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INDEX OF WORK PROCEDURE

| Page: 01/ 01

REF. Clause: 4.4, 7.5.2

Iggue No, 01 Rev, No.: 00
Dt.: 01/01/2018

Process No. Title ];e(:. Date Clause Page
PE/A Index of Work Procedures 00 01/01/2018 44,752 01
PE/B Revision Sheet 00 01/01/2018 7.5.2 02
PE/C List of Documents 00 01/01/2018 7.5.2 03
PE/D Organization Structure 00 01/01/2018 53 05
PE/E Responsibilities 09 01/01/2018 5.3 06
PE/F Quality Objectives 00 01/01/2018 6.2.1,6.2.2 07

PE/PR/01 Operations 00 01/01/2018 8.1 08
PE/PR/02 Internal Communication 00 01/01/2018 522,73,74,823 09
PE/PR/03 Internal Audit, Corrective 00 01/01/2018 9.2,10.2,103 10
Actions
PE/PR/04 Processes 00 01/01/2018 448.1 11
ALL THE SECTIONS IN THE MANUAL PE/A TO PE/PR/04 ARE
S
i @j/ W*
PREPARED BY
Head Physical Education REVIEWED AND APPROVED BY ISSUED BY MR
Prof. Saket Ranetkar VRIBGCIRAL
Prof. Puja Agrawal
Prof. Ashish Urade
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PE/B | REVISION SHEET | Page: 01/ 01
“REF. Clause: 7.5.2 issue No. 01 Rev. No.: §T |
Dt.: 01/01/2018
WP No. Issue No./Rev. No. | Date of Revision Nature of Change Approved By
All 00/00 15/10/2004 Original Issue Principal
All 00/01 01/07/2016 Change in entire Manual Principal
All 01/00 01/01/2018 Revised Standard Issue Principal
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PE/C

| LIST OF DOCUMENTS

| Page: 01/ 02

REF. Clause: 7.5.2

Issue No. 01 Rev. No.: 00

Dt.: 01/01/2018

Doc. No. Title Ref Clause. Master Copy | Controlled Copy
Internal Documents
- Process Manual MR HOD
- Quality Manual MR HOD
PE-01 Sports Calendar of University 6.2 HOD -—--
PE-02 Calendar of sports events at college 53 HCD Display
PE-03 Calendar of NSS events at college 6.2 Program Display
officer NSS
PE-04 Infrastructure and facilities 7.13 HOD -
PE-05 Budget and Expenditure (Sports) 8.1,6.2.2 HOD -
PE-06 Budget and Expenditure (NSS) 81,622 HOD -—--
PE-07 Student Committee Sports 5.3 HOD -
PE-08 Student Committee NSS 5.3 HOCD -——
PE-09 University Representation 913 HOD -—--
PE-10 Intercollegiate Representation 913 HOD -—--
PE-11 Sports performance report 9.1.3 HOD -
a) Inter-collegiate
b) Private tournaments

PE-12 Women participation and performance 9.13 HOD -
PE-13 Intra-mural Spofts activities 913 HOD e

a) Boys events

b) Girls events

¢) Championship record
PE-14 Invitational tournaments / events 913 HOD -—--

organized by Dept.

PE-15 Course File 7.5.1 HOD -—--
PE-16 Attendance Register 7.5.1 HOD -—--

a) Teaching

b) Non-Teaching
PE-17 Sports material issue register 7.5.1 HOD -——-

MASTER COPY
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PE/C | LIST OF DOCUMENTS | Page: 02/ 02
REF. Clause: 7.5.2 Issue No. 01 Rev. No.: 00
Dt.: 01/01/2018
PE-18 Faculty Publications 83 HOD -
PE-19 NSS awards and recognition 913 HOD -—--
PE-20 NSS activities record 9.1 HOD -
PE-21 Quality Objective Status 6.2 HOD -—--
PE-22 Internal communication 522,73,74,8.23 HOD Display
PE-23 Internal Audit Record 9.2,10.2,10.3 MR HOD
PE-24 Stock book 7.1.5 HOD —
I PE-25 Stock Verification File 7.1.5,92 AO HOD

Record Disposal: Dispose of the records by burning after the retention period which is of 5
years is over
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l ORGANISATION STRUCTURE

\ Page: 01/ 01

REF. Clause: 5.3

Issue No. 01 Rev. No.: 00
Dt.: 01/01/2018

Principal

v

HOD Physical
Education

A 4

Faculties

Attendants

S Controlled Copy Stamp
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PE/E

\ RESPONSIBILITY | Page: 01/ 01

REF. Clause: 5.3, 4.4.1 Issue No. 01 Rev. No.: 00

Dt.: 01/01/2018

Responsibilities of Faculties of Physical Education and Program Officer NSS

01 | To coach and organize various sports and NSS events for all students
02 | To maintain list of participation for various events.

