
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

6.2.1 

The institutional perspective plan is effectively 

deployed and functioning of the institutional 

bodies is effective and efficient as visible from 

policies, administrative setup, appointment, 

service rules, and procedures, etc 
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Training & Placement 

Policy 
 
 
 
Prepared by: T&P Cell 

Website: www. kit.ac.in/kitp 

http://www.kit.ac.in/


T&P POLICY – KITP 

 
 

1. INTRODUCTION (Preamble) 
 

 The training and placement cell is an integral part of the institute since inception 

 The institute provides exceptional infrastructure and other facilities that may help 

the efficient functioning of the T&P Cell 

 The Training and Placement cells operates under the full time guidance and 

leadership of Dean – Training and Placement 

 The cell functions all around the year to provide and arrange campus placement 

drives at the college 

 The purpose of T&P Cell is to shape the students of the institute to the extent of 

being place able in the industry 

 Placement Team plays a vital role in motivating and guiding the students to make 

them achieve their desired goals of placements 
 

Vision: To inculcate the strengths of creative thinking and improving analytical skills to achieve 

the desired result of a better society 

Mission: To provide technical and professional competencies in addition to the high spirits 

of imagination, creativity, passion and determination in students 

2.  OBJECTIVES 
 

 Placement of maximum number of students in campus placement drives 

 Support our students in attending pool campus placement drives organised at other 

colleges and collecting updates from off campus invitations 

 To make our students placement ready as well as provide them skills to become an 

entrepreneur 

 Providing trainings to make the students eligible for placements in multinational 

companies 

 To maintain the quality standards of the jobs offered by the institute 

 Providing necessary trainings in the fields of technical and aptitude skills 

 Our team visits the companies for background check before placing students there 

 Our team adheres to all the processes to ensure smooth flow of the placement 

procedure 

 Deserving candidates are provided with multiple opportunities to make sure they 

get to work with their most preferred companies 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



3. PLACEMENT PROCESS 
 

 
 

 

 
 

 

 

 

 

 

 

 
 

 

 
 

 
 

 

 
 

 
Further processes of the company are communicated by the company 

representatives through the placement team 

 

A job offer containing various necessary elements such as positions offered, 
remuneration and job description is shared with the selected students 

 

Invitation is shared with companies to participate in the placement drive 

 

3. PLACEMENT PROCESS 

The companies share details of the job opportunity and share their 
requirements with our team 

Students are informed about the placement opportunity and asked to apply 
on the jobs based on certain eligibility criteria 

Company visits the campus and organizes pre placement talk prior to the final 
placement process and the recruitment process is initiated 

 

The representatives of the company share the final list of selected candidates 
post screening rounds 



4. TRAINING POLICY GUIDELINES 
 

 Students should sign the Training Mandate form and make sure that they adhere to 

the guidelines of the mandate. 

 Any student, who fails to attend the training session with 95% or more 

attendance post registration, will have to pay a penalty of Rs. 5,000 to the 

institute and other strict actions will be taken against him/her. 

 Students should prepare their resume and get them verified with the T&P Cell to 

ensure that their resume is shortlisted. 

 It is mandatory for all the students to be present in the classroom/lab for training 

session 10 minutes before the start of the session. If anyone is late, he/she will not 

be marked as present for the day. 

 It is compulsory for the students to follow all the instructions of the trainer, during 

the session and be in proper discipline while the class continues. 

 All the students are advised to give all the tests taken during the session. If any 

student does not attend/give a test in the training session, he/she will be marked as 

absent for 1 day. 

 Any student who does not perform well/under performs during the training session; 

he/she shall be entitled to remedial classes, which solely depends on the discretion 

of Dean – Training and Placement. 

 If anyone who has signed the Training Mandate form and given the consent for 

training, he or she will be solely liable for the actions taken against him/her. 

 If anyone wants to avail a leave during the training schedule, he/she has to apply for 

the same and send the application to Dean – Training and Placement, with 

supporting documents as proof for validation. 

 A one-day pre placement training will be provided to make the students aware of 

the placement process and a brief introduction of the company will also be given 

during the training. 

 SPOC from their respective departments should attend as well as coordinate in the 

training sessions. 

 HOD is requested to attend the training sessions to understand the training 

curriculum and share feedback with Dean – Training and Placement. 



5. PLACEMENT POLICY GUIDELINES 
 

 Student’s eligibility will be decided on the basis of attendance in training, which is 95% 

and more, as well as on the basis of decision made at the discretion of T&P Cell and the 

company. 

 Students are free to opt out of the Campus Placements. However, the students have to 

make sure that they sign the consent form for the same. 

 The placement support will be extended to the candidate for the final year only, till the 

student is the part of the college. After passing out from the college, the student will 

have to login to the alumni portal to receive any job opportunities. 

 If a student has registered for a particular drive, he/she is bound to attend the 

placement drive under all circumstances. The student will be barred from sitting in the 

placement drives, until and unless the reason of absence is justifiable. 

 Students should register on the placements portal of the college to receive updates 

related to job opportunities and complete their profiles to ensure that they are eligible 

for the placement drive. 

