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How to use this manual

This manual will serve to lay down guidelines for the day to day operation of the
college. The guidelines may be modified from time to time as the processes evolve
and change.

Staff are expected to follow the processes outlined and point out and initiate
changes as deemed necessary. Any breach of policy will be considered as “non-
conformity”.

Exceptions to the policies described in the following pages will be policies
mandated by governing authorities from time to time. These will be added on to
this document as annexure.

All staff- teaching and non-teaching are expected to be familiar with this
document at all times. This document will remain in the college office and may not
be removed at any time.

This manual will be used within the framework of university and Mahavidyapeetha
guidelines. In case of conflict or lack of clarity, procedures laid down in this manual
will be superseded by guidelines from governing bodies.

All revisions will be updated during the subsequent staff meeting and will become

*operational immediately after




Exceptions

This policy is subject to change with the needs of the college, injunctions of
governing and regulatory bodies and change in demographics. Any part of this
policy that may be in conflict with policy outlines by governing bodies must be

brought to the attention of the principal immediately. In such cases the policy of
governing bodies must be taken as superior and thus whatever is laid down in

this manual as null and void.
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Academic calendar

Academic calendar policy is to guide the production and release of annual
academic calendar for the purpose of informing students as well as the staff about
the yearlong events and schedule with relevant dates defined by the academic

schedule.

The annual academic calendar articulates graduation requirements and therefore

students are governed by the program requirements listed in it.
Standard Operating Procedure for Academic Calendar

1.0 Definition: this procedure pertains to the efficient and qualitative organisation

of the Academic Calendar of events throughout the year. .
2.0 Objectives:

1. To plan and synchronize academic, extra-curricular and co-curricular activities

for the academic year.

2. To equip and guide the faculty and the students with information regarding
events during the academic year ahead and going on.

3.0 Purpose:

To enhance awareness about the academic calendar and the successful planning

and implementation of the events.

4.0 Scope: this procedure is to be adhered to by all staff of the institution for the

seamless implementation of the academic events.
4.0 Procedure:

1. Requesting and collecting the academic schedules given by the RGUHS and the
MVP which the responsibility of the respective UG and PG co-ordinators.

2. Correlation and Compilation of the academic schedules given by the RGUHS
and the MVP is done formatting and synchronising the Academic calendar of the

College of Physiotherapy.

APPROVED
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3. The Compiled and organised academic calendar is being presented, discussed,

reviewed and edited during the staff meeting and must be approved by the
Principal.

5.0 Responsibility: UG and PG Co-ordinators.
6.0 Accountability: The Principal.

7.0 Exceptions: Nil

APPROVED
SIGNATURES:
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Responsibilities of Coordinators
UG Coordinator

Coordination with class coordinators: The UG coordinator is expected to communicate

with class coordinators to ensure smooth functioning of UG programs.

1. He /She must coordinate with

1.1 Curriculum revision
1.2 Academic calendar
1.3 Lesson planning
1.4 Timetable layout
1.5 Communication for external classes
1.6 Monthly Unit plan
1.7 Induction program
1.8 Mentoring

1.9 IA examination

1.10 Student council election
1.11 All UG student related affairs
1.12 Student feed back

2. The UG coordinator must submita monthly report to principal regarding UG activities.

Responsibilities of IQAC coordinator

e The role of the coordinator of the IQAC is crucial in ensuring the effective functioning
of all the members.

e The coordinator of the IQAC may be a senior person with expertise in quality aspects.

e She/he may be a full-time functionary or, to start with, she/he may be a senior academic
/administrator entrusted with the IQAC as an additional responsibility.

e Secretarial assistance may be facilitated by the administration.

» Itis preferable that the coordinator has a sound knowledge about the computer,

its various functions and usage for effective communication.

APPROVED
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e To coordinate the dissemination of information on various quality parameters of
higher education

« To coordinate the documentation of the various programs / activities leading to quality
improvement

« To coordinate the quality-related activities of the institution

« To coordinate in preparation of the Annual Quality Assurance Report (AQAR) to be
submitted to NAAC based on the quality parameters.

« To coordinate the timely and efficient execution of the decisions of IQAC committee.

APPROVED
SIGNATURES:
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Responsibilities of class coordinators

1. External lectures:

¢ Class Coordinators will ensure that all external lectures are arranged

prior to commencement of the session.

2 Schedules:

* They will display monthly class schedules in the last week of the
preceding month.

* Class hours allocated will follow the guidelines of the university
syllabus.

» Any extra hours required will be allocated judiciously.

» Coordinators will assign classes in consultation with faculty to ensure

adequate comfort levels with topics assigned.
3. Class cancellations:

» Allclass cancellations and postponements will be communicated by

the class coordinator to the principal in writing.

» Class coordinators will ensure that all cancelled/ postponed classes
are given previously scheduled work which will be handed over to

the faculty whose class was cancelled.

* No class will be left unattended. If individual work is given students

may be allowed to do itin their referred location.
4. Students’ grievances:

* The class coordinator must have clear lines of communication with
the students to assess their understanding of topics covered, need

for repetition of classes and other student concerns.

+ The goal is to achieve at least 15% distinctions in every subject.

Coordinators must communicate student concerns to the principal so

APPROVED
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that remedial measures may be undertaken.

5. Practical classes:

* Adequate number of practical classes must be arranged for all
years.

* Practical classes can be arranged during low times in the clinic to
allow for use of clinical equipment.

* Practical classes must comprise the following order. Demo by

faculty. Supervised practical/ independent practice.

* Practical classes may be scheduled on any day at any time. They
need not be pre-determined and must logically follow theory

classes.
6. Needs appraisal

» Class coordinators must submit a comprehensive list of needs to

the principal prior to the beginning of each academic session

Standard Operating Procedure for allocation of class coordinators

1.0 Definition: this procedure pertains to the allocation of faculty as class

coordinators.
2.0 Purpose: coordinate the class in adherence of academic calendar.
3.0 Objective: maintain discipline and monitor curriculum delivery.

4.0 Scope: benefit of the students in completion of teaching as per scheduled

lesson and unit plans.

5.0 Procedure:

APPROVED
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Identification of faculty who are eligible to be made as coordinators before the
commencement of academic year (those who are above the post of Lecturers are

chosen).

4

Oral consent of the co ordinator is obtained; list of coordinators for each year is

prepared and circulated to all the staff and the students.

)

Duties and responsibilities are explained to the coordinators by the UG/ PG co

ordinator, and assistnrce/ guidance given whenever required
\/

Role of the coordinators monitored by the UG/ PG co ordinator

6.0 Responsibility: UG/ PG co-ordinator
7.0 Accountability: Principal.

8.0 Exception: if sufficient Assistant Professors are not available, or the co
ordinator leaves the institution in the middle of the academic term, those with higher

experience in the post of Lecturer are allocated as coordinators.

APPROVED
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Standard Operating Procedure for arrangement of external classes

1.0 Definition: this procedure pertains to the arrangement of external classes by
faculty outside JSS College of Physiotherapy (CPT), within and outside JSS

institutions.

2.0 Purpose: timely scheduling of external classes by faculty outside JSS CPT.
3.0 Objective: adherence to the schedule of external classes.

4.0 Scope: all the students are benefitted by the timely completion of classes.
5.0 Procedure:

Compiling a list of subjects which require arrangement of lectures by faculty outside
JSS CPT. ]

4

Identification of faculty from concerned institutions and sending official request

through letter/ email for consent and approval.

A4

Intimation to the concerned students after confirmation

v

Framing schedule for engaging classes; providing attendance for each class taken.

A

Submission of attendance to office after completion of allotted classes for

remuneration; follow up for on time payment of remuneration.

APPROVED
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6.0 Responsibility: class co-ordinator.

7.0 Accountability: UG/ PG co-ordinator.

8.0 Exceptions: Nil.

APPROVED

SIGNATURES:
DATE:
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Standard Operating Procedure for Class Allocation
1.0 Objective: To lay down the standard operating procedure to allocate classes.

2.0 Scope: The SOP shall be applicable allocate classes for UG students.
3.0 Procedure:

A dedicated meeting to prepare master
timetable should be held every 3 months.

The teaching staft posted in college
should be allocated classes equally not
less than 15hrs per week

The allocated hours of classes should be
inclusive of theory and practical.

The teaching staff posted for clinical
teaching should follow the SOP
prescribed for clinical posting.

4.0 Responsibility: Class Coordinators.
5.0 Accountability: UG coordinator

6.0 Exceptions: Nil.

APPROVED

SIGNATURES:
DATE:
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Policy for Curriculum Delivery

Effective delivery of RGUHS prescribed syllabus is done by segregating topics into
unit plan- as didactic, practical, self-learning and clinical teaching which are listed in
the lesson plan with learning objective, recommended text book with page

numbers, suggested references, and a list of assignments at the end of each topic.

Lessons Plans (LP) are given to students at the beginning of each year. Unit Plans
(UP) are displayed at the beginning of each month. At the end of the academic year
the lesson plan reviewed based on the feedback and modified for the next

academic year
Standard Operating Procedure for Lesson Plan (LP)

1.0 Definition:

This procedure pertains to the steps taken in planning, preparation and following up
of the lesson plan initiated by JSS College of Physiotherapy.

2.0 Purpose:

To guide the students on resources that are recommended to master the syllabus

of each subject.
3.0 Objective:

To make the syllabus easy for the students to understand in the aspects of

application of knowledge learned principles.
4.0 Scope:

The SOP will be applicable for all the staff who is assigned to create and review the

lesson plan.
5.0 Procedure:

Collect feedback from the stake holders (Alumni, teachers and students)

J

APPROVED
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Review at the end of the academic year by the curriculum committee

J

Modifications incorporated and approved by the curriculum committee in the LP for

ﬂue next academic year

Circulated to Concerned department and subject teachers

J

Implementation at the beginning of the academic year
6.0 Accountability: The Principal
7.0 Responsibility: Curriculum committee.

8.0 Exceptions: Nil

APPROVED

SIGNATURES:
DATE:
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Standard Operating Procedure for Practical Manual (PM)
1.0 Definition:

This procedure pertains to the steps taken in planning, preparing and following up
of the practical manual initiated by JSS College of Physiotherapy.

2.0 Purpose:

The development of clinical skills in students.

3.0 Objective:

To provide guidelines in practical skills to students.
4.0 Scope:

The SOP will be applicable for all the staff who are assigned to create and review
the lesson plan as well as the students.

5.0 Procedure:

Identify topics in the syllabus which need practical classes and incorporate into the

practical manual.

i

Collect feedback from stakeholders- alumni, teachers and students.

!

Review the manual at the end of academic year by curriculum committee.

!

Modifications incorporated and approved by the curriculum committee.

!

Circulated to the concerned department and subject teachers.

!

APPROVED
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Implementation at the beginning of the academic year.
6.0 Accountability: The Principal.
7.0 Responsibility: Curriculum committee.

8.0 Exceptions: Nil.

APPROVED
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Standard Operating Procedure for Theory Lecture Preparation

1.0 Definition: this procedure pertains to the method followed in preparing for

theory lecture.

2.0 Aim and Objective: For better understanding of the topic with in a prescribed

time period.
3.0 Purpose: Efficient use of the teaching hours in the physiotherapy college.
4.0 Scope:

e Appropriate use of the teaching hours by the staff

e Allows the completion of the academic curriculum for students on time.
5.0 Procedure:

In accordance with the topic allotted, he /she if needed, can use the PPT bank in the

library with the permission of the library in charge

{

He/she can make his/her own set of PPTs in spite of the available PPTs, but there

should be all the materials according to the lesson plan.

The lecturer can add materials/ content to the existing PPTs using lesson plan, but the

updated version should be submitted to the library.

No deletion of the materials from the existing PPTs.

!

