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ABOUT THE INSTITUTE

The Sagar Institute of Research & Technology (SIRT) affiliated to RGPV, Bhopal is
among Top engineering colleges in Madhya Pradesh India. SIRT is ideally nested in the
natural landscapes of Bhopal, the campus is well spread in 20 acres & fully based on Vastu
principles. It is rated top engineering colleges in Bhopal MP India for its infrastructure,
academic facilities, R&D projects, rich collection of books and International Journals in
the library. Sagar Institute of research & Technology, Bhopal is lead by the Chairman Er.
Sanjeev Agrawal, who has been awarded more than 50 awards at National level and has a
reputation of owning best engineering colleges in Bhopal MP. SIRT Bhopal has also
received ISO certification: 9000-2001 in 2003, NBA Accreditation in 2009, 2014, 2016
with continuing NBA accreditation till 2021-22 and further accreditation is in process. It
has also been accredited by TCS in 2010 for closed campus placements. SIRT conducts
many events for students overall personality development by conducting expert lectures,
industrial visits, workshops, value addition courses. Apart from this, the group has strong
belief in spiritual development of students & the faculty members.




Sagar Institute of Research & Technology, Bhopal

Vision and Mission of the Institute

VISION

To create Technical Excellence in Education and Research to serve the Society.

MISSION

1. To achieve academic excellence using innovative teaching and learning
methodologies.

2. To provide state of the art infrastructure for enhanced learning and research
with IT based knowledge to meet global challenges.

3. To inculcate ethical, moral and cultural values among professionals.
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HR POLICY

A. ADMINISTRATIVE POLICIES AND PROCEDURES
1. RECRUITMENT PROCEDURE:
1.1 Requisition for Faculty / Staff:

» A written requisition for recruitment of Faculty/Staff is to be submitted to
the HR office in order to initiate the recruitment process.
It should contain the job description / Job profile of the proposed
Faculty/Staff as far as possible.
Clearly mention the competencies required with minimum academic
qualification required for the post.
If the post requires previous experience, this should be specifically stated
for how many years and from what type of organization.
The requisition should also mention the name of Department/the project
where he/she will be absorbed and for what period.
The amount of salary proposed as per norm of AICTE/UGG/PROJECT.
Any other relevant information justifying the recruitment.
The requisition should be prepared by the Director/Dean the designated
person responsible in this regard in prescribed proforma.

1.2 Approval process of requisition:

On receipt of the above requisition, the HR office will initiate the actual

recruitment process or may ask for more information from the unit, if required.

After being satisfied with the requirement, the HR office will put a note for

approval, to respective Director for approval and finally from BoG or nominated

member of Chairman BoG and Subject expert stipulated by AICTE/University.

1.3 Formation of Recruitment Board
The HR Office will propose a constitution of recruitment board to decide the
desired qualification and public notice of recruitment and finally to conduct the
interview for approval by Chamr}an -BoG or Nominee. recruitment board

——

constitution will be as follows:
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Chairman/VCM/ED/Senior faculty members of SIRT to be nominated by
the Chairman/VCM/ED.

Director/Dean/Principal/HoD of the concerned Institute.

Resource Persons/ Subject Expert from outside as stipulated by

AICTE/University
1.4 Public Notification of requirement
A public notice is served through any of the following methods,
» Advertisement in Newspapers.
» Institute website/ other similar websites.
» Serving Notice in institute main notice boards.
» Referring to the institute data bank from job application file.
» Reference to external recruitment agencies.
1.5 Short Listing of Candidates:
A list of candidates from received applications, is prepared by HR Office to be
called for an interview as per the published criteria. The candidates may be
called for interview through:
» Call letters/e-mails.
» Telephone calls.
1.6 Conducting Interview
» The scrutiny of original testimonials of candidates to be carried out by HR
Officer.
Candidates’ registration sheet to be signed by each applicant.
For recruitment of senior Faculty/Staff; outstation candidates will be
provided with travel expenses for attending the interview.
The interview process may include all or any of following method:
a) Written test.
b) Computer knowledge test.
¢) Group discussion.
d) Interview.
e) Demo of classes (Theory/Practical).
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1.7 Recommendation of selection Board
After completing the interview process,
» An interview report containing the recommendation of the board members s
to be forwarded to HR Office for further course of action.
» The report should clearly mention the name of selected candidates and may
add a list of candidates to be kept in the panel.
» All the relevant documents of the selected candidate should also be attached
with the report for further reference.
» The selection is done following the entire selection procedure as described
above.
1.8 Issue of Appointment Letter
Recommendation of the selection board will be put up by HR Officer for
Approval of appointment to the Chairman of BoG or His nominee and
subsequent issuc of offer/ mimation of selection letter. Date of joining will be
decided in letter of sclection intimation or as per approval of

