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SOP for Students Union
Principal- Chairperson of SU
(Program/activity circular received)
SU incharge
classify the received circular and allot L
to relevant portfolio incharge
College activity Govt. directed Uni. directed
portfolio incharge will portfolio incharge will
coardinate the activity coordinate the activity
SU incharge and portfolio (announcement/entry/gui (announcement/entry/gui
incharge togather will dance/execution/photo, dance/execution/photo,
coordinate the event video,report/winner video,report/winner
Report to be submitted in declaration in assembly) declaration in assembly)
colege office Report to be submitted in Report to be submitted in
colege office colege office

e Every help will be extended by SU in-charge to portfolio in-charge when
needed.

e Other SU members will actively participate with the portfolio SU
members in all activities.

* Annual report will be submitted to principal be SU in-charge after
compilation of all reports at the end of the year.
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SOP for Accounts (Tally Software)

Cash

* Cash Received (Fee, TC Fee, misc.) manually and same day entry.
e Pre-approval of Principal for any Cash Payment.

e Cash is paid only after Bill/College Voucher is provided.

® Necessary entries in Tally and sign by Principal.

* Grant, Various Remunerations, Salary Deduction (IT & PT) are received by cheque or NEFT.
¢ Pre-approval of Principal for any Bank Payment.
¢ Bank Payment Cheque is signed by Principal & Management.

e Concerned party is informed & cheque is given/collected by the party or sent to Bank for
NEFT.

e Necessary entries in Tally and sign by Principal.

e Every Month Salary JV.
e Management sends different entries and they are entered in JV.
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SOP for Paybill

Every Month payhbill is prepared according to Government format.

Paybill is submitted at Commissioner of Higher Education between 1 to 15 of every month.

|

Salary is credited in employee’s account within first week of the Month.

.

Necessary entries are done in Tally Software

-

Professional Tax & Income Tax cheques are signed by Principal & Management

|

Income Tax Challan is generated and paid (Bank of India). Professional Tax Challan also paid at

Bank. (State Bank of India)

|

After one week, college copy is received.

Professional Tax Income Tax
One Copy of Professional Tax Challan is sent to TDS information (Form 24Q & 27A)
Professional Tax Office at Lal Darwaja ' is sent to income tax dept. quarterly

(o o 5
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SOP for Fee Collection

Fee Collection Notice

i—> Three Days for Payment
Cash Payment of Fees

l — Student will write Sr. No. of Rs. 500
denomination and sign,

Fee Receipt to be given to student on the same day.

!

Collected Cash to be deposited to College Bank A/c on the same day.

-

Tuition Fee of boys is deposited at State Bank of India, Bhadra Branch

University Sports Fee 8 University Cultural Fee is deposited at IITE,

Gandhinagr through NEFT.

Cef /et
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SOP for Grant

Grant Release Order received by A.G. Teachers College from Government of Gujarat.

NEFT to A.G. Teachers College Bank A/c from Government of Gujarat

l — Principal is Informed about the Grant

Grant Utilization as per Guideline Circular

.

Inform to Grant Utilization Committee

|

Grant will be Utilized in Co-ordination with Department Co-ordinator

.

Utilization Certificate to be prepared by A.G. Teachers College.

v

Submit Utilization Certificate to the Sender of Grant

® Activity Grant (UDISHA, Saptdhara, AKAM, Panchprakalp, ECO Club, Innovation Club etc.)
e DEDF Grant

(=
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SOP for Financial Support to Staff

This scheme will commence from Academic Year 2023-24.

This fund cost will be borne by Ahmedabad Education Saociety.

Teaching & admin staff will be offered a sum of Rs. 1000 to Rs. 1200 as seed money per annum.

Seed money will be used only as registration fees for attending
seminar/webinar/conference/workshop/HRDC Courses/ SWAYAM Courses etc.

,

No T.A., Publication Charge etc. will be included in seed money.

!

Seed money will not be carry forwarded for next year and can’t be transferred to other colleague.

|

Seed money will be as reimbursement on producing original receipt of registration fees paid by the

staff.
p T . Prepared by: Reviewed by: Apkﬂ\ved v
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SOP for Audit

Statutory Audit

e Quarterly Audit is carried out.

* Auditor checks Cash Payment, Bank Payment, JV, Contra, Bank Receipt, Cash Receipt, Cash
Book, Bank Book, JV Book, Manually Fee Receipt Book, Misc. Income Book etc.

e Bank Passbook, Outward Register, Deadstock, Fee Register etc. are also checked.

* Incase of any Query, the Auditor suggests necessary action.

e After completion of Financial Year, Balancesheet is finalized.

Internal Auditor

e Half Yearly Audit is carried out.

* Auditor checks Cash Payment, Bank Payment, JV, Contra, Bank Receipt, Cash Receipt, Cash
Book, Bank Book, JV Book, Manually Fee Receipt Book, Misc. Income Book etc.

e Bank Passbook, Outward Register, Deadstock, Fee Register etc. are also checked.

* In case of any Query, the Auditor suggests necessary action.

