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      DISCLAIMER 

 Updated on 25th August 2023, this HR Manual is a summary of HR policies, 

procedures, and practices at MIMA Institute of Management (MIMA).  

 

 However, this Manual does not supersede the requirements of AICTE, NBA or 

any other statutory/ non-statutory bodies. 
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1. PREAMBLE 

This HR Manual is a summary of HR policies, procedures, and practices at MIMA Institute of 

Management (MIMA). This manual acts as a guiding path to ensure that MIMA Institute of 

Management continues to be an employer of choice amongst Management education fraternity.  

The purpose is to provide a framework for MIMA employees thus, enabling them to meet the 

holistic requirements of ethics, diversity, and performance. All employees of MIMA must read 

latest version of Human Resource Manual to know the policy updates. This Manual shall be 

subject to periodic amendments as needed. Employees will be kept informed about such 

amendments.   

It is mandatory for every employee to abide by subject HR policies and procedures.  
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2. GUIDING PHILOSOPHY 

In addition to providing the procedural framework, this policy aims at aligning employees’ 

conduct with MIMA’s Vision and Mission. 

 

2.1 Vision  

To be amongst India’s top 100 leading business schools that nurtures Industry-ready 

professionals. 

 

2.2 Mission Statement 

 

1. To nurture future industry leaders with a strong business acumen and commitment 

towards business excellence. 

2. To foster learning mind set and enhance career opportunities in management field. 

3. To develop leaders who manages diverse teams in multidisciplinary business projects. 

 

MIMA aims at transforming students into socially competent and good corporate citizens by 

conducting domain specific sessions, behavioural development workshops, and psychometric 

assessments especially comprising of:   

 Contemporary knowledge base. 

 Interpersonal and team working skills. 

 Attitude, personality, and leadership abilities. 

 Thinking, articulation, and communication ability. 

 Business analysis and information-based decision-making skills. 

 Aspirations, sense of self-responsibility and inner drive to succeed. 
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2.3 MIMA’s Organogram 
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3. SERVICE RULES 

3.1 Equal Employment Opportunity 

It is a policy of the Institute to give equal opportunity to all employees and applicants for 

employment regardless of religion, race, creed, caste, colour, gender, disability, and age. The 

policy applies to employment, promotion, compensation, and termination. Employees are not 

denied benefits or subjected to discrimination under any program or activity of the Institute. 

Discrimination is prohibited against any applicant or employee in hiring, review, promotion, 

discharge, or other aspects of employment on the basis of a person's disability; if a person is 

qualified and able to perform the "essential functions of the job with reasonable 

accommodation." 

 

3.2 Standard Working Clauses 

 

Leaves 20 leaves in 1 academic year (accrued monthly) 

No accumulation encashment permitted to the next academic year 

Office timings 10.00 a.m. To 6.30 p.m.  

Dress code Strictly formal 

Lunch time 1.00 p.m. To 1.30 p.m.  

Weekly off  All Sundays 

and 

1st and 3rd Saturdays 

Holidays 12 Public Holidays and 4 National holidays 

Compensatory off For working on Sundays/public holidays, only with prior approval of 

related Asso.Dir./Dir./Dir.Bus./Gr.Dir. 

 

     Office Timing: 

a) Employee shall report to office at 10.00 a.m. 

b) Employee shall work for minimum 8.5 hours (including lunch) on all working days. 

c) In case an employee is on half day leave, he / she must be present on duty for 

minimum 4.00 hours (excluding lunch time) in the office, failing which he shall be 

treated on full day leave and marked accordingly. 

d) Half day leave shall be marked in case an employee reports after 10.30 am or leaves 

before 5.30 p.m. on any working day. Any employee taking undue advantage of this 

provision shall face disciplinary action. 

e) There will be no concession in reporting timing for any reason unless an employee 

is on official duty. 
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f) Associate Director shall have authority to allow his subordinates to report on duty 

before 10 am or work late in the evening or on Sundays / holidays or work from 

Home as required by obtaining pre / post facto approval from Director / Group 

Director. 

g) In case an employee does not punch on any day, he shall be marked as absent for 

half day or full day. 

h) Employee shall intimate his/her Associate Director and Admin. Dept. in case of 

coming late or going early or in case of unplanned leave as an exigency. 

3.3     Leave 

a. 20 pre-approved leaves are allowed in one academic year. Even if the said leaves 

are not availed, they can neither be carried forward nor encashed. 

b. Leaves / Tours / On duty must be communicated and approved through E-mail in 

advance or immediately on availing it, failing which leave will be marked employee 

concerned appropriately and/ or employee’s salary shall be deducted. 

c. Adjoining Leaves:  

Employees taking full day leave combined with prefixed and/or suffixed to a 

holiday or weekly off may note that such a holiday/weekly off shall be considered 

as leave. I dint get it 

d. Maternity Leave:  

26 weeks of maternity leave is allowed to female employees; out of which 8 weeks 

may be availed prior to the expected delivery date and balance 18 weeks post-

delivery. In case of miscarriage or stillbirth, the leave of 6 weeks post event is 

allowed. Concerned employee shall apply for maternity leave at least 10 weeks 

prior to expected delivery date along with all necessary documents and report from 

a registered medical practitioner. 

 

3.4    Soliciting / Canvassing 

Canvassing, placing signs and posters for solicitation purposes, chain letters, and collections 

of any kind and sales of tickets or merchandise are prohibited on the MIMA premises. All 

employees are prohibited from indulging in any personal/social activity utilizing the institute’s 

resources and facilities. Any faculty found indulging in conducting tuition classes or coaching 

classes, remunerative or otherwise would be suspended with immediate effect.  
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3.5   Employment of Relatives 

No individual shall be employed in a department or unit, which will precipitate a subordinate-

superior relationship between individual and any of her/his relative. "Line of authority" means 

authority extending vertically through one or more organizational levels of supervision of 

management. For this policy, relatives are defined as husband, wife, parents and children, 

brothers, sisters, and any in-laws.  

 

3.6   Conflict of Interest 

An employee of the institute shall avoid actual or apparent conflicts of interest between her/his 

obligations/ responsibilities within the institute and beyond. 

 

3.7   Confidential Information 

Confidential information shall not be discussed or made available to anyone until it has been 

approved for release by the competent authority. Any person found using classified information 

will invite suitable disciplinary action against her/him. Without prior sanction from the 

management, no employee can engage with media or publish any statement either by name or 

anonymously about issues related to the institute.  

 

3.8 Intellectual Property   

Any intellectual property including but not limited to Research papers, case studies, patents 

and authorship of textbooks or chapters there in or any work created by an employee in the 

course of employment at MIMA shall be the property of MIMA.  Work, for the purpose of this 

policy refers to written, creative or media work.  All source material used in presentation or 

written documents must be acknowledged. 

 

3.9 Political Activities 

As an individual, every employee of the institute shall retain all rights and obligations of noble 

citizenship. However, no employee of the institute shall be a candidate of a political party 

seeking votes while employed with the institute or take part in any political campaign while in 

employment of MIMA. 
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3.10 Disruptive Behaviour 

Any employee, acting individually or in involvement with others, who clearly obstructs or 

disrupts any teaching, research, administrative, disciplinary, or public service activity, or any 

other activity authorized to be discharged or held on the campus of the institute is considered 

to have committed an act of gross indiscipline and is subject to disciplinary action that may 

include termination of services and/or litigation. 

 

3.11 Outside Employment / Professional Assignment 

No parallel employment of employment outside the institute is not permitted while an 

employee is in the full-time service of MIMA. Use of institute’s property for moonlighting is 

strictly prohibited. An employee shall seek written permission of the management before 

taking up any professional assignment. 

 

3.12 Malpractices 

Any form of malpractice by an employee connected with admissions, academic activity, 

examinations, placements or other activities of the institute shall be dealt with strictly. 

 

3.13 Safety 

Safety on the job and care of MIMA’s property and equipment is the responsibility of all 

employees. Every effort shall be made by the employees to avoid carelessness. It is necessary 

to report unsafe working conditions and any on-the-job injury, regardless of severity, to the 

administration immediately. A qualified doctor is available for any emergencies.  Basic 

medicines shall be provided to all employees at the cost of management. 

 

3.14 Attendance 

Employees shall report to work on time. Tardiness and absenteeism shall attract disciplinary 

action against the employee. 
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4. RECRUITMENT POLICY 

 

MIMA Institute of Management offers an equal opportunity in employment, where all 

individuals shall be considered based on their relevant qualification, merits, skills, and abilities. 

Recruitment processes shall be fair, and confidential. 

 

4.1 Manpower Planning  

Manpower planning shall be based on the faculty norms laid down by AICTE and requirement 

at the institute. Associate Director of the respective department in consultation with the 

Director shall assess existing faculty workload and evaluate the need for recruitment. Such 

requirement shall be conveyed to Director and Gr. Director for approval.  

All positions shall be advertised on the institute’s website, official Social Media webpage, 

Social Media Channels like i.e. Academic WhatsApp groups, newspapers inviting applications. 

 

4.2 Selection Process  

The applications shall be scrutinised by Associate Director in case of faculty and Registrar in 

case of non-teaching staff.  Associate Director along with the Director shall shortlist the 

applicants.  An institute level committee / selection panel comprising of Director, Registrar, 

Associate Director and Eminent / Senior Faculty members and an industry expert from the 

related field shall be formed. After due interview the said panel shall submit feedback of the 

candidates interviewed to Director with their recommendations. 

 

4.3 Job Offer 

All selections shall be reviewed and approved by Gr. Director and Director prior to extending 

a job offer. Selected candidate(s) shall be communicated the job offer on email. Its 

acknowledgement and acceptance shall confirm a candidate’s appointment following which an 

appointment letter shall be issued based on which the candidate joins duty.   
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4.4 Joining Report  

At the time of joining, employee shall submit joining report to the office along with documents 

as below: 

 

   

S. No. Particulars Remarks 

1 Resume   

2 
Identity card, Aadhar Card, PAN Card, Bank Passbook – First 

Page (All in One Page), Driving Licence, Passport Copy  

3 Present & Permanent Residence Proof  

4 10th /12th Certificates & Mark sheets   

5 
Graduation / Post Graduation /Ph. D Certificates / M. Phil / NET 

Certificate & Mark sheet   

6 Refresher Course / FDP Certificates   

7 Recognition: P.G. / M. Phil / Ph.D. Guide   

8 M. Phil Students Declaration Certificates  

9 Ph.D. Students Declaration Certificates  

10 Books Published – Cover Page & Index  

11 
Research Papers Published – Cover Page of the Journal, First Page 

& Last Page of Research Paper  

12 

Lectures Delivered 

a: Academic: Seminar, Conference, etc. 

b. Social / Other  

13 Awards Received  

14 Experience letter from all previous employers   

15 
Resignation Letter / Relieving / Experience letter from last 

employer   

16 Last salary / Pay Slip/ Form 16   

17 Joining Report   

18 Employee Information Form of MIMA   

19 Nomination Letter For MIMA   

20 Self-Photo - 2 Nos. & Nominee Photo – 1 No.   

21 PF Declaration Form -11   

22 Confidentiality Undertaking    

23 Copy of Appointment Letter   

24 Copy of Confirmation Letter    

25 Copy of Increment Letter   

26 Medical Fitness Certificate from an MBBS Doctor   
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4.5 Induction and Orientation  

MIMA Management shall arrange induction and orientation of new incumbents viz. MIMA’s 

history, facilities and major policies of the institute, job responsibilities, benefits, growth 

opportunities, working procedures and leave rules, etc.  

 

4.4 Non-teaching Staff 

Similar procedure shall be followed for the candidate joining non-teaching role.  

                                                                     

4.5 Permanent/Adjunct Appointment 

Depending on the requirements appointments shall be made for Adjunct faculty. Keeping any 

employee on probation shall be Director’s discretion.  
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5. REMUNERATION, REWARD & BENEFITS 

5.1 Type & fixation of salary: 

Remuneration of an employee shall be fixed based on his present emoluments (evidence for 

which shall be provided by concerned employee), market trend statutory requirements, post, 

qualifications, experience. 

 

5.2 Payment Mode of Salary:  

Monthly salary shall be deposited employees account in a designated bank viz. HDFC Bank. 

All employees shall open savings bank accounts in designated bank and inform the details to 

Accounts Department in writing within 7 days from the date of joining. 

 

5.3 Other benefits: 

a. Provident Fund (Employer’s contribution) 

b. Gratuity 

c. Medical insurance / Group insurance 

d. Travelling allowance in accordance with MIMA’s ‘Finance and Procurement 

Policy’. 

 

In addition to the abovementioned, the faculty shall receive incentive for the specific tasks 

executed by them as follows: 

Task Amount 

Completing Ph. D. Rs. 1,50,000 

Publishing Research paper (SCOPUS/UGC CARE) Rs. 25,000 per paper 

Writing cases Rs. 7,000 per case 

Publication of a book / e-book 
Rs. 50,000 per title on producing 

PDF 

Sourcing professional assignment  

(Consulting / MDP / EDP etc) 
2 % of the Gross revenue 

Executing professional assignment  

(Consulting / MDP / EDP etc) 

1/3rd of the net profit from the 

assignment. 

 

5.4 Payroll Deductions: 

The following deductions shall be made from employee’s gross salary: 

i. Gratuity (In accordance with the Gratuity Act in force) 

ii. Income Tax (In accordance with the Income Tax Laws in force) 

iii. Professional Tax (In accordance with the Professional Tax Act) 

iv. Provident Fund (Employee’s contribution) 
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6. PERFORMANCE & PROMOTION 

MIMA shall appraise faculty annually by evaluating performance and contribution of the 

faculty which may or may not result in salary revision or promotion.  

Associate Director shall appraise faculty/ employee   of respective department and recommend 

suitably to Director.   

Director shall appraise Associate Directors, Director – Business, Account Head, and Registrar.  

The performance appraisal shall be based on various factors viz. students’ development, 

students’ feedback, research carried out, FDPs conducted, MDP/EDP programs conducted for 

industry, institutional development.  

In case there is any change in terms of employment (promotion, re designation, salary revision, 

additional responsibilities, change in job / role, change in reporting authority etc.) written 

communication shall be issued to concerned employee. 

The employee’s personal file shall be updated with relevant documents at the Registrar’s office.  
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7. GRIEVANCE AND APPEALS 

Institute has a grievance handling committee(s) for addressing employees’ grievances. The 

institute has an Internal Complaint Committee (ICC), for prevention of sexual harassment at 

workplace. MIMA shall maintain total confidentiality of grievances received and addressed. 

 

7.1 General Grievance Committee and its Objectives:  

Any employee may represent her/his grievance about working relationships, working 

conditions, employment practices or interpretation of policy discrimination based on 

race, colour, religion, sex, sexual orientation, national origin, age, disability, and status, 

reorganization, program modification or financial exigency.  

 

7.2 Procedure for Grievance Redressal:  

Misunderstandings and difficulties sometimes occur in a workplace. While most of such 

situations may be handled in respective department some may attract special attention.  

7.2.1 First Level – The employee shall seek a remedy through consultation with her/his 

immediate superior. 

7.2.2 Second Level –If the grievance cannot be resolved satisfactorily at the earlier stages, 

the employee shall present his / her grievance to the Director. 

 

7.3 Grievance Redressal Committee/Internal Complaint Committee - This committee 

shall assist employees and staff to record their complaints and solve their problems 

related to academics, resources, and personal grievances. It shall work for healthy 

working atmosphere among the staff, students & parents.  

  



 
 

MIMA/HR POLICY/2023-24 
 

 

7.4 Faculty & Staff Grievance and Complaints  

MIMA Grievance Committee 

Faculty Grievance Redressal Committee 23-24 

S. No Name 
Designation / 

Representation 
Role Contact Number 

1 Dr. Sachin Lele Director Chairperson  9850043910 

2 CA Piyush Nathani 
Registrar and 

Director IQAC 
Member 7350120150 

3 Dr. Aditya Bavadekar Director - Business Member 9850443887 

4 Ms. Poonam Kalawat 
Student Admission 

Counsellor 
Member 7447402503 

5 Prof. R V Raja Kumar 
Ex Officio DTE 

AICTE 
Member 

complaint@aicte-

india.org 
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8. Internal Complaints Committee ( ICC) 

MIMA has constituted an Internal Complaints Committee (ICC) whose main objectives are to 

ensure a harassment-free environment for all those who are studying or working in the institute, 

and to address any complaint pertaining to harassment viz.  Sexual harassment, gender-based 

harassment.  

