
SARADA KRISHNA HOMOEOPATHIC MEDICAL COLLEGE

Kulasekharam, l(anniyakumari District, Tamil Nadu - 629 151

INTERNAI qUALITY ASSURANCT CEtI.

ACADEMIC AUDIT REPORT: 2018-19

As per the Plan of Action of the IQAC, the Principal has appointed a three member
committee to conduct the academic audit for the year 2018-19.

The following are the members ofthe committee:

1. Dr. B. Krishna Prasad, Member of the IQAC & Principal of 5.T. Hindu College of
Education, Nagercoil.

2. Dr.N.V.suBathan, Co-ordinator, Audit Committee, Principal& N.4edical Superintendent,

Sarada Krishna Homoeopathic Medical College, Kulasekharam.

3. Dr. A.5. Suman Sankar, IOAC Co-ord nator, Sarada Krishna Homoeopathic Medical
College, Kulasekharam.

The members of the academic audit committee personally visited each and every
department from 15th to 25th of July 2019 and evaluated the progress of academic
pro8rammes and had discussion with the members of the faculty on further strengthening
of departm€ntal activities. The performance of the departments are objectively evaluated
using evaluation schedule on a pre-determined criteria of four point scale ranging from
'good', 'satisfactory', 'not satisfactony' and 'not maintained'. Files and reSisters maintained
in the department are physically verified and the good practices followed in the department
are appreciated and they are used as a benchmark for other departments.

The evaluation schedule consists of six parts: first pan with the findings of files
maintained, second part with the findings of registers maintained and any other relevant
record is third part, the fourth part deals with any other remarkable and notable events,
suggestions for further improvement are in fifth part and the final part of the evaluation
schedule is general observation.

The team had visited the following departments:

s. No Department Programme

1 Anatomy UG.BHMS 75-07 -2079

Phvsiology and Bio-chemistrv UG-BHM5 15-07-2019

3 Pathologv & Microbiologv UG.BHMS ' 77 -01-2079

4 Forensic Medicine & Toxicology UG.BHMS t7 -o7 -20t9
5 Community Medicine UG-BHM5 19-07-2019

6 5urgery UG-BHM5 25-07 -20L9

7 Pharmacy UG-BHMS 15-07-2019

obstertics & Gynaecology UG-BHMS 25-07 -20L9

9
organon of Medicine
Homoeopathic Philosophy

&
Both UG &PG 22-07 -20t9

10 Homoeopathic Materia Medica Both UG & PG 24-07 -20t9
t1 Practice of Medicine Both UG & PG 79 07 2079
12 Repertory 24-07-2079

13 Paediatrics PG 19 07 2079

1

Date of Vislt

2

8

Both UG & PG



Based on the academic audit, the report for the same is presented in two parts
nameV Seneral observations and suggestions.

The general observations are:

1. Work done register, syllabus, intemal assessment record, details of seminar
organised/panicipation, stock record of laboratory and museum,
departmental library holdings, and minutes of the depanmental meetinB are
maintained well and updated frequently.

2. Most of the departments properly recorded the achievements of students in
continuous comprehensive evaluation obiectivet The depa.tm€nts followed
CCIE for UG and PG students.

3. Most of the depanments have the details of meeting with parent.
4. PG departments have innovative approadr of indMdualised and troup

oriented adivities.
5. Members ofthe faculty irrespective of the department have actively invglved

in teaching, learnin& extension and other activities ior the betterment of
students, faculty and for the institution.

6. All the departments documented their best practices effedively.
7. Since the students profile are collected in college general office, and to avoid

duplication ofwork, it is not maintained in the departments.
8. The continuous comprehensive evaluation is followed in the collete and

achievements of the students are properly recorded in the departments, but
some departments have not maintained the particulars of the marks of
University Examination and result analysis department wise.

9. The contributlon of facutty members in terms of publication of articles in
journals, book chapter is below the expected level.

10. The overall observation of the department has improved from the earlier
levels.

The academic audit committee suggests the following:

1. The remedial teaching and use of ICT are to be properly maintained in the
depanments.

2. Extension activities of the departments are to be well documented with
photos and brief report.

3. Some mo.e integration is required amonB the departments, office, supportint
seryices, extensi0rl activities, alumni association and co.llege office for sharint
information.

4. List of scholarship and other benefits available to the students are to be
displayed in the notice board or an SMS service may b€ provided to the needy.

Some Uniqueness

1. Department of Organon of Medicine objectively recorded the performance
and achievements of students.

2. SelfAppraisal Reports are collected from the individual faculty.
3. Depanment of community medicine has secured award for participating

extension astivities, and its activities are well documented.
4. Celebration and observation of national importance days, Hahnemann oaths,

Sports and Arts festivals are re8ular practice.

5. Regular NSS adivities and Health Education pro8rammes.

6. STSH projects.
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SARADA KRISHNA HOMOEOPATHIC MEDICAL COLLEGE

Kulasekharam, Kanniyakumari Oistrict, Tamil Nadu - 629151

II{TERNAL QUALITY ASSURANCE CELI.

ACADEMIC AUDIT REPORT: 2017-18

The head ofthe institution has appointed a three member committee to conduct the
academic audit forthe year 2017-18.

The following are the members of the committee:
1. Dr. B. Krishna Prasad, Member of the IOAC & Principal of S.T. Hindu College of

Education, Nagercoil.
2. Dr.N.V.Su8athan, Co-ordinator, Audit Committee & Deputy Medical Superintendent,

Sarada Krishna Homoeopathic Medical College, Kulasekharam.
3. Dr. A. S. Suman Sankar, IOAC Co-ordinator, Sarada Krishna Homoeopathk Medical

college, Kulasekharam.

The members of the academic audit committee personally visited departments from
18-07-2018 to 06-08-2018; Library, green audit and NSS on 29-09-2018, evaluated the
progress of academic programmes and had discussion with the members of the faculty as a
corredlve measures and strengthening of departmental activities. The performances oI the
depanments are objectively evaluated using evaluation schedule on a pre-delermined
criterion of four point scale. Files and reSislers maintained in the department are physically

verified and the good practices followed in the department are documented.
The evaluation schedule consists of six pans: first part with the findings of files

maintained, second part with the findings of registers maintained and any other relevant
record is third part, the fourth part deals with any othe. remarkable and notable events,
suggestions for further improvement are in fifth part and the final part of the evaluation
schedule is general observation.

The team had visited the following departments;

S.No Department Programme Date of Visit
1 Anatomy UG-8HM5 01-08,2018

2 Physiology and Bio-chemirtry UG.BH MS 22-01-2014
PatholoSy & Microbiology UG.BHMS 31-07-2018

4 Forensic Medicine & Toxicologv UG.BHMS .37-O7-20t8
5 Community Medicine UG.BHMS 03-08-2018

6 Surgery UG BHMS 01,08-2018
7 Pharmacy UG.BHMS 22-07 -20t8
8 Obstetrics & Gynaecology UG.EHMS 18-07-2018

9
Organon of Medicine
Homoeopathic Philosophy

&
Eoth UG &PG

10 Homoeopathic Materia Medica Both UG & PG

11 Practice of Medicine Both UG & PG

12 Repe.tory Both UG & PG

PG

02-08-2018
13 02-08-2018

06-08-2018

09-08-2018

1

Paediatrics

06-04-2017
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Based on the academic audit, the report for the same is presented rn two parts
namely general observations and suggestions.

The general observations are:
1. Work done register, syllabus, internal assessment record, details of seminars

organised/participation, stock record of laboratory and museum,

departmental library holdings, and minutes of the departmental meeting are
maintained well and updated frequently.

2. Every department maintains POs, PSOS of EHMS course and Course
Objectives of every department. Similarly, postgraduate department
maintains POs, PSOS and COs of M.D. {Hom.).

3. Most of the members of the faculty have allotted mentees and they maintain
their particulars in a proper way.

4. Most of the departments properly recorded the achievements of students in

continuous comprehensive evaluation objectively and initiated remedial
teaching.

5. PG departments have innovative approach of individualised and Sroup
oriented activities.

6. Members of the faculty irrespective of the department have actively involved
in teaching, learning, extension and other adivities for the betterment of
students, faculty and for the institution.

7. Some ofthe department have welldocumented their best pradices.
8. The continuous comprehensive evaluation is followed in the college and

achievements of the students are properly recorded in the departments, but
some departments have not maintained the particulars of the marks of
University Examination and result analysis department wise.

9. Similarly, the participation of departments in extension adivities, placement
position of alumni is maintained by the respective cell/depanments. So those
particulars were not maintained in departments.

10. The scholarly contribution of faculty members in terms of publication of
anicles in journals, chapters in book are comparatively better than previous
years.

11. The overall observations ofthe department are good.

The academic audit committee suggests the following:
1. Every depanment have to maintain an update teacher profile reflecting their

achievements and contributions in the field so far.
2. Procedure followed in every department for the remedial teaching, type of

activities provided to the slow learners, and advanced learners are to be
properly maintained in the departments.

3. Extension activities of the departments are to be well documented with
photos and brief report.

4. FOP programmes organised by the department are to be well documented
with appropriate evidences.

5. A5 a policy, faculty members are asked to participate the guest

lecture/invited talks of experts arranged for the post Sraduate students
irre5pective of lheir specialisation.
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6. lntegrative technology is required among the departments, office, supporting
services, extension activities, alumni association and documentation section
for sharing information.

7. Respective department has to conduc-t result analysis and same may be

depicted in the department as a motivation to juniors.

8. List of available scholarship and other benefits meant for the students are to
be displayed in the notice board.

Some Uniqueness
1. PG department namely Materia Medica, Organon of Medicine, and Practice

of Medicine have their own club. ln addition to that Department of Pharmacy
have Pharmacy CIub.

2. Feedback reports are collected analysed and actions are initiated.
3. Self Appraisal Reports are collected from the individual faculty and

promotions are made accordingly.
4. Department of community medicine has well coordinated various extension

activities of the institutions.
5. Celebration and observation of national imponance days, Hahnemann Oaths,

Sports and Arts festivals are regular practice.

6. Regular NSS activities and Health Education programmes.

7. STSH projects and MoU for collaborative works.
Members ofthe Academic Audit committee
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SARADA KRISHNA HOMOEPATHIC MEDICAT COttEGE

Kulasekaram, Kanniyakumari District, Tamilnadu - 629161

II'ITERNAL qUAUTY ASSURANCE CELL

ACADEMIC AUDIT REPORT: 201617

As per the Plan of Action of the IQAC, the Principal has appointed a three member
committee to conduct the academic audit for the year 2016-17.

The following are the members ofthe committee:

1. Dr. B. Krishna Prasad, Member of the lQAc & Principal of S.T. Hindu College of
Education, Nagercoil.

2. Dr.N.V.5ugathan, Co-ordinator, Audit Committee & Deputy Medical Superintendent,
Sarada Krishna Homoeopathic Medical College.

3. Dr. A.S. Suman Sankar, IQAC Co-ordinator. Sarada Krishna Homoeopathic Medical
college, Kulasekaram.

The members of the academic audit committee personally visited each and every
department from 5th to 8th of April 2017 and evaluated the progress of academic
programmes and had discussion with the members of the faculty on further strengthening
of departmental activities. The performance of the departments are objectively evaluated
using evaluation schedule on a pre-determined criteria of four point scale ranging from
'good', 'satisfactory', 'not satisfactory'and 'not maintained'. Files and r€gist€rs maintained
in the department are physically verified and the good practices followed in the department
are appreciated and they are used as a benchmark for other departments.

The evaluation schedule consists of six parts: first part with the findings of files
maintained, second part with the findings of registers maintained and any other relevant
record is third part, the fourth part deals with any other remarkable and notable events,

suggestions for further improvement are in fifth part and the final part of the evaluation
schedule is general observation.

The team had visited the followinS departments:

Date of Visits.No Departm ent Pr ramme

Anatomy 05 04 2071

2 P iology and 8io-chemi UG.BH MS

Patholo & Microbiolo UG.BH MS

05-o4-2077

3 '05-04-2017

4 Foren s c M ed c n e & T co

Communit Medicine UG-BHM5 07 -04,24115

UG BHMS

Pharmacy UG-BHM5

Obstertics & G aeco UG BHMS

05-04-2017

05-04-20177

8

9

10

Organon of Medicine &
Both UG &PG

H om opa c P h loso

Homoeo th ic Materia Medica Both UG & PG

tt Practice of Medicine Both UG & PG

Re rto
06-04-2077

07 -04-207112

13

06-04-2017

06-04-2017

o7 -04-2017

I

1

Paediatrics 06-04 2077

1

6 I surserv

Both UG & PG

UG-BHMS i 05-04-2071

PG



ga5ed on the acad€mic audit, the report for the same is presented in two parts
nnt€ly Seneral observations and su8gestions.

The teneral observations are:

1. Work done register, syllabus, internal assessment record, details of seminar
organised/participation, stock record of laboratory and museum,
departmental library holdings, and minutes of the departmental meetinB are
maintained well and updated frequently.

2. Most of th€ departments properly recorded the achievements of students in

continuous comprehensive evaluation objectively.
3. Most of the departments have the details of meeting with parent.

4. PG depanments have innovative approach of individualised and group
oriented activities.

5. Members ofthe faculty irrespective ofthe department have actively involved
in teaching, learnin8, extension and other activities for the betterment of
students, faculty and for the institution.

6. Very few departments only well documented their best practices.

7. Since the students profile are collected in college general office, and to avoid
duplication of work, it is not maintained in the departments.

8. The continuous comprehensive evaluation is followed in the college and
achievements of the students are properly recorded in the departments, but
some departments have not maintained the particulars of the marks of
University Examination and result analysis depanment wise.

9. Similarly, the participation of departments in extension activities, placement
position of alumni are maintained by the respective cell, therefore lhese
particulars are not maintained in departments.

10. The contribution of faculty members in terms of publication of articles in
journals, book chapter is below the expected level.

11. The ov€rall observations ofthe department are only at average level.

The academic audit committee suggests the following:

1. Brief prolile of students and detailed profile staff are to be maintained in the
respective department for taking decision at various level.

2. The remedial teaching and use of ICT are to be properly maintained in the
departments.

3. Extenslon actlvities of the departments a.e to be well documented with
photos and brief report.

4. Year wise mentor and mentee lists are made available to all departments !o
that the guidance and counselling may be initiated at any stage by the
respedive faculty.

5. Some more inteSration is required among the departments, office,
supponing services, extension activities, alumni association and college office
for sharing information.

6. The copy of the results of University examination must be made available to
all departments for result analysis and remedial measures to be adopted
even after the term examination-

7. List of scholarship and other benefits available to the students are to be

displayed in the notice board or an SMS service may be provided to the
needy.

2



8. The botanical names of available trees in the campus and names of medicinal
plants are to be displayed.

Some Uniqueness

1. Department of Organon of Medicine objectively recorded the performance
and achievements of students.

2. Department of Physiology & Eiochemistry has maintained properly the
details of meeting with parents.

3. SelfAppraisal Reports are collected from the individual faculty.
4. Department of community medicine has secured award for participating

extension activities, and its activities are well documented.
5. celebration and observation of national importance days, Hahnemann Oaths,

Sports and Ans festivals are regular practice.

6. Regular NSS activities and Health Education programmes.

7. STSH projects.

Members ofthe Academic Audit Committee 
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SARADA KRISHNA HOMOEOPATHIC MEDICAL CIOLIEGE

Kulasekharam, Xanriyakumari Dlstrlct, Tamll Nadu - 629 16f

INTERIAL qUALTT ASSURAICE cElI

ACIDEMIC AUDIT REPORT: 2015-16

As per the Plan of Actlon of the lQAq the Principal has appointed a three membe.
committee to conduct the academic audit for the year 2015,16.

Thefollowing are the members ofthe committee:

1. Dr. B. Krishna Prasad, Member of the IQAC & Prlncipal of S.T. Hindu College of
Education, Nage.coil.

2. Dr.N.V.5ugathan, Co-ordinator, Audit Committee & Deputy Medical Superintendent,
Sarada (rishna Homoeopathic Medical College, Kulasekharam.

3. Or. A.S. Suman Sankar, lqAC Co-o.dinator, Sarada (rishna Homoeopathic Medicil
College, (ulasekharam.

The members of the academic audit committee personally visited each and every
department from 16th to 28rh January 2016 and evaluated the proSress of academic
programmes and had discussion with the members of the faculty on further strenSthening
of departmental activities. The performance of the departments are objectively et/aluated
using evaluation schedule on a predetermined criteria of four point scale ranging froE
?ood' , 'satsfactoV, 'not satisfactov and 'not maintained'. Files and registers maintained
in the department are physically verified and the good practices followed in the department
are appreciated and they are us€d as a benchmark for other departments.

The evaluation schedule conslsts of six parts: first part with the findings of files
maintained, second part with the findings of registers maintained and any other relevaht
record is third part, the fourth part deals with any other remarkable and notable events,
sugBestions for further improvement are in lifth pan and the final part of the evaluation
schedule is general observation.

The team had visited the following departments:

S.No Department Protramme Date of Visit
I Anatomy 27 -07-2016

2 Physiology and Biochemistry 27 -Ot-2016

3 Pathology & Microbiology UG BHMS 20-01-2016
4 Forensic Medicine & Toxicology UG,BHMS ' 27-01-2016
5 Community Medicine UG.BHMS 27 -01-20\6
6 Surtery UG-BHMS 27 -01-2016

Pharmacy 27-01-2016
8 Obstertics & Gvnaecoloay UG BHMS 20-01 2016

9
Ortanon of Medicine
Homoeopathic Philosophy

&
Eoth UG &PG 16-01-2016

10 Homoeopathic Materia Medica 20-01-2016

11 Practice of Medicine Both UG & PG 27-01-2016
72 Repertory Eoth UG & PG 28-01,2016

1

U G,BH MS

UG,BH MS

7 UG-BHMS

Both UG & PG



13 Paediatrics PG 214L-20t6

Based on the academic audit, the report for the same is presented in two parts
namely general observationsand suttestion5.

The Seneral observations are:

1. Work done register, syllabus, internal assessment record, stock record of
laboratory and museum, departmental library holdints, and minutes of the
depanmental meeting are maintained well and updated frequently.

2. Most of the departments properly recorded the tnternal tusessment
Examination markr and remedial measures are adopted effectively.

3. PG departments have innovative approach of individualis€d and group
oriented activities.

4. Members ofthe faculty ir.espective of the department have actively involved
in teachint, learnin& extension and othe. activities for the betterment of
students, faculty and for the institution.

5. Since the studenti prolile are collected in college general office, and to avoid
duplication ofwork, it is not maintained in the departments.

6. The continuous comprehensive evaluation is followed in the collete and

achievements of the students are properly recorded in the departments, but
some deparunents have not maintained the particulars of the marks of
Univerity Examination and result analysis departmentwise.

7. Similarly, the participation of departments in extension activities, placement

position of alumni are maintained by the respective cell, therefore these
particulart are not maintained in departments.

8. The contribution of faculty members in terms of publication of articles in

journals, book chapter it below the erpected level.

9. The overallobservations ofthe department are at not satislactory level,

The academic audlt committee ruggesti the followinS:

1. Brief profile of students and detailed profile staff are to be maintained in the

respective depa rtme nt for taking decision at various level,

2. The remedial teaching and use of ICT a.e to be properly maintained ln the

dePartments.
3, Details ofSeminar ortanised and participated are to be maintained.

4. Extension activities of the departments are to be well documented with
photos and brief report

5. Year wise mentor and mentee lists are made available to all depanment! so

that the Suidance and counsellinS may be initiated at any stage by the

resP€ctit/e faculty.
6.some more integration is required amonS the departrnenls, offrce,

supponinS services, extension activities, alumni association and (ollege office

for sharing infornation.
7. The copy of the results of University examination must be made 

'vailable 
to

all departments fot result analysis and remedial measures tg be adopted

even after the team examination.

2



T
8. List of scholarrhip and other benefits available to the students are to be

displayed in the notice board or an SMS service may be provided to the
needy.

9. The botanical names of available trees in the campus and names of medicinal
plants are to be displayed.

10. MeetinSs with the parentJ a.e to be recorded properly.
11. Best practices ofthe department are to be recorded in the department.

Some lJniqueness

1. Department of Organon of Medicine objectively recorded the performance
and achievements of students,

2. Self Appraisa I Re ports are collected from the individualfaculty.
3. Feedback reporB from rtakeholders a.e collected.
4. Celebration and observation of national importance days, Hahnemann Oaths,

Sports and Arts festivals are regular practice.
5. ReSular NSS activities and Health Education programmes.

6. STSH projeds.

Members of the Academic Audit Committee
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Sarada Krishna
Homoeopathic Medical College

Kulasekharam, Karuriyakumari Dist., Tamil Nadu

ADNIINISTRATtVE AUr)l t 2018-20I9

Administrative Audit is aimed at to assess the adDiristrative infrastructurc of the

ilsdtution to confirm that it is fit for the purpose of supportilg validated programmcs and to

conclude diligence Chccks.

Administative audit inter alia covers the Institutional strategy, financial status, plaDdry
goverrxuce and adminishative staffing.

The Administrative section of the Sarada Krishna Homoeopathic Medical College,

Kulasekilaram, supports the central activities offie college. The section is a deligent facilitator
of the entire affairs of the college and assists the institution in its larger goal of pulsuing

academic excellence. The administration scctioo regulates attendance management, work flow
for noting, drafting, file plocessing, file movement across the various sections of the college

through proper chanael for approval and sanction.

