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1. THE INSTITUTE

The Institute of Professional Excellence and Management (IPEM) wasestablished in 1996 by Late Dr. B.S.Goel- a Visionary, Academician &Philanthropist with Values, who had over 56 years of teaching & researchexperience in India and abroad. Dr. Goel was also awarded the Shiksha BhartiAward in 2013.


Management (MBA,BBA )

Education (B.Ed&D.El.Ed).

The IPEM is an ISO-9001:2015 Certified, NAACAccredited and a Ph.D Research Centre
of theAKTUUniversity.The IPEMGroupof Institutions offerCourses in fourStreamsviz.













&BCom
Law (LLB (3yrs)&BALLB (5yrs)
Computers /IT (MCA&BCA)

approved
affiliated

Students top rankingpositions
M.Ed., B.Com.LLB (5yrs) andBJMC.

In addition

Competitions
ValueAdded Programmes

SWAYAM National
AcademicDepository (NAD).

All the Courses are by the respective Approving Bodies i.e. AICTE,
BCI, NCTE & SCERT and are to Dr. APJ Abdul Kalam Technical
University, LucknoworChaudharyCharanSinghUniversity,Meerut.
The of IPEMhave been consistently obtaining in
theUniversity.
The IPEM also starting .

to CourseWork, Seminars/Workshops, Guest Lectures, ValueAdded
Programmes, Industrial/Professional/ExcursionVisits, Celebration of Important
Days, Social/ Cultural Functions, Corporate Social Responsibility, Legal Aid
Camps, Student Clubs Activities, and activities connected with Unnat Bharat
Abhiyan (UBA) are held regularly.
The IPEMalso holds a number of Inter-School / College in various
Scholastic/NonScholastic activities.

The Faculty and Students learn a lot through various
conducted by Experts from Industry as well as through Registration and
Certification of Courses. The IPEM is also Registered with

plans to
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bULVhV~;w

’k

V vkWQ izksQs”kuy ,Dlhysal ,.M esustesaV ¼vkbZ-ih-bZ-,e-½] xkft;kckn
dh LFkkiuk 1996 eas ,d nwjn”khZ] f”k{kkfon~] ijksidkjd vkSj ewY;ksa dks ekuus okys
HkwriwoZ MkW- ch-,l- xks;y ds }kjk gqvk] ftuds ikl f”k{k.k rFkk “kks/k dk Hkkjr

rFkk fons”k esa 56 o ksZ ls
vf/kd dk vuqHko FkkA MkW- xks;y dks f”k{kk Hkkjrh lEeku ls Hkh 2013 esa lEekfur
fd;k x;kA
vkbZ-ih-bZ-,e-] }kjk izekf.kr uSd }kjk ekU;rk izkIr rFkk
,0ds0Vh0;w0 fo”ofo|ky; dk ih-,p-Mh- fjlpZ lsUVj gSA vkbZ-ih-bZ-,e-] xzqi vkWQ
bULVhV~;wV esa pkj dkslZ lapkfyr gSA
1- esustesaV ¼,e-ch-,-] ih-th-Mh-,e- rFkk ch-ch-,-½
2- ykW ¼,y-,y-ch- ¼3 o’khZ;½] ch-,-,y-,y-ch- ¼5 o’khZ;½½
3- dEI;wVj@vkbZ-Vh- ¼,e-lh-,- vkSj ch-lh-,-½
4- f”k{kk ¼ch-,M- vkSj Mh-,y-,M-½

lHkh dkslZ ,-vkbZ-lh-Vh-bZ-] ch-lh-vkbZ-] ,u-lh-Vh-bZ- vkSj ,l-lh-bZ-vkj-Vh- rFk
MkW- ,-ih-ts- vCnqy dyke VSfDudy fo”ofo|ky;] y[kuÅ vkSj pkS/kjh pj.k
flag fo”ofo|ky;]esjB ls lEcfU/kr gSA
vkbZ-ih-bZ-,e- ds fo|kFkhZ fo”ofo|ky; easa yxkrkj “kh’kZZ jSafdax LFkku esa jgrs gSA
vkbZ-ih-bZ-,e- esa ,e-,M-] ch-dkWe-,y-,y-ch- ¼5 o’kZhZ;½ rFkk ch-dkWe- Hkh l=
2019 ls vkjEHk gksus okyk gSA
dkslZ ds vykok lsfeukj@odZ”kkWi] xsLV ysDpj] osY;w ,MsM izksxzke]
bUMLVªh;y@izksQs”kuy@Hkze.k egRoiw.kZ fnolksa dk lekjksg vk;ksftr djuk]
lkekftd] lkaLdf̀rd lekjksg] dkWiksZjsV lks”ky jsliksfUlfcfyfV vksj Nk= Dyc
dh fØ;k;sa Hkh fu;fer rkSj ij gksrs jgrs gSA
vkbZ-ih-bZ-,e esa “kS{kf.kd rFkk xSj “kS{kf.kd cgqr lkjs b.Vj Ldwy@dkyst
izfr;ksfxrk gksrs jgrs gSA
QSdYVh vkSj Nk= fo”ks'kK }kjk vk;ksftr bUMLVªh ls oSY;w ,MsM izksxzke rFkk
Lo;a dkslZ esa jftLVªs”ku vkSj izek.k&i= ds ek/;e ls cgqr
dqN lh[krs gSA vkbZ-ih-bZ-,e us”kuy ,dsMfed fMiksftVjh }kjk Hkh
iathd̀r gSA

ISO-9001:2015

(SWAYAM) (NAD)






 ...........

Office Manual



 The Infrastructure and Facilities of the Institute are continuously upgraded/
improved to create an excellent teaching/learning environment with State-
of-the-Art Labs, Class Rooms, Seminar Hall, Auditorium, Activity Halls,
Cafeteria, BadmintonCourts andBasketBall Court.
The IPEM has a well equipped Central Library & Deptt Libraries through
which Books/ International & National Journals/ Proceedings on all
Subjects are available both in Print, CDs, Off-line andOn-line. The Institute
is a member of the DELNET and subscribes to various Online Journals like
Manupatra etc.
Maximum use of Information Technology is made through Networking

among Faculty, Staff & Students with Intranet/Internet and Social Media
Groups and Computerization of all Functions. Besides the Institute is fully
Wi-Fiwith a 100mbps connection.





 One of the most important aspects is our Training and Placement Cell which
is an interface between our Students and the Industry. It arranges for Summer
Training/ Internship/ Projects/ Guest Lectures/ Final Placements. Although
100% Placement Assistance is provided however almost 75-80 percent
students get actually placed.
The Institute has a Group Mediclaim Policy for its Faculty/Staff and
InsurancePolicy for students.
Further details about the IPEM can be had by visiting the Website



www.ipemgzb.ac.in; www.ug.ipem.edu.in;www.law.ipemgzb.ac.in;
www.ipem.edu.in

...........
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bULVhV~;wV esa mRre f”k{k.k @lh[kus ds mfpr okrkoj.k ds fy;s vkVZ
ySc] d{kk] lsfeukj gkWy] dSQsVsfj;k] csMfeUVu dksVZ vksj ckLdsV ckWy dh
ewyHkwr O;oLFkk vkSj lqfo/kkvksa dks fujUrj mUur vkSj muesa lq/kkj fd;k
tkrk gSA
vkbZ-ih-bZ-,e- esa midj.kksa ls ;qDr lsUVªy ykbczsjh rFkk fMikVZesUV ykbczsjh gS

ftlesa fdrkcsa@vUrjk’Vªh; vkSj jk’Vªh; if=dk@ lHkh fo'k;ksa dh izkslsfMax]

fizaV lh-Mh-] vkWQ ykbZu vkSj vkWu ykbZu esa miyC/k gSA bLVhV~;wV MsyusV

dk lnL; gS vkSj cgqr lkjh vkWu ykbZu izf=dk tSls& euqik=k

bR;kfn dks lcLØkbZc djrk gSA
QSdYVh dks vf/kdre lwpuk rduhdh dk iz;ksx djus ds fy;s QSdYVh LVkWQ

vkSj fo|kfFkZ;ksa dks bUVjkusV@bUVjusV vkSj lks”ky ehfM;k lewg rFkk lHkh

dk;ksZ ds fy;s dEI;wVj dh O;oLFkk gSA blds vykok bULVhV~;wV eas 80 ,e-ch-

ih-,l- okbZ QkbZ dusD”ku gSA
gekjs Vªsfuax vkSj IyslesaV lsy dk ,d eq[; i{k fo|kFkhZ vkSj bUMLVªh ds e/;

lEcU/k LFkkfir djuk gSA ;g lej Vªsfuax@ bUVjuZf”ki@izkstsDV@xsLV

ysDpj@ Qkbuy IyslesaV dh O;oLFkk djrk gS] ;|fi 100 izfr”kr IyslesaV

lgk;rk dh O;oLFkk gksrh gS ftlesa izk;% 75&80 izfr”kr fo|kfFkZ;ksa dk

IyslesaV gks tkrk gSA
bULVhV~;wV esa QSdYVh@LVkQ ds fy;s eq¶r esfMDyse ikWfylh gS rFkk

fo|kfFkZ;ksa dh ba”;ksjsal ikWfylh gSA
vkbZ-ih-bZ-,e- ds vkxs dh tkudkjh ds fy;s osclkbZV

dks ns[k ldrs gSA












(DELNET)

www.ipemgzb.ac.in
………………..
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2. Authorities of the Institute

TheSociety&Committees:
Laksh

Educational Society
Management:

Mr. Anupam Goel,
Secretary Prof. (Dr.) SugandhaGoel Dean
Academics.

