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About the trust

Anjuman-l-Islam, Mumbai was founded in the year 1874 by a small group of devout and
progressive Muslims lead by none other than Dr, Badruddin Tyabji, Third President of Indinn
National Congress and the First Acting Indian Chief Justice of Bombay High Court, with a
‘desire to see the Muslim Community advance in education and social standing”.

It started with one school and today it has more than eighty institutions from pre-primary schools
1o gradunte and postgraduate level including, College of Engincering, Polytechnies, Ununi
Medical College, College of Education, College of Commerce & Economics, Institute of
Management Studies, College of Hotel Mansgement and Catering Technology, College of Home
Science, School of Pharmacy and School of Architect. It has a high reputation of being a Muslim
minority organization catering to the needs of more thun 1,10 lacs students from various
comumunities uncer its umbrella,

Al present, the prime focus of Anjuman is towards quality education, transparency, growth lo
become world class Educational Socinl Service organization. Anjuman has, thus established an
Integrated Technical Campus in Navi Mumbai having faculties in Engineering, Management,
Pharmacy, Architecture and Computer Applications (Information Technology). Besides,
Anjuman-1-Islum provides several services and fuvilities 1o the society through various
programmes and also manages 13 trusts,
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‘About the College

This College is the ‘First Degree College by Anjuman-i-lslam” established in 1969, loeated on
Maulana Shaukitali Road, Gramt Road. 1t was originally named as *Anjuman College of
Commerce and Economics®, later it was changedas “Anjuman-i-Islam's Akbar Peerbhoy College
of Commerce and Economics™ in the memory of late Mr, Akbar Peerbhoy, Former President -
Anjuman-1-Islam, a noted Barrister, Philanthropist, educationist and founder of the College. 1t is
fow well known as Anjuman-i-Islam's Akbar Peerbhoy College of Commerce und Economics.

The Vision and Mission statements as given by the founders Inys emphasize on providing
educition to those who are deprived access to the higher education and bring them out from the
quagmire of poverty. The College aims at training students in the field of Commerce, Accountancy
and Heonomics, Management, Mass Media and Information Technology and to make them uselul
globul eitizens who will contribute to muke o prasperous and strong nation andl to promote nutional
integration by giving equal opportunity to all communitics.

The College provides higher education 1o almost 3000 students every year right from Degree to
Post Graduation courses like B.Com., BMS, B.Sc.(IT), B.Sc Dam  Science) and BAMMUC,
M.Com. and M.Sc.(ITjalfiliated to the University of Mumbai.

The College is now the Ph.D. Research Centre from the year 2014-15 to register Research Scholars
for the Ph.D. Degree in Commerce. Presently 08 students have been registered at our College
Centre.

The College conducts certificate courses in Computer Programming (Software) and Business
Management. It is a center for Diploma / Certificate courses in Urdu and Arabic Language under
National Council for Promotion of Urdu Language, MHRD, Govt. of India. Every year around
250studentsof different religions including highly placed personnel from Police Dept, IT Dept.,
Doctors, Lawyers, Govt. Officials, IAS Officer, Film and Media Industry and other fieldsregister
for this course.
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QUALITY POLICY




At Akbar Peerbhoy College of Commerce & Feondinivs, we are committed 1o providing high-quality
cduention and fostering an environment of continuous improvement. We strive to empower our students
with knowledge, skills, and cihical values, proparing them foe suceessiul carcers and contributing

positively to society.

Academic Excellence:s We are dedicated 1o maintalning the highest academic stndards inall our

programs, Our fagulty, dewn from divense expertise, s commitied to delivering ngorous und
relevant currioulum to nurture eritical thinking and problemi-solving skills among our students,

2. lonovative Teaching and Learning: Embracing innovative pedagogical appronchies, we alim to
create a dynpmic learnng eavironment that incorporites the latest advancements in technology,
data science, and medin. This ensures thot our students are well-eguipped to meet the evolving
demands of the professional landscape

3. Holistie Development: We are commitied to [ostering the holistic development of our students
by providing opportunities for extracurricular activities, leadership development, and comumunity
empugement. We believe in shaping well-tounded individuals capible of contributing
meaningfully o society.

4. Industry-Relevant Curriculum: Recognizing the dynumic nature of industrics, our curniculum
is designed in collaboration with industry experts. We strive W equip our students with practicul
akills and knowledge, ensuring they are industry-ready upon graduation,

th

Research and Innovation: We encourage a culture of research and innovation among our fuculty
anil students. By promoting research initintives and providing a platform for innovation, we aim
to conteibute 10 advancements in commerce, media, data science, and information technology,

6. Continuous Tmprovement: We embrace o coliure of continuous improvement through regular
reviews, feedback mechunisms, and quality assuriance processes. This ensures that our
educational offerings remain responsive to industry needs and global standards,

7. Student-Centric Approach: Owr students are at the center of all our efforts, We strive 1o oreste a

supportive and inclusive campus where every student can thrive acadernically tnd personally.



Complisnce and Ethical Practices: We arc committed 1o upholding all relevant statutory anl
regulitory requirements, Our operations adhere to the highest ethical standards, promoting

transparency, fairmess, and integrty i all aspects of our functioning,

9. Communieation and Engagement: We communicate our commitment o quality to all
stukeholders, ingluding students, fuculty, stalf, parents, and the community. We value open
communication, actively seek leedback, and ercourage collsboration to uchieve our shared goals.

This Quality Policy is periodically reviewed and updated to ensure its ongoing relevance and

elTectiveness,

To be & leading institution in providing quality education in Commerce, Media, Data Science, and TT,

fostering innovation and excellence in students,

Our mission is to empower students with knowledge and skills that ure relevant to the dynamic industries

of Commerce, Media, Data Science, and I'T through o holistic educational approuch.

Provide o rigarous ncudemic surriculum that meets industry standards,
2. Support student dévelopment through career guidinee, counseling, and extracurricular activities
3. Promote indusiry colluborations and internships to enhinice pructical knowledge.
4. Foster p culture of research and innovation among students and ficulty.
5. Ensure continuous improvement through feedback mechanisms and quality assessments,
This Quality Policy aims 1o guide the institution towards achieving scademic excellence, fostering
infovation, and prepating students for successful careers in Commerce, Media, Data Science, and T

disciplines,



Establish & process 1o define Quality Policy required by the Quality Managemant systenm,

The Management Team will show leadership and commitmment, and bear the responsibility for
establishing, implementing, integrating and muintaining the Quality Management System,

The overall QUALITY MANAGEMENT is look after by the Anjuman | islam Board of Professional

studies & Higher education. Every quurter there is a meeting with the bourd where Principal, & Vice
principals have a detuiled discussion and intetiction on various aspect ol quality, academics, &
infrustruciure,

YASMIN SATFULLAH ZAFAR (Chairperson)

MR FAROOQUI RIZWAN (Bouard Member)

MR MUBIN ABBAS HETAVEAR (Board Member)

PR, VIKHAR AHMED KHAN (Board Member)

MR. MOTLEKAR ABBAS KAMALUDDIN (Board Member)

MR FAKIH ASLAM MURTUZA (Board Member)

ADV. MUBIN HAROON SOLKAR (Bourd Member)




The Board of Professional studies & Higher education mectings are attended by the following
Managing committee and office bearers:

D Zahir | K ( President)

MirMustugAntulay ( Sr Vice President)

Mr Shaikh Abdullih { Sr Vice President)

All Yusul Hofiz ( Gen Sceretary)

Mivaziwala Motz ( Treasurer)

I

Monthly meeting with Chairperson of our college Mrs Yasmin Saifulla, who visits college and discuss
variots hepects reluted 1o Infrastrictune, Academic Progress and issues related to teuching & non-teaching

stuff and students.

Monthly meeting with Senior vice president of the trast who is designited as in charge vice president of
our college. Principal & Vice Principals with HOD's visit head office to discuss various aspects related to
Infeastructure, Academic Progress and issues related to teaching & non-teaching stafl and students.

Principal conduct weekly review meeting with the entire staff in the staff room every Monguy. Planning,
KRA's, Implementation review nnd ATRs are discuss in the weekly meeting,

HODs conduct weekly review meeting of the department in the conference room every Wednesday,
Planning, KRAs, Implementation review and ATRs are discuss in the weekly mecting.



Chairpersons of the statutory as well as other commitiees conduct meetings periodically in the conference

room to discusy, nteract, plan nnd execute the respective tsk assigned to the,
Every employee i§ equally responsible for, and Is imparted regular training to perform the duties required
by his or her specific role as under,

1. Academic Planning and Heview:

IQAC Deline snnual scademio gouls and review program structures,

Asscss the effectiveness of teaching methodologies snd learing resources through IQAC &
staff mecting with Privcipal

Fuculty Development and Training:

Identify faculty troming needs and organize relevant development programs.
Encourage faculty participation in conferences, workshops, and research achivines,
Assess faculty performance and suppont continuous professiondl growth.

. Curriculum Design and Development:

Participate m syllabus revision committees to update curricula to align with industry
standards.

Integrate emerging technologies and industry trends into coursé delivery i the classroom and
Computer lab

Collaborate with industry experts to validite and enhanice program offerings.

Student Engagement and Support:

Faeilitate extrncurricular netivities, clubs, and events to enhance student engagerment,
Implement support systems Tor academic through temedial classes and periodical carear
cotnseling.

Monitor and respond to student feedback for continuous improvement,

Infrastructure and Fuocilities Managemeni:

-

Régularly assess and upgrade infrastructure o meet technological requirements by submitting
proposals to chairperson to be discussed in the monthly meeting. The same is approved In the
monthly meeting with senior vice president.

Regulor visits by civil engineers from head office to Ensure safiety und sccessibility of
facilities for all students,




o Implement sustainable practices in resowree munagement through energy conservation

6. Quality Assurance and Internal Audits:
o« During the periodic meeting with Pracipal, Chiairperson, & semor viee president regulor
internnl audits dre also conducted 1o ensure complinnce with quality standards,

The define process continuously monilor and assess the elfectivencss of implemented quality

processes.
o The regular meeting in hierrchy Identify areas for improvement and implement carrective

nitions

Industry Collaboration and Flacement:
o Carcer guidangée & Placement cormmilies collaborate with industry partners for intermships,
workshops, and guest lectures,
o Evalunte and enhance placement processes to ensure studont employability,
o Monitor und noalyze industry trends to glign’ progriums with gureent reduirements.
B. Student Feedback and Satislaction:
o lmplement surveys and feedbuck mechunisms to gather student optiions
o Amilyze feedback dotn o identity arcas for improvemeni.
o Take pronctive mensures bo address concerns and enhance overall satidlaction.
9, Continuous lmprovement and Innovation:
»  Foster a culiure of continuous improvement through quarterly reviews und assessments,
through Anjuoan 1 islam Bowrd of Professional studies & Higher education.
«  Encourage faculty and students o engape in research and innovation projects.
o Our President De Zahir | Kazl, Padma shri awardee regularly molivate our laculties to
Implement innovative teaching methodologies and eohnologies.
0. Data Science and I'T Security Measures:
*  Through our ERP* we Implement dota security mensures to protect student and faculty

inforation.

s Ensure complianve with data protection regulutions und stancards
11 Document Control and Management:
o Muaintain o contralieed doswment repository necessible o authorized personnel.
This Quality Management Svster is periodically reviewed by the principal and Anjuman | islam Board of
Professional studies & Higher education, updated, and communicited to sl stakeholders 1o ensure ils

/-ggms_ling relevance and effectiveness,
i
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SOP: ADMISSION

Merit-based admissions are eonducted for courses in B, Com, BMS and BAMMC, HSc¢ (IT), BSe (D.5).
Pass in class 1 2th qualifving examination or equivilent,

o  B.COM: Pass in clasg | 2th Examinstion

e BMS: Puss in class 1 2th Examination with 435 %

& BAMMC: Puss o eloss 1200 Exanination
B5c (IT): Pass in class 1 2th Examination with 45 %6 with Maths
BS¢ (1.5): Pass i class | 2th Examination
BAF: Pass inclass 12th Examination with 45 %
M.COM: B.COM Pass
MSe (IT): BSe (I or BSe (CS):
Cindidates desirous of seeking admissions will be either admissible on merit or first come first
serve depending on the course.
Those applying for UG courses must pass their class | 2th examination in a relevant stregm or
equivilent as recognized by the University of Mumbai,
In case of admissions o PG courses, candidites must have obtained a bachelor's degree in the
same or relevant discipline as necognized by the University.
Second Yiar nind Third Year ndmissions in each UG course are done on the merit of lust
qualilying examinntion,
Applications s accopted in online mode only. Candidales need register themselves under the
‘Admission” link.

The college reserves 50% seuts for Muslim Minority candidates.

The step by step application procedure to make an application i explained below:
*TY - Admission Progess @

S5TEP-1

Click for University Registrution (Compulsory)

littpss/ mumon dietad luniviersi by ae/

(1l the necessary details and uplogd the ducuments)
Mumbar Univeristy Portal

Collepe Code: 3




STEP-2
Click for College Registration (Compulsory)

huips:/fenvellonling.coandegistios ppplyapem

["Fill Nevessary details and click on Register”)
Complete the Online Registration Forms with Registration Fee of Rs. 100/-

Mote! Students are required to toke the Printoat of Online Admission Forms and submit the same fo the

College along with Mumbai University Registration Form, HSC Marksheet and LC /TC @ ( LC/TC for

Oulsider Students)

Followng Documents arce required 1o be upload on College Portal

[y HSC Marksheo

2y LC /T TC{ For Outgide Stadent anly)

1) Musmbai Uniiversity Registratioll Form

4) Aadhpr Card

5) Photo and Signature

After verification from the College Staff, Students have to pay the Fees.
WWW ICCPaYT.Com

Admission 1o First Yeur will be contirm only after payment of fees

The Principal review the admission process with the admission commitice,

o In first your, e final Tst s sent o the University for Bnolment. The University, aller approval,
returns the hsts along with the University seat numbers assigned to the students. These lists are
filed in the admissions section and copies ure sent 1o the respective deparuments. All the relevant
detaily are entered into the Generul register as permuanent record.
Admission commitiee is constituted every year which beging its work in the month of Apal for
second and thind year ndmissions,
Every year, the commiticee gives guidance & counselling to the studenis in selecting the courses
us per their choice & eligibility.
The office stalf prepures counie wise intake capacity, overall strength course wike, merit list,
admitted students list & final enrolment list,
They also prepare students profile on the basis of gender, caste & category which is required to be
submilted to the University & Joint Director from thime o time.

