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Policy Document 

 

 

This Policy Document is prepared to make all Faculty / Staff working at Progressive 

Education Society’s Modern College of Pharmacy (for Ladies), Moshi aware of 

rules and regulations that governs their working in the college. It is expected that 

faculty and staff members strictly adhere to the rules and regulations given in this 

document. The management reserves the right to change/modify the policies as and 

when necessary and apply their discretion in specific cases. 

 

 



 
 

 
 

 PES MODERN COLLEGE OF PHARMACY FOR LADIES, MOSHI 

STAFF RECRUITMENT POLICY 

Date of implementation: 25/06/2004 

Requirement of the staff to be recruited is decided by the institute and is sanctioned in CDC. 

The requirement of teaching staff considering Student Teacher ratio / Cadre ratio is 

calculated as per the norms laid down by AICTE/PCI/UGC/SPPU/DTE. The approval of 

posts is obtained from approval section and also from reservation cell of Savitribai Phule 

Pune University (SPPU) and state government reservation cell, Maharashtra State Backward 

Class Commission (MAVAK). The said posts are sanctioned by these authorities after 

checking the Pharmacy College Roster. The advertisement category-wise and post-wise viz. 

Professor, Associate Professor, Assistant Professor for the staff recruitments are published in 

two newspapers (English and Marathi). Applications for these posts are invited from 

aspiring candidates within stipulated time. Applications also invited from - SPPU 

employment cell, SPPU Reservation cell, Tribal office of the state government, 

Development Officer Directorate Tribal, Adivasi Development officer Maharashtra State 

Co-operative Adivasi Development Corporation, Nashik District Social welfare officer 

Maharojgar cell of state government, Development Officer Directorate Tribal, Adivasi 

Development officer Maharashtra State Co-operative Adivasi Development Corporation, 

Nashik District Social welfare officer Maharojgar cell of state government 

After stipulated number of days, the received applications are sorted subject-wise, post- wise 

and category-wise and a summary is prepared. Short listing of applications of eligible 

candidates is done by Head of the Department of Institute in consultation with Principal as 

per the norms of AICTE /PCI/DTE/UGC/SPPU. Selection committee for the interviewing 



 
 

 
 

candidates is appointed by university as per the government rules. The selection committee 

comprises of V.C. Nominee General, V. C. Nominee – Reservation cell and three Subject 

Experts. After the scrutiny of the applications received, the call letters for the interview are 

sent to eligible candidates well in advance. Interviews are conducted by selection committee. 

Reports of selection committee are submitted to SPPU. Appointments are issued to selected 

candidates. Proposals of approval for these appointments are submitted to SPPU. Letter of 

approval is issued to candidate by the SPPU. If the post remains vacant due to unavailability 

of suitable candidate, it is filled on Ad- hoc basis for which the approval from university is 

also sought.  

The published rules, norms, policies and procedures with regard to faculty and staff 

recruitment, promotions, leaves and retirement as per the AICTE, PCI, SPPU and 

Progressive Education society are followed and made available on the college website. 

 

The Process of recruitment of faculties on ad-hoc  

There may be occasions when an urgent need arises for faculty members. During such 

times, faculty are recruited temporarily on an ad-hoc basis. Candidates are shortlisted based 

on their resumes received at the department level or through referrals from other faculty 

members, Heads of Departments (HODs), or the Principal. Aptitude test, Technical 

interviews and demonstration lecture are conducted at the college level by an internal 

committee comprising senior faculty members, the HOD, and the Principal. Upon selection, 

candidates are recommended for final approval by the management. Once management 

consent is obtained, the recruitment of the candidate is finalized on a purely temporary ad-

hoc basis for the duration of one academic year only. 



 
 

 
 

Recruitment Process for Technical/Non-Teaching Staff: 

1. Review of Requirement: The need for technical and non-teaching staff is assessed at 

the end of academic year 

2. Advertisement: Job openings are advertised in prominent newspapers, and 

applications are invited within a specified timeframe. 

3. Application Sorting: Received applications are sorted and summarized after the 

stipulated deadline. 

4. Shortlisting: The Head of the Department, in consultation with the Principal, 

shortlists eligible candidates according to specified norms. 

