other authority.

9. On provision of student amenities as may have been promised or

required to be provided by the institution.

1O. Denial of quality education as promised at tlre time of admission or

required to be provided.

1L. Non-transparent or unfair evaluation practices.

L2. Harassment and victimization of students/staIf, including sexual

harassmertt

STAITDARI} OPERATIIYG PROCTDIIRT rOR IIAIYDI,ffiG

ISSUES.ICOIIPLIANT REIGISTERTD TO SC'ST COIIUITIET

1. On receiptof commuaication (written/email/porta{ of issue lcompl,aint

/grievance related to SC/ST CommitteelAntidiscrimination " Cell

Cornmittee &om grievance committee, the same will be discussed in house

or with the concerned committee

2. Issues/Complaints related to SC/ST shall be considered by this

committee and addressed accordingly.

3. Ttre concerned committee shall investigate tJ:e cases directed

accordingly.

4. Suitable hearing would be given to the concerned and steps to resolve

issues will be undertaken.

5. T?re concerned shatl be informed about the action taken by the

committee.

?.
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6. If any complaint/grievance is found invalid, the complainant and the

person against whom the complaint is made will be informed accordingly.

?" Attempts will be rnade to resoh,e issues r*"ithin cne month of receipt of

commurrication

7.I
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No. ' Date..I2-O 5...2tr!U.,,
E. Head of the Institution (IIOI): The term "Head of the Institution" typically refers '
to the individual who holds the highest administrative or leadership position within an

educational institution. This person is often responsible for overseeing the overall
functioning of the institution, implementing pglicies, managing resources, and

representing the institution to the external community.

F. Sanction of new scholarships: The term "sanction of new scholarships" refers to
the formal approval or authorization process for introducing and implementing new
scholarship programs. When anorganization or institution decides to establish and offer
new scholarships, there is a need for official approval from relevant authorities or
decision-makers. This approval process, often referred to as "sanctioning," involves
assessing the feasibility, budgeting, and overall alignment of the new scholarships with
the goals and policies of the organization

G. Continuation of existing scholarships. The "Continuation of existing scholarships
"indicates the ongoing approval or support for scholarships that are akeady in place.

OBJECTIVE:

The objective of Scholarship policy is to provide financial assistance to students who
demonstrate academic excellence, leadership potential, and social commitment. A
scholarship can help the institute attract and retain talented and diverse students who
share its vision and values. It can also enhance the institute's reputation and impact in
the community and beyond.

RESPONSIBILITY:

A. Governing Body: The College's governing body is developing various scholarship
schemes based on the needs of the students. The governing body also has the power to
revise the scholarship policy periodically after receiving feedback from students,
faculty members and parents.

B. Ilead of the Institution: The college principals have the duty to communicate with
the management about the scholarship needs of the students. They should report the
number and eligibility of the applicants, the amount, and the criteria and process of
selection. This will help the management to allocate resources and support the academic
goals of the students.

Nirffiala College Society
Itto. ER . 928/2001

Muvattupuzha-686 66I

lffiCd6geSocHy
Uumnau P O,Emakdfln

t('s{80661
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No. Date.. !.? :.QS -..2r,!,..5. ELIGIBILITY CRITERIA:
1. The applicant should be enrolled in regular program of any college under Nirmala

College society.
2. Applicants should have 80 percentage attendance in their academic classes.
3. They should have high moral value and integrity.

6. PROCEDURE:

A. Sanction of New scholarships: The institute's principal should submit a detailed
proposal for any new scholarship scheme, speciffing the purpose, eligibility criteria,
amount, and number of scholarships to be awarded annually. The governing body will
review the proposal and decide whether to approve or reject the new scheme, based on
the institute's budget, vision, and academic standards.

B. Identification of Need and Objectives: Clearly define the need forthe new scholarship
and establish the specific objectives it aims to achieve. IdentiSz the target group or
demographic that will benefit from the scholarship.

C. Proposal Development: Prepare a comprehensive proposal outlining the details of the
new scholarship program. Include information on the purpose, eligibility criteria,
selection process, award amount, and any other relevant details.

D. Approval from Decision-Makers: Present the scholarship proposal to the relevant
decision-making body within the organization for formal approval. This may involve
presenting to a board of directors, an executive committee, or other governing bodies.

E. Legal and Compliance Review: Ensure that the new scholarship program complies
with all relevant laws, regulations, and organizational policies. Seek legal counsel if
needed.

F. Establishment of Selection Criteria: Define the criteria for selecting scholarship
recipients. This may include academic performance, financial need, extracurricular
activities, or other relevant factors.

G. Send the formal communication: The GD has to send the formal communication to
the HOI regarding the status of scholarship.