It is applicable to all students, staff, and faculty. Such complaint may be lodged in writing  by 

the victim or a third party It may be noted that according to guidelines of Hon’ble Supreme 

Court of India “Sexual harassment” is defined as "unwelcome" sexually determined behaviour 

(whether directly or by implication) viz :  

a. Physical contact and advances 

b. Demand or request for sexual favours 

c. Sexually coloured remarks 

d. Showing pornography  

e. Other unwelcome physical, verbal, or non-verbal conduct of a sexual nature.  

The committee shall endeavour: 

a. To provide conciliation to settle the matter between the appellant and the 

respondent. 

b. To conduct due inquiry within stipulated time frame (90 days) as prescribed in the 

Act. 

c. To submit report on concluding enquiry to Director. 

d. To ensure total confidentially in conciliation proceedings records. 

e. Provide easy access to the victim to express. 

The committee consists of following members: 

MIMA Internal Complaint Committee (ICC): 

Internal Complaint Committee (ICC) 

S. 

No. 
Name Role 

Designation / 

Representation 
Contact Details 

1 Dr. Swati Yeole Chairman Associate Professor 9518546058 

2 Prof. Radni Chitale Member Assistant Professor 9168606583 

3 Dr. Aditya Bavadekar Member Director - Business 9850443887 

4 Dr. Amit Patil Member Asso. Director - ABM 8888826099 

5 Prof. Nitpal Singh Chug Member Asso. Director - PHM 8888844016 

6 CA Piyush Nathani Member Registrar 7350120150 

7 Ms. Taniya Katiyar Member Student Counsellor 9168606581 

8 Ms. Mahima Ugale Member Assistant Professor 8888844013 

9 Ms. Varsha Saklecha Member Assistant Professor 9407150407 
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10 Ms. Deepali Ghate  Member Non-Teaching Staff 9762745305 

11 Ms. Alisha Rani Member Student - BA 8102270089 

12 Ms. Aditi Zade Member Student - ABM 8657355455 

13 Ms. Pranjali Wagh  Member Student - PHM 9082221324 

 

24*7 Women Helpline Numbers 

Particulars Contact Number 

Mrs. Vaishali Sarakniya 7020752899 

Mr. Vivekanand Akolkar 8888856030 

 

8.1 Co-operation in Internal Investigation 

All employees of the institute shall cooperate in any internal investigation conducted 

during her/his employment and when directed by her/his immediate superior/ persons who 

has been given investigative authority by the Director.  

 

8.2 Disciplinary Action  

It is obligatory for employer to set and maintain conducive working conditions for 

employees to work. Although any disciplinary action may attract sanctions against an 

employee, the primary purpose is not to victimise anybody but to maintain and improve 

performance at the organisation overall. The purpose of these procedures and disciplinary 

rules is to establish equitable and consistent standards throughout the institute and to 

ensure that disciplinary action is exceptional, fair, and reasonable in the circumstances if 

at all needed.   
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9. RESEARCH & DEVELOPMENT POLICY 

Faculties are encouraged to carry out research, publish research papers, author books, 

write cases, and use the same as while teaching.  

Faculties shall be incentivised to carry out research as per ‘Research Incentive Policy’ 

shared separately. 
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10. EMPLOYEE SEPARATION 

 

10.1 Termination  

Employment contract may be terminated by the management at any time for cause, without 

prior notice. The Cause includes, but not limited to, any act of dishonesty, conflict of interest, 

and breach of confidentiality, harassment, insubordination, or careless, negligent, or 

documented poor work performance. In Case of any termination Management may compensate 

the employee as defined in his/ her appointment letter.  

 

10.2 Resignation 

Employee shall serve notice of intended separation as defined in his appointment letter. 

Acceptance of an employee’s resignation shall be at the discretion of the management.  

 Once his resignation is accepted, an employee shall serve his notice period or compensate 

MIMA in lieu of the same as mentioned in appointment letter. Notice period may be waived or 

reduced at the discretion of Director. If, she/he remains absent during notice period, dues shall 

be recovered from the employee. 

Faculty shall not severe relations with MIMA anytime during June 1st to April 30th of any 

academic year. 

The faculty shall not be relieved from duties and further shall be liable to compensate the 

institute, in case faculty leaves services during the said period.  

While separating, employee shall hand over all official records and files to the reporting head 

or head of department along with detail status of jobs completed and pending. All the institute’s 

property shall be returned by the employee while leaving the organization and due clearance 

obtained MIMA reserves right to recover cost of lost property, documents from such an 

employee.  
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11. DISCLAIMER 

Any ambiguity/ clarifications / doubts arising out of interpretation of the text of this Manual 

be proactively discussed with the policy management whose decision shall be final and binding 

on all the stakeholders. 
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1. Introduction:  

 In the era of VUCA world, the business environment and landscape is changing 

dramatically. As a premier B-School, it is our responsibility to nurture research 

capabilities amongst the faculty and students. In a view to provide a systematic 

approach to ongoing and proposed research activities, this research policy is being 

designed to provide incentive to faculty.  

 

2. Objectives 

a) To foster world-class academic research by the faculty members  

b) To inculcate academic rigor in overall curriculum delivery.  

c) To conduct research on contemporary issues which would make significant 

contribution to the existing knowledge base  

d) To incentivize faculty’s research bent and hunger to publish his/her research work 

in the world’s top rated journals and periodicals.  

 

3. Details:    

3.1 For publishing research papers, MIMA shall provide following monetary 

incentives 

Sr. 

No 
Type of research output Incentive 

1 
Publication of research paper in SCOPUS 

Indexed journals 

*Rs. 25,000/ per paper on 

producing proof of publication. 

2 
Publication of research paper in UGC CARE 

Listed journals 

*Rs. 25,000/ per paper on 

producing proof of publication. 

3 
Publication of case study/caselets in approved 

journals/publications by MIMA 

**Rs. 7,000/ per case on 

producing PDF. 

4 Publication of a book /e-book  
***Rs. 50,000 per title on 

producing PDF  

        

 

 



MIMA/RESEARCH POLICY/2023-24 
 
 

  3.1.1 Above incentives are subject to  

 *Incentive in 1 & 2 above shall be paid on faculty providing to the director a 

copy of the journal in which research paper is published. Said compensation is 

inclusive of cost of authoring and publishing the research paper and shall be 

paid after necessary verification and recommendation by Director.   

 **Incentive in above shall be paid on faculty providing to the Director PDF of 

the research paper .Said compensation is for authoring/editing the caselet / 

research paper and shall be paid after necessary verification and 

recommendation by the director. Cost of publishing the research paper shall be 

borne by the Management.  

 ***Incentive in 4 above shall be paid to the concerned faculty after he/she 

submits a soft copy PDF to the Director. Said compensation is for authoring a 

book shall be paid after necessary verification and recommendation by the 

director. Title of the book, scope and pre-print version must be approved by the 

Director beforehand.  

 The research work must have author affiliation of MIMA clearly mentioned. 

Research papers published for PhD and having affiliation of the respective 

university will not be eligible for any incentive.  

 In case of a joint publication by two or more faculty, the amount will be divided. 

 The research work must be in the final version of the published journal. Mere 

acceptance or review is not eligible for any incentive.  

 If any faculty is found to have used plagiarised material or borrowed from any 

already published material, disciplinary action would be initiated against 

him/her leading to penal action including termination of services.  

 After receiving incentive, a faculty must serve the institute at least for 1.5 years. 

The institute shall monitor the performance of the faculty. Deficiency if any on 

the part of the faculty will attract disciplinary action including termination of 

services. In such case management reserves the right to recover the amount paid 

to faculty as grant.  
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3.2 Incentives for completing Ph.D. research work during a faculty’s tenure at 

MIMA 

                

3.2.1 Monetary: 

 An incentive of Rs. 1.5 lakhs shall be provided to a faculty on the award of 

Ph.D. or fellowship programs offered by leading Universities and institutions 

falling under UGC.  

 Upon receiving the incentive, concerned faculty must serve the institute for next 

3 years. The institute shall monitor the performance of the faculty. Deficiency 

if any on the part of the faculty will attract disciplinary action including 

termination of services. In such case management reserves the right to recover 

the amount paid to faculty as grant.  

 

3.2.2 Non-Monetary: 

 A faculty can avail full paid leaves for major research activities such as six 

monthly presentations and research review meetings at the respective 

universities subject to prior approval by the Director.  

 For pre-submission and Ph.D. Viva, a full paid leave of 8 days may be availed 

by the faculty, subject prior approval  by the director,  

 

The policy supersedes any previous communication on above subject and is subject to 

change.  
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1. MIMA shall enrol students strictly as per AICTE norms. 

2. A student seeking admission shall fill in `MIMA's Admission Form' online/ offline 

along with documents needed before/ on the stipulated date. 

3. Student shall appear for any of the entrance examinations as approved by AICTE viz. 

CAT/MAT/CMAT/ATMA/Mah. CET/XAT. All examinations shall be treated at par. 

4. Candidates shall be admitted based on their performance in: 

a. SOP (Statement of Purpose) Writing, 

b. Group Discussion, 

c. Personal Interview. 

d. Academics 

            Evaluation parameters and marking system shall be mentioned in MIMA's Prospectus. 

5. Letter of Intent (LOI) shall be mailed to all the shortlisted candidates. The candidate 

shall confirm admission by submitting requisite documents, fees and other terms 

mentioned in LOI. 

6. Admissions team shall prepare Merit list of 60 shortlisted and 40 waitlisted candidates 

for every program along with their consolidated scores as per parameters prescribed in 

the CRM system. No manual Merit list will be prepared. 

7. Original score cards of the process conducted in step 5 will be maintained. 

8. Admission Team / Task Force:  

Admission Head - Dr. Aditya Bavadekar (Director - Business) 

Program ABM PHM BA 

Team Leader Dr Amit Patil Prof. Nitpal Singh Mr. Hemant Solanki 

Team Members 
Ms. Snehal Ms. Shraddha Ms. Taniya 

    Ms. Poonam 

 

 



MIMA/ADMISSION POLICY/2023-24 

  

 

 

9. Resources:  

a. PGDM Business Administration: All Counsellors, portals, colleges, coaching 

centres. 

b. PGDM Agri-Business Management: Existing academic resource persons and 

Counsellors for outside Maharashtra Candidates and All Counsellors, portals, 

colleges, coaching centres. 

c. PGDM Pharmaceutical Management: Existing academic resource persons and 

Counsellors for outside Maharashtra Candidates + All Counsellors, portals, 

colleges, coaching centres. 

10. Director - Business with Admission task force members shall meet academic resources 

to build goodwill and identify resources for admissions. 

11. The fllowing should be adhered to :- 

a. Average income of a student's parents shall be mentioned in the Admission Form. 

b. Student shall deposit all the course fees as per schedule mentioned in the 

Prospectus. 

c. Admission Team shall help the students for documentation of student’s loan, 

however it's not the responsibility of institute/admission team to get said loan 

sanctioned which the sole discretion of a bank. Whether loan is approved or 

otherwise, student shall pay fees as per M1MA's schedule, else will be debarred 

from all academic activities. 

d. Associate Directors or Admission Team shall not assure students of any job, though 

MIMA is determined to provide all necessary assistance to the student for 

placement as per SOP.  

e. Students who have been shortlisted in the Merit list may pay fees in the window of 

our website as per specified dates. 

f. Teaching faculty members may be engaged as required for presentation and 

counselling students. 

g. Prospectus for prospective Academic Year shall be ready by mid of November of 

current academic year. 
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INCENTIVE POLICY: ADMISSIONS 

1. Incentive of Rs. 5,000/ per seat shall be paid to the co-ordinator instrumental in the 

particular admission. 

2. Incentive shall be paid only after every division achieves minimum 55 admissions (net of 

cancellations). 

3. Incentive shall be paid on total receipt of the 1st year fees. Here, fees would mean the 

committed instalments as mentioned in the LOI informed to the student at the time of offer 

of admission. The faculty responsible for students' relationship is also responsible for 

recovery of fees. Dr. Amit Patil, Prof. Nitpal Singh, Dr. Aditya Bavadekar and Mr. Hemant 

Solanki shall keep students' relationship active. 

4. There shall be no payment of incentive on advance against any admission. 

5. Incentive shall be paid to employees who are in full time service of the organisation. Any 

contractual employees or employees on notice period or resigned from the service are not 

entitled to the incentive. 

6. Any changes/suggestions in the policy mentioned herein shall be done only upon prior 

discussion with Director. However, decision taken by Director – Business shall be final 

and binding. 
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1. PREAMBLE 

Ragging is a cognizable offence for which the police can arrest the offender. This heinous practice has 

caused deaths and suicides of many bright students in the 

recent  past  in  India,  forcing  Hon’ble   Supreme  Court  to  take  a  serious  view  of  the  menace, and 

prescribe  deterrent  and  justifiably  harsh  punishment  to  those  guilty  of  ragging.   

 

So,  a ragging  complaint  against  a  student,  if  found valid  after  investigation,  can  straight away 

become a criminal case and land the perpetrator in legal process. The Institute is bound to take strong 

action against him / her, further, the law of the land will take its own course. . 

The excuse that ragging is a harmless interaction of students with their classmates or juniors is no 

longer tenable.  The so called induction  sessions  often  cross  all  barriers  of  human  decency  and 

degenerate  into  gruesome  incidents.  This is  viewed by  experts  as  a  serious  flaw  in  the schooling 

and upbringing of the offenders. 

According to clinical psychologists and counselors, ragging can impact the victims in many ways.  It 

can lead to negative repercussions  like  low  self-esteem,  depression  and  anxiety,  a 

negative  valuation  of  oneself  and  frustration  at  being  helpless  and  not  being  able  to  defend  

oneself.  This not only  affects  the  academic  performance  of  the  individual,  but  brings  down the 

prestige of the Institute in general. 

As per  the  Supreme  Court  directives,  the primary  responsibility  of  preventing  ragging  rests 

with  the  educational  institution  itself,  by  sensitizing  the  students  and  parents  on  the  highly 

immoral side of it, cautioning the students that indulging in ragging can dash all their career goals, and 

by taking stern action against the offenders. 

 

2. REFERENCES 

● Judgments of Hon’ble Supreme Court of India 

● Report of the R.K. Raghavan Committee appointed by Hon’ble Supreme Court 

● Regulations and Guidelines from the University Grants Commission of India 

● AICTE directions on Anti-ragging policy 

2.1 Context / Background 

MIMA has put in place a structured mechanism to monitor ragging related issues and met out the most 

stringent punishment to the wrong doers. Our campus is 

under  constant  camera  surveillance;  we  have  an  Institute-level  Anti-

ragging  Committee  to  oversee  and  enforce the anti-ragging regulations in letter and spirit. 
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3. Clauses  

 

3.1 What Constitutes Ragging? 

According to the Honorable Supreme Court of India, ragging means: “Any disorderly conduct 

whether by words spoken or written or by an act which has the effect of teasing, treating or 

handling with rudeness any other student, indulging in rowdy or undisciplined activities which 

causes or is likely to cause annoyance, hardship or psychological harm or to raise fear or 

apprehension thereof in a fresher or a junior student, or asking the students to do any act or 

perform something which such student will not in the ordinary course and which has the effect 

of causing or generating a sense of shame or embarrassment so as to adversely affect the physique 

or psyche of a fresher or a junior student.” 