The guiding principles for efrcient administration are provided by the marugement and

the rules atld rcgulations made there on along with the rulevorders/regulations by the Ministry of
AYUSH, (GOl), CCH, Go!{. of Tamil Nadu aud the Tamil Nadu Dr. M. G. R. Medical
University, CheoDai atrd other statutory bodies.

The entire oflice administ'ation is dealt with in 4 different sections

.. A..d.a. (A S.(,ln)
b. E$liturat (E Scctioo)
c. Fioaoce (F Section)
d. Miscellarcus (M Sectiotr)

The admhistration of the college office is under the supervision of an Administrative Officer,
OIIice Supdt. and Estate Manager under the overall Superinte[dence and control of the
Chairman-cum-Principal.

Detailed olfice orders giving specific responsibilities to different administative sections are
given in Amexure A.

The ollice facilities are fully computerized and IT enabled.

The admidskative section is in charge of dillerent posts/employees, appointed with all the
necessary proceduml requirements. Contrdentiality of records and information is maintained
with at most care. Records managemenl! Data base and prepardtion of foms and formats for
various admioistative activities are done by the administrative section .

o

a

The administrative section deals with all the serice related matters of lhe employees of the
Institution.



bdrctioo eod eppnisel of Admilirtnthc *d.
frirh Homoeopathic Medical College, Krlx*Lr-., 5 ;o o* rccruiunent policl

5 ldidc a souod framewort for the r€cruitmenr aod sd.cai[ of rl,tlinistative staff wtit
& E€€ts the college rcquiremeDts of Equal opporhmities policy and all other relevra
coployment regulations. Appointment to the posts included in Administrative staff cafegoris
are made by the committee on appointments comprised of

l.Chaiman of the Managing Trust
2.Principal
3.Section Head

Chaimran
Member
Member

Admidstrative stall strength for year 2 0 I 8- 1 9 is -3 8

Meetings/interactions of Administrative stalf are being regularly conducted to rcview the tasks
assigned to the administrative staff,

In 2018-19 two such meeting are conducted on266 September ard 186 October 2018 & t4th
February 20 I 9.

Performance appraisal of Administrative Staff
A performance appraisal method is followed for evaluation of Administrate staJf. The

p€rformarce is apprised by he section Head office supdt./office managerAdministative
performance appraisal is done for every calendar year.

The administrative has also in place a 24 x 7 security mechanism in the campus modtored by
CCTV cameras installed Vantage points ofthe College campus.

Finance and AccouIrts
The Finance and accounts section is a part of the Administrative dispensation at the

Sarada Kishna Ilomocopathic Medical College. The Section diligently maintains Books of
Accounts as per the Accounting stardards set by the ICAI. Paymens made through vauchers and
adjustments bills are accounted under relevaflt recurrirg a[d non recurring heads such as salaries
maintena[ce, devclopmcnt of campus, deposts and advances. Accoults arc compiled through
receipls and payments account and classified as Income and Expenditure and Bdae sheet,
which are bifricated with respective schedules that are prepared aDnually and rcturos atr 6ucd
with hcome'lax Dcpartrncnl. The audited Annual stateme[ts arc placed beforc tbe Board of
Trustees, Finance Committee and College Council for perusal and approval.

Preclud€ to the aDnual audit of accounls by the extemal auditor, intqral audit hsve al$ bcro

conducted as one of the good practices followed

Total Budget and Exp€nditure details for the financial year 2018-19 is as given below:

Budget Allocation 109161000

Total Expenditue 108625589

Itrfomstiotr snd Commu[ication tcchnoloElr ccntre.

ICT Ceoue of the institution caters to the needs of different academic deparlmcnts and

various unitJsections of the College. The mission ofICT enabled services at the college is to

o

o
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l.T. earirooment in pursuit of acadcmic excellcncc. The ultimate aim is to

pr* nb o gu* od assis the use of oerv computing technologies anlong the sludents,

gfrd ei* C.oucge men.gss various computing and IT enabled communication

Hib irbda3 *i6 cqEtivirtv &ross lhe campus. Thc instilution havc adequalc number of
d.*lop s}E Ds b tb fcm of computers and peripherals for independent studl and leaming

*iL smqt im Gculty atrd experts. All UG/PG and Rescarch Depts havc been equipped with

imet d ica coooccted computer and peripheials. A separate Net Cafe is also in place within

rbe cmFs for tbe benefit of students and staff.

SC/ST CclVEquel opporlunity C€IUOBC atrd Minority cell

The SC T and OBC and Minority cells have been constitutcd as per the standard guidelines.

These cells ensure the ellective implementation of reservation policies of the Govt. in lhe

admissior\ accommodation in Hostels, various scholarship and educatioo concessions available

to the s€clions.

Equal opportu ly cell ensures.

a. To safeguard the interests ofthe students without any prejudice 10 their caste creed, religion,

language, ethnicity, gender and disability.

b. To promote equality among students ofall sections ofthe society.

c. To eliminate discriminations against or harassment ofany student in all forrns by prohibiting it
and by providing for preventive and protective measues to facilitate its eradication in any form
of discrimination or harassment.

RECORDS RELATE TO STUDENTS
All records relate to Admission,student induction process. students anendaDce arc

rnaintained in the Administrative section.

As pqf of lhe monitoriog aod Evaluation and to get necessary feedback from students

aod pqtals a system is in place to clEmunicate with parcnts rhrough SMS.

Details ofstudents admined in the Academic year 2018-19 is givea below:
UG_94
PG_30

Evaluxion/ Examinations
The institution has established an evaluation cell at the college level for evaluatilg

the ac.hievemeots and performance ofthe students both in academic and clinical area. It conducts
the internal assessment and UniveNity Examinations effectively by stdctly adhering to the rules
and regulations offie regulatory bodies.

All records relate to the bo$ Intemal and Extemal Exapinations are documentd
and maintained in the concemed Academic sectiom ofthe Administrative wing-
Details Showing Intemal and Extemal Evaluation held during the Year is furnished below:

a

Itrtcrnal llvaluation Ertcrnal Evalualiorr
27.12.2018 to 08.01.2019
23.03.2019 to 03.04.2019

15.10.2018 to 02
17.12.2018 to 21

26.12.2018 to 28
01.02.2019 to l3
18.02.2019 to 22

ll.20l8
12.2018
12.2018
02.2019
02.2019



F oflb dnrinisratile measue ph) sical veriflcation of stocks and storcs are

codrEred nock held by the HoD s have been vcrilied as on l"r April .\'er)
F-- Ork rock viz . Dead stock and fumiture etc all other material stocks are being verilicd
moulty

Details of Physical Verification of stocks conducted in the teachirg Departments for the Year
2018-19 are iven below

Date on which P.V Colducted

l'harmac 13.04.2019
13.04.2019
t2.04.2019
It.04.2019
12.04.2019
11.04.2019
12.04.20t9
t6.04.20t9

GUIDELINES FOR COLLEGE COMMITTEES
Committees are constituted for the efficient functioning of the cotlege adminisuuion

facilitating decertralization md participalory mainletrance for achieving the College Mission.
The College Mission will act as the yadstick for setting and evaluating the objectives, goals

and targets ofthe Csnmitt€es

College Committees lncludes

(e) Committees ale those mandalorily coostituted as per the provisions of CCH & The
Tamil Nadu Dr. M.G.R. Medical University, Chennai. and as per the guidelines issued
by the statutory aulhodties ftom time to ti.rne- The lenure and constitution of these
committees will be determined by the College Coucil.

O) Otller committe€s are those appointed by the Principal in order to facilitate college
admhiskation.

(c) Ad-hoc committees are thos€ that are appointed purely on lemporary basis for
performing corting€ncy duties.

The Committee Co-ordinator, in consultation with the Principal, will ftnalize names of
memben ofcommiftees.

GUIDELINES
himary and key actions of the committees are aimed at achieving the College

Missioo, cspecially the attainment ofBxc€llence in leaching, leaming and research.

lf thet€ be a need for appointing additional committees, the Principal shall appoint
such co@itt€es in caosultation with the Chaiman, College Council and IQAC.

a

o

Sl No
09.04.2019An omv

Physiolocy

Ie of tleNam

11.04.2019
Organon 10.04.2019

{ 112.04.2019Matcria Medica
5

6 l'orclsic Medicine
1

lt Pathology
Surgery

l0 otsG
II Communitv Medicine
12 Reperton,
l3 Paediatrics 13.04.2019

Practice of Medicine
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o

clNllrlExx
Ed al* Il hrc r Cooveaer / Ccordinator. All of them must be permaDent

F.dy.IEr it ttiid Lq& o caqc coolinuity in administrative work.

tf &rb a +ocifc4 @bers of coIominees shall be appointed on "rotation". The

rmbtrs SII src tb tEE as prGscribed in the Policy/ Guidelines of the Committees

corgd-
Ifa ca$al \ailcy arises in a committee due to a member voluntarily vacating the seat or

due to ey orher reasoo, a new member could be appointed to fill the vacancy. This member shall

sene for a period equivalent to the balance of tlr term ofthe person whom he/she has replaced.

The Principal ofthe college, in consultation with thc IQAC. can replace any member ifa
member is found to b€ uDfit b hold such an assignrnent.

MEETINGS
AII decisions ofthe committees should be taken by consensus. lfconsensus could not be

reached, Policy decisions q'ill bc by voting on two-third majorit)-present and voting.Tr,r'o-third

of the members shall form thc quorum for the meeting. In the abscncc of quorum for two
consecutive meeting the % ofthe mcmbers shall take decisions in the sccond me€ting.

Th€ committce is fiee to frame its own nrles and procedures for its functioning. The rules

can be enforced only with the written assent ofthe principal.
'lhe minutes of the committce meeting should be properly recorded and all members of

the committee present at the mecling should put their signatue on the document.

The committees should havc an action plan and schedule tbr achieving its goal and for
the effective functioning of the committee throughout the year. The committees should meet at

specific intenals.

The comminees *ill have complete freedom uithin thcir scope of performance of their
rtspcttive firoctions. ln order to improve the r.rork elliciency of thc various committees, the
PriEiFl sball provide rhe required support facilities.

The Principal shall make financial,/budgetary allocation 1o mcet the expenses lowards
mainlenatrce and financial requirements for conducting prograrnmes.

REPORTING AND I1OLLOW UP

Every committcr shall presenl its arulua.l rEport !o the Principat preferably by the end of
each academic year.

The rcpon should contsin a briefnote on the objectives set for the year, infomration as to
its achievement, what were the obstacles if oot achievcd and how to overcome, and actio! plan
for the oext year.

COMMIITf,E IN THE COLLEGE CONTEXT

The committees will have aulonomy in making decisions for the attainnetrt of its
objectives but will always remaill accountable to the Pincipal.

The recommcndation of a Committee shall not ordinarily be ignored in rhe ordioary
unless its recommendations ar€ congrueDl with the college mission, and in such an eventuality,
the Principal may ask thc committee 1o revidw its recornnendation.

All rccommendations arc !o be implemented rbrough the Principal.

The committees should rcview their o\ n performance p,eriodically. If the targets ale not
achicved within the timeline or if the performance is not up to the Dark, conective and
preveutive actions should be taken.



& o rrcoos beyood its cooiol, tbcy tEust be rcvised

tilt D task to perforn Eay gct itself dissolved by making a
b lhc Primipal to that effect. A twcthird majority in favor of dissolution will

SEPARATION
A committee with overload ofwork may make a folrnal representation to the Principal

to split the committee ftom the main committee. The final decision rests on the Principal.

Principal

PRINCIPAL
SARADA l(RI$lliA fl oitotopAlt{lC tilutCAt CC[t6t

XUI"ASENHARAM, MIIIYAIOMARI DISTRICI
TAMIL NADU . 6:9 16I o

o
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thPa
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gFqrirrd ro make such a coursc trfaclion.



t
Office Order /1/ 20,l5

Dated :14.08.2015

Sub : Offce orders - oflice adminislration Allocaton of \agrks i subjects - orders - issued -

Wth a view to slreamlining the administration and updating the ofllce docurnentation, it has

been decided to revise lhe uDrking pararneter and distributjon ol various allocated subjocts arnong the

difierent seclions. Accordingly, in superseding all earlier orders, the lollowing otice orders are issued

allocaling various subjects and $/orks among the sections / stafi of lhis institution. Details d s€ctions

thus allocated are given below:

Sl.No. Name of Section Narne of person

allotted to be in.charge

Academic Section (A section)

Mrs. S. Sreelekha Kumari

MB. K. Veena Krishnan

l\4r. K. Ramesh

Establishment (E.section)

1. Mr. K. Sasikumaran

Mrs. V.R. Sreedevi

Mrs. T. lndulekha

F1 Mr. S. Sajeev Kumar

a

1 A,1

M

A3

2.

3.

a
EI

E2

E3

2.

3.

Finance Section {F sectionl

1

2 F2 Mr S. Satheesh



M1 l\.4r. Prem N4ohan

M2 NIr. K. Sasikumaran Nair

M3 Mrs. S.A. Subha

H,1

Separate orders \ ill be issued in due course

H2

Otfice Record : Mrs. S. Priya

Details of sublects / v,orks allocated to each ol he seclion mentiooed done, arc s@xdy +pax,ed
below:

The individuals put inrharge of the sections are directed to maintain all registers and records
properly.

Sl.No Section Subiects / Works allocated

A1 l. Conducting UG Exam and Convocation Schola6hip
Ior U.G. Sludents

2. lnspection by C.C.H, Uni\€rsity, AYUSH, Govt-State & Cenfal

3. Admission & Registration related matters oI U.G.

4. First graduation BC, SC scholarships O
5. S€minars, Meeting, Conferences, CME

6. Study Tours

7. Exams

L Email Messages

Reqisters and records to be maintained

1. First graduation

2. Backward class

3. SC/ST/SCC
4. Personal registers

5. Periodicals

z

3.

Hospital Section (H Section)

o

1

1

2.



2. AA

A3

1. Allr,rorks relating to P.G. Courses including corespondences

2. Mmission, Registration and P.G. Courses

3. Conducting ol PG Exam & Convocaton, Scholarship for

PG Students

4. lnspeclion by C.C.H, University, AYUSH, Govt.of Stale & Contral

5. Hospital lncentive and preparation ol O.P. Staternents

6. Clini:d atteodancs of studenb.

7. Preparation of Monthly Duty orders lor students & lntoms

8. Re6eardl

9, NMC
10. Seminars, Meeting, Conlerences

11. lnternship related wod$

12. N.S.S, Red Ribboa, Red Cross

1 3. Attsndancs Register lor intems

14. Rural Centec
'15. All conespondence rslates to hospital

Reo'rsters and records to be malnlained

Personal Registors

Periri:als

1. Conferences
2. Student Attendance

4. Graduation/ Loan Certilicate

5.8oflafd6 Certific€te

6.Fee Certificate lor l.T.

T.Studenb Progress Report

8.Students Ma* Entry

LComputer Works

Reoislers and records to be maintained

l.Minutes Registers lor all mmmittees

2,Visitors register (Dignilaries)

3.Visitoc register (common)

4.Periodical Registers

Person(s) incharge ol43, F1 and M1 sections shall

inter-alia in charge ol Trust related lvorks.

1. Allappointnents

2. Maintenance of seMce records
3. Fixation ol pay

4. Sanction ol increments
5. Disciplinary action

6. Preparalion of Pay bills
7. Meeting ofAdministratve staff

o

3.

o

4. E1



8. Office orders
9. Duties and responsibilities
10. Performance assessment of faculty
11. Legal and murt cases
12. EPF / ESI Accounts

Reoisters and records to be maintained

1 . Regisler of service books i records
2. .Register of confidential dossiers
3. Register ol record sheet
4. Pay billregisters
5. lncrement sanclion register
6. Register of temporary appointments
7. Register of probationers
8. Register ol approved probationers
9. Register of sanctioned posts
10. Post ledger
11. Name ledger
12. All recovery registels
13. lncumbenl register
14. EPF contdbution register
15. Loss of pay register
16. Personal Register
17. Periodicals

o

5. E2 1. Leave Sanction

2. Dispatch, Stamp Account
3. Maintenance oI Leave Account & entries in the leave remrds.
4. Attendance

5. Late attendance

6. Permission

7. Phone message

Reqisters and records to be maintained
1. Attendance registerc

2. Late attendance register

3. Permission register

4. Phone message register

5. Casual leave register

6. Key handing over register

7. Personal Register

8, Periodical Register

o



6. E3

M1

1. T+d Distribution
2. Pemissi$ to Hostel Students and l\,laintenance of Registers

3. Rec€plion in4harge

4. lnrharge of recording the vaious evenls of lhis inslitution.

ffildso assist lhe E1 seclion in making enlies in lhe service

r€coIds md registers and maintaining such rcgisters

and recofds.

Reolaters and records to be maintained

1. Register of important tapals including Regd. Post / Sp€ed post

2. DistdbutionRegister

3. Movemenl Register

4. Student late arival register

5. Personal register

6. Perirdicals

1. Building
2. Dead stock
3. Machinery and Equiprnents
4, CornputeE
5. Telephones
6. Physical verific.ation oI stores / dead stock /

Stalionary / Temporary Dead stock
7. Library , Pharmacy,

8. Inrharge ol all facililies (as detailed above) induding

infrasfucfure and logistic management. lndrage of

cco{dination wilh various unib ard persons

in{harce aM report lo the head of institution.

Reoislers and records to be maintained
'1. Dead stock Register
2. Register of Keys i duplicale keys
3. Register of computers printers etc
4. Register of Motor vehicles
5. Registerof buildings .
6. Write of register
7. Auction sale register
8. Register of unserviceable articles
9. Condemned Articles register

Person(s) incharge ofA3, F1 and Ml sections shall

inter-alia in charge ol Trust related $iorks.

o

o

7



8. M2 1. Bank duty
2. Remillance

3 Out door r,/orks

Reqisters and records to be maintained
Students attendance register (UG)

9. M3 Mrs. Subha, wtlo is presently assisting the P.G.

ccordinators unit is put in charge of M3 section

wilhout prejudice to the cunent duties. She will
c+ordinate wilh lhe F1 and M1 section and

attend all conespondence of M section

Reqisters and records to be maintained

1. Stationary stock register

2. Statonary lndent register

3. Stationary issue register

4. Register of inwftes

5. Perbdicals

1 . Maintenance of accounb ol tust / cdl€Eo ad d
mnstituents

2. Payment of Salary Ulls and conling€nl Uis
3. Maintenance ol cash book and alli€r, reglsbr
4. Closure of cash book on transaction days

5. Audit related works
6. Preparation of all payment vouchers
7. Maintenance ofday book (payrnent &
8. Budget and expenditure statement

o

'10. F1

Reqisters and records to be maintained

1. Main cash book

2. Subsidiary cash book (s)

3. Conlingenl bill register.

4. Salary billpayment register

5. Paymenlvouchers

6. Budget sanction regisler

7. Expenditureregister

8. Preparation of budget

Person(s) in-scharge ofA3, Fl and M1 sections shall

inter-alia in charge of Trust related rvorks.

o

I



11. '1. Cash - Receipt & charges and Refunds

2.Maintenance of Day book - paym8nt & receipt

3.Collection of Fees

4. Preparation oI expenditure statement
Reoisters and records to be maintained

1. Register of fixed charges
a. Electr'city
b. Telephone
c. Rent / Rate / Taxes
d. Water charges

2. Register ofcheques / D.D. issued
3. Register olcheques / D.D. received
4. Periodicals

o

a

These orders shall takes effect from 01,09.2015.

To

All sections in{harge
copy to 0t s
Copy to OS/OM

CAyb Prindpds tde
Cop, to Adviso/s table

\)ffiytosF(E1)
Crpy to ofice order book

PRINCIPAL
s P,ADA rfit$tA tloil0t0PArillc xtDlcAL Comcl

(UUSEIHARAM, I$NYAKUMARI DISIRIC]
TAMIL NADTJ ' 629 16I
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5Ir':ldil Nn!rrr,r
IIonrocoputhic i\ledic{l C(
kharam. Kanvakuruari Dist..

rllcge
Tumi lNadu

Date:01.02.2018

Officc Ordcr 2018

o

o

Original Certificatcs, lnspection Fee, Scholarships

Sub: OEicc oders - office Adninistration - Allocation ofworkV subjects
qdcrs issued

Rcf: (l)This office order (No.l/2015)El.78ll20l5 dt 14.08.2015 of this office
Q) El.78tn0t5 dated 3 l. 12.2016

In modihcation and additiori to the above of orden, the following revised

orders are issued allocating/ reallocating various subjects/ works among the

sections/staff of this institution. Details of Subjects/ works thus allotted/

reallocated are as given below.

Acadcmic Section (A Section)

Al Sectioo (Mrs. S. Sreelckha Kumari)
All UG related works (Affrliation, Adrnission/ R€gistration, Studeot

Discipline, Examination, Fee Committee, All Scholarships(Uc Govt. and others),

Study Tours, Inspection, Seminar, Faculty Development Programme,(CME)

e-mail Messases- Endowment Al Section should assist the A2 Section on need

basis and vice versa.

Rcaist€rE Reco(ds

Scholanhips (Govt. others), Original Certificates, Inspection Fee.

A2 Section (Mrs. Vcena Krishnan K.)

