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RECRUITMENT PROCESS
EXTENT OF APPLICABILITY

These rules shall apply to all teaching/non-teaching employees who are in service of the
college and to those who join their appointment subsequent to the promulgation of

these rules except where separate rules are given for one or the other particular
category of employees.

The Management and Principal understand that committee chairperson and

coordinators need guidelines in order to effectively recruit, hire, and promote

employees. Since laws concerning employment issues are constantly changing, it is

important that our policies are made up to date and all the staff are kept abreast of
them.

All employees are expected to read the Human Resource Policy Manual during each
term in order to know the policy updates made from time to time. Review of this HR
policies will be typically done every year by Office and Administratign Committee.

However, if required, Head of Institute (Principal) can issue temporary updates to HR

policy during the year on need basis. Updates will be informed to employees by emails /
circulars / notices / standing orders.

A sincere effort has been made to create a manual anticipating future needs and issues
in a manner €asy to understand for most users.

Principal. This Manual may be subjecte
needs that arise from time to time.

feedback.




Definitions

a)

c)

d)

o)

p)
q)

r)

“Trust” means Jawaharlal Nehru Institute of Education Science and Technological
research Trust, Nanded

“CDC” means College Development Committee constituted as per University and
AICTE norms

The “Principal” means “Head of the Institute”

“OS” means Registrar / Asst. Registrar / Office Superintendent or Administrative
Officer who is head of the Office.

“O&A Committee” is Office and Administration Committee
“APRC” is Academic Performance and Review Committee.
“Staff” means teaching, non-teaching and class 4 staff

“Leave” means authorized absence from duty

“Pay” means employee’s gross monthly earning which include all the allowances

“Management”

means Board of Trustees or its representative(s) / Managing
Trustee(s)

“Full time - Approved staff”

means full time teaching by University staff selection
committee (USSC)

“Full Time - Regular” means full time teaching / non

-teaching staff recruited by
the institute level committee.

“Full time- Contractual / Ad-Hoc staff”

means full time teaching / non-teaching
staff recruited by the institute level com

mittee for less than 12 months

“Part time- Contractual staff” means part time teaching / non

-teaching staff
recruited by the institute level committee

“Visiting” means Industry Experts / academic ex

perts staff recruited by the
institute level committee on CHB.

“class 4 employees” means peons, maintenance staff.

“Time-In” means when teaching and non-teaching staff report to work

“Time-Out” means when teaching and non-teaching staff sign-off to work




Reference and Citation

a) https://www.ugc.ac.in/pdfnews/5323630 New Draft UGCRegulation-2018-9-
2.pdf /AICTE/DTE

GENERAL

The Human Resource Policies are confidential between the Institute and its Employees

and are made available on joining the services of the Institute and any violation of
confidentiality will be subject to legal action

In case of doubts regarding the interpretation of the contents of this Rule, the decision
of the Management will be final and binding.

Any amendment to the terms and conditions of service recorded herein will require

approval of the COLLEGE DEVELOPMENT COMMITTEE and GOVERNING BODY.

These Rules supersede all existing instructions on the subjects covered in other
documents.




Appointments and service matters

a)

d)

e)

Manpower Planning

Manpower planning is the first step in recruitment. This is to be carried out at the start of
academic year. APRC coordinator in consultation with 0§ / Registrar and roster will evaluate
the Human resource requirement for teaching and 05 (Office Superintendent) for non-
teaching staff, as per AICTE and/or university norms and put-up the requirement to the
Head of the institute. (Typically, at the beginning of the academic year)

Head of the Institute will put up the requirement to the College Development Committee

(CDC). The CDC then determines if the vacancy is to be filled through in-house staff or a new
employee must be selected.

If there is vacancy generated in the middle of academic year due to any reason, Head of the

institute will take appropriate action of recruitment by following the due process prescribed
below.

In case of a vacancy to be filled by inviting new applications, same will be advertised in print

media through Newspapers of reputed publications, online job portals and/or institute’s
website.

Screening of the candidate who have applied for the post will be done as per AICTE,
University of Mumbai norms by O&A Committee.

Email/Post letter will be sent to eligible

candidates informing that they are shortlisted for
the post by 0S. '




Selection Committee
Full time-Regular and Full time-Contractual Staff

For selection of Regular / Contractual staff, Institute Level committee will be formulated
by the Head of the Institute. A notice / circular stating the names of the Selection
committee members with date and time of the interview will be communicated to the

committee members. This will be signed by the members and maintained by OS.

The institute level committee is made of following

a)  Chairperson of governing body or his/her nominee

b) Head of institute/Principal

¢} Senior relevant members (teaching or non-teaching) nominated by Head of
the institute/Subject experts

All documentation related to Selection Process will be maintained by OS with the
help of O&A Committee.

Part Time - Contractual and Visiting / Industry Expert / Adjunct Staff

For selection of Regular / Contractual staff, Institute Level committee will be
formulated by the Head of the Institute. A notice / circular stating the names of the
Selection committee members with date and time of the
communicated to the committee members.
maintained by OS.

interview will be
This will be signed by the members and

The institute level committee is made of following

a) Chairperson of governing body or his/her nominee

b) Head of institute/ Principal

¢/ Senior subject experts (teaching or non-teachi

ng) nominated by Head of the
institute




Full Time - USSC Approved Staff

For selection USSC approved staff, guidelines prescribed by UGC, AICTE or /and DTE
from time to time will be followed.

Appointment of the Head of the Institute
For selection of Head of the Institute, a selection committee will be formulated by the
Governing Body. A notice / circular stating the names of the Selection committee

members with date and time of the interview will be communicated to the committee
members. This will be signed by the members and maintained by OS.

