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ANSARUL MUSLIMEEN SANGAM 
Rog No. : 690G 

To whomsoever it may concern 

Kornd Porornba P0. 

We express our sincere thanks and appreciation for 

organising health camp under Aster charitable trust, 

especially to Ms Jipsa K, Assistant Professor, Dept. 

Community Health Nursing,for her talk on adolescent 

health to Our students.The program was designed 

to ensure prompt use of health care services, 

control and prevent communicable diseases, 

provide educalion and counseling services, provide 

emergency care, etc., for individuals, families, and the 

communityWe trust that it will help students to make 

healthy choices and avoid risky behaviors. 

We wish you all success in your future endeavours. 

Rugd. No. �. AI;loppu'am D ol7363) 

Date: 

Ansanul Muslmeon Sangam (Regd) 
Ajmoer gatlo, Karad 
Forook �ollogo Via, 873 632, Maloppuram DL 

Kerale, Indlo, Email : karodmahoW@gmal.com 
ejmeergate@gmall.com 
Cell Ph: (+91) 9447 405 704 

AC No.: 0725054 1010, IFSC : SOIN 0070859 
SBI Ramanottukera Branch 



No. : 467/2023 

PRIMARY HEALTH CENTRA 

WALAPPURAM DT 

Family Health Center Vazhakkad 

DATE-. 

VAZHAKKAD 

Vazhakkad PO, Malappuram Dist, Pin :673640 

Phone : 0483 2944441 

As a part of world breast feeding week, Dept. Community Health Nursing 

organised a heath exhibltion as an awarness programme at FHC, Vazhakkad 

on 09/08/2023. The fourth year BSc nursing students from MIMS College of 

Nursing participated fro the programme and Mrs Neenu V, Senior Lecturer, MIMS 

College of Nursing guided the students. 

Certificate 

E mall : 
fhcvazhakkad@gmall.com 

Dale: 27/10/2023 

Yours Faithfully, 

The MedictOisen 
Famlly Healthfenter ahstkad 24X7 PHC, VazDakka¢ 

Pin. 673 640 





















































































MIM S 

MIMS COLLEGE OF NURSING, PUTHUKODE 

SCHOOL HEALTH 

PROGRAMME 

2023 



INTRODUCTION 

As a part of community health nursing practical requirement we 4 year B Sc nursin! 
students conducted school health programme under the guidance of Mr. Riju Samuel 

(ASSistant professor, department of community health nursing. MIMSCON) and MrS. 

Dinshamol (Senior lecturer. department of foundation of nursing, MIMSCON) from 8/2/23 to 

912/23 at Munderi Government high school. We reached there at 8:30 am. then we arranged 

the hall for conducting the health checkup and we return at 4 pm. On first day we 27 students 

and on the second day 30 students were present there for screening them. 



SCHOOL HEALTH PROGRAMME 

d the hall into diflerent sections like registration, Body Mass Index (bs. 
yn NOn test, Head to toe assessment, Health exhibition and Opinion counter. 
hd (8/2/23). we screened the students from 1 std to 5 std. After registration of each tudnt we lead them to each counter for checking their height, weight, vision etc. 258 student were screened on the first day of health camp. Initially the students were so afraid about ection. So we interacted with the students in a friendly manner and encourage them exloe their talents along with school health programme. We als0 arranged health ehibton regarding menstrual hygiene, nutrition and substance abuse .The session came to 

#n end o the line at 4pm. 
H day 2 (9/2/23) of the camp, the next batch of students including the 6" and 7 std were terned. 186 students was assessed on that day. After the health checkup we arranged a ntepiay about substance abuse and performed in front of the students of 9h and 10h NHa good feedback from the teachers and students. We wrap-up the session at 1 pm. 

standard. 



After the health assessment we came to know that among 444 students: 

BMI 

Healthy weight: 295 ( 66.44%) 

Under weight :73 (16.44%) 

Over weight 

VISION 

Normal 

Abnormal :23 (5.I8%) 

Problem identified: 

HEAD TO TOE ASSESSMENT 

Dental caries 

Squint 

Skin problems 

:76 (17.11%) 

Vision problems 

:420 (94.59%) 

Ear wax 

RESULT 

Most of the students were affected with dental caries and skin problems. least were 

aflected with vision problems and squint. The hygienic practices among the students 

need to be improved. 



A the cnd of the programme we figure out that the camp waS so helpful for b. 

lwachers as well as the students .It was the first 
expericnce for us t0 conduct a health 

progrmme in school, especially in a rural arca. So we selected Munderi government 

high school as our target. It provide us a great opportunity to interact with students 

directlv and therebv we identified the hecalth issues faced by them such as dental 

caries, squint. vision problem and skin problems. We also assessed the nutritional 

status of the children and categorized them into healthy weight. underweight and 

overweight. School stafts were so supportive and cooperative. 
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As a part of community health nursing practical requirement we 4t year B Sc nursing 
students conducted school health programme under the guidance of Ms Jipsa K (Assistant 

prolessor. department of community health nursing. MIMSCON) and Mr. Naseem M 
(Associate professor. department of foundation of nursing. MIMSCON) on 1" December 
2023 GVHSS. Omanoor. We reached there at 9.00 am, then we aranged the hall 1or 

Conduct1ng the health checkup and we return at 4 pm. A total of 490 students were screened. 

MIMS Colleg 
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We arranged the hall into difierent sections like registration. Body Mass Index (BM). Vital 
signs. Vision test, Head to toe assessment. blood grouping. Health exhibition and Opinion 

counter. 

490 plus one and plus two students were registered for the programme. We lead them to cach 

counter lor checking their height. weight, vision etc. Initially the students were so afraid 

about pricking. So we interacted with the students in a friendiy manner and encourage them 

to explore their talents along with school health programme. We also arranged health 

exhibition regarding healthy diet. 

BMI 

After the health assessment we came to know that among 490 students: 

SCHOOL HEALTH PROGRAMME 

" Healthy weight: 295 (66.44%) 

Under weight:73 (16.44%) 

Over weight 

VISION 

Normal 

Abnormal :23 (5.I8%) 

Problem identified: 

HEAD TO TOE ASSESSMENT 

Dental caries 

Squint 

Skin problems 

:76 (17.1 1%) 

Far wax 

:420 (94.59%) 

Vision problems 

IIypertension 

MINSCollege of ur 
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At the end of the programme we figure out that the camp was so helplul for the 

teachers as well as the students. We sclected GVIISS, Omanoor as our larget. Ii 

provide us a great opportunity lo interact with students directly and thercby we 

identified the health issues faced by them such as dental caries, squint. vision problem 
and skin problems. We also assessed the nutritional status of the children and 

categorized them into healthy weight, underweight and overweight. School stafls 

were so supportive and cooperative. Students were referred into the higher centers for 

follow up. 
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ASTER N 

SCHOOL HEALTH PROGRAMME 2023 

st 

December 
2023 

Asteutevs Powered by humanity 

MIMS ACADE 

on 9:00am - 3:00 pm 
Venue :GVHSS, Omanoor 

Organized By : 

MIMS 

Community Health Nursing, 
NSS unit - MIMS College of Nursing, 

MIMS College of Allied Health Sciences and 

Health exhibition 

Services provided 
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To 

The Principal 

GOVT.VHSS OMANOOR 

Dear Sir, 

MIMS Nursing College, Kozhikode 

cause. 

P.O.OMANOOR, MALAPPURAM DT.673641 

Sub: Permission Letter for conducting Medical Check-up camp reg... 

AxhssIU30Onnanurgmail.com 
8086354048,9544849169 

We would like to conduct a free medical check-up camp on 21-11-2023 Tuesday (or 

We a date of your convenience) at our school with the support of your renowned MMS Nusing 

Colege,which has been offering various healti services to the community for years. 

believe that such a camp would greatly benefit the students and staff here. 

