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(Need & Significance of Academic/Administrative Post, Cell or Committee)

Staff Welfare and Grievance Cell is a committee associated with the general

enhancement of work culture and workplace environment. It deals with the

necessary interventions to be done in day-to-day work qualms.

Objective

Ensuring cohesion between management, staff and concerned personnel to

ensure quality of work culture and work environment, so as to facilitate both

staff and administration, in mat6ters related to staff welfare and upliftment.

Roles & Responsibilities

1. To bring to the notice of institution management, the grievances of staff

and faculties, individual as well as collective, with a view to securing their

expeditious addressal to the problem.

2. To study and understand the point of view of staff in order to help the

institutional management to shape and formulate relevant policies.

3. Providing suggestions to the administration to improve relevant staff

amenities to assure improvement in work environment.

4. Establishing cohesion between general staff and administration to ensure

smooth and speedy resolves of grievances.

5. Ensuring maintenance of relevant infrastructural facilities, for quality

enhancement of work environment.

6. To advise on fulfilment by the management of their obligations, statutory

or otherwise, concerning regulation of working hours, maternity benefits,

compensation for injuries and sickness and other welfare and social

benefit measures.

7. To advise on provision of welfare facilities such as food outlet, canteen,

social and recreational facilities to ensure cheerful, healthy and content

work atmosphere.
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Composition

1. Chairperson: Head of the Institution

2. Dean

3. Proctor

4. Staff Welfare and Grievance cell Coordinator

The Role of Coordinator

The coordinator of the Staff welfare and Grievance cell ensures smooth

functioning and fulfilment of the above-mentioned roles and responsibilities for

the general welfare of staff.

Expected Support (Academic/Administrative/Financial)

1. Institute Administration

2. Accounts

3. Internal Financial Provisions

4. Infrastructure and Maintenance Committeе

5. Development and Monitoring Committee
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DRAFT MINUTES- Faculty Welfare Meeting (2023-24) 
 
Day & Date of meetings: Friday, April 05, 2024, 10:30 – 11:00 AM 
            
Meeting organised by:  Akanksha Pal, Faculty Welfare IN charge 
Meeting attended by: Faculty members (List Attached) 
 
AGENDA ITEMS:   

1. Faculty room infrastructure shortcomings 
2. Leave sanctioning system 
3. Short-time deduction 
4. On time issuing of Pay Slip / Salary Slip 
5. External Reviews / Jury remuneration 
6. RTU Exam remuneration 
7. Medical assistance room 
8. Faculty ID cards, appreciation letter / recommendation letter 
9. Increment and Appraisal 

 
1. Faculty room infrastructure shortcomings 

Issues Identified  Lags related to infrastructure were raised on 10.01.2024, that has not been resolved 
till date (Copy for the same is attached for reference). 

 
Suggestions  Completion of the said tasks as soon as possible. 

 
2. Leave sanctioning system 

Issues Identified         Multiple system for the approval of leave application (ERP, Leave application form), No 
transparency regarding the calculation of paid and unpaid leave, Total number of 
casual leave a faculty is entitled to take within a month. 

   
Suggestions Complete transparency regarding the leave approval, availing and sanctioning 

protocols adopted by the institute for the entire academic year / semester and a copy 
for the same to be issued. 

 
3. Short-time deduction 

Issues Identified         With reference to salary slip, the policy of short-time leaves is not clear, also it is not 
aligned with the CL available to the faculties, so far various explanations are given to 
the individuals regarding the deduction of salary by the administration staff members 

   
Suggestions Complete transparency regarding the policy of short time deductions 

 
4. On time issuing of Pay Slip / Salary Slip 

Issues Identified Salary slip not received for the month of December, Salary slip for the months of 
January, February and March was issued on 4th April 2024 at 1:30 PM, Different 
explanations were provided when asked for the deductions, especially for the duty-
leaves. 

