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Management and Research (GLBIMR), Greater Noida, a comprehensive document

that encapsulates the ethos, governance principles, and operational framework that
guide every facet of our academic and administrative functioning. This Policy Book is not
merely a compilation of rules and regulations—it is a reflection of our commitment to
excellence, integrity, and continuousinnovation in management education.

I t gives me immense pleasure to present this Policy Book of GL Bajaj Institute of

At GLBIMR, we believe that an institution's true strength lies in its ability to evolve with
time while remaining grounded in its core values. Since its inception, GLBIMR has been
dedicated to shaping future-ready leaders equipped with not just managerial knowledge
but also ethical judgment, strategic vision, and social responsibility. This Policy Book
represents our endeavor to ensure that these principles are deeply embedded in every
academic, administrative, and co-curricular process across the institute.

In today's rapidly changing educational landscape, management institutions are
expected to uphold high standards of governance, transparency, and accountability. This
document serves as a guiding framework for all stakeholders—faculty, students,
administrators, and collaborators—to align their actions with the institute's mission and
vision. It clearly outlines the institutional policies related to academics, admissions,
examinations, faculty development, student welfare, research, industry interface, and
overall institutional governance. Each policy is designed not only to maintain quality
benchmarks but also to create a culture of responsibility and shared purpose within our
academic community.
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The preparation of this Policy Book has been a rigorous and collaborative exercise. It has
involved thoughtful inputs from the academic council, senior faculty members,
administrative staff, and policy experts who share our commitment to institutional
excellence. Their insights have helped in creating a document that is dynamic, inclusive,
and aligned with the directives of national and international accreditation standards
such asAICTE, NBA, and NAAC, while also reflecting our unique institutional character.

What distinguishes GLBIMR is its unwavering emphasis on student-centric learning and
holistic development. Our policies are framed to foster innovation, critical thinking, and
experiential learning through a variety of pedagogical approaches—ranging from case
studies and simulation exercises to live projects, internships, and corporate mentoring.
We envision our students not just as learners, but as co-creators of knowledge and
contributors to society. Every policy, therefore, is structured to support an ecosystem that
empowers students to grow intellectually, ethically, and professionally.

As the Vice Chairman, | take great pride in affirming that this Policy Book will serve as an
enduring reference point for our stakeholders. It will ensure clarity, uniformity, and
consistency in decision-making, thereby reinforcing institutional credibility and trust.
Moreover, it stands as a testament to our institute's proactive approach in
institutionalizing best practices and promoting a culture of excellence in management
education.

I am confident that this document will not only strengthen the internal governance
mechanisms of GLBIMR but also inspire a deeper sense of belonging and responsibility
among all members of our academic fraternity. Let this Policy Book be a living
document—constantly evolving with new insights, policies, and innovations that will
continue to enhance ourinstitutional effectiveness and academic vibrancy.

On behalf of the Management and the Governing Body, | extend my sincere appreciation
to all those who have contributed to the preparation of this Policy Book. Their dedication
and collaborative spirit reflect the collective vision that defines GL Bajaj Institute of
Management and Research. As we move forward, may this document serve as both a
foundation and a beacon—guiding us toward our larger goal of nurturing responsible
leaders, competent professionals, and compassionate global citizens.

ShriPankajAgarwal

Vice Chairman

GL Bajaj Institute of Management and Research,
GreaterNoida
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he Policy Book of GL Bajaj Institute of Management and Research (GLBIMR),

Greater Noida, serves as a vital instrument for ensuring discipline,

professionalism, and operational excellence across all levels of the institution. It
stands as a comprehensive reference document that clearly articulates the institutional
policies, procedures, and service conditions applicable to both teaching and non-
teaching staff. The intent behind this compilation is to ensure fairness, transparency, and
consistency in the day-to-day functioning of the institute while upholding its long-
standing commitment to academic excellence and ethical governance.

This document systematically outlines the classification of roles and responsibilities
within the institution, encompassing Professors, Associate Professors, Assistant
Professors, administrative officials, and support staff. Each role is defined with clarity in
terms of duties, deliverables, accountability, and expectations, ensuring that every
member of the GLBIMR community understands their contribution to the larger
institutional mission.

Further, the Policy Book provides detailed guidance on critical areas such as the
recruitment process, appointment terms, probation and confirmation procedures,
working hours, attendance norms, and various categories of leave—including casual,
earned, and maternity leave. By establishing these clearly defined standards, the
institute seeks to promote a culture of fairness and mutual respect, fostering a work
environment that values dedication, performance, and integrity.

In addition to administrative and service regulations, the Policy Book also highlights the
Institute's focus on academic growth and faculty development. It encompasses policies
related to faculty development programs, research incentives, travel grants, and
participation allowances for conferences, seminars, and workshops. Provisions are also
included for performance appraisal systems, career advancement mechanisms, and
guidelines for resignation or termination of service. These policies are structured to
encourage continuous learning, self-improvement, and research engagement among
faculty members, thereby contributing to the institute's pursuit of academic distinction
andinnovation.
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Approved by the Governing Body of GLBIMR, this Policy Book is a testament to the
Institute's unwavering commitment to transparency, regulatory compliance, and
alignment with national and international standards in higher education management.
It also reinforces the institution's adherence to the values of accountability and ethical
conduct as guided by AICTE and other statutory bodies.

More than a compilation of rules and procedures, this document serves as a guiding
framework—a living document that embodies the vision and core values of GLBIMR:
integrity, respect, excellence, and continuous improvement. It provides direction to every
stakeholder, ensuring that all academic and administrative decisions are consistent with
the broadergoals of institutional growth and quality assurance.

The preparation of this Policy Book has been a collaborative effort involving the active
participation of faculty members, administrative teams, and senior leadership. Their
collective insights, experiences, and recommendations have contributed to the
formulation of policies that are both pragmatic and forward-looking. The process of
drafting and review reflects GLBIMR's culture of inclusivity and shared governance, where
every policy is rooted in the philosophy of balancing institutional priorities with individual
development.

As the Institute continues to evolve in a dynamic educational landscape, this Policy Book
will serve as a cornerstone of good governance, guiding the institute toward sustained
excellence and continuous improvement. It is expected that all members of the GLBIMR
community will familiarize themselves with the contents of this document and adhere to
the principles it enshrines. By doing so, the members collectively reaffirm the shared
vision of nurturing a professional, ethical, and high-performing academic ecosystem that
contributes meaningfully to society.
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About GL Bajaj Institute of Management
and Research

GL Bajaj Institute of Management and Research (GLBIMR), Greater Noida, was
established in 2007 under the aegis of the GL Bajaj Group of Educational Institutions with
the vision of developing responsible global business leaders sensitive to community and
environmental needs.. The Institute is dedicated to delivering value-based, industry-
oriented learning and offers a two-year full-time Post Graduate Diploma in Management
(PGDM) accredited by NBA, recognized Association of Indian Universities (AIU) and
approved by the All India Council for Technical Education (AICTE), Ministry of Education,
Government of India.

GLBIMR provides students the flexibility to pursue dual or Major-Minor specializations in
key domains such as Marketing, Finance, Human Resource Management, Operations, and
Data Analytics. The Institute’s modern campus features fully air-conditioned classrooms,
a well-equipped Learning Resource Centre, digital access to global databases, state-of-
the-art conference halls, an amphitheatre, and comfortable hostel facilities. With a strong
commitment to academic excellence and industry integration, GLBIMR incorporates
innovative pedagogies, including case studies, live projects, simulations, group
discussions, industry visits, corporate mentoring, and international exposure programs.

Its well-established placement network of over 600 reputed recruiters—such as
Accenture, HDFC, Wipro, Airtel, LG, and Reliance, ensures strong career opportunities for
its graduates. Emphasizing holistic development, global outlook, and ethical leadership,
GLBIMR prepares professionals who are equipped to succeed in a dynamic and competitive
business environment.
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Vision
To develop responsible global business leaders
sensitive to community and environmental needs.

Mission
To Create a Sustainable Learning Ecosystem
for Students, Teaching and Research Fraternity and Recruiters.

To Nurture Global Business Leaders
Contributing to an Inclusive and Diverse Society.

To Inculcate Entrepreneurial Mindset and Foster Innovation.
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Dreamble

We, the faculty, staff, and administration of the GL Bajaj Institute of
Management and Research, solemnly pledge to uphold the principles of integrity,
excellence, inclusivity, and accountability to fulfill the institution’s

vision and mission.

Committed to fostering a culture of ethical conduct, continuous learning, and

innovation, we strive to:

Uphold transparency, trust, and respect in all our endeavors.
Pursue excellence in teaching, research, and administration.
Promote diversity, equity, and mutual respect within our community.
Empower employees through professional development and mentorship.

Maintain a student-centered focus, contributing to their success and growth.

With these ideals, we dedicate ourselves to advancing the Institution’s legacy of

academic and professional distinction.
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ACAB : Academic Council & Advisory Board
Al : Artificial Intelligence
AICTE : AllIndia Council for Technical Education
BoG : Board of Governors
CAT : Common Admission Test
CGPA : Cumulative Grade Point Average
CIA : Continuous Internal Assessment
CL : CausalLeave
CMAT : Common Management Admission Test
CO : Course Outcome
EL : Earned Leave
FDP : Faculty Development Program
FIR : FirstInformation Report
GLBIMR : GL Bajaj Institute of Management and Research
GRC : Grievance Redressal Committee
ICC : Internal Complaints Committee
IP : Intellectual Property
IT : Information Technology
LED : Light Emitting Diode
LMS : Learning Management System
MAT : Management Aptitude Test
MOOC : Massive Open Online Course
NGO : Non-Governmental Organization
NOC : No-Objection Certificate
NPTEL : National Programme on Technology Enhanced Learning
OBE : Outcome Based Education
PGDM : Post Graduate Diploma in Management
Pl : Personal Interview
PO : Program Outcome
RL : Research Leave
SWAYAM : Study Webs of Active Learning for Young Aspiring Minds
TGPA : Trimester Grade Point Average
UGC : University Grants Commission
XAT : Xavier Aptitude Test
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1. Extentand Application . (xi) “Confidential Information” means and data, documents, or records (academic, financial,
orpersonal) notintended for public disclosure.
This policy book outlines the policy framework, responsibilities, and expected conduct to ensure a (xit) “Course Feedback” means formal evaluation of teaching quality and course effectiveness
smooth, ethical, and professional academic environment. by students.
(xiii) “Digital Infrastructure” refers to the institutional IT resources including computer labs,
(1) It is applicable to all stakeholders of the PGDM programme, including students, faculty software, servers, networks, and online platforms.
members, administrative staff, visiting scholars, and external collaborators associated with the (xiv) “Director” is the Head of the Institute responsible for academic and administrative
Institute. leadership.
(2) The policies mentioned herein extend uniformly across all academic, administrative, and co- (xv) “Diversity & Inclusion” means the policy commitment to ensuring equal opportunity and
curricular activities conducted under the PGDM programme, whether on-campus, online, or at respectirrespective of gender, caste, religion, ability, orbackground.
off-site locations officially recognized by the institute. (xvi) “Employee” includes both teaching and non-teaching staff employed by the Institute
(3) Allstakeholdersare expected to read, understand, and adhere to these policies. Ighorance of any underdefined service rules.
policy will not be accepted as an excuse fornon-compliance. (xvii) “Environmental Sustainability” refers to the practices and initiatives undertaken by the
(4) The Institute reserves the right to revise or update these policies as required, and such changes Institute to promote ecological balance, reduce waste, and conserve resources.
will be duly communicated through official channels. (xviii) “Examination” means formal assessments, including internal tests, mid-terms, and end-
terms, conducted as perinstitutional policy.
2. Definitions (xix) “Faculty” includes all teaching staff members, whether permanent, contractual, adjunct,
orvisiting, engaged in academic delivery and mentoring.
For the purposes of this Policy Book, unless the context otherwise requires, the following terms shall (xx) “Grievance” means a formal complaint or dissatisfaction expressed by a student, faculty,
have the meanings assigned to them: oremployee regarding academic, administrative, orworkplace matters.
(xxi) “Grievance Redressal Committee (GRC)” refers to the formally constituted body
(i) “Academic Calendar” means official schedule of academic, co-curricular, and examination responsible foraddressing grievances of students or staff.
activities foran academicyear. (xxii) “Higher Education Support” refers to the institutional assistance to faculty for pursuing
(ii “Academic Council and Advisory Board (ACAB)” refers to the academic advisory body advanced qualifications, certifications, ordoctoral studies.
comprising academicians, industry experts, and alumni to guide academic affairs. (xxiii)  “Institute” refers to GL Bajaj Institute of Management and Research (GLBIMR), Greater
(i) “Academic Integrity” refers to commitment to honesty, originality, fairness, and Noida.
accountability in academic work, including assignments, projects, and examinations. (xxiv)  “Intellectual Property (IP)” means innovations, research outputs, and creative works
(iv) “Admission Process” means the procedure for student enrolment, including eligibility, produced by students orfaculty, governed by the Institute's IP Policy.
entrance examinations, interviews, and final selection. (xxv) “Internal Complaints Committee (ICC)” refers to the Committee constituted under law
(v) “Administrative Staff” includes non-teaching employees managing operations, services, toaddresscomplaintsrelated to sexual harassment.
and institutional administration. (xxvi)  “Learning Resource Centre (LRC)” refers to the library and related facilities providing
(vi) “Alumni” means graduates of the Institute who remain connected through alumni access to books, journals, e-resources, and databases.
networks, mentorship, and engagement programs. (xxvii) “Meritorious Student” means a student recognized for outstanding academic, co-
(vii) “Artificial Intelligence (Al) Usage” refers to the responsible and ethical use of Al tools and curricular, orextra-curricularachievements underdefined criteria.
technologiesforacademic and administrative purposes, as perthe Al Usage Policy. (xxviii) “MOOC (Massive Open Online Course)” means online learning modules offered through
(viii) “Attendance” means the percentage of student presence in scheduled academic and co- recognized platforms (e.g., SWAYAM, Coursera, edX, NPTEL) integrated with the PGDM
curricularsessions. curriculum.
(ix) “Board of Governors (BoG)” refers to the apex governing authority responsible for (xxix)  “Placement” refers to the process of facilitating student employment or internships
strategic direction, policy approval, and fiduciary oversight. through campus recruitment orinstitutional arrangements.
(x) “Code of Ethics” refers to the set of principles defining expected professional behavior of (xxx)  “Policy” refers to a set of approved rules, principles, and guidelines that govern academic,
employees’ inc[uding honesty, respect, and responsibility_ administrative, and professional activities of the Institute.
1141 1151
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(xxxi)  “Professional Development” refers to a structured initiatives for skill enhancement, U Institute of Management & Research
faculty development programs (FDPs), and training. CLEAIAS Greater Noida

(xxxii) “Program” refers to the Post Graduate Diploma in Management (PGDM) or any other
program officially approved by AICTE/UGC and offered by the Institute. {Approved by ALC.T.E. Ministry of Education, Govt. of India)

(xxxiii) “Ragging” includes any act of misconduct, harassment, or intimidation by students An 150 9001: 2015 Certified Institute

towards peers, prohibited underlaw and institutional policy.