Omanoor 

Our NSS volunteers are willing to volunteer their time and experise for this noble 

We kindly request that you provide us with approval,permission and resources to 

ensure the successful conduct of the event. 

Looking forward to positive response from you. 

MIM Collear 

Pin 672 633 

Office of the principal 
lligher Secondary Setion 
03-11-2023 

130)" 

MAL 

S'SHA 

yours faithfully 

Primcipal 

SUNEETHA PC. 
PEN 44t*:1 
PRINCIP... 

GVHSS OIANC 

DEPI. OF GENERALE. 

Pru 
MIMS COLLEB 

PUTHUK0DE -
MALAPPURAM 



-oVT.VOCATIONAL HIGHER SECONDARY SCHOOL. OMANOOR 
SCLCODE: 11130 

P.O.OMANOOR.MALAPPURAM DT,673G45. 
Ellnail.gvhssl|130oknuHail.com 

Cont.80UG354048 

Omanoor 
01-12-2023 

Dept.of Community Health Nursing in association with NSS Unit, MIMS 

College of Nursing organized School Healh Programme at GVHSS Omanoor on 1" 

December 2023. 56 Fourth year BSc Nursing students and Medical team from 

ASTER MIMS Charitable Trust had done detailed assessment of 520 plus one and 

plus two students, which includes General Medicine Consultation, head to foot 

examination, BMI assessment, vision and hearing testing and blood grouping. They 

were guided by Mr.Naseem M (Associate Professor, NSS Co-ordinator) and JipsaK 

(Asst.Professor , Dept.of Community Health Nursing). 

Certificate 

The Programme was really beneficial to our students and was well organized. I 

express my sincere gratitude to each and every member of this team on behalf of our 

school and extent my best wishes for future. 

130)H 
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Principal 

SUNEETHA. P.C. 
PEt! 447141 
PRINCIPAL 

GVHSS OMANOOR (11130) 
OMANOOR AIALAPPURAM -673645 

DCPI. OF 
GENERAL 

EDUCATION 

MIMS COLLEGE 0; 
PUTHUKODE -673 63 

MALAPPURAM 



































Aster MIMS Academy 

Aster MIMS Academy 
9 Vadakkedathparamba, Puthukkode PO 

OO 
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*CADEMY 

+91 483 283 2992 
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imsacademy.com 











MIMS RHC VAZHAYOOR 

1) The aim of this RHC is to provide quality health care at affordable cost to the people 

and also to provide free medical aids to the deserving poorer section of the vazhzyoor 

panchayath 830 
2) Working hours from am to .30pm 

3) Available facilities 

PROTOCOL 

Working days - Monday to Saturday 

Holidays - All Sundays 

Medical consultation 

Pharmacy 

Nursing care (out patient care 

Lab facilities 

4) The consultation fee will be charged as Rs. 50/ head for APL and is given free of 

cost for BPL card holders 

5) The lab and pharmacy services need to be paid for all (5% reduction will be given for 

BPL card holders) 

6) At the time of Ist Registration each patients will be provided as MIMS CARD with 

RHC Number. Card will be valid for next two weeks 

During which free consultation will be provided, if necessary. Registration fee is 

Rs. 10/- per head 

7) All records and reports are maintained for further references 

8) Those requiring specialist treatment will be referred to MIMS 

9) Specialist services will be arranged according to the need 

10) Observation facilities for patients will be provided for the needy for 24 hours 

(After 5 p.m patient will be transferred to MIMS hospital if necessary ) 

-All patients have to do registration first 

-General assessment will be done by a nurse 

- Patient has to go for consultation as per due 

-After consultation according to prescription patients can utilize facilities such as 

Lab and Pharmacy 

-Nursing care will be provided for the needy in the observation room itself 

-Ambulance facility will be available if necessary 

-People can avail the use of Lab and Pharmacy without Registration 
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INTRODUCTION 

multifaceted 
Community engagement is of paramount importance for nursing students as it provides a 

learning experience that goes beyond traditional classroom settings. Community engagement in nursing 

education is transformative, offering a multifaceted learning experience for students. Acting as a gateway 

to holistic learning. it exposes nursing students to diverse populations and healthcare settings. 

transcending theoretical boundaries. This immersive approach enables them to apply skills in real-world 

situations, navigating varied healthcare scenarios and gaining insights crucial for the complexities of 

nursing practice. 

Interactions with communities become a cornerstone for developing cultural competence among nursing 

students. Exposure to diverse cultural practices nurtures the sensitivity required for delivering patient 

centered and culturally competent care. These interactions go beyond textbooks, fostering an 

appreciation for the diverse backgrounds encountered in nursing careers. 

Engagement with communities creates invaluable opportunities for interprofessional collaboration. 

Nursing students collaborate with healthcare professionals, community leaders, and organizations, 

mirroring the teamwork essential in their future careers. This exposure enhances effective 

communication and collaboration skills, emphasizing the interconnectedness of healthcare roles in 

addressing community needs. 

Active participation in community health promotion initiatives empowers nursing students as 

contributors to public health. Involvement in campaigns, screenings, and educational programs directly 
benefits the community and equips students with practical skills and a deepened understanding of the 

social determinants of health. 

Community engagement serves as a crucible for nursing students' critical thinking abilities. Diverse and 

unpredictable situations compel students to think critically, encouraging problem-solving, adaptability. 

and informed decision-making in real-time, significantly contributing to the development of analytical 
skills. 

This transformative journey in professional development is marked by the cultivation ofessential skills 

ellective communication, leadership. and teamwork. Honed through hands-on cexperiences, these skills 
are instrumental for success in the dynamic and collaborative field of nursing practice. 



Engaging with communitics facilitates the practical application of theoretical knowledge, enhancing 

sludents' capacity to translate academic learning into effective patient care. Active participation in real 

world scenarios reinforces their understanding of theoretical concepts. preparing them for the 

complexities of nursing roles. 

Community engagement instills a profound sense of social responsibility, emphasizing the role of nurses 

as advocates for health equity, social justice, and positive change within communities. This experience 

shapes students into healthcare professionals commited to making a meaningful impact on the broader 

social determinants of health. 

Immersing themselves in community settings fosters not only academic but also personal growh and 

empathy among nursing students. Exposure to diverse life experiences contributes to a deeper 

understanding of the human experience. This heightened empathy becomes a cornerstone of their ability 

to provide compassionate and patient-centered care, addressing the holistic needs of individuals within 

diverse communities. 



OBJECTIVES OF THE MANUAL FOR COMMUNITY ACTIVITIES/ 
OUTREACH PROGRAMMES 

1. Enhance students' understanding of community health and nursing roles in a broader societal 
context. 

2. Provide structured learning experiences that align with academic curricula. 
3. Foster critical thinking and problem-solving skills through real-world community challenges. 
4. Facilitate interactions with local community leaders and organizations 
5. Develop cultural sensitivity and competence among nursing students 

6. Provide opportunities for students to reflect on their own cultural biases 

7. Train students in conducting community health needs assessments 
8. Equip students with skills to promote health and provide community education 

9. Introduce students to research methodologies applied in community health 
10. Enhance students' ability to communicate effectively within diverse community settings. 
11. Instill a strong sense of ethical responsibility in community engagement 

12. Develop skills in documenting and evaluating community activities. 
13. Cultivate leadership qualities among nursing students 



ACTIVITIES/ PROGRAMMES DESIGNED FOR STUDENT'S 
EDUCATIONAL SOCIAL RESPONSIBILITY IN COMMUNITY 

Nursing students can engage in a variety of community activities to enhance their skills, contribute to 
public health, and foster a sense of social responsibility. Here are major community activities that can be 
included for nursing students: 

I. Health Education Workshops/ exhibitions: 

Conduct workshops on topics like nutrition, hygiene, and disecase prevention in collaboration with 
community centers, schools, or local organizations. 

