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1. INTRODUCTION:

The Governing Body, Salipur College, Salipur established the Institute of Pharmacy and
Technology (IPT) in 1982 as a Pharmacy wing.ltwas renamed Institute of Pharmacy and
Technology, Salipur, by the Governing Body in 1987 and the Governing Body registered under the
society Act. 1960, vide RegdNpo.5226 /371Date.30.07.1987.

The Institute of Pharmacy & Technology, Salipur is recognized as one of the foremost and
dedicated providers of Higher Education in Pharmacy in East India and Odisha.

Institute of Pharmacy and Technology, Salipur, approved by All India Council of Technical
Education (AICTE), Ne?v Delhi; Pharmacy Council of India (PCI), New Delhi; Government of
Odisha and affiliated to Biju Patnaik University of Technology (BPUT), Rourkela Odisha.and
Odisha State Board of Pharmacy, Bhubaneswar, Odisha. Being an Institute, it strives to become one
of the leading Institutes in the Taluk Headquarters by focusing on Teaching, Learning, Research
consultancy, and extension activities. This Institute not only believes in transparent administration
but also in establishing sound systems and procedures and implementing the same to achieve the
goal.Overthe period, Institution has shown such a system and strategies for effective administration.
All policies and rules relating to theformation and duties of the Governing Body, employees' service
rulesand their duties, responsibilities, benefits, etc. These are to be framed for the smooth running
of the Institution.

2. DEFINITION:

Institute:

Institute means Institute of Science and Technology, Salipur, At/p.o. Salipur, Cuttack - 754202,
Odisha.

Management:

Management means the Board of Management of the Institute established as per AICTE guideline.
President/ Chairman: -
President of the Board of Management (G.B.) of the Institute.

Vice President/Vice Chairman:

Means Vice-President/ Chairman of the Board of management (Governing Body) of the Institute.
Secretary:

Secretary means the consolatory of the board of management of the institute (G.B).

Principal:

The principal means both the academic and administrative head of the I.P.T.




Staff:

Staff means all regular employees belonging to faculty,administrative and technical category of the
Institute excluding those who are engaged on a part-time, temporary, ad-hoc and/ or daily basis.
Year:

Year means calendar year/academic year/financial year as the case may be.

Vacation:

This means any recess in an academic year which is a minimum period of 15 (fifteen) days.
Vacation Staff:

This means staff who is permitted to avail of vacation as declared in the service rules. All others are
non-vocational staff.

Teaching facility:

It refers to all teaching staff as per Clause No. 2.1

Administrative staff:

It refers to all staff members categorised and administrative staff vide Clause No. 2.20f the service
rule.

Technical staff:

It refers to all staff members categorised on technical staff vide Clause No. 2.30f the service rules.

Other category staff:

It refers to staff categorised as other categoriesvideClause No. 2.40f the service rules.

Duty: -

This means the staff members performing the duties of the post for which he/she is appointed and
other assignments.

Leave:

It means leave of absence sanctioned by the competent authority of the institute to a staff member to
which, he/she is eligible under the service rule.

Means Basic pay and grade pay applicable to the post of a staff holder.

Competent Authority:

It means any staff member declared/ nominated by the Board of Management (GB) are the case
may be for a specific purpose.

3.CATEGORIZATION OF CADRE STRENGTH OF STAFF:

3.1. All staff members of the Institute of Pharmacy and Technology are grouped into those

categories that are as follows;

(a) Teaching staff (faculty members).




(b) Administrative StalT.

(c)Non-Technical stafT,

3.2. Posts under each category:

3.2.1.Teaching Faculty:

Professor, Associate professor, AssistantProfessor, VisitingProfessorand Visiting faculty.

3.2.2. Administrative staff:

Head Clerk, Accountant, Junior Assistant, Typist, Stenographer, record clerk and attendant,

3.2.3. Technical staff:

Laboratory Technician (Laboratory Assistant), Computer Instructor, Assistant to Library and
Librarian.

3.3.Cadre strength:

3.3.1.Teaching faculty:

The strength of teaching faculty in each department is fixed taking into account of
U.G.C/AICTE/PCI/ BPUT guidelines, programs offered, and the strength of students.