* After finalization, the Auditor provides a consolidated Report of the year.
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SOP for Other Certificates (Bonafide, NCTE, Transcript etc.)

Application from Student

!

Verification of Documents with College Record

l

Certificate issued by A.G. Teachers College

* Relevant Documents asked by College to be provided.
e Transcript to be issued the next day.

e Transcript Fee Rs. 300/- (5 Copies given to student and 1 Copy kept in College Record)
e Other Certificates to be issued on same day.

ﬁ M Ap;\)ﬂw%
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SOP for Migration (For Other University Student)

Application for Migration Process and Form-1 to be submitted to A.G. Teachers College.

|

TC Fee Rs. 20/- Collected from Student
!

Verification of Student from College Record

l
TC Issued

!

TC No. to be written on Admission Form of Student

i
Form-1 Duly Signed by A.G. Teachers College Principal and TC is issued to student

!

Student will submit TC and Form-1 to respective University Online.

e For Issuance of TC, Documents asked by College to be provided.
e Contact details of student to be noted on the backside of the Application Form for communication.
e TC will be issued the next day after submission of Application.
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SOP for TC Allotment

Incoming Student Outgoing Student
College will give TC Application Student will bring TC Application from the College
To Admitted Student where he/she has taken Admission
!

l TC Fee Rs. 20/- Collected from Student
Student will submit TC Application Il
To Last Attended College Verification of Student from College Record

{ |
Last attended college will provide TC Issued
TC to the student !

il TC No. to be written on Admission Form of Student

TC will be submitted to
A.G. Teachers College Office

l

Resolution of Grievances, if any

|

Maintenance of College Records

|

e For Issuance of TC, Documents asked by College to be provided.
e Contact details of student to be noted on the backside of the Application Form for communication.
e TC will be issued the next day after submission of Application.
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SOP for Scholarship

Giving information to student about scholarship after Government of Gujarat circular

l — College will issue required certificates
(eg. Bonafide, Hostel)

Students fill and submit online Scholarship Forms on Digital Gujarat Portal and National Scholarship Portal
through their ID.

-

Hardcopy of Scholarship Application form & documents to be submitted in the Office.

|

Verification at College Level (Online Form + Offline Form)

|

Send to Higher Authority for verification in Government (Online) & Submission of Hardcopy of form to
Directorate

v

In case of any query, Form is returned to College ID

'

Query is sent to student’s ID

|

The College informs students personally also.

!

The Form is resubmitted once the query is resolved.

e Digital Gujarat Portal ID : 5897
e National Scholarship Portal ID : GJ-C01812

/7 e
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SOP for Admission

Admission from Affiliating University

.

Letter of Admission

'

Brochure for College Information

|

College Admission Form to be Filled by Student

|

Document Verification

v

Form & Document Submission

.

Student will fill Google Form to capture student data

;

Add students in College WhatsApp Group

-

Allotment of Roll No.

M( il
Pﬁby: Reﬁm—




([ o [AmzDA BAD ‘Fn)
‘ s 1@
A.G. Teachers College, Ahmedabad ] _///ﬁ
x
i ! L
Date of Preparation: Date of Approval: l?r L—22 Date of Implementation: { 5 ~ & -—}13

03 [02/2023

A. G. Teachers College-CTE, Ahmedabad
SOP for Attendance Report

Orientation about attendance and information of University regulation

}

Attendance will be taken by In-charge in assembly + Method wise attendance to be taken by
Method Master

Prior leave note will be filled for leave

Late coming students Register (o be maintained

Compile data on the basis of Assembly + Method attendance

!

Prepare Excel file and enter data of attendance regularly

|

Calculation of Attendance

—>  Monthly report to be generated and displayed

. !

Ordinance Criteria Fulfilled Ordinance Criteria not Fulfilled
Term Granted Medical Certificate and other document with

application collection to be submitted

}

Document verification by Principal and
Attendance In-charge

|

Needed Actions to be taken as per University norms

;"')-.u (':l i %’;‘E’lC[ "‘;'l‘?—'?—;‘”&r l“:ué-“: g!r: Y i]:l‘:j'
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SOP for Time Table Preparation (For Theory Papers)

Get Academic Calendar

;

Get Credit Allotment of Different Subject from Years Work Prof. In charge

-

Prepare Time Table as Per Academic Calendar and Credit Allotment

|

Send to the Principal for Approval

:

Display on notice board and circulate it to the students.

|

One Copy on Office Record

- 2 ek

1/C Principal
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SOP for Time Table Preparation (For Practical Work)

Academic Calendar

|

Get the details of Practical work and Professor Name for that task from the Practice Teaching
In charge Professor

Prepare Time Table consult with practice teaching in charge professor

|

Send to the Principal for Approval

v

Display on notice board and circulate it to the students.

'

One Copy on Office Record

r 77
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SOP for Practice Teaching & Practical work

Academic Calendar of College
|— If needed modification in

Scheduled dates to be done

Get Student’s list

l

Prepare groups as per practical work & practice teaching

(method wise/ school wise for relevant tasks)

v

Send to the Principal for approval

l

Display on notice board and WhatsApp group of the students

!

