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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will be superseded by guidelines from governing bodies.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
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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. 
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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 
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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 submit a monthly report to principal regarding UG activities. 

 

Responsibilities of IQAC coordinator 

 The role of the coordinator of the IQAC 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/he may be a senior academic 

/administrator entrusted with the IQAC as an additional responsibility. 

 Secretarial assistance may be facilitated by the administration. 

 It is preferable that the  coordinator   has  a  sound  knowledge  about  the  computer,  

its various functions and usage for effective communication. 
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 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 b e  

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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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:  

• All class 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 it in 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 
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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: 
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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). 

   

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 assistance/ 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. 
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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. 

 

Identification of faculty from concerned institutions and sending official request 

through letter/ email for consent and approval. 

 

 

  Intimation to the concerned students after confirmation 

. 

 

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

 

 

Submission of attendance to office after completion of allotted classes for 

remuneration; follow up for on time payment of remuneration. 
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6.0 Responsibility: class co-ordinator. 

7.0 Accountability: UG/ PG co-ordinator. 

8.0 Exceptions: Nil. 
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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:  

 

 

4.0 Responsibility: Class Coordinators. 

5.0 Accountability: UG coordinator 

6.0 Exceptions: Nil. 

 

 

 

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

The teaching staff 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.
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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) 
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Review at the end of the academic year by the curriculum committee 

 

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

the next academic year 

 

Circulated to Concerned department and subject teachers  

 

Implementation at the beginning of the academic year 

6.0 Accountability: The Principal 

7.0 Responsibility:  Curriculum committee. 

8.0 Exceptions: Nil 
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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. 

 

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. 
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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. 
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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:  

  Appropriate use of the teaching hours by the staff 

  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. 
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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. 
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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.  

 

2.0 Purpose:  

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. 

 

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

year. 

 

Modifications incorporated and approved by Curriculum committee. 

 



JSS CPT POLICY AND PROCEDURE MANUAL 
 

APPROVED 
SIGNATURES: 
DATE: ACAD 18/51 
 

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. 
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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 

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. 
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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 

4.2 Postings will be in clinical for patient care and in college for p

rotation once in three months or as need arises

5.0    PROCESS DETAILS

 

 

6.0  RESPONSIBILITY 

Academic 

Curriculum delivery and 
evaluation
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Standard Operating Procedure for Faculty Postings

 

Definition of the faculty posting pertains to area of work allocated to each faculty 

namely patient care or pure academics. 

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

elow the cadre of professor 

Exception: If there are no faculties for replacement, professors will replace the 

clinical / academic postings 

Staff will be posted as per policy  

Postings will be in clinical for patient care and in college for p

rotation once in three months or as need arises 

PROCESS DETAILS 

 : Teaching Faculty  

Faculty Posting

Academic 

Curriculum delivery and 
evaluation

Clinical (Hospital)

Patient care , supervision

AL 

 ACAD 20/51 

Standard Operating Procedure for Faculty Postings 

Definition of the faculty posting pertains to area of work allocated to each faculty 

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

Exception: If there are no faculties for replacement, professors will replace the 

Postings will be in clinical for patient care and in college for pure academics on 

 

Clinical (Hospital)

Patient care , supervision
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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:   

 To engage them in a productive teaching activity. 

 To help the students to improve their internal assessment marks  

3.0 Purpose:   

 For a productive and optimal utilization of the teaching hours by the students. 

4.0 Scope:  

 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. 

 

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. 
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6.0 Responsibilities:  

 All teaching staff and students. 

7.0 Accountability: 

 Principal. 

8.0 Exceptions: Nil 
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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. 
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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  
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6.0 Accountability:  

1. Student who is identified as slow learners 

2. Parents of the Slow learners 

3. Student volunteers 

4. Seniors 

5. Class coordinators 

6. Designated staff/ mentor 

7. UG/PG coordinators 

8. Principal 

7.0 Responsibility: 

1. Student who is identified as slow learners 

2. Parents of the Slow learners 

3. Student volunteers 

4. Seniors 

5. Class coordinators 

6. Designated staff/ mentor. 

8.0 Exceptions: Nil. 
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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: 

 

6.0 ACCOUNTABILITY: Principal 

7.0 RESPONSIBILITY: Grievance cell member 

8.0 EXCEPTION: Nil. 

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 
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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: 

 

5.0 Responsibility- Class coordinator 

6.0 Accountability- Principal 

7.0 Exceptions: Nil. 

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

All the feedbacks will be discussed with UG Co

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

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

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

UG co-ordinator will confirm and instruct the class co

Class co-ordinator will inform the UG co

after consent by the Principal, UG co
inform the parents 3 weeks prior to the meeting

Analysis report will be submitted to the class co

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

OLICY AND PROCEDURE MANUA

 

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

All the feedbacks will be discussed with UG Co-ordinator in a separate meeting which 
will be scheduled after PTM
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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. 
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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 fairness 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 I AND II 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.  

• IA papers will be discussed and marks displayed on the notice board within ten days 

of exam. 
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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 

 

After the examination the papers will be submitted to the library 

 

every paper has a face sheet that includes the column for 1st valuator and 2nd 

valuator 

 

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 

 

if the difference is more than 15 marks between 2 valuators 3rd 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 morning 

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 

Discussed and decisions made about the agenda of the meeting 

Meeting recorded 

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:  

 Helps in reorganization of the individual’s responsibility. 

4.0 Scope:  

  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. 

                                                   

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 

                                                  

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

responsibilities. 

                                                  

Approval by Principal regarding sanction of the leave.  

                                                  

 

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

of pay. 

                                              

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

 All teaching and nonteaching staffs. 

7.0 Accountability: 

 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: 

 

6.0 RESPONSIBILITY: Grievance committee members. 

7.0 ACCOUNTABILITY: Principal 

8.0 EXCEPTION: Nil. 

 

 

 

 

 

 

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
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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. 

 

 

 

 

 

 

 

 

 



JSS CPT POLICY AND PROCEDURE MANUAL 
 

APPROVED 
SIGNATURES: 
DATE: ACAD 44/51 
 

5.0 Procedure: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Principal will appoint the event in charge on basis of previous 

experience and on willingness of the staff  

The in-charge staff will contact the office to get the budget allotted for the 

same program and write an approval letter with advance amount from the 

office of the Director of Medical education, Mahavidyapeetha 

The in charge staff will then form the committee and give them the job responsibility for 

each committee.  

The committees are:  

1. Registration committee  
2. Invitation committee  
3. Purchase committee 
4. Hospitality and accommodation committee 
5. Stage committee (On and OFF)  
6. Technical committee 
7. Catering committee 

The committee allocated will meet regularly and update the work to the in 

charge 

After the completion of the program, each committee will give the bills to the 

office in charge within two working days. The office in charge will send these 

bills to MVP within a week of completion of the program 

The in charge of the program will send the event report to IQAC within 

a week and also will be sent to put up in website. 
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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.  

3.0 Process: 

 

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.  
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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 FOR ICT 

Details of Internet Communication Technology (ICT) are given below: 

 ➢ OPAC  

➢ Electronic Resource Management package for e-journals•  

➢ 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)• 

 ➢ Institutional Repository  

➢ Content management system for e-learning  

➢ Participation in Resource sharing networks/consortia (Helinet) 

➢ The institution facilitates extensive use of ICT resources including:  

 Development and use of computer-aided teaching/ learning materials by its 1staff 

and students in the following ways:  

 Video classroom   

 Blogs  

 Available material and preparation of new material  

 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.  

 Identification 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 

application  

April 

1st 

Last date of application 

submission  

June 

30th 

Announcement of First provisional 

admission list 

(On basis of merit in PUC or 

equivalent examination) 

July 

15th 

Last day for paying fee 

(Admission confirmation by paying fee 

and submitting required documents) 

August 15th 

Announcement of final list of candidates 

for admission 

August 25th 

Commencement of classes  October 3rd 
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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. 
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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/he 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.  
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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. 
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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. 
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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. 
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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. 
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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   
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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. 
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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. 

 

http://sustainability.berkeley.edu/pages/water/overview.shtml
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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  

 

http://www.greenreportcard.org/report-card-2011/schools/iowa-state-university
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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 oil, 

transmission fluid, antifreeze or fuel spilling unto the 
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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 
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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.  

 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. 

 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. 
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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. 
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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.               
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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. 
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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. 
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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 10th 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. 
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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. 
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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. 
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�ಾ��ಾ�ತ �ಾ�ಾ�ಚರ�ಾ ��ಾನ 

²Ã¶ðPÉ: zÁ¸ÁÛ£ÀÄ ¥Àj²Ã®£É 

 

ªÁåSÁå£À: PÁ¯ÉÃf£À°è ®¨sÀå«gÀÄªÀ ªÀ¸ÀÄÛUÀ¼À£ÀÄß/ zÁ¸ÁÛ£ÀÄUÀ¼À£ÀÄß DVAzÁUÉÎ 

¥Àj²Ã®£É ªÀiÁqÀÄªÀÅzÀÄ 

 

GzÉÝÃ±À: zÁ¸ÁÛ£ÀÄUÀ¼À£ÀÄß DVAzÁUÉÎ AiÀiÁPÉ ¥Àj²Ã®£É ªÀiÁqÀ¨ÉÃPÉAzÀgÉ 

CªÀÅUÀ¼ÀÄ ¸ÀÄ¹ÜwAiÀÄ°è 

 

PÁAiÀÄð¤ªÀð»¸ÀÄwÛªÉAiÉÄÃ/ j¥ÉÃj ªÀÄqÀ¨ÉÃPÁVzÉAiÉÄÃ CxÀªÁ G¥ÀAiÉÆÃUÀPÉÌ 

¨ÁgÀzÀ ¹ÜwAiÀÄ°è«AiÉÄÃ JAzÀÄ w½zÀÄPÉÆ¼Àî®Ä zÁ¸ÁÛ£ÀÄ ¥Àj²Ã®£É 

ªÀiÁqÀ¨ÉÃPÀÄ. 

 

ªÀ¸ÀÄÛ¤µÀ×: EzÀgÀ°è J¯Áè jÃwAiÀÄ ªÀ¸ÀÄÛUÀ¼ÀÄ CAzÀgÉ ªÀÄgÀzÀ G¥ÀPÀgÀtUÀ¼ÀÄ, 

E¯ÉPÁÖç¤Pï G¥ÀPÀgÀtUÀ¼ÀÄ, PÀ©âtzÀ G¥ÀPÀgÀtUÀ¼ÀÄ, ¯Áå¨ÉÆgÉÃljAiÀÄ°ègÀÄªÀ 

G¥ÀPÀgÀtUÀ¼ÀÄ, EvÁå¢. 

 

ªÁå¦Û: zÁ¸ÁÛ£ÀÄ ¥Àj²Ã®£É PÁAiÀiÁðZÀgÀuÉAiÀÄ°è ¸ÀA§AzsÀ¥ÀqÀÄZÀ 

ªÀåQÛUÀ¼ÉAzÀgÉ, ¸ÀºÁAiÀÄPÀgÀÄ, ¢éwÃAiÀÄ zÀeÉð ¸ÀºÁAiÀÄPÀgÀÄ ªÀÄvÀÄÛ 

¥ÁæA±ÀÄ¥Á®gÀÄ 

«zsÁ£À: 

 

1. zÁ¸ÁÛ£ÀÄ ¥Àj²Ã®£ÉAiÀÄ£ÀÄß ¥Àæw 6 wAUÀ½ÃUÉÆªÉÄä ªÀiÁqÀ¯ÁUÀÄªÀÅzÀÄ 
 



  JSS CPT POLICY AND PROCEDURE MANUAL 
 

APPROVED 
SIGNATURES: 
DATE: 
 ADM 36/82 
 
 

2. ®¨sÀå«gÀÄªÀ ªÀ¸ÀÄÛUÀ¼À£ÀÄß ¥ÀævÉåÃPÀªÁV ¥ÀnÖªÀiÁrPÉÆAqÀÄ GzÁ; 

¯Áå¨ÉÆgÉÃljAiÀÄ°ègÀÄªÀ G¥ÀPÀgÀtUÀ¼ÀÄ, PÀ©âtzÀ G¥ÀPÀgÀtUÀ¼ÀÄ, 

ªÀÄgÀzÀ G¥ÀPÀgÀtUÀ¼ÀÄ EvÁå¢, CªÀÅUÀ¼ÀÄ ¸ÀÄ¹ÜAiÀÄ°èªÉAiÉÄÃ JAzÀÄ 

¥Àj²Ã°¸ÀÄªÀÅzÀÄ 

 

3. MAzÀÄ ªÉÃ¼É ¥Àj²Ã®£É ªÀiÁqÀ¯ÁzÀ ªÀ¸ÀÄÛUÀ¼ÀÄ j¥ÉÃj/ ªÀÄÄjzÀÄ 

ºÉÆÃVzÀÝ°è/ G¥ÀAiÉÆÃV¸À®Ä DUÀzÀ ¹ÜwAiÀÄ°èzÀÝgÉ CzÀ£ÀÄß ¥Àj²Ã®£Á 

¥ÀÄ¸ÀÛPÀzÀ°è £ÀªÀÄÆ¢¸ÀÄªÀÅzÀÄ 

4. ªÀ¸ÀÄÛUÀ¼ÀÄ j¥ÉÃj ªÀiÁr G¥ÀAiÉÆÃV¸ÀÄªÀ ¹ÜwAiÀÄ°èzÀÝgÉ 

¸ÀA§AzsÀ¥ÀlÖªÀjUÉ w½¹/ PÀgÉ¹ j¥ÉÃj ªÀiÁr¸ÀÄªÀÅzÀÄ 
 

5. G¥ÀAiÉÆÃV¸À®Ä DUÀzÀ ¹ÜwAiÀÄ°èzÀÝgÉ CAvÀºÀªÀÅUÀ¼À£ÀÄß ¤µÀàçAiÉÆÃdPÀ 

ªÀ¸ÀÄÛUÀ¼ÉAzÀÄ £ÀªÀÄÆ¢¹ ¥ÁæA±ÀÄ¥Á®gÀ UÀªÀÄ£ÀPÉÌ vÀgÀ¯ÁUÀÄªÀÅzÀÄ 
 

6. zÁ¸ÁÛ£ÀÄ ¥Àj²Ã®£ÉAiÀÄ £ÀAvÀgÀ ªÀgÀ¢ ¹zÀÝ¥Àr¹ ªÀÄºÁ«zÁå¦ÃoÀPÉÌ 
PÀ¼ÀÄ»¸ÀÄªÀÅzÀÄ 

 

dªÁ¨ÁÝj: zÁ¸ÁÛ£ÀÄ ¥Àj²Ã®£ÉAiÀÄ°è ªÉÆzÀ®Ä ¸ÀºÁAiÀÄPÀgÀÄ, ¢éwÃAiÀÄ 

zÀeÉð ¸ÀºÁAiÀÄPÀgÀÄ £ÀAvÀgÀ ¥ÁæA±ÀÄ¥Á®gÀÄ EgÀÄvÁÛgÉ. 

 

ºÉÆuÉUÁjPÉ: EzÀgÀ°è ªÉÆzÀ® ºÉÆuÉUÁjPÉ ¥ÁæA±ÀÄ¥Á®gÀÄ £ÀAvÀgÀ ¢éwÃAiÀÄ 

zÀeÉð ¸ÀºÁAiÀÄPÀgÀÄ EªÀgÀ £ÀAvÀgÀ ¸ÀºÁAiÀÄPÀjgÀÄvÁÛgÉ. 



  JSS CPT POLICY AND PROCEDURE MANUAL 
 

APPROVED 
SIGNATURES: 
DATE: 
 ADM 37/82 
 
 

²Ã¶ðPÉ: E ªÉÄÃ¯ï ¥Àj²Ã®£É 

 

ªÁåSÁå£À: PÀA¥ÀÆålgï£À°è §gÀÄªÀ E ªÉÄÃ¯ï UÀ¼À£ÀÄß ¥Àj²Ã®£É ªÀiÁqÀÄªÀÅzÀÄ 

 

GzÉÝÃ±À: PÀA¥ÀÆålgï£À°è §gÀÄªÀ ¸ÀAzÉÃ±ÀUÀ¼ÀÄ K£ÀÄ JAzÀÄ w½zÀÄPÉÆAqÀÄ 

PÁ¯ÉÃf£À°è ¸ÀÄUÀªÀÄ PÁAiÀÄð¤ªÀðºÀuÉ ªÀiÁqÀÄªÀÅzÀÄ 

 

ªÀ¸ÀÄÛ¤µÀ×: EzÀgÀ°è PÁ¯ÉÃfUÉ ¸ÀA§A¢ü¹zÀAvÉ £Á£Á jÃwAiÀÄ §gÀÄvÀÛªÉ. 

DqÀ½vÁvÀäPÀ, ¸ÀA±ÉÆÃzsÀ£ÁvÀäPÀ, ±ÉÊPÀëtÂPÀ EvÁå¢ 

 

ªÁå¦Û: E ªÉÄÃ¯ï ¥Àj²Ã®£ÉAiÀÄ°è §gÀÄªÀ ªÀåQÛUÀ¼ÉAzÀgÉ ¢éwÃAiÀÄ zÀeÉð 

¸ÀºÁAiÀÄPÀgÀÄ EªÀgÀ £ÀAvÀgÀ ¥ÁæA±ÀÄ¥Á®gÀÄ 

 

«zsÁ£À: 

 

1. ªÉÆzÀ®Ä E ªÉÄÃ¯ï AiÀiÁgÀ PÀqÉ¬ÄAzÀ §A¢zÉ JAzÀÄ w½zÀÄPÉÆAqÀÄ 

ªÉÆzÀ°UÉ CªÀjUÉ MAzÀÄ ªÀÄgÀÄ GvÀÛgÀ ¤ÃqÀ¨ÉÃPÀÄ C©ü£ÀAzÀ£ÉUÀ¼ÀÄ/ 

¤ªÀÄä £ÀªÀÄUÉ vÀ®Ä¦zÉ JAzÀÄ GvÀÛgÀ ¤ÃqÀ¨ÉÃPÀÄ 
 

2. £ÀAvÀgÀ EzÀÄ AiÀiÁjUÉ ¸ÀA§A¢ü¹zÉ JAzÀÄ «ZÁgÀ ªÀiÁr £ÀAvÀgÀ 

¸ÀA§A¢ü¹zÀªÀjUÉ gÀªÁ£É ªÀiÁqÀÄªÀÅzÀÄ GzÁ: eÉJ¸ïJ¸ï ªÀÄºÁ«zÁå¦ÃoÀzÀ 

¥ÀæwAiÉÆAzÀÄ «ZÁgÀUÀ¼ÀÄ ¥ÁæA±ÀÄ¥Á®jUÉ PÀ¼ÀÄ»¸ÀÄªÀÅzÀÄ £ÀAvÀgÀ 

¸ÀA§A¢ü¹zÀªÀjUÉ ¸ÀAAiÉÆÃdPÀjUÉ / ¢éwÃAiÀÄ zÀeÉð ¸ÀºÁAiÀÄPÀjUÉ 

PÀ¼ÀÄ»¸ÀÄªÀÅzÀÄ. 
 



