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Purpose and Scope

SOP enables institution for admission process to achieve the sanctioned number of UG and
PG seats as per DCI and Pondicherry University Norms through CENTAC. Institute admits
100 BDS Students (Management 65, Merit 35).MDS (Management 7, Merit 7) every year.
Inputs required:

Order for the number of seats sanctioned every year from DCI and CENTAC (UG & PG)
Merit and Management.

Advertisement

Student Details.

Fees structure for the Academic Year (UG /PG).

Processing of inputs

Constituting the Committee

Principal at the beginning of the academic year identifies the person to be the Chairperson,
convenor and members of the committee. The validity of the committec constitution is for one
year. There is no limitation on the number of times a person can be in the committee.

Functioning of the committee

The committee meets once in 6 months. The convenor intimates about the date, place, agcnda
and timc of the meeting to the members after ensuring everyone’s availability. This
information is provided as per C-ADM-01 atheist 2 to 3 days in advance.

The purpose of this committee is to ensure that all the sanctioned and approved seats for UG
and PG Admission are filled every academic year.

Quorum: Two- thirds of the committee members should be present for any meetings there.

Agenda of each committee meeting: The agenda poinis are as under:

a) Review of the decisions taken in the previous meeting

b) Number of Seats sanctioned for UG and PG must be maintained every year.

¢) We aim to improve or increase pg seats uptake.

d) To make sure there applied Candidates have secured the qualifying marks in the
Competitive exams.

¢) To ensure the registration of all applied Candidate for further admission process.

f) Review of all original certificates from selected candidates those who have attended
CENTAC Counselling.

g) Reviewing the Economically Weaken Section (EVS) candidates for financial assistance,
irrespective of their Caste or Religion, providing the Financially assistance under MINDS
MANAGEMENT SCHOLARSHIP SCHEME under which management waive off a part
of their Annual fee. Reduction of Fee may vary from student to student based on their
financial condition. Reduction may be in the form of waiving off their entire College
Development fee, and/or reduction in their annual fee.

h) Others if any

Convenor prepares the minutes of the meeting as per C-ADM-02 and circulates to all
the members with a copy to Principal’s office.

Process Outputs
Decisions taken and executed (Minutes of meeting)
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MINDS - STANDARD OPERATING PROCEDURE

TITLE: ADMISSION COMMITTEE

DOC. CODE: C-ADM | REV.NO.: 0 | DATE: 29.04.2021 | PAGE2O0F2

5.0 RECORDS

Sl. | Doc. Code of | Title of Record Retained Mode of
No | Format With For Disposal
1 C-ADM-01 Notice cum Agenda for

conduct of Admission Admission

Committee meeting Committee | 3 Years | Shredding
2 | C-ADM-02 Minutes of meeting- Convenor

Admission Committee

6.0 AUTHENTICATION

PARTICULARS DESIGNATION SIGNATURE
PREPARED BY CONVENOR
ADMISSION G
COMMITTEE '
REVIEWED BY VICE PRINCIPAL 4 72_
APPROVED BY PRINCIPAL %
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MINDS- STANDARD OPERATING PROCEDURE

TITLE: ALUMNI ASSOCIATION COMMITTEE

DOC. CODE: C-ALU | REV.NO.: 0 | DATE: 29.64.2021 | PAGE 1 0F2
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Purpose and Scope _ _
To constitute an Alumni association that contributes to the ennichment of the
institution.

Inputs required:

List of passed out students.

Batch wise student roll.

Present profile of the alumm members

Processing of inputs

(onstituting the Committee

Principal st the beginning of the scademic year wentifies the person 1o be the Charperson,
convenor and members of the commitiee. The validity of the commitiee constitution 1s for one
year. There is no himitation on the number of times a person can be in the commitice.

Functioning of the committee

The commitice meets once 10 4 months. The convenor intumates about the date, place, agenda,
and time of the meeting to the members after ensunng thewr avatlability. Thes mformation is
provided as per C-ALLU-01 at least 2 to 3 days i advance

Ensures the constant enthusiasic communication of the present students, faculties of the
Quorum: Two- thirds of the commsttee members should be present for any meeting

Agenda of each committee meeting

Review of the decisions taken in the previous meeting

To encourage alummi 10 act as ambassador for the coliege

To argamse educational, scientific and social events in nstitution at batch level.

To provide contmuing educational expertise for alumni and present studenis by providing a
platform.

To hold penodic slumm meetings and publish the sctivities penodically in college websate or
socisl modia

Generate funds / donations for betterment and development of institubon. Mantans books of
accounts.

Others if any

Convenor prepares the minutes of the meeting as per C-ALU-02 and circulates to all the
members with a copy 1o Principal’s office.

Process Outputs
Decisions taken and executed (Minutes of meeting)
Number of programs conducted by alumni.
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MINDS- STANDARD OPERATING PROCEDURE

TITLE: ALUMNI ASSOCIATION COMMITTEE

DOC. CODE: C-ALU | REV.NO.: 0 | DATE: 29.04.2021 | PAGE20F2

50 RECORDS

'SL | Doc. Codeof | Title of Record | Remined | Modeof
No. | Format ol Wik | Ve | Deges
(1 | C-ALU-01 Notice cum Agenda for I i :
: mmnrmm plesRu R { !
i__ _________ | 6 Years | Shredding
2 C-ALU-02 mamm IC"“ . : !
‘_. : | commutice meeting i ] |
60 AUTHENTICATION
PARTICULARS DESIGNATION SIGNATURE |
PREPARED BY CONVENOR-ALUMNI
COMMITTEE

REVIEWED BY VICE PRINCIPAL bﬁ_ U
APPROVED BY PRINCIPAL ., a1 .
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MINDS- STANDARD OPERATING PROCEDURE

TITLE: COMMITTEE- STUDENTS SUPPORT CAREER GUIDANCE,
PLACEMENT, EDC AND STUDENT PROGRESSION TO HIGHER EDUCATION

DOC. CODE: C-SCG | REV. NO.: 0 | DATE: 29.042021 | PAGE | OF 2

L0 Purpose and Scope _

|1 This SOP enablesin establishing the students carcer guidance, placement and student
progression to higher education commitice and provides a guideline for the funcooning of
the commintee )

1.2 This is applicable tostudent’s career guidance, placement and student progression to
higher education covering all the programs offered by the college.

20  Inputs required:
a) Interns hst
b) PG students hst
¢} List of Alumm members
d) Communication from Principal regarding personnel formung a part of the comnutiee

|
!

Constituting the Committee

.1 Principal at the beginning of the academic year identifies the person 10 be the Chairperson,
convenor and members of the commuttee. The validity of the commitice constination 15 for one
year. There 1s no linutation on the number of tmes a person can be in the commuttee.

el
— -

32 Functioning of the commitiee

32.1 The commitiee meets once n & months. The convenor mtimates about the date, place, agenda
and time of the meeting 10 the members afier ensuring everyone's availabslity. This
mformation is provided as per C-SCG-01 aticast 2 to 3 days m advance.

122 The purpose of this commitice 15 to conduct programs in relation to career, overscas
opportunitics, anmy dental corps ctc.

323 Quorum: Two- thirds of the commitice members should be presemt for any meeting In
addition to this, special invitees can be there

13 Agenda of ench committee meeting The agenda points are as under

a) Review of the decisions taken in the previous meeting

b} To review the activitics - planned versus actuals of the previous vewr and the effectiveness
of the actions taken 1n previous year.

¢) Collect the curvent employment condition and remuneration from vanous sources like
Alumm, industry representative el

d) To plan and conduct the programs that benefit interns/ PGs in terms of job opportumities,

¢} Provade data after appropniate verification to website co~ordinator on number of students
placed, number of students pursuing post-graduation etc.

f) Others if any

14  Convenor prepares the minutes of the meetingas per C-SCG-01 and circulates to all
the members with a copy to Principal’s office.

40  Process Outputs
4.1 Decisions taken and executed (Minutes of meeting)
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MINDS- STANDARD OPERATING PROCEDURE
TITLE: COMMITTEE- STUDENTS SUPPORT CAREER GUIDANCE,

PLACEMENT, EDC AND STUDENT PROGRESSION TO HIGHER EDUCATION
DOC. CODE: C-SCG | REV.NO.: 0 | DATE: 29.04.2021 | PAGE 20F 2
S0 RECORDS ol L b e
'SL. | Doc.Codeof  Title of Record Retained  Mode of
| Format ’ .~ With For  Disposal
1 | CSCG0l “Notice cum Agenda for | Students | '
' ~ conduct of students career Career
I guidance, placement and Gusdance, ;
i student progression to higher | placement.
| education Commitiee meeting | EDCand =
12 | C-SCG-02 Minutes of meeting- students | student | 6 Years | Shredding

carcer gdance, ptacement progression |

. and student progression to 1o higher

 higher education Committee educaton

|[‘mnm !
| —.= Convenor '
6.0 AUTHENTICATION
PARTICULARS & DESIGNATION
PREPARED BY CONVENER, STUDENTS
CAREER GUIDANCE
CELL

REVIEWED BY | VICEPRINCIPAL
- APPROVED BY PRINCIPAL i
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MINDS - STANDARD OPERATING PROCEDURE ‘

TITLE: COMMITTEE - IT & WEBSITE Rk

DOC.CODE: C-ITW | REV.NO: 0 | DATE:29.042021 | PAGEIOF2 |
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Purpose and Scope

This SOP enables the committee in establishing the 1T system and Website content of the
college.