Specifically, ragging constitutes  any  one  or  more  of  the  following  acts  (the  list  is  only 

illustrative): 

a. Any conduct by any student or students 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. 

b. Indulging in rowdy or undisciplined activities by any student or students which causes or are 

likely to cause annoyance, hardship or psychological or physical harm or to raise the fear or 

apprehension thereof in a fresher or any other student. 

c. Asking the students to do or perform any act which such student will not in the ordinary course 

do, and which has the effect of causing or generating a sense of shame or torment or 

embarrassment  so  as  to  adversely  affect  the  physique  or  psyche  of  such fresher  or  any 

other student. 

d. Any  act  by  a  student  that  prevents,  disrupts  or  disturbs  the  regular  academic activity of 

any other student or fresher. 

e. Exploiting the services of a fresher or any other student for completing the academic tasks 

assigned to an individual or a group of students. 

f. Any act of financial extortion or forceful expenditure burden put on a fresher or any other 

student by other students. 

g. Any  act  of  physical  abuse  including  all  of  its  variants,  sexual  abuse,  homosexual 

assaults, stripping,  and forcing obscene and lewd acts, gestures, causing bodily harm or any 

other danger to health or person. 

h. Any  act  or  abuse  by  spoken  words,  e-mails,  posts, or  public  insults  which  would  also 

include  deriving  perverted  pleasure,  vicarious  or  sadistic  thrill,  or  showing  off  power, 

authority  or  superiority,  or  passively  participating  in  the  discomfiture  to  any  fresher  or

  any other student. 

i. Any  act  that  affects  the  mental  health  and  self-confidence  of  a  fresher  or  any  other 

student  with  or  without  an  intent  to  derive  a  sadistic  pleasure  or  showing  off  power, 

authority or superiority over any fresher. 
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Purpose 

To  ensure  that  no  ragging  takes  place  in  the  Institute . 

 

Scope: All MIMA enrolled students 

Policy Statement 

MIMA’s motto: Zero Tolerance to Ragging. A firm NO to ragging in any form. 

 

3.2 Prohibition of Ragging 

Ragging in any form is strictly prohibited within the Institute Campus including the Departments, 

classrooms, library, in Cafeteria and on Playgrounds, in Parking etc. 

3.3 Punishment 

 

a. By the Institute 
● Filing FIR with the Police Department. 

● Cancellation of admission 

● Suspension from attending classes. 

● Withholding/withdrawing scholarship/fellowship and other benefits 

● Debarring from appearing in any test/examination or other evaluation process 

● Withholding results 

● Debarring from representing the institution in any regional, national or international 

meet, tournament, youth festival, etc. 

b. By the Law & Order Agencies 

Over and  above  the  Institute-level  action,  there  will  be  strong  police  and  legal  action. Ragging 

is a cognizable offence under the law of the land, and Hon’ble Supreme Court has ruled that 

the  punishment  to  be  meted  out  has  to  be  exemplary  and  justifiably  harsh  to  act  as  a deterrent.  

According to  relevant  sections  of  The  Indian  Penal  Code  (IPC),  those  found  guilty  of  

ragging  related offence  can be punished with imprisonment or fine or both. The 

quantum of punishment varies with the gravity of the crime.   

For example,  Section  323 which deals with  the  cases  of voluntarily  causing harm ,  can 

lead  to  imprisonment up to one year  or  fine  or  both. 

Section 306 which deals with abetment to suicide, specifies the punishment 

as  imprisonment  up  to  ten  years  with  or  without  fine.  Some other sections of 

IPC   in   this   context   include    

Section   341 (wrongful   restraint),   Section   506   (criminal intimidation), Section 302 

(murder), Section 307 (attempt to murder), etc. 
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3.4 Measures to Curb Ragging 

 

a. Before Admission: 
 

The Admission  and  Registration  Form  at  the  time  of  registration  for  a  semester  will 

require an Affidavit, duly signed by the student and same will be shared with the parent. 

Draft of the Affidavit required is given at: 

 

 Annexure I – Anti-Ragging Affidavit by a student 

A student will not be admitted /registered until the Affidavit mentioned above is submitted. 

b. On Admission and Registration: 

 

 Every student, at the time of Registration will be given a copy of this policy outlining 

details of the Anti-Ragging Regulation for which he / she shall sign having received it, 

and its record will be maintained in the Institution. 

 

 This policy has the necessary instructions to students on whom to contact in case of any 

ragging incident or any attempt at ragging. This includes the contact mobile numbers 

of Anti-Ragging Committee members, Faculty Mentor 

and designated persons of the Institute Administration, the same contacts also 

mentioned in the student manual which shared to all of them during first day of the 

induction program.  

 

3.5 Anti-Ragging Committee 

 

The Institute  has  set  up  an  Anti-Ragging  Committee  headed  by a  Senior  Professor/ Committee 

Chairman.  It will comprise senior faculty members, staff and a Police representative.   

This Committee  will  ensure  that  no  incidents  of  ragging  as  given  in  this  Regulation  takes 

place,  and  it  will  also  monitor  and  ensure  that  the  instructions  of  this  regulation  are  fully 

followed in letter and spirit at all times. 

The Committee  will  also  maintain  the  strictest  vigil  at  all  times  and  ensure  that  the  Anti-

Ragging  Squad  of  the  Institute  carries  out  its  functions  properly.  It  will  deliberate  on  the 

reports  of  the  Anti-Ragging  Squads  or  of  any  other  person  who  witnesses  the  incident  of 

ragging, or on the complaint of any fresher or other students, and determine the punishment, namely, 

Institute level disciplinary action or filing FIR with police or both. 
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Composition of Anti-Ragging Committee: 

Anti-Ragging Committee as on 25th August 2023 

S. No Name Role 
Designation / 

Representative 
Contact Details 

1 Dr. Sachin Lele Member Director 9850043910 

2 Dr. Amit Patil  Member Associate Director 8888826099 

3 Prof. Nitpal Singh Chug Member Associate Director 8888844016 

4 CA Piyush Nathani Member Registrar 7350120150 

5 Mr. Vivekanand Akolkar Member Non-Teaching staff 8888856030 

6 Mr. Miras Jamadar Member Non-Teaching staff 9579734128 

7 Ms. Poonam Kalawat Member Non-Teaching staff 9168606581 

8 Ms. Taniya Katiyar Member Non-Teaching staff 7447402503 

9 Mr. Sharad Shinde  Member 

Civil and Police 

Administration Police Sub 

Inspector 

9823607272 

10 Mr. Suhas Sakharam Jadhav Member 
Local Media (Senior Officer 

Business Standard Pvt. Ltd.) 
8975763925 

11 Mr. Bharat Oswal Member 

Representative of 

Organization Involved in 

Youth Activities 

9860366311 

12 Ms. Vaishnavi Anasane  Member Student BA (Senior) 9022422806 

13 Ms. Sushmita Rewatkar Member Student BA (Junior) 7498323091 

14 Mr. Bajirao Kudale Member Parents BA 8888495051 

15 Mr. Anand Sanjay Atal Member Student ABM (Senior) 9665198322 

16 Mr. Nikhil Thakare Member Student ABM (Junior) 7066512372 

17 
Mrs. Smita Dyaneshwar 

Dhumal 
Member Parents ABM 8806696104 

18 Mr. Shubham Mane Member Student PHM (Senior) 9922154379 

19 Mr. Fennil Jethava Member Student PHM (Junior) 9284570313 

20 Ms. Ankita Karale Member Parents PHM 9420833601 
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3.6 Reporting of Ragging Incidents or Apprehension there of 

Students are requested to report any ragging related matter to any faculty or staff member, Faculty 

Mentor, or any member of the Anti-Ragging Committee. Any student who went through or  

apprehensive of an impending ragging incident shall  promptly  report   to  any  member  of  the  Anti-

Ragging Committee, or any  faculty member or staff by any means such as, 

in  person,  by  phone  call,  by  e-mail,  by  written  note,  etc.  The complaints can even be anonymous. 

3.7 Action Procedure 

Anti-Ragging committee shall immediately report any incident of ragging or attempt or conspiracy for 

ragging, or any related complaint to the Director.  The Anti-

Ragging Committee will consider the matter, investigate, and take immediate action as per the 

situation. 

 

3.8 Awareness 

MIMA inducts its students about the anti-ragging laws and consequences. Also, the awareness posters 

are displayed at multiple places in the premises. Students and parents must fill the Anti-ragging online 

form https://www.antiragging.in  

 

                               

https://www.antiragging.in/
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1. Preamble: 

 
This examinations policy has been announced to rationalize various procedures associated with 

examinations during the academic year viz. planning of examinations, conducting examination of 

students, further evaluation, and assessments and declaring results. 

Purpose of this policy is to: 

 Ensure efficient planning and management of examinations at MIMA Institute of 

Management.  

 Conduct examinations efficiently and as per AICTE guidelines on Outcome based 

Education and in the  best interest of MIMA’s  students 

 Issue clear instructions to MIMA’s students, faculty & staff.  

This policy shall be reviewed periodically by Director, IQAC Director & Controller of 

Examination.  

 

2. Composition of Board of Examination 

S. No Board Member Designation 

   

2 Dr. Sachin Lele Director 

2 Dr. Aditya Bavadekar Director - Business 

3 CA Piyush Nathani  Registrar, Director, IQAC 

4 Dr. Kiran Patil Controller of Examination 

5 Dr. Amit Patil  Associate Director- Agribusiness Management  

6 Mr. Nitpal Singh  
Associate Director - Pharmaceutical 

Management  

7 Mr. Vivekanand Akolkar Librarian 
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3. Composition of Examination committee 

S. No Committee Member Designation 

1 Dr. Kiran Patil Controller of Examination 

2 Ms. Sadhana Kumari Member - ABM 

3 Mr.Sachin Hadole Member - BA 

4 Mr. Shekhar Kulkarni Member - IT Support 

 

4. Extent of Application 

 

a) This policy shall apply to all PGDM Program viz. Business Administration, Agribusiness 

Management & Pharmaceutical Management for formative assessment & Summative 

examinations.  

 

b) In matters not specifically mentioned in this policy, Examination Committee shall be 

competent to issue any directions as it may consider appropriate and such directions shall 

be treated as part & parcel of captioned policy.  

 

c) Points requiring interpretation, or clarification, or any cases of doubt, shall be referred to 

the Examination Committee of MIMA, whose decision shall be final.  

5. Job Responsibilities-  

   

5.1 Director 

      Overall responsibility 

5.2 Controller of Examination (COE) 

 Overall planning & conducting examination, declaring results, issue mark sheet, 

diploma certificates, allocating responsibilities, and addressing students’ 

grievances. 

 He/she is responsible to ensure that the entire examination process of MIMA is 

transparent, law-abiding, and upholds the interest of each and every student.  

 Designing and executing SOPs for the smooth conduct of all examinations.   

 Designing examination schedule and invigilation chart in consultation with the head 

of departments and the Director.  

 Ensuring zero deviation from the examination SOPs and a complete crackdown on 

malpractices during the examination process.  

 Securing question papers in specified formats from all teaching faculty members.  
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 Ensuring timely correction of answer sheets by faculty, data entry in the specified 

format, and announcement of results as per the schedule. 

 Maintaining a database of question papers, course outlines, answer sheets, and proof 

of all qualitative/quantitative assessments done by the faculty members.  

 Maintaining due record of all examination-related documents, question papers, 

answer sheets as required by law. 

 Uploading data on NAD/ AICTE on regular basis, as required.  

 Implement examination policy in coordination with Director and IQAC team. 

 Ensure adherence to guidelines for formative & summative marking system and 

overall quality of assessment. 

5.3 Associate Directors / Their Representatives 

 Sensitize staff & students about examination protocols. 

 Oversee conducting of examinations as per schedule.  

 Coordinate post-results procedures. 

 Planning of Convocation ceremony in September/October every year. 

5.4  Faculty 

 Faculty shall communicate to students about marks secured in Formative 

assessment. 

 Design and provide Question papers of respective subject in two sets as per Bloom’s 

Taxonomy. 

 Submit formative and summative assessment of all examinations in given format 

along with basis of assessment. 

 Timely submission of the marks in the specified format. 

 

5.5 Examination Coordinators  
 

 They will shoulder responsibilities of entire examination process as per schedule.   

 Maintain examination related data & records. 

 Prepare Examination Timetable, assign Invigilation Duty and coordinate Seating 

arrangement, chalk out a chart. 

 Disseminate timely Examination related information to faculty, staff and students. 

 Report any malpractice to Controller of Examination.  

 Remain attentive on-site during examinations. 

 Receives, check, and store all question papers and answer sheets. 

 Organize evaluation of answer sheets after every examination. 

 Communicate with all concerned about timelines.  

 Prepare & declare results.   

 Analyze results. 
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 Uploading results on NAD  

5.6 Invigilators/Supervisor 

 All supervisors/invigilators shall report to Control room 30 minutes before 

commencement of examination.  

 Collect and check question papers and other material from COE/Exam Coordinator 

before starting examination. 

 Maintain strict vigil during examination. 

 Distribute question papers and answer sheets in examination hall as per  seating 

arrangement 

 Record details of examination in invigilation report   

 Report on any malpractice 

 Collect all answer sheets and    submit at Examination Control Room. 

 

6. Summative Examination Procedure and Rules –  
 

 Examinations shall be conducted as per Examination Calendar  

 Timetable shall be displayed on the notice boards for students’ information and 

communicated on email.  

 Regular examinations for odd semester will be held in December/January and for 

even semester in April /May every year.  

 Examination Forms and Hall ticket will be issued after announcement of Timetable.  

 Block wise seating arrangements shall be displayed on notice boards.  

 Question papers, answer sheets, attendance sheets and report shall be handed over 

to the invigilators.  

 Flying Squad shall be allotted vigilance duty.  

 Any misconduct/ misbehavior/ cheating by a student during examination, will 

disqualify the student from writing the examination on that day. Also, his answer 

sheet shall not be assessed for that Course. 

 After the final bell, invigilators shall collect answer sheets and submit them at the 

examination room.  

 Answer sheets shall be counted and acknowledged by examination team.  

 Assessment shall be carried out. 

 

7. Rules for students during Examination 

  

 Students shall remain present in the examination hall 10 minutes before the 

examination starts.  

 Students shall maintain strict discipline and sanctity in the examination hall.  

 Students shall avoid any indiscipline / malpractice during examination.  

 

8. Absence during examination 
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A student suffering from any eventuality and is unable to attend examination shall apply 

to concerned Associate Director with supporting documentary evidence viz Medical 

Certificate who may decide suitably in consultation with COE and Director.  

9. Re - Examination 

Students reappearing for any examination shall pay re-examination fee of Rs.3,000 per 

subject. 

10. Procedure to carry rechecking/revaluation. 
 

a. A student interested in rechecking/revaluation of his answer sheet shall apply in 

prescribed form within 10 days of declaration of results. 

b. No revaluation/rechecking fees shall be charged to the student.  

 

11. Redressal of the concerns 

 

1. Concerns may be communicated to Controller of examinations on email.  

2. Controller of Examination may discuss such grievances with Director, take suitable 

action and inform the concerned student.  

12. Completion of PGDM program:  

           A student shall not be allowed to attain any PGDM program beyond four years. 

 

13. Academic Evaluation Scheme: 

 

            13.1 Semester wise examination  

 

Evaluation Scheme Name of assessment Marks For each Course 

Formative 

assessment 

Written Home Assignment/Tutorial/ 10 30 

Case Study/ Case let /Quiz  10   

Presentation 10   

Class participation (Including attendance 

and timely submission of assessments) 
10 10 

Summative 

Examination 
Semester Examination 60 60 

Total 100 

 

       Notes:  
 

1. Passing criteria or minimum marks for each Course shall be 40%.  
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            13.2 Grading Methodology 
 

 Grading facilitates students’ mobility across institutions within and across countries. It’s 

also welcomed by employers.  

 Cumulative grade point average (CGPA) shall be worked out based on student’s 

performance in the examination. 

 Aggregated marks submitted by the course faculty will be considered for grading 

purpose,   

 10 Grading Scale will constitute 8 letter grades. Each letter grade will carry 

predetermined grade points. The assignment of the letter grade for a particular course 

will be based on course-wise aggregate marks cut-offs determined using the average and 

standard deviation of marks of all the students for that course as summarized below. 