Nirmala College Soctety
No" ER. 928/2001

Muvattupttzha - 686 661

tirmnAp P O"Em*dam
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7. CONTINUATION OF EXISTING SCHOLARSHIPS.

A. Review of Scholarship Terms and Conditions by HOI: Examine the terms and
conditions of the existing scholarships to understand the criteria for continuation.

B. Notilication to students: Notifu scholarship recipients in advance about the renewal
process and any requirements they need to fulfil for the continuation of their
scholarships.

C. Submission of Required Documents by students: The students to submit any
necessary documents, to veriSr their continued eligibility.

D. Academic Performance Evaluation: Evaluate the academic performance of
scholarship recipients to ensure they meet the specified criteria. To be done the HOI.

E. Verification of Enrolment: Confirm that scholarship recipients are still enrolled in the
educational institution and are maintaining the required enrolment status.

F. Send the official communication to GB. To apply for the scholarships offered by
GOB, you must submit the following documents: A letter explaining the need of
scholarship and how it will benefit your academic goals. A list of students who are
applying for the same scholarship, along with their completed application forms.

8. DECISION AT{D NOTIFICATION:

Make a decision on the continuation of each scholarship based on the review process.
Notiff recipients of the decision and provide feedback or instructions if necessary.

9. DISBURSEMENT OF FUNDS:

If the scholarships are monetary , arrangefor the disbursement of funds to the recipients
based on the continuation decision.

10. RECORD KEEPING:

Maintain accurate records of the continuation process, including documentation of
eligibility verification and communication with scholarship recipients.

SecretarY
Nirmsla Callege SocietY

tfo. Ei? . 928/2CI41

MuvattuPrtzha-686 661

Nirmda Cdlege Sociaty
.:, iftrffipudli P O,Emakutam
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II.APPLICATION PROCESS FOR CONTINUATION OF EXISTING

D ate...1.2.- h -f... -. 2.o 9
SCHOLARSHIPS:

o The college office has to notify different institutional scholarship and its criteria time

to time
. Eligible students should apply in prescribed application form with all supporting

document before the last date of submission.

12. SELECTION PROCESS:

The Collage office will process the scholarship application and selection will be on merit
basis.

13. SCHOLARSHIP AMOUNT AI\D DURATION:

o Scholarship will be given to one academic year only.
o For the renewal of scholarship student has to reapply in the next academic year.

o For some scholarship student has to pay the amount and he or she can reimburse from
college office.

14. TERMS AND CONDITIONS:

The management has the right to decide the terms and conditiops for each scholarship
provided by the management.

Cancellation or Termination: management has the right to cancel or terminate the

scholarship under the circumstances which the scholarship can be revoked, such"as

academic failure, misconduct, or failure to meet requirements.

15. RIGHTS TO AMEND:

Reserves the right for the scholarship provider to modiff the policy terms under certain
conditions.

Secretary
l,lirrnala Colle ge Society

No. ER.92B/2001
MuvGttuplrzha-686 661
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NIRMAI-A COLI*EGE OF PHARMACY,

MI.'VATTUPUZHA

PT'RFOSE

The SOCIAL SERVICE POLICY is committed to fostering students' social

responsibility, volunteerism, and leadership skills througlr active

participation in communit5r developrnent and serwice programs-

scoPt

The SOCIAL SERVICE POLICY applies to all members of tl:e institution,

including stgdents, facul$r, technical and non-technical staff, and

management.

PiOLICY STATEMTI{T

The Social service policy strives to inculcate in studeats a feeling of civic

engagement towards the role of social work in nation-building- It recogprizes

the profouad impact of communit5r engagement and social responsibility in

shaping well-rounded and conscientious pharmacy professionals.

Ttre policy is committed to fostering a sense of social consciousness,

empatlry, and active citizenship afirong the students. It will also prordde

students with opporbunities to apply their knowledge and skills toqrards

addressing societal challenges, thereby contributing to tJle eommunit5r's

overall welfare.

7.I
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STRATEGIES

$upports a nearby village or underprivileged communit5r and works on

sustainable development projects that cater to their healthcare needs.

Organizes regular health camps in local colnmunities to provide free

health check-ups, basic medical advice, and awareness sessions on

commolr health issues.

Collaborates with blood banks to organize blood donation drives on and

off campus.

Raises awareness about the dangers of drug abuse and addiction by

organizing street plays and interactive sessions.

Organizes workshops that teach practical skills related to health and

pharmacy, such as first aid, basic life support, and OTC medication

guidance

Initiates tree planting drives, rrraste management campaigns, and

cleanliness programs to promote environmental sustainabilit5r.

Ceinducts Social service activities through clubs sueh as soeial senrice

club, and nature club.

