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Attendance System for Resident and Non-Resident Staff

The provisions of this MORP shall apply to staff members (resident and non-

resident) of Mody University / Mody School and Departments of MEF with a view to

improve efficiency in the monitoring the attendance, leave records and over all

working environment.

Biometric Attendance, System (BAS):

The BAS would enable staff members to register attendance by marking his/her

thumb impression (finger print) which will be authenticated online vis-a-vis the pre-

stored data.

The non-resident staff members at the time of entry and exit in the Campus shall

register their attendance through BAS apart from the attendance register

maintained in their respective Department / College / School. In addition they have

to register their attendance in attendance register kept for the purpose at their

respective department.

The resident staff members have to register their attendance in attendance register

kept for the purpose at their respective department.

",

In case of Entry and Exit off the Campus, the resident staff has to register their

attendance through BAS only.

Late arrival report:

Every staff member is expected to reach the office in time slot allotted to him / her

according to the job requirement. In case of non-compliance by the staff members,
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GM-H&S shall send the report of the late arrival of the non-resident staff members

as per BAS to their respective Deans / Principal / GMs. In case of resident staff

members the late arrival shall be taken care of by their respective Heads or

President/Vice President, whichever is applicable.

In addition to the above, GM-H&S will also send the monthly report of late arrivals of

all the Colleges / Departments / School to their respective heads, President / Vice

President as well as to Chairman-MC and the higher management as per directions
, '. .

<, issued from time to time.
~/

Penalties:

Following penalties shall be imposed on late arrivals:

1. In case, a staff member is late upto 15 minutes per day for upto 3 days in any

calendar month, 1 day leave (CL) will be deducted.

2. For any late coming by a staff member upto 15 minutes per day for subsequent 2

times, in the same calendar month, 1 additional day leave (CL) will be deducted.

In case, any non-resident staff member- is required to proceed for any official

purpose and the situation is such that-such resident staff member cannot mark

attendance either in the morning or evenlnq, respective .neae will have to inform

GM-H&S to enter the remarks of the Head against his / her name in the monthly list

of late arrivals.

CC: Chairman-MC; President; Vice-President; All Deans, principal; Registrar, All GMs; EA to Hon'ble
Chairman- with a reauest: to reo/ace the existina version
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Boarders Outing Procedure

1. Provision of this MORP will apply to all boarders of Mody University.

2. The students will be permitted the following outings»

(a) Outing, outside the campus within Lakshmangarh town for two hours subject to return
to the Campus 15minutes before the hostel closes.

(b) University will organize trips to Jaipur twice a semester. Duration of this outing will
be for 6-8 hours (excluding driving/travelling time).

(c) In addition to the above, University will organize trips to Sikar twice a semester to
watch a movie or do shopping. Duration of this outing will be 5 hours (approx).

(d) Special outing with the permission of respective deans only.
(e) Students will have the option to avail both the outstation trips at (b) & (c) above (or)

either to Jaipur or Sikar (or) not to avail the outstation trips at all.

3. For the Trip mentioned in serial no. 2(a), the visits will be restricted to two hostels per
day, trip commencing in the afternoon. The frequency of visit and the day of outing for
each students hostel's will be announced by the Registrar in the first week of semester for
the entire semester. The Warden of each hostel will send a list of student residents with
their names who would like to avail the facility with the details of College, programme
and year. The list will be revised whenever a change takes place.

4. The details of bus trips to Sikar and Jaipur will be announced by the Registrar depending
on the availability of the buses, the demand, and the functioning of the recording system
and other related facilities.

5. Except the outing at Ser 2(a) above, for which out-passes are not required, out-passes
signed by designated authorities will be required for all other outings. In all the above
cases records of entry and exits will be made in Security Parlour records. These records
will also be fed/electronically recorded in the Systems/ Computer(s) maintained in the
Security Parlour subject to implementation of such operations ..

6. Colleges will communicate to parents of their respective students through registered post
or e-mail regarding the system of outings. Copy of the reply mail undertaking format
from the parents is at Appendix attached. Reply from the parent will be in hard copy only.
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7. Upon receiving the undertaking from the parent, the college office will verify the
signature of the parent and student with the registered signatures in the Admission
Application Form. A copy of the undertaking will be handed over to the Chief Warden of
the respective college.

8. Chief Warden will make a list of students who have been permitted by their parents to go
on out-pass, and also those who have not been permitted.

9. A copy of the undertaking from the parents and lists of students will be retained by the
Chief Warden. Copy of the undertakings and both the lists as above will be forwarded to
the GM-Horticulture & Services for feeding the computer system installed at Security
Parlour until such a system is established, hard copies will be maintained.

10. The students availing the bus facility to Jaipur or Sikar will be required to book a bus
ticket in advance from the Security Parlour at a payment which will be notified separately.

11. The development of the software for the Security Parlour PC will be the responsibility of
the GM-H&S with the help from the University staff. The Software should be capable of
keeping the following:-

- Name, Hostel, Division, Identification Card Number and Mobile Number of the
student

- Sample signature of the student, her warden and dean.
- Whether student has been permitted to go on out pass by her parents.
- Caution I prohibitory alert for the Students who have not been permitted
- Has the student availed the local outing during the current week?
- Details of outings to Sikar or Jaipur the student has availed in the current semester.
- Whether it is a routine or special outing. How many special outings the student has

availed during the current semester.
- University bus ticket booking facility
- When the student reported late from out pass on earlier occasions
- Bus booking details, vehicle number
- Ticket number purchased by the Student
- Out time entry
- In time entry etc., and other relevant details to record all the details of the outing

12. Two or three computer literate persons as needed, may be posted in the Security Parlour
for round the clock manning the Reception, as needed.

13. In order to maintain discipline and safety of students it is desirable that students return by
the time mentioned in the out-pass. If any student breaches the above rule then the

2
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concerned Dean shan issue a warning. If a student breaches the rule second time the
concerned Dean shall impose a fine of Rs. 1000. If the occurrence is for the third time the
concerned Dean shall impose a fine of Rs. 2500, and for the fourth time, a fine of Rs.
5000 shall be imposed. If the student does not come back on the day mentioned in the out-
pass, a fine of Rs. 7500 shall be imposed by the concerned Dean and the parents will be
informed.

CC: Chairman - MC, President, All Deans, Registrar, All GMs, All Faculty

3
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Mody University
Lakshmangarh - 332311, Distt- Sikar

Phone: 01573-225001-12 Fax No:

Undertaking By The Parents For Allowing Outings To Their Wards

(The validity of this undertaking is only for one academic year)

1. Name of the student

2. Enrollment No

3. Branch & year

4. Hostel & Room No.

5. Mobile Number

I authorize my ward as above to go for outing at my risk, responsibility and expense as under-

(a) Once a week outside the campus within Lakshmangarh for two hours. ( ) Yes / ( ) No.

(b) University organized trip to Jaipur twice a semester. ( ) Yes / ( ) No

(c) University organized trips to Sikar. The trip will last for five hours (approx). ( ) Yes I ( )
No

(d) I understand that the students will also have the option to take both the outstation trips at
(b) & (c) above either to Jaipur or Sikar.

I fully understand that Mody University will not be responsible for any accident I untoward
incident during these outings.

Date:
Place

Full name and Signature of the parent

Address:

Phone / Mobile no.

I hereby certify that the above undertaking has been signed by my parent

Full Signature of the student

4
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CAMPUS LEAVING 

1. APPLICABILITY 

The provisions of this section shall apply to all Teaching and Non-teaching staff, 
Heads of Division (Deans, COE, Principals, GMs, DGM-P), Director-Academics, Director-
Administration, Registrar & President of Mody University of Science & Technology / Mody 
Education Foundation.  

2. PROCEEDING ON LEAVE OR ON DUTY 

(a) The President would take prior permission from the Chairman-MC. He / She would inform to 
Director-Academics, Director-Administration and Registrar before proceeding on leave or on 
outstation duty. 

(b) Director-Academics, Director-Administration and Registrar would take prior permission from 
the President. In absence of President, Director-Academics, Director-Administration and 
Registrar will take permission from Chairman-MC. All HoDs (Deans, COE, Principals, GMs 
and DGM-P) would take prior permission from Director-Academics/Director-Administration 
to whom they are reporting. The HoDs before leaving the campus, would nominate a person 
to look after his / her routine duties during his/her absence, with the prior approval of the 
Director-Academics/Director-Administration. Such a person should normally be available 
senior most faculty / officer. 

