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" ' xcellence is never accidental, it is a
' eliberate directional phenomenon”
Dr. B.S. Goel | &%

(Founder Executive Director)
Visionary, Educationist and Philanthropist

(1937-2017)

To Create an Environment for world class Professional Education

o Optimization of Time as Exhaustible resource
Vision

“Our Vision is to produce Professional who
would Pioneer the future Revolutions”
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1 THE INSTITUTE

‘ ,&e"ymamte a,e fi‘wﬂwouma@ emeeem Sd, (IPEM) was
established in 1996 by Late D 533(}@1 a ‘Umwmwy acadermcwm &
an Jﬁdantﬂwpwtw&tﬁ‘va&m wﬁaﬁadwwagwww of teaching & research
mpwencemﬂnwumtda&wad .‘Z)’L (}adwao a&saawwrdedtﬁeSﬁikAﬁaﬂ&wmawwIdf
,{,m2013 15 i Sor e
o he IPEM s ISO 9001 2015 Certlf ed NAAC Aecredlted and a Ph D'f
\.,;'Research Centre of the AKTU Umversrty The IPEM Group of Instltut10ns offer3
‘\;"“»V{L‘\’CourseslnfourStreamswz S van L e L
- » Management (MBA, PGDM & BBA)
+ Law(LLB (Byrs) & BALLB (Syrs)
. ,fComputers /IT (MCA& BCA)
e "“Educatlon (B Ed & D.ELEd).

All the Courses are approved by the respectrve Approvmg Bodres ie. AICTE BCI
NCTE & SCERT and are afﬁhated to Dr APJ Abdul Kalam Technlcal Un1vers1ty,'
Lucknow or Chaudhary Charan Smgh Umversrty, Meerut SR A ey f

The Students of IPEM have been consrstently obta1n1ng top rankmg p0s1t10ns 1n ]
the Umversrty NN . e LA :

The IPEM w1ll also be startmg M Ed, B Com LLB (5 yrs) and B Com w e f 2019?
Sessron s 4 : - , s e

In addltlon to Course Work Semmars/Workshops Guest Lectures Value Added :
Programmes Industrlal/Professmnal/Excursron Vlsrts Celebratron of Important"
Days Soc1al/ Cultural Functlons Corporate Soc1al Respons1b1hty, and Student\'
ClubsActmtles are heldregularly S , v O b S ~

The IPEM also holds a number of Inter—Sohool / College Competltlons 1n Varlous 1
Scholastlc/N on Scholastlc actlvrtres Fhen A et o

. The Faculty and Students learn & lot through Var1ous Value Added Programmes”
- conducted by Experts from Industry as . Well as through Regrstratron and

Certlﬁcatlon of SWAYAM! Courses The IPEM 1s also Reglstered w1th N atlonal'
v_,f : Academlc Depos1tory(NAD) S e e , L

www.ipemgz..




1.37\'%1?.{?13

S s iorte (g, MR

S zr% ?%Tltl?ﬂdg% ¥ W?ﬁﬂ?ﬁ fRrenfarg, RITHRS AR T DI Hlvﬁ qm;z‘,ﬁ.\v

J““wmﬁmwﬁsamﬁa

<f. e, URE] Ef? gNl g&ﬂ }\ri“'-rdn Bl f@{&m Fr%lT‘«Tﬁ%T BﬁT W

; 3#%@ kg srg*ﬂa o ) @ST Tﬁm—vr aﬁ ﬁr«m “ﬂTcﬁ W Q?r ﬂfﬁ 2013 ﬁ Wﬁﬁ

’\fao—m{d?/sﬂ's”cﬂ (TaT. 3ﬁ?€ﬁ¢ﬁq) : R
e @1vs. iR Sivevs) e
ol BN TSNS, ‘eﬁ?fﬁim'é Q?Rﬁ?rs‘ Gﬁ?wﬁésrl‘\fé“r e

. 4> RN A

ko ;;;:aTrédTézmr ISO 9001 2015 i Wfﬁrﬁ ﬁ?ﬁ ST AT ?réﬂ}-!f |
e ;)“QOon?roqo ‘

, o wrt?r@f@r ﬁ?ﬁf'\ﬁ?‘%’%i eﬂ‘l‘s‘d’ré@ gqarrq?i
ﬁwmwﬁlﬁ%\'l
AoTe (THATT, Mo, HQJTEﬁEﬁQ)

off (TeLged, (3 as), Ay vetgad. (53@?1))

L ”[”_ET TS, Sregel Dt firaet ﬁ*ﬁlﬁa‘m TS 3 %ﬁaﬁ ﬂ?ﬂ‘r

3R A AR |

?"','SHT%T?I‘E‘@ o femef! fazafyemem 3 c44||cn<’éﬂﬁﬂcb4|@mﬁ?€ﬁ%"l gs
e el e ¥ s, 's‘ﬁzmwwéi (5 zr@ﬁu) aeﬂ‘ -sﬁavrq ﬂfﬁw/
0199 IRMEATAE
S BRE B AT ‘xﬁﬁ?ﬂ‘\f/" Q ‘,

*Hc AR, qoq\ e u‘lmﬂ :

FHME 5rs<§,qd/g|q>g|qe1 /%FF{UT HSCCIL;LUI Ic:qw @ HHle mﬁlﬁ Eb‘F[T o

i ?‘\‘J'ﬁmﬁﬁﬁuﬁa‘mﬁaﬁ-@a%
arEdiEun H Qe H@JT ﬁ'\’ E‘T&Tﬁm qu ?Tﬁ suex ﬂfhc'l/fblcd\ﬂ‘
‘J%Tﬁﬁfﬂ%ﬁ?‘aﬁ%l s

© Bped! AR B ﬁ?ﬁw E{NF aTFé:ITﬁrl?f Stact ?? qvq\ el qﬁtrm FI?JT
Wi (SWAYAM) & # IRRge S YAV b HIEIH H EEUR