All works related lo P.G., Inlernee (Affiliation, Admission, Registsation,

Seminars, Workshop, Conference, Students clinical Attendance, Examinalion,
Convocation, Scholarships (PG) Ph.D, IQAC, NAAC, Anti Ragging/Eve Teasing,

Inspection, Student discipline, Research, Srvachh Bharat, Yog4 NPTEL

All works relates to Hospital Correspondence

(Rural Centers, Incentives, OP Statements, Clinical Attendance, Duty orders for
Students & Interns

A.2 Section should assist the Al Section on need basis and vice versa

Registers/ Records



A3- S€ction (Mr. K. Ramesh)
Students Attendance, Bonafide Certificate, lncome Tax (sludents) related

Certificate, Progress Repon, Mark Entry, SMS to Parerts/ Students, Stake holders
Meeting, College Committees, Student Profile, ICT,Review ofvarious Meetings.

Hari Kumar shall assist to send SMS in the absence ofA3 Section.

Reeisters/ Records: Register of Minutes, Records relating to Scholarships other
than Go\t. Scholarships

Establishnrent (E Section):
El. Section (Mr. K..Sasi Kunrarau)

Dstablishment (Appointment, Promotion Recruitment Policy, Pay and

allowance, EPF, ESI, disciplinary action, Performance appraisaV Assessment of
Faculty and staff, Insumnce scheme, office orders,, Incentive to staff,
Training(Staff) performance appraisal / Assessment.

Registers & Records

Scnice Records, Pay bills of all staff , Sanctioned l,oss, EPF, ESl,
Original Certificates of Staff,

El & E2 and Il3 Sections should assist each other on need basis

E2 Scction (Mrs. V. R. Sridcvi)
Attendance Staff, Dispatch, Leave Sanction, Students Absenl Entry (Daily)

Ilc stc Rccords

Attendance & atlied Registers, (Staff ) trave accounts, Stamp Account,

Key handing over.

El & E2 and E Section should assist each other on need basis

E3. Section (Mrs. A.S Lopa Sh:rji )
Reception, Visitors, Receipt ard Distribution of Tapals. Distribution

Registers, Register of lmportant Tapals. Movement Registers. In charge to
coordinate with the Office and furnish details and informations required by IQAC

Miscellaneous Section:

M-2 Scction (Mr. IC Sasikunraran Nair)

Guest Treatment, Bark Duty, Student's Attendancc Register He shall assist

E2 Section on need basis.

M3- Section (Mrs. S. A. Subha)

All Correspondence relales to all miscellaneous subjects including purchase

infrastructure, licenses, Celebrations, Functions, Motor Vehicles, Students ID's

Hostels etc. to Asst. PG. Coordinatoll\sgist A.2 on P. G. reiated works. NSS, Rert

o

Bto ,. * c., ,- Arr H o a- c(

o

Ribbon Club, tled Cross



ccoU llts Sec tio n (l' ln il lr cc tll:tn ngcrllen1):

b

Ilead Accoullaot (Fl) Irlr' S' Srjeer KnTl,l,,i., 
of Uiff, ea.\ments & Receipts)

Mainteoance of Ac*l:':-1 fi:":l;il"; tni,,o**".'*o't.'
BuCget & ExPenditure' Monitonng I

B!!EEdB"gG .,^,e ro rhc Accounls & Audit
All records & Registers relat

Cashier (F2) Mr' S' Satheesh

and other stateme s

book should be

ReceiPt and exPend

submilted

before 1

iture & refunds,

to the Principal tbough
5'i' of every m

PreParati

onth. All
on of Shtement of Dues

statemen$ includingCash,

HeadAocountant,OS'

Day

o

o ofM

O.M., F2 and

Estate N{anager
Register of events

(Shri. Itesavan Nair)

Monitoring lhe (Stoc9

Vehicles. PhYsical verihcation

Orders/SuPP ly orders/

M3 Scction'

S I

.*tXl5#;esisters & records pertainingto Receipt & Pavments'

F3 - Section / Asst Cashicr
^nit''i'ouu*o* 

ssion to Hostellers' In additional charge to assist the cashier

(on need basis) Fi'ling of account Vouchers

of Stores &

Sanction orders etc. Coordinating with the Head Account &
Endes of all stock Registers including Motor

Stocks Assist to Place work

& DuPlicatc KeYs' Registere

otor vehicles,
Master Dead stock Registcr'

Condemned Arti
n Omccr :

Register
cles/ Aucti

Mr. C. K.

of KeYs
on Sal

Pradeep Kulnar
es Register

ftosPital ReccPtion/Lniso the rvorks/ jobs assigned

a). He shall assist tbe DePutY MedicalsuPerintendent 
or1

hospital related wo*s/

and relate to re l{osPital Also to assist A2 Section on

corresPondence'

verification
aison rvorks'
of?aYncrlt list, Payment bills relate 1o Hospital Units'

b) . Need based I

a) Maintai[ino Master Stock Registers of Hospital Machinery & Equipments'

HosPi
b). Mon

uI Materials'

c)

Units
itoring the unit stock Register of Pharmacy all stock Registers of HosPital



Mr. Prem Irlohan (Maintenance Head)

Human Resources, Hostcls, Mess, Canteen, Stores, Net Caf6,

Watch & ward (Security), Computer Sofl\yare, House Kceping, Bio- Mefric
attendance system.

(Mr. Hari Kumar B.) ICT Vc (Techuician)

He will be in charge of installation & maintcnance of computeru &

accessories, Telecommunication facilities, Camera, Video Coverage, CCTV,

Photo Coveragg Water purifier and Bio metric Attendance systems

i{e shall assist to sent SMS in the absence ofA3 Scction

ReEistgrsl Records lo be maintained and monitored by the desisnated Derson(s).

All sections should properly rnaintain personal Rcgister & allied

Registcr and l'eriodical ILegisters.
a-.^

B. Shaji, l.C.'l'. uc('r o r,'L- u "n )
He will be in charge of ICT and Biomctric attendance manag€m€ot system

and its follow up

Rcsis ters/ Records to bs maintained and monitored bv the desisnated Derson(s)

All sections should properly maiotain personal Register & allied

Register and t)eriodical Re-c.istels.

'l'hese orders shall takcs effect from 01.02.2018

o

rtn pat o
To

All Scctions/ Staflinchargc

Copy to Principals table

Copy to DMS
Copy to Co-ordinator IQAC

Copy to ON4/os

copy ro sF (E I )



Regislers lo be mrinlaiucd in scctions

. A1 . IUrs' Sreelekha Kumari

A ScholarshiP
1' BCA/IBC

2. SC/ST

3 F irst Craduation

i Co*' t"not'tntPs (others)

i i*'""tiot Fee' Ilxamination Fee

s otigr""it"iintates 
(Studcnts- BHMS)

2. A2. r\lrs.x. vce[.1,[']lllJl"",,,,o,

O i"ri..it"" t*'o*"rnination Fee

tttiot'rsttiPt Co't lotttttt)

' 
* *"T;lIJ'"'lrs' 

Meeting Registers

4. E1' IUr' L Sasikumrrnn

ServiccRecords --
PaY Bills ofall stalt

Sanctioned Posts

E,PF/ES1

6"iginli c"ttit'"nr"t ot stun

. ' ' Il;l;"'l,i',ii:u:$L_li:,t "".
h:il:,Ii:"".i;i;i.. J' r'Y r'"nai ne o""'

6 F'3' Mrs' A S'LoP:r Slraji

Dislribution Rcgtstcrs- -!^
Rc!.istcr oflurPoflcnt I aPnrs'

Mo-verncnt Registers

? M2'Mr' K' Sasikrtnrrran Nrir
" " stua"nt"q'tt"ndancc 

Registcr

8. M3- S.A Subha

Rcgister ofLicenses/Tie up Motor vehicle/Spirit licensc



9. Head Accountant Mr. S. Sajecv KuDrar
All records & Registers relate to cash, Accounts and Audit

10. CasLier (F2) l\Ir. Sathecsh S.

A1l registers and Records relate to. receipt and Payments.

11. Asst. Cashicr F3- Indulckha T.
Register of events

12. Estate Manager Mr. Kesavan Nair P.

Master Dead Stock Register, Register ofKeys & Duplicate Keys, Motor Vehicles,

Condemned Articles/ Auction Sale

13. Ilospital Rcccption/Laison Officcr Mr.C.K.Pradeep Kumar
Master Dead Stock Registers oflfospital Materials, Machinery & Equipments.

14. Mr. Hari Kumar, Technician
Conputers/ Accessories / Printers/ CCTV Camera etc

Taking Prornpt Actiorr./ Tirnely Action

All Section (incharge) must maintain Reminder Diary (Next Reminder Diary)

Wherein details offiles pending/ action to be taken has to be recorded and monitored

daily.

If any matter is pending such information has to be passed on to the concerned

(Principav DMS/etc.)

olcpn

o

o

,{T
or e:s ti:)

ncipal;i,K
PRINCIPAL-'#lf#'ffi',Hll1;' 

#,\'J,f,*

Corrnron Registers to all Sections

Personal Registers

Next Rcminder Diary

rl
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Sarada Krishna
Homoeopathic Medical Collegc,

Kulasekharam, Kanniyakumari District, Tamilnadu

OIficc Orders 2019
SKIIMC.No E1/2019 I officer 13 12019 Dated.1.4.20l 9

Ilead Accountant tr.f (M'r. S. Sajeev Kumar)

a) Maintains Cash book/and preparation of abstract on all transaction days.

b) Superintendence of Finance (Accounts)Section.

c) Pre.paration of Fe€ Committee reports.

d) Laison with the Auditor for the preparation ofannual ac.oountvaudit statements and

filing oflncome Tax Retums.

e) Preparation ofcheque/D.D. and other payments including NEFT/RTGS.
f) Laison with the Batrks m accounts related matters.

g) Mahtains Registcr ofcheques/DD.(outgoing) |
h) Shall conduct mcaing lmong the section staffonce in a monlh to sort out issues if ony

md ruesolvcd issues to be brought to lhe notice ofthe Chairman for appropriate

rtoedy.
i) Managing sundry Creditors register.
j) Preparation ofCredit /Debit vouchers

k) Weekly verification and reconciliation ofBank accounts balance sheet.

Accouutant (F2) ( Mr.S.Satheesh)

a) Preparation ofdaily Tally (accounts )statements and put up to the Chairman along with

the day book, through proper channel.

b) Supervision of cash section and its functions for its c{rrectness.

c) Scrutiny of entries in the registers maintained in the accounts sections and to veriry its
genuinity.

a

Follorving oflice Orders are issucd allocating/reallocating works in the Finance
(Accounts) section w.e.f 1.4,2019



Finatrce Section (F3/F4)
a) Preparation of Studenis I.D - (F3)
b) I'reparation of statements of ducs every ycar. - (F3)
c) liee Collcction - (Ii3/I'4)
d) Preparation ofDay booldcash statement. - (F3,/F4)

e) l{eceipt and payment of Trus, Collcge/llospital/ I Iostel & Mess accounts.-
(F3/T4)

t) Preparation o[ students remittanec ,/Dues in thc manual slatement. - (F4)
g) Vouchcr lrilling. (Daily) - (F4)

h) Preparation ofAnnual Budget.(laeceipt and cxpenditurc- ( FllF2lF3lF4)
i) Prcparation ofPurchase,A4aintcnance expcnditure proccdures.- (Flm2iT3lF4)

, j) Prcparation ofsanction ordcrs.- (Fl/l'2lt'3/F4)

l\{aintenance of the follorving Registers. O
. Guest Lecturo Salary (-F3/F4)
o Register ofCheque/D.D (incoming) (F3/F4)
. Register offixed charges ( -F3/I'4)
. Food collection Register ( -F3/f'4)
o Van Fee collection Register (-f'3/I'4)
. Register ofadvancas. (-F3/T'4)

[3/F'4 shall assist each other as Compl€tiug the work allotted to them.

All statements/works, shall b€ put up to the Chairmao through Accountant/Head

Accountant and proper channcl
eoPatiio

tI nlall o
To

z
o

Copy lo the office Superintendent
Copy to Alt sections (office)
Copy lo SF(EI)

PRINCI?AL
-'lXil$Hi|lflll''f.!Ifl ll'iI?l$t#

TAMIL NADU - 629 16I

,$':S1{S.,
Head Accountant
Accountant
Junior Accountants (cash) F3/I'4
Copy to the principal
Copy to the Co ordinator IQAC
Copy to office Manager



Sarada Krishna
Homoeopathic Mcdical College,

Kulasekharam, Kanniyakumari District' Tamilnadu

o

SKHMC.NO.El/20l9 Date.1.04,2019
U.O.Note to Finance Scctiou (Fl/F2lF3/F4)

Sub : Sarada K shna Homoerpathy Medical College Finance. Section
allocatiodreallocation of works aoong the Finance Sections procedurpVforms
prescribed --orders.

Ref : OIIice orders No .SKHMC El20l9l3119 dalled 27.3.2019-
In continuation ofthc above orders, the following prooedures (forms) at!

prescribed to be follow€d in the finanoe s€ction w.e.f.1.4.2019.

l. Head Accountsnt
. lv{sin Cish Book(Format)

2. Fimncc Sccaion
. Ragista of fixed crErges Register.
. Gldit/Dciit Vouch€r (Format)

3. Prprain of hnslnsdl,laintcnanc€ expanditure procedures.
. Purchsss Indent (Form)
. Purcirse Request (Central StoEs -Form). Purchase Indent (Hospital Stores Forflr)
. Pur,chas€ Indqf (Pharmacy -Form). Purchas€ Quotation (Format)
. Purchase-Supply orde(Format-2Nos)
. SsnclionOrders(Formar)o

-mnellffifiif^ir,*,ml-,

-



\I_.NO.

Sarada Krishna
Homoeopathic Medical Collegc

Kulasekharam, KaDDiyakumari Dist, Tamil Nadu

COLLECE COMMITTEES

Dr. N.V.Sugathan, Principal
Dr.Winstonvargheese,PG Co-ordinator
Dr. P.R.Sisir, H.o.D., Paediatrics
Dr. Ajayan.T, H.o.D.,Practice of Medicine
Dr. Zion Natharaj P.S., H,o.D., Anatomy
Dr. Jaya Kumar .T.K., Faculty / Slaff
warde(Gents Hostel)
Dr. L.Girija, Faculty/Staff Warden(Ladies Hostel)
Mr. Sindhu Kumar (Revenue depanment)
Mr.Selvaraj (Police departrnent)
Mr.Lazer (Local Media)
Mr.SasiKumar, NGO
t{r.V.Srisudhan(Parent)
Ms. Krishna Priya Das (Jr Sludcnt)
IUr.Tqias Vikas (Sr eudcnt)
Principal- Chairperson of the Committee
Dr. Winston Varghese. PG Co-ordinator
q, r'.Kl Jqq4!nB! 4!j!E!!!!.l9qsrd i!e!!l

Dr.Winstonvargheese,
PG Co-ordinator,
Academic Co-ord inator (ll BHMS)

o

o

l

I

5 Anti ragging
committee

_l

CO.ORDINATOR.[N CIIARGECOINTITTEE ]\IENI Bf RS
Principal - Chairperson
All HoDs
Chairman SKHMC- Permanent Invilee
Advisor SKHMC- Permanenl Invitee
PG Co-ordinator- Permanent lnvitee
UG Co-ordinator- Permanent Invitee
Co{urricular Ccordinator- Permanent lnvitee
Research Co-ordinator- Permanent Invitee
IQAC Co-ordinator- Perma[ent Invitee

Principal

Principol{hairperson of the Committee
Dr. M. Murugan, H.o-D., Senior Faculty
PG Co ordinalor
UG Co-ordinator
All HoDs
All Academic CcordinatoN
All Assigant Academic co-ordinators

Dr. KrishnakumariAmms-C.R
UG Ccordinator

Disciplinary &
Vigilanct
Committec

Primip.l- Chairperson of the Committe€
Dr. Whston vargheese, PG Co-ordinator,
Dr. M. Murugan -S€nior faculry &H.o.D.,
Orgaoon of Medicine
All Acrd€rnic Co-ordinators
All Assistrnt Acsdemic Co-ordinators
Suffwardet Ladies & Gents Hostel
Mr,V.Sundartsan Nair, Office Manager
Dr. Sonny Mon. R NSS Program ollicer
Asst. Wardcn of Lsdies Hostel
Asst. Wardcn of Gents Hostel

Dr. Winston vargheese,
PG. Co-ordinator,
Academic Co-ordinator (IIBHMS)

lnfia stnrcture
committ€s

Principal- Chairperson of the Committee
Dr. SathistrKumar.V, H.o.D. Repertory
Dr. Reshmy .K.R., Faculty
Dr. K.G.Venugopal, Faculty
Dr. Gokul Kishna, Faculty
Mr.V.SundaEsan Nair,Offi ce manager
Mr. Kessvan Nair, Estate manager
Mr.PrcmMohan.M, MainteDance Head

,tt.

College Council

Academic and
Curriculum
Committee

Dr. SathishKumar.V.
H.o.D., Repcrtory



I

(I BHMS)
Dr Shinee.G.R., Faculty
Dr. Chandrahasan.C.M., Faculty
Dr. San u.s Facult
Principal- Chairperson of the Commiftee
Dr. Jayakumar.T.K, Academic Co-ordinator

O BHMS)
Dr. Saiji.P.R.,Faculty
Dr. Sanju.S., Faculty
Dr. Archana Nair S.P

Dr.Jayakumar .T.K, Faculty

o

Dr.N.V. Sugathan, P ncipal-Chairperson ofthe
Commiftee
Dr.Winston Vargheese, P.G.Coordinator
Dr.Krishna Kumari Amma.C.R.,Professor &HoD,
Department of MateriaMedica,U.G. Co- ordinator
Dr. Sisir.P.R, - Library Faculty Advisor
Dr.T.Ajayan-T. HOD, Dept. of Practice of
Medicine
Dr.ZionNatharaj P.S., HoD,Department of

L)r SaLniIh]nJrer. IIOD. l).pan!r!trrr oi ]nrensr.
\ I.Ji.in.
:). ( lr,r:rdr:rlr( \ .l{.!.ar.h ()1}i, cr
\.:-- L'ren,rmrri. L rb11Lrirul

'.' - :-..,L Il. 1..-rrlr I rl\r,irrL
.]

Dr.Chandraja.C.V,
Research Officer / Secretaty i

9

10 Library
committee

Faculty
Development
Programme
Committee
(CME/Seminar)

Research and
Development
Committee

Dr. N.V.Sugalhan, Principal
Dr. Eswara Das, Research Co-ordinator
Dr. B.L'rishna Prasad, Chairman, Ethical
Committee
Dr. M.Murugan Professor &H.o.D, Organon of
medicine
Dr. Winston Vargheese, Professor& PG Co-
ordinator,
Dr. Sisir.P.R., Prof &H.o.D.Paediatrics
Dr. Krishna Kumari Amma. C. R., Professor &
UG Coordinator,
Dr. Ajayan.T., Professor & H.o.D,Practice of
Medicine
Dr. Sathish Kumar.V, Professor & H.o.D.
Repertory
Dr. Suman Sankar.A.S., Prof&IQAC, Co-
ordinator
Dr. Manoj Narayan.V, Professor, Department of
Organon of medicine
Dr. Chandraia. C.V, Research OfTicer / Secretary

Student ReDrgscOtalyes
Dr Karya Ajaf, PG Student
Ms Deli. UGSt denl

Dr. Gopika.R.S-, H.o.D o

Grievance
Redressal
committee

Srudent ReDresentatives
Dt Aniitha S P. PG Student
Mr.L UG Student

Mrs.I-.Sreekumari. Librarian

Principal- Chairperson of the Committee
Dr. Gopika.R.S., H.o.D., Department of Pathology

Dr.Bindhusaran R., Assi$a-nl Academic CG.

ordinator
0l BHMS)
Dr.ManoiNarayan.V, Faculty
Dr.ReshmaReghu, Faculty

8.



o

o tl

t4

Am,nu.J Yiid\un IDlettl.'c
Maithrei ( - Internee
Minu Mtia Shaju, U.G.. Stadent
Apama.S. U.G., Student
Pragdke.S, U.G., Student
Jot\t Suhi..l, U.C-, Student
Shomin Susan U,G Student.

