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Criterion 6 - Governance, Leadership and Management.
6.2 Strategy Development and Deployment

6.2.2 The functioning of the institutional bodies is effective and efficient as visible from
policies, administrative setup, appointment and service rules, procedures, etc.

Sr. No Contents

1. Governing body
(Organogram)

2. Recruitment process

3 Service Rules & Faculty Feedback

4. Policies and procedures
- Admission policy
- Anti Ragging Policy
- Exam policy
- Grievence policy
- Green policy
- Disablity policy
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1. Governing Body
The organogram of the institution reflects a structured hierarchy, beginning with the “Nature of
Governance and Leadership” at the top. Below this, the President (Trust) oversees operations,
with the Vice President assisting. Level 1 includes key leadership roles such as Secretary, Joint
Secretary, Treasurer, and Joint Treasurer.

In Level 2, there are department heads: the CEO, HR Head, IT Head, Purchase Head, Marketing
Head, and Finance Head, managing their respective areas. Supporting the leadership are essential
units like CDC, IQAC, Principal, and Registrar, responsible for specific institutional functions.

Further down, the organogram divides into two main categories: teaching and non-teaching staff.
The teaching branch includes Course Coordinators, Teaching Faculties, Class Representatives,
and Students, emphasizing a focus on academic operations. Non-teaching staff ensure smooth
administrative support.
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RECRUITMENT PROCESS 

1. Recuritment Process
The recruitment process of the institution begins with the acquisition of lecturers and securing 
CDC approval. After this, advertisements are placed in major newspapers, such as TOI, Lok 
Satta, and Mumbai Times, following approval from the University of Mumbai. Applications are 
then invited in accordance with UGC guidelines.

The next stage involves screening the applications. Applicants who qualify proceed to a demo 
stage and are further evaluated. For those who meet the required criteria, the selection process 
continues under the University of Mumbai’s regulations. A selection committee is appointed 
based on university norms and guidelines, and qualified candidates are invited for an interview.

Once the interview is complete, a seven-page report is prepared and submitted to the university 
for final approval. For non-qualified applicants, there is still a chance for ad hoc or contractual 
appointments, particularly at the management level after a demo presentation. This process 
ensures a thorough and systematic approach to hiring qualified staff.



ORGANISATIONAL BODIES OF DGMC



r~ 

) 

"'"' ) ,... 
l ,., 
I ,,.. 

' I ::... 
) 

;,. 

{ j 

I l 

I 

A 

J. 
>
-;__ 

>-. 
)... 

,l... 

RAJASTHANI SAMMELAN'S 

Deviprasad Goenka Management College 
of Media Studies 

DGMC 

Affiliated to 

tllniberititp of ;lllum/Jnl 

SERVICE RULES 

Se.rvt ce Rules P2ae1 

Scanned by TapScanner 



j 

j .3Jnbex 

ltecrvltment end Selection------------- -·----------03 

lolnlna A lncluctlon ____________________ _ --------·" 

Q) 
lob ProfllH a fleportln,r Structur•-----------·--------~1 

Duty Tlm_,IAttendanc:e__ ·--------------------------13 

Le•vas •nd Paid Holldeys... _________________________________ --10 

fmplavment Tenn..__ _______________ ___;_ ____________ -21 

Personal and AdmlnlstnollY• Pollcy•------·-----------•-
----23 

OGMC 
Sl"MCl" Rules 

Page2 

Scanned by TapScanner 



0 

) 

' 

.... 

..:. 