(c) All Teaching and Non-teaching staff would take prior permission from their respective HoD.  

3. DURING OUTSIDE INSTITUTE’S HOUR 

(a) The President would inform the Chairman- MC before leaving the campus, if it involves night 
stay outside the campus. 

(b) Director-Academics, Director-Administration and Registrar would inform the President. In 
absence of President, Director-Academics, Director-Administration and Registrar will take 
permission from Chairman-MC. All HoDs (Deans, COE, Principals, GMs and DGM-P) would 
inform Director-Academics/Director-Administration to whom they are reporting before 
leaving the campus, if it involves night stay outside the campus. 

(C)All Teaching and Non-teaching staff would inform their respective HoDs before leaving the 
campus, if it involves night stay away from their normal place of living. 

CC: Chairman-MC; President; Director-Academics; Director-Administration; Deans, COE, Principals, 
Vice-Principal-MS; GMs, DGM-P, Registrar and EA To Chairman (Lakshmangarh & Kolkata Office) 
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DINING: CAFE

1. Timings: The cafe will remain open from 0900 hours to 2100 hours (9.00 AM to
9.00 PM) on all the days including Sundays and holidays.

2. Cafe Facility: MIER students, parents, faculty members, lab assistants, ANMs
and administrative staff of the level of Office Assistant / Accounts Assistant and
above only are permitted to avail the cafe facility. Class IV employees of the
institute are not permitted to utilize cafe. "

3. Consumption of Eatables: The eatables and beverages provided in the cafe will
be consumed inside the cafe only. It is not permitted to carry any eatables and
beverages out from the cafeteria. Only tea/coffee/cold drinks, if so demanded by any
Heads of the Divisions, on written 'slips as per Annexure enclosed maybe taken out
of cafe by the Office Bearers. Parents and visitors should not be allowed to bring
any eatables and beverages inside the campus.

4. Seminars / Workshops: The tea, coffee and snacksat the prescribed rates will be
provided under the arrangements of GM-Services for die seminars and workshops
being conducted by various divisions from time to time. At least 48 hours advance
information will be given to GM-Services. ,

C:
Chairman-MC, 4ncipal-MCET, Principal-M~MS, Vice-PrinCipal-MCASC, '
Principal-MS, ~~i~~rar, GM-Engineering and GM-Services.

/' ..
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DEMAND SLIP: CAFE

Mr Office Bearer of .

(Division/Office) is authorized to take the following items out of Dining

Cafe on behalf of (Division/Office).

S.No.
a)
b)
c)

Item
Tea
Coffee
Cold Drink

Quantity

Date: Principal' r
Head of Divisions . J

/
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DRESS CODES

1. APPLICABILITY
The provisions of this MORP are applicable to all Students, Faculty, University
Officials, and Staff of all divisions and units of Mody University.

These should be understood in its contents, and spirits rather than in the literal
meaningof the words.

On Wednesday, every student, faculty and staff will have at least one piece of
attire in green colour to identify Wednesday as Environment ancl Sustainability
Dayan the campus. Students are encouraged to wear green Polo-shirt or T-Shirt
with the University logo or name. This would serve as a reminder that the campus
community cares for environment and promotes environment-friendly and
sustainable practices. •

STUDENTS' -ACADEMIC ATIIRE:2.
A. Formal Dress:

Black dress pant, white dress shirt, black dress jacket with University
logo with name of the college / faculty on the pocket, black shoes with
black socks, and either a colourful scarf / or a tie.

The academic attire must be worn on every Monday and Thursday. On
other days, the students can wear Salwar, Kameez and Dupatta, or a
decent attire appropriate for academic setting.

For academic and formal activities and career placement events:
Academic attire as above with black pump shoes.

B. Semi Fortnal Dressfor Hot days (April,- September):

Black dress pant and white dress shirt or Salwar Kameez with dupatta.

C. Semi Formal Dressfor Cold days:....
Heavier jacket, Cardigans or Shawl with academic attire.

D. Restrictions for Wet Labs and Heavy Equipment Labs: '

No sandals or open toe shoes allowed in Wet Labs and / or Heavy
Equipment Labs.

E. Attire at other times:

Decent dress appropriate for the place, occasions, events and activities.

Formal/Semi-Formal Dining: Formal Academic Attire.

Special Music, Dance, festivals and religious events or activities:
Colourful traditional Indian Dresses. Students are encouraged to know
and wear the traditional dresses of different parts of India on special
occasions. However, decency should never be compromised.
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5. STUDENTS- OTHER SPECIFIEDACTIVITIES UNIFORM

1. EQUESTRIANTRAINING:

Summer crash Helmet, Navy Blue T-Shtrt, Breeches full - Black denim, Navy Blue
Socks, Riding Shoes (Half Wellington plain leather sole)

Winter Crash Helmet, Off-white High neck Woollen Pullover, Navy Blue T·Shirt
(inside Pullover), Breeches full - Black denim, Navy Blue Woollen Socks ,
Riding Shoes (Half Wellington plain leather sole)

Ceremonial Dress Off-white High neck Pullover, Blazer Coat (Maroon Colour
with MITS Logo), Gloves (Black Leathern-Breeches full - Black
denim, Black Riding Cap, Riding Shoes (Half Wellington plain
leather sole), Hunter-Black Colour.

2. SPORTS:

Summer Navy Blue-Track Suit, Navy Blue Socks, Sports Shoes

Winter Navy Blue Track Suit, Cream high Neck Pull Over, Navy Blue Muffler,
Navy Blue Socks, Sports Shoes

6. DRESSCODEFOROTHERS

A. Female University Officials, Faculty and Staff

Saree and Blouse; Salwar Kameez and Dupatta; Formal Executive Suit; or
Dress Pant, DressShirt, and.Jacket / Cover-up, and Shoes / Sandals

In Cold days - Either jacket, cover-up, or colourful shawl.

No sandals in the Science or Engineering labs, with chemicals and I or heavy
equipment.

The Faculty members will wear dresses as per dress code on all the occasions
including Freshers/Farewell party. They will not wear T-shirts or such
casual dress.

B. Male University Officials, Faculty and Staff

ACADEMICATIIRE

Trouser, Ironed-full shirt (tucked-in with belt), shoes with matching socks
(no 'sandals). Tie required for formal events, special lectures / seminars,
and other occasions. '

In hot days: Half shirt allowed

In cold days (After Diwali break and before Holi break): Suit or a jacket with tie
(optional) , , '

In other times: Decent dress appropriate for the place, occasions, events and
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activities.

University officials, faculty, and staff should wear traditional Indian dresses
suitable for the occasions to demonstrate to students the diversity and culture of
India.

7. UNIFORMSPRESCRIBEDTO CERTAINCATEGORYOF STAFF

1. ATTENDANT I OFFICE BEARER I OFFICE PEON I LAB BOY I LAB ATTENDANT I
DRIVER

Summer Sky Blue Trouser 8: Shirt, Socks, Shoes
Winter Sky Blue Trouser 8: Shirt, Socks, Shoes, Sky Blue Pullover

2. SWEEPER

Summer: Navy Blue Trouser 8: Shirt, Socks, Shoes
Winter: Navy Blue Trouser 8: Shirt, Socks, Shoes, Navy Blue Pullover

3. SWEEPERESS

Summer: Turquoise Sari with Navy Blue.Border 8: Blouse

Winter: Turquoise Sari with NavyBlue Border 8: Blouse and Navy Blue Cardigan

4 MAID SERVANTI AVA

Summer: Grey Sari with Navy Blue Border 8: Blouse

Winter: Grey Sari with Navy Blue Border 8: Blouse and Navy Blue Cardigan

5. ANM

Summer: White Salwar, Kameej 8: Royal Blue Dupatta

Winter: White Salwar, Kameej 8: Royal Blue Dupatta and RoyaLBlue Cardigan

6. SUPERVISORHOUSEKEEPING- FACULTV BUILDING

Summer: White Shirt Full Sleeves, Black Trouser, Black Tie, Black Leather Shoes
(Oxford Pattern) and Black Socks.

Winter: White Shirt Full Sleeves, Black Trouser, Black Tie, Black Blazer, Black
Leather Shoes (Oxford Pattern) and Black Socks.