 

 

Grading Point Scale (10 Point) 

% Range Letter Grade Grade Point Grade Point Range 

85-100 (>=85 - <=100) O 10 9.50 - 10 

70 -84 (>=70 - <85) A+ 9 8.50 - 9.49 

60- 69 (>=60 - <70) A 8 7.50 - 8.49 

55-59 (>=55 - <60) B+ 7 6.50- 7.49 

50-54 (>=50 - <55) B 6 5.50 - 6.49 

40 – 49 (>40 - <50) C 5 4.50 - 5.49 

Marks = 40 P 4 4.1 -4.49 

Less Than 40 F 0   

  Ab (Absent) 0   
 

 

13.3 Assessment Process –  

 

1. Faculty concerned shall be informed, accordingly answer sheets shall be handed over 

for assessment.  

2. Faculty shall evaluate answer sheets in accordance with the applicable ‘Rubrics’. 

3. Marks shall be entered in stipulated format and further verified by examination team.  

4. Examination team collates marks of formative and summative assessments as received 

from the faculties and announce result with approval of Associate Directors and 

Director.  
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Notification of examination calendar   

Preparation of Examination logistics 

logistics Timetable 

Display Timetable on Notice Boards, Inform faculty/staff & 

students via email. 

Prepare Invigilation schedule and inform 

invigilators via email

 

 Display of Timetable on Notice board and 

informing faculty/staff and students via email Prepare class wise/hall wise seating arrangement for students and display summary of same on 

notice boards, also class wise /hall wise seating arrangement on doors of every classroom

 

 Display of Timetable on Notice board and 

informing faculty/staff and students via email Compilation of Question papers and formatting, 

checking adherence to Bloom’s taxonomy  

 

 Display of Timetable on Notice board and 

informing faculty/staff and students via email 

Call for Question paper from faculty. 

If adhering, 

accept 

If not adhering, 

return for revision. 

Form Flying Squad of Associate Directors and Director to attend any eventuality.  

Circulate Instructions to invigilators and students to be followed during examination.  

Printing question papers a day prior to that paper and keep in safe custody.  

On the day of examination keep blank answer sheets and supplements ready as per number of students in every hall 

On every day of examination, Invigilators to sign on reporting in exam 

room for duty. Exit signature at the end of duty for the day  

Conducting examination, counting answer sheets, verifying them with attendance and keep them safe 

Allocating answer sheets for evaluation to faculty  

Receiving duly assessed answer sheets from faculty, verify marks and prepare results.  

 Preparation of result and declaration of result. If query about marks, call for revaluation by issuing revaluation 

forms to students within ten days from result declaration and then result declaration for those cases. 
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1. INTRODUCTION  

Placements are benchmark of the performance of any management institute as it symbolizes the 

success and the growth of an institutions. We at MIMA Institute of Management are proud of our 

achievements in placements of our students over past one and half decades. . 

Every department in MIMA has a Placement cell headed by its Associate director who practically 

leads the summer as well as final placements.  He coordinates following activities:- 

 Arranging winter/ summer training & counselling for students. 

 Inviting various companies / organizations for campus recruitment. 

The Objective is to facilitate the process of summer / final placement & ensure that every eligible 

student gets an opportunity to face an Interview and make it big in the job market paving way for 

earning livelihood. 

 MIMA provides 100% placement assistance to all the students.  We extend hospitality to the 

officials from various companies visiting us. 

2. Placement Procedure: 

 Associate Director undertakes Placement planning for the upcoming year for his 

students. 

 Reviews list of companies who participated in the placement process in the previous 

year(s). 

 Reviews targeted list of new companies who may like to participate in the forthcoming 

placement program. 

 Prepares Placement Brochure & presentation for his department. 

 Reviews students’ profiles for summer / final placement by counselling the students 

suitably. 

 

3. ELIGIBILITY CRITERIA:  

Students: 

 Who have cleared all fees & dues. 

 Whose attendance is 85% & above. 

Students who have opted out of the placement process voluntarily may submit an undertaking 

to respective Associate director to that effect. 
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3.1 Pre-Placement Activities: 

 A detailed review of the student’s profile for final placement and summer internship 

shall be carried out by respective Associate director.  

 CV format shall be designed and approved by Associate director where students will 

be provided guidance to prepare presentable CVs. 

 The process of brochure designing shall start with a time span of 18-20 days where 

complete content, students’ resumes, pictures and designs shall be approved by 

Director. 

 Database of participating and prospective employers shall be parallelly maintained 

by respective department. Accordingly recruiters shall be contacted, invited for 

joining the placement process.  

 Students shall be informed about Job Description, Company profile and a Google 

form link with an expiry time of 20-24 hrs where they give their names, if interested. 

Students shall consult faculty to get better understanding of the Job profile. 

 Post receiving nominations from the interested students, suitable dates shall be sought 

from the companies for the interviews on / off the campus. 

 Captioned dates shall be shared with students on mail with instructions viz. placement 

process, pre-requisites, dress code etc. 

 Whole interview process shall be coordinated by the concerned department with the 

help of students viz. Receiving the interviewers, extending hospitality, conducting 

Group Discussion, Final Interviews, etc. Results shall be declared after the process is 

over and informed the students on mail/ WhatsApp. 

 The offer letter and other relevant details shall be shared with concerned students.  

 

3.2 Placement Preparation: 

a. Organizing Career Counselling sessions by external experts for providing guidance 

and addressing their academic and career concerns. 
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b. Conducting Mock Group Discussions for students to enhance their critical thinking, 

communication, body language, presentation and prepare them better to crack 

selection process. 

c. Organizing development sessions for Resume’ Writing and Interview(s) skills 

development sessions by industry experts. 

d. Coordinating with various cells for preparation and training of students on Aptitude, 

Linguistic, Logical Reasoning and Quantitative skills.  

e. Facilitating workshops for students with the help of other cells like HR club, 

Alumni cell, Marketing club etc. to help them gain skills and expertise in respective 

domains. 

f. Facilitating company specific workshops for shortlisted students to help them 

succeed in the interview(s).  

4. GENERAL CONDITIONS:- 

 Associate director is a facilitator and counselor for placement related activities. 

 Once a student accepts an offer given by any company, he/she shall not be eligible to 

participate in further placement activity. 

 In case a student appears for two or more companies on a particular day, he/she will 

be considered selected in the company which announces first the final selection list. 

Such student shall not be eligible to participate in further placement activity thereby 

providing opportunity to other students. 

 In case of a parallel recruitment process is conducted by multiple companies clashing 

the interviews, a student may choose a company of his choice and participate in the 

procedure accordingly.   

 Placement Policy may be revised as needed for the benefits of the students. 

 All placements related communication will be made through notices displayed on 

notice boards/ / emails / WhatsApp. 

  A student shall be eligible for only one job offer 

 

4.1 A student shall be debarred  from the placement process if he/ she :- 

 Registers but doesn’t appear for the scheduled interview. 

 Misbehaves during the interview process.  
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 Does not accept the offer made by a Company after due discussions with him / her. 

 

4.2 Pre-placement Interview:- 

A student having pending Pre-Placement Interview Offer is eligible to participate in the 

placement process. 

4.3 Pre-placement offer: - 

 Students having a Pre-Placement Offer from a company shall inform respective 

Associate director about acceptance or rejection of such offer  before the actual 

placement process begins otherwise  it will be deemed that such  offer has been 

accepted by the student  and he will not be allowed to participate in the further 

placement process. 

 In any case a student accepts a pre-placement offer, he will automatically be out 

of further placement process. 

 

5. CODE OF CONDUCT:-  

 Students must be punctual in reporting to the recruitment process viz. written tests / PPTs/ 

interviews, etc. 

 Students shall prepare a file, in hard copy comprising of all their academic records when 

appearing for campus recruitment process. 

 Candidates shall always carry 4 copies of their resume (in the prescribed format) and 2 

passport size photographs for the GD/Interview of a company. 

 Students shall keep their Identity Card with them at the time of PPT/Test/Group 

Discussion/ Interviews and produce the same when demanded by interviewers. 

 Students shall not use mobile phones in the presence of interviewers,    nor shall carry any 

question paper/ notes out of the examination hall after a written exam. 

 Students shall maintain decorum in all interactions with company officials. 

  Every student shall attend Pre-Placement counselling in formals. 

 No student will directly contact any company official for any purpose. All communication 

shall be through Associate director. 

 Students shall track Notices on the Boards, emails and whatsapp 



MIMA/PLACEMENT&INTERNSHIP POLICY/2023-24 
 

5.1 Dress Code: -  

 

A.  Boys 

1. Institute’s Uniform   

2. Full‐sleeves formal shirt with formal plain trousers 

3. Neatly polished black shoes 

B.  For Girls 

1. Institute’s Uniform 

2. Full‐sleeves formal shirt with formal plain trousers 

3. Formal Shoes. 
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LIBRARY RULES & REGULATIONS 

  

1. Library timings: 9 AM to 6:30 PM on all working days. 

2. Everyone must maintain silence in the library. 

3. Use of mobile phones is strictly prohibited. If any user is found talking on the phone 

strict action will be taken against that person. 

4. Smoking, eating, chewing gum and tobacco is strictly prohibited. 

5. Students must keep their bags, personal reading material and other belongings outside 

the library.  

6. The library staff is not responsible for the loss or damage of the students’ belongings. 

7. Students will be allowed to use the library during the break time or Free Periods only. 

8. Students are requested to keep the books/magazines, or any other material used in their 

respective places after use. 

9. No library material will be taken out of the library without the permission of the 

Librarian. 

10. Books/Periodicals or any other library material will be issued only on production of a 

valid I-card.  

11. On loss or damage of I-card, a new I-card can only be issued after paying a fine of 

Rs.100 in the accounts department and submitting the receipt of the same to the 

Librarian. 

12. I-Cards and library books are non-transferrable. 

13. A student can borrow up to 3 books for a period of 6 days. 

14. A book issued can be renewed on or before the due date, ‘Once’ for a period of 6 more 

days only. 

15. Books once issued will not be returned in the same day. 

16.  A late fine of Rs.5 will be charged per book per day. 
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17.  Issue of books will be restored once the dues are paid in the accounts section and the 

receipt is shown to the Librarian. 

18. Periodicals / Newspapers and CDs are for reference only and are not issued to any 

student or Faculty. 

19. Reference Books and Library copies are for accessing in library hall only and will not 

be issued to any student and Faculty. 

20.  Books returned to the library will not be issued to anyone for a period of 3 hours. 

21.  Students should inspect the condition of the book before borrowing it and inform the 

Librarian about the missing or torn pages, if any. The concerned student will be held 

responsible for the same. Later at the time of returning the book. 

22.  If a book/journal/magazine is lost or damaged, the concerned person must replace the 

same with a new book/journal/magazine, as well as pay the fine.  

23.  Any library material is taken out of the library for photocopying needs to be returned 

within an hour. Necessary action will be taken against the defaulters. 
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     DISCLAIMER 

 Updated on 25.08.2023, this Finance and Procurement Policy is a summary of all the finance and 

related matters at MIMA Institute of Management (MIMA).  

 

 However, this policy does not supersede the requirements of AICTE, NBA or any other 

statutory/ non-statutory bodies. 
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1. PAYMENT TO CREDITORS, PROFESSIONALS & STAFF 

 

1.1 Preface 

  

This procedure explains how the payment to creditors is to be processed within MIMA. It 

is related to financial management. 

 

This procedure should be read in conjunction with the Purchase/ Work Procedure for 

ordering goods and services. 

 

Ensure that control mechanisms are in place to identify any breaches and take appropriate 

action. 

 

1.2 Risk Assessments & Safety Considerations 

 

We need to guard against any incorrect or fraudulent payments which could be detrimental 

to MIMA, causing financial loss. 

 

1.3 Payment to Creditors/ Suppliers 

 

Generally, all service providers/ goods suppliers shall be paid within forty-five (45) days 

from the date of last supply subject to satisfactory documents. 

 

All reasonable steps shall be taken to ensure that payments are made direct to the person/ 

entity who has supplied goods/ service to MIMA or to whom the payment is due, unless 

otherwise agreed upon in writing and approved by Managing Trustee. 

 

Accounts Department shall, ensure that all tenders and quotations invited by and contracts 

entered into by MIMA, stipulate payment terms favorable to MIMA. 

 

All the commitments for payment referred to above are subject to timely submission of 

correct and relevant documents to Accounts Department. 

  

1.4 Check by Accounts Department before releasing payments 

 

           1.5 Procedure – Payment of Creditors 

Under no circumstances invoices shall be tampered with or corrected. Incorrect invoice 

shall be returned to the vendor for cancellation and replacement. 

 

1.6 Authorization 

In all cases Financial Authority for payments is vested with Director only. 

Associate Directors shall recommend Payments judiciously, carefully and shall be 
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responsible for its correctness and authenticity. Associate Director’s shall: - 

i. Check whether proper purchase/work order has been issued, a copy of the same is 

submitted to Accounts Department. Also verify duplicity of an invoice submitted by 

the vendor. 

 

ii. Ensure that the goods, supplies or services have been received or carried out as 

ordered fully or partly. If the invoice is only for part supplies, do not wait for final 

invoice until all the goods/services have been received. Associate Director’s may 

recommend proportionate payment of invoices provided goods/ services have been 

received partly as billed. 

 

iii. Examine the goods, supplies or services viz. quantity, quality, and price on delivery 

Vis-à- Vis relevant Purchase order, contract or specification. Associate Director shall 

sign the delivery note or worksheet and provide this information duly certified to 

Purchase / Accounts. 

 

iv. Examine whether appropriate entries have been made in inventories or stores records. 

 

v. Ensure that the prices, discounts and other allowances are correct, and the extensions 

and calculations are arithmetically correct, where discount is given for prompt 

payment, authorized payment date. 

 

vi. Check where GST has been charged, ensure that the invoice is properly taxed. Where 

GST has been charged, invoice should be in proper format with GSTIN, product code, 

Service Accounting code mentioned on the invoice. Following information must 

appear on the invoice: 

 

 Name of the Supplier 

 Address of the supplier 

 PAN- of MIMA 

 GSTIN of supplier 

 Specific invoice number and date 

 Address of delivery of goods / service 

 HSN code for goods 

 SAC code for services 

 Description of goods / services 

 Value of the goods / services 

 Rate and amount of tax (SGST, CGST and IGST ) 

 Any other relevant information. 

 PAN of Vendor 
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vii. Also ensure that each and every invoice contains a PAN number which is mandatory 

otherwise TDS (Tax deducted at Source) will be deducted @ 20 % in absence of PAN 

of the vendor. The invoice above Rs.2 lakhs raised by vendor must contain the PAN 

of MIMA on the invoice of Vendor and vice versa. 

 

viii. Check whether there is sufficient budget available to cover expenditure on any 

particular invoice. 

 

ix. Ensure that invoices and other source documents from suppliers (e.g. Goods 

Received Notes, Debit Notes & delivery challans) are not altered. Return incomplete 

documents to the originator/ supplier / Purchase dept. without recommending for 

payments. 

 

x. Note that individual employees are prohibited from certifying an invoice or claim 

form for reimbursement of expenditure. 

 

Ensure that the Invoice / payment voucher once paid shall carry PAID Stamp to avoid any 

duplicate payment. 

 

Ensure that all invoices are date-stamped with the date of receipt 

 

Note that Proforma invoices are not accepted as a basis for recommending payment. If it 

is essential to pay based on proforma invoice, the concern dept. or employee shall ensure 

to obtain the Tax invoice / Invoice from the Vendor immediately on receipt of service / 

material / goods etc. 

 

2. CARE FOR CAPITAL PURCHASES & INVOICES 

 

 For payment to contractors refer specific contracts signed with contractor and certification 

by Architect, Project Monitoring consultants appointed by Management. 

 Capital invoices shall be processed in the same way as all other invoices and will be 

subject to the same checking and control. 

 Capital invoices shall be recommended for payments subject to interim and final 

certificates by the Architects, PMC’s. Checks shall ensure that details on the current 

certification are in line with previous records. Retentions are withheld as indicated on the 

certificate / contracts / purchase orders and appropriately accounted in system. GST is not 

to be paid unless an authenticated receipt or a GST invoice is present. All other taxes are 

levied and charged subject to orders and applicability to work. 

