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WEEK WISE ACADEMIC CALENDAR: ODD SEMESTER: 2023-24

Week | Dates No. of Holidays | Event
No. Days
Available
16" Aug’23 Submission of Compiled Lecture Plan submitted to the
library.

21° Aug’23 — 22" Dec’23 | Imparting of Instructions (1%, 3" and 5*Sem)

Submission of Report on Progress of Syllabus:

Weekly [Every Friday] To Program Coordinator (PC) by Class Coordinator (CC)
Fortnightly To HOD by PC
[2" & 4" Fridays]
4" Saturday To DD by HODs
Monthly To the Director by DD.
[Last day of Month]
1. 21 Aug —26 Aug 5 1 21*: Orientation
25": Display Presentation Schedule
[3-5% Sem]
1% 8ep'23 — 30" Sep’2023 | Webinar/ Seminar/ Guest Lecture/ Workshop/
Departmental Activity
2. 28 Aug — 02 Sep 6 - 2"; Subject Presentations
[379-5t Sem]
3 04 Sep — 09 Sep 3 3 8'": Display Presentation Schedule
[37-5% Sem]
4. 11 Sep— 16 Sep 6 - 16': Subject Presentations
[3r¢-5" Sem]
- 18 Sep —23 Sep 6 -
6. 25 Sep — 30 Sep 5 1 29'%: Display Presentation
Schedule [3-5% Sem]
30™: Fresher’s Party
I*'0ct’23 -31° Oct’23 Webinar/ Seminar/ Guest Lecture/ Workshop/
Departmental Activity
7. 02 Oct — 07 Oct 5 1 5'": Submission of Attendance
7%; Subject Presentations
[3r4-5" Sem]
8. 09 Oct — 14 Oct 5 1 14"; Student Feedback
9. 16 Oct — 21 Oct 6 - 16" -18"; Club Activities
19" -21%%: University SwMee s
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10. |23 Oct—28 Oct 4 2 26" -27%: Unmad — 2023
[Cultural Event]
I*Nov’23 - 30" Nov’23 Webinar/ Seminar/ Guest Lecture/ workshop/
Departmental Activity
2"iNgy’23 - 10" Nov°2023 | Internal Exam/FDP
11. 30 Oct — 04 Nov 6
12. |06 Nov—11 Nov 3 1
13. | 13 Nov— 18 Nov 6 - 18%: PTM
14. | 20 Nov—25 Nov 6 - 20'-23"4; Re-Internal Exams
24'™: Display Presentation
Schedule [3™-5" Sem]
15. |27 Nov -02 Dec 5 1 2"d; Subject Presentations
[3rd-5th Sem]
16. | 04 Dec-09 Dec 5 1 8'™: Display Presentation
Schedule [3M-5% Sem]
17. | 11 Dec- 16 Dec 6 - 16"™: Subject Presentations
[374-5" Sem]
18. | 18 Dec- 23 Dec 6 -
30" Dec’23 — 17"Jan’24 | End Term Examination
19. |25 Dec- 30 Dec 5 1 27"™:- Submission of Attendance &
Attendance Progress Report,
-Continuous Assessment &
Award List submission
20. |01 Jan’24—06 Jan’24 6 -
21. | 08Jan—13 Jan 5 1
18" Jan’24 — 24™Jan’24 | Winter Vacation
22. 15 Jan—20 Jan 6 -
23. |22Jan-27 Jan 6 1

CC:

*Note: A separate presentation schedule shall be displayed for 1% Semester in due course.

Chairman’s Office
IQAC
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Director
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Lesson Plan for

Semester:

Shift:

Faculty:
Date of Commencement of classes:
No. of Hours allotted to complete the syllabus:

Course Objectives:

On completion of this course, the student should be able to: -

1.
2
3.