W ?ﬂ@ﬁ %‘ | wéﬁs‘w frawa 'f e f@rqﬁe%r (NAD) 7 afﬁ,“flu




Ay T he lnfrastructure and Fac1l1t1es of the Instltute are contlnuously upgraded/

rmproved to create an’ excellent teachrng/leamrng env1ronment wrth State—f;/, P

of the- Art Labs Class Rooms Semmar Hall Audrtorrum, Actrvrty Halls, <
Cafetena BadmlntonCourts andBasket Ball Court e i

/‘,"5 . T he IPEM has a Well equrpped Central L1brary & Deptt L1brar1es throughf

; ;~,;;;wh1ch Books/ Internatronal & Natronal Joumals/ Proceedrngs on allﬁ 5

isa member of the DELNET and subscrrbes to VaI‘IOU.S Onlrne Journals lrke;
"'\‘“;;Manupatraetc s e S o R T R

2 “Max1mum use of Informat1on Technology 1s made through NetWorkrngf k_-‘it

5 ~';W1-F1 Wlth a 80 mbpS connectlon

One of the most 1mportant aspects 1s our Tramlng and Placement Cell whrch B

0 ;szSubJects are avallable both 1n Prlnt CDs Off lme and On l1ne The lnst1tute V

: 1s an 1nterface betWeen our Students and the Industry It arranges for Summer :

;T;'\E Trarnmg/ Intemshlp/ :PrOJects/ Guest Lectures/ Fmal Placements Although

PIOO% Placement As51stance 1s provrded however alm0st 75 80 percentf:;:;;:?}

fw students get actually placed : ) e i? » e
i . T he Instrtute has a Free Medlclarm Pollcy for 1ts Faculty/ Staff and Insurance k .
Pollcy for students S : : ex

Further detarls about the IPEM can be had by vrs1t1ng the Websrtefﬁi“g;'i‘
Www\zpemgzbacin - » AT ey - P e
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2. Authorltles of the Instltute :

pe : "5The SOClety & Commlttees.s !

¥ ; . IPEM Group of Instltutrons were estabhshed under the aegls of the Laks Pt
\' Educatlonal Socrety ‘which is. reglstered under the Reg1strat10n of e
Soc1et1esAct 21: of1860w1thaGovermnglody e i e s

/'\Tf‘:‘\,‘&Management L - SRR R B L
- he IPEM Group of Instltutrons are headed by Mr Anupam Goel
Se(;retary WhO is ably supported by Prdf (Dr)Sugandha Goel as Dean o
Academlcs 0 SR P o o e SRR Gl

f‘Admlnlstratlon

1 ‘,\-‘__ . There is aDlrector General Col (Dr ) A S Malhotra and Head Management 4 ]
¢, 'Deptt Head Computers/IT Deptt Head Educatlon Deptt & Drrector Law P
e Deptt . ( , .

9]’}For support to the Deptts there is the Trammg & Placement Cell and s
. Staff. For other admmlstratrve functions there are the ofﬁces of thef{?‘
- ;Reglstrar,Accounts Admlnlstratlon&Stores‘ e el e & )
e e ;In addrtlon the IPEM Group of IllStltlltl()nS and IPEM Law Academy B
' have separate Managlng Committees. Further each Deptt also hasan
SRy ‘YAdvrsory Commlttee to advrse on all Aoademrc & Admrmstratrve

T he Instrtute also has Standmg Commlttees

Proctorlal Board

| . Grrevance Cell

; f\o/ Antl RaggmgCommlttee il : il

» . Commrttee to deal w1th Complamts of Sexual Harassment _

3 4/.“:«';1: Other Commlttees are constrtuted from tlme to time to Orgamze/

il ?’Conduct various Events/ Semmars/ Workshops/ Alumm Meets/ Inter—v\,

Mt 'College/Instltutlonal level Competltlons, Holdlng Umversrty / Govt
) Bodies Exammatrons etc 0 T R0y e g
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3 .The Departments

/}./«l’":V"I,Orgamzatlon' G g D R L S
o ,ij'Each Deptt is headed by a Head of the Deptt (HOD) WhO could be a; f
oo D1rector/Pr1nc1pal/ Head In all the Deptts for each CourSe there 1s a', . |
Sy ',,\FacultyCourseCoordlnator R R R L

lff :All the Faculty of the Deptt in addltlon to thelr Teach1n& could be glven y
© some other Scholastic- Non Scholastrc duties/ respOns1b111t1es at the,w‘,:y\,ﬁ 5
Deptt/lnst1tute level by the concerned HOD/Author1t1es of the Inst1tute AT

#x 3“, ;Dutles / Responsmlhtles. x

Each Deptt is responsrble for runmng all 1ts affalrs l1ke Course/ Sub]ects i
~ Allocation for Teaching, Preparatron ‘of Time Tables Holdrng of .
«,f}jSessronal oy Pre Unrvers1ty Exammatlons”f ';Conduct'

Collaboratlng Wrth 0uts1de agenCIes/ professronal bodles/ Alumnl
i arrangmg for. Summer Tramlng/ Internshlp and Industrlal V1s1ts 7

Kar ‘,,The Deptts Faculty also help Students to organ1ze Varlous Students Clubs G
. activities and act as Mentors to the Students allotted to them. The. Deptts el
v e s dlso help in Admlssmn of fresh Students and Placement of ﬁnal year' L
: ‘~'."’iﬂ’lstudents , “ e T T B e s Doy
e LROE, Orgamzmg lnstltutlonal level act1v1t1es f funct10ns spemﬁc
C s CommIttees cons1st1ng of faculty & staff from Varrous Deptts are-'..
constrtuted on as & when requ1red bas1s bes1des some Standlng‘" ot
Commlttees ' L e e el R s