9. WAIVER

Under special circumstances, the President may waive the dress code requirement upon the
recommendations of the Head of the College I Faculty or Division.

CC: Chairman, MC; President; Vice-President; All Deans; Registrar; GMs; EA to Hon'ble Chairman- with a
request to replace the existing version
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EXAMINATION CONDUCT RULES & REGULATIONS (ECRR)
I

.
1. SHORT TITLE:

1.1

1.2

These Rules shall be called the Examination Conduct Rules & Regulations of Mody Institute of

Technology & Science (Deemed University u/s 3 of UGC act 1956 - hereinafter referred to as

MITS UNIVERSITY.

These rules & regulations shall be read In conjunction with the existing Ordinances of I
I
I

Undergraduate, Postgraduate and Ph.D Programmes of the University.

1.3 These rules & regulations are subject to alteration/modification/review at the exclusive discretion

of the Senate of the University, either in part or whole, at anytime hereafter. Such amendments,

alterations, modifications, additions, deletions. if any. shall be binding from the date of their

notification issued by the Registrar.

2. APPLICABILITY:

3.1

I
IMody Institute of Technology & Science (Deemed University) is one of the premier institutes in I

Rajasthan exclusively for women,. committed to excellence in education and hence its main

These rules & regulations shall come into force with effect from such date as the Senate/Board

may approve it

3. OBJECTIVES:

objectives are:-

3.1.1 To conduct examinations timely and efficiently with strict supervision without allowing any

malpractice at any level or at any stage.

3.1.2 To declare result of examinations timely with the highest regard to quality in the entire process of

examination system.

3.1.3 To offer the best services to the students, teachers and society at large with aiming at improving the

quality of education.

3.1.4 To maintain transparency in Examination System.

r

I
I
t
!
I
I
I
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4. EXAMINATIONS:

4.1 End Term Examination: End Term Examination shall be held at the end of each semester and

will cover the entire course of the syllabus as laid down for that semester.

4.2 Mid Term Examination: Mid Term Examinations shall be conducted during the semester. Each

• Mid Term Examination will cover only the portion of syllabus taught up to that period.

4.3 Practical Examinations: The Practical Examinations shall be conducted as per the syllabi for

various courses, according to the dates Ischedule notified by the Controller of Examination in

consultation with respective Dean.

In addition to, Lab Practicals, tutorials ,viva-Voce, Project Report evaluation, Thesis/Dissertation

evaluation, Case Study, Assignments, Seminar, Quizzes, Supplementary exam etc. form

different components of above End Term, Mid Term and Practical examinations.

5. DATE OF EXAMINATIONS:The dates of all the examinations shall be as per the

University Iinstitute Academic Calendar and or as notified by the Controller of

Examination from time to time.

6. EXAMINATION PROCESS:

In order that the examinations are conducted in an efficient, strict and transparent manner, the

system must have its requisite components in place, Le. paper setting with utmost regard to

secrecy, correctness and confidentiality; the physical conduct of the examination with due

supervision and invigilation, a fair and an efficient evaluation system and finally the dissemination

of results and record keeping of grades in a timely and factually correct manner. For this purpose

the Examination Committee and the Controller of ExaminationsShallfunction as under.-
7. • CENTRAL EXAMINATION COMMITIEE: ~

7.1 The Central Examination Committee shall consist of the following members;

Vice Chancellor or his nominee

Dean of all Faculties

Registrar

Controller of Examination

Chairman

Member

Member

Member Secretary

7.1.1 The Committee shall report to the Vice Chancellor for its functioning.

7.1.2 The Committee shall meet from time to time but at least twice a year and/or as decided by the

Chairman and notified by the COE.

7.1.3 The minutes of the meeting shall be prepared and circulated by the COE after approval of the

Chairman.

. 7.1.4 The Chairman may also invite any other person as a Special Invitee.
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7.2 'Responsibilities of the Examination Committee:

7.2.1 Oversee the affairs of the Examinations.

7.2.2 Take all decisions with regard to the Examination System.

7.2.3 Frame rules & regulations for the examinations

7.2.4 Suggest to the COE from time to time las and when required.

7.2.5 Take up any other matter related to Examinations.

8. CONTROLLER OF EXAMINATION (COE)

8.1 Role of COE:

The Controller of Examinations (COE) shall be the overall In-charge for planning and administering of an

Examination System and shall work without any influence or pressure of any Person/Officer, Department

• and/or Agencies whether internal or external.

He will be responsible, for conducting timely examinations in a disciplined, efficient and transparent

manner and shall issue guidelines/procedures for improvement of examination system from time to time.

He will issue/sign all the documents, notifications, letters, circulars related to examinations.

He will also be responsible for all arrangements with the conduct of examinations, arrangement of

answer books, question papers, evaluation, declaration of results and act as the custodian of

examination records.

The COE will report to the Vice Chancellor and will work in close coordination with the Registrar.

In absence of the Controller of Examination, the Dy. Controller of Examination shall be In Charge.

9. CONDUCT OF EXAMINATIONS AND PROCEDURES:

All the examinations of Mody Institute of Technology & Science -MITS UNIVERSITY shall be

conducted and controlled by the Controller of Examinations according to Ordinances and

Scheme of Syllabus for various programmes.

9.1 Schedule of Examinations: In consultation with respective Dean the Controller of Examinations

shall issue the notification of examinations, in accordance with the Academic Calendar for all

Faculties well in time.

9.2 Eligibility Criteria:

No candidate shall be eligible for appearing at an examination unless she;

(a) Has been registered in the said course as a student in accordance with the existing rules

of MI<rS.

(b) Fulfills the minimum academic requirements for appearing to an examination.

(c) Fulfills the Attendance Rules as prescribed by MITS and is not debarred from

,
\
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examinations under any Rule of discipline of MITS.

(d) Is not debarred from the Examinations under any Legall Court proceedings.

9.3 Admit Cards:

9.3.1 A candidate must produce her Admit Card whenever required by the

invigilator/examination staff. No candidate shall be permitted to enter the Examination

Hall without the Admit Card.

9.3.2 Misrepresentation or suppression of information:

If it is detected that the candidate has, furnished false information or misrepresented

Isuppressed any information required in Registration Form I Exam Form, her result shall

be withheld and deposited fees shall be forfeited, apart from initiation of disciplinary

proceedings against the candidate.

9.4 Printing of Answer Books:

The answer books shall be arranged by the office of the COE as per requirements and

account of which shall be maintained.

The answer books shall be issued by the office of COE to Examination centres on their

requirement

9.5 Format of Answer Books:

The format of answer books for theory and practical examinations for the purpose of

maintaining secrecy, shall ~bedecided by the CoE with approval of the Central Exam

Committee.

9.6 Account of Used and Blank Answer Books:

The Controller of Exam shall maintain proper record of answer books procured and

issued to the Examination Centreslln charge.

The Exam In Charge of Faculty shall also maintain record of used and blank answer

books received from the office of the COE.

9.7 Display of Examination Dates/Schedule:

In consultation with respective Dean the COE shall issue and display the Examination

Schedule for various examinations at least 10 days prior to End Term Exam & 7 days

prior to Mid Term Exam, on the Examination Notice Boardl MITS Website for the

information of all concerned.
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9.8 Deputation of examination Superintendent nnvigilators and Flying

Squad/Observer:

9.8.1 Examination Superintendent:

For End Term exam, In consultation with respective Dean the COE shall appoint one faculty

member (not below rank of Associate Professor) from any Department. preferably in rotation

as Examination Superintendent for a specified period or a particular examination. At least 3

days before the commencement of examinations, the Examination Superintendent shall be

provided with a Superintendent' s Packet containing Book of Instructions, Invigilation

guidelines, Roll No. of candidates appearing in the examinations along with their attendance

chart, and all other examination materials by the office the COE .

No Superintendent shall be deputed for Mid Term and Practical Examinations. The Mid Term

& Practical Examinations shall be conducted by the Exam In Charge of Faculty with the help

of HODs and faculty members in consultation with Dean.

For duties & responsibilities of Superintendent: refer to Annexure I

9.8.2 Invigilators and Supervisory staff:

Required number of Invigilators,and other Supervisory staff shall be provided by the Dean for

smooth conduct of examinations.

Once the names have been received from the Dean' s office, the Exam In

Charge!Superintendent shall issue the duty chart of Invigilators and supervisory staff, allotting

their respective examination duties.

For duties & responsibilities of Invigilators: refer to Annexure II.