 
Suggestions Timely issuing of salary slip, date-wise detailed description of allowance and 

deductions should be made accessible to each faculty when asked for, Salary slip for 
the month of December 2023 to be issued by the end of April. 
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5. External Reviews / Jury remuneration 

Issues Identified  No remuneration for the external reviews taken in month of November 2023 to 
January 2024, timely information for the same has been provided by the controller of 
examination but no receiving has been given. 

 
Suggestions Issuing of the amount for the reviews taken by the concerned faculties in the month of 

November to January. Permissible remuneration granted for the external juries / 
reviews as per the post of the faculty to be issued.  

 
6. RTU Exam remuneration 

Issues Identified  On time remuneration for the answer sheets checking of RTU examination. 
 
Suggestions Institute may coordinate with the Rajasthan Technical University (RTU) for releasing 

the remuneration of the concerned faculties. 
 
7. Medical assistance room 

Issues Identified Absence of a medical room in the institute for providing assistance to the medical 
needs of the faculties, inadequate first aid box. 

 
Suggestions There should be a dedicated medical / sick room with required facilities (Updated 

medical kit in particular), it can further be integrated with the infrastructural needs of 
the institute.  

 
 
8. Faculty ID cards, appreciation / recommendation letter 

Issues Identified Employee ID cards have not been issued to the faculty members except for a few 
senior faculties 
No appreciation/ recommendation letters are being received upon organising any 
events/ guest lectures/ workshops, which were provided in the past. 

 
Suggestions Issuing of new faculty ID cards for all the currently employed faculties and the same to 

be repeated for the upcoming new joinees. 
Issuing of Appreciation / Recommendation letter should be continued on a regular 
basis. 

 
9. Increment and Appraisal 

Issues Identified  No increment and appraisal has been provided by the institute for the past 2/3 years. 
 
Suggestions Transparency on the increment and appraisal policy shall be provided and yearly 

increments on regular basis is suggested. 
 
MOM Prepared by: Akanksha Pal & Antriksh Khadgata 
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Introduction 

Aayojan School of Architecture, Jaipur has a zero-tolerance towards any act of ragging. 
Ragging in any form is banned inside and outside the campus. Strict action will be taken 
against persons flouting this rule; no leniency will be shown. Institute has a well-established 
Discipline and Anti-Ragging Cell. This cell is formed in accordance with the regulations of the 
UGC. The Cell's responsibility is to ensure that students maintain discipline in the classrooms 
and within the college campus. Members of the cell regularly go on rounds to each and every 
classroom to make note of delinquent behaviour and to make sure that the college campus is 
free from ragging and eve-teasing. The Cell takes severe punitive action against students 
indulging in such atrocious activities. Ragging is a criminal offense. Ragging is strictly 
prohibited by both State Govt. and Central Govt. Punishment for ragging will be as follows: 

i. Imprisonment up to three years and fine of Rs.50,000/- 
ii. Dismissal from the college 

UGC Regulations on curbing the menace of Ragging. "SAY NO TO RAGGING" 

Ragging in any form is totally prohibited in the institute. Ragging is a serious crime and is 
punishable by law. Anyone found indulging in ragging will face immediate expulsion from the 
university and will also be debarred from pursuing any course from the institution. 

Objectives 

 To prohibit, prevent and eliminate the scourge of ragging including any conduct by 
any student whether by words spoken or written or by an act which has the effect of 
teasing, treating or handling with rudeness a fresher or any other student, or indulging 
in rowdy or undisciplined activities by any student. 

 To monitor, direct and oversee the functions and performance of the Anti-Ragging 
Committee in prevention and curbing of ragging in the institution. 

Roles & Responsibilities 

Some of the functions expected of the Anti-Ragging Committee are: 

 To be vigilant at all hours all around the campus and other places vulnerable to 
incidents of, and having the potential of, ragging and shall be empowered to inspect 
such places. 

 To make surprise raids on hostels, and other places vulnerable to incidents and having 
the potential for ragging. 