Course Outcomes:
COl:
CO2:
CO3:
CO4:
COs5:

Mapping of the Course Outcomes with the given Programme Qutcomes

Course Pro

ram Outcome

PO1 PO2 PO3 PO4

POS5

PO6

PO7 PO8

PO9
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Lecture |[Lecture opic/ Module T Levels & Methodology [Ref. Books|Date on
No. |Objective etails with os covered hich
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Suggested Readings & E-resources:

Text books
1
P
3
Reference books:
1.
2.
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Academic Progress Report

SEMESTER

CODE

TEACHER NAME

NO. OF
LECTURE
TAKEN

SYLLABUS COVERED

EEEE

UNIT-1 UNIT-2 UNIT-3 |UNIT-4

S.NO |SUBJECT
'snm; SHIFT-1 &2
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|SEMESTER-1SHIFT-2
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(Please write your Exam Roll No.)
Trinity Institute of Professional Studies
INTERNAL EXAMINATION [OCTOBER 2024]

BA (J&MC) Shift 1 & Set B
BA (JMC) / SEMESTER Shift:
Paper code: Subject:

Time: 1'/2 Hrs.
Note: 1. Attempt all questions.
2. Each question carries equal marks

Maximum Marks: 40

Exam RoHNO. co.vueeeiivnesiniviranes

SET A
Section A (Remembering & Understanding -type)

Ques.1 Short answer questions

a)
b)
c)
d)
€)
f)
)
~ Section B (Applying-type)
Ques2
OR
Section C (Analyzing -type)
Ques3
OR
Section D (Evaluating & Creating type)
Ques.4

OR

(2*5) (10)

(10)

(10)

(10)



X

Table 1: Mapping between COs and Questions
(Number of COs may vary from course to course)

COs Question Numbers Total Marks (70)
. (40 to be Attempted)

Table 2: Mapping of Bloom’s Taxonomy Levels and Questions

BLs Question Numbers Total Marks (54)
(30 to be Attempted)

BL1 & BL2 (Understanding &
Remembering)

BL3 (Applying)

BLA4 (Analyzing)

BL5 & BL6 (Evaluating &
Creating)

es
titute of Pig \sttu
Trinity IS No. 1180), NS o018
(Ad) M;“f‘g ik, New Dot
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TRINITY INSTITUTE OF PROFESSIONAL STUDIES (Affiliated To Guru Gobind
Singh Indraprastha University, Delhi & Approved by Bar Council of India)

Sector 9, Dwarka Institutional Area, Dwarka, New Delhi - 110075

The CS & IT Department of TIPS Dwarka, under the aegis of IQAC cell, has organized a
Value-Added Course on “Women in Data” for 30 hours in collaboration with Learning
Links Foundation & Dell Technologies.

The course commenced on 19 September 2023 with the Orientation Programme enlightened
by the esteemed trainers Mr. Sonu Gupta Sir, Mr. Ranjeet Prajapati Sir, and Mr. Sushil Soni
Sir along with our visionary HOD, Prof. (Dr.) Mukta Sharma Ma’am and the Programme
Coordinators Ms. Shweta Rana Ma’am and Ms. Shruti Gaur Ma’am.

At the onset, HOD, Prof. Dr. Mukta Sharma ma’am underlined the significance of the course
which would provide the students with a comprehensive education in the ever-growing field of
STEM Programming and would ensure they are equipped with practical skills relevant to their
fields. This was preceded by the address by Mr. Sonu Gupta Sir who underlined the objectives
of the course to the students to inculcate in them problem-solving ability in using Power BI,
Python, and other programming techniques. On this insightful note, the course began with a
positive sense of enthusiasm and eagerness to embark on a new Journey of learning and
exploration.

Course Title: Women in Data
Resource Persons:

1. Mr. Sonu Gupta Sir

2. Mr. Ranjeet Prajapati Sir
3. Mr. Shushil Soni Sir

Orientation and Basics of Microsoft Excel
Date: 19" September 2023
Instructor: Mr. Sonu Gupta Sir

In the inaugural class, Mr. Sonu Gupta Sir provided an informative orientation to the Power BI
course. He introduced the course objectives and explained its relevance in the professional
world. Additionally, Mr. Gupta covered the following topics:



- Basic Excel functions
- Excel tabs and groups

Mr. Gupta's comprehensive overview laid the foundation for understanding data manipulation
and analysis in Power BI.

