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Organization, Functions, and Duties:

Tre Principal of the College is the Administrative and Acadamic Head of Antket College of Social Work Dist. Gadchirtolt and he exercises control and supervision over all aspecis of
admiesion teaching and canduct of internal and University examinations, with the assistance of the teaching, clerical or administrative and other staff under his control. There are
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i. The Powers & Duties of Officers 8Employees

1. Powers of principal

Z g, research and extension proegrams of the College.

4 The assisting in planning and implementation of academic programs such as seminars etc. for enhancing the academic competence of the faculty members

4 Adamissionof the students and maintenance of discipline of the college

& The management of the College library, compuier rooms elo.

& obgervance of the provision of the Financial Matters.

4 surrespondence relating o the administration of the collega.

8 The sdministration and supervision of curricular, co-gurricular/extra-curricular activities 5
9

imiplementation of the Maharashira Universities Act, and the Statutes Ordinances, Regulations, Rules and ather orders issued by the Gondwana Unversity Gadehirolt from time ta
hime




sily exarmnalions
et maintenance of service books and of eiher records of the college.
je as may be assignad to hint by the competent Authority from time to time.

2. TEACHERS AND THEIR RESPONSIBILITIES - Teachers are expected to:

a responsible  patt of conduct  and demeanor expected of them by the

& zffairs in a manner congistent with the dignity of the

21 growth cortnuous through study and

fiank ooinion by participating at profsssional meetings, seminars, conferences towards the contribution of knowledge

sssional organizations and strive to improve education and their profession through

ina. lutorial, practical, serminar, and research work consclenticusly and with dedication

and assist in carrying cut funciions refating to the education sponsibilifies of the eollege and the University such as assisting in admissign Process, agvising ana
stidents zs well as assisting the conduct of University and college exanminations, including supervision. invigilation, and evaluation; and

i extension. co-curricular and extra-curricular activities mcluding community service

3. TEACHERS AND THE STUDENTS - Teachers are expected to:

and dignity of the st

idents in expressing his / her opinicn
Jith students regardless of their religion, caste, political, economic, social and physical characteristics
s difference i aplitude and capabilities among  students and stnive to meet their individual needs
4 ge students to improve their attainments, develop therr personalities and at the same time contribute to community welfare
siudents a scientific outlook and respect for physical labor and the deals ol demorracy, patriotism and
ie to the students and not behave in a vindictive manner towards any of tham for any reason
7 } St y the attainments of the student in the assessment of merit
5 Make Ihemselves avalabie to the students even peyond their ¢class hours and help and guide students without any remuneration or
g A slu < o devalop an understanding of our national beritage and national goals and refrain from inciting students against ather

dents, colleagues or administraton

4. TEACHERS AND COLLEAGUES - Teachers are expected to:

1 I ¥ e s of tha profession In the samie manner as they themselves wish 1o be
: i siher laachars and render assistance for professianal betterment
unsubst d and malafide allegations aganst colleagues to higher authorities, and
1 considerations of caste, ereed, religion, race of gender in their professional endeavor

5. TEACHERS AND AUTHORITIES -Teachers are expected to:

e professional responsibilities according to the existing rules and adhere to procedures and methods consistentwith their profession in initizting steps through their cwn
andlor professional organizations for change of any such rule detrimental to the professional Refrain from underaking ary other employment and commitment
jing private Witions and coaching classes which are likely to interfere with their professional responsibilities \
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7. TEACHERS AND GUARDIANS:

h the guardians of their students, send reports of their performance o the guardians whenever necessary and meet the guardians 1n mes
exchange cfideas and for the benefit of the institution

s convet
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Duties and Responsibilities assigned to Non-teaching Employees mentioned in the Standard Code 1984 of
Maharashtra Government and Maharashtra Civil Service Rules.