This is applicable to adopt policies and strategies for adequate technology deployment
and mamntenance of IT mfrastructure.

Inputs required

IT:

a) List of system avadability and [T facilities.

b) Network Provider

Website.

a) List of Faculty Members with Department and Designation.
b) Course details

¢) Achievements and awards

d) Others if any

Processing of inputs

Constituting the committee

Principal at the beginning of the academic year identifies the person 10 be the
Chairperson, convener and members of the commitiee. The vahdity of the committee
constitution is for one year. There is no limitation on the number of imes a person can be
in the commuttee.

Functioning of the committee

The committee meets once in 1 month. The convenor intimates about the date, place,
agenda and time of the meeting 10 the members after ensunng everyone's availability.
This information is provided as per C-ITW-01 at least 2 to 3 days in advance.

The purposc of this commutiec is to ensure the avadlability of system, internet connection,
speed and bandwidth. Website updation, Check site speed to venfy performance, Test
functionality of things such as contact forms, buttons, navigation links, and anything else
that requares visitor input to function.

To coordinate the hosting of the website and maintenance of the domamn name.
Quorum: Two-Third of the commitiee member should be present for any meeting. In
addihion to this special mvitees can be there
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TITLE: COMMITTEE - IT & WEBSITE |
. DOC.CODE:IT | REV.NO:0 | DATE: " PAGE20F2 |

33 Agenda of each commitice meeting.

a) Review of the decision taken in the previous mocting.

b) To ensure the content on the website 1s mamtained and updated on a hinely basis

¢) To provide recommendation on how the Website 1s to be utilized by committees, and
the general public.

d) To provide recommendations on the content, format and development of the Website.

e) Dhscuss about the further website development and monitormg.

f) To ensure the accuracy of the content displayed on the website.

g) To ensure the availability of system, internet connection, speed and bandwidth m all
departments.

h) Collect inputs from all stakeholders like teachers, students, office staffs and
management regarding the digitalization required m college activities including

website content
1) Review the mnputs recerved and take appropriate decisions for digitalization and
upgradation and updation of website.
34  Coavenor prepares the minutes of the meeting as per C-ITW-02 and circulates to all the
members with a copy 1o Principal office.
49  Process Outputs
41  Decision taken and executed (Mmutes of meeting)
S0 Records e ) e Fhs  mthi s
Stne = Dec. Code | Title of Record Retained | Modeof
of Format e e Y, WL T Disposal
Notice cum Agenda for ' ma& [
1 | CATW-01 | conduct of IT & Website | Websi P
.| committce meeting | "h“; Shredding
o : —1mm|m Years
3 | Catw.py | Minates of meeting - IT & mumm|
Website committee lL |
6.0  AUTHENTICATION ¥ = R
PARTICULARS DESIGNATION | SIGNATURE
CONVENER-IT & 3 TS
| PREPAREDBY |\ yurry commmTee| By
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MINDS- STANDARD OPERATING PROCEDURE
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TITLE: RESEARCH COMMITTEE
DOC. CODE: C-RES | REV.NO.:0 | DATE: 29.04.2021 | PAGE | OF 2
Purpose and Scope . ;
To provide a transparent idea for the researchers about the proposal and processing of
the research projects.

1.2
1.3

1.6
21
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e Mahe Institate of Dental Seleaces

Provides prompt critical appraisal of the submitied research projects of the students.
The feasibility, technical standard and the relevance of the study 10 local coniext and

inputs required:

List of PG students,

List of PG gusdes

Proposed proforma of the study to be conducted
Synopsas of the research project.

Ethics commuttee rules as per ICMR guidelines.
Grams for research-Gov. and Non-Govt.

Processing of inputs

Constituting the (ommittee

Principal st the beginning of the acadermic year wdentifics the person to be the Chairperson,
convenor and members of the committce. The vahidity of the committee constitution is for one
year. There is no limitation on the number of imes a person can be in the commitiee

Functioning of the committee

The commuttee meets once a8 month. The convenor intimates about the date, place, agenda,
and time of the meenng to the mambers afier ensuring thewr availability. This information 15
provided as per C-RES-01 at least 2 to 3 days i advance

The purpose of the commitiee is 1o ensure the applicability of proposed project 1o current
techmcal standards and ethical compatibility.

Quorum: Two- thirds of the commitiee members should be present for any meeting.

Agenda of each committee mecting

Review of the decisions taken in the previous meeting.

Ensuring the committee constituted and attending the mecting are as per the regulatory
requirements.

Improve the quality and the number of rescarch projects carned out in institution.
Vahidanon of the research methodology

Scrutimzmg strict adherence of research projects to ethical norms.

Analysing the clinical relevance of the results and their importance in practical context.
Others if any

Convenor prepares the minutes of the meeting as per C-RES 02 and cuwculates w0 all the
members with a copy 1o Principal s office

Process Outputs

Decisions taken and executed (Minutes of meeting)

Number of research projects taken up

Number of research projects progressing as per schedule.

Number of sponsored research projects. — P
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MINDS- STANDARD OPERATING PROCEDURE
TITLE: RESEARCH COMMITTEE
DOC. CODE: C-RES | REV.NO.: 0 | DATE: 29.04.2021 | PAGE20OF2

S0  RECORDS

'S | Dec. Code of | Title of Record [ Retmined | Modeof |
No. | Format With | For Disposal
1 | C-RES-0I Notice cum Agenda for i

commitiee meeting S 6 Years | Shredding
2 | C-RES 02 Minutes of meeting-Research | (oo o ;
committee meeting 9 |

60 AUTHENTICATION T
PARTICULARS DESIGNATION | SIGNATURE
PREPARED BY CONVENOR- ; _

REsEARCHCOMMITTEE ¥

REVIEWEDBY | VICE rlmclr.ti"""*""""'"*api—_

|
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MINDS- STANDARD OPERATING PROCEDURE

TITLE: COMMITTEE- PATIENT WELFARE AND REDRESSAL

DOC. CODE: C-PWR | REV.NO.: 0 | DATE: 29642021 | PAGE10F2

"y

Lo
1
12
13
L4

0

ot st
——

32
321

33

34
a)

is

Purpose and Scope : :

This SOP enablesin providing hospitality and exccutmg welfare measures for patients.
Making sure that treatment provided to the paticats in a imely manner and at the carfiest
Providing Green Card option to patients for immedsate treatment m hospital.

Addressing the grievances of the patient if any, solving the issues and sorting out patient
problems and not to repeat the same mistake again.

Inputs required:

8) Registration card of patients.

b) OP sheets

¢) Copy of Below Poverty Level cards.

d) Suggestions received from suggestion box m mstitution.
¢) Bills pud

f) Wntten complaint from patient.

Processing of inputs

{ onstituting the ( ommittee

Principal at the beginning of the scademic year identifics the person to be the Chairperson,
convenor and members of the commuttee. The validity of the committee constitution 1s for one
year. There is no limitation on the number of times a person can be in the commitiee.

Functioning of the committee

The commitice meets once in 2 month and as and when required The convenor intimates
about the date, place, agenda and ume of the mecting 10 the members afler ensuring
everyone's availability. This information is provided as per C-PWR-01 at least 2 10 3 days in
advance.

Quorum: At leastiwo thirds of members should be present for amy meeting. In addinion 1o ths,
the complainant is needed o attend the commitiee meeting if it is for redressal of complam
by a panent

Agenda of each committee meeting

Review of the decisions taken m the previous meeting.

To look into the sufficiency of facilities provided for patients and 10 unprove if needed hke,
providing transportation for patients from the common pickup pomt (o hill-top hospital for
masks to patents. Providing a sanitizer in front of all departments for patient safety Old
patients and challenged to be provided with wheel chairs for thew comfon

Installation of mformation placards on each floor for pabient education and awareness.
Reviewing existing schemes and providing new schemes when found necessary.

On occasion of receiving complaint from a patient either a written/verbal, the details are noted
in complaint register and duly reviewed and necessary action taken by the commutiee to
ensure such complaints do not repeat agmn

Introduce proactive approach to ascertan patient perception by collecting feedback from
patients about the facilities and services rendered. review the same and propose changes for
improvement in patient satisfaction

Others 1f any

Convenor prepares the minutes of the meetingas per C-PWR-02 and circulates to all the
~mgmbers with a copy to Principal’s office.
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MINDS- STANDARD OPERATING PROCEDURE

TITLE: COMMITTEE- PATIENT WELFARE AND REDRESSAL

DOC. CODE: C-PWR | REV.NO.: 0 | DATE: 29.04.2021 | PAGE20F2

42  Maintaining, Upgrading and updation of patient welfare facilities.

43 Number of Complaints received

44 Number of Complaints redressed

45 Number of complamts pending

u s e e m————— ey
"SL | Doc. Code of | Title of Record Retained -
| B e With . For Disposal
r‘ C-PWR-01 Notiwe cum Agends for | :

|

conduct of Patient Welfare | |

And Redressal Committee | Pabent Welfare And
meeting RedressalCommutice | 6Years | Shredding
2 | C-PWR-02 Minutes of meecting-Panent | Convenor
5 Welfare And Redressal !
| | Committoe e | e B e || me gl e o
3 NIL Written complaint  from
i panent =t —— - | i ——
60  AUTHENTICATION == B —
PARTICULARS DESIGNATION SIGNATURE _!
PREPARED BY CONVENOR- PATIENT WELFARE
AND REDRESSAL COMMITTEE
REVIEWED BY VICE PRINCIPAL I "% J
S N =S e | 1 B L
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- e ———— e e e = _1__. == e