 It is mandatory for all the students to be in proper formals, wear I-Cards and follow all 

the other guidelines laid down for the placement process. 

 SPOC from respective department shall be present during the placement drive to ensure 

smooth function of the placement drive. 

 HOD of the respective department is requested to visit the campus placement drive for 

Pre Placement Talk session. 

 In case a student is placed in a company, he/she will only be allowed to sit in other 

placement drive if the salary package exceeds a gap Rs. 1 Lacs or if the company is a Tier 

I company. 

 If a student has shared the willingness to join an organization, he/she is supposed to join 

the same without any fail. If the student fails to join the organization, he/she will be 

barred from campus placements and future opportunities with immediate effect. 

 It is mandatory for all the students to gather proper information about the visiting 

company, visit the company website and read the job profile as well as job description 

properly before appearing in the placement drive. 

 Students are guided not mention any ambiguous or false information in their resume. If 

any discrepancy is found in the shared information, immediate action will be taken and 

student will be barred from sitting in the future placement drives. 

 Any misconduct or indiscipline during the placement drive or with the recruiter will lead 

to strict actions and even barring from sitting in the placement drives. 

 

 
ADDRESS FOR CORRESPONDENCE 

 

Nidhi G Kapoor 
Dean – Training and Placement 
Training & Placement Cell 
Kanpur Institute of Technology, 
A-1, UPSIDC Industrial Area, Chakeri Ward, 
Rooma, Kanpur – 208001 



STUDENT’S UNDERTAKING FORM 
SESSION: 2023 - 24 

 

University Roll Number:    
 

Student’s Name:    
 

Parent’s Name:    
 

Date of Birth:    
 

Course:    
 

Branch:    

 

Student’s Email ID:    
 

Parent’s Mobile No.:    
 
 

Rules and Regulations: 
 

* If registered and shortlisted, and not appeared in campus interview; the student will be barred 

from further placements. 

* If training attendance is less than 85%, then the student will be barred from Tier-1 companies. 
 

* Once the undertaking is signed and the commitment is given post selection, the student has to join 

the company. If fails to do so, he/she will be barred from campus placements. Exceptional cases will 

be looked after by Dean, PCRC. 

* One student will get only one offer, unless there is an option for Tier-1/Grade-A Company. 
 

Declaration by Student 
 

I have read the above mentioned rules of Campus Placements and will abide by them. I understand 

that not complying with the above mentioned clauses will lead to getting barred from campus 

placements. 

 
 
 
 
 
 
 

 

Signature of Student Authorized Signatory 

(T&P Cell) 

 
 
 
 

PASTE YOUR 

PASSPORT SIZE 

PHOTO HERE 



KANPUR INSTITUTE OF TECHNOLOGY & PHARMACY 
 

A-1, UPSIDC Industrial Area, Rooma, Chakeri Ward, Kanpur, Uttar Pradesh 208001 

 

WITHDRAWAL FROM PLACEMENT ASSISTANCE 
SESSION: 2023 - 24 

 
 
 

I __________________ (Student Name) hereby withdraw my name from seeking placement 

 

assistance from Kanpur Institute of Technology & Pharmacy, because of the 

following reason(s)- 

Higher Studies 

Family Business 

Others, Please Specify    
 

 

 

DATE :  STUDENT NAME      

 

 

SIGNATURE    

 

 

UNIVERSITY ROLL NO. 

 
 
 

MOBILE NO. 

 
 

 
E-MAIL ID    

 
 

 
 

Signature of Student 
 
 
 
 

 
Signature of HOD Authorized Signatory 

(T&P Cell) 

          

 

          

 



TRAINING MANDATE 
SESSION: 2023 - 24 

 
 
 

University Roll Number:    
 

Name:   

Date of Birth:    

Course:     

 
 

 

DECLARATION BY STUDENT 
 

I hereby declare that, I will attend all the Training classes provided by the 

college on a regular basis. 

I understand and agree to the clause that, if l am found absconding/irregular 

during the training time period, I will not be allowed to sit in the Tier – I 

Companies’ Placement Drive, during the Campus Placements. 

Terms and Conditions: 
 

 I have read the terms and conditions laid down by the college

 I agree to give my consent to participate in special training program

 I will abide by the Placement Policy

 I will be present for at least 90% of the training classes scheduled by the 

Training and Placement cell

 
 
 
 
 
 
 
 

 

Signature (Student) Authorized Signatory 

(T&P Cell) 

 
 

PASTE YOUR 

PASSPORT SIZE 

PHOTO HERE 



Campus Recruitment Invitation for Final Year B.Pharm, M.Pharm students from Kanpur Institute of 

Technology & Pharmacy, Kanpur 
 

Dear Sir/Madam, 
 

Greetings from Training & Placement Cell, Kanpur Institute of Technology & Pharmacy! 
 

Kanpur Institute of Technology and Pharmacy has been successfully shouldering the monumental 

responsibility of producing capable technocrats and managers. Run by a team of visionary and 

motivated IIT alumni, KITP is counted among the top rated Pharmacy institutes of North India. 