2. Immunization Programmes: 

Collaborate and participate in immunization programmes for children, adults, and at-risk populations, 
promoting vaccination awareness and accessibility especially during outbreaks with government 
agencies 

3. Sereening Programmes: 

Offer health screenings for conditions such as hypertension, diabetes, vision problems, and infectious 
diseases in collaboration with local healthcare providers and NGOs. Conduct mass screening programme 
for school and aganwadi children 

4. Community Health Fairs: 

Organize health fairs where nursing students can provide information, screenings, and resources to the 
community, promoting overall health and well-being of diverse population. 
5. First Aid and Basic Life Support Training: 

Conduct training sessions in schools, community centers, drivers or workplaces to empower community 
members with essential first aid and basic life support skills like BLS. 

6. Support Groups: 

Establish and facilitate support groups for individuals facing specific health challenges, fosteringa sense 
of community and emotional support. This is specifically for challenged children and vocational training 

help for adults for seif-suficiency. 



7. Maternal and Child Health Programs: 

Organize programs focusing on prenatal and postnatal education. nutritional education, nutritional 

exhibition, role plays on breast feeding, weaning. accident prevention. pediatric health check-ups, growth 
and development necds of children and adolescents, and vaccination drives to support maternal and child 

health. The campaign on Avalkopam and Avarkopam with special emphasis on gender sensitivity. 
women empowerment, violence against women, child abuse prevention, and girl child safety. 

8. Nutrition Programs: 

Conduct nutritional workshops, cooking classes, and community gardens to promote healthy cating 
habits and address nutritional deficiencies. 

9. School Health Programs: 

Collaborate with schools to conduct health screenings, provide education on hygiene and nutrition, and 
address the health needs of school-age children. Sign MOU and carry out the school health activities 
according to the needs of the school based school authority requests 

10. Senior Wellness Programs: 

Develop programs targeting the elderly population, including health fairs, fall prevention initiatives, and 
home safety assessments. Develop adoption procedure for Old age homes with Aster volunteers as CSR 
activities. Medically adopt institutions requiring medical services. 

11. Smoking Cessation Programs and prevention neck text syndrome 

Organize workshops and counseling sessions to support individuals in quitting smoking and promote 
tobacco-free living. Campaign on Undoing the wrong doing for neck text syndrome and reducing screen 
time for school children 

12. Community Fitness Classes: 

offer fitness classes, walking clubs, or yoga sessions in community spaces to encourage physical activity 

and a healthy lifestyle. 

13. Mental Health Awareness Campaigns: 

Raise awareness about mental health issues through workshops, awareness campaigns, and support 
groups to reduce stigma and promote mental well-being. Organize mental health day celebrations in the 

community with Local government support. 



14. Community Clean-p Initiatives: 

Engage in environmental health by organizing clean-up events. promoting a clean and sale community 
environment. lollow swch Bharat Abhivaan protcols for the green and healthy initiatives of the 

community P'articipate in communicable disease prevention activities in line with government prolocols 

I5. Disaster I'reparedness Workshops: 
Conduct workshops on emergency preparedness, response, and recovery to enhance community 
resilicnce in the face of disasters especially during the floods as the college is situated in lood pronc area 

16. Community Research Projects: 

Collaborate on research projects addressing community health issues, contributing to evidence-based 
practices and interventions. Maintain family health folders and conduct health surveys, compile data and 
hand over the report to LSGs. 

17. Telehealth Initiatives: 

Explore virtual healthcare opportunities to provide remote health education, consultations, and support 
to community members through rural center and Aster MIMS Hospital and Aster volunteers 
18. Partnerships with Local Organizations: 

Collaborate with local non-profit organizations, clinics, and community groups to address specific health 
needs and promote community well-being. 
19. Language and Cultural Services: 

Provide cultural services to diverse populations, especially different religious groups ensuring effective 
communication and understanding of healthcare information. 

20. Community Surveys and Needs Assessments: 

Conduct surveys and needs assessments to identify community health priorities and tailor interventions 
to address specific needs not only as a part of curriculum but also as social educational responsibility 
These activities not only provide valuable learning experiences for nursing students but also contribute 
to the improvement of community health and well|-being. It's essential to tailor these initiatives based on 

the unique needs and characteristics of the communities being served. 



Ieveloping a comprehensive manual using these guidelines will provide a structured and effective 
Iramework for communits outreach activities in vour nursing college Insure that the manual s 

accessible, user- friendly, and aligns with the mission and values of your institution Regularly update 

and adapt the manual to reflect changing needs and best practices in community outreach 
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MIMS COLLEGE OF NURSING, PUTHUKODE 

                                         HR POLICY 

CHAPTER 1 

COMPANY PROFILE 

 

MIMS College of Nursing is under the MIMS Academy Trust which is a Public Charitable and 

Educational Trust for minority communities. 

 

The trust is governed by board of management with not more than 5 members. Dr.Azad Moopen is the 

Chairman of MIMS. The day to day activities are controlled by the managing trustee.  

 

The educational activities of MIMS Academy trust is carried out by a Vice Chairman, MIMS Academy. 

Under the Vice Chairman, MIMS Academy has a Director and Deputy Director. 

 

POLICY AND PROCEDURE MANUAL 

The  MIMS Academy’s Human Resources Policy and Procedures Manual has been developed to facilitate 

the implementation and clearly define The  MIMS Academy’s policies on human resource management. 

 

The Manual provides guidelines to be followed in the administration of these policies, and assists all 

employees in defining who is responsible for each human resource management decision, and the correct 

procedure which is to be followed.  

 

The policies specified within are consistent with those of best practice management principles. They have 

the full support and commitment of The  MIMS Academy’s management.  

 

HR policies must be kept current and relevant. Therefore, from time to time it will be necessary to modify 

and amend some sections of the policies and procedures, or for new procedures to be added.   
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Any suggestions, recommendations or feedback on the policies and procedures specified in this manual 

are welcome. This should be provided by email.  

 

These policies and procedures apply to all areas of operations within The  MIMS Academy and related 

entities. 

 

                                                          CHAPTER II 

                                                        HR POLICIES 

 

1.PERSONAL CONDUCT 

 

Policy Statement 

MIMS Academy expects its employees to achieve and maintain a high standard of ethics, professional 

conduct and work performance to ensure the Company maintains its reputation with all internal and 

external stakeholders. 

 

Objective 

To enhance MIMS Academy’s reputation as a quality service provider and an enjoyable, stimulating and 

challenging place to work. 

 

Application 

The policy will be seen to be successfully applied when all employees are seen to perform their duties 

professionally with skill, care and diligence.   

This includes: 

▌ observing MIMS Academy policies and procedures 

▌ treating colleagues with courtesy and with respect for their rights, duties and aspirations 

▌ employees who do not conform to this standard of conduct will be subject to disciplinary action 

as detailed in this manual 

 

1.1 DRESS CODE  
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All male teaching staff should wear shirt and pants by tuck in their shirts during duty hours. If they wear 

full sleeve shirts, it need to be properly buttoned at the wrist. Folded sleeves or loosened sleeves are not 

permitted. Wearing of ID card is mandatory. 

 

All male non-teaching staff should wear shirt and pants and executive cadre staff including, accounts, it, 

HR and administrative staff are expected to tuck in their shirts with ID cards during duty hours. If they 

wear full sleeve shirts, it need to be properly buttoned at the wrist. Folded sleeves or loosened sleeves are 

not permitted. 

 

Wearing of jeans or any other formal dress, not suit to professional atmosphere is strictly prohibited. 

All female teaching and non-teaching staff should wear Saree with minimum ornaments during duty 

hours. Sarees with fluorescent colors and over decoration need to be avoided. They are expected to put up 

their hair in suit to professional atmosphere. 

 

1.2 PERSONAL COMMUNICATIONS 

Phone Calls [choose one of the following] 

The making and receiving of personal phone calls must be limited to a maximum of five minutes in 

duration, unless otherwise approved by your manager. 

Or 

It is acknowledged that personal communication is inevitable and sometimes necessary. It is expected this 

will be kept to appropriate or reasonable levels. 