Topics 

CIIAl'T!ft -1 

RECRUITMENT AND SELECTION 

1.1 l'rc•1eh:cllon 1110<11n 

I i :'i•u1r" I' P•o<tn 
1.:, l\llv..,,lllomcn1 
1.il SG1ovnl1111 
1,5 lnh.11vlcw c:ommlttHI / llu1ho1l1td per10n1 tor selcdlon 

1.6 l'c"OrlJI lnlorvltwl 
1,7 Relmburu•mtml ot llavcl ••11enur1 to, ouutatlon candidates 
1,8 To51s / (Dt'rno l11uoru to, tuchln(I 1tafO 
1,9 Crotlontl31 & Reference check 
l 10 Off or Loner 

.t.:t Pr~se/ect/on Process: 
tt1vln1 ldcntlOcd pc,111on, to be nned from ouulde the Jn,tltutlon, the f0Uow1n1 steps notd to be 
undertaken for coch voc..incy1 

,. Dctcrmtn3tlon of pe1$on, required ~petence, ,peclfkaUoru (■1e, quanncatlons, skllls and 

e•pcrlcnce desired of condldalet, 
► Prcp;,r;,llon of brlt!f Job der.<rlplloru 
► Asscssmcnt of 11-cly offcr(~l.,y, 1rade, and other perquisites) 
► On tho bul, of th• •bov•. preparation of• ,ultable advertisement. 

1.2 Search Process: 
For rKrultmcnt nr r;,ch position at lufl l prospective candldatu fulflllln1 tho minimum Job 
requirement should be met. An ldcal candidate could be searched from any of the modes: 

► Internal data bank of p,osl)CC1~ undidalt$.. 

► Throush head hunt,na/consultanu. 

► Employee Referral1 

► µEmployees 
> AdVertlsement In newspaper/website/cable TV 

► Campus Rccrultmcnt 

► Appofntmcnt .as maNccment tr.linces etc. 
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Nolr: Apu,t /rum th~ ubow m,mtlontd .1ourc,1 oth,r 1ourc,.1 con ot,o N "'nsldu1d. lfuwr,,,r 

l,i~o fru1ltutlo,io/ pootl11nll. 1, •~ktly prohlblttd 

l .3 Advertl~ment: 

n,. Job va,;,ncy needs 10 be 1dvonl1ed In the maJor newspapers or II mry M decided by the PYuldent 

and Hon. ~ret.irv, Tho ntwspapor, edvenlwm1n1 ,11111 contain an the neuuary detail• In relation to 

the job, Vil, 

► Name ot the Institution 

► Deslanatlon 
► No. of ycara ol uperlence requlrNI 

► Qu.illll(,ltlOn 

► loaUon 
► lut d.ote ol application. 

' NI tho .obove detalls are mmndatcmly to be rnentloftNI while publlshlnc the ~rnent. All such 

detalls wlll s«rve purposes namely, 

• Only relevant 1ppllc11Jon, wlll be rcce!Yed. 

• All the relovant 1ppllcatlon1 wm be recelwd wftNn specified time he"" would help In fllln1 In 

the position within the allotted time tram,. 

Note: Ona It Is du:ldtd to p for MWJpape, adwrt/Jclfltfll It slto"ld also 11' opprowd by 

Mumbai Unh-.,slty, Incas, ff the 'l'OCD1IC)' IJ/or Mllfwn/tyaj/lllat,d tOIIT.lt 

J.4 ScrHnlng 

Once the last due tor receipt ot appllc..lions IS over the 1ppllatlons r~IYtd shoold be s<rHned by the 

head ot the fn,t,tutlon with the help of the Recmnr/Offke supertn1enc,.n1, HR /person deputed by the 

M1n.o11n1 Commlttee. The applicatlons .ire to be weened on the t,;,sls of ulteriof\ u mentioned In the 

Man_., requlshlon form. 

After sa11nln1 ls done a 11st ot shortlisted candidates needs to bt prepared. The HOI should wbmlt wch 

11->t or shortnstcd candld•ta •Jone with the cv to the rn.on.o,emenc counc,vPre:sJdent ,~ their al)fM'owL 

Abo the,e should be cap ot m inimum 30 cbys t,om the dace of ldvert i->ement and the day on which 

,nterv,ews are conducted. 