& ] ,Meetmgs

‘ o The Meetlngs of AdVlsory Commlttees of each Deptt are held 0nce/tw1ce\.’
7" everyyear. i il g L e OGN ST e e e o
‘o The Departmental Heads Meetlngs are held fortmghtly on. alternate -
Wednesdays along W1th Secretary, DG T&PO and the Dean Academlcs

. T he Department wrth 1ts faculty holds a meetmg once in a month w1th thea* :ﬁ’/ i
Dean Academlcs : gt - , T e

In all the meetlngs all present are expected to part1c1pate actlvely
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'?DepttMeetmg et A i PO e , i
e The Deptts holds Fortmghtly Meetlngs W1th 1ts faculty and allocatei g
s responsrblhtres/ dutres to them for ensuring that the demsrons taken at the,i g
CEa i HODs meetlngs are” 1mp1emented ‘and also’ to dlscuss all matters e
L4y f concermng the growth and development of the Deptt A record of alI such‘ Liph

: eetmgs IS kept and copy sent to DG forthe HODS meetlng Gene

X : :‘Reports/ Reglsters

Reports and Reglsters such as’ Fortmghtly Faculty Report Mentorlng,d}v:& !
Report Course Coverage Register and Daily Attendance Reportetcare
' submitted by each Deptt atre gular mtervals as specrﬁed from tlme to tlme il g
to the DG/DeanAcademlcs e L bl

gL by passrng Of the HOD by any faculty/ staff)

Journals

3 . Each Deptt has 1ts J ournal Wrth separate IS SN Number thus there are four? & j
J ournals of the IPEM Group of Instltutlons n the areas of Management ' f
’ Computers/IT Educatmn and Law S | L
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4 . The Faculty

et "zIntellectual Capltal 2 \ 2 ey
| The Faculty bemg the mtellectual capital is the greatest asset of thel" A
L iDeptts/ Institute. Needless to say that each and every actron of the facultyu; R
o s observed closely by the young Students, so the faculty has to actasa role B
W ';:model for. the Students, Staff & all others in every aspect of their conduct LS
saelinithe, Institute. All Faculty ina Deptt function under thelr HOD and should, ]

- ot bypaSS hrm/her under any crrcumstances f R G0 i

f‘j;Teaching L e Brcrr et , , A
Ui lie Thisds the prlmary duty of each and every faculty The faculty shouldi“
T fam111ar12e ‘themselves with the UGC Guidelines on the subJect The - &
5 faculty must go Well prepared for the classes, reach m time as per the Trme ol

W complete the Course syllabus as per the detalled Course Coverage Plan‘
: r:\:;(Lectures Tutorlals Pract1cals) b i LA
o « Giving ASSlgnments holdmg Sessmnal Exam and Evaluatlng the same, "iy;‘f o
o “, is part ofteachmg : e e g ; S
;". More attentron must be pard to academrcally weaker students and ensunng; : ‘
Attendance as well as ma1nta1n1ng Decorum & Dlsc1pllne of the:Class.:.[ "
Srttmg in Class whrle teachlng by the Faculty Or usmg mobrle 1s strlctly
| prohrblted , 3 e e i S
o . The Class Average in the Umversrty Theory Exams must be 50 percent3 N
or: mere and there should be NO BACKS T hlS 1s one of the most}j‘;’,?j
lmportant crlterla for measurement of performance of the faculty LA

5 _OtherRespons1bllltles

. In addrtron to teachmg, each faculty could be g1ven other Deptt / Instrtute o5 t

reSPOIlSIblhtles such as Class Coordmator Coordlnator for Value Added L

X Programmes Representatlve in various Commlttees o Actrvrtres of the < -

3 - Deptt Institute, TlmeTable 1n—Charge Mentorshlp of Students help il

i % Admlssmns, arrangmg Tramlng, Internshrp, PlaCements and Speakersﬁ 3
o for GuestLectures/ Semmars/Workshops etc. - \ Bt
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L Apprarsal

Submlt Course COVerage Reglsters, Mentorshlp Reports, Faculty
FortnlghtlyReports, Darly Attendance Sheets 1n tlme through the
; Class Coordmators/HOD , S :
;»,fi';ReportofStudents sl S S G = oLt
| The Faculty must get hold of these Proformas seek adv1ce of the HOD? o f‘
e regardmg ﬁllmg these and submlt as per mstructrons of the HOD o
3 l \Feedback from the Students ‘ \ ‘

J At the end of each Semester the feedback is taken from the Students abOut'«;f’; o
7 ;{ all the Teachers who a;re teachmg that Class in an anonymous manner e

“‘:\,Growth ofthe Faculty, B e G F O s
i ‘The Faculty is encouraged to enhance the1r Quahﬁcatrons / Sl(lllS Spemal‘( i h

4 1ncent1ves are grven on - acqurrmg PhD JRF/NET or other hlgher'”’% e
,quallﬁcatlons Faculty is also. given opportumty to attend and present/ . f/ {0
- publish Papers in National/ International Seminars/ WorkshOps/FDPs dte,
. outside the Instltute Every Faculty is expected to write atleast one/two‘_ o

4 - 'hpapers ina UGC approved Natlonal Journal/ Institute J ournal andoneinan

Internat1onal Journal. Each year on Teachers Day, the Outstandingf{;j
o ‘j\ Faculty, based onthelroverallperformanceare fehcltated W

;‘I—card Group mall Whatsapp Group

ey ;Every Faculty is 1ssued an I-Card by the Instltute The faculty may contact g
. the Admin i/c for th1s purpoSe The Faculty should also join the Group

i email & Whatsapp GrOup at the Instrtute level. The Faculty ‘must visit ¢

4 ‘, ﬂthese everyday and respond. wherever requlred Other such groups could ‘\ N
i e formed at the Deptt level among faculty and/or wrth the QOHC@med:;j;l{
”if'students . A , e ; Ao e s