Kanpur Institute of Technology & Pharmacy runs B.Pharm , M.Pharm courses. The institute is 

affiliated to Dr. A.P.J. Abdul Kalam Technical University, Lucknow (formerly U.P.T.U., Lucknow) 

with College Code 550. The courses are approved by the Pharmacy Council of India (PCI). The 

institute is ISO 9001:2015 certified for it’s up to the mark quality systems and best practices in 

technical and professional education. 
 

We have a diverse and a very competitive curriculum for our students, which are developed by 

experts in their respective fields. The faculty members have their background of many reputed 

institutions and have worked on multiple and rich research papers. 
 

Our alumni base is large, and many of them work in multiple reputed organization’s such as Cipla, 

Sun Pharma, Dr.Reddy, Alkem, Lotus Herbals, Alembic, XL Lab., Micro Labs, Ipca Laboratory, Johnson 

& Johnson, Mankind Pharma, Biocon Limited, WIPRO, Unix Biotech, and many other organization’s 

as well. 
 

Campus Placements have been successful because of active participation by many industries located 

in the areas of Asian as well as Global presence. We connect with such organizations for providing 

placement opportunities not only to the fresher’s, but also to the experienced bank of alumni. 

In continuation of this placement exercise, we are inviting multiple organization’s for the placement 

drives this year also. It would a matter of honors for us if your company visits the campus for the 

placement drives for the students of B.Pharm, M.Pharm courses, whichever suits your interest and 

professional preference. 
 

We feel proud to present our young and future technocrats and business leaders to the people 

seeking fresh talent and versatile human resource. Details of the process can be finalized through 

dean.tnp@kit.ac.in 
 

We are looking forward to your precious visit to our beautiful campus of Kanpur Institute of 

Technology & Pharmacy, Kanpur. 

 

With Best Regards, 
 

Dean – Training & Placement 

Training & Placement Cell 

mailto:dean.tnp@kit.ac.in
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1. INTRODUCTION: ABOUT US 
 

The Indus Technical Education Society was founded about a decade ago with the long-held 

vision of promoting and disseminating knowledge to serve the cause of education. Since its 

humble beginnings in 2009, Kanpur Institute of Technology and Pharmacy has effectively 

carried the tremendous responsibility of thereby transforming out competent Pharmacist and 

chemist. KITP is one of the top-rated Pharmacy institutions in North India, run by a group of 

forward- thinking and driven IIT alumni. As a multi-disciplinary academic institution, Kanpur 

Institute of Technology and Pharmacy offers quality education in pharmacy. In addition to 

having excellent infrastructure, institute is dedicated to fostering high-quality learning. 

 

 
2. MANAGEMENT AND GOVERNING BODY 

 

 

The Institute is led and managed by a group of IIT alumni. They envisioned creating an 

acclaimed professional institution and steering the institution to develop into a centre of 

excellence owing to their distinguished technical backgrounds and trustworthy administrative 

expertise. 

 

The management committee of the institute is composed of the following members - 
 

1. Shri P.K. Jain 

2. Shri Vipul Jain 

3. Mrs. Neena Verma 

4. Shri Anil Kumar Agarwal 

5. Shri Ashok Agarwal 

6. Mrs. Ruchi Jain 

7. Shri Kumar Akshay 

8. Shri Vatsal Jain 
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2.1 GOVERNING BODY – POWERS AND FUNCTIONS 

The governing body of KITP is constituted as per AKTU and PCI norms. Its powers and 

functions are as follows – 

1. Create and fill the positions in accordance with the requirements given by the head 

of the institute, while adhering to the prescribed qualification, experience, and pay 

scales of the affiliating university. 

2. Budget approval for infrastructure and academic advancements. 

3. Approval of action plans of the institution regarding introduction of new courses 

and increased enrollment in existing courses. 

4. Originate, plan, provide and revise the functioning of various committees in 

administering the institution. 

5. Review, monitor, and take necessary actions in the execution of plans and schemes. 

6. Provide and help in issuing the necessary guidelines to the head of the institute 

for administration. 
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3. VISION, MISSION, CORE VALUES 
 
 

 VISION – 
 
 

“To transform ignited minds into health care professional, globally competitive, 

highly skilled with positive mind-set, responsive to the social needs of the patient 

care and drug development and work for the society as a cohesive team to 

contribute to the needs of the country and world at large.” 

 MISSION – 

1. Prepare students to acquire required skills and positive mind set towards social 

and human values. 

2. Facilitate the exchange of knowledge and ideas to provide a broad range of 

services to its members to develop their careers. 

3. Prepare students to cater to the needs of global community. 

4. Be the leading institute to maintain high standards of professional conduct. 

5. Develop ability to provide solutions with integrity and ethical behaviour. 

6. Prime focus on the advancement of general health and quality of life for the 

international community/ people. 

 
 

CORE VALUES – 
 

 To ensure excellence in teaching, and service to meet the needs of all our 

students, employers, parents. Faculty, staff and others. 

 To furnish students with sound knowledge as well as skills. 

 To provide educational programs with innovative concepts for creating 

technically equipped professionals. 

