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Manual-1

Theparticularsofitsorganization,functionsandduties:-

Nameoforganization Govt.Polytechnic,Sector-26,Panchkula

EstablishmentandAddress Govt.Polytechnic,Sector-26,PanchkulanearOjas
Hospital.State GovernmentofHaryana through
Department of Technical Education has
established Govt. Polytechnic at Sector-26,
Panchkula w.e.fsession 2019-20 forimparting
qualityTechnicalEducationtothestudents.The
campusissituatedonthelandmeasure5.00acres
havingtotalbuiltupareaofmorethan2.00Lacsq
ft.Itisaround0.3Km from NationalHighway07.

ContactNo.
0172-2929871

WebSite
www.gppanchkula.ac.in

Sl.No.Sections Function Duties

1 2 3 4

1 OfficeofthePrincipalGovt.
Polytechnic,Panchkula

Implementing all the
decision in respect of
admission,Education &
Finance

Imparting instructions
on administration Academic &
financialMatters

2 AppliedScienceDepartment To teach 1st & 2nd

Semester Common
Diplomastudents

Teaching, conducting
examination, evaluation of
papers.Conductingseminars.

3 ElectricalEngineering
Department

Teaching Electrical
Subjects to Diploma
Students.

-do-

4 Mechanical Engg.
Department

Teaching Mechanical
Engg.subjectstoDiploma
students

-do-

5 ComputerEngg.Department TeachingComputerEngg.
subjects to Diploma
students

-do-

6 MedicalLabTechnology Teaching MLT subjects
toDiplomastudents

-do-

7 Workshop Impartingskilltrainingto
Diplomastudents

TakingPracticalClassesof
Diplomastudents.

8 Library IssuingBookstoStudents
and the Faculty Book
keeping&Maintenance

Bookkeeping&purchasingnew
booksMaintainingofthe
Records.
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Powers&DutiesofOfficers&Employees

Name

DesignationPrincipal

Powers 1.ToadministertheInstitution

2.TogivedecisionsinAdministrative,Academic&Financialmatters.

Duties 1.Academic&administrativemanagementoftheinstitution.

2.Providingacademicandadministrativeleadership

3.Promotionofindustryinstitutioncollaborationandindustryorientedresearchand
development.

4.Monitoringandevaluationofacademicactivitiesintheinstitution.

5.Campusdisciplineandmaintenance.

6.Publicrelationsandinteractionwithcommunity.

7.Organizingandcoordinationconsultservices.

8.Participatinginpolicyandsystem planningatStateRegionalandNationallevelsfor
developmentofTechnicianeducation.

9.Promotingandcoordinationcontinuingeducationactivities.

Name

DesignationTrainingandPlacementOfficer

Duties



TrainingandPlacementOfficerinaPolytechnicisresponsibleforthe
following:

1.Trainingandplacementofthestudentsintheindustry/otheruser
system.

2.IndustryInstituteInteraction.

3.ArrangingIndustrialvisitofstudents.

4.Toarrangefortheplacementofthestudentsthroughcampus
interviewsduringtheircourseofstudyaswellasaftertheirpassingout.

5.Toarrangeforexpertlecturerstoupdatethestudentsandthestaff
regardingrecentdevelopmentsinindustry.

6.Tohandlealumniaffairs,includingmaintenanceofallrelevantdetails
ofpassoutstudentsandalumniassociation.

7.Tomonitortheworkingofalumniassociationandtoarrangetheir
meetings.

8.Tosponsorstudentsforvariouspaperpresentationsandthe
Technicalexhibitions.

9.Toarrangeinservicetrainingprogram oftheteachersaccordingto
updatetheirknowledgeandskilltoteachtheupdated/revisedcurriculum.

10.Toarrangeentrepreneurshipcampsandtomotivatethestudents
forselfemployment.

11.Toarrangeprogrammesforguidanceandcounselingofthe
studentsregardingvarioussourcesoffinance,menandmaterialforself-
employment.

12.Toengageclassesforteachingaswellasforpersonality
developmentofstudents.

DesignationHOD/Sr.Lecturer

Duties SeniorLecturer

(i) Teaching:16hoursperweekforthispurpose,apractical/
tutorialof2hoursistreatedasateachingloadof1hour

(ii) ThereshouldbearotationintheintheEngg.subjectstaughtby
teachersafterthreeyears.