Nott; All the appllcat10ns rec~lved afl~r the last date spedfled In the ~.-nt should be nlld 

se~ratetv. No appllcant from this fi~ &l>CkAd be aled (01 Interview without the - of the 

Presldtnt. ~• thHa apploeaUons un serve as Intern.ii ~ bal\lt (01 future ref•renc.e. 
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1.5 Interview commlttus / Authorized penons for selection 

1,s,1 kofor fml P9!1tfonw 

All lhe Hl'llor 1...,,1 r.crultment, ( lnc:e141 ol tudllni - Supirvlson end above ind Incise or IIOn tuchln1 

- rqlstnr/Man:aier /Superfntendant / 1dmlnJsrrator and AboYt) nHdJ to be 1pprowd bV 1awmln1 

coundl of OGMC. AU the r•crvltment done unci., th!& <1111,0,Y Midi to be d4tCIUtd ., the Mid 

IIOYlfnl111 councll mHdna of tNt p1rtlcul1r Institution. 

U,2 Qtbcc polh(ons 

lnc:es.e of other POSltlons lncludlna suppOtt sutf. 1pl)(oval of Prw,ldent/cti.lnnan, Stuetarv I Jt. 

S.c:t1t1,y, HOI, Hll department needs to bo teken. 

1.5.5 I11mlo1 P91ltlpnt 

lnca$e of recruitment of Mumbai Unl\lerllty atnllated eo11rses , proper !)anti should be IIIVlted for 

conduction of lntorvlew. This p1n1I should Include m,mbers of 11lectlon commlttff of OGMC. subject 

Ellplrts ,, per rulu l11d down by M .U. 

J.6 Personal lntetvlews 

On the arrtv.l, the candidate Jhould be ecknowt1d11<1 end arud to nil In ttMI Ptt$0MI Information Form 

ANNEXUIIE • l , Once ,he candidates completes ntllnc In t.he detell• In ~• Personal lnform1tlon form, 

he/$he should submit the same alone with a copy of hlJ/her updated resume, photoc,aph and 

photocoplM of duly 1ttested certificates / testimonials • ()u(IIII the ptt$0nll round the lntttVlewor 

should try to probe maximum Job related lnlormatlpn from the candld1te. Followln1 thfn&J shOuld 

always be ob,uvtd 11 the time of ukln, pen.onal round of lncervlew. 

► CommunlQtlon si.m 
► l'rtSenQtlon sklll (darfty In explanation) 

► lnte rpe"°nal Sltlll 
> Appear.nee 
► s ... c1nc: Job lcnowl<Kfae 

> Reason for fcwln, curttnt Job 

► Curttnt Solary drawn 

► Oa>ected ul1rv 

► Notice Pe.rlod for Jotnln, 

► MY other Institution s~dffc requirement 
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Once the candldlte is 1 1 rvl 
·" ~ n e ewed he /she nffd to be 1lvffl ratln1 tor carn.,.,uon 1od ev1lu1tlon 

v,s-0 -vrs other cendld ~ R 0 cs. cfcr Interview Aucument to,m - Annou11 • 2 

l. 7 Reimbursement of travel expenses for out5tatlon candidates 

The Principal In c:ooro1n,t1on Ith t 
the t w hi Reglltrar /Superlnt,~nt w111 erran,t fo, the relmbunemtnt of 

•re to th• candtdate, who am, for the lntervl-. The emount ol ,etmburs.trntnt wlll deptnd upon 

th
t poSltlon for Which the cendldate II ulled for tut/lntetvlew. All the reimbursements should ti. 

• PP~ by the President /Ch1l1men ol tht OGMC. 

l .8 Tests I (Demo Lessons for teaching stain 

Candldatu who hive applied for 111chln, posllfoN 1nd have d111ed personal round or lnt•rvleW 

lll'Y be asked to llvt demo ltsson, Prldpgl should ensure that th• c:endld1te lJ Informed -11 In 

•dvance rt111dlnt the detalls of the demo 1,non lllte topic to b4t co....11d, gade/•t•nd•rd, duretlon 

ol demo le:cture etc. At lust one subject~,, should be prffltnt In the ci.u In order to eamlne 

the demo leuon. 