At the end ofeach year, the Facultysubmlts a Self Appralsal and that;

/5 ’ with the ‘Comments of the HODs is submitted for further proceSsmg The G

Outstanding faculty frOm each Deptt 1s g1ven Merrt Certlficates on the; i ‘:
Teacher S Day \ i : g : S
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Severance

. Faculty 1s NOT expected to res1gn durlng the Academlc Sessmn* n the 1nterest S

~ ofthe Students, Deptt & the Institute. For any severance, one month’s clear% B g
" noticeis requlred to be glyen by the Faculty or one month Salary in Lleu of the*g, i
Not1ce Period. If a Faculty res1gns during the Academ1c Session* then theone = |
~ month Salary on hold will not be released. Also, if the Faculty resigns. durlng" o
. | “the Vacatlon per1od and some days of the one month Notice Period sp1ll overor . o
L extend to the Academlc SeSSlon then for thOSe many day s, the salary Wﬂl not

o \,be released ; ; Wiy
i In case the Inst1tute asks a Faoulty to leave at any tlme the Salary upto}‘ }l ]
5 .,the date and the Security Deposit will be paid. - , B
‘; ‘ In ‘case, the Services of or Faculty are termmated on d1sc1pllnaryf5i*“uj

grounds no paYment whatsoever w1llbe made o D Gl <5 :

‘ $ *Academlc Sesswn is from 01 July to 30 June less Wlnter Vacatlon"‘ i
(16Dec to 31 Dec) and SummerVacatlon(lS May to 15 July) T v et e g

- Attendance

The Faculty Members on arr1val and departure are requ1red to mark thelr'f :
t1m1ngs of arr1val/departure in the BlO -metric system and in the Attendancef{.« Z

Reglster If theAttendance is notmarked 1tw111be presumed asAbsent i
f\,gSalary s DR s
. }'The Salary as agreed to at the t1me of appomtment is pa1d by the 7 of eVery;g_-;“;_
o month However the first month’s salary 1s pa1d on completlon oftwo months? ‘

- and the ; prev10us months salary is kept as a security deposm All Faculty are

requlred to open an account with the Inst1tuttonal Banker (Presently OBC, Lal"’”

g ;Kuan branch Ghaziabad) as the Salary 1s directly | transferred to the account .

f of the Faculty Annual Increments are glven on completlon of one year w.e. f
L ’August everyyear - Co e P L ; ‘

‘;(OpenlngBankAccount w1th OBC ‘ e o fe
Facultnytaff can obtam the Blank Form from the Accounts Sectlon and a’ TR

2 !,bonaﬁde Cert1ﬁcate from the Institute and along with h1s/her KYC documents 4 ]
- open the Bank Account at OBC Lal Kuan The Accounts Sect1on can prov1dej Yo g

e ass1stance1nth1sregard O L s e T T b S D A
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5. The Class Coordinators

- He/ She should have all the Up-to date detalls, in terms of the Reglstratlon/’l
e “Admlssron/Re-Regrstratrondata mrespect of each student of his/ her Class el

:,Mentor for all academlc / admrnrstratrve / personal matters of all hrs/her,‘ ,Yti
[;Students : S ; : o e B

He/ She should prov1de Syllabus of alI Courses of the Semester to each of hls/f 5 3
. her Students and explain the Orders / \Guldehnes / Stlpulatlons of the Instrtute/ g
s Unrversrtles to all hrs/ her Students D . e i

He/ She should have complete record of up~to date Results, Back Papers andf/\ ;/ A
’\Pendlng Issues ‘with the Umversrty, Fee Payment and any other
e ?professronal/personal 1ssues ' \ 5 G b

e Make sure that the Trme Table is: followed in letter and splrrt by all the Faculty‘
;,f;)tffmembers and that the Classes are held strlctly in terms of the Time-Table. In
. case, for some unforeseen eventualrty, ifa Faculty is absent oris not able to take ©

i ‘;' make altematlve arrangement for conduct of that Class ln no case a Class /‘;f ‘
N g should go wrthoutateachlng faculty : i 50

: . He/ She should take all possrbly measures to ensure full 100% Attendance in al'i‘ 5
< the, Classes The reason for Absenteeism’ of any. Student must be known to the”;

g attendance in consultation with the Teachers/ HOD and not let any Student to bei
e the Hostels / Cafeterla / outs1de when the Classes are belng held i

. :\iMotlvate all hrs/ her Students to partic1pate n Varrous Acadermc / Cultural'.\":jt
- activities such as Industrral Vrsrts Guest Lectures Sermnars Workshops PDPs Ly
"iSports & other Competltrons etc L : i ¥

4 He/ She should make all arrangements for conduct of the SesSmnal Tests thelr
trmely Evaluatlon & Feedback to the Students and submrsern of results to the L

5 - Always maintain a close rapport with all hrs " her Students and try to pro-'."\-*';f
‘actrvely solve thelr day to day problems w1th a posrtlve attitude andactasa

G ‘hrs/her Class ‘then the Coordmator n consultatron wrth hlS/ her HOD should, rff‘ .

Coord1nator He /' She must also take remedlal measures for ensurrng regular
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Lol Keep the Students 1nf0rmed of all the Notrces / Orders of’the ’Deptt / ‘

'}'Instltute /Unlversmes through all p0531ble means. Also, malntaln aclose

\ - liaison- with the Administrative. Offices - for tlmely completron & i
- subrmssmn of the requ1rement of the Unrversrtles/ SamaJ Kalyan Vrbhag]f" o

kﬂfeto- L . FEE : (T A
He/ She should ensure that the Students of hls/her Class pay therr‘Fees / :;‘ Fe

i ,‘Dues in trme to the Institute and also see that all hrs/her Students maLntarn';wi. A

&) el & earry thelrI Cards

% He /- She should ensure that Faculty goes to the Classr atleast ﬁve Mrnutes
- before the scheduled time: and thata Proper Vlgllance 1s mamtalned durlngg‘i?

