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MAHARASHTRA INSTITUTE OF DENTAL SCIENCES AND RESEARCH,

DENTAL COLLEGE, LATUR (MAHARASHTRA)



ADMINISTRATIVE WORK

SOP- LEAVE APPLICATION 

Purpose:
As a procedure for staff to apply leave and understand the leave application policy.

Scope:

Applicable to all staff

Responsibilities and Authorities:
· All staff are required to apply  relevant leave and ensure that the leave has been approved from principal prior commencement of leave 

· Head of the department approves the leave within the period 
· The clerk checks the attendance and ensures all absence is supported with a valid leave which is approved.
Procedure:
· Take application form of casual leave

· Write date, college name, name of staff, leave period, and leave type and reason for leave and sign of the applicant.

· Go to reliever. With his/her due consent, Write reliever name take sign of his/her.

· With due permission from head of department, take sign and stamp.

Leave Application Policy:

· Application for Continuous Leaves which is 3 days and above shall be submitted in advance.

· Application for leave less than 3 days shall be apply before the commencement date of leave.

· Staffs are advised to do arrangement of all departmental work before going for the leave.

· Casual leave application is submitted before and medical leave are submitted after joining college.
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                                                                      SOP- NEW JOINING

Purpose: 

To fulfil the departmental staff pattern for proper working of the department according to DCI requirements.

Scope: 

Applicable to teaching and non teaching staff

Authorities: 

Head of the Department and Principal.

Procedure:

· Head of department decides the criteria of new joining of teaching as well  as non teaching staff

· HOD follows the criteria given by DCI and MUHS Nasik

Criteria of new joining –

Professor – 1

Reader-1

Senior Lecturer- 2

Tutor -1


Lab technician-1

Attendant/Peon – 1 

· Head of the department demands for fulfilling the vacancy in the department in front of the Principal.

· Our college give advertisement of vacancies through newspaper, MUHS Nasik university web-site and college web site.

· Applicant applies for the vacant post through college office and the Principal.

· The Principal, Head of the department and management decides and finalize the new staff joining through interview process.

· New staff has to submit all the required documents like degree certificates, registration certificate etc.

· On the day of appointment, applicant receives appointment order.

· Joining letter of new staff should be submitted in the office and department.

[image: image2.png]Date:-

The Principal,
Maharashtra Institue of Dental Sciences & Research,
Vishwanthapuram, Ambajogai Road,

Latur.
Sub.: - Joining Report.
Ref.: - Your Appointment order No. MAEER/MIDSR/ES

Dated. / /20

Respected Sir,

With Reference to your appointment order, 1 am pleased to accept the offer

& joining as a --- ---- in the department of

in your esteemed institution from--- -

Thanking you

Yours Faithfully,





                                                SOP- WORK DISTRIBUTION

Purpose:
For the smooth functioning of the department.
Scope:
Applicable to all departmental teaching staff and non-teaching staff

Responsibility:
All staffs are responsible for the distributed work completion.

Procedure:

· Head of the department gives all work distribution to all teaching as well as non-teaching staff annually.

· Master plan of teaching first and third BDS students is made by head of the department and all staff members. Lecture and practical classes are distributed among all staff. Also demonstration schedule is made and weekly teaching schedule is submitted to the office.
· Head of the department takes weekly departmental meeting of all teaching as well as non-teaching staff and work is distributed. Weekly teaching schedule, biopsy reports, cytology reports checking done. 

· Daily monitoring of haematological reporting, proper cleaning of department is done by Head of the department.

· Monthly student attendance, any new requirement for lab and departmental office are indented. 

· Quarterly internal assessment files of 1st and 3rd BDS students are maintained. Museum; library records are checked and maintained.

SOP- DEPARTMENTAL TEACHING STAFF WORK DISTRIBUTION
	Sr.No.
	Dr. Anuja Maniyar

(PROF and HOD)
	Dr. Nishat Shah

(READER)
	Dr. Varsha Sangle

(SR. LECTURER)
	Dr. Smita Chaware

(SR. LECTURER)

	1]
	Overall Incharge
	Lab Incharge and  upgradation
	Museum Incharge and upgradation 
	Cleanliness of department.