5. Formation of Selection Committee: Internal selection committee is established. 

6. Candidate Notification: Shortlisted candidates are notified at least 15 days in 

advance about the interview date, time, and venue through letters, email, or telephone 

calls. 

7. Document Verification: Original documents of candidates are verified on the 

interview day before they proceed with the interview. 

8. Interview: The Selection Committee conducts interviews with eligible candidates. 

9. Submission of Reports: The Selection Committee submits its reports along with 

necessary documents to the Principal and Management. 

10. Issuance of Appointment Orders: The college issues appointment orders to selected 

candidates, providing them 15 days to one month to join. Candidates must confirm 

acceptance within 7 days from the date of the appointment order. Failure to 

communicate acceptance within this period will result in the offer being presumed 

declined, with no further communication entertained. 



 
 

 
 

PES MODERN COLLEGE OF PHARMACY FOR LADIES, MOSHI 

SERVICE RULES 

Date of implementation:  25/06/2004 

Appointments of faculty are subject to the following Terms & Conditions: 

1. The services will be governed by the Maharashtra University Act, 1994, Statutes, 

Code of conduct, Ordinances and rules and regulations laid down by the Savitribai 

Phule Pune University and State Government from time to time. 

2. The appointment is subject to the approval by the authorities of Savitribai Phule Pune 

University & Business Council, P.E. Society, Pune - 5. 

3. The candidate will be paid basic pay as approved by University per month in the scale 

indicated above.  The candidate will also be entitled to Dearness Allowance, House 

Rent Allowance and C.L.A. at the rates prescribed by the State Government from time 

to time.  In case if the candidates are appointed for a period of more than one year, the 

candidate shall earn annual increment. 

4. The appointment is subject to the minimum number of students and the workload 

prescribed for the post. 

5. The candidate shall submit the originals as well as certified true copies of relevant 

testimonials such as Birth Date Certificate, Mark sheets, Experience certificate, 

discharge / reliving certificates (if any), etc.  before joining the duties. 

6. In case the candidate accepts the appointment, he/she shall have to execute Deed of 

Contract of Service as prescribed in the Statutes at the time of joining the duties. 

7. The candidate will be allowed to join the duties on producing of - 

i)  Two Passport size Photographs. 



 
 

 
 

ii)  Character Certificate from two eminent persons, one of them should be a    

 Govt. Gazetted Officer. 

iii)  Discharge Certificate from previous employer (if any). 

8. The candidate shall undergo medical examination by the approved Medical Officer or 

by the Civil Surgeon at the place of their city, within three months from the date of 

joining the duties.  The appointment shall be provisional and conditional, pending 

submission of Medical Certificates stating that they are free from any contagious 

disease and that the candidate is physically fit for employment on the staff of the 

College. 

9. The candidate is required to give the correct mailing address as soon as he/she join the 

duties and any change in the address given earlier should be communicated to the 

Principal. It will be presumed that any letter sent Registered Post Acknowledgment 

Due (RPAD) on the address given, shall be deemed to have been acknowledged duly 

signed by the candidate. 

10. The candidate should not conduct or engage in any private tuitions or Private coaching 

classes. 

11. The candidate will not conduct or engage in any other job paid full-time or otherwise, 

during the continuance of service, without the permission of the competent authority 

of Business Council of P.E. Society. 

12. The services are transferable to any other colleges/institutions run by the Business 

Council of P.E. Society. 



 
 

 
 

13. The appointment may be terminated, at any time, by either side / party, by giving one 

month's notice or one month's pay in lieu of notice period in case the period spent in 

services is more than six months. 

14. If the candidate is found absent continuously for more than thirty days without 

permission his/her services will stand terminated automatically.  If the candidate are 

found guilty of violation of any terms and conditions mentioned above, the candidate 

will be liable for disciplinary action and punishment decided by the management as 

provided for in the statutes.  During the period of service, the candidate shall not 

directly or indirectly do such things which are subversive to the interests of the 

Society / University / Institute / College / Students. 

15. The candidate has to communicate to the Business Council of P.E. Society / College 

within seven days from the date of receipt of this Order of Appointment, failing which 

the appointment is liable to be cancelled. 