  JSS CPT POLICY AND PROCEDURE MANUAL 
 

APPROVED 
SIGNATURES: 
DATE: 
 ADM 38/82 
 
 

3. E ªÉÄÃ¯ï AiÀiÁªÀÅzÁzÀgÀÆ ªÀgÀ¢ CxÀªÁ ªÀiÁ»w PÉÆÃj §A¢zÀÝgÉ 

¸ÀA§A¢ü¹zÀªÀjAzÀ PÀ¯ÉºÁQ ªÀÄvÉÛ CzÉÃ ªÉÄÃ¯ï£À°è ªÀÄgÀÄ gÀªÁ£É 

ªÀiÁqÀÄªÀÅzÀÄ 

4. eÉJ¸ïJ¸ï ªÀÄºÁ«zÁå¦ÃoÀzÀ ¥ÀæwAiÉÆAzÀÄ ¥ÀvÀæUÀ¼À£ÀÄßqË£ï¯ÉÆÃqï 

ªÀiÁrPÉÆAqÀÄ CzÀ£ÀÄß qÉæöÊªï£À°è ¸ÀA§A¢ü¹zÀ ¥sÉÆÃ®ØgïUÉ ºÁPÀÄªÀÅzÀÄ. 
 

5. ¸À¨sÉUÀ¼À°è ¨sÁUÀªÀ»¸ÀÄªÀAvÉ ¸ÀÄvÉÆÛÃ¯ÉUÀ¼ÀÄ §AzÀ°è ¥ÁæA±ÀÄ¥Á®jUÉ PÀ¼ÀÄ»¹zÀ 

£ÀAvÀgÀ PÀbÉÃjAiÀÄ°ègÀÄªÀ ¨ÉÆÃqïð£À°è ¸ÀªÀÄAiÀÄ, ¢£ÁAPÀ ªÀÄvÀÄÛ ¸ÀÜ¼ÀzÀ 

ªÀiÁ»wAiÀÄ£ÉÆß¼ÀUÉÆAqÀAvÉ §gÉzÀÄ ¤UÀ¢üvÀ ¸À¨sÉAiÀÄ MAzÀÄ ¢£ÀzÀ ªÉÆzÀ®Ä 

¥ÁæA±ÀÄ¥Á®jUÉ ªÀÄvÉÆÛªÉÄä £É£À¥ÀÄ ªÀiÁqÀÄªÀÅzÀÄ. 

 

6. EwÛÃa£À ¢£ÀUÀ¼À°è ¥ÉÃ¥Àgï §¼ÀPÉ PÀrªÉÄªÀiÁr DzÀµÀÄÖ E ªÉÄÃ¯ïUÉ 

DzÀåvÉ ¤ÃqÀ¨ÉÃPÁVgÀÄªÀÅzÀjAzÀ £ÀªÀÄä ¸ÀA¸ÉÜ¬ÄAzÀ ¨ÉÃgÉqÉUÉ ¸ÀAzÉÃ±ÀUÀ¼À£ÀÄß 

PÀ¼ÀÄ»¸À¨ÉÃPÁVzÀÝgÉ E ªÉÄÃ¯ï PÀ¼ÀÄ»¸À§ºÀÄzÀÄ. 

 

 

dªÁ¨ÁÝj: E ªÉÄÃ¯ï ¥Àj²Ã®£ÉAiÀÄ°èè ªÉÆzÀ®Ä ¢éwÃAiÀÄ 

zÀeÉð ¸ÀºÁAiÀÄPÀgÀÄ £ÀAvÀgÀ ¥ÁæA±ÀÄ¥Á®gÀÄ EgÀÄvÁÛgÉ. 

 

ºÉÆuÉUÁjPÉ: EzÀgÀ°è ªÉÆzÀ® ºÉÆuÉUÁjPÉ ¥ÁæA±ÀÄ¥Á®gÀÄ £ÀAvÀgÀ 

¸ÀAAiÉÆÃdPÀgÀÄ /¢éwÃAiÀÄ zÀeÉð ¸ÀºÁAiÀÄPÀjgÀÄvÁÛgÉ.



  JSS CPT POLICY AND PROCEDURE MANUAL 
 

APPROVED 
SIGNATURES: 
DATE: 
 ADM 39/82 
 
 

²Ã¶ðPÉ: ¸ÀÑZÀÒvÁ PÉ®¸ÀUÀ¼ÀÄ 

 

ªÁåSÁå£À: PÁ¯ÉÃf£À J¯Áè «¨sÁUÀUÀ¼À£ÀÄß ¥Àæw¢£À ¸ÀéZÀÒªÀiÁqÀÄªÀÅzÀÄ 

 

GzÉÝÃ±À: PÁ¯ÉÃdÄ CzsÀåAiÀÄ£À PÉÃAzÀæªÁVgÀÄªÀÅzÀjAzÀ ¥Àæw¢£À vÀgÀUÀwUÀ¼ÀÄ, 

¥ÀæAiÉÆÃUÁ®AiÀÄzÀ PÉ®¸ÀUÀ¼ÀÄ ªÀÄvÀÄÛ PÀbÉÃj PÉ®¸ÀPÁAiÀÄðUÀ¼ÀÄ £ÀqÉAiÀÄÄªÀÅzÀjAzÀ 

¥Àæw¢£À ¸ÀéZÀÒªÀiÁqÀÄªÀÅzÀÄ CvÀåªÀ±ÀåPÀªÁVgÀÄvÀÛzÉ. 

 

ªÀ¸ÀÄÛ¤µÀ×: EzÀgÀ°è PÁ¯ÉÃf£À J¯Áè vÀgÀUÀwUÀ¼ÀÄ, ¥ÀæAiÉÆÃUÁ®AiÀÄUÀ¼ÀÄ, PÀbÉÃj, 

¥ÁæA±ÀÄ¥Á®gÀ PÉÆoÀr J¯Áè ±ËZÁ®AiÀÄUÀ¼ÀÄ UÀæAxÁ®AiÀÄ, QæÃqÁ PÉÆoÀr, 

¸É«Ä£Ágï PÉÆoÀr, PÁ¯ÉÃf£À ªÀÄÄA¨sÁUÀ EvÁå¢ 

ªÁå¦Û:  ¸ÀÑZÀÒvÁ PÉ®¸ÀzÀ°è §gÀÄªÀ ªÀåQÛUÀ¼ÉAzÀgÉ DAiÀiÁUÀ¼ÀÄ, 

¸ÀºÁAiÀÄPÀgÀÄ £ÀAvÀgÀ ¢éwÃAiÀÄ zÀeÉð ¸ÀºÁAiÀÄPÀgÀÄ 

 

«zsÁ£À: 

 

1. ¥Àæw¢£À DAiÀiÁUÀ¼ÀÄ ¤UÀ¢üvÀ ¸ÀªÀÄAiÀÄPÉÌ PÀvÀðªÀåPÉÌ ºÁdgÁV PÁ¯ÉÃf£À°è 

vÀªÀÄUÉ ªÀ»¹gÀÄªÀ «¨sÁUÀUÀ¼À£ÀÄß ¸ÀÑZÀÑªÀiÁqÀÄªÀÅzÀÄ 

2. ̧ ÀÑZÀÒvÉ ªÀiÁqÀ®Ä ¨ÉÃPÁzÀ ªÀ¸ÀÄÛUÀ¼À£ÀÄß ¸ÀºÁAiÀÄPÀjA:zÀ ¥ÀqÉzÀÄPÉÆ¼ÀÄîªÀÅzÀÄ 
 



  JSS CPT POLICY AND PROCEDURE MANUAL 
 

APPROVED 
SIGNATURES: 
DATE: 
 ADM 40/82 
 
 

3. ¸ÀÑZÀÒvÁ ¸ÁªÀÄVæUÀ¼ÀÄ EgÀÄªÀ/ ªÀÄÄVzÀÄºÉÆÃVgÀÄªÀ §UÉÎ ¸ÀºÁAiÀÄPÀgÀÄ 

GUÁætzÀ°è ¥Àj²Ã°¹ ªÀÄvÉÛ PÉÆAqÀÄPÉÆ¼Àî®Ä ¢éwÃAiÀÄ zÀeÉð ¸ÀºÁAiÀÄPÀgÀ 

UÀªÀÄ£ÀPÉÌ vÀgÀ¨ÉÃPÀÄ 

4. ¢éwÃAiÀÄ zÀeÉð ¸ÀºÁAiÀÄPÀgÀÄ CUÀvÀå ªÀ¸ÀÄÛUÀ¼À ¥ÀnÖ ¹zÀÝ¥Àr¹ 

eÉJ¸ïJ¸ï ªÀÄºÁ«zÁå¦ÃoÀzÀ DzÉÃ±ÀzÀAvÉ eÉJ¸ïJ¸ï JAlgï ¥ÉæöÊ¸À¸ï 

E°è RjÃ¢¸À®Ä ¸ÀºÁAiÀÄPÀgÀ£ÀÄß PÀ¼ÀÄ»¸ÀÄªÀÅzÀÄ. 

 

dªÁ¨ÁÝj: ¸ÀÑZÀÒvÁ PÉ®¸ÀzÀ°è ªÉÆzÀ®Ä DAiÀiÁUÀ¼ÀÄ £ÀAvÀgÀ ¸ÀºÁAiÀÄPÀgÀÄ 

EªÀgÀ £ÀAvÀgÀ ¢éwÃAiÀÄ zÀeÉð ¸ÀºÁAiÀÄPÀgÀÄ EgÀÄvÁÛgÉ. 

 

ºÉÆuÉUÁjPÉ: EzÀgÀ°è ªÉÆzÀ® ºÉÆuÉUÁjPÉ ¸ÀºÁAiÀÄPÀgÀÄ £ÀAvÀgÀ ¢éwÃAiÀÄ 

zÀeÉð ¸ÀºÁAiÀÄPÀgÀÄ EªÀgÀ £ÀAvÀgÀ ¸ÀAAiÉÆÃdPÀgÀÄ EgÀÄvÁÛgÉ. 



  JSS CPT POLICY AND PROCEDURE MANUAL 
 

APPROVED 
SIGNATURES: 
DATE: 
 ADM 41/82 
 
 

²Ã¶ðPÉ: ªÀÄÆ® ¸ËPÀAiÀÄð ¤ªÀðºÀuÉ 

 

ªÁåSÁå£À: PÁ¯ÉÃf£À°è ®¨sÀå«gÀÄªÀ ªÀ¸ÀÄÛUÀ¼À£ÀÄß/ zÁ¸ÁÛ£ÀÄUÀ¼À£ÀÄß DVAzÁUÉÎ 

¥Àj²Ã®£É ªÀiÁr ¤ªÀðºÀuÉ ªÀiÁqÀÄªÀÅzÀÄ 

 

GzÉÝÃ±À: PÁ¯ÉÃf£À°ègÀÄ ªÀ¸ÀÄÛUÀ¼À£ÀÄß DVAzÁUÉÎ AiÀiÁPÉ ¤ªÀðºÀuÉ 

ªÀiÁqÀ¨ÉÃPÉAzÀgÉ CªÀÅUÀ¼ÀÄ ¸ÀÄ¹ÜwAiÀÄ°è 

 

PÁAiÀÄð¤ªÀð»¸ÀÄwÛªÉAiÉÄÃ/ j¥ÉÃj ªÀÄqÀ¨ÉÃPÁVzÉAiÉÄÃ CxÀªÁ G¥ÀAiÉÆÃUÀPÉÌ 

¨ÁgÀzÀ ¹ÜwAiÀÄ°è«AiÉÄÃ JAzÀÄ w½zÀÄPÉÆ¼Àî®Ä ¤ªÀðºÀuÉ ªÀiÁqÀ¨ÉÃPÀÄ. 

 

ªÀ¸ÀÄÛ¤µÀ×: EzÀgÀ°è J¯Áè jÃwAiÀÄ ªÀ¸ÀÄÛUÀ¼ÀÄ CAzÀgÉ PÁ¯ÉÃdÄ PÀlÖqÀ, 

ªÀÄgÀzÀ G¥ÀPÀgÀtUÀ¼ÀÄ, E¯ÉPÁÖç¤Pï G¥ÀPÀgÀtUÀ¼ÀÄ, PÀ©âtzÀ G¥ÀPÀgÀtUÀ¼ÀÄ, 

¯Áå¨ÉÆgÉÃljAiÀÄ°ègÀÄªÀ G¥ÀPÀgÀtUÀ¼ÀÄ, EvÁå¢ 

ªÁå¦Û: ªÀÄÆ® ¸ËPÀAiÀÄð ¤ªÀðºÀuÉAiÀÄ°è ¸ÀA§AzsÀ¥ÀqÀÄZÀ ªÀåQÛUÀ¼ÉAzÀgÉ, 

¸ÀºÁAiÀÄPÀgÀÄ, ¢éwÃAiÀÄ zÀeÉð ¸ÀºÁAiÀÄPÀgÀÄ ªÀÄvÀÄÛ ¥ÁæA±ÀÄ¥Á®gÀÄ. 

 

«zsÁ£À: 

 

1. ªÀÄÆ® ¸ËPÀAiÀÄð ¤ªÀðºÀuÁ ¥Àj²Ã®£ÉAiÀÄ£ÀÄß wAUÀ½UÉÆªÉÄä ¸ÀºÁAiÀÄPÀgÀÄ 

ªÀÄvÀÄÛ ¢éwÃAiÀÄ zÀeÉð ¸ÀºÁAiÀÄPÀgÀÄ eÉÆvÉ ¸ÉÃj ¥Àj²Ã®£É ªÀiÁqÀÄªÀÅzÀÄ 

2. ̄ Áå¨ÉÆgÉÃljAiÀÄ°ègÀÄªÀ G¥ÀPÀgÀtUÀ¼ÀÄ, PÀ©âtzÀ G¥ÀPÀgÀtUÀ¼ÀÄ, ªÀÄgÀzÀ 

G¥ÀPÀgÀtUÀ¼ÀÄ EvÁå¢, CªÀÅUÀ¼ÀÄ ¸ÀÄ¹ÜAiÀÄ°èªÉAiÉÄÃ JAzÀÄ ¥Àj²Ã°¸ÀÄªÀÅzÀÄ 
 



  JSS CPT POLICY AND PROCEDURE MANUAL 
 

APPROVED 
SIGNATURES: 
DATE: 
 ADM 42/82 
 
 

3. MAzÀÄ ªÉÃ¼É ¥Àj²Ã®£É ªÀiÁqÀ¯ÁzÀ ªÀ¸ÀÄÛUÀ¼ÀÄ j¥ÉÃj/ ªÀÄÄjzÀÄ ºÉÆÃVzÀÝ°è/ 

G¥ÀAiÉÆÃV¸À®Ä DUÀzÀ ¹ÜwAiÀÄ°èzÀÝgÉ CzÀ£ÀÄß ¥Àj²Ã®£Á ¥ÀÄ¸ÀÛPÀzÀ°è 

£ÀªÀÄÆ¢¸ÀÄªÀÅzÀÄ 

4. ªÀ¸ÀÄÛUÀ¼ÀÄ j¥ÉÃj ªÀiÁr G¥ÀAiÉÆÃV¸ÀÄªÀ ¹ÜwAiÀÄ°èzÀÝgÉ ¸ÀA§AzsÀ¥ÀlÖªÀjUÉ 

w½¹/ PÀgÉ¹ j¥ÉÃj ªÀiÁr¸ÀÄªÀÅzÀÄ 
 

5. G¥ÀAiÉÆÃV¸À®Ä DUÀzÀ ¹ÜwAiÀÄ°èzÀÝgÉ CAvÀºÀªÀÅUÀ¼À£ÀÄß ¤µÀàçAiÉÆÃdPÀ 

ªÀ¸ÀÄÛUÀ¼ÉAzÀÄ £ÀªÀÄÆ¢¹ ¥ÁæA±ÀÄ¥Á®gÀ UÀªÀÄ£ÀPÉÌ vÀgÀ¯ÁUÀÄªÀÅzÀÄ 

 

dªÁ¨ÁÝj: ªÀÄÆ® ¸ËPÀAiÀÄð ¤ªÀðºÀuÁ ¥Àj²Ã®£ÉAiÀÄ°è ªÉÆzÀ®Ä 

¸ÀºÁAiÀÄPÀgÀÄ, ¢éwÃAiÀÄ zÀeÉð ¸ÀºÁAiÀÄPÀgÀÄ £ÀAvÀgÀ ¥ÁæA±ÀÄ¥Á®gÀÄ 

EgÀÄvÁÛgÉ. 

 

ºÉÆuÉUÁjPÉ: EzÀgÀ°è ªÉÆzÀ® ºÉÆuÉUÁjPÉ ¥ÁæA±ÀÄ¥Á®gÀÄ £ÀAvÀgÀ ¢éwÃAiÀÄ 

zÀeÉð ¸ÀºÁAiÀÄPÀgÀÄ EªÀgÀ £ÀAvÀgÀ ¸ÀºÁAiÀÄPÀjgÀÄvÁÛgÉ.



  JSS CPT POLICY AND PROCEDURE MANUAL 
 

APPROVED 
SIGNATURES: 
DATE: 
 ADM 43/82 
 
 

²Ã¶ðPÉ: PÀqÀvÀUÀ¼À eÉÆÃqÀuÉ 

ªÁåSÁå£À: PÀbÉÃjAiÀÄ°ègÀÄªÀ PÀqÀvÀUÀ¼À£ÀÄß ¸ÀjAiÀiÁzÀ PÀæªÀÄzÀ°è eÉÆÃqÀuÉ 

ªÀiÁqÀÄªÀÅzÀÄ 

GzÉÝÃ±À: AiÀiÁªÀÅzÉÃ PÀbÉÃj PÀqÀvÀUÀ¼ÀÄ ¸ÀjAiÀiÁzÀ PÀæªÀÄzÀ°è 

eÉÆÃqÀuÉAiÀiÁVzÀÝ°è ¸ÀÄ®¨sÀªÁV AiÀiÁªÀÅzÉÃ ¥ÀvÀæUÀ¼À£ÀÄß £ÉÆÃqÀ§ºÀÄzÀÄ/ 

vÉUÉzÀÄPÉÆ¼Àî§ºÀÄzÀÄ 

ªÀ¸ÀÄÛ¤µÀ×: EzÀgÀ°è 3 jÃwAiÀÄ PÀqÀvÀUÀ½gÀÄvÀÛªÉ. PÀbÉÃj PÀqÀvÀUÀ¼ÀÄ, zÁR¯É 

PÀqÀvÀUÀ¼ÀÄ ªÀÄvÀÄÛ DgÀPÉÊªïì PÀqÀvÀUÀ¼ÀÄ  

ªÁå¦Û: F ¥ÀæQæAiÉÄAiÀÄ°è ¸ÀA§AzsÀ¥ÀqÀÄªÀ ªÀåQÛUÀ¼ÉAzÀgÉ, ¢éwÃAiÀÄ zÀeÉð 

¸ÀºÁAiÀÄPÀgÀÄ ªÀÄvÀÄÛ ¸ÀºÁAiÀÄPÀgÀÄ 

«zsÁ£À:  

1. MAzÀÄ ªÀµÀðzÀ CªÀ¢üAiÀÄ°ègÀÄªÀ ¥ÀvÀæUÀ¼ÀÄ PÀbÉÃj PÀqÀvÀUÀ¼ÁVgÀÄvÀÛªÉ 

2. MAzÀÄ ªÀµÀðzÀ ªÉÄÃ®àlÄÖ 5 ªÀµÀðUÀ¼À CªÀ¢üAiÀÄ°ègÀÄªÀ ¥ÀvÀæUÀ¼ÀÄ zÁR¯É 

PÀqÀvÀUÀ¼ÁVgÀÄvÀÛªÉ 

3. 5 ªÀµÀðzÀ ªÉÄÃ®àlÖ CªÀ¢üAiÀÄ°ègÀÄªÀ ¥ÀvÀæUÀ¼ÀÄ DgÀPÉÊªïì PÀqÀvÀUÀ¼ÁVgÀÄvÀÛªÉ  

 

dªÁ¨ÁÝj: EzÀgÀ°è ªÉÆzÀ®Ä ¢éwÃAiÀÄ zÀeÉð ¸ÀºÁAiÀÄPÀgÀÄ £ÀAvÀgÀ 

¸ÀºÁAiÀÄPÀgÀÄ EgÀÄvÁÛgÉ. 