 All capital expenditure is subject to approval from the Board of Trustees who will be 

briefed by the Managing Trustee. 
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2.1 Vendor’s Responsibility 

 

MIMA shall necessarily effect payments to vendors by electronic transfer. Vendors need 

to fill in proper form of NEFT / RTGS transfer in any Bank where direct electronic transfer 

facility is available on submission of relevant documents e.g. 

 

 Copy of the Memorandum & Articles of Association, Partnership Deed, Shop 

Act License etc., as applicable 

 Copy of PAN 

 Copy of GST registration 

 Copy of a blank cheque 

 Vendor shall submit the vendor registration form duly filled in as per format 

available with purchase department. 

 

All payments to vendors will be strictly made through electronic mode. Any exception 

shall be the prerogative of Managing Trustee. 

 

2.2 Validation of Invoices 

 

All recommendations for payments for goods and services shall be supported by an invoice 

or supporting documents. These will be checked in the Purchase Department or in 

concerned Department which has ordered the goods/ services. 

 

If a supplier submits a statement showing unpaid bills which cannot be traced, he shall be 

asked to provide copies of outstanding bills. A statement of account only lists invoices, it 

does not provide details of goods or services rendered, and hence Authorization of 

payment only on the strength of a statement needs to be avoided. 

 

2.3 Debit Notes 

 

The debit note and invoice should be processed together. 

 

2.4 Immediate Payments 

 

“Immediate payment” will be honored only when the vendor specifically requests and 

the management agrees while signing the contract or issuing an order thereby specifically 

writing in the Purchase Order.  

 

2.5 Invoices authorized for payment. 

 

There are several exceptions where no purchase orders are raised, in such cases payment 

of invoices shall be honored as follows viz. 
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a) Petty Cash – the payments shall be made based on receipts attached in accordance 

with the Financial Procedure as above. Arithmetical accuracy and account 

reconciliation will be checked by the accounts dept. All petty cash requests need 

to be signed by Head of the Departments. 

b) Utilities Payments - Payment of invoices related to newspapers, journals and 

utilities viz. electricity, telephone, cell phone, Municipal taxes, water bills, license 

renewal fees, Government Cess, taxes by direct debit, shall be processed centrally 

by the Purchase / Admin. Or Accounts Department and paid with due sanction from 

Managing Trustee. 

 

           3. OTHER PAYMENTS  

 

3.1 Utilization Certificate: 

 

All sponsored programs require fund utilization certificate to be submitted to Govt. 

authority on completion of every training program. Concerned coordinator shall maintain 

bills and vouchers of expenses incurred on specific programs head-wise. Concerned 

coordinator shall prepare a statement of expenditure and utilization certificate based on 

bills and voucher on completion of the program. 

 

It is mandatory on the part of the concerned coordinator to submit original bills / vouchers 

and utilization certificates signed by a local Chartered Accountant to MIMA. 

 

3.2 Standard Terms in a work order issued to a Vendor / Visiting faculty. 

 

While issuing Work Order to a Vendor / Visiting Faculty following general Terms and 

Conditions of Procurement Order will be printed overleaf of Work Order to avoid a legal 

hassle. 

 

3.3 Payments to Visiting Faculty: 

 

Specific work order in respect of any subject @ standard rate X teaching hours shall be issued to 

a professional, containing scope of work, job description and terms of payments. 

 

Proper expenditure budget for each sponsored or non-sponsored training programs shall be 

prepared and approved beforehand by  Head of Department. 

 

The training expenditure shall be incurred strictly as per the pre-approved budget. Honorarium to 

visiting faculties working on hourly basis preferably will be paid by cheque / through bank.  

The bills / service receipt note of the Vendor/ Visiting Faculty shall be certified by the 

employee monitoring work or  by the Head of the department mentioning that the service 

as  per the order is satisfactorily received hence payment is authorized. 
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3.4 Repairs, Maintenance & AMCs: 

 

Important assets of MIMA shall have AMC contract to be signed with respective service 

provider. There shall be proper tie-up with service provider for repairs or maintenance of 

assets in time. Such an arrangement has to be made by following due purchase procedure. 

The bills of the same shall be honored as per purchase order or Work Order / Contract 

signed with respective vendors. 

 

4. STATUTORY PAYMENTS 

 

The statutory payments like income tax, advance tax, TDS, Professional Tax, GST, 

Provident Fund, ESI, Gratuity, Superannuation, welfare funds, Property Tax or any other 

taxes are governed by specific, prevailing Tax Acts or Tax rules of the State or Central 

Governments and are binding on all stakeholders. The payments shall be made as per the 

procedure laid down in the specific Act and on dates prescribed. 

 

The statutory filing of the tax returns in respect of above taxes shall be as per dates 

prescribed or applicable from time to time. 

 

4.1 Legal Fees: 

 

Sometimes, we may hire legal experts to resolve legal disputes. In such case proper order 

shall be issued on concerned legal experts and payment honored. In the process any legal 

expenses incurred beyond advocate’s fees shall be honored on the basis of 

recommendation of the Head of the Department or Managing Trustee on case-to-case 

basis. 

 

5. PAYMENTS OF SALARY AND STAFF BENEFITS 

 

 This clause of the policy is to be read in conjunction with the HR Manual. 

 

5.1 Salary 

1. Payment to existing employees: 

 

Admin. Dept. shall prepare an attendance sheet of all employees correctly at the end 

of every month. The attendance sheet shall carry information employee wise viz. 

number of working days, weekly offs, leaves availed, number of days on tour, leave 

without pay etc. Based on such data, Accounts department shall process salary in the 

first week of every month. Salary shall be credited to the respective saving bank 

accounts of the employees per month as per the schedule fixed by the Management. 
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2. Payment to New employees: 

 

In case of a new employee, Admin. Dept. shall inform Accounts Department his date 

of joining and forward a copy of joining report with appointment letter. Admin. 

Department shall create employee number of the new employee and forward to 

Accounts department. The employee is required to inform details of his bank 

accounts, PAN number, email address in writing to the Accounts department. 

 

3. Payments to employees who resign: 

 

In case of an employee, who leaves the organization, Head of the Department shall 

inform the Accounts department about resignation of the employee. It is mandatory 

on the part of the Head of the Department to inform the Admin. & Accounts 

department. The salary of such employee shall be withheld till the completion of his 

notice period or handing/ taking over of job responsibilities. 

 

On getting clearance from Head of the Department /Administration department, final 

settlement will be carried out viz. considering terms of employments, notice pay, 

balance leave encashment, recovery of advances and recovery of loss caused to 

MIMA, taking the custody of the assets of MIMA and any other dues etc. 

 

Full and final receipt from employee who has resigned shall be obtained against 

payment. Such payment shall be effected within 45 days from the last date of working 

of said employee. 

 

4. Debt Repayment and Monetary Responsibility: 

 

The institute is authorized to withhold full or part salary for the amounts owed by 

employees for any fine, fee, penalty, or other financial obligation(s) to the institute or 

under the legal compliances and statutory dues. 

5.2 Payments for using Cell phone / telephone / internet: 

 

Considering the exigency of the job, management allows such facilities to select employees. 

Management may impose a maximum ceiling limit for reimbursement of expenses. Employees 

will be provided with laptop, data card, SIM card as needed at the discretion of the 

management. 

 

The reimbursement for usage of SIM Card shall be made only on the recommendation of 

Associate Director subject to bills. Personal calls shall not be reimbursed, which is required to 

be certified by the concerned employee while seeking reimbursement. Management reserves 

the right to allow or disallow any claim of reimbursement for usage of SIM Card. 
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In some cases management may give internet facility to employees as per requirement of 

job. Such bills shall be reimbursed to employees subject to maximum ceiling limit allowed 

by the management. 

 

No misuse of SIM Card or internet facility shall be tolerated. 

 

5.3 Payment of Incentive: 

 

Over the past decade, MIMA has formulated performance based incentive policies for 

certain employees who are in services of the organization as on the date of the award of 

incentive. Management is not liable to pay any incentive if performance is not as per target 

or an employee has caused any loss to the organization. The incentive may vary at the sole 

discretion of the Management who reserves the right to modify the incentive scheme from 

time to time. The decision of the Management on policy of the incentive will be final. 

 

5.4 Entertainment Expenses: 

 

Occasionally employees may offer lunch / dinner to entertain business guests. The 

employee shall be reimbursed food (not alcohol) expenses based on original bills approved 

by the Associate Director or Director.  

 

           5.5 Hospitability to Guests: 

 

Sometimes as part of business process, we provide hotel accommodation, transport or 

logistic facility to our guests. Such facility shall be provided strictly considering current 

or prospective business opportunity, on approval from Associate Director or Director. 

 

5.6 Business Gifts to Guests: 

 

It is completely at the discretion of the Management or Associate Director to decide 

expenditure on this count. No other employee is authorized to do so, nor shall be 

reimbursed. 

 

5.7 Insurnce of Assets / Staff: 

 

It is our policy to insure all assets / staff. Administration/ Accounts Depts. to ensure that 

all assets/ staff are covered for all aspects like fire, theft, breakage, earthquake etc. 

Payments of Insurance premium shall be honored as per the note from Administration/ 

Accounts Depts. Employees shall be responsible to inform administration dept. 

immediately of any event, damage to MIMA’s Assets enabling to file a claim with 

insurance company. 
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Employees shall be insured immediately on joining the organization along with medical 

policy covering 2 + 2 (self, spouse and up to two children). Payments shall be honored as 

per the premium worked out by Insurance Company, approved by Managing Trustee. 

 

6. PAYMENT OF TRAVEL CLAIMS 

 

6.1 Travel Claims: 

 

Employees travelling for official purposes shall be governed by rules and regulations 

framed by MIMA from time to time. 

 

6.2 Advance and Travel arrangement: 

 

The employee concerned shall plan his tour in advance and raise his tour intimation / 

request in ERP. The tour intimation and advance request may be accessed in ERP. The 

said intimation request shall be approved by Associate Director. The advance shall be paid 

strictly through online banking to the respective employee’s account. The employee shall 

take print of the advance request form on approval and submit to cashier for payment. 

Concerned Traveler is free to make his arrangements within rules. 

 

6.3 Submission of Travel Claims: 

 

On completion of travel, employee shall submit his claims for tour expense to Accounts 

Department for further processing within next 5 working days on return in prescribed 

format along with all original bills / tickets. He will also submit his tour report in 

prescribed format along with travel claim format duly signed by the claimants and 

recommended / approved by the Associate Director or his immediate superior. If the 

employee fails to submit his expenses in time as above, same shall be recovered from his 

subsequent month’s salary without any further intimation. Also, further payment of 

advance if any shall be withheld till clearance of earlier advance. 

 

6.4 Travel claim to be passed by Accounts Department: 

 

The Accounts Department will verify the claim submitted before scrutiny, it will be 

ensured that the claim is certified or recommended by the Associate Director or his 

immediate superior and signed by Traveler himself. 

 

All details of the tour need to be mentioned e.g. Name of the person travelled, places 

visited, Dates of visit, Purpose of visit and nature of assignments. 

While passing expenses in ‘Travel Claims’ the Accounts Department needs to check the 

availability of all the relevant documents (including the proof of travel and the amount 

spent) 
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6.5 Lodging Expenses: 

 

           Employee shall fill up all columns under this head.  

           Hotel / Lodging arrangement: 

 

MIMA shall support basic room rent plus taxes and laundry charges as applicable besides 

Expenses like food etc. Present lodging rates permitted are as follows: 

 

Sr. 

No. 
Salary Grade 

Class / Mode of 

Journey 

Maximum limit for lodging 

expenses 

   
Metro cities / 

State Capital 

 District / other  

       places 

 

 

1. 

Director, Associate 

Director, 

Professor, Asso. 

Prof. Asst. Prof. 

First class / 1st class 

AC rail / Air Travel / 

Luxury Bus 

Rs. 4,500 + 

Applicable Taxes 

Rs. 2,500+ 

Applicable 

Taxes 

 

2. 

 

Admin. Staff 

 

Second class Rail / Bus 

Rs. 2,000 + 

Applicable Taxes 

Rs. 1,500 + 

Applicable 

Taxes 

 

6.6 Daily Allowance: 

 

Daily allowance to the traveler will be paid as per rules. The traveler shall submit details 

like place of visit, date and time of departure, date and time of arrival, duration of visit and 

rate per day claimed. Present Rates of Daily Allowance per day for Boarding & related 

expenses for all grades are as below: 

Sr. 

No. 
             Particulars    One Day Return 

One Day for Overnight 

Stay 

 

1 

 

Metro cities / State Capitals 

 

Rs. 400 

 

Rs. 500 

 

2 

 

District & Other Places 

 

Rs. 300 

 

Rs. 400 

            

           The Rate of Daily Allowance and its applicability are as under: 

           If Hours on Tour are: 

Less than 4 hours NIL 

More than 4 hours less than 8 hours 
50% 

 

More than 8 hours 
100%  

(Rs. 400 & Rs. 300 respectively) 
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For overnight stay As per rates mentioned in above table 

 

Generally, the above DA rates will be granted to an employee while on tour                                               

considering his need of breakfast, lunch and dinner, due to employee’s departure / arrival 

timings while on tour occur at different times. Therefore, Dearness Allowance (DA) will 

be approved considering both days on which tour starts and ends on a proportionate basis. 

 

 No DA will be allowed for working within limits of Pune and PCMC Cities  

 

6.7 Miscellaneous Expenses: 

 

The traveler shall give complete details of miscellaneous expenses incurred for official 

purpose with supporting bills and reason thereof. 

 

For the stay of more than 2 days, laundry expenses shall be reimbursed on actuals subject 

to maximum of Rs.100 per day. The traveler needs to produce the original bills. 

 

Reimbursement of newspapers / books / magazines will not be allowed. 

 

No other miscellaneous expenses like packaged drinking water, tea, coffee, refreshments 

etc. will be reimbursed separately. 

 

6.8 Details of Local Conveyance when on Tour: 

 

The traveler shall give full details of local conveyance incurred for official purpose viz. 

date of movement, from – to, mode of travel, amount spent with proper justification for 

movement. 

 

6.9 Tour Visit Report: 

 

The traveler shall fill in the tour report in the prescribed format given along with tour claim form. 

While passing the travel claim, the Accounts department will ensure that all supporting documents 

of claim viz. bills / receipts as mentioned under each head are enclosed and also ensure financial 

accuracy. 

 

     6.10 Refund of tour advance: 

On return from the tour, traveler shall refund excess tour advance immediately to accounts 

dept. If the proposed tour is cancelled due to any reason entire advance taken from the 

Accounts dept. need to be refunded immediately. 

 

a. Payment in the form of advance paid by an employee to other employees while 
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on tour will be the responsibility of the concerned employee himself. MIMA will 

not be responsible for recovery of such payments or will not adjust the amount 

of subject  advance. 

 

b. Purchase of Bus or Railway season pass/ renewal of season pass will be subject 

to prior approval of Associate Director and Management with justification. 

 

c. In the case of entertainment expenses incurred for guests and claimed by 

employee, Daily Allowance will not be paid separately. The Accounts Dept. shall 

have final authority to allow or disallow the expenses in full or in part. 

 

d. Employees must ensure that the expenses claimed by them are correct & real. 

Any tampering with bills, vouchers or bogus claims shall construed as fraud and 

will be dealt with firmly. It will attract disciplinary action leading to termination 

without any notice. 

 

Employees shall proceed on tour only if it is approved by the Head of the Department. The 

travelling officer must seek reimbursement for travel expenditures from the Accounts 

department, following procedure outlined above. 

 

The travel account / other expenses reimbursement settlement of the employee shall be 

made on a monthly basis. 

 

In the case of travel claims, payments will be made through electronic mode in the month 

of the anticipated travel, provided travel advance intimation has been made before 

proceeding on tour for that particular day / month.        