Administration:

support Training & Placement
Registrar,Accounts,Administration&Stores.

StandingCommittees

Other Committees

IPEMGroup of Institutions were established under the aegis of the
which is registered under the Registration of

SocietiesAct-21 of 1860with aGoverningBody.

The IPEM Group of Institutions are headed by
who is ably supported by , as

There is a Director General and Head Management Deptt, Head
Computers/IT Deptt, Principal Education Deptt & Law
Academy
For to the Deptts there is the Cell and
Staff. For other administrative functions there are the offices of the

The Institute also has :
ProctorialBoard,
GrievanceCell,
Anti-RaggingCommittee
Committee to dealwithComplaints of SexualHarassment

are constituted from time to time to Organize/
Conduct various Events/ Seminars/Workshops/AlumniMeets/ Inter-
College/Institutional level Competitions, Holding University / Govt
BodiesExaminations etc.
















Principal

In addition, the
have separate Further also has an

to advise on all Academic & Administrative
matters.

 IPEMGroup of Institutions and IPEMLawAcademy
Managing Committees. each Deptt

Advisory Committee

...........
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3 .The Departments

Organization:
HOD

FacultyCourseCoordinator.
other

Duties /Responsibilities:
Teaching Time Tables

Exam in a t i o n s
Seminars/Workshops Guest Lectures Value Added Programmes
Collaborating

Internship and IndustrialVisits
Deptts Students Clubs

Mentors
Admission Placement

Committees
Standing

Committees
Meetings

Advisory Committees
Heads Meetings

Department meeting monthwith
DeanAcademics

participate













Each Deptt is headed by a Head of the Deptt ( ) who could be a
Director/Principal/ Head. In all the Deptts, for each Course there is a
All the Faculty of the Deptt, in addition to their Teaching, could be given
some Scholastic- Non Scholastic duties/ responsibilities at the
Deptt/Institute level by the concernedHOD/Authorities of the Institute.

Each Deptt is responsible for running all its affairs like Course/ Subjects
Allocation for , Preparation of , Holding of
S e s s i o n a l / P r e -U n i v e r s i t y , C o n d u c t

/ / ,
with outside agencies/ professional bodies/ Alumni,

arranging for SummerTraining/ .
The Faculty also help Students to organize various
activities and act as to the Students allotted to them. The Deptts
also help in of fresh Students and of final year
students.
For organizing Institutional level activities / functions, specific

consisting of faculty & staff from various Deptts are
constituted, on as & when required basis, besides some

.
:

TheMeetings of of each Deptt are held once/twice
every year.
The Departmental are held fortnightly on alternate
Wednesdays alongwith Secretary,DG,T&POand theDeanAcademics.
The with its faculty holds a once in a the

.
In all themeetings, all present are expected to actively.





www.ipemgzb.ac.in
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DepttMeetings:

Fortnightly

Reports/Registers:
Faculty Report Mentoring

Report Course Coverage Attendance

Channel:
through

Head of the Deptt
Journals:

four
Journals Management,
Computers/IT, Education Law

The Deptts hold Meetings with its faculty and allocate
responsibilities/ duties to them for ensuring that the decisions taken at the
HODs meetings are implemented and also to discuss all matters,
concerning the growth and development of the Deptt.A record of all such
meetings is kept and copy sent toDG for theHODsmeeting.

Reports and Registers such as Fortnightly ,
, Register and Daily Report etc are

submitted by eachDeptt at regular intervals, as specified from time to time
to theDG/DeanAcademics.

All issues ormatters pertaining to a Deptt, are always to be put the
concerned only to higher authorities. (there shall be no
by-passing of theHODby any faculty/staff).

Each Deptt has its Journal with separate ISSNNumber, thus there are
of the IPEM Group of Institutions in the areas of

and . The case for inclusion of all these
four Journals in theUGC-Care list is under progress.









………………
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4 . The Faculty

IntellectualCapital:
intellectual capital

role
model

Teaching:
primary

Assignments Sessional Evaluating
weaker students

Attendance Discipline

The ClassAverage in the University Theory Examsmust be 50 percent
or more the most
important criteria faculty

OtherResponsibilities:
Class Coordinator

Representative
Mentorship

Admissions Training













The Faculty being the , is the greatest asset of the
Deptts/ Institute. Needless to say that each and every action of the faculty
is observed closely by the youngStudents, so the faculty has to act as a

for the Students, Staff & all others in every aspect of their conduct
in the Institute. All Faculty in a Deptt function under their respective
HODs and should not bypass themunder any circumstances.

This is the duty of each and every faculty. The faculty should
familiarize themselves with the UGC Guidelines on the subject. The
facultymust go well prepared for the classes, reach in time as per the Time
Table and conduct the Classes in a manner best suited for the subject &
complete the Course syllabus as per the detailed Course Coverage Plan
(Lectures,Tutorials, Practicals).
Giving , holding Exam and the same,
is part of teaching.

More attentionmust be paid to academically and ensuring
as well as maintaining Decorum & of the Class.

Sitting in Class while teaching by the Faculty or using mobile is strictly
prohibited.

and there should be NO BACKS. This is one of
formeasurement of performance of the .

In addition to teaching, each faculty could be given other Deptt / Institute
responsibilities such as , Coordinator for ValueAdded
Programmes, in various Committees / Activities of the
Deptt Institute, TimeTable in-Charge, of Students, help in

, arranging , Internship, Placements and Speakers
forGuestLectures/ Seminars/Workshops etc.
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Submit

The Faculty must get hold of these Proformas, seek advice of the HOD
regarding filling these and submit as per instructions of theHOD.

At the , the feedback is taken from the Students about
all theTeacherswho are teaching thatClass, in an anonymousmanner.

The Faculty is encouraged to enhance their Qualifications / Skills. Special
are given on acquiring or other

.. Faculty is also given opportunity to attend and present/
publish inNational/ International Seminars/Workshops/FDPs etc,
outside the Institute. Every Faculty is expected to atleast one/two
papers in aUGCapprovedNational Journal/ Institute Journal and one in an
International Journal. Each year on Teacher's Day, the

, based on their overall performance are . Faculty is
also given cash awards for Publications of their Papres/Books.

Every Faculty is issued an I-Card by the Institute. The faculty may contact
the Admin i/c for this purpose. The Faculty should also join the Group

& Group at the Institute level. The Faculty must visit
these everyday and respond wherever required. Other such groups could
be formed at the among faculty and/or with the concerned
students.

of a Self Appraisal and that
with the Comments of the HODs is submitted for further processing. The

from each Deptt is given on the
Teacher'sDay.

Course Coverage Registers, Mentorship Reports, FacultyFortnightly Reports, Daily Attendance Sheets in time through theClass Coordinators/HOD.
Report of Students:

Feedback fromthe Students:
end of eachSemester

Growthof theFaculty:
incentives Ph.D, JRF/NET higher
qualifications

Papers
write

Outstanding
Faculty felicitated

I-card,Groupmail,WhatsappGroup:

email Whatsapp
Deptt level

Appraisal:
At the end each year, the Faculty submits
Outstanding faculty Merit Certificates



Office Manual

www.ipemgzb.ac.in

 dkslZ dojst jftLVj] esaVjf”ki fjiksVZ] QSdYVh QksVZukbZVyh fjiksVZ] izfrfnu mifLFkr
“khV le; ij tek djk;k tkuk pkfg;sA

QSdYVh dks bu izksQkekZ dks Hkjus ds ckjs esa ,p-vks-Mh-dh lykg ysuh pkfg;s vkSj ,p-vks-Mh- ds
funsZ”kks ds vuqlkj fo|kfFkZ;ksa ls QhMcsd tek djuk pkfg;sA
izR;sd lsesLVj ds vUr esa lHkh f”k{kd tks ml d{kk esa i<+krs gS] muds ckjs esa xqeuke rjhds ls
QhMcSd fy;k tkrk gSA

QSdYVh dks viuh ;ksX;rk@dkS”ky esa o`f) ds fy;s izksRlkfgr fd;k tkrk gS] ih-,p-Mh] ts-vkj-
,Q- @usV vkSj nwljh mPp ;ksX;rk izkIr djus ij fo”ks’k balsafVo fn;k tkrk gSA QSdYVh dks
bULVhV~;wV ls ckgj isij izdkf”kr djuss@izLrqr djus@lsfeukj@odZ”kkWi@,Q-Mh-ih-
bR;kfn esa mifLFkr gksus dk volj iznku fd;k tkrk gSA lHkh QSdYVh ls vk”kk dh tkrh gS fd
og de ls de ,d @nks isij ;w-th-lh- }kjk Lohdr̀ jk’Vªh; if=dk@bULVhV~;wV dh if=dk esa
rFkk ,d vUrjZk’Vªh; if=dk esa fy[ksA izR;sd o’kZ f”k{kd fnol dks loksZRre QSdYVh dks muds
lEiw.kZ fu’iknu ¼dk;Z½ ds vuqlkj lEekfur fd;k tkrk gSA

lHkh QSdYVh dks bULVhV~;wV ds }kjk vkbZ dkMZ fn;k tkrk gSA QSdYVh blds fy;s ,Mfeu
vkbZ@lh ls lEidZ dj ldrs gSA QSdYVh dks bULVhV~;wV dk bZesy@OgkVlsi xzqi esa Hkh tqM+uk
pkfg;s A QSdYVh dks izR;sd fnu bls ns[kuk pkfg;s rFkk tgkWa dgh Hkh vko”;drk gks tokc Hkh
nsuk pkfg;sA nwljs ,sls xzqi fMikVZesaV Lrj ij QSdYVh ds lkFk rFkk lEcfU/kr Nk=ksa ds lkFk
cu ldrk gSA

izR;sd o’kZ ds vUr esa QsdYVh ,d Lo ewY;kadu QkeZ tek djrh gS vkSj vkxs dh dk;Zokgh ds
fy;s ,p-vks-Mh- ds fVIi.kh ds lkFk bls tek fd;k tkrk gSA f”k{kd fnol dks loksZRre QSdYVh
dks esfjV lfVZfQdsV izR;sd fMikVZesaV dh vksj ls iznku fd;k tkrk gSA