(iii) ToassistthemaintenanceofEquipmentinthelaboratories
(iv) ConductofPracticalsinthelaboratory
(v) PlanningandImplementationofCurriculum Development
(vi) DevelopmentofResourceMaterial
(vii) ParticipationinCo-CurricularandExtraCurricularActivities



(viii) Studentguidanceand counselingand helping their
characterdevelopment

(ix) Innovationintechnicianeducationandevaluation
(x) ProvidingleadershipinteachingDiplomaandPostGraduate

diplomacourse
(xi) PromotionandCoordinatingcontinuingEducationActivities.
(xii) Selfdevelopmentthroughup-gradationofknowledgeandskills.
(xiii) OfficerInchargeattendance/examination/Cash
(xiv) To work as Incharge oflaboratory. In addition,the Senior

LecturerhelpstheHeadofDepartmentinsmoothfunctioningand
controlofthevariousactivitiesofthedepartment.TheSenior
Lecturerisresponsibletoensurethattheprojectworkofthe
studentsisproperlyguidedbyhim

HeadofDepartment

TheHeadofDepartmentisoverallInchargeofhisbranch.Heis
requiredtoensuresmoothfunctioningofthedepartmentinadditiontohis
teachingloadof12hoursperweek.HeistoensurethatalltheLecturers/
Sr.Lecturersinhisbranchtoperform theirdutyeffectivelyandefficiently
andalsotoensurebetterteachinglearningprocess to thesatisfaction
ofthestakeholders.Heshouldinvolvehimselfandtheotherfacultyin
the process ofcurriculum development,in updating and revision on
continuedbasistomeettherequirementofindustry.

Hehastoensurethatthelaboratoriesinthedepartmentarewell
equippedandmaintainedaccordingtothecurriculum,alltheequipmentin
thelaboratories/workshopsmustbefunctionaltoconductthePracticals
properly.Hewilldecidethemeaningfulprojectworkofthestudentsin
consultation with the senior lecturer and lecturer and monitor
performanceofeverystudent..Hecanbeassignedanyormoreofthe
following administrative duties by the Principalofthe institute.(a)
IndustryInstituteInteraction.(IncaseTPOisnotthereintheinstitute)(b)
TrainingandPlacementofthestudentsofhisdiscipline.(IncaseTPOis
notthereintheinstitute)(c)HoD shouldtakejuniorclassesalsofor
teaching/Practicals.(d)HostelSuperintendent/SportsPresident/SRC’s/
Purchases.(e)OfficerInchargeExamination,attendance,cash.(f)Looks
afterthedepartmentin the absence ofPrincipal.(g)To assistthe
administrationinsmoothconductoftheexamination/admission/house
tests/practicals/disciplinarymatters.

DesignationWorkshopSuperintendent

Duties 1.Tomonitorthetrainingofstudentsinvariousworkshopsofthe
institution.

2.Tomonitortheacademicrecordofstudentsinworkshop.

3.Toensuretheavailabilityofvariousmachinesandequipmentsrequired



inthe



workshopsasperthecurriculum.

4.Toensurethatallthemachinesandequipmentintheworkshopare
keptinworkingorder.

5.Toarrangeforthetrainingofworkshopstaffasperrequirementof
thecurriculum.

6.Toplanthefuturedevelopmentoftheworkshopsintheinstitution.

7.RepairandmaintenanceofBuilding,Electricalappliances,furnitureetc.
oftheinstitute.

8.ToengageclassesfortheoryandPracticaltrainingofthestudent

DesignationLecturers

Duties Thebriefdescriptionofthedutiesassignedtothelecturersasper
Appendix‘C’oftheAICTEnormsaregivenbelow

:(i)Teaching21hoursperweek.Forthispurpose,practical/tutorialof2
hoursistreatedasateachingloadof1hour.

(ii)ToworkasInchargeoflaboratoryintheconcerneddiscipline.

(iii)ThereshouldberotationintheEngg.subjectstaughtbyteachers
afterthreeyears.

(iv)MaintenanceofEquipmentinthelaboratories

(v)ConductofPracticalsinthelaboratory

(vi)PlanningandImplementationofCurriculum Development

(vii)DevelopmentofResourceMaterial

(viii)ParticipationinCo-CurricularandExtraCurricularActivities

(ix)Studentguidanceandcounsellingandhelpingintheircareer
shapingandpersonalitydevelopment

(x)Innovationintechnicianeducationandevaluation

(xi)ProvidingleadershipinteachingDiplomaandPostGraduate
diplomacourses

(xii)PromotionandCoordinatingcontinuingEducationActivities

xiii)Self-developmentthroughup-gradationofknowledgeandskills.

(xiv)OfficerInchargeattendance/examination.Inadditiontotheabove
duties,



heisrequiredtoassisttheadministrationinplanningtheacademic/
administrative/developmentalactivities,developingandupdatingtheMIS
andimplementationofthesameeffectively

Duties

Name

DesignationWorkshopInstructor

Duties 1.Toarrangethevariousmachineryandequipmentforthestudents
trainingasperthecurriculum.

2.Totrainthestudentsasperthecurriculum.

