
 

 

 

 

 

 

 

 

 

 

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.  

 

Administrative Set Up 

The administrative set up of the college is designed in a scientific way with maximum 

transparency for optimum result in a hierarchical manner where from top to bottom the 

responsibilities are distributed through notice and resolutions adopted in Governing Body 

Meeting.  

The College is established in 1972 and affiliated to Gauhati University. As a Provincialized 

institution under Government of Assam and as part of the Gauhati University, maximum of the 

administrative and Academic decision are coming from Government and the parent university. 

In this context, the Governing Body of the College and the Principal, through different 

government and University Portal, effectively engaged in achieving its vision and mission.  

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 FINANCE COMMITTEE 

 BUDGET COMMITTEE 

 COMMITTEES & CELLS 

 LIBRARIAN 

 ACCOUNTANT 

 COORDINATOR, RUSA 

 NODAL OFFICER, AISHE 

 NODAL OFFICER, NSS 

 SPORTS IN-CHARGE 

 HOSTEL WARDEN 

 TEACHER IN-CHARGE, STUDENT ASSOCIATION 

ORGANOGRAM 

GOVERNING BODY 

PRINCIPAL IQAC 

HoD DEPT. CONVENORS 

FACULTY MEMBERS 



 MEMBERS OF STUDENT UNION 

 SECURITY/GATE KEEPER 

 NIGHT CHOWKIDAR 

FUNCTIONS OF THE KEY ADMINISTRATIVE POSITIONS 

Of the hierarchical administrative set up the  functions of the major administrative positions are 

as follows:  

ADMINISTRATIVE POSITIONS  FUNCTIONS AND RESPONSIBILTY 

 
 
 
 
 
 

Governing Body of the College 

 Take decision for opening new course 
and its approvals. 

 Review of Academic & other related 
activities. 

 Recommendations of the promotion of 
the Faculty members.  

 Responsibility of the new 
appointments and their approvals. 

 Recommendation of the Annual 
Budget and its approval. 

 Take decision on annual university 
affiliation. 

 Approval of annual expenditure. 

Principal  Engage in all the communications 
made by the Director of Higher 
Education, Government of Assam, 
AISHE, RUSA, and Parent University. 

 Arrange meetings with Faculty 
members, members of the Governing 
Body and prepare agenda for every 
academic session and prepare its 
follow up actions. 

 Conduct Internal & External 
Examinations as per the direction of 
the Parent University. 

 Ensure the effective preparations and 
implementation of the annual budget. 

 Engage in monitoring the departmental 
progress and provided guidance to 
preparations of the annual 
departmental reports. 

 Responsible for student support and 



progression and academic excellence. 

Different Committees and Cells  The Committees and Cells are formed 
in Institutional Level by incorporating 
Faculty Members, Office Staff and 
Librarian. 

 The Committee Convenors or 
Coordinator or Programme Officers are 
responsible for operation of the 
Committees.  

 The Committees looks after the 
Academic, Co-Curricular, Extra-
Curricular, extension and outreach 
activities. 

 These committees are abide the rules 
and responsibilities entrusted to them 

Head of the Departments (HoDs)   HoDs are responsible for preparation 
of Departmental work Plan, Lesson 
Plan, organization of Departmental 
Meeting, organization of Education 
Tour/ Field Trip etc.  

 Keep coordination with Routine 
Preparation Committee, Academic 
Calendar Committee & Examination 
Committee for smooth running of the 
classes and in and end semester 
examination.  

 Identify the advanced and slow 
learners by organizing pre internal 
assessment examination.  

 The HoDs are responsible for 
organization of Remedial Classes for 
slow learners and material supply to 
advanced learners. 

 Responsible for organizing Guest 
Lecturer/Faculty & Student Exchange 
with MoU partner industries.   

Departmental Convenors  The Institution has Departmental 
Convenor for coordination & 
Cooperation in between the 
Departments.  

 The Convenors monitors the Time 
Table Convenor, Mentoring In charge, 
Internal Examination In charge etc.   



Besides, the Institution has several Institutional Level Committees and Cells for smooth 

implementation of the Programme & policies adopted by the Institutions. The objectives and 

functions of the committees are designed and developed by the Head of the Institution.  