Principal& Medica,
of lhe Committee

Superinlendentl- Chairperson

Dr. SathishKumar.V., HoD, Department of
Repertory.
Mrs. Reena.C., Nursing Superintendent
Mr. Mony.M., Lab - in charge
Dr. Ravi.S, Sonologisl
Mr Sasidhamn- Ext. representarive.( NCO)
Mr. Sasi- Exl sentative. N(io

.\cliri(}

Dr. SathishKumar.V.
HOD, Dep&rtment of Rep€rtory

In.hIxtensioh

EYaluarion ccll Principal- Chairperson of the Committee
Dt.M.Murugan, Professor&Hol)
Dr.Winslonvargheese, PG Co-ordinator
Dr. KrishnakumariAmma.C.R., UG Co-ordinator
Dr.Jayakumar.T.K, Faculty/Staff warden
Dr.Sliu.V, Facu Itv

Dr.Siju.V, Facult)

Parents Teachers
Association

Dr. C.K. Mohan - Patron
D..N.V.Sugalhan, Prirrcipal
Dr.NagaBjan.M.N. - Chairmar\ (Parent)
Dr.Winstonvargheese- PG Co-ordinator&
Academic co-ordinator (ll BIIMS) - Vice
Ch.irman
Mr.G.kjan,(Parcnt) - Joiot secretary,
Mr.Murugan, H.o.D., Organon ofMedicine -
Executive Merntrr
Mrs.Ranjanivtayakumar (Parent) - Executive
Member
Mr. Shaj i(Parent) - Executive Member
Mr.roc.K.Y (Parent> Executiv€ Member
Mr. Karuppasam{ Parenl)F Executive Member
Mr.Sajan(Parent)- Executive Member
Dr.Ajayan.T, Ho.D. Pmctice of Medicirc,
Academic Co-ordinator (MHMSI Executive
Member
Dr.Sisir.P.R"H.o.D.,Paediatrics,
Acadenic Co-ordinator(Ill BHMS) . - Executive
Member,
DrJayrKumar.T.K.. Academic Co-ordinator
(l BHMS) -Executive Member
Dr.Zion Natharaj.P.S.,H.o.D. Anatomy&
Ac.demic Co-ordinator (l BHMS)- Executive
Member

Dr.Winstonvargh€€se,
PG co-ordinaior

Principal Chaiperson of the Committee
All H.o.Ds
Academic Co-ordinators & Assistant Acadcmic
Co-ordinators
Dr. T. Ajayan, H.o.D., Department ofpracrice of
Medicinc.
Dr.Siju.V, Faculty

Student Reprcs€ntatives
Dr. Venkatesh. PG Student
Ml- UG St*lenr

Dr. T. Ajayan, II.o.D.,
Academic Co-ordinator

Hospital Advisory
Committee

l!
S\\asthraRakrhan I,rogramme

,]

12.

lt

StudenG suppon ,
Progressions &
Career Cuidance,
Counselling



Awareness progmmmq
Health Survev

Dr T.Lzhilarasi
Dr.Ashtaeswaran.T
Dr.Bindhusaran.R.
Dr.Bino.A

t'l

Cultual
Commiftee

Sporls commiltee
Yoga & Health
Education

Women's welfare
Cell

Anganwadi Programme
MedicalCamp

Exhibition Committee
School Ileallh Programme

N.S,S
Red Ribbon & Blood doDation
Youth Red Cross

Student Repres€ntatives

Principal- Chairperson of the Committee
All Academic Co-ordinators
All Assistant Academic Co-ordinators
All HoDs
Dr. T. Ajayan, H.o.D., Department ofPractice of
Medicine.
D.. Panchajani.R ., Faculty
Dr.Siiu.V., Faculty
Dr.Saiji.P.& Faculty
Dr. Ramya.S.S, Faculty
Student Reprcse atives

Dr. Am ta Mohan, PG Studenl
Ms. Rateena, UG Student

P ncipal- Chairperson ofthe Committe€
Dr.KrishnanKutty, Yoga Expert
All Academic Co{rdinators
All Assi(anl Academic Co-ordinators
All HoDs
Dr. Jayakumar.T.K Faculty
Dr.Sonnymon.R, Programme OITicer, NSS
Dr. Sheeba.S, Faculty
Student Reorcsentatives

Dt. Abhij ithsaisankor, PG Student
ML Gohrl Ktishna, UG Student

Principal- Chairp€rson of the Commitlee
Dr.C.R.KrishnaKumariAmma, H.o.D.
MateriaMedica
Dr.Santhi Sercne Sylum.V, HoD. Obstetrics and
Gynaecology
Dr. Mini.S.K, H.o.D.Physiolo$/
Dr.Edlilarosi.T., Faculty
Dr.SaliDichandran., HoD, Forensic Medicine
Dr.Berlina Tenance Mary.D., Faculty
Mrs-K.Veena Krishnan., Assistant
Mrs.V.R.Sreedevi., Junior Assistant
Student Representatives

Dr. Senthdnilsel|i. PG Stud?nt

Dr.Varun.S
Dr.Siju.v
Dr. BencithaHorrema

Dr. Jayakumar.T.K, Faculty

Dr.C.R.KrishnaKumariAmms, UG
Co-ordinator

i{s. Aruneswdri, UG Student
it, 1'tt: I'tttrt, ( /),rj,,rirr \/rrIirr
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Dr.Somymon.&
Dr.Bindhusaran.R..
Dr.SatheeshM.Nair,
Dr.HariSankar.V.-

Epidemic Cell
Scicnce Forunr

Dr.K.G.Vcnugopal ,

Dr.Giriia.L,\.1( l I

NCD Dr.Saiii.P.R.
PalliatiYc care Dr.HarisanLar V.,

DL AhenadMoidheen, PG Sfident
Mr. BhqrathunhL UG Student

Dr. T. Ajayan, H.o.D.,
Acad.mic Co-o.di!.tq(MHMS)

(

Dr-S

l9 Students Council

l

16.

rt\ _,/

l

Leamins Disability
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2t.

lrlr Subeshhi -S!,o s Secretary, Stulent
Ms.Awniyitranan Students Maguine l:ditor
Principal- Ex - officio member
All Acadernic co"ordinatorF Ex - Olficio
members
Dr. Sumansanlo.. A.S.. IQAC Co-ordinaror
Spccial lNitcc
Dr.Harisankar.V Fac Advisor

Principal- Chairy€rson of the Committe€
Dr.SarhishKumar.V,HoD
Dr. Deepa.C.S., Faculty
Dr. Sur€jBobbirlP.c, Facutty
Dr.Sonnymon.R., Assistant Aoademic Cc.
ordinator
0 BHMS)
Dr.Sheeb6.S, Faculty
Dr.Bino.A., Faculty
Mr.V.Sundaresan Nair, Oflice Manager
Mr.S.Ravindran Nair Oflice Su ntendenl
Dr. N.V.Sugathan-Principai
Dr. Ravi M. Nair. Advisor -Member
Dr R Kri.hna Prasad Charrman- SKHM(

o

o

22.

23

24

Dr.Bino.A., Faculty

] clhics tJommittec- Vlenlber

Alurnni
Association

Dr.C.K.Moha.-Palroo
Dr.S.Ebimoses - Prcsident
Dr.K.S.Sathyasanth - Vice p.Esident
Dr.Berlina Terrance Mrry.D, Secaalary
Dr.Sijr.V- Joint Secretary
Dr.P.S.Priyanka - Treasurer
Dr.Chellachenthamilselvan - Executive member
Dr.M.Sudhakar - Executive member
Dr.S.Sandhana Raj - Executivc member
Dr.T.S.Nithin-Executive Member

Dr.Berlina Tenance Ma-ry.D,
Secretary

Publicalion
committee

Dr.C.K.Mohar1 Chairman
Principrl- Chairperson of the Committee
Dr. P.R.Sisir,Prof&H.o.D., Acadernic Co-
ordinator (llBHMs),Co-CuriculsrCo-
ordinator
Dr. Saiji.P.R., Faculty
Dr. Suja.S.P, Facu\
Dr. AonR.Nair, Faculty
Dr.Chandr.ja.C.V., R€search Officet
Student Representatives

Dr PG Student

Dr. P.RSisir, H.o.D., Co-
Cu.riculsr Co-ordinator, Academic
Co-ordinator (lII BHMS)

Sexual
harassicol
Fercntion call

Chairperson of the Commift ee
Dr. Sanlhi Serene Sylum.V.,H.o.D.
Dr.SaliniChandran, HoD
Dr.Girija.L, Faculty
Srudent Representstivcs
Dr. HariPtiya, PG Student

Principal-

Ms. UG Student

Dr. Salini Chandran. HoD

Institutional
Ethicel
Colnminee

Dr. B. Krishna Prssad, Chaimar
Dr. S. copinathanNair,Basic Medical Scientist
Dr. Rani Enoch, Clinician
Adv.. C. Sreekumarar Nair, tcgal Expen
Rav. Fr. Xavier LawrEncs. Theolocian
Mr. V.Jayachandran, Social Scien"rist
Mrs. R. Shelin Mary, Social Scientist
Mr. G.K. Nampoothiri, t ay p€rson

Research OfficerDr.Chandra .c.v

Dr.Chandraja.C.V., Secr€tary

Public rclation
committee
(Rn)

25 IQA(
Dr. SumanSankar. A S.
Co-ordinator



Dr.Essam Das. Resear.ch (:o-ord*ator
Dr.Winstonvargheese- pC.Co ordinator
Dr.P.R.Sisir, HoD, Paediatrics
Dr.T.Ajayal. HoD, Pracrice of Medicine
Dr. C. V. Chandraja- Res€arch.Oflicer
Mr. V. Sunderesan Nair. Office Manager.
Dr. P.Saravanan. Ph.D. Librarian, Lelshm jDursm
Cotlc8e of Ans & Sciences.Ne)yoor.
Dr.Sabareesh B.Nair,Clinicnl Associale prof, Dept
of Emergency Medicine, Amirtha Institute of
Medical Scieoce,Kochi.
Dr. D. Lekha, Assosiate Prof. Depl of History,
Src€ayyappa college fdr Women.Chungankadai
Mr.T.S.Prabhakumar, Head master. Go!,l.H.S.S.,
Puliyoo$alai
Mr.Sasikumar. Co-ordinator, Tamilnadu Science
Forum
Dr. Suman Sankar. A.S., Faculty
Dt.Susira Suresh, PG Student

21

tls.S.Gopihk ishndrr. U.G.SI d"nt
Principal- Chairperson of th€ Corffnitte€
Dr.M.Murugan. H.o.D. Depanment ofOrganon of
Medicine
All Academic Co-ord inators
Di.M.V.Ajith Kurn6r, H.o.D, Comnrunity
Medicine
Dr.Srecja.S, H.o.D, Phamacy
Dr.Salinichandran, HoD,Forensic Medicine
Dr. V. Sathish Kumar, H.o.D., Repenory
Dr.ManojNarayan.V, Faculty
All Assistant Academicco-ordinators
Sludenl Representativas
Dr.Dinta PG Student
Mt.Goutham, UG Student
Principal- Chairpcnon of the Comrnittee
Dr.Manojnarayan, Faculty
Dr.Satheesh M. Nair, Assistant Academic Co-
ordinator (III BHMS)
Dr.SurejBobbin.P.G, Faculty
Dr.Priyanka.P.S., Faculty
Mr.S.Raveendran Nair., OIfi c-e Superintendent
Mr.Kesavan Nair., Eslate mangaer
Student Representatives

D. Sibin, PG Student
Mt.cotind, UG Student

Hostel & Mess
Commitlee

Dr.C.K.Mohan. Chairman
Dr.N.V.Sugathan, Principal
Dr.JayaKumar.T.K, Academic Co-ordinator (l
BHMS)
& Sraff Warden(Gents Hosrel)
Dr.L.Girijq Staff warden ( tadies hostel)
Mr.V.Sunderasan Nair. Offi ce Manager
Mr.S.Rareendran Nat, Omce Superintendent
Mr.M-Prem Mohan, C.A. to principal
Assistanr Waden (Ladies &Gents Hostel)
Ms. Helen Nelson. UG studpht
Mr Anontha Krishnun, Uc Stulent
pt Architha Aishwdrya, pc Student

Dr.SurejBobbin.P.G, Faculty o

19. I Pletr€nl Cell hincipal- Chairpe.son of the Committee
Dr,T.Ajayan., Il.o.D,Depanment of praclice of
McdairE

'four Commitlee

Dr.l.Alayan.. H o D.
r\cadenic ( (, ordinaror llV
f}I INT\i

26.

Dr.M.Murugan, H.o.D.

t

Dr.JayaKumar.T.K Faculty
Academic Co-ordinator
(l BHMS)& StaffWarden

Facilitation /
Event
manaSement
Committee



o
32

3l

Dr.Lal l\,l.P.. H.o.D., Departmner ofSurgen
t)r.SreejaS, H.o.D.,Departmenl of Pharmacy
Dr.Venugopal.K.C., Faculty
Dr.Sanju.S., F6culty
Dr.Nish rnadt liacu
Dr.C.K;Mohan., Chairman
Dr.N.V.Sugathan., Principal
Mr.Sundar€san Nair. V.,Office manager
Mr. RaveendranNair.S., Oflice Superintendent
Mr.Sajecv.S., Head Accounlant
Dr.Sathishkumar.V.,H,o.D., Department of

Dr. Winstonvargheese , PG co-ordinatoa,
Academic Co-o.dinab(n BHMS)
Dr.KrishnaKumariAmma.C.R, UC Co-ordinaro,
Dr.Sisir.P.R.,HoD, Paediatrics
Dr.Suman sankar.A.S, IQAC Co-ordinator
Dr.Salinichandran., HoD, Forensic Medicirc
Dr.Girija.L, Faculry
Dr. B indhusaran.R., Facut_r-
I)r.Priyanka.P.S. Iaculry
Mr.V.Sundaresan Nair, Oflce Manager
Nlr.PremMohrn.M- Ivlainrenance Ilcad

Dr.Sisir.P.&
Co.culricular Co-ordinalor,
Academic Co^ordinator
OII BHMS)

o

Web site / ICT
committee

Princ ipal- Chairpersoo ofthe Commitlee

Finance
Commiftee

stafl
welfare Trust Dr.Santhi Serene Sylurn - Executive member.

HoD
Dr.ZionNalharaj.P.S., H.o.D.,Academic Co-
ordinato(l BHMS)
Mr.SukeshBabu - Joint Serretary, Hospital Staft
Mrs.SreejaKumari - Treasurer (Staff)
Mr.Sasikumaran.K. - Executive member, Admn.
StafF
Mt.Vinod Kumsr - Exccutive memher
Mrs.Sindhu - Executivc member

Priocipal- Chairpersoii of the Committee

, Hospital StaII

Dr.ZionNatharaj.P.S., H.o.D.,
Academic Co-ordinator(l BHMS)

Eco club Principal- Chairperson of the Committee
Dr.T.Aja]€n, H.o.D., Academic Co-ordinalor (IV
BHMS)
Dr.Gopika.R.S., HoD
Dr.SathishKumar.V., H.o.D.
DrJayakumff.T.K., Faculty, Staff l{aden
Dr.Sanju.S., Faculty
Student Representrtives
DL Vlt*dcayqthri, PG Sttdent

Mr. Yadhu Kt UG Student

Dr.Gopika.R.S , HoD.

NSS advisorv
commrttee

Dr.CKMohan,Chairman
Dr.N V Sugathan, Principal
Dr.WinstonVargheesq PGCo-ordinator,
Academic Co-ordinator (ll BHMS)
Dr.P.RSisir,H.o.D., Academic Co-ordinator,(III
BHMS)
Dr.T.Ajayaq H.o.D., Academic Co-ordinato(lv
BHMS)
Dr.ZionNatharaj.P. S., H.o.D., Academic Co-
ordinator (l BHMS)
Dr.T.E?}|ilarasi, Faculty
Dr.SathishKumar.V., H.o.D
Dr.T.KJ.yakumar, Faculty / Staff Warden
Dr.S.P.Suja, Facutry
Dr.SonnyMon.& NSS ProgEunme oflic€r
Mr.S.Surcsh NCO

Dr-SonnyMon.R
(Programme officer)

\lr' Itcnla \ Nrrr, rng (-,-,,rJi .rt,,l
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Mr. Sundaresan Nair. V
Oflice maoagcr
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SC/ST/MBC/OB
C Cell

Principal- Chairp€rson of the Committee
Dr.Winstonvargheese, PG co-ordinator
S.A Subha
C.Vasa ha
P.Vlaya
Mr.Bageerathan. T, UG studeqt

R. UG stullent

Dr.C.K.Mohan, Chairman
Dr.N.V.Sugathan, Principal
Mr.V.Sundaresan Nair, Offi ce Manager
Mr.S.Raveendran Nair, Offi ce Supcrinlcndcrl
Mr.S.Sajeev Kumar, Head Accountant
Mr.M Prcnr Mohan- Maintenance Manager
Mrs.N.Remla. Nursing Co{rdinalor

Dr. WinstonvarglE€sa
PG co-ordinator,
Academic Co-ordtunn
OI BHMS)

Equal opponunity
and Anti
discrimination

M inoritv cell

Principal- Chairperson of the Committee
Dr.Krishnakumariamma .C.R., UG Coordinator
Dr.Reshmy.K.R ., Facutty
Mrs. Morrinsenik6, X-ray technician
Mr. Shaju .A, Drivcr
Mr. Ebenezer mony., Security
Mrs. C .Suseela., Attender
Miss. P lab hay at h i UG t tudent
Principal- Chairpcrson of the Committee
Dr.Winslonvargheese., PG coordina(or
Dr. Sorrmya.R.S.G, Faculty
Dr.Aathirav.Nair, Faculty
Dr. Sherinsheeba, Medical olficer
Mrs.Jeniba., Disp€nsing staff
Mr.Nige l.R S, UG student
lt{s. Aathirai UG studekt

Dr.Reshmy.K.R
(Anti discriminalion offi cer)

Dr. Winstonvargheese
PG co-qrdinator,
Academic Co-ordinalor

(A BHMS)

IPR Ccll

lnnovation Cell

Dr.N.V. Sugathan., Principal- Chairperson of the
Commihee
Dr.Eswaradas., Researgh co-ordinator
Dr. Chandraja C.V ., Research oIficer
Dr.Bindhusamn. R,Assista[t academic Co-
ordinator (ll BHMS)

Ptincipal- Chairperson of the Committee
Dr. Sru.V ., Faculty
Dr. Bindhusalan.R., Assistant academic co-
ordiMtor
([ BHMS)
Dt-S.YoEa., PG Sttdent
Mr.S.SafihosRalaaji ., UG student
Mr.B.VijalaRa*hava , UG student
Mr.9eehari M. Thulasl. IJG student
Mr.A ghoshB. P r asad., UG student
Mt. Aoth@an. K., Wi s tudent
M| Yas hikl bt ahirn. 5., UG s tudent

inudO

Dr. Suresh.(; l. acu

Miss.Nidhi , UG student

Dr.Bindhusaran. R
Assistant academic
Co-ordinato(II BIIMS)

Dr. Bindhusaran.R
(Assistant Ac.demic co-ord
N BHMS)

Purchase
Committee

Dr.C.K.Mohan. Chairman
Dr.N.V.Sugathan, Principal
D.. SathishKumar.v, HoD Repenory
Mr.V.Sundaresan Nair, Office Manager
Mr.S.Rave€ndral Nair, Office Superintendent
Mr.S.Sajeev Kumar, Head Accountant
Mr.M.Prem Mohan Maintenance M

Dr.N.V-Sugathan., Principal

4l Maintenance
Committee

Dr.N.V.Sugathan.. Principal

Mr.Shaji. l('T Technician

36.
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Pharmacovigilans
e Commiltec

Dr. N.V.Sugathan ., Medical Superintendenl
Dr. sreeja.S., HoD, Pharmacy

Dr. Sreeja.S.. tloD, Phamacy
Dr. N.V.Sugathan .. Medical
Superintendenl

Code ofConduct
MonitorinS
Committee

Dr. N.V.Su8athan, Principal
Dr. Sathish Kumar. V, HoD, Repettory
Dr. Sisir P R, HoD, Paediatrics
Mr. Sundaresan Nair. V. Office Manager

Dr- Sathish Kumar. V,
HoD, Repefiory
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Sarada Krishna
Homoeopathic Medical College

Kulasekharam, Kanniyakumari Dist., Tamil Nadu

ADIIINISTRATIVE AUDIT 20I 7-20I8

Admhisu-arive Audit is aimed at lo assess the administative infiastruchne of the
institution to coofirm that it is fit for the pupose of supporting validated programmes and to
conclude diligence Check.

AdminisFative audit inter alia covers the kutitutional strategy, financial status, planning
govenutrcr and administrative staffi ng.

The Administrative section of the Sarada Krishna Homoeopathic Mcdical College,
Kulasekharam, supports the central activities of the college. The section is a deligent facilitator
of the entire affairs of the college and assists the institution in its larger goal of pusuing
academic excellence. The administration section regulates attendance maoagement, work flow
for noting, drafting, file processing, file moveme across the vadous sections of the college

tluough propcr charmel for approval and sanction.

The guiding principles for emcient administration are provided by the management and

the rules and legulations made there on along with the rules/orders/regulations by the Ministry of
AYt SH, (GOl), CCH, Go\4. of Tamil Nadu and the Tamit Nadu Dr. M. c. R. Medical
University, CheDnai and other statutory bodies.

The cntirc office administration is dealt uith in 4 diflerent sections

a- Academic (A Section)
b. Esablishment (E Section)
c. Finance (F Section)
d. Misccllaneous (M Section)

The administration of the college office is rmder the supervision of an Office Manager, Office
Supdt. and Estate Manager under the overall Superintendence and control ofthe Chairman-cum-
Principal.

Detailed offrce orders giving specific responsibilities to differcnt administrative sections ar€
given in Annexure A.

The office facilities are fully computerized and lT enabled.

The administrative section is in charge of different postdemployees, appointed with all the
necessary procedural requirements. Confidentiality of rccords and information is maintained
with at most care. Records managemelt, Data base and preparation of forms and formats for
various administrative activities are done by the administrative section .

a

The administrative section deals with all the service relaled natters of the employees of the
Institution-



Rccruitmert lnduction rrd rpprri$l of Adlnilrisarrtiv. rtrl[,
Sarada Krishna Homoeopathic Medical College, Kulasekharam, has its owll lccruitoetrt polic,

to provide a sould framework for the r€cruitment and selection of administrative stafl which
also meets the college requirements of Equal opportunities policy and all other relevent
employment regulations. Appointment to the posts included in Administrative staff categories
are made by the committe€ on appointments comprised of

Chairman
Member
Member

Administrative staff stength for year 2017-18 is -37

Meetingyinteractions of Administrative stalf are being regularly conducted to review the tasks

assigned to the administative staff.

In 2017-18 two such meeting are conducted onl ldAugustand 296 December20lT& 3rd February

2018

Performance appraisal of Administrative Staff
A performance appaisa.l method is followed for evaluatiotr of Adminismfe staIf. The

performance is apprised by he sgction Head office supdf./oIfic€ manager/Administrative
performance appraisal is done for every calendar year.