ºÉÆuÉUÁjPÉ: EzÀgÀ ºÉÆuÉUÁjPÉ ¢éwÃAiÀÄ zÀeÉð ¸ÀºÁAiÀÄPÀgÀzÁÝVgÀÄvÀÛzÉ 
 
 
 
 



  JSS CPT POLICY AND PROCEDURE MANUAL 
 

APPROVED 
SIGNATURES: 
DATE: 
 ADM 44/82 
 
 

 
²Ã¶ðPÉ: UË¤ðAUï PË¤ì¯ï ¸À¨sÉ 

ªÁåSÁå£À: PÁ¯ÉÃf£À ¸ÀA¥ÀÆtð ªÀgÀ¢UÀ¼À£ÉÆß¼ÀUÉÆAqÀ ªÀÄvÀÄÛ UË¤ðAUï 

PË¤ì¯ï ¸ÀzÀ¸ÀågÀÄUÀ¼À£ÉÆß¼ÀUÉÆAqÀ ¸À¨sÉAiÀÄÄ ªÀµÀðzÀ°è 2 ¨Áj £ÀqÉAiÀÄÄªÀÅzÀÄ  

GzÉÝÃ±À: PÁ¯ÉÃf£À £ÀqÉAiÀÄÄªÀ ¥ÀæwAiÉÆAzÀÄ PÁAiÀÄðPÀæªÀÄUÀ¼ÀÄ ªÀÄvÀÄÛ ¥Àæw «ZÁgÀUÀ¼À 

§UÉÎ ¥ÁæA±ÀÄ¥Á®gÀÄ ªÀgÀ¢ ªÀÄAr¹ ¨sÁUÀªÀ»¸ÀÄªÀ ¸ÀzÀ¸ÀågÀÄUÀ¼ÀÄ ¤ÃqÀÄªÀ ¸À®ºÉ 

ªÀÄvÀÄÛ ¸ÀÆZÀ£ÉUÀ¼À£ÀÄß ¥Á°¸ÀÄªÀÅzÀÄ  

ªÀ¸ÀÄÛ¤µÀ×: UË¤ðAUï PË¤ì¯ï ¸À¨sÉAiÀÄ°è PÁ¯ÉÃf£À ¸ÀA¥ÀÆtð ªÀgÀ¢ ªÀÄvÀÄÛ EzÀgÀ 

Power Point presentation (¥ÀæwAiÉÆAzÀÄ PÁAiÀÄðPÀæªÀÄUÀ¼À ªÀgÀ¢, ¥ÀjÃPÁë 

¥sÀ°vÁA±À, «zÁåyðUÀ¼À £ÉÆÃAzÀtÂ ¥ÀæQæAiÉÄAiÀÄ ªÀgÀ¢, ºÉÆgÀ ªÀÄvÀÄÛ 

M¼ÀgÉÆÃVºÀ¼À£ÉÆß¼ÀUÉÆAqÀ D¸ÀàvÉæAiÀÄ ªÀgÀ¢, PÁ¯ÉÃdÄ ªÀÄvÀÄÛ D¸ÀàvÉæAiÀÄ DzÁAiÀÄ 

ªÀÄvÀÄÛ ªÉZÀÑUÀ¼À ªÀgÀ¢, ²©gÀUÀ¼ÀÄ, ¸ÀªÀð²PÀët C©üAiÀiÁ£ÀzÀ ªÀgÀ¢, «zÁåyð¤®AiÀÄ 

ªÀÄvÀÄÛ UÀæAxÁ®AiÀÄzÀ ªÀgÀ¢, ªÀÄÄA¢£À AiÉÆÃd£ÉUÀ¼À §UÉÎ ¸ÀAQë¥ÀÛ ªÀgÀ¢ 

EvÁå¢UÀ¼À£ÉÆ¼ÀUÉÆArgÀÄvÀÛzÉ. 

ªÁå¦Û: EzÀgÀ°è UË¤ðAUï PË¤ì¯ï ¸ÀzÀ¸ÀågÀÄUÀ¼ÀÄ ªÀÄvÀÄÛ ¥ÁæA±ÀÄ¥Á®gÀÄ EgÀÄvÁÛgÉ 

«zsÁ£À:  

1. UË¤ðAUï PË¤ì¯ï ¸À¨sÉAiÀÄÄ eÉJ¸ïJ¸ï ªÀÄºÁ«zÁå¦ÃoÀzÀ ¥ÀÆªÀð ¤²ÑvÀ 

PÁå¯ÉAqÀgï£ÀAvÉ ªÀµÀðzÀ°è 2 ¨Áj £ÀqÉAiÀÄ®Ä ¤UÀ¢üAiÀiÁVgÀÄvÀÛzÉ. (¥ÀæwªÀµÀð 

ªÉÄÃ ªÀÄvÀÄÛ £ÀªÀA§gï£À°è) 

2. ¸À¨sÉ £ÀqÉAiÀÄÄªÀ 15 ¢£ÀUÀ¼À ªÉÆzÀ®Ä CeÉAqÁ vÀAiÀiÁj¹ J¯Áè ¸ÀzÀ¸ÀågÀÄUÀ½UÉ 

CeÉAqÁ ¸ÀªÉÄÃvÀ ¤UÀ¢ü¥Àr¹gÀÄªÀ ¸À¨sÉUÉ ºÁdgÁUÀÄªÀAvÉ E ªÉÄÃ¯ï 

ªÀÄÄSÁAvÀgÀ ¸ÀAzÉÃ±À PÀ¼ÀÄ»¸ÀÄªÀÅzÀÄ   



  JSS CPT POLICY AND PROCEDURE MANUAL 
 

APPROVED 
SIGNATURES: 
DATE: 
 ADM 45/82 
 
 

3. ¸À¨sÉ £ÀqÉAiÀÄÄªÀ MAzÀÄ ¢£ÀzÀ ªÉÆzÀ®Ä J¯Áè ¸ÀzÀ¸ÀågÀÄUÀ½UÉ CªÀgÀÄ 

¸À¨sÉAiÀÄ°è ¨sÁUÀªÀ»¸ÀÄªÀ §UÉÎ ¥sÉÆÃ£ï ªÀiÁr RavÀ¥Àr¹PÉÆ¼ÀÄîªÀÅzÀÄ. 

4. Power Point presentation gÉr ªÀiÁr ¥ÁæA±ÀÄ¥Á®gÀÄ ªÀgÀ¢ 

ªÀÄAr¸À®Ä C£ÀÄPÀÆ® ªÀiÁrPÉÆqÀÄªÀÅzÀÄ 

5. ¨sÁUÀªÀ»¸ÀÄªÀ ¸ÀzÀ¸ÀågÀÄUÀ¼À ¸À»AiÀÄ£ÀÄß PÀqÁØAiÀÄªÁV ¥ÀqÉAiÀÄÄªÀÅzÀÄ  

6. ¨sÁUÀªÀ»¸ÀÄªÀ ¸ÀzÀ¸ÀågÀÄUÀ½UÉ PÁ¦ü/ nÃ/ wArAiÀÄ ªÀåªÀ¸ÉÜ ªÀiÁqÀÄªÀÅzÀÄ  

7. ¸À¨sÉ ªÀÄÄVzÀ £ÀAvÀgÀ £ÀqÁªÀ½UÀ¼À£ÀÄß vÀAiÀiÁj¹ J¯Áè ¸ÀzÀ¸ÀågÀÄUÀ½UÉ 

PÀ¼ÀÄ»¸ÀÄªÀÅzÀÄ  

 
dªÁ¨ÁÝj: EzÀgÀ°è ªÉÆzÀ®Ä ¢éwÃAiÀÄ zÀeÉð ¸ÀºÁAiÀÄPÀgÀÄ £ÀAvÀgÀ 

¥ÁæA±ÀÄ¥Á®gÀÄ EgÀÄvÁÛgÉ. 

ºÉÆuÉUÁjPÉ: EzÀgÀ ºÉÆuÉUÁjPÉ ¥ÁæA±ÀÄ¥Á®gÀzÁÝVgÀÄvÀÛzÉ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  JSS CPT POLICY AND PROCEDURE MANUAL 
 

APPROVED 
SIGNATURES: 
DATE: 
 ADM 46/82 
 
 

²Ã¶ðPÉ: ¹§âA¢ ªÀUÀðzÀªÀgÀ £ÉÃªÀÄPÁw ¥ÀæQæAiÉÄ 

ªÁåSÁå£À: PÁ¯ÉÃfUÉ ºÉÆ¸ÀzÁV £ÉÃªÀÄPÀUÉÆ¼ÀÄîªÀ ¨ÉÆÃzsÀPÀ/ ¨ÉÆÃzsÀPÉÃvÀgÀ 

¹§âA¢ ªÀUÀðzÀªÀgÀÄ PÀvÀðªÀÎPÉÌ ªÀgÀ¢ ªÀiÁrPÉÆ¼ÀÄîªÁUÀ C£ÀÄ¸Àj¸À¨ÉÃPÁzÀ 

¤AiÀÄªÀÄUÀ¼ÀÄ.   

GzÉÝÃ±À: ¸ÀÄUÀªÀÄ PÁAiÀÄð¤ªÀðºÀuÁ zÀÈ¶×¬ÄAzÀ ªÉÄÃ¯É w½¹zÀ 

¤AiÀÄªÀÄUÀ¼À£ÀÄß C£ÀÄ¸Àj¸ÀÄªÀÅzÀÄ  

ªÀ¸ÀÄÛ¤µÀ×: EzÀgÀ°è ºÉÆ¸ÀzÁV £ÉÃªÀÄPÀUÉÆ¼ÀÄîªÀ ¨ÉÆÃzsÀPÀ/ ¨ÉÆÃzsÀPÉÃvÀgÀ ¹§âA¢ 

ªÀUÀðzÀªÀgÀ ªÉÊAiÀÄQÛPÀ zÁR¯ÉUÀ¼À£ÀÄß ¥Àj²Ã®£É ªÀiÁqÀ¯ÁUÀÄªÀÅzÀÄ. 

 

ªÁå¦Û: EzÀgÀ°è ºÉÆ¸ÀzÁV £ÉÃªÀÄPÀUÉÆ¼ÀÄîªÀ ¨ÉÆÃzsÀPÀ/ ¨ÉÆÃzsÀPÉÃvÀgÀ ¹§âA¢ 

ªÀUÀðzÀªÀgÀÄ EgÀÄvÁÛgÉ  

«zsÁ£À:  

1. ªÉÆzÀ®Ä PÀvÀðªÀÎPÉÌ ªÀgÀ¢ ªÀiÁrPÉÆ¼ÀÄîªÀ ¹§âA¢ ªÀUÀðzÀªÀjUÉ eÉJ¸ïJ¸ï 

ªÀÄºÁ«zÁå¦ÃoÀ¢AzÀ ¥ÀqÉ¢gÀÄªÀ £ÉÃªÀÄPÁw DzÉÃ±ÀªÀ£ÀÄß ¥Àj²Ã®£É 

ªÀiÁqÀÄªÀÅzÀÄ 

2. £ÉÃªÀÄPÁw DzÉÃ±ÀzÀ ¤AiÀÄªÀÄzÀAvÉ PÀvÀðªÀÎPÉÌ ªÀgÀ¢ ªÀiÁrPÉÆ¼Àî®Ä £ÉÃªÀÄPÁw 

DzÉÃ±À ¤ÃrzÀ £ÀAvÀgÀ 15 ¢£ÀUÀ¼À ¸ÀªÀÄAiÀiÁªÀPÁ±À«gÀÄvÀÛzÉ. EzÀ£ÀÄß 

¥Àj²Ã®£É ªÀiÁqÀÄªÀÅzÀÄ 

3. ºÉÆ¸À ¹§âA¢AiÀÄªÀjAzÀ PÀvÀðªÀåPÉÌ ªÀgÀ¢ ªÀiÁrPÉÆAqÀ ¥ÀvÀæªÀ£ÀÄß §gÉ¹ 

¥ÁæA±ÀÄ¥Á®gÀ ¸À» ¥ÀqÉAiÀÄÄªÀÅzÀÄ 



  JSS CPT POLICY AND PROCEDURE MANUAL 
 

APPROVED 
SIGNATURES: 
DATE: 
 ADM 47/82 
 
 

4. EªÀgÀ zÁR¯ÉUÀ¼À£ÀÄß ¥Àj²Ã®£É ªÀiÁr ªÉÊAiÀÄQÛPÀ PÀqÀvÀªÀ£ÀÄß ¹zÀÝ¥Àr¹ 

eÉgÁPïì ¥ÀæwUÀ¼À£ÀÄß (CAPÀ¥ÀnÖUÀ¼ÀÄ, DzsÁgï, ¨sÁªÀavÀæ EvÁå¢) ¥ÀqÉzÀÄ 

ªÉÊAiÀÄQÛPÀ PÀqÀvÀzÀ°èqÀÄªÀÅzÀÄ. 

5. PÁ¯ÉÃf£À ¤AiÀÄªÀiÁªÀ½UÀ¼À£ÉÆß¼ÀUÉÆAqÀ ¥ÀæwAiÀÄ£ÀÄß ¤Ãr CªÀgÀ ¸À» 

¥ÀqÉAiÀÄÄªÀÅzÀÄ 

6. EªÀjUÉ §AiÉÆÃªÉÄnæPï £ÉÆÃAzÀtÂ ªÀiÁr¸ÀÄªÀÅzÀÄ 

7. EªÀgÀ ºÉ¸ÀgÀ£ÀÄß ¨ÉÆÃqïð£À°è £ÀªÀÄÆ¢¸ÀÄªÀÅzÀÄ 

8. ¨sÁgÀwÃAiÀÄ ¸ÉÖÃmï ¨ÁåAPï£À°è EªÀgÀ SÁvÉ EgÀÄªÀ §UÉÎ ¥Àj²Ã°¹ 

E®è¢zÀÝ°è ºÉÆ¸À SÁvÉ vÉgÉAiÀÄ®Ä w½¸ÀÄªÀÅzÀÄ 

 

dªÁ¨ÁÝj: EzÀgÀ°è ªÉÆzÀ®Ä ¢éwÃAiÀÄ zÀeÉð ¸ÀºÁAiÀÄPÀgÀÄ £ÀAvÀgÀ 

¥ÁæA±ÀÄ¥Á®gÀÄ EgÀÄvÁÛgÉ. 

ºÉÆuÉUÁjPÉ: EzÀgÀ ºÉÆuÉUÁjPÉ ªÉÆzÀ®Ä ºÉÆ¸ÀzÁV £ÉÃªÀÄPÀUÉÆ¼ÀÄîªÀ 

¨ÉÆÃzsÀPÀ/ ¨ÉÆÃzsÀPÉÃvÀgÀ ¹§âA¢ ªÀUÀðzÀªÀgÀÄ £ÀAvÀgÀ ¢éwÃAiÀÄ zÀeÉð 

¸ÀºÁAiÀÄPÀgÀÄ £ÀAvÀgÀ ¥ÁæA±ÀÄ¥Á®gÀzÁÝVgÀÄvÀÛzÉ.  

 

 

 

 

 

 

 



  JSS CPT POLICY AND PROCEDURE MANUAL 
 

APPROVED 
SIGNATURES: 
DATE: 
 ADM 48/82 
 
 

²Ã¶ðPÉ: RjÃ¢ ¥ÀæQæAiÉÄ 

 

ªÁåSÁå£À: PÁ¯ÉÃfUÉ CUÀvÀå«gÀÄªÀ ªÀ¸ÀÄÛUÀ¼À£ÀÄß/ G¥ÀPÀgÀtUÀ¼À£ÀÄß RjÃ¢ 

ªÀiÁqÀÄªÀÅzÀÄ 

GzÉÝÃ±À: PÁ¯ÉÃf£À ¯Áå¨ÉÆgÉÃlj, PÀbÉÃj, UÀæAxÁ®AiÀÄ ªÀÄvÀÄÛ 

vÀgÀUÀwUÀ½UÉ ¨ÉÃPÁzÀ ªÀ¸ÀÄÛUÀ¼À£ÀÄß/ G¥ÀPÀgÀtUÀ¼À£ÀÄß CUÀvÀå«gÀÄªÀ 

CUÀvÀåPÉÌ vÀPÀÌAvÉ RjÃ¢ ªÀiÁqÀÄªÀÅzÀÄ. 

ªÀ¸ÀÄÛ¤µÀ×: EzÀgÀ°è J¯Áè jÃwAiÀÄ ªÀ¸ÀÄÛUÀ¼ÀÄ CAzÀgÉ ªÀÄgÀzÀ G¥ÀPÀgÀtUÀ¼ÀÄ, 

E¯ÉPÁÖç¤Pï G¥ÀPÀgÀtUÀ¼ÀÄ, PÀ©âtzÀ G¥ÀPÀgÀtUÀ¼ÀÄ, ¯Áå¨ÉÆgÉÃljAiÀÄ°ègÀÄªÀ 

G¥ÀPÀgÀtUÀ¼ÀÄ, EvÁå¢.  

 

ªÁå¦Û: RjÃ¢ ¥ÀæQæAiÉÄAiÀÄ°è¸ÀA§AzsÀ¥ÀqÀÄªÀ ªÀåQÛUÀ¼ÉAzÀgÉ, ¸ÀAAiÉÆÃdPÀgÀÄ, 

¢éwÃAiÀÄ zÀeÉð ¸ÀºÁAiÀÄPÀgÀÄ ªÀÄvÀÄÛ ¥ÁæA±ÀÄ¥Á®gÀÄ. 