(xxxiv) “Research” meansa scholarly inquiry and publication undertaken by faculty and students,
adhering to ethical standards and integrity norms.

(xxxv) “Sexual Harassment” refers to any unwelcome act, physical or verbal, of sexual nature as
defined under the Sexual Harassment of Women at Workplace (Prevention, Prohibition
and Redressal) Act, 2013.

(xxxvi) “Social Responsibility” includes initiatives by the Institute or its stakeholders aimed at
contributing positively to society and communities.

(xxxvii) “Stakeholders” includes students, faculty, administrative staff, alumni, visiting scholars,
external collaborators, and any otherindividuals associated with the Institute.

(xxxviii) “Student” is an individual enrolled in the PGDM or other approved academic programs at
the Institute.

CHAPTER 2

V/ /L

GOVERNANCE
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Governance

The Institute’s strategic vision is guided by its primary governing authority, the Board of Governors
(BoG), an esteemed group of accomplished professionals with diverse expertise. Supporting this
leadership is the Academic Council and Advisory Board (ACAB), an advisory body consisting of
distinguished academicians and key stakeholders. The ACAB plays a pivotal advisory role in the
academic affairs of the Institute. Collectively, the guidance and advice of these bodies drives the
Institute’s sustained growth and excellence.

The governing structure of the Institute is as explained in the chart below:

W)

Board of
Governors
Academic Council & ‘
Advisory Council

Figure (i): Governing Structure

Board of Governors (BoG)

The Board of Governors for the Institute is a governing board which is responsible for defining
the role and mission of the college and, thereby, setting the strategic directions for the college
to achieve. All of its decisions and policies are made forthe best interest of the Institution.

®

Constitution of the Board of Governors

As per the guidelines of the statutory body i.e AICTE, the governing body shall have at-

least eleven members including the Chairman and the Member Secretary. The registered

society shall nominate six members including the Chairman and the Member Secretary
and the remaining five members shall be nominated asindicated below:

(@) Chairman to be nominated by the Government/ Registered trust/ Society/
Company. The Chairman of the governing body shall preferably be a technical
person either entrepreneur or an industrialist or an educationist of repute who is
interested in the development of technical education and has demonstrated an
interest in promotion of quality education.

(b)  Two to five members (Industrialist/ Technologist/ Educationist) to be nominated
by the registered Trust/ Society/ Company.

(c) Nominee of the affiliating University/ Board (Not applicable to PGDM
Institutions)

118 1|
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(d) Nominee of the All India Council Technical Education (Ex-officio) (Applicable to
PGDM Institutionsonly).

(e) Nomineeofthe State Government/ UT (Ex-officio)

(f)  An Industrialist/ Technologist/ Educationist from the region nominated by the
State Government/ UT (Ex-officio)

(g) Principal/ Director of the concerned Technical Institution (as nominee of the
Trust/ Society/ Company) - Member Secretary

(h)  Two faculty members to be nominated from amongst the Regular Staff, one at level
of Professorand one at the level of Assistant Professor.

(i) The number of members can be increased equally by adding nominees for the
registered Society and by adding an equal number of educationists from the region
keeping in view the interest of the technical institution. The total number of
members of the Governing Body, however, shall not exceed 21.

(ii) RolesandResponsibilities of BoG

The Board of Governors has responsibility for fiduciary supervision and institutional

performance. The primary role of BoG is to guide the Institution along a strategic path

thataligns with its mission and vision. The key responsibilities include:

(a) Strategic Guidance: Steering the institution in a direction thatfulfils its mission
andvision.

(b) Quality Standards: Establishing and upholding quality benchmarks that align with
national and international best practices.

(c¢) Institutional Supervision: Defining the educational ethos of GLBIMR and
monitoringinstitutional activities.

(d) Financial Governance: Ensuring financial stability and efficient resource allocation.

(e) BudgetApproval: Reviewing and approving the Institute’sannual budget.

(f) Leadership Management: Appointing the Head of the Institution and approving
teaching and non-teachingappointments.

(iiil) TenureofBoGMembers
The tenure of the members of Board of Governors will be of five years.

(iv) Quorumforthe meeting
The presence of 40% of the members of Board of Governors will form a valid quorum for
the meeting.

(2) AcademicCouncil and Advisory Board (ACAB)
The Academic Council and Advisory Board (ACAB) is the advisory body of the Institute and
plays a pivotal role in steering the institution’s academic affairs, ensuring alignment with the
program’s educational objectives and desired outcomes. The ACAB is instrumental in shaping
academic policies, recommending new course offerings, establishing program regulations, and
fostering research, publications, and industry partnerships.

1191
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(i) Constitutionof Academic Council and Advisory Board (ACAB)

The Academic Advisory shall consist of the following members:

(a) SeniorProfessor/ Academician as Chairman

(b) HeadoftheInstitute as MemberSecretary

(c) Three to five Professors/ Associate Professors outside from the Institute serving in
otherManagement Institute/ University nominated by the Head of the Institute.

(d) Three to five representatives of repute from Corporate/ Industry nominated by the
Head of the Institute.

(e) Oneortwoalumnirepresentatives nominated by the head of the Institute.

(f) The Head of the Institute may co-opt members, persons having special knowledge
or experience in the subject matter of any particular business which may come
before the Board for consideration.

(g) The members so co-opted shall have all the rights of the members of the Board in
regard to the transaction of the business in relation to which they have been co-
opted. The term of the co-opted/ nominated members of the Academic Council &
Advisory Board will be for five years and may be renewed further.

(ii) RolesandResponsibilities of ACAB

(a) Validation and review of the curriculum and suggest amendments if required,
periodically.

(b) Recommendationsonacquiringany new pedagogical tools for program delivery.

(c) Reviewing the examination policy of the Institute and validate evaluation criteria
and grading policy.

(d) Torecommend the addition of any program to increase institutional outreach and
growth.

(e) To suggest measures for the growth of the Institute in terms of quality education,
training, consultancy and research.

(f)  To recommend the course of action for inviting better quality students and for
introduction of betterfaculty members.

(g) Anyothermeasuresformakingtheinstitutioninternationally recognized.

(iii) Quorumforthemeeting
(a) TheAcademicBoard shallordinarily meet twice ayear.
(b) The presence of 40% of the members of ACAB will form a valid quorum for the
meeting.

Director

The Director shall serve as the principal academic and administrative leader of the Institute,
entrusted with the responsibility of governing the full spectrum of the institution's academic,
administrative, and operational activities. Supported by a team of dedicated professionals, the
Director shall ensure the effective execution of institutional policies and strategies to fulfill the
institute's educational objectives. While the Director shall work within the framework
established by the Governing Body, he/she shall remain directly accountable to the Board of
Governors for the Institute's academic and financial performance, ensuring its continuous
growth and adherence to the highest standards of excellence.

1201
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Appointment of the Director
The objective is to establish a transparent, merit-based, and accountable process for the
appointment of the Director of the Institute. It ensures adherence to institutional
governance norms, regulatory guidelines, and the principles of fairness, objectivity, and
excellencein leadership selection.
(a) Eligibility Criteria

Acandidate forthe position of Director shall:

(i) Possess a distinguished academic record with a Ph.D. or equivalent

qualification in Managementdiscipline.

(i) Haveatleast 15 years of academic and administrative experience, including

a minimum of 5 years in a senior leadership position such as Dean, Head of

Department, or Director.

(iii) Have a demonstrated track record of institution building, research,
publications, and academic leadership.
(iv)  Fulfil all requirements prescribed by AICTE, AlU, or other relevant regulatory
bodies.
(b) Appointment Process
(i) Constitution of the Selection Committee

The appointment of the Director shall be carried out by a Selection

Committee constituted by the Governing Body of the Institute. The

Committee shall comprise:

e Chairperson of the Governing Body - Chair

e Oneortwo Members of the Governing Body

e OneNominee of AICTE orthe affiliating University (if applicable)

e Oneexternal expert from academia (Professor/Director level)

e Arepresentative from the Management/Trust/Society

(i)  Notification of Vacancy

e Thevacancyshall be formally notified on the Institute's website and other
appropriate platforms.

e Internaleligible candidatesshallalso be invited to apply.

(iii) Screeningand Shortlisting

e The Selection Committee shall screen all applications based on
eligibility, experience, and credentials.

e A shortlist of candidates shall be prepared for interview and
presentation.

(iv) Interviewand Assessment

e Shortlisted candidates shall make a presentation on their vision and
strategic plan forthe Institute before the Selection Committee.

e The Committee shall assess the candidates based on leadership
qualities, academic excellence, research contributions, administrative
acumen, and vision alignment with the Institute's mission.

(v) Recommendation and Appointment

e The Selection Committee shall recommend one name to the Governing

Body forapproval.
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e The Governing Body shall issue the formal Letter of Appointment U Institute of Manasement & Research
specifying tenure, terms, and conditions. Greater Noida

(vi) Tenureand Terms of Appointment

e The Director shall be appointed for a term of three to five years, which oo A oo ey o e Fe Bt o e
may be extended or renewed based on performance and institutional An IS0 9001 : 2015 Certified Institute
requirements.

e The terms of employment, including remuneration and benefits, shall be
determined by the Governing Body in line with institutional norms and
regulatory guidelines.

(vii) Performance Review

The performance of the Director shall be reviewed annually by the Governing

Body based on key performance indicators such as academic outcomes,

faculty development, student success, accreditations, research output, and

institutional growth.

(ii) Rolesand Responsibilities of Director

(@) Academic Leadership: Ensuring the delivery of high-quality education through
continuous curriculum development, faculty excellence, and the introduction of
value-added programs that align with industry needs.

(b) Examination and Evaluation Supervision: Managing rigorous examination
processes, ensuring transparency, accuracy in evaluations, and timely results.

(c) Researchand Faculty Development: Encouraging faculty research and publications
to enhance the academic reputation of the institution, positioning it as a hub of
scholarly excellence.

(d) Industry Engagement and Placements: Strengthening corporate partnerships and

managing student placements, internships, and ensuring that academic curricula
align with industry standards.
(e) Financial Stewardship: Monitoring budget preparation and resource allocation to
ensure financial stability and support foracademic and co-curricularactivities.
(f) Alumni and Student Engagement: Cultivating strong alumni networks and
fostering continuous student engagement to build long-terminstitutional loyalty.
(g) Regulatory Compliance: Ensuring adherence to accreditation standards from
Eg::ﬁ:::t:;ICTE and NBA, malntalnlng the Institution's standlng in the academic //////////////////////////////////////////
(h) Brand Building and Institutional Growth: Strategically enhancing the institute's
brand visibility, promoting its academic strengths, and ensuring it remains ST U D E N T p o L I c I E s
competitive in the education sector. The Director shall actively work to build the
institution's reputation, attract high-quality students, and strengthen its position
asaleaderinmanagement education.
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Admission Policy

The Institute’s Admission Policy is anchored in the principles of transparency, fairness, inclusivity, and
equal opportunity. Admissions to the PGDM program are conducted strictly in line with applicable
regulatory standards andinstitutional norms.

(i) Eligibility Criteria: Applicants must hold an undergraduate degree from a recognized university,
achieving at least the minimum percentage or equivalent CGPA as prescribed in the admission
guidelines.

(i) Entrance Examination: Admission should primarily be merit-based and determined by
candidates’ performance in approved national-level or institution-specific entrance tests,
including but not limited to CAT, XAT, MAT, CMAT, or other recognized examinations.

(iii) Selection Process: Candidates shortlisted based on entrance scores shall be invited for a
Personal Interview (Pl), for evaluating their communication skills, analytical thinking, and
leadership potential.

(iv) Transparency Measures: All information regarding eligibility criteria, timelines, selection
processes, and the fee structure shall be made available on the official Institute website and in
the admission brochure.

(v) Withdrawal and Refund: Policies governing withdrawal of admission and refund of fees must
adhere to AICTE/UGC guidelines and should be transparently communicated to all applicants.

Anti-Ragging Policy

The Institute enforces a zero-tolerance policy on ragging, dedicated to fostering a campus
environment that is safe, dignified, and conducive to positive peerrelationships.

(i) Anti-Ragging Committee: A formal committee comprising senior faculty and staff shall be
constituted forensuring compliance and investigating complaints of ragging.

(ii) Anti-Ragging Squad: Dedicated teams must conduct regular and surprise inspections across
hostels, cafeterias, and other sensitive areas to prevent incidents.

(iii) Orientation and Awareness: During induction, awareness sessions to be organized for both
students and parents to educate them about the legal and institutional consequences of
ragging.

(iv) Affidavit Requirement: Each student and their parent/guardian shall submit a duly signed anti-
ragging undertaking, affirming theircommitment to upholding campus harmony.

(v) Reporting Mechanisms: Appropriate reporting mechanism to be established and also
provisions of reporting complaints confidentially via an anonymous helpline and a dedicated
emailchannel to be established.

(vi) Disciplinary Action: Any proven involvement in ragging shall invite strict penalties, ranging
from suspension and rustication to filing of FIR as per the severity of the act.
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Placement Policy

This policy ensures equitable access to career opportunities and to uphold professional standards
during placement activities.

(i) Eligibility to Participate: Students must meet the Institute’s requirements regarding minimum
attendance, academic performance, and disciplinary conduct.

(ii) Pre-Placement Training: All students undergo mandatory preparation through workshops on
resume writing, aptitude and technical assessments, interview skills, and professional etiquette.

(iii) Application Process: Strict adherence to application timelines, professional correspondence,
and decorum must be followed.

(iv) Offer Management: Students may be allowed to hold a limited number of offers. Acceptance of
an offer may automatically withdraw eligibility to participate in further processes, subject to
policy guidelines.

(v) Ethical Conduct: Any misrepresentation, non-compliance with procedures, or unprofessional
behaviourcanresultinimmediate debarment from placement activities.

AlumniEngagement Policy

The Institute recognizes alumni as vital stakeholders and brand ambassadors, fostering lifelong
collaboration and knowledge sharing.

(i) AlumniDatabase: A centralized, periodically updated database shall be maintained for records
of alumniforengagement and networking.

(ii) Alumni Meets: Annual gatherings and reunions shall be organized to provide platforms for
knowledge exchange, relationship building, and professional networking.

(iii) Mentorship Opportunities: Alumni must be encouraged to mentor students, offering guidance
on careerchoices, industry trends, and personal development.

(iv) Guest Lectures and Panels: Accomplished alumni shall be invited as speakers to share real-
world insights and inspire the student community.

(v) Recognition and Awards: Alumni who make notable contributions to the Institute or society
shall be honoured through appreciation programs and awards.

Policy on Student Health, Mental Well-being, and Welfare

The Institute is committed to safeguarding students’ physical health, mental well-being, and overall
welfare. The following comprehensive policy framework outlines the key measures and provisions to be
established for promoting student welfare:

(i) Physical Health Services

To ensure students maintain optimal physical health during their academic journey, the
Institute shall provide access to the following facilities and services:
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(@) On-Campus Medical Facility: Availability of a medical facility within the campus, staffed
by qualified medical professionals to address routine health concerns and first-aid needs.