Dykl dksfMZusVj@,p-vks-Mh- ds }kjk
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Severance:

*Academic Session

Attendance:

Salary
7 of every

month

Salary is directly transferred to the account of the Faculty
OpeningBankAccountwithPNBoranyotherBank:







Faculty is NOT expected to resign during theAcademic Session* in the interest
of the Students, Deptt. & the Institute. For any severance, one month's clear notice
is required to be given by the Faculty or one month Salary in Lieu of the Notice
Period. If a Faculty resigns during the Academic Session* then the one month
Salary on hold will not be released.Also, if the Faculty resigns during theVacation
period and some days of the one month Notice Period spill over or extend to the
AcademicSession , then for thosemanyday's , the salarywill not be released.In case the Institute asks a Faculty to leave at any time, the Salary upto the date andtheSecurityDepositwill be paid.In case, the Services of or Faculty are terminated on disciplinary grounds, nopaymentwhatsoeverwill bemade.

is from 01 July to 30 June, lessWinterVacation (16 Dec to 31Dec) andSummerVacation (15May to 15 July).

:
The Salary as agreed to, at the time of appointment, is paid by the

.However, the firstmonth's salary is paid on completion of twomonths and
the previousmonths salary is kept as a security deposit.All Faculty are required to
open an account with the Institutional Banker (Presently PNB, Lal Kuan branch,
Ghaziabad) as the .
Annual Increments are given on completion of one yearw.e.f.August every year.

Faculty/Staff can obtain the Blank Form from theAccounts Section and a bonafide
Certificate from the Institute and along with his/her KYC documents, open the
BankAccount at PNB, LalKuan or any other Bank inwhich the college is holding
the account .TheAccounts Section can provide assistance in this regard.

In case, any Faculty/Staff leaves the job during themid of the academic session orwithout serving proper notice period, will not be entitled to get ExperienceCertificate.

 TheFacultyMembers on arrival and departure are required tomark their timings of
arrival/departure in the Bio-metric system and in the Attendance Register. If the
Attendance is notmarked, itwill be presumed asAbsent.

th

*

Dev
Highlight
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5. The Class Coordinators

Duties andResponsibilities:
up-to-date details, his / herClass.

close rapport

provide

complete record Results

Classes Time-Table

In no case a Classshouldgowithout a teaching faculty.
Attendance

Motivate participate

Sessional TestsEvaluation&Feedback

















He/ She should have all the in terms of the Registration/Admission /Re-Registration data, in respect of each student of
Always maintain a with all his / her Students and try to pro-actively solve their day to day problems with a positive attitude and act as aMentor for all academic / administrative / personal matters of all his/herStudents.
He / She should Syllabus of all Courses of the Semester to each of his/her Students and explain the Orders / Guidelines / Stipulations of the Institute/Universities to all his/ her Students.
He/ She should have of up-to-date , Back Papers andPending Issues with the University, Fee Payment and any otherprofessional/personal issues.
Make sure that the Time-Table is followed in letter and spirit by all the Facultymembers and that the are held strictly in terms of the . Incase, for some unforeseen eventuality, if a Faculty is absent or is not able to takehis/her Class, then the Coordinator in consultation with his/ her HOD, shouldmake alternative arrangement for conduct of that Class.

He/ She should take all possibly measures to ensure full 100% in allthe Classes. The reason for Absenteeism of any Student must be known to theCoordinator. He / She must also take remedial measures for ensuring regularattendance in consultation with the Teachers/ HOD and not let any Student to bein theHostels /Cafeteria / outsidewhen theClasses are being held.
all his/ her Students to in various Academic / Culturalactivities such as IndustrialVisits, Guest Lectures, Seminars,Workshops, PDPs,Sports&otherCompetitions etc.

He/ She should make all arrangements for conduct of the , theirtimely to the Students and submission of results to theHOD.
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Keep the Students informed of all the Notices / Orders of the Deptt.,/Institute /Universities through all possible means. Also, maintain a closewith the Administrative Offices for timely completion &submission of the requirement of the Universities/ Samaj Kalyan Vibhagetc.
He/ She should ensure that the Students of his/her Class pay theirin time to the Institute and also see that all his/her Students maintainandwear theirUniformproperly.(includingTie&Proper Shoes)&carry their I-Cards.
He / She should ensure that Faculty goes to the Class atleast five Minutesbefore the scheduled time and that a Proper is maintained duringthe ofClasses.

liaison

Fees /Duesdiscipline

VigilanceChange-over
………………
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uksfVl@fMikVZesaV@bULVhV~;wV@;wfooflZVh dh vkKk dh lwpuk lHkh
lEHko ek/;e }kjk fo|kfFkZ;ksa dks lwfpr fd;k tkuk pkfg;sA
iz”kklfud dk;kZy; ls fudVre lEidZ LFkkfir fd;k tkuk pkfg;s ftlls
fd fo”ofo|ky;@lekt dY;k.k foHkkx dh vko”;drkvksa dks le;kuqlkj
iw.kZ fd;k tk ldsaA
mls lqfuf”pr djuk pkfg;s fd mudh d{kk ds fo|kFkhZ viuh Qhl@cdk;k
“kqYd bULVhV~;wV dks le; ls Hkqxrku djs rFkk ;g Hkh ns[ks fd mlds fo|kFkhZ
vuq”kklu dk ikyu djs vkSj mfpr izdkj ls ;wfuQkeZ igus ¼VkbZ vkSj mfpr
tqrks ds lkFk½ vkSj vkbZ dkMZ igusA
mls ;g lqfuf”pr djuk pkfg;s fd QSdYVh fu/kkZfjr le; ls ikWap feuV
igys d{kk esa tk;s rFkk d{kkvksa ds psat vksoj ds nkSjku ,d mfpr lrdZrk
cuk;s j[kh tk;sA

------------------------------------------
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6 . The Mentorship

General
channelize energies

“Mentoring is a relationship which gives Faculty Mentors anopportunity to share their Professional / Personal Skills andExperiences with their Mentee Students to help them grow anddevelop”.
AFacultyMentorNeeds tobe:-
ATeacher & Guide
A Problem Solver
An Identifier of Need(s)

A Supporter
A Role Model

MentoringProcess:-
TheFirstMentoringMeeting:

individual interaction
Make Mentee comfortable

Role as aMentor.

:
The Students in their youth are very enthusiastic & energetic and it is
for the Mentors to their for useful outcomes,
keeping in mind the future of the Students- which comes first.

: Who can show the Mentee student, How to Improve,
Share Skills andDiscuss Issues, Ideas andProblemswillingly.

: Who can help the Mentee student to identify his/her
Strengths and advise howhe/she can use these to overcome problems.

: Who can help the Mentee student to identify
Areas for further Development, Priortise Needs and Set appropriate
Targets.

: Who is a good Listener and Counselor, Warm & Caring,
Encouraging andAccessible.

: Who is respected because of his/her Knowledge, Ability,
Experience&Willingness to help theMentee student at all times.

If number of Mentees are more, then divide them in two or three groups to
have with each of theMentee.

your student feel .
Recognize theMentee's previous experience.
Clearly define your
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fo|kFkhZ vius ;qokoLFkk esa cgqr mRlkgh rFkk ÅtkZoku gksrs gS rFkk fo|kfFkZ;ksa
ds Hkfo’; dks efLr’d esa jgdj esUVj dks mudh ÅtkZ dks lgh fn”kk esa mfpr
ifj.kke ds fy;s cnyuk pkfg;sA
*esUVfjax ,d ,slk fj”rk gS tks QSdYVh esaVj dks vius esaVh fo|kfFkZ;ks ds lkFk
vius izksQs”kuy @O;fDrxr dkS”ky rFkk vuqHkoksa dks vknku iznku djus esa
lgk;rk djrk gS tksfd esUVh fo|kfFkZ;ksa dh of̀) ,oa fodkl esa lgk;rk djrk
gS*

% tks esUVh Nk=ksa dks dkS”ky esa lq/kkj vkSj eqnnks ]
fopkjks vkSj leL;kvksa esa bPNkiwoZd lgk;rk djsA

tks esUVh ds xq.kks dh igpku dj lds rFkk
mudh leL;kvksa ds lek/kku ds fy;s lykg nsA

& tks esUVh Nk=ksa ds fodkl o t:jrksa dks izkFkfedrk ns
rFkk mi;qDr y{; fu/kkZfjr djus esa lgk;rk djsaA

tks fd ,d vPNk Jksrk ijke”kZnkrk] ns[kHkky djus okyk] izksRlkfgr
djus okyk rFkk lqyHk gksA

& tks fd vius Kku] ;ksX;rk] vuqHko rFkk gj le; bPNkiwoZd esaVh
Nk=ksa dh lgk;rk djus ds dkj.k lEekfur gksA

;fn esUVh dh la[;k vf/kd gS rks mUgas nks ;k rhu lewgksa esa foHkkftr djuk
pkfg;s rkfd izR;sd esUVh ls O;fDrxr ckrphr gks ldsaA
vius esaVh Nk=kas dks lgt eglwl djk;sA
esaVh ds fiNys vuqHkoksa dks igpkusA
esaVj ds :Ik esa Li’V :Ik ls vius jksy dks ifjHkkf’kr djsaA












s
,d f”k{kd vkSj ekxZn”kZd

leL;kvksa ds lek/kku esa lgk;d%

t:jrks dh igpku

leFkZd&

izsj.kk lzksr

igyh esUVfjax ehfVax
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Explain when & where Mentoring will take place & theirfrequency.Explain any that may be required.

