
JANGIPUR COLLEGE

MANAGEMENT SYSTEM POLICY & PROCEDURE

ADDRESS

JANGIPUR, MURSHIDABAD
WEST BENGAL

Approved & Reviewed bY:

Teacher ln-char8e

Prepared bY:

IQAC / MR

B,RT",a^-
Signalure

....*".,3llicf;-

,13[',]l'i^,t$utt;o"

signature

OR.X.K. GHOSH
rrlgci.tl}c1trc
xr{rrlro(lrlerr,lflio

IDNB

poLtcats



TTLE.CONTENf

SECT]ONJC M5P-01&Q

JANGIPURCOLLEGE
Jangipur I Murshidabad

Affiliated to the University of Kalyani

Govt. sponsored College I NAAC Accredited B* College

Doc. No.lcC N4SPP 01

tssue No & Date:08.03.2022
Rev. No. & Date:00 Nll

Editionrl.0

MANAGEMENT SYSTEM POLICY & PROCEDURE

ParticulalsS, NO,

Code of Conduct of StLrdentrc-sP&P-01/011.

Code of Conduct ofVisitorlc-sP&P 01/02

AntiRagglng Po lcy3 lc sP&P'01l03

Ant sexu.l harassri€nt po icylc sP&P 01/044

Non Retalation po icy.rc-sP&P-01/055

Humrn Rlghts pollcyrc sP&P'01/066

7 tc sP&P 01/07

QLralry pol cYrc sP&P 01/088

Env ronmenta Po icyrc sP&P-01/09

Hea th & salety PolcYtc-sP&P 01/1010.

Grievance mechan sm Procedure11 lc sP&P 01/11

Equal Employment Opportunitv & Non D scrlm nation pol cy
77

A coho , Dr!8 and Tobacco Po icyrc sP&P 01/13

ProcedLrre for E ectrlc ty Maintenan.€JC-SP&P-01l1414

Procedure for Energy Conservauontc-sP&P-01/1515

Procedure lor Fire mock drll trainingrc sP&P 01/16:b

Code of Conduct H:ndbook for Te!chersrc sP&P o1l17t-7

Procedure for Wasta Man.gement (SEPERATE FOTDER)lc-sP&P 01/1818

Proced!re for HoLrsekeePlngtc,sP&P'01/19

Procedure for lnc oenL lnve5t gat on
2A_ rc sP&P-01/19 A

Procedure for C. rbrationrc sP&P-ou20

Procedure for Water ConsumPtlontc.sP&P o1/212)

Procedure for H.zard assessmenttc-sP&P 01/2223.

Procedure for Nolqera sP&P 0u2324

Procedure for MercurY Hand inre,sP&P-01/24

q_
c*rainafo, t tUt'flUe'"- loAc I

tenniDut College

K.

19

21

2.

9.

lc-sP&P 01/12

13



JANGIPURCOLLEGE
JangiPur I Murshidabad

Affiliated to the university of Kalyani

Govt. sponsored College I NAAC Accredited B** College

MANAGEMENT SYSTEM POLICY & PROCEDURE

Procedure for ll umlnatlonrc sP&P 01/2526.

Proced!re for DG SET2l

Procedure for TEACHING LEARNLNGrc sP&P-01/2728.

Procedure for STLIDENI COMPLA N POLLCY
rc 5P&P 01/2829

Procedure For Minagement Revlew
]CC I.,4SPP O130

Proc€dure For En! ronmentalTarget And Achievementrc MSP 01/07l1

Procedure For ntern. Auditrc N/rsP 01/0832.

rc ocP 01

e;{,-L
Co-ordinator / Me

loAc f,,;
Janqipur College

Jangipur, MuIshidabad

DR.N.I(. GHOSH
ruournt+crll6E
lulspln cotlEgE

lfll{onrD
/D sq

L*
Doc. No.]CC MSPP_01

l5sue No & Date:08.03.2022
Rev. No. & Date:00 Nil

Editlon:1.0

.rc-sP&P 01/26

Operatlon. Control



Jan$pur Colle$e
Code of Conduct of Students

JC-SP&P-01/01

B, N J._

co+roinator / tlerduei
rolc /

Janoioul college
Jangipur, Murshidabsd

oR.l{.K. GHOgH
,E tr€R.h[o{n6E
J r{grPUR CTLIECE

$riSitD 8ro



o

co-ordinator / Mdbe;
IO\c

.,.lifinf ''[,,ft il?i""'"

Doc. Ref. no.IC_SP

Date of lssue:08.03

Rev. No. & Date:
lssue No.:0JANGIPI]R COLI,EGE

Students

e of conduct of students

P&P 01/01

CurrentVersion No.:

3 2022
lssue No. & Date:

LBev. No. & Date:

ministration

Change descriPtionDate of changesl. No.

General DescriPtion

Revision History

Esfd. 195J

u

\)

oR.N.K. GI|OSH
TIACflE$|N-CH RC€

JAM}IPUR 
"TLEG€

Page No.:

No.



Doc Ref. no. JC-SP&P-oU01

Date of lssue:08.03.2022
lssue No.l01

Rev. No. & Date:oo/Nil
JANGIPUR COLMGE

Page No. 3code of conduct of students

Purpose

The Code of Student Conduct is deslgned to promote responslble behavior for a students 
'ons 

stent w th

the mission and values of iANGIPUR Coltege. Thls code defnes behavioral rlghts and responsibllitles

w thin the Co lege community so that everyone can attain the r academic, socia!, and personal goa s' As

members of the CoL ege community, stLrdents are encouTaged to value the pursuit of knowledge borne in

an attitude of ntellectua and artistic freedom, diversity and lnc usion, responslbllity to the community

an.]theenvironment,ethiCalcondUct,mUILJalrespect,andclV]lity,EachstudentissUbjecttofederaland
state laws, county, an.l municpal ordinances, and a po cies, procedures? rules, and regulations ofthe

college. Stuclents are to act respons bly and respect the rlghts of a members of the College community

rega; ess of age, ancestry, cit zenshlp status, creed, ethn city, gender identity and express on' genetic

nirmat on, marita status, mental or physca dlsabiLlty, nationa origin, race, religous affilat on' sex'

sexual orientat on, or veteran stat!s and any other category protecled by federal, state, or local law

Scope

College jurlsdcton regarding dlsclpine of any student under this Code of Student Conduct

exte;ds to conduct that occLlrs on College premlses or at offcampus College activit es

Violations of laws. ordinances, poli.ies, rues, procedLlres, and regulauons wlll sLrblect the

violator to appropr ate discipllnary action. The scope of this Code extends to compllance with

profess onal standards of conducL or ethlcs that students must adhere to as part of their studies'

lncluding, but not Limted to, while performing externai internships, clnicals, practlcums,

national travel, or other placements related to credit and non_credit educatlonal pursuils while

at iC. The process of adjudicatlng vio atlons for this code ls separate and pursLred independent Y

of federal and state aws.

Discipllnary action will be taken when any student, Sroup of students, or stlldent union vioLates

any ColLege policy, rules, or regulations. ln alL proceedings, the princlple of due process G

gLJaranteed to the student
Certain criminal or civil offenses or other behavlor that poses a serious and substantial danger

to the Co ege communlty wlL be referrecl to aw enforcement, as well as being subject to a'tion

by the College.

-lurisdiction

-heCol|egeshahavethejUrsdictionovertheconductofthestudentsassociated/enrolledwiththe

ao ege and to take cognizance of al acts of misconduct inclLrding lncldents of ragging or otherwise whlch

:letakngp]aceontheCollegecampL]sorinconnect]onWththeCoeSerelatedact]Vjt]esandfUnctions'

:c lege may also exercise jur sdiction over conduct whlch occuTs off campus vlolatlng the ideal student

..ndLrctanddisciplneasaiddown]nthSPocyandotherreguat]ons,as]ftheconducthasoccurredon

-:-pus whlch shaLl lnc ude:

1 Any volations of the Sexua Harassment Policy of the CoLlege against other students of the

llege

B.x,

Janoiour t)ollege
JanEip-ur, Murshidabad

OR.N.K. GHOSH
Co-ordinalor /
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2. Physical assau t, threats of violence, or conduct that threatens the health or safety of any person

including other students of the Co ege;

3. Possession or use of weapons, explosives, or destructive devices off campus

4. Manufacture, sa e, or distributlon of prohlblted drugs, alcoho etc. are strictly prohrbited.

5. conduct which has a negative rnpact or constitutes a nuisance to members of the surrounding

off-carnpus community.

6. Attend the CoLege for every schedu e c ass, except when absence ls lnavoidable. Late coming

n class, freqLrent absence in Colege, negligence in wea.ng proper uniform n Chemistry (f
applicable) and care essness in st!dies wi be viewed serious y.

7. Attend and be punctual for a cass, tutorials, enrchment adivities, test examinat ons,

registrations and any other commitments. Take responsibllity for rnaking up any work missed

through absence.

8. Complete all work set by the requ red time to the best of your abl ity. Your work is expected to

be of suffic ent standard to enab e you to make progress in the courses yolr are pursu ng, Use

your pr vate study times constructlvely.

9 Smoking, taking alcohol and ega substances w lhin the campus is strictly prohib ted. You must

not smoke w th n the College campus.

10. The College has a policy of zeTo toeTance towards vioence. Any form of vioent and/or

intimldatlng behavior or behavior whlch is lkey to lead to violence within the campus and/or

campus surround ngs, w I be treated as a very serious discip inary offence. t ls a crim na offence

to carry an offensive weapon and the Colege has the rlght to search you. Thepolcewlbe
nvolved, f necessary.

11. This is a secular college. We foster an atmosphere of to erance and mutual respect. Students are

not to express extrerne v ews or to prose )t ze in such a way that mlght cause discord between

groups in the co ege.

12. Respect the college env ronment and a the books and resources provided to help your studies.

Take care when L.rs ng computer equipment jn the Co ege 5o that it is not h;rmed in any way.

Use lt only for work and do not atlempt to aler copy or load software on to the ColLege

computers, Do not send or rece ve iny obscene, offenslve or illegal conlent.

1l Broadcast ng and pLrblishing nformauon about the Co ege oT membeTs of the ColLege

community, in pr nt, electronlcally or v a the mass media shou d only be conducted w th the prior

approvalofthe Princ pa .

14. When n campus, make sure that yoLr have lD Card wlth you. Entry withln campus wrthout l0 card

ls strict y prohib ted.

15 You must not bring or invte any friend or visitors onto the Colege premlses nor support the
presence of any non-authorized visitors. Unauthorized visitors must be reported immediately to

a member of stafffor securlty reasons.

^, 
,bo"rrr,tro drr'e o' be dr .', o' oLeLoleFe

kJ. k . lcrytdc-

co{rdinabr; M#G;
IOAC

Jancrtur college
Jangrplr, Murshidabad

premlses

DR.N.K. GHOSH
TEACH€R.I&CMiGE
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17. You mLst only use mob le phones within the College Socia Area and the Canteen. Mobile dev ces

can be used silently in the academic area and admin strative area, During class, mobiles must be

switched off and carried out of sight un ess otherwise d rected by your teacher.

18. You must co-operate with staff and comply wlth any procedures not specifically mentioned

19. Students should strict y adhere to lhe correctlons and suggestions of the c ass teacher and the

subiect teachers fortheir own beneft.
20 Attempted or actual theft of and/or damage to property of the Co lege, or property of a member

ofthe College community, or other persona or pLrb lc properly, on or off campus.

21 The Colege, whle determinlng whether or not to exerclse such off-campus jurisdiction in

s tuations enumerated herein above, the Col e8e shall consider the seriousness of the a leged

offense, the r sk of harm nvolved, whether the victim(s) are members of the campus community

and/or whether the off campus conduct ls part of a ser es of actions, which occurred both on,

and off campus.

Maintenan.e of Ethics and Conduct

1. Ths Code shal apply to a kinds of conduct of students that occurs on the Co lege premises

including n Llnivers ty sponsored aativltes, functions hosted by other recogn zed student

organ zations and any off campus conduct that has or rnay have serlous consequences or adverse

impact on the College's interesls or reputauon.

At the time of adm ssion, each student must sign a statement accepting thls Code and by giv ng

an undertaking that
a. He/she shall be regular and must comp ete his/her studies in the Co lege.

b. ln the event, a student is forced to discont nue studles for any legitimate reason, such a

student rnay be relieved From the Co Jege subject to written consent of the Principal

c. As a resu t of such re leving, the student sha be required to clear pending hostel/ mess

dues and f a student had jo ned the Co ege on a scho arship, the said grant shall be

revoked.

College believes n promoting a safe and efficient climate by enforcing behavloral standards. All

students must uphold academic ntegrlty, respect all persons and their rights and property and

safetv of others; etc

All students must deter from indu ging in any and all forms of n'risconduct lnc uding partaking in

any act vity off can'rpus which can affecl the Col ege's interests and reputation substantially. The

varlous forms of misconduct include:

Any act of discrimlnation (physlca or verba conduct) based on an individua 's gender, caste, race,

religon or religous beliefs, color, regon, language/ disability, or sexual orientation, martal or

2.

3

5

I lamr y statu
,-, \ty 

I

b . l< tlrl.l o-
s, physical or mental disability, gender identit% etc.

Co{rdinator /
loAc

ruydo-"i l

Jan(io'.i, Ccllege
Jangipi., Murshidabad
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6. ntentionaLly damaging or destroy ng College property or property of other students and/or

faculty rnembers

7. Any disruptive activity in a class roorn or ln an event sponsored bythe Co ege

S,Unabletoproducetheident]tycard,issuedbytheCoege,orrefusingtoproduceitondemand
by cam Pus security guards.

9. Participat ng ln activities including:

a. organ 2ing meetings and processlons wlthout perrnisslon from the College'

b. Accepting membership of religlous or terrorist groups banned bY the

College/Government of lnd a'

c.Unauthorizedpossession,carryingoruseofanyweapon'ammunitlon'explosives'or
potentlal weapons, f reworks, contrary to law or po lcy'

.1. llnauthorized possessron or Llse of harmful chemicals and banned drugs 4'9 5 smoking

on the camPUs of the Co lege

e. Possesslng, Consuming, dlstribLrLlng, se lng of alcohoL in the College and/or throwing

empty bottles on the campus ofthe Co lege'

f. Parkng a vehicLe in a no parklng zone or in area earmarked for parkng other type of

vehicles

g. Rash dr vlng on the campus that may cause any inconvenience to others'

h'Notdisclos]ngapreex]st]ngheathconclition,eitherphysicalorpsychoLogicaL,tothe
Chief Medical officer whlch may cause h ndrance to the academic progress

i. Theft or unauthorized access to others resources

j. lvlisbehavioratthetimeofstudentbodyelectionsorduringanyactlvltyoftheCo 
ege'

k. Engaglng in disorder y, lewd, or lndecent conduct' lnc uding' but not limited to' creating

unreasonabe noise; pushing and shoving; incting or participaung in a riot or group

dlsruPtion at the College'

10' Students are expected not to lnteract, on behaLf of the ColleSe, wlth media representatives or

lnv te media persons on to the campus without the permission of the Col ege althorities'

11. Students are not permitted to either audio or vldeo Tecord ectures n cass roomsor actions of

other stlldents, faculty, or staff without prior permisslon'

l2StUdentsarenotperm]ttedtoprovjdeaudioandV]deocl]ppingsofanyactivityontheCampUsto
media without Prior Permlssion.

13studentsareexpectedtousethesociaLmedjacarefullyandrespons]by,Theycannotpost
derogatory comments about other ndivlduals from the College on the soclal media or indulging

in any such related activities havinggrave ramificalonson the reputation ofthe Colleee'

14. Theft or abuse of the Co lege computeTs and other electronic Tesources such as computer and

electronic communications facilitles, systems, and services whlch lncludes unauthorized entry '

- use, tamper, etc

E,xY.J^
of college property or facilitles, private residences of staff/professors etc

'l

Coordinator / Merd6ir
IOAC '

Janqio,ri College

Jangip-ui Murshidabao

DR.N,K. GHOSH
r! cHER-lrl-Ctl R6E

,tAr{clPLri CoLLEGE

Page No. €



offices, c assrooms, computers nerworks, and other restr cted faciLities and interf_arence with the

work of others is Punishable

15,Damageto,ordestruct]onof,anypropertyoftheCoege,oranypropertyofothersonthe
College Prem ses.

1s. Making a vldeo/audio recordlng, taking photogTaphs' or streaming alldlo/vldeo of anY person in a

JocationwherethepersonhasareasonableexpectationofprlVacy,w]thoLltthatperson,s
knowledge and exPress consent

17. lndLllging ln any form of Harassment whlch ls deflned as a conduct that is severe and objectively'

a co;duct that is motivated on the basis of a person's race, colour, national or ethnic origin,

cltizenship, sex, relig on, age, sexuaL orlentation' gender' gender ldentlty' marital status' ancestry'

physical or mental disability, medical'ondition'

Transgression and lnfringement of above Regulations:

lf here ls a case agalnst a student for a possib e breach of code of conduct' then a Dlsclpline Maintenance

committee will be formed to recommend a sultabLe discipllnary action who shal enquire into the alLeged

vlolation and accord ngly suggest the action to be taken against the sald student ' The committee maY

meet with the student to ascertain the condllct and suggest one or more of the fo Lowing dlscipLinary

actions based on nature of misconduct

1. wARNING lndicatlng that the action of the said delinquent student was ln vioLation of the Code and

any further acts of miscondLrct shall resll t in severe discip lnary acUon'

2 RESTRICTIONS _Reprimanding and restricting access to varlous facilties on the campus for a specified

per od oftime.