3.Todevelopthetrainingskillamongstthestudents.

4.Tomaintainthemachineryandequipmentinworkingorder.

5.Toarrangetherawmaterialrequiredforthetrainingwellintime.

6.Tokeephimselfupdatedaboutthevariousdevelopmentsinthe
relatedindustry.

Name

DesignationLibrarian

Duties 1.Maintainingthestockandstorerecordoflibrary.

2.Issuingthebookstostudentsandfaculty.

1)Generaladministration.

2)Budgeting

3)BooksSelection&acquisition.

4)Planning&developingthelibrary.

5)Orientingtheuserstowardseffectiveutilizationoflibraryservices.

6)Supervisingandcataloguingindexing.

Name

DesignationForemanInstructor

Duties 1.Toarrangethevariousmachineryandequipmentforthestudents
trainingasperthecurriculum.

2.Totrainthestudentsasperthecurriculum.

3.Todevelopthetrainingskillamongstthestudents.



4.Tomaintainthemachineryandequipmentinworkingorder.

5.Toarrangetherawmaterialrequiredforthetrainingwellintime.

6.Tokeephimselfupdatedaboutthevariousdevelopmentsinthe
relatedindustry.

7.TomonitortheteachingworkofWorkshopInstructors

8.ToassisttheWorkshopSuperintendentindevelopmentofthe
Institutionworkshop

9.Tomaintainliaisonwiththeindustryforthepractical/industrial
trainingofthestudents.
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TheProcedurefollowedinthedecisionmakingprocess,including

channelsofsupervisionandaccountability:

The procedure followed in the decision making process is as perthe state

governmentguidelinesfrom timetotimeandthedecisiontakeninthegoverningbody

meeting&supervisedbytheDTE&HSBTE andaccountabilityasfixedbythegovernment

from timetotime

Manual-4

THENORMSSETBYITFORTHEDISCHARGEOFITSFUNCTIONS:-

ThenormssetbyGovt.from timetotimebyGovt.Gazettenotification,byAICTE

normsandDTE&HSBTE,Haryanaregulations
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THERULES,REGULATIONS,INSTRUCTIONS,MANUALSANDRECORDS,HELDBY

ITORUNDERITSCONTROLORUSEDBYITSEMPLOYEESFORDISCHARGINGITS

FUNCTIONS:

Therules,regulations,instructions,manualsandrecordsarefollowedbytheemployeesfor

discharging its functions by using Treasury ManualHaryana civilService code and

instructionsissuedbyDTEand HSBTEfrom timetotimeandalsoinstructionavailablein

theirwebsite
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ASTATEMENTOFTHECATEGORIESOFDOCUMENTSTHATAREHELDBYITOR

UNDERITSCONTROL.

Sl.No. Categoryofthedocument Procedure to obtain the
documents

1 2 3

1 Confidentialregister The Documents can be
obtainedfrom concerned
officerincharges

2 BankPassBooks

3 ServiceBook

4 Personalfiles

5 DiaryandIssueregister

6 Acquaintance

7 BillRegister

8 BookofDrawlregister

9 DCR

10 Cash.Books

11 Admissionregisters

12 DemandBook

13 PlacementRecord

14 StudentsResult

15 Vehiclelogbook

16 WatchandWard

17 Dutyattendance

18 Register

19 BoardersmovementRegister

20 Filesrelatedtobudget,correspondence.RTI.

21 Files&documentsrelatedtobuilding,Academic,

Examination.DET

22 FilesrelatedtoProcurement/Tender.

23 FilesrelatedtoGoverningBodyMeeting.

24 Filesrelatedtostudentcounseling.

25 FilesrelatedtoHostel,etc
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ParticularsofArrangementinFormulationofPolicy



InstitutionManagementCommittee.

MANUAL-8

Boards,Councils,Committees&OtherBodiesConstituted

1.InternalCommitteesoftheInstitution.

2.HostelManagementCommittee.

3.AntiraggingCommittee.

4.AntiRaggingSquad

5.DisciplinaryCommittee.

6.SC/STGrievanceCommittee

7.SexualHarassmentCommittee/Womencell
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DirectoryofOfficersand
employees

Sr.
No

EmployeeName Designation
OfficePh.No. Email-ID

1 2 3 4 5

1 Sh.DaljitSingh Principal
0172-2929871 daljit2025.dte@hry.gov.in

2 Sh.HarishSharma TPO
-do- harish.s1543@gmail.com

3 Smt.EeshaMehta
Sr.LectArch.
Astt.

-do- eeshamehta.dte@nic.in

4
Smt.Paras
Parashar

Sr.LectComp.
Engg.