Be sure that You&Mentee are clear as to you will face to
face and / or through phone, SMS, email etc. & how quickly you will
respond.
Make especially during the first few weeks, to build a
trusting relationship.
Follow up when you make a commitment; your

. If you don't respond, the Mentee will feel dejected and
disappointed.

of whatever you get from you Mentee / Mentor
interaction. LearnMentee's Strengths and build on those&help him/her to
overcomeweaknesses.
Work hard to make the relationship a by being flexible &
enjoy the experience asMentor/Mentee.

meetings
documentation

SubsequentMeetings:
how often meet

contact frequently
don't ever leave Mentee

hanging
Be appreciative

two way process
………………
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dc vkSj dgkWa esaVfjax ehfVax gksxh bldh O;k[;k djsaA
vko”;d fyf[kr izek.kksa dh O;k[;k djsaA

lqfuf”pr djsa fd vki vkSj esUVh fdruh ckj vkeus lkeus feyrs gS vkSj Qksu]
,l-,e-,l- ] bZ&esy bR;kfn ij fdruh “kh?kzrkiwoZd mRrj nsrs gSA
fo”oluh; lEcU/k cukus ds fy;s]igys dqN lIrkg rd fujUrj lEidZ esa
jgsA
;fn vki dksbZ oknk djrs gS rks mls iwjk djsA dHkh Hkh vius esUVh dks v/kj esa
er NksM+asA
;fn vki tokc ugh nsrs gS rks esUVh mnkl rFkk fujk”k eglwl djrs gSA
esUVh@esUVj ls ckrphr dh ljkguk djsA esUVh ds xq.k dks le>s vkSj mlds
}kjk detksfj;ksa ij fot; izkIr djus esa lgk;rk djsaA
nks rjQk bl lEcU/k dks yphyk cuk;s j[kus ds fy;s dfBu iz;kl djs rFkk
esUVj@ esUVh ds vuqHko dk vkuan mBk;sA









………………



7. Leave Rules
CategoryofLeaves:

Casual Leave (CL): 12 days

EarnedLeave (EL): 12 days

EL can be encashed on 30 June, i.e. the days ofcompletion ofAcademicSessions.
Duty Leave (DL):

Vacation Leave for Faculty:

GeneralLeaveRules:
No leave right

first granted
no compromised

inform pendingworkHOD

leave availed without priorintimation/approval treatedasLeaveWithoutPay.

The following leave is admissible to the Teaching/ Non-Teaching Staff at IPEMGroup ofInstitutions:-
CLwith full pay in a calendar year is admissible on pro-rata basis i.e. 1 CL per completed month of Service. CL cannot beaccumulated/combined with any other leave. It will also not be sanctioned for morethan 3days at a time.
with full pay can be earned by an employee after workingfor one calendar year from the date of his/her joining. EL is also admissible on pro-ratabasis i.e. 1 EL per completed month of Service. ELmust be got approved/sanctioned

before proceeding on EL.
For participating in Seminars/ Workshops/Examination/Evaluationduty or any other duty assigned by the Institute, shall begrantedwith full pay, onlywiththe prior approval of the Institute.

Maximum of 10 days in a calendar year, aftercompletion of one year service at the Institute. This can be availed in a staggeredmannerwhen there are no classes or other academic commitments, with prior approvalonly.This can neither be accumulated nor carried forward.

can be claimed as amatter of ; even it can be cancelled if the exigencies ofservice so demand.
Leave shall be and then only availed.

Under circumstances Teaching and/orAcademic activities will be dueto leave etc.
Itwill be sole responsibility of theApplicant to his/her to his/herHODand the of the otherDeptt., where he/she is taking classes.
Casual Leave on Phone is allowed in emergency only i.e. circumstances beyond thecontrol of the Faculty/Staff. Even in that eventually he/she must submit theApplication for approval on the very next day. If such is, it shall be














th





The HODs in the Meeting held on 08 Dec 2021, decided to add the following to theexisting paragraph of the Leave Rules, to curb the practice of Faculty/Staff availingleave in continuationof theholidays either byprefixingor suffixing the same:-
If leave is availed in continuation either by prefixing or suffixing the holidays, then theentire periodwill be treated as leave.(As amended on 8th Dec 2021)
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vkbZ-ih-bZ-,e- xzqi vkWQ bULVhV~;wV esa fuEufyf[kr vodk”k rFkk v
Lohdk;Z gSA
dStqvy yho ,d eghus esa ,d lh-,y- ds vk/kkj ij ,d o’kZ esa 12 fnu dk
lh-,y- iwjs osru ds lkFk Lohdk;Z gSA lh-,y- fdlh vU; vodk”k ds lkFk tksM+k ugh
tk ldrkA ;g ,d le; esa rhu fnu ls T;knk Hkh Lohdr̀ ugh gksxhA
vftZr vodk”k vius tksbZfuax ds ,d o’kZ ds i”pkr ,d deZpkjh 12 fnu
dk vuZ yho iwjs osru ds lkFk izkIr dj ldrk gSA bZ-,y- Hkh ,d eghus esa ,d ds
vk/kkj ij fy;k tk ldrk gSA

M;wVh yho bULVhV~;wV ls iwoZ Lohdf̀r izkIr gksus ij lsfeukj@odZ”kkWi@
ijh{kk@ewY;kadu M;wVh ;k vU; dksbZ M~;wVh tks bULVhV~;wV ls iznku dh x;h gks
mlds fy;s iwjk osru izkIr gksxkA
QSdYVh ds fy;s yEck vodk”k & bULVhV~;wV esa ,d o’kZ iwjk gksus ij] vf/kdre 10
fnu dk vodk”k ys ldrs gSA d{kk;s ;k vU; “kSf{kf.kd izfrc)rkvksa ds ugh gksus ij
iwoZ vuqefr ls bldk mi;ksx fd;k tk ldrk gSA ;g u rks tek gks ldrk gS vkSj u
gh vkxs tksM+k tk ldrk gSA

fdlh Hkh vodk”k ds vf/kdkj dk nkok ugh fd;k tk ldrk] ;fn lsok dh
vfuok;Zrk dh ekax gS rks NqV~Vh jn~n dh tk ldrh gSA
vodk”k igys Lohd̀r gksxh fQj mldk ykHk mBk;k tk;sxkA
fdlh Hkh ifjfLFkfr esa f”k{k.k rFkk “kS{kf.kd fØ;k dykiksa esa le>kSrk ugh fd;k
tk;sxkA
;g vkosnudrkZ dh Lo;a dh ftEesnkjh gksxh fd og vius ckfd dke dh lwpuk ,p-
vks-Mh- rFkk nwljs foHkkx ds tgkWa Hkh og d{kk;s ysrk gS mldks nsA
QSdYVh@LVkQ dks Qksu ij vkdfLed vodk”k dsoy vkikrdkyhu fLFkfr esa tc
ifjfLFkfr;ka QSdYVh@LVkQ ds fu;U=.k ls ijs gks nh tk ldrh gSA blds vxys
fnu mls Lohdf̀r ds fy;s vkosnu i= Hkh nsuk gksxkA

;fn vodk'k dks Nqfê;ksa ds igys ;k çR;; yxkdj yxkrkj fy;k tkrk gS] rks
iwjh vofèk dks Nqêh ds :i esa ekuk tk,xkA

“kS{kf.kd “kS{kf.kd LVkWQ
ds fy;s

bZ-,y- Lohdr̀ gksuk pkfg;sA bZ-,y- dk ykHk “kS{kf.kd
l= ds iq.kZ gksus] 30 tqqu rd izkIr fd;k tk ldrk gSA

,p-vks-Mh- dks

rkfd Nqfê;ksa dh fujarjrk esa Nqêh ysus okys
ladk; @ deZpkfj;ksa ds vH;kl dks ;k rks milxZ ;k çR;; yxkdj jksdk tk lds&













(CL)

(EL)

(DL)
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In case a leave is by a Holiday onthen theAll leave applicationsmust be the concerned .

The IPEMGroup of Institutions function on basis (Monday
to Saturday). However, are . The
Institute timings are from to 05:00pm.
All Faculty on arrival are required to sign in their DepttAttendanceRegister
and in the Bio-metric system (also while departing for the day) at the
Reception.