03 | To administrate and supervise various sports activities of the college.
04 | To supervise and organize National Days.

05 | To develop personality skills in students.

Responsibilities of Attendant

N1
Vi

T nranarva arnnnd far varioneg tournaments
iy PIUP‘JJU Eluullu AVUVL VALIUUD WULIIGLIIVIILO.

02

To maintain issue registers.

03

To display notices on notice board.

MASTER COPY
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PE/F | Quality Objectives \ Page: 01/ 01

REF. Clause: 6.2 Issue No. 01 Rev. No.: 00
Dt.: 01/01/2018

No. Process Stage Process Output
Owner

01 | Quality Objectives are:

1. To enhance the student participation in physical education | {7 .4 Physical

PE-21

and sports. Education

2. To bring the intercollegiate teams at top 3 positions in

RTMNU.
02 | Review the status and update the same in Quality Objective Status. | Head Physical Quality Objective
Determine the targets for the academic year and record it. Edngation Status
PE-21

03 | At the end of the period, review the status against the set target. In | Head Physical

i PE-21
case of non-fulfillment of targets, analyze and identify the causes of Fdopatiei
failure. Take necessary corrective actions. Implement and consider
the same during the next period.
MASTER COPY
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\ Operations

|

Page: 01/ 01

REF. Clause: 8.1

Issue No. 01 Rev. No.: 00

Dt.: 01/01/2018

No. Process Stage Process Output
Owner
01 A) To display sports calendar and organize various events Head PE-02
accordingly. Physical
Education
B) To display NSS calendar and organize various events Program PE-03
accordingly. Officer NSS
02 A) To select core committee for sports events. Head PE-07
Physical
Education
B) To select core committee for NSS events. Program PE-08
Officer NSS
03 A) To conduct & organize various sports events as per the Head PE-09 to PE-14
calendar Physical
Education
B) To conduci & organize various INSS évents as per the Program PE-19, PE-20
calendar Officer NSS
04 A) To prepare a record of various sports events Head PE-09 to PE-14
Physical
Education
B) To prepare a record of various NSS events Program PE-19, PE-20
Officer NSS
MASTER COPY
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PE/PR/02 ' INTERNAL COMMUNICATION

| Page: 01/ 01

REF. Clause:
5.2.2,7.3,7.4,8.2.3

Issue No. 01 Rev. No.: 00
Dt.: 01/01/2018

No. Process Stage Process Output
Owner

01 | During each semester, faculty and all sports secretary HOD PE-22
meetings are held at least twice in a semester to discuss, to
plan and to make fixtures for intra mural (Inter branch Sports
Cup) events of the college.

02 | Students are communicated by displaying the notice on each HOD PE-22
branch notice board regarding upcoming university events,
college sports events, selection trails for college teams etc.
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PE/PR/03

INTERNAL AUDIT

| Page: 01/ 01

REF. Clause: 9.2,10.2,10.3

Issue No. 01 Rev. No.: 00

Dt.: 01/01/2018

10

Controlied Copy Stamp

Sr. Process Stage Process Owner Output
No.
01 As per the audit plan, conduct the internal audit every MR QMS-05
Three months and Surveillance audit every Nine months.
02 Take corrective actions on observation findings and NC ( if HOD QMS-05
any).
@
®
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PE/PR/04 | Processes | Page: 01/ 07

REF. Clause: 4.4, 8.1 Issue No. 01 Rev. No.: 00
Dt.: 01/01/2018

BANCTION OF SPORTS BUDGET

[ REVIEW OF LAST YEAR EXPENDITURE ]

]