 To develop leadership qualities 

 To foster respect for all people and appreciation of diversity in our 

surroundings. 

 To promote civic responsibility and proper assessment at every level of the 

institute. 
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4. PREAMBLE – 

“We aspire to continuously improve our performance through systematic monitoring and up 

gradation of all aspects of the teaching learning process.” 

“You have to dream before your dreams come true.” – A.P.J. ABDUL KALAM 

 

 

“The illiterate of the 21st century will not be those who cannot read and write, 

but those who cannot learn, unlearn, and relearn.” – Alvin Toffler 

 

 

OBJECTIVES – 

 To become a high-quality institution among PCI/AKTU/BTE affiliated Pharmacy Institute. 

 To acquire knowledge for overall development and skills of faculties, staff members, and 

students. 

 To create pharmacist with sound knowledge, creativity, and self development. 

 To create ignite minds for developing enthusiasm of learning. 

 Celebrate and learn from our diversity in every aspect. 

 To develop confident & competent students and faculties to make outstanding contributions in 

institute and university. 

 To show extra ordinary performance in academic excellence in the institution and university. 

 To achieve better employability and placement potential among eligible students. 

 To design and formulate programs to provide quality education. 

 To develop social, ethical, and environmental consciousness among community. 

 To be accredited by NBA and NAAC. 

 To extend Research & development as well as consultancy is association with  MHRD, and 

industries. 
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5. HUMAN RESOURCE POLICY - 

 It is very important to have an effective set of policies that are dynamic, flexible, and 

accommodating in creating an efficient working environment for sustainable development, 

institutional growth, and employee satisfaction where employees can work and benefit the 

vision, mission, core values, and objectives of the institution. 

 
 KITP encourages its employees to think, create and express their views in facilitating decisions 

and activities through their collective contribution. This is a noble approach in recognition of 

the employee which is essential for the development of values, loyalty, and trust among all. 

 
 In terms of privacy, the institution expects that every employee should have inbuilt discipline 

in maintaining confidentiality. This is not to disclose information related to personnel 

compensation, HR policy, training materials, personal data, and other financial compensation 

matters. Employee who fails to follow institute privacy terms and disclose confidential 

information will be liable to disciplinary action, which may lead even to dismissal and 

prosecution. 
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 HUMAN RESOURCE MANAGEMENT 

 WORKING DAYS AND WORKING HOURS – 

 There are six days of work per week at the institution (i.e., from Monday to Saturday) 

 The working hours are of eight hours (i.e., from 9.00 AM to 5.00 PM) with a lunch 

break of 55 minutes. 

 Extremity may affect working hours. The employee must be loyal enough to contribute 

their duties and responsibilities, and the compensation will be determined by the heads of 

the institute, which will vary periodically and by employee grade. 

 
• CLASSIFICATION OF HUMAN RESOURCE – 

 Administrative staff 

 Teaching staff 

 Technical support staff 

 Non- technical support staff 

 

 JOB RESPONSIBILITY 

The responsibilities of various faculty positions are laid out in accordance with the 

PCI/AKTU/Institute guidelines that are aligned with the vision and mission of the institute. 

 ACADEMIC 

 Class room teaching with modern aids. 

 Development of laboratory, curriculum, and resource material by using modern technique. 

 Monitoring of Students evaluation and assessment. 

 Student guidance, counseling, personality, and overall character development. 

 To prepare, provide, generate, and propagate knowledge in the interest of students. 

 R&D AND IPR CELL – 

R&D (Research and Development) and IPR (Intellectual Property Rights) cell deals with 

managing and protecting intellectual property derived from research and development. Some 

of the activities performed by R&D and IPR cells include: 

• R&D activities through projects and research guidelines as per AICTE/PCI/AKTU/ 

Institutional norms. 

• Instructing researchers and staff on intellectual property issues and best practices. 

• Encourage students and faculties for patent ideas. 

• Performing patent searches and drafting patent applications. 

• Promotion of institute-industry interaction. 
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 ADMINISTRATION – 

 Mobilizing resources of the institute 

 Development, administration, and management of institutional facilities. 

 Participation in policy planning for development of technical and non technical 

education. 

 Administration both at the institutional and departmental levels. 

 Design, develop, and maintain the administrative requirements of the institute. 

 Maintain accountability. 

 
 

 EXTENSION ACTIVITY – 

Below are the activities covered under this. 

 
 

TRAINING AND PLACEMENT CELL – 

 The cell works to enhance the employability of students by providing them with training and 

skills necessary to succeed in the workplace. 

 Provides career services and opportunities to students, including on-campus interviews, job 

fairs, and internships, in collaboration with companies and organizations. 

 Provides career counseling, resume writing, interview preparation, and interview practice to 

students. 

 Offers non-formal placement-oriented education. 

 Provides technical support wherever required. 