(b)  Preventive Health Programs: The Institute shall organize periodic health check-ups,
vaccination drives, and awareness campaigns on common health issues, hygiene, and
preventive care.

(c) Emergency Medical Support: The Institute shall establish formal tie-ups with reputed
local hospitals and clinics to provide emergency medical assistance and facilitate timely
referralsand treatment.

(ii) MentalHealth Support
The Institute is dedicated to creating an emotionally safe and supportive environment through
proactive mental health initiatives:

(a) Professional Counselling Services: Students shall have access to licensed mental health
professionals for counselling related to academic stress, personal challenges, and
emotional difficulties.

(b) Confidentiality Assurance: All interactions with counselling professionals will be handled
with strict confidentiality, in accordance with professional ethical guidelines.

(c) Mental Health Awareness Initiatives: Regular workshops, seminars, and peer-led
programs focused on stress management, coping strategies, mindfulness, and building
emotionalresilience.

(iii) Welfare Provisions:
To provide holistic support and promote student welfare, the Institute ensures the following
welfare mechanismsareinplace:

(@) HealthInsurance Coverage: All enrolled students shall be provided with health insurance
to cover hospitalization and medical emergencies, subject to the terms and conditions of
the policy.

(b)  Academic Support during Medical Emergencies or Personal Crises:

The Institute is sensitive to the academic needs of students facing serious health issues or
unforeseen personal hardships. In such cases, appropriate academic
accommodations—such as extension of deadlines, deferred examinations, or access to
remedial sessions—may be provided to ensure continuity of learning without
compromising student well-being.

9. StudentGrievance Redressal System

An effective grievance redressal mechanism shall be established to ensure timely and impartial
resolution of student concerns.

(i) Constitution of Grievance Redressal Committee (GRC)

(a) The Institute shall constitute Grievance redressal Committee for redressal of student
grievances, if any.
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(b) The Committee shall comprise of senior faculty members, student representatives, and
an external memberto maintain objectivity.

(i) Modes of Grievance Submission
The student can submit the grievance in any of the following manner:
(@) Onlinegrievance portal.
(b)  Writtencomplaintsvia designated Grievance Boxes.
(c) Directsubmissiontothe GRC.

(iii) ProcedureforRedressal
(@) TheGRCshallacknowledgement the receipt of grievance within 72 hours.
(b) TheGRCshall provide the resolution and response within 15 working days.
(¢) Theprovisionforappeal shall be provided if the student remains unsatisfied.

(iv) Confidentiality Assurance:
All proceedings shall remain confidential, with protection against any form of retaliation.

10. AcademicIntegrity Policy

The Institute upholds the highest standards of academic integrity and expects all students to engage
in ethical and honest academic conduct. Maintaining academic honesty is fundamental to fostering a
culture of trust, responsibility, and intellectual growth within the academic community. :

(i) Definition of AcademicIntegrity

Academic integrity involves upholding ethical principles in all academic work, including
research, assignments, assessments, and interactions. It requires students to demonstrate
honesty, originality, and accountability in theiracademic pursuits.

(ii) Prohibited Conduct
The following acts constitute violations of academic integrity and are strictly prohibited:

(a) Plagiarism: Submitting work, in whole or in part, that is copied or closely paraphrased
from anothersource without properacknowledgment or citation.

(b)  Use of Unfair Means: Cheating or using unauthorized resources during exams, quizzes, or
assessments.

(c) Data Fabrication or Misrepresentation: Deliberately falsifying or misrepresenting
research findings, data, citations, orany academic information.

(d) Facilitating Academic Dishonesty: Aiding another student in committing acts of
academic misconduct, including sharing answers orunauthorized collaboration.

(iii) Monitoring and Enforcement

To ensure compliance with academic integrity standards, the following measures are enforced:
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(a) Plagiarism Detection: All written submissions, including assignments, reports, and
research papers, shall be subjected to plagiarism screening through approved software
tools.

(b) Investigation and Due Process: Any suspected case of academic dishonesty shall be
reviewed by a designated academic integrity committee. Students shall be given an
opportunity to present theircase before any penalty isimposed.

(iv) PenaltiesforViolations

Penalties for breaching academic integrity are determined based on the severity and frequency
of the violation and can range from formal written warning to expulsion from the Institute.

Student Development Policy

The Institute is committed to fostering the holistic development of its students by offering structured,
multi-dimensional programs aimed at enhancing academic, personal, social, and professional
competencies. This policy outlines the comprehensive framework for supporting students in becoming
well-rounded, socially responsible, and industry-ready individuals.

(i) StudentMentorship Program
To ensure personalized guidance and support, the Institute shall operate a structured
mentorship program and each student shall be assigned a faculty mentorresponsible for:
(a) Monitoring academic progress and addressing academic concerns.
(b)  Providing guidance on careerplanning, highereducation, and skill development.
(¢) Counsellingforoverall well-being.
(d) Monthly mentorship meetings shall be scheduled to facilitate continuous engagement
and track development milestones.

(ii) SoftSkillsand Leadership Development

The Institute shall actively promote the cultivation of soft skills and leadership qualities through

experiential learning opportunities. This shall be ensured through:

(@) Encouragement of student participation in clubs, functional cells, student committees,
and cross-functional teams.

(b)  Organization of workshops and training sessions on communication skills, public
speaking, interpersonal skills, and teamwork.

(c) Studentinvolvement in planning, coordinating, and executing Institute-level events and
academic activities to build managerial competencies.

(iii) Performance Improvement Initiatives
The Institute shall provide adequate support to students with varying academic abilities and
shall provide targeted academicinterventions and may include following interventions:
(@) Conductofadditional tutorials and remedial sessions foracademically weaker students.
(b) Implementation of peer-assisted learning programs to encourage collaborative learning.
(c) Regular academic monitoring and constructive feedback to support continuous
improvement.
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(iv) IndustryiInteraction and Internships

The Institute bridges academic learning with real-world applications through robust industry

engagement:

(a) Mandatory summerinternships that allow students to gain practical exposure and apply
classroom concepts in professional settings.

(b)  Provision of live project opportunitiesin collaboration with industry partners.

(c)  Organization of guest lectures, seminars, panel discussions, and industry visits to deepen
students’ understanding of current trends and industry practices.

(v) Micro-SkillEnhancement
Recognizing the dynamic nature of industry demands, the Institute shall offer specialized
programs to build job-ready competencies and these programs shall ensure access to industry-
aligned certification courses in areas such as analytics, digital marketing, finance, HR,
operations, etc.

(vi) Entrepreneurship andInnovation Cell
To encourage entrepreneurial thinking and innovation, the Institute shall support students
through adedicated Entrepreneurship and Innovation Cell and offer:
(@)  Accesstoincubation facilities and co-working spaces for student-led ventures.
(b)  Mentorship fromindustry experts, alumni, and successful entrepreneurs.
(c) Organization of business plan competitions, innovation showcases, and networking
events.
(d) Guidanceinseeking funding support and startup registration.

(vii) Social Responsibilityand Community Engagement

The Institute shall strive to instil a sense of civic responsibility and motivates students to

contribute meaningfully to society. This may be provided by:

(a) Opportunities to participate in community service, rural immersion programs, and
sustainabilityinitiatives.

(b)  Collaborations with NGOs and social enterprises for volunteering, awareness campaigns,
and outreach programs.

(c) Recognition and rewards for students demonstrating outstanding commitment to social
impact projects.

By implementing this comprehensive Student Development Policy, the Institute aims to nurture

responsible, competent, and confident individuals equipped to contribute positively to their

professions and society.

12. Global Relations and International Exposure Policy

Inanincreasingly interconnected world, the Institute is committed to developing global competencies
among its students and faculty. The Global Relations and International Exposure Policy aims to
develop cross-cultural understanding, global awareness, and international academic collaboration
through a structured framework of initiatives.
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(i)

(iii)
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International Immersion Programs and Study Tours

In order to provide experiential exposure to global business environments and cultural diversity,

the Institute shall organize:

(@) International studytoursto leading universities and institutions acrossthe globe.

(b)  Industryimmersionvisits to multinational corporations and global organizations.

(c)  Cultural and academic excursions to help students gain a broader perspective on global
practices and societal systems.

Participation at Global Platforms
The Institute shall encourage and support active student and faculty participation in
international academic and co-curricularforums, including:

(@) International conferences and seminars focused on emerging themes in business,
technology, sustainability, and innovation.
(b) International case competitions, business plan contests, and research symposiums to

promote excellence and global benchmarking.
(c)  Studentexchange programs in collaboration with partner institutions to enable short or
long-terminternational study opportunities.

Faculty Exchange and Academic Collaborations

To enhance academic diversity and bring global perspectives into the classroom, the Institute

shall facilitate:

(a)  Facultyexchange programswithinternational partnerinstitutionsforjoint teaching,
research, and curriculum development.

(b)  Collaborative academic projects that involve co-publication, joint seminars, and cross-
borderknowledge sharing.

(¢) Hostingofinternational guest faculty to enrich the learning ecosystem.

Meritorious Award Policy

The Institute is committed to nurturing a culture of academic excellence, holistic development, and
high achievement. To recognize and reward meritorious students, a structured award and incentive
system shall be implemented under the Meritorious Award Policy. This policy aims to motivate
students to strive forexcellence in academics as well as co-curricularand extra-curricular pursuits.

®

Academic Excellence Awards

To honourconsistent academic achievement, the Institute shall present:

(@)  Annual Academic Excellence Awards to students securing the highest Cumulative Grade
Point Average (CGPA) within their respective programs or cohorts.

(b)  Subject Topper Awards or semester-wise recognitions, wherever applicable, to appreciate
performanceinindividual courses.
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(iii)

(iv)
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Recognition for Co-curricularand Extra-curricularExcellence

To encourage well-rounded development, the Institute shall acknowledge students who exhibit

outstanding contributionsin:

(a) Sportsandathletics atinstitutional, inter-collegiate, or national levels.

(b)  Culturalevents, such as music, dance, drama, fine arts, and public speaking.

(c)  Social initiatives and leadership roles, including volunteering, community service, and
active participation in clubs and functional cells.

Global Exposure Opportunities

In recognition of exceptional academic and leadership performance, the Institute may offer
sponsored participation in international study tours, immersion programs, or global
conferences, enabling meritorious students to gain global exposure and cross-cultural learning
experiences.

Merit-Based Scholarships

To provide financial incentives and support to high-performing students, the Institute may offer:

(a)  Merit Scholarships awarded on the basis of academic performance, subject to predefined
eligibility criteria, including minimum CGPA, attendance, and conduct requirements.

(b)  Scholarships may cover partial or full tuition fees and are reviewed annually based on
sustained performance.
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14. Retention Policy (vi) FacultyFeedback and Engagement

The Institute is committed to taking proactive measures to retain talented faculty members,
recognizing that their contribution is vital for delivering high-quality management education and
sustaining institutional excellence. This policy seeks to create an environment where faculty feel
valued, motivated, and encouraged to build a long-term association with the Institute. Its objectives
are to enhance faculty satisfaction and engagement through well-defined career growth pathways,
diverse professional development opportunities, and supportive institutional practices.

(i) Competitive Compensation and Benefits
(a) Faculty compensation structures, allowances, and benefits shall be regularly
benchmarked against current industry and academic practices to ensure
competitiveness and fairness.
(b) Additional allowances and incentives may be provided for faculty with specialized
expertise ornotable achievements.

(i) CareerAdvancementandPromotion
(a) Clear, transparent criteria shall be defined for career progression, based on parameters
including academic qualifications, teaching effectiveness, research output, and service
contributions.
(b)  Annual performance appraisals shall be conducted to provide structured feedback,
assess progress toward goals, and set future objectives.

(iii) Recognition and Incentives
(@) Faculty demonstrating excellence in teaching, research, or institutional service are
eligible for merit-based incentives, awards, and formal commendations.
(b)  Outstanding contributions shall be recognized in institutional communications, events,
and publications.

(iv) Work-Life Balance
(@) The Institute offers provisions for flexible working arrangements, including sabbaticals,
reduced workloads due to health or personal reasons, and work-from-home options
where appropriate.
(b)  Supportive leave policies are in place, covering maternity leave, medical leave, study leave,
and otherexigencies.

(v) Professional Engagement
(a) Faculty members are encouraged to participate in regular faculty development programs,
academic workshops, and conferences to sustain professional interest and motivation.
(b) Opportunities to engage in national and international forums are promoted and
supported.

1341

Faculty satisfaction surveys are conducted to gather feedback on institutional policies, work
environment, and leadership effectiveness.

15. Research Policy

The Institute is committed to developing a vibrant research culture that contributes to the
advancement of management knowledge, industry practices, and societal development. This policy
outlines the support mechanisms, expectations, and responsibilities related to faculty research
activities. The provisions are as following:

(i) ResearchFundingandGrants
(@) Facultyshall be encouraged to apply forinternal research seed grants, subject to rigorous
proposal evaluation by the Research Committee.
(b)  Financial assistance shall be made available for attending national and international
conferences, within defined budgetary limits and with requisite approvals.

(ii) Infrastructure Support
(a)  Faculty shall be provided with access to research databases, statistical software, and
dedicated spaces forconducting research.
(b)  Administrative support is offered for project documentation, financial management, and
compliance reporting.

(iii) Ethical Compliance
(a) Allresearch activities must adhere to established ethical standards concerning human
subjects, dataintegrity, and intellectual property rights.
(b) Mandatory use of plagiarism detection tools is required prior to any publication or
dissemination of research output.

(iv) Publication Expectations
(a)  Faculty shall be encouraged to publish in peer-reviewed, high-impact journals indexed in
Scopus, ABDC, orotherreputable directories.
(b) Annual research targets and deliverables may be incorporated into individual
performance plans and appraisals.

(v) Consultancyand Sponsored Research
(a) Faculty may undertake consultancy assignments and sponsored research projects with
priorapproval from the Director.
(b)  Revenue generated through such activities is shared between the faculty member(s) and
the Institute as perdefined rules.
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(vi) Recognition and Incentives
High-impact publications, externally funded projects, and patent filings are recognized through
specialincentives and meritincrements.

HigherEducation Policy

The Institute strongly supports faculty in pursuing higher qualifications and professional
certifications to strengthen their academic capabilities and contribute to the collective growth of the
institution. This policy aims to encourage lifelong learning, advanced expertise, and academic
excellence. The provisions are as following:

(i) Eligibility
Full-time faculty members with a minimum of three years of continuous service are eligible to
apply forsupport underthis policy.

(ii) Study/Academicleave
(@) Paid or partially paid study leave may be granted for pursuing doctoral degrees, post-
doctoral fellowships, or specialized certifications, subject to approval by the Director.
(b)  Theduration of study leaves and terms of sanction shall be determined on a case-by-case
basis, considering academic priorities and institutional requirements.

(iii) Financial Assistance
(a) Partial reimbursement of tuition fees, registration costs, and examination fees may be
provided forapproved programs, contingent on successful completion.
(b)  Faculty must submit evidence of certification or qualification to claim reimbursement.

