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Criterion 6 

 
6.2.2 The Functioning of the Institutional Bodies is Effective and Efficient as 

Visible from Policies, Administrative Setup, Appointment and Service rules, 

Procedures, etc. 

Sr. 

No. 

Evidence Head Page 

No 

1.  Administrative Setup 03 

2.  Details of Recruitment Process 2021-2022 

 Sanctioned Posts (Workload)  

 Advertisement 

 Submission of Local Selection Committee report to Affiliating 

University  

 Local Selection Committee report 

 Submission of Teacher’s Approval forms to Affiliating University 

 Approval from Affiliating University for appointment of selected 

Teacher (Sample) 

 

06 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Progressive Education Society's 

Modern College of Engineering, Pune-05. 

2 

 

·     
Administrative Set-up 

 Organization Chart 

 

 The members of Management are active and take keen interest in the development of the 

Institute. Their association with the Institute through Governing Body, College development 

committee , Purchase Committee, Academic and other committees has always proved to be 

supportive.  

 The Secretary and Joint Secretary of the Parent Trust are also nominated as coordinators for 

the smooth functioning of the Institute. The Institute is well represented in the management 

through the Principal who is a life member of business council of the P.E. Society. All this is 

possible due to the vision and leadership provided by the Management. 

 The day to day administration is overseen by the Principal, Vice-Principal and Professor In-

charge (Administration), Administrative Officers and Heads of Departments. Their roles and 

responsibilities are outlined below. 

 Principal 

 Participates in the teaching work, research and training programs of the institute including 

planning and implementation of academic programs such as orientation courses, seminars, in 

service and other training programs organized by the University/Institute, for academic 

competence of the faculty members. 
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 Administration and supervision of curricular, co-curricular/extra-curricular or extra-curricular 

activities and welfare of institute. 

 Management of Institute facilities and infrastructure; receipts, expenditures and maintenance 

of accounts and submission of quarterly statement of accounts to the management and to the 

local managing committee. 

 Observance of the Act, statutes, ordinances, regulations, rules, code of conduct and other 

orders issued there under from time to time. 

 Safeguard the interests of faculties/ non- teaching staff members and the management. 

 and implementation of directives issued by government, authority’s viz. Director of tech 

Education/ Higher Education. University and other concerned authorities. 

 Timely submission of information returns to different authorities’ viz. Government/ 

university/UGC/ Management etc. 

 Any other work relating to the Institute as may be assigned to her/him by the competent 

authority from time to time. 

 

 Vice- Principal 

Subject to the supervision and general control of the Principal, the Vice Principal is responsible 

for assisting the Principal in: 

 Assisting the Principal in the academic growth of the Institute. 

 Participation in the teaching work, research and training programs of the institute and 

supervision of curricular, co-curricular/extra-curricular or extra mural activities and welfare 

of institute. 

 Assisting in planning and implementation of academic programs. 

 Management of Institute facilities and infrastructure 

 Any other work relating to the institute as may be assigned to her/him by the competent 

authority from time to time. 

 Professor In-charge (Administration) 

  Subject to the supervision and general control of the Principal, the Professor In-charge 

(Administration) is responsible for assisting the Principal in: 

 Correspondence relating to the administration of the institute. 

 Observance and implementation of directives issued by government, authority’s viz. Director 

of Education/ Higher Education. University and other concerned authorities. 

 Timely submission of information returns to different authorities’ viz. Government / 

University/UGC/ Management etc. 
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 Observance of the Act, statutes, ordinances, regulations, rules and other orders issued there 

under from time to time. 

 To maintain office documentation systematically regarding recruitment, personnel records, 

service books and other matters pertaining to staff. 

 Any other work relating to the institute as may be assigned to her/him by the competent 

authority from time to time. 

 Administrative Officers (Establishment, Students & Accounts Sections) 

Subject to the supervision and general control of the Principal, the Administrative Officers 

(Establishment, Students & Accounts Sections) are responsible for assisting the Principal in: 

 Correspondence relating to the administration of the institute. 

 
 Observance and implementation of directives issued by government, authority’s viz. Director 

of Education/ Higher Education. University and other concerned authorities. 

 Timely submission of information returns to different authorities viz. Government / 

University/UGC/ Management etc. 

 Observance of the Act, statutes, ordinances, regulations, rules and other orders issued there 

under from time to time. 

 To maintain office documentation systematically regarding admission, fees, examinations 

and other matters pertaining to students 

 
  Receipts, expenditures and maintenance of accounts and submission of statement of accounts 

to the management and to the local managing committee. 

 
  Any other work relating to the institute as may be assigned to her/him by the competent 

authority from time to time.·         

  Heads of Departments 

Subject to the supervision and general control of the Principal, the Head of Department (H.O.D) 

is responsible for: 

 
 Academic growth of the department 

 Participation in the teaching work, research and training programmes 

 Assisting in planning and implementation of academic programmes such as orientation 

courses, seminars, in service and other training programmes for academic competence of the 

faculty members. 

 Admission of students and maintenance of discipline of the institute. 

 Administration and supervision of curricular, co-curricular & extracurricular activities 

 Welfare of department and maintenance of records 
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 Policy Planning, Monitoring and Evaluation and Promotional Activities both at Departmental 

and Institutional level. 

 Service rules, policies and procedures 

The Acts and rules are adopted as guidelines for recruitment, promotional policies, code of 

conduct issued from time to time by the following regulatory bodies from inception: 

 AICTE Norms 

 DTE Norms 

 Rules for Affiliation by Savitribai Phule Pune University 

 All other applicable state/central government rules/regulations 

 Rules and Bye-laws of Progressive Education Society 

The Institution has clearly defined policies for all administrative and academic processes. 

These are approved by the parent body. All processes are adhered to and implemented with a 

high degree of transparency. 

The Institution communicates its policies, mechanisms to the various internal and external 

stakeholders through Institution website www.moderncoe.edu.in, Induction program for 

students, Institution meetings, communication with parents etc. 
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Details of Recruitment Process 2021-22 
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 Advertisement 
 

 

 

 

 

 

 

 

 

 

 
 Submission of Local Selection Committee report to Affiliating University 
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 Local Selection Committee report 
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 Submission of Teacher’s Approval forms to Affiliating University 
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 Approval from Affiliating University to the appointment of selected Teacher (Sample) 
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