Students can ask question and doubt solving sessions can be carried out at the end of
the lecture, and/ or can contact the staff individually during or after college hours as

per the preference of the staff.

U

APPROVED
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References should always be mentioned at the end of the PPT.

6.0 Responsibility: All teaching staff
7.0 Accountability: Principal.

8.0 Exceptions: Nil.

ACAD 16/51
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Standard Operating Procedure for Clinical teaching
1.0 Definition: this procedure pertains to the steps to be followed for teaching students
in clinical postings.
2.0Purpose:
To transfer the practical skills learnt on patients.
3.0 Objective:

Teach the students how to perform procedures/ manoeuvres/ interventions on
patients.

4.0 Scope:

The SOP will be applicable for all the staff who are assigned in concerned
department.

5.0 Procedure:

Identification of topics in syllabus which require clinical teaching on patients.

{

Circulation to the concerned department and subject teachers.

{

Compiling a list of topics for each subject by the subject teachers.

l

Feedback from stakeholders- alumni, teachers and students at the end of academic

l

year.

Modifications incorporated and approved by Curriculum committee.
APPROVED

SIGNATURES:
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Circulation to the concerned department and subject teachers.

|

Implementation at the beginning of the academic year- scheduling the hours of
clinical teaching for each subject.

6.0 Accountability: Principal.

7.0 Responsibility: Curriculum committee.

8.0 Exceptions: Nil.

APPROVED

SIGNATURES:
DATE:
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Standard Operating Procedure for Practical scheduled hours

1.0 Definition: this procedure pertains to effective framing of the sequential

contents of the lesson plan.

2.0 Aim and Objective: For a qualitative and clear demonstration of evaluation

and intervention strategies of the topic

3.0 Purpose:

To ensure smooth and comfortable practical learning process of students.
4.0 Scope:

To equip the students with effective practical physiotherapy skill.

5.0 Procedure:

Prior information regarding the topic to be dealt must be given to the students as well

as the laboratory attenders to keep the necessary equipment in the lab and the lab

J

must be ready.

Demonstration of the physiotherapeutic skills on the model by the staff.

Necessary hours of supervised practice sessions should be given according to the

lesson and unit plans

6.0 Responsibilities:

All teaching staff

7.0 Accountability:

UG/ PG coordinators and the Principal.

8.0 Exceptions: Nil.

APPROVED
SIGNATURES:
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Standard Operating Procedure for Faculty Postings
1.0 DEFINITION:

Definition of the faculty posting pertains to area of work allocated to each faculty
namely patient care or pure academics.

2.0 OBJECTIVE:

Allow seamless patient care delivery and curriculum delivery, allow for personal
growth.

3.0 SCOPE:
All categories below the cadre of professor

Exception: If there are no faculties for replacement, professors will replace the
clinical / academic postings

4.0 PROCEDURE:
4.1 Staff will be posted as per policy

4.2Postings will be in clinical for patient care and in college for pure academics on
rotation once in three months or as need arises

5.0 PROCESS DETAILS

Faculty Posting

Academic

Clinical (Hospital)

Curriculum de!lvery and Patient care , supervision
evaluation

6.0 RESPONSIBILITY : Teaching Faculty

APPROVED
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7.0 ACCOUNTABILITY : UG and PG coordinators, Clinical coordinator.
Standard Operating Procedure for writing assignments

1.0 Definition: this procedure pertains to framing the strategy for allocation of

assignments to the students.
2.0 Aim and Objective:

e To engage them in a productive teaching activity.

e To help the students to improve their internal assessment marks
3.0 Purpose:

e For a productive and optimal utilization of the teaching hours by the students.
4.0 Scope:

e For a better understanding of the topics taught to the students.
5.0 Procedure:

The staff should have a Google class room identity and trained to operate it.

I

The staff should adhere the lesson plan for giving assignments.

The assignment to be given though Google class room and students also should
submit it through Google class room on or before the deadline given by the staff.
The staff should give the marks and should submit the soft copy to the coordinator of a

batch and keep a copy with him/her.
OR
Staff can also ask students to write assignments submit as a hard copy; this has to be
checked and the marks must be submitted to coordinators within the deadline.
All the hard copies of assignments to be submitted to library after marks allocation and

submitting the marks copy to the respected coordinators.

APPROVED
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6.0 Responsibilities:
¢ All teaching staff and students.
7.0 Accountability:

e Principal.

8.0 Exceptions: Nil

APPROVED
SIGNATURES:
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Standard Operating Procedure for Remedial Classes

1.0 Definition: This procedure pertains to a set of structured classes provided to
the students who are identified as slow learners, who need more support in core
areas like reading, writing and skill acquisition. The students qualify for remediation
because of their poor academic performance in these areas.

2.0 Purpose: The purpose of remedial class is to help the students who have fallen
behind to learn to the best of their ability and to bring them back into mainstream

classes as early as possible.

3.0 Objectives:

3.1 Each student is unique in terms of learning ability. Due to this, some of the
students will be lagging behind their counterparts in the class and will be slow in
learning process. By identifying these students and adapting the curriculum and
teaching strategies, teachers can provide learning activities and practical
experiences to students according to their abilities and needs.

3.2 By implementing this, the teachers will lay the foundation for pupils’
lifelong learning, and help them to develop positive attitude and values.

4.0 Scope: This procedure applies to all students have difficulty in coping with

curriculum delivery and attaining minimum competency.
5.0 Procedure:

The students will be identified as slow learners based on performance in the class
which is assessed through seminars/ presentations, formal or informal assessment

through questions and answers and also from their IA marks of three internals

!

The outcome is measured by marks obtained,>65% in all subjects as Advanced

learners and<35% in three subjects as slow learners

The identified students are reported by class coordinators to UG coordinator and to

the principal.

APPROVED
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!

The identified students and their parents will be informed the same and benefits of

the remedial class will be explained by class coordinator and UG Coordinator.

!

If the student and parent opts out of the program they will be told to give the same

in writing with signature and date.

!

The advanced performers who volunteer or seniors will help them in the subjects

which they have the difficulty by one on one teaching.

!

A revision exam will be done and the performance of the student is evaluated

!

If the student has not yet achieved the desired marks the staff / mentor will be
allotted for the student and will oversee the student performance by giving

assignments

!

The student will be monitored by designated staff/mentor until he gets >60 percent

in all subjects.

!

If any other learning difficulty is noted, the student will be given reference to the

appropriate specialist

APPROVED
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6.0 Accountability:

Student who is identified as slow learners
Parents of the Slow learners

Student volunteers

Seniors

Class coordinators

Designated staff/ mentor

UG/PG coordinators

Principal

© N o o bk b=

7.0 Responsibility:

Student who is identified as slow learners
Parents of the Slow learners

Student volunteers

Seniors

Class coordinators

2B

Designated staff/ mentor.

8.0 Exceptions: Nil.

APPROVED
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Standard Operating Procedure for Academic Grievance

1.0 DEFINITION: This procedure pertains to the grievance, which is any situation

affecting the status of a student.

2.0 OBJECTIVE: To assist students who have questions, concerns, or

grievances regarding the academic regulations.

3.0 PURPOSE: Is to ensure that students have the opportunity to present
grievances to the faculty/Principal regarding certain action or inaction by a
member of the College community and that the College has a consistent way of

resolving those grievances in a fair and timely manner.

4.0 SCOPE: Students are encouraged to use the grievance cell without fear,

prejudice, or reprisal for initiating the process or participating in its resolution.

5.0 PROCEDURE:

Grievance regarding academic(classes,internal marks,assignment,usage of library
resources)will be submitted to the grievance commitee in letter

Grievance commitee will conduct a meeting with class coordinator ,subject teacher and UG
coordinator within 15 days of the complaint.

Report will be submitted to the principal by the UG Coordinator

Remedial action will be suggested by the grievance commitee with the approval from UG
Coordinator and Principal

6.0 ACCOUNTABILITY: Principal
7.0 RESPONSIBILITY: Grievance cell member

8.0 EXCEPTION: Nil.

APPROVED
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Standard Operating Procedure for Attendance Defaulter
1.0 Aim: To identify the attendance defaulters and the habitual offenders.

2.0 Purpose: To maintain university guidelines for attendance regulation and to
promote the efficient operation of the institution.

3.0 Scope: All students of the institution are bound by the university rule of

procuring required 80% attendance to be eligible to write the exam.

4.0 Procedure:

Identification of the defaulter at the end of 1st internal exam by the class
coordinator

Class coordinator will inform the students and the parents in PTM and also

inform about the consequence according to RGUHS regulations.

at the end of third internal, defaulter will be identified again by the class
coordinator.

class coordinator will intimate the UG co-ordinator to inform the parents of the
defaulter

UG coordinator will report to the Principal. Upon approval,office(student

affairs) will send letter to the parents of the defaulter reporting the shortage of
attandance

class coordinator will display the list of attandance defaulters for the university
exam with the approval of UG coordinator and Principal respectively.

5.0 Responsibility- Class coordinator
6.0 Accountability- Principal

7.0 Exceptions: Nil.

APPROVED
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Standard Operating Procedure for Parent Teachers Meeting

1.0 DEFINITION: This procedure pertains to a meeting between parents and the

teacher to discuss about students’ learning and progress.

2.0 OBJECTIVE: To bring the institute and home together for uplifting of students
as well as institute by maintaining harmonious relationship between parents and
teacher.

3.0 PURPOSE: The purpose is to involve parents in student education and to bring
the institute and home in a closer relationship, where parents and teachers can co-
operate, support learning, provide ideas in the education of students. Focus is more
on the parents who work away from the home and who are from culturally diverged

families.

4.0 SCOPE: The SOP will be applicable for all parent teachers meeting for regular
and odd batch at UG level.

5.0 PROCEDURE:

APPROVED
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DATE: ACAD 28/51




JSS CPT POLICY AND PROCEDURE MANUAL

Result analysis will be completed by the subject teachers at the end of 1st Internal exam

Analysis report will be submitted to the class co-ordinator

Class co-ordinator will inform the UG co-ordinator to call for Parent teacher meeting

after consent by the Principal, UG co-ordinator will instruct office (student affairs) to
inform the parents 3 weeks prior to the meeting

e

UG co-ordinator will confirm and instruct the class co-ordinators about the meeting
schedule

UG co-ordinator will instruct office (general affairs) to make prior arrangements and
hospitality.

Class co-ordinators will meet the concerned students' parents and brief them about 1st
internal marks,attendance, conduct, involvement in co and extra curricular activities

class co-ordinator will record parents feedback and provide them his/ her email id to
register their feedback

All the feedbacks will be discussed with UG Co-ordinator in a separate meeting which
will be scheduled after PTM

UG Co-ordinator will report to the Principal for any necessary action based on the parents
feedback.

APPROVED
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6.0 RESPONSIBILITY: UG Coordinator
7.0 ACCOUNTABILITY: Principal

8.0 EXCEPTIONS: Under any circumstance if the meeting is cancelled, the

information will be sent to all parents and the date of meeting will be rescheduled.

If the parent is unable to attend on the scheduled day due to genuine reason, he/
she can meet the class coordinator/ Principal with prior appointment on another
day.

APPROVED
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Internal assessment

+ Three IA will be given for the students in the academic year, out of which average of

best two will be sent to the university as IA marks.
» The average of the best 2 will be sent as IA marks to the university.

+ Students getting an average of less than 50% will be given one improvement exam

and the average of the best two will be taken again.

» Practical exams will be taken by both examiners together in the interest of faimess and
time. Each examiner will mark separately for all questions asked and an average of the
marks will be taken.

* Viva need not be taken separately for IA | AND Il but can be part of the practical

exam.

+ The third IA is expected to be a mock university and the same pattern may be

followed.

» Likewise, theory papers will be marked by both examiners and the average taken.

Where there is a difference of greater than 15%, consensus will be employed.