This selection committee is made of following

a) Chairperson of governing body or his/her nominee

bl 2 members of the Governing Body

¢/ Anindustry Expert of Academic leader

All documentation related to Selection Process will be maintained by OS with the
help of O&A Committee.

Schedule and Venue
al Institute Level Interview for Full time —

Regular / Contractual and part time /
visiting staff:

Schedule and venue are decided by management / head of the
institute (typically twice during an academic year. Once before
commencement of academic year and second during midterm break.

In case of any unforeseen vacancy requirement is addressed
immediately)

b)  For Full time - USSC Staff Selection Interview
* For scheduling the process of USSC selection approval from Governing
Body should be taken,

Meeting must be scheduled within 30 days after formation of selection
committee,

©) The venue is decided by Chair

person of College Development Committee or
his/her nominee




Interview Conduction
Eligibility Criteria and Guidelines

Eligibility criteria and Guidelines, prescribed by UGC, AICTE or /and DTE from
time to time will be followed.

Evaluation of the candidates

a) Institute Level Interview for Full time — Regular / Contractual and part time /
visiting staff:

* Screening: Eligible candidate should attend interview with all
necessary documents and Educational testimonials. All original
Documents and educational testimonials will be verified by screening /
institute level committee for eligibility (online or physical verification).

Interview: Candidates ‘will have to appear for personal interaction
interview before selection committee. Selection committee will
complete Selection Committee Report which consists of Consolidated
Statement in detail in respect of recommended candidates for Demo.

Demo (Only for teaching staff selection): Candidates are expected to
be prepared for the Demo lecture before Students, senior faculty
members and/or selection committee members. “Demo evaluation
form” (See appendix) will be completed by the attendees.

o) USSC Staff Selection Interview for Full time Regular — USSC approved Staff:

Evaluation of the candidates will be done based on guidelines
prescribed by UGC, AICTE or /and DTE from time to time.




Appointment
Offer letter

Head of Institute will review Selection Committee Report before extending job offer,
Once approved, OS or delegate will send

the offer letter with a tentative date of start to
the selected candidate. ‘

Acceptance

Candidates should submit to OS acceptance letter along with the required documents

(ex: educational credentials, aadhar card, PAN card, medical fitness certificate,

experience certificate, relieving letter etc) to OS in stipulated time period in order to be
considered for appointment along with tentative date of joining.

Appointment Letter

Upon verification of above-mentioned documents by OS, Appointment letter with
expected date of joining will be issued by the Head of the Institute.

In case of Appointment of the Head of the Institute,
by Chairperson of the CDC / Managing Trustee. In
institute on the date of joining,

Appointment Letter will be signed

Case a candidate fails to join the
the offer will be considered rescinded.

Induction and Orientation

New joiner has to undergo a formal induction / orientation session as soon as possible.

These sessions provide necessary information concerning the Vision, Mission, history,

facilities and major policies and procedures of the Institute

, staff responsibilities,
reporting hierarchy,

faculty and staff benefits, and educational opportunities etc. OS will
maintain the New Joiner Checklist and collect all the required documents.

Employee On boarding Process

2) Before the joining date mentioned in the Appointment letter, 0S will
communicate with the new joiner about the time and place of reporting.

b) OS will ensure that seating arrangement / workspace, computer system and
SIGCE email ID is arranged for the new joiner,




¢)

e)

g

After reporting on the first day, Appointment Letter will be acknowledged by
submitting Joining letter.

OS will accept joining letter and give new joiner overview (Induction) of the
institute (Ex: HR policy document, campus tour, work place, computer system,

SIGCE email ID, ID Card) and introduce to APRC coordinator who will be
responsible for further detailed orientation

In case of appointment of the Director, OS will introduce new joiner to the
Chairperson of the Governing Council or his/her nominee for further orientation.

As part of Orientation APRC coordinator will provide new joiner detailed

orientation (Ex: Vision, Mission, PO, PEOs, Course file templates, committee
manual, Committee Policies and Procedures, 30-60-90 evaluation form)

30-60-90 Evaluation form (See appendix) will help evaluate candidate upon 30
days, 60 days and 90 days completion. During this period

if their performance is
not satisfactory,

their services will be discontinued, by giving 1 months’ notice.

Principal or Head of the institute will assign roles and responsibilities,
committees and introduce new joiner to committee members.

Probation (For USSC Selected Staff)

a)

b)

Except in the case of a purely temporary vacancy or leave vacancy or for a
specific post of temporary nature (contractual position), every employee (USSC
Approved) shall on initial appointment be on probation for a period of two years
from the date of his/her joining the duties. The period of probation may be

extended by the College Development Committee by a further period not
exceeding one year. Services of an employee during probation may be

terminated by the CDC without assigning any reason by giving one month’s
notice in writing or one month’s salary including all allowances.

If above mentioned employee desires to be relieved during the period of
probation, it will be necessary for him to give at least one month’s notice in
writing or at least one month’s salary including all allowances unless and
otherwise the College Development Committee permits, relaxation under special
circumstances. For senior level positions like Director, Professor and Associate
Professors, the notice period will be at least 3 months for succession planning.




/ o
Confirmation

a) If the work and conduct of an employee during the period of probation are

found to be satisfactory, he/she will become eligible for confirmation on the

expiry of the period of probation or the extended period of probation as the case

may be, with effect from the date of expiry of the said period provided he/she
fulfils the other requisite conditions.

b) If the probation period is not extended, the employee shall be considered as
confirmed once the probation period has concluded,

Application for another Post

a) No member of the staff shall apply for employment elsewhere without notifying

through the Director in writing to the Management trustee who may grant such
permission, as applicable.

b)

No member of staff is allowed to work at any other position outside the institute
without written permission from management.
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