Ricords:
» Latest Rules And Regulations Stipulated By The Universily
*  Prospectus




Ailmission Application
Puyment Receipt For Admission
Gieneral Register

Enralment List

Latest Checklists OF The Docurments To Be Verified During The Admission

Fees Regisier

Daily Reports &Admisvion Statis & Vacant Seats,
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R EXNAMINATION

Transparency and redressal mechanism policies for internal examination

e Al the college level, an examination committes is constituted, comprming of u senior Faculty
member 98 Cluirman Examimation cotvmittee, other teaching fheulty and non tesching suall ay
members for smooth conduction of end semester examination.
The end semester expmmation is condugted by university, ind the sudents appear at center
allotied by the university,
The eollege Tollows strictly the puidelines and rules wsued by the affiliaung wmversity while
condubting miemuls and end Semester exiimipnationy,
For conducting the Internal assessment test, o department level covrdinator/committee is

constituted for smooth conduction of Internal assessment.

Cie internal assessment tests are conducted each semester at department level.
Before Examination
o, Declare of date of exanination 30 days prior to exdministion,
Display the Time Table 20 diys prior to the examination.
Issue the notice requesting teachers o submit question papers |5 days before Examination.
lssue the hall tickets (Supplementary / Umiversity Exammation)
Prini ihe question papers
[ Issue the duty slip £ supervision slip o teachers,
g Prepare the seating arrungizment 7 room allocation and display of same,
Buring Examination
. For proper conduction of internal test two invigilntors are assigned in room
b, Rules of entry and exit in exam hall are abeyed strictly 5o no point of grievance in this domain,
¢. For lab course Continuous assessment of every experiment is prepared by concern faculty
member followed by vivi voice and lab record
After Examination
a, Gt the masking of answer books done after the examination session.
b. Pack of the masked answer books in bundles with lubels.
¢. lssue o notice regarding Centmlised Assessment Progsnm.

d.  Evaluation of snswer sheet is done by concern subject foulty member within a week.




Provide information of the unfair means cases o Unfitie Means Inguiry Committee.
lssue the notice for Chairperson of NSS, Sports, Cultural and DLLE to subymit list of eligible

students under C22%,
Tusue the notice for submission of individou! weacher's mark sheet aller moderation, womasking
tind venfiedticn,
Colleét numed of the moderntors from wll Head of the Departments.
Collegt mark sheets from examiners afler modemition along with venification form and
remuneration form,
J-  Collegt the documents required for result processing.

L Photo copy the mark sheets submitted by the teachers.

ii. List of LD students

ii.  PRN number and Seat number of examinintion downlonded from Limiversity.

iv. 0229 cases (NSS, Sports, Cultural and DLLE) for adding 0.1 in GPA i case of even

semesters (1 & IV - once in the year),

Transparency and redressnl mechanism policies for internal examination
By odopting the eriterin ax per the divection of aflilinting university, complete transparency s
muntiied mointernd] assessment
Afler preparing the assessments report by Thenlty it s shown o Hold and o copy is submitted by
the concerncd faculty to the departmen
The assessment marks of the internal test uplonded on college ERP.
The final internal assessment marks cnleulnted on the basis of attendance, marks of cliss
Any gricvances related o university guestion paper like out of syllabus, repeated quenitions,
improper gplit of marks, marks missed, wiong question number during semesler exams are
addressed to the clmirman examinntion commitiee aml the same reporied (o the principal
Cinevinces handling mechanism is completely trnsporent. Sturting of every semester all
faculty members described the evaluation process of internal morks and external marks,
Immediately, oiter the unmit test, the solution of the test wlong with question wise marking
scheme is displayed on notice board within an howr sfier the st 1o maintin (ransparency and
uniformity in the nssessment of the mlemal tests.
The fucully evaluates the papers within a week of conduction of test
The evaluated answer sheets are shown to students in class and faculty underakes individual

gricvinces with o student on the paper if reguired by the student.




- Internal examination gricvances are cleared by showing the corrected answer sheel to student.

Hedhe muny times have grievance afler comparison with Fellow student’s answer sheet, This (s

satistied by Evaluntor/concermed faculty member by explaining the reason for difference of
murks.

Dretailed list of students not appeared in exum ix prepared with o common criteria, if any
grievance is observed in it s resplved Tor medical repsons/emerngency,

Assigminents; Fagulty evaluates adsigniments based on the rabile which is also shared with the
students. The rubric consists of eriterin- timely submission, clurity, nentness, ete. The evalusted
assignments are given back to students thus matmtaining the ransparcncy of the marks assignod
nnd 1o resalve grievances s any.

. Lab experiments: The expertment performed in lab by the student is immedutely evaluated by
the faculty and thie performance marks are assigned bpsed on the Tab robric designed by the
fucully.

. The lab rubric is given in the lab manual which is shared with the students well in sdvance
hefore the lab is conducted. The marks given hy the faculty are aviailable to the students
immedimtely, this provading a transparent way for students 1o reflect on thew strengths and areas
of improvemenis,

. Project evaluntion: In o semester internal evaluanons of the priject s conducted in front of the
pianel congisting of group oF fuculties. The rubric is designed for these two presentations having

eriterin- quulity of problem formulation, lieoture analysis, presentution, team work, vle

With these systems tn place. AP.College, very well exhibits transparency in the mechunism of

dealing with grievances related w the imternul assessment

I. RECORDS
*  ExpmsTmeTable
«  Resuli
QuestionPapiers
DatyChant
Rulesé&Regulationt{University
StudentsAttendanceRecords

MedicalCertificntes,

Prln:l&:l .
Anjurman--Islam
wthay Collge of Com. & Eco—




Introduction

The prime task of the 1QAC is to develop o system for conscious, consistent and catalytic improvement in

the overll performunce of Akbar Peerbhoy College of Commerce & Economicy. For thi, during the
pust-geereditation period, our college channelized its elTorts and measures towards promoting the holistic
academic excellence including the peer committee recommendations

The work of the IOAC is the Arst step towands inferalization and Instituttonalization of quality
enhincement Inttintives,

Objective

The primary aim of IQAC is




o To develop o system for consciows, consistent and catilytic action to improve the academic and
ndministrative perfornunce of Akbar Peerbhoy College of Commerce & Econamics,
« To promote metsures for the college functivning twards quality enbancement through
internalization of quality culture and institutionalization of best praciices.
Strategies
QAL shall evolve mechimisis amd procedures Tor
a.  Ensuring imely, efficient and progressive performance of ncademiy, administrative and finunciul
tisks;
Relevant and quality seademie/ research programimes;
Equitable aceess to nnd alfordability of acadenic programmes for students of various sections of
sociely,
d Optinozation and imegration of modern methods of teaching and leaming;
¢ To continuous monitor and evaluate the credibility of assessment ind evaluation process;
i Eosuring the adequacy, mantenance and proper allocation of support structure and services;
Functions
Somé of the functions expected of the TQAC are:
o, Development and application of guality benchinarks
b, Parameters for various academic and administrative activities of the institution;
¢ Focilitating the ereation of a learmer-centric environment condugive to quality education and
foculty matwation 1o sdopt the required knowledge and feghnology tor participmory teaching and
lourning process;
Collection and anplysis of feedback from all stukeholders on quality-related college processics;
Dissemination ol informalion on various quality parameters to ull slakeholders;
Orgunization of inter and intra institwtionsl workshops, seminars on quality reluted themes and
promotion of guality circles;
Documentation of the various programumes/activities lending to guality improvement;
Acting a5 a nodal agency of the college for coordinuting quality-relnted setivities, includimng
adoption and dissemination of best proctices;
Develapment and muinterance of institutional databnse through MIS /ERP for the purpose of
maintaining fenhancing the institutionnl quality,
Periodical conduct of Academic and Administrative Audit and its follow-up
Preparmation and submission of the Annual Quality Assurance Report (AQAR) as per guidelines

and parmmeters ol NAAC.




1. Records

Acciidenie Coleiilin

Lesson Plans Compliance

o Committee/Forum/Department Records
*  APUCAS Records

o Teaghers planner & Record book

Feedback Analysis

Admassion detanls'Course details

esplt anpdysis

WMinuies of mecting

Codes =Annexure 1 Anached

Procedure for Control of Records under IQAC

A. REASON FOR POLICY

Akbar Peerbhoy College of Commerce & Economies which is alliliated to University of Mumbai, as per

the wmiversity noons and policy requires that its records be managed nn systematic and logical manner

accordmg to the procedures outhned in this policy, which are consistent with all applicable university on

government of Mabaenshirn lows.

Thiy palicy vutlines broad responsibilitics relmted 1o records manngement, retention, digposal, and

preservation. This policy applies to all departments and all records, regandless of whether the records are

wiaintained in hard copy (paper), electronically, or in some other fushion.

Akbar Pectbhoy College of Commernce & Economis is committed to effective records management so

that the college:

o Meets university standards for protection, storage, and retrieval;

*  Protects the privacy of faculty, staff, and students of the university;

o Optimizes the use of space;

o Minimizes the cost ol record relention:

Destroys outdated records in an appropriale manner;, and




o Preserves records of permanent and historical impotance,
. FOLICY

In accordunce with this Policy and the university norms, the respoctive charks in administration oflice ol

first Noor wre responsible for establishing nod documentiog standards, mechanisms, und procedures 1o

adddress the following recordkeeping issues:

o lingure elfective retneval mechanisms for depantmental inlformation and reconds uding

approprinte records ¢lassification and file organizution,

o  Ensure that all recordkeeping s compliant with relevant legal and regulafory requirements;

e [Protect sensitive or eritical departmental information and records from diselosure;

o Protect information and records to ensure contimuity of departmental operitions.
G DEFINITIONS

College Record: s any document or item. regardless of form, that is created or reveived by Akbar

Peerbhoy College of Commerce & Economics, which serves 1o document the organizstion, functions,

policies, decisiony, procedures, operations or other business ol the college. The wnn includies documents,

papers, lelters, books, dmwings, maps, plans, photographs, tapes, (ilm or sound recordings, microfonms,

digital or nnalog files, information stored or mamtinned electronically, and data- or image-processed

docinments,

Some examples of university records include:

official university publications; incoming/outgoing correspondence, memos und emuily; repocts wnd

dtudies; Minancinl and accounting information; sudit records; emplovment records, sludent educition

records; alumni records; meeting minutes, dat; mups, drawings; photographs; audio recordings, film and

video; snd sdministrative logs.

Nut all records must be retained. Some transient items may be deleted or destroyed nt any time if they are

no longer needed by the office holding them, except in the case of records relevant (o legal matters us

deseribed herein. Examples of transient records mclude: prelimimary drafis; noles or working papers once

i project 15 completed; large quantities of duplicate materials and all duphcates of *official copies”; non-

college catalogs, journals, or other printed matler used for Informational purposes, and routine messages,

routing slips, and meeling announcements.

*  Lutest Rules and Regulations Stupulated by The University

+  [rospectus

«  Admission Applivation

«  Payment Receipt for Admission —
Cienernl Register




Frrolmen! List

Latest Checklists of The Documents 1o Be Verified During The Admission
Fees Regter

Daily Reports &Admission Status & Vacant Seals,

Records Lifecycele: All records have a lifecycle, albeit some longer than others, Records are created o
received; used; and kept for valid legal, fiscal, or administrative reasons. In general, the Records
Lileevele is us follows:

s Active record: A record that continues to be used with sullicient frequeney to justify keeping
them in the office of ereation; a current record. Active records are consulled routinely in the daily
performunce of work. Ex: Active 47 years for personnel records, Personnel records should be
maintained for seven years afler the employee’s last date of employment.

Inactive record: A record that is no longer used in the day-tosday course of business, bt which
muy be preserved and occasionally used For Jegal, higtorien), or operational purposes. Innctive
tecatils are miely bged, but mugt be retained for occasional telerence or o meet andil or legal
abligntions,

Permanent or archival records: ‘Permancnt” records, abio called ‘archival records.” are records
which have historical, admintsirative or research value w the college and which college imtends 1o
keep indelinitely.

Record Copy: The single copy ol a document or data, oftan the original, that i designited as the
primary und official copy Tor preservation.

Local or Convenlence Copy: Extru adentical copies of “record copy,” documents, or duts created
only for convenience, reference, or resesrch by emplovees.

Responsible Oflice: The college Office/department/program thist is responsible for ensuring thal
a particular University Record is maintained for the required retention period and properly
disposed of or trunsferred 1o college Archives in accordance with the University Recorils
Retention Schedule.

University Records Retention Schedule: A descriptive sehedule that provides o guideline for
the minimum length of time that selected records should be retained before they are
deleted/destroyed or placed in archival preservation,

D. PROCEDURES { 0

Consistent with this Policy and the University Records Retention Schedule, the administration Office

at first floor is responsible for documenting its procedures for munaging records in necordance with

applicable law and with the spproval of college leadership,




The Principal & Vice Principal Office educate stall with regard o implementing thede procedures, In

developing s records management procedures, all official repositories must consider electronically

stored information, and analog or paper records.  Certain units or offices within the college follow
professional standards, legal/regulitory requiremenis, or legal precedenis dictating best prochices for
records munagement. Complinnce with such Tegal und regulmory requirements must be documented
by the sdounistration Office




SOP

FEEDBACK




CK PROCESS

Students are asked to leave feedback on teaching twice a semester through ERP system, Tarn | feedback
15 taken after first 30 1o 40 days of teaching. Corrective action is initiated after this feedback. Tum 2

feedback is obtained at semester end.
Following questionnaire is set for feedback

1. Planning & Crganization
Subject Organization in Logwal Sequence
Syllnbus Coverage
Subject Clemly Prepared
Presentation/Communication
Use of Simple Langunge
Interest Ciemernted
Solved Conceprual Problens to Hlustrate Theory
Questions to Test Knowledge
Clarity of Speech
Students Involvement
Cuestions 10 Promote Interaction
Encourage Question Asking and Discussion
Practical Applications
Use of Medin/Methods
Use of Multiple Teaching Techniques viz, ICT, quiz, MOQ, éte,
Use ol Text / Reference Books
Clarity of Writing on Black Board
Class Management
Punetuslity
Class Control
Asslgnment
Provide Assignmenis
Punctuality in Assignment Retumn
Availability 1o Resolve Student Problems After Class




Feodback Collection Process:
»  Feedback about the course faculty would be obtained from students through oifMine/online, twice

i1 i semesier.
Feedbuek 1 is 10 be taken after 10 days of the comnencement of the semester. Final feedback is
tuken after the mternal assessment [l exam. This feedback contains questions which assess the
planning und organizntion, presentation and communication, olass management and student's
teraction with fweulty members.
The feedback also surveys the students” opinions on teachers evaluation capacity (1.e., nbility to

set or conduet different assignment/seminars/quiz/iests ete. ), approach towards students (e,

engaging students regularly, mamiaining discipling in the class, oflering assistince & counselling

to needy students, showing countesy and impartialness in dealing with students) and effectiveness
of teaching learning process.