«zsÁ£À: 

 

1. AiÀiÁªÀ ªÀ¸ÀÄÛUÀ¼À£ÀÄß RjÃ¢¸À¨ÉÃPÉAzÀÄ ¸ÀAAiÉÆÃdPÀgÀÄ ¢éwÃAiÀÄ zÀeÉð 

¸ÀºÁAiÀÄPÀjUÉ w½¸ÀÄªÀÅzÀÄ 

2. PÁ¯ÉÃf£À DAiÀÄªÀåAiÀÄzÀ°è ªÀÄAdÆgÁVgÀÄªÀ ªÉÆvÀÛzÀ ¥Àj²Ã®£É 

ªÀiÁqÀÄªÀÅzÀÄ 

3. ¸ÀA§A¢ü¹zÀªÀjAzÀ 3 zÀgÀ¥ÀnÖUÀ¼À£ÀÄß vÀj¹ CªÀÅUÀ¼À vÀÄ®£ÁvÀäPÀ zÀgÀ¥ÀnÖ 

vÀAiÀiÁj¹ PÀrªÉÄ ªÉÆvÀÛ £ÀªÀÄÆzÁVgÀÄªÀ PÀA¥À¤AiÀÄ£ÀÄß ²¥sÁgÀ¸ÀÄ ªÀiÁr 

«zÁå¦ÃoÀPÉÌ ¥ÀvÀæ §gÉAiÀÄÄªÀÅzÀÄ 
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APPROVED 
SIGNATURES: 
DATE: 
 ADM 49/82 
 
 

4. «zÁå¦ÃoÀ¢AzÀ £ÀªÀÄUÉ ¨ÉÃPÁzÀ ¥ÀvÀæ ªÀ¸ÀÄÛUÀ¼À£ÀÄß/ G¥ÀPÀgÀtUÀ¼À£ÀÄß 

RjÃ¢¸À®Ä C£ÀÄªÀÄw §AzÀ £ÀAvÀgÀ ¸ÀA§AzsÀ¥ÀlÖ PÀA¥À¤UÉ RjÃ¢ DzÉÃ±ÀªÀ£ÀÄß 

E ªÉÄÃ¯ï ªÀÄÄSÁAvÀgÀ PÀ¼ÀÄ»¸ÀÄªÀÅzÀÄ. 

5. ¸ÀgÀ§gÁeÁzÀ G¥ÀPÀgÀtUÀ¼À ©¯ï ¥Àj²Ã°¹ zÁ¸ÁÛ£ÀÄ ¥ÀÄ¸ÀÛPÀzÀ°è 

¢£ÁAPÀ ªÀÄvÀÄÛ AiÀiÁªÀ «¨sÁUÀPÉÌ CzÀ£ÀÄß PÉÆqÀ¯ÁVzÉ JA§ ªÀiÁ»w ¸À»vÀ 

£ÀªÀÄÆ¢¹ ¥ÁæA±ÀÄ¥Á®gÀ ¸À» ¥ÀqÉAiÀÄÄªÀÅzÀÄ 

6. G¥ÀPÀgÀtUÀ¼À ªÉÄÃ¯É PÉÆÃqï £ÀA§gÀ£ÀÄß §gÉAiÀÄÄªÀÅzÀÄ 

7. ¯ÉPÀÌ¥Àj±ÉÆÃzsÀPÀgÀÄ ©¯ïUÀ¼À£ÀÄß zÀÈrüÃPÀgÀt ªÀiÁr ¥ÀvÀæ ¸ÀªÉÄÃvÀ 

«zÁå¦ÃoÀPÉÌ PÀ¼ÀÄ»¹ EªÀjAzÀ ZÉPï §AzÀ £ÀAvÀgÀ ¸ÀA§AzÀ¥ÀlÖªÀjUÉ 

vÀ®Ä¹¸ÀÄªÀÅzÀÄ 

 

dªÁ¨ÁÝj: RjÃ¢ ¥ÀæQæAiÉÄAiÀÄ°è ªÉÆzÀ®Ä ¸ÀAAiÉÆÃdPÀgÀÄ, ¢éwÃAiÀÄ zÀeÉð 

¸ÀºÁAiÀÄPÀgÀÄ £ÀAvÀgÀ ¥ÁæA±ÀÄ¥Á®gÀÄ EgÀÄvÁÛgÉ. 

 

ºÉÆuÉUÁjPÉ: EzÀgÀ°è ªÉÆzÀ® ºÉÆuÉUÁjPÉ ¥ÁæA±ÀÄ¥Á®gÀÄ £ÀAvÀgÀ 

¸ÀAAiÉÆÃdPÀgÀÄ £ÀAvÀgÀ ¢éwÃAiÀÄ zÀeÉð ¸ÀºÁAiÀÄPÀgÀÄ ¸ÀºÁAiÀÄPÀjgÀÄvÁÛgÉ. 
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APPROVED 
SIGNATURES: 
DATE: 
 ADM 50/82 
 
 

²Ã¶ðPÉ: ªÀgÀ¢UÀ¼ÀÄ 

ªÁåSÁå£À: PÁ¯ÉÃf£À ªÀgÀ¢AiÀÄ£ÀÄß ¹zÀÝ¥Àr¹ «zÁå¦ÃoÀPÉÌ PÀ¼ÀÄ»¸ÀÄªÀÅzÀÄ 

 

GzÉÝÃ±À: PÁ¯ÉÃf£À°è £ÀqÉAiÀÄÄªÀ ¥ÀæwAiÉÆAzÀÄ «ZÁgÀUÀ¼À ªÀiÁ»wAiÀÄ£ÀÄß ªÀÄÄRå 

PÀbÉÃjUÉ PÀ¼ÀÄ»¸ÀÄªÀÅzÀÄ 

 

ªÀ¸ÀÄÛ¤µÀ×: EzÀgÀ°è J¯Áè jÃwAiÀÄ ªÀgÀ¢UÀ¼ÀÄ CAzÀgÉ ¥ÀæwAiÉÆAzÀÄ 

PÁAiÀÄðPÀæªÀÄUÀ¼ÀÄ, «zÁåyðUÀ¼À 

 

£ÉÆÃAzÀtÂ, ¥ÀjÃPÁë ¥sÀ°vÁA±À, ²©gÀUÀ¼ÀÄ, ¸ÀA±ÉÆÃzsÀ£Á AiÉÆÃd£ÉUÀ¼ÀÄ, 

¥Àæ±À¹ÛUÀ¼ÀÄ ªÀÄvÀÄÛ ¥ÀÄgÀ¸ÁÌgÀUÀ¼À «ªÀgÀ, DAiÀÄªÀåAiÀÄ ªÀgÀ¢, ¨ÉÆÃzsÀPÀ 

ªÀUÀðzÀªÀgÀÄ ¨ÉÃgÉ ¨ÉÃgÉ PÁAiÀÄðPÀæªÀÄUÀ¼À°è ¨sÁUÀªÀ»¹zÀÝgÀ §UÉÎ ªÀgÀ¢ 

EvÁå¢UÀ¼À£ÉÆß¼ÀUÉÆArgÀÄvÀÛzÉ. 

 

ªÁå¦Û: F ¥ÀæQæAiÉÄAiÀÄ°è ¸ÀA§AzsÀ¥ÀqÀÄªÀ ªÀåQÛUÀ¼ÉAzÀgÉ, ¢éwÃAiÀÄ 

zÀeÉð¸ÀºÁAiÀÄPÀgÀÄ ªÀÄvÀÄÛ ¥ÁæA±ÀÄ¥Á®gÀÄ. 

 

«zsÁ£À: 

 

1. ªÀÄÆgÀÄ jÃwAiÀÄ ªÀgÀ¢UÀ¼À£ÀÄß ¹zÀÝ¥Àr¸À¨ÉÃPÁUÀÄvÀÛzÉ, ªÀiÁ¹PÀ ªÀgÀ¢, 

CzsÀð ªÁ¶ðPÀ ªÀgÀ¢ ªÀÄvÀÄÛ ªÁ¶ðPÀ ªÀgÀ¢UÀ¼ÀÄ. 
 

2. ªÀiÁ¹PÀ ªÀgÀ¢AiÀÄ°è DAiÀiÁ wAUÀ½£À°è AiÀiÁªÀÅzÁzÀgÀÆ PÁAiÀÄðPÀæªÀÄ 

£ÀqÉ¢zÀÝgÉ bÁAiÀiÁavÀæ ¸À»vÀ ªÀgÀ¢,  
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3. D wAUÀ¼ÀÄ ºÉÆ¸ÀzÁV ¹§âA¢ ªÀUÀðzÀªÀgÀÄ £ÉÃªÀÄPÀUÉÆArzÀÝgÉ 

/¹§âA¢ ªÀUÀðzÀªÀgÀÄ gÁfÃ£ÁªÉÄ ¤ÃrzÀÝgÉ CzÀgÀ «ªÀgÀ, ¥ÀjÃPÁë 

¥sÀ°vÁA±ÀzÀ «ªÀgÀ, ªÀÄºÁ«zÁå¦ÃoÀ¢AzÀ ¥ÀæªÀÄÄR DzÉÃ±ÀUÀ¼ÀÄ §A¢zÀÝ°è 

ªÀÄvÀÄÛ D wAUÀ½£À°è DzÀ DzÁAiÀÄ ªÀÄvÀÄÛ Rað£À «ªÀgÀUÀ¼À£ÉÆß¼ÀUÉÆAqÀ 

ªÀgÀ¢AiÀÄ£ÀÄß ¹zÀÝ¥Àr¹ ¥ÁæA±ÀÄ¥Á®gÀ ¸À» ¥ÀqÉzÀÄ DAiÀiÁ wAUÀ½£À 10 £ÉÃ 

¢£ÁAPÀzÉÆ¼ÀUÁV PÀ¼ÀÄ»¸ÀÄªÀÅzÀÄ. 

 

4. CzsÀð ªÁ¶ðPÀ ªÀgÀ¢AiÀÄ£ÀÄß ¹zÀÝ¥Àr¸À®Ä ¨ÉÃPÁVgÀÄªÀ £ÀªÀÄÆ£ÉAiÀÄ£ÀÄß 

«zÁå¦ÃoÀzÀªÀgÉÃ ¤ÃrgÀÄvÁÛgÉ. F £ÀªÀÄÆ£ÉAiÀÄ°è J¯Áè jÃwAiÀÄ «ªÀgÀUÀ¼À£ÀÄß 

¥ÀævÉåÃPÀªÁV PÉÃ½gÀÄvÁÛgÉ. EzÀgÀ ¥ÀæPÁgÀ ¹zÀÝ¥Àr¹ ªÉÆzÀ®£ÉÃ ºÀAvÀzÀ 

ªÀgÀ¢AiÀÄ£ÀÄß ¸É¥ÉÖA§gï£À°è (ªÀiÁZïð ¤AzÀ DUÀ¸ïÖ) ªÀÄvÀÄÛ JgÀqÀ£ÉÃ ºÀAvÀzÀ 

ªÀgÀ¢AiÀÄ£ÀÄß ªÀiÁZïð£À°è (¸É¥ÉÖA§gï ¤AzÀ ¥sÉ§æªÀj) PÀ¼ÀÄ»¸ÀÄªÀÅzÀÄ 

 

5. ªÁ¶ðPÀ ªÀgÀ¢AiÀÄ£ÀÆß ¸ÀºÀ 2 ºÀAvÀUÀ¼À°è PÀ¼ÀÄ»¸À¨ÉÃPÁUÀÄvÀÛzÉ. 
ªÉÆzÀ®£ÉÃ ºÀAvÀzÀ 
 

ªÀgÀ¢AiÀÄ£ÀÄß d£ÀªÀjAiÀÄ°è (K¦æ¯ï ¤AzÀ r¸ÉA§gï) ªÀÄvÀÄÛ JgÀqÀ£ÉÃ 

ºÀAvÀzÀ ªÀgÀ¢AiÀÄ£ÀÄß K¦æ¯ï£À°è (d£ÀªÀj ¤AzÀ ªÀiÁZïð) PÀ¼ÀÄ»¸ÀÄªÀÅzÀÄ. 

 

dªÁ¨ÁÝj: EzÀgÀ°è ªÉÆzÀ®Ä ¢éwÃAiÀÄ zÀeÉð ¸ÀºÁAiÀÄPÀgÀÄ £ÀAvÀgÀ 

¥ÁæA±ÀÄ¥Á®gÀÄ EgÀÄvÁÛgÉ. 

 

ºÉÆuÉUÁjPÉ: EzÀgÀ°è ªÉÆzÀ® ºÉÆuÉUÁjPÉ ¥ÁæA±ÀÄ¥Á®gÀÄ £ÀAvÀgÀ ¢éwÃAiÀÄ 

zÀeÉð ¸ÀºÁAiÀÄPÀjgÀÄvÁÛgÉ. 
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²Ã¶ðPÉ: gÀeÁ ¤AiÀÄªÀÄUÀ¼ÀÄ 

ªÁåSÁå£À: ¹§âA¢ ªÀUÀðzÀªÀgÀÄ gÀeÉAiÀÄ£ÀÄß vÀJUÉzÀÄPÉÆ¼Àî¨ÉÃPÁzÀgÉ 

C¸ÀÄ¸Àj¸À¨ÉÃPÁzÀgÉ ¥Á°¸À¨ÉÃPÁzÀ ¤AiÀÄªÀÄUÀ¼ÀÄ 

 

GzÉÝÃ±À: F jÃw ¤AiÀÄªÀÄUÀ¼À£ÀÄß ¥Á°¸ÀÄªÀ GzÉÝÃ±ÀªÉÃ£ÉAzÀgÉ £ËPÀgÀgÀÄ 

gÀeÉUÉ vÉgÀ½zÀ ¸ÀAzÀ¨sÀðzÀ°è CªÀgÀ C£ÀÄ¥À¹ÜwAiÀÄ°è CªÀgÀ PÉ®¸ÀPÁAiÀÄðUÀ¼ÀÄ 

JA¢£ÀAvÉ £ÀqÉAiÀÄ¨ÉÃPÉA§ GzÉÝÃ±À¢AzÀ. 

 

ªÀ¸ÀÄÛ¤µÀ×: EzÀgÀ°è ¸ÁAzÀ©üðPÀ gÀeÉ, UÀ½PÉ gÀeÉ, ¤§ðA¢üvÀ gÀeÉ, «±ÉÃµÀ 

¸ÁAzÀ©üðPÀ gÀeÉ ªÀÄvÀÄÛ C¢üPÀÈvÀ PÀvÀðªÀå ¤gÀvÀ gÀeÉ F jÃwAiÀÄ gÀeÉUÀ¼ÀÄ 

EgÀÄvÀÛªÉ. 

 

ªÁå¦Û: F ¥ÀæQæAiÉÄAiÀÄ°è ¸ÀA§AzsÀ¥ÀqÀÄªÀ ªÀåQÛUÀ¼ÉAzÀgÉ, J¯Áè ¨ÉÆÃzÀPÀ 

ªÀÄvÀÄÛ ¨ÉÆÃzsÀPÉÃvÀgÀ ¹§âA¢ ªÀUÀðzÀªÀgÀÄ ªÀÄvÀÄÛ ¥ÁæA±ÀÄ¥Á®gÀÄ. 

 

«zsÁ£À: 

 

1. AiÀiÁªÀÅzÉÃ jÃwAiÀÄ gÀeÉ vÉUÉzÀÄPÉÆ¼Àî¨ÉÃPÁzÀgÉ §zÀ° £ËPÀgÀgÀ 

¸À»AiÀÄ£ÀÄß PÀqÁØAiÀÄªÁV vÉUÉzÀÄPÉÆ¼Àî¨ÉÃPÀÄ 

2. LPÀÄåJ¹ ¸ÀzÀ¸ÀågÀ ¸À»AiÀÄ£ÀÄß PÀqÁØAiÀÄªÁV vÉUÉzÀÄPÉÆ¼Àî¨ÉÃPÀÄ 
 

3. £ÀAvÀgÀ ¥ÁæA±ÀÄ¥Á®gÀ ¸À» ¥ÀqÉzÀÄ gÀeÉ ªÀÄAdÆgÁVzÉAiÉÄÃ JAzÀÄ 
RavÀ¥Àr¹PÉÆ¼Àî¨ÉÃPÀÄ 
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4. «±ÉÃµÀ ¸ÁAzÀ©üðPÀ gÀeÉAiÀÄ£ÀÄß ¥ÀqÉzÀÄPÉÆ¼ÀÄîªÀªÀgÀÄ ¥ÀjÃPÁë ¸ÀA§AzÀ 

CxÀªÁ AiÀiÁªÀÅzÁzÀgÀÆ ¸É«Ä£Ágï/ PÁAiÀiÁðUÁgÀ/ ¸ÀA¥À£ÀÆä® ªÀåQÛUÀ¼ÁV 

¨sÁUÀªÀºÀ¹zÀÝ°è vÀ¥ÀàzÉÃ ºÁdgÁw ¥ÀæwAiÀÄ£ÀÄß ®UÀwÛ¸À¨ÉÃPÀÄ. 
 

5. «±ÉÃµÀ ¸ÁAzÀ©üðPÀ gÀeÉAiÀÄ£ÀÄß ¥ÀqÉzÀÄPÉÆ¼ÀÄîªÀªÀgÀÄ zÀÆgÀzÀ HjUÉ/ C£Àå 

gÁdåPÉÌ ºÉÆÃUÀ¨ÉÃPÁzÀ°è PÁAiÀÄðPÀæªÀÄzÀ MAzÀÄ ¢£À ªÉÆzÀ®Ä ªÀÄvÀÄÛ 

PÁAiÀÄðPÀæªÀÄ ªÀÄÄVzÀ MAzÀÄ ¢£ÀzÀ £ÀAvÀgÀ ¥ÀæAiÀiÁt gÀeÉAiÀÄ£ÀÄß 

vÉUÉzÀÄPÉÆ¼Àî§ºÀÄzÀÄ. ¸ÀÜ½ÃAiÀÄ PÁAiÀÄðPÀæªÀÄUÀ¼ÁzÀ°è ¥ÀæAiÀiÁt gÀeÉ 

C£ÀéAiÀÄªÁUÀÄªÀÅ¢®è. 

6. PÉ®ªÉÇªÉÄä ¥ÁæA±ÀÄ¥Á®gÀÄ C¢üPÀÈvÀ PÀvÀðªÀå ¤«ÄvÀÛ ¨ÉÃgÉ ¸ÀA¸ÉÜUÀ½UÉ 

ºÉÆÃUÀ®Ä ¸ÀÆa¹zÀ°è F DzÉÃ±ÀªÀ£ÀÄß ¸ÀA§A¢ü¹zÀ ªÀåQÛUÀ¼ÀÄ 

¥Á°¸À¨ÉÃPÁUÀÄvÀÛzÉ ªÀÄvÀÄÛ F jÃwAiÀÄ gÀeÉAiÀÄ£ÀÄß C¢üPÀÈvÀ PÀvÀðªÀå ¤gÀvÀ 

gÀeÉ JAzÀÄ ¥ÀjUÀtÂ¸À¯ÁUÀÄªÀÅzÀÄ. 

 

dªÁ¨ÁÝj: EzÀgÀ°è ªÉÆzÀ®Ä gÀeÉ ¥ÀqÉAiÀÄÄªÀ ªÀåQÛUÀ¼ÀÄ £ÀAvÀgÀ LPÀÄåJ¹ 

¸ÀzÀ¸ÀågÀÄ EªÀgÀ £ÀAvÀgÀ ¥ÁæA±ÀÄ¥Á®gÀÄ EgÀÄvÁÛgÉ. 