S : jdlsc1phne and wear thelr Unlform properlye(lnCludlng Tie & Proper ShoeS) d

g the Change—oVer ofClasses R e
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6 . The Mentorship

- . : The Students in’ therr youth are Very enthusrastlc & energetlc and rt 1s
" for, the Mentors to channehze their energles for useful outcomes
0 ,‘keeprng in mlnd the future of the Students— Whlch comes ﬁrst

“Mentormg is a relatlonshlp whlch glves Faculty Mentors an ,,\:‘u &
.-~ opportunity to share ‘their Profess1onal / Personal Skrlls andf«;{,ﬂ“’i”
: ‘f?';;;‘Experlences‘W1th thelr Mentee Students to. help them grow andi‘
”deVelop” e ( nEs e

Lehy iffAFaculty MentonNeeds to be -" L 3l e o A b B R
. ,,ATeacher & Gulde Who can show the Mentee student How to Improve A )
o ,Share Skllls and DlSCLlSS Issues Ideas and Problems w1ll1ngly

e i A Problem Solver Who can help the Mentee student to 1dent1fy hls/her; ‘,
b Strengths and advrse how he/ she can use these to overcome problems ST

) An Identlﬁer of Need(s) Who can help the Mentee student to 1dent1fy f{f n
T Areas for further Development Prrortrse Needs and Set appropr1ate,f" ‘s
VTargets H s S \ ot e e e

' A Supporter Who 1s a good L1stener and Counselor Warm & Carmg;
L \Encouraglng andAccesmble # B e L e ’

A Role Model Who is. respected because of h1s/her Knowledge Ablllty2 "j
Experrence & erhngness to help the Mentee student at all tlmes b

"'f,‘,“Mentormg ProCess-.,._},‘

- . The Flrst Mentorlng Meetlng

e “If number of Mentees are more thendrvrde them n two or three groups toj"' Ly
~ have 1nd1v1dual 1nteractlon with each of the Mentee RN o L

. -] Make your Mentee student feel comfortable
s . Recogmze the Mentee s preV10us experrence

e Clearly deﬁne your Role as a Mentor. -
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Explam When & Where Mentormg meetmgs w111 take place & the1r i
L frequiency. o v , e
Explam any documentatlon that rnay be requrred

Subsequent MeetmgS‘ R

: . Be sure that You & Mentee‘ are clear as to how often you w111 meet face to i
~ face and /-or through phone SMS emarl etc & how qulckly you Wlll, “
respond Rt , ; : S ; , .

f \“‘ . Make contact frequently especrally durrng the ﬁrst few Weeks to burld a‘,
- trustlngrelatronshlp e : i

i hanglng If you dont respond the Mentee wﬂl feel dejected/andyf,»b”i/ }
iik‘dlsapp()lnted S T e S ey ; P sl

- ‘Be apprec1at1ve of whatever you get from you Mentee 1 Mentor . L
' interaction. Learn Mentee S Strengths and burld on those &help hrm/her to e
, \'“'overcomeweaknesses L e AR

. Work hard to make the relatronshrp atwo W 'fy process by bemg ﬂexrble &f‘*
o4 enjoy the experrence asMentor/ Mentee : 3
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7. Leave Rules

‘:/'r;CategoryofLeaves ‘ fi

The followrng leave is admrssrble to the Teachlng/ Non Teachrng Staff at'f;’ -
IPEM Group of Institutions:-
Casual Leave (CL) 12 days CL with full pay ina calendar year is adm1ss1ble on

accurnulated/ cornbmed w1th any other leave It w1ll also not be sanctloned for\g" !
more than 3 days ata times v . o
g Earned Leave (EL): 12 days wrth full pay can be earned by an employee after -
;’workmg for one calendar year from the date of his/her joining. EL is also
~ admissible on pro-rata basisi.e. I EL per completed month of Service. EL must . &
i 7 begot approved/sanctloned before proceedrng onEL. EL can be encashed on
¢ 1-1;,“"‘/30"‘.Iune,1 e.the days of completlon of Academic Sesslons Seile
‘77'_’?~9\,f‘*Duty Leave: (DL) B Ot partlcrpatmg in Semlnars/
v ACWorkshops/Examlnatron/Evaluatron duty or any other duty asslgned by the -

~ Institute, shall be granted wrth full pay, Only w1th the pr;lor approval of the,}f‘,‘
3 Institute. . o
SN Vacatmn Leave for Faculty Maxrmum of 10 days ina calendar year after‘:j{ '
2% \,completlon of one year service at the Instltute ‘This can be -availed ina -
e "'f‘lstaggered manner when there are no classes or other academlc commltments ‘
e w1th prlor approval only ThlS can ne1ther be accumulated nor camed forward ;

. .\/ -

i :@General Leave Rules

No leave can be clarmed as a matter of rlght even it can be cancelled 1f the_\ 4
exrgenC1es ofservice so demand : . ~ o A
Leave shall be first granted and then only avarled ; : L

Under no - crrcumstances Teachlng, and/or Academrc actrvrtres wrll be[{ ‘

compromlsed duetoleave etc. v o

Ttwill be sole respons1b111ty of the Applrcant to mform hrs/her pendmg Work to\_ :

~his/her HOD and the HOD of the other Deptt where he/she 1s takrng classes. . -

Casual Leave on Phone is allowed i in emergency only i.e. circumstances beyond

\;’.