Rules for faculty appointed on ad hoc basis 

1. The appointment is subject to the approval by the University of Pune. 

2. The appointment is purely temporary and for the period of one Academic year only. 

3. The candidate must with in a period of one month produce the medical certificate from 

a registered medical practitioner for your fitness to carry out this job. 

4. The service will be governed by the statute of University of Pune & rules & 

regulations of Progressive Education Society. Pune   

5. The appointment is temporary and can be terminated by giving one month notice on 

either side. 

 



 
 

 
 

PES MODERN COLLEGE OF PHARMACY FOR LADIES, MOSHI 

     LEAVE RULES 

1. Year for calculation of leaves is calendar year.  

2. Earned leaves:  8 days per year  

These can be accumulated maximum up to 54 days at any given point of time. Leaves in 

excess of 54 days will automatically laps. For availing earned leaves, staff member will have 

to submit application to the chairman minimum 10 days in advance, duly approved by the 

concerned head. There will be no encashment of earned leave. 

3. Casual leaves: 8 days per year 

Casual leaves cannot be availed for more than 3 days at a stretch. 

4. Sick or medical leave: 8 days per year  

Medical leave can be availed during sickness and staff member should send a sick note to the 

head during the illness and should apply for the sick leave within three days of resuming the 

duty. If the sick leave is more than 3 days employee should submit fitness certificate from 

medical practitioner. Unavailed sick leaves shall automatically laps after 31st December.  

5. Maternity leave: 45 days for ladies staff members.  

Maternity leave can be availed maximum twice.  

6. Extraordinary leave without pay: Business council will be the sanctioning authority of 

this leave.  

7. The above-mentioned rules can be changed by business council from time to time. 



 
 

 
 

PES, MODERN COLLEGE OF PHARMACY (FOR LADIES), MOSHI 

INTERNAL QUALITY ASSURANCE CELL 

POLICY 

To establish a robust quality system to ensure effective student centric, value-based teaching-

learning process through planning, guiding and monitoring. The quality policy assures 

establishment of accountable support functions and conscious continuous improvement. 

1.Internal Quality Assurance Cell acts as a nodal agency of the Institution for 

coordinating quality-related activities to improve the academic and administrative 

performance of Institute.  

2. IQAC strive to facilitate the creation of a learner-centric environment conducive to  

quality education and faculty maturation to adopt the required knowledge and  

technology for participatory teaching and learning process.  

3. The focus of IQAC is to make the define quality benchmarks/parameters and to  

institutionalize and internalize quality culture.  

4. Collection and analysis of feedback from all stakeholders on quality-related  

institutional processes.  

5. Organization of inter and intra institutional workshops, seminars on quality related  

themes and promotion of quality circles.  

6. Documentation of the various programs /activities leading to quality improvement.   

7. Preparation and submission of the Annual Quality Assurance Report (AQAR) as per 

guidelines and parameters of NAAC. 

 



 
 

 
 

PES, MODERN COLLEGE OF PHARMACY (FOR LADIES), MOSHI 

INTERNAL QUALITY ASSURANCE CELL 

OBJECTIVES 

• To develop a system for conscious, consistent and catalytic action to improve the 

academic and administrative performance of the institution.  

• To promote measures for institutional functioning towards quality enhancement 

through internalization of quality culture and institutionalization of best practices. 

 

STRATEGIES 

 

a) Ensuring timely, efficient and progressive performance of academic, administrative and 

financial tasks. 

b) Relevant and quality academic/ research programs. 

c) Equitable access to and affordability of academic programs for various sections of 

society. 

d) Optimization and integration of modern methods of teaching and learning. 

e) The credibility of assessment and evaluation process. 

f) Ensuring the adequacy, maintenance and proper allocation of support structure and 

services. 

g) Sharing of research findings and networking with other institutions in India and abroad.