(iv) Recognition and CareerAdvancement
Qualifications obtained during service are formally recognized during performance reviews and
considered favourably during promotion processes.

(v) Workload Adjustments
Faculty pursuing higher education on a part-time basis may be granted workload relaxation or
flexible scheduling, subject to priorapproval and department needs.

(vi) Obligations

Faculty availing of study leave or financial support may be required to serve the Institute for a
stipulated period afterthe completion of their program, as agreed upon in advance.

Learning and Development Policy

The Institute is committed to continuous learning and professional growth for faculty members. This
policy aims to build capabilities that enhance academic delivery, promote innovation in teaching, and
strengthen the overall learning environment.
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(i) Participationin Development Programs
(a) Faculty are encouraged to participate in a minimum number of faculty development
programs (FDPs), training sessions, orworkshops each academicyear.
(b)  Participation in professional development is integrated into the annual appraisal
process.

(ii) In-House DevelopmentInitiatives
Regular in-house training sessions and workshops are organized on curriculum design,
assessment practices, integration of educational technology, and contemporary research
methodologies.

(iii) External Programs and Certifications

(a) Faculty are encouraged to attend recognized FDPs, MOOCs, certification courses, and
conferencesrelevant to theirdisciplines.

(b)  Approved program expenses are reimbursed in line with the Institute’s budgetary
provisions.

(iv) Sabbaticalsand Special Assignments
Eligible faculty may apply for sabbatical leave to pursue advanced research, industry projects, or
academic assignments with reputed organizations.

(v) Rnowledge Sharing

Faculty members who attend external learning programs shall conduct knowledge-sharing
sessions or workshops for their colleagues, thereby disseminating learning across the
institution.

(vi) Performancelinkages

Participation in learning and development activities is taken into consideration during
appraisals, promotions, and performance-linked incentives.

Academic Integrity Policy

The Institute upholds the highest standards of academic integrity and expects faculty to exemplify
ethical conduct in all professional activities. This policy ensures the credibility of academic outcomes
and fosters a culture of transparency and accountability.

(i) Expectations
(@) Faculty must create and deliver original content in teaching materials, publications,
research proposals, and any academicoutputs.
(b)  Accuratereferencingand adherence to established citation standards are mandatory.
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(ii) Avoidance of Plagiarism

(iii)

(iv)

)

(vi)

(a) Allacademic submissions, including publications, must undergo plagiarism checks using
approved tools.
(b)  Anyformof plagiarism will attract disciplinary action.

FairAssessment

(a) Faculty are required to maintain objectivity, impartiality, and fairness in all assessments
and evaluations of student work.

(b) Confidentiality of student records and performance data shall be preserved at all times.

Conflict of Interest

(a) Faculty members must declare any potential conflicts of interest arising from teaching
assignments, research collaborations, orconsultancy engagements.

(b) Measuresshallbe taken to prevent bias orundue influence in professional decisions.

Use of Institutional Resources:
Resources allocated for academic and research purposes shall not be misused for personal or
commercial gain.

Reporting Misconduct
Faculty shall be responsible for reporting any observed breaches of academic integrity within the
academic community.

(vii) Enforcement:

(a) Violationsof academicintegrity are reviewed by the Academic Integrity Committee.
(b) Based on severity, penalties may range from formal warnings to suspension or
termination of employment.
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19. Course Feedback Systems

The objective of the policy is to uphold academic excellence and ensure all courses within the PGDM
program remain contemporary, industry-relevant, and pedagogically sound. It aims to integrate
systematic feedback from diverse stakeholders, fostering continuous improvement in course content,
structure, and delivery.

(®

©)

(iii)

Course Review Process

At the onset of every academic year or term, a structured course review process shall be

conducted for all courses offered in the PGDM program. This process shall be initiated within

area-wise or subject group faculty meetings and comprises the following components:

(a) Evaluation of Learning Objectives: Faculty members shall collectively review the existing
learning outcomes to ensure they remain aligned with program-level goals and emerging
competenciesin the management domain.

(b)  Analysis of Course Content and Pedagogy: The curriculum, reading materials, and
instructional methodologies shall be assessed for relevance, clarity, and engagement.
Thisincludes examining case studies, simulations, tools, and examples used.

(c)  StudentFeedback and Performance Data Review: Feedback collected through structured
student surveys, classroom observations, and academic results from previous terms are
analysed to identify strengths, areas forimprovement, and recurring challenges in course
delivery.

(d) Identification of Gaps and Obsolete Content: Faculty collaboratively identify content
that has become outdated due to changes in industry practices, regulatory frameworks,
or academic standards. Any redundancies, overlaps with other courses, or missing
elements should be flagged for revision.

External Consultation

Post internal review, the updated course outlines and proposed changes shall be forwarded to

select external stakeholders for expert feedback. This shall ensure that the curriculum reflects

current industry trends, tools and innovations and reinforces alignment with employability
skills and industry readiness expectations. The process shallinclude:

(@) Industry Practitioners: Professionals with domain-specific expertise, preferably those
currently engaged in leadership or specialist roles, shall be consulted to ensure alignment
of course content with evolving business practices, tools, and technologies.

(b) Academic Experts: Senior academicians and curriculum designers from reputed
institutions are engaged to validate academic rigor and suggest improvements based on
best teaching practices.

Revision and Approval

Uponreceiving feedback from both internal and external stakeholders:

(@) The course instructor(s) shall revise the syllabus including learning outcomes, topic
sequencing, assessment methods, and teaching strategies asappropriate.
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(b)  Draft versions of the revised syllabus shall be presented to the designated Academic
Review Committee for formal evaluation.

(¢)  Only upon approval from the Academic Council and Advisory Board, the revised course
structure be deemed finaland implemented.

Documentation

The entire feedback and review process shall be meticulously documented to ensure
transparency and institutional learning. These reports shall be archived by the Program Office
and made available for future audits, accreditations, and curriculum benchmarking exercises.

Communication and Dissemination

(a)  Once the revised course structure is finalized and approved, the updated course outlines
shall be shared with all concerned faculty members in advance of the new academic
session.

(b)  The final versions will be uploaded on the institute's Learning Management System
(LMS) to ensure access by students, academic administrators, and relevant
stakeholders.

(c)  Where applicable, an orientation or briefing session may be conducted to familiarize
faculty and teaching assistants with changesin course delivery.

20. AcademicCalendar

The academic calendar establishes a well-defined, transparent, and structured schedule of academic
and co-curricular activities for the PGDM program, ensuring predictability, smooth execution of
academic processes, compliance with regulatory norms, and effective planning by all stakeholders.

Preparation of Academic Calendar

(@) The Academic Calendar shall be formulated by the Program Office in coordination with
the Program Chairperson and the Examination Cell.

(b) The preparation process shall consider guidelines issued by statutory bodies such as
AICTE, University/Autonomous Governance Bodies, and other regulatory authorities,
internal institutional priorities, timelines, and pedagogical requirements, key events
such as seminars, industry interactions, guest lectures, festivals, and cultural
engagements and resource availability, including faculty schedules, classroom logistics,
and exam administration timelines.

(c) Thedraft Calendar shall be developed well in advance of the academic session to ensure
sufficient time for feedback and revisions.

(i) Approval Mechanism

(a) Oncedrafted, the Academic Calendar shall be submitted to the Director of the Institute
forformal review and approval.
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(b)  The Director may seek inputs from the relevant academic committees before granting
finalapproval.

(c)  Upon approval, the Calendar becomes an official institutional document, guiding all
academic planning and operations for the specified period.

Publication and Dissemination
(a) Thefinalversion of the Academic Calendarshall be:
(i) Circulated to all faculty members, administrative departments, and students
through official communication channels (email, notice boards, and circulars).
(i) Published on the institutional Learning Management System (LMS) and/or
institute website to ensure easy and consistent access.
(b) The Academic Calendar must be circulated well in advance of the academic year's
commencement, allowing all stakeholders sufficient time for effective preparation,
coordination, and planning.

Scope and Content

The Academic Calendar shall comprehensively include all key academic and institutional
activities, including but not limited to:

(@)  Trimester/Termstartand end dates

(b) Mid-termand End-term Examination schedules

(c) Assessmentwindows

(d) Datesforguestlectures, academic workshops, management conclaves, and seminars

(e)  Termbreaks, holidays, and vacation periodsin accordance with institutional norms

(f)  Importantinstitutional events such as Foundation Day, AlumniMeet, and Fest Days

(g) Commencementand Convocation ceremonies

Amendments and Contingency Modifications

(@) Any proposed changes to the Academic Calendar must be formally be reviewed by the
Program Office and thereafter approved by the Director or a delegated academic
authority

(b)  All amendments must be communicated to relevant stakeholders within a reasonable
time frame.

Annual Review and Continuous Improvement

The Academic Calendarshall be reviewed at the end of each academic year by the Program Office
in consultation with the Program Chairperson and relevant stakeholders. Necessary changes or
improvements identified during the review process shall be incorporated in the next cycle of
calendarpreparation.
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21. FacultyFeedback

The practice of providing faculty members with constructive, data-driven feedback, fosters a culture of
continuous improvement in teaching. This policy aims to support professional growth, enhance
teaching effectiveness, and ultimately improve the quality of student learning experiences within the
PGDM program.

(®

(i)

(iii)

(iv)

Frequency of Feedback Collection

(a) Student feedback on faculty performance shall be systematically collected at the end of
every academic trimesterforall core and elective courses.

(b)  This regularity ensures timely insights into teaching effectiveness and responsiveness to
evolving classroom dynamics.

Confidentiality and Administration

(@) The entire feedback process shall be administered centrally by the Program Office to
ensure standardization and impartiality.

(b)  Student responses will remain strictly anonymous, encouraging honest and candid
feedback without fear of reprisal.

(c)  Feedback collection will be conducted through secure digital platforms or paper-based
formats, as deemed appropriate, under the supervision of designated administrative
staff.

Evaluation Criteria

Feedback instruments (questionnaires oronline forms) shall be structured to holistically assess

the faculty's performance across multiple pedagogical dimensions, including:

(@)  Subject Matter Expertise: Depth of knowledge and ability to relate concepts to real-world
applications.

(b) Clarity and Delivery of Lectures: Communication effectiveness, logical structuring of
sessions, and ability to simplify complex topics.

(c)  Use of Instructional Aids and Technology: Integration of audio-visual tools, learning
management systems, and digital resources to enhance classroom engagement.

(d) Student Engagement and Interaction: Responsiveness to queries, encouragement of
class participation, and facilitation of active learning.

(e) Fairness and Transparency in Evaluation: Timely return of graded assignments, clarity in
assessment rubrics, and unbiased evaluation practices.

Feedback Reporting and Communication

(a)  Afterthe completion of grade submissions for each trimester, individual faculty feedback
reports shall be compiled and shared confidentially with respective faculty members by
the Program Office.
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(b)  Thesereportswillinclude:
(1)  Quantitative scores across each parameter.
(i) Qualitative comments, if collected, offering nuanced insights into student
perspectives.

(v) Professional Development and Follow-up
(a) Facultywill be encouraged to document reflections and create improvement plans.
(b)  High-performing faculty will be recognized in annual reviews, while those with low scores
will receive mentoring and training support.

(vi) AnnualReview of the Feedback Process
The process will be reviewed annually by the Academic Council to ensure its effectiveness and
relevance. Based on the review, necessary revisions shall be made to improve the robustness,
fairness and developmental value of the feedback system.

Teaching, Learning, and Evaluation Policy

This policy is designed to support a structured, transparent, and pedagogically sound framework for
teaching, learning, and assessment, aligned with global academic standards and industry
expectations. It maintains excellence in academic delivery and ensures systematic, outcome-oriented
evaluation of student learning.

(i) Pedagogical Approach

(a) The Institute adopts an Outcome-Based Education (OBE) framework across all courses
offered underthe PGDM program.

(b) Thisapproachemphasizes:
(i) Clearlydefined Course Outcomes (COs) and Program Outcomes (POs)
(ii)) Alignment of teaching strategies and assessments with expected graduate

attributes and industry competencies

(iii) Continuous monitoringandimprovement based on achievement of outcomes

(ii) CoursePreparation andPlanning

Prior to the commencement of each trimester, every faculty member shall develop and submit a

comprehensive Course Plan to the Program Office. All course plans shall be reviewed and

approved by the Program Chairperson or designated Area Chair. The plan mustinclude:

(@) Learning Objectives and Outcomes: Clearly articulated objectives that are Specific,
Measurable, Achievable, Relevant, and Time-bound (SMART)

(b)  Session-wise Teaching Plans: A structured schedule of topics to be covered, mapped to
learning outcomes

(c) Teaching Strategies: Proposed pedagogical methods, including learner-centric
approachestailored to diverse student needs

(d) Assessment Plan: A breakdown of assessment types and schedules, along with detailed
rubrics and criteria forevaluation.
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(iii) TeachingMethodsand Delivery

Faculty are encouraged to use a blend of traditional and innovative teaching methods to ensure

student engagement, practical relevance, and critical thinking. These may include but limited

to:

(a) Case-Based Learning: Use of real-life business scenarios to develop analytical and
decision-making skills

(b) Simulations and Role Plays: Practical, experiential activities to mimic real-world
organizational challenges

(c)  Group Projects and Collaborative Learning: Opportunities for teamwork, peer learning,
and cross-functional exposure

(d) Guest Lectures, Seminars, and Workshops: Sessions with industry professionals and
academic experts to supplement classroom learning

(e) Blended Learning and Digital Tools: Integration of online platforms, e-resources, and
flipped classroom models to enhance accessibility and learning flexibility

(f)  Faculty shall also be encouraged to adopt inclusive teaching practices, ensuring that
content and deliveryaccommodate diverse learning styles.

(iv) Evaluationand Assessment
(a) Assessmentshall be continuous, comprehensive, and aligned with learning outcomes.
(b) A combination of formative and summative assessment tools shall be used to evaluate
student progress throughout the course. These mayinclude:
(i) ClassParticipationand Engagement
(ii) Individualand Group Assignments
(iii) QuizzesandIn-ClassTests
(iv) Presentationsand VivaVoce
(v) Mid-Termand End-Term Examinations
(vi) Projects, Research Papers, and Fieldwork Reports
(c) Facultymustensurethatevaluationtoolsare:
(i) Transparentandwell-communicated
(i) Fair,unbiased, and free from subjectivity
(iii) Designed to test both theoretical understandingand practical application

(v) AssessmentWeightage and Components

(@) Each course shall have a predefined assessment structure outlining the weightage of
various components, typically comprising:

(b) Internal Assessment: Class participation, assignments, quizzes, projects (e.g., 60%)

(c) External Assessment: End-term examination orfinal project evaluation (e.g., 40%)

(d) The exact distribution may vary depending on the nature of the course and shall be
explicitly mentioned in the Teaching Learning Evaluation Plan (TLEP) and shared with
students at the start of the trimester.
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(vi) Communication of Results and Feedback

(a) Facultymembers are responsible fortimely evaluation of all assessments and forensuring
that:
(i) Gradesaresubmitted as perthe Academic Calendardeadlines.
(i) Feedback should be provided to students on performance in assighments, projects,

and exams to facilitate learning and improvement.

