Secab’s A. R. S. Innmdar Arts, Science & Commerce College for Women,
Vijayapur

Guidelines
for

College Planning Board

Planning Board

The College has set up a Planning Board to approve the proposal for development of
undergraduate and postgraduate education, after identifying its needs and deciding on its
priorities. It functions in the college with a view to elevate this reputed institution into a centre of

excellence in the near future.

Besides, the Principal, Coordinator IQAC, and senior teachers, Librarian, a senior person from
the Accounts Department may be a member of the Planning Board.

Objectives:

1) The Planning Board of the college will be responsible for approving the proposal for
development during the academic year for improving the standards of teaching and
research at various levels.

2) It should identify various statutory organizations such as UGC, HRD etc.

3) The board prepares and submits its proposals with a long term perspective, visualizing how the
college would be after a decade.

4) After finalizing the budget allocation for UG & PG education, the planning board should
submit the details of estimate as per the formats required by the funding agencies.

5) The board engages itself to see that the schemes are implemented as per the regulations and it
also ensures that the distribution of funds is also made rationally.

6) The expenditure can be incurred by the college under the following heads:
renovation/addition/alteration of building, book & journals, laboratory, connectivity,
career and counseling cell, cultural activities, annual maintenance contract, and
development of ICT, etc.

-—-XXX---

) ‘60@— ' Priﬁpa‘.cg
Co ordma*or SECAB's AR.S. |namda:—#«asr‘a'ém?’

Inter 2
"a‘rQ 42y Assurance Cell Commerce College for Women,
SICAB A_sor-atiun's VIJAYAPUR-SR6100.

A-R.SI!\{H. SCI &CO
m. Coll
fw Women, BUAPUR, g

Scanned with CamScanner




Secab’s A. R. S. Inamdar Arts, Science & Commerce College for Women,
Vijayapur

Guidelines

for

COLLEGE ACADEMIC COMMITTEE (CAC)
References:
1. UGC guidelines on the subject issued from time to time.

2. NAAC guidelines on the subject.

Introduction:

The importance of academic committee need not be stressed. It is a fundamental activity at the
college aimed at continuously improving the quality of teaching and learning, review of syllabus
and the delivery of the knowledge to our students who have reposed faith in us so that they

graduate with all the graduate attribute s imbibed in them.

Functions:
The committee shall have no rigid guidelines or explicit dos and don’ts.
The committees shall seek required information from the office of IQAC on the aspect of

academic issues arising from: A). Feedback from Stakeholders, B). Change in syllabus and C).

The need to plan curriculum and implementation due to the changes.

The main objective of the academic committee is to oversee the academic affairs of the college

and make recommendations to the Principal about academic programs and strategic priorities.

The members of the committee sit together at regular intervals of time to develop the ways and

means to ensure that quality teaching-learning process should remain the topmost priority. This

Committee also formulates the guidelines, rules and regulations of all Academic affairs of the

College. The Academic Committee is formed under the chairmanship of Principal.
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Functions of the Committee:
1. Members of the committee should give their suggestions and directions for the smooth

running of the college in academic aspect.

[

Review the academic and other related activities of the college.

Review the students and faculty development programs.

Envisage and devise perspective plans for the progress and augmentation of the college.
Prepare and review the Academic Calendar of Events for the college.

Review and update the College Prospectus.

Promote research and extension activities in the college campus.

w N B

Plan for sustaining the quality of education, quality improvement and accreditation of the

college.

9. Keep vigilance on the attendance and daily diaries of teachers and regularity in taking
the classes.

10. Review student’s attendance/malpractices in examinations.

11. Administer the internal examinations/evaluation/recording.

12. Suggest disciplinary action to the principal for those students who are involved in

violation and disobedience to the college rule.
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Secab’s A. R. S. Inamdar Arts, Science & Commerce College for Women,
Vijayapur
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EXAMINATION COMMITTEE

The Examination committee is an apex body of the College which is headed by Principal and
shall be facilitated by three sections: Examination, Record Maintenance and Administration. The
main function of this Committee is to carry out examinations, publish results of HS First Year,
Unit Test and Pre-final examinations. Keeping the record of each and every issue related to the
examination and organizing workshops and seminars for the improvement of the examination
system are also the responsibilities of this Committee. The Examination Committee plans and
organizes all internal as well external examinations in the college. The Examine Committee of
the College is formed with the following members under the chairmanship of Principal.