1.9 Credential & Reference check: 

ConRrmetlon or credentleb or 1efe1ence chedr pley, • 111,y crttlul role In ulKtlon of •rrf candidate. 

Belon? lssuln1 ;in 11ppolntmcn1 lotte, the candlcbte's credent~ls should be Jud1ed thorouv,ty. There are 

two type~ of reference che<k for every candidate name,V, 

• Personal 

• Pro1csslonal 

Under personal reference check the resJdent~I de~lls needs to be confirmed. For this administrator of 

OGMC can do a telephonic call at the c.11ndld.1to's ruldence end cen connrm the 1ddrtu. Therebv It wlll 

~o help In connrrnln1 the ■uthentJdty of the telephone numbe_rs provided bv I.he undldnes that mrt 

bo required lo be used In c:ose of emeraencv or exlaencv. 

For conduc:tfna profeulonol reference chock the otnce SUp<1rtntendent / ll .. Jnrar may s.nd a 

conffdentl~l letter/emalVtelephonlc call and referenu CMdc sheets to the P(evlous,employer and let 

the response, on tho pe110n·, qigflflcatlon, .ibJJIUe, and other traits . 

Note: How.vu the reference checks con 1H wolwd off by I under rhe advice of IM Pru/dent 
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RaJasthanl Sammelan EducaUon Trust 
OEVIPRASAD GOENKA MANAGEMENT COLLEGE OF MEDIA STUDIES 

PERFORMANCE APPRAISAL REPORT 
For SELF APPRAISAL OF TEACHERS 

Academic Year 

Name of the Teacher I Employee 

DeslgnaUon 

Ob}ectives of the work given the year 

Notable work completed during the period with reference to objectives: 

Date : ................................... . .., ........................................................ . 
Name of the Teacher & Sfgnaturo 

Do you agree with the oprnlon of the Teacher/ Employee l 
If not, give reason : 

Place: Mumbai 

Date: Stamp & Signature of Head of the Institution 



Rajasthani Sammelan Education Trust 
OEVIPRASAO GOENKA MANAGEMENT COLLEGE OF MEDIA STUDIES 

PERFORMANCE APPRAISAL REPORT 
For SELF APPRAISAL OF TEACHERS 

Estimate of General Ability and Character of Grade • A· to Grade •c· Officers/Employees • 

Name of the Lecturer 

Penod of Report 

Post/s held 

Industry & Appfrcatlon 
Averaqe 
Capacity to get work done by 
Subordinates 
Relations with Colleagues 
and Public 
General lntemgence 

Administrative ability including 
Judoment initiative and Drive 
Technical Professional ability 
(Where Relevant) 
Special Attitude 
Integrity & Character 

Whether powers delegated 
are 

Fitness for Promotion 
subordinates 
Areas of Training required 

State of Health 

Fitness for field work 

Willingness to work on 
Comouter 
General Assessment 

Place : Mumbai 

Date: 

Remarks by Principal -

From 01-06-2019 to 31-04-2020 

Outstanding Very Good Good Below Average 

Outstanding Very Good Good Befow Average 

Co-operative Courteous Helpful Indifferent Unfriendly 

Very Brilliant Bnlliant lntemgent Average Dull 

Outstanding Very Good Positively Good Below Average 

Yes PartJy No 

Unfit Fit for Normal Course Fit for Accelerated 

Not Good Good Very Good 

Yes No Nol relevant 

Yes No NotSeen 

A+ Outstanding A Very Good B+ PosiUvelv Good Average 

•••••••• • I • •I••. 0 •. t I.••• •••• I. I ••• If t I. I If I. I •• I I. 0 I•,.,. .......... . 