The administrative has also in place a 24 x 7 secu ty mechanism in rhe campus rnonitorcd by
CCTV cameras irBtalled Vantage points oflhe College campus.

Preclude !o the annual audit of accounts by the extema.l auditor, intern8l audit have also b€en

conducted as one ofthe good practices followed.

Total Budget and Exp€nditurc details for the financial year 2017-18 is as given below:

Budgel Allocatioo - 89380500

Total Expenditu€ - 88939006

hformrtion trrd ComEuoicrtiotr technolosr cclare.

ICT Centre of the institution caters to the !€€ds of different academic depaftneDts aDd

various uitvsections of the College. The mission of ICT enabled servic€s at the college is to

a

o

LChairman of the Managing Trust
2.Principal
3.Section Head

Finrnce and Accounts
The Firurce and accounls s€ction is a pan of the Administrative dispcnsation at the

Sarada Krishna Homoeopathic Medical College. The Section diligently maintains Books of
Accounts as per the Accouting standards set by the ICAI. Payments made thrcugh vaucheas and
adjustments bills are accounted under relevant recuring and non recurring heads such as salaries,
maintenance, development of campus, deposts and advances. Accounts are compiled fhrcugh
receipts and payments account and classified as Income and Expenditure ad Balanc€ sheet
which are bifricated with respective schedules that are prepared armually and rctums are filled
with Income Tax Department. The audited Antrual stalements are placed before the Board of
Trustees, Finance Committee aod College Council for perusal and approval.



o

ctErlc aDd maintain I.T. cnviroDment in pursuil of academic excellence. The ultinlate aim is to
'Irovil lrvice lo promote aud assisl the use ofne* computing technologics among the students,

dd rh;'id,ri{rq Collegc maoagcs various computing and II enabled communication
futb -rffi3 l-fi crri.clivity 4ross the campus. The institution have adequate number of
a"*ryr sy- h tb fdh of cooputers and peripherals for independent study and learning
Bilt lq?af fE ioity ed oqcrts All UG/PG and Research Deprs have been equipped with
i*r d id. fficd ooqder aod periphenls. A separale Net Cafe is also in place within
tb cry frr tL befit of students a staff.

SCBI CdrE1rrt lportrnity cclUOBC eari Minority cell
Ib SC/ST d OBC 8!d Minority cells have been constituted as per the standard guidelines.

Ik cdls mlc the cffectivc implemenlation of reservalion policies of the Govt. in the
sl-i..ion, rcmmodation in Hostels, various scholarship and education concessions available
to lb€ srdioos.
Equal opportunity ccll ensures.

a. To safeguad the inteiests of the stude s without ally prejudic€ to their caste creed, religion,
laryuage, etbdcity, gender and disability.
b. To plomot€ equality among stud€nts ofall sectioDs ofthe society.

c. To elimiDale discriminatioDs agaiDst or harassment ofa[y student ilr all foms by prohibititrg it
and by providing for preventive and protective m%sures to facilitate its eradication in any form
of discrimination or harassment.

RECORDS RELATE TO STUDENTS
All records relate to AdmissioD,student i.trduction proc€ss, students atlendance are

maintained in the Administative seclion.

As part of the monitori[g and Evaluation and !o get necessary fecdback from students

and parents a system is in place to communicate with parents through SMS.

Details of students admiu€d in the Academic year 2017-18 is given below:
uG - 100

PG 30

Evaluatiop/ Examinations
The institution has eslablished ar evaluation cell at the college level for evaluating

the achievements and pe omrance of the stude s both in academic a.nd clinical ar€a It conducts
the intemal assessment and University ExaminatioDs effectively by strictly adherirg to the rules
and regulations of the regularory bodies.

All records relate to the both [ntemal and Extemal Examinations are documentcd
and maintained in the concemed Academic sections ofthe Administrative wing.
Details Showing Intemal aDd Extemal Evaluation held during the Year is fumished below:

o

lnternal EYaluatioD Extcrnal Evalualion
27.12.2017 to 05.01.2018
08.01.2018 ro 12.01.2018
22.03.2018 to 28.03.2018
16.04.2018 to 21.04.2018
18.06.2018 to 07.07.2018
15.09.2018 to 19.09.2018
22-09.2018 ro 29.09-2018
08.10.2018 lo 12.10.2018

16.10.2017 to 07.1 1.2017
| 8.12.201 7 to 22.t2.20t'7
2'1. 12.20 I 7 to 29. 12.20 l'l
01.02.2018 to 13.02.2018
20.4.20 I 8 tp 23.02.20 I 8

15.05.2018 lo 24.05.2018
01.08.2018 to 14.08.2018
16.08.2018 to 28.08.201 8



l'arilicrtio D stocki and Stores

As pan of the administrative mcasure physical vcrification of stocks and stores are

Dci4 rcgularly conducted stocks held bl the HoD's have been verified as on I" April everl

,Ear. Olher stocks f iz . Dcad stock iuld furniture etc all other material stocks are being verified
annually

Dctaits of Physical Verification of stocks conducled in the teaching Departments for lhe Ycar
2017-18 are given below:

Sl No Name of the D ent Date on rvhich P-V Conducted
Anatom 18.04.2018

2 09.04.2018
11.04.2018
16.04.2018
\2.04.20],8

Forensic Medicine 07.04.20t8
I r4.04.2018

16.M.2018
11.04.2018
14.04.201ti

Community Medicine 10.04.2018

Paediatrics t3.04.2018

GUIDELINES FOR COLLEGE COMMITTEES
Committees arc constituted for the eflicient furctioning of the college administration

facilitating decentralization and participatory mainlenance for achieving the Collcge Mission.
The College Mission will act as the yardstick for setting and evaluating the objectives, goals
and t{gets of the Cmniuees

College Comminees Includes

(r) Committe€s arc those mandatorily constituted as per the provisioru of CCH & The
Tamil Nadu Dr. M.C.R. Medical University, Chennai. and as per the guidelircs issued
by the slatutory authorities from time to time. The tenue and coostitr,rrion of lhcse
committees will be determined by the College Council.

(b) Other committees arc those appointed by the Principal in order to facilitate college
administration.

(c) Ad-hoc committees are those that are appointed purely on. temporary basis for
performing contingency duties.

The Committee Co-ordioato!, in consultation with the Principal, will finalize names of
mcmbers of commi$ees,

GI'IDELINES
Primary and key actions of the committees are aimed at aqhieviug the College

Mission, especially the attaiDmenl ofExc€llence inteaching, Ieaming and rcsearch.

If there be a need for appointing additional cornmitte€s, the Pdncipal sball appoint
such committees in consultation with the Chairmarq College Council and IQAC.

o

o

Or anon
siol

I Materia Medica
Pharnacy5

6
7

10

12

13

16.04.2018

I

3

Practice of Medicine
8 Patholocy

Surgery
OBC

1I
ReDertory
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iu5rrffmoi.
hl --t frll brvc a Convener / Co-ordinator. All of them must be permanent

Fzdy- IB -rird h adc. to eos.re cootinuity in admiristrative work.

f&i- d lpocifcq meoben of committees shall be appointed on "rotation". Thc
t I gc ttc rcrD as prcscribed in the Policy/ Guidclines of the Comminees
od.

trrcd vrey riscs in a corDmittee due to a member voluntaily vacating the seat o!
rb t ry & reoo, a Ew meDb€r could be appointed to fill the vacancy. This member shall
srrrc fu r pcrbd cquit"ale ro dE balalce of the term of the pcrson whom he/she has replaced.

Tbe Priripal of tbe college, itr cotrsultation with the IQAC, c.u replace any member ifa
nrobcr is fomd to be unfir m hold srrh an assig-nment.

MEEIINGS
All decisioos of the coominees should be taLen by consensus. If consensus could not be

rehcd, Policy decisioos will be by voring on two-third majority-prcscnt and voting.Two-third
of the members sball form lhe quorum for the meeting. In the absence of quomm for t\r'o
consecutive meeting the % ofthe members shall take decisions in the second meering.

The committee is ftee to frarne its own mles and procedures for its finctioning. The rules
can be enforced only with t}te written assent of the principal.

The minutes of the cofiunittee meeting should be properly recorded and all members of
the committee present at the meeting should put their signatue on the document.

The committees should have ar actioo plan and schedule lbr achieving its goal and for
the effective functioning of the committee throughout the year. The committees should meet at
specific intervals.

'l he committees will have complete freedom within their scope of performance of their
respective functions. In order lo improve the work ef[cieocy o[ the various committees, the
Principal shall provide the required suppon facilities.

The Principal shall nrake financial,/budgetary allocation to mcet the expenses towards
maintenance and linancial requirements for conducting programncs.

REPORTING AND FOLLOW UP

Every committee shall pres€dt its aDnual report to the Principal preferably by the end of
each academic year.

The report should contain a briefnote on the objectives sel for the year, irformation as to
its achievemeo! what were tbe obstacles if not achieved and how lo oyercome, and action plan
for the n€xt year.

COMMITTEE IN THE COLLECf,, CONTEXT
The committees will have autonomy in making decisions for the attainrnent of its

objectives but will always remain accountable to the Principal.

The recommendation of a Committe.e shall not odinarily be ignored in the ordinary
ualess its recomrnendations are c$gruent with the college mission, and in such an eventrulity,
the Principal may ask tbe committee to rcview is recommendation.

All recommendatioru are to b€ implemenled tbrough the Principel.

The committees should review their own performance periodically. If the targets ate not
achieved within the timeline or if the performance is not up to lhe madq co[ectiv€ and
preventive actioos should be laken.

o



be attained due to reasons beyond its contsol,

committee with no task to perfom may get itself dissolved by making a
to the Principal to lhat effect. A two-third majority in favor of dissolution will

be r€quired to make such a course ofaction.

SEPARATION
A committee with overload of work may make a fomal representation to the Principal

to split (he conunittee from the main committee. The final decision rests on the Principal.

PRINCIPAL
.Y8t^*llllllli'',fJfl [t'-ll'fl ill{;

TAMIL NADU'O]Y IOI o
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OIfice Order /1/ 2015

Dated r 
'! 4 .08.201 5

Sub : office orders - oflice adminislration Allocation ol works / subjects - orders - issued -

Sl.No. Name of Section Name of person
allotted to be ln.charge

Academic Section (A section)

Mrs. S. Sreelekha Kumari

Mrs. K. Veena Krishnan

Mr. K. Ramesh

o

o

A1

M

A3

1

2

3.

Establishment (E.section)

1.

Finance Section (F sectionl

3

F1

Mr. K. Sasikumaran

Mrs. V.R. Sreedevi

l\.,lrs. T. lndulekha

Mr. S. Saleev Kumar1

2 F2 Mr. S. Satheesh

Itlt a yierv b sbear hing the administmtion and updating the oflic€ dournenhtbn, il h6

bdl &cibd b ,€rybs tD nolkirE paranEter ard distribution of vaious allocated subjecls amcng $€

fr.q seclim. Accodingly, in superseding all edier orders, he lollowing office ordsB a,B issued

&catng vabus suLiects and l^o(ks among the seclions / stafi of this institution. ootails of s€clions

h(E dlocated are giwn below:

E,I

E2

E3

2.



M1

M2

M3

Mr. Prem lvlohan

2. Mr. K. Sasikumaran Nair

3. Mrs. S.A. Subha

Hospital Section (H Section) I1 H1

Separate orders will be issued in due course

2. H2

o
otfice Record : Mrs. S. Priya

Details of subjects / uDlks albcated to eadl ol he section flBolioned alons, ae s$aauy 4pended
below:

The individuals put in{harge ot the seclions are directed to maintain all r€gbtec and rccords
pmPerly.

Sl.No. Section

AI

Subjects , Works allocated

1. Conducting UG Exam and Convocalion Scholarship

lor U.G. Students
2. lnspection by C.C.H, University, AYUSH, Govlstate & Central

3. Admission & Registraton related matters of U.G.

4. Firstgraduation BC, SC scholarships

5. Seminars, Meeting, Conlerences, CME

6. Study Tours

7. Exams

8. EmailMessages

Reoisters and records to be maintained

1. First graduation

2. Back$iard class

3. SC/STi SCC

4, Personal registers

5. Periodicals

1

o

Miscellaneous section {M}

1



o

o

2. 1 Al wts rd E !l P.G Cours€s nd{dirE conespoodences

2 Adlirsin, Regisetn ed P.G. Corses
3- CadrfB d PG EIzn & CsrrGtrt. Sdtffiip tx

FG Suhtt
a. hsps&r by C.C.H, UtrErgty, An Sll. Govto{ $aE & CenH
5. Hqild fsrhe ard Fe9{dtim of O.P. $ah.rEnB
6. Ctri, #d ce of studeflts.

7. Prep€ratio ol Moohly 0W orders b. studenb & mtrE
8. Research

9, NAAC

10. S€minars, Meeting, Conferences

11. lnternship related ,/'/orks

12. N.S.S, Red Ribbon, Red Cross
'13. Attendance Register for interns

14. Rural Centers

15. Allmnespondence relates to hospital

Reqislers and records to be maintained

1. Conferences
2. Student Attendance

4. Graduationi Loan Certficate

S.Bonafide Cedmcate

6.Fee Certificate lor l.T.

T.Students Progress Report

Lstudents Mark Entry

9.ComputerWork

Reaisters and records to be maintained
'l.Minutes Registers for all committees

2.Visitors register (Dignilaries)

3.Visitors register (common)

4.Periodical Registers

Person(s) incharge of43, F1 and M1 sections shall

inter-alia in charge olTrust related ,,{orks.

1. All appoinfnents

2. Maintenance of seMce records
3. Fixation of pay

4. Sancton ol increments
5. Disciplinary action

6. Preparalion of Pay bills
7. Meeting of Administrative staff

3

4 E1

A3

Personal Registers

Perirdicals



8. Oflice Orders
9. Duties and responsibilities
10. Performance assessmenl of ,aculty
11. Legal and court cases
12. EPF / ESlAcmunts

Reoisters and recotds to be maintained
'1. Register of service books / remrds
2. Register of mnfdential dossiers
3. Register of remrd sheet
4. Pay bill registers
5. lncIernent sanction register
6. Register o, temporary appointments
7. Register of probatoners

B. Register of approved probationers

9. Regisler of sanctioned posts
'10. Post ledger
11. Name ledger
12. Ail recovery reg'sters
1 3. lnombent regbter
14. EPF contibuliofl Egbter
1 5. Lcs of pay regisbr
16. Personal Register
1 7. Perbdirals

1

5. E2

o

o

1. Leave Sanction
2. Dispat$, Stamp Account
3. Maintenance of Leave Account & entries in the leave records.

4. Attendance

5. Late atlendance

6. Permission

7. Phone message

Reoisters and records to be maintalned

1. Attendance registers

2. Late atlendance register

3. Permission register

4. Phone message register

5. Casual leave register

6. Key handing over register

7. Personal Register

8. Periodical Register



E3

M,I

'1. Tapal Osfibulroo
2. Permission tr Hostel Students and Maintenance ol Registers

3. Receplion in{harge
4. ln{harge of recording lhe various events of this instituton.

Will also assist lhe E1 section in making entries in the service

re@rds and registers and maintaining such regislers

and re@rds.

Reoiiters and records to be maintained

1. Register of important tapals including Regd. Post / Speed post

2. DistributionRegister

3. Movement Register

4, Studenl lale arrivalregisler

5. Personal register

6. Periodicals

1. Building
2. Dead stock
3. Machinery and Equipments
4. Computers
5. Telephones
6. Physical ve fication of slores / dead stock /

Stalionary / Temporary Dead stock
7. Library , Pharmacy.
8. lndlarge ol all {acilities (as detailed above) including

inlrastructure and logistic management. ln-charge of

co-ordinalion with various units and persons

inrharue and report to the head ot institution.

ReoisteIs and records to be maintained

1. Dead stock Register
2. Regbter of Keys i duplicate keys
3. Register of computers printers etc
4. Register of Motor vehicles .
5. Register of buildings
6. Write oI register
7. Auclion sale register
8. Register of unserviceable articles
9. Condemned Articles register

Person(s) incharge ofA3, F1 and lV11 sections shall

inter-alia ln charge of Trust related works.

a
7

o



I

8. !,12

9. M3

10. Fl

1. Bank duty
2. Remittance
3. Out door v'io s

Mrs. Subha, wtro is presently assisting the P.G.

ceordinatols unit is pul in charge ol l\43 section

without prejudice to lhe current dulies. She will
ccordinate wilh the Fl and M'l section and

attend all correspondence of M section

Reqislers and records to be maintained

1. Stationary stock register

2. Stationary lndent register

3. Stationary issue register

4. Register of inrd:es
5. Pedodicals

1. Maintsnance ol munts ol trust / college ad a[
mnstituents

2. Payment oI Salary bills and contingent bilb
3. Maintenance of cash book and allied regisler
4. Closure of cash book on transaclion days
5. Audit related viorks
6. Preparation of all payrnent vouchers
7. Maintenance of day book (payment &
L Budget and expenditure slatement

o

o
Reoisters and records to be mainlained

l. Main cash book

2. Subsidiary cash book (s)

3. Contingenlbill register.

4. Salary billpayment register

5. Payment vouchers

6. Budget sanction register

7. Expenditure register

8. Preparatim of budgel

Person(s) in-scharge ofA3, F1 and M1 sections shall

inter-alia in charge of Trust related works.

Reqislers and records to be maintained
Students attendance register (UG)



Kulasekhllranr, Kanyakurnari Dist., Tamil Nadu
)io. Office order El/ No U2018 Date:01.02.2018

o

OIIice Ordcr 2018

Sub; Office orders - office Adrninistration - Allocation ofrvorkV subjects
orders issued

Ret (l)This office order (No.l/2015)E !.181/2015 dt 14.08.2015 oflhis oflice

Q) El.7 8l l20l 5 dated 3 l. 12.20 I 6

In modihcation and addition to (he above of orders, the following revised

orders are issued allocating/ reallocating various subjccs/ \yorks among the

sectionVstaff of this institution. Details of Subjects/ works thus allotted/

reallocatcd are as given belorv.

dcnric Scction A Section

Al Section (Mrs. S. Srcclckha Kumari)
Alt UG rclated rvorks (Affiliation, Adrnissior/ Registration, Student

Discipline, Examination, Fee Committee, All Scholarships(UG Govt. and others),

Study Tours, Inspcction, Seminar, Faculty Development Programmc,(CME)

e-mail Messages, Endorvment Al Sectiort should assist the ,A2 Scction on nced

basis and vice versa.

Resisterv Records

Scholanhips (Goyt. othen), Originat Certificates, Inspection Fee.

A2 Section (Mrs. Veena Krishnar IC)

All works related to P.G., lnternee (Aftrliation, Admission, Registration,

Seminars, Workshop, Conference, Students clinical Attendance, Examination,

Convocation, Scholarships (PG) Ph.D, IQAC, NAAC, Anti Ragging/Eve Teasing,

Inspectioq Student discipline, Research, Swachh Bharat, Yoga, NPTEL

All \vorks relates to Hospital Correspondence

(Rural Centers, Incentives, OP Statements, Clinical Attendance, Duty orders for
Sludents & Iolems

Section should assist the Al
Registcrs/ Records

o

Original Certificates, lnspection Fee, Scholarships



A3- Section (Mr. K. Ramcsh)
Students Attendance, Bonafide Certificate, Income Tax (students) related

Certificate, Progress Report, Mark Entry, SMS to Parents/ Students, Stake holders
Meeting, ColleBe Committees, Student Prohle, ICT,Review ofvarious Meetings.

Hari Kumar shall assist to send SMS in the absence ofA3 Section.

ReqisterV Records: Register of Minutes, Records relating to Scholarships other
lhan Govt. Scholarships

Establishment (E Section):
El. Scctiotr (Mr. K. Sasi Kumaran)

Establishment (Appointrnen! Promotion Recruitment Policy, Pay and
allowance, EPF, ESI, disciplinary aclion, Performance appraisaV Assessment of
Faculty and staff, Insuranco scheme, office orders/ Incentive to stafi
Training(StafQ performance appraisal / Assessment.

Reqisters & Records

Service Records, Pay bitls of atl staff , Sanctioned Poss, EPF, ESI,

Original Ce(ificates of Staff,
El & ll2 and E3 Sections should assist each othcr on necd basis

E2 Scction (Mrs. V. R. Sridcvi)
Attendance Staff, Dispatch, lrave Sanction, Students Absent Entry (Daily).

Resisters/ Records , Bro ,. - r-., a(r "- ^ 
,r-^ . .

Attendance'& allied Registers, (Staff ) Leave accounts, Stamp Account,

Key handing over.

El & E2 and E Section should assist each other on need basis

E3. Section (Mrs. A.S Lopa Shaji )
Reception, Visitors, Receipt and Distribution of Tapals. Distribution

Registers, Rcgister of Important Tapals. Movemcnt Registers. In charge to
coordinale with the Office and luraish details and informations required by IQAC
Miscellaneous Section:

M-2 Scction (Mr. IC Sasikumaran Nair)

Cuest Treatment, Bank Duty, Student's Attendance Register Ile shall assist

E2 Section on need basis.