 

ºÉÆuÉUÁjPÉ: EzÀgÀ°è ªÉÆzÀ® ºÉÆuÉUÁjPÉ ¥ÁæA±ÀÄ¥Á®gÀÄ £ÀAvÀgÀ LPÀÄåJ¹ 

¸ÀzÀ¸ÀågÀÄ EªÀgÀ £ÀAvÀgÀ ¢éwÃAiÀÄ zÀeÉð ¸ÀºÁAiÀÄPÀjgÀÄvÁÛgÉ. 
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²Ã¶ðPÉ: PÁAiÀÄðPÀæªÀÄUÀ¼ÀÄ 

 

ªÁåSÁå£À: ¸ÀA¸ÉÜAiÀÄ°è £ÀqÉAiÀÄÄªÀ PÁAiÀÄðPÀæªÀÄUÀ¼À£ÀÄß ªÀåªÀ¹ÜvÀ jÃwAiÀÄ°è 

ªÀiÁqÀÄªÀ §UÉÎ 

 

GzÉÝÃ±À: AiÀiÁªÀÅzÉÃ PÁAiÀÄðPÀæªÀÄUÀ¼À£ÀÄß ªÀåªÀ¹ÜvÀ jÃwAiÀÄ°è 

ªÀiÁrzÁUÀ ±ÀæªÀÄ ªÀÄvÀÄÛ ¸ÀªÀÄAiÀÄ G½vÁAiÀÄzÀ eÉÆvÉ AiÀÄ±À¹éAiÀiÁV 

£ÀqÉ¸À§ºÀÄzÀÄ 

 

ªÀ¸ÀÄÛ¤µÀ×: EzÀgÀ°è ¸ÀA¸ÉÜAiÀÄ°è £ÀqÉAiÀÄÄªÀ J¯Áè jÃwAiÀÄ PÁAiÀÄðPÀæªÀÄUÀ¼ÀÄ 

§gÀÄvÀÛªÉ. ¥ÀzÀ«ÃzsÀgÀ ¢£ÁZÀgÀuÉ, PÁ¯ÉÃdÄ ¢£ÁZÀgÀuÉ, EAqÀPÀë£ï 

PÁAiÀÄðPÀæªÀÄ, ²PÀëPÀgÀ ¢£ÁZÀgÀuÉ, QæÃqÁ ¢£ÁZÀgÀuÉ, ¦üfAiÉÆÃxÉgÀ¦ 

¢£ÁZÀgÀuÉ, ¸Á¸ÀÌøwPÀ PÁAiÀÄðPÀæªÀÄUÀ¼ÀÄ EvÁå¢ 

 

ªÁå¦Û: F ¥ÀæQæAiÉÄAiÀÄ°è ¸ÀA§AzsÀ¥ÀqÀÄªÀ ªÀåQÛUÀ¼ÉAzÀgÉ, J¯Áè ¨ÉÆÃzÀPÀ 

ªÀÄvÀÄÛ ¨ÉÆÃzsÀPÉÃvÀgÀ ¹§âA¢ ªÀUÀðzÀªÀgÀÄ, «zÁåyðUÀ¼ÀÄ ªÀÄvÀÄÛ 

¥ÁæA±ÀÄ¥Á®gÀÄ. 
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«zsÁ£À: 

1. PÁAiÀÄðPÀæªÀÄPÉÌ ¸ÀA§AzsÀ¥ÀlÖ ¸ÀAAiÉÆÃdPÀjAzÀ JµÀÄÖ ºÀt 

RZÁðUÀ§ºÀÄzÉAzÀÄ ªÀiÁ»w ¥ÀqÉzÀÄ ¢éwÃAiÀÄ zÀeÉ ¸ÀºÁAiÀÄPÀgÀÄ ¤UÀ¢üvÀ 

ªÀÄÄAUÀqÀ ºÀt PÉÆÃj «zÁå¦ÃoÀPÉÌ ¥ÀvÀæ §gÉAiÀÄÄªÀÅzÀÄ 

2. «zÁå¦ÃoÀ¢AzÀ ZÉPï §AzÀ £ÀAvÀgÀ ¸ÀA§AzsÀ¥ÀlÖ ¸ÀAAiÉÆÃdPÀjUÉ 
vÀ®Ä¦¸ÀÄªÀÅzÀÄ 

 

3. PÁAiÀÄðPÀæªÀÄ £ÀqÉ¸À®Ä ¸À¨sÁAUÀt ¨ÉÃPÁVzÀÝ°è EzÀ£ÀÄß ¤ÃqÀÄªÀAvÉ 

PÉÆÃj ªÉÊzÀåQÃAiÀÄ C¢üPÀëPÀjUÉ MAzÀÄ ªÁgÀzÀ ªÉÆzÀ®Ä ¥ÀvÀæ §gÉAiÀÄÄªÀÅzÀÄ 

4. PÁAiÀÄðPÀæªÀÄ £ÀqÉAiÀÄÄªÀ MAzÀÄ ¢£ÀzÀ ªÉÆzÀ®Ä PÁAiÀÄðPÀæªÀÄ 

£ÀqÉAiÀÄÄªÀ¸ÀÜ¼ÀzÀ ¸ÀéZÀÒvÉ ªÀiÁrgÀ¨ÉÃPÀÄ 

5. PÁAiÀÄðPÀæªÀÄPÉÌ ¸ÀA§AzsÀ¥ÀlÖ ¸ÀAAiÉÆÃdPÀjAzÀ RjÃ¢ 

ªÀiÁqÀ¨ÉÃPÁVgÀÄªÀ ªÀ¸ÀÄÛUÀ¼À ¥ÀnÖ ¥ÀqÉzÀÄ ¢éwÃAiÀÄ zÀeÉ ¸ÀºÁAiÀÄPÀgÀÄ, 

¸ÀºÁAiÀÄPÀgÀÄUÀ¼ÉÆA¢UÉ RjÃ¢ ªÀiÁqÀÄªÀÅzÀÄ 

6. PÁAiÀÄðPÀæªÀÄPÉÌ DUÀ«Ä¸ÀÄªÀ CwyUÀ½UÉ GqÀÄUÉÆgÉUÀ¼ÀÄ/ Hl/ 

wAr/ PÁ¦ü/ nÃ ¸ÀgÀ§gÁdÄ ªÀiÁqÀÄªÀ §UÉÎ ¸ÀAAiÉÆÃdPÀjAzÀ ªÀiÁ»w 

¥ÀqÉzÀÄ EzÀ£ÀÄß K¥ÁðqÀÄ ªÀiÁqÀÄªÀ ªÀåªÀ¸ÉÜAiÀÄ£ÀÄß ¢éwÃAiÀÄ zÀeÉ 

¸ÀºÁAiÀÄPÀgÀÄ, ¸ÀºÁAiÀÄPÀgÀÄUÀ¼ÉÆA¢UÉ ªÀiÁqÀÄªÀÅzÀÄ. 
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7. zÉÆqÀØ ªÀÄlÖzÀ PÁAiÀÄðPÀæªÀÄUÀ¼ÀÄ £ÀqÉzÁUÀ CwyUÀ½UÉ ¤ÃrzÀ 

GqÀÄUÉÆgÉUÀ¼ÀÄ/ Hl/ wAr ¸ÀgÀ§gÁdÄ ªÀiÁrzÀ ªÀåQÛUÀ½AzÀ ©¯ï 

¥ÀqÉzÀÄ ºÀt ¥ÁªÀwUÁV «zÁå¦ÃoÀPÉÌ ©¯ï ¸ÀªÉÄÃvÀ ¯ÉPÀÌ ¥Àj±ÉÆÃzsÀPÀgÀÄ 

¥ÀvÀæ §gÉAiÀÄÄªÀÅzÀÄ. 

 

8. «zÁå¦ÃoÀ¢AzÀ ºÀt/ ZÉPï §AzÀ £ÀAvÀgÀ ¸ÀA§AzÀ¥ÀlÖªÀjUÉ 
vÀ®Ä¹¸ÀÄªÀÅzÀÄ 

 

dªÁ¨ÁÝj: EzÀgÀ°è ªÉÆzÀ®Ä PÁAiÀÄðPÀæªÀÄPÉÌ ¸ÀA§AzsÀ¥ÀlÖ ¸ÀAAiÉÆÃdPÀgÀÄ 

£ÀAvÀgÀ ¸ÀºÁAiÀÄPÀgÀÄ ªÀÄvÀÄÛ ¢éwÃAiÀÄ zÀeÉð ¸ÀºÁAiÀÄPÀgÀÄ EgÀÄvÁÛgÉ. 

 

ºÉÆuÉUÁjPÉ: EzÀgÀ°è ªÉÆzÀ® ºÉÆuÉUÁjPÉ PÁAiÀÄðPÀæªÀÄPÉÌ ¸ÀA§AzsÀ¥ÀlÖ 

¸ÀAAiÉÆÃdPÀgÀÄ £ÀAvÀgÀ ¸ÀºÁAiÀÄPÀgÀÄ ªÀÄvÀÄÛ ¢éwÃAiÀÄ zÀeÉð 

¸ÀºÁAiÀÄPÀjgÀÄvÁÛgÉ. 
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�ೕ�ೕ��ೆ: ಪ��ೕಗಲಯದ �ವ�ಹ�ೆ 

          �ಾ��ಾ�ನ:  ಪ��ೕಗ ತರಗ�ಗ��ೆ �ೊಂದ�ೆ �ಾಗದಂ�ೆ 

�ೋ��ೊಳ��ವ�ದು. ಮತು� ಉಪಕರಣಗಳ� �ೊಂದ�ೆ �ಾದ�� ಅದನು� 

ಸ�ಪ�ಸುವ�ದು �ೊಸ ವಸು�ಗಳ� ಖ�ೕ��ದ�ೆ ಅದನು� �ೋ��ೋಳ��ವ�ದು 

ಪ��ೕಗ ತರಗ�ಗಳ� 

         ಮು�ದ ನಂತರ  ಉಪಕರಣಗಳನು� ಅದರ �ಾಗದ�� ಇಟು� ಭದ� ಪ�ಸುವ�ದು. 

 

         ಉ�ೆ�ಶ: �ೊಧಕ ವೃಂದ ಮತು�  ��ಾ���ಗ��ೆ ಅನು�ೊಲ 

�ಾಗು��ರುವ�ದ�ಂದನ ಇದನು� �ಾಯ��ೊಪ�ೆ� ತರ�ಾ��ೆ. ಇದು ಇದರ 

ಉ�ೆ�ಶ �ಾ��ೆ.  
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ಪ��ೕಗಲಯದ ತರಗ�ಗಳ� 

 ಪ�� �ಂಗ��ೊ�� ಪ�ಥಮ, ���ೕಯ  ತೃ�ೕಯ ಮತು� �ಾಲ��ೇ 

ವಷ�ದ � � � ಪ��ೕಗಲಯದ ತರಗ�ಗಳನು� �ಗ� �ಾ�ರು�ಾ��ೆ. 

 �ಂಗ��ೊ�� Lesson Plan ನು� ಅದರ�� ಪ��ೕ�ಕ 

ತರಗ�ಗಳನು� �ಗ� �ಾ�ರು�ಾ��ೆ. 

 ಆ ಸಮಯದ�� �ಾವ  ಉಪಕರಣಗಳ� �ೇಕು ಎಂದು �ೋಧಕ  

ವೃಂದದವರು �ೇ��ಾಗ ಆ ಉಪಕರಣಗಳ�ನು� ಸಂಬಂಧ ಪಟ� ತರಗ�ಗ��ೆ 

�ೋ�ಸುವ�ದು.  

 ತರಗ� ಮು�ದ ನಂತರ ಆ ಉಪಕರಣಗಳ� ಸ� ಇ�ೇ� ಎಂದು 

ಪ��ೕ� ನಂತರ ಆ ಉಪಕರಣಗಳನು� �ೋ�ಾನ�ಾ� ಇಟು��ೋಳ��ವ�ದು.  

 ಈ �ಾಯ�ಕ�ಮವ� �ನ�ತ� ನ�ೆದು �ೊಂಡು  �ೋಗುತ��ೆ �ಾವ��ೆ 

�ೕ�ಯಲು� �ೋಧಕ ವೃಂದದವ��ೆ �ೊಂದ�ೆ ಆಗದಂ�ೆ ಅವರು �ೇ�ದ 

�ೕ�ಯ�� �ೆಲಸ �ವ��ಸುವ�ದು. 

 �ೋಧಕ ವೃಂದದವರು �ೇ�ದ  ಉಪಕರಣಗಳನು� ಪ��ೕ�ಕ ತರಗ� 

ಮು�ದ ನಂತರ  ಅವ�ಗಳನು� ಪ��ೕ� �ೋ�ಾನ�ಾ� ಇಟು��ೋಳ��ವ�ದು.  



 JSS CPT POLICY AND PROCEDURE MANUAL 
 

APPROVED 
SIGNATURES: 
DATE: ADM 59/82 
 

 

 ��ಾ���ಗಳ� �ೆಲ�ಂದು �ೇ�  ೆ Self Practicalನು� �ಾಡು�ಾಗ,  

�ೋಧಕ ವೃಂದದವರು �ಂ�ನ ಪ��ೕ�ಕ ತರಗ�ಯ�� ನ�ೆದ ���ೕ 

ವನು� ���ಕ�� ಅದನು� �ೆ� �ೆ�� ನ�� ಅದನು� �ಾ� ಈ ��ಾ���ಗ��ೆ 

ಈ ���ೕವನು� �ೋ�ಸ�ಾಗುವ�ದು ಆ �ೇ�  ೆಯ�� ಅವ��ೆ �ೇ�ಾಗುವ  

ಉಪಕರಣಗಳನು� �ೊಟು� ಅವರುಗಳ� ಅ�ಾ�ಸ �ಾಡು�ಾಗ �ಾವ� ಅ�ೆ� ಇದು� 

ಗಮ���ೋಳ��ವ�ದು. 

 ಪ��ೕ�ಕ ತರಗ� ಮು�ದ ನಂತರ  ಉಪಕರಣಗಳನು� 

�ೋ�ಾನ�ಾ� ಇಟು��ೋಳ��ವ�ದು. ನಂತರ � � ಯನು� ಆ� �ಾ� �ೆ� 

�ೆ�� ನು� �ೆ�ೆದು �ೇಂದ� ಪ��ೕಗಲಯದ�� �ಡುವ�ದು ನಂತರ ಬು� ನ�� 

ಕೂಟ� ವಸು�ಗಳ� �ಂದ�ೆ� ತಲು��ೆ ಎಂದು ಬ�ೆದು �ೊಳ��ವ�ದು. 
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�� ಉಪಕರಗಳ�                                                                                     

�� ಉಪಕರಣಗಳ� ಸಂಭಂದ ಪಟ� ಪ��ೕಗಲಯಗಳ�� ಅವ�ಗಳನು� 

ಸುಭದ��ಾ� ಇ�ಸುವ�ದು. ಮತು� ಅವ�ಗಳ  ಉಪ�ೕಗ  ಇದ��� ಅದನು� 

�ೕಡ�ಾಗುವ�ದು ನಂತರ �ಾ� �ಾ� ಇ�ಸ�ಾಗುವ�ದು. 

ಪ�ಮುಖ ಮತು� �ಕ� ವಸು�ಗಳ� ಇರುವ ಪ��ಯನು� ಲಗ��ಸು�ೆ�ೕ�ೆ. 

ಉಪಕರಣಗಳನು� ಪ��ಸುವ�ದು 

Pulse Oximeter, Blood Glucose Monitor, Body composition 

analyser, Polar Heart rate watch, Electrical Hand 

dynamometer, microphone, wall clock, Digital weighing 

machine, TV Remote, and Projector remote all electro 

articles, Thermometers, NCV and PFT Machine ಇವ�ಗಳನು� 

ಪ���ನ  ಅದರ �ೆಲ�ಳ� ಸ� ಇ�ೆ�ೕ ಎಂದು ಪ�ೕ�ೕ� �ೆ� 

�ಾ��ಾ�ದ��� ಅದ�ೆ� �ೊಸ �ೆ� �ಾ� ಇಡ�ಾಗುವ�ದು. 
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ದುರ�� ಮತು� �ವ�ಹ�ೆ 

 ಉಪಕರಣವ� ದುರ�� ಆದ�� ಅದನು� ಸಂಭಂಧ ಪಟ�  ದುರ�� ಮತು� 

�ವ�ಹ�ೆ ಪ�ಸ�ಕದ�� ಅದನು�  ಬ�ೆದು ನಂತರ  ಸಂಭಂಧ ಪಟ�  �ೋಧಕ 

ವೃಂದದವ��ೆ ��� ನಂತರ �ಾ�ಂಶು�ಾಲರ ಗಮನ�ೆ� ತರ�ಾಗುವ�ದು.  

 �ಾ�ಂಶು�ಾಲರ ಒಂಪ�ಂದದ �ೕ�ೆ�ೆ ಅದನು� ಸಂಭಂಧ ಪಟ� ಕಂಪ� 

ಅ��ಾ�ಗ��ೆ �ೕ� ಅ�ಾವ ಕ�ೆಯನು� �ಾ� ಸಂಪ���, ಅದರ �ೕ�ೇ� 

ಬ�ೆ� ಅವ��ೆ ��� ಅವರನು� ಕ�ೆ� �ೕ�ೇ� �ಾ�ಸ�ಾಗುವ�ದು.  

 �ೕ�ೇ� �ೆಚ�ದ �� ಅನು� ಕ�ೇ��ೆ �ೕ� ಅವ��ೆ ಹಣ ಅ�ಾವ ಚ� 

ಮು�ಾಂತರ ಹಣವನು� �ೕಡ�ಾಗುವ�ದು. 
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�ೊಸ ಉಪಕರಣ ಖ�ೕ�ಸುವ ಬ�ೆ� 

 �ೊಸ ಉಪಕರಣಗಳ� ಬಂದ�� ಅದನು� �ಾಯಂ �ಾಸ�ನು ಪ�ಸ�ಕದ�� 

ನ���ಅದನು�.  

 ನಂತರ, ಅದು �ೇಂದ� ಪ��ೕಗಲಯ�ೆ� ತಂದು, ಅದನು� ನಂತರ 

�ೋಧಕ �ಬ�ಂ� ವೃಂದದವ��ೆ ��� ಅದು �ಾವ ಪ��ೕಗಲಯ�ೆ� 

ಸಂಭಂ���ೆ ಎಂದು ��ದು ಅದನು� ಆ  ಪ��ೕಗಲಯ�ೆ� ಇಡ�ಾಗುವ�ದು. 

 ಪ��ೕಗಲಯದ �ಾಯಂ �ಾಸ�ನು ಪ�ಸ�ಕದ�� ಬ�ೆಯ�ಾಗುವ�ದು. 

 ಅದು ಪ�ಮುಖ ಪ��ೕ�ಕ ಉಪಕರಣ�ಾ�ದ�� ಅದನು� �ೇಂದ� 

ಪ��ೕಗಲಯದ �ರು�ನ�� ಭಧ��ಾ� �ಡ�ಾಗುವ�ದು. 
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ಓ � � �ೆ  ಪ��ೕ�ಕ  ಉಪಕರಣಗಳನು� �ೕಡುವ ಬ�ೆ� 

 � � (PG) ಮತು� ಯು� (UG) ��ಾ���ಗಳ ಉಪ�ೕಗ�ೆ� �ೇ�ಾದ  

ಉಪಕರಣಗಳನು�  ಅವ��ೆ �ೇ�ಾದ  ಉಪಕರಣಗಳನು� �ೕ� ಸಂಭಂಧ ಪಟ� 

ಪ�ಸ�ಕದ�� ಅವರ ಸ� ಮತು� ತರಗ� �ೆಸರು ಸಮಯ ��ಾಂಕಗಳನು� 

ಬ�ೆದು ಅವ��ೆ �ೕ� ನಂತರ  ಅದನು� �ಾಪಸು� ಕೂಟ��ಾ ಅದು 

ಸ��ಾ��ೇ�ೕ ಎಂದು ಪ��ೕ� ಸ�ಯನು� �ಾ�� ಸಂಭಂಧ ಪಟ� 

�ರುಗ��ೆ ಇ�ಸ�ಾಗುವ�ದು. 