—~¥
( /
Dr. ﬂmi iheidh oS
I I - ]
\rahe [nstitete of D¢ l Seiences & Hospital

i f' B4 I_.-,h u.].hi 5?3315
Ll ol Pud.u huf]

':‘.uill. R



2.0

e
e W

uug
"
-

32

medukhﬁﬁqdhﬂﬂhﬂﬁ.ﬂwmﬂhwmmmhﬁmummn
umumnhuhndhmmmuThnHwﬂ#muﬂmmﬂhmﬂmnm
vear Thei;mummmﬁtmnfu-ntwmbemhmm

Wﬂﬁm
Thumﬂnmmmmhhmmfmmmnmnwndmnhhmwuqnh
-dmuﬂﬂuanmﬂunﬂm:mummwmwwmﬁnﬂﬁhpﬂh
mmﬂmhmﬂuupw$WMdmﬂuHmmdwu

31ﬂhpmudmmﬂmﬂmhmmmhnhmum=uhihhnmmﬂms

-hﬁpmmnunhmw@mmﬁﬂnhﬁumuThmmﬂuﬁﬂh
i tﬁmh#wﬁn-umm&pmm




MINDS- STANDARD OPERATING PROCEDURE
TITLE: COMMITTEE- FOR PARENT TEACHER INTERACTION
POC. CODE: C-PTI | REV. NO.: 0 | DATE: 29.04.2021 | PAGE20OF 2

34  Convenor prepares the minutes of the meetingas per C-PT1-02and circulates to all the
members with a copy to Principal’s office

4.0  Process Outputs
41  Decisions taken and executed (Minutes of meeting)
42  Percentage of parents participating in meetings
43  Number of meetings conducted
50 _ RECORDS .
'SL | Doc. Codeof | Title of Record X Retained  Modeof
| No. | Format ‘ | With For | Disposal
1| CPT101 " Notice cum Agenda for Parent |
l ' conduct of parent teacher Teacher L i
10 RO S| “mteraction(s 1tte Interacthon 6 Years Shredding |
2 [cPmn Minutes of meeting-PT | Committee
| __| Commuttee jComvenor | |
60 AUTHENTICATION =
PARTICULARS |  DESIGNATION | SIGNATURE |
PREPARED BY | CONVENOR- COMMITTEE FOR *
PARENT TEACHER INTERACTION A‘/
REVIEWED BY VICE PRINCIPAL é‘?/ |
4 |
APPROVED BY | PRINCIPAL | W |
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MINDS- STANDARD OPERATING PROCEDURE

TITLE: COMMITTEE- LINKAGE, COLLABORATIONS & CONSULTANCY

(Mol')
DOC. CODE: C-MOU | REV.NO.: 0 | DATE: 29.042021 | PAGE 1 0F2

1.0 Purpose and Scope

11 To establish Moli's& collaborations with institutions of repute including foreign
universities for the purpose of imparting and universities for the purpose of imparting
and imbibing quality of research and teaching

12 These linkages also help to further the knowledge base of the students land to expose
them to the concepts of rescarch.

260  Inputs required: =T
8) FEstablish linkages with reputed institutes
b) Undertake MOU's for making linkages functional
¢} Establish research space and mnfrastructure
d) Undertake exchange programmes and faculty visits to train students
¢) Secure adequate funding for the programme including scholarships

Processing of inputs
Constituting the Committee
.1 Principal st the beginning of the academic yeas identifics the person to be the Chairperson,
convenor and members of the commuttee. The validity of the comimsttee constitution 1s for one
year. There is no limitation on the number of imes a person can be in the commutiee.

oo~

al Functioning of the committee

321 The commitiee meets once 2 month. The convenor miimates about the date, place, agenda and
time of the meeting to the members after ensuring everyone's availability. Thus mformation 15
provided as per C-MOU-01 atleast 2 to 3 days 0 advance

322 The commitiee overlooks all aspects of the linkages and MOL"s 10 be established Once the
institutes are identified, a contact is imitiated either through electromically or in person through
the head of the mstitution.

523 Once funding channels are established the commitice lays down SOP's to
Quorum: Two- thirds of the commitice members should be present for any meeting In
addition to this, special invitees can be there

i3 Agenda of each committee meeting [he agenda points are as under

a) Review of the decisions taken in the previous meeting

b) The approval decisions are forwarded to the head of the mstitution for final clearance

¢) New proposals are initiated and discussed.

d) Progresses of existing MOU's are evaluated and necessary suggestions put forth

¢) Collect inputs from all stake holders including guides, teachers, students and
commitice members.

f) Review the inpus those collected and initate appropnate channels to address the
concerms.

g) Others if any

34  Convenor prepares the minutes of the meetingas per C-MOU-02 and circulates to all
the members with a copy to Principal’s office.
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MINDS- STANDARD OPERATING PROCEDURE
TITLE: COMMITTEE- LINKAGE, COLLABORATIONS & CONSULTANCY

(Mol))
DOC. CODE: C-MOU | REV.NO.: 0 | DATE: 29.042021 | PAGE20OF2

431 Number of Mols implemented successfully

44  Number of MolUs dormant.

45  Number of dormant MoUs reactivated

46  Number of MoU with increased scope like initially it could have been only for student
exchange now, it could be for student exchange as well as faculties eligible to go as

visiting faculties.
50 RECORDS . LA = rEm—
SL | Doc. Codeof | Title of Record | Remined | Mode of
Ne. | Format K . With For | Disposal
1 | C-MOU-01 Notice cum Agenda for | Linkage,
conduct of Linkage, | Collaborations |
thbuﬁaul:(‘m | &
== (Mol/) Commuittee Consultancy | 6 Years | Shredding
2 C-MOU-02 Minutes of meenng-Linkage, | (Mol') | !
| Collsborations & Consultancy ]{‘m '
L (Mol) Commuttee | Convenor | B e

6.0 AUTHENTICATION

PARTICULARS DESIGNATION | SIGNATURE ]
PREPARED BY CONVENOR-LINKAGE, |
COLLABORATIONS & /]'V -
CONSULTANCY (Mol) L. A ..__!
 REVIEWED BY VICE PRINCIPAL & ;
SRENESEFEIEISE S =i N = S
" APPROVED BY '  PRINCIPAL ;

o= h A .";J
e s
# "'\‘ N |
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MINDS- STANDARD OPERATING PROCEDURE

TITLE: COMMITTEE- LIBRARY

DOC. CODE: C-LIB | REV.NO.: 0| DATE: 29.042021 | PAGE 1 OF 2

1.0
L1

1.2

20

s

e
st o
.

321

322

323

i3

34

Purpose and Scope
mmrmmmm-ymﬁmwm-murum
functioming of the commuttec.
thmmﬂmmmwum.

Inputs required:

a) Syllabus

b) Student list

¢} List of faculty members _ .
d) rmmmmwm.murmm

Processing of inputs

Constituting the Committee
wuumﬂumfumumnuum
convenor and members of the committee. The validity of the committee constitution is for one
w.mummmmmdm.m_uuumm.

Functioning of the commitice

The committee meets once in 6 months. The convenor mtimates about the date, place, agenda
and time of the meeting to the members afler ensuring everyone's availability. This
information is provided as per C-LIB-01 at least 2 to 3 days in advance

The purpose of this committee is 10 ensure that the Library is able to provide reading and
referring resources related to Dentistry, Medical subjects.newspapersand journals either as a
softcopy or hard copy to both Faculty and Students.

Quorum: Two- thirds of the commitiee members should be present for any meeting. In
addition 1o this, special invitees can be there.

Agenda of each committee meeting The agenda points are as under:

a) Review of the decisions taken in the previous meeting

b) Number of new books, journals and magazine added

¢) Review of the requests received from the Teaching depariments for procurement of new
books, journals and magazine and finalization of the same

d) Review of outcome of physical stock venfication with reasons for vanation if any

¢) Presentation of data on number of times the books, joumnals and/or magazine could not be
issued 1o students’ faculty due 1o nonavalability or as it was under circulabion.

fi Restoration of tom books.

g) Sale of old papers and magazines.

h) Report on Back volumes

i} Number of books, journals and magazine in the hibrary

j) Feedback from Students and Faculty on the functioming of library

k) Suitability of library umings

1) Others if any

Convenor prepares the minutes of the meetingas per C-LIB-02 and circulates to all the
members with a copy to Principal’s office.

Process Outputs
Decisions taken and executed (Minutes of meeting)
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MINDS- STANDARD OPERATING PROCEDURE
TITLE: COMMITTEE- LIBRARY
DOC. CODE: C-LIB | REV.NO.:0 | DATE: 29.04.2021 | PAGE2OF2

50 RECORDS

SL | Doc. Codeof | Title of Record ~ Remined j Mode of
No. Format With For | Disposal l
1 | C-LIB-0I Notice cum Agenda for | |
conduct of Library Committee | Library ! |
meeting | Commintee | 6 Years im l
2 C-LIB-02 Minutes of meeung-Library Convenor ! E
TR 3 2 Commitiee 18 B SO ErRSavens
60 AUTHENTICATION
PARTICULARS DESIGNATION SIGNATURE |
PREPARED BY LIBRARIAN < 3
% PR
REVIEWED BY VICE PRINCIPAL A}, ' I_
APPROVED BY PRINCIPAL = —
i { A ]
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MINDS- STANDARD OPERATING PROCEDURE

TITLE: COMMITTEE- JOURNAL

DOC. CODE: C-JOU | REV.NO.: 0 | DATE: 29.04.2021 | PAGE10F2

1.0 Purpose and Scope

11 This SOP enables the establishment of the Jounal Committee and provides a guidelme for the
functioning of the commuttee.