3 COMMUNITY SERVLCE _ For a speclfiecl per od of time to be extended lf need be' However' anY future

misconduct along with fallure to comply wlth any conditlons imposed may lead to severe disciplinary

action, including suspension or expulsion'

4 EXpULSION - Expulsion of a student from the coLLege permanently' ndicat ng prohlbition from entering

the College premlses or partlcipating in any student related activitles or campLrs residen'es etc'

5. MONETARY PENALTY l/lay also incLude sLrspens on or fodeiture of scholarship/fellowship for a specific

time perlod

6. SUSPENSION A student may be suspended for a specifled perlod of time which w ll entail prohibition

on participating in student related activlti es, classes, programs etc Additlonally, the student will be

'.rhidden to Llse varioLls College facilties Lr nless perrnission ls obtalned from the Competent Authority

: penT)n, md\r also

? i1c,,m,l^-

follow by poss ble dism issa , along w th the fo lowlng addltional penaltles

Co-ordinalor / Mealter
toAc '

Jangipur College
Jangipur, Murshidabad
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a) lneligib tyto reappy for adm ss on to the College for a perod of three Vears, and

b) Withhold ng the Mark-sheet or certlficate for the courses studled or work carr ed out Appeal
on the Part of the Students:

f the delinquent student is aggrieved by the lmposition of any of the aforemen|oned penalties, he/she
may appeal tothe Principa. The Principa may decide on oneof thefo owing:

a) Accept the recommendation of the Discipine Maintenance committee and mpose the
pun shment as suggested by the Comm Ltee or modify and impose any of the pun shments a as

stipu ated in th s Code which is commensurate with the gravttyofthe proved m sconduct, or,
b) Refer the case back to the committee for reconslderation.

n any case the Princlpal's decision s final and binding in all the cases wheTe there is a possible
misconduct by. student.

Academic lntegrity

As a reputed and oldest academ c institution of higher educat on ln the District of Bankura the College
va Lres academrc integrity and is conrmltted to fostering an intellectua and ethica env ronment based
on the princ ples of academic rntegrity. Acader0ic lntegrity encompasses honesty and respons bility and
awareness relatng to ethica standards for the conduct of examinations as weli as wh e preparng
students for serninar and term papers. The College takes stern measures if a student got caught in do ng
cheating in the examination hall in accordance wlth the regulations propounded by rhe Untverstty of
Bafkura. The Co lege believes that in al academic work, the tdeas and contrlbu|ons of others m!st be
appropriatey acknowledged Academc lntegrty ts essentia for the success of the College and its
rn ssions, and hence, violations of acaderalc ntegrity constitute a serious offence.

Violat ons ofth s po cy include, but are not mited to:
a) Copying durng exam nations, and copyng of homework assignments, term papers, theses or

manuscr pts.

b) A owingorfaciitatngcopying,orwritingareportortakingexaminationforsorneoneelse.
c) Usng unauthorzed material, copying, co laboratlng when not authorzed, and purchasrng or

bo"o.,,ri, gpaper,or ral aral1on.o, o t.\o.' e..
d) Fabr cating (maklng up) or fa sify ng (manipu atlng) data and reporUng them in pract ca exams.
e) Creat ng soLJrces, or citations that do not exist in term papers.
f) Alter ng prev ous y evaluated and re-submitttng the work for re eva ua|on.

Anti-Ragging

The College has a coherent and an effect ve ant raggtng policy in place which ls based on the,LJGC
Regulaton on Curbng the Menace of Raggng ln Higher Educational lnstitutions, 2009 [hereinafter
refErred to as the 'llGC Regulations'l'.The UGC Regulations have been framed in view of the directions
ssued by the Hon'ble Supreme Court of ndia to prevent and prohibit ragging in all ndian Educational
nstitutions and Colleges. The said llGC Regu ations sha I apply mutatis mutandis to the Co ege and the
styderllof thre College.

.AfarnJ^-
Co-odinator / Merber

toAC r
Janoirur Colleqe

Jangrpii, [,'lurshidabad
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1. Raggi ng constitutes one or more of the following acts
er bY words spoken or written or bY an

student or stlldents wheth

which has the effect of teaslng, treating or handling with rLrd_"n ess any student;

anY student or students which causes or
act

b. ind
h

c. asking anY

ent so as to adve

d. any act bY a senior student

ofa

rselY affect the PhYsique or

that Prevents, disrllPts or

psYch

disturb
e of sLrch a student;

s the regular academic

other danger to health or

ulging in rowdY or undlsci pllned activities bY

is likelY to cause annoyance' ardshiP, PhYsical or psychologlcal harnr or to raise fear or

app rehension thereof ln anY other stLldent;

stLldent to do any act which such student wi ll not ln the o.dinary course do

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

actlvity of anY student;

loiting the services stLldent for completing the academic tasks assigned to an

individu alor a group of students;

f. anY act of financial extortlon or forceful expenditure burden put on a student by other

students;
physical abuse lncluding all variants of it: sexua I abuse, striPPing, forcing

g. any act of

h. any act

i. anY act that affects

d lewd acts, gestLrres, causing bodilY harm or any

n \ /ords, emails, Post, publlc insults which woLrld also include

actlvelY or PassivelY

deriving Perve rted Pleas!rre,

particiPating in the discomfitu
the mental

re to anY other student;

health and self confide nce of anY other stLrdent with or

sadlstic Pleasure or sho\/ lng off power, aLlthority or

d on the nature of the in

and can have as its rn

d)

i) ln cases

Withholding results

Debarring from undertaking anY collaborative

istic thrill from

work or attending national or

to derive a

vicarioLrs or sad

p/

RC

2

superioritY bY a student over anY other student

thg xnll q6gging Committe e, as constl

e alLcomPlal

tuted bY lhe Teacher ln_charge

nts of anti_raggi

ancl headed b\/ studentsAnti-Ragging Committee

affai rs advisors shall examin
ng and come ou t wlth recommendatlon

cident. The committee shall be head ed by student's affairs

embers, the Deans, Stlldent Counselors, FacLl

advisors,
ChalrPerson of the concerned DeP

A student found gLr ilty by the committee wlll attract one or more of the following punishments'

as imPosed bY the An ti Ragging Committeel

a) Suspen altendlng classes and academlc Privileges

b) Withholding/ withdrawing scholarshi fellowshiP and other benefits-

.) Debarringfrom aP pearlng in anY test/ exam inauon or other evaluation Process

internationalconfere nces/sYmPosia/meeting to Pres

f) Suspe nsion/ exPulsio nfrom the hostels and mess'

g) Cancel

h) EXPUlsio

lation of admission

n from the institution and conseqLlent debarrlng fronr admission to anV other

institutio
where the Persons com
n for a specified Perlod

mitting or abetting the ad of ragging are not identified'

shall resort to collective p!rnishment

ent his/her research work'
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l) lf need be, in view of the intensity of the act of ragglng comm tted, a First Lnformation

Report (FlR) shal be fiLed by the College with the oca po ce aLlthorities'

TheAnti RaggngCommitteeoftheCo egesha take appropriate decls on, including imposit on of

pun shment, depending on the facts and circumstances of each incident of ragging and nature and gravity

ofthe ncident of ragg ng.

1. An Appeal agalnstthe any of the orders of pun shmentenumerated hereinabove shal lieto:

a. ln case of an order of an nstitutlon, affiliated to or consttuent part, of the College' to

the Principal ofthe col ege.

SexualHarassment

students sholl d note that sexLtal m sconduct or harassment encompasses a range of conduct, including

hrn not L mited to sexual assault, unwanted touch ng or persistent unwe come comments' e mails' or

p ctures of an insulting or degrad ng sexua nature, whlch may constitute ha'assment' which shall

depend of the c rcLtmstances of each case.

Student Grievance Procedure

Any student ofthe College aggrieved by anyacts of sexual harassment, misconduct or ragging as deflned

ani summarized here nabove can approach the Stlldent Grievance Redressal cel at the College Further'

anystudentwhoisawareofanyvioationsmustreportthesametotheCell'TheCellshallconslstof
members as appointed by the Teacher ln charge. Sa d Srievance must be in writing and should be made

wlthin 30 days iom the day of the al eged vio auon. The Ce I sha take cognizance of the grievance and

nformtheCommtteeformedtoenforcethiscocleorthenternaCompLa]ntsCornmittee,incasesof
any sexuaL harassment comPlaints.

Student Participation in Governance

As Students are integral part of the co lege, they have a substantlal interest ln the governance of the

Co ege. The Code, piollcies and the varied procedures aicl down herein lntends that the principle of

stude-nt involvement in governance in both admln strative and academic areas i5 essentlal and t is

pivotal that Students must be, at a I junctlrres, be encouraged to put forth their views and adv ce, for an

nformed decision making. Student Partic pation ls encouraged and must be strengthened through the

rnvolvement of students n all eve s Therefore, al students who are a part of the Col ege and who are

gong to be enroLLed in the College are advised to uphod the policy and inform the College of any

,l n ,iton, una assist ind vlduallv and co ectlve y to improve the quallty and eflectlveness of this Code

and appended policies.
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Purpose

The Code of Conduct for Visitors, Guests, and Volunteers at lanBipur Colle8e (JC) is desi8ned to promote

"na 
p*," 

" 
*t" un,ironment for all who attend and participate in college.sponsored events or use

coll;ge services. Visitors, guests, and volunteers are subject to Jc and state laws' county and municipal

o,ain-an.es, 
"nd "ppti.able 

policies, procedures, rules' and regulations ofthe college Visitors' guests'

and volunteers are expected to act responsibly and respect the ri8hts of the college community

regardtess of age, ancestry, citizenship status, color' creed' ethniclty' gender identity and expression'

genetic information, marital status, mentat or physical disability' natlonal ori8in' race' religious

affiliation, sex, sexual orientation, or veteran status and any other category protected by the colleSe

mles, state or local law

Appli.ation and ScoPe

a) This Policy and Procedures extends to all individuals who do not meet the definition of a

member of the College communlty' This would include visitors to the College' applicants for

admissionandformerstudentswhoarenotcurrentlyregisteredorthosewhohaveregistered
folasubsequenttermbuthavenotyetpaidormadearrangementtopaytuitionand/orfees.

b) persons who, by their actions on college premises' violate their status as invlted visitors' guests'

are subjectto disciplinary action bythe College and/or law enforcement'

.lc",t"in.|.i.inuto..iviloffensesorotherbehaviormaybytheirverynatureposeaseriousand
substantial danger to the College community Violations of laws' ordinances' policies' ruleE

oro."orr"r, anJ regulations will subject the violator to appropriate criminal or civil action or

restridions.

d) Sex offender Reglstrants seekin8 to attend any ColleBe functlon/event or to enter anv College

facilhy are required to obtain College approval from the Teacher ln-charBe for Learning Support'

on a case_by-case basis, the colleBe may decide to restrict access to college facilities that are

not for the sole purpose of attending classes and/or participating in any class_related adivity or

preparation.

e) le*'ottenaer registrants who are the parent or leBal guardian of a student who will be

participating in an event, such as commencement' program completion' sporting event' or

f"*o,."n"", must jointly with the student seek approval from the Teacher ln-charge for

Learning Support or his/her desiBnee in advance prior to attending any College function/event

f)

B

or entering any College facility.

college iuiisdiction regarding discipllne under this Policy extends to conduct that occurs on

College premises or at off-campus Colle8e_sponsored activities'
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Rights and Responsibilities of Visitors' Guests' and Volunteerl

Visitors, guests and volunteerstothe College have certain rights and also bear certain responsibilities'

a) visitors, guests, and volunteers have the right to freedom of speech' assembly' advocacy' and

inquiry. They are r.utpontirt" to' toitftfiniwith applicable college policies' procedures' rules'

and regulations.

b) Visltors, guests, and voluntee6 are responsible for exercising their right of personal expression

in a mannerthat is not disruptive ordefamatory'

c) visitors, guests, and volunteers are responsible for respectingthe rights of others'

d) The College Community is a famity-trlendty institution thatwelcomes students to partrcipate in a

number of proBrams and activities'

"t uiruo* .tt"rla ut'ae by covid norms like wearing MAsKs ' 
Hand sanitization etc'

The code of conduct for Visitors' Guests' and Votunteers addresses behavioral actions The college

reserves the right to take criminal and civil action against visitors, guests, and volunteers for misconduct

not specifically identified inthis Code'

When the actions of visitors, Suests' and volunteers rise to the level of criminal behavior or' when they

I?ilto respond to a directive issued by College Administration department' they are issued a written

order or subsequently sent a Letter of No Trelpass ln these instances' visltors' guests' and volunteers

areescortedfromcolleg"p."mlse,o,th"collegesponsoredactivity,andtheLetter.ofNoTrespassis
sent to the Coltege Admlnistration Departm;nt 

-Letters 
of No Trespass are in effect for a period of no

tessthanoneyearfromthemomenttheyareordered,unlessotherwisespecifledbytheAdministration
Department.

Prohibited conduct and ResPonse
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Anti-Raqqinq Policv

'ihis policy cncourages socialization of students to the academic environment of Jangipur College'

simullaneously discouraging and preventing any negative acts on parls ol sen;or studenls' which goes

against the basic purposJ oisoc io-academic integration The anti-raBging policy' adopted by the college

therefore is aimed at:

. Crealion. devclopment and nufturing a conducivc, socio-academic environment within the student

populalion.

. Generalirg and ma;nlaining a high levei ot' confidence within new entrants and their

parenrs/grlrdians to perceive thal fresh cntranls to the college are welcome and provided suppo(

rather than being harassed and intirnidated'

. Keeping in place an integrated system to discourage and prevent any negative acts like 'ragging'

by the seniors, $hich disrupts socio-academic integration oinew entranls'

. prescribing delerent measurcs fbr any violation of the "Anii_Ragging Policy" by way ot'

disciplinary measures.

ASPECTS OF ING

Systemized Efforts Ior Soaio-Academic lntegration of New Entmnts'

. Address by the Competent Authorities of the College The Teacher ln_char8e' Academic

Programmes and other concerned oflicial staff during their address/dls'ussions to/with

parents/guardians, admisslon aspirants/ fresh entrants/ students at the time of counseling

meets, new batch induction on registration, and other such occasions' should lnvariably assure

thestudentsandparentsaboutfullprotectionandsupportaSainstanyattemptsofraggingby
seniors while b riefly introducing the Anti RaESing Policy' of the Cotlege The efforts during such

meets be directed towards achievint socio academic integration of new entrants with the

specific merit-oriented environment ofmutuality andtrust of the ColleBe'

Wide - dissemination ofAnti-Ragging Policy

. All prospectuses should contain a specific caution that "Jagging is banned in the college' and

anyone found indulSing in ,agging, is likely to be punished appropriately whi'h may in'lude

expulsion from the College"'

. AIt students ofthe college are required to sign an anti_ra8ging declaration form {Annexure I and

ll) at the time ofadmission tothe College,
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Ereation of Posters

Academic program office may put up posters in prominent places within the College to exhort

students to prevent or not to indul8e in ragging, also mentionin8 the names of the officials and

thelr contact numbers, to be contacted in case of'ta88ingl' The same needs to be displayed on

the website ofthe College

MONITORING ASPECTS OF RAGGING

Anti-Ragging surveYs

Anonymous random surveys, across first year students carried out every fortnigh! during first three

months, at allthe constituents of the College, toverifi/and check'
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Purpose

langipur college is committed to creating and maintaining a community in which students' teachers and

norii"achlng st"tt can work together in an environment free of violence' harassment' exploitation'

intimtdation;nd stress. This includes altforms oftender violence, sexual harassment and discrimination

on the basis of se)/gender or amongst the same sex members Every member of the College should be

aware that while the College is committed to the right to freedom of expression and association' it

stronglysupport gender equality and opposes anyform of ge nder discrimlnation and violence'

Scope

ln formulating a policy for preventing and redressing sexual harassment' College is attached with NGO

consists a number of academic departme;ts and administratlve offices in the College '

Objectives

Following are the obiectives of the Policy:

1. Allemployers to develop and implement a policy a8ainst sexual harassment atthe work place'

2, To evolve a permanent mechanism forthe prevention and Redressalof sexualharassment cases

and other acts ofgender based violence at the College'

3.ToensuretheimplementationofthepolicyinletterandspiritthroughproperreportinSofthe
comptaints and their follow-up procedures

4. To uphold the commitment of the College to provide an environment free of Eender-based

discrimination.

5. To create a secure physicaland socialenvironment which willdeter acts of sexual ha6ssment

6. To promote a soclal and psychological environment which will raise awareness about sexual

harassment in ltsvarious forms?

7. To generate public opinion a8ainst sexuatharassment and allforms ofgender-based violence'

8. To make recommendations tothe Teacher ln-charge in the Rules of Bankura University' to make

them gender just and to lay down procedures for the prohibition' resolution' settlement and

prosecution of acts of sexual ha rassme nt by and ofwomen employees and students

9, To deal with cases of sexual harassment, in a time bound manner' aiming at ensuring support

servicesto the victimized and termination ofthe harassmenu

10. To recommend appropriate punitive action againstthe Euilty partytothe Teacher ln_charge'

11. NGO ls Monitoring And Providing Awareness Training Periodically'
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Purpose

Jangipur College is commhlcd to protecting individuals liom retaliation for paticipating in an

;""Jriigr'* of fo, good lai$ reponing or objecting to any aclivhlr by a- member of the College

;",".J"i,y ,lr" ,L"r' .."sonably believe is unlawlul, unethical' or in violation ofthe policy'

Policy

No member of the collegc community shall relaliate against anyone who engages in good faith conduct

aS set fbrth below, Acrc of retaliation Yiolate the policy and may be unlawfu], and aS Such. will not be

tolcrated. Any individLral fbund to havc relaliated shall be subject to disciplinary action' up to and

inolLrding dismissal.