.‘,‘ 7

Apphcation for approval on the very next day. If such leave is availed wrthout i
prlor 1nt1mat10n/appr0val it shall be treated as Leave Wlthout Pay

' pro-rata basis ie. 1 CL per. completed ‘month of Service. CL: cannot be

~the control of the. Faculty/Staff Even in that eventually he/she must submit the
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In case a leaye is pre ﬁxed and for sufﬁxed by a Hohday on both S1des 3
~ then the whole perlod will be treated as Leave. = < P
All leave apphcat1ons must be routed through the concerned HOD

~»"\, oy

Tlmmg, Attendance & Late coming

. The IPEM Group of Inst1tut10ns funct1on on six days a week basls (Mondayi‘ A
to Saturday) However, first & thlrd Saturdays are Off-days The

,  Institute timings are from 09:00am to 05:00pm. i
. All Faculty on arr,lval are requlred to s1gn in their DepttAttendance Reglster o
L 5 and in the B1o~metr1c system (also while departing for the day) at ‘the i
. Reception. Not markmg attendance in the Blo-metrlc system w111 be;;'ﬂv
£ conSIderedasAbsent 4 SRy 6 T

= late or has to. go early or has urgent work in between Fractlon of an-‘ e
e ‘,hour will be treated asone full hour. All Faculty/Staff members will be‘f,} ~‘ ]f,‘
s "requlred to enter in Blometrlc System whenever they are com;ng in. o
e and gomg out from the Instltute (even in betWeen or early leavirrg or i
T late commg) One can avall thls faculty only once a day i : o)
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8. The Students

. Students Clubs e i = ~ o : Ty
- There are five Students Clubs Vlz Sports Communrcatron Cultural IT and =
. «Entrepreneur Club ‘which are- managed by the ‘Students . under/”f
3 '?f“ \,' _guidance/ supervision of the Faculty The Faeulty must encourage every Student o

partlclpate inatleasttwo clubs 2 A 0 e

Studentslssues/ Complamts ; ‘ Sk
If any faculty ﬁnds out or comes to know of any student related 1ssue/problem o
o -,;he/she ‘must apprise ‘the concerned HOD Any issue o problem relating to -
s Universities/ Smaj Kalyan Vlbhag must be pursued w1th the: Reglstrar s Office.
- AnyFees related issue has to be dealt through the HODs only but pursuatlon with
L itthe students is’ the respons1b111ty of the Faculty Any discipline issues must be:
. ‘made known to the HOD, who 1f consrdered necessary could request for reference; ]
Ay the ProctonalBoard . i ¥R : -
fffStudents emall&Whatsapp Gl’Ollp el SRRt
. Each course has a separate group, through whom all notrf catlon notes ]
g assrgnments andall other meSsages are sent. The faculty teachrng the Class should
Tnbecome a member of that group, through the Faculty Class Coordlnator- who- w1ll~, ;
" bethe Group Admin, Whatsapp Groups will 1nvar1ably be Broadcast Groups L g
e Students' Representatlves in Various Commlttees ;
In almost all the Commlttees for various - Standlng Commlttees hke T&P -
Commrttee Students Clubs and Comm1ttees specrfically constrtuted for varlous i
e : scholastic-non- scholast1c events the Students Representatlve are 1ncluded
Students Centric Approach LA
The Students are the biggest ! stake holders rn the teachrng learmng process as they{ \
i glve the most valuable years of their life for education & building a career, for * |
- which their parents pay the fees. Also, it is their word of mouth pubhclty which
iy ‘blllldS the i image / brand narne of the Instrtute and hence for the. faculty, not only
- the! teachlng learnlng ‘but everythlng else whether Value Added/Soﬁ or
i ,’;,Communlcatron Skills programmes/ Actrvrtres/ Semmars/Workshops/ Guest
e "LLectures & Cultural / Soc1al act1V1t1es etc have to be Student—centnc o il \
Raggmg % S0 0 2
J It is strlctly banned in terms of theUnrversny/Supreme Court gurdehnes & must be' -
: {f E ensured bythe Faculty ; St \ T W
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s Dlsclphne and Studles' R : S e S e

. The IPEM is known for 1ts good d1sclpl1ne where parents feel safe to send the1r

J wards and the other berng the seriousness & regularlty of conductmg the Classes
T(Scholastrc Non- scholastlo) The Faculty are ‘expected to not only keep up these .
. two aspects but further i 1mprove them Every Class has one boy & one g1rl as Class j
o ["Representatrve (CR). " Lt i RS ; ‘ ¥ i
. Admmlstratlve Aspects L : ! L st I e e
Wearmg of Umforms Canymg of ID Cards Proper s1ttmg in the Class Rooms/
Labs Not using. Moblles regularrty in Attendmg the Classes, mamtam Decorum &;7 ‘;

ﬁ ~Conductin the Campus etc, have to be ensured by the faculty o R e
' ‘f_Attendanee,Appeanng in Sessmnals, Subm1tt1ngAss1gnments il
,‘ * The Faculty must make the Students aware of all these wrth respect to the subject i
they are teachmg and ensure 100% 1mplementat10n o gl

"‘ The Reglstfatlon Fee once pald W1ll not be refundable or adJustable 1n any case*/;"
e The academlc fee once pard shall not be refundable after the commencement of ,
g*,classes LT S AL e < i : ~

A Student is requrred to pay Full Fee for the Academlc year prescrrbed for the ;
. Course/ Programme by the Institute and also any other. fee / fine such as Annual -
L _"V,Regrstratlon F ees, Exammatron Fee/Late Fee etc as notlfied by the rnstrtute from {
 timeto tlme e Lt T e A g

T The Fee is to be pard Onhne (through Pay U Money optron at IPEM Websrte) or
| through Paytm usmg Deb1t/ Credit/Net Bankmg or by Demand Draft/Pay Orders;
| i only, in favourof "Institute of ] Professronal Excellence & Management GhazIabad’?
'i'payable at Ghaz1abad No fee wrll be accepted by Cheque/ Cash G