.

pre-fixed and /or suffixed eithersides whole period will be treated as Leave.routed through HOD
Timing,Attendance&Late coming:

six days aweek
first & third Saturdays Off-days
09:00am

Not marking attendance in the Bio-metric system will be
considered asAbsent.
In amonth, a faculty/staff will be allowed six hours period (inmultiples
of one hour to a maximum of two hours in a day), if he/she either gets
late or has to go early or has urgent work in between. Fraction of an
hourwill be treated as one full hour.All Faculty/Staff members will be
required to enter in Biometric System whenever they are coming in
and going out from the Institute (even in between or early leaving or
late coming).One canavail this faculty only once aday

………………
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vodk”k dk fnu gksus ij] ;fn vodk”k ds izkjEHk vkSj ckn esa vodk”k
fy;k tkrk gS rks iwjs le; dks NqV~Vh ds :Ik esa fy;k tk;sxkA
lkjh NqV~fV;ksa dh vthZ lEcfU/kr ,p-vks-Mh- ds }kjk gh vkxs c<kbZ tk;sxhA

vkbZ-ih-bZ-,e- xzqi vkWQ bULVhV~;w”kul ,d lIrkg esa N% fnu dk;Z djrk gSaA
¼lkseokj ls “kfuokj½ fQj Hkh igyk vkSj rhljk “kfuokj vodk”k dk fnu gSA
bULVhV~;wV dk le; izkr% 9%00 cts ls “kke 5%00cts rd dk gSA
lHkh QSdYVh fMikVZesaV ds mifLFkfr jftLVj esa gLrk{kj djsa rFkk fjlsI”ku esa
ck;kseSfVªd iz.kkyh esa vius mifLFkfr ntZ djk;s ¼fnu esa dgh ij tkus ij Hkh½
ck;kseSfVªd iz.kkyh esa mifLFkfr ekdZ u gksus dh fLFkfr esa mls vuqifLFkr ekuk
tk;sxkA
,d eghus esa QSdYVh@LVkQ dks N% ?k.Vs dk le; fn;k tk;sxkA ¼,d fnu esa
vf/kdre nks ?k.Vs½ ;fn mls nsj gks tkrh gS ;k mls tYnh tkuk gS ;k chp esa
mls fdlh t:jh dke ds fy;s tkuk gS] ,d ?kaVs esa FkksMh Hkh fHkUurk dks ,d
iwjs ?kaVs ds :Ik esa ns[kk tk;sxkA lHkh QSdYVh@LVkQ ds lnL; ds fy;s
vko”;d gS fd tc os vkrs gS rFkk tc os bULVhV~;wV ls tkrs gS rks ck;kseSfVªd
es viuh mifLFkfr ntZ djk;s ¼chp esa ;k tYnh tkrs gS ;k nsj ls vkrs gS½ ,d
O;fDr bl lqfo/kk dk ykHk ,d fnu eas dsoy ,d ckj gh mBk ldrk gSA

------------------------------












Office Manual
8. The Students













StudentsClubs:

Students Issues/Complaints

Students email&WhatsappGroup

Students'Representatives inVariousCommittees:

StudentsCentricApproach

Ragging

There are five Students Clubs viz Sports, Communication, Cultural, IT andEntrepreneur Club, which are managed by the Students underguidance/supervision of the Faculty. The Faculty must encourage every student toparticipate in atleast two clubs.:If any faculty finds out or comes to know of any student related issue/problem,he/she must apprise the concerned HOD. Any issue / problem relating toUniversities/ Smaj Kalyan Vibhag must be pursued with the Registrar's Office.Any Fees related issue has to be dealt through the HODs only but pursuation withthe students is the responsibility of the Faculty. Any discipline issues must bemade known to the HOD,who if considered necessary could request for referenceto theProctorial Board. :Each course has a separate group, through whom all notification, notes,assignments and all othermessages are sent. The faculty teaching theClass shouldbecome amember of that group, through the Faculty Class Coordinator- whowillbe theGroupAdmin.WhatsappGroupswill invariably beBroadcastGroups.
In almost all the Committees for various Standing Committees like T&PCommittee, Students Clubs and Committees specifically constituted for variousscholastic- non-scholastic events, the Students' Representative are included.:The Students are the biggest stake holders in the teaching-learning process, as theygive the most valuable years of their life for education & building a career, forwhich their parents pay the fees. Also, it is their word of mouth publicity whichbuilds the image / brand name of the Institute and hence for the faculty, not onlythe teaching-learning but everything else whether Value Added/Soft orCommunication Skills programmes/ Activities/ Seminars/Workshops/ GuestLectures&Cultural /Social activities etc have to be student-centric.:It is strictly banned in terms of theUniversity/SupremeCourt guidelines&must beensured by the Faculty.
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Nk= Dyc ikWap gS tSls LiksVZ] de;wfuds”ku] dypjy ] vkbZ Vh vkSj ,UVjizksuksj
Dyc tks fd QSdYVh ds funsZ”ku @ns[kjs[k esa Nk=ksa }kjk pyk;k tkrk gSA QSdYVh
izR;sd Nk= dks de ls de nks Dyc esa Hkkx ysus ds fy;s izsfjr djsaA

;fn dksbZ QSdYVh fdlh Nk= ls lEcfU/kr eqnns@leL;kvksa dks ls ifjfpr gksrk gS rks mls
lEcfU/kr eqnns@leL;kvks a dks ,p-vks-Mh- ds ikl j[kuk pkfg;sA
fo”ofo|ky;@lektdY;k.k foHkkx ls lEcfU/kr leL;kvksa dks jftLVªkj vkWfQl }kjk
lqy>k;k tkuk pkfg;sA Qhl ls lEcfU/kr eqnnks dks ,p-vks-Mh- }kjk gh lqy>k;k tkuk
pkfg;s ijUrq fo|kFkhZ dks blds fy;s le>kus&cq>kus dh ftEesnkjh QSdYVh dh gSA
vuq”kklu ls lEcfU/kr eqnnksa dh tkudkjh ,p-vks-Mh- dks gksuh pkfg;s ftlls fd ;fn og
vko”;d le>s rks izksDVksfj;y cksMZ dks bldh tkudkjh nsA

lHkh dkslZ dk ,d vyx bZ&esy xzqi gS ftlls lHkh lwpuk] uksVl] ,lkbuesaV vkSj nwljs
lans”k Hksts tkrs gSA QSdYVh tks d{kk;s ysrh gS os ml xzqi ds lnL; gksrs gS rFkk QSdYVh
Dykl dksfMZusVj mldk xzqi ,Mfeu gksxk] OgkVlsi xzqi vfuok;Z :Ik ls czksMdkLV xzqi
gksxkA

izk;% lHkh LFkk;h lfefr;ksa tSls Vh ,.M ih lfefr] Nk= Dyc vkSj “kSf{kf.kd rFkk
xSj&”kSf{kf.kd izfr;ksfxrk djkus ds fy;s Nk= izfrfuf/k dks “kkfey fd;k tkrk gSA

f”k{k.k rFkk lh[kus dh izfØ;k esa Nk= lcls cM+s lk>snkj gksrs gS] D;ksfd os viuh f”k{kk rFkk
dSfj;j cukus ds fy;s vius thou ds lcls dherh o’kZ nsrs gS ftlds fy;s muds
ekrk&firk Qhl nsrs gSA blds vykok ;g muds eqWag ls izpkj gS tks bULVhV~;wV ds
Nfo@czkaM ds uke dk fuekZ.k djrk gS vkSj blhfy;s QSdYVh ds fy;s dsoy f”k{k.k gh ugh
cfYd osY;w ,MsM @lapkj dkS”ky izksxzke@xfrfof/ka;k@lsfeukj@odZ”kkWi@xsLV ysDpj
rFkk lkaLd̀frd@ lkekftd xfrfof/k;ksa vkfn dks Nk= dsfUnzr djuk pkfg;sA

;qfuoflZVh@lqizhe dksVZ ds xkbMykbZUl ds vuqlkj jSfxax izfrcaf/kr gS rFkk QSdYVh }kjk
bls fuf”pr fd;k tkuk pkfg;sA

Nk=kas dk bZ&esy vkSj OgkVlsi xzqi&
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Discipline andStudies:

AdministrativeAspects:

Attendance,Appearing inSessionals, SubmittingAssignments

FEES:
Registration Fee not refundable

Full Fee for the Academic year
as notified

Online Pay U Money
Demand Draft/Pay Orders

strike-off
re-admission

The IPEM is known for its good discipline, where parents feel safe to send theirwards and the other being the seriousness & regularity of conducting the Classes(Scholastic- Non-scholastic). The Faculty are expected to not only keep up thesetwo aspects but further improve them. Every Class has one boy & one girl as ClassRepresentative (CR).
Wearing of Uniforms, Carrying of ID Cards, Proper sitting in the Class Rooms/Labs, Not usingMobiles, regularity inAttending the Classes, maintain Decorum&Conduct in theCampus etc, have to be ensured by the faculty. :The Faculty must make the Students aware of all these with respect to the subject,they are teaching and ensure 100% implementation.
The once paid will be or adjustable in any case
The academic fee once paid shall not be refundable after the commencement of
classes.
A Student is required to pay prescribed for the
Course / Programme by the Institute and also any other fee such as Annual
Registration Fees, Examination Fee/Late Fee etc by the Institute from
time to time.
The Fee is to be paid (through option at IPEMWebsite) or
through Paytm using Debit/Credit/Net Banking or by
or as notified from time to time only, in favour of "Institute of Professional
Excellence & Management, GhazIabad” payable at Ghaziabad. No fee will be
accepted byCheque/Cash.
In case of non payment of Fee by the due date, the Student is liable to pay the late fees
as decided by the Institute.
The Examination Forms of a Student will be received by the Institute only if he/she
has obtained NO DUES/ Clearance from the Accounts Section, Library and the
Course Coordinator. Where the Examination forms are directly submitted to the
University and if the fees is not paid in time then name of such students are informed
for being detained and they must not be allowed to appear in the University
Examination.
In case a Student does not pay the Fee by due date with late fees, the institute will
have the right to his/her name off the Institute's roll list and the Student
will be leftwith no option but to seek (only if the Institute permits).
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vkbZ-ih-bZ-,e- vPNs vuq”kklu ds fy;s tkuk tkrk gS ftlesa ekrk&firk vius cPpksa
dks Hkst dj lqjf{kr eglwl djrs gS rFkk tgkW “kSf{kd rFkk v”kSf{kd dk;ksZ dks
xEHkhjrkiwoZd vkSj fu;fer :Ik ls fd;k tkrk gSA
QSdYVh dks dsoy bu nks i{kksa dks gh ugh cfYd vkxs lq/kkj dh vksj Hkh /;ku nsuk
pkfg;sA izR;sd d{kk esa ,d Nk= rFkk ,d Nk=k d{kk ds izfrfuf/k gksrs gSA