3.3.1.0ther categories:

The strength of the other category of staff in the Institute is fixed taking into account of
U.G.C/AICTE/PCI/ BPUT guidelines, programs offered and the strength of students.
3.3.2.Administrative Staff:

The strength of the administrative staff as sanctioned by the competent authority taking into account
the administrative workload of the Institute or as per the guidelines given by the regulatory body
(AICTE/PCI/ BPUT).

3.3.3. Technical staff:

The strength of the technical staff depends upon the need in each department of the Institute or as
per the proposal of the H.0.D concerned. It is sanctioned accordingly by the competent authority.

4. APPOINTMENT OF DIRECTOR/ PRINCIPAL;:

4.1. Qualification of Director/ Principal:

In the Recruitment process as per AICTE/PCI guideline, the candidate must have Ph.D.
qualification and must complete a minimum period of fifteen years of teaching experience out of
which he/she should have served a minimum of ten years as Professor with research activity and the

priority shall be given for the candidate having experience as Principal from Institution conducting

post graduate program.




4.2. The procedure of Recruitment of the Principal:

The principal's qualification will be as per AICTE/PCI guidelines issued from time to time and
should be approved by the Governing Body. The post will be filled up by open advertisements in
the Odia and English Dailics. The eligible Professors may apply for the same. The existing
Professor of the Institute shall not be appointed as Principal without facing an interview. When the
post of Principal remains vacant, the Secretary will inform the President, and approval shall be
accorded in written form through the proper filing system. The Secretary, on behalf of Governing
Body will give the advertisement for the post of Principal.

The process of filling the post of Principal will start four months beforethecompletion of the
existing Principal's term or when the post of Principal remains vacant. The principal in charge will
initiate the filling up of the post of Principal within four months. The authority will take care of the
process. The president/ Vice President will monitor the filling up of the post. Any suggestion/
advice shall not be considered through verbal instruction for filling up the principal post.

4.2.1. Recruitment board:

. President/or his nominee of G.B. will be the Chairman of the Recruitment Board.

.. Subject expert not below the rank of Senior Professor in Pharmacy with more than 10 years of

Professor experience.

iii. An expert other than the Pharmacy Subject not below the rank of Senior Professor.

iv. Administrative Expert not below the rank of O.A.S. (I)orLLA.S,

Secretary of the Governing Body.
4.2.2.8election criteria:
All short-listed applicants shall be called for interview will be placed before the President for the
purpose. The criterion of selection will be made taking into consideration on basis of marks secured
in the interview as follows;
Career mark.
Qualification.
Research work and paper publication.
Administrative Experience.
Vocabulary and personality.
Knowledge in the subject matter.
For details of evaluation, Clause No 4.Ishall be followed.
4.2.3. The candidate will submit his/her application in a prescribed form (Clause No4.2)throughthe

College website, as indicated in the advertisement (Clause No 4.3)and a hard copy will be
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speed post. Canvassing about recruitment in any

form by the
candidate will be summarily rejected. T

he Board will sclect g pancllist comprising three candidates

resident with al| documents of the selection process.
the Secretary shal give an a

in order of merit and shal] be submitted to the P

After approval of the President,

ppointment letter (Clause No
4.4)throughthe mail

and the same shall be sent by registered post. The candidate should give

consent within 15 days from the date of issuc of the appointment letter o

r mail. The candidate has to
same shall be posted. He or

n. If no consent is recejved

give his or her consent in written form either through the mail and the
she may give consent for one-month time to enable him of her to joi
from the candidate, then the same procedure shall be followed for the n

ext selected candidate in the
panellist until the [ist is exhausted. If any

selected candidate didn’t turn up for the principal post, the

fresh advertisement shall be published and the same procedure as mentioned above be followed.

4.3.Appointment:

After approval of the selection list by the President, the Secretary will issue the appointment order

to the candidate who secured the first position in the merit list.
4.3.1. Age:

The age of the principal will be between 50 to 57 years on the
4.3.2. Retirement:

date of advertisement.

The retirement age of the principal will be 60 years of age.

4.3.3. Duration period of Principal:

Y Y v

Y

The first appointment shall be for 2/ 3 years and the period may be extended for one or two vears
and the extension will be maximum of two terms, depends on the performance and assessment test
through a committee consisting of the President, Vice President and secretary of the G.B. For the
extension of service, the principalshall have to apply as per the Clause No 4.4t0 the President
through the Secretary of the G.B.