'Relaliation" occurs when a person experiences an advcrse action because he or she: reported miscondrlct

u"icr tfre CAfcg. lrli"al Conduct Policy; pa(icipatcd in a CoLlege invesligatory' g evance' or appeals

;;Jre, *; a oomplaint allcging prohibited discriminalion (including harassment); engaged in

irotccrerl activitl,; or otherwise objected lo or repoted a practice that he or she.reasonably believed was

intu*fut. un"rt i"nt, o, in violation ofthe policy Types ofadverse action include' bu1are not limited tol

Ji.,rrisrut t'ronr ..ptoy.ent; demotion; loss of salary or benefits; transt-er or reassignment; or denial of

promotion that olherw;se would have bcen received'

Scopc

This Policy prohibits all membcrs ol the Jangipur College community' vhich includes teachers' staffs'

enrl sludenls, fiom engaging in relaliation

Procedure

Retnliation bY staff;

Conrplaint

An) incident oi rctal iation by a slaff mcmber should be reported prom ptly by written complain! to the

i.r.tr., fn-.fl".g". A written complaint should include the name' address' and telephone number of thc

r.pofiing indivi;ua]; a delailed description ofthe conduct that the reporting pa(y alleges to be retaliatory;

narnels)-antJ conract inlomalion oflhe person(s) against whom the complaint is made (or' ifihe alleged

reialiation involr'cs a depatment or unit rather than an individual' a representative of that

Jepartmentunit); and the name(s) and contact intbrmation of witnesses (if any) The reporting party

,hou),1 ,nak" erery effort to submit the $ritten complaint within thirt)' (30) business days ofthe alleged

conducl.
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lnvestigation

The appropriate o1]lce will investigalc the complaint. Depending on the nature of the allegations, the
investigation could include interviews wirh ihe rcporting party, the accused individual(s) (or, if the
alleged retaliation involves a deparlmenr or unit rather than an individuar, wifi a representafivc of lhat
departmcnt. and/or witnesses: revie\v ofwrittei docr.rmentation and relevant policies; and any other steps
neccssary to thoroughlv investigate the allegations.

Retalirtion by Teacher and other with teaching responsibility

Complaint

A teacher member alleging to have been subjected 1() retalialion by another member must pursue such a
. onrpl. n' :n a..u-d-nce \' ilh rhe C-icvinJr pro...lu-es ofthe Ac:riem.c

Any other mcmber ofthe College community alleging to have been subjected to retaliation by a rcacher
member or olhers with teaching responsibililies should promptry repoft the alreged retariation by written
complaiit to thc Teachcr In-charge. A \!rilten complaint should include the namc, address, and telsphone
numbcr olthe reporting individual.

In\cstigation

The Teacher In-charge or ils designee *,ill investigate the complaints made by non_ faculty. Depending on
:1e nature ot'thc allegations, the iivestigation colrld include interviews $ith the reporling pany.

Retaliation by Students

a.riirplaint

I r incidenl of rctaliation by an undergraduate or graduate studeit should be reported promptly by
:::rrn complaint to the Teacher In-charge. A written complaint should include the name, address, and

i ::hone number ot'the reporting individual.

: ::iisaiion

: ,.r.her In-charge will jnvestigate complaints irvolving underyraduate students and the respective
--::-j:e \rill invesdgate complaints involving graduate students. Depending on the natue of ther ::::rons. the invest;gation could include interviews with the reporting party, the accused individual,:_ :: r itncsses: rcvietl of written doclrmentation and relevant policies: and any other steps necessary to
ircmugl y investigate

e.V" L
the allegations.
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.'. ? in langipur College are committed to n
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-: corege has identified 
"no 

,"n"a"o nrn 

to 
"'oid 

in human rights abuses that are noriced.

.idcrs considered ro ha"". r" r,.""", *].irliinS[:]";:"n"'*'*'t 
the I olle8e and arnonsst identiried

; Respect for human fights rnc uding n
rreedom or assoc at 

jn a,;;;:;;;,"J"[illlilli].,ijjijll,ll ll,, 
,d and rorced rabor, and

, Establish and majntatn approprjate
contractors, based on Lrrun ,tg6-l'llllLrres 

lo e!aluate and select malor vendors and
approprate. ts pra'tr'es and to monrlor their periormance where

- Aim to ensure the provision of securi
operate, us ns secL,rity s".,.".;;; )n;:';"'.'"t".::;*t::3,:;;l;::::fl::J,"fl.J,,:;
necessary .nd proportronate to the threat.

- lfformation regarding assessrnents af
relevant stakeholders. 

rd performance vjs_a-vis human rights will be disclosed to

:

::.,3.03.2022
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No-PolicyTra

TRANSPARENC/ POLICY

The langpur College's core values are to act ln a manner whlch ls ethical' respectfu ' 
transparent' inclusive

and fair, chalenging, confldent, collaborative and professlonal' The College will honestLv' ethicalLy'

transparently and within the law. The college ls also under a duty to account for the proper use of public

fund; and standards required in pub c life. The coLlege is commltted to proper use of the college's

f nance and all resources and endeavors to ensure transparent and accountable worklng practices for all

n order to protect those finances and resources from mlsuse The College's students' teaching and non

teachlng staff ensure that must read, Llnclerstand and comply with this policy'

For the purpose of this policy "ResoLlrces" include but are nol I mlted to' money' stafi propertY'

information technology, ntellectuaL propertY etc'

This polcy also applied to any other person associated with the college' who perform services for 
'nd 

on

behalf of the co lege anywhere in the world'

Any breach of th s policy would constitute m sconduct and dependlng upon the severlty' woLrld constitute

mlsconduct, and may resuh in dlsciplinary action or breach of contract or dLlties'

Date:08.03.2022

Approved by:Teacher ln charge
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Poli Pacglg!

we, atlangipur college, are committed to fuLy sat sfy & support our students' for their

requirements ln teaching & learn ng, creatlvty and innovation ln Degree Courses and be responsible n

meeting requirements of a stake holders of the co lege.

\4/e shal strve to enhance student salisfactlon and ensLlre conunllal improvement in our processes n

compliance of all statutory and reguLatory requirements and activitles through effecUve imp etnentation

of Q!a ty Management System (QN/lS).

We are aJso comm tted to Soclal Responsibl lly regarding Human Right & env ronmental protect on'

$,/eensUrethateachandeverv]ndiVdUalinthecollegeasweastheotherstakeholdersunderstandthe

n'utual respect and the Quality Pol cy at alltlme

Date:08.03.2022 TFACHER IN CHARGE
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Jangipur College recognizes that effective management of environment & it's impacts is a

fundamental part of ourAcademic Environment

We shatl strive to integrate sound environmental practices across the operations of the

academic environment and minimize environmental impacts and attain a leadership position in

environmental stewardshiP

We in Jangipur College are committed to:

* Comply with all applicable statutory & regulatory and other requirements wherever

required.

* tmprove awareness and understanding of environmental issues and sustainable

development in the college.

* Encourage all staffs and students to actively participate in environmental initiatives'

* Work with other agencies locally and nationally to promote appropriate environmental

policies.

.l lmprove energy performance and reduce the carbon footprint of the college'

t Minimize waste and pollution, and to operate effective waste management procedure

.:. Reduce the water consumption.

.:.EncouragemodesoftransportbystaffandStudentswhichminimizetheenvironmental

impact.

* Minimize the environmental impact and continual improve of the environmental

management system to enhance environmental performance'

* Communicate to interested parties on issues relating to the environmental policy'

Date: 08.03.2022 Signature
Princioal / Teao ErrrdE@S'l

' TEACHER LN cHAiGE

JANGIPTIR COII.EGE

TTURSHID BTO

* The policy will be reviewed once in a year for suitability and understood throughout the

organization.
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Health & Safety P!!cy Page No.3

We at Jangipur College are comm tted to:

We are committed to provde a safe, lniury free workplace by integrating safety nto our daily

bus ness decisions and processes. A teachlng and non teaching slaffs are responsib e for both

the r safety and the safety of those around them. We actively promote a hea thy lifestyle and

encourage employees to proaative y manage the r persona health.

We strve to conserve natural resources through innovative processeg and continuoLls

mprovernent methodologies wlth the goal of reduc ng, and identifying safer material substitutes

or alternat ves for our operatlons.

we commltted to elminate hazards impact on envlTonmenta, heath and safety through our

activities n ourworkplace and reduce risk.

Raise environmentaL awareness through particlpation and consu tatlon wlth emp oyees at all

levels of our operations through Lrainlng.

Act vely communlcate and d sc ose our approach and achievements to lnteTested part es.

Th 5 poL cy shal be reviewed bi once in a year for lfs suitabl lty communlcated and updated as necessary

ji,r e Date: 08 03.2022

J^_
Approved by:Teacher ln charge

K. L/rl
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e
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JANOIPUN COILEGE

IIEALTH & SAFETY POLICY

. We w comply wth al app cable statlltory and regLllatory and other requlrements. We wil

engage with stakeholders to develop responslbLe laws, regulations and innovative programs that
provide safeguards for the comrnunity, the workplace, and the environment whle provding

flexibilitv to meet the needs of our business.

@
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1. PURPOSE

lanBpurColegescommlttedtoprovdinBasafe,falrandharmonlouslearningandwo'kenvironme'tGrevance
Redressace]wassetUpatthecolege]no.coldoncewiththelJniversityGrontsConmissianregulotions20TSlol
han.l ng day to day 8r evance5 re ated to students, parents and staffnrembers

DR.N.K. GHOSH
iEACIERJI{.CHTAGE
JANGIPUN COILEGE

MURSNDABAI)

2, SCOPE

Thecelwi dea with Grlevances recelved nwrtnSfromthestudentsaboutanyofthefollowlngmatters:
. Academic N4atters: Reated to tmelv ssue of dupllcat€ Mark sheets, Transfer certifcates, conduct

Ceri ficates or other examlnatlon re ated rnatters.

. Financia N/atters: Re ated to dues and payments for various items from ibrarv, hoste s etc'

. Other N.4atters: Re ated to certa n misgivlngs about cond tions of sanltation etc'

3, OB]ECI]VEs

Iheobject]VeoftheGrevanceCestodeve]oparesponsveandsccountableattitudeanronSa]thenakeholders
n orderto maintain a harmonlous educ.t onalatmosphere in the College.

a Grtevance cet shou d be constitured for the redressal of the problems reported by the students of the co e8e

{ th the folo$, ng oblectves

. To uphod the dlsnty of the Co lege bv promot ng cordia Student Stldent relationship,student_

teacher relat onship, teacher_teacher re ationship,

. To ensLre that grievances ar€ resoved promptlY, objectvev and with sensitlvtv and ln compete

confidentla itv,

. En.ouracincthe students to express the rgrievances/ problemsfreelv.nd frankv, without 
'nv 

fear of

be ng v ctlmD€d.

. Succeston / compa nt Box is lnstaled in front ofthe Adm nistratve Block in whlch the Students, who

want to remain anonymous, put in wrting thelr grlevances and thelr suggestions for lmproving the

Academics/Adm n stratlon in the Co lege.

. AdvisinC Students of the Co ege to respect the rlSht and dignitv of one another 2nd show ltmost

renra nt and patience whenever any occasion of rlft aris€s.

. AdvsngAlthestudentstorefranfrom nclt ng Students agalnst other StudenG, te'chers and Co lege

administrat on.

. AdvislnC al staffS to be affectlonate to the Students and not behave in a v nd ctive mann_ar towards

anv of them for :n\r reason

. Ra8ging n any form is strlctly prohbted ln and outsde the Colege Anv voatlon of raggnB and

d sc pl nary ru es shou d be urB€ntly brought to the not ce ofthe Teach€r ln charge'

B.K
J"-

/-
co{rdinator / My'mber

loAc
.lanoioul College

Jangipi i, I\,4urshidabad

t-



4, GRIEVANCE REDRESSAL MECHAN]SM

The co l€ge has a Gr evance Redressal Ce I to redress the grlevance of ts stakeho de6' The n!dents approach the

cel to voice thelr gr evances regarding academ c matters health services' lbrarv and other is5Les' A Student mav

send hls/her grievance to the Prlnclpal or Ieacher lncharge over emall @sma 'com or put the note in the

Grievance box in at admlnlstrarive 8lock. Th€ cel redresses the grievances by sort n8 oLrt the prob ems promptv and

4,l GRIEVANCE REDRESSAL MECHANISM IN RELATION TOTHOSE INVOLVED:

;NO Mobile no

1 Dr'
2 !-r 9 a.art.l-L U- "^^)-* 9.r( \i 059s06
l

ovI'. r'. a-^nJo-

/
Me66erco-ordinator /

loAc
o

Doc. Ref. no- JC-SP&P-
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OR.N.K. GHOSH
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tluR6tlloaMD

crievaate

4,2 GRLEVANCE REDRESSAL COMMITTEE

T.e Grievance Rerlressal Committee consists of the fo lowing members:

EmBloyeeStudenls/Pai!hts

Teaching Staff

Non-Teaching Staff

Auxiliary staff

Grievance Cell



JANGIPUR COLI,trGE

No.Grieva&Stand

5, APPLICABILIT/

A students, parents, staff membeE, and other stakeholdeB dunng their stlnt in the College

6. PROCEDURE

Any etldent or parents or staff mernber w:nts to nitiate a grievance mav ln the first innance br ns the

is'Uetothenot]ceoftheHeadofthelespectivedepartment,Whowiladdresstheissueandtrytoresolve
twith nTworkingdaysof the receiptof theSrievance.

lf. there is no response within the stlp!lit€d nme from the resp€ctive departnrent or Srievant is dissatisfled

wth response/reSo utlon to his/her Crlevance, then the Srievant e free to represent h s/her grievance to

the Grievance Redressa Cel .

6.l Acknowledgement: The Grlevance Redressa cell shall acknowedg€ the recelpt ofeach grevance complant

nrn]ed]atey,nthec.seofem,],W]lece]Veaninst.ntaUtorepyacknowledgingthereceptofhis/herema]l

6.2 FoMardingr Upon rece pt of Srlevance the Grievance Redressa Ce I shall categorize' 
'na 

vze the merits of the

gr evance, and fo'ward the grievance to the r€spect ve department/indivldual (dealing wlth the substant ve funct on

lnked w th th€ grievance) requestlng th€m to enqu re nto the grlevance and redress withln such period as m'v be

specfied, notexceed n8 7 daysfrom the recelptofgri€vancecomp alnt'

6.3 Follow up & Monitoring: Crevance Redressa CeLl shall coordlnate, nroiitor and ensLrre redressa withln the

n pu ated t me. Dependlng !p on the ter ourness of Srlevafce the Gri€vance Redressal Ce! wil fol ow them 
'rp

'egu irly t thelr flnal d sposa bvwavofremlnders'

6.4 Scrutiny:Grievance Bedressa CeL wi makeathorough revewofthe redr€ssal process' r case the committee

fees satisfled wlth the resolution provded bv the rerpectlve deparlment, then t wil ntlmate the same to the

g. ?!3nt v a € ma . oncethe grievant lndicates acceptance ofthe resolutlon atthis eve' then th_o matterls deemed

B,

co-oldinator I M7'6ber

.,.i3t1l'{^,t:"Ig*ii,'o

DR.N.K. GHOSH
iEACHERNil.CMRGE

Doc. Ref. no. JC-SP&P-oU1]
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4,3 FUNCTIONS OFTHE COMMITTEE

o To provide $, th proper advocacv to stakeholders to express their grievances freelv and frank v wltho'rt

anyfear of being victlm zed,

cToens!lethattheregnoreprGalofanyk]ndagainstanyapplicant,WLtness,oranyotherparticipantlnthe
grlevance redressa process bv reason ofsuch padLclpation inthe grievance proces5'

o To ana yze the rnerlts of grievances and condLrct formalhe;rlngs and rnvest gatlon as the case mav be'

o To protect the prlvacY and confidentialty of all partles durlng the invenlgat on' cons Etent wlth and sublect

to the po cygu deLlnes;

o Toobtainthefaccthroughreevantsources nafarrandobi€ctivemanner'toworkoutaresoutlonofthe

issues involved with the part es named ln the grLevance appl cation;

o To ensure speedY d sposa of everY grievance app cation _ with n a maxlmum perlod of on'" month of the

recelpt of appl catlon;
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6.5 CalforHearing: lf the Grievanc€ Redressal Cel s not satisfied wththe resouton provlded bythe respectve

lepartment or !pon the srlevant wrltten requ€st, the comm ttee sha flx a date for hear ng, and intimate the same

i. the respective depa.tment/lndividua as we as the grevant via e-mai or paper. t at the concusion of the

he3r.g, the commlttee f€€ s that additlona lnformat on, testimony s necessary to make a dec slon, lt mav request

tiat the parties submit such add tional nform.t on. ln this event, the h€ar nC wll remain open unt I receipt of the

requested docLrm€nts(s).

