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NIRMALA HR POLICIES

Welcome Note

Nirmala Institutions welcome you to our organisation as our trusted member and growth partner.

Our institutions are found with a vision rooted in higher education. We are happy to have each

one of you in our journey, striving for excellence.

About Us

Nirmala Instltunons one of the ioneers in hi 2her educatlon embarked on 1ts first venture in
-l‘l ALY B __ W --

1954 with the objecuve of mouldm% resgonsxble citizens who could creatwelgr contribute to the

betterment of the gcxety Nirmala Institutions serve thousands of students ;very year from all

over the state through its five colleges imparting globally recogmzed Masters and Bachelors
: O T I WS ST e e N N

degree pro ammes in around 30 dlSCl lmes ~spannin Mana ement, En 1eerm , Pharmacy,

gree progs  EE us s 5 P gmgm gn g Y

International St\;dlcs.
Vision
Emerge as a premier 1

Mission

S

S i 23 3 =
ical education thug

e Delivering quality” 7 @ent teaching and learning
environments, inculcatii g&?}@ * himant ﬂ§1gh lgrmn

e Providing a constructive enmonn&ﬁt 5& fmis ents to discover and unleash their true

g, research, and extension.

potential leading towards the holistic development.
e To empower them with thorough pharmacy knowledge and skills to make them highly
desirable for employment and capable of facing challenges in life.
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Compliance

Nirmala Group of Institutions is a close-knit family, and our HR policies are guidelines that

ensure a smooth running of the institutions. Each member of our family is expected to follow

these guidelines.
Procedures
Nirmala Institutions is proud of its hiring system.and.procedures for its transparent and flawless.

The hiring processggfiNimala follows specific suidelines which, everyoncisoxpected to adhere

to. We make sure fi

protected.

Recruitment:

The aim of the préte is to “ d anc .d recruftment and selection
process that is timely. intme ; ad Bon-academic staffs

who can meet the B€e
The major recruitnié
Academic:

1. Written Test

2. Demo class ? % ,. -
3. HR Round %

Non-Academic:
1. Written Test
2. Technical Test

3. HR Round
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Appointment:

All appointments to the posts in Nirmala institutions shall be approved by the Nirmala
Educational Trust. There shall be a HR Department of the following members to examine the

credentials of all persons who have applied for a particular post.
There shall be a selection committee for filling various posts:

Academic:

HR executive
One expert faculty 1 the parigilassub v
Head of the Deparfineat,

Principal
Chief Executive Di 1
Vice-chairperson |
Chairman
Non-Academic:
HR executive
Principal

Chief executive Da?gt i

Vice-chairperson ' . 9
Chairman % - .
Qualifications required for -{e '4 m "" tragive §osts shall be as per the
university guidelines. : .{} e 3 %

Uk
Guidelines for New Employees 7

Every employee, while joining Nirmala, is supposed to submit the following documents:
1. Aadhar card copy

2. Latest photographs

NNAPPILLY PO-
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3. PAN card copy
Expected Conduct

Both the Management and staff are expected to work together in harmony and provide the best
results. Being a member of the Nirmala family comes with not only job-specific responsibilities,

but also duties that contribute to the growth of our institutions.

Teachers should focus on teaching clearly, making course content relevant and acting in an

assertive manner. _

The main duties ang tespansiGi lies

a. To observe punctuality Sod to”comditt {etiate classes. i oals, and attend other
academic, (RN

the best sa

Toparﬁcipfi'
f Tooversee;:é

& Dress Code éz?

Every employee in our Organizéﬁg rgt dress

**!gﬁflm nd displine 1

fesi‘%%ﬂy;

pro

=

a) Ensure that you are modestly dressed a% well :groomed

b) Wear a pressed formal wear

¢) It shall be respectful of ethnic and cultural differénces and not discriminatory
d) An acceptable personal hygiene to ensure interactions with faculty & students
e) Every female faculties should wear overcoat during the class

f) Every faculties should display identity card

KUNNAPPILLY PO.
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@ Punctuality

The faculty & staff are expected to report on time. They should record their attendance twice a
day by marking their initials in the relevant column of the attendance register and Keep
Biometric punching in twice a day. The teaching staffs should be present at the office from 09:00
AM to 04:00 PM. The office and other faculties should report at 9:00 am sharp and their office
hours extend to 5 PM.