Chairman/Nomince. All documentary procedures and formalities completion
will lead 1o issuc of appointment order.

» A personal record in the form is prepared immediately.

» Personal file is created with all the relevant documents of the new appointee.
» ldentity card is issued by the institute for appointed faculty/staff members.

Joining And Oricntation Sessions for Newly Recruited Members

A written joining letter is submitied by the newly recruited members to the HR Office
which i1s forwarded through the Director and accepted by the HoD of concerned
wucwuumnummmmuw
deWMMMMdeW
management.

For newly faculty/staff members the orientation session is organized by HR Office,
The Onentation Programme provides opportumtics for newly appointed faculty/staff
members to make them familiar with the policies and working culture of the institute.
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2.1 Designing of the Induction Training

Newly recruited faculty/Staff members in fact need extensive orientation in the

concerned subject. However, keeping the basic need in mind, this process is

designed for five days. During this programme following activities are covered:

»

»
»
»

New joiners kit is provided on very first day.

The participants would interact with the HoDs/administrative personnel
Undertake field visits to the various Departments.

On the last day of induction program feedback and Assessment evaluation

should be completed by HR office.

2.2 Objectives of the induction training:

At the end of the training participants be able to:

>
>
>
>
>
>
>
>

2.3 Strategy:

State the mission & vision of SIRT.

Describe organizational structure, system & style of functioning.

Explain SIRT model of community health program.

Describe peer education program.

Describe child rights & protection.

List out the administrative rules & regulations.

Explain SIRT role as an educational organization.

With brief knowledge of HR policy about dress code, punctuality, leave,
attendance, compliance, grievance, benefits on- boarding, awards &

recognition and exit process.

Institute undertakes two induction programmes in one academic year with the

newly recruited faculty/staff members. Normally induction programmes are

conducted in the month of January and July preferably in the first week.

3 Salary Payment

The salary payment (of previous month) is made on the 10" of every month or if 10%is

a holiday, it is on next working day. The date of payment may change due to

unavoidable circumstances but attempt is made to strictly adhere to the 10® day of the

month. Salary payment is made through on-line account payment or through cheque.

If anyone is unable to collect his/her salary on the payment date, then it might be
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collected on a mutually convenient date. Also, any one may claim salary, on his/her
inability to collect the same, through a properly executed authorization letter.
Performance review

For all categories yearly review of performance will be made as per performance linked

appraisal system of last year performance. Annual appraisals will be added to the next
month salary and accordingly paid off.
Promotion Policy:

For Faculties / Staff the criterion for promotion would be competence and experience

as prescribed by AICTE/Career Advancement Scheme (CAS). Applications are invited
once in a year in month of January. Special considerations of promotion from any post
especially of senior post may be made on a case-to-case basis. Interview will be

conducted by CAS committee. The recommendation will be placed before Chairman

approval and order.

5.1 Minimum Qualification for Recruitments and Promotions

Level Cadre

1 Director

Dean

Professor

Associate Professor

Assistant Professor

Direct recruitment to all the above posts are based strictly on merit through selection
by recruitment board. Applications are called through open advertisement and also
by voluntary channel. However, temporary vacancies are filled by selection through
walk in interviews and from voluntary applicants by constituting recruitment board
with the Chairman, Directof, HOD Concerned and one or two experts in that field of

specialization. Minimum qualification, experience, research contributions, feedback
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and requisite training requirements for different levels for direct recruitment and

promotions for the faculty members are as follows.