The leedback provides opportunity for the course teacher 1o muke initial corrections in the
ongoing teaching-learming process 1o muke it more effective.

Feedback is obtained from students on 20 parmmeters stipulited in the stractured form in 1-5
point scale with S indicating maximum point and | indicating minimum point,

The average student participation in the feedback process must be around 75%.

Suguestion box hus been kepl al appropriate places in college campus. The complaints
fiuggestions can be made anonymously,

The Department would constitute Quality Circle with faculty and student members for each chss.
Quality Circle meeting should be conducted twice in a semester. Student members would be
invited fo express their views on the subjects, academic environiment of the Department and the
discussion points would be considered for lurther actions. 1t helps to know the students opinion
about Depurtment setivitics, academic progress like syllabus coverige, teaching methodology of
faculty membiers, teaching learing process efo,,

Principal would conduet interctive meeting with the section of students reparding the academic

achvities and collect the oral feedback from the students directly.

Feedback Analysis Process:

»  The feedbuck teport represents average points scored by the faculty in cach pararmeters and
cumulitive average point for the particular course. Based on this cumulative avetage for the
course, the teachers performance is ruted us Excellent (> 4,5), Very good (4,00 - 4.5), God (3.5-
3.99), Satisfactory (3,00 - 3.49) and Poos (<3.00)




Head of the Department analyzes all the feedback reports. The positive comments are appociated

and any lapses mentioned, will be communicated to the concerned Ticulty for necessary
correclive TIVC NI,

All the feedbuck reports about the faculty and course will be submitied by Head of the
Departmant to Principal regulnrly,

The student’s feedback on the perdormunce of course facully would also influence the scoting in
the computation of Faculty Performance Index m the Performance Appmisal System of the
individual faculty member which has 1o be submitted o the head of the institution al the end of

the ncadermic yeor.

Record ol Corrective Measures:

The corrective measures are taken based on the findings and the same are recorded,

The strength nnd weakness wentified from the feedback would be reporied o the respective
fnculty w enhance their tenching efficioney.

The HOD arringe mieeting with faculty menbiens whi Juve sedred less polnts and enguire aboul
reajons for the lower score in appraisal

Buased on the explonation received, HOD offers advice for improving ther teaching learning
inittives.

Students” feedback wonld also be considered ns a parameter for calculating the Faculty
Perlormance Inddex in the appraisal form

Any ambiguity in matching the pace of the delivernbles as per the students® requirements would
be compensated by arrunging the extra lecture hours.

Result analysis on mternal assessments for all the subjects would be done 10 guide the concemed
fnculty membirs [or taking pecessary actions for improvement.

Remedial classes lor the slow learners should be seheduled and conducted 1o improve their
performance,

Faculty members are insisted to attend FDP / workshops / seminairs to improve their teaching
skills.







.I1

or

e librory munagement 15 concerned aboul the:
1. Adopting a student friendly process in using the resources available in the library.

2. Avoidsnce of Unethical setivities and misusing the resources.
¥, Hours of operation thit is convenient to the student population.
4. Effective usage of resources and manpower avaitable in the library to provide the best support to

the students.

§. The Library Management has established (he following fines and fees:

*  Fines on overdue books owned by the library tre charged ot Rs_Uday. 1 an ltem s lost or

dnmaged, the student shall pay the scquisition cost plas an additional fee for processing of the

item,

¢ Replacement copies will be accepted in lieu of puyment for lost or damaged materinls.

6. Librury membership card

i. Library member shall select the book / resource and shall carry the same to the issue covinter,

I The libraty assistant shall insert the book curd in 1o the borrower pockel alter gotting

signature in it from the borrower and enter the details in the issue smodule of the library

softwure

i i, The due dite of the book shall be intimated to the respective hbrry member st the time of

the 1ssue and the same shall be stamped in due date stip, wihich is pasted on the last paje of

the book,

iv. The retention period of the borrowed books shall be 15 days, 1 ihe reqquired book §s on issue,

user shall enter the bouk details in the reservation register, and follow-up with libriry

aksistint

¥. On recetving book from the Libvary member, Library Assistant shall check for the Due date
on the book vii. When the book is returned Within Due date, Libriry Assistant shall take out
the book card from the borrower pocket and insert the same in the book pocket, and cancel
the transaction through return mode in the software

7. The student ns well as the faculty/swil can secess the library $:000m-6:00pm

8. Process:

a,  Budgeting © budget is prepared for every year bused on library feescollected from
students

b, Processing of Newspapers, Magazines, Journals ete



¢, For purchise of any good / services, department heads get quotition fromvendors (depending
on item to be purchased) and submit the same o Adminstration before misimg 10
After purchasing books library staff does the process of soquisition, suchas stamping, entry of
purchased books in accession register, daw eotry ofthose books, sticking due date slips on
buoks, muking book cards.
¢. Shelving ol books for identification and traceability.
f.  Issue of Libeary cond:
Facilities for students:
8. Book bank facility: (Students have the facility to apply for book bank andean get all texthooks
ol both the semester and return after completon of both semester exam)
E-resources: (E-books, E-journals, British council libeary membership)
[nter library loan: {few colleges are members ind share books from enchother)
SOUL software: (It mokes easy to manuge all functions of the library)
¢. 5 yeors exnm question papors are available for students,
10, RULES OF CONDUCT:
. Thelt, destruction or injury to library equipment or property; or, using libeary equipment
ina monner other than intended by the manufucturer
Using cellulur telophones, rdios or other sound-producing devices in o disruptive
manner.
Students ure not allowed Lo sleep inside the library,
Consuming meals or beverages in public arcas of the Librry
Use ol tobacco products such us e-cigarettes in the Library building.
Bringing int the Librury large bundles, pockages or personal property which cinnal be
stored under o study chair or carnel surfice
L, NEW ARRIVALS LIST

. The librarian shall prepace the Hst of new arrivitls 1o library once in o month.

li. One copy of the new arrivals list shall be distributed o all the departments and g copy

shall be displayed on library notice board.
12, Ench student will be issued maximum of 3 boolks
13. SECURITY
The Board expeets Library patrons lo respect the Library, its staff, its furnishings, collections,
and eyuipment, and other Library patrons. Patrons who do not acl in a manner consistent with

the Board's expectutions may be asked to leave the Library.




Library Policy

Purchasing

Purchasing Books:
Books received by the library are of two typos:
A. Textbook
B. Refarence book
PROCESS FOR PURCHASE:
*  For purchase of books, Joumals, Magazines, Software and E-resources the same SOP is used
e Requisitions are received from HOD/Suhject teachers and Librury committec. An order form is
created with the book ritles and quotations.
o  Librarian compile all the requisition forms,
= Library stafl under the supervision of librrion finalise the list of the books to be procured.
*  Then list is forwarded to Pringipal
*  the book list s segregated as per the publishers und vendors and the budgetary provision
= vandors are then asked 1o send their quotations,
*  The library committee serutinise the guotations and prepare the comparative statements of the
viinous quotations received from the vendors
* The comparative stalement is then sent by the Principal o the Management for approval,

¢ Ongpproval, the books are ordered from the upproved publishers or vendors.

SOP FOR REGISTERING THE BOOKS RECEIVED AND PAYMENT TO VENDOR
Unee the ondered books are delivered to the Library, there is o stindard procedure for registering them.

«  Firststep involves entering the book titles in the Accession Register and software, followed by
creating a barcode, sticking the due date slip and finally, writing the Accession Number in red
ink.

¢ Second step: Once the hooks and their respective bills are received by the Libenry from the
vendor, the Acquisition Section verifies the price and discount for each hook. Important details
like its publisher, vendor, publishing year, suthor, price etc are entered in the Aceession Register

= Third step: Accession number for each book/title is used to make o bill for further payment

processing. The above-mentioned procedure is validated by tye Librarian before forwarding the



bill to the Accounts Department. The Final step is Lo receive the signature fom the Principal anid

then it is seat to the Account Department.

SOPF FOR WEEDING OUT THE OLD, OBSOLETE OR DAMAGE BOOKS

o The weeding out process keeps the Library '« collection relevant and up-to- date.

Old, obdolete, or damaged books, newspapers, magizines, journals, and unused migcellaneous

items (Forms, Register, Receipt book, File ete.) are systematically removed from the collection.

* A hibrary committee meeting is conducted periodically as required 1o decide which books need to

be weeded out. Resolution is approved in the librrey commitiee mecting.

*  Old and out of syllabus books are crganised subject-wise and are listed by the library.

The approved books are removed from the library's live collection.

Rules for using Library facilities for students:
Only students from the college are allowed to enter the Tibrary by showing o valid Identity card.

* ltis compuliory fur the students 1 sign in the gate reglster

e Students are required Lo mbintain complese silence in & near the librry,

¢ Group discussions or talking in large groups is not peemitted in the Librury.

¢ Bating, smoking, sleeping, and ilking loudly are strictly prohibited in the library

*  Scribbling or writing on the reading table s not allowed.

= Students are expected to keep the chuirs back in their original position afler using it The seating

arvangement in the hibrary should not be disarennged.

*  WWithe student damuges or loses library looks or property, the student has to compensate for the

daumage decided by the authoritics,

*  Students can only carry books in the library. Students are not allowed 1o carry the following:

Mobile phones, bags, umbrellas, purcels, enrphones, electronic devices.

Breaking the rules will result in being reported to the Principal and further uction may be initiated

Home Lending rules

* Library books for home lending are available to the college studlents for not more than seven

days. For this said period, UG students can get two books while PG swdents get four books to

borrow

Pure reference books, valuable or rure books, journals, maps, magazines, and newspapers sre not
allowed for home lending or to be taken out of the library.




The books issued for home reading must be retumed to the library within seven days

Ihe lent books must be returned before the due date. There is o fine of 21 per day for each book.,
Sunduys und holidays are included in this Tine. The fine goes into student aid fond,

Students nre instructed nol o mark, write, lear or damage the lent books in any way.

Books need to be physically present to apply for book renewal.

Reading Room
*  Books con be igsued for use in the rending room on production ol the Identity Card. They should
not be tkon out of the library on doy account,
When the book is issued For use in the reading room or for home lending, the student must muke
siare i s not darmaged or that its pages are not missing or 1om, 17 the stadent finds anything, the
library stafl must be notified. Otherwise, the student will be held responsible for any damage,
loss, or torn pages.
Damuaged Book
o Ilthe student Joses or damages the book or if the pages are missing rom i, they will have to pay

the book's current prive value,

Ex-Student/Scholar/Visitor

»  Library membership is availuble for ex-students, researchiers, visitors abd scholars,

e For membership, users will have to Gl the membership form with documents as applicable to the
user. Leposit of Rs, 500V~ and librury fees of Rs 300/~ shall be collected from the user.
Users can issue one book on a library cand for seven days. 17 o book is not returned within the due
dote there is o fine of Rs 1 per day.
Membership will be for ane year.
Far cancelling the libriary membership, a cancellation form needs to be filled by the user. Upon
cancellation, the deposit of Rs S00/s will be relunded.

BOOK BANK FACILITY:
* Toavail this fucility, the students are required (o fill a form ot the beginning of the academic year,
¢ They ure to submit it glong with a request Jetter or income certilicale.
*  Students will be allowed to keep the books for the entire semester and return it 1o the LIBRARY

ST after thelr examinotions.




o Students nre pdvised to be cureful with the books. Marking it with pencil or pen, tearing pages
ele. will be tiken serivusly
Advanced Learner
o Advance learner faoility is provided w meritorions students such as the 1op 3 rank holders of clags
Iram the previous semestor.
Students an uvail this fucility by providing a grade card ol previous year.

Students can assue any 2 books i this facihty for one semester.
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SOP

SPORTS




Akbur Peetbhoy Collepe of commerce & Economics i known for its excellence in sports all through its
existonce of about S0 yenis. Conching is provided for visrtous games such as Boxing, volleyball,
Hasketball football and cricket.

Our past students and the current year students have excelled in various games and sparte. The prestigions

award winners
The past students train and guide the present students, inspirng und motivating them:

Pulicy
L

4,

T0 hamess students’ potential for extrn-curriculur and co-curricular activities which leads to
empowering and capacity building

To ensure unbiased selection critera and support to schieve excellence in sports with equality of
apportunily 1w all,

To provide encoutagement through academic concessions in attendance, rescheduling of Tnternu
Asgessment Examinations, conducting additional exams and providing separate scademic
coaching in theory and practical,

To provide financial support whenever & wherever reguined,

Standard Operating Procedure

1
2,

Sparts-in-charge should be supperted by Gymkhana Committee & coaches of the College.
Selection of interested students should be carried out at the beginning of academic year and
students be selecied Tor participation in various games through a rigorous sereening process,
The College should participate in Inter-Collegiale District and State level Boxing, Basketball,
Valleyball, Caroms, Chess & Cricket tournaments for boys & girls.

Students should be motivated und trained to participate in iner-colleginte Kabaddi, Volleybull,
Footbull, Cricket, Athlétics, Chess, Carrom, Table Tennis, and Power Lifting . competitions at
University, Inter-University, State and National levels and be fine-tuned by coaches.

Students are requested to apply for sports of their cholce. Conduct tests for seloection of students
for various sport disciplines, Students are selectedon the basis of merit,

Students should be motivated to practice yoga, offered trining by experts and inspired to
purticipate in competitions al various levels,

To meet the requirements of practice of ericker, football and ather sports the pround available in




the vicinity ol the college may be booked whenever neaded.

8, Needy sporty students should be given concession in fees ot the time of admission.

9, Free medical facility, even if to a limited extent, and bosic first aid facility, be provided 1o
stadents,

10. Sports scholarships should be given 1o achievers

11. Responsibility ol organising Annual Sports Day be assigned 1o sports-in-charge and Gymkhana

Commitlees,
12. Order, purchase and mauimntenance of equipment be looked after by Parchase Commitice and
sports-in-charge.
13. Discipline nnd safety protocol be strictly observed.
The policies, procedures & standards designed by the College are in recognition of the demisnd of the
current situation, which shall progressively undergo the desired modifications to sult the demand of

emerging times,

Records

List ol university games Sporis

List of equipment Sports,

Application form for sport participation Sports,

List of college representative students Sports.