;wfuQkeZ ] vkbZ dkMZ iguuk] d{kk@ySc esa mfpr rjhds ls cSBuk] eksckbZy dk
iz;ksx u djuk d{kk esa mifLFkfr esa fujUrjrk] dSEil esa f”k’Vkpkj rFkk vkpj.k
dks cuk;s j[kuk bR;kfn QSdYVh ds }kjk lqfuf”pr fd;k tkuk pkfg;sA
mifLFkfr] ls”kuy esa mifLFkfr] ,lkbuesaV tek djuk bu lc ds ckjs esa QSdYVh
Nk=ksa dks viuss fo’k; esa tkudkjh ns rFkk 100 izfr”kr dk;kZUo;u lqfuf”pr djsaA

,d ckj Hkqxrku fd;k gqvk jftLVªs”ku Qhl fdlh Hkh fLFkfr esa okil rFkk
lek;ksftr ugh gksxkA ,d ckj Hkqxrku fd;k x;k “kSf{kd Qhl d{kk izkjEHk gksus
ij okil ugh fd;k tk;sxkA
bULVhV~;wV ds izksxzke@”kSf{kd o’kZ esa dkslZ ds fy;s fu/kkZfjr Qhl rFkk blds
vykok nwljs Qhl@Qkbu tSls okf’kZd jftLVªs”ku Qhl] ijh{kk Qhl@ysV Qhl
bR;kfn tks le;&le; ij lqfpr fd;k tkrk gS dk Hkqxrku Nk= ds }kjk fd;k
tkuk vko”;d gSA
vkbZ-ih-bZ-,e- dh osclkbZV ij is-;w- euh }kjk ;k is-Vh-,e- @MsfcV@ ØsfMV@ usV
cSafdax ;k fMekaM Mªk¶V@ is vkMZj bULVhV;wV vkWQ izksQs”kuy ,Dlhysal ,.M
esustesaV xkft;kckn ds i{k esa ns; gksxkA dksbZ Qhl pSd@dS”k esa Lohdkj ugh dh
tk;sxhA
fu/kkZfjr rkjh[k rd Qhl dk Hkqxrku ugh fd;s tkus dh fLFkfr esa Nk= bULVhV;wV
}kjk fu/kkZfjr foyEc Qhl dk Hkqxrku djus ds fy;s ftEesnkj gksxkA
Nk= dk ijh{kk QkeZ bULVhV~;wV }kjk rc rd ugha fy;k tk;sxk tc rd Nk=
,dkmVal lsD”ku] ykbZczsjh rFkk dkslZ dksfMZusVj ls uks M;wt @Dyh;jsal QkeZ ugh
izkIr dj ysrkA
bULVhV~;wV ds ikl vf/kdkj gS fd Nk= }kjk fu/kkZfjr rkjh[k rd foyEc Qhl ugh
fn;s tkus dh fLFkfr esa Nk= dk uke bULVhV~;wV ds jksy fyLV ls dkVk tk ldrk
gS vkSj Nk= dks fQj ls izos”k ysus ds vykok dksbZ fodYi ugh jgsxk ¼;fn

½A

(CR)

bULVhV~;wV vkKk nsrk gS rks
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AnyFeesConcession, permission to pay in installments is only applicable for thefirst year. During the subsequent years the fees have to be paid beforeof the Session i.e., by 10 July. after thedue datewill be entertained.
In case of / Cancellation of an admission

for the academic session / course, No . Only the
caution money/security deposit shall be returned on completion of the Course
and producing theOriginalReceipt.All other Fee/Amountwill be forfeited.
The Caution Money / Security Deposit included in the Fee, will be refundableonly the University and on producing thefollowing documents in original:-\
Original Fee Receipt (in which caution money/ security deposit was paid by thestudent)
NO DUES / CLEARANCE from the respective Department, Computer lab,Library, Hostel & Accounts etc and on surrender of I-card, Lab card, Librarycard to the InstituteThe Caution Money/Security Deposit will not be refunded in case the OriginalReceipt is lost.

The Universities have made a minimum of as in
each semester/term/year, therefore a Student must maintain a minimum of 75%
attendance in each semester/term/year.
A student will not be allowed to appear in the First/Second Sessional /Make Up
Test and University Examination if his/her attendance is less than 75% till the
dates of the Sessional /University examination of that Semester.

Each student is expected to maintain a very high standard of discipline and show
and be courteous to fellow students. The

following pointsmust be noted for strict compliance by theStudent(s):-

commencement NoWaiver of late fees

Withdrawal after commencement of
Classes fees is refundable

after receiving the Degree from

ATTENDANCE:
75% attendance mandatory

DISCIPLINE:
respect to teachers, staff, seniors
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dksbZ Hkh Qhl esa NwV] fd”rksa esa Hkqxrku djus dh vuqefr dsoy igys o’kZ ds fy;s ykxw
gksrh gSA ckn ds o’kksZ ds nkSjku Qhl dk Hkqxrku l= ds “kq: gksus ls igys 10 tqykbZ
rd fd;k tkuk pkfg;s] fu/kkZfjr rkjh[k ds ckn foyac “kqYd esa dksbZ NwV ugh nh
tk;sxhA
“kS{kf.kd l=@ikB~;Øe ds fy;s d{kk;s “kq: gksus ds ckn fdlh nkf[kys dks okil
ysus@ jn~n djus ds ekeys esa] dksbZ “kqYd okil ugh fd;k tkrk gSA ikB~;Øe ds iwjk
gksus vkSj ewy jlhn dks izkIr djus ij dsoy dkW”ku euh@flD;ksfjVh fMikftV okil
fd;k tk;sxkA
vU; lHkh “kqYd jkf”k tCr dj yh tk;sxhA
dkW”ku euh@flD;ksfjVh fMikWftV tksfd Qhl esa gh “kkfey gksrh gS rHkh okil fd;k
tk;sxk tc fo”ofo|ky; ls fMxzh fey tkrh rFkk fuEu MksD;wesaV ewy :Ik esa nh tkrh
gSA
eq[; “kqYd jlhn ¼ftlesa Nk= }kjk pqdk;k x;k dkW”ku euh@flD;ksfjVh fMikftV
gksrk gSA
lacaf/kr foHkkx] dEI;wVj ySc] ykbczsjh ] gkWLVy vksj vdkmaVl vkfn ls uks
M;wt@Dyh;jsal rFkk vkbZ dkMZ] ySc dkMZ] ykbZczsjh dkMZ bULVhV~;wV dks ljsaMj
djuk vko”;d gSA
ewy jlhn ds [kks tkus ij dkW”ku euh@flD;ksfjVh fMikftV okil ugh fd;k
tk;sxkA

fo”ofo|ky;ksa us izR;sd lsesLVj@VeZ@o’kZ esa U;wure 75 izfr”kr mifLFkr vfuok;Z
dj nh gS blhfy;s ,d Nk= dks izR;sd lsesLVj@VeZ@o’kZ esa U;wure 75 izfr”kr
mifLFkr cuk;s j[kuk pkfg;sA
fdlh Nk= dks izFke@f}rh; ls”kuy@esdvi VsLV vkSj fo”ofo|ky; ijh{kk esa
mifLFkr gksus dh vuqefr ugh nh tk;sxh ;fn mls ls”kuy@;wfuoflZVh ijh{kk dh
rkjh[kksa rd mldh mifLFkfr 75 izfr”kr ls de gSA

izR;sd Nk= ls vis{kk dh tkrh gS fd og cgqr gh mPp Lrj dk vuq”kklu cuk;s j[ks
vkSj f”k{kdksa] deZpkfj;ksa ] cM+ksa dks lEeku djsa rFkk lkFkh Nk=ksa ds izfr fouez cusA
fuEufyf[kr fcUnqvksa dks Nk= }kjk l[r vuqikyu ds fy;s uksV fd;k tkuk pkfg,&



Office Manual














As per the Supreme Court's order, in and
around the Campus and Hostel. Any Student found indulging in ragging,
will be immediately suspended& further action initiated.

Ragging is strictly banned

Smoking alcohol/drugs prohibited

Institute actionmisconduct

not associationany unlawful organization.
NOT become a member

withoutpriorapproval
Police/ Media
Police/ Judicial

immediately

UNIFORM:
allowed

only if he/she iswearing the properuniform.