Introduction to Python and Jupyter Notebook
Date: 20" September 2023
Instructor: Mr. Ranjeet Prajapati Sir & Mr. Sushil Soni Sir

In the second class, the esteemed trainers introduced the students to Python programming,
emphasizing its importance in data analysis and visualization. The class covered the following
key aspects:

- Introduction to Python programming language
- Use of Jupyter Notebook for coding
- In and out functions in Python

By introducing Python and Jupyter Notebook, the trainers prepared the students for utilizing
Python as a powerful tool in conjunction with Power BI.

Advanced Python Concepts
Date: 21% September 2023
Instructor: Mr. Ranjeet Prajapati Sir & Mr. Sushil Soni Sir

In this session, the esteemed trainers delved deeper into Python programming, covering
advanced concepts that are essential for data analysis. The class covered the following topics:

- Linear operations

- Union and differentiation

- Symmetric dictionaries

-Conditional statements (if; else, elseif)
- Decision-making in Python

This class provided students with a strong foundation in Python, enabling them to work with
data effectively.

String Manipulation and Keyword Arguments

Date:22™ September 2023 2 f( y “

Instructor: Mr. Ranjeet Prajapati Sir & Mr. Sushil Soni Sir . \nsmum tc;éogﬁﬁﬂ:l Swdies
(i NP1 2 o 10



In the fourth class, the esteemed trainers continued to build on the Python programming skills
introduced in the previous sessions. The focus was on practical aspects of data manipulation,
including;:

- String manipulation in Python
- Working with arbitrary keyword arguments

These topics helped the students to comprehend the importance of data preprocessing and
transformation, which are integral to data analysis using Power BI.

String Manipulation and Keyword Arguments
Date: 25" September 2023
Instructor: Mr. Ranjeet Prajapati Sir & Mr. Sushil Soni Sir

In the fifth class, the experts continued to build on the Python programming skills introduced
in the previous sessions. The focus was on practical aspects of data manipulation, including:

- String manipulation in Python
- Working with arbitrary keyword arguments

These topics are vital for data preprocessing and transformation, which are integral to data
analysis using Power BI.

Power BI Visualization
Date: 27th September 2023

Instructors: Mr. Ranjeet Prajapati Sir & Mr. Sushil Soni Sir

In the sixth class, the esteemed trainers focused on the crucial aspect of data visualization using
Power BI. They covered the following key topics:

- Introduction to Power BI and its importance in data analysis.

- Creating visually appealing and informative dashboards using Power B

- Utilizing various chart types (bar charts, line charts, pie charts, etc.) for data representation.
- Connecting and importing data into Power BI.

- Applying filters, slicers, and interactive elements to enhance data exploration.

This class equipped students with the skills to transform data into insightful visualizations, a
vital component of effective data analysis.

; DIRECTOR o
_Trini ' fmssional Stu
_Trinity Institute of Professional
‘M}.r{&eim Pillar No. 1160), Insh‘tuuonal Arma
Sector-9, Dwarka. New Delhi-110075



Excel Advanced Topics
Date: 29th September 2023
Instructor: Mr. Ranjeet Prajapati Sir, Mr. Sonu Kumar Sir

In the final class of the Value-Added Course, the esteemed trainers covered advanced Excel
topics that play a significant role in data manipulation and analysis. The class included the
following topics:

- Advanced Excel functions, including VLOOKUP and SUMIF, for data retrieval and
summarization.

- Sorting and filtering data to extract valuable insights.
- Data validation techniques to ensure data accuracy.
- Tips and tricks for efficient data handling in Excel.

- Practical exercises to reinforce Excel proficiency.

This class not only enhanced students' Excel skills but also complemented their learning from
earlier sessions, as Excel is often used in conjunction with Power BI for data preparation.