 
 

 
 



 
 

 
 



 
 

 
 



 
 

 
 



 
 

 
 



 
 

 
 



 
 

 
 



 
 

 
 



 
 

 
 



 
 

 
 



 
 

 
 



 
 

 
 



 
 

 
 



 
 

 
 



 
 

 
 



 
 

 
 



 
 

 
 

 

PES MODERN COLLEGE OF PHARMACY (FOR LADIES), MOSHI 

POLICY FOR STAFF WELFARE 

POLICY FOR HEALTH INSURANCE OF THE STAFF 

Date of implementation: 26/09/2015 

PE society has decided that Medical (Health) insurance scheme will be implemented for all 

confirmed teaching and non-teaching staff members working in the Modern College of 

Pharmacy (for Ladies), Moshi, Pune.  

50% amount of the medical insurance premium will be borne by the institute and remaining 

50% by the concerned staff.  

 

 

 

 

 

 

 

 

 



 
 

 
 

PES MODERN COLLEGE OF PHARMACY (FOR LADIES), MOSHI 

 

POLICY FOR EMPLOYEE’S PROVIDENT FUND (CONTRIBUTORY) 

Date of implementation- 08/08/2008 

PE society has decided to extend the benefit of provident fund to all teaching faculty and 

nonteaching staff of all non-grantable institutes and colleges. The scheme of EPF be 

implemented for the teaching faculty as “Welfare measure” 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 
 

PES MODERN COLLEGE OF PHARMACY (FOR LADIES), MOSHI 

POLICY REGARDING INCENTIVES FOR ACQUIRING HIGHER 

QUALIFICATION AND PROMOTION- FOR TEACHING STAFF 

Date of implementation -12/10/2018 

1. PhD increments:  

A confirmed staffs who acquires PhD degree from a UGC recognized university in the 

relevant subject while in service at the college of PE society be given: 

a. Three additional increments if the candidate is not given an increment earlier for M. Phil  

b. Two additional increments if candidate is given an increment earlier for M. Phil  

2. Promotion to Associate professor Grade  

Confirmed Assistant Professor Grade staffs that acquires PhD degree and has minimum 5 

years of approved experience will be promoted to Associate Professor Grade depending on 

availability of post, through selection process  

3.Carrier advancement scheme: For teaching staff 

Date of implementation -12/10/2018 

Benefit of CAS for the grade of associate professor be given to the candidate who is 

permanently approved and who has completed seventeen years of continuous service in the 

institute of PE society subject to following conditions: 

i. Candidate should hold PhD degree and should have publications in the peer reviewed 

journals in the list of UGC with good impact factor  



 
 

 
 

ii. Candidates should complete all the latest norms laid down by UGC, SPPU and PE society. 

iii. Confidential reports of the candidate for the last five years should be good or excellent.  

iv. Under the performance based on appraisal scheme and / or API candidate should have 

good or excellent score. 

v. Candidate should have completed one orientation and three refresher courses the relevant 

subject from UGC approval centre. 

 

Promotional Policies:  To encourage staff, the management gives a due consideration for the 

deserving faculty for promotion to higher post / pay-scale depending on the availability of the 

vacancies.  

A. Teaching Staff  

1. The requirement of teaching positions of staff is reviewed as per the norms specified by 

AICTE/UGC/SPPU/PCI/DTE as per subject-wise and cadre-wise.  

2. An internal shortlisting of eligible candidates for higher posts is done at department level 3. 

On the basis of previous performance appraisal, the preliminary interactions are carried out at 

college level by concern HOD and Principal and then the shortlisted names are finalized for 

further recommendations to the management.  

4. All such shortlisted faculty are required to appear before management committee for 

consideration of promotion / revision of pay-scale / additional increments / incentives etc.  

5. Faculty promoted for higher posts need appear for local selection committee / University 

Selection Committee interviews for getting final approval from University.  



 
 

 
 

6. To encourage the faculty, due consideration is given for achievement of faculty such as - 

R&D, publications, technical events, etc. in the form of incentives.  

B. Non-teaching staff  

1. The requirement of non-teaching is reviewed as per the need.  

2. An internal shortlisting of eligible candidates for higher posts is done at department level. 

3. On the basis of previous performance, the preliminary interactions are carried out at college 

level by concern HOD and Principal and then the shortlisted names are finalized for further 

recommendations to the management.  

4. All such shortlisted staff are required to appear before management committee for 

consideration of promotion / revision of pay-scale / additional increments / incentives etc. 