Email 

Email has legal status as a document and is accepted as evidence in a court of law. Even when it is used 

for private purposes, MIMS Academy can be held responsible for the contents of email messages, 

including any attachments. Access to emails can be demanded as part of legal action in some 

circumstances. 

It is therefore important that email is used within the following guidelines: 

▌ email should mainly be used for formal business correspondence and care should be taken to 

maintain the confidentiality of sensitive information. Formal memos, documents and letters for which 

signatures are important, should be issued on company letterhead regardless of whether a physical or 

electronic delivery method is used 

▌ if electronic messages need to be preserved, they should be printed out and filed 
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▌ limited private use of email is permitted, provided that such does not interfere with or distract 

from an employee’s work. However, management has the right to access incoming and outgoing email 

messages to determine whether staff usage or involvement is excessive or inappropriate 

▌ non-essential email, including personal messages, should be deleted regularly from the ‘Sent 

Items’, ‘Inbox’ and ‘Deleted Items’ folders to avoid congestion 

▌ all emails sent should include the approved company disclaimer 

2. EQUAL EMPLOYMENT OPPORTUNITY 

▌Policy Statement 

 

MIMS Academy provides equal employment opportunity to all qualified persons without discrimination 

on the basis of age, sex, race, disability, marital status or religion in accordance with applicable local, 

state and national laws and regulations. MIMS Academy will make reasonable job accommodation for 

persons with disabilities who can perform the essential functions of the position for which they are 

qualified and selected. 

All employment and promotion decisions will be based solely upon individuals’ qualifications, 

experience, and prior contribution and demonstrated capacity to perform at higher or improved levels of 

performance and will be in accordance with the principle of equal employment opportunity. MIMS 

Academy will take whatever affirmative action is necessary to attract and retain qualified persons. 

▌Objective 

 

The objective of the Equal Opportunity Policy is to support the attraction and retention of employees that 

contribute most to the development of the MIMS Academy business. 

▌Application 

 

The Equal Employment Opportunity policy will be successfully applied when all roles are filled by the 

best qualified and experienced candidates available regardless of personal circumstances. 

▌Process 

 

The Equal Opportunity Employment process is reflected throughout MIMS Academy’s staff recruitment 

and retention processes. 

 

3. SEXUAL HARASSMENT 

MIMS Academy has a legal responsibility to prevent sexual harassment.  
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Therefore, HODs and Management have a responsibility to: 

 monitor the working environment to ensure acceptable standards of conduct are observed at all 

times 

 model appropriate behavior themselves 

 treat all complaints seriously and take immediate action to investigate and resolve the matter 

 refer complaints to another manager if they do not feel they are the best person to deal with the 

case (e.g. if there is a conflict of interest or if the complaint is particularly complex or serious) 

 

All employees have a responsibility to: 

 comply with the organization’s sexual harassment policy 

 offer support to anyone who is being harassed and let them know where they can get help and 

advice (they should not approach the harasser themselves) 

 maintain complete confidentiality if they provide information during the investigation of a 

complaint (employees who spread gossip or rumors may expose themselves to defamation action) 

 

▌Objective 

 

To foster a professional, open and trusting workplace. 

▌Application 

 

The sexual harassment policy will be successfully applied when all staff are treated on merit by their 

managers, by peers, by direct reports and by all other team members. 

▌Process 

 

Making a Complaint: 

 

If you believe you are being, or have been, harassed, follow the procedure below: 

 inform the offender the behavior is offensive, unwelcome, and against company policy and 

should stop (only if you feel comfortable enough to approach them directly) 

 keep a record of the incident(s) 

 if the unwelcome behavior continues, contact your HOD for support 

 if this is inappropriate, you feel uncomfortable, or the behavior still persists, contact your 

Principal 

 

Receiving a Complaint: 

When an HOD receives a complaint, he/she should follow the procedure below: 

 listen to the complaint seriously 

 treat the complaint confidentially 

 allow the complainant to bring another person to the interview if he/she chooses to 
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 ask the complainant for the full story, including what happened step by step 

 take notes, using the complainant’s own words 

 ask the complainant to check your notes to ensure your record of the conversation is accurate 

 explain and agree next action with the complainant 

 if investigation is not requested: 

o act promptly 

o maintain confidentiality 

o pass your notes on to your HOD 

 if investigation is requested, or is appropriate, follow the procedure outlined 

 

Investigating a Complaint: 

When a manager investigates a complaint, he/she should follow the procedure below: 

 interview all directly concerned, separately 

 interview witnesses, separately 

 keep records of interviews and investigation 

 do not assume guilt 

 interview the alleged harasser, separately and confidentially 

 let the alleged harasser know exactly what he/she is being accused of 

 give him/her a chance to respond to the accusation 

 listen carefully and record details 

 make it clear he/she does not have to answer any questions 

 ensure confidentiality, minimize disclosure 

 determine appropriate action based on investigation and evidence collected 

 check to ensure the action meets the needs of the complainant and company 

 

If resolution is not immediately possible, the complainant should be referred to more senior management. 

If the resolution requires the authority of a more senior person, the complainant should be referred to the 

appropriate level. 

Outcomes as they affect the complainant should be discussed with the complainant to ensure that needs 

are met, where appropriate. 

Potential Outcomes: 

If the complaint is found to be justified, the complainant may be entitled to any or all of the following: 

The complainant may receive: 

▌ commitment the behavior will cease 

▌ private apology (verbal or written) 

▌ re-credit of any leave taken due to the harassment 

▌ payment of medical and counselling expenses 

▌ transfer, with no job disadvantage 

▌ other compensation 
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4. INDUCTION 
 

▌Policy Statement 

 

All new employees should complete an induction program upon their commencement. The induction 

period also refers to the three month probationary period during which it is recognized all staff may need 

ongoing familiarization with their role, the business, systems and processes. 

 

 

▌Objective 

 

The objective of the induction policy is to familiarize the employee with the company, their job, the 

industry, colleagues, company systems, processes and policies with a view to ensuring they can make a 

contribution to business outcomes as quickly as possible.   

The induction should be a combination of standard components as well as learning specifically tailored to 

the role. 

▌Application 

 

The induction policy will be successfully applied when all new employees meet their probationary period 

performance targets. 

▌Process 

 

Complete the induction planning format prior to the employee’s commencement date. 

Introduce the employee to the induction schedule and dates. 

Review the progress against the schedule with the employee at the end of each week. 

5. HEALTH AND SAFETY POLICY 

 

▌Policy Statement 

 

MIMS Academy is committed to providing and maintaining a safe work environment for the 

health, safety and welfare of our staff, contractors, visitors, students and members of the public 

who may be affected by our work. 

We undertake to provide resources in terms of personnel, time and financial outlay 

commensurate with the commitment we place on OHS to achieve these objectives. 

To do this, MIMS Academy will: 
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▌ develop and maintain safe systems of work, and a safe working environment 

▌ provide information and training at all levels in the organization to enable all employees 

and students to support this policy 

▌ require all risks to be assessed prior to engaging in new areas of operation, purchasing 

new equipment, and implementing new work methods, and that these risks continue to be 

reviewed 

 

All persons who are responsible for the work activities of other employees will be held 

accountable for: 

▌ identifying practices and conditions which could injure employees, students, members of 

the public or our environment 

▌ implementing steps to control such situations 

▌ if unable to control such practices and conditions, reporting these to their superiors 

 

MIMS Academy demands a positive attitude and performance with respect to health, safety and 

the environment by all employees, irrespective of their position. 

5.1 Smoking 

 

MIMS Academy employs a nonsmoking policy. Smoking is not permitted on MIMS Academy 

property or offices at any time.  Smoking is accepted to be harmful to the health of those who 

smoke and those around them (passive smokers).  Consequently, smoking while on company 

premises will be considered as gross misconduct and will render an employee liable to instant 

dismissal. 