Minimum Qualifications for direct recruitment as an Assistant Professor:

B. E./ B.Tech. and M. E. / M. Tech. or Integrated M. Tech. in relevant branch with
first class or equivalent in any one of the degrees. (4s per AICTE Norms)

Assistant Prof (Sci 1 H ities):

Good academic with at least 55% marks or, an equivalent CGPA at the Master’s
degree level, in the relevant subject from an Indian University, or an equivalent degree
from a Foreign University (As per AICTE Norms)

Minimum Qualification Norms for Direct Recruitments / Promotions
Associate Professor

For Direct Recruitment (As per AICTE Norms)
Ph.D. degree in the relevant field and First class or equivalent at either Bachelor'sor
Master's level in the relevant branch
AND
. Minimum of § ycars of expenience in teaching / rescarch / industry out of which at
lcast 2 years shall be Post Ph.D. experience.

For Promotion of Incumbents (As per AICTE Norms)
Ph. D. degree in relevant ficld and First class or equivalent at cither Bachelor’s
or Master's level in the relevant branch

AND
Minimum of § years of experience in teaching / rescarch / industry out of
which aticast 2 years shall be Post Ph.D. experience.
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Minimum Qualification Norms for Direct Recruitments / Promotions

Professor

@

Direct Recruitment

a. Ph. D. degree in relevant field and First class or equivalent at either Bachelor’s or

Master’s level in the relevant branch.
AND

b. Minimum of 10 years of experience in teaching / research / industry out of which

at least 3 years shall be at a post equivalent to that of an Associate Professor.

(ii) For Promotion of the Incumbents

a. Ph. D. degree in relevant field and First Class or equivalent at either Bachelor’s or

Master’s level in the relevant branch.
AND
b. Minimum of 10 years of experience in teaching / research / industry out of which

at least 3 years shall be at a post equivalent to that of an Associate Professor.

Minimum Qualification Norms for Direct Recruitments/ PromotionsDirector

a. Ph. D. degree and First Class or equivalent at either Bachelor’s or Master’s level

inthe relevant branch

. At least two successful Ph.D. guided as supervisor / Co-Supervisor and

minimum 8research publications in SCI journals / UGC / AICTE approved list of

journals.

¢. Minimum 15 years of experience in teaching / research/ industry, out of which at

least 3 years shall be at the post equivalent to that of Professor.

Minimum Qualification Norms for Direct Recruitments / Promotions

Librarian
a. Master’s Degree in Library Science/Information Science/ Documentation Science

oran Equivalent Professional Degree with at least First Class or equivalent and a
consistently good academic record with knowledge of computerization of library.
b. Qualifying in the National Level Test conducted for the purpose by UGC or other

equivalent test as approved by the UGC.

3 cof BE7E
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Training Requirements for faculty from all the Disciplines
For Assistant Professor

Completion of following training requirements at the level of Assistant Professor.
Two weeks of Faculty Development Programme (FDP) in the relevant area out of which

at least one of the FDP shall be in advanced pedagogy recognised by AICTE / UGC /
TEQIP & other institute of National Importance.

OR

One week faculty development programme as above and one eight weeks duration

MOOCS course with E-Certification by NPTEL-AICTE

OR

Completed two such eight weeks duration MOOCS courses with E-Certification by
NPTEL-AICTE.

For Associate Professor:

Completion of following training requirements at the level of Assistant Professor
(Selection Grade)

Two weeks of Faculty Development Programme (F DP) in the relevant area recognized by
AICTE /UGC / TEQIP and other institute of National Importance.

OR
One week faculty development Programme as above and one eight weeks duration
MOOCS course with E-Certification by NPTEL-AICTE

OR
Completed two such eight weeks duration MOOCS courses with E-Certification by
NPTEL-AICTE.
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SERVICE RULES

1. WORKING TIMINGS: -
General duty timings are 08:30 A.M. to 4.45 P.M. and further adhered as
> For Teaching Staff: - Working hours for teaching staff as follows

(i) Monday to Friday timings from 08:30 A.M. to 04:30
P.M.
(i) 1%,3 & 5® Saturday timings from 08:30 A.M. to 03:00
P.M. except declared holidays.
(iii) 2™ Saturday timing from 08:30 A.M. to 12:30 P.M.
except declared holidays.
(iv) 4* Saturday is full day Off.
» For Non-T eaching Staff: - Working for non-teaching staff as follows
() Monday to Friday 08:30 A.M. to 04:45 P.M.
(if) All Saturday timing is from 08:30 A.M. to 03:00 P.M
except declared holidays.