Name & Signature of the Teacher 

s· nature of the Princi I 



SELF - ASSESSMENT FORM. FOR COLLEGE LECT1..1RER 

Yen of Assessment: • d,;~ 

I Basic laformJ1tion: 
a) Name of the ColJcge .. , FuH ~i Smunelc.n Educatkm Trust 

De-\.ipms;ad Goenka Mmaganent College of ~in 

Studies. 
RSETCompJex, S.V~Road> Mnlad \VCS1, 

~MBAI - 400064 

b) Rcg,on m 9-ftich Situated , uroan , Run, 

c) NL.-neofthe Lec:n.u-cr-in Full 
03eciMin~ with Swname) 

d) Quali.fiations of the Lecturer: 

Degree & Post Special/ Principal Alhed / Addition.a) Class Year of University 

Gnaduate Subject Offettd Subordinate Subjects Obtained Passing 

DesneeExam Offered 

e) Subjec1 taught and f acuity 

f) Designation 

g) Date of Birth 

h) Date of Joining of the College 

i) Teaching Experience at the 
Colle1 e Level 

Nameof Period of Service Designation Classes Subjcct/s Scale of 

the previous From To taught taught Pay 

lnstitution/s 

I-

('\~ltt:,1~ .. ~ ..... 

~~~ 
b ~ Contd_ 2 

-:.~~ ~(/ IJ I 
"'ca:.: ~ 
~ 

7@~~~ 



(2) 

2. Courses taught and work load indicating also the norms, standards, targets etc 

prescribed if any : 

Number of period per week 
As per prescribed norms 

Actual number of periods per weeks : 
. . . . . . . . . .. . . . . . . . . . . . . . . . . . . . . . . . . . . -..... _, ........ . 

Lecturers/futorials/ Practical subject and paper taught -

(a) Under Graduate ............................ .. 

(b) Post Graduate ........................•••••••. 

( c) Other . ,. .......................... • •,. 

3. Teaching methods applied • (Name and describe new teaching methods used, if any) 

es1des lecture method i.e. CB • .) 
a) Distributing lecture, synopsis and 

biography 

b) Encoura2in2. auestions in the class 
c) Announcing topics for discussion 

in advance 
d) Holding seminars 
e) Use of Audio Visuals Aids 

(wherever facilities exist) 

4. Contribution to COSIP and COHSSIP Scheme, if it exists in the college or through ULP 

( where such scheme exists) 

5. 

6. 

•••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 

Any other contribution in-
a) Teaching methods 

b) Evaluation Techniques 
c) Course Development etc 

Academic and Professional Growth 
a) Research Qualification acquired 

b Research ro • ects undertaken 
c) Research papers published indicating 

titles and names of journals in which 
ublished 

d) Guidance rendered to Research 
Scholar 

e) Participation in Seminars, 
Workshops, Conference during the 
ear 

f) Participation in Orientation 
Pro es, Refresher Courses etc 



7. 
(J 

Partici • on in Extra Mural Activities • 

a) Extra Curricular Actnities .. Dchates. 

Cultural Acti,itics. Coanselling to 

students. planning F ormn.. Union. 

NSS. 1''0~ DLEE de-

b) Scnicc to Commurut) Adu I 

Education. Extermon s.ct'\"ICC etc 

Ct!l11lL3 

8 l:lelp m College Admuustnat1on of \"8110US cormru:ttees such as 01~aplinc committee. 

Admission Committ~ etc .. • 
...... . .......... . 

. . . .... ..... -····· ..... 

. .. .. .............. ............ ····· .. 

....... ········-·· .................... . .. . . 

9. An) other mformation about the contnbUtioo (not conveyed above) rclcvmt to 4 pro~ 

ASSC!.SITlCOl of 11c1ivitics : 
..... .. ........ ..... .... .. ... ... .. . 
. ... . .... ..... .. . ... . 
..... ... .................... ....... . . . . .. 

IO ObscnatiGm . 
a) Aflcntleeeoe 

a) Replarily 
b 

O•ill 
........... 5£5 

of ,.... 

b ._ ,..- m+a aepw'I • 

r11_., ,.,o1 ....... 
ii cc 5wal willll Ila .-uuilwcl 
►41• 

... 

ll) l(.a,-rq 2my<Ja-. bk• F , .. e;:a11;•211111I 11 11)••1-■:Uty; 

11.pala X•IIIY•Cipti.&wif ... ..,,..,, r -"Ylllil•l•JRS••·• 



Date : ............................. . (Signature of the Jecrurer) 

EVALUATION BY THE PRINCIPAL 

a) State whether the facts stated above are correct ? If nol state the correct facts. 

b) Do you ngree ,vith the self-assessment of his/her perfonnance done by the officer? 