* |A papers will be discussed and marks displayed on the notice board within ten days

of exam.

APPROVED
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Standard Operating Procedure for Internal Assessment

Examination

1.0 Definition: This procedure pertains to the steps to be followed in conducting

internal assessment examination.

2.0 Objective: To lay down the standard operating procedure for conduction of

internal examination in the college.
3.0 Scope: The SOP shall be applicable for all the internal examinations.

> Procedure:

> Discussion on the IA examination should be done in the monthly staff meeting that
falls a month before the dates of IA mentioned in the academic calendar.

» Time table should be prepared in a staff meeting chaired by the UG coordinator,2
weeks prior to the commencement of the IA exam and sent to the office and website
in-charge.

» Invigilators, valuators and examination halls should be assigned in the same meeting
for theory and practical.

» The office should display the timetable on the notice boards and class coordinators
to display on google classroom.

» Questions with answer keys should be collected by the class coordinators from the
respective subject teachers and a question paper should be prepared and sent to the
UG coordinator at least one day prior to the examination.

» A day before the IA exam seating arrangement and inspection of furniture and class
computers should be done by the attenders under the instructions and supervision of
the UG coordinator.

» Not more than 2 students will sit on a bench and the students seating should be
arranged in alternating pattern with respect to the subjects being attended.

» All the teaching and non-teaching college staff to be present in the college 45
minutes prior to the commencement of the exam.

» Students should enter the exam hall 30 minutes prior to the commencement of

exam.
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» Students should be instructed and warned against bringing the phones or any other
potential items for malpractice inside the examination hall.

» The attenders should get the computers ready for displaying the QP and provide all
the required paraphernalia for the exam like answer sheets, additional sheets,
staplers, log sheets, envelopes etc.

» Main answer sheets should be distributed 20 minutes before the scheduled time of
exam commencement

» QP should be displayed on the screen 5 minutes before the exam commencement
time for students to write down the questions in the first page of the answer sheet.

» Attendance log sheet should be circulated for the students to sign and mark their
attendance.

» Time intimation should be done every half hourly and 5 minutes before the end time.

» Papers are to be collected and put into a labeled envelope and sealed and sent to
the library via the attenders.

4.0 Responsibility: UG and PG coordinators.
5.0 Accountability: Principal
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POLICY for Valuation

As per the RGUHS pattern of valuation the internal assessment mark sheets will be
evaluated by two valuators who have handled the respective subjects based on the
answer keys prepared prior to the examinations. and both the valuators will be
blinded.

STANDARD OPERATING PROCEDURE

Definition: This is a set of procedures to be followed by the staffs during the
internal exam paper valuation that makes sure that the paper is valuated without

any individual bias
Purpose: To avoid biased evaluation

Scope & objectives: this procedure will apply to all staffs who are involved in

examination paper valuation
Procedure:

The staff responsible for valuation will be decided prior in the staff meeting

4

After the examination the papers will be submitted to the library

4

every paper has a face sheet that includes the column for 1% valuator and 2™

valuator

1

the staff should get the answer sheets from the library in charge and correct it from

the valuation room and not allowed to take it to staff room or home

1

if the difference is more than 15 marks between 2 valuators 3" valuation is done

|
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The final mark should be displayed by the class Co Ordinator within 3 days after

exam

Accountability: Principal

Responsibility: UG and PG coordinator and subject handling staff

Exceptions: if the staff allocated for the correction goes for an emergency leave

they should hand over it to UG co ordinator and he will allocate to another staff.
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Punctuality

Routine:

* The college working hours are 9am-1pm and 2pm-4pm .

» All staff are expected to be on time for classes, seminars, clinics, presentations.

+ Staff should give their thumb impression in the biometric system in the moming
and at the end of the day.

« Staff should be in the respective clinical areas on the scheduled time.

» Coming late for any of the above will be considered as “non- conformity”.
Meetings:

« Staff are expected to be on time for meetings of any sort.

+ Coming late for any of the above will be considered as “non-conformity”.

» If any staff is not able to come due to pre scheduled classes or clinical hours, he/she
has to inform the reason of their absence to the principal.
Functions:

« Staff will attend college functions organized by the college or mother institute from
beginning to end.

«  Staff will perform their duties and responsibilities given by the organizing team.

* Any lapse will be considered as “non-conformity”.
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Standard Operating Procedure for Meeting

1.0 Definition: This procedure pertains to the steps to be followed in conducting

meetings in the institutions.

2.0 Purpose:

For efficient and routine quality improvement.
3.0 Objective:

To make decisions and to discuss about the measures to update the quality

improvement.
4.0 Scope:

This includes all meetings conducted in college including but not limited to faculty,

non-faculty committee meet and any other time to time.
5.0 Procedure:
Agenda circulated

s
Discussed and decisions made about the agenda of the meeting

gt

Meeting recorded
0
Minutes of meeting prepared and circulated
Signatures obtained from all staff who attended the meeting
6.0 Accountability: Chairperson of concerned committee.

7.0 Responsibility: Members of concerned committee.

8.0 Exceptions: Nil.
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Standard Operating Procedure for applying Emergency Leave

1.0 Definition: This procedure pertains to standardization of the consequences of

the unexpected leave for avoiding hindrances in working environment.

2.0 Aim and Objective: To reduce the adverse consequences of an unexpected

leave.
3.0 Purpose:
e Helps in reorganization of the individual’s responsibility.
4.0 Scope:
e For tuned and smooth functioning of the College.
5.0 Procedure:
Information regarding the leave with an application to the Principal, mentioning the

reason to be submitted. ﬂ

An official mail regarding handing over of the duties to be sent to the concerned staff
and the UG and or PG coordinator, as well as appropriate IQAC member, with a
copy to the Principal ﬂ

The concerned staffs should respond acceptance with an email to take over
responsibilities. ﬂ

Approval by Principal regarding sanction of the leave.

i

In case leave is not approved and still the staff takes leave then it is considered as loss
of pay. ﬂ

Staff should mention the number of days t be taken leaves.
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6.0 Responsibilities:

o All teaching and nonteaching staffs.
7.0 Accountability:

o Principal and SDA.

8.0 Exceptions: Nil.
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Standard Operating Procedure for Grievance

1.0 DEFINITION: This policy pertains to a grievance, which is a complaint by a
student or staff, that he or she has been subjected to a violation, misinterpretation,

or inequitable application of any of the regulations of the college.

2.0 OBJECTIVES: To ensure affable environment for women employees and

students.
To treat women’s rights as basic human rights
3.0 PURPOSE: To ensure safe and protective environment to students.
4.0 SCOPE: Applicable to all students and staffs.
5.0 PROCEDURE:

5.1 LODGING A COMPLAINT:

Complaint should be lodged immediately following the incident or within 15 days of

incident.

Complaint should contain all materials relevant details

If the complainant feels that he/she cannot disclose his/her identity, the complainant
shall address the complaint to the HOI/Principal

Upon receive of such complaint, complaint note will be made based on the original
complaint which will be retained by the HOI/Principal
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5.2 PROCEDURE FOR ORAL COMPLAINTS:

Oral complaints to be reproduced in writing

It shall be duty of the authority/person before whom an oral complaint is made in
writing and then read out infront of the complainant in the language requested by the
complainant and obtain signature of the complainant.
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5.3 PROCEDURE TO APPROACH THE COMMITTEE:

The commitee will deal with the complaints lodged by the victim .

It is application for all the students and employee of the institution

A written complaint may be addressed to the chairperson of the comitee preferably within
15 days from the date of occurance.

The written complaint may be submitted in person by the victim or may be dropped in letter
box

The commitee will maintain complain register to record such incidences and action taken

6.0 RESPONSIBILITY: Grievance committee members.
7.0 ACCOUNTABILITY: Principal

8.0 EXCEPTION: Nil.

APPROVED

SIGNATURES:
DATE:

ACAD 42/51




JSS CPT POLICY AND PROCEDURE MANUAL

Standard Operating Procedure for

Conference, Workshops and Seminars and Other Cultural

Activities

1.0 Definition: This procedure pertains to the steps taken in the planning,
preparing, running and following up of the conferences, workshop, seminars and
other cultural activities (fresher’s day, college day, graduation day etc.) organized

by JSS College of Physiotherapy.

2.0 Purpose: The purpose of this SOP is to describe requirements and effective
management needed to organize a conference, workshop and seminars and other

cultural activities.

3.0 Objective: The objective of this SOP is to facilitate and execute the work given

to the members of the committee in smooth manner to achieve the desired goal.

4.0 Scope: This SOP applies to all faculty (teaching and nonteaching), students of
JSS College of Physiotherapy.
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6.0 Responsibility:

1. Committee in charge
2.  Staff (Teaching and non-teaching) and students who are posted in the
committee

3.  Office in Charge-Accounts section

7.0 Accountability

1. Committee in charge

2. Staff (Teaching and non-teaching) and students who are posted in the
committee

3.  Office in Charge-Accounts section

4.  Principal.

8.0 Exceptions: Nil.
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SOP for Official Documents

1.0 Aim: To standardize official documents of JSSCPT

2.0 Scope: It is applicable to all the official documents that are circulated in the college
by staff and students.

3.0Process:

1. Use word document for official work.

2. Style: Arial

3. Size: 14 and bold for title, size 12 and bold for side headers, 12 normal for the rest
of the matter

4. Margins: 2.5cms all round

5. Line spacing: 1.5cms
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LIBRARY

Library of JSS College of Physiotherapy is situated in the second floor of the

premises, and has a vast collection of prescribed and rare books and journals.
Books are arranged according to colour code in racks and cupboards.

Timings: 8 am to 8 pm on all working days; 10 am to 5 pm on Sundays.

Standard operating procedure for library

1.  The Library’s management brings serious concerns related to the unethical or
illegal actions or behavior.
2. The hours of opening shall be determined as per the convenience of the
students.
3. The ability of the staff to cover the hours of opening within the limits of the
established work.
4. The Library Management has established the following fines and fees:
»  Fines on overdue books owned by the Library are charged at Rs.5/day.
» If an item is lost or damaged, the student shall pay the acquisition cost
plus an additional fee for processing of the item.
»  Replacement copies will not be accepted in lieu of payment for lost or
damaged materials.
5. Card Replacement: The Library will assess a fee to replace a lost card.
6. The student as well as the faculty/staff can access the library from 8:00 am to
8:00pm.
7. A cardholder may have no more than 2 books issued at one time.
8. Using cellular telephones, radios or other sound-producing devices in a
disruptive manner is not permitted in the library.
9. Students are not allowed to sleep or discuss/ chat inside the library.

APPROVED
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10. Consuming meals or beverages in the library premises is not permitted,
except for beverages in closed containers and snacks

11. The security of the computers or local area network at the Library.

12. Attempting to harm or destroy the data of another user, the network, any
technology resource or any of the agencies or other computer network services that
are connected to the Internet is strictly not permitted, and serious disciplinary action
will be taken against any violators. This includes, but is not limited to, the uploading
or creation of computer viruses.

13. Attempting to alter or damage any hardware, software, operating systems, or
configuration files on Library equipment will be seriously dealt with.

14. Attempting to use unauthorized computer accounts, access codes, or
network numbers is not permitted.

15. Updating of Journals, Reference books, E-Journals, Newspapers and other

online resources should be done on a regular basis.