DUTIBS AND RTSPOilSIBILITIES

1. To give students the chance to engage in various forms of communit5r

service and positively impact societ5r.

2. To instil in students a sense of civic responsibility, national integration,

and social harmony.

3. To enharr.ce students' skills and comprehension across various fields

such as health, education, environment, and more.

4- To foster students'leadership skills, promote collaboration, and develop

teamwork abilities.

5. To promote the principles of democracy, secularism, and humanism

among students.

6. To improve the capacigr of students for responding to crises and natural

catastrophes.

f,
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PI'RPOSE

The STUDENT SUPPORT AND GUIDANCE PROGRAM POLICY is

committed to fostering a supportive and inclusive learning environment that

empowers our students to excel both academically and personally.

SCOPE

The Student Support and Guidance Program policy is applicable to

students and faculty members of the institution.

POLTgY STATEUEilT

The policy for the Student Support and Guidance Program aims to

ensure tJle holistic development and success of every student in our pharmacy

college community by providing comprehensive assistamce and resources. The

policy is dedicated to nurturing a thriving aeademic communit;r where each

student is empowered to achieve their fullest potential.

By adhering to the Flicy, we strive to create an enviinonment that

fosters excellence, well-being, and lifelong success for all students a! the

institution.

STRATIGY

t Facilitates academic achievement by ofrering tutoring, study skills

workshops, and personalized academic support that enhances student

learning outcomes.

t Promotes students'personal growth and wgll-being through counseling,

mentoring, and wellness initiatives
.,L Provides guidance and resources for career explor:ation, professional

development, and job placement.

/'



* Ensures all students feel respected, valued, and supported in an

inclusive environment that values diversity and promotee equity.

DUTIES AilD RTSFO.rSIBILITIES

1. To identiff students who require additional support, especially in

learning difficulties and coping with college rules during the first year.

2. To address and identif health issues among students and provide them

witll prompt guidance.

3. To identi$ students with attendance shortages,' understand the

reasons for their long absence, and provide necessarJr recti$ing

solutions.

4. To conduct student development programs including motivational

classes, outreach programs, and career guidance.

5. To maintain an effective mentoring system in the college.

6. To send monthly audit reports to KUHS regarding various student-

related activities conducted in college.

7. Under SSGP, nodal olficers must follow universif guidelines and

attend KUHS meetings.

8. To Ensure strict anti-ragging policy in college.

ft
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PTIRPOSE

The WOMEN CELL POLICY is committed to fostering a safe, inclusive,

and empowering environment for all women in the institution"

scoPr

Ttre women's cell policy is applicable to students, faculty, and other

technical staff of tlre institution.

POLICY STATEUEITT

The Women's Cell Flicy promotes gender equality, prevents

discrimination, and ensures the vrell-being of all women associated with the

institution. It is committed to supporting women's rights, addressing gender-

based issues, and creating a nurturing environment where women can thrive

and contribute meaningfully to tJle pharmacy field and society at large.

The policy stands as a testament to our commitment to fostering gender

equality, empowering women, and creating a brighter future for all.

STRATEGY

Strives to create an atmosphere that upholds and promotes ge4der

equality, providing \romen with equal opportunities, rights and access

to resources.

Prevents any forrr of discrimination, harassment or intimidation based

on gender.

Provid.es a robust support systea for uromen, offering counselling,

guidance and assistance to address any challenges they may face

during their academic or professional journey.

Organizes seminars, workshops and skill-building sessions ppecifically

tailored to empower women, enhancing their personhl, acad"emic and

professional growth.

*

*
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Establishes a clear and confidential reporting system for gender-based

discrimination or harassment, ensuring prompt and appropriate action.

Collaborates with external organizations, NGOs, and extrrerts urorking

in tJ:e field of gender equality to enhance our efforts and create a wider

impact.

DUTIffi AITD RTSPOilSIBILITIES

1. To raise awareness about gender issues, women's rights, and gender

equality \rithin the organization or community by conducting

workshops, seminars, and training sessions on topics such as gender

sensitivity, consent, and gender equality.

2.To provide a pl;atform for listening to complaints and redressal of
grievances.

3. To organize empowerment programs, skill-building rrorkshops, and

leadership development activities to enhance the confidence and

capabilities of women within tJle organization or community.

4. To ersure personality along qrith academic development of stud.ents.

5. To provide a supportive, safe, and healtlry environment for women

employees and students so tJlat they can achieve their full potential.

6. To equip the female students, facult5r, and staff members wi*r
knowled.ge of their legal rights.

7.To incorporate hygiene habits and ensure a healthy atmosphere irrand

around the college.

8. Career guidance and career counselling for womerr.

?,
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