 

 ಸಂ�ೆ  ಐದು ಗಂ�ೆ ಓಳ�ೆ �ೇಂದ� ಪ��ೕಗಲಯ�ೆ� �ಂ�ರು�ಸ�ೇಕು. 

ಈ  ಉಪಕರಣಗಳನು� ಪ�ೆಯಲು ��ಾ���ಗಳ� ಸಂಭಂಧ ಪಟ� �ೋಧಕ 

ವೃಂದ ದವ�ಂದ  ಅಥ�ಾ  �ಾ�ಂಶು�ಾಲ�ಂದ ಅನುಮ�  ಪ�ೆದ ಪತ�ವನು� 

ಪ��ೕಗಲಯದ ಸ�ಾಯಕ��ೆ �ೊಟು� ಉಪಕರಣಗಳನು� ಪ�ೆಯ�ೇಕು.                                             
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��ೋ� �ೈರ� (Anti Virus) 

��ೋ� �ೈರ� ಅನು� ಪ�� ತರಗ�ಗಳ ಕಂ��ಟ� ಗಳ�� ಅದನು�  

ಅಳವ�� ಎರಡು �ಾರಗ��ೊ�� ಅದನು� �ಾ�� �ಾಡ�ಾಗುವ�ದು 

ವಷ��ೊ�� ತರಗ�ಗಳ ಕಂ��ಟ� ಗಳ �ೇ�ಾವನು� ಅ�ಸ�ಾಗುವ�ದು 

ನಂತರ ��ೋ� �ೈರ� ಅನು� ಒಂದು �ಾರ�ೊ��  �ಾ�� 

�ಾಡ�ಾಗುವ�ದು ಇದನು� ಗ�ಂ�ಾಲಯದ �ಂಬ�ಂ�ಗಳ� �ವ��ಸು�ಾ��ೆ 

           

ಎ� � � ���ೆಕ�� ಮತು� ��ೕ� �ವ�ಹ�ೆ 

 ಪ���ನ ತರಗ�ಗಳ� ನ�ೆಯು�ಾಗ ���ೆಕ�� ಗಳನು� ಪ�� ಒಂದು 

ಗಂ�ೆಗ��ೆ ಆ� ಮತು� ಆ� �ಾಡ�ಾಗುವ�ದು. 

 ಈ �ಾಯ�ವನು� �ಾ�� ನ �ಂಬ�ಂ�ಗಳ� �ವ��ಸು�ಾ��ೆ. ���ೆಕ�� 

ನ ��ಾ���ಗಳ� ಆ� ಮತು� ಆ� �ಾಡದಂ�ೆ. �ೋ��ೊಳ��ಾಗುತ��ೆ. 

�ೆ� ನ�� ಆ� ಮತು� ಆ� �ಾಡದಂ�ೆ ����ೆ. 
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�ದು�� ಶ�� �ವ�ಹ�ೆ 

 �ದು�� ಸಮ�ೆ�ಗಳ� ಕಂಡು ಬಂದ�� ಅಂದ�ೆ �ಾ�� ಟು�� �ೈ� 

ಇತ�ೆ  ಸಮ�ೆ�ಗಳ� ಕಂಡು ಬಂದ�� ತ�ಣ ದೂರು.  

 ಪ�ಸ�ಕದ�� ನ�ೕ�� ಅದನು� ಸಂಭಂಧ ಪಟ�  ಅ��ಾ�ಗ��ೆ ��� 

ನಂತರ  ಒಂದು ಅ�ಾವ ಎರಡು �ನಗಳ�� ಸ�ಪ�ಸ�ಾಗುವ�ದು. 

 

�ಾ�ೆ�ಂಟ� �ೆಲಸಗಳ� 

�ಾ�ೆ�ನ �ಾವ��ಾದರು ಅಂದ�ೆ �ಾ�ಲು �ಟ�ಗಳ� ಪ��ೕಗಲಯದ 

ಮಂಚದ �ೆಕ�ಗಳ� Door stop  ದುರ�� ಅದ�� ಕಂ�ೆ�ಂ� ಪ�ಸ�ಕದ�� ಬ�ೆದು 

ಅದನು� ಸಂಭಂಧ ಪಟ�  ಅ��ಾ�ಗ��ೆ ��� ಅವರನು� ಕ�ೆದು 

ಸ�ಪ�ಸ�ಾಗುವ�ದು. 
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SOP FOR Admission 

 

²Ã¶ðPÉ:- zÁR¯Áw  

 

ªÁåSÁå£À:- M§â «zÁåyðUÉ AiÀiÁªÀÅzÉÃ ±Á¯Á ªÀÄvÀÄÛ PÁ¯ÉÃdÄUÀ¼À°è 

¥ÀæªÉÃ±Áw ¥ÀqÉAiÀÄ®Ä C£ÀÄªÀÄw CxÀªÁ zÁR¯Áw ªÀiÁqÀ®Ä C£ÀÄªÀÄw 

PÉÆqÀÄªÀÅzÀÄ  

 

Objectives :- ¥Àæ§®ªÁzÀ «ªÀÄ±ÁðvÀäPÀ aAvÀ£Á PË±À®åªÀ£ÀÄß ºÉÆA¢gÀÄªÀ 

«zÁåyð CfðzÁgÀgÀ£ÀÄß UÀÄgÀÄw¸ÀÄªÀ ¸ÁªÀÄxÀåð ªÀÄvÀÄÛ D PË±À®åUÀ¼À£ÀÄß 

C£Àé»¸ÀÄªÀ §AiÀÄPÉ ªÉÊAiÀÄQÛPÀ ¥ÀæªÉÃ±À ¤zsÁðgÀUÀ¼ÀÄ ¤AiÉÆÃd£É CxÀªÁ ¸À®ºÉ 

¤ÃqÀÄªÀ CUÀvÀå CA±ÀªÁVgÀ¨ÉÃPÀÄ ªÀÄvÀÄÛ Scope of Admission CªÀgÀÄ 

vÀªÀÄä ºÉÆ¸À PÁ¯ÉÃfUÉ AiÀÄ±À¹éAiÀiÁV ¥ÀjªÀvÀð£É ªÀiÁqÀÄªÀ ¸ÁzÀåvÉ¬ÄzÉAiÉÄÃ? 

±ÉæÃµÀ×vÉAiÀÄ GvÀÛªÀÄ «zÁåyðUÀ¼À£ÀÄß zÁR°¸ÀÄªÀÅzÀÄ. 

 

 

PÁ¯ GzÉÝÃ±À:- AiÀiÁªÀÅzÉÃ ¥ÀæªÉÃ±À ¸ÀªÀiÁ¯ÉÆÃZÀ£É ªÀÈwÛ¥ÀgÀ UÀÄgÀÄAiÀÄÄ 

AiÀiÁªÁUÀ®Æ «zÁåyðUÉ ªÀÄvÀÄÛ  ¥ÉÆÃµÀPÀjUÉ MvÀÛqÀ ªÀÄvÀÄÛ DvÀAPÀªÀ£ÀÄß 

PÀrªÉÄ ªÀiÁqÀÄªÁUÀ «zÁåyðUÉ ¥Àj¥ÀÆtðªÁzÀ ¸ÀºÁAiÀÄ ªÀiÁqÀÄªÀÅzÀÄ.  

 

*«±Àé «zÁå®AiÀÄ ¥ÀæªÉÃ±À CxÀªÁ PÁ¯ÉÃdÄ ¥ÀæªÉÃ±ÀªÀÅ «zÁåyðUÀ¼ÀÄ 

«±Àé«zÁå®AiÀÄUÀ¼ÀÄ ªÀÄvÀÄÛ ÉÃdÄUÀ¼À°è ¥ÀæªÉÃ²¸ÀÄªÀ ¥ÀæQæAiÀiÁVzÉ. 
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Procedure of Admission :- 

 ¢éwÃAiÀÄ ¦AiÀÄÄ¹ «eÁÐ£À «¨sÁUÀzÀ°è GwÛÃtðgÁzÀ «zÁåyðUÀ¼ÀÄ 

©¦n PÉÆÃ¸ïð ªÀiÁqÀ®Ä ±ÉÃPÀqÀªÁgÀÄ CAPÀUÀ¼À£ÀÄß ¤UÀ¢üªÀiÁqÀ¯ÁUÀÄvÀÛzÉ. F 

DzsÁgÀzÀ ªÉÄÃ¯É ªÀzÁåyðUÀ¼ÀÄÀ CAPÀUÀ¼À£ÀÄß ¥ÀqÉ¢ÝzÀÝgÀÆ E®èªÉÇÃ JAzÀÄ 

¥ÀjUÀtÂ¸À¯ÁUÀÄªÀÅzÀÄ. 

 «zÁåyðUÀ¼ÀÄ ¦AiÀÄÄ¹AiÀÄ°è ±ÉÃPÀqÀ 55% CAPÀªÀ£ÀÄß ¥ÀqÉ¢zÀÝ°è ©¦n 

PÉÆÃ¸ïðUÉ ¸ÉÃgÀ®Ä application PÉÆqÀ¯ÁUÀÄvÀÛPÀÌzÀÄÝ. 

 ªÉÆzÀ°UÉ ©¦n PÉÆÃ¸ïð §UÉÎ CªÀjUÉ w½¹ £ÀAvÀgÀ «zÁåyðUÀ½UÉ 

¥ÀæªÉÃ±ÁwAiÀÄ C¦èÃPÉÃ±À£ï ¦Ã¸ï ¥ÀqÉzÀÄ CªÀjUÉ PÁ¯ÉÃeï C¦èÃPÉ±À£ï 

¤ÃqÀ¯ÁUÀÄvÀÛzÉ. 

 «zÁåyðAiÀÄÄ vÀ£Àß CfðAiÀÄ£ÀÄß ¨sÀwðªÀiÁr PÁ¯ÉÃfUÉ ªÁ¥À¸ï ¤ÃrzÀ 

£ÀAvÀgÀ CzÀ£ÀÄß MAzÀÄ PÀqÉ ¹éÃPÀj¹ C¦üèÃPÉ±À£ï qÉÃmï PÉÆÃ¸ï DzÀ 

£ÀAvÀgÀ J¯Áè CfðUÀ¼À£ÀÄß ¥ÀqÉAiÀÄÄvÉÛÃªÉ.  

 EzÁzÀ £ÀAvÀgÀ J¯Áè CfðUÀ¼À£ÀÄß ¥Àj²°¹ CªÀgÀÄ ¥ÀqÉzÀ CAPÀUÀ¼À 

DzsÁgÀzÀ ªÉÄÃ¯É ±ÉÃPÀqÀªÁgÀÄ CAzÀgÉ «eÁÕ£À «¨sÁUÀzÀ°è CªÀgÀÄ C¨sÁå¸À 

ªÀiÁrzÀ ªÀÄÆgÀÄ «µÀAiÀÄUÀ¼ÁzÀ ¦¹© EzÀgÀ ±ÉÃPÀqÀªÁgÀÄ CAPÀªÀ£ÀÄß 

¥ÀjUÀtÂ¹ ªÉÄÃjmï DzsÁgÀzÀ ªÉÄÃ¯É ¹ÃlÄ ºÀAaPÉ ªÀiÁqÀ®Ä ¤zsÀðj¸À®Ä 

DME gÀªÀjUÉ  PÀ¼ÀÄ»¸ÀÄvÉÛÃªÉ.  

   DME gÀªÀgÀÄ ¹zÀÝ¥Àr¹zÀ ±ÉÃPÀqÀªÁgÀÄ CAPÀUÀ¼À DzsÁgÀzÀ ªÉÄÃ¯É 1st 

List, 2nd list   3rd list JAzÀÄ «zÁåyðUÀ¼À ¥ÀnÖAiÀÄ£ÀÄß ¤ÃqÀÄvÁÛgÉ 

F ¥ÀnÖAiÀÄ£ÀÄß £ÀªÀÄä PÁ¯ÉÃf£À F-ªÉÄÃ¯ï  ªÀÄÆ®PÀ PÀ¼ÀÄ»¸ÀÄvÁÛgÉ.  
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 F ¥ÀnÖAiÀÄ°è «zÁåyðUÀ¼À ºÉ¸ÀgÀÄ ªÀÄvÀÄÛ «¼Á¸À £ÀªÀÄÆ¢¸À¯ÁUÀÄvÀÛzÉ.  

DAiÉÄÌAiÀiÁzÀ «zÁåyðUÀ½UÉ 5 ¢£ÀUÀ¼À PÁ¯ÁªÀPÁ±ÀªÀ£ÀÄß 

zÁR¯ÁwAiÀiÁUÀ®Ä ¤ÃqÀÄvÉÛÃªÉ.  

 EzÉÃ jÃwAiÀÄ°è J¯Áè DAiÉÄÌAiÀiÁUÀÄªÀ «zÁåyðUÀ½UÀÆ 5 ¢£ÀUÀ¼ÀªÀ¼ÀUÉ 

CªÀgÀÄ ¥ÀæªÉÃ±Áw ¥ÀqÉAiÀÄ®Ä ªÀÄvÀÄÛ ¸ÀÆPÀÛ zÁR¯ÁwAiÀÄ£ÀÄß vÀgÀ¨ÉÃPÉAzÀÄ 

£ÁªÀÅ zÀÆgÀªÁtÂ ªÀÄvÀÄÛ F – ªÉÄÃ¯ï ªÀÄÄSÁAvÀgÀ w½AiÀÄ 

¥Àr¸À¯ÁUÀÄvÀÛzÉ. 

 

 

 DAiÉÄÌAiÀiÁzÀ «zÁåyðUÀ¼ÀÄ ¸À°è¸À¨ÉÃPÁzÀ ¸ÀÆPÀÛ zÁR¯ÁwUÀ¼À 

 10th Marks card with attested  

 12th Marks card with attested   

 Adhar card with attested  

 Photos – Stump & Pass Photo 

 Medical Fitness    

 Eligibility Certificate (Non Karnataka)  

 Tc, Migration , Conducted certificate  

 College Fees  

 

DAiÉÄÌAiÀiÁzÀ «zÁåyðUÀ¼ÀÄ F ªÉÄÃ®ÌAqÀ J¯Áè ªÀiÁ»wUÀ¼À£ÀÄß ¥Àj²°¹ 

RGUHS Online £À°è ¤UÀ¢üvÀ ¸ÀªÀÄAiÀÄPÉÌ C¥sï¯ÉÆÃqï ªÀiÁqÀ¯ÁUÀÄªÀÅzÀÄ. 
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Responsibility:- dªÁ¨ÁÝj  

 «zÁåyðUÀ¼À ¥ÀæªÉÃ±Áw ¸ÀªÀÄAiÀÄzÀ°è CªÀgÀ zÁR¯ÉAiÀÄ£ÀÄß 

¥Àj²Ã°¹PÉ¬ÄAzÀ »rzÀÄ CªÀgÀ ¥ÀæªÉÃ±ÁwªÀgÉUÀÆ CªÀgÀÄ zÁR¯ÉAiÀÄ 

dªÁ¨ÁÝjAiÀÄ£ÀÄß ªÉÆzÀ°UÉ ªÀ»¹PÉÆ¼ÀÄîvÉÛÃªÉ.  

 «zsÁ£À:-  

        1. SDA  

              2. Admission Co-adinater  
              3. Principal  

    

ºÉÆuÉUÁjPÉ  

 «zÁåyðUÀ¼À PÉÆÃ¸ïð ªÀÄÄVAiÀÄÄªÀªÀgÉUÀÆ CªÀgÀÄ £ÀªÀÄä PÁ¯ÉÃf£À°è 

ªÁå¸ÀAUÀ ªÀÄÄVAiÀÄÄªÀ vÀ£ÀPÀ CªÀgÀ ºÉÆuÉUÁjUÉ £ÀªÀÄä ªÉÄÃ°gÀÄvÀÛzÉ.  

 

«zsÁ£À:-      

    1. Principal  

       2. Admission Co-ordinator 
       3. SDA  

 

F ªÉÄÃ°£À J¯Áè PÁAiÀÄðUÀ¼ÀÄ ¥ÀæªÉÃ±Áw ¥ÀqÉAiÀÄÄªÀ «zÁåyðUÀ½UÉ £ÁªÀÅ 

C£ÀÄ¸Àj¸À¨ÉÃPÁzÀ PÀæªÀÄUÀ¼ÁVªÉ.              

Admission Link in RGUHS 

 RGUHS 

 Admission of BPT 2019-20 

 Students Entry Details 

 UG    -    PG 

 Final Upload  
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Attendance (ºÁdgÁwUÀ¼ÀÄ) :- 

 «zÁåyðAiÀÄÄ zÁR¯ÁwAiÀÄ¯Áè ªÀÄÄVzÀ vÀPÀët CªÀjUÉ vÀgÀUÀwUÀ¼ÀÄ 
¥ÁægÀA¨sÀªÁUÀÄvÀÛzÉ.          ¥ÁægÀA¨sÀªÁzÀ vÀgÀUÀwUÀ½UÉ ºÁdgÁw ¥ÀÄ¸ÀÛPÀ( 

Register of Attendance)  ªÀ£ÀÄß.  

 ¤ÃqÀ¯ÁUÀÄvÀÛzÉ.  

 ¥Àæw Subjects UÀÄ CªÀgÀ ºÉ¸ÀgÀÄUÀ¼À£ÀÄß £ÉÆÃAzÁtÂ ªÀiÁrgÀ¯ÁUÀÄvÀÛzÉ.  

 vÀgÀUÀwAiÀÄ°è ¥Àæw «µÀAiÀÄUÀ¼ÀÄ ªÀÄÄVzÀ ªÉÄÃ¯É jÃf¸ÀÖgï£ÀÄß vÀAzÀÄ 
PÀA¥ÉÆålgï£À°è    

 «µÀAiÀÄªÁgÀÄ enter ªÀiÁqÀ¯ÁUÀÄvÀÛz.É               

 £ÀAvÀgÀ EzÀ£ÀÄß vÀgÀUÀwAiÀÄ DAiÀiÁ PÁè¸ï  Coordinator gÀªÀjUÉ EªÀgÀ 
ºÁdgÁwAiÀÄ£ÀÄß   

 F-ªÉÄÃ¯ï ªÀÄÄSÁAvÀgÀ M.S. Excel £À°è PÀ¼ÀÄ»¹ PÉÆqÀ¯ÁUÀÄvÀÛzÉ. 
 

 vÀgÀUÀwUÀ¼ÀÄ JµÀÄÖ £ÀqÉ¢zÉ ªÀÄvÀÄÛ «zÁåyðUÀ¼ÀÄ JµÀÄÖ vÀgÀUÀwUÀ½UÉ 
ºÁdgÁVzÁÝgÉ JAzÀÄ  

 ±ÉÃPÀqÁªÁgÀÄ PÉÆÃqÀ¯ÁUÀÄªÀÅzÀÄ.   
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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  

 Put all time table by looking  

 Last date of  Exam Fees  

 Calculate attendance in advance  

 Upload  I A/ Attendance/Synapses /Dissertation  

 University exam, Uploading  

 Responsible  Parking  

 IA Marks Registration  

 Update Teacher data Base.  
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¥ÀjÃPÉë-(RGUHS Exams) 

Procedure of Examination :- 

 Internal Exam (I A) & Practical Exam  

 Theory Exam I A Theory practical exam 

 

Theory Exam conducted by Rajiv Ghandhi University:- 

 RGUHS website£À°è, theory examination §UÉÎ Circular £ÀÄß 

©nÖgÀÄvÁÛgÉ EzÀ£ÀÄß  qË£ï¯ÉÆÃqï ªÀiÁr, £ÀAvÀgÀ Time table eÉÆÃvÉUÉ 

£ÉÆÃn¸ï ¨ÉÆqïðUÉ ºÁPÀ®UÀÄvÀÛzÉ. EzÁzÀ £ÀAvÀgÀ RGUHS website£À°è 

Exam Application download ªÀiÁqÀ¯ÁUÀÄvÀÛzÉ.   