SOP FOR COMPUTER FACILITY
> Computers having LCD monitors that are advantageous for energy conservation.
> Computer facility includes access to internet in the entire campus
> Computer laboratory is equipped with 18 personal computers

> Class rooms with ICT facility: Eight spacious classrooms are well equipped with

computer, internet facility, screen and LCD projector.
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SOP FORICT
Details of Internet Communication Technology (ICT) are given below:

> OPAC

> Electronic Resource Management package for e-journalse

> College website

> Library automation

> Total number of computers for public access

> Total numbers of printers for public access

> Internet band width/ speed 20mbps 10 mbps 1 GB (GB)-

> |nstitutional Repository

> Content management system for e-learning

> Participation in Resource sharing networks/consortia (Helinet)
> The institution facilitates extensive use of ICT resources including:

e Development and use of computer-aided teaching/ learning materials by its 1staff
and students in the following ways:

e Video classroom

e Blogs

¢ Available material and preparation of new material

e Promote extensive use of ICT in all academic and administrative processes. This
has already been implemented in a large number of activities.
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SOP for KEY issue and using library

» Those who require the library key have to take permission from the Principal.

» Key Register is maintained and the keys will be issued when only after getting the
signature on the key register from the Principal.

» If anything happens, the college is not responsible but the person who had taken
the key will be responsible.

» After using the library, the key must be returned and signed on the key register.

» Return the keys to the security department and get signature from the security staff

who is taking over the keys.

SOP for New book

» Specification of procedures for taking all the books and documents acquired to be
added to the stock of the library.

» Which involves the assignment of a serial number called Accession Number and, if
applicable.

» Single register, in which all types of documents whether purchased or received as
gift or on exchange or as deposit are entered.

» A Donation Number. Every item and its bibliographic details thus, entered in the
Accession Register.

» In that book seal is put and secret page no. should recognize.

» After accessioning book card, book pocket, due date slip have to be pasted.

» That book classification number should be written, and placed in specified subject
rack/ cupboard.

» There is a separate section for reference books and books which are issued.

» ldentification of hard bound copy or paperback edition is made before stocking.

» Any new book goes to the new arrival rack and, after 15 days it is stocked in issue
or reference cupboard.

> If color code is made, it must be mentioned.
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SOP FOR BOOKS DONATED

The library accepts donation of books, both old and new. Any unwanted pile of
books can be of help to others, who enjoy reading as much as you do, but cannot

afford to purchase new books.

» If anyone donates books to the library, as per procedure, seal is put and secret
page pasted. After accessioning book card, book pocket, due date slip has to be
pasted.

» That book classification number should be written and stocked according to the
subject.

» Then, classification of whether it goes as a reference book or issue book is made.

» Further, it is noted whether it is hard bound copy or paperback edition.

» The book has to be entered as book donated (DB) by the person in the accession
register remarks column.

» In that, book Lost or Broken it should be waived.

» The library continually approaches the faculty and students, as well as other
stakeholders to donate books for the library for the usage of students and
staffs.

» The library accepts like-new and gently used book donations.
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ADMINISTRATION

Scope of this section includes all administrative duty
done by administrative staff and faculty including

finance and other processes.

Student management

Admission

Admissions coordination: The person in charge of all
activities will be the admission coordinator who will
work closely with the principal. The principal will from
time to time update the coordinator of any changes in

policy as communicated by JSSMVP.
Admission strategy

Any students /parents enquiring regarding admission in
person will be attended by Admission coordinator and
the SDA will issue the application form at reception
counter on payment to bank through producing the

challan

Any students or parents who wish to know detailed
information regarding the admission process or
curriculum will be guided by the principal or admission

coordinators.
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No agents are encouraged in engaging admission

process.

The tentative calendars of events are as follows

Events Date

Commencement of issue of April
application 18t
Last date of application June
submission 30"
Announcement of First provisional July
admission list 15%
(On basis of merit in PUC or
equivalent examination)

Last day for paying fee August 15"

(Admission confirmation by paying fee

and submitting required documents)

Announcement of final list of candidates August 25"

for admission

Commencement of classes October 3™
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All the required -certificates with three sets and
photographs are compulsory along with application

submission.

Selection of eligible candidate will purely on the basis

of average marks of PCB and through merit basis.

The management seats will be allotted on basis of
merit by parent institute. Students who are applying for
the Government seats should follow the RGUHS
website for the application process, where the
advertisement will be given on website and leading

national papers.

Once the students get seat through Government quota
has to pay their fees and get admitted in college before
the due date.

If government seats are vacant even after the
counseling by RGUHS, it will be turned out for

management seats

Eligible candidates and waiting candidates will be
contacted. If vacancy arises from the drop outs or
any other reasons, wait listed candidates on merit
list will be called for admission.

SIGNATURES:
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Orientation

» The Staff who newly join will be done a formal
orientation of the college and hospital by UG
coordinator and Hospital coordinator, who tells them
regarding college policy and hospital policy within 4
days of date of joining.

» Students, parents will be given a formal orientation to
college, laboratories, hospital, hostel at the scheduled
day prior to the commencement of the academic

sessions

Tool kit and ID

» The UG coordinator and class coordinator will guide the
students to purchase the necessary tool kit for their
academic sessions.

» The list of the distributors will be put up on notice board
and informed to students for purchasing the toolkit

» The class coordinators will collect and give the name,
address and necessary details required for ID card to
the office. The ID cards has to be given for the
students, Staff within 2 weeks after completion of

government admission.
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Scholarship

The office will routinely keep track of university
notifications, GOI, GOK and other states, other than
routine like calls for research and scholarships etc. Any
notification of this type must be informed to the
principal immediately. This task may be assigned to the

librarian who will assist the office staff for the same.

Book bank

Librarian with library committee will send a request to
alumnus and other people for their contribution of books in

collage book bank.

Books received will be entered in the accession register
within a week and report has to be submitted for the

principal of the same.

Students will be issued books for one whole academic year,
for which they have to give a request letter to librarian. No
reference books, journals, rare book collections and any
other reading materials which are considered to be precious

will be issued for the same
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Library card

» Staff and students will be issued two library cards by
the librarian within two weeks of time from the day of
admission/ joining the duty.

» The staff and students will be told the usage details of
the library card by the librarian during the library

orientation on the day of orientation.
Transport

» The class coordinator will give a schedule of classes to
be taken in medical college, community postings and
other areas to UG/PG coordinator and Principal, before
the starting of the academic session.

» UG coordinator will hand over the schedule to office
staff for scheduling the transport.

» Any change in the schedule or cancellation of the
classes will be informed to the office staff over email
and phone if sudden cancellation out of office hours

> If there is a requirement for new route in the transport,
has to be scheduled in staff meeting.

» If transport is not available for more than two days, a

letter of request will be sent from the principal through
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office for sister colleges. Office staff-MVP — Students

only
Parents Teachers’ Meeting

» Parent teachers’ meeting will be scheduled after the
first internals/sessional exams. The date of parent’s
teachers meeting will be conveyed through post/email
to the parents minimum 3 weeks prior to the date.

» Office staff will collect the address, which are changed
by the class coordinators. Class coordinators have to
collect the addresses which are changed prior to the

starting of academic session.
Attendance calculation

Attendance: Students are expected to maintain the
attendance regulations of the university. In case of
exceptional circumstances, they may be allowed to
compensate and make up attendance by working
evenings and holidays. However this provision is to be
employed judiciously and not taken as a right for lack of
adequate attendance. Parents will be informed twice a
year about attendance shortages especially for habitual
offenders. Class coordinators will fulfill the above
responsibilities with intimation to the principal. The

class coordinator is responsible for keeping track of
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attendance and informing the students and parents in
writing in case of concern. All such communication will
be filed in the respective class folders to be maintained

by the class coordinators.

Attender in charge for the attendance calculation will
calculate the attendance at the end of each month and
has to mail a copy of the same to Class coordinators,
UG Coordinators and principal. Class coordinator
should display the attendance of the students after

each session.

Feedback

Formal and informal feedback will be received from the staff,
students, parents, alumnus on time to time basis and these
are used for the further up gradation in the process of
academics(LP/PM/SCALB Updates) and in administration

process.

Formally the students, parents, alumnus and staff will be

sent an online feedback form by the UG coordinator.
Fee waiver

Students who require any fee waiver should write a letter to

the principal for the same and will be considered on case by
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case basis. The letter will be forwarded to MVP- Medical

director for consideration in fee wavier.
Audit

Internal audit will be conducted by parent institute as per the
MVP schedule

External audit will be done each year before last working

day of May month

External staff

» All communication letter regarding the class schedule,
new batch commencement, cancellation of the class,
request for attendance of academic year and any other
communication should be done by the office staff by
email and a hard copy should be sent atleast 3 weeks
prior.

» At the end of completion of the academic year or
completion of the class , the class coordinators will give
the number of class taken by the external staff and will
produce a copy of attendance to office for
remuneration.

» Office staff concerned will send a letter to MVP
regarding the same and will facilitate the process for

early remuneration.
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Faculty

Advertisement

Advertisement for the process of appointment of the faculty
will be done by the HR department of the MVP.

Applications received through mail or by hand will be
scrutinized and a call for letter will be sent to the applicants

regarding date and place of interview.

Appointment of candidates will fall according to MVP

guidelines.

Orientation

Candidates who get selected in the interview will be oriented
by the UG coordinator for college policy and procedure and

by clinical coordinator for hospital policies
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Responsibilities of NAAC coordinator

» The role of the coordinator of the NAAC is crucial in

ensuring the effective functioning of all the members.

» The coordinator of the IQAC may be a senior person

with expertise in quality aspects.

» She/he may be a full-time functionary or, to start with,
she/lhe may be a senior academic /administrator

entrusted with the NAAC as an additional responsibility.

» Secretarial assistance may be facilitated by the

administration.

> It is preferable that the co-ordinator may have a sound
knowledge about the computer, its various functions and

usage for effective communication.

» To coordinate the dissemination of information on

various quality parameters of higher education

» To coordinate the documentation of the various

programmes / activities leading to quality improvement

» To coordinate the quality-related activities of the

institution
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» To coordinate in preparation of the Annual Quality
Assurance Report (AQAR) to be submitted to NAAC

based on the quality parameters.

» To coordinate the timely and efficient execution of the

decisions of IQAC committee.
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LEAVE RULES

SANCTIONING AUTHORITY: The principal is the
sanctioning authority for all leave. In the absence of the
principal the acting principal may sanction leave in

keeping with policy.

PROBATIONARY STAFF: The first 2 years of
employment is considered as a period of probation.
During this time the staff member is eligible for 2days of
casual leave per month which may be carried over
calendar years. Additionally they are eligible for 2 days
of restricted holidays on designated days each

calendar year.

Compensatory leave Extra clinical duty, Duty done on
holidays, will fetch compensatory time off for the staff
member commensurate with the number of actual
hours worked. All other time off will be considered as

“loss of pay” leave.

Confirmed staff: After a staff member is confirmed,
he/she is eligible for casual leave and earned leave.
The 2 may not be combined. Earned leave must be
applied one month in advance. No less than 3 days of

leave must be taken as earned leave.
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Special leave: All staff is entitled to a total of 12 days
of special leave each calendar year. This leave must be
applied for at least 1 week in advance. This type of
leave may be taken for any continuing education
activity, examination duty not mandated by the
university and any other academic related activity that
is the personal choice of the staff member. When
applying for this category of leave, the information/
invitation of the activity must be attached. Furthermore,
a brief justification of why attending the programme is

essential must be written in the application.

On duty leave: This category of leave may be availed
for activities directly related to university or MVP/CPT.
Any activity that is optional like external examiner ship
to other universities will not be eligible for ODL. The
leave will be considered if the staffs produce the

attendance or participation certificate for the same.

General: Faculty must ensure that their leave does not
adversely affect the dept. operations. This means that
prior to taking leave, staff members must ensure that
their particular area of clinical work is unaffected by
their absence. During festival times, staffs who
celebrate the particular festival will be given leave as

priority. If staff members avail leave, despite knowing
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that their absence will cause difficulty in the college/
clinic, the absence will be considered as non-

conformity with policy.