 
 

TEACHING AND LEARNING PROCESS – 

All faculty members have to plan their academic teaching schedules well in advance before 

the commencement of the semester. Following are some of the contents of learning modules 

for subjects – 

 
 Course files 

 Lesson plan 

 Assignments 

 Provision of Class tests, sessional exams and other internal assessments as per the subject 

requirement 

 Course materials 

 Project/ practical manuals 

 Case studies 

 Self-learning materials 

 Guest/ expert lectures 

 Industrial visits respective to their subject needs. 
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Technical staff 

Staff 

Non- Technical Staff 

Cadres of Employee 

Faculty 
Assistant Professors/ 
Associate Professors/ 

Professors 

 

 

FEEDBACK EVALUATION – 

 Twice a year, the students evaluate the teachers' handling of their respective subjects covering 

various aspects of student – teacher interaction through a structured format. 

 Teaching process aspects i.e., punctuality, regularity, teacher’s control and conduct of the 

class, understandability of lectures, discussion of assessments, and syllabus coverage. 

 Assessment of college environment, facilities, and management responsiveness measured on 

the following aspects – college environment, cleanliness, library facilities, sports, transport, or 

any other grievance. 

 Privacy and confidentiality is maintained during the feedback evaluation to avoid identifying a 

particular student assessor. 

 Institutional administration will encourage or reward faculties for excellent performance. If any 

faculty member is ineffective, he/she is counseled and trained to improve. 

 

 
6. EMPLOYEE SERVICE CODE – 

 

 

CADRES OF EMPLOYEE 
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The categories listed below fall under the aforementioned cadres- 
 

1. FACULTY- 

a. Director/ Principal 

b. Academic Coordinator  

c. Head of the Departments (HOD) 

d. Professors 

e. Associate Professors 

f. Assistant Professors 

 
2. STAFF – 

A. TECHNICAL STAFF – 

a. System Administrators 

b. Lab Technicians 

 
B. NON –TECHNICAL STAFF – 

a. Accounts Officer 

b. Administrative Officer 

c. Assistants 

d. Attendants 

e. Drivers 

f. Carpenters 

g. Plumbers 

h. Gatemen 

i. Sweepers 

j. Gardeners 

 
 

QUALIFICATION & EXPERIENCE 

The qualification and experience required for candidates to fill the various posts shall be as per the 

norms/guidelines prescribed by the PCI/AKTU (affiliated university)/Institute. 

 
 

PAY, ALLOWANCES, INCREMENTS 

 The governing body shall determine the pay, allowances, and other financial benefits for different 

categories of staff/faculty. The scales shall be determined based on the guidelines provided by the 

PCI/AKTU/Institute. 

 Annual increments shall be sanctioned by the Management members on satisfactory performance 

based on the recommendations provided by the head of the institution i.e., the Director. 

 Management shall have the opportunity to withhold an increment as a disciplinary measure for 

sufficient and valid reasons. 

 

9



Kanpur Institute of Technology And Pharmacy 

                       HR Policy &Procedure Manual  

 

 

 

 

RECRUITMENT & SELECTION– 

 Faculty/staff recruitment and selection is a need-based process. The Head of the institution 

projects the requirement based on workload. 

 The rules prescribed for selection of employees by PCI/AKTU/Institute shall be followed 

periodically. 

 A post shall be filled by direct recruitment through open rolling advertisement or by promotion 

among qualified and eligible internal candidates, as directed by the management members. 

 The Management may appoint a person in special circumstances on an 

invitation/deputation/contract basis. 

 Applicants for the position of Assistant Professor/ Associate Professor are required to give a 

demo lecture and take a personal interview by a selection committee. This is followed by a one-

on-one interview by the Director/Management Members. 

 Candidates for non-teaching posts are selected based on a practical test conducted by the 

departmental selection committee followed by a final interview round by the Director. 

 Various positions can be filled through internal promotions, if a suitable candidate is found based 

on performance and service length. 

 

Process Flow 
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How to apply 
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 APPOINTING AUTHORITY – 
 

All the appointments are made by the Director with the consent of the 

Management members in accordance with PCI/ AKTU/ Institution norms. 

 

 REPORTING – 

 On receiving the offer letter from the institution, the appointed person must give 

his/her consent to join the college on or before the last date notified for reporting. 

 On the day of reporting the candidate must submit the undertaking stating that 

he/she will serve the institute and adhere to its conduct regulations on the day 

he/she reports for service. 

 He/she must submit original document of class 10
th

/12
th

 (Mark sheet/certificate) for 

one month only along with two photographs, photocopies of academic documents 

and identity proof. 
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RESIGNATIONS, RELIEVE, AND TERMINATION – 
 

 

Employee who wants to resign voluntarily must give proper notice as detailed below – 
 

 
 

 RESIGNATION & RELIEVE – 
 

 Notice period is not required if an employee provides services for a complete 

semester and so he/she may resign between 15
th

 to 31
st
 of December/ May of 

any year. 

 In other cases, if an employee resigns between the semester period, he/she 

must provide notice period or compensation i.e., an amount equal to two 

months’ salary to the institute. 

 

 

 

No. 