M3- Sectioo (Mrs. S, A. Subha)

All Conespondence relates to all miscellaneous subjects including purchase

inftastructure, licenses, Celebrations, Functions, Motor Vehicles, Students ID'g

Hostels etc, to Asst. PG. Coordinator. Assist A2 on P. G. related works. NSS, Rcd

(

(

Ribbon Club, Rcd Cross



Accounts Sectior (Finilncc nliltl a genrent):

Head Accoutrtatrt (F1) Mr' S' Sajeev Kumar

Mainrenance', ^.."y: 
* 
fi:ti;illH:l*:t:P:';:ff 

& Receipts)

Budget & ExPenditwe' Monitoring I

Cash, ReceiPt and exPenditure & refunds, PreParati on of Statement ofDues

th. AlI statements including

and other statements before 15t of every mon
ugh Head Accountanl O S',

Day book should be submitted to the PrinciPal thro

O.M., F2 and a ch

All rccords & Registers

Cashier (F2) Mr' S' Ssthcesh

relate to the Accounts & Audit'

*tttYr}::::llegisters 
& records pertainins to Receipt & Pavments'

F3 - Scction / Asst Cashicr

Mrs' T' lnttulekha 
ssion to Hostelle*' In

(on need basis) Filing of account Vouchers

additional Charge to assist the Cashiera

S

Register of events

Estate Manager (Shri' KesaYan Nair)

Monitoring the Slock) Entries of 41l stock Registers includin o Motor

Vehicles. Physical vedfication of Stores & Stocks Assist to Place work(

a
&Lt$L*'t**"0** 

Resister of Keys & Duplicate Kevs, Register

$",Yffi"'I;'f;1#1":rs1#I'#:1.,r;*ni'tlln;, .

*i{,*ilTt*J,"#.tr',:"::l*iTT:;fi "':'\""}""Ji"'"iH'}'Tl

Orders/Su pplY orders/ Sanction orders etc. Coord inating rvith the llead Accoun1&

conesPond encc.

b). Need based
'$?llHlliio,, o"*entbills relate to Hospital units

c). Verification
ital Machinery & Equipments'

a). Maintaintng Mas

unit stock Register ofPharmacy all stock Registers of Hospital
ter Stock Registers of HosP

HosPital Matena

b). Monit

ls

Units

odng the



Mr. Prem Mohan (Maintenance Head)

Human Resources, Hostels, Mess, Canteen, Stores, Net Caf6,

Watch & ward (Security), Computer Sofl.rvare, House Keeping, Bio- Metric
attendalce system.

(Mr. Hari Kumar B,) ICT i/c (Tcchnician)

He will be in charge of installation & maintenancc of computers &

accessories, Telecommunication facilities, Camer4 Video Coverage, CCTV,

Photo Coverage, Water puriher and Bio metric Attendance systems

Ile shalt assist lo sent SMS in the absence of.A3 Section

istels/ R ords to bc maintaincd and monitored b the desi ated

All sectiors should properly rnaintain personal Ilegisler & allied

Rcgister and Periodical Registcrs.r,^
B. Slaji, I.C.T. i/c!-) (, U^-'..i )

I{e rvill be in charge ofICT and Biometric attendance nanagement system

and its follorv up

RecisterV Rccords lo be maintained and monitored by the desienated Derson(s).

All sections should properly maintain personal Register & allied

Register and Periodical Registers.

These orders shall takes effect from 0l .02.2018

a

rr nclp.ir I

a
To

rulsm,nl'.#l6Pll61Px;All Sectionv Staff incharge

Copy to Principals table

Copy to DMS
Copy to Co-ordinator IQAC
Copy to OIWOS

Copy to SF (El)

t3::BT";I(

oe

o

q^.



Registers to be maintained itr scctions

o

1. A1 . Mrs' Sreelekha Kumari

3 A3- Mr' K' Ramcsh

Minules Registers'

A. ScholarshiP
l.BCA{BC
2. sc/sT
3 FiIst Graduation

i' Co.tt' s"nor otsrtiPs (others)

t' i*""t" Fee' Examination Fee

B. ori;;;;6;'1ifi *tes (sludents- BHMS)

'' x[#J"Tlijfllli"""'o,
i*i""tioo P""' g*otination Fee

SchotarshiPs Govt' (othersl

Meeting Registers

o

4. El. I\1r' l(- Sasikumar:rn

Service Records --
Pav Bills of all statl

.Sanctioned Posts

EJ#"'?l 
c"rtir'"ute' or st"tt

t " T;,.I};llilllsir"rs ts'L''r'nt' a strro

'":u:nL-"n:lllu f ii i';[*, "'" 
.,

6. E3. Mrs' A'S'LoPa Shnji

Distribution KegrstEts-
"n'"ni,* of rrnPono^t tuPutt'

Mo-vcment Registers

?. M2- Ittr' K' Sasikunraran Nnir

Studens Attcndance Rcgister

8' M3- s'A sublta - rp Motor vehicle/Spirit licensc

Register of Licensesl t te t



w

9. Head Accountant Mr. S. Sajecv Kuurar
All records & Registcrs relate to cash, Accounts and Audit

11. Asst. Cashicr F3- Indulckla T.
Register of events

12, Estate Manager Mr. Kesavau Nair P.

Master Dead Stock I(egistcr, Rcgister ofKeys & Duplicate Keys, Motor Vehicles,

Condemned Articlcs/ Auction Sale

13. Hospital Reccption/Laison Officcr Mr.C.K.Pradeep Kumar
Master Dead Stock l(egisters of Hospital Materials, Machinery & Equipments

14. Mr.Ilari Kunrar, Technician
ComJ,uters/ Acccssories / Printers/ CCTV Carnera etc

Common Registers to alt Scc(ions

Personal Registers

Next Reminder Diary

Taking Prornpt Actior/ Timely Action

(

I

D

Kulasekharam
K.K.Dt..629 161

10. Cashicr (F2) Mr. Satheesh S.

All registers and l{eoords relatc to receipt and Payments.

All Section (incharge) must maintain Reminder Diary (Next Reminder Diary)

Wherein details offiles pending/ action to be taken has tGbe recorded and monitored

daily.

If any matter is pending such information has to be passed on to the concerned

(PrincipaU DMS/etc.)
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Sarada Krisbna
Homoeopathic Medical College

Kulasekharanr, Karuriyakurnari Dist, Tamit Nadu

\Dfl I \ tst R\r'lYf {t DIT 2016-2{117

Administr:tive Adit is aimed at to assess $e adminisrative inFastructue of the

insiturioo to coofirm tbat it is fit for the purpose of supporting validated programmes and to

mlude diliSirc Checks.

AdmiDi.saive audit i el alia covers the Institutional strategy, financial status, planning

govenrance and administative stafling.

Thc AdminisFativ€ section of the Sarada Krishna Homoeopathic Medica.l College,

lfuhsettaEm, supports the centra.l activities of the college. The section is a deligent facilitator

of thc entire affairs of the college and assists the institution in its larger goal of pursuing

acadernic excellence. The administration s€ction regulates a(endanc€ matrageme , work flow
for noting, drafting, file processing, file movement across the various sections of the college

rhrough proper channel for approval and sanction.

The guiding principles for efficient administmtion ale provided by the maragement and

the rules and rcgulations made there on along with the ruleJorders/.egulations by the Ministry of
AYUSH, (GOD, CCH, Go!1. of Tamil Nadu and the Tamil Nadu Dr. M. G. R. Medical

University, Chennai and other statutory bodiqs.

The entire oflice administration is dealt with in 4 different sections

a- Academic (A Section)
b. Establishme (E Section)
c. Finance (F Section)
d. Miscellaneous (M Section)

The administration of rhe college ollice is under the supervision of an Office Manager, Office
Supdt. and Estate Manager under the overall Supedntendence and control ofthe Chairman<um-
Principsl.

Detailed oflice orders giving specific responsibilities to different administrative sections are

given in Annexure A.

'Ihe office facilities are fully computerized and IT enablcd

The administrative section is in charye of different postvemployees, appointed with all rhe

necessary procedural requirements. Confidentiality of records and information is maintained

with at most care. Records management, Data base and preparation of forms and forrnats for
various administrative activities are donc by lhe administrative section .

'fhe administrative
lnstitution.

section deals with all $e service related matters of the employees of the

)'



ha.l I duction atrd appraisal of Administratite strll
S lfuishoa Homoeopathic Medical Collcgc, Kulasekhararn bas its onu rscruitmcot polic)
b Fovile a sound frarnework lbr the recruitment and selection of admini*tirt slrff *tich
& trets the collegc requircnlents of Equal opponunitics policy ard all otb t*rr
@orDetrt regulations. Appointrnent to the posts included in Administrative $aff c&gri!3
are made b1'the committec on appointments comprised of

l.Chairman ofthe Managing l rust
2.Principal
3.Section Head

Chaiman
Member
Member

Administrative staff strength for year 2016-17 is -28

l,Icltingsnnteractions of Adminisuative staff are being regularly conducted to review the tasks

sigDed to the administrative stall

tr 2Ot 6- 17 two such meeting are conducted on 126 october and 02nd January 2017

Perfomance appraisal of Administrative Staff
A performance appraisal method is followed for evaluation of Administrate staff. The

petformaoce is apprised by he section Head office supdl/office manager/Administrative
perforoaoce appraisal is done for every calendar year.

The administrative has also in place a 24 x 7 secudty mecha.nism in the campus mooitorcd by
CCTV cameras installed Vantage points of the College cmpus.

heclude to the annual audit of accounts by the extemal auditor, intemal audit have also been

cooducted as one ofthc good practices followed.

Tool Budget and Expcnditure details for the finarcial year 20l6-17 is a-s given bclow:

Budget Allocation - 72148500

Total Expenditure - 11620302

hformatio[ and Communication tcchnolos/ certre.

ICT Centre of the institution catgrs to the needs of different academic departments ard
y&ious unitvs€ctions of the College. The mission of ICT enabled servic€s at the college is to
seate and maintain I.T. environmeol in pursuit of academic excellence. The ultimate aim is to

J

Iinance and Accourts
The Finance and accounts section is a part of the Administrative dispensation at the

Sarada Krishna Homoeopathic Medical College. The Sectior diligently maintains Books of
Accounts as p€r the Accounting standards set by the lCAl. Payments made through vauchers and

adjrl9meflts bills are accounted under rclevant recurring and non recurring heads such as salaries,

uintermnce, developme[t of campus, deposts and advances. Accoults are compiled througb
Eceipts and payments account and classified as Income and Expenditue and Balance sheet,

u,hich are bifticated with rcspective schedules that are prepared annually alld retums arc filled
with Imome Tax Departmert. Thc audired Annual statemenls are placed before the Board of
Trusiees, Finance Committee and College Council for perusal a.nd approval.

'a
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o

prwilc svice to promote alld assist the use of new computing technologies among th€ students,

$afl: d r{mini<tatiotL College manages vadous computing and IT enabled communication
facililia ircluding Wifi coDnectivity across the campus. The institution have adequate number of
dcdq srsems in the form of computers and peripherals for independent study add leaming
witt s4port fiom faculty and experts. All UG/PG and Research Depts have been equipped with
idcr ad hta coDnected clmputer and peripherals. A separate Net Cafe is also in place within
tbe cmpus for the benefit of students and staff

SCIST CelvEqurl opporturity celyOBC .nd Minority cell
The SC/ST and OBC and Minodty cells irave been constirutd as per the standald guidelines.

These cells elsure the cffective iEplementation of rcservation policies of the Govt. ilr the
admissiotte accomnodation in Hostels, vadous scholarship and education concessions available
to the sectioos.

Equal opportudty c€ll ensu€s.
a" To ssfeguard the interests ofthe students without any prEjudice to their caste creed, rcligion,
language, ethnicity, gender and disability.
b. To promore equality among students ofall sectioN ofthe society.

c. To elioioate discriminations against or hamssment of any student i.o alt foms by prohibiting it
ard by providing for preventive and prctective measues to facilitate its eradication in any form
of discrimination or hafassment.

RECORDS RELATE TO STUDENTS
All records rclate to Admissiorlstudent induction process, students attendance are

maintained in the Administrative seclioo.

As part of the monitoring aDd Evaluation and to get nccessary feedback ftom students

atrd parEnts a system is ir plac€ to communicate with pare s through SMS.

Details ofstudents admitted in tbe Academic year 201617 is given below:
UG_99
PG_30

Evaluatiory' Examinations
The institution has established an evaluation ccll at the college level for evaluating

the achievements and performance oflhe studelts both in academic and clinical area" It conducts
the internal assessment and University Examinatioos effectively by strictly adhering to the rules
and regulations of Oe rcgulatory Mies.

Al1 records relate to the both Inlemal and Extemal Examinations are documented
and maintained in rhe concemed Academic s€ctions of the Administativd wing.
Details Showing Iatemal and Extemal Evaluation held during the Year is furnished below:

Intcrnal Evalualion Ilxternal Evrluation
201G20t7

19.12.2016 to 22.012.201 6
28.12.2016 to 3 l.l2.2ol 6
02.01.2017 to 12.01.201'l
27 .03.20 | 7 to07.04.20 l'1
17 .06.201'7 to 23 .06.201'l
28.06.201'l to 0l .0'7 .2017
03.07.20 l'7 to 05.0'7.2017
I 1.09.2017 to 2'1.09.20 l7

17.10.2016 to 21.10.2016
24.10.2016 to M.l 1.2016
07. t 1.2016 to t0.l1.2016
26.12.20 16 to 30.12.201 6
03.01.2017 to 05.01.2017
0t.02 -201,'7 to 24.02.20t7
15.05.2017 to 30.05.2017
0l.06.2017 to 09.06.2017
01.08.2017 to 22.08.2017



Physical Verilication Stocks snd Stores

As part of the administrative measue physical veification of stocks and storcs ir
being regularly conducted slocks held by the HoD's have been verified as on I't Apdl e\llrrr
year. Other stocks viz . Dead stock and fumiture etc all other material stocks arE being veri6cd
amually

Details of Physical Verification of stocks conducted in the teaching Departments for the Year
2016-17 are ven below

GUIDELINES
Primary and key actions of the committees are aimed at achievirg the College

Mission, especially the attairulent of Excellence in teaching, leaming arld research.

If there be a need for appointing additional committe€s, the Principal shall appoint
such committees in consultation with the Chairman, College Council and IQAC.

o

a

SI No Name ofthe Department Date on which P.V Conducted
1 Anatomy 12.04.201'1
2 Physiology 12.M.20r'1

OrEanon 10.04.2017
Materia IUedica1 10.04.2017

5 Pharmacv
6 Forcnsic Medicine
'1 Practice of Medicine 11.04.2017
8 Pathology 13.M.2017
9 Surgery 12.04.2017
t0 oBc 10.04.2017

Community Medicine t2.04.2017
t2 Repertory t2.M.2017
l3 Paediat ics

GINDELINES FOR COLLEGE COMMITTEES
CoEmittees are constituted for the efficieut functiooing of the collegc administration

facilitating decentraliation aud participatory maintenanc€ for achieving the College Mission.
The College Mission will act as the yaldsrick for s€tting alld evaluating the objectives, goals
aod targets ofthe Corrnitbes

Colleg€ Corunittees locludes

(.) Committees arc those mandatorily constituted as per the provisions of CCH & The
Tamil Nadu Dr. M.G.R. Medical University, Chennai. and as per the guidelines issued
by the statutory authorities from time to time. The tenure and constitutior of rhes€

c{mmittees will be detemined by the College Council.

(b) Other committees are those appointed by the Principal in ordei to facililate college
administation.

(c) Ad-hoc commiftees arc those that ar€ appointed purely on lemporary basis for
performing coDtingency duties.

The Committee Co-ordinator, in consultation with the Principal, will finalize names of
members of committees.

3

14.04.201',7

t3.04.2017

12.04.201't



o

OONSIITUTION
Erh commiuee shall have a Convener / Co-ordinator. All of them must be permaneol

Feulty. This is rcquircd in order to etrsue continuity in administrative work.

If otherwise not specified, members of committees shall be appoinled on "rotation". The
Ecobers shall serve the term as Fescribd in fie Poticy/ Guidelines of the Commitrees
cooc€med.

Ifa casual vacancy arises in a committee due to a member voluntarily vacating the seat or
due to any other reasoD, a trew member could b€ appohled to fill the vacancy. This member shall
serve for a period equivalelrt to lhe balance of the term ofthe person whom he/she has replaced.

The Principal ofthe college, in consultation with the IQAC, can replac.e any mernber ifa
member is found !o be un{it to hold such an assigEne .

MEETINGS

All decisions ofthe committees should be laken by consensus. If consensus could not be
rcached Policy decisions will be by voting on twc.third majority-present and voting.Two-lhird
of the membeE shall form the quorum for the meeting. Io the absence of quomm for two
corsecutive meeting the % ofthe members shatl take decisions in the s€coDd meeting,

The commitlee is free to frame its own rules and proc-edures for its firnctioning. The rules
can be enforced only with the written asseot of the pdncipal.

The minutes of the committee meeting should be properly recorded and all members of
the committee present at the meethg should put their signatrE on the document.

The committees should have an actio! plan and schedule for achieving its goal and for
the effective frnctioning of the committee throughout the year. The committees should meet al
specific intervals.

The c.mmittees will have complete freedom within their scope of perfomrance of their
resp€ctive finctiols. In order to improve the work elliciency of the various committees, the
Principal shall provide the required support facilities.

The Principal shall make financiallbudgetary allocation to meet the expenses towards
mainteDance and financial rEquirements for conducting programmes.

REPORTING AND FOLLOW UP

Evcry committee shall present ils anrual repod lo the Principal preferably by the end of
each academic year.

The repot should contain a briefnote on lhe objectives set for the year, inforrnation as to
its achievement, what were the obstacles if not achieved and how to overcome, and action plan
for the next year.

COMMITTEE IN THE COLLEGE CONTEXT
The committees will have autonomy in making decisions for the attainment of its

objectives but will always remain accountable to the Principal.

The recommendation of a Committee shall not ordinadly be ignored ia the ordinary
unless its recommendations are congruent with the college missioq and in such 8r1 cventuality,
the Principal may ask the commiftee to review its recomm€ndation.

All recomrnendations are to be implementcd tkough the Principal.

The committees should review their own performance periodically. lf the targets arc not
achieved within the timeline or if the performance is not up to the mark, co[€ctive and
preventive actions should be taken.

Ifthe larget cannot be attained due to reasons beyond its conlrol, they must be rcvisd.

o



DISSOLTITION

Any comminee with no task to pedorm may gct itself dissolved by
representation to the Principal to that effect. A two-thid majority in favor of dissolution
be required to make such a course ofaction.

SEPARATION

A coomittee with overload ofwork may make a foroal rcpreseotation to the Principal
to split the committee from the main committee. The final decision tests on the hhcipal.

PRINCIPAL
SARADA l(RISllI{A tl0itotoPAllllf' l.rlttt t r'" c"r

KUIASEI$ARA, IOI{YA(UI'
TAMII, N-ADI'

a

tu



i
office 0rder/1/ 2015

E1 I 78112415 Dated 14.08 2015

Sub : Oflice orders - ofllce administraton Allocation of works / subiects - orders - issued -

With a view to streamlining lhe administration and updating the office documentation, it has

been decided to revise the working pararneter and dislribution of various allocated subjocts anDng he

different sections. Accordingly, in superseding all earlier orders, he following office orders are issued

allocaling various subjects and uorks among the sectjons / slaff of this inslitulion. Details of sections

thus allocated are givsn below:

Sl.No. Name of Section Name ol person

allotted to be in-charge

Academic Section (A section)

Mrs. S. Sreelekha Kumari

Mrs. K. Veena Krishnan

l\4r. K. Ramesh

o

1

3.

E22

A1

M

A3

Establishment (E.section)

1.

a
E1

E3

F1

l\4r. K. Sasikumaran

l\4rs. V.R. Sreedevi

Mrs. T. lndulekha

l\4r. S. Sajeev Kumar

3.

Finance Section (F section)

1

2.

I

Mr. S. Satheesh



Ibcellaneous section (M)

[11 l\.4r. Prem lMohan

M2 lr,lr. K. Sasikumaran Nair

t,43 Mrs. S.A. Subha

Hosoilal Section (H Section)

H1

Separate orders will be issued in due course

Office Record I Mrs. S. ftiya

Details of subjects / rorks allocated to eadr of lhe section rEnlionsd alone, ae s€pady mded
below:

The individuals put indErge of the sections are directed to maintain all registgs and recods
properly.

Sl.No. Section Subjects / Works allocated

A1 I . Conducting UG Exam and Convocation Scholarship
for u.G. Students

2. lnspection by C,C.H, University, AYUSH, Go(-State & Central

3. Admissioo & Registration related matters of U.G.

4. First graduation BC, SC scholaEhips

5. Seminars, Meeting, Conferences, CME

6. Sludy Tours

7. Exams

8. EmailMessages

Reoisters and records to be maintalned

1. First graduation

2. Backward class

3. SC/ST/SCC
4. Personal registers

5. Periodicals

1

2

3.

1

H22.

1

o

o



2. N 1. All wofis relating to P.G. Courses induding cor€spolxhrces
2. Admissim, RegisEation and P.G. Courses

3, conducting ol PG Exam & Convocalion, SdlolaGhip fur

PG Students

4. lnspeclion by C.C.H, University, AYUSH, Govt.of Stab & C€ntral

5. Hospihl lncentive and preparation of O.P. Shtemonb

6. Clinicd atlendance ol students.

7. Preparation ol Monthly Duty orders for stud€nb & lntems

8. Research

9. NAAC

10. Seminars, Meeling, Conferences

1 1 . lntemship related vorl$
12. N.S.S, Red Ribbon, Red Cmss

1 3. Attendance Register for intems

14. Rural Centers

1 5. All conespondsnce relates to hosdtal

Reolsters and recods to be maintained

Personal Regislers

Perbdicals

'1, Conlerences
2. Student Attendance

4. Graduation/ Loan Cerlilicale

5,Bonafde Cerlilicate

6.Fee Cerlificate lor l.T.