Lapse of casual leave As casual leave will lapse at
the end of the calendar leave, staff members may avail
of leave to their credit in a staggered manner so as to
not affect the dept. operations. Likewise long leave
during school vacations must be staggered. Such
planned leave must be discussed in monthly staff
meetings and agreed upon by all staff working in a
particular area. If this is not done and multiple staff
members take leave without consensus, this will be

considered as “non-conformity”

Handing over: Prior to availing leave, the staff member
will give in writing (e-mail) to his/her colleagues in the
patient care area, a list of patients with details of
treatment and time of appointment; and to class
coordinators of classes scheduled and which previously

decided assignments may be given in lieu of class.

These mails will be copied to the principal as well.
Merely stating that “all my patients must be seen” is
non conformity. Likewise “make the students do

assignments” is non conformity.

APPROVED
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All assignments given in lieu of classes will be marked
and the marks given to the students and coordinator.
This policy is applicable to all categories of leave

including sick.
Accounts

College accounts will be maintained and conducted as
per Mahavidyapeetha policy and regulations. Such
policy will be strictly adhered to in terms of timeliness,

diligence and completeness.
Attached: guidelines from MVP
Fee collection

Mode: all fees collected will be done through bank
challan. No cash payments will be entertained in the

college office.

Exceptions: Any fees collected in cash for
extracurricular  activities will be receipted and

accounted for.

Sanction: No fees will be collected that does not have
the sanction of the governing authorities and that are

not in keeping with academic ethical guidelines.

APPROVED
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Notification: payment notification will be prominently
displayed on the notice board and respective

coordinators will be informed.
Information

Information about the fee to be paid by the students will be
displayed by the office staff in the individual class notice

board at least 3 weeks prior the due date.
Other collections

Any other collections to be done by the collage will be given

to class coordinator by office.
Settlement of bills after college event

The maximum amount allotted for function will be 20000

(twenty thousand only)

The Function coordinator has to submit the estimated
budget to the principal for advance amount to receive from
the MVP.

Function coordinator will maintain a dairy for all expenses

All the bills should be GST numbered; Non GST Numbered

bills will not be forwarded.

APPROVED
SIGNATURES:

DATE:

ADM 17/82




JSS CPT POLICY AND PROCEDURE MANUAL

All bills have to be forwarded to office through function
coordinator, students and other staff are not supposed to

give the bills directly.

As soon as any college function is over the very next
working day the office person has to inform the Function

coordinator to submit the bills within two working days.

Late submission of bills will not be forwarded to MVP.

APPROVED
SIGNATURES:
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Infrastructure
Purchase

The demand for the new equipments will be given by the
departmental heads to principal and purchase committee as

need arises or at the end of academic year

A quotation should be taken from the dealers; minimum tree

quotation should be acquired for the same.

Once the quotation is acquired the same will be sent with an

explanation of the best quality out of the three to MVP.

The office staff has to follow up regarding the status of

approval with MVP.

Stock entry- any items purchased, Received in form of
donation or gift should be entered in the stock register within
24 hours.

Coding: All the items entered in the stock have to be coded
within the day it entered into the stock register and should
be sent to the respective department. Intimation of the same
should be done to the departmental heads. If bulk items- are

there one day time frame can be relaxed if necessary.

Beginning of academic year there is a reorientation of the

equipments to all staff and students.

APPROVED
SIGNATURES:
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Stock inventory / Audit: Physical stock inventory will be
done by the lab attender daily and monthly once an audit will

be conducted by lab attender with Lab in-charge.

At the end of academic year an audit will be done by
Staff, librarian and Lab attended.

Preventive maintenance:

Preventive maintenance of the equipment will be done by
the lab attender on daily basis. If any problems are noted by
staff, students it will be noted to the lab in-charge and lab in-
charge will make necessary corrections with help of lab
attender. All the complaints has to be written in the lab

maintenance book. This will be kept in Lab office.
Repair and maintenance:

All the repair of the equipment’'s should be sent to the
company if there is an warranty period or to the biomedical
department in JSS hospital Batteries o the equipment should
be checked monthly basis in all electronic gadgets which are
being used.. Cameras should be charged on regular basis.

And virus in all the systems should be updated regularly

APPROVED
SIGNATURES:
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Condemnation

Any equipment’s which are in a state of non-usable or non-
repairable will be condemned. A letter of the same will be

sent to MVP prior condemning the equipment.

It will be removed from the stock register and put up in

condemned section.

Breakage or loss

Any breakage or loss of the equipment by staff or students,

the persons responsible should replace it back.

The information of the same will be sent to the Departmental

incharge, Principal and MVP.

APPROVED
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GREEN POLICY
Water

Water is a precious resource, and although it flows
freely from the tap, it's not infinite. As major institutions,
colleges are serious users of water, steps taken for
water management technology and smart conservation

policies are.

» Hard Tap Water-Aqua guard Water is promoted for
students and staff to fill up reusable containers instead
of buying bottled water. The college should reduce
usage of plastic water bottles by minimum 65 percent.

» Landscaping with drought-tolerant plants should be put
up for making up 95% of campus go green which uses
less water and maintenance due to their indigenous
status.

» Educating students on college about water
conservation in their orientation meetings.

» Re circulating systems like coolers and water cooling
systems are being used with ones that reuse cooled
water, saving not only water, but electricity and gas

should be maintained and cleaned.

APPROVED
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> Instead of bottled water as an option at campus
events and at dining facilities, College should use
refillable water bottles and steel jugs to faculty, staff
and students.

» Leak detection technology should be incorporated
where regular checking and monitoring of bathrooms
accessories, wash basin should be done and problem
should be identified and fixed on campus.

» Dripping faucets waste more than 600 gallons a
year, if there is running toilets water waste in college
campuses, students, faculty and staff are encouraged
to report any leaks that they see and resolved easily.

» Simple reminders should be put like stickers, signs
and other awareness tools in the entire classroom,
bathrooms, above flush, near sink etc.

Garden

The office staff will communicate campus coordinator for
Garden maintenance and any other issues pertainingto

gardening.

Waste
JSSCPT follow national, local and MVP policy for waste

management

APPROVED
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Traffic control

» Traffic and parking regulations for JSS College have
been prepared for Campus Safety. These regulations
are College policy and apply to all members of the
College and its’ visitors.

» Parking regulations are enforced to eliminate hazards
and reduce traffic congestion.

» A progressive disciplinary system is taken where
repeated violation of parking and traffic regulations is
seen and may result in increased fines, immobilization
of your vehicle or revocation of your parking privileges.

» The maximum speed limit on campus is 20 miles per
hour.

» Under no circumstance should a vehicle be left blocking
a street, driveway, handicap space.

» Students without helmet, exceeding speed limit, triple
riding, and rash riding are subjected to parking
citations and may be cleared by paying a fine or
successfully appealing the fine.

» Any students or staff, individual receiving excessive
parking and traffic citations, regardless of paid status,
is suspended for a minimum 1week.

» If the vehicle has significant leakage of oail,

transmission fluid, antifreeze or fuel spilling unto the

APPROVED
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grounds the watchman should be report immediately.
SAFETY AND SECURITY

Campus safety

The campus is installed with security cameras, which will be
taken for any conformation for grievances of staff, students It
will be archived, until the conflict is resolved with proper

legal actions are taken.

If the grievance is minor in nature the item lost will be

recoverd and will be removed or discarded from the system.

The person incharge- Lab attender will be checking the
CCTV working status daily and any breakage, Non
functionality and Maintainace will be conveyed to the office

staff and Principal.

The issue will be resolved within 3 days of complaint raised.
If not proper explanation should be given in written/ email

when it will be replaced or work s done.
Biometric library and college
Biometric is installed in college and library

The biometrics will be collected of staff and students
(Interns, Post graduates,, External college students) at the

end of the month and will be calculated for attendance by

APPROVED
SIGNATURES:
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the office staff which will be later submitted to concerned

person in charge.

Library biometrics will be calculated at the end of session by
library attender and will be given to respective coordinators

for reference
Paper Use policy

Aim: To ensure all staff use paper responsibly and efficiently.
All staff and students of JSS college of Physiotherapy must
adhere to the policy.

The Letters must be written and sent to the head of institution /
principals’ official email. The principal /Head will sign digitally and

send back to the office.

e A soft copy will be retained in the mail / drive under various
folders specified with reference to subject /date. Once the letter
is resolved the letter can be deleted from the folder or saved in
the external drive, depending on the requirement for
documentation.

e Prior permission must be taken to get A4/A3 papers from the
office / Library, the number of papers utilized has to be entered
and signed by the staff / student.

¢ All communications to JSS MVP must be through e-mail.
Email must be followed by an official phone call to inform

that the mail has been sent.

APPROVED
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General:

Do not print e-mails unless necessary, use electronic
communications where possible

Use email for communication for both internal and external, for
circulars, letters (leave, joining, request etc.,)

Meeting agendas and information shared during meeting must
be on a projection screen

Utilize to the maximum to use digital signature for
communication letters.

Minutes of meetings, case conference, reports should be saved
electronically with digital signature (preferably in pdf. format)
Inevitable printout on paper to be done by reducing the papers (
use narrow margin, single space and both side prints)

AVOID printing draft or proof copies, all correction must be
reviewed on screen.

Re-use the papers which have been printed on one side.
Re-use envelopes wherever possible especially for sending
information internally

Retain all documents on the computer by file storage rather
than in hard copy, segregate the documents based on date and

subject, this will make things easier to extract.

APPROVED
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Standard Operating Procedure For Infrastructure

Maintenance, Building, Electrical, Plumbing, Carpenter

» SADA has to do a monthly inspection of entire campus
with attenders.

» Note down the problems and write in to the register with
date

» Inform the concern person for repair/ rectification.

» Re-check after work is done.

» Update in the register against in the register book with

date.

STOCK VERIFICATION

» Inspection once in 3 months.

» Note whether the item is in good working /not working
/to be repaired/condemned.

» Entry in the maintenance book ( if it is good, not
necessary to write).

» If it is condemned, mention in the permanent stock book
and take signature from principal.

» When any new item is purchased, check if it is in good
condition and send to concerned department/lab/library.

» Entry into permanent stock book and take signature of

the principal.

APPROVED
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HOUSE KEEPING

» Weekly inspection by attender.

» Stick list in door in each department and put tick mark
every week.

» If it is not cleaned, inform to concerned housekeeping
person to do the work.

> Issue the cleaning items to peons once in a week.

» Weekly check by attenders and supervised by SDA.
PURCHASE

» When any new item has to be purchased, the staff has to
inform the lab in charge/ attenders.

» Lab attenders have to inform to the SDA for purchase.

» SDA has to get three quotations from concerned persons
and verify with budget amount sanctioned by JSS MVP.

» Make a comparative statement with three quotations, and
recommend one with lowest cost and mention in covering
letter and send it to MVP for request permission to
purchase.

» After approval from MVP, purchase order to be sent to
concerned agencies, companies.

> After receipt of the items, check if it is in good condition
and enter in to stock book.

» Arrange payment against bill amount after supply.

» Hand over the cheque to company after issue from MVP.

APPROVED
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FILING
» There are three ports in filing
a. Office file — current year
b. Record file — from five years
c. Achieve file — after five years.

» In office, files make a list of notice numbers and
contents in the files in three sections.

> Arrange letters date wise in concerned files after
receiving by MVP/courier/post after to enter from register
and take and take signature from principal.

> After one year office files letters goes to record files.

» After one year letters will goes to archives files.

APPROVED
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LEAVE RULES

» Whenever a staff takes EL, to be informed to 15 days earlier
by entry in leave book.

» Signature of person taking over during absence must be
taken, and signature of IQAC member; then send book for
principal’s approval.

» For CL/RH, write in leave book at least one day earlier with
IQAC and taking over sign; send to principal for approval.

» Confirm whether leave sanctioned or not by principal.

» For newly appointed staff, CL to be taken after completion of
one month, otherwise it will considered as LOP. SDA will

inform them.