-do- parasparashar.dte@hry.gov.in

5
Ms.Sudesh
Sharma

Lect.Physics
-do- sudeshsharma.dte@hry.gov.in

6 RajniMehra
Lect.Elect.
Engg.

-do- mehra.439rajni@gmail.com

7
Sh.PawanKumar
Baloda

Lect.Mech.
Engg.

-do- pawanbaloda.dte@hry.gov.in

8 Ms.Amita Programmer
-do- amita@hry.nic.in

9
Smt.Preyank
Shori

Lect.Arch.
Astt.

-do- preyank2039.dte@hry.gov.in

10
Sh.Ravinder
Sheoran

Lect.Comp.
Engg.

-do- ravindersheoran.dte@hry.gov.in

11 Dr.MeenuNain
Lect.Comp.
Engg.

-do- meenunain.dte@hry.gov.in

12 Ms.NehaMidha
Lect.Comp.
Engg.

-do- nehamidha.dte@hry.gov.in

13
Ms.Suman
Chaudhary

Lect.Comp.
Engg.

-do- suman.dte@hry.gov.in

14
Ms.Suchet
Kumari

Lect.ECE
-do- suchetkumari.dte@hry.gov.in

15
Sh.Sanjeev
Kumar

Lect.Comp.
Engg.

-do- sanjeev.rajain@gmail.com

16 Sh.DeepChand
Foreman
Instructor

-do- deepchand.dte@hry.gov.in

17 Ms.MeenuYadav Dy.Supdt
-do- meenu2031.dte@hry.gov.in

18 Sh.PawanKumar Assistant
-do- pawan2038.dte@hry.gov.in

19 Ms.Mamta Assistant
-do- mamta2039.dte@hry.gov.in
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MONTHLY REMUNERATION RECEIVED BY EACH OFITSOFFICERS AND EMPLOYEES,

INCLUDINGTHESYSTEM OFCOMPENSATIONASPROVIDEDINITSREGULATIONS:

Sr.No. Designation PayBand GradePay PayScale

1 Principal FPL-14(PB-4,37400-67000+8750GP

2 TPO FPL-12(PB-3,15600-39100+8000GP
3 HeadoftheDeptt. FPL-12(PB-3,15600-39100+7600GP

4 Sr.Lecturer FPL-11(PB-3,15600-39100+6600GP

5 Lecturer FPL-09(PB-2,9300-34800+5400GP

6 ForemanInstructor FPL-07(PB-2,9300-34800+4600GP

7 LabInstructor FPL-06(PB-2,9300-34800+4200GP

8 JuniorLibrarian FPL-06(PB-2,9300-34800+4200GP

9 DeputySupdtt. FPL-06(PB-2,9300-34800+4200GP

10 Assistant FPL-06(PB-2,9300-34800+4200GP
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THEBUDGETALLOCATEDTOEACHOFITSAGENCY,INDICATINGTHEPARTICULARSOF

ALLPLANS,PROPOSEDEXPENDITURESANDREPORTSONDISBURSEMENTSMADE:-

BudgetAvailabilityReport Financialyear2022-2023

Sr.No. ObjCodeDescription Amountallocated

1 Salary 16743000

2 Wages 1167775

3 DearnessAllowances 5316000

4 TravelExpenses 32200



5 OfficeExpenses 700000

6 ScholarshipandStipends 700000

7 MotorVehicles 5000

8 MedicalReimbursement 100000

9 Contractualserves 8155996

10 LeaveTravelConcession 221368

11 Ex-Gratia Nil

12 Training Nil

13 EnergyCharges 2000000

14 Purchases 667049
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MannerofExecutionofSubsidyProgrammes

Doesnotarise

Manual-13

Particulars ofRecipientsofConcessions,Permitsor

AuthorizationsGranted

Notapplicable
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DETAILSIN RESPECTOFTHEINFORMATION,AVAILABLETO OR HELD BYIT,

REDUCEDINANELECTRONICFORM:-

Alltherelevantdetailsincludingtheprocurement,tenderandstudentmatterare

madeavailableonthewebsitewww.gppanchkula.ac.in
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THE PARTICULARS OF FACILITIES AVAILABLE TO CITIZENS FOR OBTAINING

INFORMATION,INCLUDING THEWORKING HOURSOFALIBRARYOR READING

ROOM,IFMAINTAINEDFORPUBLICUSE:-

Theinstitutehasmaintaineditslibraryrestrictedonlytoitsstudentandstaff.The

libraryisnotopenforgeneralpublic.
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THENAMES,DESIGNATIONSANDOTHERPARTICULARSOFTHEPUBLIC

INFORMATIONOFFICERS:-

1.FirstAppellateAuthority:Sh.DaljitSingh(Principal)

2.PIO:-Smt.SudeshSharma(Lecturer)