6.6 Lnvestigation: lf a resolut on is not achleved through hear ng, then it wi I take necessary steps to conduct an

1!est Batlon (fa r and lmpart a investigation) of the facts giv ng rise to the griev!nce as it d€term nes necessary to
-e.ch a concuslon on the merts of the grevince appllcat on. Grevance Redressal Ce wil have the right to

:tE |view witnesses, I it determines necessary and/or helpfu tothe investigation inc ud ngthose recommended by

; ra.ty to the 8r evance.

6 7 Flnal Declsion: After the hear ng or lnvestigatlon th€ Grievance R€dressal Cel sha I use lts best efforts to work

.!1a reso ution ofthe issues nvoved wlththe partes named ln the gr evance appllcation p.ss an order ndicating

rlE reasons for such order, as may be deemed fit

6.8 Communic.tlng the decision: Upon competon of proceed ngs, the Grevance Redressa Commlttee shal

:ommun cate the fina decislon to both partles vla emal orverba,whlchshallbebindingonboththepartles

a ! C osure of Complaint: The complaint sha I be cons dered as disposed off and c osed when:

o thegrevant has ndic.ted accept.nceofthe resolutlon,

o thegrevrnt h.s not respondedwlth nfourweeks from the dateofreceipt ofinformatlon on reso utlon

The proceedlnc concern ng each grievance wi I be recorded in a systematic manner. The informatlon relat ng to the

rro.eedings sha be treat€d as conf d€ntial and can be viewed only by the members of Grievance Redr€ssa Ce , for

the p!rpose of investlgat on.

610 Feedback Grevance B€dressalce wi I co lect forma feedback from relevant stakeho de6 (stLrdents, parents,

naff, etc ) from t me to tlmej espec a ly fror. the paties lnvo ved, on account for revlewing and lmprov ng the

3r evance handL ng and redressa process.

7, RECORDS

1. Formal Gr evance Reg stration forrn ,l @*t"tl "("
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Policyfor Equal Employment Opportunity & Non-Discrimination

TheJangpllrCollege]scommittedtolheprincipLeofequalemploYmentopportUnityandnon
discriminationTheColLegeprovide5eqL]alemp|oymentopportun]tyinaccordance.w]thallapplicab]e
federal'stateandlocallaws,andwilimplementacomprehensjVeprogramtoplltthoseprinciple5into

No person shall subjected to unlawfu dlscrimination ln any program or actlvity of the college on the basis

ofethnicgroupidentficatlon,color,Tace,rel]g]on,anylanguage,genderidentity,age,sex,physical
0Lr.0,,,,r,.""i" disabirity, sexual orrentation, citizenship, and genetic information of.medical condition

No person shall be subjected to discrimlnatlon on the basls of these actual or perceived characteristics'

TheCollegeiscommitstoV]gorollsequalemploymentopportunty]nalaspectsofitsacademicand
. assified employment programs, incLudlng recrultment' selection' assignment' retentlon' promotion and

Policy for DiversitY

DR,N.K, GHOSH
eacneT n cnrrB+EACHEP.TN.CHARG'

S gnature
JANGIPIJR COLLEGE

8. K.

The langipur college is committed to buiding and lnclllslve and dlverse environment and maintains a

comprehenslve program to ensure tn" O"t-Ot" reflects these princip es' Diversity withln the college

env ronment provides opportunity to losler mutua awareness' knowledge and sensltivity' to challenge

ngrained stereotypes, and to promote mutllal Llnderstanding and respect The coLege lq con'rmltted to a

\rork and learning environment cond!cive to open discussion and the free exchange of ideas

Co{rdinator / l\reinber
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Jangipur college is committed to providing a safe, healthy and productive working and education

environment for all students, teachinB and non-teachlng staff and visitors This policy sets out the

College aims in reducing and managing alcohol and drug problems in the workptace Alcohol and drug

problems are prevalent in society and are associated with a wide variety of costs

employees. These costs include ill_health sickness absence' reduced work

performance and accidents. The consumption of alcohol and drugs has

implications for health and safety at work since these substances impair co_

ordination, judgement and declsion making; as such this is a policy matter' This

policy has been compiled by the Administrative department'

for both emploYers and

Approved by: Teacher ln'charge
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Standard operating Proced ure for Electrical Maintena nce

Prrooa-o

lC has estab irhed,lmplemented and maintained the procedure for r'aintenance of electr ca equ pmentswth safe

Scope

Applcab efor a lactivlt e5 with n the Co ege

Responsihllry

1. List of e ectrica equiPments

2 Llcense for electrlclan

3 E ectr ca ma ntenance record

E ectr cian is prim:ry responslbllltv of this procedure, also responslbllit)] of Environmenta Team/Committee

Procedure

1 List down the totolelectrica eqLrlpments and ana vsls of nfranructure's base e ectr cal d srrlbut on

network LrsinB necess..y : ssessm ent too s and determ nation of ex sting e ectr ca parameters

2 Generation of "As buit e ectr cal distribution matrix.

3'RoUtneandperiodicmaintenancechecksarecarrledoutasperpLanandSchedLre,Upgladesaredone
where iecessarY.

4 Repalrs and rep acements: repal15 and repl.c€ments are carr!€d out on the e ectrrca connrmab es'

5. Proper e ectr ca stock lst and inventorv 5 malntained on the e ectrica rnaterla s and a per od update i5

sentto the ma.agement.

6Recommend,tionsaremadeontheel€ctrjcamater]astype,andforwardedtotheprocurementLrntfor

7. E ectrlca fau t report to be malntalned an.l resolution processes are aLso adopted w thln the col ege

8 EIectr cl.n should be ma ntalned safetv shoes as p€r lS nrark

9. Waste E €ctronic €oods are to be kept ln s€parate ocatlon with identlfied'

10 A wane e ectronic Coods are to be disposed to authorized vendors'

B.x.
,/
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fqlpgle

-. :{rroose of th s procedure is to oullLne steps to manace and reduce energy consumpuon on co lege in a manner

Scope

r.: icab eforal activlt es within the Colege

Procedure

.:-qpur€orese is commrtted to mrnrmrze elrers! consirmptron 'nd 
trl*t-'n ::::l"-l:::henever 

possib e

" "-o: "'"* 
tt " -ooo""'do'so' g6irorr'rrrou8renerg 'o-'er'"io'n"ds -'

. Lndlv dua Actions such as c oslng doors and win'lowsi turnlng off ights and computers when not in use and

atthe end ofeach dav :.d maint€nance, as

Technical Strategles such as pursurng enertsv savrngs in equlpment operations and maint€r

well as in bul ding renovation and n€w construction'

Energy at,aren€ss tralning that ""t""'"'"' 
energy conservation and environmental

<tewardsh p on the colege and beYond'

Lghting

Electronics

a. Lights are to be turned off !!hen not Ln use' when eavlns a room unoccupred and at the end of

t] 
tl""liJ,*,* 

r-**'. lamps' baLlasts and lishuns controrsvst€ms wrrr be used to the rurest

- 

".1",0. 
;" -" " .o, .4 d 6o 0.6,- 'ob

. New constrLrctlon anil renovatrons *" "" 
ntn effl'Lenc'/ hghnng and d'v llghtnBtothe

fullen extent PossibLe

o. i","r"r"* """' 
* oecorauve lishtinswillbe keptata minrrnum'

a) Comput€rs and other eLectronic offrce equlpment are to b€ turned off\ hennotinuseandatthe

,., "^:t-"j;f"T;"",""' portabLe space heaters' rerrrserators' nlrcrowaves "* "": 
*:l:': 

''' ;;;" ,:;.""t' or en"rgv ana are noi authoraed ror cortege u5e without prror written

apProvalfiom faci luee services'

B.K.
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a) Water Lrse isto be m n mized. Showersandfauc€tsaretobeturnedoffaftereachuse

Co d/coo wat€r wi be used whenever possbe, unless sanlt!ry or other reqLrlr€ments

necess tate th€ use of hot water.

Low f ow to ets. show€rs and faucets are insta ed whenever possib e.

b)

d

a) New constructon wl be designed and bulltto mlnlm zeenergyuse. The des gn processwi

nclude energy fe cyc e costlng an.lyses. New bul d ngs wl be added to the existing Colege's

bu ding.utomatlon syst€m for enhanced energy management capablit €s. A te rnatlv€ ene rgv

sources for heating and heat recovery wilbe cons dered, as welas day lghting and other

strateg es for decreasLng bu lding energy consumptlon n accordance with 8re€n bul d ng

1. Power consumption report

2. Listofe ectrica bllbafd eectrca fan

3. W.tercons!mptlonreport
4. Fue consLrmpt on report

B. K. a-'/lJ"-
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standard Poli dril

Fire Mock Drill Procedure

. when the fire aLarm s given, the teacher shall glve the warning Flre Drlll' A instructlons and

actlvity shalL cease, machinery shou d be shut down' gas and oi burnlng apparatus and appliances

should be shut off, and the students shou d remain still and quiet to await further orders'

. The Teacher shall gve the command STAND' Students should stand and remain silent' The

teacher5hathentaketheclassattendancereg]sterandkeeplnh]s/herpossessionunt]ltheend
of the dr

. The teacher wiLl open the classroom door, determlne the route to be taken' and give the

commandI/ARCH,TheteacherWillthensUperv]sethecassoutofthebU]ldinginanorderly
manner, to a predetermlned point of safety' Students will remain in formaUon until dlsmissed by

the PrinciPal/Person in charge.

. StLrdents outs de the classroom and stl I in the buildlng shaL go the nearest corridor and ioln with

any class, or, if close to an exit, sha I leave the bLrild ng and report to their partlcrrlzr class outside

the buildjng.

. on.e assembled at the predetermined polnt of safety, the teacher shalL check th_" nanres and the

number of students. lt there are any missing or additional students' the teacher sha I report this

to either the principal or peTson ln charge, giving the names' the classroom numbers and the

ocation.

. The Principal or person in charge shall make every effort to ensure that no student remains ln the

school

B.R l"-
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langipllr college mandated by law and by the communlty it serves to provide an educational environment

that demonstrates professionalism and acader.ic cUrrency, valUes d]verSity, and respects the processes

and traditions of learning. rhis coae oiconauct is clesrgned to provide an exp icit defrnition ofthe minimal

standards of professionat tonautt "*p"tt"o-of "tl 
t""i"" tt 

'"p'"t"nt'' 
for the College' a benchmark of

expectations about teachers conduct and oe-flnes the boLrndaries wlthln which a rewarding and mutually

suppoftive learning environment can be created' For the purposes of this document' the terms

"academlc employees" and "Teachers" are used lnterchangeably to refer to full tln're teachers-members'

gou"rna"nuupprou"a part time, and Guest Lectllrers' and LibTarian'

1. Preamble to the Book of conduct

2. code of Ethlcs

Whoever adopts teaching as a profession assumes the obligation to conduct hlmself herself in accordance

WiththeidealoftheprofessionAteacher]sconstantlyUnderthescrLrtinyofhlsstudentsandtheSociety
at large. Therefore, every teacher should '""1* 

*"t" is no lncompatibllity between his precepts and

practice. The national rdeals of educaton *hith h"u" """dy 
been set forth and which he/she shoLlld

seek to inculcate arnong students must be his/her own ldeals The profession further requlres that the

teachersshouldbeca]m,pat]entandcomrnUnicativebytemperamentandamiable]ndlspositlon,

i. Adhereto a responsible pattern ot conduct and demeanor expected of them bythe communitvi

ii. Manage their private aliairs n a manner conslstent wlth the dlgnlty of the profession;

iii. s""1,]o ,nut" pr.ofesslonal growth continuous through stlrdv and r"1:l:! 
"-- ^-,

iv. Express free and frank opinlon by particlpauon at professlonal meetings' seminars' conferences

etc. towards the contribution of knowledge;

v Malntain active membershlp ot ptot"stln'l organlzations and strive to improve education and

Profession through them;

vi Perform thelr duties in the forrn ot teaching' tutorial' practical' seminar and research work

consclentlously and with dedication:

! I Co operate and assist ln carrying out functions re atin8 to the educational responsibilities of the

collegeandtheun]Versitysucnas.asslstlnginappraisjngapp|icat]onsforadm]ssion,advis]ngand

counseling students as well as assisting 
-the 

conduct of universlty and college examinations'

lncluding supervision, invigilauon and evaluatlon;

,.rii r"" ," """*,* 
co'curricular and extra currlcular actlvities inclLrding community cervice'

Aesfect tt,e ,igf,t ana aignity of the student in expressing his/her oplnion;

;";l;;, "; 
imparti;llv with stlrdents regardless of their religion' caste' politlcal' economrc'

socLal and physical characteristics:

*".ir",r"in" O"**.e in apllt!de and capabilities among students and strive to roeet their

al$fl;i1^
co-orcinator / [P/he;

viii.

ix.

x.
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Jangrpii, Murshidabad
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xi

xii.

xiv

Encourage students to lmprove their attainments, deve op their personalitles and at the same

tlm-a contrlbute to communlty welfare;

InclllcateamongstUdentsscientif]coutlookandrespectforphyscalaboUrandidealsof
democracy, patr otism and Peace;

Be affect onate to the students and not behave ln a v ndictive manner towards any of them for

Pay attention to only the attainment ofthe shrdent in the assessrnent ol merrt;

MaketheavaiLabletothestudentsevenbeyondthe]rclasshoursandhepandguidestUdents
without any remuneration or reward;

aid students to develop an understand ng of our national heritage and nationa goaLsi and

Refrain frorn inclting students aga nst other students, co leagues or adToinistratlon'

Treat other me'nbers of the professon ln the same manner as they themse ves wsh to be

Speak respectfully. of other teachers and render assistance for professlona betterment:

Refrain from lodglng unsubstantjated allegations against colleagues to higher authodties;

Refrain from allowing considerations of caste, creed, religion, race or set in their professional

endeavor.

D scharge the r professional responslbilities according to the exlst ng r! es;

AdheretoprocedUresandmethodsconsistentwiththe]rprofessonininitiatingstepsthrough
theirowninsttutionalbodiesand/orprofess]onalorganizat]onsforchangeofanYquchrL]le
detrimental to the professlonal lnterest;

Refra n from undertaking any other emp oyment and commitment including private tuitions and

coaching cJasses which are Re y to intedere wlth their professional responsibl ltles:

Co operate in the forrrulation of poLlcies of the institutlon by acceptlng various offices and

dlscharge responsibilities wh ch sLrch oflces may demand;

Co operate throLrgh their organ u ations ln the formulation of pollcies of the other inst ttrt ons and

Co operate with the authorit es for the betterment of the institutlons keeping in view the interest

dnd ir , o Jo'rr' , \^,1\ org'rrt ol "poro'"5,o_:

Shouro Jdher"'o th' .o1o,tlo' o' o1"d.t:

G ve and expect due notice before a change of poslt on is made; and

Refra n from avail ng themselves of eave except on unavoidable grounds and as far as pra'licable

prior int mation, keep ng in v ew their paftlcu ar

Respons bility for complet on of academic schedule'

TeacherSshouldtreatthenonteachingstaffascolleague5andeqUalpartners]nacooperative
undertaking, within every educational instltut;oni and

Teachers shouLd help in the flrnction iolnt staff'councils covering both teachers and the

nonteachlne staff

E'ffoil"--

xvi

xviii

xxii.

xxiv

xxvi.

xxvii.
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Try to ser through teachers' bodies and organizations' that institutlons maintaln contact with the

gLrardians, their students, send reports of thelr performance to the guardians whenever

necessarVandmeettheguard]ansinmeetlngsconvenedforthepLlrposeformutUalexchangeof

ideas and for the beneflt of the lnst tution'

,*", * ,n", education is a pubLic servlce and strive to keep the pubLic informed of the

educat onal prograrns which are being provlded;

work !o improve education in the community and strengthen the community's rnoral and

lntellectuaL llfe;

Be aware of social problerns and take part in such activltles as would be conducive to the

progress of society and hence lhe country as a whole;

Perform the dLrtles of citizenship, partlclpate in community activltles and shoulder responslbillties

of public offices;

RefrainfromtakingpartinorsubscrLbingtoorass]9|]nginanyWayactivitieswhichtendto
promote fee ing of hatred or enmlty among differenl communlties' religlons or llnguistic groups

but act velY work for Nationa ntegration

Teacher in Charge
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INTRODUCTION

Purpose

The purpose of this procedure is to ensure proper disposal of waste from activities conducted by

or overseen by teaching and non teaching staff. ln addition, this procedure outlines how to

prevent discharges from dumpsters kept at the teaching and non teaching staff Yard and other

locations on grounds, which could cause pollutants to enter storm sewers.

This procedure covers solid waste, which encompasses material typically disposed of in a

landfill, and recyclable, recoverable, or reusable materials, which are materials that can be

diverted from landfills by Recycling program. This includes, but is not limited to, Municipal Solid

Waste (MSW, Construction, recyclable materials, lead containing materials, scrap metal, and

sawdust.

The handling and disposal of Hazardous, Chemical, Radioactive, and Biological waste requires

specialized training and facilities, and is not covered by this policy. Handling and disposal of

such waste is managed by Environmental Health and Safety (EHS) and covered under College

Policies.

Scope

This procedure applies to all waste disposal activities by teaching and non teaching staff or

student's classroom at the college.

Responsibility

. Convener of the Environment is responsible for receiving and handling of waste
materials from the college.

. Responsible fortraining the operators and helpers for waste material handling.

. Storage and segregation of solid waste in the designated area.

Depa t Staff

Department Staff shall ensure that:

. All teaching and non teaching staff are made aware of and comply with the requirements

and procedures in this Manual in relation to the management of waste;

. Adequate containers, receptacles and bags of the correct specification are always'

available within their areas of responsibility;

. All aDorooriate staff atte

BVQ,J^-
Co-ordinator I Melbei

tonc /

nds the college waste training sessions.