The entire process of appointment of the principalwill be conducted confidentially.

The Proforma of the appointment order will be issued, and the principal has to give an undertaking
at the time of joining in the principalpost.

4.4. Dutiuabnd responsibiliti(}ﬁf Principal:

The principal's responsibility is to report to the top Management (Secretary and President) of the
Institute and assist them in the following functions of the Institute.

Framing of Regulation.

Monitoring of framed Regulation.

Development of the Institution.

Leadership.
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4.4.1. Regulation/ Monitoring:

iii.

VI.

Vii.

Viii.

XI.

» Visionary.

One of the essential responsibilities of a principal is regulation of academic and general
administration and monitoring the systems, policies, procedures, and functioning of the Institution
to fulfil the expectations of the Governmental monitoring and regulatory bodies such as AICTE,
PCI, Odisha State Board of Pharmacy, Directorate of Medical Education and Training, BPUT,
along with the expectations of the top management, staffs, students and their parents. The following
are some of the important responsibilities coming under this category.

Monitoring the academic and administrative staff's functioning and ensuring they fulfil all their

responsibilities as prescribed.
Monitoring the conduct of both administrative and academic staff in terms of their regularity,

discipline, and behavior.

Monitoring the student discipline and conduct (including attendance) and maintaining the decorum

of the institution.

Monitoring effective teaching as per the prescribed curriculum and as per the teaching/ institutional
methodology suggested by the University/ AICTE/ PCI/ Management.

Monitoring all the procedures to be followed by the office, which include admission, fee collection,
attendance, recruitment, salary payments, purchases and procurements, accounts and audit, and any
other matter related to the college's administration.

Monitoring all the liaison activities with Governmental, Corporate, and other academic bodies/
institutions.

Monitoring the liaison of activities with departments within the College and most importantly with
the top management (Secretary and President) of IPT.

Monitoring the conduct of meetings on behalf of the Institution, which include the meetings of staff,
HODs, Coordinators, College Academic Council and the Governing Council.

Monitoring the procurement and purchase of the necessary infrastructure like furniture and fittings,
lab equipment, books and any other requirement for the Institution as per the prescribed procedures.
Monitoring the auditing and inspections of the institution conducted by the regulator bodies such as
AICTE, PCI, Government, and university apart from the ones conducted by thc‘:—t—o‘p (Secretary and
President) management.

Maintaining the infrastructure of the Institution with the help of concerned staff and protecting the

life and property of all those connected with the institution.
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Xii.

Maintaining cordial relations with the staff, students, parents, and with all those connected to the

institution, both directly and indirectly.

4.4.2. Developmental Functions:

Vi.

iii.

The principal also needs to take up developmental functions, which are very important for the
institution's development. The following are some of the developmental processes to be taken up by
the principal.

The principal needs to locate, contact, attract and recruit the right faculty members suitable for the
institution keeping in view the future needs of the institution.

Nurturing and facilitating the faculty and giving all the necessary guidance and support.

Identifying the core competencies of the institution, either existing or probabilistic, and projecting
these core competencies,

Focusing on building an image for the institution at an overall level or in terms of a particular
strength in terms of a department or activities.

Developing the working and learning culture in the Institution.

Developing the necessary infrastructure most importantly the library, laboratory with international
ambience.

4.4.3. Strategic Functions:

The principal needs to shoulder various strategic functions, which are aimed at developing networks
and developing alliances, which pay rich dividends in long term. The following are some of the
strategic functions.

Developing a strong association with industry, research and consultancy establishments and signing
Memorandum of Understandings aimed at improving specific strengths of the College.

Developing strong industry support and getting the industrialists and business people on the
Governing Council and other advisory bodies of the College.

Contributing to various Governmental and non-governmental agencies resources from the side of

the Institution to gain long-term association and commitment from these bodies.

4.4.4. Leadership Functions:

These are in fact the most critical functions of a principal of an academic institution. With the
fulfilment of these functions. the principal will exhibit the true qualities of a leader by being a role
model (o all his/ her Colleagues. The following are some of the leadership functions.

The principal shall prove himself as an excellent teacher and prove as one of the best among all his

Colleagues.
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