Role and Responsibility:

a. The Examination Committee shall prepare relevant time tables for College
Examinations.

b. The Examination Committee will make policies regarding holding of different
examinations and shall make Seating Arrangement and display them on the
concerned Notice Board/Website and Blocks.

c. Suggest Principal to appoint Assistant Officer in charges for smooth conduct of
Examinations.

d. The Exam Committee shall hold pre-exam meetings to brief the members of faculty
with regard to the examination procedures and prepare budget of expenditure.

e. After the end of each examination the Committee will accept the audited accounts
submitted by AOCs.

f. The Committee will hold Centre Committee meeting of HS Final Exam with the

external and internal members.
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g. The Exam Cell shall analyze the College exam results and the same shall be verified
by the respective HODs. Aler due verification, copies of the result analysis shall be
sent to HODs, the Principal,

h. To ensure that the entire exam related documents reach the university in time

i.  Any Circular, Guideline, Office Order, Notification issued by the University and are
processed in the Examination Cell, reply thereof prepared and after Principal’s

signature dispatched or circulated to the concerned Departments.
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Secab’s A. R. S. Inamdar Arts, Science & Commerce College for Women,
Vijayapur

Guidelines
for

Student Welfare Committee

The Student Welfare Committee endeavors to help a student’s educational process to advance
their academic as well as personal abilities. This committee complies with the policies set by the
University in order to facilitate a positive academic environment to the students and help them to
proceed in their career with minimal obstruction.

During the stay of a student in the campus, this committee is responsible for solving all
the student’s grievances. Secab’s A. R. S. Inamdar Arts, Science & Commerce College for
Women, Vijayapur, is responsible for the general and specific well-being of students. The
committee works for the overall welfare of the student in terms of student development which
consist of student development program and student publication, counseling of the students,
social activities and many more.

In Secab’s A. R. S. Inamdar Arts, Science & Commerce College for Women, Vijayapur,
Student’s Welfare Committee works on some basic functions which includes the following:

a. First and foremost to develop the student-teacher relationship bond.

b. Listening to their problems and understanding what is required for their development

in any manner.

c. Assisting the students in their learning process.

d. This includes not just academics but also the practical learning experience.

e. Addressing and solving their various issues. If necessary guide them to the counsellor

in the Psychology department.

f. Addressing the feedbacks of students regarding different areas of curriculum and

resolving the issues with no or little efforts from the students.

g. F lburishing relationship with parents and organizing meetings for them.

h. Addressing the issues from guardians and resolving them to whatever the needs are.

i. Organizing special coaching for slow learners.
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j. Not every child understands in the same manner, the committee therefore ensures that
those who could not understand the topics shall be taught in a friendlier manner,
separately.

k. Conducting periodic meetings to talk over student welfare.

l. By organizing activities and facilitating student interests.

m. Organizes co-curricular activities for personality development.

n. Managing the needs for extracurricular activities.

»

o. It looks after activities like music, sports, etc. for students.

€000 XXX

CQ"UL‘C”"‘J:‘&- o~ w
#rnat Quaiin i Prificipah

SECAB A

/ Assurance Cel! 8ECAB's AR.S. Inamdar Arts, Science &
=307 :atin’s Commerce College for Women,
& VIJAYAPUR-586109.

i
X Com. Coli

.UADU;{‘

Scanned with CamScanner



Secab’s A. R. S. Inamdar Arts, Science & Commerce College for Women,
Vijayapur ,

Guidelines
for

Time Table Committee

The Time Table committee of Secab’s A. R. S. Inamdar Arts, Science & Commerce College for
Women, Vijayapur, recognizes the importance of time and ensures proper utilization for students
which makes them organized and uses time effectively to maximize chance of success hence
increasing productivity. Time management reflects the entirereducational programme followed in
the organization which serves purposes to develop qualities like punctuality, regularity,
consistency thereby leads in maintaining discipline which ensures meaningful growth of

organization and society.

Objective: Smooth and proficient management of the academic programme through the
semesters.

Responsibilities:

1. To prepare the class time table at the beginning of each semester with the active
involvement of the committee members of the respective department in the Time Table
Committee by collecting data on teaching load distribution of individual faculty
members from the department, sharing teaching load from other departments, Lab-wise
subject allotment, assigning of classrooms and tutorial rooms, assigning of common
resources (class;rooms, labs, tutorial rooms which are shared) and taking into account
department-specific requirements (e.g. lectures to be arranged only in morning slot, tea
break and lunch break times etc.).