2
TENTATIVE BUDGET FOR CURRENT
YEAR 15 PREPARED

§

REQUESY FOR SANCTION OF BUDGET
THROUGH PRINCIPAL OFFICE
{ PUT BEFORE THE STERRING COMMITTEE FOR SANCTION

BUDGET SANCTION FOR THE YEAR

MASTER COPY
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PE/PR/04 | Processes I Page: 02/ 07

REF. Clause: 4.4, 8.1 Issue No. 01 Rev. No.: 00
Dt.: 01/01/2018

PROCEDURE FOR SELECTION OF SPORTS SECRETARY, BRANCH SPORTS
SECRETARY, INTRA MURAL ACTIVITY AND CONDUCTION OF SPORTS EVENTS

[ DEPARTMENT OF PHYSICAL EDUCATION

i1

BrsE S T

{ " b
FUTREI 7O NOTIKETO
ALL STUDENTS L ALL DEPARTMENT HOD J

REGISTRATION OF STUDENTS

Gt

Sﬂ.ECT Ko OF SPORTS

SECRETARY & JOINT SPORTS SECERATARY

i 4

( FORMATION OF SPORTS 1
P COMMITTEE BN,

pp— L A,
‘ CONDUCTION OF g CONCUCTION OF
. 4 UDEHOSH
RATCMALIPORTS kY { CONDUCTION OF INTER } U i o

BRANCH SPORTS CUP
/ 1 N\

WINNER (B) WINNER {G) FAIR PLAY
BRANCH CUP BRANCH Cup AWARD

(
( CONDUCTION OF INTERVIEW ]

e .
| SELECTION OF BRANCH J

Sussaisomsii
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PE/PR/04 | Processes | Page: 03/ 07

REF. Clause: 4.4, 8.1 Issue No. 01 Rev. No.: 00
Dt.: 01/01/2018

[IMIE TABLE AND EXAM (1*' YEAR]

TIME TABLE PREPARED BY
FIRST YEAR OFFICE

i

!
I DEPY. OF PHYSICAL EDUTION }

i

FMMAN METY DI T ‘\
ES

{ TRBLTION
L AMONG FACULTIES J

4

[ CONDUCTION OF CLASS ]

G|

GRADES [SF/USF) GIVEN TO STUDENTS IN ThE
END OF END OF SESSION ON THE BASIS OF
THEIR PERFORMANCE IN PHYSICAL EFFICIENCY

TESTS AND ATTENDENCE

|

w

.

P

RESULY (SE/USF} SUBMITTED TO
THE FIRST YEAR INCHARGE

i

[ CONDUCTION OF MAKEUP EXAM (PHYSICAL }

EFFICIENCY TEST] FOR USF GRADE STUDENTS

@

RESULT SUBIWTTED TO THE FIRST

MASTER COPY
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| Processes | Page: 04/ 07

REF. Clause: 4.4, 8.1 Issue No. 01 Rev. No.: 00

Dt.: 01/01/2018

PROCEDURE FOR INTER COLLEGIATE PARTICIPATION , SELECTION .
INCENTIVES AND AWARDS

CIRCULAR FROM RTMNU |
REGARDING SPORTS EVENTS

ecsn 1

{ HOTICE TO ALL STUDENTS ]

|

g '
% REGISTRATEON OF STUDENTS

Y
i
{ CONDUCTION OF SELECTION TRIALS ]
i e
{ SHORTUSTING OF STUDERTS ]
£ sl e W &
a\ ER AR g R SR ) 4'
i
[ o J
1 ICENTIVES FOR STUDK ’m\\ f \‘
A G CRADE MANES {HEW 3 J
GUSENGE ) N 12 D SRR i PARTICIPATIONIN |
B B OAADE MRRES (HEW "“"‘"’“‘l’ — :ﬂmﬁrﬁﬁfm ( AN TATIONAL W
S et W L L e !v. USHIVIRSITTY TOURNIANITHTS J i i e i
FERN SO L DL ALY N 4 E k WNWS
UBVERSTY TR W1 i
T wsreomo SELECTION INTHE | o
/) UNIVERSITY TEAM [ L OF R MATCROAY. )
f l—xl’mmﬁ.‘l‘ t«v\. - mm: ‘\ ‘E