T.Studenb Progress Reporl

Lstudenb Mark Entry
g.Computer Works

Reoisters and records to be maintalned

l.Minutes Registers for all committees

2.Visitors register (Dignitaires)

3.Visitors register (common)

4.Periodical Registers

Person(s) incharge of A3, F1 and Ml sections shall

inter-alia in darge of Trust relaled u/orks.

1. All appoinlrnents

2. Maintenance of service records

3. Fixation of pay

4. Sanction of incrernents

5. Disciplinary action

6. Preparation ot Pay bills

7. Meeting ol Adminislrative staff

o

A3

o

4. Et



I
L Ofllce Orders
9. Dutjes and responsibilities
10. Performance assessment of fm.llty
'l 1. Legal and court cases
12. EPF / ESI Acmunls

Reqisters and records lo be mainlained
'1. Register of service books / records
2. Register of confdential dossiers
3. Register of record sheet
4. Pay bill registers
5. lncrernent sanction regisler
6. Register of lemporary appointmenls
7. Register of probationers

8. Register of approved probationers
9. Register of sanctioned posts
'1 0. Post ledger
11. Name ledger
'12. All recovery registers
'1 3. lnombent register
14. EPF contifution register
15. Loss ofpay regisbr
16. Personal Register
17. Periodicals

o

5 E2 1. Leave Sanction
2. oispatci, Stamp Account
3. Mainlenance o[ Leave Account & enldes in he leave records
4. Attendance

5. Late atendance

6. Pemission

7. Phme rnessage

Reqisters and records lo be

1. Attendanceregisters

2. Late atiendance regisler

3. Permission register

4. Phone message register

5. Casual leave register

6. Key handing over register

7. Personal Register

L Periodical Register

o
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M1

1. Tapal Elislribution
2. Permission lo HostelStrdents and MainBlarce ol Ft€grsters

3. Reception in{harge
4. ln-charge of recording the varbus events of this institutbn.

Willalso assrst the E1 s€ction in making enfhs in h6 sorvice

records and registers and maintaining sudl Ggisbrs
and records.

Reqisters and records to be maintained

1. Register of important tapals induding Regd. Poet I Speed post

2. Distibulion Register

3. Movement Register

4. Student lab arival register

5. Personal register

6. Periodicals

1. Building
2. Dead stock
3. Machinery and Equipments
4. Computers
5. Telephones
6. Physical vedficalion of slores / dead stock /

Stationary / Temporary oead stock
7. Library , Pharmacy.

L ln-charge of all lacilities (as detailed above) including

infr6tructure and logistic managemenl. lndlage of

m-ordinalion with various unils and persons

intharge and report to be head of institution.

Reoislrrs and records to be maintalned

1. Ded stock Register
2. Register of Keys / duplicate keys
3. Register of computers printers etc
4. Register of Motor vehicles
5. Register of buildings .
6. Write of register
7. Auction sale register
8. Register of unserviceable articles
9. Condemned Articles register

Person(s) incharge ol A3, F1 and tr41 sections shall

inter-alia in charge of Trust related works.

o

o

1

E3
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8. t!12 1. Bank duty
2. Remittance
3. Outdoor v/orks

s. M3

10. F1

Reoislers and records to be maintaired
Sludents attendance register (UG)

Mrs. Subha, wtro is presently assisting lhe P.G.

ccordinators unit is put in charge ol M3 section

without prejudice to lhe cunent duties. She will
co-ordinate wilh lhe F1 and l\,11 section and
attend all mnespondence of M section

Reoisters and records to be mainlained

1. Stationary stock register

2. Stationary lndent register

3. Stationary issue regisler

4. Register of invoices

5. Periodicals

'l . Maintenance ol accounts ol tusl / college ad dl
mnslituents

2. Payment of Salary bills and contingent bills
3. Maintenance of cash book and allied register
4. Closure of cash bodk on transaction days

5. Audit related vorks
6. Preparation of all payrnent vouchers
7. Maintenance of day book (payrnent &
8. Budget and expenditure stalement

o

Reoisterc and records to be mainlained

1. Main cash book

2. Subsidiarycash book (s)

3. Contingent bill register

4. Salary billpayment register

5. Payment vouchers

6. Budget sanction register

7. Expenditure reglster

8. Preparation of budget

Person(s) in-scharge ofA3, F1 and Ml seclions shall

inteFalia in drarge of Trust related uorks.

o



't't. F2

These orders shall takes effect from 01.09.2015,

To

Allsections in{harge
Copy to D[4S

Copy to OS/oM

Copy to Principal's table

Cop/ to Advisor's tabl."

wedpy to SF (E1)

Copy to ofllce order book

1. Cash - Receipt & charges and Refunds

2.N4aintenance of Day book - paymenl & receipl
3.Colleclion of Fees

4.Preparalion ol expenditure statemenl
Regislers and records to be maintained

1. Register of rixed charges
a. Elecficity
b. Telephone
c. Rent/Rate/Taxes
d. Watercharges

2. Register olcheques / D.D. issued
3. Register ofcheques / D.0. received
4. Pe odicals

o

o

Kulasekhartm
K.K.Dt.,629 16i

(Ris ,rA

TAMiL
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Sarada Ifuislura
Homoeopathic Medical College

KulasekhararU Kanniyakumari Dist., Tamil Nadu

AINIINISTRA.TIVE ATIDI'I' 2OI5-20I6

Administrative Audit is aimed at to assess the administrative infrastructure of the
institution to confirm that it is fir for the purpose of supporting validaled programmes and to
conclude diligence Checks.

Admini$aive 8rrdft irrrr alia covcf,s the Institulional
govrrocc [d t&nid<nrdi]t Gffrg

strategy, fi nancial status. planniDg

The Administ'ativc sectioo of the Sarada Krishna Homoeoparhic Medical College,
Kul^er.har@, supports the central activities of the college. The section is a dcligent facilitator
of the earire affairs of tbe college aod assists the iDstitulion in its larger goal of pursuing
ademic excellence. The adrninistatio[ section regulates attendance management, work flow
for noting, drafting, file processing, file movement across the larious sections of the college
through prop€r channel for approval and sanction.

The guiding principles for eflicient adminisuation are provided by the management and
the mles and regulations made ther€ on alorg with the ruleyordervregulatioDs by the MinisEy of
AYUSH, (GOD, CCH, Govt. of Tamil Nadu and the Tamit Nadu Dr. M. G. R. Medical
University, Chennai and other statutory bodies.

The entire oftice adminisrration is dealt *ith in 4 different sections

a. Academic (A Section)
b. Establishment (E Section)
c. Finance (F Section)
d. Miscellaneous (M Section)

The administration of the college oIfice is under the sup€rvision of an Office Manager, OIEce
Supdt. and Estate Manager under the overa.ll Superintendence and control of the Chairman-cum-
PliDcipal.

The administrative section is in charge of different posts/employces, appoinled with all the
necessary proceduml requirements. Confidenliality of records and informatiol is maintained
with at most care. Records manag€ment Data base and preparation of forms and formats for
various administralive activities are done by the administrative section .

The administrative
Institution.

section deals with all the service rclated matters of the employees of the

Dctailed ofiice orders giving specific responsibilities to different administ ative sections are
given in Annexure A.

The office facilities arc fully computerized and IT enabled.



Rccruitmetrt Itrduction aBd appraisal of Admioistrrtive st ff.
Sarada Krishna llomoeopathic Mcdical College, Kulasekharam, has its o\ttr r€cruirn poltlr -

to provide a sound framework for the recruitrnent ard selcction of admiaistrarive saff t*l
also meets the college requiremenls of Equal opportunilies policy and all other El6.!!a -
emplo)ment regulations. Appointment to the posts included iII Administrative slaff categori6
zre made by the committee on appointments comprised of

I .Chairman of the Managing Trust
2.Principal
3.Section Head

ChaiIman
Member
Member

Performance appraisal of Administrative Stall
A performance appraisal method is followed for evaluation of Administrate *aff. The

performaocc is apprised by he section Head office supdt-/officc m,n'geniAdministrativc

performance appraisal is done for every calendar year.

The administrative has also in place a 24 x 7 security mechanisur in the campus monitorcd by
CCTV carneras installed vantag€ points ofthe College campus.

Fidance and Accoults
The Finance and accounts section is a part of the Administnrive dispelsarion at the

Sarada Krishna Homoeopathic Medical College. The Section diligently maintains Books of
Accounts as per the Accoulting standards set by lhe ICAI. Payments made through vauchers and
adjuslrnents bills are accounted under relevant recurring and noD recuring heads such as salaries,
maintenanc€, development of campus, deposts and advatrces. Accounts are compiled tbrough
rcc€ipts and payments account and classified as Income and Expelditure and Balaoce sheer,
which are bifricated with respective schedules that are prepared annually and returns are filled
with Income Tax Department. The audited Annual statements are placed before rhe Board of
Trustees, Finance Committee and College Council for perusal and approval.

PrEclude to the annual audit of accounts by the extema.l auditor, internal audit have also been

conducted as one ofthe good pmctices followed

Total Budget and ExpeDditure details for the fiIlallcial year 2015-16 is as given below:

Budget Allocation - 63067700

Total Expenditure - 62'110330

Information and CoEmunicitiotr aecbDolo8 cetrtre.

ICT Cenrr,e of the institution caters to the needs of different acadeBic depafiments and

vadous ulits/sections of the College. The mission of ICT enabled services at the college is to
crcate aDd mfitain I.T. eNrvLotrment in pu$uit of academic excellence. The ultima& 8im is to

o

a

Administrative starl stength for year 2015-t6 is -25

Meetings/hteractions of Administrative staff are being regularly conducted to review the lasks

assigned to the adoinistralive staE

ln 2015-16 two such meetitrg are conducted on 28s MarEh and 136 July 2016.
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F vlb svica ro Fomre and assis the use of ne\\' computing technologies among lhe studcnts,

lld d r.rnini<Erfu4 Collcge manages various computing and IT enabled communication

hieb irdrdiog lfifi coonectirity across the campus. The institution have adequate number of
dc&, tFcos il tbe form of computeN and peripherals for independent study and leaming

sih qorr Aom faculty and experts. All UG/PG and Research Depts have been equipped *ith
ic ad intra connected computer and periphemls. A separate Net Cafe is also in place within

tb campus for the beoefit of students and stafl

RECORDS RELATE TO STUDEI{TS
All records relate to Admissiotr,sluded induction plocess, students attetrdatrce are

maintained in the Administrative s€ction.

As part of the monitoring and Evaluation and to get trecessary feedback ftom students

and parc s a system is in place to communicate with parcnts though SMS.

Details of students admitted in the Academic year 2015-16 is givcn below:

uG - 100

PG-30
Evaluatiory' Examinatiols

The institutiotr has established an evaluation cell at the college level for evaluating
the achievements and performaDce ofthe students both in academic and clinical are& It conducts
the hte!tral assessment and University Examinations effectively by strictly adh€ring to lhe rules
and regulations of the tcgulatory Mics.

All records relate to the both Intemal and Extemal ExaminatioDs arc documcnted
and rnainrained in the concemed Academic sectioDs of the Adminisaative wing.
Details Showing lnternal and Extemal Evaluation held during the Year is fumished bclow:

Intcrnal Eyaluation Erternal EYaluatiotr

1 5. 10.201 5 to 27.10.2015,30.10.201 5
0l 02 20l6 ro 02.06.2016
15.0.1.2016 tol 1.05.2016
0l.08.2016 to 23.08.2016

SCISI C.lVEqud opporluuity celUOBC ald Minority cell
The SOST aod OBC and Minority c.lls have been constit*ed as per the stardard guidelines.

These cells emure the effective implemenlalion of res€n'ation policies of the Go\t. in the

admissioo, accommodation in Hostels, various scholarship and education concessions available

to dte s€ctiols.
F4ual opportunity cell ensures.

a. To safeguard the interests of the studems without any prejudice to their caste creed, religion,

laoguage, etlEicity, gender and disability.

b. To promote equality among students ofall sections ofthe society.

c. To eliminate dis$iminations against or harassment of any student in all forms by prohibiting it
and by providing for preventive and protective measures to facilitate its eradication in any form
of discrimination or harassment.

2015-2016
26.06.2015 to 04.07.2015

22.07 .2015 to 27 .07 .201 5, 10.08.201 5

21.09.2015 to 03.10.2015
03.12.2015 to 08.01.2016
02.12.2015 to 05.12.2015
28.01.2015 to 30.01.2016
01.04.2016 to 08.04.2016



19.04.2016 to 23.04.2016
I1.04.2016 to 21.04.2016
25-06.2016 to 02.0'l .20|6
20.o't .2016 to 23 .07 .20t6
27 .07.2016 to 30.07.2016
02.08.2016 to 07.08.2016
23.09.2016 to 30.09.2016

r

Physical Verificalion Stocks and Stores

As part of the administrative measwe physical verificatio[ of stocks and siores arc
being regularly conducted stocks held by the HoD's have been verified as on ls April every
year. Other stocks viz . Dead stock and fumihrle etc all other material stocks are being verified
annually

Details of Physical Veiificalion of stocks conducted in the tcaching Departmenls for the Year
2015- 16 are bclo*:

GUIDELINES FOR COLLEGE COMMITTEES

Committees arc constituted for the efficient functioning of the college admioistration
facilitating decentralization and pafticipatory maidenanc.€ for achieving the College Mission.
The Colleg€ Mission will act as the yardstick for setting and evaluating the objectives, goals

and urges ofthe Cornmiuees

College Committees lncludes

(r) Committe€s are those mandatorily constituted as per the provisions of CCH & The
Tamil Nadu Dr. M.C.R. Medical University, Chennai. and as per the guidelines issued
by the statutory authoities from time to time. The tenue and constitutiol of these
committees will be determined by the College Council.

(b) Other committees arc thos€ appointed by the Pdncipal in order to facilitate college
administration.

(c) Ad-hoc c4mmittees are those that arc appointed puely on temporary basis for
perforrning contingency duties.

The Commitke Cqordinaaor, in consultation with the Principal, will finalize names of
members of committees.

o

a

Sl No Name ofthc Depanmeat Date on which P.V CoDducted
l Anatomy 15.04.20r6
2 Physiology 12.04.20t6
3 Organon 0'1.04.2016
4 Materia Medica 11.04.2016
5 Pharmacy 0'1.04.2016
6 Forensic Medicine 12.M.2016
7 Practice of Medicine t2.04.20t6
8 Pathology 12.O4.2016

9 Sugery 13.04.20r 6
l0 OBG 09.04.2016
ll Community Medicine 12.O4.2016

12 Repenory 15.04.2016
ll Paediatrics I1.04.2016



o

o

GUIDELINES
Primary and key actions of the comminees are aimed at achieving the College

Missioq especially the attainment of Excellence ir teaching, leaming and research-

lf there be a need for appointirg addirional cornmiflees, the Principal shall appoint
such committees in consultation with rhe Chaimraru College Council and IQAC.

CONSTITUTION
Each coDmitte€ shall have a Coovener / Co-ordinator. All of them must be permanent

Faculty. This is rEquired in ordcr to eosutr contiouity ir administrative work.

lf otherwisc not speci6o4 msnbers of coDmittees sball be appointed on 'rctation". The
members sbsll s€f,ve ttc tclm &s pncsclibed in the Policy/ Guidelines of the Committees
concerned"

If a ca$at tr@y aris6 iD 8 c!@mittee dle to a memba voluntarily vacating the seat or
dw to aay other reaso4 a rew meobet could be qpointed to fill the vacancy. This member shall
scrve for 8 period equivalat to thc balalrcc ofthe tarm ofthc person *tom hey'sbe has replaced.

The Principal ofthe college, in coosultation with the IQAC, can replace any mernber if a
member is found to be unfit to hold such atr assignment.

MEETINGS
All decisioos ofthe comminees should be taken by cons€nsus. [f consensus could not be

reached Policy dccisions will be by voting on two-.third majority-present and voting.Two-third
of lhe members shall form the quorum for the meeting. lo the abs€nce of quorum for two
consecutive meeting the 7r of the members shall take decisions in the second meeting.

The committee is A€€ to frame its own n les aod procedures for its functioning. The nrles
can be eoforced only with the wdtten ass€nt ofthe principal.

The ninutes of the committee meeting should be properly recorded and all members of
the commidee pres€ol at the meeting should put thei sigtratu€ otr the document.

The cotlrmittees should have an action plan and schedule for achieving its goal and for
the effective firnctioning of the cotrunittee thoughout the year. The committees should meet at
sp€cific int€rvals.

The committees will haye complete freedom within their scope of performance of their
respective functions, ln order to improve the work efficiency of the various c.mmitt€es, the
Principal shall provide the required support facilities.

The Principal shall make financiaVbudgetary allocation to meet the €xpeDs€s towards
maintenance aod fiDatrcial requirem€nts for cooducting programmes.

REPORTING AND TOLLOW UP

Every committee shall present its annual repo( to the Principal preferably by the end of
each academic year.

Tbe report should contain a bdef note on the objectives s€t for the year, inforEdioll as to
its achievemeri, &fiat werc the obstacles if not achieved and how to overcome, aod action plao
for the next year.

COMMIITEE IN THE COLLEGE CONTEXT

The comEitt€es will have autonomy in making decisions for the dtailmt of its
objeaives but will always remain accountable to the Principal.

Ttre recommendation of a Committee shall not ordinadly be ignor€d in the ordiory
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&r coDgrued with tb9 collcgc Eissis, aDd ir $ch e cvtdt,

ry sst lbe commiltee to r€vi€w its lecoEmelddioD"

All rccoomeodations are to be implemented through the Principal.

Thc committc€s should review their own performance periodically. lf the tsrgets arc not-d!!nd r ithitr the timeline or if the pedormance is oot up to thc oark, conective aod

lrcEolivc actioos should be taken"

lfthc tsrget carmot be attaiDed due to reasons beyond its control, they must be revilcd-
. DISSOLUTION

Any committe€ with oo task to perform may get itself dissolved by -eki"g a
reF€sedation to the Pdncipal 1o that effceL A two-third Eajodty in favor of dissolutiou will
be rcquied to make such a course ofactioo.

SEPARATION
A coamittee with overload of work may Drake a foEral represenlation to the Principal

to split the commitlee froo the main committec. The fiD6l decision rests otr thc Principal.

P

o
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Office 0rder /1/ 2015

E1 t781t2015

Sub : Ofllce orders - office administralion Allocation ol llorks / subjects - orders - issued -

Wittr a vrew to streamlining the administration and updating the oflice docurncntation, it h6

been decided to revise lhe uorking paranEter ard distdbution of various allocated subj€cls arnong he

dilferent sections. Accordingly, in superseding all earlier orders, the following office orders are bsued

allocating various subjects and uorts amoog the sections / staff of this inslitutioo. Details oI seclioos

thus allocaled are given below:

Sl.No. Name ot Section Name ol person

allotted to be in.charge

Academic Section (A section)

Mrs. S. Sreelekha Kumari

Mrs. K. Veena Krishnan

Mr. K. Ramesh

o

A,I

P2

A3

1

2

3

Establishment (E.section)

1.

o
E1

E2

E3

2.

3

Mr. K. Sasikumaran

[4rs. V.R. Sreedevi

Mrs. T. lndulekha

Mr. S. Sajeev Kumar

Finance Section (F sectionl

1

2.

F,1

F2 Mr S. Satheesh

Dated:14.08.2015



Miscellaneous section (M)

tv1 l\4r. Prem Mohan

[.42 l\4r. K. Sasikumaran Nair

M3 Mrs. S.A. Subha

H,I

Separate orders will be issued in due course

oflice Record : Mrs. S. Priya

Det ils of subFds / ylo,ks allocated b edr ol he s€ctbn rEntimsd done, ae s€pd#y epsd€d
below:

The individuals put indErge of lhe s€ctjons are directed to maintain all reg'sters ad Gcods
properly.

Sl.No. Section Subjects / Iilorks allocated

A,1 1. Conducling UG Exam and Convocation Scholarship

for U.G. Students
2. lnspection by C.C.H, University, AYUSH, Govt-Stale & Contral

3. Admission & Registratjon related matters of U.G.

4. First graduatjon BC, SC scholarships

5. Seminars, Meeting, Conlerences, CME

6. Study Tours

7. Exams

8, Email Messages

Reoisters and records to be maintained

1. First graduation

2. Bmk\,vard class

3. SC/ST/SCC
4. Personal r€isters
5. Periodicrls

1

2.

3.

Hospital Section (H Section)

H22.

1

a

1

o



2.

A3

'1. All\aorks relating to P.G. Courses including conespondences

2. Admission, Registration and P.G. Courses

3. Conducting of PG Exam & Convocation, Scholarship for

PG Students

4. lnspection by C.C.H, UniveGity, AYUSH, Govl.of State & Central

5. Hospital lnc€ntive and preparation of O.P. Statements

6. Clinbal attefldance of students.

7. Preparation o, Moohly Duty orders for studenh & lntems

L Research

9. NMC
10. Seminars, Meeting, Conferences

I I. lnternship related rrolks

12. N.S.S, Red Ribbon, Rsd Cross

1 3. Attendance R€gister for intem
14. Rural centers

1 5, All conespondence rslateJ to hosfihl
Reoisters aod records to be mintlined
Personal Registers

Perbdbals

'1. Conferences
2. Student Attendance

4. Grduation/ Loal Cerlificate

5 Bonafide Certilicale

6.Fee Certifcate lor l.T.