2. To prepare the Academic Calendar.

3. With the information gathered, prepare the class time tables in the prescribed format.
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4. By referring to the class timetables, prepare the timetables of individual faculty members
and labs.
5. Communicate and widely publicize the class time tables to staff and students.
6. Make the class time tables available on the notice board for students’ reference.
7. Prepare Academic Calendar by collecting information from Chairpersons of various
Committees, HODs and the Principal.
8. To display and publicize the Academic Calendar for the information of students and
staff. )
Teachers are our bigger assets. This committee ensures work load is equitably distributed among
the members of the staff providing adequate time for preparation between the lectures.
According to the expertise in the respective subjects the staff ensures satisfactory work. Teaching
activities are set up with the required resources according to their importance and their nature
entitled in the university curriculum. The objective of the college is to manage the activities as

the time plow remains linear.
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Secab’s A. R. S. Inamdar Arts, Science & Commerce College for Women,
Vijayapur
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“NSS Advisory Committee”

The college level NSS advisory committee should be constituted as per the guide lines given in
the manual. The committee should meet at least four times a year to advice on programme /
planning and development and make assessment of the work done during the year.

The institution has set up an NSS Advisory Committee to advise on programme/planning and
development under the chairmanship of the Principal. It will review the NSS activities at college.
It will also promote a sense of participation among the members of the staff, public and students
for community work.

The committee will consider the proposals submitted by the Programme officers according to the
pol'icy directives. No administrative and financial changes can be made in the pattern of financial
expenditure by fhe committee. As far as NSS programs and activities are concerned, these can be
selected as per needs and requirements of the respective colleges and NSS cell of the University.
T hé cardinal principle of the programme is that it is organized by the students themselves and
both students and teachers through their combined participation in social service, get a sense of

involvement in the tasks of national development.
The main objectives of National Service Scheme (NSS) are:

a. Understand the community in which they work.
_ b. Understand themselves in relation to their community.
c. Identify the needs and problems of the community and involve themselves in problem-
solving,

d. Develop among themselves a sense of social and civic responsibility.
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. Utilise their knowledge in finding practical solutions to the prob

lems of individual and

community problems.
Develop competence required for group-living and sharing of responsibilities.

Gain skills in mobilizing community participation.

. Obtain leadership qualities and democratic attitudes.

Develop capacity to meet emergencies and natural disasters and

j. Practice and promote national integration and social harmony both in the institution and
the society
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Secab’s A. R. S. Innmdar Arts, Science & Commerce College for Women,
Vijayapur
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for

Sports Committee

To encourage and promote various sporting activities to inculcate sportsmanship qualities of
leadership, perseverance, team spirit and brotherhood. The dream of the committee is to
organize training, coaching and education in sports for everybody so that they can leamn to keep
themselves physically fit. It aims at enhancing the interest of the participants in the field of sports
and to ensure adequate supply and proper usage of sports resources.

Objectives:

a. The Sports Committee is to promote every individuals health, physical well-being as well
as the attainment of physical skills among the students.

b. The committee aspires to inculcate qualities such as sportsmanship, team spirit and
bonding.

‘c. Sports committee has clear intention that the level of commitment for sports from an
extra-curricular perspective should be increased.

d. To provide an environment for physical development of the students.

To provide opportunity to the student to exhibit their talent in sports field.

f. Action Plan for the year: Organizing various indoor and outdoor games during sports

week. '

Motivating students to participate in sports events organized outside the campus,

Organizing sports events for staff members.

&

5 @

To achieve the above the committee plans to organize various competitions both indoor and
outdoor sports activities: Cricket, Basketball, Volleyball, Table tennis, Chess, Badminton,
cycling, etc and all athletic Games.

Outcome:

s

A holistic development of the students through effective participation in the various sports
activities of the college.
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Secab’s A. R. S. Inamdar Arts, Science & Commerce College for Women,
Vijayapur
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for

Anti Ragging Committee

A campus level Anti Ragging Committee for 2019-20 has been constituted .

This committee will have vigil, lapse and patrolling functions. It will be itinerant, alert and active
at all times and is empowered to periodically inspect places of possible ragging. The committee
shall investigate incidents of ragging, make recommendations to the Institution. This committee
will monitor the measures taken by the college for prevention of ragging, will look into the
specific instances of ragging and complaints of ragging; and suggest appropriate action /
punishment against individuals who indulge in ragging. »
All the members are requested to take note of the same and co-operate in maintaining favorable
academic atmosphere for the students both in college & hostel premises.
Roles & Responsibilities

1) To receive any grievance/complaint from students/staff regarding sexual harassment.

2) To investigate the case based on the above mentioned complaints relating to sexual

harassment within 10 working days.
3) To conduct a systematic inquiry on receiving any complaints from aggrieved

students/staff and submit a detailed report to the principal for suitable action.