«zÁåyðUÀ¼ÀÄ ¥ÀjÃPÉë vÀUÉzÀÄ PÉÆ¼Àî®Ä PÉ®ªÀÅ ¤AiÀÄªÀÄUÀ½ªÉ  

 ºÁdgÁw PÀqÁØAiÀÄªÁV 80% EgÀ¨ÉÃPÀÄ.  

 IA ªÀiÁPïìð 50 % ªÉÄÃ¯É EgÀ¨ÉÃPÀÄ.  

 EzÀ£ÀÄß vÀgÀUÀwAiÀÄ Coordinator gÀªÀgÀÄ ªÀiÁ»w ¤ÃqÀÄvÁÛgÉ. 

«zÁåyðUÀ¼ÀÄ ¥ÀjÃPÉë §gÉAiÀÄ®Ä ¸À°è¸À ¨ÉÃPÁzÀ zÁR¯É  

 No Dues  

 Exam fees & maintains fees  

  Permission.  
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F J¯Áè zÁR¯ÉUÀ¼À£ÀÄß ¸Àj¥Àr¹PÉÆAqÀÄ RGUHS Online £À°è ¤UÀ¢üvÀ 

¸ÀªÀÄAiÀÄPÉÌ C¥sï¯ÉÆÃqï ªÀiÁqÀ¯ÁUÀÄªÀÅzÀÄ.    

Examiner:- 

 Practical Exam ªÀiÁqÀ®Ä Rajiv Gandhi University EAzÀ 

£ÀªÀÄUÉ  Post  ªÀÄÄSÁå£À CxÀªÁ email External examiner£ÀÄß 

PÀ¼ÀÄ»¹PÉÆqÀÄvÁÛgÉ.  

 AiÀiÁªÀ AiÀiÁªÀ «µÀAiÀÄUÀ½UÉ AiÀiÁgÀÄ External examiner §gÀÄvÁÛgÉ 

JAzÀÄ RGUHS PÀ¼ÀÄ»¸ÀÄªÀ ¥ÀvÀæzÀ°è £ÀªÀÄÆzÁVgÀvÀÛzÉ.  

 EªÀjUÉ TA & DA UÀ¼À£ÀÄß  RGUHS gÀªÀgÀÄ ¨sÀj¹ PÉÆÃqÀ®Ä 

w½¹gÀÄvÁÛgÉ, DzÀgÀAvÉAiÀÄ CªÀgÀ  Attendance ªÀÄvÀÄÛ CªÀgÀ TA & DA 

CfðUÀ¼À°è EªÀgÀ ¨ÁåAPï SÁvÉ ªÀÄvÀÄÛ ¸ÀÆPÀÛªÁzÀ zÁR¯ÉAiÀÄ£ÀÄß CfðAiÀÄ°è 

£ÀªÀÄÆ¢¹gÀÄvÉÛªÉ.  

 External Exam ªÀÄÄV¹ §AzÀ £ÀAMvÀgÀ CªÀgÀ ¸À»AiÀÄ£ÀÄß TA & 

DA CfðUÀ¼À°è £ÀªÀÄÆ¢¹gÀÄvÉÛªÉ. 

 F J¯Áè Examiners TA & DA CfðAiÀÄ£ÀÄß  Practical Exam 

ªÀÄÄVzÀ vÀPÀët RGUHS UÉ PÉÆÃjAiÀÄgï ªÀÄÄSÁAvÀgÀ PÀ¼ÀÄ»¹ 

PÉÆÃqÀ¯ÁUÀÄvÀÛzÉ. 
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Transcript 

BPT PÉÆÃ¸Àð ªÁå¸ÀAUÀ ªÀÄÄV¹zÀ «zÁåyðUÀ¼ÀÄ G£ÀßvÀ ªÁå¸ÀAUÀPÉÌ ºÁUÀÆ 

«ÀzÉÃ±ÀUÀ¼À°è £ËPÀj ¥ÀqÉAiÀÄªÀ ¸ÀA§AzsÀ CºÀðvÁ ¥ÀvÀæ (Transcript) 

¤ÃqÀ¯ÁUÀÄvÀÛzÉ. 

 

¸ÀÀ°è¸À¨ÉÃPÁzÀ zÁR¯ÉUÀ¼ÀÄ  

 ©¦n ªÀiÁPÀìð PÁqïð  

 EzÀÝPÉÌ vÀUÀÄ®ÄªÀ ªÉZÀÑ  

 «zÁåðyðAiÀÄ «¼Á¸À ªÀÄvÀÄÛ CAZÉ. 

 

F J¯Áè ¥ÀæwAiÀÄ eÉÆÃvÉUÉ CªÀjUÉ PÁ¯ÉÃf£À ªÀw¬ÄAzÀ PÉ¼ÀV£À 

zÁR¯ÉUÀ¼À£ÀÄß ¸ÀºÀ  ¤ÃqÀÄvÉÛÃªÉ.  

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.  
 

 

 

 

 

 

 

 

 

mailto:hsicdc_jsscpt@jssonline.org
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¸ÁÖöåAqÀqïð D¥ÀgÉÃnAUï PÁAiÀÄð«zsÁ£ÀUÀ¼ÀÄ 

ºÀtPÁ¸ÀÄ «¨sÁUÀ 

GzÉÝÃ±À 

¸ÀÄUÀªÀÄ ªÀÄvÀÄÛ zÀPÀë DqÀ½vÁvÀäPÀ PÁAiÀÄðUÀ½UÉ CUÀvÀåªÁzÀ ¤zÉÃð±À£ÀUÀ¼À£ÀÄß ¤ÃqÀÄªÀÅzÀÄ 

F J¸ïM¦ AiÀÄ ªÀÄÄRå GzÉÝÃ±ÀªÁVzÉ. ¸ÁªÀiÁ£Àå ¯ÉPÀÌ¥ÀvÀæUÀ® ¤ªÀðºÀuÉ, §ÄPï 

QÃ¦AUï, RjÃ¢ ¤ÃwUÀ¼ÀÄ, £ÀUÀzÀÄ & ¨ÁåAPï ¨ÁQUÀ¼À ¤ÃªÀðºÀuÉ, ªÀiÁ¹PÀ ªÉÃvÀ£À 

ªÀÄvÀÄÛ ªÀÄÄAvÁzÀ PÉëÃvÀæUÀ¼À°è ¸ÀjAiÀiÁzÀ PÀæªÀÄzÀ°è C£ÀÄ¸ÀgÀuÉ ªÀiÁqÀÄªÀÅzÀÄ F J¸ïM¦ 

AiÀÄ GzÉÝÃ±ÀªÁVzÉ. 

ºÀtPÁ¸ÀÄ ¤ªÀðºÀuÉAiÀÄ°è C¢üPÁjUÀ¼À ¤AiÉÆÃd£ÉAiÀÄÄ F PÉ¼ÀPÀAqÀAwgÀÄvÀÛzÉ 

PÁAiÀÄð¤ªÁðºÀPÀ PÁAiÀÄðzÀ²ðUÀ¼ÀÄ 

 

 

ªÉÊzÀåQÃAiÀÄ ²PÀët «¨sÁUÀzÀ ¤zÉðÃ±ÀPÀgÀÄ 

 

 

¥ÁæA±ÀÄ¥Á®gÀÄ 

 

 

¢éwAiÀÄ zÀeÉð ¸ÀºÁAiÀÄPÀgÀÄ 

(CPËAmïì C¢üPÁj) 
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ªÉÃvÀ£À 

 CPËAmïì C¢üPÁjAiÀÄÄ ¥Àæw wAUÀ¼ÀÄ 25 gÀÆ¼ÀUÉ ªÀiÁ¹PÀ ªÉÃvÀ£ÀzÀ ºÁ¼ÉAiÀÄ£ÀÄß £ËPÀgÀgÀ 

ºÁdgÁw ªÀÄvÀÄÛ gÀeÉ zÁR¯ÉUÀ¼À DzsÁgÀzÀ ªÉÄÃ¯É ¹zÀÞ¥Àr¸ÀÄvÁÛgÉ. 

 eÉJ¸ïJ¸ï ªÀÄºÁ«zÁå¦ÃoÀzÀ DzÉÃ±ÀzÀAvÉ £ËPÀgÀgÀ ªÀÄÆ® ªÉÃvÀ£ÀzÀ eÉÆvÉUÉ DA, 

HRA, CCA & Special Allowances UÀ¼À£ÀÄß ¸ÉÃj¸À¨ÉÃPÀÄ. 

 £ËPÀgÀgÀ ªÉÃvÀ£ÀzÀ°è vÉjUÉ DzÁAiÀÄzÀ ¯ÉPÀÌZÁgÀzÉÆA¢UÉ TDS £ÀÄß PÀrvÀUÉÆ½¸À¨ÉÃPÀÄ 

ºÁUÀÆ EPF, PT & ESI UÀ¼À£ÀÄß ¸ÀºÀ PÀrvÀUÉÆ½¸À¨ÉÃPÀÄ. 

 GzÉÆåÃVAiÀÄÄ AiÀiÁªÀÅzÁgÀÄ ªÀÄÄAUÀqÀ ºÀt ¥ÀqÉ¢zÀÝgÉ,  ¸ÀA¸ÉÜAiÀÄ°è ªÀÄ£É ¨ÁrUÉUÉ 

¥ÀqÉ¢zÀÝgÉ D ¨ÁrUÉ ªÉÆvÀÛªÀ£ÀÄß, fÃªÀ «ªÉÄ ªÀiÁr¹zÀÝgÉ D «ªÉÄ ªÉÆvÀÛªÀ£ÀÄß 

PÀrvÀUÉÆ½¹ ºÉÆAzÁtÂPÉ ªÀiÁqÀ¨ÉÃPÀÄ. 

 CAwªÀÄªÁV ªÉÃvÀ£ÀzÀ ºÁ¼ÉAiÀÄÄ ¹zÀÝªÁzÀ £ÀAvÀgÀ ¥ÁæA±ÀÄ¥Á®jAzÀ ¸À» ¥ÀqÉzÀÄ, 

CzÀ£ÀÄß eÉJ¸ïJ¸ï ªÀÄºÁ«zÁå¦ÃoÀzÀ PÁAiÀÄð¤ªÀðºÀPÀ PÁAiÀÄðzÀ²ðUÀ½UÉ ¢é ¥ÀvÀæzÀ°è 

PÀ¼ÀÄ»¸À¨ÉÃPÀÄ. 

 eÉJ¸ïJ¸ï ªÀÄºÁ«zÁå¦ÃoÀ¢AzÀ ZÉPï §AzÀ £ÀAvÀgÀ ¥ÁæA±ÀÄ¥Á®jAzÀ ¸À» ¥ÀqÉzÀÄ 

CzÉÃ ¢£À £ËPÀgÀgÀ ¨ÁåAPï SÁvÉUÉ dªÀiÁ ªÀiÁqÀ¨ÉÃPÀÄ. 

 PÀrvÀUÉÆ½¹zÀ EPF, PT & ESI UÀ¼À£ÀÄß CzÉÃ ªÀiÁºÉAiÀÄ 15 gÉÆ¼ÀUÉ D£ï¯ÉÊ£ï 

ªÀÄÄPÁAvÀgÀ ¥ÁªÀw ªÀiÁqÀ¨ÉÃPÀÄ. 

 CPËAmïì C¢üPÁjAiÀÄÄ J®è £ËPÀgÀjUÉ ¥ÉÃ ¹è¥À£ÀÄß(Pay Slip) E ªÉÄÃ¯ï ªÀÄÄPÁAvÀgÀ 

PÀ¼ÀÄ»¸À¨ÉÃPÀÄ. 
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RjÃ¢UÉ C£ÀÄªÀÄw 

 AiÀiÁªÀÅzÁgÀÄ G¥ÀPÀgÀtUÀ¼À£ÀÄß RjÃ¢¸À¨ÉÃPÁzÀgÉ CzÀ£ÀÄß eÉJ¸ïJ¸ï ªÀÄºÁ«zÁå¦ÃoÀzÀ 

ªÉÊzÀåQÃAiÀÄ ²PÀët «¨sÁUÀzÀ ¤zÉðÃ±ÀPÀjAzÀ C£ÀÄªÀÄwAiÀÄ£ÀÄß ¥ÀqÉAiÀÄ¨ÉÃPÀÄ 

 G¥ÀPÀgÀtPÉÌ ¸ÀA§AzÀ ¥ÀlÖ ªÀÄÆgÀÄ ¸ÀgÀ§gÁdÄzÁjAzÀ ªÀÄÆgÀÄ 

PÉÆmÉÃµÀ£ïUÀ¼À£ÀÄß(Quotations)  ¥ÀqÉAiÀÄ¨ÉÃPÀÄ 

 ªÀÄÆgÀÄ PÉÆmÉÃµÀ£ïUÀ½UÉ vÀÄ®£ÁvÀäPÀ ºÉÃ½PÉAiÀÄ£ÀÄß ¹zÀÝ¥Àr¹, £ÀAvÀgÀ ¥ÁæA±ÀÄ¥Á®jAzÀ 

¸À» ¥ÀqÉzÀÄ  ¤zÉÃð±ÀPÀjUÉ PÀ¼ÀÄ»¹PÉÆqÀ¨ÉÃPÀÄ. 

 ¤zÉÃð±ÀPÀgÀÄ C£ÀÄªÀÄw ¤ÃrzÀ ¸ÀgÀ§gÁdÄzÁjAzÀ G¥ÀPÀgÀtUÀ¼À£ÀÄß RjÃ¢¸À¨ÉÃPÀÄ. 

ZÉPï PÉÃ¼ÀÄªÀÅzÀÄ 

 ªÉZÀÑPÉÌ ¸ÀA§AzsÀ ¥ÀlÖªÀjAzÀ ©®è£ÀÄß ¥ÀqÉAiÀÄ¨ÉÃPÀÄ. 

 ©®è£ÀÄß ¸ÁÖPï ¥ÀÄ¸ÀÛPÀzÀ°è £ÀªÀÄÆ¢¸À¨ÉÃPÀÄ ªÀÄvÀÄÛ ©°è£À »A§¢AiÀÄ°è ¥ÀæªÀiÁtÂPÀj¹ 

¸ÁÖPï ¥ÀÄ¸ÀÛPÀzÀ ¥ÀÄl ¸ÀASÉåAiÀÄ£ÀÄß §gÉzÀÄ ¥ÁæA±ÀÄ¥Á®jAzÀ À̧» ¥ÀqÉAiÀÄ¨ÉÃPÀÄ. 

 £ÀAvÀgÀ ©°è£À ªÉÆvÀÛPÉÌ ZÉPï PÉÃ½ ªÉÊzÀåQÃAiÀÄ ²PÀët «¨sÁUÀzÀ ¤zÉðÃ±ÀPÀjUÉ ¥ÀvÀæ 

§gÉAiÀÄ¨ÉÃPÀÄ ªÀÄvÀÄÛ ©®è£ÀÄß ¥ÀvÀæeÉÆvÉ ®UÀwÛ¹ PÀ¼ÀÄ»¹PÉÆqÀ¨ÉÃPÀÄ. 

ZÉPï gÀªÁ£É 

 eÉJ¸ïJ¸ï ªÀÄºÁ«zÁå¦ÃoÀ¢AzÀ ZÉPï §AzÀ ¢£ÀzÀAzÀÄ ¥ÁæA±ÀÄ¥Á®jAzÀ ¸À» ¥ÀqÉzÀÄ 

ZÉPï «vÀgÀt ¥ÀÄ¸ÀÛPÀPÉÌ ZÉPï «ªÀgÀUÀ¼À£ÀÄß §gÉ¨ÉÃPÀÄ. 

 ZÉPï «vÀj¸ÀÄªÀ ªÀÄÄ£Àß ¨ÁåAPï SÁvÉAiÀÄ°è£À ªÉÆvÀÛªÀ£ÀÄß ¥Àj²Ã®£É ªÀiÁr £ÀAvÀgÀ ZÉPï 

«vÀj À̧¨ÉÃPÀÄ. 

 ZÉPïUÀ¼À£ÀÄß CzÉÃ ¢£À PÉÆjAiÀÄgï ªÀÄÆ®PÀ gÀªÁ¤¸À¨ÉÃPÀÄ CxÀªÁ PÉÊ ªÀÄÆ®PÀ 

vÀ®Ä¦¸À¨ÉÃPÀÄ. 

 PÁ¯ÉÃfUÉ §AzÀÄ ZÉPï ¥ÀqÉzÀgÉ, CªÀjAzÀ ZÉPï «vÀgÀt ¥ÀÄ¸ÀÛPÀPÉÌ ¸À»AiÀÄ£ÀÄß ¥ÀqÉAiÀÄ¨ÉÃPÀÄ. 
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gÀ²Ã¢ §gÉAiÀÄÄzÀÄ 

 PÁ É̄ÃdÄ SÁvÉUÀ½UÉ ºÀt ¥ÁªÀw ªÀiÁrzÀ «zÁåyðUÀ½UÉ CxÀªÁ ºÀt ¥ÁªÀw 

ªÀiÁrzÀªÀjUÉ vÀ¥ÀàzÉ gÀ²Ã¢AiÀÄ£ÀÄß §gÉzÀÄPÉÆqÀ¨ÉÃPÀÄ. 

 ZÉPï CxÀªÁ rr ªÀÄÄPÁAvÀgÀ ºÀt ¥ÁªÀw ªÀiÁqÀÄªÀÅzÁgÉ, D ZÉPï CxÀªÁ rr 

¥ÀqÉzÀÄ gÀ²Ã¢AiÀÄ£ÀÄß PÉÆqÀ¨ÉÃPÀÄ ºÁUÀÆ ¥ÀqÉzÀ CxÀªÁ rr UÀ¼À£ÀÄß CzÉÃ ¢£À PÁ¯ÉÃdÄ 

SÁvÉUÉ dªÀiÁ ªÀiÁqÀ¨ÉÃPÀÄ 

 MAzÉÃ ¸ÀAiÀÄzÀ°è JgÀqÀÄ CxÀªÁ ºÉZÀÄÑ gÀ²Ã¢ ¥ÀÄ¸ÀÛPÀUÀ¼À£ÀÄß §¼À À̧¨ÁgÀzÀÄ. PÀæªÀÄ 

¸ÀASÉåAiÀÄ ¥ÀæPÁgÀ MAzÀÄ ªÀÄÄVzÀ ªÉÄÃ¯É E£ÉÆßAzÀÄ gÀ²Ã¢ ¥ÀÄ¸ÀÛPÀªÀ£ÀÄß §¼À¸À¨ÉÃPÀÄ. 