	2]
	Biopsy record keeping
	Cytology record Keeping
	Hematology record Keeping
	Library record maintenance and upgradation

	3]
	Consumable and dead stock maintainance
	Maintenance of equipments
	Interns Incharge
	Attendance of students

	4]
	Department up gradation
	II BDS Seminar
	III BDS- 

-Internal assessment records

-Exam conduction

-Seminar presentations

-Slide box maintenance
	I BDS- 

-Internal assessment records

-Exam conduction

-Seminar presentations

-Slide box maintenance

	5]
	Administrative work of department
	-
	Weekly time table
	Notice board and circular file

	6]
	Extracurricular Incharge- 

-Antiragging committee

-Students attendance and discipline-Committee

-Staff monitoring

-Women welfare and grievance committee
	-
	Extracurricular Incharge -

-Clinical rounds daily

-Womens welfare and     grievance committee
-Cultural committee

-Local Management committe
	Extracurricular Incharge -

-Womens welfare and grievance committee

-Welfare and grievance committee
-Students Council

Alumni

-Academic Council

-Research Committee

-Dental Education Unit




SOP- DEPARTMENTAL NON-TEACHING STAFF WORK DISTRIBUTION

	SR. NO.
	Lab technician/ clerk

Samed shaikh
	Attendant 

Sharad Kopanbaine

	1
	Blood collection for haematological investigations, Hematological analyses and reporting  and maintaining the record
	Department opening at: 8:30 am

	2
	Biopsy tissue processing, Embed tissues, Section blocks, Stain & Mount and biopsy report distribution and maintaining its record
	Disinfect work stations, dental chairs, equipments, Autoclave instruments, glassware

	3
	SpecialStains/Microbiology/Exfoliative

Cytology and its record maintaining
	General department cleaning: HOD cabin, reporting area, Laboratory area, practical class, museum and store.

	4
	Tissue Processor reagent levels: check and replenish/change also haematological reagent check and replenish
	Microscope cleaning 

	5
	Museum tissue maitainance, checking of fixatives/ reagents, maintaining the record
	Dispatch of all biopsy reports, haematological reports, cytological reports, departmental circulars to office.

	6
	Maintain record of student attendance, internal assessment files.
	Biomedical waste management

	7
	Stock verification 
	


                              SOP - RECORD KEEPING AND DOCUMENTATION 

Purpose
· Preparation and maintenance of files and other departmental documents storing of closed files and retrieval of documents.
Scope
· This SOP applies to all files and their related documents that are maintained in departmental  files

Maintenance 
· Efforts will be made to keep the records under lock and key for maintaining security, integrity and confidentiality using lockable steel cupboards.
· Access to the keys of locked steel cupboards will be available only to one of the departmental staff member. 
· The Department maintains records distributing like, circular file, notice file master file, teaching-schedule file, biopsy requisition file, cytology requisition file, reporting file, general dispatch book.

· Department maintains register of all that is stock book, indent book,  preclinical lab, teaching lab, museum and histopathological lab and library books, daily census records, biopsy dispatch book. 
· Attendance musters of 1st, 3rd BDS students and interns are maintained. Also internal assessment file records of 1st and 3rd BDS students are maintained. 
· Departmental clerk will be responsible person for maintenance of all college circulars, other departmental work and online submission of all circulars with the help of staff members. Apart from online submissions, one hard copy of all the documents like attendance record, internal assessment record, extra exam record is maintained by the clerk and staff members for first ,second and third BDS students.

· Other departmental records such as a hard copy of the medical leave application of student, any relevant parent teacher meeting will be maintained by in charge staff.
· Apart from above archrivals, department also include biopsy and cytology reports and biopsy requisition form of all patients related documents and other relevant communication/ record depicting work.
· To ensure confidentiality, internal exam papers of first and third BDS students are stored in departmental cupboards. 
· University exams related documents provided to head of department which are no longer required, will be disposed of in a secure manner.
· Museum records are maintained through museum file. Also 1st and 3rd year charts are stored in files.

· Soft copies of all staff documents are only accessible in their email id.
· Soft copies of all staff documents, students’ attendance and internal assessment records batch wise are maintained. Also the soft copy of internal question papers, mcq’s, laq’s, saq’s are maintained. Record of lecture power point presentations is maintained.

· All NAAC related records are maintained as a soft copy. 

           Archival of documents and records 
· Archival of all documents exam papers are stored in a store room available for archival of records.

·  It is the responsibility of staff members to ensure that all students internal assessment files are prepared, maintained, and kept securely for a period of 5 years under a proper system that ensures confidentiality and facilitates retrieval at any time.
Record retrieval policies and procedures
·  A Copy of any document, master files is made available only after the responsible staff member permission. 

· A separate register/ file will be maintained in the department to access to the records along with name of person, time, date and reason for the same [whenever needed].
                               SOP – DEPARTMENTAL STORE AND EQUIPMENT

Scope:
· All material required for the department like stationary

· All material required for the histopathological laboratory

· It involves all essential equipments and materials required.

Purpose:
· To assure proper maintenance & hygiene in the store area.