NS PRI
10 GRALE MANES (NUW
SOHEME] & 70 GRADE MARS

PARTICPATION Il WEST J
ORD SCRENALE,

mmm.morv 8 ALL INDIA
ZONL/ ALL INDRA T

ey
iy

TRASES W8 SEURE | J,“Mi BTN E N U TUABORANIENT | PLAERS OF THL BRSPE TV GUT Oaat Py O v

i E T s LTEG RERRND TRRRT GUT DAS PRGE O R BREY - BOR RARTIDTAT IR ONVERT duiika AN

AT I ALL ANMDGA TOLRENANENT ),

1 RACIHTEOMEN OF 15 FEAS INEIN B WORTERG S AR ECTED DM BASA P T BUAYERS ONERALL BEAECEIAINILE. I
ERSRAR AL, P6F FA BELRAL ANT NVITREC0AL TOURNAMENT L

Ao AL Telh AT PRIEN, CALH AWAKD WHRRE GIVEN 1O STODEMIR IR COLIBGE ANMUAL FESY WRATSNALT"
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Processes | Page: 05/ 07

REF. Clause: 4.4, 8.1

Issue No. 01 Rev. No.: 00
Dt.: 01/01/2018

PROC&DUR! OF REQUIREMENT AND PURCHASE

( RCOEM ]
&
[ rotice from sdminestrative office for stodk verification }

{ DEPARTMENT OF PHYSICAL EDUCATION ]

[ Stock verification by dept. }

H

[ Requirement identified and send to principal office & Put }

before steering committee

@
-

{ Cworaton caled ]
]

{ Comparison of rates from diffecent ]

vendors by the department -
¥

B Y Adescistratoe
v
[ Negotiation and finalization in steering committee ]

o

pffice

( PO placed for the lowest rates }

3

[ roms fequipment’s recaives from vendor [security officer and store incharge verifies

and made entrv made in thedr resoective registers), ]

/[ N\

Y - " i sk e 4 o - .

. i i Sports equpment’s [balls, oricket ke | javelin etc.}

‘I I%%Ld to ;:' were issued to students as and when required by
making entry in issue register by depositing his/her
students id-card and retums to student when he/she returns

the issued equipment,

MASTER COPY
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Processes \ Page: 06 / 07

REF. Clause: 4.4, 8.1

Issue No. 01 Rev. No.: 00
Dt.: 01/01/2018

Budget of NSS

o
et

[ 1*T INSTALLAMENT OF NSS FUND ]
TDAMCIFDHEQ im@ DONMEFAA Armum

W E G Mk B 8 %3 wE= @ BTN BT W T FOL S R Wl

[ NSS PROGRAM CONDUCTED AND FUNDS UTILISED ]

-

2" INSTALLAMENT OF NSS FUND
TRANSFERRED INTO RCOEM ACCOUNT

[ M55 PROGRAM CONDUCTED AND FUNDS UTILISED

N

"

\

AUDIT REPORT IS SUBMITTEDTO RTMNU IN
PRESCRIBED FORMAT OF NSS RTMNU APPROVED
BY RCOEM ACCOUNTS OFFICER AND CA.

MASTER COPY
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PE/PR/04 | Processes [ Page: 07 / 07
REF. Clause: 4.4, 8.1 Issue No. 01 Rev. No.: 00
Dt.: 01/01/2018

PROCEDURE FOR SELECTION OF NSS SECRETARY, CORE COMMITTEE AND
CONDUCTION OF EVENTS

[ NOTICE FROM RTMNU NSS UNIT ]

|

RCOEM

i

[ NSS PROGRAMME OFFICER (RCOEM) }

e { NOTICE TO
i STUDENTS (2% YEAR ONWARDS)

&

[ REGISTRATION OF STUDENTS

R
\, J

| SI—

e

( CONDUCTION OF INTERVIEW ]

L4

)r SELECTION OF NS5 SECRETARY {M&W)] & JOINT SECRETARY (M&W) ]
H J

2

[ FORMATION OF CORE COMMITTEE ]

/ \
)

4 REGULAR ACTIVITY ( SPECIAL CAMP \\

CONDUCTION OF INDEPENDENCE CONDUCTION OF A WEEK LONG

DAY, REPUBLIC DAY & VARIOUS SCOCIO CULTURAL EVENT

EVENTS LIKE BLOOD DONATION L "PRREATI i

CAMP, HEALTH CHECK-UP CAMP, J/

CLOTH DONATION.
. | J
MASTER COPY
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