(b) Feedback should highlight both strengths and areas for improvement, and may be

delivered in written ororal format depending on the context.

(vii) Policy Review and Continuous Improvement

(@) This Teaching, Learning, and Evaluation Plan shall be reviewed annually by the Academic
Council oradesignated curriculum committee.

(b) Thereviewshallfocuson:
(i) Adaptingtoemerging pedagogical practices and technological advancements
(it) Incorporatingregulatorychangesoraccreditation requirements
(iii) Addressingfeedback from faculty, students, alumni, and recruiters
(iv) Ensuringrelevanceto evolvingindustry and societal needs

(c) Revisions, if any, shall be communicated to all stakeholders prior to the commencement
of the academic sessionin which they are to be implemented.

23. Attendance Policy

The policy reinforces the importance of classroom interaction as a critical component of effective
learning and professional development. It develops academic integrity, discipline, and consistent
participation among students by ensuring their regular attendance in all academic and co-curricular
engagements.

(i) MinimumAttendance Requirement

(a) Students must maintain a minimum requisite percentage of attendance in each course
individually, across all trimesters of the PGDM program.

(b)  Attendance shall be calculated based on the total number of scheduled instructional
sessions, which include lectures, tutorials, workshops, seminars, guest lectures, group
activities, and any otherofficially recognized academic sessions.

(c)  Failure to meet the minimum attendance requirement may adversely affect a student's
eligibility to appearin end-term examinations and may delay academic progression.

(ii)) Attendance Recordingand Monitoring
(a) Attendance shall be recorded at the beginning of each class session by the respective
course faculty oran assigned academic staff member.
(b)  These records will be compiled and monitored regularly by the Program Office, and the
consolidated attendance status will be uploaded on the Learning Management System
(LMS) forstudent access.
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(c) Students are expected to monitor their attendance proactively and are responsible for
reporting any discrepancies to the Program Office within the stipulated time period of
publication.

(iii) Consequences of Short Attendance
(a) Failure to meet the minimum requisite percentage of attendance will bar a student from
taking the corresponding exams.
(b) In exceptional cases, the Director may waive the attendance threshold based on
individual merits.

(iv) Authorized Leave and Condonation Provisions

(@) Incases of genuine medical emergencies, students may apply for medical leave through

following process:

(i) Bysubmittingaformalapplicationalongwith a certified medical report.

(i) Theapplication must be submitted to the Program Office within the stipulated time
frame of rejoining the program.

(b)  Participation in institute-sanctioned events such as inter-college competitions,
conferences, placement drives, or any other approved academic activities requires prior
written approval from the faculty-in-charge orevent coordinator. This shall be in the form
of Official Duty leave.

(c)  Authorized leave, while recognized, does not automatically grant exemption from the
minimum 85% attendance requirement.

(v) LateArrival and Early Departure
(a)  Students arriving late to class or leaving before the class is officially dismissed, without
prior permission from the faculty, shall be marked absent forthe entire session.
(b) Repeated instances of late arrival or early departure may attract disciplinary action,
which could include warnings, deductions in class participation marks, or referral to the
disciplinary committee for persistent violations.

24. Examination Policy

This policy is designed to uphold academic integrity, fairness, and accountability, while ensuring
alignment with institutional learning outcomes and regulatory standards. It establishes a robust,
transparent, and standardized framework for the administration and evaluation of examinations and
assessments within the PGDM program.

(1) Componentsof Assessment
The evaluation of students shall be based on a comprehensive and balanced mix of assessment
components aimed at measuring both conceptual understanding and application skills. The
breakdown is as follows:
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Continuous Internal Assessment (CIA): Includes class participation, assignments, case
analyses, presentations, quizzes, group discussions, projects and group tasks conducted
throughout the trimester.

Mid-Term Examination: A formal assessment conducted at the mid-point of the
trimesterto evaluate conceptual clarity and progress.

End-Term Examination: A summative assessment designed to test cumulative learning
across the course.

Eligibility for Examinations
To be eligible to appearforany examination (mid-term orend-term), a student must:

()
(i)
(iii)

(iv)

Maintain a minimum requisite percentage of attendance in each course.

Complete allinternal assessment components (CIA) within prescribed deadlines.

Ensure that all fee dues and financial obligations are cleared before the examination
period.

Non-compliance with the above may result in disqualification from appearing in one or
more components of the examination.

Scheduling and Notification

()

(ii)

The Examination Cell shall prepare the examination timetable in consultation with the
Program Chairperson and publish it well in advance prior to the commencement of
examinations.

Allschedules, instructions, and notifications will be made available via:

(i) LearningManagement System (LMS)

(ii) Institutionalemail

(iii) Physical notice boards

Examination Administration Protocols

(¥)

(i)
(iii)
(iv)

Students shall carry avalid student ID card and admit card (if applicable) to be permitted
entry into the examination hall.

The Examination Cell shall ensure proper seating arrangements, assignment of
invigilators, and strict adherence to invigilation protocols.

Question papers will be prepared confidentially by course instructors and moderated by a
designated faculty committee foracademic rigor, relevance, and clarity.

The use of secure printing and distribution protocols will be enforced.

Examination Conduct Rules

(®
(i)
(iii)

Electronic devices such as mobile phones, smartwatches, or calculators (unless
approved) are strictly prohibited.

Carrying unauthorized materials (e.g., notes, guides) or communicating with peers
during the examination is considered misconduct.

Violations will result in disciplinary action, including cancellation of the examination and
furtherpenalties as deemed appropriate.
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(6) Malpractice and Misconduct Handling

(i)  Any suspected case of malpractice will be immediately reported to the Examination
Committee.

(i) Thestudentshall be given an opportunity to present theircase in a fair hearing.

(iii) Based on the severity of the violation, the Examination Committee may impose penalties
suchas:
(a) Cancellation of paper
(b) Debarmentfrom future exams
(c) Academicsuspension
(d) Permanentexpulsioninextreme cases

(7) Evaluation and Declaration of Results
) Evaluation of answer scripts shall be completed within the reasonable time period from
the last examination date.
(i)  Final results shall be declared within the prescribed period, subject to validation and
moderation.
(iit)  Evaluation will be conducted by the course faculty, with mechanisms in place to ensure
consistency and fairness.

(8) Revaluationand Rechecking
(i)  Students may apply for rechecking or revaluation of answer scripts within 7 working days
fromthe date of result declaration.
(ii)  Anon-refundablerevaluation feeisapplicable as perinstitutional norms.
(iii)  Allrequestswill be reviewed by a Examination Committee, and theirdecision shall be final
and binding.

(9) SupplementaryExaminations
(i)  Students who are unable to appear for an exam due to genuine medical or personal
emergencies or those who fail a course but have shown satisfactory internal performance
may be allowed to appearin supplementary examinations.
(i)  Such cases require documentary evidence and prior approval from the Program
ChairpersonorDirector.

(10) Grading System
(i) A relative grading system shall be applied for evaluation, unless specific courses or
regulatory bodies mandate an alternative.

(i)  Details of the grading structure, grade points, and conversion scales shall be provided in
the Student Handbook.
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(11) Roles and Responsibilities
(i)  Students mustcomplywith all examinationrules, deadlines, and ethical expectations.
(i)  Faculty members shall be responsible for fair and timely preparation of assessments,
question papers, and grading.
(iii) Examination Cell shall ensure smooth, secure, and confidential conduct of the entire
examination process, from scheduling to record management.

(12) Policy Review
(i)  The Examination Policy shall be reviewed annually by the Examination Cell to ensure
alignment with academic best practices, technological advancements and updated
regulatory guidelines.
(i) Recommendations for improvements, if any, will be submitted to the Academic Council
and Advisory Board forapproval.

(13) Communication of Examination-Related Information

(@) All examination schedules, result announcements, policy updates, and official notices
shallbe communicated through:
(a) ThelearningManagement System (LMS)
(b) Officialinstitutional email
(c) On-campus notice boards

(i) Students are expected to regularly check these sources and stay updated on all
examination-related matters.

MOOC (Massive Open Online Courses) Course Policy

The policy aims to broaden student exposure to global knowledge ecosystems and promote self-paced,
multi-disciplinary learning through recognized MOOC platforms. It is to enhance academic flexibility
and encourage lifelong learning by integrating high-quality external learning resources into the PGDM
curriculum.

(i) Eligibility forEnrolment

(a) Students enrolled in the PGDM program are permitted to take MOOC courses offered
through approved online learning platforms, including but not limited to SWAYAM /
Coursera [ edX [ NPTEL / Harvard Online, MITx, and other reputed university-sponsored
platforms.

(b)  Courses must be aligned with the curricular objectives, academic rigor, and specialization
tracks of the PGDM program.

(c)  Priorto enrolment, each course must be individually approved by the Area Committee or
its designated subcommittee to ensure relevance, quality, and compatibility with
institutional academic standards.
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(ii) CreditTransferGuidelines
(a) Students may earn up to 20% of the total program credits through MOOC-based
learning, as per prevailing norms of AICTE and otherregulatory bodies.
(b)  ForaMOOC course to be eligible for credit transfer, the following conditions must be met:
(i) The course must be completed successfully as per the grading system of the offering
platform.
(i) The course must offera verified certificate ora performance report issued by the host
institution or platform.
(c) Credit transfer is applicable only for pre-approved courses and cannot be claimed
retroactively without prioracademic consent.

(iii) Approval ProcessforMOOC Enrolment

(a) Students intending to enrol in a MOOC for credit consideration must submit a formal
application to the Program Office or designated academic authority.

(b) Theapplication mustinclude:
(i) Coursetitleand platform
(i) Offeringinstitutionorinstructor
(iii) Durationandworkload
(iv) Learningoutcomesand relevance tothe PGDM curriculum
(v) Whetherthe courseisintended asa core substitute orelective

(c) Applicationswill be reviewed and approved by the subject faculty.

(iv) Evaluation and Certification

(a) Uponcompletion ofthe MOOC, students shall submit:
(i) Verified completion certificates
(i) Performancereportsortranscripts, if available

(b)  Adesignated subject faculty coordinatorshall evaluate the student's performance, review
the course content, and verify the authenticity of submitted documents.

(¢)  The faculty coordinator shall then make a recommendation on credit allocation to the
Academic Office, including grade equivalency and course category (elective,
specialization, orenrichment).

(v) Transcriptintegration and Grade Mapping

(a) Approved MOOC courses that satisfy all academic requirements will be recorded in the
student's official transcript under the elective course category, unless otherwise
specified.

(b)  Agrade mapping mechanism shall be followed to translate platform-specific scores into
institutional grading scales.

(c) These grades shall be factored into the student's CGPA calculations, provided the course
iseligible for credit.
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(vi) Policy Review and Updates

(@) TheMOOC Policy shall be reviewed annually by the Academic Review Committee to incorporate:
(i) Emergingglobaland national MOOC platforms
(i) UpdatestoAICTE/UGC guidelines
(iii) Feedback from faculty, students, and alumni
(iv) Technological orpedagogicalinnovationsinonline learning

(b) Basedonthisreview, the policy maybe revised toinclude:
(i) Newplatformsordisciplines
(i) Changesin credit limits orapproval mechanisms
(iii) Bestpracticesinevaluation andintegration
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26. Employment and Service Conditions

This policy framework outlines the standards, expectations, and entitlements governing the
employment, conduct, and responsibilities of faculty and staff members at the institute. It is designed
to fostera professional, accountable, and progressive work environment.

(i) RecruitmentandAppointment

()

(b)

(c)
(d)

All appointments at the institute—academic or administrative—shall follow a
structured, merit-based selection process, ensuring transparency and equal opportunity
forall candidates.

Eligibility criteria such as minimum academic qualifications, years of experience, skillset,
and alignment with AICTE/UGC norms are mandatory benchmarks.

The selection process may include presentations, interviews, and background checks.

The final recommendation is subject to approval by the Governing Body or its appointed
committee, following which a formal offer letterorappointment orderis issued.

(ii) Probation and Confirmation

()
(b)
(c)

Allnewly appointed employees shall serve a probationary period of one year, which may be
extended by up to six months depending on performance orconduct.

During this period, the employee's teaching ability, punctuality, interpersonal skills, and
institutional involvement will be closely monitored.

On successful completion of the probation, and based on a favourable performance
review by the reporting head, the employee will receive a confirmation letter.

(iit) Working Hours and Attendance

()
(b)
(c)

The Institute functions on a five or six-day week depending on department requirements,
with working hours typically ranging from 9:00 a.m. to 5:00 p.m.

Biometric/digital attendance systems are compulsory for all employees. Failure to mark
attendance may be treated as absence.

Employees are expected to report on time and remain present during working hours
unless granted official permission to leave early.

(iv) Rolesand Responsibilities of Faculty Members

()

(b)
(c)

(d)
(e)

Delivering classroom lectures, case discussions, tutorials, and practicals in accordance
with the academic calendar.

Designing detailed course outlines, lesson plans, and learning outcomes.

Conducting internal assessments, project evaluations, and providing academic feedback
to students.

Mentoring assigned students for academic performance, career guidance, and personal
issues.

Participating in curriculum development, NAAC/NBA accreditation, academic audits,
and institutional research.
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f Attending and contributing to departmental meetings, faculty development
g g P g y P
programs, and institutional events.

Roles and Responsibilities of Non-Teaching Staff

(a)  Supporting administrative functions in departments such as Admissions,
Finance, HR, Library, Examinations, and Student Services.

(b)  Ensuring proper documentation, communication, compliance, and support
forall stakeholders.

Professional Development

(@) The Institute promotes continuous learning through Faculty Development
Programs (FDPs), management workshops, industry immersion, and
international conferences.

(b)  Employees may also receive sponsorship or study leave for pursuing advanced
degrees, subject to performance and relevance toinstitutional goals.

(c)  Participation in externally funded programs or industry consulting projects
shall require priorapproval.

(d)  Where training is fully or partially sponsored by the Institute, the employee
may be required to sign a service bond committing to serve the institute for a
defined period post-training.

Leave Policy

Employees are entitled to various types of leave as per the classification of service.

The detailed rules on leave accrual, approval authority, encashment, and carry-

forward shall be provided in the Service Rule Book, and may be updated periodically.

These various types of leaves include:

(@) Casual Leave (CL): Short-term leave for personal matters, with a maximum
limit peryear.

(b) Earned Leave (EL): Leave accumulated based on months of service; can be
carried forward orencashed as perrules.

(¢) Research Leave (RL): Leave for research related work like data collection,
library visits etc.

(d) Medical Leave (ML): Granted on submission of a valid medical certificate.

(e) Compensatory Leave (Comp-Off): Leave in lieu of working on holidays/
Sundays.

(f)  Academic Leave: Granted only to faculty members on account of academic
work like seminar/ conference/ PhD work etc., with prior permission of the
Head of the Institute.

(g) Maternity/Paternity Leave: As per government rules and applicable labor
laws.

(h)  Special Leave: May be granted for self-marriage, birth of own child or death in
the family.