Send one copy to the professors and to the office for record

T | - 4 ol i o
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SOP for Prayer Assembly

Beginning of Academic Calendar
Get Time Table
Prayer Assembly Orientation

Schedule Professors’ Model Talk

|

Allocation of Prayer Assembly Portfolio to 2 to 4 interested students

|

Preparation of Prayer Assembly Schedule as per
Time Table

|

Prayer Assembly Schedule send to In charge Professor for Approval

Circulate Assembly Schedule to Students’ group through WhatsApp

Submission of Student’s Talk to In charge Professor for Approval prior
to execution

Execution of prayer assembly as per Schedule

v

Absent students will be deliver talk in assembly twice in next week

v

Constantly absent students send to meet Principal for further Action

= TeachorRévieheddyC TE Appr
. m ac -380009
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SOP for Centre for Pedagogical Innovation

Coordinator (Faculty &coordinator identifies the thrust area of the proposed
Program/Workshop/Event

|

Coordinator informs about the proposed program and seeks expert guidance, etc from the CPI
Director.

|

Faculty, Coordinator, and Director finalize the program.

.

Preparation of brochure

;

Broad circulation of brochure through different platforms

'

Registration/Enrollment of stakeholders.

}

Program/ Workshop/ Event.

!

Submission of a Program/ Workshop/Event report to the coordinator by the respective faculty

|

Maintenance of office records.

-

Prepare Annual Report

Prepared by: ﬁe by Amved‘byz/
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SOP for Exam and Internal Marks

Getting of Academic Calendar from University

'

Academic Calendar of College

.

Practicals & Practice Teaching CCE

| } '

Deciding Date, Time Table etc.
with the Principal

Theory Exam

Discussion & deciding dates of
practical works with programme-

CCE is conducted as per
guidelines of University

il in-charge by faculty members in
Intimation to respective professors l all subjects
to draw out question papers. Implementation
l !
Seating Arrangement Input of internal marks in college
l record
Implementation of Exam Schedule i
Il Verification & Computation of

Assessment by Subject faculty Marks
l )
Declaration of Results Display of Internal Marks on
! Notice Board
Resolution of Grievances, if any 1l
1 Resolution of Grievances, if any
Maintenance of College Records I
Submission of Internal Marks at
University
!

Filing of records at college office

PrepEred by: Rﬁtédb/v: A\Ff:;\)vec(y:
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SOP for CWDC/Sexual Harrasment/ICC

Constitution of the Committee is as per UGC norms.

,

Committee will look after any complain forwarded by aggrieved, existing student only.

,

The type of complaint can be of any type where at least one of the accused should be a student,

faculty or staff of the institute. Also, the complain could be related to the facilities provided at the
institute. l

Student has to file the complaint in written/online mode.

|

Cell will reflect on the complaint and initiate inquiry, if needed.

s

Based on the complaint if required, other institutional committees such as Grievance Redressal
Committee may be involved.

|

Based on the findings, complain will be resolved and necessary action may be taken, if needed.

|

Aggrieved student will be informed about action taken and aggrieved will provide the feedback
regarding his/her satistaction.

The time to be taken for resolution of the complaint will be dependent on the type and
seriousness of the complaint. However, each complain will be taken into consideration
within one working day. If need arise, in case of very serious complaint, the actions may be
initiated immediately to curtail the forthcoming consequences.

¢ Committee Members:

Presiding Officer Member Member Member

Dr. K. H. Yadav Dr. R. C. Patel Dr. N. U. Dhodi Mrs. G. R. Parikh
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SOP for Grievance Redressal Committee

Constitution of the Committee is as per UGC norms.

!

Committee will look after any complaint forwarded by aggrieved, existing student, faculty or staff
only.

-

The type of complaint can be of any type where at least one of the accused should be a student,

faculty or staff of the institute. Also, the grievance could be related to the facilities provided at the
institute. i

Student has to file the grievance in written/online mode.

-

Grievance cell will reflect on the complaint and initiate inquiry, if needed.

|

Based on the complaint if required, other institutional committees such as CWDC, Anti-ragging etc.
may be involved.

-

Based on the findings, complaint will be resolved and necessary action may be taken, if needed.

|

Aggrieved student will be informed about action taken and will provide the feedback regarding

his/her satisfaction.

The time to be taken for resolution of the complaint will be dependent on the type and
seriousness of it. However, each complaint will be taken into consideration within one
working day. If need arises, in case of very serious complaint, the actions may be initiated
immediately to curtail the forthcoming consequences.

e Committee Members:

Chairperson Nodal Officer Member Student Fiepréisgr;{aa\;e—l
Dr. K. H. Yadav Dr. S. L. Solanki Dr. R. M. Patel G.S. J
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PARTICULARS PERTAINING TO THE EMPLOYEE
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PROFESSIONAL TRAINING

(Certificates of merit, achievement and specialized training)

No. Subject Institution/Agency
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