\l
i
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STEP _1

WASTE MANAGEMENT POLICY

Jangipur College fully endorses the West Bengal Government's Sustainable Waste

Management Policy and willtake all measures that are reasonably practicable to:

Taking account of, and complying with, existing legislation and guidance.

B.u.
q-nL

co-oroinator i u/mf,ei
toAc

Janqiour College

Janurpli, Murshidabad

c

Estd. 1950 "*1.,S',3i1?f#

. reduce waste at source;.

. re-use waste components where it is safe and practicable to do. so;

. Recover / recycle those fractions of the waste stream where an outlet is availablei and

. dispose of final wastes by the most environmentally suitable meansi

JANGIPI]R COLLEGE



STEP -2

WASTE SURVEY

ln setting up a solid waste management system the first place lo start is: Waste Survey To

beginwith,weneedtoidentifysourcesofwastes;typesof\'vastes;andquantumofwaste
generated.

1. Sources of Wastes (Waste Generatorq

2. Types of Wastes Wet / Dry / Hazardous / e-waste)

3. Quantum ofwaste Generated (How much waste is generated under each type?)

List of waste accepted by the JNGPC'

Putrescible waste (e.g. food scraps in garbage bags' green waste' sewage plant

grits/screenings);

Paper, plastic, glass, pipes, plastic bags, bottles, cardboard' electrical equipments'

packaging waste etc.

g.t<

co-ordinato;J MePr

,.13[nl'ilo,t[ll",on&.0
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Sources of Waste / Waste Generators

The first thing is to prepare a complete list of waste generators in the campus'

. Office Buildings

. Library

. Students Classrooms

. Canteen

. HostelKitchen

. Play Ground

. Latrine

I
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Type & Ouantum of Wastes Generated

Wet Waste

Sl. No. Type of waste
(Wet)

Qty (daily) Qty (weekly) Qty (monthly)

NiL

Dry waste- Plastic waste

Sl. No. Type of waste
(Plastic)

Oty (daily) Qty (weekly) Qty (monthlY)

Taa +"-.r^ E"*lsz I.ct p3 tl. t kj
. tl> V4 '1 so r"'"+ '

Dry waste - Paper waste

Sl. No. e of waste
a

Oty (daily) Qty (weekly) Qty (monthly)

D *,.t- s1,D Crt . I, s v3 k.s l.-1

Hazardous Waste
Sl. No. of waste

azardous
Qty (daily) Qty (weekly) Qty (monthly)

a A4 .dt<.

Assessing the Quantity of Waste

Make a daily visit of all the places listed at least for one week- Recording the wastes generated

for a week can give an estimation of the types and quantum of wastes generated by each

category of waste generators.

B.x" a!Y1J^- \J
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loAC r'
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Assess the Existing Practice of Waste Disposal

Arra t for Waste ation

sl.
No

Arrangements for
Segregation available

Arrangements for
Segregation not

available

1

2 nncl Room

3

4 lassroom

5 Ground
Room6

7 Others

()
D .K, J^-

6 U

Co{rdinator /
loAc

,f*/;
Janoiour College

Jangip-ui, MuBhidabad

ii#:i,,,{"HI
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Waste Generator

Admin Room

-ibrary Room
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STEP.3

PLAN AND PREPARE

Planning and Preparing lnvolves:

a) Principles and Values (that should not be compromised in achieving the vision)

b) Education and Training

c) Manpower Deployment

d) Logistics - (for collection, storage and transport)

Pri and Val ues

a) Simple and Replicable: lt is good to bear in view that waste management in a college

need to be non-intimidating, demonstrable' and replicable, meaning no big machineries

shall be deployed in this process. There shall be only simple' and cost effective tools

and equipment Put to use.

b) Green Development: Any material, machinery or tool required - for waste collection'

transport or treatment - shall be identified locally, without having to transport from distant

places. In the same vein, 'waste' shall not be transported to faraway places for treatment

/ disposal

c) Practice and Support Waste Managemenl Refuse, Reduce' Reuse, Recycle, and

Regenerate (or Re-create)

Education and Traininq

Consider the nature of waste generated by various categories of waste generators in a college'

Two major categories are:

a) Office Buildings were the amount of dry and e-waste generation is more, and wet waste

tends to be less: and

b) ln classroom areas and play grounds the amount of waste tends to be more, and the dry

Obviously, these two groups have to be preparedand e-waste tends to be less

sPparately.

"OtB.i1a-nd^-

co-odinator / MeFber '
loAC "
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Manrlower DeDlovment

An estimation of manpower requirement should be made on an annual basis by the college'

This shoutd take into account the following:

. Area of the Office buildings

. Number of Offices / Rooms

. Area of the Open / Common Spaces / Parking area

. Number of Toilets - within O{fice Blocks and in common areas

. Number of Dining Halls and Canteens

. Area of Parking / Garden

Number of Cleaning Staff forthe specific areas (lllustrative) - to be determined as per need

Area 3
n i ti-l3

B.r.

co-ordinaPJl 
Meld'

.,.iiiclift':l?ff'"
\Hft,*ffi#
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STEP _ 4

EQUIPMENT AND LOGISTICS

Establishing a scientific waste management system in a college involve certain equipment and

logistic facilities. These must be in place before we get started with actual execution of the plan'

The equipment and facilities include:

. Waste bins (of various sizes for different category of waste generators)

. Waste collection cart or vehicle

. Uniforms and safety gears forthe sanitation workers

. Waste Segregation shed (which can also be used for parking collection vehicle)

. Facility for treatment of wet waste plus other equipment such as rakes, shovel, hand

fork,

. Facitity for hand-washing by the sanitation workers

Logistics -Collection and Transport

Solid Waste Management lnfrastructure such as waste containers (bins for depositing wastes)'

collection bins for sanitary workers, Drop-off boxes, transport arrangement, facility for secondary

and tertiary segregation, treatment of various types of wastes etc. have to be planned Waste

Bins need to be ptanned according to its usages and can be in following categories:

. Paper bins - size 40 Ltrs

. Wet bins - size 40 ltrs.

Bin colour: For easy identification colour coding is also must as indicated (Green, Blue' Red'

and Black etc.). The College concerned can choose the colour as per their choice of interest'

Segregation of waste (or disposal of right trash at the right bin) must take place at the users'

level. This must be strictly ensured. Appropriate education / training programme must be taken

up until everyone in the college adheres to the system being created. Display signs / signage for

B.K. J^_

Estd. tg,|co4ldinator 
I N#;

*l3f,qil{,i':l\?i:'"

DR.N.K. GHOSH

JANGIPUR COILEGE

v sitors.
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Co{rdinator /
loAc

The most vital element in solid waste management is that the teaching and non teaching staff in

a college must use different colour bins to discard different types of wastes This means for

example, if general offce waste such as used papers go into bin - A; items such as biscuits

food scraps, and used dip{ea pouches must go into bin - B; and used DVDS' and old pen

drives must be discarded into a third bin - C. The point is wastes when handed over to the

Sanitation Workers must be primarily segregated - no mix-ups lf this is in order' it's an

indication that eveMhing else can be managed well'

Bins of Different Colors

Waste segregated into three different categories viz Wet / Dry / Hazardous / E-waste etc have

to travel separately without letting them meet each other at any point during collection or

transport. Generally, different colour bins are used for discarding different types of wastes'

cl"; DR.N.K. GHOSH
TEACHERN!.CI]ARGE

r wet waste such as food scraps

dry wastes such as Papers, Plasticsue

hazardous wastes such as o ries or expired medicines;

lus e-wastes such as DVDS etc.
ld batte

JanqiDur College

Jangip-'ri, [.'lurshidabao

STEP.5

WASTE SEGREGATION

No. of the Bin type of t,ash go in

l-9r
B.u. la-m*--
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STEP _ 6

TRAINING & AWARENESS

1. Atl personnel of the college associated with waste management activities with the

requirements of this Procedure

2.lncludeinformationonwastemanagementrequirementsinsiteinductions(e.g.waste

minimization) or site communications where relevant'

3. Conduct toolbox talks and develop environmental site notices and environmental

awareness posters periodically highlighting waste management requirements - this is

the responsibility of the environmental committee'

4. Display relevant environmental site notices and environmental awareness posters at

Prominent workplace locations

5. Update the training records of personnel in the Learning Management System once

registered training has been completed

6.Maintainrecordsoftoolboxtrainingattendanceonsiteforauditandinspectionpurposes,

Format

B.K.

Estd. tgSA
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STEP.7

MONITORING AND CORRECTIVE ACTION

l, Undertake monitoring in accordance with approval conditions and commitments' and

ensure that all data required for regulatory reporting is captured'

2. Store all monitoring records within the College'

3. Record weights of waste recycled and waste disposed of offsite and onsite lf only

volumesareknown,convertvolumestoweight(tones)andrecordtheconversionfactor

used.

4. Maintain all controlled waste receipts and tracking sheets onsite at all times for audit and

insPection Purposes.

B, x.

Es[d.1950
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llelrer

.,,iifll'ilfllle-i"'"" Hft*flb::



Doc. Ref no. JC_SP&P_o

Dat€ of lssue:08_03_

LI

Rev. No. & Date
No. 1

Standard O Ior

STEP _ 8

REPORT MECHANISM

The Coltege has established an Environmental & Waste team who meet on a quarterly basis'

The team / committee will review any environmental or waste incidents and promote green

transport, recycling and effective waste disposal measures throughout the College The

Environment & Waste team will meet quarterly:

To monitor the college's impact on the environment and compliance with legislation'

regulations and codes of practice'

To discuss and agree improvement measures in relation to impact on the environment

and to promote sustainable development where possible;

Monitor the segregation, handling, transport and disposal of waste so as to minimise the

risks to the health and safety of staff, patients, the public and the environment

Todiscussandagreeaimstoincreasetheamountofwastewhichiscapableofbeing

recycled

The Environmental and Waste team will report to the Teacher ln-charge'

Format

Document no : JC/WM-o1
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Hazardous Waste:

A hazardo us lvaste is a solid, liqLlid, or gascous material that displays either a "Flazardous

as a hazarrlous \ a\Ie' Ch'racteristic
Characterist

not listed specificallY by th
ic" or is specilicallY "listed'' b) name

ical name bllt theYeir chem
c or nlora hazilrdotLS charilctc

are rcgulatecl as

ristics.'fhese fbur
hazardous wastes because they exhibit on

characlcristicsarc I gn itabilit-r-. Corrosi\ itl. Reactivity. and Toxicity

!rrga!ric conlpoullds

The lgnilability characteristic applies to u'astes that are:

. I iqLid' rtlr d lla'l poini rc" tl'dr 40'l-

' Solids capable 01 spontaneolls combuslion under nn nal lcmnerattrre xnd pressLrrc

Oxidizing materials

lsnitable comPressed gases

i"r""oi..;,.irl" "rt":ror' 
soJiurn rritrd'e' lr)droeen ca' r1re re a'rd accto'rc

The Corrosivity characleristio applies to wasles that are:

. Aoueous solutions with a pH less than or equal 10 2 or greater lhan or equal to 12 5

. rri i*. 
"", 

,pn y to 50lid or non aqrreor. rn'rcli/rs

' i.",.pf"'',,,"r'i" lrydlochloli"''6 j'i11iT'rql6 3nd todium nldroride

rl'e Reactivitv Lhdrecleri'tlc applic' ro Lhe ln'lotir'u:
'.'"ir"i"rl;r, 

,rr", *"cI violently or gcncrate toxi; fLrmes when mixed with lvaler

. Cyanide or sulfide bearing *^"t' ""iitfi-"t'"f '" toxic l'umes when mixed whh acids or

hases
. ui",l.,t,t,u, are nonnalll 'rr'stal'le o' crolo'lre
. Examples incllrde soaiurn tn"tut' '"""Jii* 

lutfidt" pototti''' tl unide and piclic acid

The Toxicity Characleristic applles !o wastes that have the potenlial to conlalninate

"i"" 0"".,.i',,i.p-p"'i, 6i'po*L ol l11"e 'nJrc'iar\ dre rr' rrarcd ds ha'afdorr' \^a'le

.lLe Io lhcir lotcnLial lo lerchnlL'pccif' rnri' ''lh'ld'rL* ir 'r 'endllr'' llr'"c rti

::;#'; il i;;;i"""it on the list tlr-ai i,clude cenain heavr lnetals' pcsricidcs and

B.FE-L

:;

Estd.lgSA

u

DR,N.K, GHOSH
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[ssential rules for managing hazardous chcmical materials:

1. When possible, seel( ways that will minimize the quantily of wastc

generated in side Ihelaboraror) '

z.6nlyL.,."app.op,iutecontainelslorthestorageofwastematerials(Plasticisprelelred)
s. itoie 

"l,emi"at 
*uste in a designated Salellite AccumLrlation Area'

4. Properly label all waste containers'

5. KeeP waste containers closed'

Waste minimization:

Wals to help achie\,e the goal of redrrcing the volumc of chemical wasle gcnerated on

campLrs incltrde but are not limitcd to:

1. Practice the concept of Sottrce Reduction by simply ordering the smallest

oLlar'l;t\ .lchelnical-natcriart "eou,tred lnr lott' re'earrlt'

z. K.ep u,, inr"nrorl olcheni.al. l lou'rab'
3. Share surplus cherrical withotherlabs'
4. Purchase mercLlly-lree instrunlents'

s. s,,taiit,,t" t',uru,ious chemicals with non-hazardous chemicals lvhencver'nossible'

o. Reduce the scale of laboratory experimcnts to reduce the volume of wasle

being producedwhenever Possible'

Container management

Waste containers stored in an AccLlmulation Arca must be:

' in good condition
. Compalible with the wasle being stored

. Rcnr ctosed dl cll lime' e\r cpl \\ lcl flllllg

. I aheled *ith a \ellou Lhcr.lical \^a5lc ldDcl

. si-"d i,,.;a" tJ"ondary containment bins (provided by EHRS lor no charge)

. Waste must always remain in lhe lab

. Never store wasle in PUBLIC AREAS (slrch as hall\ 'ays)

Drain disposal

Hazardous chemicals are not pouled down the clrain as a method ofdisposal l herc

",. af]".""f, reseNoir treat;ent sitLlated beside Chemistry Practical laboratory

.*he,e the drainage ltom laboratory is sedimented and filtered !ia l'iltration process

tl 
"r' 

,L"-iit."t" ii allowed to soak in soil The area is covered by cement slab The

.rrie s.cli,nente,l mate(ials are collected from the reservoir and kept in a separate

.""iui""r.. niroffy, the materials are sent back periodically to the authorized

chemical vendoti ol lndia scienlitlc, Berhallrpur' MUrshidabad'

JIercury containing items

\lercury containing items such as thermometers, thermostat switches and manometers musl

b.;;i;;Ji".;6". disposal and nor placed in the regular lrash our olfice also of'fers a

drermotretcrcxchan gc pt'ogratll

()
tJ .K. a-nJ"_

M.#'Co-ordinator /
IOAC

Janqiour College

Jangipii, Murshidabao

6.sld 195c
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Empty containers

\t enor) chenical conrailer5'nust.De tr;ple"'l;:j 
:'l:":::'i:i'",:l:'"llr'"il1i"l; 'J:::li

..rjrel\ to\ic hazardous wastes rnust D(

,i".i"i e.*..p"re. MLr'l iddbad r;' 6i'po'al'

Waste Management Policy and Procedut e: 
," r^ ,n,k. s,]re rhat. alt the \\,aste

rhe objective ofthis waste management porrc-\ T:'l:'":i"';:J i;;;;;;,; ;i one spittoon
,nd.urr,ounding.ollhe(nel1i.lr)|aho,atorlat,epr^pcll\u(cLl
.no.rld be Dfo\rded at erer) floor rbr a'r'"rp;ng gu'Uugt pi''t9tt or','p'r',rr't :,''cIt rtrmbcr ol

caloasc ba.kcls.hould be prorrded "' 
t"'l' n o="'l O''t'' f tu"q"h'''rd be rlrerc lor co'l' lrlc ard

- 
, ii"" 

'o,.f"rn'ne 
eorbage arrd di'crrded rnalerials'

\eed lor Management of waste:

. At every floor there shoukJ be one sweeper to clean the toilets

. Sufficient number of cleaner should be assigned lbr cleaning the cutting' llnishing and dining

alea(

' One trotley st,outa be provided beside ofevery cLltting tables lor collecting the cut preces

. Ihe surroLlndings ofthe laboratory buildings should be clcaned after every 4 mondrs and that

should need ior management ofwaste'

:trndrr(l Operating l'roceclurc for \\'tsle l)isposal I'olic\

\grcemcnt to Chcmical Vendors:

7. [-nrpt] conlriners tlirt hcld xLut'l-\ llrric hil/ilrdou\ \\esL's rt'c rnanagc':1 is hrrza|doLtr

\\.,.r.1"'l\Jl.l'\l"J(fr( r'L '' rl(rr"rl'rl"lr' \l rl'r'r:"''r'l ""''' 
t" '"

8 lheIaboralor\ chcnlicelsr:rrc scgrclldtti''tt'"''f"'t "' "'"t't ' I'rrr rr'' l"'rroi'i crplosion

".i.",'ri,i.,,"u;.iot"t''trtt't"linailr:""nttrtnrirrrh'lrrorgrrnic'rcidslrclcflin\cDrrrrtc

r:oom *ithin chcnlistr! laboralor\ t(r i\old 'lccidcfls
9 sluclenls rnd non tc".t ing, 

"r.l.g,,t",:t1 
t|airrcd aho,Lr hanciting oldillcrcnt h'rrmlirL

Thermometers

che icals.