(i)  Sabbatical Leave: May be granted for furtherance of academic pursuits.
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(viii) Disciplinary Policy

(i)

(x)

(xi)

(xii)

Allemployees are expected to maintain professional conduct and uphold the values of integrity,
responsibility, and mutual respect. Acts of misconduct mayinclude:

(a) Repeatedabsenteeismwithout notice

(b)  Dereliction of duty

(c) Sexualharassmentoranyform of workplace bullying

(d)  Unauthorized disclosure of confidential information

(e) Financialfraud ormisappropriation

Disciplinary proceedings will follow a defined process, including:

(a) Issuance of show-cause notice.

(b)  Opportunity forthe employee to present theirdefense

(c) Investigation by the Disciplinary Committee

(d)  Finaldecision by the Directoror Governing Body

(e)  Penalties mayinclude: written warning, suspension without pay or termination of service.
(f)  Employees mayfile an appeal through the Grievance Redressal Mechanism.

Conflict of Interest and External Engagements

(@) Employees must declare any potential conflict of interest that may interfere with their
institutional duties.

(b)  Faculty or staff intending to engage in freelance teaching, industry consulting, guest
lecturing or business ownership shall obtain prior written approval from the Director.

Use of Institutional Resources

(@) Employees are expected to use institute infrastructure responsibly, including: computers,
internet, email, and software Library; laboratories, and classrooms; Office equipment and
communication tools.

(b) Misuse or unauthorized access to resources, including downloading illegal content,
hosting unauthorized events, or tampering with data, may result in suspension of
privileges, financial penalties oregal action, if warranted.

Data Confidentiality and Intellectual Property (IP)

(@) Employees are entrusted with sensitive academic, administrative, and student data.
Strict confidentiality shall be maintained at all times.

(b) Any academic or research output (modules, courseware, content, inventions, etc.)
created during the course of employment using institutional time or resources will be
treated as the intellectual property of the institute, unless otherwise agreed upon in a
separate IPR agreement.

(c)  Faculty mayretain authorship credit, but commercial rights rest with the institute unless
explicitly waived.
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(xiii) Exit Policy

(a) Employees wishing to resign must submit a written notice of resignation, respecting the
notice period mentioned in theirappointment contract (typically 1to 3 months).

(b)  They shall complete all formalities, including submission of institutional property (ID,
laptop, books), NOC from departments such as HR, Library, Finance, IT and clearance of
financial dues.

(c) The HR office shall issue a relieving letter and experience certificate upon successful
completion of the exit process.

(d)  The Institute reserves the right to waive or reduce the notice period, deduct pay in lieu of
notice, orwithhold relieving until dues are cleared.

27. Code of Ethics and Professional Ethics

This policy outlines the ethical and professional standards expected of all employees—academic,
administrative, and support staff—of the Institute. It serves as a guiding framework to promote
integrity, professionalism, accountability, and respect in the workplace, and ensures that all
employees uphold the Institute's mission, values, and reputation.

(i) GeneralEthics

All employees of the institute are expected to demonstrate the highest standards of ethical

behaviorin both academic and administrative settings.

(a) Integrity and Honesty: Employees must be truthful, dependable, and consistent in their
actions. They shall avoid deception, fraud, and any actions that compromise their moral
or professional standing.

(b)  Respect and Fairness: Treat students, colleagues, subordinates, and stakeholders with
dignity, fairness, and impartiality, irrespective of their background, caste, gender, religion,
orbeliefs.

(c) Confidentiality: Safeguard all confidential or sensitive information related to
institutional operations, student records, academic performance, or human resources.
Disclosure of such information without authorization is strictly prohibited and subject to
disciplinary action.

(d)  Accountability: Employees shall be accountable for their decisions, performance, and the
outcomes of theiractions, both individually and as part of a team.

(ii) AcademicandTeachingEthics (Applicable to Teaching Faculty)

Faculty members are entrusted with the responsibility of shaping students' academic growth,

values, and professional skills. Therefore, the following academic ethics must be observed:

(a) Commitment to Teaching Excellence: Faculty must be punctual, well-prepared, and
enthusiasticin delivering lectures, tutorials, case studies, and assessments.

(b)  Fair Evaluation: Ensure objectivity and impartiality in evaluating student performance.
Marks, grades, and feedback must be awarded based solely on merit and clearly
communicated criteria.
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(c) Academic Integrity: Faculty must refrain from any form of plagiarism in research,
publishing, or curriculum development. Proper citations and adherence to academic
honestyin all forms of intellectual output are mandatory.

(d)  Mentorship: Faculty are expected to mentor students in a responsible, inclusive, and
supportive manner, ensuring theiracademic and emotional well-being.

Professional Conduct (Applicable to All Employees)

Employees must conduct themselves in a manner that reflects positively on the institution and

theirprofessional responsibilities.

(a) Compliance with Institutional Policies: Adhere to all policies, codes, and standard
operating procedures laid down by the institute.

(b)  Sincerityin Duty: Carry out assigned tasks diligently, meeting deadlines and institutional
expectations without undue delay or negligence.

(c) Teamwork and Collaboration: Promote harmony, open communication, and a
collaborative spirit within and across departments.

(d) Appropriate Use of Resources: Institutional resources—such as internet access, labs,
classrooms, stationary, and devices—must be used only for official academic and
administrative work. Misuse or personal use of resources is strictly discouraged and may
attract penalties.

Conflict of Interest

Employees must act in the best interests of the Institute and avoid any situation where their

personalinterests' conflict with official duties.

(a) Disclosure: If an employee has any financial, familial, or personal interest that may
influence institutional decisions (e.g., admissions, procurement, recruitment, or project
approvals), it must be disclosed to the reporting authority in writing.

(b)  Prohibited Activities: Employees should not engage in outside employment, business, or
consultancy without prior written approval from the Director. Similarly, they may not use
their position for personal gain or to influence decisions that could benefit themselves or
theirassociates.

(c)  Neutrality: Employees must not allow personal bias or external influence to affect their
professional judgment.

Institutional Commitment

As ambassadors of the Institute's values, employees are expected to:

(a) Uphold the Vision and Mission: Actively contribute to the realization of the institute's
mission of academic excellence, innovation, leadership, and ethical professionalism.

(b) Institutional Development: Participate in activities such as accreditation, outreach,
quality assurance, alumni relations, and student mentoring to enhance institutional
visibilityand impact.

(¢) Maintain Discipline and Decorum: Foster a disciplined, clean, and positive campus
culture thatinspiresrespect from students, peers, and external stakeholders.
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(d) Reputation and Branding: Ensure that no action—verbal, written, or digital—harms the
image or public perception of the institute.

(vi) DisciplinaryAction
Violations of the Code of Ethics and Professional Conduct will be taken seriously and addressed
through a structured disciplinary mechanism. Disciplinary Measures may include:
(@)  Verbalorwrittenwarning
(b)  Withholding of increment or promotion
(c)  Suspension
(d) Terminationof employment

(vii) RighttoAppeal
Employees may seek redress through the institutional Grievance Redressal Committee, provided
their appeal is submitted within the stipulated time frame and supported by relevant
documentation.

Health, Safety, and Welfare Policy

The Institute is firmly committed to fostering a safe, healthy, and inclusive work environment that
protects the physical, emotional, and psychological well-being of all employees. This policy articulates
the institute's framework for workplace safety, preventive health care, and employee welfare in
accordance with applicable statutory obligations and institutional values. It reflects the institute's
broader commitment to creating a campus culture where every employee feels secure, respected, and
supported.

(1) HealthandWell-Being

The Institute recognizes that employee productivity and satisfaction are closely linked to their

physical and mental well-being. Measures to support health and wellness include:

(i) Preventive Health Measures by conducting awareness workshops on nutrition, stress
management, lifestyle diseases, and workplace ergonomics for promoting preventive care
drives.

(i)  Sanitation and Hygiene by ensuring continuous access to safe, purified drinking water in
all academic and administrative buildings. The availability of hand sanitizers, waste
disposal bins, and routine pest control in all facilities shall also be ensured.

(iii) Mental Health Support by encouraging a healthy work-life balance, discouraging
excessive work hours or burnout and promoting an environment where employees can
speak openly about mental health concerns without stigma.

(2) Workplace Safety

The Institute prioritizes the prevention of accidents and preparedness for emergencies by
maintaininginfrastructure and training employees:
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Fire and Emergency Preparedness by installing of fire extinguishers, fire alarms,
emergency exit signage, and safety instructions in all buildings. The Institute shall
organize regular safety audits and maintenance checks for electrical systems, elevators,
and otherrisk-proneinfrastructure.

Evacuation drills and emergency training sessions to educate employees on responding to
fire, earthquake, ormedical emergencies.

First Aid and Incident Response and for this First aid kits shall be strategically placed in
the academic blocks for easy accessibility and in the event of an such mishappening the
employees shall promptly report to the Administration or Admin Office for immediate
action.

Employees are expected to adhere to safety protocols, use equipment properly, and report
any malfunction or unsafe conditions without delay. Unauthorized tampering with safety
equipment orcreating unsafe environments may lead to disciplinary action.

Welfare Facilities

To promote employee comfort, morale, and dignity at the workplace, the Institute shall provide
access to essential welfare amenities and special support mechanisms like on-campus medical
assistance,

()

(ii)

(iii)

(iv)

Rest and Refreshment Areas by providing designated staff workstations equipped with
seating, ventilation, and drinking water facilities. The provision of Cafeteria or pantry
services for providing affordable, hygienic meals and beverages during work hours.
On-campus Medical Assistance with the availability of on-call medical personnel or
arrangements with nearby clinics/hospitals for first response. Basic medical aid for minor
injuries, headaches, dizziness, or fatigue shall be made available at the reception or
administration office.

Support for Vulnerable Staff by providing adjustments in workload or seating, access to
medical support as per institutional policy. Differently-abled employees shall be
supported with accessible infrastructure (e.g., ramps, lifts, and special seating), and
personalized work arrangements where feasible.

Grievance and Harassment Redressal through a dedicated Grievance Redressal
Committee to handle employee concerns confidentially and fairly. The Institute follows a
zero-tolerance policy toward harassment or discrimination based on gender, caste,
disability, religion, orany othergrounds.

Roles and Responsibilities

(©

(i)

Management and Administration shall ensure the effective implementation and
monitoring of this policy and provide adequate funding and resources for safety
equipment, health programs, and welfare facilities.

Employees shall take personal responsibility for health and safety by following all rules
and guidelines and use welfare facilities responsibly and maintain hygiene and
cleanlinessin shared spaces.
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(5) Policy Review and ContinuousImprovement

(i)  This policy shall be reviewed annually by the designated authority to ensure alignment
with evolving legal norms, employee needs, and infrastructural changes.

(i) Feedback may be solicited from employees through surveys or meetings to enhance policy
relevance.

(iii) Recommendations from internal audits or external health/safety inspections shall be
incorporated into updated policy versions, communicated to all stakeholders through
email, notice boards, and the institutional portal.

29. Staff Development Policy

This policy provides a structured framework to enable teaching faculty, administrative personnel, and
support staff to enhance their skills, knowledge, and competencies in alignment with evolving
educational standards, technological advancements, and institutional goals. Staff development is
seen not only as an investment in individual career progression but also as a strategic driver of
institutional quality and effectiveness.

(i) FacultyDevelopmentPrograms (FDPs)

(a) Faculty members shall be encouraged and supported to attend FDPs organized by
reputed institutions such as AICTE, UGC, IIMs, IITs, or universities of
national/international repute.

(b)  Faculty members may also be encouraged to organize in-house FDPs for peer learning and
institutional enrichment.

(ii) TrainingforNon-Teaching Staff
(@) Administrative and technical staff shall be provided training in Office automation and
productivity tools (MS Office, ERP systems), document management and record-
keeping, effective communication, workplace etiquette and compliance training related
tofinance, examination protocols and data security
(b)  Periodicrefreshertraining may be conducted to keep staff updated on regulatory changes
and institutional procedures.

(iii) Workshops, Seminars and Conferences
(a) Employees may attend or organize academic, research, or professional workshops on
contemporary topicsrelevant to theirjob roles.
(b)  Support in the form of registration fee waivers, travel reimbursement, or logistical
arrangements may be provided subject to budget approval and relevance.
(c)  Faculty members are encouraged to present research papers, moderate sessions, or serve
aspanellistsin conferences to build academic credentials.

(iv) ResearchandPublications

(a) Faculty shall be motivated to undertake interdisciplinary research, collaborate with
academic bodies orindustry, and publish in peer-reviewed journals.
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(b)  Theinstitute may provide seed funding for research projects, incentives for publication
in high-impact journals, access to databases, research tools, and statistical software.
(c)  Thelnstitute may provide duty leave forattending research symposiums.

(v) HigherEducation and Certifications
Employees who wish to pursue higher degrees (e.g., Ph.D., MBA) or professional certifications
(e.g., CFA, Six Sigma, SAP) may be granted special leave (study leave/duty leave) as per
institutional policy, partial or full reimbursement of tuition/exam fees on a case-by-case basis,
with approval from the Director or flexible working hours or reduced workload, wherever
feasible, to facilitate academic progress

(vi) Leave andInstitutional Support
(a) Employees nominated or approved for external training or development programs may
be granted Duty Leave or On-duty status, provided prior approval is obtained from the
Director.
(b)  Travel allowance, registration fees, and boarding/lodging expenses may be reimbursed
partially or fully, depending on the submission of proof of attendance, feedback report,
and utilization certificate (if applicable).

(vii) TheRolesand Responsibilities of Area/ Department Heads
(a) Identify specific training needs for their departments based on skill gaps, regulatory
needs, or process improvements.
(b) Recommend staff members for relevant programs and ensure post-training knowledge-
sharing within the department.

(viii) The effectiveness of staff development initiatives will be assessed annually through:
(@) Feedbackfromtraining participants
(b)  Performanceimprovementslinked to development outcomes
(c)  Monitoring of publication output, student feedback, or service quality

Employee Grievance Redressal Policy

The Institute is committed to upholding a workplace culture that is fair, respectful, inclusive, and
responsive to the concerns of its employees. Recognizing that workplace issues and
misunderstandings can arise, the Employee Grievance Redressal Policy provides a structured
mechanism for addressing grievances in a manner that is timely, impartial, confidential, and free
from any form of retaliation.

The policy reinforces the institute's dedication to ensuring employee satisfaction, psychological
safety, and professional dignity, thereby enhancing institutional effectiveness and morale.
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Definition of a Grievance

A grievance is defined as any formal expression of dissatisfaction or perceived injustice
experienced by an employee relating to their professional environment, including but not limited
to:

@ Unfairtreatment, discrimination, orharassment by colleagues, superiors, or peers.

(i)  Workplace behaviourthatisdisrespectful, hostile, orunethical

(iif) Disagreementsrelated toworkload, job responsibilities, or working conditions

(iv)  Inaccurate orbiased performance appraisals, denial of promotion, ordisciplinary action
(v)  Breachofemployment contract orservice conditions

(vi)  Non-compliance with institutional policies, rules, orethical standards

Grievances may be individual or collective in nature and may involve interpersonal, procedural,
oradministrative issues.