® Compensatory Off __

The managen has the right to agsien employees on duty o pt alidays. In such cases
the empioyee vorking day with the

previous perniss

® Leave Policy

Casual leave:

All members of th '.; cademic year. No

member of the staffi ca avai da a : it time; however no
employee from hegdq a0 stretch. Applicatidn for casual leave
should be submitted ptoposal for alternate
arrangement to enga g cannot be submitted

over the phone at the cat _‘ : to makéa rrangements to engage
‘ ] ' reliction of duty on
Shi 2 ction casual leave
to teaching as weﬂ as ;" ; per ‘\ctlon will be treated as
unauthorized absence and ibbe ratéfor t@ays of such absence.

5:' 3 ¢

Duty leave of a maximum of 15 days mgcgndar year will be granted with full pay to the

Duty Leave:

faculty members for the following:-

= Attending conferences/seminars/workshops.
= To interact with industry.

= To attend meetings of the University.

Mo 1 Pharm; MBA, PR
‘«;'G:f g\a; }B taas Gv. Auwi L i ,H.ﬁ
Professer & Principal
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= To perform any other task assigned /approved by the Principal;

= As far as possible faculty members from a dept. are to go on rotation to attend valuation
camps/university examinations so as to limit the duty leave to a maximum of 15.

= Management may sanction duty leave in excess of 15 days if it is found necessary to
enable the faculty member/staff to perform duties assigned by the University or the

Principal

Pay, Allowances & duicie

o Scale of pay, allowances and gther, igancial berelils 108 % ories of staff shall
be as decided Byhtie fgoveming Bodys Aeepiis sales suggested by PCU/

Vacation Leave !(?

All the regular faculty{ ALt %s hzg put in not less than one year of
service in the college and Wh lgeto cot
are eligible for up to three Weeks vieation leave. This 2 weeks period is spht up as

in service for the next academic year
follow;

a) 1 week during summer
b) 1 week during winter

o gy

#rof. (D) . Suinord
F’ro‘ecs' r&Prin J.-;J:‘i
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% All the regular non-teaching staff members (vacation staff) who have put in
not less than one year of service in the college and who undertake to continue
in service for the next academic year are eligible for up to 1 weeks’ vacation
leave.

Mobilization of Funds:

The main financial resource fcr the Instxtutc is by way of tuition fee. As per fee fixation
commmeeandKeraIaU' [cEsityneuit e tuition fée is fixed

€.

oug rea 10 ensue b F {] 11 resources, based
on the est ece) ] , ments.an ional ynits Bf the Institute. The

I ; 1 ated for income and
4 3 udget is optimally
utilized purpose it is.intende g resources in the | of facilities and
rfor @intenance contract

atic purchase and bill
ortant aspects of making
égf,paratwn of yearly

Systematic
settlement procg
best use

Auditing

/entrics on quarterly basis.
Suggestions/objections, if any red Accountant are discussed with the
management for necessary action 15: year the accounts are further reviewed and
finalized by external auditors and audited financial statements are prepared. The balance
sheet is verified by the internal auditors and submitted to the management. Based on this
report the budget for the next academic year is prepared effectively. The internal audit
helps the management to understand the financial requirements and the suitable
suggestions are given/ taken to utilize the fund mobilized through various sources.

A qualified Chartereg acco
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Financial Benefits

e Post appraisal incentives provided for best performing staffs

e PhD allowance is given to the Doctoral Faculty members

e Marriage gift for staff members

e Providing financial support to attend FDP, Workshop, Journal publications, training
programs andNati nal.é tional Cor

e Providing élfffﬁ

-mbets interacting with

industries |

o Free Wi-Fi insf
e All non Jprogram in various

Umvemmes -
e Providing profest %

Sanitization & Health Regulatmns G i, %

Every employee is to sanitise their hands before and afier arriving at the office. Employees shall
to follow appropriate Covid-19 protocols set by the Government of India. It is the responsibility
of each and every employee to prioritise the health and safety of themselves as well as their

colleagues.

Frof. {Dr) L Sutharzon 19 phom MBA Phe
Professar & Principal
Mirmala College of Health Science
Kunnappiily P. 0., Meloor, Chalakudy
Thrissur Dist,, Kerala - 830 311




Safekeeping of Properties

All employees have the collective responsibility to maintain a safe and clean work environment.
Nirmala Institutions propagate a healthy and safe work environment. Hence, along with
maintaining a clean personal work space, employees are expected to follow the established

decorum for safckeeping the properties of Nirmala Institutions.