9.8.3 Observer' Flying Squad:

The COE may appoint Observer or Flying Squad. The Observer! Flying Squad may be

internal! external or both.

The Observer' Flying Squad shall be provided with schedule of examinations and shall

choose the day 'time for their random visits of the examination centres.

The Observer 'Flying Squad shall submit their written report of the visit in the prescribed

format provided by the COE. The Flying Squad 'Observer may be paid a suitable honorarium
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as decided by the Examination Committee from time to time.

9.9 Provision for Writer:

In case of major sickness! disability of the candidate due to which she can not write her

own paper, the candidate may apply, to the Dean along with a Medical certificate issued

by the Doctor of MITS or a Senior Doctor from the Govt. Hospital to allow her a Writer to

write the papers on her behalf. The Dean and CoE after examining the case, and if

satisfied may grant permission for the same. The Dean and COE will ensure that the

Writer does not have any knowledge of that subjecV paper and shall be a junior student.

9.10 Display of Seating plan and instructions:

The Superintendent IExam In Charge shall display on the Examination Notice Board the

Seating Plan at least one day before the commencement of the examination.

The Examinations shall be conducted on the scheduled datel time as notified by the

COE. In case of unavoidable circumstances, if any examination is postponed!

rescheduled, the candidate shall be notified of the same by COE on the Examination

Notice Board and MITS website. No individual information shall be sent to candidates.

9.11 Daily Examination Report:

The SuperintendenV Exam In charge shall send a daily report of examinations In the

prescribed format to the COE,.

10. DISCIPLINE

i. Candidates shall maintain absolute discipline in the examination hall. If a candidate disobeys

the instructions of the invigilator(s) or misbehaves in any manner, she can be expelled from

the examination.

ii. If a candidate acts in a violent manner or uses force or makes a display of force towards any

invigilator or any other stafflperson at the Examination Center or acts in a manner likely to

hinder the authorities in discharging their duties, the Examination Superintendent may expel

the candidate from the examination.

IIi. If a candidate brings any dangerous weapon at the examination center, she can be expelled

from the examination and disciplinary action can be initiated against her.__________ __J

'-_
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iv. Candidate expelled on any of the grounds mentioned above may not be allowed to appear in

the subsequent papers based on the reasons for expulsion.

v,

v. All disciplinary matters /Unfair Means Cases shall be forwarded to the

Chairman Unfair means Standing Committee by COE.

11. Prohibited areas during the examinations

i. No unauthorized person !staff will be allowed to enter the Examination Hall/Centre during the

examination time.

ii. The Superintendent IExam Incharge shall identify the prohibited area by visible signs.

iii. The Security staff and other persons posted on examination duty shall prevent unauthorized

persons from entering the prohibited area.

iv. Electronic devices, I pod, Programmable Calculators or any objectionable item Inotes,

printed or written material etc. shall not be permitted to be carried inside the examination hall.

In case any of the above are found in possession of a candidate, action as per UMC

procedure would be taken.

v. The Candidates must maintain silence in the examination hall and not stand/walk outside the

examination halls or corridors during the examination hours.

12. Unfair Means - Rules & Regulations:

12.1 The following will constitute the u~e of Unfair means:-

i. Any candidate found having in her possession or accessible to himlher or nearby her,

any papers, books or notes, pen drives, electronic devices, written or printed matter or

any kind of unauthorized material.

Writing during the examination hours on any paper other than the answer-book, any

portion of the question paper, or anywhere, answers related to any question.

Talking to another candidate or to any person other than the members of the

Examination Staffllnvigilators, in the Examination Hall.

Consulting notes/books inside the Examination Hall.

Copying from some book or notes or from the answer of some other candidate or

helping another candidate.

Receiving or giving help froml to another candidate during the examination! including

receiving/ sending SMS or any electronic messaging.

Disclosing her identity deliberately or making any distinctive mark in his/her answer

ii.

iii.

iv.

v.

.
vi.

vii.
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viii..
ix.

x.

xi.

xii.

book for that purpose or making an appeal to the Examiner through the answer book or

using abusive language on the answer-book; communicating or attempting La

communicate directly or indirectly through a person, relative, guardian or friend to the

Invigiiator/Examination Supdt. or any other official with the object of influencing them.

Found guilty of disobey or swallowing/destroying any notes, paper etc. found with her

deliberately.

Found guilty of misconducll misbehave with'SuperintendenVlnvigiiators

Failure of handing over her answer-book to the Invigilator or taking away her own

answer book,walks out of the examination hall or in any other manner whatsoever.

Found guilty of destroying the evidence of UMC.

Found guilty of destroying any Property of the University/Institute.

12.2 Procedure for award of the punishment under Unfair means cases:

1. The CoE shall forward all the Unfairmeans cases to the Chairman UMC standing

committee

i) The COE shall send a Notice of Hearing to the candidate found guilty of

malpracticel using unfair means, asking her to appear personally before the

UMC Standing Committee on a fixed date, time and place as advised by the

Chairman.

The COE shall place the Unfair means case (5) before the UMC Standingii)

Committee on the date o! hearing for decision as per the relevant clauses of the

Examination Conduct Rules. The Standing Committee shall adduce all evidence

and decide on the action to be taken against the candidate.

iii) In case the candidate does not appear before the Standing Committee on the

date and time of hearing as mentioned in the Notice, the case will be disposed

off after due consideration of facts of the case, available evidence and records,

without any further chance provided.

iv) Recommendation of the Standing Committee /Award of punishment shall be

forwarded to the Registrar by CoE. The Registrar shall notify the candidate with

copy to the Vice Chancellor and all concerned.

12.3 Award of punishment IQuantum of Punishment:

I. If a candidate is found guilty of using Unfair means/Cheating in examination or found

with her incriminating material, papers, or objectionable materials then the result of that

\.
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paper may be cancelled, or

ii. If a candidate is found guilty of attempting to use unfair means at an examination, the

Standing Committee may recommend for deduction of a certain percent of marks from

her result, according to the nature of the offence, or

iii. If it is foundfdlscovered that the candidate was In any manner guilty of serious

misconduct In connection with her examination and lor was instrumental in or has abetted

the tampering of Institute records including the answer books, mark-sheets, result chart,

degree, diplomas etc., the Committee may cancel all the papers of that semester of a

candidate.

iv. If a candidate has suppressed information of misrepresented information to fraudulently

sit/appear in an examination, the Standing Committee may cancel all the papers of that

semester of a candidate andlor debar her fro appearing in any examination or for the entire

semester or programme or cancel/withhold the Degree.

v. If the guilt of candidate is not proved on personal hearing or on the basis of proof f

evidences and statements attached f presented with the UMC form, the Standing

Committee may simply give a warning to the candidate and the case shall be disposed off.

vi. In case of difference of opinion of the members of Standing Committee, the

findingsfdecision of the Vice Chancellor shall be final.

12.4 Unfair Means Standing Committee

All Unfair means cases shall be reported to the Chairman Unfair Means Standing Committee by

the COE in writing for suitable action, In a time bound manner, as per prescribed procedure in

Para 10.3 above.

12.5 Unfair Means Appellant Committee:

If a candidate is not satisfied with the decision of the UI1falrmeans Standing Committee, she may

approach to the Appellant Committee. The appeal shall be considered only in light of any new

materiall evidence provided by the candidate.

A candidate may appeal in writing to the Appeal Committee within three days of issue of

Notification of punishment by the Unfair Means Standing Committee.

The Appeal Committee shall consist of :-

1. Vice Chancellor Chairman

Member2. Pro Vice-Chancellor -

\
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The Vice Chancellor may invite any external expert / member to the above Committee.

13. QUESTION PAPER SETTING:

13.1 Paper setting procedure:

The question papers for all subjects/courses shall be set by the subject experts. The COE shall

request to the Panel of Paper Setters to set the question papers well in time with full

confidentiality.

The paper setter shall ensure that the paper covers the appropriate assessment objectives and

criteria and subject content as set down in the syllabus. The paper setter must also ensure that

the level of demand is appropriate, that, where there Is a choice of questions, alternative

questions make equivalent demands. The paper setter is also required to check that all

instructions and advice to candidates are clear.

13.2 End Term Theory Examinations: For End Term Theory Examinations. the Question Papers

shall be set by the subject experts from the panel of faculty members appointed by the Controller

of Examination in consultation with the Deans.