1. Superintendent: (Head of the Non-teaching Staff)

| be in charge of the College office and shall be personally responsibie for the smooth conduct and working, for the allotment of work to his subordinates \
o him with the prior approval of the Registrar
15 of the office staff and laboratory Assistants and shall determine the time dimensions of each of the tasks assigned and supervise the overall
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s e Memng and reprmands of erring employées. He shall inspect the attendance register of the non-teaching staff and take such action as he may deem fit in case of
imars or those who habitually remain absent, by Issuing warnings m writing and recommending 1o the RegistragPrincipal 1o take disciplinary acton in case the e
W OVETTENE
tyv of the Superintendent to maintain cordial public refations and ta attend to the guenes of the members of the public and students arig supply infermation throu
&1 b Government authorities as per requirements: |8 shall also be the duty to help the members of the public to solve therr difficullies concerning office work, and 1o
s complants, if any, aganst the staff subordinate o him, in the college
| carry cut the duties and responsibilities in a just manner without any diserimination and motivate his staff 1o take their work seriously and willingly and shall pay personal
Altention to their wellare
He shall be responsible for the work of a highly confidential nature that may be undertaken by his section. He shall be responsible for preserving of the documents, eic. conceming this
seciion.
fhe Supenntendent shall personally fook into the court cases concerming the Coliege and obtain ordersfinstructions fromt the Registrar/Principal wheraver necessary.

ntendent shall mark and distribute letters in the name of assistants ar to the Heads of the Departments in the Coliege. He shall exercise a check on and follow up of lefters
seppved from thie Governmant, University Grant Commission, University Managament efc.
He shall draft notes and deal independently the cases which are of a routing nature. He shall also draft notes essentially with reference ta rélevant rules, regulations, precedence, and

ations el or spenial cases and submil to the higher authority Le Registrar or the Principal and give interim replies

|0 The Bupermtendent shall point out mistakes of misstaternents, if any, and draw atiention wherever necesaary (o the statutory or customary practice and point oul rules where they are

» Supenntendent shall be responsible of examination work pertaining to the Degree Collage in the overall supervision of the Registrar or the principal.

]
12, Any gther work assigned to the Superiniendent by the Principal or Registrar from time o time.

2. Jr. Clerk (Accountant):

nform periadically on the financial pusition of the College lo the Principal of the College and examing and ensure that the code and financial norms are followe
y i on or department He shall prepare and present budget estimates, with the help of Heads of Departments in the Coliege Prepare the budget and income and expendiiure
tatements, mantain all accounts and get them audited.

He shall attend 1o all the Goveriment scrutiny, inspections and audit.

He shall be regponsible for the proper implementation of the financial transactions as per rules, Accounts Code, Statites. Ordinances, Rules and Regulations made in that behalf and
manitar the finances of the Coliege as per directions of the Registrar and place before the College Finance Committee the financial position of the College such as its receipts
payments Government grants and balance from time to tme

b ahall serutinize al oills of expenditure before recommending payment, and maintain the cash-book, ledger, bank pass-books. He shall watch over the progress of the axpenditure
and recept of fees and Government grants in me.

|ftere s no post of Supsnntendent in the College or if the Superintendent proceeds on leave the Accountant shall carry out the duties of the Superintendent in addition to his own
duties

The Acoouniant ¢

e

all sarry out any other work entrusted to him by the Principal or Registrar from time to time.

3. All other non-teaching staff:

| shali assign duties as per the needs or requirements of the concerned College from time to fime in respect of any other non-teaching staff

4. Librarian:




The Liraran's post s a teaching post The Job responsibilities of a Librarian are as follows
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ning new services for the library
Making rues tor thebibrary
o sng and Gift books selection

Catalogue entries — chacking &keywards
Sattware for library

LibraryCommitigs:

Correspondence

Signatory for all bils, conespondence natices.
MR specal issues

ing Disoipling lbrary

of Library beoks lost

Assicning work to the lbrary staff

Wesding oul

Reference to teachers students, visilors
Reports to be subnmitted to Auditors, UGCNQAC. Principal
Library annual report

Library Orientation Lectures &Tours

Hongurs in Library Science

Training Staff

5. Proffessional Librarian Assistant :

g Librarian o planning new services for the library
) Jal subsenption, renewal recept of current issues. rerinder journal binding, Journal accassioning &datagntry
Assisting the Librarian th acquisition work