Probation Period Policy:  

Probation: Probation means an appointment made on trial on specified conditions for a 

stipulated period to a post for determining one's fitness for the job. With the exception of 

certain employees, all regular employees serve the first two years of employment on 

probation. Two years or actual probation period mentioned whichever is lesser. 

Evaluation in Probation Period:  

Probation period allows the employee's department head to evaluate the ability, suitability, 

and potential for success of the employee. It also allows time for the employee to decide 

whether or not the job is satisfying. Fifteen days prior to the completion of probation period, 

the Head of the Department, based on his / her evaluation, will intimate an employee about 

his performance / non-performance. Should the Principal agree with the evaluation, the 



 
 

 
 

employee shall be continued in, service else, he / she may be terminated from service. In case 

of termination of service the employee losses the right to appeal. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 
 

PES MODERN COLLEGE OF PHARMACY (FOR LADIES), MOSHI 

INNOVATION, RESEARCH and CONSULTANCY POLICY 

Date of implementation -1/09/2023  

PES Modern College of Pharmacy (for ladies), Moshi, Pune aims at achieving the objectives 

pertaining to innovations, research initiatives and research productivity. Therefore Innovation, 

Research and Consultancy policy of this college looks forward to promote and inculcate the 

research aptitude in faculty and students. The guidelines and provisions of this policy shall 

demonstrate a continuous commitment for maintenance of high-quality research in academic 

institutes. 

Guidelines for Publications: 

• All Assistant professors should publish minimum two research publication per academic 

year in UGC CARE/ SCOPUS/Web of Science indexed journal. 

• All Associate Professors should publish three research publications per academic year in 

UGC CARE/ SCOPUS/Web of Science indexed journal (out of which one research publication 

with impact factor is preferred.) 

• A Professor should publish four research publications per academic year in UGC CARE/ 

SCOPUS/Web of Science indexed journal (out of which one research publication with impact 

factor is preferred.) 

• Each faculty has to present poster/oral presentation in at least two National/International 

conference (Abstract book should be published preferably with ISBN no) or book or book 

chapter with ISBN 

• One patent application will be considered equivalent to one research paper. 

• A Doctorate faculty should apply for one research grant per academic year. 

• A M. Pharm research student should publish one research/review paper publication in UGC 

CARE/ SCOPUS/Web of Science indexed journal for award of degree. 

• A PhD research student should publish two research paper publications in UGC CARE/ 

SCOPUS/Web of Science indexed journal (out of which one research publication should be with 

impact factor) and one presentation in National/International conference with publication of 

conference proceedings for the award of degree. 

• Research contribution as per above policy will be considered during performance Appraisal 

process for the year. 



 
 

 
 

• Under the intra-mural research fund, financial support will be provided for hiring charges to the 

B Pharm and M Pharm research students.  

 

Guidelines for Consultancy: 

• The physical and academic infrastructure of the institute will be made available to provide 

consultancy to the other academic/research institutes and industry.  

• The revenue generated from research consultancy will be shared between the institute and 

researcher with 60:40 proportions. 

 

Incentives to faculty for research contribution 

 

PES Modern College of Pharmacy (for ladies), Moshi, Pune has designed incentive policy for 

promotion of research output by the faculty. The research contribution by each faculty will be 

evaluated depending upon national-international status, indexing and impact factor of journal. 

Participation and awards for presentation (oral/poster) of research work in national-

international conferences is also appreciated. 

 

The research contribution of every faculty member will be assessed every academic year (1st 

June-30th May) for, 

1. Research Publications  

2. Publication of Book 

3. Patents/ copyright obtained 

4. Generation of research grants  

5. Research awards and fellowships 

6. Research Paper presentations (oral/poster) and Award 

 

 

 

 

 

 

 



 
 

 
 