 To conduct an on-the-spot enquiry into any incident of ragging referred to it by the 
faculty or student or parent or guardian, as the case may be: and the enquiry report 
along with recommendations shall be submitted to the Head of the Institution for 
action. 



 

 To ensure the display of posters on Institution and Department Notice Boards and 
other prominent designated places. 

 To offer services of counselling and create awareness to the students. 
 To get an undertaking signed by the newly admitted students for anti- ragging as per 

GOI on https://www.antiragging.in/affidavit_affiliated_form.php 

Composition 

The Anti Ragging Committee will be constituted under the chairmanship of head of the 
institution with heads of important academic and administrative units and a few teachers and 
a few distinguished educationists/ representatives of local committee. The composition of 
the Anti-Ragging cell may be as follows: 

i. Principal of Institution 
ii. Dean of Institution 
iii. Registrar 
iv. Proctor 
v. Three to eight Professors 

The Role of Coordinator 

The role of coordinator in Anti Ragging committee is to monitor for a smooth functioning of 
all the objectives laid. 

Expected Support 

Extended support from the administration office and class coordinators to get the Anti-
Ragging forms filled by newly admitted students on: 
https://www.antiragging.in/affidavit_affiliated_form.php 

 

  



 

 

 

2023-2024 

 

Circular 

 

All the members of the Anti-ragging committee are informed to attend a meeting in the 
conference room on 10.05.2023, Wednesday at 01:00 P.M. 

 

 

 

 

 

Convener 

  



 

 

Minutes of the meeting of Anti-ragging Committee held on 10.05.2023 

Convenor of the committee welcomed the members and discussed the following points- 

i. There is a no case regarding ragging of student  
ii. Subject to the last meeting a notice was displayed on the notice board and was 

circulated to students to fill an online anti-ragging form within the time limit.  
iii. All the members of the committee visited the hostels on the campus and guided 

students regarding the Anti-Ragging policy.  

The following members were present: 

1. Prof. K.S. Mahajani (Principal & Director) 
2. Prof. N.S. Rathore (Dean-Academics) 
3. Prof. Archana Singh (Professor) 
4. Prof. Pushpak Bhagwati (Proctor) 
5. Mr. Brijesh Agarwal (Warden, Boys hostel) 
6. Mrs. Balesh Sharma (Warden, Girls hostel) 

 

  



 

Activities / Events details 

In order to sensitize the on the issue of ragging, the following initiatives were taken by the 
institute: 

 1st year students were made aware of the anti-ragging policy of college during the 
orientation week. 

 Screening of videos available on the website https://www.antiragging.in/video.html 
was done during the orientation programme. 

 Posters available on the website of https://www.antiragging.in/ were printed and 
placed across the institute campus to generate awareness. 

 Students from 3rd to 5th year were selected as members of anti-ragging squad. 

 

Figure 1: Videos shown to the students available on the website 

  

   



 

 

 

 

Figure 2: Poster samples installed throughout the institute campus 

  



 

Initiatives Taken 

For ensuring any acts of ragging are not being carried out, the following initiatives were taken 
by the institute: 

 Members of anti-ragging squad ensured that silent rounds of vigilance are being 
conducted within the campus at regular intervals after the joining of 1st Year students. 

 Hostel representatives from each year were called in person on a random basis to get 
updates regarding the overall activities happening in the hostel premises. 

 Filling of student undertaking form was ensured by all the students from 1st Year and 
a copy of affidavit was collected by the faculty in-charge. 

 Students belonging to anti-ragging squad were required to report to the faculty in-
charge to give a brief summary on the topic of ragging. 

 In the month of February 2024, a case of Arijit Mondel vs Akshat Jain came up. After 
hearing both the sides, Akshat Jain was found guilty on the grounds of bullying & 
harassment. Necessary disciplinary actions were suggested to be taken against him. A 
summary for the same has been attached. 

  

Figure 3: Anti-Ragging affidavit student sample 



 

 

  



 

 

 

 

  



 

 

 

  



 

 

 

  



 

 

 

  



 

 

 



 

 

 



 

 


