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 To update policies and practices for achieving excellence 

Scope of Institutional Quality Assurance Policy (IQAP): 

The quality policy disseminates a detailed account of the quality parameters and philosophy of the college. Policy 

defines various aspects of quality assurance, importance of planning, self-evaluation, and constant improvement 

with respect to academic, administration and research.  Policy provides benchmarking which is a valuable tool in 

the monitoring and improvement of quality. Based on the policy a quality manual shall be drafted which need to 

be updated through changes or additions, approved periodically.  This entire process is dynamic and imparts 

quality consciousness. 

Goals of IQAP: 

Imparting quality culture in all the stake holders. 

Securing quality accreditations like ISO, NAAC and NABL 

Securing recognition from Department of Scientific and Industrial Research for research center. 

Internal Quality Assurance Cell (IQAC): 

IQAC of Padmashree Institute of Management and Sciences is the authorized statuary body to implement 

quality policies and procedures defined. IQAC shall be constituted as per the guidelines provided by NAAC.  

Composition of the IQAC: 

IQAC may be constituted under the Chairmanship of the Head of the institution with heads of important 

academic and administrative units and a few teachers and a few distinguished educationists and representatives 

of local management and stakeholders. 

The composition of the IQAC may be as follows: 

1. Chairperson: Head of the Institution 

2. Teachers to represent all level (Three to eight) 

3. One member from the Management 

4. Few Senior administrative officers 

5. One nominee each from local society, Students and Alumni 

6. One nominee each from Employers /Industrialists/Stakeholders 

7. One of the senior teachers as the coordinator/Director of the IQAC      

Quality policy of Administration  

Administration shall be decentralized and categorized into various cells and committees. HR cell shall be 

governed by HR policy with all the quality benchmarks defined by IQAC. For efficient governance institution 

shall constitute ICT cell governed by E-governance policy. This policy shall explain the roles of those with 

maintaining, operating, and overseeing Institution e-resources. Hostel coordination cell shall be responsible for  
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Annexure - 1 

OFFER OF APPOINTMENT 

Date:  

To 

 

 

 

Dear Dr.  

 

  Pursuant to the discussion we had with you, we are glad to offer you that, you are appointed 

as Assistant Professor at Padmashree Institute of Management & sciences, Bangalore. The terms and 

conditions laid out here are as follows:  

We look forward to a long and meaningful association with you and strongly believe that you have the 

necessary skills required to be a part of Padmashree Institute of Management & Sciences. 

1. Position & Grade:  Assistant Professor 

 

2. Documents to be submitted:  The appointment is with effect from _____________, and on such 

date you are required to furnish the following documents to the Institute.  

 

Photocopies of Professional Qualifications. 

Photocopy of relieving letter from the last employer. 

Experience certificate. 

Proof of age. 

Proof of address. 

5 passport size photographs. 

 

3. Commencement of Employment:  Your employment with the Institute shall be deemed to have   

commenced on the reporting day and shall continue unless terminated earlier by the Institute. 

Once your services are confirmed after probationary period, your employment will continue until  

management decides to terminate. 

4. Probation:  You will be on probation for a period of 12 months from the effective date of joining 

and the same may be extended or waived, at the sole direction of the Institute.  Your performance 

will be reviewed after 12 months from the date of your joining.  The Institute reserves the right to 

terminate your services without notice or compensation, should you fail to satisfy the Institute’s 

requirements. 

a. Confirmation:  On successful completion of probation or any extension thereof, you may 

be confirmed in the services of the Institute.  Confirmation shall take effect only upon the 

issue of confirmation letter and from the date given in the letter, otherwise you will be 

deemed to be under probation.  Your employment will be subject to termination by sixty 

days’ notice on either side.   
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b. Scope:  You will be required to devote all your working time to your employment with the 

Institute and shall not engage in other employment or business, without the written consent 

of the principal which would prevent you from devoting all or part of your working time 

and resources to your duties to the Institute not withstanding whether the same is with or 

without consideration.  Additional inter-college duties will be confined within the total 

work hours assigned as per the position and therefore no additional remuneration will be 

paid for the same.  Since, your duties include academic support to students, class co-

ordination and other academic preparations during off-teaching hours.  