Feedback Evaluation: .- T4

Twice in every fespective subjects
covering various 8 ' h a computerized structures

format

The computer on
regularity of the teg
syllabus. :

Absolute privacy 3 in’dividual student

assessor’s identity. At &y member is found to

be deficient, he/she is ¢guns cd ang o improve fian advisory committee

At the end of each acade g

§e ‘ culty ha cyaled 3 th /es using prescribed Faculty
Self-Appraisal filled and subrmt i

‘ %&g&ﬂ wbgc%ay take into consideration at the time

of increments or promotion
Incentives and Awards:

Incentives and Awards are instituted for the faculty as well as supporting staff members. In case
of faculty members, variables considered are academic performance measured by student

feedback, HOD remarks, student pass percentage, publications.

g Nirmala Ceil:ae of Health Science
{”Mﬂp"tﬂy RO, ”elaor Chalakudy
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Job-Specific ResponsibilitiesA
For teaching Staff

1. Academic and practical training activities

2. Following the academic calendar of the Institution

For Office Facult
1. Every office Snd* sdmintistrAive krsgonsinilioy fall undec thig responsibilities of the
office s o ‘ S e = ; '

2. The offige fac ' ver 3 nistrative process

For Lab Assistan
1. Prepar
2. Cleanal
Work Schedule
o The office/Lab'staff wilthave working beteen 0 gd@S*@OPM

Salary Details ‘f\ :

e Employees of e ) St ESTD — Vzeigﬁry 1 or befoie the 55
of every month. #7., b i N 4 :
ESI&PF Brief 5‘3 R -
GE#\2

As per the ESI and PF Act, eligible employees would be granted provisions for ESI and PF. As
required per the Act, a percentage of the salary would be retained and added to the ESI and PF
funds.

wpA Bh O
Bﬁs‘;wi§1\ arm; o HQ,V:LJ
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Travel Policy

An employee shall be eligible for the facilities and expenses if journeys/visits are undertaken for

the following purposes:
a. Outstation duty authorized by the appropriate authority

b. Attending training pro grammes/semmars/conferences or any other development programmes
approved by the orga:mzatlon as per management s demsmn

Quality Improvement
Research and qualify #iip excellence.

Faculty are encout £ad senfing el . WO pan( ‘ opment programs
.etc. As this would 1 , cssional ane % veness. Monetary
assistance for the sa ; : ; :
Security & Workj
Nirmala Institution .~:1_ to its employees

and ensuring that e

Though it is not pi in the workplace,

here are a few that he

® Useof unpr' ,

e (Coming tothe ides the mﬂuéﬁc&g iaﬂcohol y
e Sexual or other fo ent P

® Making malicious, false, statem tsigbout other employees
: & ﬂz %" ploy

e TFalsifying records or reports, clu gf'tme s tlme records or the time records of another

employee

Any other action that is found unacceptable by the administration would lead to disciplinary

action.

Resignation Guidelines

Frof. (Dr)a. Syiliarsen 1. Pl
Professor & Princinal
Nirmala College of Health Science
Kunnappilly P. O., Meloor, Chalakudy
Thrissur Dist., Kerala - 630 311




If an employee wants to resign from their job, these are the procedures to be followed:

e If an employee decides to resign from their job, matters regarding the reason, dates, etc.
should be discussed with the management.

o The employee, if a part of the teaching staff, is expected to inform the Principal officer
matters regarding their resignation.

e The employee should give a two-month notice period before resigning.

e It is the responsibility of the employee to find a replacement within the notice period in
order to ensure a smooth transmon

e Every respon51b' li
employee Hefore the en

auded over to the succeeding

Termination:

An employee’s seivice may (ficient work f fmance, indifferent
attitude, lack-of j jobi egdglsi grity / ; : ch the orgamza’aon
believes renders thelemploy ' ' 1t v '

mismatch in the ‘ ’ w > of interview, the

employees service will c¢ formalities will be

similar to those applic

Prof. (Dr.) L. Sutharcon m. Pl MBA, Ph..
Professor & Principal
Nirmala College of Health Science
Kunnappilly P. 0., Meloor, Chalakudy
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