IDENTITYCARD:

………………

and intake of etc is strictly in andaround the campus of the Institute and Hostel.
The may take any disciplinary against a Student, incase of any or misbehavior with the faculty, staff, seniors,and colleagues. The decision of the institute will be final and binding inall such matters.
A Student will have any , whether active or passive with
Student will of any political party / organization

of the institute.
No Student is authorized to call at Campus under any
circumstanceswithout prior Information to the institute authorities.
If any Student gets involved in any matter he/she must
report the same to the Institute .

There is a prescribed uniform for all students of the Institute for summer
and winter.A student will be entry in the campus of the Institute,

Every Students will be issued an identity Card by the Institute, which
he/she must wear at all terms while at the Institute and wherever sent for
any officialwork/engagement outside the Institute.
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lqizhe dksVZ ds vkns”kkuqlkj dSail vkSj gkWLVy ds vklikl jSfxax ij l[r
izfrca/k gSA
dksbZ Hkh Nk= jSfxax esa ik;k x;k rks mls rqjUr fuyafcr dj fn;k tk;sxk vkSj vkxs dh
dkjZokbZ “kq: dh tk;sxhA
baLVhV;wV vkSj gkWLVy ds ifjlj esa vkSj vkl&ikl “kjkc@MªXl vkfn dk /kqeziku
vkSj lsou iw.kZ :i ls izfrcaf/kr gSA
QSdYVh] LVkQ] cM+ksa ls vkSj lkfFk;ksa ds lkFk fdlh Hkh nqO;Zogkj ;k nqO;Zogkj ds
ekeyksa eas bULVhV~;wV Nk= ds f[kykQ dksbZ Hkh vuq”kklukRed dk;Zokgh dj ldrk
gSA bULVhV~;wV dk fu.kZ; ,sls lHkh ekeyksa esa vfUre vkSj ck/;dkjh gksxkA
,d Nk= dk dksbZ la?k ugh gksxk] pkgs og fdlh Hkh xSjdkuwuh laxBu ds lkFk lfØ;
;k fuf’Ø; :Ik esa gksA
Nk= bULVhV~;wV dh iwoZ Lohdf̀r ds fcuk fdlh Hkh jktuhfrd ny@laxBu dk
lnL; ugh cusxkA
fdlh Hkh Nk= dks fdlh Hkh ifjfLFkfr esa bULVhV~;wV ds vf/kdkfj;ksa dh iwoZ lwpuk ds
fcuk dSail esa iqfyl@ehfM;k dks dkWy djus dk vf/kdkj ugha gSA
;fn dksbZ Hkh Nk= fdlh Hkh iqfyl@U;kf;d ekeys esa “kkfey gks tkrk gS] rks mls
bULVhV~;wV dks rqjar fjiksVZ djuk pkfg;sA

bULVhV~;wV ds lHkh Nk=ksa ds fy;s xfeZ;ksa vkSj lfnZ;ksa ds fy;s ,d fu/kkZfjr ;qfuQkeZ
gSA ,d Nk= dks bULVhV~;wV ds ifjlj esa izos”k dh vuqefr dsoy mfpr ;wfuQkeZ
igus gq;s gksus ij gh nh tk;sxhA

izR;sd Nk= dks bULVhV~;wV }kjk ,d igpku i= tkjh fd;k tk;sxk] ftls bULVhV~;wV
esa rFkk bULVhV~;wV ds ckgj fdlh Hkh vkWfQf”k;y dk;Z ds fy;s tc Hkstk tk;sxk] mls
iguuk gksxkA

---------------------------
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9 .The Library














Issue / Return not during Class Hours.
Library

Cards
upkeep / maintenance

return
within stipulated time fine

not allow any other student/person
Student responsible safe custody
books

damage
………………

of Books will be allowed
The Faculty/Staff / Students will be issued Books against the

issued to them.
The Library will be responsible for of Books/
Journals& all other assets in theLibrary.
A Student shall the books borrowed by him / her to the Library

the period.A will have to be paid if he/she fails
to abide by the rules of theLibrary.
AStudent shall to get any book issued
from theLibrary on his/her card.
A shall be solely and entirely for the of
the that are issued against his/her name/card.
AStudent shall notmutilate or cause any to the library books or any
other readingmaterial.
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fdrkcksa ds b”;w@ykSVkus dh vuqefr d{kk ds le; esa ugh gksxhA
QSdYVh@LVkQ@Nk=ksa dks iqLrdky; dkMZ ds ek/;e ls fdrkcs b”;w dh
tk;sxhA
ykbZczsjh esa fdrkcksa@if=dkvksa vkSj vU; lHkh lEifRr;ksa ds j[kj[kko ds fy;s
iqLrdky; ftEesnkj gksxkA
Nk= fu/kkZfjr le; ds Hkhrj ykbZczsjh esa mlds }kjk yh xbZ iqLrdksa dks ykSVk
nsxkA ykbZczsjh ds fu;eksa dk ikyu u djus ij Qkbu nsuk gksxkA
Nk= vius dkMZ ij fdlh vU; Nk=@O;fDr dks ykbZczsjh ls tkjh fdlh Hkh
iqLrd dks izkIr djus dh vuqefr ugh nsxkA
Nk= vius uke@dkMZ ds }kjk tkjh gksus okyh fdrkcksa dks lqjf{kr j[kus ds
fy;s iwjh rjg ls ftEesnkj gksxkA
Nk= ykbZczsjh dh fdrkcksa ;k vU; iBu lkexzh dks uqdlku ugh igqWapk;sxkA








………………
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10.The Registrar's Office

Duties andResponsibilities:
Tabulation

Affiliation Records Faculty Approvals
Examination Forms
Examination Bills

PracticalExams
Notifications

records of Faculty
Distribution&Degrees

TimeKeeping Faculty andStaff

Meetings ManagingCommittees
Liason AKTU, CCSU, Smaj

Kalyan, NCTE,BCI,DIET




















Keeping a record of theAdminRegisters, Register, Roll list etc.
Preparation & Maintenance of ,
andTime toTimeRenewals and filing of fees.
Preparation& filing of , Samaj Kalyan Kendra forms
&Maintaining of allRecords.
Compiling & filing of for Theory exams & Practical
Exams.
Contacting theExaminers& freezing of dates for .
To apprise the HODs, DG, DeanAcademics regarding the of
theAffiliating&Approving bodies&Maintaining their records.
Maintenance of &StaffAppointments.
Marksheets .

of .
Maintain of Minutes of Meetings of HOD Meeting , Deptt. Meetings &
AdvisoryBoardMeetings.
Holding the of the and other such bodies
of theSociety/Institute andMaintaining theirRecords.
Maintaining with and pursue cases with

AICTE, and ensure timely compliance.
………………..
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,Mfeu jftLVj@VSC;wys”ku jftLVj] jksy fyLV vkfn dk fjdkMZ j[kukA
lac) fjdkMZl dh rS;kjh vkSj j[kj[kko] QSdYVh ,izqoy vkSj le;&le; ij
uohuhdj.k rFkk Qhl HkjukA
ijh{kk QkeZ rS;kj djuk vkSj Hkjuk] lekt dY;k.k dsUnz QkeZ rFkk lHkh
fjdkMZ dk j[k&j[kkoA
F;ksjh ijh{kk vkSj izSfDVdy ijh{kk ds fy;s fcy dks bdVBk djuk vkSj
QkbZfyaxA
ijh{kdksa ls lEidZ djuk vkSj izSfDVdy ijh{kk ds fy;s rkjh[kksa dks fu/kkZfjr
djukA
lac)rk vkSj vuqeksnu fudk;ksa dh lwpuk vkSj muds fjdkMZ dks cuk;s j[kus ds
ckjs esa ,p-vks-Mh- Mk;jsDVj tujy rFkk Mhu ,dkMfeDl dks lwfpr djukA
QSdYVh vkSj LVkQ dh fu;qfDr;ksa ds fjdkMZ dk j[k&j[kko
ekdZ”khV vkSj fMxzh dk forj.kA
QSdYVh vkSj LVkQ ds vkus vkSj tkus ds le; dh tkudkjh j[kukA
,p-vks-Mh- ehVhax] fMikVZesUV ehfVax rFkk ,Mokbtjh cksMZ ehfVax ds dk;Z
fooj.k dk j[k&j[kkoA
bULVhV~;wV dh izca/k lfefr;ksa vkSj ,slh vU; lfefr;ksa dh ehfVax vk;ksftr
djuk vkSj muds fjdkMZ dk j[k&j[kkoA
,-ds-Vh-;w-] lh-lh-,l-;w-] lekt dY;k.k] ,-vkbZ-lh-Vh-bZ-] ,u-lh-Vh-bZ-] ch-lh-
vkbZ- rFkk Mk;V ds lkFk ekeyksa dks vkxs c<+kus vkSj le; ij ikyu lqfuf”pr
djukA










………………
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11.The Administrative Office

Duties andResponsibilities:
Security HousekeepingCafeteria

Repair&Maintenance
Liasoning

Bill Payment
events

Insurance Building Assets&Vehicles of Institutes.
Check Contractors

Class IVemployees
rounds

Calls PR line & Mobiles & Regular records














Responsible for Service, Service &Faculty/Stafflunch in .
Institutional .

with PoliceDeptt., NagarNigam,ElectricityDeptt.&UPSIDC.
Purchase& of allVendors.
Organizing of variousDeptts/Clubs.

of , other
Keeping a on all .
Monitoring,Hiring&DutyAllotment of all .
Regular in all Departments, Classrooms, Toilets in all Buildings for
upkeep,maintenance and repairs.
Keep a check on on for
Payments.