The paper setters may be internal or external or both. depending upon the subject.

13.3 Mid Term Theory Examination: For Mid Term Theory Examination, the question papers

shall be set by the concerned course coordinator/teacher in consultation with the HOD.

,
13.4 Practical Examinations: Mid Term & End Term Practical Examinations and Viva Voce etc

shall be conducted as per the schedule notified by the Controller of Examinations at Faculty level

in consultation with the Dean and HODs.

14. MODERATION OF QUESTION PAPERS:

Question papers would be moderated by the members of the Moderation Committee appointed

by the COE in consultation with respective Dean, In case of difference in opinions of moderators,

the decision of the COE and Dean shall be final.

Moderators shall be required to put themselves in the place of a candidate and to work through

the question paper to ensure that the whole thing works as an assessment instrument.

The Moderators may suggest for further revision to the question paper and/or marking scheme.

• No paper setter who has prepared the paper shall participate in moderation of his/her own

question paper(s}. Two sets of question papers are to be finalised by the Chairman of the

I
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Moderation Committee and COE will decide one paper for finalisation.

'15. PRINTING AND PACKING OF QUESTION PAPERS:

After moderation, the question papers shall be handed over to the Controller of Examination.

Thereafter the Controller of Examination shall ensure for confidential planning & printing of

question papers and to dispatch the sealed packets of question papers to the Centre

Superintendent(s)lIn Charge.

16. EVALUATION SYSTEM:

16.1 Evaluation of answer books:

Answer books shall be evaluated by the examiners on the evaluation centre and shall be

returned back along with the Award List to the office of the Controller of Examination within the

stipulated period as notified by the Controller of Examination. The examiners shall be

appointed by the Controller of Examination from a panel of examiners approved by the Central

Exam. Committee. The Examiners/Head Examiners may be internal, external or both. External

Examiners may be paid an honorarium as decided by the Central Examination Committee as

decided from time to time. The component of evaluation done by external examiner shall be

atleast 10% of scripts of each subject.

16.2 End Term Exam answer books shall be evaluated by the Examiners at the Evaluation

Centre approved by the COE only ...

16.3 Mid Term Exam answer books shall be evaluated departmentally at faculty level.

Evaluated Answer Books of Theory, practical and any other examinations shall be returned

with Award list within the specified time to CoE.

16.4 Permissible Ink for evaluation: The Examinet will be permitted to use red ink only for

checking of answer books. The Head Examiner will use green ink.

16.5. Evaluated of answer books of theory, practical or any other

examinations shall be returned with award list within the time limit specified by

the COE.

16.6 Evaluation of Thesis/Projects Etc.: The Faculty shall forward two sets of Thesis I Projects

I
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the Controller of Exam for evaluation process. The Controller of Exam shall appoint Examiners

and issue guidelines / Process for evaluation in consultation with Central Exam. Committee.

17. Custody of evaluated answer books:

The Controller of Examination shall keep End Term evaluated answer books in safe custody for a

maximum period of six months only from the date of declaration of result of that particular

paper/subject. There after these answer books shall be destroyed.

18. In case answer book of any candidate is lost:

A candidate whose answer book is lost after having been received by the Centre Superintendent

of the examination/COE and who, but for this answer book, would have either passed

examination or is likely to be placed under re appear, shall, unless she opt for re examination on

a date to be fixed up by the Controller of Examination, be deemed to have obtained in that paper

marks Igrades equal to the average marks/grade obtained by him/her in other papers. If there is

any dispute in this matter, the finding of the Controller of Examination, subject to confirmation by

the Vice Chancellor, shall be final.

19. Submission of Marks/Grades:

The Marks/grades of any subject Isubjects shall be submitted to the CoE and SGPAlCGPA shall

be calculated by result section. The final result/grade shall be prepared by the office of the

Controller of Examination.

20_ DECLARATION OF RESUL TS/GRADE&:

All the results shall be declared /published centrally by the Registrar on the Notice Board/MITS

website.

21. RE-EVALUATION/ RECHECKING OF PAPERS:

21.1 The University shall maintain transparency to the maximum extent feasible in the evaluation

system, consequently students shall be granted permission for re-evaluation/re checking of their

answer books of End Term papers only.

21.2 For revaluation/re checking of answer books, students may apply along with the prescribed fees

as fixed by the University from time to time, within seven days from the date of publication of

results" .

21.3 There shall be no re-evaluation in the following marks/assessment-
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(i) Lab I Practical examinations, tutorials

(ii)

(iv)

Viva-Voce,

Project Report evaluation,

(iii) Thesis/Dissertation evaluation

(iv) Assignments, Seminar, Quizzes etc.

However, in the exceptional circumstances, the grade/paper of a candidate may scrutinized by

UGPC.

22. Issue of Grade Cards:

The Grade Cards shall be issued under signatures of the Controller of Examination and

Registrar.

23. Issue of Degree:

Degree to a candidate shall be issued under signatures of the Dean of concerned Faculty,

Registrar and Vice Chancellor.

24. Issue of Duplicate Copies of Certificates:

Duplicate copies of the Degree/Grade Card/ProvisionalCerttficate shall be issued on payment of

the prescribed fee. Duplicate copies of Certificates shall not be issued, unless the candidate

submits copy of FIR or an affidavit on a Non Judicial Stamp Paper of minimum value of Rs. 10/-

or as required by the law in force, declaring that the applicant has not utilized the Original Grade

Card/Provisional Certificates for appearing in any examination and has lost the same, or it has

been destroyed and the applicant has a need for a duplicate copy of the Grade Card. A standard

format for the said affidavit is enclosed. (see Annexure) • III

25. Migration Certificate, Provisional Certificate:,

A candidate, who has passed the final year examinations of a programme, may apply for

Migration Certificate, Provisional Certificate to the Registrar. The Migration Certificate,

Provisional Certificate shall be issued by the Registrar as per university guidelines issued from

time to time.

26. DISSEMINATION OF INFORMATION:

All Notices or Circulars -regarding the conduct of examinations, date sheets, results and the

payment of exam. fees etc. shall be displayed by the Controller of Examinations on the

Examination Notice Board of the University and the same may also be displayed on the

University website, Students must see the Examination Notice Board and refer to MITS website

for all information regularly and get updated.

The Institute shall not be held responsible if any student misses to see the information on the

Notice Board/Website.
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The expiry period of nonces, circulars, results displayed on the Notice BoardlWebsite shall be

maximum 7 days from the date of its display on the Notice BoardlWebsite.

27. INTERPRETATION OF RULES:

In case of clarification on any of the clauses In this document Irules the interpretation of the Vice

Chancellor will be final and binding .

28. JURISDICTION:

The jurisdiction on any legal matter arising out of the said rules shall be the

• Courts of Sikar, Rajasthan only.

CC: Chairman, MC; Vice Chancellor; Dean, FETi Dean, FMSi Dean FASC; Dean, FOL; COEi
Registrar;

-,
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Annexure - I

Duties and Responsibilities of Superintendents

1. Arrange to prepare date wise / shift wise examination schedule & strength of

students appearing in Examination & accordingly examination material are to

be indented.

2. Make all necessary arrangement for conduct of examination on scheduled

date and time, including display of examination schedule, seating

arrangement, security arrangement if required and for recording attendance

of students.

3. Appoint invigilator minimum 2 in a room with student strength up to 40 and

an additional invigilator if student strength is more than 40.

4. Arrange in advance sufficient Answer Books & other materials for conduct of

examination and keep records of the same.

5. Keep the question paper received from the Controller of Examination in safe

custody and keep proper records of the used and unused question papers

and arrange for distribution in examination.

6. Report all cases of use of unfair means by the students in the examination, if

any, to the controller of examination for consideration by the Examination

Discipline Committee of the University.

7. Arrange to dispatch answer books for evaluation on day to day basis.

8. Daily Examination Report should be .sent to the CoE.

- .. -- ... -
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Annexure - II

Instructions to Invigilators

1) The invigilator should be stationed in the examination hall atleast 20 minutes
before the commencement of the examination with all materials (except
question papers)

2) Invigilator must ensure that there is no written materials on tables, chair,
black board, wall etc. of the examination hall. In case something is written it
should get erased immediately.

3) Befor~ the distribution of the answer books to the students, the invigilator
must ensure that the facsimile seal of the .University is affixed in the answer
book otherwise the answer book should be Immediately withdrawn.