List of winners on college level and intercolleginte Sports.

Ligt ol winners on university level Sports.
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INFORMATION TECHNOLOGY




Policy Measures

o Information techinology resources are central to the educational mission of Akbar Peerblioy
College of Commerce & Economics. Students, faculty, and staft omust respect the rights of others,
abide by all college policies and applicable staie and UGC rules, snd assume shared responsibility
for safeguarding the college’s information technology environment
Akbar Peerbhoy College of Commence & Economics computing resources may not be used lor
any activity that is illegal, unethical, ar contrary 1o the educational goals of the collegs.
Freedom of expression and the existence of an open environment conducive (o inguiry und
learning will be respected by the college with regard to use of information technolopy resources,
but behaviour that constitutes misconduct will not be protected,
To enable the appropriate educational and administrative use of inlormation technology
resowrces, the college provides a secure network. Without connectivity standards, our campus

community s at risk to damage from hardwore or software that has not been approprintely

configured or maintmned. These domages could include financial losses, interruption of networl

services, nd the loss of datn. To minimize exposure 1o such damages, this policy also defines
standards for connecting computers, sérvers, or ollier devices 10 the college's network.
SCOPE
All financial and administrative policies involving community members across campus are within the
scope of this policy. IT there as variance between departmental expoctations and the common approach
deseribed through college policy, the college will look to the campus community to support the spirit and
the objectives of colleye policy
Authorities Delegated and Retained/Administrative Responsibility
The principal of the college delegates administration of the college's Acceptable Use Policy 1o the chiel
technology officer/Director for information technology.
General Use
Common sense and respect for others are excellent guides to what constitutes approprnate behaviour in the
use of information lechnology resources. Prohibited conduct falls into severnl areas including but nat
lienited 10 unauthorized sccess, copyright violations, sets of destruction, invasion of privacy,
and harassment. The policies listed below are not exhaustive but should convey i broad sense of what

behavieur constitutes illegnl, unethical, or inappropriate conduct. As in other aspects of college life, users




are bound by the policics and guidelines published on the htps:/Awww.apcollege.in/ wobsite and in

College Handbooks. By using information technology resources, students, faculty, staft, and others agree

that they are familiae with and will abide by those policies as well as this acceptable use policy and any

miodi Beations made thereto in the future,

ACCOUNTISYSTEM ACCESS

Unauthorlzed Account ar System Use

Users may not acvcess data or other information technology resources without proper authorization,
regardiess of whether any damage is done or whether the data or other information echnology resource in
question is owned by the college.

. Users may nol secess or use, or attempl Lo seoéss or use, any network decounts other than ther
own ussigned asccounts or any system for which they have not been granted access. In other
wordds, users should use only their own fles, those that have been designated as public, or those
that have been made available to tem with the knowledge and consent of the owner,

The college™s Honor Code and its prohibitions againgt plagiorism and cheating, among other
things, apphes o student use of any Gles and mformalion obmined from the collepe’s information
technology resovrces when used in the preparation of neademic conrewiork
Pusswords should not be revenled to anyone else and should be chinged sccording to published
pissword standards.
Uliers may not attempt to determine the password of another person through any means,
Impersonation of another person by sending forged mlomntion (e, sending email with an
erroneous "sender™) is prohibited.
Approprinte Conpeetion Methods
Devices may unly be connected 1o the college’s network st appropriate connectivity points vin authorized
methods,

I Users may not make modifications or extensions to the network, such as wstalling o personn!
wircless acoess point that rebroadeasts the Collepe's nerwork.

Users should consult suthorizied Lab Attendant and IT in charge if they discover i need to modify

o extend the netwiork.

Network Reglstration
Those using the college’s network may be required to nuthenticate when connecting a device. Individual

Lab attendant maintains a database contuining machine identification, network addresses, and ownership




information, This data s used o contaet the reistered users of the gquipment in the event their devices
ire compromised.

Protection of the Network

College uses multiple methods 1o protect the college's network. These include monitoring for external
uttacks, scanning the network for anamalies, and prosctsvely blocking hurmful truflic. Thene may be times
where more extensive procedires are required (o address polentisl security exposurcs or o contuin ot
sécurity exposures.

Suspension or Revocation of Aceess

Use of college information technology resources is o priviloge. 11 a person is found 1o be in violation of
these pohicies, this privilege may be revoked through remporary or permanent dewial of tecess o sich
resources.

People suspeeted of violating these policics may be temporarily denied aceess to college’s mformation

technology resources during investigation of the alleged abuse.

Additional Consequences of Misuse

Abusers of the college’s information technology resources will be subject to existing disviplinary
procedures under current college policies in sciordance witl the abiiver’s cumpus status, When
appropriaie or required by law, the college may nequest or provide sssistance o law enforcement agencies
1o investignte suspected ilegal activities,

Harassment

Infomuation technology resowrces may not be used 1o intimidate, threaten, or harass other individuals,
Albar Peerbhoy College's information technology resources may not be wsed for any activities thit
violse the college’s Anti-Discrimitustion Policy, Student Code of Conduet, workplace standards, or state
o UGC laws,

Intormation technology resources may not be intentionally used w view, store, print, ar send obscenc

muterials or slanderous, harussing, or threatening messages,

Conlidentinlity
Akbar Peerbhoy College hus both an ethical and legal responsibility to protect the confidential
information ol users. Confidentinl data is defined by local, state, and UGC law. To promote
conlidentiality users must not:
| Perpetrate, cause, or in any way enable security breaches, inchading but not limited to gecessing
data of which the user is not an intended recipient or logging into o server or account that the wser

15 not expressly authorized 10 access;




r B

Facilltate use or aceess by unputhornzed uiers, including sharing their password or other login

credentials with anyone, including olher users, family members, or feienids;

Share private, financinl, or personally identifinble information (1.e., SSN, tan information, stadent

1D, ete., secording 1o state law), even in the case when users wre aceidentally granted
permissions 1o files or folders they should not aceess by mienns tot approved Tor transmission of
college informaticn,

Attempt o galn aceess to files and resources o which they have not been granted permission,
whether or not such secess Is techmeally possible, including attempting to obtain, obtaining, and/

or using another user's password.

Copyright and License Protections

I,

The author al 4 text or the ereator of o graphic, program, or upplication s protecled by copyright
law unless they specifically release that work into the public domain, In accordance with the
college’s policies governing the treatment of copyrighted materials, nsers should always obtain
written permission from the onginal author(s) before copying electrome matenials that are not in
the publiv domam,

No user may copy or attempt to copy uny proprietary or licensed software provided by or
installed on college-owned resources. Copyright laws and Heense greements protect much of the
software and data that reside on the college’s systems,

Unauthorized duplication of software nuy subject wsers and the college to both civil and eriminal
penalties under the IT Copyright Act.

Stolen or bootleg copies of software are not allowed on any College computing systcms.

All software programs must be registered in accordance with their lieense ond use provisions.

Privacy

The campus network is maintuined and provided 1o assist in the pursuit of the mission of Akbar Peerbhioy

College und w conduct the College's day-to-day operational activities. The network 1s College property

thus all data composed and created by cmployees nnd trunsmitted and/or stored on the network, s and

will remain College property, not the private property of any individual,

Akbar Peerbhioy College will make eviery reasonable effort 10 respect o user’s privacy.

Users should have no expectution of privacy for communications, documents, or other data
transmitted or stured on the organization's resources. In sddition, in response to a fudicinl order
or any other action required by law or permitted by officinl College policy or as otherwise
considered reasonably necessary to protect or promote the legitimate interests of the organization,




the College reserves the vight to iecess, review, intercept, monitor, and/or disclose all divs
ereated, trunsmitted, accessed, and/or stored on the College’s network anddor technology.
Examples of situations where the exervise of this authority would be wasranted include, but are

not limited to, the investigation of violations ol law or the organization’s rules, regalations, o

policy, or when tecess is considered necessary to conduct College business due to the unexpected

abserice of an employee or 1o respond 1o health or sufely emergencies.
Any pessonal or college-owned data created, trmnsmitted, accessed, and/or stored on the campus
network by users on personally owned devices is subjject 1o the same policies, procedures,
puidelings and constriaints us data created, transmitted, secessed, and/or stored through the use of
College-owned devices.
Exceptions to the datn ownership clwse described includes: student works developed as a part of
their seademic or co-curiculur pursuits; und soholurly work by faculty snd staff such as articles,
books, music composition, repesrch data, und the like,
Violation of Privacy

I, Information, data files, external devices, email, and progrms owned by individual people are
considered private, whether or not the informwition is accessible by others.
Access 1o private, financinl, or personnlly identifinble information is restocted to authorined
users, even in the case when users are sccidentally goanted permissions to files or folders they
dhould nol see.
Tampering with email, interfering with or intercepting its delivery, and using cmail for crimingl
purposes may be o felony offence, The Information Technology Act 2000 places electronic madl

in the same category as messages delivercd by the Postal Service.

Principal
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SOP:ROLESANDRESPONSIBILITIES

RESPONSIBILITIESOFTHEPRINCIPAL

Key Tasks:
I Toprovidefullinformationtothemanagementonallissuespertainingtothecollege

2. Implementationofoveralipoliciesnndadvivingthe mansgementonpolicymattersandforward

rlanning

3. Directionmiviagement.organizationandoverlisupervisionotalicollepeactivities

4. Manugementofithe college finanoe

5. Toeserciseola lendershiprole inmanagingrelutionshipsandbuildinga collaborative teamwork

6. Toprovideeducationalleadership, planning implementationandmonitoringo U hescsdenmic

curncular and co-curricular aetivities;

T Tomanageacademic, pessonaland sociuldevelopmentolstudents, theirenrolmentand dismissal

B, Toactivelyparticipmoinprofessionnleducationalactivitiesandimg intenunceofheo-operative and

supportive atmosphere within the college community,

9. Protectionandbuildingthe collegebrandimnge

1. To be responsible for the implementation of objectives through the curriculum, the human

resourcespoliciesandpracticeswithintheCollege thedevelopmeniofihephysicalinfrastructure and

resourees of the collepe

1 TosstablishanefTectivelinkbetweenthe college andthemana pementthroughboard mectings

12, Havea latestlistandirytogetthe grants.fund,schemesfromgovernmenttothe institutionind Students

13, Getstrictcomplinnceasper apexhodies,

1. Helpandsupportal lkindof theinformationnndactiontowardsLegnl Tax, BT, ete
SpecilieTusks:

15, l.mdnrsllip:{‘uuiiu|m!|5r1rj.'1nimpmwlImmpunlring:ﬂe:tivcursnnl’lhL‘d:t’ani:ﬂulhnvl1i::hlmis

responsible,

16 I’mr_rmumiuu:t'.'.‘u-mdiimlmrldpmnmmhcdﬁwIt.\pmr.-nmt‘pmgrmnsu.-illiimhmrllugelulmul meet

the needs and interests of the students necluding establishiment, supervision, and evaluation of

education programs.




- College Organization: Participation in the selection of professionnl, elesical and suppon

stall”Beresponsiblefotheprepartionofiimetables undotherschedulesandsupervisionofschedules

und their functioning,  Holdregularstalfmeetingsforthe purposcoldiscussingeducationaland

idministritive matters, Establish appropriate procedures for the control ofall college records and

cquipments, ole.

1%, ProfessionalDevelopment: Promotetheprofessionalandacademicgrowthofhisstaffthrough

seimiars/conferencey, in- service tmining and personal contacts,

19 Stall Supervision and Evaluation: Pancipalisresponsible for the dailysupervisionol the

college,students, facilitutors, professionalandsupportstafanlunteers, andpersunnelfrom

putside agencics.

20, StudentControlandSuporvision: Establishanenvironmentinwhichstudemscandevelopsel -

disciplined. To have disciplinary suthority over ench stident on eollege premines.

DUTTESOFTHEVICE-PRINCIPAL

TheVice-Principalshallintheabsenceolthe principalassumetheduticsandresponsibilitiesofthe

pringipal Other  dutiesol the  Vice-Principalshallbe  those workedoutbymutualagreementwithihe

prineipal.

DUTIESOFFACULTYMEMBERS

I, ThefscultymembershouldeometothecollegeatlcastOSminuteshelorethecommencemental classes

and should leave the college notearlier than 15 minutes after the end of the last lour,

tJ

Allthefacultymembersareespectedto lollowtheratesandregulationsofthecollepeas

prevalent from time to time.

3. Theworkloadofalithefacultyshallbeaspemorms, WheneverthereisshortageoMunds, excess

worklond can be assigned for time being.

4. I-‘m.-ull}-mcrn‘nurs.umxpﬁ:tt.-dhmpdnrﬂlicirkmnvk-dg:hynuuI:dingmuinnrﬁ Iworkshops/

conference, alter obtaining necessary permission from the Principal time 1o time.

2

Facultymembersshouldatiemptiopublishtextbooks, researchpapersinrepitedl ournals/

Conferences.

6, The Faculty member must strive 1o propare s¢ademically to meet all the chal lenges and

requirementsinthemethodologyofteachingsothattheinputmaybeuseulforthestudent

community at large,
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I5.

1.

I8,
19

Every Faculty member is expected (o extend hivher benelicial influence in building up the
pecsonalityolstudentsandhe/sheshouldassocintehimsel {fherselfactivelywithsuchextrm-
curriculie activities which is interested in or wssigned 1o him/her from time 1o tine,
Crroupandanti-wstitutionalactivitiesofany kindshouldbeabsolutelyavoided Facultymembies found
mdulging in such uctivitics will be subject to discipling proceedings.
Fm:ull:yllmmllcﬁnmxpccwdturc!pvcttlmdig.ull}uﬁ-'.!lldmilnindiw.r'iduullymuluulquti\'clyiﬂ the

¢lessroom,

- Testexaminationspapersmustbe madenvailable tothe studentsfor verification
- Caremustbe takenforphysical lyehnllengedandleaming-disabledstudents.