 

Category 

 

Notice Period 

 

1 

 

HODs and 

Professors 

60 days' notice period or salary in lieu of notice at the 

discretion of the head of the institute 

 

2 

 

Faculty 
60 days' notice period or salary in lieu of notice at the 

discretion of the head of the institute 

 

3 

 

Technical staff 
60 days' notice period or salary in lieu of notice at the 

discretion of the head of the institute 

 

4 

 

Administrative staff 
60 days' notice period or salary in lieu of notice at the 

discretion of the head of the institute 

 

In case applications are submitted for the pursue higher studies, the management may 

prescribe the suitable conditions for relieving the employee as and when so the 

academic process of the institute shall have no disruption. 

 

TERMINATION – 
 

The institute reserves the right to terminate the services of any employee without 

notice or assigning any reason in cases as under performance or misconduct. 

Employees’ services may be terminated by the institute between 1
st
 to 15

th
 of 

January/ June of any year. However, if you are terminated on any other date, institute 

will pay you an amount equal to two months’ salary. 
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SALARY DISBURSEMENT – 
 

 The salary will be determined according to the guidelines set by the 

PCI/AKTU/BTE based on the qualifications and experience of the employees. 

 Employees are sanctioned to receive annual increments after one successful year and 

satisfactory performance. 

 Employee salaries will be deposited directly into their respective bank accounts in 

accordance with the institution's policy. 

 In case of any disbursement, if any statutory deduction is made, it will be 

remitted to the respective employee’s account. 

 

 FACULTY SELF APPRAISAL – 

The institute welcomes all efforts employees make to improve themselves and allows 

them to promote their achievements on social media. 

 
8. INCENTIVES & RECOGNITION – 

  EMPLOYEES PROVIDENT FUND (EPF) – 

 The eligible members of the institute are enrolled under EPF scheme and the 

contribution as fixed by the Management members is deducted from their salary. 

 The amount will be deposited in the institute's bank account for the stipulated time 

which could be taken off as the employee is relieved. 

 

 GROUP INSURANCE – 

The institute offers free group insurance i.e. accidental insurance with all free 

benefits applicable to all employees. 
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9. FACULTY AND STAFF DEVELOPMENT PROGRAMMES AND SERVICE 

INITIATIVES – 

A successful institutional development is a result of a well-developed faculty, staff, and student 

group. KIT extends its efforts in this positive direction and offers incentives as per norms. 

 

 

 
NO 

 
NATURE OF SERVICE 

 
CATEGORY 

 
AMOUNT (RS.) 

1 
Publication of Papers in National 

Level Conference/Journals 
Faculty/Staff 

Registration amount 

2 
Publication of Papers in 

International Conference/Journals 
Faculty/Staff 

Registration amount 

3 Participation in FDPs/ Workshops Faculty/Staff 
Registration amount 

4 Text Book Authorship Faculty/Staff 
Registration amount 

 

5 
Loans and Advances, Transport 

Allowances, Medical Insurance and 

PF 

 

Faculty/Staff 

 

As per requirement 

6 Patent Application Faculty/Staff Total amount 
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10. LEAVE RULES AND LEAVE POLICY – 

 Leave of absence from duty cannot be claimed as a matter of right. The sanctioning authority 

has full powers to refuse or revoke leave of any kind when work exigencies demand. 

 Leaves can be taken after sanctioning by the competent authority. Employee has to apply for 

leave over ERP properly before taking leave and prior intimation is given to the Head of the 

Department. 

 All leaves are granted by the Director/Principal of the vertical concerned. 

 The leave rules require all employees to use leaves as needed and not on the basis of using up 

all the leave provided. 

 Leave rules and policy document is attached at the end. 

11. CODE OF CONDUCT AND DISCIPLINE – 

All employees of the institution in general shall abide by the following rules – 
 

 DO’s – 
 

 Maintain absolute integrity and devotion to duty. 

 Attend college regularly and punctually. 

 Take lectures, both theory and practical; punctually and effectively. 

 Manage and monitor assignments and lab records systematically. 

 Be meticulous while assigning question papers and marks of the internal tests. 

 Attend assigned duties punctually. 

 Preparing hard/soft copies of course files, online materials and required mandatory documents. 

 Monitoring, counseling, and proper mentoring of students' academic performance. 

 Honesty, impartiality and courteousness are mandatory expectations for employees. 

 Promote decency, decorum, dignity, and discipline among employees and students. 

 Enhance student skills by acquiring and developing professional/interpersonal competence. 

 Administrative compliance. 

 Publication of papers in seminars/conferences/journals/magazines 

 Attend guest lectures, FDPs, workshops, seminars, industrial visits, etc. 

  

  

  

16



Kanpur Institute of Technology And Pharmacy 

                       HR Policy &Procedure Manual  

 

 

 

  

 DON’TS – 
 

 Negligence of duties and responsibilities. 

 Propagation of religious, communal, anti-social, anti-national activities on the campus. 

 Discrimination by caste, creed, religion, language, domicile, social, and cultural background. 

 Encouraging unfair practices during exams. 

 Leaving the campus without permission from the institution's head. 

 Any monetary transactions and private assignments should be avoided. 

 Organize, attend, or involve in any duty outside the college without prior and proper approval. 

 Any act which is detrimental to the interests of the institution. 