4) The invigilator must also ensure that there should no chits on the windows,
doors or on the corridors of the examination hall if found they should be
destroyed.

5) Before entering the examination hall, the invigilator should check each
examinee thoroughly.

6) The invigilator should not permit any student into examination hall after the
examination has begun. In case of emergency student may be permitted late
up to 30 minutes with the consent of Center Superintendent.

7) Invigilator will check admit card of all the students at the entrance of the
examination hall. No student will be allowed to enter examination hall
without the admit card.

8) While signing the answer book, the invigilator are requested to ensure that
the students should have made all necessary corrected entries i.e. Roll No. /
Enrolment No., name of the subject / code and date of exam etc. In no case
the invigilator should sign on the answer book prior to filling of all entries
correctly by the examinees.

. 9) Invigilator will sign a declaration form stating that his/her ward or kin is not
appearing for examination.

10) The Invigilator are requested to handover the list of absent students, along
with the details of used / unused answer books and question papers to
supervisor after 45 minutes of start of the examination.

11) Invigilator must not permit any student to leave the examination hall without
prior permission from the Examination Superintendent.

12) If any student is caught using unfair means her case should be properly
made out and reported with full evidences .

. 13) Please check that the student has not carried their belongings in the
examination hall.



Annexure-III

Undertaking for issue of Duplicate copies of Certificate

I (name of student) Enrolment No. , Programme

Batch declare that I have not utilize the

original Deqree/ Grade Card I Provision Certificate for appearing in any examination

and has lost the same, or it has been destroyed and further has a need for a

duplicate copy of Degree I Grade Card I Provisional Certificate.

I am depositing Rs. through CR/BR No. Dated _

towards issuance of Duplicate Certificate.

(Name & Signature of Student)

Enrolment No. _

Programme _

Batch _
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FACULTY BUILDINGS - ENTRY AND EXIT

A. Acharya Brihaspati Bhawan (ABB) - FET and FOL

The ASS has three gates as given below:

1. Gate No.1, facing NH 11which is the Main Gate.

2. Gate No.2, which opens towards Dining Hall.

3. Gate No.3, which opens towards FMS.

The primary responsibility to ensure locking and opening of gates of ASS will be of
Dean-FET.

i. Gate Nos. 1, 2 & 3 will remain open form 7 AM to 7 PM.

ii. At 7 PM the personnel employed by FET at Gate No.1, 2 and 3 will hand over the
keys to the security guard of H&S Department who will lock Gate No. 1 & 3 after
ensuring that the AC's lights, fans and TV and other electrical appliances are
switched off and the doors and windows are closed properly that means from 7 PMto
7 AM the Gates 1 & 3 are locked.

iii. From 7 PM to 9 PM the Gate No.2 will remain open and will be guarded by the
security of H&S Department.

iv. After 9 PM Gate No.2 will also be locked by the security of H&S Department l.e., from
9 PMto 7 AM all the 3 gates of ASS remain locked.

•
" v. In the next morning 7 AM the security guard of the H&S Department will hand over

the keys to the security personnel of ASS.

vi. In case if required for any extra classes, placement or any other functions after 7 PM,
the permission, from Dean FEThas to be obtained. •

vii. In case Dean FOL requires the ASS building till late night, Dean FOL may request
Dean FET to hand over the keys of the gates of ASS to the concerned person in the
office of the Dean FOL.

viii. The Keys will be returned to the House Keeping Supervisor of the FET the following
morning.

ix. The record of handling over and taking over of the keys of ASS by the concerned
personnel will be maintained by the House Keeping Supervisor FET which will be
checked by the Manager (Accounts & Administration), FET once in a week.
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B. FMS building

FMS building has two gates as given below:

1. Gate No.1 facing NH 11.

2. Gate No.2 facing the workshop of FET.

The primary responsibility to ensure locking and opening of gates of FMS building will
be of Dean-FMS

i. Gate No.1 will remain open from 8 AM to 7:00 PM

ii. Gate No.2 will remain open from 8 AM to 8 PM

iii. The peon of FMS will collect the keys from the Security Parlour at 7:45 AM and will
open the Gate Nos. 1&2 of the FMS building at 8:00 AM.

iv. At 7:00 PM he will switch off the ACs, lights, fans, TV and other electrical appliances
and doors / windows of the class rooms, corridors, faculty cabins and offices of the
building and lock the Gate No.1 of the building.

v. The peon of FMS will then hand over the keys of gate No.1 to the Security Parlour.
However, the library in the building will remain open till 8 PM.

vi. At 8 PM the library incharge of FMS will switch off the lights, fans of the Ifbrary and
the adjacent corridor and ~ill lock the library and the Gate No.2 of the FMS building.

,...
vii. He will then hand over the keys of the library and gate No. 2 to the Security

Parlour. In the morning the keys of the library will be collected by the library staff
from the Security Parlour and the library will be opened at 8 AM.

viii. The record of handling over and taking over of the keys of the builtling will be
maintained by the staff at Security Parlour. The same will be signed by both the staff
of Security Parlour and the staff of FMS and will be checked by the Accountant of
FMS once in a week.

CC: Chairman, MC; Registrar; Dean, FET; Dean, FMS; Dean FASC; Dean, FOL; GM-H&S



Prof.(Dr.) Suresh Advani

MODY UNIVERSITY
LAKSHMANGARH

MORP· L-2

Signature ~ <"...J-... Page' of 3

I Copy to MU Delhi
I Copy to, MU Lakshmangarh
I Copy to each endorsee as below.- Leave

Name Revision: 03
Date 23-01·2018 MANUAL OF RULES & PRACTICES Date: 23·01·2018

Leave
1. Leave is a privilege and cannot be claimed as a matter of right. The leave sanctioning

authority is fully competent to refuse leave applied for in the exigencies of the service or
on administrative considerations. The mere fact that leave is available in one's credit
does not, thereof confer any right that leave applied for will have to be sanctioned.
University/Foundation employees are required to get their leave sanctioned well in
advance.

2. The President will be the leave sanctioning authority of Vice-President, Registrar, Deans,
Principal, Director-Marketing & Admissions, GMs, COE and others who directly report to
him / her.

3. The concerned Dean, Principal, Registrar, Director-Marketing & Admissions, GM or COE
will be the leave sanctioning authority of faculty and staff of the Division.

Leave year will be from 1st July to 30th June of the following year for all the employees
of the University/Foundation. Proper leave record will be maintained in the leave
register for each employee by various Divisions / Departments of the
University/Foundation. The employee of the University/Foundation will be entitled for
the following types of leave:

i) Casual leave - Both Academic and Administrative staff members will be entitled to
12 days casual leave. It is not to be combined with any other leave and shall not be
granted for more than 3 days at a time. The Casual leave will expire at the end of
the year in which it is earned.

In case of academic units, the concerned faculty member will be responsible for
making arrangements for the teaching for the period he/she intends to proceed on
leave. No classes can be cancelled, re-scheduled, or postponed because of leave and
the arrangements made must have the approval of the HoDs.

In case of the University/Foundation Officials, such as President, Vice-President,
Deans, Principal, Vice-Principal, Registrar, Director-Marketing & Admissions, GMs,
CoE and those who have officer in their title, if the unused casual leave which cannot
be availed during the month of June of the leave year because of academic and
admission requirements, it may be carried forward to the immediately succeeding 6
months, and it lapses automatically thereafter. In case of President, this will require
MC Chairperson's permission and for all others, the President can approve such
extensions.
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ii) Privilege leave - President, Vice-President, Deans, Principal, Vice-Principal,
Registrar, Director-Marketing & Admissions, G.M.s, COE other Officers of the
University/Foundation, Librarians, Lab Assistants & Other Administrative staff
members will be entitled to 25 days Privilege Leave on pro-rata basis. Academic
Staff are not entitled to PL as they are entitled to VL.

iii) Vacation for the Faculty - Faculty members of Colleges are authorized to take 30
days vacation leave and faculty members of Mody School are authorized for 30 days
vacation leave in an Academic Year on pro-rata basis. The leave must be continuous
and can be broken in parts only in exceptional cases with the permission from the
concerned Dean/Principal. With the permission of Dean, a College faculty member
can go on long breaks when the classes are not in session as per Academic Calendar
of the University such as Holi, Diwali, and year end break (New Year). However all
such leaves would be accounted for within the above 30 days vacation leave.