If not, give reasons why you do not agree 

Actual Verification Evaluation 

Sr. Correct Exaggerated Excellent Very Average Poor 
Good 

1 

2 

3 
I 

4 

5 

6 

7 

8 

• Evaluation is not expected in column l & 2. 

Observation of the PrincipaJ : 

0 ............................................................................................................ 

························································································~·············-····· 

••••••••••••r••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 

••••••••••••••••• ·················································-· ······································ 

············································································-···············-··············· 

················································································~- .................. ·--·~-· 

Date: Signature of the Pnncipal 
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~ao.b . , .. _...,. .... _ ----Devip-nwd Goenka Management Colf e&e of Med ta Studies 

S.V.Road, M:ilad (West),Ml11JWJ-400 064 

APPRAISAL FORM 

Name of Institute: Date of A ra.isal: 

StaffN arne; De""' ....... ent: 

Teachin Non• Teachin □ Staff Position: 

Date of Joinin : Location: 

TO BE FILLED BY THE REPORTING OFFICER: 

PERFORMANCE INDICATORS: Please tick mark<✓> for alJ the following columns. 

Excellent Very Good Avcrnge Poor Total 

0 Good 
1 Quality of 

Work 
2 Time 

Manastement 
3 Communication 

Skills 
4 IT/Equipment/ ., 

Machinery 
SkilJs 

5 Initiative & 
Flexibility ' 

6 Problem 
Solving & 
Decision 
Making 

7 Personal 
Grooming and 
Appearance 

• 
' 

8 Intesuity 

9 Hard•working 
10 Task 

Orientation 
11 Dependability 
12 Relation with 

Colleagues & 
Team Members 

1 



FINAL SCORE= (TOT AL RA TING I 12) 

PERFORMANCE RATING SCALE FROM 5 TO 1: 

Scale 5 Excellent 4 Very Good 3 Good 2 Avernee 

Above Meets all Partially Below 

Expectations Expectations meets Expectatio 

Expectations ns 

FOOTNOTE: RATINGS 

Scale Ranee 

Excellent 5 - 4.1 

Very Good 4-3.1 

Good 3-2.5 

Average 2.4 -2 

Poor Less than 2 

Achievements, if any: 

Observations & Recommendations, if any: 

Date: -----
Signature: ___________ _ 

1 

Place: -----
Name & Designation of the Reporting Officer: 

Do you agree with the assessment given above? Observations & Comments, if a.nv: 

Signature: Signature: 

Name of Employee: Name & Designation of the Reviewing Officer 

Poor 
Unable to 
meet 
expectatJons 

2 
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Criterion 6 - Governance, Leadership and Management.
6.2 Strategy Development and Deployment

6.2.2 The functioning of the institutional bodies is effective and efficient as visible from
policies, administrative setup, appointment and service rules, procedures, etc.

4. Policies and procedures

Deviprasad Goenka Management College of Media Studies is committed to maintaining a safe,
inclusive, and conducive learning environment for all students. The college has implemented
several policies, including the Admission Policy, Anti-Ragging Policy, Exam Policy, Grievance
Policy, Green Policy, and Disability Policy, to ensure that academic and ethical standards are
upheld. These policies are designed to foster a respectful atmosphere, promote sustainable
practices, address student concerns effectively, and support students with disabilities.
Additionally, as part of the admission process, students and their guardians are required to sign a
release form acknowledging the consequences of any violation of the Anti-Ragging Policy, thus
taking ownership of their behavior. The overall purpose of these policies is to ensure the welfare
of students, protect their rights, and maintain discipline while promoting an atmosphere of
fairness, responsibility, and respect within the college.