2. ATTENDANCE: -Members Should sign in the attendance register twice in a day while
coming for duties &departing from duties. Attendance marking registers will be
available on reception of respective Institute.

3. HOLIDAYS: -As per the calendar issued by HR office.

4. LEAVES: -Leave cannot be claimed as a matter of right and management has absolute
direction in this matter. Currently following types of leaves are available:

4.1 Short Leave: -
» Two Short leaves (Two hours) in a month will be available on discretion of
Director which will not be Carry forward for next month.
4.2 Late Coming: -
» No late coming allowed, after 08:30 a.m. (or committed timings).
» lSminuwsofglwetimcpaiodisﬂlowedZtimcsinamomh,ifmethmZ
times and greater than |5 minutes than short leave required to be applied.
» Application of short leave filled against late coming treated as short leave,
Aﬁuavmhng4shmtluwslfmmmdmm!nblﬂhamoumluve
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» In case the casual leave account is not having balance than every late coming will
attract half Day Leave without Pay (LWP).

4.3 Casual Leaves (CL):
12 Days (One leave per month) in a Year (From 1* July to-30" June). It is not carry
forwarded to next year. The casual leaves cannot be avail more than two days in
sequentially. At present that number of casual leave in a year is twelve for all
categories of staff/faculty. Non-availed casual leave of one year cannot be carried
forward to the following years. Also, casual leave cannot be considered for
encashment.

4.4 Sick Leave-Application for sick leave should be submitted on the date of resumption
of duty along with medical certificate. Maximum 07 days in a semester are permitted

for sick leave for all categories of Faculty/staff; this leave cannot be considered for
encashment.

4.5 Special Leave (SPL): -

(1) SPL-C (Compensatory Leave): -Against duty performed on non-working days.
This is allowed for all categories of staff for working on holidays and weekly off
days. For duties on weekly off days and institute holidays, prior written permission
of the immediate higher authority is required to be obtained. After having worked
on holidays and weekly off days, an application duly approved by the immediate
higher authority along with the permission should be submitted to the leave section
for recording.

I. Any staff member, regular or contract, undergoing any training on institute
holidays and weekly off days will not be entitled for compensatory leave.
In case of regular employees, these leaves should be availed within the calendar
year.
In case of contract employees, this leave should be availed within the contract
period. If the contract is for more than one year, it should be availed on year-to-
year basis.

(2) SPL-Y (Yearly SPL-From 1st January to 31stDecember): -On completion of

’ i L is awarded. Subsequent year of service is also
One year of scmcg,( gl}&dﬁ)’\%?i \
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awardcd with SPL with the similar critcria i.c., Onc SPL per year. However,

maximum of eight SPLs in a year can be accumulated and availed on completion

of eight or more years of service in the SIRT. This SPL will not be Carry forwarded

nor be encashed.

4£Seneua3fenk(S.B.):-SixD|ysmsixnmths(0ncSan&a)nsdechredby
management scparately for teaching and three days for non-teaching categories
respectively.

4.7 Long Leave: - Long leave or more than three days leave except semester break to be
verified by HoD, Registrar, and approved by Director.

4.8 Official Duty (OD): - OD should be signed by concerned person to the faculty/staf¥
members who has to perform OD after due permission of the Director.

4.9 External Viva: - Faculty members are allowed for external viva after 12:30 p.m.
Only four numbers of such permissions are permitted once in a semester. The prior
permussion should be taken for the same. On the next day, the report of external viva
is submiticd (o the nstitute in given format failing which the OD of external viva will
be treated as LWP

4.10 Leave without Pay (LWP): - If lcave in your account is not prevailing then leave
without pay condition will be applicable

4.11 Maternity Leave: - Matornity’ Paternity leave will be sanctioned as per need of
female faculty.

4.12 Process of Leave Sanction: - Member can collect the leave application form from
reception.  Filled application form is put up 0 the concened HoD for
recommendation 1o the Director for approval through registrar office. Leave records
arc maintained by the Registrar office

4_[30|MW~W‘MS~"W"W“
OD but the recommendations of HoD & Director are required. Permission is given
bs“wjlywm-wm
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