Facultymembershaveanobligntiontoserveonvariouscommiticesandotheradministrmtive
USSIEnImenis.
Allfscaltymembersmustkeeptheirdepartmentheadsorprincipalsinformedoftheirprogressin

teaching, resedireh, their contributions to civie and professional groups and organizations.

| Iﬂiu:ultynmmlwrinumyl'mnllhmmnpm.durinmmmcrindnihnnnnhlmdumiuu[u:rminn.lhe}- I

obtain prior appeoval of their department heads or principals. Such sdvance notice will et
alternative armngements 1o assure smooth sharing of responsibilities
I:ntuhymcmbcrﬁmum|nkuunmllumumTlnmuhemﬂlmmdumin:l:munmnii)-wi1|m.-,apq.-¢| and
digmity.

Attentionmustbe giventothe eliminationofsexunlharassinent.

Departmentaluctivities;

Thefacultymembershouldalwaysfirsttalktothe HODand keepthe HODincon fidenceabout the
professional and personal netivities.
Theteachingloadwillbeallottedbythe HODY Principalafterdiscussionwiih faculty.
Inudditiomothetescling, thefacultymembershould tskeadditiomnlresponsibiliticsasassigned by

HOD / Principal in academic, co-curriculur or extracurvicular sctivities,

» Bvery facultymembermustgiveseminaronsometopicatienstonceinenchsemestenoother faculty

ticihers,

- Everylaculymembershouldmaintainstudent ' sanendancerccordsandihenbsenteesRoll

numbers should be noted every day in the master sttendance register maintained in the
department us soon as the classes/laboratory hours are over,

Wheneverafacultymemberintendstomkeleave,thefacultyshouldgettheleavesanctionedin sdvance
and with proper alternute armngements made for cluss / lab finvigilation. In case of emergency,
the HOD or the next senior faculty must be informed with approprinte alternnte arrnngemen|s




21,

Thelbeultymembesshouldmakepresentable. ThefacultymemberShouldshownopartialityto any

segment / individual student,

Classroomtenching

24.

33

3.

in
38.

39,

Oneethesubjectisaliottedthefacultymembershouldpreparethelecturchourwisel essonplan as per

students mrendance register.

- I'The faculty member shoubld get the lessaon plan and course file - approved by HOD and

Principal. Thecourselileconsistsol preface previousyearniversityquestionpapers, noles, linnd
olls,
test/examquestionpapers; twomodelanswerscriptsforeachtest/exam, Assignments(ifiny ),

minute paper, feedback analysis report ele..

- The faculty member should refer to more books than texthooks and prepace hisfher detniled

lecturencites, Theselecturenotesirehis/herids, Thefhcultymembershouldnotdictisthe notes in

the ¢lass,

- Thefacultymembershouldgototheglnssatleast Sminutesbeforeandenterthecinsswithout delny

when the bell rings.

. I'be faguity member ideally should recaprure for fiest S minutes the lewsony of the lnst Lecture,

tellwhatisgoingiolearninanother2minutes, thenexplainthe lecturewellupto conclusionof period,
und in the last 3 minuwes conclude and say what we will see in the et class.

Thefscaltymembershouldenltivate toincludehumorinthe lecture tobreakihe Monotony.

- Shouldpractice/rehesrsethelecturewel Ibeforegoingtothecluss.

Thetacultymembershouldinake usetenchingaidsandpractice 1CTennbledicaching.

- Thefacultymembershouldencourage studentsaskingdoubrs/questionsin between.

. 'I‘]u:li:.n:uIl}-mcmhcrslluuldgoulIci‘uudhnckl'mlr.e.lndmml:mmdu::lfndjmI1Jmu.-a|.:!iing

appropriately.
Thefheultymembershould tahecareolacademicallybackwardsstudentsandpaySpecial
attention to their needs in specinl clusses.

Inproblem-orientedsubjectregulart utorialshavelobeconducted The Tworinlproblemshave 1o be
handed over to the students at least in week in advance of aetunl class.
Thefucultymembershallgivepossible 2-markquestionswithunswersforeachunit.
Thefheultymembershouldinteractwiththe HODorcoordinatororeounselorandinformhim/ her
about the habitunl absentees, academically backward student, objectionable behavior ete.
Thefacultymembershouldalwaysaimfor 100%passresultsinhisMersubjectsand Work
accordingly.




40. Thefacultymembershouldregularlyvisitibrryandreadthelatestiournals/magnzinesinhis/ her

specinlty and know the litest advancements.

A1, Thefacultymembershouldmakeavailnblefordoubiclearnnce.

42, Thefvenltymembershouldmotivatethestudentsandbringoutthecreativity/originalityinthe students.

Exnminitions

41, Whilesettingquestionpaper thefacultymembershouldalsopreparethedetniledanswerand

marking scheme and submit to HOD for approval,

44, Duringinvigilation thefacultymembershouldbecontinuous lymovingaround Shouldnotsitin o place

for a prolonged time. Should watch closely so that nobody does any malpeactice in the examAesi.

45, AWheneveranymalpracticeisnoticed thefacultymembershou ldgetawrittenstatenientirom the

student and inform the university representative | Chiel Superintendent. (Class coordinator anid

HOD concerned In the case of 1est / Model Examination),

46, 4 ThetestpapersmustbecorrectedwithinthreodaystromthedateofexamimationondMarks

submitted to the HOD for forwarding 1o / Principal with remarks.

47 AThefacultymembersshouldbeveryfairandimparialinawardingofintermalmarkstostudents or in

selecting the vutstanding students of the department / college and on similar occasions, it should

b done strictly ng per the preseribed norms, It should not have any bearing with region,

lnnguage, religion, caste, stutus ol parents, personil relintions, ele.

Student-Taeultyunderstanding

48, Thefacultymember shouldhaveagoodeontrolof students.

A0, Assoonusthefocultymemberentersthectass, He/Sheshouldikeattendunce anybody enters

lnie, the student may be permitted o atend the class but marked late

S0 I case of repeaters o habitual late-comers the teacher should try to correet the studenst through

personaleounsellingandifidoesnotbeinganychinge the studentimustbe directedtomeetthe HOD /

corardinatior,

- Phefacultymembershouldaciwithincinnddealwithinsubordinationbystudents mutunely.

320 The facultymembershouldbe strictbuthotharsh Neveruscharshwords, whichwouldhurtthe feeling

ol students,

DUTIESOFLIBRARIAN

TheLibririanisresponsibleforprovidinglibrarvandresearchservicesfortheorgnnizationand maintenance of

the libenry and its collections.




The libvarianhastoperform thefollowingduties;

I Planpingadministrstive andbudgetaryfunctionsandinformation services

o Establishandimplementlibraryandinformationpoliciesnndprocedurey

e Developandinanygeconvenientsccessiblelibruryandinformation services

o Bstablishandmanagethe bodgetforlibraryandinformationservices technologyandmedia

= Developandmanage costefTectivelibrarvandinformationservices technologyand miedia

o Order matenialaandmuintim recordsfor payvmentolinvoices

*  Analyzeundevaluntelibrarvandinformationservices technologyandmedinservice

requirements

e Preparereportsrelntediolibrarvand informationservices technologvandmedin services,

resources nid activities

Effective necesstolibraryenllectionsnndresourees

*  Developundmaimtaimeollectionsmanagementpoliciesand procedures

«  Pedormonginaleatalogningandelnssificationofprintandio-visunlandelectronicresources

*  Developandmaimtainspecialindesingsystemsandfilestor specinleollections

3. OrganizationoMibrary materialy

*  Ensurcanaceurateinventory ofresonrces

*  BnsureciTicientreirievalby users

¢ Searchextemaldatabaseprogramsfonthesvailabilityofeatnloguingeopy

*  Maintaininventories,compilestntisticsundgeneratereportsnsrenuined

e Developundmaintaineataloguing procedures

e Distributematerinlsforeataloguing

= Determinethe type ofcataloguing required

*  Emercattlogningdata intothe librarysautomated system

Fitecordsinshelf T

« Complete camlogiingrecordswhere onlypartialcopy isnvailuble

*  Indexmaterialsforthe pamphilelcolloction

4. Libraryservicesin response tothe information needsofibearyusers

*  Respondtodailyon-siterequestsion information

¢ Trainlibrarvuserstoeitectivelysearchihe Libraryentalogue, Internetand other

o eléctronic resounces

*  Provideaninterhibraryloanserviceforbothbookandaudiovisualmmterialsandmaintain
records




s Maintmincireulationfiles recorduandsutistics
5. Performotherrelmteddutiesasassignedby the Principsl

DLFF[EEOFHQH-THCHINESI' AFF
Officesuperintendent/ administrator

Theoflicesuperintendentshallpecformthafollowing work:

I Toexercise checkandfollowupoflenersreceived fromheGovemment/apexbadies,

2. To draft notes and independently deal with cases which are of routine in nature, draft notes

essentially with reference 1o relevant rules, regulations, precedence and implications ete. on

specinlcasesandsubmitoPrincipaloranyhigherolficersconcemedandgiveninterimreplies,

b Topointomtmistakesormisstatements, ifmy anddmwatientionwherevemecessary tothe

statitony or customary practice and point out rules where they are concermed.

40 Tomaintwinthemusterrollofthemembersofthestaffworkingunderhimandinformthe Principal

nbout late attendance, nbsentocs olc.

3. Toserutinizenoted/casessubimittedbythelowerstaft pith isownremarks/suggestion, ifiny, nnd

submit the sarmie (o the Principal as the case may be.

6, Toattendmeetings, issuenoticeofimeetings,preparengenda, preparedraflminutesoftlic

meetings und take follow-up actions.

1. Tosupervisetheworkofsubordinatestaffintheformolperiodiccheckofitheworkearriedout by the

stnlt.

l'o inspect the racks and tbles of assistants'and/op senior assistants working under him e
sativlyhimselfthatnopapersoffileshavebeenoverlookedandihaitherenrengoddreceiptsor bills
lying indisposed off.

9. Togiveinstructionsregardingmaintenanee/destructionofoldrecordsaccordingtothedirection of

higher authority.

10 Toattendiosuchotherworksasmaybeassignedtohimwiththeaspprovalof the Principal.

. Toarrangefiling ofthepapers andarrangelfles in onder, year-wisenndsubject-wise,

- Tomaintincalendarofperiodivalretumsiorincomingandougoing, separately.




CLERKS:

The JUNIOR&SENIORCLERKS di.’iﬂilﬂl‘ﬂﬂhh‘dtlli'l-‘.h'-lIl’lﬂl‘:l‘dil’ﬂclil.;lll,‘H!f.ﬂmPl'iltcip.'l-h'lmT]'_h'm her higher

suthority a6 follows:
1. Indtisteprompractiononfilesandproposalsandtheind isposal
Promiptly putupnotesandfilestothehigher suthorities,
Maintainallthefilesandrecords.
Prepureofnotinganddraftingthelettessandeomputerwork.
Toacknowledge letters received.
Tosubmitdakotheconcerneddepartments/ personsdmly, dispatchandwatcheveryentryinthe negister
bearing the initials of the recipients of the letter/documents ete.
Toprepare listoflettersissueddurings formighttowhichreplicshive notbeenreceivedand for which
reminiders are required 1o be senl.
Fomaintmindifferentregisters, lormsetc.
Tokeepanoie-bookio wateh timelydisposalofirgent papers,
Fosupplyotherrelevantlactsand figuresandalsopapersperiainimglopreviowsdecisionsol policy.
. Toprepareroutine leterv/replicsfornpprovalwherenotingisnotrequiredissuercminders.
- Tomaintnindailyworksheet andtosubmitweeklvarrearsreporttothe officesuptd
- Topreparemomthilyarrearsieportandsubmitittotheoficesuptid forperusaland
guidnnee/instructions,
Preparationolagendn, minutesofvarouscommitteesofthe lnstitute.
3. Ininatevanousproposalsandpreparationofdrafisandsubmitthesametothehigherauthorities for
consideration und approval in a timely munper.
. Matntainpersonal [ilesof allstull
1. Provideanydataandstatisticalparticularsthathavebeenrequestedbyhighernuthoritiesand ather
departiment’s heads of the institule in time,
Attendthefollowingwork:
o Muaintainstudentrecords
o Processol ndmissionrelstedwork
o Examreluted work
Armangeforpurchaseoleguipment consumablesand Turmiture

MaintainallofTice recordsineludingstockregister




Receiveanddeliverthe lettersandeireularsfromihenuthoritiestonllthe employeesofilie

faculty/ department/centre

*  Paymentandprocessingol T A/DAsndbonorariumtoExaminers/visitora/stall membens,

e Prepamation of budget and making peovision, scruting andpussing of bills, issue of cheques,

ainlainingbookofaccounts,preparationofStatementofiiccounts, attendingtonuditwork,

prepuration and sending of utilization cedificntes to the grantors concerned.

AnyotherworkassignedbyofTice suptdfromtimetotime withthe approvalofthePrincipal.

Accountant

I Toensurethatthevariouspaymentsmadefromthe fnstitutionnrewithinbudgetprovisionand with

the sancticn of management.

L% ]

Comvespondencewithmanagement state/centmlgovernment/otherfundin gagenciesforwork

dine.

Feensureacouracyinbankreconcilinonstementandbudget, finglaceountsol Tundsassi gned and

also to ensure that non-revenue accounts appearing in particular sccount of fund are reconciled

4. Toattend o audingqueriesand to replyauditreport. To submitnecessary stitementofaccounts.

5. Toreportio thePrincipalaboutlinancinlprovisionsof act

b, '|'ﬂ'ﬂlh:l.ldl-.mu:!mthmwrltmsﬁigmdmhimhyufl'u.:t:i-l.upldwilhlIu.'!um:rm:lhll'I'rim:ipnl_

7. 'I'amrfnrmrcguIarmlnrie.-mndnminrnin-::untinguncymunu}-[m'duily expenses

Administrationmaintenanceandmonitoringofexternalresearchfindsgrantedtoinstitution.

ComputerLaboratoryAttendant

L Tocleancomputer labortoryandiokeep allcomputerfimetioningandinpropercondition

including peripherals in proper place.

8 'I'nmlth:rphﬁi:nlnsmmt,uncunmmiu:nt.w.n:uu:IwmnukuI:umlnmmmweumuluﬂuhumtury

equipment, computer peripheral and other materials within and outside 1l labaratory.
p puter perip Iy

3. TonssistaalT inphysicalstockverificational labortoryequipment,e omputers andperipherls.

4. Torender physicalussistancetostudentsandicachersincondustingpractical's

3. Toreportaboutlossol labormtoryequipmentand othermaterialsto lnb, HOD / Coordinator

o Toopen and 1o lockeupboards, doors, windows ofluboratory,

[
7. Touttendtocorrespondenceconnectedwithcomputer Inboratoiry
8 Toatlendio suchotherdutiesassignedio himby HOLY Principal




|

82

b,

Peons
Peonsshallperformthe followingduties;

- Duilyeleaningofclnss rooms.