1.2 ﬁ:ﬂ“hmwm&ﬂmfmmwﬁ
the members and conduct of the meeting.

13 Th:msuhusmmmmhmﬁﬂﬂnmﬂendﬁﬂl
the content of the Journal for publication, with the goal of expanding knowledge.

2.1 Froguency of publishing journal
22 Concept theme of each edition of journal.

30  Processing of inputs

il Constituting the C ommittee

311 ﬁhﬂpﬂlﬂnhﬁuﬁguﬁh:ﬂmﬁuﬁ.ﬂnﬁﬁﬂﬂtmmhdﬁm
convenor and members of the committee. The validity of the commatice constitution is for one
year. There is no limitation on the number of imes a person can be in the commitiee.

32  Functioning of the committee

321 The commutiee mects once in 6 months. The convenor intimates about the date, place, agenda
and time of the meeting to the members afier ensuning everyone's avalability. This
ufumhpwﬁdupu(‘-xm-ﬁluh-ﬂm!anhm

322 Members of the Journal Committee will be appointed by the President i consultation with
the Vice President for Publicaons. The President  appoints the committee Chair in
consultation with the VP for Publications. Under normal circumstances the commutice Chair
will serve a three-year term, rencwable once with the approval of the President. The
committee reports to the VP for Publications. The commuttee will annually present a report to
the VP for Publications..

323 Quorum: A minimum of five members or pne third of the total members must be present at a
mmmwmmmhﬂumm-mmumm
decision, provided quorum is met.

33 Agenda of each committee meeting. The agenda pomts arc as under:

331 Fvaluate and respond quickly to proposals for new journals. Make recommendations on new
journal proposals 1o the Vice President for Publications, JC Board, and JC Council

3132  Analyse the journal program to ensure that subject arcas covered adeguatcly reflect the needs
of the Journal and that the articles remain current with the changes in those and related ficlds

333  Monitor journal editorial board structures 1o ensure that the models used best serve the
authors and editors.

334 Analyse and recommend effective ways 1o integrate the Intemet into the publications

program, such as clectronic-only supplements to journal articles.
335  Othersif any

34 memmnfmec—x}U-ﬂlndmnlﬂu
members with a copy to Principal’s office.

40  Process Outputs
a1 Decisions taken and executed (Minutes of meeting)
42____ Number of '

43 ’ % _ and shontlisted for publication. ¥ i
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MINDS- STANDARD OPERATING PROCEDURE
TITLE: COMMITTEE- JOURNAL
DOC. CODE: C-JOU | REV, NO.: 0 | DATE: 29.042021 | PAGE2OF2

50 RECORDS . p—
[SL. | Doc. Codeof | Title of Record Retained _ of
[ Mo, | Busmat s s 1 e

1 | C-JOU-01 Notice cum Agenda for 1
conduct of Jounal Commitiee | Joumnal
meeting Commitiee | 6 Years
2 C-JOU-02 | Minutes of mecting- Journal Convenor
| Commuttee

6.0 AUTHENTICATION

PARTICULARS DESIGNATION | SIGNATURE |
PREPARED BY CONVENOR- JOURNAL [ i
COMMITTEE /lv
|
REVIEWED BY VICE PRINCIPAL i fy ~
1
"APPROVEDBY T__rnmm-' INCT ]It._l;'"_"'l 'ﬂi [T ]
| Y T il ]
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MINDS- STANDARD OPERATING PROCEDURE

TITLE: COMMITTEE- CONTINUING DENTAL EDUCATION

DOC. CODE: C-CDE | REV. NO.: 0| DATE: 29.04.2021 | PAGE 1 OF2

1.0 Purpose and Scope

11 This SOP enablesin establishing the continuing dental educationcommitice and provides a
gwdcline for the functioning of the commutiee

1.2 m“wmmm“mww-ﬂmmﬂm
offered by the college.

20 Inputs required:
a) Venue
b) Audio Visual aids
¢) List of faculty members, PGs, interns, students
d) Communication from Principal regarding personnel forming a part of the committee

Processing of inputs
( onstituting the Commitiee

A | wuhmﬂﬁemwmmehum
convenor and members of the committee. The vahdity of the committee constitution 1s for one
year. There is no limitation on the number of umes a person can be in the commitice.

srg

312  Functioning of the commitiee

321 The committee meets once in 3 months. The convenor mtimates about the date, place, agenda
and time of the meeting to the members afler ensuning everyome's availability This
information is provided as per C-CDE-01 at least 2 to 3 days in advance.

322 The purpose of this committee is to promotecontinuing dental education, identify and
promote dental education programs, promote clinsc pathologic club and quality assurance of
such programs.

323 OQuorum Two- thirds of the commitice members should be present for any meeting. In
addition 1o thas, special invitees can be there

33 Agenda of each committee meeting: The agenda pomnts are as under:

a) Review of the decisions taken i the previous meeting

b) Plan of CDE/CPC programs for next 3 months

¢) Execution of CDE/CPC programs for next 3 months

d) Review plan versus execution of CDETUPC programmes including fees collected and
amount spent.

¢) Review - Number of programmes recognised by DCI for allocating CDE hours 10
members and number of programmes not recogmsed by DCI for CDE hours.

f) Review - Number of PG students covenng requisite number of CPC presentation.

g) Review - Feadback received on CDE/CPC programmes conducted.

h) Others if any

34  Convenor prepares the minutes of the meetingas per C-CDE-02 and circulates to all
the members with a copy to Principal’s office.

4.0  Process Outputs
41  Decisions taken and executed (Minutes of meeting)
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. MINDS- STANDARD OPERATING PROCEDURE
TITLE: COMMITTEE- CONTINUING DENTAL EDUCATION
DOC. CODE: C-CDE | REV.NO.: 0 | DATE: 29.04.2021 | PAGE2 OF 2

SL | Doc. Code of | Title of Record Retained = Modeof
No. Format With For Disposal
1 | C-CDE-01 | Notice cum Agenda for
conduct of Continuing
Dental Education Commitiee | Continuing Dental

. meeting | EducationCommitiee | 6 Years | Shredding
2 | CCDE®2 Minutes of meeting- | Convenor
Continuing Dental
b= | EducationCommitiee N -
&0 AVTERNTICATEON
PARTICULARS DESIGNATION SIGNATURE ]
PREPARED BY CONVENER, CDE | 1
° COMMITTEE }// |
T S St R 7 R - B
REVIEWED BY VICE PRINCIPAL ‘Ef/ E
APPROVED BY PRINCIPAL Va® J

AT |
'all_; i s73ang /o f," Dr. p‘ﬂilj‘lﬂi'.uath, Mos
NEr s 1oka (retitate of [-_'I-'-Iiit.'?iclen:es&Haﬁlﬂtﬂ'
.i.:“;_l_:_i_:f__-;,.-’ i - "l ',':,; B odllgar. Mahit £1310

T of Fubucherny



MINDS- STANDARD OPERATING PROCEDURE

TITLE: COMMITTEE- ETHICAL

DOC. CODE: CE | REV.NO.: 0 | DATE: 26.04.2021 | PAGE 1 OF 2

1.0
1.1
12

13

.0

32

12

322

323

i3

This SOP enablesin establishing the Ethical commitiee and provides a guidelines
mmuum@mmﬁuurumc.mwurhm
and conduct of the meetmg.
ma#ﬂhm“:mm&miﬁc-ﬂmwﬂsﬂ_ﬂn
mmwmwmmmmm:maurum
departments of the dental college

Inputs required:

a) ICMR guidelines

b) List of PG students

¢} List of staffs undertaking research projects

d) List of guides

Processing of inpuls

( onstituting the ( ommittee

Principal at the beginning of the academic year identifies the person to be the Chairperson,
convenor and members of the committee. The validity of the committee constitution is for one
year. There is no limitation on the number of times a person can be in the commutiee.

Functioning of the committee
The commuttee meets once in bmonths.
The convenor intimates about the date, place, agenda and ume of the meeting to the members
after ensuring everyone's availability. This information is provided as per CE-01 atleast 2 1o 3
days m advance
The purpose of this commitice is to ensure thal every rescarch proposal received  is reviewed
and evaluated and the possible risks 10 the subjects, expected benefits and adequacy of
documentation for ensuring privacy, confidennaiity and justice are checked. This commmttee
also looks into the cardinal principles of ethics in research viz. Autonomy, Beneficence, Non-
malfeasance and Justice are taken care of m planning, conduct and reporting the proposed
research.  For this purpose, the TEC looks into the aspects of informed consent process and
nisk benefit raho.
Quorum: A minimum of five members or one third of the total members must be present at a
mecting besides Member Secretary and Chasrperson in order 10 1ssue a valid advice and/or
decision, provided quorum is met.
Professional qualifications of the quorum requirements should consist of

a) One legal expen

b) One Clinician

¢} One socio-behavioural scientist/ one basic scientist depending on the progects to

be discussed.

d) At least one member who 1s independent of the mstitution/research site.