COMMITTEES (INSTITUTIONAL LEVEL)  

1. Academic Committee 

2. Admission Committee 

3. Anti-Ragging Committee 

4. Construction Committee 

5. Purchase Committee 

6. Women Cell 

7. Discipline Maintenance Committee 

8. Library Committee 

9. Research Cell 

10. Mentoring Cell 

11. Student Welfare Committee 

12. Poor Fund Committee 

13. Grievance Redressal Cell 

14. ST/SC/OBC Students Grievance Redressal Cell 

15. Anti-Drug & Tobacco Cell 

16. Record Keeping Cell 

17. Website Committee 

18. Parent Teacher Association 

19. Alumni Association 

20. Career Counselling Cell 

21. Anti-Sexual Harassment Cell 

22. Academic Calendar Committee 

23. Time Table Preparation Committee 

24. Prospectus Committee 

25. Hostel Committee 

26. Canteen Management Committee 

27. Feedback Committee 

28. Student Help Desk 

29. Election Committee 

30. Budget Committee 

31. Finance Committee 

32. Examination Committee 

33. Environmental Awareness Committee  



34. IQAC Monitoring Committee 

35. Academic Audit Committee 

36. Green Audit Committee 

37. Energy Audit Committee 

38. Village adoption Committee 

39. Disaster Management Committee  

40. Ek Bharat Srestha Bharat 

41. All India Survey on Higher Education  (Nodal Teacher) 

42. Red Ribbon Club 

 

DEPARTMENTAL CONVENORS 

1. Dept. of Assamese    : Dr. Swapan Jyoti Nath 

2. Dept. of Bengali    : Dr. Jonaram Nath 

3. Department of Commerce   : Dr. Deepak Kumar sarkar 

4. Dept. of Economics     : Umme Salma 

5. Dept. of Education     : Chow Kotong Lungking 

6. Dept. of English     : Ashraful Alam Choudhury 

7. Dept. of History     : Rayhanul Ahmed 

8. Dept. of Philosophy    : Ajanta Bora Khargharia 

9. Dept. of Political Science  : Mainul Hoque Akanda 

 

 



1



2



3



4



5



6



7



8



1



2



o

GOVERNMENT OF ASSAM
OFFICE OF TI.ilE DIRECTOR OF HIGTMR EDUCATION, ASSAM*Tff;;;;; 
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To,

Ret

No. DHE/PA/Order/ 1 6 /201 6 I I 68 Dated Kahilipara the 26ft November, 2020.

From: Smti. G. Phukaq ACS
Director of Higher Education, Assam
Kahilipara, Guwahati- I 9.

Sub:

fi',"Principal
'-/ All Gol.t. and Provincialised Colleges. Assam.

Guidelines for selection of Assistant Professors/Librarians in Provincialised Coileges
and Govt. Model Colleges of Assam,

Govt. O.M No. AHE.407/2017154 dated 25e November,2020.

Sir,

With reference to the subject cited above, and in continuation to this office earlier
letter No. DHE/PAl0rder/l6l20l6ll62 Dated Kahilipara the 18ft November, 2020 and Govr. Office
Memorandum No. AHE.407/2017153 dated 17th November, 2020,I would like to enclose herewith a

pafiially modifled Govt. Office Memorandum mentioned under reference in connection with
Guidelines for selection of Assistant Professors/Librarians in Provincialised Colleges and Covt.
Model Colleges, Assam and request to follow this new guideline strictly for selection of Assistant
Professorsilibrarians in your College.

This Gort. Office Memorandum shall come into force with immediate effect.

Yours Y,

b u
glt

Assam

19

Memo No- DHE/PA/order/1612016/168 -A Dated Kahilipara the26thNovember, 2020.
Copy to :-

I. All Vice-Chancellors of University of Assam.
2. The P.*q to the Hon'ble Minister Education, Assam, Dispur, Guwahati-6.
3' The P.S to the Comrnissioner & Secretary to the Govt. of Assam, Higher Educatign

Department, Dispur, Guwahati-6.

I)irector of Higher Education, Assam
Kahilipara" Guwahati- I 9.
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GOVERNMENT OF ASSAM

HICHER EDUCATION DEPARTMENT

DISPUR::: GUWAH4TI-6

Nci.AHE.407i ?017154 Dated Dispur' the 25tr' November' 2020'

OTFICE MEMORANDUM

subject: cuiclelines for selection of Assistant Professors/ Librarians in I',rovir1cialisecl

Colieges ancl Govi' Model Colleges of Assam'

In partial modification of Govt. oM vide No.AHE'407/207715g' dated l7-i1-2020 issued

by Higher Edr.rcation Departrnent, the Government of Assam in Higher Education Departnretrt

is pleasecl to notify the followlng guidelines for selection oi Assist;rnt Professorsi Librarians irr

l'rovircialisecl Colleges rrncl Covt' Model Colleges of Assatn'

Qualifications for Direct Recruitrnent of As'sistant Professor: (ILeferencc: Clausc

3.0.0i4.0J14.4Ol1.4.l afthe UGC Regulations' lQtt' June' 2010)'