 

 
 

 DRESS CODE – 

 KITP encourages all employees to follow the formal dress code. The official attire for men is a 

formal shirt and trouser with formal shoes, and the official attire for women is a formal suit or 

saree with flat/platform heels. 

 It is mandated to wear and display ID card appropriately within the Institute premises. 

 DISCIPLINARY ACTION – 

 In the event of disobedience, misconduct, or negligence of duty, all employees are liable for 

disciplinary action. However, such disciplinary action shall be taken after establishing the 

circumstances surrounding its initiation. Defendant shall be afforded a reasonable opportunity to 

defend themselves before the disciplinary action is taken against them. 

 An employee's misconduct is investigated by a disciplinary committee appointed by the 

director/principal. 

 The institution may impose the following punishment on its employees for sufficient reasons as 

part of disciplinary action after committing an offence or failing to perform their duties. 

a. Withholding increments/ promotion 

b. A part of the salary is recovered due to negligence of duty or breach of orders/rules. 

c. Suspension 

d. Removal from service 
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12. ADMINISTRATIVE PROCEDURES – 

PERSONNEL RECORDS – 

 Employees will have their basic information collected as part of on boarding process 

and maintained by the main office in separate employee personal files. 

 The documents would be saved in personal files and include: 

a. Updated resume with a front page of the institute; one passport size photograph. 

b. Appointment letter 

c. Photocopies of the academic certificates/ mark sheets along with the ID proof. 

d. Experience letter and last drawn salary proof. 

e. Feedback appraisal, incentives, promotions and increments. 

 

 MAINTENANCE OF ATTENDANCE REGISTERS – 

 Authenticated and unquestionable attendance record is maintained. 

 Every employee is expected to mark their attendance twice a day (9.00 AM on arrival and 

4:30 PM at the time of departure) in biometric machine and duly sign the attendance register. 

 The custody and maintenance of the attendance register is done under the supervision of 

administrative cell headed by the Dean Administration. 

 

 PUNCTUALITY – 

 Punctuality is the core of our institution and admin department maintains due diligence in its 

enforcement. 

 At the discretion of the Head of the Institution, under special circumstances employees can 

avail “Late log in” and “Early log out” option. 

 

 FEEDBACK AND SUGGESTION SCHEME – 

 To achieve its vision, mission, objectives, goals and quality policy, the institute encourages 

both open and close participation and involvement of all the employees, students, professional 

experts and alumni. 

 Any employee/ student can voluntarily write their suggestions anonymously and drop the 

envelope in suggestion box placed outside of the Director/ Principal’s office. 

 The institution has the provision to collect suggestions and feedback twice a year from 

students and employees. 

 For the betterment of the institute, management also takes initiatives to interact with the 

students and employees to gather their suggestions and feedbacks. 
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13. FACILITIES AND AMENITIES – 

 ERP – 

 KITP encourages its employees to adopt automated work culture (zero paper policy). The 

institute boasts an ERP system where all the required data related to the employees are stored 

annually.

 ERP has “leave configuration” functionality to access “credited and availed leave “information. 

Employees can create their leave request through ERP, post which it is triggered to authorized 

authorities for approval.

 Daily attendance sheet and biometric details of employees is maintained over the ERP.

 Time table of individual faculties can be accessed over the ERP.

 Every academic activity related to the students and faculties can be stored and monitored through 

ERP. For example – Attendance of students, class time table, assessment marks uploading, 

assignments, question bank, lectures plan etc.

 Registration for transport facility can also be done through ERP.

 LIBRARY – 

 KITP has an excellent library facility with thousands of books related to various disciplines. 

 

 To encourage and create research atmosphere the institute offers subscription to multiple national 

and international journals. 
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 TRANSPORT – 

 Driven by a team of trained drivers, a large fleet of AC as well as non-AC buses operate round the 

city, offering comfortable and hassle-free transport support to students and employees. 

 Institute has all the records (from registration to facility utilization) online to avoid confusion of 

any sort. 

 MEDICAL CARE – 

 The institute is surrounded by a number of government and private hospitals. However, the institute 

has also appointed one trained nurse and maintains primary medical equipment to attend to 

emergencies or casualties and provide general medical care to all the employees and students, at no 

cost. 

 CANTEEN AND FAST-FOOD CENTRE – 

Institute boasts a dedicated canteen which is equipped with modern cooking facilities. 
 

 SPORTS – 

 Sports officer provides sports facilities to the students of the institution. 

 The institute has two big sports grounds allotted for various sports activities such as Cricket, Basket 

Ball, Volley Ball, Badminton, etc. 

 Indoor game facilities are also available in the institute. 

 

 GYM – 
 

Institute has provided the gym facility to the students within the hostel premises. Students are free 

to use the gym in their leisure. 

 COMPUTER CENTRE – 

 Institute has an air-conditioned computer center that includes 01 dedicated lab with flexible 

timings and one in department during academic Hr’s.  

 Employees and students can avail free access to the computer center for academic purposes, 

anytime during the day. 