FUNCTION/ PROGRAMMES

» In all functions/ programmes before one day have to
arrange and clean in a specific area by non teachers staff.

» Check once by SDA.

» Have to arrange hospitality for guests/faculties/students
as per directions/instructions by coordinators.

» Provide tea/coffee to the guests who are stay in college

more than one or half an hour.
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REPORTS
» Three types of reports to be sent to MVP.
a. monthly b. Half yearly c. Yearly

» Reports should include regarding admissions, results, all
programmes, faculty details, finance details, research
projects, etc

» Collect details/ CV of resource persons from faculty in
charge, function reports and photos from programme
coordinators, admission and result report from student
section, account details from account section, library details
from librarian, and put in reports.

» Reports should be sent monthly within last date given by
MVP.

» Monthly reports send with in 10™ by every month.

E-MAIL/ COMMUNICATION

» Check email every one hour daily.

» Send a thank you reply for mail sender.

» Forward to concerned section like administration/
academic/ hospital/ accounts/ student section.

» Send all MVP letters and circulars to principal and

concerned section.

APPROVED
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POST / COURIER
» Receive all postal and couriers hard copies when it
comes, and put sign and seal.
> If it is in name of principal, send it to the principal after
receiving, without opening the letter. If principal on leave,
inform over mail/ phone and hand over after principal is back
to duty.
» If it in the name of college/ or addressed to principal,
give it to the principal/ in charge if principal is on leave.
» Open and send to principal for signature, and after the
signature it will goes to concerned file/concerned section

(Xerox copy).

MEETING NOTICES

» All meeting notice come from MVP/ RGUHS AND
OTHER COLLEGES BY MAIL OR HARD COPIES ALL
NOTICES MUST BE SENT TO THE PRINCIPAL.

» The date, time and venue of meeting to be written on
reminder board in office and informed to the concerned
person.

» Remind principal/ concerned person one day before

» Remove from board after meeting.
GOVERNING COUNCIL MEETING

» We have to organise two meetings in one year.

APPROVED
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» Prepare GC Agenda as per guidelines of principal
before one week of meeting, including all reports.

» Send meeting notice with agenda for members before
one week (soft copy only).

» Arrange meeting in board room of our college/ JSS
College of Nursing board room previous day with hospitality

and send minutes to members.

APPROVED
SIGNATURES:
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Attendance (mexoe8ned) :—
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Other Information

» Return at the end of internship. Take signature, no

dues.

» Time to time any unresolved issue not managed mail/

letter to

>
>
>
>
>
>

RGUHS.

All RGUHS Notification
Parent teacher meeting
Make Agenda MOM
Inform Co- Ordinator

ID Card

College of Nursing ask per Computer origination

permission
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wbe#‘\ﬂ-( RGUHS Exams)

Procedure of Examination :-
» Internal Exam (I A) & Practical Exam

» Theory Exam | A Theory practical exam
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Transcript
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Transcript :-

» As soon as request is received by email this will be
intimated to the principal.

> The Alumni’s request will be verified against the list of
the college and the validity of the request ascertained.

» The Postage/ courier charges to the country to which
transcript has to be sent will be ascertained

» The transcript charges of RS -2000+ postal / courier
charges and request to transfer the amount to the
college account will be intimate to the person
requesting the transcript.

» Further the Mail will inform the person requesting to
intimate the transfer of amount to
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hsicdc_jsscpt@jssonline.org this mail will be sent
within one working day to the receipt of request.

> Within one working day of the receipt of the amount,
the transcript and all necessary documents will be
dispatched through the preferred mode- India post/
courier .

» A scan of the receipt of courier/postage along with a
note to confirm dispatch will be sent to the alumnus (a)
within the same working day.

» No personal request from relatives/payment is any
other method/personal transfer of documents to
relatives/friends will be done.

» Office will communicate only through email and only to
the requesting person.

» By no means will sharing of personal numbers be
entertained.
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CLINICAL POLICY

The scope of this section includes clinical teaching for undergraduates
and post graduates, patient care, community posting, hospital staff and
faculty members who are posted in JSS Hospital for routine patient care
and teaching. The below mentioned guidelines define the responsibility of

the staff and students in the hospital.
POLICY

To ensure that faculty and students during the clinical postings at JSS
hospital are guided with the policy.

PURPOSE

» This policy provides guidelines for faculty, PG and UG students during the
clinical postings at JSS hospital.

» This policy also includes the patient care procedure involved in PG and UG

teaching.

» To ensure the plan of clinical teaching and patient care is delivered to the
PGs and UGs effectively.

DEFINITIONS (If Any)

> Daily Rounds: Refers to the patient care rounds conducted by senior

faculty everyday/ alternate day.

» Case Report: Refers to the reporting of patients seen at the end of each
day to the supervisor

» Case Presentation: Is a formal communication between the presenter
(UG /Intern/PG/staff) regarding a patient's clinical information, usually

carried out with the patient.
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> Clinical Portfolio: This is a record of every patient seen during the
posting including initial evaluation, reasoning chart for the evaluation
done, goals, plan of care with reasons and references (use CPG where
available) follow-up notes and discharge evaluation. Add a short

summary of lessons learnt at the end of each case and references.

» Case conference: It is a formal presentation between the presenter
(UG /Intern/PG/staff) regarding a patient's brief clinical information in a
SMART format with prognosis, usually carried out with a short
discussion and action plan. The cases seen by a presenter at the end of

the week is presented

ABBREVIATIONS (If Any)
» PG — Post graduate
» UG — Under graduate
» OPD - out patient department
» SMART - specific, measurable, achievable, reliable and time bound
» |IP- In patient

SCOPE

Patient evaluation and management by Faculty, Clinical supervisors, PG,
interns and UG at OPD and In-patient Orthopedics, Neurosciences,
medical and surgical specialities, ICU, OBG, nephrology and other areas

as requirement for the clinical exposure and teaching.
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ORIENTATION

The staff, PG, UG, Interns, and Students from external college will be

oriented to the hospital and department prior to their postings.

The orientation will be given by Clinical in charge and Respective
department unit heads. During orientation they will be told regarding the
SOPs of hospital, HIS entry, Billing Process and Reference to other

departments and other policy related to hospital; care.

PROCESS DETAIL

» UG and PG students are posted in clinics (JSS Hospital) at OPD
and Inpatients at departments and ICUs.

»  Second year students will be posted as an observational postings
with supervision

»  Third and fourth year students will be posted on rotation to OPD and
IP based on the requirement of subjects and number of hours

» PG and Interns are posted on rotation to departments

»  The process will be followed as per the rules and regulations laid
down in the respective class handbook.

ACITIVITY and RESPONSIBILITY

Staff:
»  The teaching staff and the class coordinator will frame the objectives

for the clinical postings of the respective class and subject (area).

»  Teaching staff/clinical supervisor will make sure that the objectives
of the postings are fulfilled in the speculated time frame, any lacunae are
reported to the class coordinator and appropriate remedial measures are

taken in time.

»  The role of teaching staff is initial evaluation of all cases referred for
Physiotherapy treatment or newly admitted cases, in case of blanket
reference, in the hospital.

APPROVED
SIGNATURE:
DATE: CP 3/19




JSS CPT POLICY AND PROCEDURE MANUAL

»  Once the evaluation is completed, planning and monitoring of the
intervention programme and any modification during treatment is decided
by the staff.

» Intervention in critical areas and private wards are carried out under

the direct supervision of the teaching staff.

»  As teaching faculty of the college, their role is to teach students

posted under them in the respective areas
»  Allot cases based on the objective of the postings
»  Supervise and assist students in the patient assessment procedure.

»  Discuss, assist students to identify problems and plan the

physiotherapy management
Post graduate students:

» The role of PGs is to carry out intervention as directed by the

teaching staff, after initial evaluation is done.

» In case of critical areas and private wards, they have to carry out the
intervention under the supervision of teaching staff.

» If any changes in intervention are to be made, it is done with the

directions from the teaching staff.

»  They are required to evaluate patients and administer Physiotherapy
intervention for 8 patients per day.

» They are also required to present 2 cases in each posting;

participate in case conferences and case discussions.

»  Documentation of all cases seen each day has to be done in HIS

system.
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»  Post graduates can assess, plan and treat patients independently,

each cases must be discussed with the clinical supervisor.
Interns:

» Interns are to carry out Physiotherapy intervention, after initial
evaluation is done, as directed by the teaching staff, under the supervision
of staff or PGs.

»  They cannot do initial evaluation or carry out intervention without the
supervision of staff/ PGs.

»  The total number of patients in each area of postings is equally
divided among the number of interns posted, and each intern is

responsible for treating that number of cases each day.

» They have to present 2 cases in each postings area; participate in

case conferences and case discussions.

»  Documentation of all cases seen each day has to be done in HIS

system.
Under graduate students:

» The under graduate students are posted in clinics for clinical

learning and direct patient contact learning methods.

»  UGs are required to observe, interact and learn evaluation methods,
identify problems and plan intervention after initial evaluation. All these
process are under direct supervision of the staff in-charge.

»  The students’ role will fulfil the clinical objectives of the postings in

their respective area.

» They also have to participate in case conferences and case

discussions.

APPROVED
SIGNATURE:
DATE: CP 5/19



JSS CPT POLICY AND PROCEDURE MANUAL

Responsibilities

» UG’s,PG’s and staffs must adhere to the policy and procedures SOPs of
the department of physiotherapy, JSS hospital. (ref
JSSH/POL/PHYSTHER available at \\jsshitcpu446for access at hospital
computers)

» During Daily rounds, the UG, intern in the area will assist the PG to

maintain a rounds register.

» The rounds register will be maintained and updated every day during
interdisciplinary rounds (i.e with orthopaedic surgeons/ neuro-surgeon/
physicians). The information will be communicated and the same will be

discussed during the weekly case conference.

> Interns and PGs will perform a case report at the end of the day to the

clinical supervisor.

» During every posting a student is expected to present at least 2 cases of
varying diagnosis to the faculty in charge. This must be included in the

clinical portfolio.

» The interns and PGs must submit the Clinical portfolio to the
supervisor/area in-charge at the end of the each posting. After correction

and approval it must be submitted to the coordinator/the principal.

> Informed consent should be taken if the patient/Subject is taken up for any
studies of staff, students and clinical staff. All informed consent should be

in patient language of communication.

» Case conference will be held once in every week. Each department
heads will nominate case conference clerks, who will take responsibilities
to make the list. The case conference reports will be done in Drive or in
soft copy. The reports will be submitted or uploaded in the drive on or

before 5 of every month.
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Handing over:

> Staff, Interns and PGs must follow the handing over policy.
> Duties and responsibilities must be written and handed over to the PG/
staff.

> The taking over signature must be obtained in the letter and a carbon
copy acceptance in case of communication through email.

> The handing over charges need to be submitted to the clinical
supervisor/in-charge.

> All the rules of handing over must be completed by the Intern/ PG/ staff
appropriately in advance.

> It will be the sole responsibility of the staff who is taking over to carry out
the duties appropriately and effectively in fulfilling the standards of patient

care.
Dress code

> Dress code in hospital (OPD & IP) to be adhered by STUDENTS,
INTERNS, PGs, STAFF AND FACULTY with the exception of PMR where
a separate dress code exists

> Hair should be properly tied and nail trimmed.
Women:

» Tights/ salwars and medium length kurtas (not longer than 2 inches
below the knees).

» No dupatta. No palazzos or skirts.

> Lab coat sleeves and kurta sleeves must not be lower than 1/3 of
forearm.

» Flat footwear with back straps or shoes with non-slip soles.

» Hair shorter than mid scapula level must be tied up and kept back from
the face with clips.

» Longer hair must be tied and worn inside the lab coat/ tied up in a bun

or clip.