As per the order of Supreme Court of India and subsequent Notification from University Grants
Commission (UGC), ragging constitutes one or more of any intention by any student or group of

students on:

1. Any act of indiscipline, teasing or handling with rudeness.

2. Any act that prevents disrupts the regular academic activity.
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3, Any activity which is likely to cause annoyance, hardship, psychological harm or creates
fear or nervousness.

Any Act of physical abuse causing attack, harm or danger to health.

Any Act of abuse by spoken words, emails, SMS or public insult etc.

Any Act of injury or infringement of the fundamental right to the human dignity.

NS e

Any unlawful assembly or conspiracy to ragging.

Punishment to those found guilty
Any student or group of students found guilty of ragging in the campus or even outside the

campus shall be liable to one or more of the following punishments

»

1. Debarring from appearing in any internal test / University Examination
2. Suspension from attending classes and academic privileges

3." Withdrawing scholarships and other benefits

— —--XXX--=
. -© OA,..’:‘-N- Prinmpaag)‘

CO-Or i CAB's A.R.S. Inamdar As, Sclence 8
Interna! Qu: rr?ii\d'natcn 5 Commerce Coltege for Women,
SECAR ,'5";;-"-‘“' ance Cell | VIJAYAPUR-586109.
o= ~S07:at o’
ARSI iy s, St & Cotr’r: P

- Al Coll
I »Voma-n, BUAPUR. e

Scanned with CamScanner



Secab’s A. R. S. Inamdar Arts, Science & Commerce College for Women,
Vijayapur
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for

Tour and Picnic Committee

A touring group is first and foremost representing Secab’s A. R. S. Inamdar Arts, Science &
Commerce College for Women, Vijayapur. The following will apply to tours/study tours and
excursions:

a. Any request to go on tour must be made through the Chairperson of the committee,
who must then obtain approval for the tour from the Principal and the Management
Committee,

b. For local study tours and excursions the approval must be obtained at least one month
prior to the proposed departure date.

c. The financial implication of tours is significant both for parents and for the college
and must be taken care of that it should not be burden for the both.

d. The approval process for each tour must include (but may not be limited to) an
itinerary, a budget showing the full cost of the tour, a detailed plan of how the funds
are to be collected and who will be leading the tour party.

e. Inselecting the leader to lead the touring party, preference will be given to the
committee members or committee’s decision is final in approval from the Principal.
No nepotism will be condoned.

f. No smoking or consumption of alcohol will be allowed by any member of the group
management in the presence of the participants and under no circumstances are any
participants allowed to smoke or consume any alcohol. This includes while being
transported to the tour destination.

g. As far as possible, the entire touring party is to be accommodated together and at all

- times the group management is required to know the whereabouts of each and every
participant. '

- h. Local tours can be arranged for those students who cannot afford to go on tour.

i. Safety should be given more importance

»

The proposal must be to the benefit of the learners as well as the college. The final decision will
be made by the principal of the college.
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Sceab’s A. R. 8. Inamdar Arts, Science & Commerce College for Women,
Vijayapur
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for

Anti-Sexual Harassment Cell

Sexual harassment is perceived to violate an individual’s dignity which has ruined countless
innocent lives and careers. The responsibility of educational institutions is not only to treat
women students regardless of gender as citizens who have a right to safety but to assist them
physically, emotionally and intellectually to claim that right and seek it. Every effort also needs

to be made to provide the college an atmosphere in which education can be freely and fearlessly

pursued.

As per the guidelines of UGC, NAAC and the Supreme Court an Anti Sexual Harassment Cell
has been established by Secab’s A. R. S. Inamdar Arts, Science & Commerce College for
Women, Vijayapur, to provide a healthy and friendly atmosphere to the staff and students of the

College.
Objectives:
a. To develop the guidelines for a policy against sexual harassment.

b. To develop procedures for combating sexual harassment.

To create a secure physical and social environment which will deter acts of sexual

harassment

d. To promote a social and psychological environment that will raise awareness about

sexual harassment in its various forms.

Responsibilities:
a. To ensure that the mechanism for registering complaints is safe, accessible and sensitive.
b. To achieve gender equality and eradication of gender discrimination, sexual harassment if

there are any and other acts of gender based violence;
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c. Redress complaints reccived from any member of the College including students, staff,
and hostel residents in College premises charging sexual harassment.

d. Conduct fair and just inquiry and take appropriate decisions upon the complaint and
propose apt punishment or action to be taken, by the appropriate authority.

e. If necessary suitable legal services can be engaged of a professional or an expert in the
course of performing its functions.

f. Confirm that all information pertaining to complaints registered, the proceedings and the
findings of any inquiries are kept strictly confidential;

g. In the event of complications, the matter can be referred to the principal whose decision

on the matter shall be final.

h. The committee shall maintain all the records and the minutes of the meeting.