 £ÀUÀzÀÄ gÀÆ¥ÀzÀ°è ºÀt ¥ÁªÀw ªÀiÁqÀÄªÀÅzÁgÉ, CzÀ£ÀÄß ªÀÄÆgÀÄ ¥ÀæwAiÀÄ 

ZÀ®£ï£À°è §gÉzÀÄ ¨ÁåAPï£À°è ¥ÁªÀw À̧®Ä «zÁåyðUÀ½UÉ w½¸À¨ÉÃPÀÄ. ¥ÁªÀwAiÀiÁzÀ 

£ÀAvÀgÀ ¨ÁAPï£À°è JgÀqÀÄ ¥Àæw¼À£ÀÄß »A¢gÀÄV¸ÀÄvÁÛgÉ, CzÀgÀ°è «zÁåyð ¥ÀæwAiÀÄ£ÀÄß 

«zÁåyðUÉ PÉÆlÄÖ PÁ¯ÉÃdÄ ¥ÀæwAiÀÄ£ÀÄß gÀ²Ã¢ ªÀiÁrPÉÆ¼Àî¨ÉÃPÀÄ. 

 PÉ®ªÀÅ ¨Áj «zÁåyðUÀ¼ÀÄ ±ÀÄ®ÌªÀ£ÀÄß D£ï¯ÉÊ£ï ªÀÄÆ®PÀ ¥ÁªÀw¹gÀÄvÁÛgÉ. CAvÀºÀ 

¸ÀAzÀ§ðzÀ°è, ¥ÁªÀw ªÀiÁrzÀªÀjAzÀ ¨ÁAPï gÉ¥sÀgÉ£ïì ¸ÀASÉå ªÀÄvÀÄÛ ºÉ¸ÀgÀÄ, CzÀ£ÀÄß 

¥ÀqÉzÀÄ¨ÁåAPï ¸ÉÖÃmïªÉÄAmï C°è ¥Àj²Ã°¹zÀ CªÀgÀ ºÉ¸ÀjUÉ gÀ²Ã¢ §gÉ¨ÉÃPÀÄ. 

qÉÃ §ÄPï 

 PÁ É̄ÃdÄ SÁvÉUÉ dªÀiÁªÁzÀ J¯Áè ºÀtªÀ£ÀÄß qÉÃ §ÄPï£À°è §gÉAiÀÄ¨ÉÃPÀÄ 

 «zÁåyðUÀ¼À ±ÀÄ®ÌªÀ£ÀÄß C£ÀÄªÉÆÃ¢vÀ ±ÀÄ®Ì gÀZÀ£ÉAiÀÄAvÉ «©ü£Àß ²Ã¶ðPÉAiÀÄrAiÀÄ°è 

§gÉAiÀÄ¨ÉÃPÀÄ 

 gÀ²Ã¢AiÀÄ£ÀÄß §gÉzÀ ¢£ÁAPÀzÀ ¥ÀæPÁgÀ qÉÃ §ÄPï£ÀÄß §gÉAiÀÄ¨ÉÃPÀÄ. 

 qÉÃ §ÄPï£ÀÄß §gÉzÀÄ ¥ÁæA±ÀÄ¥Á®jAzÀ CzÀPÉÌ ¸À»AiÀÄ£ÀÄß ¥ÀqÉAiÀÄ¨ÉÃPÀÄ 

 

 



 JSS CPT POLICY AND PROCEDURE MANUAL 
 

APPROVED 
SIGNATURES: 
DATE: ADM 80/82 
 

¨ÁºÀå ¯ÉPÀÌ¥Àj±ÉÆÃzsÀ£É 

 ¥Àæw ºÀtPÁ¸ÀÄ ªÀµÀð ªÀÄÄVzÀ vÀPÀët ZÁlðqïð CPËAmÉAmïgÀ §½ PÁ¯ÉÃf£À 

J®è ¨ÁåAPï SÁvÉUÀ¼À£ÀÄß DrÃmï ªÀiÁr¸À¨ÉÃPÀÄ. 

 ¯ÉPÀÌ¥Àj±ÉÆÃzsÀPÀjUÉ J®è DzÁAiÀÄ ªÀÄvÀÄÛ ªÉZÀÑzÀ «ªÀgÀUÀ¼À zÁR¯ÉUÀ¼À£ÀÄß CPËAmïì 

C¢üPÁjAiÀÄÄ ¤ÃqÀ¨ÉÃPÀÄ. 

 ¯ÉPÀÌ¥Àj±ÉÆÃzsÀPÀjUÀ½AzÀ Drmï ªÀj¢ §AzÀ £ÀAvÀgÀ CzÀPÉÌ ¥ÁæA±ÀÄ¥Á®jAzÀ ¸À» 

¥ÀqÉAiÀÄ¨ÉÃPÀÄ. 

nrJ¸ï ¥ÁªÀw ªÀÄvÀÄÛ jlð£ï ¥sÉÊ¯ï 

 ¥Àæw ªÀiÁºÉAiÀÄ 7 gÉÆ¼ÀUÉ »A¢£À ªÀiÁºÉAiÀÄ°è PÀrvÀUÉÆ½¹zÀ nrJ¸ï C£ÀÄß 

¥ÁªÀw ªÀiÁqÀ¨ÉÃPÀÄ. 

 nrJ¸ï C£ÀÄß ¨ÁåAPï ªÀÄÆ®PÀ CxÀªÁ D£ï¯ÉÊ£ï ªÀÄÆ®PÀ ¥ÁªÀw 

ªÀiÁqÀ§ºÀÄzÀÄ. 

 nrJ¸ï C£ÀÄß ¥ÁªÀw ªÀiÁqÀÄªÀ ªÀÄÄ£Àß ZÉ®£ï£À°è PÁ¯ÉÃf£À mÁå£ï ¸ÀASÉåAiÀÄ£ÀÄß 

ªÀÄvÀÄÛ ¸ÉPÀì£ï PÉÆÃqï ¸ÀASÉåAiÀÄ£ÀÄß ¸ÀjAiÀiÁV §gÉAiÀÄ¨ÉÃPÀÄ. 

 ¥ÁªÀw ªÀiÁrzÀ nrJ¸ï C£ÀÄß ¥Àæw ªÀÄÆgÀÄ wAUÀ¼ÀÄ ªÀÄÄVzÀ £ÀAvÀgÀ ªÀÄÄA¢£À 

ªÀiÁºÉAiÀÄ°è CAzÀgÉ, dÄ¯ÉÊ, CPÉÆÖ§gï, d£ÀªÀj ªÀÄvÀÄÛ K¦æ¯ï ªÀiÁºÉAiÀÄ°è jlð£ï 

¥sÉÊ¯ï ªÀiÁqÀ¨ÉÃPÀÄ. 

 ¥Àæw ºÀtPÁ¸ÀÄ ªÀµÀð ªÀÄÄVzÀ vÀPÀët ZÁlðqïð CPËAmÉAmïgÀ §½ nrJ¸ï 

PÀrvÀUÉÆ½¹zÀªÀgÀ ¥sÁA-16 £ÀÄß ¥ÀqÉAiÀÄ¨ÉÃPÀÄ ªÀÄvÀÄÛ ¥sÁA-16 £ÀÄß nrJ¸ï 

PÀrvÀUÉÆ½¹zÀªÀjUÉ vÀ®Ä¦¸À¨ÉÃPÀÄ. 
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¨ÁåAPï ¸ÉÖÃmïªÉÄAmïUÀ¼À ¥Àj²Ã®£É 

 ¥Àæw 15 ¢£ÀPÉÆªÉÄä ¨ÁåAPï¤AzÀ PÁ¯ÉÃdÄ SÁvÉUÀ¼À ¸ÉÖÃmïªÉÄAmï ¥ÀqÉzÀÄ gÀ²Ã¢ 

§gÉ¢gÀÄªÀ J®è ªÉÆvÀÛUÀ¼ÀÄ dªÀiÁªÁVzÉAiÉÄ JAzÀÄ ¥Àj²Ã®£É ªÀiÁqÀ¨ÉÃPÀÄ. 

 «zÁåyðUÀ¼ÀÄ vÀªÀÄä ±ÀÄ®Ì £É¥sïÖ CxÀªÁ ZÉPï ªÀÄÆ®PÀ ¥ÁªÀw ªÀiÁrgÀÄvÁÛgÉ, PÉ®ªÉÇªÉÄä 

CzÀÄ jªÀ¸ïð DUÀÄªÀ ¸ÁzÀåvÉ EgÀÄvÀÛzÉ. F jÃwAiÀiÁzÀgÉ ¥ÁªÀwzÁgÀjAzÀ §zÀ° ZÉPï 

¥ÀqÉzÀÄ ¨ÁåAPï SÁvÉUÉ dªÀiÁ ªÀiÁqÀ¨ÉÃPÀÄ. 

 £ÁªÀÅ «vÀj¹zÀ ZÉPïUÀ¼ÀÄ ¨ÁåAPï SÁvÉAiÀÄ°è qÉ©mï DVgÀÄzÀ£ÀÄß ¥Àj²Ã®£É ªÀiÁqÀ¨ÉÃPÀÄ. 

r¹© 

 r¹© JAzÀgÉ rªÀiÁAqï PÀ¯ÉÃPÀë£ï §ÄPï JAzÀxÀð. EzÀgÀ°è «zÁåyðUÀ¼ÀÄ ¥ÁªÀw 

ªÀiÁqÀ¨ÉÃPÁVgÀÄªÀ ªÀÄvÀÄÛ ¥ÁªÀw ªÀiÁrgÀÄªÀ PÁ¯ÉÃdÄ ±ÀÄ®ÌªÀ£ÀÄß £ÀªÀÄÆ¢¸À¯ÁUÀÄvÀÛzÉ. 

PÁ¯ÉÃdÄ SÁvÉ ±ÀÄ®Ì ªÀÄvÀÄÛ DqÀ½vÀ ªÀÄAqÀ½ SÁvÉ ±ÀÄ®Ì ¨ÉÃgÉ ¨ÉÃgÉ ¥ÀÄ¸ÀÛPÀUÀ¼À°è CxÀªÁ 

MAzÉ ¥ÀÄ¸ÀÛPÀªÀ£ÀÄß JgÀqÀÄ ¨ÁUÀªÁV ªÀiÁr ±ÀÄ®ÌzÀ «ªÀgÀªÀ£ÀÄß §gÉAiÀÄ¯ÁUÀÄvÀÛzÉ. 

 r¹© F PÉ¼ÀPÀAqÀ PÁ¯ÁªÀÄÄUÀ¼À£ÀÄß ºÉÆA¢gÀ¨ÉÃPÀÄ 

Sl. No.                                  Name: 

Receipt 
No. 

Date of 
Receipt 

Demand Collection Balance Remarks 

      
      

 

 ¥Àæw ºÉÆ¸À ¨ÁåZï «zÁåyðUÀ½UÉ ºÉÆ¸À r¹© ¥ÀÄ¸ÀÛPÀªÀ£ÀÄß EqÀ¨ÉÃPÀÄ ªÀÄvÀÄÛ J®è 

ªÀµÀðzÀ ±ÀÄ®ÌzÀ «ªÀgÀUÀ¼À£ÀÄß CzÉÃ ¥ÀÄ¸ÀÛPÀzÀ°è £ÀªÀÄÆ¢¸À¨ÉÃPÀÄ. 

 «zÁåyð ±ÀÄ®ÌzÀ gÀ²Ãw ¸ÀASÉå, ¢£ÁAPÀ ªÀÄvÀÄÛ ¥ÁªÀw¹gÀÄªÀ ±ÀÄ®ÌªÀ£ÀÄß r¹©AiÀÄ°è 

§gÉAiÀÄ¨ÉÃPÀÄ ºÁUÀÆ CzÉÃ gÀ²ÃwAiÀÄ ªÉÄÃ¯É «zÁåyðAiÀÄ PÀæªÀÄ ¸ÀASÉå ªÀÄvÀÄÛ r¹©AiÀÄ 

¥ÀÄl ¸ÀASÉåAiÀÄ£ÀÄß §gÉAiÀÄ¨ÉÃPÀÄ. 
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 «zÁåyðUÀ¼ÉÃ£ÁzÀgÀÄ vÀªÀÄä ±ÀÄ®ÌªÀ£ÀÄß PÀAvÀÄUÀ¼À°è ¥ÁªÀw¸ÀÄªÀÅzÁzÀgÉ, CªÀgÀÄ 

¥ÁæA±ÀÄ¥Á®jAzÀ C£ÀÄªÀÄwAiÀÄ£ÀÄß ¥ÀqÉAiÀÄ¨ÉÃPÀÄ. 

 ¥Àæw ªÀiÁºÉAiÀÄ CAvÀåzÀ°è «zÁåyð ±ÀÄ®Ì £ÀªÀÄÆzÁVgÀÄªÀ ¥ÀÄlPÉÌ ¥ÁæA±ÀÄ¥Á®gÀ 

¸À»AiÀÄ£ÀÄß ¥ÉqÉAiÀÄ¨ÉÃPÀÄ. 

 ¥Àæw ªÀiÁºÉAiÀÄ CAvÀåzÀ°è r¹©AiÀÄ «ªÀgÀUÀ¼À£ÀÄß eÉJ¸ïJ¸ï ªÀÄºÁ«zÁå¦ÃoÀzÀ 

ªÉÊzÀåQÃAiÀÄ ²PÀët «¨sÁUÀzÀ ¤zÉðÃ±ÀPÀjUÉ PÀ¼ÀÄ»¹PÉÆqÀ¨ÉÃPÀÄ. 
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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.  
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 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. 
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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 5th 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. 
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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 ½” 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 
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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 

 

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. 
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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. 
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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 
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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 
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The following PARAPHERNALIA must be carried at all times 

ORTHO OPD 

1. Goniometer 

2. Measuring Tape 

3. Vernier Caliper 

4. Modified BP apparatus (Anaroid) for core muscle 

5. Inclinometer (2nos) 

6. Gait Belt 

 

ORTHO IP 

1. Goniometer - Long 

2. Measuring Tape 

3. Vernier Caliper 

4. Modified BP apparatus (Anaroid) for core muscle 

5. Inclinometer (2nos) 

6. Gait Belt 

7. Knee Hammer  

 

Neuro IP & OPD 

1. Gait Belt 

2. Inclinometer (2nos) 

3. Test tubes  

4. Goniometer - Long 

5. Measuring Tape 

6. Vernier Caliper 

7. BP apparatus  

8. Knee Hammer  

 

Paediatrics 

1. Goniometer – 180 degress 

2. Measuring Tape 

3. Inclinometer (2nos) 
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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 
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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 

 Leave MUST be approved (interns /students /PG and  

Work Schedule - Coordinator 

Check all patients are seen as needed 

 Review documentation 

 Bedside teaching 

 Do Rounds 

 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 
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Table  1 Responsibility 

Sl 

No 

Procedure Steps Responsibility 

•  Every patient who need physiotherapy services will 

be identified / referred to the department / referral 

raised through HIS  

Faculty  / staff 

Physiotherapist 

•  Perform or oversee evaluation  Staff / PG 

•  Completed evaluation will be in file within first 

session to 3 days   

Staff 

/PG/interns 

•  Note “physiotherapy charges” in billing record / 

HIS 

Physiotherapist   

•  Patient shall be explained about procedures, 

intervention and frequency/ duration  

Staff 

/PG/interns  

•  Daily treatment as per goals in initial evaluation  

*Students under direct supervision of 

physiotherapist or clinical supervisor 

Physiotherapist  

/PG/interns 

•  Documentation at every visit.  Physiotherapist  

/ PG/interns 

•  Discharge summary (See document JSSH/POL) Physiotherapist   

•  Home instructions, exercise programme in writing   PG/Interns    

•  Follow up directions with adequate information and 

contact number in the appointment card. 

Physiotherapist 

/PG  

•  Any adverse event or patient dissatisfaction/ 

physician complaint must be recorded & informed 

to concerned physiotherapist as soon as possible.  

All treating 

physiotherapy 

staff/ 

PG/interns / 

students 

•  Critical care physiotherapy care (ICU /Neonatal 

ICU) 

Staff /PTs/ *PG 

and Interns 

under 

supervision 

•  Private wards Physiotherapist 

/ staff  
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Reference 

Sl 

No 
Area / Specialty SOP – reference 

•  In Patient  
JSSH/POL/PHYSTHER/ 

001 

•  Out Patient 
JSSH/POL/PHYSTHER/ 

002 

•  Ortho Inpatient 
JSSH/POL/PHYSTHER/ 

003 

•  
Out Patient (Musculo-Skeletal and 

Sport Physiotherapy) 

JSSH/POL/PHYSTHER/ 

004 

•  Hand Rehabilitation 
JSSH/POL/PHYSTHER/ 

005 

•  
Supportive Physiotherapy 

Services  

JSSH/POL/PHYSTHER/ 

007 

•  Pulmonary Physiotherapy Care 
JSSH/POL/PHYSTHER/ 

008 

•  Pediatric Physiotherapy  
JSSH/POL/PHYSTHER/ 

009 

•  Cardiac Rehabilitation 
JSSH/POL/PHYSTHER/ 

010 

•  Neurological Physiotherapy 
JSSH/POL/PHYSTHER/ 

011 

•  Physiotherapy in OBG 
JSSH/POL/PHYSTHER/ 

012 
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SL.NO Procedure SOP – reference 

•  Thermotherapy 
JSSH/POL/PHYSTHER/ 

PROC/001 

•  Ultrasound Therapy 
JSSH/POL/PHYSTHER/ 

PROC/003 

•  Interferential Therapy 
JSSH/POL/PHYSTHER/ 

PROC/004 

•  
Electrical stimulation and 

TENS 

JSSH/POL/PHYSTHER/ 

PROC/005 

•  SWD 
JSSH/POL/PHYSTHER/ 

PROC/006 

•  LASER and UVR 
JSSH/POL/PHYSTHER/ 

PROC/007 

•  Exercise Equipment  
JSSH/POL/PHYSTHER/ 

PROC/008 

•  Pediatric Physiotherapy  
JSSH/POL/PHYSTHER/ 

PROC/009 

•  
Continuous Passive 

Movement equipment 

JSSH/POL/PHYSTHER/ 

PROC/010 

•  Gait Training 
JSSH/POL/PHYSTHER/ 

PROC/011 

•  Coma Stimulation 
JSSH/POL/PHYSTHER/ 

PROC/012 

•  Tilt Table 
JSSH/POL/PHYSTHER/ 

PROC/013 

•  Traction  
JSSH/POL/PHYSTHER/ 

PROC/014 

•  Functional Training 
JSSH/POL/PHYSTHER/ 

PROC/015 

•  Gait Evaluation  
JSSH/POL/PHYSTHER/ 

PROC/016 

•  Disability Evaluation JSSH/POL/PHYSTHER/ 
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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 
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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.  

 Identification 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  
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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. 
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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  
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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 wait till the external agency arrives – Fire 

department or Code red team from JSS Hospital. 
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 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 
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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.  
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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 

 

mailto:irc_jsscpt@jssonline.org
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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.  
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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. 
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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. 
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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  

 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  

 Acknowledgement given 

This policy covers library, infrastructure, lab equipment  

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

within departments  



 
JSS CPT POLICY AND PROCEDURE MANUAL 

 

APPROVED 
SIGNATURE: 
DATE: ACAD  53 
 

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. 
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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. 
 
 Identify 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. 
 

 Identify and train students from the beginning for 
competitive sports. 

 
 Identify 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. 
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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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