Toopendoors.windowsete. immomingandswitchonfansandlightsandelosingthesame, when not
required.

Todustingolofficeturniture muchines, liles tble equipment switehonlightandfinsand switeh
theny of T when not teguired, remove and replace covers of machines.

Dotheworkolopening pastingandsontingandarrangingpaperandciroularsinaccordancewith
instructions of the Office Supid and alse do the work of stitching/pinning/Tiling agenda and
minuies of meeting according 10 instructions,
Dotheworkofaffixingstamps.stickingandscalingenvelopesorwrappers pockingupol parcels
ele.
Carrymiessages, papers, registers, fles circulaes, bags portablesizeote. fromonepliceso another
inside office or outside ds the case may be,

Carrymachines.ete. withinbuildingandothersuchportableitems{officcequipment)fromone plice
o anpther.
Operatephotocopying/ficmac hine, wherevernocessary
Carryoutinyotherworkofsimilamaturewhichtheo Micesuptd HODPrincipal/higher
suthority, may instruet.

Servedrinkingwalertentoemplovecsandiovisitors, whenrequined.

- Dispatehlettersincludinglettersbyhanddelivery(allpeonsgetiingbankdutyallowanceshall take

chsh/cheues ete, to banks, as per instructions).

Amyother workas maybeassignedto himbytheconcernedofMicerfromtimeto thise.

. I'musp-nrlutinnuﬁustrumuulsfllm\t]lim*«:u-ithinmuhuiIdingnndnut5idul.hq:lmi$r.lingwht:m:wur

required.




Menialstafl/Sweepers

I, Sweepingandeleaningoiloorsinthebulldingandpremises

L0 Muintenance ofcumps

1 Anyotherofficeworkrelatedioc leaningnsassignediythe officesupid.

SOPforAdministration

EPBAXSystem

I A3Opairing EFBA XsystermisavailableintheCampus.

2. AllFpculty/StufffSecuritvareconnectedihroughthesystem,

1. Aunique intercomnumberisallocatedtoenchandihe listisprovidedioall.

4. Maintennnce ofthe EPBAXsystemisdone ancallbasis,

MaterinlAccountingandInventory System

. Ensuringallpurchasestre properdyvaceountedanddocimented.

E-\.J

Simplifyingthe demandandissueprocedures.

3. Maintainingnproperinventorysysiem,
4. Thishasbeendefinedunder thefollowinghends:
a. Indenting

b, ReceiptolGoods

e IssueolGoods
d. AnnualStock Taking.

Indenting: Faculty/Administrationwillprojecttheirrequirementonanindention, Theform will be

available with the Admin Department,

Inventory Systen:It is of vital importance that proper documentation is done in respect of all

transactionsthattakeplocel. e receiprs.issuesandtransfersofmuterialtoandirom, Threforetherelsa need of

devising uniform integrated procedures. These are listed as under:

a) ReceiptsolGoods: Onarrivalofthegoods,thesceunityin-chargewlliphysicallyeheckthe goods

with the bills/ challan and endorse his stamp & Signatures thereby confirming the receipt of the goods.

e would then direct the goods to the Administration Department. Then a receipt voucher is
P -




preparedinduplicatewithncopy goinglonscesuntsformecountingreceipts. Originalcopywillbekeptin

Administration for making entry in the stock [ issue register.

b)) Issue of Goods The Admin Department will collect and sign Tor the items on an issue

voucher, Thecopyofissuevoucherwillgototheaccountssectionforaceountingpurpose, Thelssue detnils

will be Updated in the stock/ issue repister.

LedgerMaintenance: LedgersshouldbemaintminedforNon Expendableitems. Forexpendablestores only o

vegister will be maintained and the items will be written off on monthly basis by means of an Leave of

Absence Report

I Eachmanagementemployecistosubmitanleave of AbsenceSliponaccountof uviilingleaves.

b

Reponingisonmmonthly basiy.

i AllAnendanceRegistersarecheckedandverifiedatheendofeachmonthbeforedishursalor salory,

PurchasingProcedure
1. ForallimpendingpaymentsapprovalbythePringipal(uptoRs5000 )is mandatory.

2. ForallthepaymentsaboveRsS 000approvalbytheHead Officeisrequiredwith minimumthree

Cotations by Vendors is put for approval

Classrooms: Responsibiliticsofmeninlemployeesandpeons

I, AllClassRoomsare cleanedevervdaybelorethei lassescommence.

2. TheClassRoomsare wellLitandlightingfaciliticsare regularlyinspected.
3. Mostofthe classroomshave whitehoards.
4. Wi-Fifucilityisavailableialltheclassrooms.

3, ManymomsarelC Tenabled LC Dprojectorsareusedionidandimprovetheteachinglearning process,

6. Alltheequipmentlike fans, AC"s lights sound-system, furniture, bosed, marker, LCD,éte should

be in full working condition

Studentsupportservices:Bytherespectivecterksinthefirstflooradmin office

Issuingrilwaytravelconcessionformstostudents

2. Prepuringl .C. /T,

3. Maintaininginward/ontwardregisterete,

4o Acceptingapplicationfromstudents forfecconcessionnndsendingthoseloconcormde pariment forappe

ovnl




5 studenteligibility

6. changeofiubject,cic

Teachersupport services: Throughrespectiveclerksinthefirst flooroffice

Maintainingpersonallileandservicebooks

Maintainsleayverecords & muster.

M st or

Leave Registor

Salary disbursemen

College Campus

I Cleanlinessofibecollegecampusismaintainedthronghdulynppointedhousekeepingstall,

supervised by o supervisor,

Il

Strivtschedulesiorcleaningeornidors.CDC FacultyBlock.Board-Room, Amphitheatre,

pathways etc are adhered (0.

Washroomsareclesnedrepularly minimumtwice a day,

CampusBeautification

. Thecampusbeautificationisthe responsibilityol AdmumistrationoMicestfirstiloor

2. Suggestionsaremvited fromthefncubty/students/stal T,

3. Allnestheticanrenddressedby AdmintsteatiohoMicentfirstNaoor suchasFlaor-charts, Notice

Boards, Standees, Roll of Honowr, Suggestion/Complaint Box cle

FirstAid/Emergency Medicine

I Thecollegehasafully fumishedMedical Roomwithabed weighingmachine, firstaidbax, BP machine,

Glueometer ete,

(£

TheadminstaffistrainedinFirstAidproceduores. Atrainednursealsovisitstheeampus
regularly.

3. leepacksforsportsinjuriesare available.

4. Healthcheckupeampsforthestudentsandstaffmembersare periodically organized

SForseriouscasualties,thestudentsare takentothenearbyl.J hospital




RESPONSIBILITYOFSTUDENTS

'”I':rﬂ'h.‘i)f!'itl.ll]:nisiﬂI|.It.‘¢l-.'l'||l-1ﬂ:.‘:ii‘l'l-'¢f}' importantiogroomthemselves adaptandlearn Studetitsean help

themselves become suceesstul while in college by doing the following:

I Regularityinattendingelassesandpractical” sanddevelopapositiveandmeaning fulrelationship with

classmates.

Invalvementinextra-curriculoractivitieslikeNSS programs, TEDTAL Ks.ete

el Tl

Totake the initiative incollege progmms

Hefamiliarwithallmiversityandeollegeofpolicies.includingthespecificrequirementsior vour

EOUrses,

Toobserveacndemic deadlines. Don"unissdeadlined, Knowwhentoregister,

Tokeepapersonalrecord ofyolrprogress

Tonotifythe college ifyour addressorphone numberchanges,

Tofolloweollegeor universitywebsiteandemailsenttoviou,

2 :m2 =2 2

Seekpermissionfromyourincharge teacher/coordinntorandprineipalfor leaves.

10, Furnishaceurnteandhonestinformationtocollegeoffice. Furthermare, studentsshalinotinisuse the

college nume, the name of any college employee, documents, recards or identification,

L1 Nottoobstructord iseuptteaching administeation disciplinary proceduresorothiercol lege

fetivities,

12, Notouseorconsune tobaceo,alcohol/drogsoranyotherprohibitedsubstancesinthecollege

premises,

| 3. Notpossessorusefirearms,explosives dangerouschemicals orweaponsofimykindinthe college

Chimpus.

14. Nottodamnge college ordibrarypropertyor nuterials,

15, Complywiththe directionsol college.

16. Observerulesandregulationsconceringtheuse ofcampusbuildings.
|7 Hastudentisimplicatedintheviolationofanycollegeruleorregulation, whetherheorshe

directlycomminedihe  actor  omissionconstitutingthe  violation,or  nidedandabettedintbe

violution, the student may be treated as if he or she had directly committed such violation,




RESPONSIBILITYOFPARENTS/GUARDIANS
For the suecessiul completion of courses of institute, the suppon of parents/gunrdinns 15 very important,

As tepchers and parents share the responsibility of encourpging, modeling ond strengthening future of

students, itistimportantthatparentsunderstandtheimroleandresponsibilityinthe overalldevelopmentof their

wards.
I, Parente/guardianshouldshowpositiveattitudenthomeaboutcollege teachersindthe

importance of education
Parents/gunrdion should keep open communication with the teachers, course coordinator and
Principalwithregardiatheipwards, ThishelpsinaddressingmanydifMicalticsandmaintinsa positive
learning mnd socinl environment
Parents/guardianshouldmonitorassignmentsoftheirwardsiomakesurehe/sheisworkingdaily o
complete all the assignments on time
Parents/gudrdianshouldencouragetheirwardstoworktothebestoftheirpotentinl academically and
socinlly
Parents/guardionshoulddemonstraterespectand goodmunnerstowardsteachersand
administrative and other siaff working in the college
Parents/guardianshouldbeawareaboutt heirward “sperformanceateollegenndbeopenton mutual
sharing ol edneerns
Parents/guardianshouldatiendthemectingwhenevercalledby college
Parent/guardinnshouldrespondio messages/phonceallsofcollege
Parents/gunrdinnshouldbeapositiverolemodelwhenvisitingthe college.

Principal
Anjurnan-i-isiam’s
Akbar Pearbhoy College of Com. & Eco.
M 5, Road, Mumbai - 400 002
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P L S
StaffRecrnitment

AllrecruitmentStrictly guidedbyihestipulationandstatutoryrequirementsofUGC & Statutory bodiey
Purpose: Establisha documentedproceduretor facultyandstalt recruitment.
Scope: Aprocedureisapplicablotateaching staff aswellasnon-teaching staif.
Responsibility:Principaléamp:Vice Principal

Progess:

ObtainingUniversity Approvaland AdvertisinginNational/ LocklnewspaperforVacant Posts, Files
of application received are mhintiined,
Listofcandidatesisprepared&ampishorlistedeandidatesare calledforinterviewonthe
decided due and time.
Interviewsare conductedusperthe universityand UG Cnoms
Candidatefoundsuitablenreselectedfortheeligibleposts bytheselectioncommitteewhichis
constituted as per the UGC Guidelines
Appointmentletterareissuediothequalitvedselected candidates.

Records

Advertisainen|

Resumeol Condidites
ReportOf thelmerview Panel
Appointmentletterfile
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Canteen:UndertheGuidanceofCanteencommittee

I The college is runing a canteen within the campus, Under the Guidance of Canteen
committectocuterfortherequirementofLunch, hygienicFoodandSnacksforthestudents It has o
seating capacity of npprox 3, Detils nre as andir:

i Instunctionmglrom0700hesto | 730hrsonsllworking days.
b Lightfillerslikeburger sundwich samosa iagpd eteareavallable madditiontalunch.
¢, Teaond colteearcaviilable,
2. Allmtesaredispluyednttheservicecounler,

L Acomplant/sugpestionregistensivailableanhebillingeountertoonablethestudentstoput across

their views and suggestions.




SOP
 ENVIRONMENT POLICY




ENVIRONMENTPOLICY

Akbar Peerblioy College of Commerce & Economies been ereated with the mission to initinte,

implement,promoteandpractically leadenvironmentatbysustoinablepracticesinourcol legecampus.

ThegonlofAkbarPeerbhoyCollegeistoetTectivelydecrensethe detrimentleftectzandlimitthe negative

impact of all college campus netivities on our environment’s heudth.

Thisdocumentenvisionshermldinghbehavioumlehangeintheapprogschitoenvironmentallysustainable

practices while inculcating the habit of envirenmentally responsible praxis in everyone who i=a part of

Akbar Peerbhoy College. It also aims to instil in the staff and stodents of the college o passion to work

towards contributing positively in buildmg our environment's health

Objectives,GoalsAnd CriteriaObjectivesandScope

PhemamobjectivesoltheEnvironment Policy Guidelinesare:

I, Makethecampusaswellnsthe activitiesineollege environmentally sustainable,

2. Beeco-friendlyandsafewhilenotcompromisingontheessenceand experiencentstudentand

academic life,

3. Creategreeneventsandineulcateamoreawarcandsustainablentitudeamongthestudents,

Keeping these main objectives, the following sub-objectives will serve ns guidelines 1o initiate the

process of making the campus greener and sustainable:

o Inciducen uniformwiste managementsystemwhichineomorates:

n, Toplu toreducethearmountofwastegenerated.

b, Toplantoreduce generntingwaste thatreuchesthelandfills,

¢, Toplan segregution processso as o reachwastes 1o recyclers.

2. Tomaketheenergyconsumptionof collegemoreeicient.

Y. Toensure thehygieneandsunitationrequirementsincampusaremaintained

4. Toencourngeawarcnesseampalgnsandpromotegreenerattitudesthroughphysicaldisplaysand

educational currienlum

-
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The scope oftheseobjectivesoxtendstonlifestivals evensundeonferencesaswell.
Theinitialimplementationoftheguidelineswillboinrestricted pace owingtolimitedfunds logistical
constraintsandintrastruciure lmitationgofcollege ltisproposedthateveryyearinitistivesbetakento expand
the seope of these guidelines o include plans that implement carbon ofT-setting measures and water
manogement nnd conservation,

1t 15 10 be noted, that the guidelines proposed have taken cane to retain the provesses and conduct of
evenls i a manner 1o preserve the sentimental und sesthetic value the workforce and participants
nssociate with many of the popular flagship events; but we urge thot in the future all unnecessary extrn
fat is trimmed off of these events or conducted in the spirit of sustainability. The college management
willhave toplaya enticalrole inguidingthe studentstomakingeollege eventsgreener. There shallben
separate policy made for these events.