B
Estd. f950co-oroinator i r"rerYlr

roA0

J.l8[n]i'il,t:',:'os'"'"d

\) o ,"(

'fiil*"":1""i-{

i... ,; ,. .- - -
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Segregation of Chemica I wastes:

The decision to dispose off / segregate the chemicals will be taken collectively by college

,iriir-i,l"i"ir"*rre :i-a",a no,it 
-'qtt 

the materials are collectcd in a container under the

.r...rili", or o..-n"lib Joarder. Assistanl prolessor. and Department of chemisrry. when the

",i"""i"i,*"p 
:"*lt'cs 50 kg tlren rhe materials are sent bacl( lo Modem Chemicals in presence

of r'eoresentative from Security, BaNur. Teacher-ln-Charge Purchase committee Cr'rnvenot and

6e';";1"; 
"r 

th" College. 
"College 

always tries to lollow Environmcrltal Prolection Agency

(EPA).

Segregation ol Chemicals/solvents:

Depending on nature oftoxicity. chemicals are classified as highly toxic moder'ale toxic and non

toxic. Hazardous/chlorinated solvents are kept in scpamte place'

Records for disposal of wasle chemicals to be maintained al lcast pasl one ycar by

Ileoaflmenl oi alten_ i.lr], .ldng.pur ( ollege
' 'ir the standald rale and given lo Modem Chemical'

The quantit) ot the rtems are 5egregareo

Be amoorE. j\4Ltrshidabad for disposal.

( hc licdl \lasle Storlrge (llmPl) (lontrincrs):

Lr'. r','!:., \ ..lJ' .rl\' .i\\..1 " r.' .1' 'r !l rl',, I' I'l ''l '

Wast€ Disposal PolicY:

we. at JANGIPUR COLI-ECE, are committed to disposed waste materials in proper wa)-:

. rrazrrdldenr'ficarionolua-te lsa\ildl pafl Jl Lhc clrer-li.il labumlo")'

. I,e fo.matin used lor preservation of iitlerenL specimens ln ZonloJ) laboratory ancl lbsils

-riar". "i 
o.p*,."ni of Ceography are also scrrt to the chemical vendors lbr disposal in

proper \\ay
. L-rLtt" materials are also I'ept ln lhe college storc room and regularly sent to corresponding

vendors to minimize e-Pollution.

l{",-rf_ ."rtui"irg materials used in Physics Laboratory are also sent back to the India

Scientific, Belhampote, Murshidabad lor proper disposal'

Dus, Iood wastages/ wasted fabrics/ wasted pape|s'garbcgc froduced ffon daily operalion

.l-ai,por.a regu"lally in thc dustbins. rrhich are p|orided at thc floors Iu nainlain wastc

disposal policy

Any sofi olwastages like; cmply drunl/ containers/ [rolt]es/ plastics are kept in a spccific area

lor disposal to authorize vendors.

Br.okenwoodenboxes/tableandclrairs/furnitureareSentlorlepailingalthetlrstplacc.
ir."r" ,u,,t1, 

""":, 
rr" repaired sho,ld be storcd in a designated area for recycling by the

manufacturels or to sell to the local agents undcr the supervision of thc Convefer' Building

Documentation:

f a,nl

k.

placed in secondarY chertical

gipur College

B. &,)^- ^l
Co{rdinator /

loAc
M"/b";

Jangipur College
Janqipur, [,lurshidabad

DR.N.K, GHOSH
TEACHER]N.CHARGE

4
Estd. rcic



we are also committed to responsibilit)' lbr environmental protcction through proper dispose

of wasted materials

We ensure thal each and every individual in the college as well as others, stakeholders

;;.;r*r; #;";,;;l r"spe"t and the rnvitonr''''"ntal as *--ell as waste Disposal Policv at all

time .

N(

?o.
Appro ved Bv :

Date o1 10 2,

B,w
a-

Co-orlinator t Me&
toAc

Jqngipur college
' Janglpur, Murshldabad

E6td. lgsc

D

DR,N,K, GIlOSH
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Prevent slips, trips and falls:

campus area ofcollege should be "kept clean and orderly and in a sanitized condition'The rule

includes class room passageways, storerooms and se ice rooms Floors should be clean and dry'

Drainage should be presentwt'"re "wet protess"s are used " cement' ceramic tlle or another material'

], JiiiJr."n,avp", oilooring hold up better undercertain conditions'

i"i"lp pt"r"m tfip, trip and fall incidents,lc recommends the followin8:

n,., iJ"" 
"i "*iliior 

a near miss, make sure you report itto yourTecher in-charSe promptly They

can use this informatlon to preventfuture accidents'

rt'""v Ji[t" i. t""", aean it up or make arranBements for itto be cleaned'

Report any damaged floors or mats'

PIay your part and keep the workplace tidy'

lf vou see ltems on the floor where someone coutd trip over them, remove them or afiange folthem to

be removed orforthe situation to be made safe

;'yo",;;;;;;;;;;,;;;r lt and look after it neport anvfaults or damasetoreacher in-charse and

make arrangements for a replacement'

Eliminate fire hazards

Student are responsible for keeping unnecessary combustible materials from a'cumulating in the

a;;";;.;;;ili",",t" 'ti*ro 
t"tio'"d in waste bin and disposed of dailv E-waste materials

storage in E-Waste area.

JC recommends the following:

carrv out a flre safety risk assessment

KeeD sources ofignition and flammable substances apart

lroia acclaent"t fir"s, eg make sure heaters cannot be knocked over

i",rl" g""J t 
"r*f.""prg 

at alltlmes, eg avoid build-up of rubbishthat could burn

consider how to detect fires and how to warn people quickly if they start' eg installing smoke alarms

and fire alarms or bells

Hu"" ti".o"""t n,"+ichting equipment for putting a fire outquickly 
.

*""0 i'r." 
"-i,t""a 

*.+e r;utes clearly marked and unobstructed at alltimes

;;;;;;i";;i,;t *'non-reacning staff & itudent receive appropriate trainins on procedures thev

need to follow, including fire drills

Review and update your risk assessment regularly'



Doc. Ref. no. Jc-sP&P_o

Date of lssue:08.03.

th

Rev. No. & Date N
JANGIPTIR COIIEGE

No.

control dust

There are three main types of dust:

> silica dust-coming from Wall/ ceilin8 Spilla8e .

> wood dust-createa wh"n *orting o"n iottiood' hardwood and wood-based products like

Chair, Table, Black Board etc'

> Lower toxicity dusts-created when non biodegradable waste in generate from any activity Like

chemical waste generate from chemistry dept'

> StoP or reduce the dust

" 
i"fl* t 

"ln 
ti*t, 

'ook 
at ways of stoppin8 or reducing the amount-of dust you might make

; ;;;f;;";;"i;,iur', r"" po*u'r'iiooiior other wo;k methods For example vou could use

' 
irl" i*i.i." oiurirain! rn"t"'iur' to ritt l'tting or preparation is needed For reduce silica-dust

stop the spilla8e,

" 
niJt. p"*u*rfaof - eg a block splitter instead of a cut-otf saw'

> ; diffe;ent method of work altogether-eg a direct fastening system'

> Even ifyou stop some dusttnisway' you riay do otherworkthat could stillproduce high dust

levels.

lnthese cases, the most important action is tostopthe dust Setting intothe air'

Prevent Ialling obiects

Protections such as a toe board, toe rail or net can help prevent objects from falling and hltting

eouioment. othertips include stacking boxes and materials straight up and down to keep them from

;:ilil]iliJ".,;;;or.i r'*""ia*t' 
"nd 

keep equipment awavrrom the edses or desks and

,"'ui"i. oo",,"tr"i'"i J^,. stacking objects in areaswhere workers walk, including aisles Keep layout in

.*a r. u"ii i 
"ra"* "re 

not eiposed to hazards asthey walkthrough areas

Clear clutter

AclutteredcollegePremisescanleadtoergonomicsissuesandpossibleinjuriesbecausestaff&
;ffi;;;i".";;;;; io ,o,u r""p ti'ro, *airwavs' emersencv exits' electricalpaneh and doors

cLar ofclutter, and purge untidy areas Emptytrash receptacles betore they ovefllow

Store materials Properly

College must ensure chemicals and danBerous substances are stored and handled in a way that

*i"i,i-r",,ft",r. r"rc -a llmits people's exposure to them control risks by:

storing chemicals according to the instructions

; keeplng the minimum q

> storing incomPatible su

> taking steps to Prevent

^( O r

8.K-:1o-mao-
"f^*[...$.?S"!'.irctpun coutce

Co-ordinalor / MemFr
toAc /

Janq'DUr colleq"e
Jangrpur, [,'lurshidabad

uantity of hazardous substances necessary

bstances seParatelY

release or leaka8e ofdangerous substances

Estd. lglc
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> keeping a spillkit nearto storage areas, and ensuring staffaretrained in whatto do in the event

of a spill

>;r"uniicrp"nyl""ksorspillsthatoccurusingappropriateprecautionswhenhandling
su bstaricei - for exam ple, wearing protective clothing orensuring adequate ventilation

> 
"".r,i* 

tlfr rh" ttore and hanJle dangerous substances are properlytrained

checklrig contain"rs u."d forshort-term storage are properly labelled

lfvou store che;icals or dangerous substancesthat could create a fire orexptosion, you must ensure

;:;;;;;;i; ,;;,.""ces aie correctlv stored in suitable containers and are not stored nearto a

source of ignition such as a heater.

i"if"t"lhSril "i," 0f""" stores of liquld above ground where thev're unlikelyto be damased' eB awav

i.rir#..out"t, ir.ld overfillinB containers, iupervise deliveries' maintain gauges' valves and

.i..rorl. monitoioif ,se - unexpectedly hiSh usemay indicate a leak have procedures for dealingwith

i,i"""i* f""nu*",, ,te a secondary containment system such as a drip tray or bund (a storage area

designed to prevent liquids escaping

Use and inspe.t personal protective equipment and tools

wearbasicPPE-suchasclosed.toeshoesandsafetyElasses-whlleperfolminghousekeepinE.
o"i"rri"" *i",avp".i ppEto wear based on the po;ntial rlsks. Regularly inspect, clean and fixtools'

niror" 
"nv 

a"r"i"a tools from the college area Display PPE posterwhere its necessary'

Determine frequencY

Allstaffshould participate in housekeeping, especialty ln terms of keepinEtheir own college areastidy'

reporting safety hazards and cleaning up spills, if possible'

ilor;i[";"d'ot 
".olhge, 

Housekeeper should inspect and clean college and remove unused

materials. This dedication can reduce time spent cleaning later'

As per necessity the frequency ofhousekeepinB needsto be increase'

Procedure for paper, plastic, e-waste and other materia I disposal:

p"-pJir." 
"*",i, 

p"p"i .ld tibrary books, daily use monitoring paper, news paper kept in separate area

i"iilrp"."f 
""a 

**r",o university. Dispose; parts kept in bio-degradable storage area disposed to

authorized vendor.
plrti. ,lt",iA Uao, z0 microns treated as non-biodegradable substance lt can bed soil pollution and

."" il ir""i"J 
", " 

r,""w material, so it should be store in non-bio-degradable storage area and

"rtan-iz"*i 
*i. 

"""io 
reducethis kind of plastic materialinstead of uses of use of above 20-micron

plastic.

it can happen accident if not properly kept, can slip if not kept properly'

g-r".te iit" Oa."Ce otcomputer, printer, projector, ups, SMPSfans' ACs etc kept in e_waste'area and

disposed to pollutlon control board authorized e_vendor'

Others materiak areako kept in allocatearea disposedto authorized vendor

B.W^*J*
cooroinamr 

lr'r#I

,"i611i$"33l\".%"
ffi,frr*H*!
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written protocols could specifywhich cleaners'tools and methods should be used' asthev arethen

i"r.lj, i"r,^" a +*'a be displavin notice board'

Think long'term

goals.

Housekeepins shourd be .9*:h- :_:l-"::lik ill:"J};;]|:Hll;ilH[: ::i:'fH:,['i[',,",:,x,
auditing. Keep records, maintain a resurar warK Ul':::l: ::l::"";;;;;;. and base auditingonthose
staff&StudenttohelpsustainhousekeeplnB.setgoalsandexpectations,andbaseaudll

B.K. a-ltlJ.

co-ordinahr 
I MeIi#

...i;i",l[;:i''8:'"'

FsU
795c "f;Hffi#

L

Create written rules
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The investigation process should begin after arranging for first aid or medical treatment for
the injured person(s). ln getting started, remind everyone involved-especially workers-
the investigalion is to learn and prevent, not find fault. Steps ofthe investigation prccess
include:

1. PURPOSE

'1.'1. The purpose ofthis proceduro is to define the requkements for lncident lnvestigation.

1.2. Typically, this isto investigate analyze the actual reason forthe incident happened.

1.3. The Person ln Charge / investigation team is / are responsible for implementation and management of

this procedure.

2. SCOPE
Commitment to safety and ensure the proper

information is collected to fulfil an incident investigation's ultimate
purpose -to prevent future incidents.

4. PROCEDURE:

I . Call or gather the designated per6on(s) to conduct the investigation.
2. Secure the area where the injury occuned and presetue the work area as it is.

3. ldentify and gatherwitnesses to the injury event.
4. lnterview the involved individuals.
5. lnterviewallwitnesses.
6. Document the scene ofthe injury through photos orvideos.
7. Complete the investigation report, including tact finding of what caused the incident and

corrective measures taken advised to will prcvent future occurrence-
8. Use injury and illness prevention program to idenfiry and control such occurrence before they result in

lncidents.
9 ErsLre fo.,ow-Lrp o r con plelion of corrective actions(.O 

r

9.ul:Tand"-

Ccordinator /
IOAC

w$"i

Approved ByNature of ChangesDate

Estd. T1SA

.lanoigur College

JanE piri, Murshidabad

e

",*|i,S,'fll3$?

3. Purpose -REVlSloN AND APPROVAL

JANGIPLIR COLI,EGE



A

Documents of lnvestigation Process

As wlth many processes, preparation and documentation are cruciaL As part of the injury and

iil,i:'l;#il;;;s;#, the investisation orocedure should detail:

.Who should conduct and particlpate in the investigation

. lncidents to be investigated

'lnfomation to be collected
. lil]ii#iliiii,iii Lr-""r r"ctors (onen rererred to as root c€uses)

. Determination of corrective actions

'Tracking completion of corrective actions

Compteting repoft and do menting cotrective actions-

At this ooint, once you've gathered informatDn and intewiewed the involved worker and anywitnesses' you can

LlllirliriJ i"-r!lit"t,J" r;port itself and formulate corrective actions'

Ea;h conective action listed shouu nave a pllil;;;;i'[ilil;""ponsibilitv for the action a completion

ili" J 
"nJ" 

pr""" to,ark completion ofthe incident

lnciden! lnves*igalior Proceso Diagram

. A rmaP lor r 5t5 n or mPdG
fdlrenr or nrurer pe.onl,

. l{jenlil, and galhs witnesos

. Felrleve inv€sl qat 6 k t

. D..umst s@rc sth Photos

,K m)o-

^...,1,.r?tor / Merrber

r... r,r College: r iu-rihidabao
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Prenar.
Del6min6: "F" " ""gJro' 

r d

. vrrh. coFdrcl5 and FJn - pJtei-;';";.;"";- -" .Do en .- q,oioo'"rF'

.*"- 
"'.;:* " 
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5. Responsibility:

Person tn Charge / invesligation team

6. Record

lncident lnvestigation Log book

(a
\ _.L,, I

8.u'la-'r:da-

Ceordinator /
loAc

."&i
c
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I. PURPOSE

l,l.Thopurposoofthisproceduleistodefinetherequirementsforcalibrationorverificationofequipment

used to detemine the acceptability of product

1.2. Typically, this is limited to inspection or test equipment used to "buy olf product prior to movement to a

subsequentprocessorpriortofinaldelivery.However,atthediscletionofmanagement,c€librationor

vedfication may also be applied to critical process equipment'

1.3. The Person ln Charge is responsible for implementation and management of this procedure'

2. SCOPE

2.1. Calibration of measuring equipments

3. REVISION AND APPROVAL

Rev Date Nature of Changes Approved By

4. PROCEDURE: CALIBRATION

4'l.calib.ationofsomelnstrumentaredoneinternallyandsomebyapprovedexternalseNiceprovider'

4.2. The devices that are calibrated by external service provider are monitored on a regular basis'

4'3'ThirdpartycatibrationlaboratoriosshouldbeNABLaccledited,asthisprovidesthebestconkolof

catibration activities, and traceability to national standards.

4.4. We maintain documented information of calibration certificate of all measuring equipment's'

4.S. Approved calibration service providers must maintain suitable environmental conditions for calibration

and report temperature and relatlve humidity on any calibration test certificales or other calibration

documentation.

4.6. 'fhe calibration Log book should be maintained by the Person in charge. This document will list all

devices, their serial number, date of last catibration, and next scheduled calibration date. The frequency

calibration depends on the type of instrument.

