
 

 
 
 

                                                                      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. 



 

 
 
 

 

 