; . :In case of non payment of Fee by the due date, the Student is hableto pay the late fees ,f«'
o as dec1ded by the Instltute : el , i 4

; . : The Exammatlon Forms of a Student wrll be recerved by the Inst1tute only 1f he/ shei :
~has obtalned NO DUES/ Clearance from the Accounts Sectron L1brary and theﬂ :
'Course Coordmator R e e {

: . In case a Student does not pay’ the F ee by due date w1th late fees the mst1tute w1ll kf
. have the right to strike off hrs/her name off the Institute's roll list and the Student
; w1ll be left vylth no opt1on but to seek re-admlsswn (only 1f the Inst;tute permlts)
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. Any Fees Concessmn perm1ssronto pay in 1nsta11ments is. 0n1y apphcable forthe
st year During the subsequent years the fees have to be paid before
e gfj,'tcommencement of the Sessron Le., by 10 July No Walver of late fees after the' ;
oy due date w111be entertamed e : i SRk e

i f: . In case of Wlthdrawal / Cancellatlon of an admlssmn after commencement of .
ClasSes for the acadernlc Sess1on ) course No fees is refundable Only the |
Aok tcautron rnoney/securlty dep051t shall be returned on eompletron of the Course

and producmg the Orrgrnal Recerpt All other Fee/Amount wrllbe forferted ,

;The Cautlon Money / Securlty Deposrt rncluded in the F ee; wrll be refundable /‘f
il only after receerg the Degree from the Un1vers1ty and on producmg the/:
g foIlowlngdocuments in orlgmal -\ A , po -

’\Orlglnal Fee Recelpt (1n whrch cautron money/ seCurLty deposrt was pald by the,'
'j,student) . % T TR hdY Rl

Vet NO DUES / CLEARANCE from the respectlve Department Computer lab
Bt L1brary, Hostel & Accounts etc and on surrender of oy card Lab card Lrbrary\
‘.7 s cardtothe Instltute Wl
e The Caution: Money/ Securrty Dep051t w111 not be refunded in case the Orlglnali]
o Reoerptlslost i : 3 il e

ATTENDANCE

e The Unrversrtres have rnade a mrmmum of 75% attendance as mandatory 1n
L each semester/terrrﬂyear therefore a Student must ma1nta1n a mlmmum of 75 %' :
attendance in each semester/term/year : e >

A student WlH not be allowed to appear in the Flrst/ Second Sessmnal /Make Up«’i
Test and Unlversrty Examrnatron if hrs/her attendance isless than 75 % trll the 5
dates of the Sessmnal / Unlver51ty examlnatlon of that Semester L

DISCIPLINE

Each student is eXpected to marntaln a Very hlgh standard of dlsclphne and show Kj
respect to teachers, staff, seniors and be courteous to fellow students T he‘ ,
followmg pomts must be thed for strlct comphance by the Student(s) o
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wAs per the Supreme Court's Order Ragglng 1s strlctly banned in and' S

2 “around the ‘Campus and Hostel. Any Student found 1ndulg1ng in raggmg,li .

L erl be 1mmed1ately suspended & further actron 1n1t1ated

f ; . «’meokmg and 1ntake of alcohol/drugs etc is. strlctly prohlblted in and g
e around the campus of the Inst1tute and Hostel e b

A e ot The Instltute may take any d1501p11nary actmn agamst a Student m B

5case of any misconduct or misbehavior wrth the faculty, staff, sen1ors ]
© and colleagues The dec1s1on of the 1nst1tute Wlll be ﬁnal and blndlng 1n B
"’?L)allsuchmatters ke T P e S B

Bir . : 'A Student w1ll not have any assoc1at10n whether actwe or passrve w1th i‘«\ :;_\
L any unlawful orgamzatmn e : 1 3 L

‘ w1thout prror approval of the 1nst1tute

o . No Student is authorized to call Pollce/ Medla at Campus under any‘.tﬂ
c1rCumstances wrthout prrorInformatron to the 1nst1tute authorltles ' s

o ot If any Student gets 1nvolved in any POllce/ Jud1c1al matter he/she must
i report the same to the Instrtute 1mmed1ately ~ s

NIFORM

There 1s a prescrlbed unlform for all students of the Instltute for summerj,,ﬂ, :
~and wmter Astudent will be allowed entry in the campus of the Instltute SRl

L ;‘ " only 1f he/she is wearmg the proper unift)rm

IDENTITY CARD

"Every Students wrll be 1ssued an 1dent1ty Card by the Instrtute Wthh”jl i

3 g he/ she must ‘wear at all terms Wh1le at the Instltute and wherever sent fOr_ !
s ‘any ofﬁcral Work/engagement outsrdethe Instltute P usn oy
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: 9 .The lerary ol

Issue / Return of Books wﬂl not be aIlowed durmg Class Hours

~ The Faculty/Staff /i Students w111 be 1ssued Books agalnst the lerary
Cards 1ssuedtothem S e i, o

The lerary w111 be- respon51ble for upkeep / mamtena;nce of Books/ ‘
Joumals&all Other assets 1ntheL1brary kR AR

A Studeht shall return the books borroWed by h1m / her to the lerary‘ v
wlthm the stl,pulated tlme perlod Afine W111 have to be pald 1f he/she falls‘:;{ e
to abldeby the rules ofthelerary 5 Ve i 4

' f‘ . A Student shall not allow any other student/person to get any book 1ssued ’f :
from the lerary on h1s/her ca,rd & MO e Vi

o the books that are Issued agalnst hls/her name/ card

i AStudent shall notmutltate or causeany damage to thellbrary books or any: : .
b i}_ otherreadmgmaterlal e T SR A e W
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10.The Registrar's Office

iiDutles and Respons1b111t1es' i Ly ¥ Ps
il : ,‘o, f ’Keepmg a record of the Admln Re; gLsters Tabulatlon Reglster Roll hst etc

i - Preparatron & Mamtenance of Afﬁlratlon Records Faculty Approvals,
Ny and Tlme to Time Renewals and ﬁhng of fees S Ry : o ‘