· To assure the maintenance of all the equipments in the department.
Responsibility:
· All staff members

· Lab technician

· Peon

Procedure:
1] Only departmental staff members, lab technician and peon are allowed to enter the store room area.

2] All documents such as internal exam papers are stored in a store room available for archival of records. It is the responsibility of staff members to ensure that all students’ internal assessment files are prepared, maintained, and kept securely for a period of 5 years under a proper system that ensures confidentiality and facilitates retrieval at any time.

3] Equipments such as Monocular, Binoculars, and Specialized microscopes placed in special compartments within storage areas. 

4] Key is placed in a safe place in sealed drawer. Key with access to them should be kept by the staff member and lab technician only.
5] Items required for the histopathological laboratory are stored in cub boards.
6] Frequent checking of the laboratory materials is carried out by staff member and lab technician.

7] Indenting the required material from the central store of the college by lab technician and peon.

8] Peon prepares the indent list which is checked and signed by staff members.

9] Material is then stocked in its respective place in the store and entered accordingly in the consumable register and dead stock register.

10] Lab technician monitor reagent levels before start up every week.

11] All freshly prepared stains to be tested for duration of staining and weekly changing of staining solutions.
	SR. NO.
	LIST OF EQUIPMETS

	1. 
	Paraffin wax bath thermostatically controlled)

	2. 
	Leukhardt pieces, block holders

	3. 
	Block Holder

	4. 
	Automatic microtome knife sharpener

	5. 
	Tissue floatation water bath (thermostatically controlled)

	6. 
	Slide warming table

	7. 
	Steel slide rack for staining

	8. 
	Diamond glass marker

	9. 
	Semi automatic microtome

	10. 
	Research microscope with phase contrast, dark field, polarization, CCTV &photomicrography attachments

	11. 
	Binocular compound microscope

	12. 
	Aluminium Slide trays

	13. 
	Electronic dispending machine

	14. 
	Diamond glass marker

	15. 
	Wooden/plastic slide boxes

	16. 
	Wax block storing cabinet

	17. 
	Slide storing cabinet

	18. 
	Refrigerator

	19. 
	Computer with Scanner

	20. 
	Fluorescent Microscope

	21. 
	Image analysis  software

	22. 
	Microwave


SOP- STAFF GRIEVANCE AND REDRESSAL

Purpose 
· To achieve consistent Redressal in the handling of staff grievance in the workplace and provide procedures to follow in the department.
Scope:

· Procedures outlined in this policy aim to achieve consistent Redressal in the handling of personal grievance’s in the workplace and provide procedures to follow in the event a personal grievance’s arises
· All Department Staff members
Objectives:
· To ensure fair, impartial and consist mechanism for Redressal of varied issues face by the staff

· To ensure that grievances are resolved promptly, objectively and with sensitivity and complete confidentiality.

Procedure:

Head of Department –

1) Encourage Staff to come forward with personal Grievance’s.

2) Deals with personal grievances of teaching as well as non-teaching staff in a supportive way.

3) Encourages  fairness’ and resolution of personal grievances as close as possible in the source of grievances 

GRIEVANCE REDRESSAL PROCEDURE:
1] Direct Method-
Step1 – Resolve Grievance directly

· If the staffs feel comfortable in doing grievance they should attempt to address the issue directly with the person involved in the Grievance.

· The staff may find the other person was not aware of their grievance and the matter can be resolved directly 

Step 2- Report of the grievance to management 

· If the staff does not feels comfortable to talking to the person involved or they have tried to and it was ineffective in resolving the grievance.

2] Informal Procedure-
· Head of department discussing the issue with the person against whom the complaint is made.

· Personal grievances are able to resolve by head of department by informal procedure.

· Held’s a meeting with the principal in an attempt to resolve the issue and move forward.

· Outcome depends on the nature of the grievance and procedures followed to address the grievance

HOD takes following outcome-
· Training to assist in addressing the problems of the grievance

· Monitoring to ensure that there are no further problems 

· Changing departmental work arrangement 

· Requiring on apology or an undertaking that stop certain behaviour

· Implementation of new policy in the department 

Other Procedural Issues-

· Work will continue as normal while a personal grievance is being dealt with under these guidelines

· All persons affected by the grievance are expected to co-operate with, HOD to ensure the efficient and fair resolution of the grievance

· All staff members at the department involved in the grievance are required to maintain confidentiality including the staff who lodges the complain.

· The complainant may discuss the grievance with a representative (HOD).

Documentation-
· Personal grievances arising from the informal procedure is recorded and signed by all staff members

Access to Support -
·  The staff member can seek advice from head of department other staff members at any stage during the grievance procedure.