APPROVED
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Men:
» Waistline of pants must be above the ASIS.
» Footwear must have non slip soles.
» Lab coat sleeves and shirt sleeves must not be lower than 1/3 of forearm.
» Facial hair must be trimmed to no longer than 72" and well groomed. Hair
must be worn combed close to scalp.
» No Mohawk and other styles allowed.
» Long hair must be groomed and kept away from face with a band/ pony
tail.
In service training
If the Staff, Students (UG, PG) and Interns want to do in-service
programme, they have to take prior permission from the unit head of
respective department through writing a letter or email. Once the request
is approved he/she has to properly hand over the cases in written format
to the person he is handing over which will be countersigned by the unit
head.
Audit
Persons accountable to audit: Staff, PG, Interns.UG to be checked every day
Audit, scheduled and unscheduled will be done by the members IQAC,
Departmental heads on regular basis. If any discrepancies are noted, an
explanation is sought by the person noted and should give an explanation
through writing.
Remedial actions will be taken as training .Remedial actions will be taken as per
hospital policy if any incidents are noted.
Professionalism
APPROVED
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Staff, students (UG,PG) should maintain professionalism within the clinical area.
They should be bound to the rules, rights of the hospital and parent institute and

tenants of physiotherapy profession.

Grievance

All grievances are redressed to the department in charge / coordinators
and Grievance committee. Appropriate remedial action is taken by the
authority which is recorded and brought to the higher authority. The
process flow is as shown in Fig 1

Fig Grievance redressal

Department of Physiotherapy, 155 Hospital, Mysore

Grievance Redressal

~ - )

Hospital Department Students
Physiotherapist In charge & pG/UG/Interns
1 =)

S = G - 1 L
- File the formal grievamnce
- Listen, resolve
- Feedback to HOD AP ricci pal
- Sogmest solutinns & alternatives

Faculty :>| HOD i e —— Mentors /

1 | Coordinators |
- Interview Faculty / stafff :
students = =
- Address the grievance . |
- Suhstantiation Suggestion Box
- Fecomm end policy change |

Director |
FPolicy change approval |
Others

» UG’s, PG’s and staff are required to sign in and out at the register in the
physiotherapy OPD

» Maintain dignity at the patient care area

> No usage of mobile phones, laptop at the clinical area except for the

purpose of evaluation or as a means of patient care.

APPROVED
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» Carrying clinical evaluation kit, gait belt is mandatory during clinical posting

> Clinical posting will be utilized completely on patient, students are no means
expected to utilize the time for reading and literature referring at the clinical

area.

> All literature/ book referrals must be strictly carried out in the library / study

room.

» Students are expected to fulfil the clinical competencies up to date and get
signature from the clinical supervisor on the same day, failing they need to
compensate to fulfil the required competencies.

APPROVED
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Addition:

Clinical Posting — JSS Hospital OPD and IP

This document is intended to provide guidelines on

> Dress code to uphold professional image, health and safety requirements.
»  The Physiotherapist will be expected at all times to dress to the highest
standards and to present a clean and hygienic appearance.

»  Hair styles should reflect a professional image
UNIFORM GUIDELINES

Uniform enhances the professional reputation and promotes the patients /

public confidence.

1. DRESS Code in Clinics: No denim is to be worn

The FIRST OPTION for boys and girls remains chinos and polos.
If anyone is not willing to wear these second option is as follows

»  Boys: Trousers with high waist line, unornamented belt, shirts with short
sleeves or sleeves rolled above elbows

»  Girls: straight cut salwar- no palazzos/ tights/ patiala with kurta that stops
ABOVE the knee with Chinese collars and sleeves that are above elbows. NO
DUPATTA

»  COLOUR is not mandated

2. College Identity card / name badge to be worn at all times.

3. SHOES: Open toed sandals and slippers are not acceptable footwear due to safety

reasons

> Flat shoes, black or navy/ Trainers / black / blue
»  Toe covered socks, Sandals with back strap
»  Non slip shoes, socks covering ankles

APPROVED
SIGNATURE:
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4. JEWELLERY:

» 1 earring only in each ear (Small stud),

»  No other visible body piercing.

» 1 Band type ring on each hand only

»  Jewellery that may cause risk to clients shouldn’t be worn
5. HAIR:

> Long hair or if hair is past shoulder length, it should be tied back / Bun.

> Well groomed hair neatly brushed and combed
6. MAKE UP: If needed - In moderation!
> Nail varnish - should not be worn, nails should be kept short

7. Usage of mobile phones in clinics is strictly prohibited

APPROVED
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The following PARAPHERNALIA must be carried at all times

ORTHO OPD
Goniometer
Measuring Tape

Vernier Caliper

Modified BP apparatus (Anaroid) for core muscle

Inclinometer (2nos)
Gait Belt

ORTHO IP
Goniometer - Long
Measuring Tape

Vernier Caliper

Modified BP apparatus (Anaroid) for core muscle

Inclinometer (2nos)
Gait Belt

Knee Hammer

Neuro IP & OPD
Gait Belt
Inclinometer (2nos)
Test tubes
Goniometer - Long
Measuring Tape
Vernier Caliper

BP apparatus

Knee Hammer

Paediatrics

. Goniometer — 180 degress

2. Measuring Tape

3.

Inclinometer (2nos)

APPROVED
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OBG

1. Vernier Caliper
2. BP apparatus
3. Stethoscope

PT in Medicine and Surgery & Cardio Pulmonary

1. Measuring Tape
2. Goniometer ( long and short)
3. Stethoscope
4. Gait Belt
5. Equations for 6MWT
6. Apparatus for distance and speed calculation
Additional equipment’s from the college
Faculty will take and return on the same day.The following items can be issued
from the labs with following issue and return policy.
Ortho: Hand Held Dynamometer, Camera with tripod
Neuro: NCV apparatus, Monofilaments (sensory evaluation)
Med/Surg : Thermometer / IR thermometer
Cardio/Pulmo : PFT ,Peak flow meter
APPROVED
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Job responsibility

Work Schedule - Faculty posted at JSS Hospital

Be at your respective stations at 9 am
Take attendance
Note all non-compliance

Allocate patient logically and make schedule

YV V. V V V

Leave MUST be approved (interns /students /PG and
Work Schedule - Coordinator

Check all patients are seen as needed

e Review documentation
e Bedside teaching
e Do Rounds

e Treat priority in clinics for PGs
Non Compliance

Staff / intern/ students and physiotherapist not following the guidelines (e.g.,

dress code and clinical kit) will be considered as Non-compliant

APPROVED
SIGNATURE:
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Table 1 Responsibility

Sl Procedure Steps Responsibility
No
. Every patient who need physiotherapy services will Faculty / staff
be identified / referred to the department / referral Physiotherapist
raised through HIS
. Perform or oversee evaluation Staff / PG
. Completed evaluation will be in file within first Staff
session to 3 days /PGlinterns
. Note “physiotherapy charges” in billing record / Physiotherapist
HIS
. Patient shall be explained about procedures, Staff
intervention and frequency/ duration /PGlinterns
. Daily treatment as per goals in initial evaluation Physiotherapist
*Students under direct supervision of /PGlinterns
physiotherapist or clinical supervisor
. Documentation at every visit. Physiotherapist
/ PGlinterns
. Discharge summary (See document JSSSH/POL) Physiotherapist
. Home instructions, exercise programme in writing PG/Interns
. Follow up directions with adequate information and Physiotherapist
contact number in the appointment card. PG
. Any adverse event or patient dissatisfaction/ All treating
physician complaint must be recorded & informed physiotherapy
to concerned physiotherapist as soon as possible. staff/
PGlinterns /
students
. Critical care physiotherapy care (ICU /Neonatal Staff /PTs/ *PG
ICU) and Interns
under
supervision
. Private wards Physiotherapist
/ staff
APPROVED
SIGNATURE:
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Reference
SI
N Area / Specialty SOP - reference
o
JSSH/POL/PHYSTHER/
. In Patient
001
JSSH/POL/PHYSTHER/
. Out Patient
002
JSSH/POL/PHYSTHER/
. Ortho Inpatient
003
Out Patient (Musculo-Skeletal and JSSH/POL/PHYSTHER/
Sport Physiotherapy) 004
JSSH/POL/PHYSTHER/
. Hand Rehabilitation
005
Supportive Physiotherapy JSSH/POL/PHYSTHER/
Services 007
JSSH/POL/PHYSTHER/
. Pulmonary Physiotherapy Care
008
JSSH/POL/PHYSTHER/
. Pediatric Physiotherapy
009
JSSH/POL/PHYSTHER/
. Cardiac Rehabilitation
010
JSSH/POL/PHYSTHER/
. Neurological Physiotherapy 011
JSSH/POL/PHYSTHER/
. Physiotherapy in OBG
012
APPROVED
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SL.NO Procedure SOP - reference
JSSH/POL/PHYSTHER/
. Thermotherapy
PROC/001
JSSH/POL/PHYSTHER/
. Ultrasound Therapy
PROC/003
JSSH/POL/PHYSTHER/
. Interferential Therapy
PROC/004
Electrical stimulation and JSSH/POL/PHYSTHER/
TENS PROC/005
JSSH/POL/PHYSTHER/
. SWD
PROC/006
JSSH/POL/PHYSTHER/
. LASER and UVR
PROC/007
JSSH/POL/PHYSTHER/
. Exercise Equipment
PROC/008
JSSH/POL/PHYSTHER/
. Pediatric Physiotherapy
PROC/009
Continuous Passive JSSH/POL/PHYSTHER/
Movement equipment PROC/010
JSSH/POL/PHYSTHER/
. Gait Training
PROC/011
JSSH/POL/PHYSTHER/
. Coma Stimulation
PROC/012
JSSH/POL/PHYSTHER/
. Tilt Table
PROC/013
JSSH/POL/PHYSTHER/
. Traction
PROC/014
JSSH/POL/PHYSTHER/
. Functional Training
PROC/015
JSSH/POL/PHYSTHER/
. Gait Evaluation
PROC/016
. Disability Evaluation JSSH/POL/PHYSTHER/
APPROVED
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PROC/017

Taping

JSSH/POL/PHYSTHER/
PROC/018

Lung expansion therapy

JSSH/POL/PHYSTHER/
PROC/019

Chest Physiotherapy

JSSH/POL/PHYSTHER/
PROC/020

APPROVED
SIGNATURE:
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Emergency evacuation policy
Policy

Emergency evacuation policy is to provide an organised
and systematic evacuation plan in case of disasters

including fire, flood, earthquake and other calamities.

Standard operating procedure for Infrastructure

provision for Emergency equipments
Aim: To provide safe and organised routes of evacuation

Objective: To identify equipments used for emergency,

emergency exits and provide adequate directions
Procedure:

» An expert team on emergency evacuation from JSS
Hospital will be called for the identification of the
equipments needed , posters, signage’s and placement
of emergency alarm in the college.

» The provisions told by the team will be marked.

» ldentification and usage of the same will be demonstrated

by the expert team.

Responsibility: SDA of office- General section,

Emergency response team of the college.

Accountability: Principal

APPROVED
SIGNATURE:
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Standard operating procedure for training on

emergency evacuation

Aim: To provide training for all staff, students about the
awareness of using the safety equipments and safe exit

from the site of the emergency.
Objective:

» To train all students and staff about the process to be
done during the time of emergency and efficient usage of
emergency equipments.

» To identify the emergency marshals who will coordinate

an safe exit of all staff and students from the college.
Procedure;

» An Expert team on Emergency evacuation from JSS
Hospital will be called for the training on emergency
evacuation yearly twice.

» Emergency marshal will be selected from students and
staff on the day and they be told about their duties and
responsibility.

» The expert team will demonstrate on equipment usage,
designated path way for evacuation.

» A mock drill will be done on the same.