The Deans & Principal are authorized to retain any member of the teaching staff to
remain on duty for such a period of vacation as may be considered necessary. The
Deans & Principal may also recall to duty any member of the staff who has
proceeded on vacation.

iv) Maternity Leave - Maternity Leave on full pay may be granted to the teaching staff
members on the recommendations of the competent medical authority for 8 weeks,
2 weeks prenatal and 6 weeks postnatal. The female faculty should have been in
continuous service of the University/Foundation for not less than one year. The
applicant shall be required to produce supporting medical certificate to establish that
the leave applied for is for maternity reasons. Maternity leave can be availed of only
twice during the service of the employees in the University/Foundation. The Dean
and HoD for University, Principal for School will be responsible to make
arrangements for teaching during this period.

v) Leave Without Pay - An employee of the University/Foundation at the discretion of
the leave sanctioning authority may be granted Leave Without Pay. The period of
this Leave Without Pay will not be accounted for increment or other leave
entitlements.

vi) Unauthorized Leave - An employee who remains on unauthorized leave shall be
treated absent and may attract disciplinary action against him / her as deemed fit.
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An employee shall not take up or accept any employment with or without
remuneration during the period of such leave / loss of pay / absence.

vii)Special Academic Leave -Special Academic Leave may be granted to a faculty at the
discretion of the Dean and the leave should not exceed 15 days in a calendar year.
In case of Principal, Vice-Principal, Deans, Vice-President and President it will
require the President's and MC's Chairperson's approval, respectively. Special
Academic Leave shall be subject to prior submission of relevant documents and
specific sanction from the Dean. The Special Academic Leave may be used for the
following purposes:

a) To attend examination work / BOS / Senate/Academic Council at other university
b) To attend professional/orientation courses / workshops
c) To attend official/professional/academic activities as directed or permitted by

HoD / Dean
d) To attend sports meets / cultural events / election duties

i) Special Academic Leave cannot be accumulated.

ii) Special Academic Leave cannot be combined with any other form of leave.

iii) Submission of Attendance certificate is mandatory.

iv) Employees shall not claim TA / DA from the Home institution.

Leave : Others:

(1) Nursing staff: 12 Casual Leave & vacation for 25 days or lesser duration as per
requirement during Deepawali and Vacation.

ACCUMULATION: The administrative staff members of the University / Foundation are
authorized to accumulate, Privilege Leave upto a maximum of 50 days.

LEAVE ENCASHMENT: The University/Foundation Administrative Staff members on
retirement / resignation; retrenchment are entitled to the benefit of leave encashment
of Privilege Leave only. Basic+DA will be encashed for number of Privilege Leave
accumulated not exceeding 50 days.

COMBINATION OF LEAVE: Privilege Leave, Maternity Leave and Leave Without Pay may
be taken in combination of any other kind of leave except Casual Leave.
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1. Manners and etiquette consist of an elaborate list of norms and

rules of social conduct & behaviour for every situati
encountered in daily life. By cultivating correct mannerism 311d
etiquette, one emerges with confidence to tackle various social
situations and enhances ones' social acceptability. Finer nuance
of manners and etiquette must be developed & drilled
constant practice .and exposure to various social situations.
MJER facnity members must, therefore, endeavour to promo
good manners, etiquette and moral values in our students wit
special emphasis on the following:

!

i

\1
~ i\I
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N.AM..ASK."AR: The day must start with a smile and a
word of greeting • NAMASKAR to everyone.
"NAlv1A.SKAR" is a traditional Indian way of greeting and
showing respect to' elders. The NAMASKAR symbolizes
both a greeting and a welcome and also reflects our traditi
hospitality ma..king it the most unique form of greeting in the
world.

CHARAN-SPAR ..~H is unique Indian tradition of expressing
sincere respect and reverence to parents and elders. Stude
must do Charan-Sparsh of their, parents and tllderly family

. members I relations daily in mornings at first meeting and 0

arrival/while returning from vacations .

\ (iii)
I
j
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![I (iv)
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{Ol'.JESTY is the keystone of character.Teach them to acceptreir faults and tell the truth and face injustice with utmo
urage and conviction. Truth always triumphs.

------~- ------

'OURTSEY in itself is a great form of social service. B
gentleness of manners, by an unobtrusive sympathy, b
thoughtfulness for others in little things, one can smoothen
the roughness of life. We must teach our students to be humble,
polite and courteous. Counsey begins Mhome and it is only

acticing courtesies at all. times that an individual blosso
with confidence in her interaction with othel'S. For example,
while standing in que in the mess / PCOJ or any other place,
pm'I:Jnw./guc8ts/visitors to the Institute be offered/requested
o help tbcmselves first.

[ConL.P/2l
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CONVERSATION: Soft & polite conversation is a sod
pleasure. A good conversationalist does not dominate
conversation but permits others also to have their say. Also
avoid spilling words or rushing through sentences, Sarcasm a·
the expense of others is unpardonable and so is malicious
gossip about mutual acquaintances. A .sophisticated pers
never comments on personal life/life style of other( s
shun criticism, faultfinding. destructive criticism, malice and

\ castigating others. Disregard personal bias and concentrate 0
1 positive traits. Don't be stingy with words of appreciati

I·· when they are justly due. Everyone likes to be told that she •
respected, appreciated and liked. One of the most difficult\ fsons to learn is to mind ones own business. Don't gossip

1 is a C011:UnOn disease in the students community -
I rid of it,I'---"--------

I
I(vii)

i

\ (viii)
;

(ix)

!

I

PUNCTIJAUTY, Students mmt know and understand th
true value of time. Time lost will never come again, Teach them
to be punctual at all occasions,

DRESS & TURN OUT: Since ages "dress" lw been used by
kings, queens and commoners to project and enhance th .
personality. Wen dressed person invariably attracts appreciativ
attention, Dress also conveys one's culture and traditions.
ITIlerefore teach the students to dress up appropriately
[according to time, place and occasion, Remember: dressing i
never complete unless one wears a smile on face. Also teach
them to remian dean and tidy always.

PERSONAlIfY that exudes friendship, elan, warmth,
bonhomie and confidence sets her apart from the rest of
crowd. Develop aesthetics, poise, elegance, grace, glitter of
intelligence and halo ofaristocracy One can win more heart
by tenderness and forgiveness than by swords.

IINTRODUcnON: Teach them how to introduce. When
IU1troducing one must pronounce her name and sur-name slo
land coherently. "Pleased to meet you" is a standard farm; .
through "Hello" or "How do you do"? are also socially
acceptable.

[Cont ... P/3]
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TABLE. E-llQUE'ITE: Sharing and patil.lking of food
offers excellent opportunities to cultivate and hone one's
social grace. The refinement, or lack of it ill a person
is no where more revealing than· at the dining table. 111e
diner who sloshes her soup, slurps on it, speaks with
her mouth. wide open when eeting or behaves in
uncivilised manner at too dining table traesgresses tho
bond of table etiquette, Use of spoon, knife fork,
chopsticks etc. should be proper, It if' a 8000 manner
take a little of every dish. Decline by a polite "No-thank
you so much", if you haw to decline a dish. Facul
members must sit at the appropriate place on the dinin
table to correct the wrong eating habits of the st.udentB
Only 00 ceremonial occasions, they must sit at head table.

Principal! Vice Principal should also explain and
emphasise one of the above points in rotation .
morning assembly to inculcate good manners and
etiquette inour students.
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MORAL EDUCATION

1. APPLICABILITY
The provisions of this MORP are applicable to all the students of classes III to XI, and the Academic
Divisions of the Mody Institute of Educorio. & Research ( MIER ).

2. PREAMBLE
MIER was established to serve the society specially with· the clear objective of the holistic
development of every individuol's mind and body right from school level. So to meet the target it
was decided that Moral Education be taught to all as it is the standard of good & evil which
governs an individual's behaviour and choices.