Conclusion:

To conclude, the "Women in Data" course organized by the CS & IT Department of TIPS,
Dwarka in collaboration with Learning Links Foundation & Dell Technologies culminated on
29'" September, 2023, and has been a transformative and empowering experience for the
participants. This course has not only broaden their horizons in the field of STEM programming
and data analytics but has also instilled in them the confidence and skills needed to excel in
this rapidly evolving domain.

The dedicated and knowledgeable instructors, including Mr. Sonu Gupta Sir, Mr. Ranjeet
Prajapati Sir, and Mr. Shushil Soni Sir, have played a pivotal role in imparting valuable insights
and practical skills to the students. Their commitment to the course's success has been
commendable. We must acknowledge the visionary leadership of Dr. R.K Tandon sir chairman
TIPS for providing the platform. We are grateful to our respected Director Prof, Dr. Ashutosh
Agarwal Sir for encouraging us. Also we would like to thank our illustrious Head of the
Department, Prof. Dr. Mukta Sharma Ma’am, for her motivation and bringing this Value Added
Course in possibility. We would also like to acknowledge the diligent efforts of the Programme
Coordinators, Ms. Shweta Rana Ma’am and Ms. Shruti Gaur Ma’am, whose guidance and
support have been instrumental in making this course a resounding success.

As we reflect on the journey of "Women in Data," we are reminded of the importance of
promoting diversity and inclusion in the field of data analytics. We are confident that the skills
acquired by the participants in "Women in Data" will not only open new career opportunities

ssw“a“._sﬁ\ A2

but also contribute to the growth and development of the data analytics ﬁeld. W% {&%ﬁmﬂard



to witnessing the achievements and contributions of these empowered individuals in the world
of data. This course serves as a shining example of how education and skill-building can
empower women to break barriers and thrive in traditionally male-dominated industries.

Attached below are some pictures capturing the moments of learning, collaboration, and
empowerment during the course. These images reflect the enthusiasm and dedication of both
the participants and the instructors. They serve as a testament to the valuable experience and
knowledge gained by the students throughout the course.
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FEEDBACK FROM FACULTY (2023-
2024)

1. Faculty Q1: Is salary as per norms?

Mark only one oval.

@ Yes
C) No

2. Faculty Q2: Are leaves given as per norms?

Mark only one oval.

C) Yes
Q No

3. Faculty Q3: Does TIPS offer research facilities?

Mark only one oval.

() Yes
Q No

4. Faculty Q4: Does TIPS recognize your research contributions?

Mark only one oval.

() Yes
@ No



Faculty Q5: Do you get promotion as per the policy?

Mark only one oval.

C) Yes
O No

Faculty Q6: How do you rate the overall academic environment?

Mark only one oval.

() Excellent
() Very good
() Good
() Fair

() Poor

e e e S P
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1.

FEEDBACK ANALYSIS FOR

STUDENTS (2023-2024)

Student Q1: Teaching environment at TIPS

Mark only one oval.

(___) Below average
() Average
(:) Good

() Excellent

Student Q2: ARE THE FACULTY MEMBERS HELPFUL AND SUPPORTIVE?

Mark only one oval.

D Yes
(C_JNo

Student Q3: Do faculty members help and guide besides classroom?

Mark only one oval.

() Yes
" D No

Student Q4: Does TIPS take care of extra-curricular activities?

Mark only one oval. '
() Yes Jl’ 2 i(
OR '
(_JNo D\RE;T essiona) S'.ul\ei
A Q Jution
ity o, MOy
(A MET puarka. N
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Student Q5: Are industrial visits planned by TIPS?

Mark only one oval.

Q Yes

Student Q6: Does TIPS provide placement assistance?

Mark only one oval.

Q Yes
(D No

Student Q7: Does TIPS organize guest lectures by industry experts?
Mark only one oval.

C) Yes
D No

Student Q8: Does TIPS conduct alumni interactions?

Mark only one oval.

(:) Yes
() No

Student Q9: Does TIPS have any clubs for holistic growth?

Mark only one oval.