 

5.2 Alcohol, Drugs (& Other Substance Abuse)  

 

This policy applies to all levels throughout MIMS Academy .The policy is not concerned with 

social drinking or the taking of prescribed drugs for medical purposes, the concern is directed to 

instances where alcohol or other drug dependence or abuse affects the job performance and 

or/safety of any employee(s). 

MIMS Academy is concerned by factors affecting an employee’s ability to safely and effectively 

perform work to a satisfactory standard. The Company recognizes alcohol or other drug abuse 

will cause short-term or long-term impairment to such work performance. 

MIMS Academy is committed to creating and maintaining a safe, healthy and productive 

workplace for all employees. MIMS Academy has a zero tolerance policy in regards to the use of 
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illicit drugs on their premises or the attending of other business related premises (e.g. clients) 

while under the influence of illicit drugs. Contravening either of these points may lead to instant 

dismissal.  

Attending work under the influence of alcohol will not be tolerated and may result in disciplinary 

action or ultimately dismissal. 

 

 

5.3 Total & Permanent Disability 

 

If an employee is injured while away from work, MIMS Academy will allow them to exhaust 

their paid sick leave, accumulated annual leave or ESI leave. 

If the injured employee has used all leave owing, been off work for a lengthy period and is not fit 

enough to return to work then management will discuss with the employee their expectations of 

returning to work.  

If the employee has an incapacity to perform their duties because of the disability, their 

employment will be terminated in compliance with the termination provisions in their 

employment contract. 

MIMS Academy will hold an injured worker’s position open for a period of time as stated in the 

relevant legislation unless it is not reasonably practicable to do so. 

Employees whose employment is terminated due to an incapacity to perform their duties because 

of a disability, will be paid all amounts owing to them, including accrued wages, leave 

entitlements, severance pay and superannuation. 

Employees should undergo a health checkup during the first month of joining at Aster MIMS hospital, 

Kozhikode.  

All confirmed employees can be insured under Aster MIMS health care forum by an annual payment of a 

nominal amount for availing the health policy. 

Work safety is prime important in MIMS academy and all employees should aware about safe work 

practices in and around the campus. 

Knowing about fire exit and knowledge about fire extinguishers are some basic aspects of safety 

practices. All employees those who unaware about such aspects need to attend the training sessions 

conduct by security supervisor of aster MIMS hospital every year for staff and students. 

Riding two wheeler without helmet is strictly prohibited inside the campus. Two wheelers and four 

wheelers should have only minimum speed to avoid accidents.  
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6. RECRUITMENT POLICY 

1. Purpose  

Policy on recruitment of faculty is designed to ensure the right faculty in right place. 

2. Scope 

This policy is to recruit Graduate and Post graduate nurses as faculty to MIMS College of Nursing. 

3. Policy Statement 

Faculty recruitment policy consists of two steps. 

Step I: Scrutiny of obtained Curriculum vitae by an expert team with a written Curriculum vitae, scrutiny 

criteria laid down by the college. The panel of expert team consisted of   four members. 1. The head of the 

Institution 2. HOD Of the concerned department 3.Administrative officer 4. A representative   from the 

Management side. Curriculum vitae need to be scored. A score of 70% and above will be called for an 

interview. 

Step II: Candidates called for an interview have to undergo the following interview procedure. A written 

examination, Personal interview, oral presentation and OSCE  

Interview Procedure 

Chair welcomes the candidate and introduces other members of the committee 

1. Invites the candidate to make a short presentation (15 minutes). The presentation to cover: 

a. Personal Introduction-including family status, number of children ages(s) of children-

approximately 

b. Teaching  Philosophy 

c. Research Interests 

d. Awards & personal highlights 

e. What does the candidate has to offer  MIMS  Academy 

i. Special skills 

Highlight
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ii. Professional net-work 

2. Questions from the Panel to clarify issues in the candidate’s CV or in his/her      presentations. 

   3. Panel to verify candidate’s claims in his CV and application in-terms of  

a. Teaching 

i. Philosophy 

ii. Experience in teaching required courses 

iii. Ability to develop or revise course content 

iv. Ability to assure quality of courses and curricula 

v. Capacity to supervise or advise students  

vi. Capacity to teach in English 

b. Research 

i. Research interests 

ii. Relevance of interest to MIMS Academy 

iii. Publication Record 

iv. International Recognition 

v. Experience in attracting external funding 

c. Service 

i. Executive  Positions 

ii. Committee memberships-College, University, National & International 

iii. Organization of workshop & conferences 

iv. Consultancies to Private & Public Sector 

4. Panel to assess Inter-Personal Skills 

a. Ability to Communicate 

b. General friendliness 

c. Willingness to take directions(Dominant or Submissive) 

d. Commitment 

e. Task orientation 

5. The chair invites the Candidate to ask questions 

6. Principal/Director/Joint Director of the Academy or respective College to assess credentials stated 

in the CV. 

7. The chair thanks the candidate for his/her interest in joining MIMS, provides indicative salary 

package based on candidates experience and MIMS by-laws. 

8. The panel completes the scoring sheet and hands it over to the respective Principal of the college. 
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Grading Criteria for interview  

1. Written test:  Weightage 40 %  

2. Presentation: Weightage 30 %  

3. Personal Interview: Weightage 10%  

4. OSCE: Weightage 20 %  

Those who score 70% or above will be recruited according to the merit list prepared. A viable waiting list 

also will be prepared. 

4. Reason for policy 

To provide clarity in the process of recruitment and to avoid confusion among those concerned in 

recruitment of faculty. 

5. Procedure 

 The candidate called for interview will be given a written test for one hour with 50 multiple 

choice questions from the concerned Specialty. 

 The preparation of the question and conduct of the test is the responsibility of the concerned HOD 

from their question bank. 

 HOD of the concerned department should score the test with scoring sheet available in the 

college. 

 Executive secretary has to arrange the venue for written test, interview and oral presentation. 

 OSCE conduction and evaluation is the responsibility of the HOD of the concerned Department 

 Executive secretary should inform the interview time and requirement to the candidates as well as 

to the interview panel members in consultation with the HOI. 

 Panel members have to score the candidates according to the criteria provided (Scoring criteria 2 

and 3) 

 OSCE need to be scored by the concerned HOD or their representative. 

 Cumulative score is converted to percentage 

 A percentage of 70 or above will be considered suitable for appointment. 

6. Definition 

OSCE: Objective Structured Clinical Evaluation. Separate OSCE checklist is attached. 

7. Related Information 

1. Scrutiny criteria – Appendix -1. I 

2. Interview scoring Sheet – Appendix -1.II 
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3. Oral Presentation scoring Sheet – Appendix – 1.III 

4. OSCE scoring sheet – Appendix – 1.IV 

5. Clinical Instructor interview form – Appendix –1.V 

 

 

 

 

7. LEAVE POLICY 

Leave Regulations OF MIMS Academy (Non-teaching staff) 

 

Leave means permitted absence from duty. 

  

General conditions: 

 

1. The MIMS Academy Vice Chairman is the Sanctioning Authority for the grant of Leave 

without Pay exceeding 20 days at a time. All other kinds of leave are sanctioned by the 

competent departmental authorities.  

2. Leave cannot be claimed as a right.  In exigencies of service, the sanctioning authority may at 

his discretion, refuse or revoke the leave of any description.  

3. The nature of the leave due and applied for by an officer can be altered at the option of the 

sanctioning authority.   

4. Holidays can be prefixed or suffixed with casual leave 

5. An officer when entered on leave on Medical Certificate (MC) may be allowed to join duty 

after producing Medical Certificate of fitness. 

6. An employee applying for leave without pay cannot combine casual leave or prefix or suffix 

holidays. Vacation may be availed in combination with or in continuation of any kind of leave. 

7. The maximum amount of leave, in combination or otherwise, granted at a time shall not exceed 

20 days 

8. An officer on leave may not return to duty before the expiry of leave unless he is permitted to 

do so. 

