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POLICY DOCUMENT 

Job -specific responsibilities: 

For teaching staff 

1. Academic and practical training activities 

2. Following the academic calendar of the institution 

3. Cover the portion of course plan. For office faculties 

 

 
For office staff 

 
 

1. Every office and administrative responsibility fall under the responsibilities of office staff. 

2. The office faculties are expected to assist and supervise every administrative process of 

Devaki amma memorial institutions. 

For laboratory staff 

 
 

1. Prepare and maintain accurate laboratory records. 

2. Clean and maintain work area, lab equipment and supplies. 

Work schedule 

 
 

1. Working hours for the teaching staff and non-teaching staff will be from 9.30 am to 4.30 pm. 

2. The office staff will have working hours between 09:00 AM to 05:00 PM 

 
Salary details 

1. Employees of the Devaki amma memorial college of pharmacy are entitled to receive their salary on 

or before 5th of Every month. 
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ESI & PF Brief 

 
 

As per the ESI and PF Act, eligible employees would be granted provisions for ESI and PF. As 

required per the Act, a percentage of the salary would be retained and added to the ESI and PF funds. 

Travel Policy 

An employee shall be eligible for the facilities and expenses if journeys /visits are undertaken for the 

following purposes: 

 
1. Outstation duty authorized by the appropriate authority 

2. Attending training programmes/seminars/conferences or any other development 

programmes approved by the head of institution. 

Quality Improvement Program 

 
 

1. Research and quality improvement is a vital factor that contributes to classroom excellence. 

2. Faculty are encouraged to attend seminars, conferences, workshops and development 

programs.etc. As this would improve the faculties’ professional and personal 

effectiveness. Monetary assistance for the same depending on the relevance of the 

program. 

Security & Workplace Violence 

 
 

Devaki amma memorial college of pharmacy is responsible for providing a safe and secure 

workplace to its employees and ensuring that every employee is treated in a respectful and fair 

manner. 
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Though it is not possible to list all forms of behavior that are unacceptable in the workplace, here are a 

few that need to be especially kept in mind: 

• Violence against another employee in the office premise 

 
• Smoking in the office premise 

 
• Use of unprescribed and illegal drugs. 

 
• Coming to the office under the influence of alcohol 

 
• Sexual or other forms of harassment 

 
• Making malicious, false, and harmful statements about other employees 

 
• Falsifying records or reports, including one’s time records or the time records of another 

employee 

 
Any other action that is found unacceptable by the administration would lead to disciplinary 

action. 

Resignation Guidelines 

If an employee wants to resign from their job, these are the procedures to be followed: 

• If an employee decides to resign from their job, matters regarding the reason, dates, etc. 

should be discussed with the management. 

• The employee, if a part of the teaching staff, is expected to inform the Principal officer 

matters regarding their resignation 

• The employee should give a two-month notice period before resigning. 

mailto:devakiammapharmacycollege@gmail.com


Chelembra, PO. Pulliparamba, Malappuram Dt., Kerala - 673634. 

Phone: 0483-2891623, Fax: 2891623, E mail: devakiammapharmacycollege@gmail.com 
Approved by Pharmacy Council of India, New Delhi and Affiliated to Kerala University of Health Sciences, Thrissur 

 

 

 

• It is the responsibility of the employee to find a replacement within the notice period in 

order to ensure a smooth transition. 

• Every responsibility and official matter should be properly handed over to the 

succeeding employee before the end of the notice period. 

Termination: 

 
 

• An employee’s service may be terminated during inefficient work performance, indifferent 

attitude, lack-of job-related skills, integrity issues, and any other reasons, which the 

organization believes renders the employee unsuitable for continued employment with the 

organization. 

• If any mismatch in the information given in the application form at the time of interview, 

the employees service will be terminated with immediate effect. The clearance formalities 

will be similar to those applicable for resignation. 
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