Asslsting for Gitt books seigction

Assisting far Classification

Assisting for Catalogue entries

LibraryCommittes

Carrespondence

Typing & Other Assistance to Libranan

Assigring work to the liorary staff

Reference to'feachers, students, visitors

Hanours i Library Science




6. Library Clerks:

ng Journal accessicning &dataentry

ooks
ng of JourmalLabels

of recent am
odalabels

W wiedgeCentre

Circulation — overdue books — Phanrereminders

= Libranan in acguisition work

Typing & Other Assistance to Libranan

Any other work assigned by the Librarian from time to time

7. Library Attendants:

g of Books &dusting

n from time 1o

lll. The Procedure followed in the decision-making process including channels of supervision and
accountability

academmic and adminstrative decisions are taken by the Principat in consultation with the Professor In-charge and Staff Council and ratified by the Management Board as far as
g smoeth functioning of the Institution. The Principal is accountable to the University, the Stale Government and the Governing Body of the College. The decision




V. The rules, regulations, instructions manuals, and records held or used by employers for discharging
their functions:

L of Maharashira Civil Services Rules

g Pt el T
a5 per Laove

Sr. No. Particulars

l. Salary Register

2

« Dead Stock Register

3. General Register

4. Consolidated Annual Results
8, Admission Forms

0. College Prospectus

i Cash Book

8. Book Accession Register




Return Book Register

10. Daily Reference Book Register

1k, Prof. Issue-Return Book Register
12. Periodical / Journal Register

13. Donated Books Accession Register

VI. A statement of Categories and documents that are held or under control:

Sr. No. Particulars Period of preservation
I Salary Register 05 years
2. Dead Stock Register 05 years
3. General Register 05 years
4. Consolidated Annual Results 05 years
5. Admission Forms 05 years

6. College Prospectus 05 years




Cash Book 05 years

8. Book Accession Register 05 years

VIl. The Particulars of any arrangement that exists for consultation with or representation by the members of
the public in relation to the formulation of policy or implementation thereof:

ik Acludes information of the various courses and pregrams conductad by the College are avallable on the College wehsite

sducational programs are responded o
5 b |

i the College aniket.csww01@gmail com whete o i S Of) Ve :
rdinates [o salve problems

e Principal with The Principal either can act himself o instruct subo

VIil. A Statement of the Councils, Committees and bodies consisting of two or more persons constituted as
its part for the purpose of its advice, and as to whether meetings of those Boards, Councils, Committees
and other bodies are open to the public, or the minutes of such meetings are accessible for public:

For administrative and academic work of Celiege following Boards/Committees are formed as per the Statutes of the Gondwana University. Gadchiroli and Govt. of Maharasivra




IX. Directory of Offices &Staff of Aniket College of Social Work Wadsa Dist. Gadchiroli.

Mobile No: 9421733674

S. No.

d

Name of the Employee
Dr. Anil 1. Thool

Prof. Anil L. Banpurkar
Dr.Dashrath T. Gajbhiye
Dr. Sanjay H. Balbuddhe
Prof. Deepak S. Bhagadkar
Dr.Shobha A. Tembhurne
Dr. Rekha T. Zalke

Prof. Rajendra P. Walde

Designation-Subject
Principal, Psychology
Assist. Prof. Social Work
Assist. Prof. Sociology
Assist. Prof. Social Work
Assist, Prof. Social Work
Assist. Prof. Marathi
Librarian

Assist. Prof. Social Work




10

11

12

14

16

17

18

19

21

Prof.Prashant D. Tembhurnikar
Prof. Devendra B. Khedkar
Prof. Shrikant K. Indurkar
Prof.Prashant K. Indurkar

Shri. Dudharam B. Buddhe

Shri. Govinda D. Jambhulkar

Shri. Kailas K. Badwaik

Shri. Suresh A. Ramteke
Ku. Meena A. Chahande
Shri. Sanjay D. Ramteke
Ku. Prabhatai H. Meshram
Shri. Parmanand P. Bagade

Shri.Mahendra S. Harinkhede

Assist. Prof. English
Assist. Prof. Social Work
Assist. Prof. Social Work
Assist. Prof. Social Work
Accountant
Superintendent

Stenographer

Filing Clerk

Clerk cum Typist

Hostel Superwiser

Prof. Librarian Assistant
Prof. Librarian Assistant.

Library Clerk




Shri.Dnyaneshwar T. Tembhurne Lib. Attd

23 Shri. Naresh A. Vaiddya Lib. Attd
24 Shri, Kawado G. Shahare Lib. Attd.
25 Shri. Yogiraj K. Banpurkar Peon

26 Shri. Avinash K. Ramteke Watchman
28 Shri. Raju Datturam Sonkusare Watchman
28 Shri. Vinodkumar J. Kolhe Watchman.
29 Shri. Jethu D. Nagose |Gardener

X. The monthly remuneration received by each of the officers and employees including the system of
compensation as provided in the regulations.