Grievance Redressal Mechanism
To ensure structured resolution of employee concerns, the Institute shall establish a formal
Grievance Redressal Committee (GRC).

(i) Grievance Submission

(a) Employees are encouraged to first attempt informal resolution by discussing the
issue with theirimmediate reporting authority.

(b) If unresolved, a written grievance may be submitted to the HR Department or
directly to the Grievance Redressal Committee.

(¢) Thewrittencomplaint shouldinclude:
o Name and designation of the complainant
o Detailed description of the grievance
» Date, time, and partiesinvolved
o Anysupporting documents orevidence

(ii) Compositionof the Grievance Redressal Committee

(a) TheGRCshallcomprise:
o Oneseniorfaculty member (preferably of Associate Professorrank orabove)
o Onerepresentative fromthe administrative staff
o Amemberofthe HR Department (convener)
« Afemalerepresentative in case of gender-related concerns

(b) The committee may co-opt additional members, including legal or external
advisors, depending on the nature of the grievance.

Processand Timelines
(a) Upon receipt of the complaint, the GRC will acknowledge it within the given time
frame.

(iii)
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A preliminary review will be conducted within 7 working days to determine the
validity and severity of the grievance.

Formal hearings may be conducted, allowing all parties involved a chance to present
theirside.

The committee will strive to resolve the grievance within 15-20 working days,
depending on complexity.

Written communication of the decision will be shared with the complainant. e.

Escalation Mechanism
If the complainant is dissatisfied with the committee's resolution, they may appeal in
writing to the Director of the Institute, whose decision shall be final and binding.

Confidentiality and Protection Against Retaliation

()
(b)
(c)

All grievance proceedings shall be conducted with utmost confidentiality,
respecting the privacy of the complainant and othersinvolved.

No employee shall suffer any form of retaliation, discrimination, or adverse
consequences forfilinga complaint in good faith.

Malicious or false complaints, however, may attract disciplinary action upon
verification.

Documentation and Record Reeping

()
(b)

The Registrar Office shall maintain a secure, confidential database of all grievances
submitted, actions taken, and outcomes.

These records may be used for institutional audits, legal compliance, or to inform
policyimprovements, while maintaining anonymity where required.
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31. Computer Lab po[icy (b)  Access to social media platforms, video streaming websites, gaming portals, or

The Computer Lab Usage and Management Policy is established to govern the ethical, efficient, and
secure use of computer systems, network resources, and digital infrastructure provided by the
institution. This policy is designed to facilitate academic instruction, collaborative research, project
development, and skill enhancement for students, faculty, and staff. The objective is to maintain a
disciplined, resource-efficient, and technologically conducive environment that supports the
educational mission of the institution.

(i) AccessandOperational Hours
(@)  Access to the computer lab is strictly limited to authorized users possessing valid
institutional ID cards.
(b) Thelabisoperational Mondayto Saturday, from 9:00 AM to 6:00 PM.
(c)  Use of the lab beyond regular hours is permitted only with prior written authorization
fromthe Lab In-Charge ordesignated faculty coordinator.
(d) Thelabmaybe closed formaintenance orspecial events with priornotice to users.

(ii) Codeof Conduct and UserDiscipline

To maintain an atmosphere conducive to academic productivity, the following behavioural

standards are mandatory:

(@) The lab must be used exclusively for academic, research, and official institutional
activities.

(b)  Usersmust maintainsilence, decorum, and cleanliness at all times.

(c)  Mobile phones must be switched to silent mode and used only in emergencies or outside
the lab.

(d) Food, beverages, orany consumables are not allowed within the lab premises.

(e)  Users must refrain from disruptive behaviour, including loud conversations, gaming, or
accessing entertainment content.

(iit) Usage of Systems, Software, and Institutional IT Assets

(@)  Users shall utilize only the pre-installed licensed software and digital tools approved by
the IT department.

(b)  Unauthorized installation, modification, or deletion of software, files, or system settings
is strictly prohibited.

(c)  Any form of tampering with hardware, network configurations, or security settings is
considered a majorviolation.

(d)  Allusersarerequired to log in using individual credentials and log out upon completion of
use to ensure data security.

(iv) Internetand Network Usage

(@) Internet access is intended for academic research, assignments, virtual learning
platforms, online journals, and job-related resources.

166 I

inappropriate/objectionable contentis strictly forbidden.
(c)  Network usage is actively monitored, and misuse may lead to disciplinary measures as
outlined in Section 9.

(v) UseofExternal Storage Devices and Personal Equipment
(a) Personal USB drives or external hard drives must be scanned for malware before being
connected to lab systems.
(b)  Usersare advised not to store confidential or personal data on institutional machines, as
regularsystem clean-upsare performed.
(c)  Use of personal laptops or electronic devices is allowed only upon receiving permission
fromthe Lab In-Charge and must comply with institutional cybersecurity guidelines.

(vi) Data Security and User Responsibility
(a) Users are personally responsible for saving their work on personal drives or cloud
platforms and must ensure regularbackups.
(b) Theinstitutionisnot liable foranyloss of data, file corruption, orhardware malfunction.
(c)  Any technical faults, unusual activity, or suspicious behaviour should be promptly
reported to the lab assistant or IT support staff.

(vii) Violations and Disciplinary Measures
Violations of the lab policy will be taken seriously and may lead to one or more of the following
actions, depending on the nature and severity of the offense:
(a) Temporaryorpermanent suspension of lab privileges.
(b) Issuance of formal warning or show-cause notice.
(c) Referraltothe Academic Discipline Committee.
(d) Lossofaccesstospecific project resources orlab-based courses.
(e) In extreme cases, institutional disciplinary action, including expulsion from academic
programs orinternships.

32. LibraryPolicy

The Library Policy aims to facilitate a structured, equitable, and academically enriching environment
for all users of the institutional library. It is designed to promote responsible use of learning
resources—both physical and digital—while supporting the intellectual, professional, and personal
development of students, faculty, and staff. The policy ensures that the library functions as a silent,
inclusive, and knowledge-driven space that encourages inquiry, research, and academic excellence.

(i) AccessandOperational Hours
(a) Thelibraryis openfrom Monday to Saturday, between 9:00 AM and 7:00 PM.
(b) It remains closed on Sundays and gazetted holidays. However, extended or special hours
may be announced during examination periods or peak academic schedules.
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(c) Entryisrestricted to authorized users who must carry and display theirvalid institutional (d)  Marking, underlining, or tearing pages from books will be treated as serious misconduct
ID card uponrequest. and may lead to disciplinary action.
(d)  Unauthorized individuals, including outsiders and alumni, may enter only with prior
permission from the Library In-Charge orinstitutional head. (vi) Orientationand Support Services
(a)  Astructured Library Orientation Session shall be conducted for all new students during
(it) Borrowing Privileges and Circulation Policy the induction program to familiarize them with:
(a) Studentsare permitted to borrow a maximum of four (4) books at a time fora period of 14 (i) Librarylayoutandresources
calendardays. (i) Searchcatalog (OPAC) usage
(b) Alatefeeof5perdayperbook will be levied for overdue returns. (iit) Referencingtoolsand citation guides (APA, MLA, etc.)
(¢)  Faculty members and administrative staff enjoy enhanced borrowing limits and extended (iv) Digitalresource navigation
loan periods, subject to library guidelines. (v) ReviewandGovernance
(d) Reference books, journals, magazines, dissertations, reports, and newspapers are strictly (@)  ThelibraryPolicy s reviewed annually by the Library Advisory Committee in consultation
forin-library use and cannot be issued. with the Academic Review Committee.
(e)  Renewalsareallowed once perbook, provided no otheruserhas reserved the same title. (b)  Feedback from faculty, students, and staff is incorporated to ensure that library services

remain current, user-focused, and technologically up-to-date.
(c) Necessary changes and updates, once approved, will be communicated through

(iii) Digitaland Online Resources e . . .
institutional circulars and digital notices.

(@)  The library offers extensive access to digital learning platforms, including E-journals, E-
books and Online academic databases (e.g., JSTOR, EBSCO, ProQuest).

(b)  Studentsand faculty are provided with individual login credentials for off-campus access
tosubscribed digital resources.

(c) Thelibraryincludes Wi-Fi-enabled reading zones and designated workstations for online
research and database use.

(d) Useofdigital resourcesis governed by institutional licensing agreements and must not be
shared with unauthorized users.

(iv) UserConduct and Library Etiquette
To maintain a conducive academic environment, all users are expected to:
(a) Observecomplete silence within library premises.
(b) Reep mobile phonesonsilent mode and avoid using them for callsinside the library.
(c) Refrainfromeating, drinking, sleeping, orengaging in group discussions.
(d) Seatreservationisnotallowed; unattended belongings maybe removed by staff.
(e)  Usersfound involved in any form of misconduct, resource misuse, or violation of decorum
may face temporary or permanent suspension of library privileges.

(v) BookCare,Damage, and Loss
(a) Borrowed books must be handled carefully and returned in the same condition asissued.
(b)  Usersareresponsible forthe safe custody of borrowed materials.
(c) Damaged, defaced, or lost books must be either replaced with the same or latest edition
of the book, orpaid forin full as perthe valuation decided by the librarian.
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33. Anti-Sexual Harassment Policy

The Institute is unequivocally committed to upholding the dignity, safety, and equality of every
individual associated with it. This policy has been formulated to prevent, prohibit, and provide

redressal mechanisms for incidents of sexual harassment at the workplace, in accordance with the
provisions of the Sexual Harassment of Women at Workplace (Prevention, Prohibition and Redressal)
Act, 2013 and applicable UGC guidelines. The objective is to foster a campus environment that is
respectful, inclusive, and free from gender-based discrimination orharassment.

™M

(2

(3)

Scope and Applicability

This policy applies to all persons associated with the institute, regardless of gender, and extends

to any context linked with the institution, whetheron oroff campus. Specifically, it includes:

(i)  Allstudents (residential, non-residential, full-time, or part-time)

(i)  Facultymembers (permanent, visiting, oradjunct)

(iii)  Administrative, technical, and support staff

(iv) Contractualstaff, vendors, interns, researchers, and external collaborators

(v)  Visitors, guests, and consultants

(vi)  Activities occurring off-campus but related to institutional duties such as internships,
fieldwork, study tours, seminars, fests, placements, and other official events

Definition of Sexual Harassment

Sexual harassment refers to any unwelcome act or behavior, whether directly or by implication,

thatissexualin nature. Itincludes, butis not limited to:

(@) Unwanted physical contact oradvances

(i)  Solicitation ordemand forsexual favours

(iii) Makingsexually coloured remarks, jokes, innuendos, orcomments

(iv)  Showingorcirculating pornographic content, whether physically or through digital media

(v)  Verbal, non-verbal, visual, orwritten communications that are sexually suggestive

(vi)  Any conduct that creates an intimidating, hostile, or offensive environment for the
recipient

Such actions may occur between individuals of any gender and irrespective of position, hierarchy,

orpowerdynamics.

Internal Complaints Committee (ICC)

(i) In accordance with legal requirements, the Institute has constituted an Internal
Complaints Committee (ICC) to address complaints of sexual harassment. The
committee isempowered to function autonomously and includes:

(a) Aseniorwomanfaculty memberasthe Presiding Officer
(b) At least two other members from among the faculty or staff, preferably with
experience in social work orgenderissues
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(c) One external member, affiliated with a recognized NGO, legal firm, or body
committed towomen's rights or social justice
(d) Student representatives will be co-opted in case the complaint involves student
parties, maintaining confidentiality and fairness
(i) ThelCCis mandated to function in accordance with the law, maintaining neutrality and
discretion throughout the complaint process.

Complaint Reporting and Procedure
(i)  Awritten complaint must be submitted to the ICC within three months from the date of
theincident orfromthe date of the last instance in case of a series of events.
(i) Inexceptional circumstances, the ICC may extend the complaint window if justified.
(i) ThelCCshallensure:
(a) Confidential handlingofall complaints
(b) Animpartialand unbiased inquiry process
(c) Opportunities for both the complainant and the respondent to present their case
and evidence
(d) The inquiry process shall be completed within 90 days, and the final report, along
with recommended actions, will be submitted to the institutional authority within
anadditional 10 days.

Redressal Mechanism and Disciplinary Actions
(a) Based on the findings of the ICC, the following actions may be recommended, depending
onthe nature and severity of the offense:
(i) Issuanceof written warningorreprimand
(i) Compulsorywrittenapologybythe respondent
(iif) Suspension, rustication, orexpulsion (forstudent offenders)
(iv) Termination, suspension, ordemotion (foremployee offenders)
(v) Initiation of legal proceedings as per provisions of the Indian Penal Code or other
applicable laws
(vi) Counselingorrehabilitation support forthe complainant, if requested
(b)  Thelnstituteis bound toimplement the recommended actionin a timely and transparent
manner.

Protection Against Retaliation and Victimization

The Institute guarantees full protection to complainants, witnesses, and ICC members from any
form of retaliation, discrimination, or victimization arising out of the complaint process. Any
attempt to influence, coerce, or intimidate the complainant or witnesses shall invite strict
disciplinary action.

Awareness, Training, and Sensitization
To cultivate a culture of gender sensitivity and mutual respect, the institute shall:
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(@) Conduct regular awareness workshops, sensitization programs, and orientation sessions
forstudents, faculty, and staff

(i) Displayposters, digital notices, and helpline contacts prominently across the campus

(iii) Integrate genderequality and legal literacy into student induction and staff development
programs

(iv)  Promote safe and inclusive spaces through ongoing engagement with external experts
and NGOs

(8) Misuseand False Complaints
While the Institute encourages reporting of genuine grievances, it also recognizes the potential
misuse of the complaint mechanism. If, after due inquiry, a complaint is found to be intentionally
false, frivolous, or malicious, appropriate action will be taken against the complainant. This may
include a formal warning, suspension of privileges, or disciplinary action, subject to the nature of
misconduct and findings of the ICC.

(9) Policy Review and Amendments
This policy shall be reviewed annually by the Internal Complaints Committee in collaboration
with the Academic Review Committee and Registrar, ensuring compliance with evolving legal
standards and best practices. Revisions, if any, will be formally approved and communicated to
all stakeholders.

34. Diversity and Inclusion Policy

The Institute is committed to fostering a diverse, equitable, and inclusive environment where every
individual is respected, valued, and empowered to reach their full potential. To actualize the principles
of diversity and inclusion, the Institute shall implement the following practices:

(i) EqualOpportunity Framework
(a) Ensure transparent and inclusive processes in admissions, recruitment, hiring,
promotions, and leadership opportunities.
(b)  Eliminate biasesin evaluation, assessment, and decision-making systems.

(ii) Awareness, Sensitization, and Training
(@)  Organize regular workshops, lectures, and training sessions on topics related to diversity,
unconscious bias, inclusive leadership, and sensitivity to marginalized groups.
(b)  Celebrate national and international diversity observances (e.g., International Women's
Day).