 

5. Dress code:  Even though a strict dress code is not imposed upon the teaching staff, you are 

required to wear wardrobes which could maintain the dignity of the profession. Male staff is 

suggested to avoid T- Shirts and jeans and female staff should avoid Jeans and sleeveless salwars. 

 

6. Reporting date & Location:  On the date of appointment you shall report the following location 

to the person identified herein below: 

Padmashree Institute of Management & Sciences 

Kommaghatta Village, Kengeri Hobli, 

Bangalore – 60 

Person:  Dr. Anuradha. M. 

 

7. Location of employment:  The appointment and location of employment will be at Padmashree 

Institute of Management & Sciences, Kommaghatta Village, Kengeri Hobli, and Bangalore-60 and 

thereafter, may be at location as may be identified and notified by the Institute from time to time.  

The Institute reserves the right to require the employee to relocate and alter the place of work to 

other location as the Institute may deem fit and necessary for the effective performance of duties. 

 

8. Salary:  Your total cost to the Institute is Rs____________/- per annum, (-----------------Thousand 

per annum). Your consolidated Salary is Rs._________ per month during the probationary period 

of 1 year, After 12 months of hike performance will be reviewed and recommended for further 

increase under.  

Basic monthly salary  

Dearness Allowance 

House Rent Allowance (paid only if not provided with accommodation) 

a. Deduction: The institute shall be entitled to deduct from the above, the following amounts:  

b. Income Tax, at the rates applicable on your remuneration 

c. Employment/ Professional tax 

 

9. All other dues form you to the institute such as loans and advances given to you.  

a. Expenses:  All expenses incurred by you on behalf of the Institute as authorized, in 

connection with your duties under your Employment agreement, will be reimbursed to you 

as per the eligibility indicated in the policy, and on your presenting appropriate 

Bills/voucher/documents as per the accounting policies of the Institute.  Further, all 

expenses incurred by the Institute for personal expenses shall be reimbursed by you or the 

Institute shall be entitled to deduct the same from the remuneration payable to you. 

10. Leave Policies: 

CL     -  Casual Leave - 18 days / Year 
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ML    -  Medical Leave -  6 days / Year 

AL    -  Annual Leave -10 days/Year (after completion of one year in the College) 

OD   - On duty leave for the official purpose as and when required. 

Maternity leave - 30 days (with pay) after completion of one year in the college. 

All leaves stated above are applicable for the current year (January – December) and hence cannot 

be carried over to the next year.  The leave cannot be reimbursed. 

No advance CL/AL is permitted.  AL can be availed during the vacation of the students. 

 

11. Representations:  All materials produced or acquired under the terms of this agreement, Paper 

Publications, written, graphic, film magnetic tape or otherwise shall remain property of the 

Institute.  The Institute retains exclusive rights to publish or disseminate reports arising from such 

materials.  The rights and duties provided for in this paragraph shall continue, notwithstanding the 

termination of this agreement or the execution of its other provisions. 

 

12. Acceptance:  If the above terms and conditions proposed are acceptable to you, you are requested 

to affix your signature, with the date marked on it signifying your acceptance of the terms here in 

above and return the same within 3 (three) working days of receipt of this letter or offer of 

employment renewal with the Institute. 

This offer reflects our belief that you have the ability, commitment and desire to grow with the  

Institute. We hope you will enjoy making your very own special contribution to the continued 

success of the Institute. 

 

 

 

For Padmashree Institute of Management & Sciences    Employee 

 

 

 

 

Mr. T K Narayanappa                  (Name & Signature with Date) 

    Managing Trustee 

 

 

 

Principal 
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