B,K:

Ccordinator /
roAc

,"fi;
Estd.lgSA

Jan!ipuf College

DR,N.K, GHOSH

JANGIPUR COLTEGE

JANGIPT]R COIIEGE

-- Procearre Iorcalibration
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4.7. The JC shall determine if the validity of previous measurement results has been adversely

affecteal when measudng equipmentis found to be unfit for its intended purpose, and s

appropriate action as necessary i.e. After having done the Calibration of every instruments as per

schedule all Instrume[t mustbe verifiedbefore start ofthe operation , allthe Instruments

found in Range & the results must be tally with previous reports. Ifverified result is found

satisfactory, then it is considered to be fit for measurement If any deviation found ftom external

or intemal validity result then these lmtruments be marked with "temporary not in Use" and the

reason oferror should be noted on the appropriate positions or places.

Equipments are calibrated on a frequency as and when applicable'

4.8. For equipment calibrated by NABL approved laboratories, these are retumed with a certlficate of

calibration showing the status of the calibration, as well as the condition the equipment was found in

(e.g., "defective," "out of tolerance", "in tolerance", etc ) Such c€rtificates must have the identification

of any standards used by the calibration house, and their serial numbers.

4.9. Calibrated devices are identified with a calibration sticker that includes the current calibration status,

calibration due date, and device identification number' Where the device cannot accommodate a

calibration sticker due to size or frequency of use, the device has been numbered and tho head keep a

log of those devices and their status. Employees may only use devices for acceptance testing that are

current on calibration.

4.10. Any device failing to meet calibration standards will immediately be taken out of service. The device

may then be destroyed or sent out for repair. Repaired devices must be calibrated before being

4.11

returned to seavice.

When a measudng device is found to be out of tolerance, and/or reporled on the calibration certificate

of having been found as "defective" or "out of tolerance' by the third pariy provider, the person in-

charge shall be notified immediately.

Measu ng & monito ng of devices must b6 stored and handled in a manner that does not invalidate

their calibration or abilityto function without errot

4.12

qn

Co'ordinator i
IOAC

J,-

""fr";
l"'o ,uo

it,,l

.lanoiour ColleEe

Janlq,ii, l/lurshidabad
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5. Responsibility

5.1. Pe6on ln Charge

6.1

6.2

List of measuring devices with calibration

Calibration certiflcate lile

g.K.

co-ordinator /
IOAC

,$; Estd.1954
l

9l:liJanqiPUr College

Jarlipur, [41]rshlqaoao

OR.N,K. GHOSH
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1. PURPOSE

1.1. The purpose ofthis procedure is to define the process ofwater consumption'

Water intake - Water discharge = Consumption

1.2. The Person ln Chargeis responsible for implementation and management of this procedurg

2. SCOPE

Process of water consumption&conservation .

: 3- REVISION AND APPROVAL

Rev Date Nature of Changes App.oved By

4. PROCEDURE

Water intake fiom Municipality as wellas borcwell.

t\,4unicipality water is used for

OFFICE BUILOING& NETJI BIJILDING

Adrnin strative Bu ldlng

ii. Dept of Chemlstry

lll Dept of Physcs

v Dept ofzoology

v Dept of Botany

v Cod water cooler unit

vii Garden

v i Toilets

r r Co d watercooler unit aWnd--
t'

Estd.19(,t)
o

Coord,natorl fraerr(ei

Jangipur Colleoe
Jangipur, Mu6hid-abad

DR,N.K, GHOSH

JANGIPUR COILEGE
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Tolal water consumption 2750litors approx.

Action taken for to contol waslage of water.

l.Consumpllon ofwaGr is belng monitored and record€d on daily basis'

2. provlde awarcness each and every depadment including studenllimiGd of uses water'

3. identify every water wastage leakage point like any leakage, cmck etc'

4. recycllng of water uses. Llke water harvesting and any klnd ofwater treaiment of rcuslng rccycling of water

5, maximum uses of municlpalitywater and reduce to use borcwellwater'

6. water meter needs to b€ irctalted for io improve water consumptlon monitorlng'

4.Recoftl

4.1. Water consumption Monitoring record,

g. LK. o-rr7

cooainatortffi'

,,ff$1,'iu%[lilm,, Et76
195c

DR.N,K. GHOSH
I'ACHER.IN.CHIiGE
JANGPUN COLIEGE
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lnstructing the operator to wearthe ear plugs in high noise generation area

8. CROSS REFERENCE IF ANY:

. Noise monitoring records / test report

. LiSt of PPE, S

B.x.
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Procedure for Noise

1. PURPOSE:

To control the level of noise generated from the machine, DG set and from the

compressed air and to avoid the emission

2. SCOPE:

Applicable to allthe areas in factory premises

1. Allthe college area

2. D.G and Compressor area.

3. RESPONSIBILITY:

- Maintenance in-charge

4. INSTRUCTIONS:

. Provide ear plugs for all the operator working in the area of high noise operation'

. Create awareness on usage and importance of personal protective equipment'

. Check for usage of earplug among the employees while working near the high noise

area.

. Check the required amounl of air pressure is used in the testing area'

. 'i Ensure proper guards are provided for the machine to reduce noise'

. Periodical maintenance should be given to the machine to seek their good condition

machines

. Fugitive emission should be controlled by guards

. Proper PPE like nose mask should be used during operations where fumes and

smoke is generated.

. lf any abnormalities observed by the operator in the machine leading to abnormal

noise or emission to air, it shoutd be intimated to responsible person immediately to

l.Ietel to metal contact should be controlled by providing rubber pads in the vibrating

lJ.K. a-.llJ.take corrective action

DG set area:

Jangipur College
Jangipur, l,4urchidabad

ItAChER-III'CHAR6E
JANGIFI,IR COLLEGE
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After startinq the enqine

JANGTPUR COLLEGE
Jangipur I Murshidabad

Affltiated to the University of Kalyani
Govt. Sponsored College

Before startinq the enqine

. Checkfor correct oil level in the oil sump

. Check the water level in the radiator / cooling tower sump

. Check the diesel level in the diesel tank.

. Check the out let diesel tank valve in open condition.

. Check the batteries are in good condition / connection.

. Check that there is no abnormal noise from the engine.

. Check for no water, diesel, and engine oil leakage from the engine.

. Ensure no exhaust leakage permitted.

. Record diesel consumption, Power generated.

. Check the Exhaust stacks will meet the emission norms.

. The preventive maintenance schedule will be as perthe manufactu.er

recommendation.

. The used oil to be stored in a banel and shifted to scrap yard for disposal

. Emission level ofthe exhaust to be monitored periodically

. Check the operator is wearing Earplug & mouth mask when generator set is running

7. CORRECTIVE ACTION IN CASE OF DEVIATION:

ical attention to the operator. -Providing med

B.'x!*rJ"--

t05c6sloa

5. PPE:

Ear plugs, Mouth mask

6. IMPACT IN CASE OF DEVIATION:

. When Operator exposed IDG SET) to the noise of 90 decibel >8 hours

. Long term effect: Deafness

. Short term effecl loosing concentration, inducing head ache,

discomfort

. Respirator problems and effect for eyes

\,:



JANGIPUR COLLEGE

Mercury Handling Procedure/Policy

Mercury is a serious chronic health hazard. Although it i$ not readity absorbed through the skin, its

greatest health hazard is due to inhalation ofits vapours, usually as a result of a spill. All mercuryor

mercury-containing devices (Mercury-in-glass thermometers and barometers) should be handled

carefully in college Iaboratory. Mercury compounds (e ,8 ., alkyl mercury) are extremely toxic and

must be handled with extreme care.

Risk to human health
As mercury is a liquid at room temperature and expands when it heats up, it has been widely used in

measuring devices such as thermometers and barometers. However, if a measuring device is

damaged and the mercury is released, the mercury will evaporate slowly, and nearby people may be

exposed. Contamination of ctothing and cleaning equipment can also occur when dealing with the

spitlage and broken instrument.

l. Very little enters the body after swallowing small amounts of elemental mercury, whereas

after breathin8 elemental mercuryvapour about 80% entersthe blood from the lungs.

ll. lnoBanic mercury compounds do not vaporise and so are not generally breathed in, and

only smatlamounts may pass through the skin. lfswallowed, up to 40% may enterthe body.

lll. Breathing in elemental mercury vapour for a short time affeds the nervous system and

lunts leadingto tremors, walking difficulties, chest pains and breathlessness.

lV. After longer periods, the lining of the mouth and lungs may be damaged. Kidney damate

mayalso occur as wellas stomach irrltation, nausea, vomiting and diarrhoea.

V. Eating food or drink contaminated with inorganic mercury damages the kidneys, stomach,

intestines and nervous system.

Vl. Mercury has been linked with possible effects on the cardiovascular, immune and

reproductive systems.

Vll. Mercury in the environment can chan8e into methyl mercury, the most toxic form of

mercury. Methyl mercury can cross the placenta in pregnant women and can affect mental

. development in unborn babies.

Vlll. Mercury and divalent inorganic compounds, includint mercuric oxide and mercuric chloride

(measured as mercury), have a long-term (ei8ht-hour time weighted average) workplace

exposure llmit ofo.o2m&/m3 as given in the Health and safety Executive's EH4O document.

Safe handling
Mercury can be handled safely by laboratory personnel, although its use should be eliminated or

minimised wherever possible. Safe handllngtips where lts use is unavoidable include the following.

1. Never use a mercury thermometer in a laboratory oven

Doc No: JC-SP&P{1/24
Date of lssue : 08,03.202X

lssue No:01
Rev No & Date: O0/ Nil

-r

2. Do not leave open con

shouLd-.go up a vertical

B.Wn"M-
Coordinator / Miffir*

roAc "
Jancip,Jr College

Jang,piri, Murshidabad

DR.N,X. GHOSH
te,qcrcn.n.Crurci
JANGIPUR COLLEGE

tainers of mercury in the laboratory. lf used in a bubbler, the exhaust

tube to eliminate splashlng and should be vented to a fume hood.



l

WARNING: VAPOR HARMFULAT ROOM TEMPERATURE-MAY BE FATAL IF

HEATED IN THE OPEN-DO NOT BREATHE VAPOR-USE WITH ADEQUATE

. Kefp 
Tfrculy 

co

B.XYa-otda-

VENTII-ATION.AVOID SKIN CONTACT.

ntainers tightly closed when not in use

tte]t6er

N.K, GHOS

COLLEGE

Ccordinator /
IQAC
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3. Do not keep excess mercury- purchase only amounts that will be completely used.

4. Use a tlass, plastic or steeltrayto contain any spillsthat might occur.

5. Glass or plasticvessels should have a secondary steelor plastic container around them in

case the vesselfails.

5. Do not use mercury where it could contact a hot surface and vaporize.

7. Avoid inhaling mercury vapour and use suitable Sloves when workint with it.

8. Put mercury waste in a specialwaste container, do not combine itwith otherwastes and do

not dispose of it down a sink.

9. Do not weargold or silver jewellery when working with mercury.

10. As always, read the material safety data sheet (MSDS)for mercury before using it.

11. Access to mercury should be restrided to a locked cabinet or room, and only used by those

have been given suitable and sufficient tra inin8.

Labelling and Storage
The following applies to the labelling and storage ofmercury, its compounds, and mercury
containint equipment:

. Allequipmentand containers of mercury and itscompounds should be labelled.

. Labelall mercurycontaineG as follows:

MERCURY

.)

. Do not store mercury near chemicals that can create explosive mixtures with mercury (e.9.,

. ammonia, chlorine dioxide). Keep mercury compoundsthat are oxidizers separate from

oGanic materials and other com bustibles. Forspecific mercury compound storage

information refers to the MSDSfor specjfic storage requirements.

. Minimlze the amount of mercury in stomge. lnventory mercury-containing equipment to

determine which items are no longer in use or ifthey may be replaced by mercury-free-

alternatives.

. Store mercury in a cool, dry place.

. Use containers made of impact-resistant materialor put them in sturdy secondary

containers



When removing mercury and mercury-containing devices, interim storage shall be provided

in a designated and properly Iabelled area within the hazardous waste storage facility until

such time that the mercury is moved off site by a licensed hazardouswaste hauler.

I

spill Response

with proper control ard training, elemental mercury can be safely used in a laboratory
setting. However, when spilled or misused, it can present a significant hazard.

. Mercury Spitt kits are available in each deparhnent and should be used following the

Mercury Spill Response plan.

. Notiry your Supervisor a.nd the Hazardous Communication Coodinator immediately.

. Special mercury vacuums are colnmercially available for targer spills but require

advanced training to opemte properly. Never use a household vacuum cleaner or
shop-yac to clean up mercury. These devices do not have adequate liltration and

will spread mercury vapours.

. Wear gloves. Collect as much mercury as possible using a 5n or 10m1 syringe.
Experimentation will be necessary to find the best argle to dlaw the heary mercury
into the tube. Use a piece of card to gather the drcplets together ifthey are finely
divided. Cotlect any broken glass and odter debris into a suitable container. Use card

rather than gtoved hands ifthere is broken glass. Small pieces ofbroken glass which
arc uncolrtaminated by mercury are best disposed ofin a sharps disposal box. Mercury
spill kits are available commercially; they should normally only be used by a
competeDt pe6on,

. Put the slainge and any other container into which contaminated debris has been
collected into double plastic bags. Tie tlle necks ofthe bags, label the package

"Danger - Mercury. Do not touch", aod put it in a safe place pending collection.

. If a sphygmomanometer has survived relatively intact, apart ftom spillage of mercury
into the case, protect any sharp edges by wrapping in sticky tape to avoid tearing
holes in the bag, put the whole instrument into a plastic bag, tie the bag at the neck,
label it as above, and put it in a safe place pending collection.

. Do not use a vacuum clearer on rcsidual mercury; this can produce high vapour
concentrations. Only dispose ofmercury as hazardous waste.

. Repott and investigate the incident.

Purchasing Guidelines
Whenever possible the use ofequipment and hazardous materials containing mercury
should be minimized and/or eliminated. Products that contain mercury will be avoided
where a safe, effective, mercury-free alternative exists. Where no acceptable substitute is

available, products containing mercury will be clearly labelled and training will be provided
for all :ndividuals utilizing merqury-c?9aininB chem

B.x.Yo-^Ao
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ILLUMINATION POLICY

Proper illumination of Jangipur college is essential to any academic activity'

>ltallowsstaff&studenttocomfortablysee$hatthey,redoing,t.ithoutstraining

their e-ves or their bodies

> It makes work easier and more productive

> It draNs att,]nlion to hazardous opentions and equipment

i It helps prevent cosll! crrors and aocidents'

At Jangipur college ensure that thcre is sulficient lighl in the \rorkplace lo ensuue the sa1'ety of

elery staff & student . And, it is also cnsued that there are adequate back up lighting in an

emergcncy or power failure.

To assess whether lighting is sufficient the following factors are considered'

,- human lactols

> area 10 bc lit

> tasks to be done

> equjpment and fumiture used in tasks

Approved by:

Date:

B,K.

Estd. igSC
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JANGIPUR COLLEGE

Jangipur I Murshidabad
Affiliated to the University of Xalyani

Govt Sponsored Gollego

Purpose: Effectlve Operation of D G Set6

Scope:DGSetarea

Responsibllity:MAINTENANCE lN-CHARGE

Before startino the enolne
1 Ensurc correct oil level in the oil sump

2 Ensure Coolant levelin the mdiator/ cooling tower sump

3 Ensure diesellevel in the dieseltank.
4 Ensure the out let diesel tank valve in open condition.

5 Ensure the batteries are in good condition / connection.

After startlnq the enoine
1 Ensure there is no abnormal noise from the engine.

2 Ensure no water, diesel, and engine oil leakage from the engine.

3 Ensure no exhaust leakage permitted.

4 Record water temperature, oiltemperature, voltage, amps, Frequency Time start, Time offetc, (O P )

5 Record diesel consumption, Power generated.

6 Check the Exhaust stacks will meet the emission norms

7 The preventive maintenance schedule will be as per the manufacturer recommendation'

8 The used oilto be stored in a barel and shifted to scrap yard for disposal

9 Ensure noise level is within permitted levels of the PCB norms(as per UGc Act. ) on monthly basis

10 Emission level of the exhaust to be monitored periodically.

11 Ensure the operator is wearing Earplug / Ear Muffwhen generator set is running

lorrective action in case of deviation:
lf deviation observed by WBPCB, appropriate suitable corrective action will be initiated immediately

Analysis are to be used as evidence in legal proceedings.

Display board to be provided to create awareness.

Pressing ofemergency alarm to vacate the area.

Switch off allmain switch to stop power supply.
Use of flre extinguisher and sand-bucket as per nature of accident.

Cal flre &

I,- d,tl
,',,. ,/*
Merfer

DR,N,K, GHOS.H

1

2
3

6
7

Co.ordinator i
IQ,Al
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Procedure tor DG set

DieselFilllinq
I Ensure there is no spillage dudng the transfer ofdiesel/ oilfrom container to contatiner.

2 Ensure the oil container is stored in the secondary containment

3 Ensure that there is no open fire/flame nearthis area.

4 While handling oit/diesel ensure proper personat protective equipment is used.

5 lf spillage is found anylvehre use saw dust to arest the spreding ofthe spill
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STUDENT COMPLAINTS POLICY AND PROCEDURE

1. Introductiotr

The JANGIPLR CoLLEGE welcomes feedback in respect of the services it provides, and

believes thatstudents arc entitled to have accrss to effective systems for handling complaints

to enswe the JANGIPUR CoLLEGE provides ttre highest possible academic aod service

standards. Students should feel able to make a complaint, knowing that it will be fairty

investigated.

Detailed below is the three stage process the JANGIPUR CoLLEGE has adopted for
dealingwithstudents' complaints, which is intended to provide a clear means of
resolution to the satisfactiol of all parties.