(iii) Accessibility and Reasonable Accommodation

(a)  Provide infrastructural support such as ramps, accessible washrooms, elevators, and
signage fordifferently-abled individuals.
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(b)  Ensure reasonable academic accommodations for students with special needs (e.g.,
extended exam time, assistive technology).

(iv) SafeandInclusive CampusClimate
(a) Establishsafe spacesfordialogue, feedback, and expression of identity.
(b)  Encourage formation of student-led diversity clubs or affinity groups to voice concerns
and celebrate culture.

(v) Inclusive Curriculum and Pedagogy
(a) Integrate diverse perspectives into the curriculum by including works from varied
cultural, social, and gender-based viewpoints.
(b)  Encourageinclusive classroom engagement and equitable participation.

Intellectual Property Rights (IPR) Policy

The Institute is committed to fostering a culture of innovation, creativity, and research by
safeguarding the intellectual property (IP) generated by its faculty, students, researchers, and staff.
This policy aims to protect the legal and moral rights of creators while ensuring the responsible and
fair use of institutional resources. Through this, the institute promotes ethical knowledge
dissemination, commercialization opportunities, and global academic recognition forits community.

(1) Ownership Guidelines
Ownership of IP created within the Institute shall be determined based on the level of
institutional involvement and the context of development:

(i)  JointOwnership - Institute and Creator(s)

(@) When the IP is developed using substantial institutional support, such as funding,
laboratory facilities, data resources, or during the discharge of official duties, it will
bejointly owned by the creator(s) and the Institute.

(b) The terms of ownership, revenue sharing, and responsibilities will be governed by
specific agreements or Institutional guidelines.

(ii))  Individual Ownership (CreatorOnly)

(a) If the IP is created solely through personal effort without the use of institutional
resources or during non-institutional time, full ownership shall reside with the
creator(s).

(b) However, prior disclosure is encouraged to avoid future disputes regarding
ownership.

(c¢) In cases where intellectual property results from collaborations with external
agencies or among multiple stakeholders, a clear and written agreement must be
executed at the beginning of the project to outline the ownership, usage rights, and
revenue-sharing model.
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(2)

3

(4)

(5)
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Types of Intellectual Property Covered

This policy encompasses all forms of intellectual property including but is not limited to:

(i)  Academicoutputs like Research papers, theses, dissertations, project reports, books, and
case studies.

(i)  Industrial and technologicalinnovations like patents, process innovations, mechanical or
electronicinventions.

(iii)  Creative works encompassing copyrights forartwork, literature, music, orvideos.

(iv) Digital assets like software code, mobile applications, e-learning modules, digital
simulations, data sets, algorithms, and websites.

(v) Commercial identifiers ranging from trademarks, service marks, logos to other branding
elements associated with the Institute orits initiatives.

(vi) Instructional Materials like lecture notes, online courses, multimedia presentations and
laboratory manuals developed usinginstitutional resources.

Protection and Registration

(i)  The Institute shall provide advisory and administrative support through its Research
Committee, to facilitate patent filings (national and international), Copyright
registrations, trademark applications, licensing and technology transfer agreements.

(i)  All creators must submit a formal IP Disclosure Form to the Research Cell at the time of
creation orbefore public dissemination (e.g., publication, conference presentation).

(iii) Theinstitute may bear part or full cost of registration, based on the strategic significance
and potential of the work.

Revenue Sharing

In the event of successful commercialization, licensing, or monetization of the intellectual

property:

(i)  Thenetrevenue (afterdeducting legal and administrative costs) shall be shared between
the creator(s) and the Institute.

(i)  Thestandard revenue-sharing ratio shall be defined in institutional guidelines or through
amutually agreed Memorandum of Understanding (MoU).

(iii) In cases involving multiple creators or departments, equitable distribution will be
ensured based on the documented contributions.

Policy Review

(i)  The IPR Policy shall be periodically reviewed (at least once every three years) by the
Research Committee.

(i) Amendments may be made in accordance with changes in national IPR laws,
institutional priorities, technological developments, orfeedback from stakeholders.

(iii)  All updates shall be communicated to the community via official circulars, training
sessions, and orientation programs.
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36. Environmental Sustainability

The Institute is deeply committed to promoting environmental sustainability through the adoption of
eco-conscious practices across academics, administration, campus infrastructure, and community
engagement. The aim of the Institute is to foster a green, energy-efficient, and environmentally
responsible campus that serves as a model of sustainable development.

(1) ReyPolicyAreas
(i)  EnergyConservation
(a) Installationof energy-efficient LED lighting across campus facilities.
(b) Usage of energy-saving appliances and systems in classrooms and offices.
(c) Promotion of natural lighting and ventilation in building design.
(d) Exploration and gradual adoption of renewable energy sources such as solar
panels etc.

(i) Waste Management

(a) Implementation of a segregated waste collection system for biodegradable,
recyclable, and hazardous waste.

(b) Promotion of a paperless work environment through digital communication, online
assignments, and e-documentation.

(c) Proper disposal of e-waste (electronic equipment, batteries, cartridges) in
collaboration with certified recyclers.

(d) Periodic waste reduction drives and awareness campaigns.

(iii) GreenCampusDevelopment
(a) Regulartree plantation drives and development of green corridors, herbal gardens,
and biodiversity parks.
(b) Maintenance of landscaped areas with native and drought-resistant plant species.
(c) Promotionofreusablealternatives of plastics.
(d) Establishment of a Centre for Sustainability to lead sustainability campaigns,
events, and peereducation programs.

(iv)  CurriculumIntegration
(a) Introduction of environmental science, climate change, and sustainability modules
in existing programs.
(b) Encouragement of student-led research, case studies, and internships focused on
environmental issues.
(c) Collaboration with academic institutions and government bodies for projects and
knowledge exchange related to green technologies and sustainability.
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37.

(2) Awarenessand Engagement

The awareness and engagement activities shall be organized in the following manner:

@) Organization of environmental awareness drives.

(i)  Hosting competitions, workshops, and exhibitions on sustainability themes.

(iii)  Installation of educational signage across the campus to promote practices such as water
conservation, waste segregation, and energy saving.

(iv) Community outreach programs to promote sustainability in surrounding areas through
collaboration with local schools, NGOs, and residents.

(3) Compliance and Continuous Improvement
(i)  The Institute shall adhere to all applicable national and state-level environmental
regulations such as those under the Environment Protection Act, Water Act, and Solid
Waste Management Rules.
(i)  Partner with industry, government, and non-government organizations (NGOs) for
knowledge sharing, technical expertise, and innovation support in the field of
sustainability.

Technology and Digital Infrastructure Policy

The Institute is committed to leveraging technology and digital infrastructure to enhance academic
delivery, streamline administrative processes, and foster innovation across the campus. The Institute
recognizes digitalization as a critical enabler of educational excellence and institutional efficiency.
This policy establishes standards and guidelines for the procurement, use, management, and security
of digital infrastructure and services while promoting responsible digital behaviour among all
stakeholders.

(i) ReyComponentsof Digital Infrastructure
(a) CampusConnectivity
(i) Provision of high-speed Wi-Fi and wired internet access throughout the campus,
including classrooms, hostels, labs,and common areas.
(i) Implementation of secure Virtual Private Network (VPN) or firewall systems to
protect digital communications and access.
(b) LearningManagement Systems (LMS)
(i) Operation of a centralized LMS platform to host academic content, assignments,
attendance, assessments, and grading.
(it) Integration of LMS with student and faculty portals for seamless access and
monitoring.
(¢) SmartClassroomsandDigital Labs
(i) Deployment of smartboards, projection systems, audio-visual aids, and interactive
teachingtools.
(i) Maintenance of state-of-the-art computer labs, language labs, and simulation
facilities with updated software and hardware.
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(d) Digital Libraries and Repositories
(i)  Accessto e-resources, databases, academic journals, e-books, and digital reference
materialsvia aninstitutional e-library.
(it) Institutional repository for student projects, research publications, and digital
learning content.
(e) Administrative Automation
Use of Enterprise Resource Planning (ERP) systems for academic administration,
admissions, examination management, HR, finance, and student services.

(ii) UsageGuidelines

(a)  Allusersare expected to use digital resources ethically and responsibly in alignment with
academicgoals and professional conduct.

(b)  Users must not misuse, modify, or attempt unauthorized access to any digital system,
account, ordatabase.

(c)  Only licensed and approved software and tools may be installed or used on institute-
provided devices and platforms.

(d) Data protection and privacy protocols must be strictly followed, especially when handling
student records, financial information, orresearch data.

(e) All institutional digital platforms must be used exclusively for academic or official
communication.

(iii) Support, Maintenance, and Training
(@) Theinstitute shall establish an Information Technology (IT) Cell responsible for:
() Installation, maintenance, and upgrade of hardware and software infrastructure.
(i) Monitoring of network performance and security.
(iii) Handling usercomplaints and resolving technical issues promptly.
(b)  Regular training sessions, digital skill workshops, and orientation programs shall be
organized to help stakeholders effectively use institutional digital tools and systems.

(¢) Emergency support for critical IT failures or cybersecurity incidents will be available
throughalT Cell.

(iv) Security Framework: The institute shallimplement a robust cybersecurity framework including
firewalls, anti-malware systems, and access control mechanisms.

38. Generative Artificial Intelligence Gen (Al) Usage Policy

The Institute recognizes the transformative potential of Artificial Intelligence (Al) in enhancing
teaching, research, and administrative efficiency. The institute actively supports the responsible,
ethical, and transparent use of Al technologies while maintaining academic integrity, data security,
and human oversight. This policy establishes a framework for acceptable Al usage, promotes fairness
and accountability, and ensures that Al complements—not replaces—human decision-making and
creativity.
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(1) Scope
The provisions of this policy shall cover all students, full-time/visiting/guest faculty, and staff,
using generative Al tools for academic, administrative, and personal purposes related to the
institution.

(2) Terminology

® Generative Al: Al systems (Online or software embedded) capable of creating text,
images, code, orotherrelevant outputs based on the user prompts.

(i) Academic Integrity: Adherence to ethical standards in academic work, ensuring
originality and appropriate acknowledgment of the sources.

(iif)  Sensitive Information: Data protected underlegal, regulatory, orinstitutional policies. For
example, employee, financial, and academicrecords of the institution.

(iv)  Understanding GenAl: Generative Al refers to one of the emerging technologies that can
be used to create new content. It uses models that are trained on large volumes of data
from a variety of sources. Tools such as Microsoft Copilot can answer questions of the
users, help to complete written tasks, and converse with humans like a friend while
responding to the prompts written by humans. GenAl can produce audio, code, images,
videos, simulations etc. It creates a bouquet of openings in the higher education sector by
turning prompts into well-structured text, images etc. If GenAl is used suitably, it is
capable of reducing massive workloads, free-up time allowing the students, faculty, and
staff to deliver output more efficiently. However, the content generated may reflect
inaccuracy, biasedness, unreliability, and sometimes copyright infringement also. Thus,
any content produced by GenAi requires a thorough check for appropriateness and
accuracy. The quality of the document and the content written in the final document
remains the obligation of the person/professional who created it and/or the organization
to which the document belongs to. It becomes apparent to be also aware of the data
privacy implications while generating content with the help of GenAl tools. Any data,
personal or official, must be protected in accordance with data protection legislation. The
organization must ensure that any product/content created by GenAl complies with data
protection laws and the data privacy policies to protect the data.

(3) Guidelinesforresponsible use of GenAl
The responsible use of generative Al means preparing to set the agenda to see its value in
teaching, learning, and assessment. It is essential to be transparent with students about the
appropriate use of GenAl so that it supports their learning. GLBIMR has framed separate
guidelines for students, faculty, and staff to use GenAl, as given below:

0) Guidelines for Students
GLBIMR recognizes that GenAl tools of various kinds are capable to provide a valuable
resource for students. GenAl tools can support the learning process as students plan to
complete assignments, and undertake projects. However, the inappropriate use of GenAl
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to create orenhance their work without acknowledgment is considered as plagiarism and

may be subject to penalty.

(a) Students can use GenAl for brainstorming, summarizing, or improving their
understanding of concepts, and only if explicitly allowed by the faculty.

(b) The primary accountability to identify any inappropriate use of GenAl by students
remains with their faculty. Faculty must supervise the work done be students and
submitted forassessment.

(c) Facultymustbeabletoauthenticateitasthestudents'original unaided work.

(d) Ifnotunaided, thenthe use of GenAl must be acknowledged in the work. Further, Al-
generated content must be referenced.

(e) The assessment criteria will not award credit for the use of generative Al unless is
one of the variables to be assessed.

The following strategy for the use of GenAl use in assessment is defined at GLBIMR. The

provisions are:

(a) Banned-Thestudentsare notallowed to use at all during any examination.

(b) Default permitted - Students can use Al-enabled grammar checks using Al tools
like Grammarly for correctness and enhancing the clarity of the content of
assignments.

(c) Selective—Al tools can be used in limited and clearly defined ways, as per
assessment, up to a maximum limit of 10 percent OR as set by the competent
authority at GLBIMR.

(d) The default permitted is in line with our current academic integrity policy. The
students must acknowledge the use of Al tools in theirwork, explicitly.

Guidelines forFaculty

The faculty at GLBIMR are permitted to use GenAl tools in accordance with the following
provisions:

(a) Curriculum Design: Faculty may integrate GenAl tools into the course design and
enhance learning outcomes. They should have clear guidelines for students, on their
appropriate useasgivenin 6.2.

(b) Teaching material: Faculty may use GenAl tools forenhancing teaching materials.

(c) Assessment: Faculty may design assessments that evaluate students'
understanding of the concepts.

(d) Disclosure: Faculty must disclose the use of GenAl tools in their own or their
research scholars'research, publications, orany othercontent.

(e) However, faculty cannot use GenAl tools alone for grading or evaluation, without
any personal involvement. Sole reliance on GenAl tools for grading is strictly
prohibited at GLBIMR.
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(iv) GuidelinesforStaff
Staff may use GenAl tools to improve efficiency in tasks such as drafting emails, other
communications, reports, or analysis of data. However, the output needs to be reviewed
for accuracy and relevance. Staff cannot process sensitive information without any
authorization.

(4) Trainingand Development
Training, or any development opportunities for faculty, staff, and students involved in the use of
GenAl technologies will be provided by the institute.

(5) Policy Compliance and Review
Non-compliance with this policy will be reported to the GenAl Review Committee. Given the pace
of growth and innovations in technologies, it is likely that this policy will be updated as
frequently as necessary to maintain minimum permissible standards. Formally, this Policy will
be reviewed at least annually.

GL BAJAJ

The committee shall be constituted for the effective implementation of the provisions of this .
policy with the following members: ‘ , Institute of Managemeflt & Research
(i)  TheDirector, GLBIMR “ = . Greater Noida
(i)  ProgramChairperson, PGDM
(iii) 2 Facultymembers F I N D Y O U R S P A R K
(iv) 2Students, PGDM

(Approved by A.L.C.T.E.,Ministry of Education,Govt. of India)
An IS0 9001 : 2015 Certified Institute

(6) GenAIREVIEW COMMITTEE
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