) VYes

CNo ’J/? d(é
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Hierarchy for any issue/suggestion/ grievance resolution

Director/
Principal (Law)

Deputy
Director

Head of
Department
L Program Co- J

ordinator

Class Co-
ordinator
Class
Representative
Student }

)1
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TRINITY INSTITUTE OF PROFESSIONAL STUDIES

Sector-9, Dwarka, New Delhl-110075
(Afflliated to Guru Gabind Singh Indraprastha Unlversity, Delhl & -
Approved by Bar Councll of Indla,New Delhi)
“A+"Ranked Institutlon by SFRC, Govt. of NCT of Delhl
Recognized under section 2(f) of the UGC Act, 1956

Accredited “B++” by NAAC

LEAVE CHART - JAN 2020 Onwards

TOTAL

S.NO LEAVE TYPE

1 CASUAL LEAVE 8 Per year (4 Each sem)

2 MEDICAL LEAVE 5 Per year (2.5 Each sem)

3 SPECIAL CASUAL LEAVE 4 (2 Each sem)
3 GGSIPU EXAM DUTY LEAVE 5{4 0D + 1 Compulsory UR} Each sem
5 VACATION LEAVE (SUMMER BREAK) As per GGSIPU Academic calendar and

specified chart of TIPS on yearly basis.

e

6 VACATION LEAVE (WINTER BREAK) One week including 1st Jan as spl. Leave.

i

7 . |COMPENSATORY LEAVE AS EARNED

Inote: 1. Casual Leave, Medical leave, Special Casual Leave, GGSIPU Exam Duty Leave will be credited from
Jan to Dec every year and it cannot be carried forward, '

2. Medical leaves can be granted on the production of medical certificate & prescription of the doctor, if it
Is avalled for more than one day. In case of clubbing of medical leaves, Prescription & medical certificate are

required to be submitted.

3. All leaves can be availed with prior approval of Director (for 2 days) and Hon' ble Chairman (for

more than 2 days). :

4. The leave policy is subject to be revised as per the Prevailing sitaution in future by the

management of the institution. j

£
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RINITY INSTITUTE OF PROFESSIONAL STUDIES

T Sector-9, Dwarka, New Delhi-110075
ated to Guru Gobind Singh Indraprastha University, Delhl &
» ﬁpproved by Bar Councll of Indla,New Delhl)
A+"Ranked Institution by SFRC, Govt. of NCT of Delhi -
Recognized under section 2(f) of the UGC Act, 1956 .
Accredited “B++" by NAAC

LEAVE RULES /POLICY

1. GENERAL

Leave is a provision to stay away from work for genuine reasons with pri¢r approval of the
authorities. It may be granted for a casual purpose or a planned activity, on medical grounds or
in extra ordinary conditions. Leave rules have been framed in conformity with the existing norms
and practices and has the approval of the Governing Body/ Management Committee. These rules
shall be applicable with effect from 01% Januéry,' 2020 to all employees of the Institute and
supersedes all previous rules and notifications on the subjlect. The leave rules are subject to
alteration/ modification/ review at the exclusive discretion of the_Gouerning Body/ Management
Corhmittee either in part or whole, at any time hereafter,

2. APPLICABILITY

These leaves rule shall apply to all regular and contractual Faculty, Admin and Technical staff of
the Institute as per the respective eligibility criteria specified under each category.

"

3, RIGHT TO LEAVE

e ———————

lLeave cannot' be claimed as a matter of right by any employee whatsoever, and whenever
academic or administrative exigencies of work so demand, leave of any description may be
refused or revoked, postponed or reduced any type of leave can be preponed / postponed /
curtailed / revoked / denied by the competent sanctioning Authority. '

Applying/ availing leaves in excess of entitlement (even without pay) will be viewed adversely
and could affect continuation/ confirmation/ appraisal/ renewal of contract whichever is
applicable as LWP. | iow