2. Delinitions and scope

The JANGIPUR CoLLEGE defines a student complaint as an expression of dissatisfaction leveled by

a student agalnst a service or facility ofthe JANGIPLTR COLLEGE. For the purpose ofthis procedue

to resolve student complaints as earliest prcvide the properjustice for student.

3. Procedurc ofstudent complxin handling:
The JANGIPUR COLLITCE has a internal process 1o Complain handling ofthe studcnt that are bellow

(i) College have a Grievance Redressal cell ,/Commi(ee lbr handling rhe complain.

(ii) N.{trlriple Complain box are nlstalled in isolated area ol lhe College.

(iii) Ifany Complain are received iiom student, first Grievanc0 committee are anal)-sis importance ofthe
complain. Then Committee will bc decided what will be done.

(iv) Any Complaint outcome rcsull oot tbund salisfactn) ther Complaint forward rc afilliated unitcrsn)
(v) lfanv malor Complaint is gilen College also inlorn to NGO handling llris Process.

(vi) lfneeds Collcge also infolm to collcge presidenl & l-ocal Police station.

(vi) Elery Complain Actility College has mainlained with Evidence unlil resolved the hsuc.

(vii) Anybod] can given complain througb complain box l nrail

4, Benchmark for Resolyed the Complain:
Minor Complain: Resolve within 4 to 5 Days.

Major Complain: Resolve within 15 Days

Responsible:

Grievance Redressal Cell
[qual Opporturity Cell B o-41J-_

Co{rdinatol / Nleler

JanoiDur College
Jangipiri, l\,lurshidabad

DR,N.K, GHOSH
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JNGIPUR COLLEGE
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E FOR ENVIRONMENTAT OBIECTIVE TARGET & ACHI EVEMENT

JC-MSP-01/07

Envi.onrnenlil obiecllves rre goals that yo! would llke to meet in the fllLrre'

Jargets are the rneans for providing !..ifiab t evidence that lou have actuallt tnet tie objecll\/e

objeciives are 'Cocuraants" whereas targets are "re'o'ds rnonltoritg rerecords will be updalod tlme to

time.

Set environmental objectives and targets

Setting r.rp an env:ronments! management system lElvlS), on'e you have corducted an init al

enviro;rn€ntal aeview aad decided on irreas oryour envlronmental per{ormance to improve, you need

to set your environmentt objectives and targets

Envlronmental objeclives 3re the overall a:ms that col ege activ ty sets ltself to improve envlronmental

oerformance thaough its !M5.

They indicate the environmental aim! of coll.ge activity eg to reduce wasll as mLrch as posslb e'

Environmental targets provlde short_terra goals on the way to achieving your overa I envlronrnental

perf ormanae obiectives.

Your environmerlal obie.tives and targets shou d be based on:

. yoLrr environmental policy

. information gained from your initial .eview

. vour reglster of legislatlon

Co lege shou d aim to addaess .ny s gnlficant environr'ental aspects and should incorpo'ate specif c

legal requiren-rents contalned in regulations and consents

environmenta PolicY

TIe pollcy sholrld be the guicling do.!menl in your EMS' lt 3lou d 
'learlY 

set out how you wlll mana8e

ihe environTaenta irnpact of vour bLrsiness and should show what aomrailments you are prepared to

It shouid be based on the iey informatlon from yoLlr baseline assessrnent and lega comp iancc check

stages 
B.W^L*

Co{rdinator / Mefiter
toac (
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fhere ls no one perfect waY to create a po icy document _ lt will depend on the particuLar needs of your

business. But theae are sorae keY elements you need to inc ude, such as:

. 3 commitment to contlnuallY improve your env ronmental performance

. a commitmcnt to conply with environml]rtal Iegislation

. a commitment to educate and train employces to e'abLe lhem to work within the poli'y

. how the policy will be implemented, managed and reviewed

When setting environmental objectives and targets, it is important you:

. identlfY the indlvidual or department responsible for ensuring that theY are mel

. ident fy someone to oversee the implementailon of cha'ges and check that targets are met

. ensure that the measures ta!en do not in.lirectly create anothe' slgnificanl environmental

Environmental management system continual improvement

To ach]eve ceftification to a formal :Ms sta.darc] 5u.h aS l!o 14001, Yo! must dl]mon'trate that You

have taken steps towaads achleving 3ct objeatives aird targels' College mLrsl also have a monito'ing

prograrnme afld keep records of your rnonitoring 
'egimes'

A though lhere is a reqlrirement for contlnunl improvement, lhere is no 5et rate at which co lege must

improv-e. The requirement is merely to specifv ta.gets lhat are measLrtable and achlevable- College set

continual improvement programrne, takilrg lnto account the expectations of slakeholders and other

lntercsted parties.

Monitoring Records Ref I JC oCP_01

!
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Procedure for lnternal Audit

1. PURPOSE

1'1. This procedure defines the process and methods for conducting internar quarity management systen

Date Nature ot Changes Approved By

3, TERMS AND DEFINITIONS

Audit - systematic and formal comparison of documentation and practice agajnst rcqukements,
performed forthe purpose offindjng ar6as of nonconformity oroppo{unities for improvement.

Evidence - data or oxamples which can be proven true and verifi€d for the purposes of proving an
audit finding.

Finding - any summary of audit evidence; findings may be positjve (reports of compliancel or
negative (reports of nonconformity)

Maior Nonconformity - a nonconformity that shows an ISO gOOl clause or other requlrement has
not been implemented at all, or has been implemented ln such a way that the requirements are no1

met at all.

e

Minor Nonconformily - A single instance or small set of single instances that show a requiremenl
has not been met At the Lead Auditor's drscretion, a rarge number of rorated Minor Nonconformities
may instead be filed as a singlo l\rajor Nonconformity.

Noncontomity / noncompliance - any instance where practjce or evidence does hot comply with
requirements.

B.wJ*-
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(EMS) audits.

1.2. The Top Management is responsible for implementation and management of all inlernal audits.

2. REVISION AND APPROVAL
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Procedure for lnternal Audit

PROCEDURE: CONDUCTING INTERNAL EMS AUDITS

4.1. tnternal quality audits are conducted to ensure ongoing compliance wilh requirements of the EMS

standards, company's policies and procedures This is accomplished by auditing against all imPortanl

processes and areas' and by applying all applicable sections of the standard Audit roquirements includ€

those of ISO 1401:20'15 quality system documentation' as well as requirements of customers ol

regulatory authorities' as applicable'

4.2. lnternal audit is conducted by process, and each process must be audited at least twice in annually

4.3. Additional processes of other activities or facititios, outside ofthe procoss model' may also be scheduled

For example, this may include safety audits, configuration management audits' etc ln such cases' uniqu(

auditforms may be developed for such non-prccess related audits'

4.4. The ftranagement Representative plans audits according to need' management decision' or custome

requirements, and assigns a Lead Auditor for each' as well as any supporting auditor team members

Scheduling is recorded in the lnternalAudit Schedule portion of the 
"fot'al 

Audit Log'

4.5. Auditors are independent of the area being audited. The organization consults an app'oved third-part

contract auditors for its internal audit program Employees selected as internal auditors will have attendel

at a minimum a 4 hour intemal auditor training program and at least 8 hours of shadow auditing with

previously qualmed internal auditor, orthird parly auditor'

4.6. Using the ,rtema, Audit Repott as a basic checklist' the Lead Auditor will plan the scheduled audit wit

the appropriate departments and with any other audit team members' The audit team will determin

additional checklist items or requirements to verify, and add these to the checklist portion of the ,,temi

Audit Reqort,

4.7. Auditors will then conduct the audit by following the steps defined on the tnternat Audit ReporL Thes

are:

4.7 .1 Step One: Audil Planning - deflnition of the scope of the audit' dates of audit' auditor

applicable clauses of affected standards, and documents to review

eW**1"-
co-ordinator i Mtt#;

.!anolpLlI College
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4.7.2. Step Two: Document Review - a compaison of the quality system documentation against th

requirement6 of the applicable standard,

4.7,3. Step Three: Auditing - comparison of actual practice vs. the requkements of both the Colleg

EMS documentation and the applicable standards.

4.7.4. Step Four: Verifying Effectiveness of the Process - general quostions aimed at verirying th.

the process being audited is effective and not prone to generating nonconformities.

4.7.5. Step Five: Summarize Findings - a detailed list of the negative findings to be entered into th

Corrective Action Report system.

4.7.6. Step Six: Revlew of Report - a review by the Lead Auditor of all findings and evidence to ensur

the audit report is complete, clear, objective, and provides traceable objective evidence.

4.8. Auditing shall be performed by obtaining objective evidence to support each requlrement, or indicat

where non@nformance are found. All findings are recorded on the ,rtemal Audit Repod. fhe inlefii

auditor submits as nocessary to address the nonconformance recorded on the report

4.9. When recording nonconformities, each negative finding must include three elements:

4.9.'1. lndication of the Requirement - the document or clause of the applicable standard which i

thought to have been violated.

4.9.2. Obiec.tive Evidence - traceable indication of the evidence found which stlpports the claim (

nonconformity (e.g.: documents, products examined, interview results). ln all cases, objectiv

evidence must be recorded in sufficient detail to ensure a third pady can find the exact evidence r

a later date.

4.9.3. Details of the Dlsconnect - a brief statement on why the obiective evidence show

nonconformity against the requirement.

4.10. The nonconformities shall be rated as either "l\4ajof or "[rinol' per the requkements of customers an

some regulatory bodies. See definitions of [rajor and Minor Nonconformities in section 3 above.

4.'11. Findings shall be rated by Type, whether Corrective, Preventive or Opportunity for lmprovement (OF

lgr when Non Conformrrlg Report format
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4'12.oncecAR'sarefiled,theresponsiblemanagersorpartiesshallensuretimelycorrectivoactionistaken

toremedyanynonconformancefound.Duringthe,',CReffectivenossreview'theresultsofactions

taken to address auditfindings are evaluated.

4.'13. The Management Reprosentative shall update the audit schedule within the 
"'ema' 

Audif Log to

reflecttoclosureoftheaudit,andenterasummaryofauditfindings.Basedontheresultsoftheaudits'

andpreviousaudits,theManagementRepresentativewillthenschedulethenextauditoftheParticulal

process.Processesforwhichinternalauditsdiscoverahighnumberoffindings'orcriticalfindingsofany

number, should be audited more frequently until the process is proven effective again'

4.'14. The compteted tnternal Audit Repott is then published on the company's server and/or sent to the

appropriate managers of the areas audited' in order to report the findings and results lnthisway'andin

conjunctionwiththesubmissionoflvcR,allnecessarymanagersarenotifiedoftheauditresultsand

may make informed decisions for their departments based on those results'

4.15. The results of internal audits are also gathered and summarized on the Audit Trend Analysis chart,

generated by the ,rfer, at Audit Log,lor rc\iew by top management during managemont review and by

all employees, through a general posting ofthe chart'

4.16. ln all cases, auditees are €xpected to cooperate fully with the audit team'

Records reference;

1, lnternal audit plan and schedule
2. Nonconformance report format

8. a-^nJ-_
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Procedure for ManaBement Review

template for the records, or may be completed and filed as the finished reco

This procedure defines the process and methods for conducting both format and informal managemenl

The Management Representative & Environmental Coordinator is responsible for imPlementation ol

this procedure

1.3 Top management is responsible for attending formal management review meetings

2. REVISION AND APPROVAL

3. PROCEDURE: CONDUCTING MANAGEMENT REVIEWS

Top Management reviews the suitability, adequacy and effectiveness of the Envkonmental

l\,,lanagement system through two primary methods: a formal ,,Management Review lvleeting,, held

periodically, and ongoing management activities conducted throughout tho rest of the year'

The formal "Management Review Meeting" is held at a minimum of once in six month

The minimum aftendance for Management Review N'leeting shall be the other employees shall attend

as needed to meet the requkements of the agenda indicated below

lf any attendee is absent, draft minutes will be sent to him/her' for review and so that the person ma!

amend the minutes with any additional data, notes, opinions or opportunities for improvement theJ

may wish to add.

This roview shall include assessing opporlunities for improvement and the neEd for changes to th€

quality management system, inctuding the quality policy and quality objectives'

Minutes of the meetings are taken and maintained The form Ma'agemenl Review Meeling Mlnutel

3.1

a

3.4.

3.5.

Co-ordinator i
loAc

mav be used as a
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The Management Reviow Meeting shall indude analysis of the following inputs:

. review and updating of external and internal issues of con@m

. review and updating of the Strategic Plan

. review and updating of proce8s objectives, metrics and KPls

. roview of customer feodback

. review of the CAR system and related trends

. rcview of internal and external audit results

. review of the performance of extemal provideF;

. review of the adequacy of resources;

. review of the efiectiveness of actions taken to address risks and opportunities;

. roview of oppotunities for improvement'

. review of the Quality Policy for adequacy and to ensure it remains consistent wlfi the needs o

customers and the industry;

. recommendations icr improvement ofthe quality managoment system

. follow-up activities from previous Management Reviews

The Management Review Meeting shall generate Corrective and/or Preventive Action Requests (sei

procedure, or take other recorded action, as a result of review topics in an effort to impove th

management system' products, processes and services' and to address 
'esourQe 

needs'

3.9. This includes any decisions and actions related to the improvement of the effectiveness of the qualit

management system and its prccesses, improvement of product related to customer rementr

rce needs.
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Procedure for Management Review

RECORD

'1. Notification of agenda

2. Ivlanagement Review Meeting

a
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1. PUR}OSE

To cstablish and maintain syslcm to ensurc thc i'lentification of Opcrational Control Prouedurcs rclated to

BnvitoDmental and OH&S Ma[ageme System'

3

4.

This EHS Focedure applies to EnviroDmental and OH&S Management System Manual by the organizatlotr'

R.ESPONSIBILITY: - A1l Departmental Heads

PROCEDURXS

> The organization stipulating the opcrating control procedure(s)' namcly for lhc processcsl Departments are

as follows;

1. AllClass Room

1. Utility
2. Purchase
3. Stores
4. Machincs & DG Set Maintenance

5. Security
6. TransPort
7. TraiDing
8. Oualily Control i Lab

9. glgs lgnri.on-"nt, Health and salety / MR Functions

10. Administration ,r Human Resourcc

2. SCOPE

> The list of signiflcarl aspccts and Hazards which are detemined through significance methodology
' 

fr".".r.t tfr" ,r_.:a irput f;r setting operational confiol procedures

; DeDartmcnt brainstonns whether rhe establishment of operational control. procc'lures can successfully

' #ilffi il;iltr,"'ia""ii''l "'p";;;;;;;; "n(le' 
;tudv rhis sturlv is carricd out bv departmcntal

memb'ers along rvith work men rcpresenlative/ work mcn

, Further the rcspective departmcntal Heads ensurc that the operational conlrol procedures are prepared'

establjshed, implemenl.a 
"nd 

ln"inru'nlJ iJ ile signiflcunt ia'ard-s-and also fbr the moderate hazards

" 
fr"r" ifr. ,i"r"it...* f"cls nccessary for elfective managcment ofEHS Systcm'

; Operational control prccedurcs are idso made with the identified aspccts an'l hazards consistent \'!ith EHS

Policy. objectives and t".g"'.' to' 
"tntiti"iiigniflrcuntly 

interacting wi$ the Environmert Health & Safetv

Managcment SYstem

ooeratinP. criteria for controlling etrv[otrmeD@l aspecls and

j'-gipri c"I.g" . ," control situations where lhere absence

objectives and targets.
,"1 r

Estd.1gs]

hazards relating to

could
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> The Operational control procedutes tbr identified significant aspects aDd hazards of goods aod services'

Durchased goods. equipments and tt*i""t'"ti iy-tlt or8anizatioo 
"pqli::b.l: 

t the sub-conEaclor /

iupplier ar Jangipur College are -*-;;;; to'them b-y lhe respotsible department ulilizing $ere

> The ODeradonal control procedLres tbr identified significanl aspects and_ hazards are communicated lo the

visirors to rhe workptac. 
"t 

t"ngip* coiilsi ;;"r;h ;;il;;.;,"rrel of ESL accompanvins them and

also various signage.s di"pt"y"d i, tb. ;J:;" ..;":;il;;v.;i*poflanr role in vehicle movemenr and

checks on speed conrott' * 
'ur"ty ''gn"!'t"uti" 

ti"tJ 
"oi"tiri""'r 

t"ntrot procedrrrec lor visitors in plant

are also established.

Formats

5. K. q,rn

- lht\c oncrdllonal conllJl [1loceuurc. ",t pr..parrd to cl]m oul the or,(rallon. as.o.ratcd wirh slgnifitanl

impacr and risl' atsocialeJ s llh lh' ofcralion' l1 :r conlrolled mann(r '

> ,{11the identificd, cstablished and documcnred Opcratronal Control proecdurcs are listed in Master List of

Dcpnrtmental Procedures 1 
'"*,,,".,tl';;d 

;i':;';;;:;; ;;' listed in Mcster List or Departmental

5

J^-

co+rdinator / Mer'6er
loAc /

Janqiour College
Janqipiri. [,lurshidabad

"*ilill.95f.'"!

Approved BY:

Ref. No.
DescriplionNo.

JC-EAI-o1
List ofsignificant Aspect and Hazards

JCC.MSPP O]
Managemenl System Policy & Procedure1.

JC.EMS-01
Preparedness & Response Plan Manual

EmergencY

t)

D

seniccs.

I