¢) At least one member whose pnmary area of expertise is m a non-scientific area

fi Lay person or community member

Agenda of each committee meeting

Regularly attend and actively pamcipate in the FC mectings

Review, discuss and consider research proposals submitted for evaluation Reverwers for cach
proposal will review the study. Later, if any other issues the other [EC members can voice

therr comments/ suggestions
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MINDS- STANDARD OPERATING PROCEDURE
TITLE: COMMITTEE- ETHICAL

DOC. CODE: CE | REV.NO.:0 | DATE: 26042021 | PAGE2OF2

f Maintain confidentiality of the documents and deliberations of TEC meetings. Declare any
conflict of interest

g mnmmmmmbmﬂuhundwm

h  If deemed necessary, should suggest any changes that may be necessary 1o be included in the
SOPs of the IEC.

i Conduct monitoring visits for any research proposal, if needed.

34  Convenor prepares the minutes of the mectingas per CE-02 and circulates to all the members

with a copy to Principal s office.

4.0  Process Outputs

4.1 Decisions taken and executed ( Minutes of mecting )
42 Number of research projects taken up

43 Number of projects cleared by ethical commuitiee
44  Number of ethical committee meetings conducted

50 RECORDS ==} -
SL | Doc. Codeof | Title of Record Retained Mode of |
No. | Format . S e With | For _4__2&-!
1 CE-01 Notice cum Agenda for
| conduct of Ethical Committee | Ethical
[ 3 ! meeting | Committee | 6 Years | Shredding
2 |CEQ2 Minutes of meeting- Convenor |
ethical ommitice ! | )
60 AUTHENTICATION
PARTICULARS DESIGNATION - SIGNATURE
PREPARED BY CONVENER- ETHICAL
COMMITTEE r &
REVIEWED BY VICE PRINCIPAL -
APPROVED BY ~ PRINCIPAL “k B *I
' - . | = 5 i
3 o fo" >
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- MINDS- STANDARD OPERATING PROCEDURE
TITLE: COMMITTEE- HOSTEL
DOC. CODE: C-HOS | REV, NO.: 0 | DATE: 29.04.2021 | PAGE 1 OF 3

1.0 Purpose and Scope

11 This SOP enablesin establishing the hostel welfare committee and provides a
guideline for the functioning of the commitice

12 This is applicable toall the hosiel related matters coverningHostel welfare commitice,
Hostel advisory hoard and Mess commutiee.

20  Inputs required:

Hostel Advisory Board

1 List of committee members and list of hostel welfare and mess commuttee members
2 Year wise students hst of hostel inmates

3 List of wardens / hostel in charge

4 Communication from Principal regarding personnel forming a pant of the commitiee

22  Hostel welfare
. 221 List of commitiee members
222  Year wise student hist of hostel inmates
223 List of wardens and hostel in charge
224 Anti-ragging commitiee
225 Communication from Principal regarding personnel forming a part of the commttee

23 Hostel mess committee
231 Hostel Student list'wardens
232 List of members of the commuttee

233 Associated catening agency.
234 Menu for food preparation for week and umings.

3.0 Processing of inputs
31 Constituting the Committee
3.1.1 Prncipal at the beginning of the academic year identifies the person to be the Chawperson,
convenor and members of the commutiee. The validity of the commuttee constitution 1s for one
™ year There is no limitation on the number of imes a person can be in the committee.

32  Functioning of the committee:

321 The Hostel advisory board meets once in a yearand Hostel welfare commitiee meets
once in 6 months and Mess committee meets once in 4 months The convenor
intimates about the date, place, agenda and time of the meeting to the members after
ensuring everyone's availability. This information is provided as per C-HOS-01.C-
HOS-03, C-HOS-05 at least 2 to 3 days in advance.

322 Quorum Two- thirds of the commitice members should be present for any meeting.
In addition to this, special invitees can be there for meetings

131 Purpose of each committee:
331 Haestel : The purpose of this committee is 1o ensurc that the hostel

mﬁmﬁmmﬁyfmﬂwhemﬁu}[ﬂ\:m
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MINDS- STANDARD OPERATING PROCEDURE

TITLE: COMMITTEE- HOSTEL

DOC. CODE: C-HOS | REV. NO.: 0 | DATE: 29.04.2021 | PAGE2OF 3

332 Hostel welfare: The purpose of this committee 1s to ensure that the hostel inmates are
pmwdedwithmﬂﬁnpfwmwcmmﬂtmd

333 Mess committee

33.1!Emﬂﬂhq@:ﬁﬂqmw“unﬂmﬂmmmwMﬂ
control.

3.3.3.2 Maintain the quality of food and drinking water facilities and give feedback.

3.3.3 3 To inspect the Cleankiness in the mess.

3.3.3 4 Maintenance of discipline in the mess and mess related activities.

3 3. 3.5 Maintain the minutes of the meeting, photographs related and circulars of the meeting

34  Agenda of each committee meeting

341 Hostel Advisory board:

a) Review of the decisions taken in the previous meeting

b} Assessment and review of actions taken by the hostel welfare and mess commitice
members for decisions taken in the previous meeting.

¢) Discussion regarding difficulties faced by committce members in solving the
wmmmmqupmmmm
0

d) Discussion regarding formulation of any new rules and regulations for hostel
inmates

¢) Discussion regarding providing recreational activities 1o hostel inmates

f) Discussion regarding any untoward actions from hostel inmates and plan to take
necessary action

g) Others if any

142 Hostel welfare
a) Review of the decisions taken in the previous meeting
b) Review of any new inmates to the hostel and review of students whe want to
vacate the hostel and reasons for vacating the hostel
¢} Assessment of replacement’ repair of damaged cot, chair, lights, water filters and
pipes and tapes in bathrooms.
d) Review regarding attendance of hostel inmates
¢) Assessment of records of movement register of hostel inmates
f) Review of hostel inmates adhenng to the specified tmings as well as to the rules
and regulations of hostel
g) Review of complaints register for complaints and actions taken
h) Review of the housckeeping activities and 1ts adequacy
i) Monitoring the consumption of resources like electricity, water and other
consumables
i) Review of anti-ragging commiftee’s effectiveness.
k) Restoration of damaged materials in the hostel
| Schcﬁmnfmﬂmninctug:fuwﬁunmhmh
m) Feedback from the hostel in charges and hostel inmates
m-'nm%n._uﬁs* i
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MINDS- STANDARD OPERATING PROCEDURE
TITLE: COMMITTEE- HOSTEL
DOC. CODE: C-HOS | REV.NO.: 0 | DATE: 29.04.2021 | PAGE3OF 3

3143 Mess commitiee.

a) Review of the decisions taken in the previous meeting

b) mmmw&:mﬁdmﬂﬂufmﬂmmﬁw.mm
concerned authorities and get them resolved

¢} Fhu!htﬂnmemufﬂthnﬂdmmmﬂuﬂmwhmcsmﬁﬂmmdm.

dammwmmdmwmummmmurm
taken.

) murmmmmwmm.mm:murkm
wufnnuﬁ:h,wndsvnﬁingmuﬂfwdhuﬂ]m'hulﬂichmk
records.

35  Convenor prepares the minutes of the meetingas per C-HOS-02, C-HOS-04 C-HOS-
06 and circulates to all the members with a copy to Principal’s office.

4.0  Process Outputs
41  Decisions taken and executed (Minutes of meeting)

50 RECORDS

SL | Doc. Code of | Title of Record " Retained | Modeof
No. Format | With __For Disposal |
1 | C-HOS-01 Notice cum Agenda for | Hostel
Conduct Of Hostel advisory = adwvisory l
- board Mecting |  board |6 Years | Shredding |
2 | c-HOS-02 Minutes Of Meeting- Hostel | Committee
:I.— ..,,__.._._,:mm , Convenor | [
'3 |C-HOS03 | Notice cum Agenda for |
i conduct ofHostel Welfare “ﬂ“"“ﬂm | !,
E‘ e — — f-cm““m m 1 Committee ! [ l‘l’m SMII*
|4 | C-HOS-04 | Minutes of meeting-Hostel C
' Welfare Committee S , _
'S | C-HOS-05 Notice cum Agenda for | . =y =}
i conduct of hostel mess Hostel mess
ST AN | Commitice meeting Commitiee | 6 Years | Shredding
6 | C-HOS-06 Minutes of meeting-mess Convenor | f
Commuitice S o] ST SENTI - -




MINDS - STANDARD OPERATING PROCEDURE

TITLE: ADMISSION COMMITTEE

DOC. CODE: C-ADM | REV.NO.: 0 | DATE: 29.042021 | PAGE10F2

Lo

22
i3
24

31
il

32
321

33

33

—— l"‘-.'. om TNE "i"‘ Wane !r-l-‘n.i'.."li vl vl

Purpose and Scape

SOP ensbles institution for admission process to achieve the sanctioned number of UG and
PG seats as per DCI and Pondicherry Umiversity Nomms through CENTAC. Institute admats
100 BDS Students (Management 65, Merit 35) MDS (Management 7, Ment 7) every year.
mﬂnmf::ﬂmnfmm' every year from DCl and CENTAC (UG & PG)

Menit and Management

Adverusement

Student Details.

Fees structure for the Academic Year (UG /PG).

Processing of inputs

Constituting the C ommittee

Principal at the beginning of the acadermic year identifics the person to be the Chairperson,
convenor and members of the committee. The vahidity of the commutice constitution is for one
year There 15 no limitation on the aumber of times a person can be in the commitiee.