The structure of these goidalines is on the basis of wastemanagement.enerpvelliciency and some other
generalpointerstokeepinmind isproposedihatthe AkbarPeerbhoyCollegeperiodical lyreviewthis dociiment

wind its guidelined vis-d-vis its practicnl implementation, Necessary changes 1o include suceessiil

practices or revisions in bplementation-guidelines need 1o be periodically updated 1o this document 1o

mitke it truly effective,

AkbarPeerbhoyCollege hopesthating fewyearsthisdocumentwillexpanditsscopeandeoverall possible areas

to make the campos truly environmentally sustainalyle,

Criterislordeveloping EnvironmentllySustiinableCalturconCampus

o Pocessandstepstodevelopandimplementa sustainablecampus;

Effortstakentored ueetheenergyconsumptionandindireetly reducethecarbon footprint.
Effortstakentoreducetheconsumptionofwaterandotherresources.nswellasreducingthe creation
ol waste,
Measuresimplementediodiveritheereatedwaste fromthe landfillstoreevelers, andtoreuse as much
ol it us possible,
Environmentalandsocialimpactsaredulyconsidered whendecidingal lpurchuses sponsors and
vendors,
Createasystemtocontinuallyreporttheprogresstowardsthesegonlsandtomake

IMProvements year on year.




Guidelines

WasteManagement

Wastereductionstrategicsmusi becomplementedwithune (Tectivewastemanagementpolicypuideline, In this

donilext, waste munogoment rolors Lo

L. Mappingand segregationofwaste

ne Thesystemtoensurceffectivesepregationaswel lasitsdisposal, withthelntentof

divertingnsmuchwaste  peneratedaspossible  awnyfromthe  landfilnndinsteadio

recyelers and rense.

b. Segregationofwastewhercinwustewillbedividedinowetinddrywaste, The necessitvof

segregation 18 o prevent contamination ol reeyelable dry waste by the wel waste, The

sogregation shall be on the lines of wet and dry only, and will not be based on

biodegradable/non-hiodegradable 1o prevent confusion,

¢ WetWaste includesallorganic and foodwaste. Itdoesnotinclude puperplatesandcups,

contrary to populor beliel,

d. DryWasie includeseverythingelse excepte-waste [ generated{whosecreationnnd

digposal shall be Hmited 1o a Few specific dreas). To ensure effective segregation, all

leftoverfoodandliquidsshallbe empticdiniothe wet-waste fromthe platesandoups

{which shall be disposed in the dry waste).

e, Jero-wastepoliciesshonldbemadeclear fromtheentranceitsel .

I, Theimstruetionsaboutsegregationsandvisible binsshouldbe madeprominent,

2. Ongroundbrundingolwastecolleetionspols

#.  Thebinsshallbeplacedprominentlywithboldeoloursind displuys

b. Preferablygenericsignageshouldbemadeforthedustbing, whichshallbethe

responsibility of the XEC,

c. Theplacementofihesignagesshallbenecessarilyateyelevel vintheuseofpolesor stundees

3 Physicalplacementdesign systemsofwaste collection bins

0. Thepositioningofbinsandthewnstedisposalshallalsobethoughttheoughtoninimise work.

and to preventstudents fromgoing ool the way to dispose wiste properly, as it




shallreduce elfective segregation,

b. The binswillbe placedaccordingtothe volume ofthe tralfic asweltastheestimatediypes of

waste generated. Based on this the required number of bins, their placement and their

signoges con be wrrnped.

¢ ThereshouldbeeTectivecommunicationandeoordinationioensurethaithebinsarenod full or

overflowing, and thal they are not displuced.

Thereshouldalsobebackupbinsandihe availabilityolpeapletomovethemincasethe

requirement nrises.

¢, The bins shall be lined with compastable bugs if possible and their clennliness js

maintsined. Theeleanlinessshnllbehandledbythecollegeadministrationsupportstaf

E-wastehins

a.  Thereshouldbe aseparate e-wastehin provided,

5. FoodWastemanngement

u. Allfoodwastegeneratedwillideallybeconstrainedion fewdemarentedarens Thigwill make

the collection and segregation process much simpler,

b, Posteollectionallorganicwastegeneratedoncampuswillbetreatedinthecompostpitof college.

This compost will be used as manure for ou college green cover and can also be sold o

potentinl clients.

Waste Reduetionnnd Efficiency

I. Paperworktransitionstodigitalmethods,

8. Alarge portionofthewaste generstedishythe inefMicientuseofpuper.

b, Tolessenthencedlorpaperworkitishighlyrecommendedthmthegenemlmanagementof the

college goes digital and as paperless as possible.

¢ Forthebookingsoltlassroomsandinternalcommunications theusageollettersadsnust be cut

down and a dighal portd be utilized 10 manage it elficlently.

d.  The necessityof letterheadsmustbe reduced andeammunicationscarriedoutover email.

e Theremustbeastreamlinedsystemtomanagebillsandexpensemanagementasthatis another

massive drain on paper consumption, requiring one sheet per bill.

f.  Theseadministrativesidemeasureswillhavetheeflectofsavingthousandsofsheetsof paper

per yedr,
g TheremustbeefTortstakentodigitizethesubmissionofmssignmentsaswellasthe
distribution of notes to the students. J/‘ 3 \




Physiealpromotionaland snnouncement-materialrestriction
a.  Thereshallbestricthanonal lpostersinglassroomnoticebonnds.

b.  Spacessuchasthecommoneventsnoticeboardoutsidelendinglibraryvandmoreshallbe utilised

more effectively to maximise message reach W participants,

€. Thereshallalsobenstrictbanonnllpa perstreamersandunnecessary paperusagewhich serves

e mlormational or promotional value.

d.  Asimilarbunwillbe enforcedonstickersonthe pupercupsinthecantcen,

Fnergy Usage

I, Scheduleforrepairsandmaintenanc e:Maintenanceofaudio, videonndotherequipmentshould be

manduted through bi-hnoual checks,

2. Investments in Renewable energy: The efficient workingol the solar cells 15 essentinl 1o an

energyelficient campus and thus must be o priority of thecollege. If passible, the college's

dependenceonthepowergridshouldbedecreasedbyincrensingheuseolsolarpanelsand regulir

muntenance.

Inventorymanugement:

0. Adatibasiofallithotechnologicalresourgesused/purchnsedneedstobecreated,

b. Forhestorageohisequipmentasystemneedsiobedevelopedandmnintainedbythe college

ndministrivor.

¢, cPurchasing the best and greencst possible resource for the campus and events (e.2. using

LED bulbs instead of halogens despite the cost increase). As well ns moking sure to

purchase energy efficient applisnces. Depending on the seale of an event a part of the eveni

budgetshauldbeallocatediobuyinggrecnresourcesforihecampus. Theamounttobeused for such

purchases should be decided by event committees in consultation with the management.

WaterManagement.

—_—

Tukingstepstocreatingnwater-recyelingsystemtorenseasmuchwater nspossible.

"

Encouragethereuscofkitchenwatertowaterthe plants.,

Conductregularchecksforleaky faucets, (Tushies cie.

GreenCover

i, C I1mkihﬁuimhi1ityufctﬂnh| plantsinthecampusenvironmentandplantspecicsthatare

benelicial to the overall health of the campus.




2. Trywincressethegreencoveroncampushby tnplementinginnovativeideassuchushinging pots,

less turf, ete.

Documentationoltheprocess
To maintain and improve an these systems every year, there is a necessity of comprehensive

documentation. TheEnvironmentGreenCommitteeshallberesponsibleforthedocumentationalong with

necessary ¢o- operation of the administration,

Thedocumentationreguiredshallbe:

. Theinfrastructumlchanges, ifany,madetopromolethesustpinalilityofthe campus,
2. Therensonsfor doingsoaswellastheselectionof themethodo! implementation,

1. Monitoredehunges,ifiny.ofthe environmentalimpactbelore anda fterthechnnpes

4. Furthermnintenanceprocedures necessaryindscopefor improvements.

> v:' }{WW@L
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SOPforB.COM

The primary aim of the Commerce Section lw always Deon 1o cater w the poccest of the poor. This was

why itslectureswerescheduledinthe mominewhenthosewhowereeconomicallypoorandhadiowork during
the day 1o enrn a living and sustain their Bunilies, could attend College and theh proceed for their job.
BASIC OBJECTIVE:

o Toimtegrute higher education on the lines of professionaleducution and 1o offer a broad-based
vourseincommercewhichwillpreparestudentsforproliessions ] CAREERorEntreprencurship

»  Todevelopthe numericababilitiesofsudents.

o Toipculeatewritingskillsundbusinesscomespondence.

o Tocresteawnrencssof lawandlegalisationsrelatedtocommernceandbusiness.

s Tointroducerccenttrendsinbusiness,orgamisationsandindustries.

PROCEDURE:

L. Academic Colendur: The setdemic vear Is divided into two semesters, ench comprising | X)
weeksofinstructionand| Y Jweeksofexaminations. Keyascademicdntes includingthestartand
endofeachsemester,registrationperiods, andesaminationdmesare communicatedthroughthe
official academic calendar,

Tenchiog andLenrning:
ClassroomDelivery:Coursesaredeliversdthroughacombinationoflectuses, seminars, workahops,
uid practical exercises,

Lesson plan incorporating the number of lectures and topics allotied 1o the cach subjest is
prepared by ench and every department and submitted to the principal through 1QAC. Lesson
Plan is submitted by each teacher giving details of week £ monthe wise syllabus 1o be covered.
Teachersstudythesyllubusandpreparetoconductibelectureswithithehel polreferencebooks, notes
ele.

TeachingAid: Teachersusetenchingaidlike Blackboardandchalk PP, LC Dprojectorsand white
boards for teaching
Remedinllecturesareconductediogivespecialattentionfortheacademicimprovementofthe weaker

students. Concept clarifications and problem-solving exercises are given.




Expertarcinvitedtodeliverlectures,sharetheirexperience,mativatingthestudentstopursie higher

cducation and take up career opportunitics.
StudyMaterinl: Simple butstndardnotesandeoursemuterinlsareprovided.
Industrin] Visits/Edueational Teipsand Field T ripaorearganized for theStudents
Maintainrecordsofatiendance olstudentsandiakeapproprintecorrectivesctionsbasedon
student’s attendunce.

10, AssessmentMethods: Assessmentmethodsincludeexaminations, quizecs, assignments,and
projects. Assessment enterm are ¢learly communicated to students.

1. FeedbuckMechanism: Regulurfeedbackisprovidediostudentsontheircademicprogress.
Faculty members nlso receive feedback for continuous improvement.

12, StudentSupporiServices:
Counseling. Counsellingsarvicesareaviilnbletoassiststudentswithacademic, personul or
career-related concems.

L3, InternshipandPracticalTraining: ThelntemshipPlhcememOfficefcililestheplacementofl
students in reputable organizations for their mandatory intemship,

14, Continnouslmprovement: Regulirprogrmieyiewsarceomductediopssesscurriculuim
relevance, teaching methods, und studen outeomes,

15, Documentationand Record Keeping:
Student Records: Acouratenndsecurerecord sofstudentinformntionnendemic progress,and assessments

are maimtnined.




(SOP) forDepartment of Accountancy
Purpose:
loensuremaximumnumberofsiudentslearn Accountmoyandareabletopracticeaccountancyloenma decenl
Livelihood
Secape
IisSOPappliestonll nculty staflandstudentsinvolvedinibe B. COMeoursestudy ing Accountancy ns
subject
FOCTUS:

0. Mokebasicsofaceountancysimipleandteachstudentstobeabletopracticeaccountswritingol stall

loseal bus]iess

b, Ensute studentspracticenccountsathome sothatthey gainconlidenceasbuddingaceoinl
PFROCEDURE:

. Weatcollegepracticecollaborativeleamingnpproachtofacilitnieleamingprocessandtowork in

leams.

Studentdevelopmentoctivitiessuchnsworkshops surveys, guestlectures andenreerguidunce, ure

regular feature of the depariment,

Internshipopportunitics surveysandimdustrialvisitstorthermidinpractical learningand

employment skills.




(SOP) forDepartment of Economics

MOTTO:“Quality Teachingand Research™
MISSION: Shalltrainstudentstothinkindependentiysothantheyare able toco-reluteeconomic theory with
chrrent econpmic 1ssies.
VISION: Taestablishihe economicsdepartmentisacenter ofgualityteachingandresearch.
OBJECTIVES:
1. Towtilizethepotentinlofbriliantstudents
Todeveloperiticalthmkinplowardseconomic issies,
T'o develop rescarchaptitnde.

Toupgradewenkerstudenty,

MEANS
+  Emphasisislaid onunderstanding noton memorizing,
*  Stdensareencouragedtoparticipateineo-curricularimdextrpcurriculractivitics.
s Studentsundertake researchactivitiesandpublication,
Variousteachingmethodologiesandioolsare usedwhileimparting education.

lmprovingthe analyticalskills




(SOP)for Departmentof Math's&Computer

Mathematicsisasubject.butitssignificanceisubiquitous. Fromeconomicsto businessmathematicsis everywhere
|, The Department of Muthematics hus o computer laboratory, The Inbs are used to promote
teaching/learningtlimuthematicalskills, Thislab alsoworksasntrainingplatformiforresonrch and
development activities,
2. Thelabisusediopromorescientificresearchineutling-edge topics,
3, Eachstudentvisitsthelabaccordingtohis/ertimetable. He/sheneedstocnterhis/herdetailsin the
computer b register nt the time of entry.
Mrocedure
|, Acomprehensiveworkbook formathemuaticstostudentsisprovidedbyvtenchorsformakingmath simple
and Tun.
Peer tworialasmoolis used tocoach studentswhoareweak m inath

Groupstudyispromoted. Provisionismadiin library forgroupstady




(SOP)orDepartmentofEVS(Environment science)

DepartmentofEnviranmentalScienceintheCollegededicatedioenvironmentallearnmgand understanding.

FOCLS:

Thesmdentsaretaughtthetheoreticalnswellpracticalnspectspertniningtoecosystem, naturalresources, pollution,

and sustmnability ete.