3. PROJECTS IDENTIFICATION
Moral Education is one of the most neglected areas in education field as children these days are
busy with the education system which is only a marks earning system, however the prime te-gEet of
MIER is to inculcate moral values in children as we want our children to become warm, decent and
sen-itiv e human b einqs who reach out generously to those in need. We expect that they find values
and ideals to give their lives purpose so that they can contribute to the work! and make it a better
ploce because they have lived in it. MIER strongly believes that intelligence, success and high
achievement are worthy goals but they mean nothing i' our children are not basically kind and I
loving people. Thus the following projects have been identified in order to develop ethical va lues
in students. I
* : Teaching Sanskrit o s vital language
*. Importing Vedic knowledge of scriptures epics, mantras and prayers. ,

4. METHODOLOGY

A) Apprise students with Vedic Culture
The Division plans to undertake a project to impart morel education to every individual. The closses
at school level may be taught moral v-rlues such as :-

CLASS - 111
Sanskrit provers of school
Honurnon Chaliso
Choupoivcn ( from Romchorit Mallos )
Romstuti(Shree Rall1Chandra Kripolu )
Achyutoshtkam (3i""'i:Zjili'<:'5'l)

CLASS -IV

Bodhmalo - Port IV
Shivpanchakshar Stotra (~~l!fi! m)
Chaupaiyan ( fr orn Romchmit Mc(mos )
Ramstuti(Shree Rom Chandra Kripolu .
Prayers in Sanskrit
Notional Anthem
Notional Song

................ )

CLASS - V

----_._--------
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CLASS- VI

Bodhmola - Part VI
Adityahridya Stotra (~ ~)
Shrimad Bhogv.at Gi:o ( Chapters 3,4,5 ) = 114 Shlokas

CLASS- VII

Bodhmala - Part VII
Ramrakshastotra (XT'f'ie~)
Shrimad Bhagwat Gita (Chapters 6,7,8,9 ) = 139 Shlokas

CLASS- VIII

Badhmala - Part VIII
Norovc.nkowoch (~ ~)
Shrimad Bhagwat Gita ( Chapters 10,11,12,13 ) = 150 Shlokas

CLASS-IX

Bodhmala - Part IX
Vishnusahosranam Stotra (Fci""fffi'-lAT'l 'Rl)-,,)
Shrimad [,ho\:wot Gita ( Chapfers 14,15,16,17 ) = 99 Shlokos

CLASS- X

Bodhmala - Part X
Vishnusohasranam Stotra (Fcn."l'~P1 "N)"'3l)
Shrimad Bhogwot Gita ( Chapters 18 ) = 78 Shlokas

CLAS~- XI

First rnonir o of 011 four Vedas
Rigveclo - Agni Sukta (31fi''f 'lm'l)
Sammansyo Sukta (tlirr'f<'l"' ~)
Swasti Voochon (fClffi1 clT'lOJ)
Shoonti Pooth (~llf.<l 1.llG)

PurushSukta (T"" ~)
Hiranyagarbh Sukta (f%xUl:f'l1f 'fffl)
Noasdiya Sukto (~ ~)
Ishaavoosyopnishad (~~)

B) Teaching Sanskrit as vital language :-
Sanskrit, the root of. all languages, may be taught to all students of MIER. The Division may arrange
scriptures in Sanskrit. Also the school prayer, National Song and National Anthem may be taught in
Sanskrit in order to make students speak and comprehend the language.

C ) Visit to Tapovan :-
Students may be taken to Tapovan and read & recite mantras. To build up concentration and purity of
mind, they may utilize Meditation Hall which is equipped with the material of building moral values
within oneself. The following ~chedule to send students to Tapovan may be followed.

1---
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Everyday a hostel (approx 60-70 students) is sent to the MeditatIOn Hall for reciting the mantras end '

practice 'Dhyo on' from Monday to Friday. Likewise all the hostels ore sent in rotation for the same. This I'

wCly each hostel gets on opportunity to be in Hol] for one continuous week in roto tion and the schedule

keeps moving throughout the year. This pr octice enables students to introspect which ultimately result to

increase their self -control and resistcnce power.

cc: Chairman-MC; Director; Jt. Secretary; Dean-FET; Dean-FMS; Dean-FASC; Dean-FOL;
Principal; Vice-Principal; GM-Engg; GM-H&S; GM-F&B; GM-Finance; Manager- Tapovan.
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Date: 19-11-2004~ ~ ~ -L ~

Ragging which was a method of getting acquainted with the new students
once upon a time in the educational institutions has now become a

~ menace. Violence, physical torture, mental torture were also found to be
used by the seniors while ragging their juniors. This has an adverse effect
on junior's psyche. Sometimes, a junior after ragging withdraws from the
institute. It has reached to such an alarming situation that Honourable
Supreme Court had to intervene in the matter.

Honourable Supreme Court in their Order dated 04-05-2001 has strictly I

banned the ragging in the institutions and has outlined certain steps to
eliminate ragging from the educational institutions.
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RAGGING

1. APPLICABILITY

The provisions of this MORP are applicable to all Students of all the
Faculties of Mody Institute of Technology & Science.

2. PREAMBLE

3. BAN ON RAGGING IN MITS

Ragging in any form inside the Institute Building, Campus, Hostels or
even outside the Campus is completely banned and will not be tolerated
by the Institute. The process of getting acquainted with the fresher is to
be done by organising a party to welcome the new comers in accordance
with the traditional Indian ethos and culture by applying tilak on the
foreheads of new comers, giving speeches .by the senior students
imparting a sense of confidence and homeliness among new comers.

4. ANTI-RAGGING COMMITTEE (ARC)

The Anti-Ragging Committee (ARC) consisting of All Deans of the Institute
and all the wardens is constituted to deal with the cases of Ragging
reported to it.

ARC will verify the charges, gravity of charges and recommend the
penalty to the Vice-Chancellor. Based on the recommendations the ARC,
the Vice-Chancellor will order for the necessary action.

The Vice-Chancellor may decide to reduce or increase the penalty as
recommended by the ARC. The Vice-Chancellor, if he finds necessary may
give a second hearing to the offender.
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5. VIGILANCE

Deans of the Faculties along with the staff of their faculties and wardens
shall keep a vigil and ensure that no ragging take place. If a case of
ragging is found, they should immediately report the matter to the Anti-
Ragging Committee (ARC).

6. PENALTY

Penalty will depend upon the gravity of the offence committed. It may be
any thing from a fine to the expulsion from the Institute with a negative
remark in their transfer certificate / migration certificate.

7. ANTI-RAGGING MOVEMENT

The information regarding ban on ragging in the Institute be made public
from time to time. In specific terms,

(a) The Prospectus, Bulletin, Brochure and any other information
material should mention about the ban on ragging.

(b) The Application form filled by candidates for admission to the
Institute should include an undertaking by the candidate and also
by her parent to the effect that they are aware of Institute's
approach towards ragging and the punishment to which she shall
be liable, if found guilty of the offence of ragging.

CC: Chairman, MC; Dean, FET, Dean, FI\1S.
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VISITORS TO MITS BOARDER STUDENTS

1. Applicability

Contents of this MORPwill be applicable for all visitors to all boarder students of MITS.

2. Visiting Days

Visitors to boarder students are permitted on all Sundays. On other days visitors may
visit students with specific permission from the respective Deans. In the absence of
the concerned Dean, the other available person authorized by the Dean will authorize
such visits. All such authorizations will be sent through telephone to the security
parlour.

3. Timings

Visits are permitted from 9 AMto 6 PM. All visitors are required to leave the campus
by 6 PM. This stipulation will be informed to the visitors by respective faculties. This
will also be printed on the Visitor's Slip issued by the Security Parlour.

4. Entry Procedure

Upon arrival of the visitor, Security Parlour will telephonically inform the warden of
the student. In case warden is not available respective Dean will be informed. The
student being visited will be required to come at the Security Parlour and escort the
visitor.

Upon arrival of the student, Security personnel will make entries in the Gate Entry /
Exit Register and issue Visitor's Slip to the visitors.

No male visitor above the age of 12 years will be allowed inside any hostel.
Responsibility for ensuring this will be that of the respective hostel wardens.

5. Vehicles

Vehicles of the visitors will not be allowed inside the campus. These will be parked in
an orderly fashion outside the Main Gate on the right side. Responsibility for ensuring
this will be of Security Department.

In specific cases, permission to allow vehicles inside the campus may be granted by
the respective Deans and in their absence by the person authorized by the Dean. Such
authorization will be sent through telephone to the security parlour.

Vehicle will be allowed inside the campus when students are proceeding onlreturning
from Summer/Winter vacations.
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CC: Chairman, MC; Vice Chancellor; Director-Administration; Dean, FET; De~s, Dean, FASC,Dean
FJS;General Manger ED; General Manger H&S; General Manger Finance; General Manger F&B