Functioning of the committee

The commuttee meets once in 6 months. The convenor intimates about the date, place, agenda
and time of the meeting to the members sfter ensuring everyone's availability. This
mformation is provided as per C-ADM-01 atheist 2 to 3 days i advance

The purpose of this commitiee is (o ensure that all the sanctioned and approved seats for LG
Quorum: Two- thirds of the committee members should be present for any meetings there

Agenda of each committee meeting The agenda points are as under

a) Review of the decisions taken in the previous meeting

b) Number of Seats sanctioned for UG and PG must be mantamed every year.

¢) We amn to improve or increase pg scats uptake

d) To make sure there applied Candidates have secured the qualifying marks in the
Competitive exams.

¢} To ensure the registration of all apphed Candidate for further admission process.

f) Rewview of all onginal cerificates from selected candidates those who have attended
CENTAC Counselling.

g) Others if any

Convenor prepares the minutes of the meeting as per C-ADM-02 and circulates 1o all
the members with a copy to Principal’s office.

Process OQutputs
Decisions taken and executed (Minutes of mecting)
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Lo
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12
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2.1
22
23
24
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26
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28
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31

32
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322

123

33
33l

332

333
334

335
336
337
338

34

Purpose and Scope

This SOP enables in establishing the Commitiee for extension & outreach activities
& social responsibility and provides a guideline for the functioming of the commuittee
This 1s apphicable for the conduction of awareness programs, dental screening and
treatment by concerned departments of the dental college.

Inputs required:
Calendar of events
Camp requsition letters
Transportatnon facility
List of students

List of faculties

List of non-teaching staffs
Techmcal assistance
Stock supply.

Processing of inputs

( onstituting the (ommittes

Principal at the beginning of the academic year identifies the person 10 be the Chairperson,
convenor and members of the communice. The vahidity of the commitiee constitution 1s for one
year. There 1s no hmitation on the number of omes a person can be in the commintee.
Functioning of the commitiee

The commutiee meets once in 6 month. The convenor intimates about the date, place, agenda,
and nme of the meeting to the members after ensunng thewr avaslability. This information is
provided as per C-EXT-01 at least 2 to 3 days in advance

The purpose of this committee is to ensure that the students develop a strong commitment to
the community, believing that the best way forward 1s an mclusive approach, bemng engaged
with the surrounding community and providing oral health services w0 the underserved
population. This also broadens our students’ understanding of public health issucs and
prepares them 1o serve communities apart from individual patients. The other purpose of this
commuttee is for our mstitution 1o be a part of the society at large so that the local community
feels that the institution 15 theirs.

QUORUM: Two third of the committee members should be present

Agenda of each commitiee meeting

To take the mstitution closer to social needs and w0 help nculcate a sense of social
commitment.

To conduct outreach activities and to mantain collaboration with soctety towards public
heaith and welfare.

Review of the decisions taken in the previous meeting

Review the past programs conducted. changes to be made m the way of conduction, resources
to be added.

Promote maximum student involvemnent.

To mculcate a feeling of social responsibility in the students

To promote mnovations in areas of outreach.

To collaborate and work with schools, colleges other governmental'non-governmental
agencies.
Cmmhmumﬂhmnmﬂtﬂmﬂlﬂdmﬂmm
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Process Outpuits

Number of outreach activities conducted.

Number of participants in cach outreach activaty.
Number of new events included in outreach activities.

RECORDS

Format
‘ C-EXT-01
1

Dac. Code of

C-EXT-02

social responsibility
Commines |

conduct of extension and Extension and
outreach activities & social outrcach
responsibility Commitiee activities &

I

e e RS ———

6Y ears
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| PARTICULARS
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' PREPARED BY
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Institutional Disciplinary Council:

To maintain balance between students demands. problems and feasibibity of solubons
provided by the suthonties.

To develop unity and integrity among students.

To maintain discipline in the campus, class and in hospital wherever the students are posted.
To uphift potential of students and 10 make them balanced cinizens in society

To prevent and to scrutinise in disciplinary activitics (lack of stiendance, unpunctual
activities, misbehaving with staffs, patients or colleagues, damaging hospital and college
properties) and nots.

To impart peaceful, safe and friendly environment in institute.

To monitor and control the discipline of students of mstitution.

To provade a congemial work environment to all employees- teaching and non-teaching.

This is applicable to all teaching. non-teaching faculty, admanistrative and HR depastment
staffs. UG&PG students All complaints from them in this institution are addressed i the

Institutional Disciplinary Council for redressal

Anti-Ragging Committee

To ensure stnict abstinence from Ragging and 1o provide a ragging free campus.

To help the fresher students to undertake stress free education during the course duration.
Inputs required:

Institutional Disciplinary Council

All faculty (teaching or non-teaching) and students are required to repont discipline cases of
serious nature 10 Disciplinary council immediately on occurrence followed by conducting an
n-depth inguiry

Complainant must file a written complaint directly or forwarded through the student cell 1o
the chairperson or the convenerC-IDC-01.

Complainant must have direct knowledge of the alleged misconduct and must be willing to
appear for the committee heaning 1if necessary

Any case reported by the faculty‘official as regards misconduct should be addressed through
prncipal/ Vice-prncipal to the Disciplinary council.

Anti-Ragging ( ommittee

Gnevances regarding ragging to be submitted in wnting by the complamant to the convener
of the commutiee.

Processing of inputs

Notice in wniting will be forwarded to the mvolved parties by the student cell and parents and
students will be informed In case of faculty of the mstitution, a notice will be 1ssued to the
Institute head

Dusciplinary councal will start its heanng afier notificaton of complant.

If a studemt withdraws the complaint, the heanng will be conducted in the absence of the
student (if offender student is found responsible for violation of conduct of code), the council
The council 1s bound by the rules of evidence and natural justice
Constituting the Committee

Principal st the beginning of the academic year identifies the person 1o be the Chairperson,
convenor and members of the commuttee. The validity of the committes constitzhon 1s for ane
year. There is no limitation on the number of times a person can be in the commuttee

32  Functioning of the committee

3zl

322

The committee meets once in 8 year and as and when required. The convenor intimates about
Ilitﬂ.phu.m mﬂhmnhm:ﬂumm:
availabilsty  This provided as per C-1DC-02at least 2 10 3 :
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323
324

325

316
327

328
329
3210
3211

iz

332
333

334

KRR

342
3421
3422

343
3431
3432
j433
3434
344

345
346

347

mmamw will be based on the code of conduct. /

To make students aware on the disciplinary rules and ensure thewr comphiance.

Provide terms of engagement of teaching and non-teaching stafl of the mstitution 10 ensure
every staff member complies with the rules and regulations of msbitution

Encourage students to be responsible for their leaming activities and ensure theiwr good
behaviour

Aud them in becoming responsible citizens of nation.

To build & positive mutual and healthy relation of support and respect between the siafls,
students and parents.

To take required action agamst any act of misconduct.

To stop acts of ragging and to stnictly abstain all students in taking pan of such activities.
Conduction of meeting as and when required, on 1ssues when they are reported.

To co-ordinate the legal cell of MINDS in case of report of any m-disciplinary activities.

Quorum. Two- thirds of the committee members should be present for any meeting In
addition to this, special invitees can be there

Time schedule

All in-disciplinary actions shall be reported 10 the Principal/Vice principal verbally or
telephonically within 12 hours followed by incident / occurrence report within 24 hours as
deemed appropnate to the Principal/ Vice-Prnincipal.

Cases involving students’ faculty invanably be reponted to the Disciplinary council and an
Inquiry commuitiee meeting ordered within 24hours.

The complaint and documents submitted by complamant wall be collected by the convenor
and the agenda will be prepared for the next meeting

The convenor will call for mecting through DC-01 / email/ whatsapp and meeting will be
called within 24 hours.

Proceedings of the council

The student will be provided with the written copy of the alleged violations of provisions of
Students’ code of conduct before the meeting The notice will also include the date and bme
of hearing. not less than 3 days or more than 7days Maamem time hmats for heanng
schedule are within the discretion of Princapal’ Chasrperson.

Following guidelines will be followed on hearing

All questions are subject to final decision of Principal/ designee.

Meeting will be conducted in private. Admission to any person s af the discrenon of
Principal. Personal safety, wellbeing. fears of confronting the reporting party, accused person,
witness of incident, premising telephonic participation or other means will all be concerned
and are sole discretion of Principal.

Heanngs will be chared by Principal/ designee and will be proceeded as follows:
Reading of the wntten charges.

Statement of accused’ witness.

Findings of event.

Recommendabons.

The accused person may call witness, present while giving tesnimony. Accused person must
present a witness list and purpose of statements to the chair at least 24 hours before hearing.
The chair may exclude any wilness from attending any hearmg it found duplicate or
urelevant.

Records and written staterents may be accepted as information for consideration. They must
be submutted at least before 24 hours of heanng.

If, during hearing, the person is found to have violated additional policies, accused will be
mm*ﬁmmmwmuwwumum A record will
be made i hearing. .

_'l' v : -.' r ‘II ?t‘ ar

=2 Nt P h'.;'_.;;a_msl' ple=0l L '

i g L Chajaikara, PO
. T ot Pudlghery



MINDS- STANDARD OPERATING PROCEDURE

TITLE: INSTITUTIONAL DISCIPLINARY COUNCIL

DOC. CODE: C-IDC | REV.NO.:0 | DATE: 01.08.2020 | PAGE 3 OF 4

348
349

35
151

332

353

is4

155

If the accused person is absent for the heanng, the decision will be made from the avmlable
evidence. On genuine basis. if the person 1s absent. new date may be set for meeting.