 

7. CLAIM FOR LOCAL CONVEYANCE 

 

The traveler when travelling locally for official purpose at his place of working shall claim 

his expenses in the prescribed format. The traveler shall give all details like date of 

movement, from – to, distance travelled, mode of travel and amount paid. 

 

The traveler shall give in detail the reason for movement and its justification/ purpose. The 

claim shall be signed by traveler and recommended / approved by the Associate Director 

or his immediate superior or by person as directed by the Management from time to time. 

Expenses shall be reimbursed at actual. 
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7.1 Use of own vehicle: 

 

Employees may use their own vehicles for office duties. The conveyance shall be 

reimbursed as follows: 

 

1 Four-wheeler Rs.10.00 per km 

2 Two-Wheeler Rs. 5.00 per km 

 

 

The Management may compensate consolidated fixed monthly conveyance to some of the 

employees who are expected to undertake rigorous travelling within the city of posting e.g. 

lump sum payment of fuel. 

 

No reimbursement beyond the above norms shall be permitted as said norms shall be 

followed strictly. The decision of the management shall be final as far as reimbursement 

of the expenses. No appeal will be entertained.
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8. SUBSCRIPTION & MEMBERSHIP 

 

Management may take a business decision to be a member of some trade or 

business organization on case-to-case basis, from time to time. Payment of such 

subscription or membership shall be honored on approval of Management as per 

norms prevailing at the time of payment. 

 

8.1 Books & periodicals: 

 

Deputy Director and/or Head of concerned faculty shall give the requisition 

required for the proper conduct of duties. The library department shall procure 

books, subscribe periodicals from known sources as per purchase procedure.  

 

8.2 Licensed Software: 

 

MIMA shall strictly use licensed software for its business purposes. Employees 

are requested to give their requirement of licensed software to Purchase 

Department through Deputy Director. The Purchase Department shall procure 

licensed software by following due procedure. The payments shall be honored 

as per contract or Purchase Orders issued to concerned vendors. The 

procurement/subscription shall be done after receiving the quotations of at least 

three service providers. 

 

Management shall not be responsible for any illegal use of the software or 

neither shall bear any financial liability towards such usage. It will be the sole 

responsibility of the faculty or staff concerned.  

 

 

9. MISCELLANEOUS EXPENSES    

 

9.1 Monitoring Processes: 

 

Accounts Department/ Associate Director/ Director have a responsibility to 

ensure that controls are established to monitor revenue and expenses as per 

budget, checked at regular intervals for adequacy, effectiveness, 

appropriateness. In addition, every Head of the Department shall ensure that they 

and their staff are aware of all the controls that exist and that they operate within 

them to maintain transparency. 

 

9.2 Roles and Responsibilities: 

 

It is the initial responsibility of all finance and administrative staff to ensure that 

this procedure is adhered to. Additionally, it is the responsibility of the Heads of 
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the Departments with Accounts / Purchase department to ensure the procedure 

is complied with. 

 

 

 

9.3 Purchase / Administration Responsibility: 

 

All relevant financial documents are to be saved in hard copy for three years 

from the date of the transaction viz. quotations / tender copies and purchase 

orders. After three years, they may be scanned and saved in e-form. Accordingly 

hard copies may be suitably disposed off to avoid blocking storage space. 

Admin/Accounts Depts. and Associate Director’s of various verticals shall be 

responsible for getting such documents scanned and disposed off appropriately. 

 

 

10. RECOVERY 

 

In case of any damage by faculty, staff, or student, it is the responsibility of the 

Head of the Department with concerned employee to recover our due money in 

time as scheduled by the Management. No employee is authorized to give any 

credit to any student. Head of the Department and concerned employee shall be 

held responsible for any financial loss caused to MIMA which shall be recovered 

from them. The Director shall be final authority in this regard. 
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1. Introduction: 

Executive Training and consulting to businesses is considered one of the most important 

processes for any renowned   B-School   across the   globe.   Besides   revenue generation for 

the organization, it brings goodwill and help the institute to position itself as a 'preferred partner 

to corporates'. 

To foster consulting and training assignments at MIMA Pune, this policy spells out institute's 

vision, role of the faculty /staff, and rewards to be shared with contributing members. 

2. Objectives: 

 
1. To foster business consulting and executive training initiatives at MIMA Pune. 

2. To enhance the institute's positioning as a 'comprehensive solutions provider' for all 

business-related challenges and various training needs. 

3. To help MIMA faculty position as 'leading Consultant/trainer' amongst the corporate 

fraternity. 

4. To generate sustained revenue source for the institute, there by supporting financial 

stability. 

 

3. Nature of the projects to be undertaken: 

 
MIMA employees   shall   secure   fee   based, commercial consulting/training assignments 

from various corporates, private & public sector organizations and NGOs of high repute. 

 

Before initiating any correspondence, the concerned employee shall ensure that the project 

is a commercial assignment, free of any controversy and not harm the institute's reputation. 

Also, a preliminary estimate of cost and profit margin and allied benefits from executing 

such projects shall be discussed with Director and approved by him. 

 

4. Involvement of external consultants: 

 
Some of the assignments may need on-boarding of external experts/ consultants/trainers to 

execute the assignments. In such cases, profile of the expert/ consultant/ trainer and his/her 

remuneration must be worked out in advance by the Project / Chief Coordinator and 

approved by Director. 

 

GST shall be charged and recovered extra from the client on and above our fees. 

 

5. Reimbursement of expenses 

 
Reimbursement of travel, out of pocket expenses shall be claimed and recovered extra as 

applicable. 
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6. Reward to the employees 

For development and execution of various projects, the institute shall reward its 

employees as follows: 

a. Any faculty or staff who sources consulting or training assignment shall be 

awarded 2% of the invoice amount excluding GST and reimbursement of 

expenses. 

b. A faculty will be paid Rs. 1,500 per hour for lecture delivered by him/her under 

a defined training program. The said remuneration would be paid in the 

subsequent month of delivering the sessions viz. Sessions conducted in January 

would be billed and paid in the month of February. 

c. A faculty will be entitled to claim TA/DA as per the institute’s policy if any 

assignment is being executed outside Pune/ PCMC city limits requiring 

employees to travel/stay. 

d. Remuneration to faculty working on any consulting job, will be decided by 

Director depending on scope and nature of work being executed by such 

employee. 

e. An employee must be on role and not serving notice period at the time of 

disbursal to be entitled to any remuneration envisaged in this policy. 

f. Remuneration received by an employee will be subjected so the applicable taxes. 

(Please read along with research incentive policy) 

7. Profit sharing with the employees 

 
 The project coordinator and his team would be entitled to receive 33% share of the net 

profit. 

 All the payments to employees and associate experts shall be made only on receiving 

total monies from the client viz.  Our fees, taxes, and reimbursement of expenses as 

applicable. 

 Considering NDA (Non-disclosure agreement) with the clients, an employee shall not 

reveal any information about the project with any party outside the institute. 

 Director's decision in any matter concerning above policy shall be final and binding on 

the employee. 

 This policy document supersedes any previous communication on consulting and 

training projects and is subject to change. 
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1. INTRODUCTION 

Information Security Policies are the cornerstone of i effectiveness of information 

security. The Security Policy is intended to define what is expected from an organization 

with respect to security of Information Systems. The overall objective is to control or 

guide human behavior in an attempt to reduce the risk to information assets by 

accidental or deliberate actions. 

We all practice elements of data security which helps to control and secure information 

from inadvertent or malicious changes and deletions or unauthorized disclosure. There 

are three aspects of data security: 

 

1.1 Confidentiality: 

Protecting information from unauthorized disclosure like press or through improper 

disposal techniques or those who are not entitled to have the same. 

 

1.2 Integrity: 

Protecting information from unauthorized modification and ensuring that information 

such as a beneficiary list can be relied upon and is accurate and complete. 

 

1.3 Availability: 

Ensuring information is available when it is required. Data can be held in many 

different areas, some of these are: 

 Network Servers 

 Personal Computers and Workstations 

 Laptop and Handheld PCs 

 Removable Storage Media (Pen Drive, CD-ROMS, and Zip Disks etc.) 

 Data Backup Media (Tapes and Optical Disks) 

2. DATA LOSS PREVENTION 

 

2.1 Leading Causes of Data Loss 

 Natural Disasters 

 Viruses 

 Human Errors 

 Software Malfunction 

 Hardware & System Malfunction 

Computers are more relied upon now than ever or more to the point the data that is 

contained on them. In nearly every instant the system itself can be easily repaired or 

replaced, but the data once lost may not be retrieved. That’s why of regular system back-

ups and the implementation of some preventative measures are always stressed upon. 
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3. SOFTWARE MALFUNCTION 

 

Software malfunction is a necessary evil when using a computer. Even the world’s top 

programs cannot anticipate every error that may occur on any given program. There are 

still few things that can lessen the risks: 

 Ensure that the software is used ONLY for its intended purpose. Misusing a 

program may cause malfunction. 

 Using pirated copies of a program may cause software to malfunction, resulting in 

a corruption of data files, besides attracting prosecution at the hands of Software 

companies. 

 Be sure that proper amount of memory is installed while running multiple 

programs simultaneously. If a program shuts down or hangs up, data might be lost 

or corrupt. 

 Back up is a tedious task, but it is very useful if the software gets corrupted. 

 

4. HARDWARE MALFUNCTION 

 

The most common cause of data loss, hardware malfunction or hard drive failure, is 

another necessary evil inherent to computing. There is usually no warning that hard drive 

will fail, but some steps can be taken to minimize the need for data recovery from a hard 

drive failure. 

 

Do not stack drives on top of each other-leave space for ventilation. An overheated drive 

is likely to fail. Be sure to keep the computer away from sources of heat and make sure it 

is well ventilated. 

 

5. POLICIES FOR GENERAL USERS 

 

 Pen drive shall be used only in consultation with System Administrator and shall  

be scanned before use. 

 Don’t share or disclose your password. A strong password must be as long as 

possible, include mixed-case letters, digits and punctuation marks, not based on 

any personal information or dictionary word, in any language. 

 Never use the same password twice. Change password at regular intervals. 

 Protect the system from unauthorized use, loss, or damage. 

 Report any loss of data or accessories to the IT Dept. 

 Keep the system and sensitive data secured from outsiders. 
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 System should be properly shut down before leaving the office. 

 Log-off the system if you are leaving your seat. 

 Never remove the cables when your PC is powered ON since this can cause an 

electrical short circuit. 

 Do not stop scandisk if system prompts to run it at the time of system startup. 

 Be gentle while handling keyboard and mouse. 

 

 All file level security depends upon the file system. Only the most secure file 

system should be chosen for the server. Then user permission for individual files, 

folders, drives should be set. 

 Only required file and object shares should be enabled on the server. 

 Always keep files in the computer in organized manner for easy accessibility. If 

required create new folders and sub-folders. 

 Avoid creating junk files and folders. 

 System files and libraries should not be accessed as it may cause malfunctioning 

of the system. 

 When transferring data, be sure it is going to the destination. If asked "Would you 

like to replace the existing file" make sure, before clicking "yes". 

 

6. GENERAL INSTRUCTIONS 

 

 In case of uncertainty about a task, make sure that there is a copy of the data to 

restore from. 

 Follow instructions or procedures that come from System Administrator 

 Users shall not do his or her personal work on computers. 

 Please intimate System Administrator in case of system malfunction. 

 User shall always work on his/her allotted machines. In case of any 

urgency/emergency user may use others machine in consultation of local user or 

System Administrator. 

 Do not use unnecessary shareware and freeware. Always check with System 

administrator for installation of freeware. 

 Do not install or copy software on system without permission of System administrator. 

 Avoid unnecessary connectivity of Internet. 

 Don’t panic in case system hangs. Report it to your IT System Administrator. 

 Please ensure that preinstalled Antivirus is running on the system. 

 Food and drinks shall not be placed near systems. Cup of Tea/ Coffee or water 
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glass shall never be placed on CPU or Monitor or Key Board. 

 Always power off the system when cleaning it. 

 Never use wet cloth for wiping the screen. 

 Never shut the system down while programs are running. The open files will, 

become truncated and non-functional. 

 Never stack books/ files or other materials on the CPU. 

 

7. COMPUTER HARDWARE USERS’ GUIDELINES 

 

 All computer hardware being used shall be MIMA’s property. 

 All Computer Hardware shall be either under AMC or Warranty with various vendors. 

 No changes (addition & removal) in configurations are permitted without prior 

approval of IT Dept. 

 Inter/intra location shifting of Computer Hardware is not permitted without prior 

approval of IT Dept. 

 Disposal of phased out / obsolete items to be done time to time in consultation 

with IT Dept. 

 Regular maintenance & monitoring of Computer Hardware items like UPS 

Batteries, Cables etc. shall be carried out by Admin. Dept. in consultation with IT 

Dept or as advised by service providers. 

 

8. ADDITIONAL COMPUTER HARDWARE DEVICE 

 

 No user shall attach/connect any additional Computer Hardware device to existing 

Computer Hardware which has no relevance for MIMA’s business requirement. 

 IT department is empowered to de-plug / detach any such device immediately if 

found connected without giving any explanation to anyone in this regard. 

 Any damage caused due to connecting such device to the MIMA’s Computer 

Hardware shall be entirely to the account of the user. 

 USE OF OUTSIDE/UNAUTHORISED PENDRIVE OR PENDRIVE FROM 

DOUBTFUL SOURCE IS STRICTLY PROHIBITED. 

 All Computer Hardware not in use especially at night or for a prolonged period 

should be switched off and be physically UNPLUGGED from the Power source 

to avoid short- circuit/lightning/thunderstorm damage. THIS WILL ALSO SAVE 

POWER & ENERGY. 

 Maximum care shall be taken of  Computer Hardware like PC, Printer etc. while 

operating under ambient temperature and in a dust-free atmosphere as far as 

possible. 
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 Server room shall be kept clean, ventilated, and Air-conditioned. 

 Server Room must not be used for ANY OTHER PURPOSE. Entry permitted for 

designated users. UNAUTHORISED ENTRY prohibited to avoid accidental / 

intentional damage to Computer Hardware and data loss. 

 All Laptop users shall take care of their own unit viz. clean the same periodically 

either by a soft cloth or by vacuum cleaner. While on a prolonged use, power shall  

be drawn from mains/UPS and not in Battery mode. 

 Data card provided by MIMA shall be used for official, business purpose only. 

Any other usage shall be liable for strict action. 

 

 

9. INTERNET USAGE POLICY 

 

 Internet is a paid resource and therefore shall be used only for official business. 

 Anyone other than an employee, who requests for it, shall be given access only 

after appropriate authorization. 

 Use of personal Instant messenger and chat is strictly prohibited. Instant 

messenger shall be made available selectively only in exigencies. 

 By default, access to the following shall be denied. 

 Access to download executable files. 

 Access to sites related to sports, news, jobs, and other undesirable sites as 

identified by the Management from time to time. 

 Users with internet access shall not use MIMA’s facilities to download. 

 Entertainment software, games, movies etc. 

 Images or videos unless there is an explicit business-related use for the 

material. 

 Or display any kind of sexually explicit image or document on MIMA’s 

system. In addition, sexually explicit material shall not be accessed, 

attempted to be accessed, archived, stored, distributed, edited, or 

recorded using MIMA’s network or computing resources. 

 Freeware / shareware / unlicensed software or tools without prior consent 

from authorized personnel. 

 Users with internet access shall not upload: 

 Any software license or reports to a public website or forum. 

 Data owned or licensed by MIMA. 

 Documents classified as “MIMA’s Proprietary, Confidential or Internal Use”, 

without explicit authorization from Director. 
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 Users shall not carry out any objectionable, frivolous, or illegal activity on the 

internet that shall damage the MIMA’s business or its image. 

 Users shall not attempt to circumvent or subvert security measures on either the 

MIMA’s network resources or any other system connected to or accessible 

through internet. 

 Users shall not post to public discussion groups, chat rooms or other public forums 

representing MIMA on the Internet unless pre-authorized by MIMA. 

 Users shall not send on internet, any information, the disclosure of which may in 

any case cause harm or loss to either the MIMA’s or its customers’ reputation. 