'rocedure:

5

Departmentisactivelyengigedwithstudents
Mhefacultyencourngestudentstoactivelyparticipateinseminars.quizzesandotherevents
highlighting problems and solutions pertaining 1o environment.
Thestudentsareencouragedforeriticalthink ingandanaly seswiththeManteaol™ Thinkglobal, Act
loeal™,

IheDepartmenthivelbeultivawithlieldrescanchexpenienceindiseiplinesofaquiticecology, and
Cnvitomment impict assessment.

Thefaculticshavepublishedresearchpapersinreputed jourmalsinnationalandinternntional
publications.
Ablendofelassrommieachingeoupledwithexperientinlleamingbywayolonfieldienmingin the
realenvironmentsimulatedleamingbywavol cuse studies,role play managementgames, debates

nnd discussions, & student presentations 15 meorporated in the methodology,




(SOP)orDepartmentofBusinessCommunication

I heDepartmemtolCommerceol AkbarPecrbhoyCollegesinesitsincorporntionhasplayedapivotal role to

shape the careers of commerce students in the variows lelds of Business Monagement, Administmtion,

Murketing & Finnnee.

Foeus:

Thedepartmenthasbéencontinuous lystrivingtoimpartqualityeducationinthecommercediscipline by training

students in the ant of business commumeation through rigarmus practical exercise and Language Lab,

Procedure:

I Bverystudentduringrepulartenchinghourandotherwiscisencouragetomakeuseol

LANGUAGE LAB for developing the et of business cominunication

]

Alongwiththeoreticalleamingnnequalemphinsisisgiventoimpartpracticalexposure of

students to the emerging arens of their interest.

30 The department s committed 1o inerense the quality of teaching and grenting the interest of

students to pursue commerce as field of continuing imterest in futore. A blepd of classronm

teaching coupled with experiential learning by way of on field learning in the real

environmentsimulatedlenmingbywayolcase studiesroleplay, managementgames, debates

anddiscussions studentpresentations storvtelline filmexcerpls,analvsingadvertisements,ele. |s

meorporated in the methodology.

4. The department enjoys a coordinated link with the industry wherein the students have a

spontancousinteractionwiththe expensandalsoengapein industrylive projectssoastogeta better

insight into the subjects.

5. Thereare alsovarious student/alumniinteraction programs. Studentshuve the apportunityto

talk and visit professionals who were once students. They have the chanee 1o ask questions,

observetheworkplice,andleamaboutaspecificcompany. Thealumnimentorsprovidecareer

guidince, encoumgement during the academic program, advice on important course and field

work, snd opportunities to make professional contocts.

6. Wealsoencouragepeertopeertenching wherconestudentinstructsnnotherstudentinmaterial on

which the first is an expert and the second |s a novice,




(SOP)forDepartmentofBusinessLaw

TheDepanmentolBusinessLawenpageslecturesforUndergraduntecourseolS. Y B.Com, inthe subject of

Business Law, as per the syllabus preseribed by the University of Mumbal,
YVision
Todeveloplegalowarepess.negulatarycomplianiandmake the studentssuccessiilprofessionals,

Objectives

L. Thedepartmentprovidesanin-depthhknowledgetistudentsintheprevailingeommercinllawsin India

with recent amendments, 1t his been a copstant endeavor to make the students lnwabiding

citizens by inculcating discipling, ethics and value education,

2. The goal of our law teacher is to use the teaching methods that most effectively and efficiently
sehievedesirededucationalobjeetives employeomexthasedinstructionthroughouttheprowram of
instruction and employ best procticed when using ony Instructional ethodislogy.

Procedure:

Lo Apartfromtraditionalelassroombectures, we conductmoot-courtunddebateamongthe students to

invalve them with utmoest interest. Stdents are encournged 1o read news papers andeome out

with news paperfmagnzine cutting on recentease studiesso that the students nre conversant with

recent development in the legal feld.

20 The  curriculumiofBusinesslawl&Hooversthe  basiceommercinlnspects corporte  lawsand

intellectunlproperty rights, which are professionnlsubjects with practicalapplications. Sincere

elfortsarelakentoprovidethehigheststandardoflearing tostudentsandshapethemtoaspire 10 tuke

advance studies and fhce carcer challenges,

Hest practices:
*  LndertakingProblemSolvingMethodintheC Tuss
«  ConductionolBombay HighCournt Visit/ConsumerCourt Visit

»  RevisionlecturesforS. Y. 3. Comstudents.

Remodinl Lecturesfor S.Y . 8.ComA. T, K. Tetusdens



(SOP) forDepartment of M.Com

I'he Department of M, Com (Accounts & Management) offers a Professtonal Degree in the field of

AccountancyandManagement. Ithasadedicatedieamothighbyqualifiedfaculiywitharichteaching& Industry

experience.

Objeetive:

Themmpobjectiveolourde partmentistomakethestudentsknowledgeableandskilledioimprovetheir

employability and making them professiopnlly competent.

Procedure:

I, Ourteachersassistinorgamzingvariousprofessionaleventsandfor networkingwiththelndustry so as

o bridge the gap between Acodemin & Industry.
TheDepartmemeonductsvarious Workshopa, Seminure Guest Lectures andindustrinlvisitafor the
studenta,
TheDepartmonthisactivelinkageswithlndusisyloscquaintstudentswithpracticalknowledge of the
aperational activities of the organisations.
TheDepartmentmotivitesthestudentstoenhancetheirsubjectknowled ge technicalskills,
leadershipskills sportsandeo-curricularactivityparticipationsoastodevel optheiroverall

prersonality.

Principal
Anjuman-l-lsl‘l'ﬂ[;:“ s
Aksar Poeerbhoy College © B
M S. Road, Mumbai - 400 00
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(SOP)forBachelorinManagementstudies(BMS)

As a programme, Bachelor of Manugement Studies (BMS) was started by the | Imiversity of Mumbai in
1999 AKbarPeerblioy College beingone ofthefirstcollegesinMumbaitohnve sturtedithasconstantly been in

the forefront of evolving and developing in every sphere of BMS

Ihe Department of Management Studies can best be desgribed as nn ever-evolving, forward-thinking. A

key Factor that highlights the uniqueness of the department is our fundamental belief in the fiat that real

learning comes from real life. Our goal is to allow the students 1o experience different aspects of the

world and create a firm base regarding the different subjects required 1o fulfil theii nmbitions, and in

doingso, the ﬂt-.uhmlnmnﬂt.'nruquirudimhwuriuuﬁpm}mun1|iul||nm:|.-hmlutlu fieldvisitorconducting a survey.

Vision:

lisourvision towardscreatingnholisticenvironment, wherecreativeideasarenurtured, andinnovation celebrated,

that helps each student realize their potential,

Procedure:

kL Wl-ll.ltldﬂhilllIJﬂlhﬂimpﬂmlltcﬂifilﬁillgtllﬁtﬂludiuhll!]d:lp]ﬂ'i{:{lliul\-hﬂ.‘:ﬂiﬂﬂlmtlllguliitrﬂuilg,lli!l! that

the students need 1o prepare for o future which would b vistly difTerent from our present.

Consequently.n prime decision, thathasbeentakenbyusis fonctivelyencourape skill-building.

Mherefore, we view itas an opportunity, to leari new skills with the students, and use those skills

to further help the students reach new heights,

2, 'Hmuski]ImImctndiﬂ‘bn*:ntﬁt.:ldm"studym:dincIud:‘:pmhkmwlviug.Iugjuulmmﬂiug_

mnovative thinking. Digital marketing, Risk Munagement, 1o name a few,

3. Theguestlecturesnswellastheinteractivemnsterclasses enablethestudentstolenmirom others'

expetience and gain insight from the mentors,

4. Our support and knowledge have allowed many students 1o establish startups, where their tre

passionsinteractwiththeirexperience tocrenteanestablishmentwhere theyeanexerciseesactly what

they study,

- {Jumtudemshnvcluunchutlmnupsitwnrimjsi"wldmngingl'mmiI'.r.-n::tlcmnlcsuumr:{digitni

marketing. Taking initiatives and participation in different competitions and college clubs is

actively encouraged, which allows the students to engage with o diverse set of peers and

experience the power of peer-bised leaming,




ACTIVITIESOFTHEDEPARTMENT CURRICULAR
Presentations, Casestudysessinng, Seminars, Workshops, BookandFilmreviews, LiveProjects
COSCURRICULAR

Sumimerlnternships, Industrialvisits, TeamBuildingactivities,GuestLectures. Interdisciplinary Projects. An

annaal Management and marketing fest ealled FUSION gives an excellent opportunity and platform for

the students of Akbar Peerbhoy College to showease their creativity and Manogement knowledge.

Learningorgnnisingandieadershipskillare addidonalqualitiesgainedbypanticipantsolFUSION




(SOP)or BachelorinInformationTechnology (BSc(1'T)

ABuchelorolScienceininformation Technologycomprisesoladetailedstudyinthefieldofsoftware

development, software testing and computer systems.

I'hedeparimentolBScl T establishedin2003 strivesteshapecomputerprofessionnlsofthefutune. It has a

comprehensive curriculum on topies relited 10 programming, ¢lectronics, networking. etc.

Objective:

Phedepartmentwithitsstateofartfaciliticsandhighlyqualified faculty workswiththeohjectiveof addressing

critical challenges faved by the industry, society and the academia. Perhaps even more important is oor

uneensing commitment o our students, helping them to learn, grow, develop, and achieve their goals in

their pursuit to excel in their professional carcer.

Mrocedure

- TheDepartmentofl Thusrecordedeonsistentimprovementinitsacademic, researchind

placement perlonmance.

2, Theough innovative teaching-learming process a icamwork approach and lendership building

experienceourstudentsgiinvitileommunicationanderitical ~thinkingskills. Webelievethnt our

students have been well secepted in their job profiles and have consistently exceeded

expectations af the corporate world,

3, Duringsidyatthedepartment thestudentsarcencouragediogethands-onexperienceinthe

corporate world through internship projects with reputed organizations.

4. Intheirewrmenlumtheyareencoumngediotakeupminiprojectsandassignmentstosupplement

theoretical knowledge with practical experience.

5. Wealsoencouragestudentstoorganiseeventssuchas BLITZ (Intercolleginte TechFestand also

get involved in activities of soclal relevance,

Seminars, Workshops, Presentations, LiveProjectsandGroupDiscussions,



(SOP)forBachelorinBachelorofArtsinMultimediannd Mass Communication
(B.AMM.C)

Itisad-yenrdegreccoursethattenchesyouvariousmedivmsofcommunicationsuchasprintmedin, television or

brondeast medin, radio and interned, however, it goes a step further and trains you in advertising &

concepts of public relntions as wll,

Objective:

10 today's seenario, medin stands s an attractive career option to the Indian youth, and a degree in

BAMMCoffesawiderangeofjobopportunitiestocandidates. Thebasicobjectiveistotenchestudents allthe

technicalskills required to be suceessfulin the fiekd of medin. Through this course also trins our students

in other essentinl skills such as research, presontation ns well as written and verbal communication skills,

Procedire

I Theteachingmethodologyineorporateslectures sessionswithindustryexperts andworkshops, and

lays specinl emphisis on field-bused projocts. Students are encourtiged to work on independent

projects and give presentitions in-¢lass,

<. Aloogwithregularclasses, numeronsguestheciuresandworkshopsareorganisednotjuston media

related subjects but also on other diverse subjects ranging from Social Seiehees like Political

Seience and Sociology to Management relpted subjects like Public Relations and

Urganisational Behaviour,

3. Thestudentsarealsotanghtthebasicsandndvancedlevelofcomputerswhichenablethemto work on

softwares that help in designing and developing advertisements and magazines.

4. Thecourse isublendof bath.theoreticalandpracticaleducanion.

5. The students are given projects with an industry interfiice and thus giving them maximum

exposure to the functioning of media industry, Some of these assignments include making

docunientaries on the various sub-cultures in Mumbai, tracing the life history of o brand through

itsadvertisingeampaigns, investigatingunusualhumanintereststoriesnndsoonandsoforth. An

emphasisisputondevelopimgeommunicationskillsalongwithprofessionalstandardsandethics.




(SOP)forBachelorinDataScience(BSe(D.S)

ProgrammeObjectives:

I

F 3

X

4,
5.

Toscquirecommandincomputationaltechniquesandproficiencyindataanalysis,
logainextensive practicalknowledgeinBigDatn Annlytics.
lobeproficientwiththetoolsandtechniquesrequiredtoworkwithandanalyzetodny "
increasingly complex data sels in all areas of the sciences.

Togainexposure toindustry-orientededucationindaty scienceandanalytics,

Tocollateexpenencesoftrainedprofessionalstohonetheabilitytomeetthedemandsofihe Duta

Processing and Analytics Industry.

Procedure

i

Ideal introduction w knowledpe discovery, annlysis and assessment of ditn extracted from
structuredandunstructuredbig-ditnsets, sawellnsvisunlizationandeommunichlionofresults with &
compulsory care of professional subjects like statistics, machine leaming and enabling
technologies for dotn sehence relevaint 1o all setence disciplines.
Exposuretoprcticalaspects.application-orientedsubjectslikebusinessannlyticsnd

programaning lngunges.
Pracuicalskillsdevelopedincourseslikecomputermodelingand designindanalysisofbigdata sets,




(SOP)or MasterinlnformationTechnology(MSe(IT)

The MSe-IT course usually takes o minimum duration of two years in most colleges, This study
concentrieson ]rr:1gﬂullmilig.r.1;u.:rmillgﬁ}ﬂt;nlﬁ.[ln‘ljnulll'mmlgcm-:nt.1:}'hcr:il:cl.tritjf.nhjﬁ.‘.l-mimllr:d'
programuming (OOF), dambase management, and other wopies. The lectures of the course emphasized
theoretical understanding.
Objective
I, Toprovide advancedandin-depthknowledgeofinformation Technologyandits applications.
2. TopreparePostGraduateswhowillachievepeer-recognitionsasanindividunlorinateam; through
demonsteation of good analytical. design and implemontation skills,
1. Todevelopprogrammingnititudetoserveassoftwnredeveloperinl T industry.
Procedure
. Organisestudentsinapvarietvolpgroupings, pectleaming, mivedocademicability lanjunge,
project, or interests, o promote mtemetion
Planswithstudenishowtoworkingroupsandmove fromone activitytoanother,suchasfrom large
group introduction to small group activily.
Manpgesstudentandieacheraccesstomaterialsandiechnologytofucilivejointproductive
aetivity,
Continvousevaluationthronghopenbookiestopenseminars, assignmentsets.

Reseurchprojects;imtemshipsaie.

Principal
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