T.Students Progress Report

S.Students Mark Entry

9.Computer Works

ReqisteE and records to be maintalned

1.[,linutes Registers for all commitlees

2.Visitors register (Dignilaries)

3.Visitors register (common)

4.Periodical Registers

Person(s) incharge of 43, F1 and M1 sections shall

inter-alia in charge of Trust related \aorks.

1. All appointments

2. Maintenance of service records
3. Fixation ol pay

4. Sanction of increments
5. Disciplinary action

6. Preparation ot Pay bills
7. N4eeting of Administrative stafl

o

3.

a

4. E1



8. Office Orders
9. Duties and responsibililies
10. Perlormance assessmenl of faculty
1 1. Legal and murt cases
12. EPF / ESlAccounts

Reoi and reco to be mai ined
1. Register oI service books / records
2. Regisler oI conlidential dossiers
3. Register of record sheet
4. Pay billregisters
5. lncrement sanction register
6. Register oI temporary appointmenls
7. Regisler of probationers
8. Register of approved probalioners
9. Register of sanctioned posts
'1 0. Post ledger
'11. Name ledger
'12. Ail recolery registers
13. lncumbent register
14. EPF contribution register
15. Loss of pay registsr
16. Personal Register
17. Periodicals

'1 . Leave Sanclion
2. Dispatch, Stamp Account
3. Maintenance of Leave Account & entries in $e leave records.
4. Attendance

5. Lale attendarce

6. Permission

7. Phone rnessags

Reqislers and records lo be ma intained
1. Altendanceregisters

2. Late attendance register

3. Permission regisler

4. Phone message register

5. Casual leave register

6. Key handing over register

7. Personal Register

8, Periodical Regisler

o

5

o
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M,I

1. Tapal Distribution
2. Permission to Hostel Students and Maintenance of Registers

3. Reception in{harge

4. lntharge of recording the various evenls of this institution.

Will also assisl the E1 section in making entdes in the service

records and registeB and maintaining such registers

and records,

Reoiaters and records to be maintained

1. Reg'rster of important tapals including Regd. Post / Sp€ed post

2. DistributionRegister

3. Movement Register

4. Student late arrival register

5. Personal register

6. Periodicals

'1. Building

2. Dead stock
3. Machinery and Equipments
4. Computers
5. Telephones
6. Physical verifrcation of stores ,/ dead stock /

Stationary / Temporary Dead stock
7. Library, Pharmacy.
L ln-charge of all facilities (as detailed above) including

infrastructure and logistic management. ln-dlarge of

ceordination with various unils and persons

in{harge and report to the head of institution.

Reoisters and reco to be maintained
'1. Dead stock Register
2. Regisier of Keys / duplicate keys
3. Register of computers printers etc
4. Registerol Motor vehicles
5. Register of buildings
6. Write of register
7. Auction sale register
8. Register of unserviceable articles
L Condemned Articles register

Person(s) incharge of A3, F'1 and M1 sections shall

interalia in charge of Trust related works.

o 1

o

E3



8. M2

9. M3

'10. Fl

Bank't.
2.

J,

duty
Remittance

Outdoor works

Reoisters and lecords to be maintained
Students attendance register (UG)

Mc. Subha, wio is presenty assisting he P.G.

ccordinators unit is put in charge of M3 section

wilhout prejudice to the current dulies. She will
cGordinate wilh he F1 and M1 section and
attend all conespondence oI M section

Reoisters and records to be maintained

1. Stationary stock register

2. Stationary lndent register

3. Stationary issue regisbr

4. Register of invctices

5. Periodicals

1. Maintenance of accounts of tust / mllegg and all
conslituents

2. Payment ofsalary bills and mntingent bills
3. Maintenance ol cash book and allied register
4. Closure ol cash bodk on transaction dals
5. Audit related works
6. Preparation of all pafn€nl vouchers
7. Maintenance olday book (payment &
L Budget and expenditure statement

o

Reolsters and records lo be maintained

1. Main cash book

2. Subsidiary cash book (s)

3. Contingent bill register.

4. Salary bill payment register

5. Payment vouchers

6. Budgel sanclion register

7. Expenditure register

L Preparatim of budget

Person(s) in-scharge ofA3, F1 and M1 sections shall

inter-alia in charge of Trust related wofts.

o
I



These orders shall takes effect from 0'1.09.2015.

To

All sections indwge
copy to DMS

Copy to OS/oM

Copy to Principal's table

Copy lo Adviso/s table

9Of,py to sF (E1)

Copy to ollice order book

1. Cash - Receipt & charges and Retunds
2.Maintenance of Day book - payment & recojpl
3.Collection of Fees

4.Preparauon of expenditure staternent
Reolsters and records to be malntalned

1. Register of fixed charges
a. Elecfrcity
b. Telephone
c. Rent / Rate / Taxes
d. Water charges

2. Register ot dreques / D.D. issued
3. Register ol deques / D.0. received
4. Perbdi)als

11.

o
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Sarada Krishna
Homocopathic Mcdical College

Kulasekharam, Kanniyakumari Dist., Tamil Nadu

ADMINISTIL{TIVE AUDIT 2014-2015

Administrative Audit is aimed at to assess the administative infrastructure of the

instilution to conlim that it is fit for the purpose of supporting validated programmes and to

conclude diligence Checks.

Administrativc audit inter alia coven the Institutional stategy, financial siatus, planning

golerrurnce and administrative staffing.

The Administratire section of the Sarada Krishna Homoeopathic Medical College,

Kulasekhararn, supports the central activities of the college. The section is a deligent facilitator
of the entire affails of the college and assists the instirution in is larger goal of pursuing

academic excellence. The administmtion section regulates attendance management, work flow
for noting, drafting, file processing, file movement across the various sections of the college

through proper channel for approval and sanction.

The guiding principles for eflicient administration are provided by the management aad

the rules and regulations made there on along with the nrleVorderVregulations by the Mioistry of
AYUSH, (GOD, CCH, Go!,t. of Tamil Nadu and the Tamil Nadu Dr. M. c. R Medical
University, Chennai and other statutory bodies.

The entire office administration is dealt with in 4 different sections

& Academic (A Section)
b, Establishment (E Section)
c. Finance (F Section)
d. Miscellaneous (M Section)

The adminisbatiol of the college office is under the supervision of an Office Manager, Offcc
Supdt. and Estate Manager under the overall Superintendence and contiol oflhe ChairEa-{rD.
Principal.

Detailed oIfice orders giving specific responsibilities to diffcrent administrative sectioDs arE
given in Annexure A.

The oflice facilities are fully computerized and IT enabled

The administmtive section is in charge of different posts/employees, appointed witt ell fu
necessary procedural requtements. Confidentiality of records and information is "rri'rid
with at most care. Records management, Data base and preparation of fomrs atd fl,EC fu
various administ ative activities are done by the administrative section .

The administrative
Institutiotr.

section deals with all the seryice related matters of the employees d t



Reciuitmenl ltrdnction rnd appreisal of Admiristr.tive strff.
Sarada Krishna Homoeopathic Medical College, Kulasekharam, has its own recruitment policy

to provide a sound framework for lhe recruitment and selection of administrative staff which
also meets the college requirements of Equal opportunities policy and all other relevent
employment regulations. Appointnxelt to the posts included in Administrative staff categories
are made by the committee on appointments comprised of

l.Cbairnun ofthe Managing Trust
2.Principal
3-Section Head

Chairman
Membcr
Membcr

MeetingVinteractions of Administrative staff are being regularly conducted to review the tasks

assigrcd to the administrative stafL

Io 2014-15 two such meeting are conducted oo l2s January and l2n August 2015

Performance appmisal of Administrative StaII
A performance appmisal method is followed for evaluation of Administrate statr The

performance is apprised by he section Head ofice supdt./office manager/Administrative
performance appraisal is done for every calendar year.

The administrative has also in place a 24 x 7 secudty mechanism in thc campus monitored by
CCTV cameras installed Vantage points ofthe College campus.

Fitrsnce rnd Accounts
The Finance and accounts section is a part of the Administralive disp€nsation at the

Sarada Krishna Homocopathic Medical College. The Section diligertly maintains Books of
Accourts as per the Accounting $andards set by the lCAl. Payments made through vauchen and
adjustments bills are accounted under relevant recuffing ard non recurring heads such as salaries,
mainienance, development of campus, deposts and advances. Accounts are compiled tl[ough
receipts and payments account and classified as Income aod Expenditure and Balance sheet,
which are bifricated with rcspective schedules that are prepared annually and retums are filled
with Income Ta\ Department. The auditcd Anoual statements are placed before the Board of
Trustees, Finance Conrmittee and College Council for perusal and approval.

PrEclud€ to the annual audit of acclunts by the extemal auditor, intemal audit have also been

conducted as one ofthe good practicrs followed

Total Budget and Expenditue details for the financial ycar 2014-15 is as giver b€low:

Budget Allocstion - 61735000

Total Expenditure - 61400506

Informstiotr rnd Communicrtion lechtrolog/ cetrtre.

ICT Centre of the iostitutior caters to lhe needs of different academic departDents and

various unitVsections of the College. The missioD oflcT enabied services at the college is to
create atrd maintain I.T. envtoDment in pursuit of academic excellence. The ultimate aim is to

o

a

I

Administrative stalI streryth for year 20 I 4- I 5 is -23
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FsriL ssri:. !o F@l€ aDd assisr tbe u:e of Del^ computing technologies anrong the students,

dd '*i'..'ri.', College noages taixrs computing aod IT enabled communication

blfb il:hfig Wifi @iviq- &16 tlE cqrs. The iNritutioo have adequate number of
dc&p rr'tu iE th fqm of cmpucrs d p.ript rals for independent study and Ieaming

eit sEorr froE facultv ald eq€tls Alt LJGiiPG ed Research Depts bave bee[ equipped with

itrer ad intra comected compir.r @d p€riph.rsh A separare Net Cafe is also in place within
tr campus for the beoefit of grdcos aod gaff.

SC/ST CclUF4ud opportrriry .tIrOBC.d Mirority c.ll
The SOST aod OBC aod Miuity cdk hve becu cosiruted as per the sandad guidelines.

These cells elsure the effcaiw i@gttri<n of rserr-aricn policies of the Gou- in lhe
admission, accoooodatioo in Hodds! v&ixs s.tol&ship od e.r..-'ion comsions available

to the sections.

Equal opportr.Dity cell ensures.

a- To safeguard rhe interests of ihe students without alry prcjrdic€ to rheir case cr€ed, religioD,

language, ethnicity, gender and disability.
b. To promote equality ainong students ofall sectioDs oflhe society.

c- To eliminate discriminations against or haEssment ofany student in all forms by prohibitiog it
and by providing for preventive and protective measures to facilitate its eradicalion in any forB
of discrimination or haft$sment.

RECORDS RE,LATE TO STUDENTS
All records relate to Admission,student induction process, students attenda[c€ are

maintained in the Administrative section.

As part of the monitoring and Evaluation and to get necessary feedback from gudens

and parents a system is in place to communicate $ith parents thrcugh SMS.

Details ofstudents admitted in the Academic year 2014-15 is given below:
uG - 100

PG_30
Evaluation/ Examinations

The institution has established an evaluation cell at the college level for evaluariag
the achievements and performance ofthe students both in academic and clinicil arca- Ir cmdE
the intemal assessment and Udversity Examinations effectively by stsictly adlEring ro rtE rul6
and regularions ofrhe regulatoD bodics.

A1l records relate to the both Internal ard Exterrul Exaolioations are doomc*d
and maintained in the concemed Academic sections of the Adni.Eistradve \ri4.

Details Sho*ing Intemal and Exlemal Evaluation held during the Year is firnistcd hdc:

Intcrtral Evaluation External Eyaluatioa
2014-2015
01.07.2014 to I 1.07.2014
02.12.201 4 to 12.12.2014
20.1 1.2015 to 24.01.2015
25.03.2015 to 01.04.2015
21.04.2015 to 25.O4.ZOI 5

15.10.2014 to 24.10.2014
28.10.2014 to 06.1 1.2014
02.02.201 5 to 24.02.2015
15.04.2015 to 30.04.2015
04.05.2015 to 07.05.2015
03.08.2015 to 24.08.2015



I'hvsical Verificatiotr Saocks al|d Stores

As part of the administative measure physical verification of
being regularly coDducted stocks held by thc HoD's have been verified as on li
year. Other stocks viz . Dead stock and fumiture elc all other mate.ial stocks arc being
annually

Details of Physical Vcrification of stocks conducted in the teaching Depanments for the Year
2014-15 arc below:

o

Prircipal

PRINCIPAL
sqnADA l(Rt$fit fiotrotoptfilc otcAr l:flIEG

XUTASEKHARAM, MI{YAI(UMARI DISTi,, - ITAMIL NADU - 629 161

o

Sl No Nanlc of the f)epartmenl Datc on which P.V Conducted
I Anatomy 15.04.2015

Pbysiology 07.04.2015)
10.04.20r sOrganon

Matcria Medica 09.04.2015I
) Pharmac_v 09.04.2015

Forcnsic N'ledicine 15.04.2015
7 Practice of Medicine 15.04.2015

PathologY 15.04.20153

9 Surgery 15.04 2015

OBG 09.04.201510

10.04.2015l1 Community Medicine
I 1.04.20r512 Repertory
18.04.2015l3 Paediatrics

Kulr-\€kh'rrm
K K Dr'.629 iol
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Sub : Otu orEs - & dliisf&r Abcdin d nods / sutiects - odes - issued -

Uft a ybr b stE rlliB fE dflhishatbo ,ld udatng tho ffioe dqrrcotation, it has

bdr &cired b revba tle tstirg pordneter and distribution of various dffi sutie(b amrE lhe

trerEnt sedins. Aamdngly, in $rperseding all enlier orders, the lolloryhg ffioe ollefs de issued

atrocating varbos subiec{s and rwks arnong the sections / staff ol this itslitulbn. Delab ol soclioars

thus allocated are given below:

Name of Section Name of person

allolted to b€ in.charge

Academic Section (A section)

Mrs. S. Sreelekha Kumari

Mrs. K. Veena Kishnan

Mr. K. Ramesh

o

A1

t2

A3

1

2

3

o

Establishment (E-section)

1.

Finance Section (F section)

E1

E3

F1

Mr. K. Sasikumaran

tv1rs. V.R. Sreedevi

Mrs. T. lndulekha

Mr. S. Sajeev ltumd

E22

3

2. F2 Mr. S. Sahee6h

Sl.No.

1



t\.41 l\,4r. Prem Mohan I

M2 lr4r. K. Sasikumaran Nair

M3 [.,Irs. S.A. Subha

Hospital Section (H Section)

H1

Office Record : Mrs. S. Priya

Details of subjects / vorks allocated to each of he seclion mentjoned alone, are separately appended

below:

The individuals put in-charge of the sections are directed to maintain all registers and re@rds
properly.

Sl.No. Section Sub.iects I Works allocated

1. Conducting UG Exam and Convocation Scholarship
Ior U.G. Students

2. lnspecton by C.C.H, University, AYUSH, Govt-State & C€nfal
3. Admission & Registratjon related matters of U.G.

4. Firstgraduation BC, SC scholarships

5. Seminars, Meetng, Conferences, CME

6. Study Tours

7. Exams

8, Email Messages

Reoisters and records to be maintained
'1. First graduation

2. Backward class

3. SC/ST/SCC
4. Personal registers

5. Periodicals

A1

I

2.

3,

1

H22.

o

1

o

Separate orders willbe issued in due course



2 1. Al Ets retsE b P G. Canrses induding mnespondences

2 l&ix*a Regifdh d P.G. Courses

3- CddE d PG Esn & Cofl\ocdioo, Sdrdaship for

PG Subnb
a. hspe.fdr by C.C.H, University, AYUSH, Govt.of State & Central

5. l{qiH }rcenlive and preparation ol O.P. Slaternenls

6. CIai', dendance ol students.

7. Preparatim of Monthly Duty orders lor students & lntems

8. Research

9, NAAC

10. Sominars, Meeting, Conferences

11. lnternship related works

12. N.S.S, Red Ribbon, Red Cross

1 3. Attendance Register for intems

14. RuralCenters
'15. All conespondence relates to hospital

Reqislers and records to be maintained

Personal Registers

Periodxrals

1. Conferences

2. Student Attendance

4. Graduation/ Loan Certificate

5.Bonallde Certilicate

6.Fee Certillcate for l.T.

T.Students Progress Report

S.Students Mark Entry

LCompuler Works

Reqisters and records to be mainlained

1.t\,linutes Registers for all committees

2.Visitors register (Dignilaries)

3.Visilors regisler (common)

4.Periodical Registers

Person(s) incharge of A3, F1 and M1 sections ddl
inter-alia in charge of Trust related u,orks.

o

o

A3

4 EI 1. All appointrnents

2. l\ilainlenance ol service records

3. Fixation of pay

4. Sanclion of incrernents
5. Disciplinary action

6. Preparation of Pay bills
7. Meeting of Administrative staff

3.
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5 E2

8. Ofllce Orders
L Dulies and responsibilities
10. Performance assessment of faculty
11. Legal and court cases
12. EPF / ESlAccounts

Reqislers and records to be maintained

1 , Register of service books / records

2. . Register of confidential dossiers
3. Register of record sheet
4. Pay billregisters
5. lncrement sancl,on register
6. Register of temporary appointrnents
7, Regisler of probationers

L Regisler of approved probationers

9. Register oI sanctioned posts

1 0. Post ledger
1 1. Name ledger
12. All recovery r€isteIs
13. lnsimbent register
14. EPF contibution regbter
'15. Loss ol pay register

16. Personal Register
1 7. Periodicals

1. Leave Sanction

2. Dispatch, Stamp Acmunt
3. l\,laintenance ol Leave Account & entries in the leave remrds
4. Attendance

5. Late attendance

6. Permission

7. Phone message

Reqiste6 and reclrds to bB maiddled
1. Attendanceregisters

2. Late attendance regisler

3. Permission register

4. Phone message regisler

5. Casual leave register

6. Key handing over register

7. Personal Register

8. Periodical Register

o

o



6 E3

M1

l. Ted Dbtibution
2. Pomissim to Hostel Students and Maintenance of Registers

3. Reception inrharge
4. ln4harge of remrding the various events of lhis institution.

Will also assist the E1 section in making entries in the service

remrds and registers and maintaining such registers

and remrds.

Reoialers and records to be maintained

1. Register of important tapals including Regd, Post / Speed post

2, Distribulion Register

3. Movement Register

4. Student late arrivalregister

5. Personal register

6. Periodicals

1. Building

2. Dead stock
3. Madrinery and Equipments
4. Computers
5. Telephones
6. Physical yerifcalion of stores / dead stock /

Stalionary / Temporary Dead stock
7. Library , Pharmacy.
L ln{harge of all facilities (as detailed above) induding

inlrastucture and logistic management. lndrarge ol
co-ordination with various units and prsons

in{harge and report to the head of instifution.

Reoisters and records to be maintained

1. Dead stock Register
2. Register of Keys i duplicate keys
3. Register of computers printers etc
4. Register of Motor vehicles
5. Register of buildings '
6. Write of register

7. Auction sale register
8. Register of unseMceable articles
9. Condemned Articles register

Person(s) incharge oI43, F1 and M1 sections shdl
inter-alia in charge of Trust related works.

o

O
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8. M2

9. M3

10. F1

'1. Bank duty
2. Remittance
3. Out door \,rorks

Reqisters and s to be maintained

Studenb a(endance regisler (UG)

Mrs, Subha, who is presently assisting the P.G.

ceordinators unit is put in charge of M3 section

v'iihout prejudice to the cunent duties. She will

co-ordinate with he Fl and Ml section and

attend all mnespondence of M section

Reoislers and records to be maintainrd

1. Stationary stock register

2. Stationary lndent register

3. Stationary issue register

4. Register of invoices

5. Periodcals

1. Maintenance of accounts of trust / college and all
mnsliluenls

2. Payrnent of Salary bills and conlingent bills
3. Maintenance of cash book and allied register

4. Closure ol cash bodk on transaction days

5. Audit related vorks
6. Preparation of all payrnent vouchers
7. Maintenance of day book (payrnent &
L Budgel and expenditure statement

o

o
Reqisters and records to be maintained

1. Main cash book

2. Subsidiary cash book (s)

3. Contingenl bill register

4. Salary billpayment register

5. Payment vouchers

6. Budgel sanclion register

7. Expenditureregister

L Preparatbn of budget

Person(s) in-scharge of A3, F1 and M1 sections shall

inleFalia in drarge ol Trust related works.
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11. F2

These orders shall takes effecl from 0'1.09.20'15.

To

All sections in{harge
Copy to DMs

Copy to OS/OM

Copy to Principal's table

Cop/ to Advisot's table

vB6py ro sF (E1)

Copy to office order book

1 . Cdr - Receht & chargies and Refunds

Zt&|aloe of Day book - payrnenl & receipt
3.C&ch o( Fe€s

4.BeC dron c, expendiure statement
Rrd3lers rd records to be mlintrhcd
1. Regbbr o{ fued darges

a. El€cticity
b. Telephone
c. Rent/Rate/Taxes
d. Water charges

2. Register of cheques / D.D. issued
3. Register of cheques / D.D. received
4. Periodicals

PRINCIPAL
SAiADA l(nlsfl llA ll0til0t0PAl"ill0 I'ltDlCAt C0[LE6[

TOLASEXfi ARAT.!, MI'IYAI(UIiIARI DISTR!CI
TAMIL NAD[] . 829 161
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