A. Classification of Leave 

 Leave is classified into ordinary leave and special leave. 
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a) Ordinary leave:  This is the leave earned by an employee in proportion to his/her duty.   A 

leave account is maintained.  Every leave except LWP availed shall be debited against the leave at 

credit. This includes Earned leave and casual leave 

b) Special leave:  This is the leave granted to a particular person in a special circumstance.  No 

leave account is necessary. Disability leave, Maternity leave, Hospital leave and the leave deemed 

special by the top management are the four types of special leave. 

 Earned Leave (EL):   

All employees of the Academy are eligible for earning EL at the rate of one day for every 30 days on duty 

in a year on completion of 12 months of service, the EL calculated @ 1/30 will be regularized. 

 

The maximum amount of EL that can be at credit at a time shall not be in excess of 30 days. The 

maximum amount of EL that can be granted at a time shall not be in excess of 20 days.  But, in special 

cases where the employee could not avail leave due to institutional need he or she may be permitted to 

avail the leave preparatory to retirement or as the top management of the Academy’s decision to provide 

remuneration for the same according to academy regulations. 

 

EL Salary: 

Full pay, if the person had been on duty +Dearness Allowance to that pay as admissible.  

 

1. Earned leave for those persons enjoying vacations.  

 

i) Those persons who are eligible for regular vacations are not eligible for EL, if they are 

enjoying vacation as per regulations.   But, if they are prevented from enjoying 

vacation in full they will earn EL as like that of any employee under MIMS Academy. 

 

ii) If in any year (actual duty period of 12 months and not calendar year) an employee is 

not enjoying the vacation, EL is earned for that year @ 1/30 

 

NB:  This clause will be applicable when the Academy becomes an independent institution 

where the course calendar is planned by the Academy instead of an affiliated institution as of 

now. 

 

Leave without Pay/Extra ordinary Leave  
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This leave is granted to an employee in regular employment, when there is no other leave at credit or 

there is leave at credit, but applies for LWP.  Non-permanent employees with less than 1 year service are 

eligible to LWP up to 15 days.  This is granted on MC or otherwise.   

 

Period of LWP exceeding 15 days requires the sanction of the Vice chairman of the Academy. 

 

C. Three Kinds of Special Leave 

 

      1. Disability Leave 

 
This leave is granted to an employee who is disabled by injury intentionally inflicted or caused in or in 

consequence of due performance of his official duties or in consequence of his official position.  It shall 

not be granted unless the disability manifests itself within three months of the occurrence to which it is 

attributed and the person disabled acts with due promptitude in bringing it to the notice of the sanctioning 

authority with the support of MC. 

 

The Maximum period is 3 months for one disability.  

This can be combined with other kind of leave. 

Leave Salary: Here the employee will be eligible for only the basic pay without other allowances.  

 

 2. Maternity Leave  

 

 A certificate from the medical officer who attend the delivery showing the date of delivery along 

with medical certificate of health should be produced for availing maternity leave. 

 

 A total of 45 days shall be the number of days eligible for a female employee who had delivered if 

she is not eligible for ESI benefits. 

 

This is also granted in the case of miscarriage including abortion for a period not exceeding 1 week.  

 

2. Hospital Leave  

 
This is granted for treatment either at hospital or at home. The duration will be as suggested by the 

attending Medical Officer. This leave will be on loss of pay.  

 

3. Casual leave:  
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All employees of the Academy are eligible for 12 days of casual leave in a year. This leave may be 

intimated to the authorities in advance. No medical certificate is needed for this leave. The 

employee can avail this leave along with holidays or LOP. No employee is permitted to avail 

more than 3 casual leaves at a time until and unless there is cumulated leave and with permission 

of the head of the department. 

 

4. Public holidays:  

 
All the employees of the Academy are eligible for all public holidays declared by the Govt. of 

Kerala as per the calendar. If an employee attends duty on any of these holidays due to institutional 

need are eligible for compensatory offs corresponding to the number of days of work. 

Such compensatory offs should be claimed within a period of three months. 

Public holidays of National importance must be attended by faculties and non-teaching staff unless 

and until it is an emergency for excuse. Such days are Independence Day, republic day and 

Gandhijayanthi. 

  

8. PERFORMANCE APPRAISAL 

 

360 DEGREE APPRAISAL 

 
The performance appraisal system applies to all permanent employees of the MIMS Academy 

 

 Every Employees of MIMS Academy are entitled to get the increment after successfully 

completion of one year Probation Period. 

 MIMS Academy’s annual increments are normally effective from 1
st
 April of Every year. 

 New employees of MIMS Academy  will be entitled to get  an increment after 

completing their probation period ,If any one of the employee had successfully completed 

one year probation period before or after the month of annual increment,  

 

Increment Date 

             The incremental due date will be the anniversary of appointment of a new employee. 

If the anniversary date of appoint is end of the month, he will entitled to get increment with effect   

from next month onwards with arrears s if any 

 

The incremental due date will change when – 

An employee is appointed to a vacant position at a higher level, 
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An employee's position is reclassified to a higher level, or 

An accelerated increment is paid at a date other than at the existing incremental date 

And will be extended by the period of any leave without pay which is longer than two weeks. 

 

 

Deferred Salary leave will not count as service for purposes of incremental progression. 

 

1) HOD 50% weightage 

2) Peer Evaluation 10% weightage 

3) Self-Evaluation 10% weightage 

4) Subordinate evaluation 10% weightage 

5) Students evaluation 20% weightage 

 

Score above 70% will be given maximum increment in the work 

Score between 60 %-50 % will be given 5% increment 

Below 50% will be given 3% increment  

 

 

 

9. BENEFIT SCHEME POLICY 

 

1) Employee Provident Fund  
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Every employee of MIMS Academy is eligible for provident fund scheme 1952, those salaries (Basic+ 

Da) limit up to 15000/month  

 

2) Employee State Insurance  

 

Every staff of MIMS Academy is eligible to avail the scheme of Employee state Insurance, whose salary 

(Gross salary) limits up to 21000/Month 

 

All the staff who has completed one year, drawing a consolidated salary of More than 21000/Month are 

eligible to get Insurance. 

 

 

3) Gratuity Policy 

MIMS Academy policy is to provide Gratuity benefits to all employees. Gratuity is a lump sum payment 

made by MIMS Academy as a mark of recognition of the service rendered by the employee when he 

retires or leaves service. MIMS Academy will as a minimum, comply with legislation in this area. 

 

An employee is eligible for receiving gratuity payment only after he has completed five years of 

continuous service. He is said to be in continuous service when he has provided uninterrupted service 

during that period. 

 On superannuation 

 On retirement or resignation 

 Death or disablement due to accident or disease 

This condition of five years is not necessary if the termination of the employment of an employee is due 

to death or disablement. However, interruption on account of sickness, accident, leave, lay-off, strike, 

lockout, cessation of work not due to any fault of the employee will not be considered as a break in 

service. 

 

Gratuity is payable @ 15 days wages for every year of completed service or part thereof in excess of six 

months. Wages will include basic and D.A. The daily wages in respect of piece rated employees are to be 

computed on the average of the total wages received by an employee for a period of three months. The 

maximum amount of Gratuity payable is Rs. 3.5 lakhs. 

 

An Employee to whom the gratuity amount is payable shall make a written application to MIMS 

Academy and gratuity amount will be paid within 30 days from the date it becomes payable. Simple 

interest at the rate of 10% p.a. is payable on the expiry of the said period. 
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Every employee who completes one year of service is eligible to file nomination in Form - F in duplicate 

to the HRD. In case of death of employee, a nominee or legal heir shall submit the application in Form J 

or K for claim amount MIMS Academy shall pay the gratuity within 30 days of the receipt of the 

application. If no nomination has been made, it shall be paid to the legal heirs of the deceased employee 

or if the heirs are minor, the share of such minor shall be deposited by the controlling authority with a 

bank till he attains majority. 