4. SANCTIONING AUTHORITY

-—-_———__._—_—_—'—_—

a) Below menti
ion a :
re the sanctioning authority for the leave application of respective

employees,
S. No. | Leave appli .
cati
—— P; on by Leave sanctioning authority
1. rector General, Director, Director (Academi MR
0OSD, Admn. Officer : s Chialrtian
2 More than two days leave on any level Chairman
3 HOD, Co-ordinator, Registrar Director
4. Faculty and Technical Staff Director .
l 5 Administrative Staff Director '
ﬁ 7 b) Special Casual Leave for Faculty Professional development shall be sanctioned by the

chairman of the Institute. Due prior approval/ permission must be obtained for such
leaves and in no case “post facto” approval/ sanction will be given.

c) Study Leave/ Academic Leave shall be sanctioned by the Chairman on the |
recommendations of the Management Committee of the Institute. Before sanctioning
study leave, guidelines/ standard operating procedures issued by the HR will be complied
with.

d) The leave year shall run from 1% January of every year to 31% December of that year.

e) Allleavescan be availed with prior approval of Director (for 2 days) and Hon' bIeIChairman
(for more than 2 days).

f) The leave policy is subject to be revised as per the prevailing sitaution in future by the
management of the institution.

5. CATEGORIES OF LEAVE (FOR TEACHING STAFF).

The following categories of leave shall be admissible to members of the staff..

CASUAL LEAVE (CL)

MEDICAL LEAVE (ML)
VACATION LEAVE (VL)
SPECIAL CASUAL LEAVE (SCL)
GGSIPU EXAM DUTY LEAVE
COMPENSATORY LEAVE
SHORT LEAVE

STUDY LEAVE
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H. STUDY LEAVE

A. CASUAL LEAVE

(i)

)
(i)

: (iv)

All regular and contractual employees are eligible for 08 days of casual leave per
Academic year credited on 1* January of every year. Employees who are appointed
during the course of the year shall be entitled to it on pro— rata basis.

Casual leave can be combined with Medical leave and Special casual leave.

Casual leave may be granted at the exclusive discretion of the sanctioning authority
as and when the occasion arises, provided that the total period of absence from

duty does not exceed three days at a time.
Unutilized casual leave in any academic year will lapse an

forward to the next year nor en-cashed.

d can neither be carried

B. MEDICAL LEAVE

(i

Medical Leave of 5 days shall be admissible to regular Full time Employees credited
on 1% January of every year. Employees who are appointed during the course of the
year shall be entitled to it on Pro- Rata basis. The medical leave/s shall be credited
on monthly basis and one can avail the same as per the balance medical leave w.e.f.

Oct, 2020.

E Note: Medical leaves can be granted on the production of medical certificate & prescription of the
doctor, if it is availed for more than one day. In case of clubbing of medical leaves, prescription &

medical certificate are required to be submitted.

C. VACATION LEAVE

(i)

(i)

v creldasimantld 4 BhK BV R T HYHNNNL Y T AECiny IRIND fadis

Vacation leave shall represent the time when no formal teaching and /or internal or
external examinations are being held at the Institute for any of the courses being run
by it, either directly or indirectly.

Vacation Leave (VL) is entitled to all regular Full Time Employees as per vacations

- declared by GGSIPU Academic calendar. As per the slots given to them, based on any
' official work of GGSIPU/ Institute as per the chart of TIPS declared pn yearly basis.
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D. SPECIAL CASUAL LEAVE |

!
() e facu!ty to outreach academic actlvit_ies/ extra ordinary
ranted for academic, Ph.D research work and professional
outside world subject to satisfaction of the management

ave will promote Institute interest / academic enrichmgnt of

SCL is introduced for th
situation, SCL shall be g
involvement with the
committee that such |e
the faculty concerned.

(i)

‘Whenever the faculty is on SCL, the institute shall not be liable for any financial
obligations whatsoever incurred by the faculty.