 

 

10. SOFTWARE USERS’ GUIDELINES: 

 

 All Servers, PCs and Laptops are configured with pre-loaded licensed OS and the 

same is being intimated to all users accordingly. 

 

 NO UN-LICENSED, UNAUTHORISED AND PIRATED SOFTWARE 

PRODUCTS SHALL BE INSTALLED IN MIMA’s SERVERS, PC & 

LAPTOP. IT DEPT. ALWAYS SHALL REMOVE ALL SUCH PRODUCTS 

IMMEDIATELY UPON DETECTION FROM ANY MACHINE BEING 

PROVIDED BY AND USED WITHOUT GIVING ANY EXPLANATION 

TO ANYONE THEREAFTER. MANAGEMENT RESERVES RIGHT TO 

TAKE DISCIPLINARY ACTION AGAINST SUCH EMPLOYEE/ 

INDIVIDUAL. 

 

Should there be any legal implication arising out of using pirated/unlicensed 

products in the MIMA’s hardware, the user concerned alone will be liable for such 

litigation.   

 Users shall  not install or download unofficial items/software in MIMA’s hardware. 

 

 MIMA’s hardware should not be used to download/ to store and maintain personal 

information viz. photos, movies, screen saver, themes, unreliable anti spyware, 

registry cleaner, download accelerator etc., thereby affecting capacity of its Hard 

disk as well as affect its speed and make the machine vulnerable to Virus. 

 

 Anti-virus patches MUST BE UPDATED on a regular basis with the help of I.T. team. 

 

 

 

 

11. E-MAIL USERS: 

 

 Connectivity of electronic mail is an important and integral part of a MIMA's 
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internal communication system. There is thus a compelling need to ensure that the 

email system is used only for intended purposes and is not overloaded with 

avoidable or undesirable communication. In particular, with the ever increasing 

risks of viruses attacking IT networks across the Globe, it is essential that we 

follow appropriate, timely  checks and balances within our system to avoid 

“overloading” the server and protect the system from recurring virus attacks. 

 

 MIMA has provided every employee a standard email ID @ mima.edu.in. 

 

 Everybody should use it. No another private email ID should be used by an 

employee for internal and external communications. In case of a problem in 

accessing your ID, please seek help from our IT team immediately. 

 

 Accordingly, we are detailing below the email usage protocol, which needs to be 

adhered to by us all, in order to ensure that the system is robust and user friendly: 

 

12. THE REQUIRED STANDARDS: 

 

 E-mail shall be used only for business purposes. 

 

 At no time shall the email be used for inappropriate purposes, which do not 

comply with ethics and culture of the work place. 

 

 Communication not related to MIMA’s business shall not be circulated on e-mail. 

 

 Users shall not download any non-business items/software into MIMA hardware 

from internet through MIMA’s IT system. 

 

 Greetings may be sent individually or to groups of not more than 10 people at a 

time but no macro address lists should be used from the MIMA’s email address 

book. 

 

 Users shall not use "All User" mailing lists except for MIMA’s official messages 

and communication which is specifically meant for pan MIMA circulation. 

 

13. KEEP RISKS TO A MINIMUM. 

 

 Do not subscribe to any offers on the internet. Avoid free downloads using the 

MIMA email address. 

 

 Do not open files received from unknown senders. Better delete them 

immediately. Unsubscribe to spam the moment you receive it 

 All file attachments should be scanned before saving on the hard disk. 
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14. BEST PRACTICE GUIDELINES 

 

 All redundant and old emails shall be archived /deleted periodically. 

 Users are requested to use the auto archive feature at least once a month. 

 To protect confidentiality, users are advised to use authentic passwords instead of 

using generalized or easily identifiable passwords. 

 Users are requested to change their passwords frequently/periodically and the 

same must not be shared with anyone including Systems personnel unless required 

for specific purposes. 

 Please retain a backup of important emails with the help of I.T. team regularly. No 

additional separate storage will be provided to individuals. 

 

 

15. PRIMARY RESPONSIBILITIES OF IT DEPT / GUIDELINES FOR 

IT DEPARTMENT 

 

 Support LANs, WANs, network segments, Internet, and intranet systems. 

 Maintain system efficiency. 

 Ensure design of system allows all components to work properly together. 

 Troubleshoot problems reported by users. 

 Make recommendations for future upgrades. 

 Maintain network and system security. 

 Analyze and isolate issues. 

 Monitor networks to ensure security and availability to specific users. 

 Evaluate and modify system's performance. 

 Identify user needs. 

 Maintain integrity of the network, server deployment, and security. 

 Design and deploy networks. 

 Perform network address assignment. 

 Assign routing protocols and routing table configuration. 

 Assign configuration of authentication and authorization of directory services. 

 Maintain network facilities in individual machines, such as drivers and 

settings of personal computers as well as printers. 

 Maintain network servers such as file servers, VPN gateways, and intrusion 

detection systems. 

 Administer servers, desktop computers, printers, routers, switches, firewalls, 

personal digital assistants, smartphones, software deployment, security 

updates and patches. 

 Backup should be maintained regularly on the space provided on Server. 

 Always backup the data before leaving the workstation. 

 For sensitive and important data offsite backup should be used. 

 Antivirus software shall be updated timely in consultation with System 
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Administrator. 

 

16. E-MAIL & OTHER IMPORTANT DOCUMENTS 

 

 IT Department is solely responsible for maintenance and backup of users’ documents. 

 

17. DATA STORAGE GUIDELINES 

 

 HOD of every division must create proper folder structure and  transfer all 

related documents to the server for safe keeping with the association of IT Dept. 

 

 

18. USERS' RESPONSIBILITY OF BACKUP AND ITS SCOPE 

 

                 The purpose of this policy is as follows: 

 

 A data backup is the result of copying or archiving files and folders for the 

purpose of being able to restore them in case of data loss. 

 

 Data loss can be caused by many things ranging from computer viruses to 

hardware failures to file corruption to fire, flood or theft (etc.). 

 

 This policy is applicable to all laptops and desktops users. 

 

 Users are responsible for saving files to the specified storage paths, shortcut directories. 
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1. Objective and scope 

MIMA Institute of Management provides a well-maintained, clean premises for teaching-

learning process, standing on half an acre land, with state of the art infrastructure of a seven 

storied standalone building of approximately 55,000 sq.ft equipped with latest teaching 

pedagogies and technologies. 

 

2. Details of infrastructure as per AICTE:  
 

 Physical infra Class rooms, Tutorial rooms etc. 

 Computer hardware, 

 Smart boards 

 Furniture 

 Electrical fittings  

 Generator set 

 Air conditioners 

 Elevators  

 

3. Infrastructure and maintenance has the following staff:  

 

 Security 

 Housekeeping  

 Electrical maintenance 

 AC maintenance 

 All annual contracts of all maintenance including hardware/ software 

 Vehicles three four wheelers, one two-wheeler 

4. Purchasing Procedures 

MIMA purchases equipment and services as per its Finance and Procurement Policy.  

5. Maintenance Procedures 

MIMA maintains high standards of hygiene and sanitation following set of maintenance 

procedures. 
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5.1 Classrooms 
 

S. No. Action Frequency 

1 Brooming and Mopping Floors Every Day 

2 Sanitize door handles Every Day 

3 Clear trash bins Every Day 

4 Dust furniture Every Day 

5 Clean boards Every Day 

6 Check bulbs and tube lights Every Day 

7 Check functioning of fans (as per season) Every Day 

8 Clean projectors Every Week 

9 Wet Clean windows and doors Every Week 

10 Rinse trash bins Every Week 

11 Clean lights and fans Every Week 

5.2 Computer and Psychology Laboratories 

S. No. Action Frequency 

1 Broom and Wet Mop Floors Every Day 

2 Sanitize door handles Every Day 

3 Clear trash bins Every Day 

4 Dust furniture Every Day 

5 Clean boards Every Day 

6 Check bulbs and tube lights Every Day 

7 Check functioning of fans (as per season) Every Day 

8 Dust Projector screens and Computer Monitors Every Day 

9 Clean projectors Every Week 

10 Wet clean windows and doors Every Week 

11 Dust/vacuum clean Computers and Keyboards Every Week 

12 Air conditioner servicing Every six months 

13 Rinse trash bins Every Week 

14 Clean lights and fans Every Week 

15 Dry Clean/Wash Curtains Every three months 

5.3 Stairs and Corridors 
 

S. No. Action Frequency 

1 Sterilize drinking water bays Every Day 

2 Empty trash bins Every Day 

3 Broom and wet mop corridors Every Day 

4 Dust grills and banisters Every Day 

5 Broom and wet mop staircase Every Day 

6 Dust overhead lights and ceilings Every Week 

7 Service Water Coolers/Water purifiers Every three Months 
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5.4 Offices: Administration and Accounts  
 

S. No Action Frequency 

1 Broom and wet mop Floors Every Day 

2 Sanitize door handles Every Day 

3 Clear trash bins Every Day 

4 Dust furniture Every Day 

5 Check bulbs and tube lights Every Day 

6 Check functioning of fans (as per season) Every Day 

7 Wet clean windows and doors Every Week 

8 Dust/vacuum clean Computers and Keyboards Every Week 

9 Dust Computer Monitors Every Week 

10 Service Air conditioners Every Six months 

11 Rinse trash bins Every Week 

12 Clean lights and fans Every Week 

13 Dry Clean/Wash Curtains Every Three months 

 

5.5 Director’s Office/Staff room/Faculty Research   

Centre/Seminar/Multipurpose/Committee Rooms 

S. No. Action Frequency 

1 Broom and wet mop Floors Every Day 

2 Sanitize door handles Every Day 

3 Clear trash bins Every Day 

4 Dust furniture Every Day 

5 Check bulbs and tube lights Every Day 

6 Check functioning of fans (as per season) Every Day 

7 Wet clean windows and doors Every Week 

8 Vacuum Clean Sofas Every Week 

9 Service Air conditioners Every Six months 

10 Rinse trash bins Every Week 

11 Clean lights and fans Every Week 

12 Dry Clean/Wash Curtains Every Three months 

5.6 Restrooms 

Priority Action Frequency 
1 Wet mop floors with disinfectant  Every Day 

2 Sanitize door handles  Every Day 

3 Empty trash and disposal bins  Every Day 

4 Sanitize WC, urinals and fixtures  Every Day 

5 Refill soap dispensers  Every Day 

6 Check bulbs and tube lights  Every Day 

7 Clean Mirrors  Every Day 

8 Clean partitions  Every Day 

9 Wet clean windows and doors  Every Week 

10 Wash soap dispensers  Every Week 

11 Dust/Clean lights  Every Week 

12 Wash trash receptacle and Sanitary Boxes  Every Week 
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5.7 Gardens, Lawns and Outdoor Pathways 

 

S. No. Action Frequency 

1 Broom all open areas Every Day 

2 Gather and remove all fallen foliage etc. Every Day 

3 Clear trash bins Every Day 

4 Prune and cut plants and grass.  Every Week 

5 Tend to compost pits  Every Week 

5.8 Library 
 

S. No. Action Frequency 

1 Broom and Wet Mop Floors Every Day 

2 Sanitize door handles Every Day 

3 Clear trash bins Every Day 

4 Dust furniture Every Day 

5 Check bulbs and tube lights Every Day 

6 Check functioning of fans (as per season) Every Day 

7 Wet clean windows and doors Every Week 

8 Dust Book and magazine stacks Every Day 

9 Service Air conditioners Every Six months 

10 Rinse trash bins Every Week 

11 Clean lights and fans Every Week 

12 Dry Clean/Wash Curtains 
Every three 

months 

13 Dust/vacuum clean Computers and Keyboards Every Week 

14 Dust Computer Monitors Every Week 

5.9 Cafeteria 
 

S. No. Action Frequency 

1 Broom and wet mop Floors Every Day 

2 Sanitize door handles Every Day 

3 Clear trash bins Every Day 

4 Dust furniture Every Day 

5 Check bulbs and tube lights Every Day 

6 Check functioning of fans (as per season) Every Day 

7 Wet clean windows and doors   Twice a week 

8 Wash trash bins Every Day 

9 Clean lights and fans   Every Week 

10 Check cooking utensils  Every Week 

11 Replenish raw material   Every Month 
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6 Process of Infrastructure Maintenance 

6.6 Lab Equipment 

I. Indenting Faulty Equipment 

The details of the faulty equipment are reported to concerned staff from 

administration for necessary action. 

II. Apply for Repair 

The concerned s taf f  takes an estimate for repairing cost of the equipment and 

submits the same to the Director for approval. On approval, order is placed for 

repair. In certain cases, quotations are invited as per SOP. 

III. Verification and Bill Processing 

 On repair of the equipment(s) the bills are scrutinized and submitted to      

accounts for verification and    are reimbursed in accordance  

6.7  Building Maintenance 

All maintenance requirements are notified to the Caretaker on email, WhatsApp or in person 

who arranges to attend the same by engaging appropriate agency. 

 

6.8 Maintenance of Gardens 

1. Regular watering of the plants and lawns. 

2. Pruning of trees and plants/shrubs as and when required. 

3. Regular mowing and sweeping of lawn. 

4. Transfer of garden waste to the composting pit. 

5. Planting of new plants seasonal flowers. 

6. The regular repair of garden equipment is done as and when required is done in a similar 

manner as that of Lab equipment. 

6.9  Maintenance of Kitchen & Cafeteria 

MIMA Institute of Management ensures maintenance of hygiene and quality by taking 

the following measures: 

 Total hygiene and cleanliness maintained at the kitchen on the ground floor. 

 All Cafeteria workers shave daily and wear clean clothes, gloves, apron and hair net 

or a cap while working in the kitchen. 

 Mopping and dusting of Cafeteria is done on a daily basis at regular intervals. 

 Covered dustbins are placed inside and outside the cafeteria for waste disposal. 

 Regular inspection is carried out to assess the food quality and hygiene conditions. 
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1. INTRODUCTION 

 

CCTV is a state-of-the-art technology based surveillance system, an eye on complete 

organization within and outside. This can be most gainfully utilized to achieve optimum 

security level. The idea of CCTV is to ensure safety & security by surveillance. It creates 

a safe and secure environment by: - 

a. Detecting offenders and preventing crimes, theft, sabotage, burglary 

within the facility. 

b. Providing evidence for any investigation and offender’s prosecution. 

c. Preventing and responding effectively to any crises and harassment of 

any kind 

d. Enhancing confidence and commitment to the security of premises. 

 

2. AIM 

 

Aim of this SOP is to lay down salient guidelines for control, operation & maintenance of 

the CCTV system to be followed by all concerned without exception.  

3. PROCESS 

The CCTV system is to be monitored by following CCTV Operators at the CCTV 

Control Room. Images from cameras are recorded 24x7 in real time and will be retained 

preferably for the period of 15 days in all DVRs (Digital Video Recording system). 

Recording and backup of essential images shall be made and must be stored in NACH of 

respective building by following CCTV Operators:  

i. Mr. Laxman (Nanasaheb) Gore 

ii. Mr. Shekhar Kulkarni 

iii. Mr. Miras Jamadar 

4. INSTRUCTIONS TO CCTV OPERATORS 

 

a. Responsible For:  

Monitoring and operating the CCTV cameras and            associated equipment in the CCTV 

Control Room. Managing associated alarms and call monitoring. 

 

b. Main Purpose:  

To ensure the safety and security of people and property within public areas and other 

facilities via surveillance of the CCTV network. 

 

c. Operators are mainly responsible for operating and maintaining surveillance 

equipment, watching both live and recorded video surveillance footage, reporting 

incidents or suspicious behavior and contacting the authorities when necessary. 

 

d. The CCTV operator must always act with utmost vigilance. 
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e. Ensure that the CCTV control room is always clean and tidy. 

 

f. CCTV operator must have his own “Log-In” Password and must “Log-Off” before 

handing over the charge. Sharing of log-in credentials is strictly prohibited. 

 

g. Only authorized security personnel, who are trained as CCTV operators will operate 

any of the equipment within the CCTV monitoring room. 