Anti Sexual Harassment Cell assures all the complaints of the students, teaching and non-

teaching staffs are treated with dignity and respect and the complaints shall be maintained

confidential.

Definition of sexual harassment, covered by the committee:

1) Verbal or Physical threats.

2) Insulting, offensive, Embarrassing or Patronizing behavior or Comments.

3) Offensive gestures, Language, Rumors, Gossip or Jokes.
4) Humiliating, threatening, or constant criticism.

5) Suggestive comments O Body language.
6) Publishing, Circulating or Displaying offensive pictures or other materials.
7) Unwanted physical contact.

8) Gender based insults or sexist remarks

9) Obnoxious telephone calls or messages.

10) Touching or brushing against any part of the body and the like

11) Physical confinement against one’s will and privacy
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Secab’s A. R. S. Inamdar Arts, Science & Commerce College for Women,
Vijayapur
Anti-Sexual Harassment Cell

COMPLIANT FORM

A. Name

B. Class

C. Complainant

D. Contact Number
E. Mail ID

F. Accuser

G. Class (of accuser)
H. Compliant

I. Time

J. Date

Signature
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Vijayapur
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for

College Elections Committee

References: (6.1.2)

Introduction:

In order to provide holistic education, develop leadership qualities and making the students
aware of democratic processes in the country, the practice of active participation in election
processes at the college is envisaged. This practice would also add to the students learning
experiences in their chosen subjects. In the context of this college the purpose of this election

processes is to establish a democratically elected Student Council.

The College Elections Committee shall oversee and coordinate all Student Union elections as per
the rules of the institution. The Elections Committee shall preserve impartiality, fairness,

transparency, and accessibility in all Student Union elections.

The Elections Committee shall additionally consist of the HoD of Political Science department

as one of the members and other senior faculties as members under the chairmanship of the

principal of the institution.

Regulations:”
1. All candidates must comply with all election rules as established by the college.

2. No student or candidate may spread false information or intentionally insult
another candidate or member of the student union.

3. No student or candidate may interfere or tamper with ballots in any way that
might serve to benefit or disadvantage any candidate.

4. No candidate may vote multiple times or engage in election rigging of any sort.
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5. No student or candidate may personally remove or deface Student Union
campaign materials. Any possible violations should instead be reported to the
committee,

6. No student or candidate may threaten, bully, force, pressure, or otherwise harass
any other student or candidate in relation to an ongoing election.

7. No student or candidate shall improperly use funds to finance their campaign or
any other candidate’s campaign, including accepting inappropriate economic or
material donations.

8. No student or candidate may in any way bribe or improperly influence another
student or candidate in relation to an ongoing election.

9. No candidate may conduct themselves in a manner that is intentionally
inconsistent with the core values of the college

10. No candidate may violate the policy of the college with relation to Student Union
Elections.

11. All candidates must comply with orders issued by the Elections Committee. If
violated, following action may be taken:

a) The candidate may be disqualified from the election.
b) The candidate may be required to issue a public apology for their

violation.

Rules for Candidates and Voters:

1. No student shall campaign as a candidate for any Student Union position until
they have submitted an application to run for that position.

2. Students shall have the option to vote for any candidate for which they are eligible
to vote.

3. There is a provision for NOTA

4. Ballot statements shall be posted on the ballot in the order that they were
submitted.

5. The order in which candidates are listed for the purpose of voting shall be the

same as the order in which their ballot statements are listed.
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Election Procedures:
. The Elections Committee shall determine the timeline for every election, in conformity with

the Calendar of Events of the college.
a) The schedule for any clection must be finalized and published at least two weeks

before the application is opened.
dates and times at which the application is ope

lot is opened, and the ballot is closed.
shall conclude

b) The schedule shall include the ned,

the application is closed, the bal
c) The application shall be open for at least a five day period which
not earlier than three days before the ballot is opened.

d) The ballot shall be open for at least twenty-four hours.

cize the application and the Updated ballot, and shall

2. The Elections Committee shall publi
otherwise work to ensure a high rate of student participation in the electoral process.

blicly announce the results of any election immediately after

3. The Elections Committee shall pu
voting and counting is completed.

4. Results shall be posted on the C
andidate, and shall clearly

ollege Notice Board which shall include the precise number of

votes cast for each individual c indicate which candidate has been

elected.
f the

5. The Election Committee sho

college duly signed by the committee members.
d be conducted so that t

uld submit a copy of the Student Union to the Principal o

6. Oath taking ceremony shoul he elected representatives can start their

work.
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