 

 

10. PROFESSIONAL & PERSONAL DEVELOPMENT 

 

▌Policy Statement 

 

MIMS Academy in partnership with the employee, will maintain a professional and personal development 

plan for each employee .MIMS Academy’s role in this is as a supportive facilitator.  It will be up to the 

employee to take a leading role in managing their own development within an approved structure. 

Funding for professional and personal development will be considered for support by MIMS Academy on 

its merits. 

MIMS Academy may, from time to time, require employees to attend specific training or instruction 

delivered by internal or external facilitators. This may be on or off-site. 

Development may take the form of training, education, mentoring, coaching or counselling. 

▌Objectives 

The objective of the professional and personal development policy is to provide a structured environment 

for learning and development for the individual within and external to the company. 

▌Application 

The policy on professional and personal development will be successfully applied when employees are 

managing their own development plans. 

 

▌Process 
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▌ During the appraisal process the manager will identify and document which areas the employee’s 

performance may be enhanced by further training.  The manager will identify specific courses 

where possible. 

▌ The employee and manager will then work together to complete a professional development plan 

for the employee. 

▌ In response to this the employee can source their own solutions instead of, or in addition to, the 

manager’s suggestions.  Requests to attend these should be submitted in writing to the 

employee’s immediate manager and must include: 

o suggested dates 

o costs  

o anticipated outcomes 

11. DISCIPLINE  

 

▌Policy Statement 

 

MIMS Academy has a human resources’ strategy that recognises the value of its people. Part of this 

strategy is the fair treatment of all employees. This requires a minimum standard of conduct and 

performance be agreed, set and communicated with all employees. If employees do not meet this 

standard, appropriate corrective action, such as training, should be undertaken. Discipline should only be 

engaged with an employee on a performance issue if all other corrective action has failed to achieve the 

desired result. 

 

Where an employee has deliberately breached a Company policy or procedure, or engaged in misconduct, 

disciplinary procedures should be initiated. 

 

Employees should be treated fairly and the proper procedures should be followed. 

Employees must be made aware of their responsibilities, counselled and given the opportunity to reach 

the standards expected of them and the chance to defend themselves before action is taken. 

 

It is a requirement to have a third party attend a disciplinary meeting, and notes taken be signed as a true 

record of discussions. 
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The expected standard must be clearly defined and the measurement criteria understood. A reasonable 

date for achievement of standards must be agreed. This should be shown as a minimum time, e.g. within 

one month. 

 

For serious issues, employees must be advised in writing and such advice should be recorded on the 

employee’s personnel file. 

 

Obeying rules and regulation by an employee has paramount importance for smooth functioning of an 

organization. In disciplinary action from the part of an employee can be viewed seriously. 

 

In disciplinary actions can be categorized as below: 

I) Continuous late reporting without any valid reason. 

II) Non wearing of ID card for a considerable period without any valid reason. 

III) Not following the dress code. 

IV)  Not following the safety parameters during driving inside the campus. 

V) Prolonged delay in finishing assigned jobs. 

      VI) Availing leaves without proper communication. 

 

12. TRAINING AND DEVELOPMENT POLICY 

 

Duty leave for attending national and International Conferences once in a year for all faculty who had 

worked more than a year in the institution. Application must be raised through proper with HOD 

recommendation. 

 

13. SALARY AND PERKS 

Salary scales are set by the management by considering professional experience and qualification of the 

staff 

14. CODE OF CONDUCT 

 All staff are expected to follow a code of conduct productive to employee relationships and 

organizational wellbeing. 

 All staff are expected to upgrade their knowledge respective to their field. 

 Always exhibit an honest approach in all your actions. 

 Keep the integrity of organization through your sincere and honest effort. 
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 Give respect and take respect. Respect your superior, colleagues and subordinates. 

 Be a professional and breed professionalism in your organization for avoiding unwanted delays, 

proper execution of services and amicable working atmosphere. 

 Some recommended professional behavior: 

 Wishing of superior with a proper greeting (good morning or good evening) is advisable and 

recommended. 

 Always fix an appointment for meeting with the head of the department. 

 Gathering on corridors or loitering through the campus is not permitted. 

 Unnecessary gossiping and cross talks are nuisance to a serene educational ambience and strictly 

prohibited. Discussions beyond a noise limit can be avoided. 

 All staff are expected to maintain a healthy relationship with students and are not supposed to 

discuss any official secrets with students. Provide only such information to students only they 

require and relevant to their studies. 

 Ensure proper filing of records. If a system start to function in an organization it will take care of 

the forthcoming lapses. So be a part of the system and enjoy the faultless working pattern. 

 

15. MISCONDUCT 

Behavior and responses of any employee which is not suit to a professional working atmosphere 

and which collapses the serene work culture is considered as misconduct. 

Misconduct can be categorized as below: 

I) long absenteeism without intimation and reason 

II) Indecent behavior to colleagues and subordinates 

III) Unnecessary argument with superiors 

IV) Any other behavioral traits not tolerable in an organization 

VII) Non response to contingency needs and exhibit lack of interest  

 

16. TERMINATION OF SERVICE   

If any in disciplinary action or misconduct notice in any one of the employee, he/she will undergo 

the following procedure till termination of service. 

I) The concerned person will be orally warned to curtail his/her misconduct or in 

disciplinary action. 

II) If the person repeat the misconduct or in disciplinary action he/she will be issued a 

warning letter. 
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III) Still he/she continues with such actions he/she will be issued a memo. 

IV) If a person receives 3 such memos he /she can be terminated from service. 

 

17. RULES OF RESIGNATION 

All permanent and contract employees and managers at all levels in the organization are expected 

to comply with this policy. 

 

Resignation of an employee can be done by three month prior notice to the employer from the date of 

resignation. 

Written resignation should be forwarded to HOD with the signature of the employee requesting to 

relieve him/her on the mentioned date. 

He/she should hand over all her assets/responsibilities to a new person or to a person assigned to 

receive the assets/ responsibilities. 

No dues should be completed in all aspects and submit to HRD after getting signature from 

HRD/authority. 

Should undergo exit interview after collecting experience certificate and relieving order from HRD 

before the exit. 

Employee should intimate to HRD regarding his/her exit minimum 24 hours before for avoiding 

delay in receiving the experience certificate and relieving order (only to employees joining to 

government cadre) 

In emergency situations employees can undergo a 24 hour resignation after discussion with 

HOD/concerned authority by full filling all above mentioned procedures. 

If any employee resigns without completing the notification period of three month he/she should 

remit three month’s salary as penalty. Those who resigns on 24 hours also need to remit one month 

salary. 

18. ORDER OF COMMUNICATION 

 
Any employee can directly contact with their immediate superior for help and grievances. Only if the 

superior neglect the request or failed to cater the needs of the subordinate he/she can approach the head of 

the department/higher authority. 

Always prefer to communicate in black and white (written or in print) for better response. 



MIMS ACADEMY-HUMAN RESOURCE MANUAL                                                                                                                             Page | 24  
 

 

      Employee   Employee 

                

                      

                

      Superior   Superior 

 

 

           HOD          HOD 

Any employee who completes five years in an organization is eligible to get gratuity. 

HR department will calculate gratuity for eligible employees. 

 

 

19. TELEPHONE MANNERS 

All employees are advised to follow telephone manners for showcasing the work culture of the 

organization.  

 An outside call should attend within three rings. 

 After taking the receiver tell the name of organization in audible voice. 

 If the person wishes you, respond to the wish and enquire about the help he needs. 

 Listen patiently to the caller and provide him/her required details. 

 If you cannot answer it, politely tell him/her about the concerned person who can answer it and 

divert the call. 

 After providing relevant information tell him/her ‘thanks’ for his/her call. 

 

20. ATTENDANCE CALCULATION 

 Biometric punching will be calculated along with the attendance signature in the register (Muster 

Roll) and the presence in Biometric punching will be considered as final for the presence of a 

staff in the college if any dispute arise between punching and signing. 