Sr. No. Designation Levels Basic

1. Principal S-32 113700

2. Assist. Lecturer S-32 117100




Assist. Lecturers(2) S-32 113700

4. Assist. Lecturer S-32 104100
5. Assist. Lecturer S-32 95300
6. Librarian S-32 92500
8 Accountant S-15 80100
8. Superitendent S-15 69100
9. Stenographer S-14 69900
10 Filling Clerk S-6 36100
11 Clerk cum Typist S-7 40600
12 Hostel Superwiser S-6 36100
13 Prof. Lib. Assist. S-11 52600
14 Prof. Lib. Assist. S-11 51100
15 Library Clerk S-7 36100
16 Library Assist.s S-7 40600
17 Library Assist. S-7 39400
18 Peon S-2 32100




19 Watchman S-2 33100
20 Watchmans S-2 27700

21 Gardener S-2 33100

Xl. The budget allocated to each, expenditures and reports of disbursements made:

BUDGET ESTIMATE FOR 2021-22

RECEIPTS AMOUNT PAYMENT AMOUNT
OPENING BALANCE 134501.13 SALARY & ALLOWANCES 19915732.00
Cash in hand 31.44 Paid in Teaching&Non-Teaching

Staff As per details

sheet attached

With bBank 94308.54
Account No. 764

With Bank Account 35281.15
No. 001
With Bank Account 4940.00

No. 685




Salary Grand

Account

From Government

Deduction From
Salary

As per details sheet
attached

Fees From Students

19915732

3180232

Tution Other Fees From Govt.

Scholarship From
Govt.

Advance Account

From Society

From Principal

62800.00

400000.00

19915732

3180232

310409.00

209434.00

2815699

462800.00

Deduction Paid to
Salary

As per details sheet
attached

BUILDING RENT

CONTINGENCIES

As per details sheet
attached

PURCHASES OF

As per details sheet
attached

Fees Paid to
University

Shcolarship Paid to
Student

Advance Refund to
Society

3180232

57092.22

80220.00

31802332

660000

57092.22

80220.00

506900.00

1978321.00

240000.00




CLOSING BALANCES

Cash in hand

With bBank Account
No. 764

With Bank Account
No. 001

With Bank Account
No. 685

TOTALRs. 27028867.13 TOTAL Rs.

47.44
393393.74
11988.73
43840.00
410369.91
27028867.13
(Dr. Anil |
v.._
Aniket chw%n moo.m_ Work

Wadsa, Dist. Gadeli

Xll. The manner of execution of subsidy programs, including the amounts allocated and the details of

beneficiaries of such programs:

There are no subsidies recewved by the College, Government Scholarships to Backward Group students are processed through the coliege and disbursed directly to the students

Xlll.  Particulars of recipients of concessions permits of authorization: :



tidents ancessions by local trains and hence Railway Travel Concession forms are ssued to students on a

= processed by the Gollege

XIV. Details in respect of the information available to or held or reduced in an electronic form.
Ll Wtk Wadsa Dist. Gadehiroli has an official website on the internet. For further information jog on to www.Aniketcollegewadsa.org/admin_control_panel

Lol iy Golleas, various courses, admissions, fee structure,  hostel accommaodation ete is available on the College website

XV. The particulars of facilities available to citizens for obtaining information, including the working hours
of a Library or reading room if maintained for public use:

e prngipal 10.30 am to 12.30pim and 230 pm. to3.30 p.m.

Visilinig time for ti

www, Aniketcollegewadsa.orglfadmin_control_panel

(310.30 a.m, to 05.00 p.m

y is available only to students of the College but a person coming from outside the College can access the Library facility wath the prior written permission of

XV]. The names, designation and other particulars of the Public Information Officers.

Sr. No.Public Information Officers Names & Designation * Address

Dr. Anil L. Thool Aniket College of Social
2 Appellate Authority Work Wadsa Dist.
Principal Gadchiroli,
Tukum Ward, Desaiganj




%, Public Information Officer

XVII. Such other information as may be prescribed.

Hileabn prescrbed by Government would be furnished from tme to ume

Shri. Govinda D. Jambhulkar.