(i  Incase of faculty, SCL shall only be applied when a faculty has no class or once the
- 5 classes for that day have been taken in advance/ adjustment with prior information

to students through Student Notice Board, Also, Faculty must notify Programmer so
; s |
that this information can also be executed. '

e

(iv)  Inorderto apply SCL, it is mandatory to append the invitation letter/ mail/acceptance

letter etc. along with the leave application and have SCL recommended from
respective Chief Coordinator, HOD and Director,

(v}  Maximum permissible limit for special casyal Leave tha
year will be 41.e. not more than 2 da
for % day subject to prior approval,

t shall be granted in a calendar
Vs per semester. An SCL can be taken in half also

(vi) - Faculty must have completed 18 months at in
_ _ " Leave. Only in case of special recommendati
=3 Chairman of the Institute Jfaculty with less th
) - Special casual Leave . Only in case of special recommendation b\lj the Director and
prior approval of chairman of the Institute, Faculty with less than 18 months
association with institute may be granted Special Casual Leave, This will be done as

an exception only. :

stitute in order to avail Special Casual
ons by the Director and prior-approval of
an 18 months at institiite in order to avail

E. GGSIPU EXAM DUTY LEAV

Lot
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F. COMPENSATO RY LEAVE

Faculty members will be granted compensatory leave for official work in the Institute or

outside the institute against any weekly off & official/ Gazetted holidays, this type of leave
will be granted only on non-academic days. |

G. BUFFER TIME SYSTEM

Buffer time of 45 min in a month may be granted for genuine reasons after obtaining due
sanction of the competent authority. In case, an employee exceeds late coming buffer
time (45 min) in a month then thereafter one short leave will be deducted upto 90
minutes, after 90 minutes half day will be deducted. Further, c'élcula‘ticlm of after half day
will be calculated as per 45 minutes. Please note that half day is considered upto 1:00 PM
for 9:00 AM to 5:00 PM and upto 1.30 PM for 9.30 AM to 5.30 PM working hours.

H. MATERNITY LEAVE

(i) Subject to the approval of management as per the eligibility of prov'ision.

l. STUDY LEAVE

¥

(i) Subject to the approval of management as per the eligibility of pro:vision.




6. CATEGORIES OF LEAVE (FOR NON- TEACHING STAFF)
A. CASUAL LEAVE (08 DAYS)

i
() ﬂa:ie::!i:ry::sc‘:':fa;wﬂl l;mployees are eligible for 08 days of casual leave per
. e ited on 1% January of evéry year. Employees who are appointed

. urse of the year shall be entitled to It on pro —rata basls.

(Ii) Casual leave can be combined with Medical leave.

(ii)  Casual leave may be granted at the exclusive discretion of the sanctioning authority
as and when the occasion arises, provided that the total period of absence from duty
does not exceed three days at a time.

(iv)  Itcan be carried forward for 3 months. However,
be carried forward to 6 months with the approval of

under special circumstances, itcan
competent authority.

B. MEDICAL LEAVE ‘

% (i) Medical Leave of 5 days shall be admissible to regular
on 1% January of every year. Employees who are appointed during the course ©

) year shall be entitled to it on Pro- Rata basis.

of medical certificate & prescription of the
clubbing of medical leaves, prescription &

-

Full time Employees credited
f the

Note: Medical leaves can be granted on the production
doctor, if it is availed for more than one day. In case of
medical certificate are required to be submitted.

C. COMPENSATORY LEAVE
staff members will be granted compensatory leave for official work in the Institute or
outside the Institute against any weekly off & official / Gazetted holidays, this type of

leave will be granted considering work adjustment of the Institute. .

D. BUFFER TIME SYSTEM

%’ Buffer time of 45 min in a month may be grantéd for genuine reasons after obtaining due
) sanction of the competent authority. In case, an employee exceeds late coming buffer
time (45 min) in a month then thereafter one short leave will be deducted upto 90

minutes, after 90 minutes half day will be deducted. Further, calculation of after half day
will be calculated as per 45 minutes. Please note that half day is considered upto 1:00 PM
for 9:00 AM to 5:00 PM and upto 1.30 PM for 9.30 AM to 5.30 PM working hours.