APPROVED
SIGNATURE:
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Standard operating procedure for Emergency

evacuation

Definition: It is a rapid removal of people from building or

disaster area as a rescue or precautionary measure.
Objectives:

» Ensure the safety of all students , employees and visitors
at the facility

> Protect vital information

» Safeguard and make available vital materials, supplies
and equipment to ensure the safety and recovery of
records.

» Training for the staff and students to tackle the disaster

safely and securely
Purpose:

It is to provide for the safe and orderly evacuation of the
personnel (Students, employees- Staffs and visitors) in

the event of emergency situation
Scope

It is applied to a broad range of emergency incidents
including but not limited to fire, earthquake, floods, hostile
intruders. The disaster evacuation is activated when any
crises which may impact the students, staff and visitors

APPROVED
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Procedure

» Any staff , student who notices the disaster should inform
the college office

» The office personals will

1. Activate the emergency alarm

2. Power supply will be shut down of the college.

3. Emergency exits door will be opened.

4. External emergency services - Fire, ambulance
will be called for assistance.

5. Activation of Code red of JSS Hospital will be
done from PMR.

» Once the siren is activated, the marshal will guide the
students through the emergency exit pathways and make
them assemble in safety zone (PMR Parking area).

> All Staff will act as a Marshal until the whole zone is
cleared from students and any visitors.

» The head of the emergency evacuation team and
marshal will assess the situation and if it can be tackled
will work on it by using the emergency equipments.

» If the situation is beyond control of the marshal and head
of the emergency evacuation team they will clear the
area and walit till the external agency arrives — Fire

department or Code red team from JSS Hospital.

APPROVED
SIGNATURE:

DATE: ADM 4/5



JSS CPT POLICY AND PROCEDURE MANUAL

» The students and staffs who are assembled in the safety
zone will be head counted and after the clearance from
the Head of the emergency response team will be

allowed to move out.

Responsibility: Emergency evacuation team, Marshalls

and all Staff and students

Accountability: Head of the emergency evacuation team

and Principal

APPROVED
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>

>

>

FINANCIAL ASSISTANCE POLICY

The policy provides financial assistance for the faculty to attend
conference and workshops. It provides opportunity for the staffs to
upgrade their knowledge and skills.

All staffs are entitled to a total of 12 days of special leave each
calendar year.

Based on the value of the conference, workshop or short course and its
beneficial aspects to our institution.

Faculty who have completed their probationary period will be availing
financial assistance, which includes the registration fees, travel
allowance and 50 % of accommodation fare.

This leave must be applied for at least 1 week in advance.

This type of leave may be taken for any continuing education activity,
examination duty not mandated by the university and any other
academic related activity that is the personal choice of the staff
member.

When applying for this category of leave, the information/ invitation of
the activity must be attached. Furthermore a brief justification of why
attending the program is essential must be written in the application
Once they finish the conference or workshop the e- copy of the
certificates has to be submitted to the office and IQAC for considering
it as special leave with salary.

Responsibility: SDA.
Accountability: Principal.

APPROVED
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Research policy

Research includes all the research activities going on in the college
which includes academic research, ongoing research by the staffs
and students, research which is carried out by grants and external
fundings, paper or poster presentations done in conferences,

publications if any.
Research office

Research office must have all the records of ongoing projects in
the college. All the research to be undertaken must be passed via
research office and brought to the notice of research committee. An
Institutional review committee form should be filled and submitted with
the draft via email and hardcopy to the research office for further
corrections/approval/ethical committee presentation. Progress of the
research should be mailed after every 3 months from the start date of

the study by mail to irc_jsscpt@jssonline.org.

Conference presentations

Any kind of paper or poster presentation in any conferences
should be brought to the notice of research coordinator with a letter to
present. Only after the submission of letter leave will be sanctioned to

student and staff.

Code of conduct - Ethics in Research

The aim of the code of conduct for researcher (Student/ Staff ) is to

ensure that all research activities follows the below principles

1. Autonomy — Respect for persons including informed consent,
privacy and confidentiality .understanding that every individual has

the right to make decisions about him/ her self

APPROVED
SIGNATURE:
DATE: RP/ 1-4
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2. Beneficence — Perform only those activities that is expected to do
good.

3. Non-Maleficence — Do no deliberate harm

4. Justice — Ensure equitable distribution of risks and benefits
All researchers in the institution must abide by this code of conduct

which are governed by the following principles

Principles of non-maleficence : Whereby, it is ensured that the
conduct of and discoveries of research and knowledge generated do
no harm to humans, animals, plants and environment by taking
precautions to protect self and others from any harmful effects and
reporting immediately to concerned authorities if any untoward
incident happens or likely to happen.

Principles of beneficence Whereby, it is ensured that legitimate
benefits are being sought and that they out-weigh the risks and
harms. The researcher must work for the ethical and beneficent

advancement, development and use of scientific knowledge.

Principles of risk minimization: Whereby, due care and caution is
to be taken to minimize the potential ill effects that may occur and
restrict the dual use information and knowledge to those who need to

know.

Principle of Confidentiality Whereby, the researcher must uphold
the basic principle of maintaining all private information highly

confidential and reveal it to only legitimate individuals.

APPROVED
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Principle of Ethical review Whereby, all relevant research activities
are subjected to ethical and safety review. All the research work
(academic, sponsorship, collaborative) should be reviewed and
approved by Institutional Research Cell (IRC). Research involving
patient/ vulnerable persons’ participation should be reviewed and
approved by IRC and a registered ethical committee. Informed
consent forms (formal or non formal) should be submitted to IRC by

the researcher.

Principles of transmission of ethical values whereby (the duties
and obligations embodied in this code), the ethical principles upon
which it is based are transmitted faithfully to all who are, or may

become, engaged in the conduct of such scientific research.

Principles of voluntariness whereby, researchers are fully apprised
of the research, the impact and risk of such research, and whereby
scientists retain the right to abstain from further participation in
research that they consider ethically or morally objectionable.

Principles of institutional arrangements whereby, appropriate care
is taken to ensure that all procedures are required to be complied with
and all institutional arrangements appropriate. Researcher is

responsible for usage, damage or loss of materials or equipment.

Principles of totality of responsibility. All the researchers’ individual
contributions should be disclosed to IRB. Gift authorship is strictly
discouraged. Those who have contributed to the research but do not
credit authorship must be acknowledged. A document describing each

author’s contribution to the research must be submitted to the IRC.

APPROVED
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Principles of research integrity whereby, scientists are expected to
adhere to highest professional standards in proposing, doing and
reporting of research results to ensure reproducibility. During the
conduct of research, data should be collected, collated, analyzed and
reported with honesty and integrity. During publication, unethical
practices such as fabrication, falsification, plagiarism etc. should be
avoided and appropriate credit be given to collaborators who have
contributed to the intellectual content of research being reported as
reflected in the authorship of manuscripts sent for publication. The
interests of students should be credited and provided with appropriate

guidance.

APPROVED
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RESOURCE MOBILIZATION POLICY

Need: Optimal utilization of resources
Financial resource mobilization strategy

Scope: Utilization of resources is carried over as per the resource
mobilization policy of JSS Mahavidyapeetha.

Financial resource mobilization strategy of the JSSMVP includes the
following steps: -

Identifying potential sources of funds

Actively soliciting pledges

Following up on pledges to obtain funds

Depositing these funds and

YV V. V VY V

Recording the transactions and any restrictions on their use.

Resources other than finances
Scope: To improve the delivery of holistic education
Identifying potential donor ( alumni / philanthropists/ students / staffs )

Active solicitation of donation ( equipments / books/ furniture etc)

Procurement and distribution of resources after recording

YV V V V

Acknowledgement given

This policy covers library, infrastructure, lab equipment

Whatever resources available (e- books/ equipments) will be utilized

within departments

APPROVED
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Duplication will be undertaken after scrutinizing and discussion between

the stakeholders.
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SPECIAL LEAVE POLICY

Need: Paid leaves for the faculty for attending CME, workshops and

other academic activities

Scope: Provides opportunity for the staffs to upgrade their knowledge
and skills.

»  All staffs are entitled to a total of 12 days of special leave each
calendar year.

»  This leave must be applied for at least 1 week in advance.

»  This type of leave may be taken for any continuing education
activity, examination duty not mandated by the university and any other
academic related activity that is the personal choice of the staff member.
»  When applying for this category of leave, the information/
invitation of the activity must be attached. Furthermore a brief
justification of why attending the program is essential must be written in
the application

»  Once they finish the conference or workshop the e- copy of the
certificates have to be submitted to the office for considering it as

special leave with salary.

Responsibility: SDA.

Accountability: Principal.

APPROVED
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STANDARD OPERATING PROCEDURE FOR PHYSICAL
EDUCATION/ SPORTS

Aim: To provide sports and recreation facilities to the students
and staff of JSS College of Physiotherapy.

Objective:

» To ensure that sports and recreation activities goes on in the
college.

» To ensure optimized usage of facilities.

» To make the college competitive in the field of sports and
physical education.

» To encourage and train students to perform well in national
and international level.

Procedure:
A) For regular practice and participation in the college.

» ldentify students/ staff interested in regular participation in
college by survey (Google forms provided).

» Make necessary arrangements for regular participation of
students and staff in college.

» Regular maintenance and repair of equipments.

» Proposal for purchase of equipment each year after
approval of principal in annual budget meeting.
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B) For competitive sports.

» ldentify and train students from the beginning for
competitive sports.

» ldentify suitable and feasible competitions at various levels.

» Inform students and start training them with prior approval
of the principal.

» Make necessary arrangements for registration, travel,
accommodation and food for the participants.

» Honouring the winners of the competitions; motivation to
the losers.

C) Conduct of annual sports day

»  Decision on date of the day in consultation with the sports
chairman and principal, as per schedule in academic calendar.

»  Finalization of venue and Chief Guest with approval of
principal and DME.

> Conduct of indoor events and finalization of winners a week
prior to the sports day.

»  Preparation for the day, with involvement of students
council.

»  Purchase and arrangement of things, and required to be
purchased, and to be taken from the college.
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»  Transport arrangement on the day.
»  Hospitality of chief guest with co ordination of the office.
»  Co-ordination with the officials on the sports day.

»  Finalization of winners of each event, and announcement
and prize distribution.

»  Announcement of overall sports champions group wise, and
individual men's and women's champions.

» Replacement of things taken from college.

Responsibility: Physical Education Director and Sports Chairman.
Accountability: Principal.

Exceptions: Nil.




JSS CPT POLICY AND PROCEDURE MANUAL

WELFARE MEASURES FOR TEACHING AND NON-
TEACHING STAFF

»  All teaching and non-teaching staff have extended welfare benefits
of contributory provident fund, gratuity, ESI and other insurance scheme
as may be applicable in accordance with law.

»  The staff also have extended health benefits at the JSS hospital at
no or subsidized costs.

»  Probationary Staff: In the first two years of employment the staff
member is eligible for two days of casual leave per month which may be
carried over calendar years. Additionally they are eligible for 2 days of
restricted holidays on designated days each calendar year.

»  Compensatory leave extra clinical duty, duty done on holidays, will
fetch compensatory time off for the staff member commensurate with
the number of actual hours worked.

» 5. Confirmed staff: After a staff member is confirmed, he/she is
eligible for casual leave and earned leave.

»  Special leave: All staff is entitled to a total of 12 days of special
leave each calendar year.

»  Confirmed staffs are also provided with financial assistance for
attending conferences and workshops, which includes the registration
fees, travel allowance and 50 % of accommodation fare.

»  Maternity leave to female employees.

»  Housing society for employees: JSS Mahavidyapeetha Employees
Housing Society provide sites and financial assistance for construction
of houses to Mahavidyapeetha employees. It has developed about 181
acres of land and has distributed 661 sites to its employees. It has future

plan to acquire more land and provide sites to its remaining members.
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