Sanctions:

If there appears a ground for believing breach in code of conduct of student, faculty, teaching
/ supporung staff, the council will carry full investigation and sanction its decisson as C-IDC-
03 .

Oral wamning if a student or a faculty is found at fault with a minor incident, council may
1ssue an oral warning to the defaulter.

Formal warmng: if the fault 15 proven 1o be sufficiently serious after mvestigation to justify
formal wammg. it will be issued. A letter confirming the council's decision will be sent to
defaulter stating the improvements required in conduct, the time limut for implementation of
mmproved conduct, if defaulter commits further misconduct acts, may lead to next stage of
actions like suspension, dismissal or other penalties.

Review : peniodic monitoring and review by the council. No further account will be taken on
oral or formal waming after lapse of one year of its issue

Further offence afler formal waming: if the defaulter has commutted further offence’ act of
msconduct, if standards of conduct don’t improve 1o required levels, the council will
investigate and inguire.

Appeal process: Un feching unfmr treatment in disciphinary process, the person may submt a
written appeal to head of institution, in written format within 7days of 1ssue of council's
decision. Following criteria must be addressed

The basis for the belief of unfair nature of treatment and relevant supporting documents.
New information that was not present at the ime of carhier heaning which would impact the
decision.

Procedural wregulanty of proceedings, that was substantially emough to undermine the
person’s shality to present defence. Specific investigatory and heaning procedure that was not
followed must be addressed.

Convenor prepares the minutes of the meetingas per DC-04 and circulates 10 all the
members with a copy to Pnncipal’s office.

Process Outputs

Number of complaints received and disposed within specific ime-students.
Number of complaints received and disposed within specific time-staffs
Number of complaints referred to legal cell- students and staffs.

RECORDS

Frg CLEE

Doc. Code of | Title of Record | Remined | Modeof
Format | With :1“_. F" ni'""

C-DC01 Complaint in written format | | lyear after

CADC02 Notice cum Agenda for

. meeting =
C-IDC-03 Sanction if approved

s M

{*-.H;" |

C-IDC-04 Minutes of meeting | Convenor
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mm-ﬁmmumm-ﬂwapﬁnmu
functioning of the commtiee.
muwmmMmhdwwmﬂmmw
WMnuﬂmm.

Inputs required:

a) Student hist

b) List of faculty members

¢} Cwmwwpﬁwm:pﬂﬂmm
d) Mentor-inentee meeting report.

Processing of mputs
(onstituting the Committee
Principal at the ﬂumwwhmmhuw
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34  Convener prepares the minutes of the mectingas per C-MEN-02 and circulates to all

the members with a copy to Principal’s office.

4.0  Process Outputs
41  Decisions taken and executed (Minutes of meeting)

50 RECORDS ol SN L E s B e
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Lo Purpose and Scope

1.1 This SOP enables establishing the programme commuttee and provides a guideline for
the functiomng of the commitiee

12 This is applicable to covering all the programmes offered by the college

2.0 Inputs required:
a) Studemt list
b} List of faculty members
¢) Communication from Principal regarding personnel forming a part of the
commitice
d) Calendar of events,

3.0 Processing of mputs
3l Constituting the Committee
311 Principal st the beginning of the academic year identifies the person to be the Charperson,

convenor and members of the committee. The validity of the commuttee constitution 18 for one
year There is no hmitation on the number of imes a person can be in the committee.

32 Functioning of the committee

321 The committee meets as and when the programme is scheduled. The convenor intunates about
the date, place, agenda and timing of the meeting as C-PRG-01to the members after ensuring
evervone's availability. This informanon 1s provided atleast 2 or 3 days in advance.

322 Thepurpose of this committee is to ensure tolerance and harmony towards cultural,
regional linguistic communal socio economic and other diversities.

323  The commitiee also ensures celebrating national and international commemorative
days and events and festivals

324 Quoram: Two- thirds of the commitice members should be present for any meetings.

i3 Agenda of each committee meeting The agenda points are as under:
a) Review of the decisions taken in the previous meeting

b) To coordinate any special programmes that are of interest 1o college

c) Finalizing the dates with the management regarding conductance of the programme

d) Review of the suggestions received from the teaching faculties and finalization of the
same

¢) Feedback from students and teaching faculty.

f Others if any

34  Convenor prepares the minutes of the meeting as per C-PRG-02 and circulates to all
the members with a copy to Principal’s office.

4.0  Process Outputs
41 Decisions taken and executed (Minutes of meeting)
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U.G. Academic program
This SOP enables the institubion to keep the cumculum standards of the Undergraduate
program st par with intemational standards by accounting the regular feedbacks from
teaching faculty

112 This SOP also helps Institution to implement the abided standards in the form of academic
timetshle. annual calendar for the entire teaching program and evaluation process of the
Undergraduate program

1.2 P.G. Academic program

121 This SOP cnables the institution to keep the curnculum standards of the Undergrduate
mnwmmmmwmmmrmm

122 mwmwmmmmummmhfmmﬁm
timetable. annual calendar for the entire teaching program and evaluation process of the
Undergraduate program.

13 Curriculum enrichment program

131 Additional academic program: This SOP enables in establishing the additional academic
m-ﬂm-;mrwmmemmuruumm:w
enables the mstitution o enable the students 10 perform at international standards.

132 Programs for value-based learning and personality development

6 Inputs required:

21 U.G. Academic program

211  DCH/ University Syllabus of U.G.

212 Annual academic and exam schedules of the University.
213 UG students list

22 P.(;. Academic program

221  DCI/ University Syllabus of U.G.

222 Annual academic and exam schedules of the Umiversaty
223 PG students list

23 Curriculum enrichment program
23 1.1 Student hist
23.12 Academic calendar

31 Constitating the Commitice

LN Hﬂpﬂuhhqinﬁgdhnuﬂuﬁ:yuwﬁuhmwhuw
convenor and members of the committees. Thus, the validity of the committes constitution is
for one year. There is no limitation on the number of imes a person can be m the committee
as it is the discretion of Principal

32 Functioning of the committee

33 The committees meet once in 6 months. The convenor intimates sbout the date, place, agenda
and time of the meeting 1o the members after ensunng everyone’s avaslability. This
information is provided as per C-ACA-A-01 for at least 2 to 3 days i advance,

34  The value based activitics hike following are performed:

341 To propose and organize valuable bridge courses for the interns.

342 &muwhmmwhm:ummﬁ

. personal counselling. _ _
343 Conducting swarops ms and rally on occasion of specific days og No- obacco day.
mdm;-dum-iﬂtuhmtnu;ﬁu.,
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345 Organizing classes for yoga and meditation. _

346 Tunutmmmmwmnumm

347 To provide govemnment scholarships to students based on caste.

348 Tumtmdm&ewmmmuprw

315  Quorum: Two- thirds of the committee members should be present for any mecting. In
addinion to this, special invitees can be there.

36  Agenda of each commitiee meeting:

37 UG scademic program

371 Review of the decisions taken in the previous meeting LAl
3172 Evaluations of previous vear's academic calendars and prepare it with inputs from University.
373 To plan periodic assessment examinations, its evaluation and announcement of results.

374 Finalising the midterm holidays.

175 Review of outcome of changes implemented to improvise acadenmic standards.

376 Others if any

is P.G. scademic program

381 Review of the decisions taken in the previous meeting

382 To finalise on the dates of the presentation for ethical clearance
383  To finalise on the dates for submission of library dissertations of Pygs.
384 For implementation of basic science classes for Pgs

385 Regular check on the quotas for the students for clinical case, presentation in conferences and
conventions

386 Conduction of mock examinations for students.

387 Assess the quality of their teaching by the theory classes allotted for them
388 Othersif any

189 Curriculum enrichment program

3.59.1 Additional academic program:

3.8.9 1.1 Propose the new acadermc programs as per the current and new concepts i dentistry and

3.8.9.1 2 Formulate the curmculum for the acadermic program as modules or courses.

3.8.9.1.3 Help the involving departments to conduct program in a flawless manner and co-ordinate the
program

3892 Value based learning and personality

3892 1 To propose and organize valuable bridge courses for the interns.

389220mannng programs for carcer counselling, gmdance for competitive examination and
personal counselling.

3 892 3 Conducting awareness programs and rally on occasion of specific days eg No- wbacco day,
Dentist day.

3.8.9.2 4 Conducting quiz programs for students and staffs with reference to the same

3892 5 Organining classes for yoga and medutation.

3.892.6 To work on providing merit-based scholarshups 1o the outstanding students

1.8.9.2.7 To provide government scholarships to students based on caste.

318928To prepare a record reflecting the programmes conducted with tmeframe of cach

programme.
3.8.9.2.90Others if any
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4.0  Provess Outputs

41  Decmions taken and executed (Minutes of meeting)

42  Number of proposals to BoS from the institution.

43  Number of assessments and evaluation done for U G students

44  Number of PG students presentations in conferences and conventions
45  Number of awards procured by students

46  Number of additional and value based programs proposed

47  Number of additional and value based programs conducted

50 RECORDS

'SL | Doc. Code | Title of Record i Retained Mode of
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MINDS- STANDARD OPERATING PROCEDURE

TITLE: COMMITTEE- WOMEN EMPOWERMENT

DOC. CODE: C-WOM | REV.NO.:2 | DATE: 29.04.2021 | PAGE 1 OF 2

1.0 Purpose and Scope

11 This SOP enables to establish and maintain equal status and equal opportumitics for women
and men. and thus promote gender equality in all spheres of the society. All individuals shail
mwwmmmmmm-ﬂmmmm:
urespective of gender.