T e ‘Preparatlon & ;ﬁhng of Examlnatlon Forms SamaJ Kalyan Kendra forms |

P & Malntammg ofall Records & S o : R

o e )COIhpllmg & fihng of Examlnatlon Bllls for Theory exams & Practlcalf'_’ii“"giv
‘“1«;'Exams , S R L e - g

T Contactrng the Exammers & freezrng of dates for Practlcal Exams

D To apprlse the HODS, DG Dean Academrcs regardmg the Notlﬁcatlons of ¢ )
SISECRY the Afﬁhatmg &Approvmg bodles & Malntamrng thelr records ' S

b ’ Marksheets Drstrrbutmn & Degrees
, Lot Tlme Keepmg of Faculty and Staff

. 3 Marntaln of Mrnutes of Meetrngs of HOD Meetlng Deptt Meetlngs &
PR Adv1soryBoardMeet1ngs A T ; e

Holdmg the Meetlngs of the Managmg Commlttees and other SuCh bodres
of the Soc1ety/ Instltute and Marntammg thelr Records : . :

Marntarmng Llason w1th and pursue cases w1th AKTU CCSU Smaj
Kalyan,AICTE NCTE BCI DIET and ensure trmely comphance S
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11.The Administrative Office

ot y/}’DutLes andRespons1bllltles

5 B . Respornslble for Securlty Serv1ce Housekeeplng Serv1ce & Cafeterla i

Institutional Repair&Malntenancem L s

: LlasonlngW1th Pohce Deptt NagarN1gam ElectrlcltyDeptt &UPSIDCi e
, Purchase& B111 Paymentof allVendors e e

) Orgamzmg events of Varlous Deptts/ Clubs ‘ ey ’
£ ;'_..j:. 0 ‘InsuranCe of Bulldrng, other Assets & Vehlcles of Instltutes i & ; s

: : - Keepmg a Check on all Contractors .

Regular rounds in all Departments Classrooms T01lets 1n all Bu1ldmgs for‘j A
upkeep, mamtenanceandrepalrs CROE R N N 5

Keep a cheok on Calls on PR llne & Moblles & Regular records for " ~‘.L)f
Payments e pis A By
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it 12 The Receptlon f’“‘;“(} (S

el and properly dusted

The Receptton Desk sheuld be orgamzed 50 that 1t gIVes . Verjy;;_'.y;
Gl professronal look All Regrsters Documents Items should be drsplayed/'”’:,,‘
keptproperly & Sodcri B St b 7 .

The Computers, Dlgltal Dlsplay should always be m proper Worklng“‘
order % , :

% o Sufﬁcrent Readmg Materlal/ Instltute Newsletter/ Brochures etc should be' 6 i3
b kept near the s1tt1ng area of the Recept1on : e e bl (6

; All V1s1tors should be Welcomed wrth a smrle, made to feel comfortable, ! :

o and prov1ded any assistance that they may need If any meetmgs 1s requ1red1 £ 4

o ﬂ’_)ytobe arranged that also mustbe done P L e R e ‘
ey "Receptlon wrll recelve/make all calls from outs1de/1n51de the Inst1tute and . i

~ take actions on as requlred basrs Pohteness should be the keyword in all g
bt conversatlons & i e = ‘ o

4 Ensure that the PI*OJector/ D1splay (electromc and manual) dlsplay of

1 ;’kwhateverls requ1red e 8RRl e o

g - < Carry out any other orders/ mstructlons grven by the authorrtres of the‘ &
»‘Instlt’ute ‘ S S - ‘ S A
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13. The Admission Committee

g | 7:;To constitute the Centrahzed Adrn1ss1on Cornmlttee comprlsmg of
R . Convener, Co- convener, Faculty Representatlves of each Department iy
- andCounsellors. I ekal ~ : A

e Headof Admlssmn Department

« Members of Admission Cell
:v"Representatlve ofeachDepartment LI

‘o The Committee shall be functional throughout the year

; ‘TheObJectlves of the Committee are to workout:- e e
o ’Strategles & plans for admissions 1nvar10uscourses St
e Fixationof Fees Structures, Concession Policies & Budgets k

‘V151ts to'schools to counsel the students & colIectlon ofthe data of students T

o Conduct Act1v1t1es for school students & bu11d a rapport Wlth Teachers (Ll

Jeniy ;Prmcrpa‘ls & also students
Presentatlons n Schools .

+  During the Admission Season/Perlod ~
e Workout Advertrsement/Promotlonal plans
. Prepare the budgets for promotlons
o Literatures to be prlnted 15 sl
o Maintain the record oflnqumes/Admlssmns
-« Counseling the walk-ins for better conversmns s
. ‘s Toupkeep the stOCk of Admisslon materlal Jory
.« Preparation of Admission Report IO 5 -
'« _Contact the Student data and maintain records i
e To contact the consultants and keepa trackon records i pes Tl
e After compIetlon of adm1ss1on process present a report of adnnssmns on!f‘

U5 desired format - ~ (EE e i AR e
o '\};D1sburse the consultanmes to consultants after reahzatton of admlssion fee i
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14. Fee Concession Policy for our Faculty/Staff members

. ® & their Blood Relations (Real Brother/Sister, Son/Daughter,
Spouse, Parents)

:“'“?;‘MBA/MCABBA/BCA R R e i
g {;/BALLB/B Com LLB/B Com 50% m the Flrst Year/Lateral Entry

& Rs 5000/— “‘Subsequent years,

L “-Rs 7000/- in theiFlrst Year &
i Rs‘ 5000/— in the Subsequent Second .

“iRs; 10000/- i the First Year PR
‘ *Rs 5000/ the Subsequent Years fiTy
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