Sr. No. Type of research contribution               No. of credits 

1.  Publication with Impact factor above 2* 2.0 

2.  Publication with Impact factor 1.00 - 2.00* 1.5 

3.  Publication with Impact factor up to 1* 1.0 

4.  Publication with UGC care/Scopus/WoS indexed journal without 

impact factor*   

0.5 

5.  Full Book Published by International publisher 

with ISBN Number 

2.0 

6.  Full Book Published by National publisher 

with ISBN Number 

1.0 

7.  Book chapter with ISBN Number 0.5 

8.  For Best Awarded Paper in conference with proceedings in 

Foreign Countries  

1.0 

9.  For Best Awarded Papers in conference in National/international 

conference with proceedings held in India 

0.5 

10.  Patent publication 0.5 

11.  Patent/copyright granted# 1.0 

12.  Research grant received up to 3.0 lakhs# 0.5 

13.  Research grant received up to 5.0 lakhs# 1.0 

14.  Research grant received above 5.0 lakhs# 2.0 

 

*Impact factor should be as calculated by Thomson Reuters 
#In case of shared research grants, the Principal investigator would share 60% of the credit 

amount and remaining 40% would be shared by co-investigator(s). 

 

At the end of every year total credits earned by a faculty will be calculated. For each credit 

earned, a sum of Rs. 5000 will be paid.   

 

 

 

 

 

 



 
 

 
 

PES MODERN COLLEGE OF PHARMACY (FOR LADIES), MOSHI 

POLICY FOR FINANCIAL ASSITANCE TO TEACHERS/STAFF FOR ATTENDING 

FACULTY/STAFF DEVELOPMENT PROGRAMME AND FILING 

INTELLECTUAL PROPERTY RIGHTS/MEMBERSHIP OF PROFESSIONAL 

BODIES 

1. The faculty member of PES Modem College of Pharmacy (for Ladies), Moshi, Pune with 

approval from Savitribai Phule Pune University will be provided with registration charges 

and/or travelling expenses for attending Seminar/ Conference/ Workshop / FDP 

/NPTELMOOC Courses /Patent/ Copyright and membership of professional bodies. 

2. The financial consideration to faculty and staff is applicable for every academic year (1st June 

to 31st May). Each year faculty and staff should complete atleast one skill development 

program. The tenure for the FDP should be minimum one week. 

3. The College will pay 100% Registration charges and travelling expenses (second AC train 

fare or bus fare) for attending and presenting a research paper at state/national/International 

(held in India) level Seminar/Conference/ Workshop/FDP after submission of relevant 

documents (bills, certificate) and report.  

4. The Staff (Administrative/ Library, Technical) of PES Modem College of Pharmacy (for 

Ladies), Moshi, Pune will be provided with registration charges and/or travelling expenses 

for attending seminar/ conference/ workshop /skill development courses. 

5. For appearing to NPTEL, MOOC Courses, 100% of examination fee and travelling 

allowance will be reimbursed for the one course per year as well as 1 additional leave will be 

approved if the examination held on Sunday) 

6. The College will pay 100% Registration charges for attending State/National /International 

level seminar (held in India)/conference/workshop/FDP after submission of relevant 



 
 

 
 

documents (bills, certificate) and report. The travelling expenses will not be paid for the same. 

For attending International Seminar/ Conference/ Workshop/ FDP registration charges will be 

paid 100% by the College. However, travelling charges and other expenses will not be paid by 

the College. 

7. The candidate attending State/National level Seminar/Conference/Workshop/FDP will have to 

submit complete report and certificate of attendance to the College authority. Accounts 

department shall reimburse the benefit only after approval from FDP coordinator. 

8. For filing patent, copyright and design registration and examination charges will be paid 

100% by the College. 

9. Registration charges for membership of professional bodies will be 100% reimbursed. 

Contribution as per above policy will be considered during performance Appraisal Process for 

the year. 

 



 
 

 
 



 
 

 
 



 
 

 
 



 
 

 
 



 
 

 
 



 
 

 
 



 
 

 
 



 
 

 
 



 
 

 
 



 
 

 
 



 
 

 
 



 
 

 
 



 
 

 
 



 
 

 
 



 
 

 
 



 
 

 
 



 
 

 
 



 
 

 
 



 
 

 
 



 
 

 
 



 
 

 
 



 
 

 
 



 
 

 
 



 
 

 
 



 
 

 
 



 
 

 
 



 
 

 
 



 
 

 
 

 































































































 