1.2 This is applicable 1o all the female staffs and students in the college

a) Communication from Principal regarding personncl forming a part of the committee
b} List of women employces

¢) FemaleStudent hist

&) List of women faculty members

:

Processing of inputs

Constituting the Committee

Principal at the beginning of the academic year identfies the senior most lady stafT to be the
Chairperson, and others as convenor and members of the commitice. Thus, the validity of the
committes constitution 1s for one year. There is no limitation on the number of times a person
cam be in the committee as it 15 the discretion of Principal

Tad
——
—_—

12  Functioning of the committee

321 The commitiee meets once in 2 months. The convenor inimates about the date, place, agenda
ﬂmdMMMﬂtm&m:mm‘snm.m:
information is provided as per C-WOM-01 at least 2 1 3 days m advance.

322 The purpose of this committec is to ensure that the nights of the female students, faculty and
stafl members are safeguarded.

3.2.3To equip the female students, faculty and staff members with the knowledge of other legal rights.

324To give effect to certain provisions of the Convention on the Elimnation of All Forms of
Discnimmnation aganst Women.

3.2 5To eliminate, so far as is possible, discrimination against persons on the ground of sex, marital
status, pregnancy or potential pregnancy in the arcas of work, accommodanon, education.

326 To climinate, so far as possible, discrimination mvolving disrmssal of employees on the ground
of family responsibilitics, and

3.2.7 To climinate, so fir as is possible, discrimmation involving sexual harassment in the workplace,
m educabonal mstitubions and

3.2 XTo promote recognition and acceptance within the community of the principle of the equality of
men and women,

329 Maintain minates of mectng, photographs related and arculars

3 2 10Quorum: Two- thirds of the committee members should be present for any meeting. In addition
to this, special invitees can be there.

33 Agenda of each committee meeting
a) Review of the decisions taken in the previous meeting
b) Gender mmnstreaming in all spheres of the socety
¢) Working on the equal influence of women and men i decision-making and policy-

making in the society,

d) FEnabling both women and men to reconcile thew occupatonal and family obligations,
¢) Improving especially the status of women and mcreasing their opportunities m the




MINDS- STANDARD OPERATING PROCEDURE

TITLE: COMMITTEE- WOMEN EMPOWERMENT

DOC. CODE: C-WOM | REV.
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34  Convenor prepares the minutes of the meeting as per C-WOM-02 and circulates to all
the members with a copy 1o Principal’s office.
4.0  Process Outputs
41  Decisions taken and exccuted (Minutes of meeting)
560 RECORDS e - (I R B r— 1 ! [ L
SL | Doc. Code of | Title of Record L Retained | Mode of
No. | Format With | For | Disposal
I }C-W{}M—DI Notice cum Agenda for B e
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1 t(\. -I - !: E . ]
| Lmu,,,_.___________ Commsisee |- You» | Shreddng
2 C-WOM-02 ! Minutes of mecting-women Convenor ' ’ l
L SR empowennent Commuttoe ﬂl L }
60  AUTHENTICATION 0
PARTICULARS | _DESIGNATION  SIGNATURE
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REVIEWED BY VICE PRINCIPAL | a? ”1|
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MINDS- STANDARD OPERATING PROCEDURE

TITLE: COMMITTEE- COMPLAINT AND GREIVANCE REDRESSAL

COMMITEE

DOC. CODE: C-CGR | REV. NO.: |

| DATE: 29.04.2021 | PAGE 1 OF 2

Lo
|

12
1.0

32
321

322

323

i3
a)
b)

¢)

d)

noa

This SOP enablesin establishing the internal complamt commutiee and provides a guideline
for the effecuve functioming of the commuttee
This is applicable to all the students and employees employed by the college.

Inputs required:
a) Student hist

b} List of faculty members- women
¢) List of non-teaching staff- women

Processing of inputs

Constituting the Committee

Principal at the beginning of the academic year idennifies the person 1o be the Charperson,
convenor and members of the commitiee. Thus, the validity of the committee constitution is
for one year. There is no limitation on the number of times a person can be i the comumitiee
as it is the discretion of Principal

Functioning of the commitiee

The committee meets once in 3 months. The convenor intimates about the date. place. agenda
and time of the meeting 10 the members afier ensunng everyone’s avatability. This
mformation is provided as per C-CGR-01 at least 2 to 3 days in advance

This commitiee is committed to providing and promoting a safe, healthy and congemal
atmosphere imespective of gender, caste. areed or social class of the employees. In its
endeavor to provide a safe and healthy work environment for all ns employees and to develop
a policy to ensure zero tolerance towards verbal, physical. psychological conduct of a sexual
natureby any emplovee or stakeholder that directly or indwrectly harasses, disrupts or
interferes with another's work performance or creates an imtimudating, offensive or hostile
environment such that each employee can realize hus / her maximum potential

Quorum: At least 3 members of the committee or 50% of the 1otal members of the committee
(whichever s higher) should be present for any meeting In addition 1o this, special invitees
can be there.

Agenda of each committee meeting

Review of the decisions taken in the previous meeting

Every complaint received in wniting is analyzed by the members. The parties concerned are
called for a face to face discussion 10 ensure transparency and faimess. After listening 1o both
the partics, the committee members discuss the pros and cons among themselves and then,
provide their conclusion to the concerned parties. If it is felt that legal opimion s required,
then the same is referred to the legal expents with information to both the parties.

All complaints recerved by the commitiee erther verbally’ wnitten or through any other mode
will be entered in log register maintained by the committee and an Unigue | D number will
be allofted to the complaint and acknowledgement taken from the complanant 1o indicate that
he/she 1s agreeing 10 the narration of the complamt noted.

Sensitization programs / workshops would be organized meetings would be convened for all
employees as well as specialmeetings to be conducted with only the women employees by
thecommuttee on a regular basis

MCm-wdﬂmmCmﬂm:fMHﬁhl{‘a%
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MINDS- STANDARD OPERATING PROCEDURE

TITLE: COMMITTEE- COMPLAINT AND GREIVANCE REDRESSAL
COMMITEE
DOC, CODE: C-CGR | REV.NO.: 1 | DATE: 29.04.2021 | PAGE 20F 2

34  Convenor prepares the minutes of the meetingas per C-CGR-02 and circulates to all the
members with a copy to Principal ‘s office.

4.0 Process Outputs

41 Decisions taken and executed (Minutes of meeting)

42 Number of Complaints filed

43 Number of Complaints redressed

44 Number of complaints pending

45 Number of sensitization programs conducted with number of participants

50 RECORDS

'SL [ Doc. Code | Title of Record 'Retained [ Mode of
No | of Format With Thr Disposal
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MINDS- STANDARD OPERATING PROCEDURE
TITLE: COMMITTEE- BUDGET ALLOCATION
DOC. CODE: C-BUD | REV.NO.: 0 | DATE: 29.04.2021 | PAGE 1 OF2

1.0 Purpose and Scope

L1 This SOP enablesin establishing the Budget Allocation commuttee and provides a gwideline
for the functioning of the commutiee.

12 Thisis apphcable toall departments covering all the programs offered by the college.

2.0 Inputs required:
a) Budget from all Departments
b) Stadents fee detmls
¢) List of staff members
d) Communication from Chairman regarding personnel formung a part of the commmiftee

30  Processing of inpuis
il Constituting the ( ommittee
3.1.1 Chairman a the beginning of the financial year, identifies the person to be the Chanrperson,

convenor and members of the comnuniee. Thus, the vahidity of the comnutiee constitution 15
for one year. There is no imitation on the number of times a person can be in the commutice
as it is the discretion of Chairman.

2 Functioning of the committee

321 The commitiee meets once in 6 months. The convenor mtimates about the date, place, agenda
and time of the meeting to the members afier ensuring everyone's avmlability. This
information is provided as per C-BUD-01 at least 2 1o 3 days m advance.

3.22 The purpose of this committee involves planning forecasting. Implementing, monitonng &
controlling and finally evaluating performance of budgetng.

323 Quorem: Two- thirds of the committee members should be present for any mecung. In
addition to this, special invitees can be there.

33 Agenda of each committee meeting The agenda pomts are as under

a) Review of the decisions taken in the previous meeting

b) Preparing base for budget accounting

¢) Receives and review the individual budget estimates from different departments

d) Prepanng reveone and expenditure budgets and evaluating with previous budget.

¢} Incorporsting department budgets

f) It receives instruction from the Budget Commutice Charman and gives mstruction ©
concerned department authonities.

g) Cives suggestions to improve efficiency 10 achicve budgetary goals and co-ordinates the
budgetary control programmes.

h) Others if any

34  Convenor prepares the minutes of the meetingas per C-BUD-02 and circulates to all
the members with a copy 1o Principal’s office.

4.0  Process Outputs
4.1  Decisions taken and executed (Minutes of meeting)
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TITLE: COMMITTEE- BUDGET ALLOCATION
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50 RECORDS
SL | Doc. Codeof | Title of Record | Retained | Mode of |
No.  Format With  For Disposal
1 | C-BUD-0I ' Notice cum Agenda for _
' conduct of Budget Allocation | Budget ?
Comamittee meeting Allocaton e o b
2 C-BUD-02 Minutes of meeting-Budget Comminee |~ Yoars ;m I
| Allocation Committee | Convenor i i
3 MR Budget forthe academic yewr | | SR Ll Ly
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