E. MATERNITY LEAVE

(i) Subjectto the approval of management as per the eligibility of provision. /Z.f Pro
VAR
V}L 71_1) N
>1 | Befka )¢
Trinity Instiniy ressienal Studies ‘ \\‘\:f‘?“'—'
(Adi. Metro Pillar o, 1360, Institutiona! Area) _V{/l ; St
/

Sector-2, Dwarla, New Delhi-120075 PR O
L4 -

A I T e——
A, T mreemeee

™



(i

(ii

(i)

F. VACATION LEAVE
\

Vacation leaye shall represent the time when no formal teaching and /or ";te_;"a:u‘:
external examinations are being held at the Institute for any of the courses being

by it, either irectly or indirectly, _ e
Vzcatlon Leave (VL) is entitled to all regular Full Time Eff_'__lj"’)‘ee;e:’s i::::;fanv
declared by GGsipy Acadermic calendar. As per the slots give:l to ; i
official work of GGSIPU/ Institute as per the chart OfT_IPS i ar:o be taken in one or
The Competent authority can also authorize the vacatl‘:;' 'Zac:sarv, in case leave is
more installments during the non - teaching period, if n

ith
; mpensated w
denied / revoked for official reasons, the employee will be compen _
adjustments.
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7. GENERAL RULES

A}

a) :;l:la:res::t::ﬁlnil:(ays be applied through proper channel and on the prescribed form and

en except in emergency cases. In case of emergency and absent without

prior sanction, the sanctioning authority should be notified over the phone and “post
facto” sanction should be obtained within 24 hours of date of leave.

b) Out of the 8 CL only 50% of leaves will be granted to avail without prior approval, rest
50% has to be availed with prior approval only from the authority or double the amount
for each day will be deducted. The same rule will be applicable for medical leaves.

all freeze from the date of
Il be pro-rated as on the
| of the _san_ctloning

¢) If any employee resigns, credit of further leave of any kind sh
resignation. However, Leave credited into his/ her account wi
date of resignation and may be availed subject to the prior approva

authority.

d) Leave of any kind whatsoever cannot be availed without prior approval once resignation

has been submitted. In case leaves is availed without prior approval, it will tantamount to
non—compliance with the service rules/Leave rules. Appropriate action including freezing
of service benefits/ dismissal from the service can be initiated under such circumstances.

e) During the period of leave, an employee shall not take up or accept any employment or

work whether on remuneration or without remuneration.

f) During the period of suspension, an employee may not be granted any kind of leave.

g) Before proceeding on leave, an employee shall intimate to the sanctioning authority and
the person /s reSponsib{e for looking after his/her duties during the absence his/her
address including email address while he/she is on leave and shall keep the said authority

informed of any changes in address.

h) Taking leave or extending leave without sanction will be treated as unauthorized absence
from duty and shall render an employee liable to disciplinary action including suspension
and /or termination from the services of the Institute. '

Trinity Institu
(Adj). Metre Pil'd No.
Sector-9, Dwarka, NS DARARTRA




) An employee on leave may be allowed to return to duty before the expiry of leave
provided he/she should notify the administration department in writing giving reasons

for resuming work before expiry of leave or for cancellation of leave uly approved by the
sanctioning authority.

e . . 3
j) Besides disciplinary action which could include suspension and or termination from t:/
services of the Institute, three late arrivals to work (not exceeding % an hour each) an

or early departure from work before the scheduled time (before % an hour of the day
end) in a month will be considered as % day CL.

K) Salary of staff members will be withheld if he /she is absent without intimation for more

than 3 days. Salary in such cases can be released only after specific approval by the
Management of the Institute,

) LWP taken during academic days per semester will be calculated double leaves and the
. same will be deducted from vacation leaves. . & W

|
m) Any Faculty in a family way has to inform management in advance i.e. within 02 months.

n) Any leave availed during the month with pending sanction on the working day of that

month shall be treated as “ Leave Without Pay” irrespective of leave balance /
entitlement.

Approved By

Dr. R. K[ 'Lﬁdw

‘Chairman
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