 

h. An authorized CCTV operator must be always present when the equipment is in use. 

If the monitoring room is left unattended for an unavoidable circumstance it must be 

securely locked. 

 

i. The CCTV operator will send weekly CCTV Daily Monitoring Report to the 

competent authority; currently CA Piyush Nathani. 

 

j. The operator shall monitor entire premises. Any suspicious activity shall be logged in 

the Logbook/ Table i.e., date, time, camera number, further  reported to seniors. 

 

k. The operators are charged with maintaining control center equipment, watching 

multiple monitors at once, making note of any unusual occurrences          and 

interacting with security department officials. He is expected to maintain  a high 

level of fastidiousness, professionalism, care, and integrity at all times. 

 

l. CCTV Operator shall have a thorough understanding of the equipment he is working 

with. He is tasked with deleting or archiving old footage as needed, organizing old 

footage in an orderly fashion, and switch out videotapes, compact discs, memory 

cards, hard drives, or servers. 

 

m. Entrance, Exits and parking areas shall be always under surveillance. Camera shall be 

focused particularly during the movement of incoming and  outgoing deliveries. If 

any discrepancy is noted (e.g. accidents, product damage, damage to company 

property, pilferage, theft, unauthorized entry of any person/s etc.), it must be zoomed, 

recorded from all possible angles and information passed to the competent authority; 

currently CA Piyush Nathani so that appropriate action may be taken.  Employee, 

visitor, and vehicle entrance shall be closely monitored for registration number for 

identification, checking/recording purpose and to ensure implementation of SOPS on 

issuance of access cards to visitors/contractors at the entrance. 
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5. Maintenance 

 

a. The CCTV operators will be responsible for the reporting of faults within the CCTV 

Control Room, or any associated equipment located elsewhere, including  

 cameras on daily basis in writing via e-mail to HOD security and other 

concerned officials. Status or condition of cameras must be reported daily to the 

competent authority; currently Mr Vasant Todkar. 

 

b. Defective cameras with hazy pictures, not working or out of order, etc. must be 

reported for appropriate action. 

 

c. Preventive and on spot maintenance of CCTV Control Room and cameras is done 

on regular basis or arranged by Mr. Laxman (Nanasaheb) Gore. 

  

d. In case of any fault, it shall be recorded on the CCTV control room logbook and 

communicated to the competent authority; currently CA Piyush Nathani. 

 

e. The CCTV Operators shall be responsible for ensuring that the CCTV system is 

always fully operational to prevent any occurrences of a possible security lapses. 

 

6. Dos and Don’ts 

 

a. No CCTV operator shall be allowed to give his ID, login password to any staff. 

 

b. Refrain from invading privacy of the people, harass or intimidate them. 

 

c. No, Visitor access to the CCTV monitoring room. It is prohibited. 

 

d. No unauthorized access is allowed to the recorded videos, for copying, viewing, or 

recording. 

 

e. Security staff shall inform CCTV operator of any suspicious movements which 

may affect safety of all staff and protection of company property. Likewise, CCTV 

operator shall immediately inform ground security of any suspicious movement 

captured in cameras for immediate and appropriate action. 

 

f. Proper storage of footage is one of the most important roles of a CCTV Operator. 

Keep recording and take backups of all cameras in NACH Drives at least for 15 

days.  Maintain accurate records of data recordings and events. 

 

g. Ensure that breaches in security are investigated using CCTV and remedial 

measures taken accordingly. 

 

h. Constant monitoring and spot-checks will be conducted to ensure compliance of 

this SOP by the competent authority; currently CA Piyush Nathani. 

 

i. An annual audit, unannounced spot-checks, to test the integrity and efficiency of 

CCTV management will be carried out by the competent authority; currently CA 
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Piyush Nathani. 

 

7. Media Sharing 

 

a. Recorded videos will not be shared or viewed by anyone without prior written 

permission of the competent authority; currently CA Piyush Nathani 

 

b. In no case the recorded media copy or recording will be handed over to any one 

by any mean or request. Even recording of media by any one is also prohibited. 

 

c. The competent authority; currently CA Piyush Nathani will deal with any such 

request  and decide whether viewing of recorded images shall  be extended to 

anybody on written request only after ascertaining his identity. 

 

8. CCTV Location wise Report format: 

 

S. No. Location  
Checked 

on  
Status  Remark  

Authorised Signature  

Shekhar 

Kulkarni 

Laxman 

Gore 

1 Ground floor Main gate            

2 Main Gate Facing            

3 Main Gate Facing            

4 Entrance lobby Area            

5 Lift lobby Area           

6 Water Tank Side           

7 STP Side           

8 

Back Parking Entrance Gate 

Side           

9 Back Parking Transformer Side            

10 1 floor 101 Placement Room           

11 1 floor 102 AV Room           

12 

1 floor 103 Gymnasium 

Entrance            

13 1 floor 103 Gymnasium Area           

14 1 floor 104 Canteen Area            

15 1 floor 104 Canteen Area            

16 

1 floor 104 Canteen Area / 

Gymnasium Passage            

17 1 Floor Staircase           

18 1 floor Fire Staircase           

19 2 Floor 201 Classroom Front           

20 2 Floor 201 Classroom back            

21 2 Floor 202 Admin office            

22 2 Floor 202 Admin office            

23 2 floor Lift Area           

24 2 floor 205 Classroom            

25 2 Floor staircase            

26 2 floor Fire Staircase            
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27 3 Floor Staircase           

28 3 Floor Fire Staircase           

29 3 Floor Lift Area             

30 3 Floor 304 To 308 Area           

31 3 Floor Library            

32 3 Floor  Library           

33 4 Floor Staircase           

34 4 Floor Fire Staircase           

35 4 Floor Lift Area           

36 4 Floor 401 Classroom Front           

37 4 Floor 401 Classroom Back           

38 4 Floor 402 Classroom Front           

39 4 Floor 402 Classroom Back           

40 

4 Floor 403 Computer Lab 

Front           

41 

4 Floor 403 Computer Lab 

Back           

42 4 floor Dept. Office            

43 4 floor Server Room            

44 5 Floor Staircase            

45 5 Floor Fire Staircase           

46 5 Floor 501 Classroom Front           

47 5 Floor 501 Classroom Back           

48 5 Floor 502 Classroom Front           

49 5 Floor 502 Computer lab Back           

50 

5 Floor 503 Computer Lab 

Front           

51 5 Floor 503 Classroom Back           

52 5 Floor 504 Classroom Front           

53 5 Floor 504 Classroom Back           

54 5 Floor 505 Tutorial Room            

55 5 Floor Department Office            

56 5 Floor Lift Area           

57 6 floor Staircase           

58 6 floor Fire Staircase           

59 6 Floor Lift Area           

60 6 Floor 601 Classroom Front           

61 6 Floor 601 Classroom Back            

62 6 Floor 602 Classroom Front           

63 6 Floor 602 Classroom Back            

64 6 Floor 603 Classroom Front           

65 6 Floor 603 Classroom Back            

66 6 Floor 604 Classroom Front           

67 6 Floor 604 Classroom Back            

68 6 Floor 605 Tutorial   Room            

69 6 Floor 606 Class Dept. Office           

70 7 Floor Staircase           

71 7 Floor Fire Staircase           
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72 7 Floor Lift Area            

73 7 Floor 701 Examination Room            

74 7 Floor 702A Hall            

75 7 Floor 702 Hall            

76 7 Floor 703 IQAC           

77 Lift 01           

78 Lift 02           

79 Lift 03           
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1.  PREAMBLE  

MIMA Institute of Management, has been motivating students to venture into entrepreneurship and 

come up with innovative startups for which MIMA has drafted a policy.  

An innovative start-up by MIMA students will be provided hand holding for market expansion as 

well as job creation.  

The main goal is to nurture ideas from students and foster entrepreneurial ideas in supportive 

environment before they become attractive for venture capitalists. 

MIMA’s Incubation center shall promote and support untapped creativity of individual innovators 

and assist them to become tech- based entrepreneurs. It also shall promote networking and forge 

linkages with other constituents of the innovation chain for commercialization of developments, 

provide training for students and innovators interested in converting their ideas into startups. 

 

2. PURPOSE 

To provide supportive and encouraging environment to students and other innovators in converting 

their ideas into startups and further upscale commercially. 

 

3. OBJECTIVES  

● To build a vibrant startup ecosystem, by establishing a network between students, 

academia, financial institutions, industries. 

● To promote entrepreneurial activities and create culture conducive for entrepreneurship and 

innovation leading to start-ups.  

● To equip students with the necessary skills for managing their business enterprise. 

● To promote design thinking process among the incubatees and provide a platform for 

speedy commercialization of technology. 

● To ensure that aspirants receive all much-needed support for research and development to 

build basic prototype of their idea using resources available at the institute. 

 

4. THRUST AREA 

● Digital Marketing 

● Market Research 

● Management Consultation (HR, Marketing and Finance) 

● Agricultural Products & Services 

● Pharmaceutical Products & Services 
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5. ACTIVITIES ENVISIONED  

 

5.1 Awareness and Exposure 

● To facilitate idea generation and impart knowledge on business development and its 

implementation, MIMA shall conduct various interactive guest sessions for aspiring 

entrepreneurs with those who are already successful and have expertise in their 

respective fields. 

● To prepare periodical calendar to organize workshops, seminars, and interaction with 

entrepreneurs from diverse backgrounds. 

● To provide mentorship and guidance from various industry experts as well as                

in-house experts for converting ideas to Start-Ups leading to Successful Business 

Ventures. 

 

5.2  Support and Assistance 

● Infrastructure Support would be provided for Research and Development for 

prototype development. 

● Guidance and Support shall be provided to acquire seed capital or venture capital 

through various investors and fund providing agency. 

● Networking with other entrepreneurial institutions for much-needed assistance, 

support and advice. 

● Arranging field visits to various existing entrepreneurial ventures to give students a 

first-hand exposure through real-world projects with start-ups. 

● A temporary working space would be provided with basic amenities. 

 

5.3  Infrastructure Availability for incubation 

● The institution has 3 fully functional departments viz. Business Administration, 

Pharmaceutical Management and Agri Business Management with 10 fully equipped 

Classrooms, as well as dedicated Placement Cell as per AICTE norms, which are at 

the disposal of the incubatees for their research and development activities, prototype 

development and validation of developed concepts. 

● The library of the institution is available for the incubatees to leverage wide range of 

national and international journals, e-journals, e-resources, books and periodicals. 

 

5.4 Linkage with industries and venture finance 

● Constant exposure and guidance is being provided to the budding entrepreneurs for 

familiarizing them with the present support system available in the market for 

availing finance, sourcing raw materials, consultancy and other escort services. 

Therefore, industrial visits have become a regular practice for familiarizing the 

Business startup entrepreneurs with the present market condition. 
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● Prominent Entrepreneurs/Industry Experts of the region shall be invited in the 

process. The budding entrepreneurs shall be exposed to various sources of venture 

capital and methods/means of acquiring seed money. 

 

6. ELIGIBILITY 

 

The scheme is open to final year students of MIMA Institute of Management, who 

graduate next year or graduated within last three years and want to work Full Time on their 

ventures. 

 

7. EVALUATION PARAMETERS 

 

     The applicants will be evaluated on below main parameters: 

 

7.1 Applicants Background 

a. Year of Graduation 

b. Experience & Expertise 

c. Past Initiatives 

d. Personal Traits/Resume 

e. Recommendations, if any (Direct/LinkedIn) 

f. Team Details – Size, expertise, background 

 

7.2 Startup Idea and thrust area 

 

7.3 Product and Startup Details 

a. Stage 

b. Novelty / Innovation 

c. Background Knowledge of Market for related Idea 

d. Draft Business Plan (DBP) / Detail Project Report (DPR) 

e. Project Time Frame 
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Faculty Development Policy -  

1. Introduction  

In any academic institution faculty place a vital role in quality of academic delivery, Student 

development and overall reputation of the organisation. In case of MIMA, Faculty is at the centre 

stage of overall value delivery to all stakeholders involved. Our faculty is not only face of the 

organisation but acts as catalyst in student’s transformation journey. Being an important 

stakeholder of the institute MIMA has a clear vision for faculty development. Some of the key 

area are as follow: 

2. Philosophy of Faculty Development 

 MIMA faculty should be amongst the top brains in India from respective domains/ 

specialisation.  

 Along with academic development, faculty shall be well known as a consultant to the 

industry/ an excellent resource in executive development/ should be amongst the top 

researchers in the country. 

 Along with the professional development MIMA should take care of mental well-being 

of the faculty and his or her family. 

3.  Initiatives for improving Research Output. 

1. Sponsorship for attending academic / industrial conference – MIMA faculty are 

encouraged to participate in academic/ corporate conferences of repute, a faculty would be 

sponsored for attending such conferences and expenses (registration fees, transportation 

and miscellaneous expenses would be boned by the institute.) 

2. To foster faculties research acumen and incentivised faculty for completion of Doctoral 

program, an incentive of Rs.1,50,000/- is given to the faculty members who have 

completed their doctoral program while being in service at MIMA Institute of 

Management. 

3. MOOC courses - Considering faculty requirement of upskilling and acquiring new 

knowledge processes, a faculty is being encouraged to pursue and complete various 

MOOC courses and reimbursement up to Rs.2000/- per course or actual fees of the course 

is provided as a policy. 

(Please read along with research incentive policy) 

 



MIMA/Faculty Development Policy/2023 
 

4. Initiative for improving faculty teaching learning process 

1. To provide students with practical application theoretical frame work learned in the 

curriculum MIMA Institute of Management encourages working executives to have an 

interactive sessions with students and in the process consult faculty acts a mediator. This 

kind of initiatives not only enriches studs learning but improves faculty collaboration with 

corporate world. 

2. MIMA Institute of Management has entered into an agreement with Cesim India for its 

offering business stimulation. These stimulation has the faculty to improve students 

learning quotient and gives a multidisciplinary and holistic business sense to a faculty. 

3. MIMA infrastructure boost of state of the art library, E-library, Smart Boards and other 

advanced digital communication mediums that helps faculty to use modern teaching aids 

and improve engagement in the class. 

 

5. Fostering faculty development as resourcing EDP/MDP’s/consulting 

Faculty a key resource for FDP/ MDP 

1. MIMA faculty are encouraged to secure/ execute/teach in various EDP run by the 

institute. 

2. If any EDP/MDP is being secured by the faculty members 2% of the total billing value 

is given to faculty as sourcing fee. 

3. For operation EDP/ MDP, a faculty would be awarded 1/3 rd. profit booked by 

organisations. 

4. For conducting session in EDP/MDP, a faculty would be paid equivalent to visiting/ 

adjunct faculty. 

5. Similar to EDP and MDP faculty can play various roles in consulting work securing / 

working / managing the project. Sourcing fee/ profit share and consulting work 

remuneration would same as above. 

(Please read along with Training & Consulting policy) 
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6. Enlargement of faculty’s public profile 

 

1. MIMA Institute of Management faculty should be considered as great resource by various 

stakeholders such as Corporate / Students/ Industry association and parents. MIMA 

Institute of Management encourages faculty to write blogs, podcasts, articles in leading 

newspapers and periodicals.  

2. All support in terms of resources and time concessions is being provided to a faculty for 

engaging in such activity 

 

7. Appraisal 

MIMA advocates timely appraisal of all faculty, conducted by following well established 

processes: 

1. An appraisal meeting arranged between director and faculty members to foster two way 

communication and deliberation. 

2. MIMA has fairly managed to match salary increments with the result of appraisal process 

conducted. 

8.  Mental well-being of a faculty. 

1. A faculty is being encouraged to participate in activities that would improve mental well-

being (Yoga, Regular Exercises and Sports) 

2. Various sports facilities are available at MIMA campus plays a vital role in keeping healthy 

and fit. 

3. Well defined leave policy (Casual/Sick/Earned) is aptly observed and a faculty is being 

given leaves beyond the prescribed limits in case of emergency. 

At MIMA we believe that there is direct correlation of faculty development and enhancement of 

institutes goodwill and reputation. This policy is an important instrument in this journey. 

 

  