………………..
 Run the InstituteBus service andmonitor the same.
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drZO; vkSj ftEesnkfj;k&
lqj{kk lsok] gkmldhihax lsok vkSj dSQsVsfj;k ds fy;s ftEesnkjA
laLFkkxr ejEer vkSj j[kj[kkoA
iqfyl foHkkx] uxj fuxe] fctyh foHkkx vkSj ;w-ih-,l-vkbZ-Mh-lh- ds lkFk
laca/kA
lHkh foØsrkvksa dh [kjhn vkSj fcy HkqxrkuA
fofHkUu foHkkxksa@Dycksa ds vk;kstuA
Hkou] vU; laifRr;ksa vkSj bULVhV~;wV ds okgu dk chekA
lHkh Bsdsnkjksa ij utj j[kukA
lHkh prqFkZ Js.kh deZpkfj;ksa dh fuxjkuh] fdjk;s ij j[kuk vkSj M;wVh dk
cVokjkA
lHkh fMikVZesaV] d{kkvksa] “kkSpky;ksa esa j[k&j[kko vkSj ejEer ds fy;s fu;fer
jkmaMA
ih-vkj- ykbu ij dkWy vkSj eksckby rFkk Hkqxrku ds fy;s fu;fer fjdkMZ ij
utj j[kukA






………………..
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www.ipemgzb.ac.in

12. The Reception
















The Reception Area should always be very , with alllights/fans in working and furniture kept properly in an orderly mannerand properly dusted.
The Reception Desk should be organized, so that it gives a very

. All Registers, Documents, Items should be displayed/
kept properly.
The should always be in proper

.
Sufficient / InstituteNewsletter/ Brochures etc should be
kept near the of theReception.
All should be Welcomed with a smile, to feel
and provided any assistance that theymayneed. If anymeetings is required
to be arranged, that alsomust be done.
Reception will receive/make all from outside/inside the Institute and
take actions on as required basis. Politeness should be the keyword in all
conversations.
Ensure that the Projector/ Display (electronic and manual) of
whatever is required.
Carry out given by the authorities of the
Institute.

neat and clean

professional look
Computers, Digital Display working

order
ReadingMaterial

sitting area
Visitors made comfortable

calls

display
any other orders/ instructions

………………
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fjlsI”ku ,fj;k ges”kk cgqr lkQ&lwFkjk gksuk pkfg;s] ftlesa lHkh ykbZV]
ia[ks Bhd gks rFkk QuhZpj Bhd Bax ls O;ofLFkr rjhds ls j[ks gks vkSj
lkQ lqFkjs gksA
fjlsI”ku MsLd O;ofLFkr gksuk pkfg,] rkfd ;g ,d izksQs”kuy rjhds esa fn[ksA
lHkh jftLVj] MksD;wesaV vkbZVe Bhd ls iznf”kZr@ j[ks tkus pkfg;sA
dEI;wVj] fMthVy fMLIys ges”kk dke djus okyh gkyr eas gksA
fjlsI”ku ds cSBus dh txg ds ikl i;kZIr iBu lkexzh@ bULVhV~;wV U;wt
ysVj@czks”kj vkfn dks j[kk tkuk pkfg;sA
lHkh vkxarqdks dk ,d eqLdjkgV ds lkFk Lokxr fd;k tkuk pkfg;sA esM dks
lgt eglwl djk;s rFkk mudh vko”;drkuqlkj fdlh Hkh rjg dh lgk;rk
iznku dh tk ldrh gS] ;fn fdlh ehfVax dh O;oLFkk djuk vko”;d gS rks
og Hkh fd;k tkuk pkfg;sA
fjlsI”ku bULVhV~;wV ds ckgj@vanj ls lHkh dkWy Lohdkj djsxk vkSj
vko”;d vk/kkj ij dkjZokbZ djsxkA lHkh ckrphr esa fouezrk dk /;ku j[kk
tkuk pkfg;sA
izkstsDVj@ fMLIys ¼bysDVªkWfud vkSj eSuqvy½ tks dqN Hkh vko”;d gS mldk
izn”kZu gksA
bULVhV;wV ds vf/kdkfj;ksa }kjk fn;s x;s fdlh vU; vkns”k@funsZ”kks dk
ikyu djukA










………………..
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13. The Admission Committee


























To constitute the Centralized Admission Committee comprising ofof each Departmentand .AdmissionMembers ofAdmissionCellRepresentative of eachDepartmentTheCommittee shall beThe of theCommittee are toworkout:-for admissions in various coursesFixation of , &to schools to counsel the students&collection of the data of studentsConduct for school students & build a rapport with Teachers,
Principals& also studentsin SchoolsDuring theAdmissionWork outPrepare the for promotionsto be printedMaintain the of Inquiries/Admissionsthewalk-ins for better conversionsToupkeep the stock ofPreparation oftheStudent data andmaintain recordsTo contact the and keep on recordsAfter completion of admission process, present a of admissions on
desired formatDisburse the consultancies to consultants after realization of admission fee

Manager
includingCounselors,Tele-callers

…………………..

Convener, Co-convener, Faculty RepresentativesCounsellors

functional throughout the yearObjectivesStrategies&plansFees Structures ConcessionPolicies BudgetsVisits Activities
Presentations Season/PeriodAdvertisement/Promotional plansbudgetsLiteratures recordCounseling AdmissionmaterialAdmissionReportContact consultants a track report
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lsUVªykbTM ,Mfe”ku deSVh ds xBu esa duosuj ] dks&duosuj] izR;sd
foHkkx ds QSdYVh vkSj dkmalyj “kkfey gksrs gSA
,Mfe”ku fMikVZesaV ds izeq[k
,Mfe”ku lsy ds lnL;
izR;sd foHkkx ds izfrfuf/k
deSVh o’kZHkj dk;Z”khy jgsxhA

fofHkUu ikB~;Øeksa eas izos”k ds fy;s j.kuhfr;kWa vkSj ;kstuk;sa
Qhl lajpukvkas] NwV dh uhfr;ka vksj ctV dk fu/kkZj.k
Nk=ksa ds ijke”kZ ds fy;s Ldwyksa eas tkuk rFkk Nk=ksa ds MsVk dk laxzg
Ldwy ds Nk=ksa ds fy;s xfrfof/k;ksa dk lapkyu vkSj f”k{kdksa] fizafliy vkSj
Nk=ks ds lkFk ,d laca/k cukukA
Ldwyksa esa izstsuVs”ku
,Mfe”ku ls”ku@vof/k esa foKkiu@izpkj ;kstuk rS;kj djukA
izpkj ds fy;s ctV rS;kj djuk
iqLrds fizaV djokuk
iwNrkN@izos”k ds fjdkMZ dks cuk;s j[kuk
ckrphr dks izHkko”kkyh cukus ds fy;s okWd&bu dh dkmalfyaxA
izos”k lkexzh dk fjdkMZ j[kukA
izos”k fjiksVZ rS;kj djukA
Nk= MsVk ls laEidZ vkSj fjdkMZ cuk;s j[kukA
lykgdkj ls lEidZ rFkk fjdkMZ ij utj j[kukA
izos”k izfØ;k ds iwjk gksus ds ckn okafNr izk:Ik ij ,Mfe”ku dh fjiksVZ is”k
djukA






,Mfe”ku Qhl dh izkfIr ds ckn dUlyVSaV dks lykg ;k ijke”kZ nsus
dh dher nsukA


………………..
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14. Fee Concession Policy for our Faculty/Staff members
& their Blood Relations (Real Brother/Sister, Son/Daughter,
Spouse, Parents)

MBA/MCABBA/BCA
/BALLB/B.Com. LLB/B.Com :50% in the First Year/Lateral Entry

& Rs. 5000/- in Subsequent years.
B.Ed./BTC :Rs. 7000/- in the First Year &

Rs. 5000/- in the Subsequent Second
Years.

LLB :Rs. 10000/- in the First Year &
Rs. 5000/- in the Subsequent Years

:: LOCATION MAP ::

MAP NOT TO SCALE

ElectronicCity (Noida)

IPEM
Anand ViharBus Stand

GazipurChowk U.P. Gate

Dabur

Shipra Mall

GhaziabadRly. Stn.

Sector-62Noida

FromNizamuddinBridge 7km
To Moradabad

Lal Quan

.........
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.........

,e-ch-,-@,e-lh-,-@ch-ch-,-@
ch-lh-,-
ch-,-,y-,y-ch-@ch-dkWe- ,y-,y-
ch-@ch-dkWe

izFke o’kZ esa 50 izfr”kr@
:- 5000@&ysVjy ,UVªh@ ckn ds
o’kksZ esa

ch-,M- @Mh-,y-,M- :- 7000@& izFke o’kZ esa vkSj
:-5000@& f}rh; o’kZ esaA

,y-,y-ch- :- 10000@& izFke o’kZ esa vkSj
:-5000@& ckn ds o’kZ esaA
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www.ipemgzb.ac.in
A-13/1, S.S.G.T. Road Industrial Area, NH-24,Ghaziabad-201010

:: LOCATION MAP ::

MAP NOT TO SCALE

ElectronicCity (Noida)

IPEM
Anand ViharBus Stand

GazipurChowk U.P. Gate

Dabur

Shipra Mall

GhaziabadRly. Stn.

Sector-62Noida

FromNizamuddinBridge 7km
To Moradabad

Lal Quan