 CELEBRATIONS AT INSTITUTE - 

Institute believes in a group-oriented activities for a better interaction and overall development of 

its employees. Institute organizes various events round the year such as – Republic Day, 

Independence Day, Teachers’ Day, Women’s Day, Holi Milan Samaroh, Diwali celebration, etc. 
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LEAVE RULE - 2023 
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All the faculty & staff members (will be called as an Employee) of the Institute are advised to adhere to 

the following leave/attendance rules w.e.f 1
st
 January, 2023. 

 

1. Types of Leaves– 

Casual Leave (CL), Earn Leave (EL), Vacation Leave (VL), Medical Leave (ML), Duty Leave (DL), 

Compensatory Leave (CPL), Week off (WO), Leave without Pay (LWP). 

 

2. Leave/Attendance Rules– 

2.1. Faculty Members – 

2.1.1. No. of leaves: VL-12, CL-12, ML-06. 

2.1.2.1. During Academic Period: Maximum three leaves per month can be availed with proper 

substitution of work/classes. 

2.1.2.2. During Non Academic period: Maximum of six leaves including CPL can be availed with 

proper substitution of work/classes. 

Non Academic period will be notified separately.   

2.2. Staff Members– 

2.2.1. No. of leaves: EL-15, CL-08. 

2.2.2.1. During Academic period: Maximum three leaves per month can be availed with proper 

substitution of work/classes. 

2.2.2.2. During Non Academic period: Maximum of six leaves including CPL can be availed with 

proper substitution of work/classes. 

Non Academic period will be notified separately.   

2.3. Common Leave/Attendance Rules for all employees– 

2.3.1. All the employees of the institute are required to give biometric attendance while coming and 

going out from the institute. Attendance will be uploaded directly on the ERP from Biometric Machine. 

2.3.2. Besides Biometric attendance, it is mandatory for everyone to sign on attendance register daily. 

2.3.3. In case of early leaving from the institute (with permission), it is mandatory to sign in the register 

kept at main gate. However, putting thumb in Biometric machine will be mandatory in this case also. 

2.3.4. No permission will be given for going outside for personal work (like tea/coffee/bank work, etc.) 

2.3.5. Those who forget to give biometric attendance; they will be treated as absent. 

2.3.6. Absenteeism without information for three or more than three days will be treated as indiscipline 

and punishment from deduction of salary to the termination of services may be there. 

2.3.7. No cutting/overwriting on attendance register will be permitted. 

2.3.8. All the leaves must be applied over ERP only before availing (except in the case of medical 

emergencies) with proper substitution of work/class. Further, information of the absence must be given 

on department Whatsapp group. 
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2.3.9. In the case of medical emergency, leaves have to be applied after immediate joining in the college. 

However, the information of medical emergency should be available with the departmental/section head. 

The leave application for approval of medical leave must have the medical certificate issued by the 

treating registered medical practitioner and should be uploaded on ERP. 

2.3.10. SUNDAY/HOLIDAY falling between any two types of leaves will be included in leave. Even a 

person is availing half day leave (2nd half) on Saturday and full day on Monday or 1
st
 Half, Sunday and 

holiday will be included in leave. 

2.3.11. All types of leaves will be calculated from 1st January to 31st December every year. Leaves will 

not carry forward to next year. 

2.3.12. Leaves will be credited proportionately on month basis in the account of an employee. 

2.3.13. Provision of half day leaves is available with the prior approval on the condition that work/class 

is properly substituted. 

1
st
 half means: 09:00 am to 01:00 pm 

2
nd

 half means: 01:00 pm to 05:00 pm. 

2.3.14. Compensatory leaves (CPL) will be credited in the account only for working beyond college 

hours/on holidays with a prior approval of competent authority in proper format. 

2.3.15. Duty Leave for working college work outside the campus will be given with prior permission of 

competent authority only. 

2.3.16. If no leave is credited in the account, LWP has to be applied. 

2.3.17. College timing (General Shift): 09:00 am to 05: 00 pm. 

2.3.18. All the employees reaching within five minutes of scheduled time of their shift will not be 

treated as late. 

2.3.19. Maximum of two times 10 minutes, (i.e. up to 9:10 am) and one time 30 minutes (i.e. up to 9:30 

am) late beyond scheduled time coming in college will not be considered as late. Otherwise, any delay 

will be considered as half LWP/full day LWP as the case may be. 

 

 

Note: 

1. “Availing Leave” is not a matter of right of an employee. The power of sanctioning and 

cancelling the credited leaves rests with the competent authority of the institute. 

2. Leaves should be availed only for important work. It is mandatory for an employee to 

ensure that there is no disruption in day-to-day work, due to their absenteeism. 

3. Any breach would be treated as non-compliance and lead to disciplinary action ranging from 

salary deduction to termination. 

4. This circular overwrites all previous leave/attendance rules and past practices in this regard. 

5. Only ECM reserves the right to amend the leave rules. 
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KIND ATTENTION: HODs & SECTION HEAD 
 

 

Head of Department requested to forward the leave with their recommendations clearly after 

checking/verifying the eligibility of the leave. They are further requested to ensure that the classes 

and the work are properly substituted. 
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