 

 For both Teaching and Non-teaching staff only two late punches are allowed in a month. If a third 

late punch happens in a month for any staff one CL will be automatically deducted from the CL 

leave bank. 
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 Those who are planning to take one hour late coming/ Early going permission should inform prior 

to HR department and it is permitted only once in a month. 

 

 Lunch break would be one hour, employees can go outside for lunch break after informing to the 

reporting authority and it is mandatory to mark log in and log out time in the bio metric punching 

machine or in Movement register. 

 

 Those who are working on Sunday and Public Holidays should inform prior to the HR 

department with reason, otherwise compensatory holidays will not be granted. 

 

21. SEXUAL HARASSMENT 

MIMS Academy has a legal responsibility to prevent sexual harassment.  

Therefore, HODs and Management have a responsibility to: 

 monitor the working environment to ensure acceptable standards of conduct are observed at all 

times 

 model appropriate behavior themselves 

 treat all complaints seriously and take immediate action to investigate and resolve the matter 

 refer complaints to another manager if they do not feel they are the best person to deal with the 

case (e.g. if there is a conflict of interest or if the complaint is particularly complex or serious) 

All employees have a responsibility to: 

 comply with the organization’s sexual harassment policy 

 offer support to anyone who is being harassed and let them know where they can get help and 

advice (they should not approach the harasser themselves) 

 maintain complete confidentiality if they provide information during the investigation of a 

complaint (employees who spread gossip or rumors may expose themselves to defamation action) 

▌Objective 

 

To foster a professional, open and trusting workplace. 

▌Application 

 

The sexual harassment policy will be successfully applied when all staff are treated on merit by their 

managers, by peers, by direct reports and by all other team members. 
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▌Process 

 

Making a Complaint: 

If you believe you are being, or have been, harassed, follow the procedure below: 

 inform the offender the behavior is offensive, unwelcome, and against company policy and 

should stop (only if you feel comfortable enough to approach them directly) 

 keep a record of the incident(s) 

 if the unwelcome behavior continues, contact your HOD for support 

 if this is inappropriate, you feel uncomfortable, or the behavior still persists, contact your 

Principal 

 

Receiving a Complaint: 

When an HOD receives a complaint, he/she should follow the procedure below: 

 listen to the complaint seriously 

 treat the complaint confidentially 

 allow the complainant to bring another person to the interview if he/she chooses to 

 ask the complainant for the full story, including what happened step by step 

 take notes, using the complainant’s own words 

 ask the complainant to check your notes to ensure your record of the conversation is accurate 

 explain and agree next action with the complainant 

 if investigation is not requested: 

o act promptly 

o maintain confidentiality 

o pass your notes on to your HOD 

 if investigation is requested, or is appropriate, follow the procedure outlined 

Investigating a Complaint: 

When a manager investigates a complaint, he/she should follow the procedure below: 

 interview all directly concerned, separately 

 interview witnesses, separately 

 keep records of interviews and investigation 

 do not assume guilt 

 interview the alleged harasser, separately and confidentially 
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 let the alleged harasser know exactly what he/she is being accused of 

 give him/her a chance to respond to the accusation 

 listen carefully and record details 

 make it clear he/she does not have to answer any questions 

 ensure confidentiality, minimize disclosure 

 determine appropriate action based on investigation and evidence collected 

 check to ensure the action meets the needs of the complainant and company 

 

If resolution is not immediately possible, the complainant should be referred to more senior management. 

If the resolution requires the authority of a more senior person, the complainant should be referred to the 

appropriate level. 

Outcomes as they affect the complainant should be discussed with the complainant to ensure that needs 

are met, where appropriate. 

Potential Outcomes: 

If the complaint is found to be justified, the complainant may be entitled to any or all of the following: 

The complainant may receive: 

▌ commitment the behavior will cease 

▌ private apology (verbal or written) 

▌ re-credit of any leave taken due to the harassment 

▌ payment of medical and counselling expenses 

▌ transfer, with no job disadvantage 

▌ other compensation 

 

22. ACCOMMODATION POLICY 

Purpose 

MIMS Academy is committed to creating and maintaining a barrier-free work environment to 

ensure the full participation of all persons. 

The purpose of this policy is to outline MIMS Academy’s commitment to providing an 

environment that is inclusive and that is free of barriers based on age, race, ancestry, place of 

origin, colour, ethnic origin, , sexual orientation, marital status, family status and disability, 

through meeting its obligation to provide employees with suitable work accommodations, 

whether temporary or permanent in nature. 

▌ Scope of the policy 



MIMS ACADEMY-HUMAN RESOURCE MANUAL                                                                                                                             Page | 28  
 

This Policy applies to all female employees of MIMS Academy. It applies at all stages and to 

all aspects of the employment relationship, including recruitment and selection, promotions 

and transfers, and conditions of work. 

▌ Policy statement 

MIMS Academy provide reasonable hostel accommodation to the female employees based 

on their requirement. MIMS Academy will, through the process of accommodation, enable 

employees to perform the essential requirements of their jobs in accordance with the 

principles of dignity, individualization and inclusion.  

 

23. TRANSPORTATION POLICY 

▌ The main goal of the Transport Policy is to act socially responsible and fulfill the travel 

wants of MIMS Academy employees in a cost effective and eco-friendly manner. MIMS 

Academy reduces environmental impacts of traffic generated by the corporate and 

contributes to higher health of employees and therefore the society. 

▌ Employees who are working at Puthukode campus can access institution’s transportation 

facility which is provided mainly for the students. 

 

24. GRIEVANCE 

 

▌Policy Statement 

MIMS Academy supports the right of every employee to lodge a grievance with his/her manager if the 

individual believes a decision, behaviour or action that affects their employment is unfair. We aim to 

resolve problems and grievances promptly and as close to the source as possible with graduated steps for 

further discussions and resolution at higher levels of authority as necessary. 

 

Grievances should be actioned discreetly and promptly dealt with in an objective manner.  

▌Process 

The employee should attempt to resolve the complaint as close to the source as possible. This can be at a 

quite informal and verbal level. If the matter is not resolved then further steps need to be taken. 

 

All available attempts to settle a grievance before starting the formal grievance process should be taken. 

For the formal grievance process to begin, complainants must fully describe their grievance in writing, 

including dates and locations wherever possible and the remedies sought. 
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The person(s) against whom the grievance/complaint is made should be given the full details of the 

allegation(s) against them and should have the opportunity and reasonable time to respond before 

resolution is attempted. The duration of this should not exceed one week. 

 

If resolution is still not reached, the matter will be referred to the Managing Director for consideration and 

final decision. A grievance taken to this level must be in writing from the employee.  

 

The employee’s manager will forward to the Managing Director any additional information thought 

relevant. The Managing Director will provide a written response to the employee and also communicate 

with any other parties involved.  

 

If the matter is still not resolved, the employee will be advised of his/her rights to pursue the matter with 

external authorities if they wish. 

 

In some circumstances, it may not be appropriate for an employee to discuss his/her grievance with the 

immediate manager. Grievances relating to harassment would fall into this category and an employee 

should be able to make their approach to a more senior manager. 

 

All procedures must be followed in accordance with employment equal opportunity/anti-discrimination 

legislation. 

 

The above procedure takes place for individual employee grievances. Whatever the final outcome, it will 

affect the attitudes of each party and their long-term relationship. The issues which sparked the grievance 

should be reviewed by management at executive level so the dispute does not reoccur. 

 

Supports the right of every employee to lodge a grievance with his/her manager if the individual    

believes a decision, behaviour or action that affects their employment is unfair. We aim to resolve 

problems and grievances promptly and as close to the source as possible with graduated steps for further 

discussions and resolution at higher levels of authority as necessary. Grievances should be actioned 

discreetly and promptly dealt with in an objective manner.  
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If you would like any clarification of any of the policies or procedures contained within this 

HR Manual, please contact internal management who will be glad to provide guidance and 

support. 
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