(i) Good Academic I(ecord as clefinecl by the concemecl university with at least 55oli' nlalks

(orarrequivale,,tgraduirrapointscaler^,herrevergr;rdingsystenlis{ollowctl)astlre
N,l:rsters Degree leiel in a relevarrt subject from an hdian university or an ccluivalcnt

r..legree from an accredited foreign r-rnivcrsity;

(ii) Besides fulfilling the above qualifications, tl-re calrclidate must havc clcareci the National

Etigibility rest liter; co,-,ducted by the uGC, CSIR or similar test accredited by the UGC

(iii)

(iv)

like SLET/SE'I';

Notwitlrstanclinganytlringcolrtaineciinsub-clause(i)and(ii)tothisClause4.40.1,
car.ditlates who are, o. lior. been a,,vardecl a Ph.D. Degree in accordance rvitir the

university Grants cornlrission (Mrnirnum star-rdards and Procedure for A"vard of ['h'D'

Degree) i{egulation, 2009 shall be exempted from the requirernent of the r.inimun]

"tti,t 
ttiry clndition of NL,TISLET/SET for recruitment ancl appoir.rttne^t of Assistant

l.of.rrur or equivalent positions in Universities/ College/ lllstitutions;

NliTisLET/SET shall also not be required for such Masters Prograrnmes in disciplines for

rvhich NET/SLET/SET is not condncted;

A rclaxation of 5% may be provitletl at tl're graciuate and nrasters level for thc Schcduled

caste/ schcciulccl Tribe/ Differently-abled (Physically and vi'sually differentlv-abletl)

categ,ories for tl-re PurPoSe of eligibitity and for assessi.rrg goorl acat.lemic record durirlg

direct recruit*rent to teaching/ liirarian positio^s.'l'he eligibility ,rarks ,f 55% mirrks (or

an equivaierrt grade i,-' a p"oi,-'t scale wherevcr gracling systenr' is follow,ed) and the

relaxation of 5% to tl-re categories mentionecl ubu'" o'e permissible' based orr only the

qualifying marks witl-rout ir-rcluclirlg anv Sroce marks (clause-3'a'1);

A relaxatrorr of 5'lo may be proviclcd from 55% to 50')'' of [l.re nrarks to the Plr'D Degree

holciers, who have obtaine('l t}-reir Masters Degree prior to 19ir' sePterlber' l9c)L (Clause-

3.5.0);

The period of time taken by candidates to acquire M.Phil. ancu or Ph'D' Degree shall

not be considered as teaching/ research experience for appointment to tht' positions

(v)

(, i)

(vii)

(a) The Selection Cornmittee for the post of Assistant Professor in Colleges including Privatc

Colleges shall havc thc following composiiion:

1. Chairp.rersorr of t6e Gover.i,glody c,f the College or 5is/ her nomi,ee from among tht'

membcrs of tlre (jclvern,']g no.y to be the Clrairperson of thc Sclcction Committee;

).. Tire PrirrciPal of the College;

3. F{eaci of thc Dcpartment of the concerned subiect of the college;

(Contd 2;



_---i

Grade Grade Point Percentage Equivalent

'O'Outstanding 5.50-6.00 75-100

'A' - VerY Good 4.50-5.49 65-74

'B' - (loocl 3.50-4.49 55-64

'C' - Avcrage 2.50-3.49 45-54

'D' - Below Average L.5A-2.49 35-44

'E' - Poor 0.50-1.49 25-34

'F'- Fail 0-0.49 0-24

DISTRIBUTION OF MARKS: Total100

1) Academic llecord (79 marks)

tr'

4. ,Ilvo rrominees of the Vice-Char-rcellor of the affiliatnrg university oI whot.u one shottlcl be a

subiect expert. In case of College norrfied/ cleclared as mi]lority edr'rcational instituLiot'ts' [wcr

nomirees of the Chairp"rron oi the Coilege from out of Panel of fivc namcs prefcrably from

minority cornrnunities, recommende'd by the vice Chancellor of tl-re affitiating university

from the list of subiect erp"rtu suggested by the relevant statutory body of the college of

u'horn one should be as subject exPer|

5. Two subject experts not connecte.l rvith the coliege to be nominated by the Chairperson of

thc, Covernirrg Bo.ly of thc c.llegc- out of a pa.'eiuf fivc namcs recommended by the Vice

Chancellorfromtlrelistofsubjectexpertsapprovedbytherelevantstatutolvbrldvolti're
unir,ersityconcertleclincaseofcollegesnotifiecl/cleclaredasrnirrorityeducation;rl
insl.itutions,twosubiectexpertsnotconnectedwitlrtheUrriversitytobenominatcd,o,ln"
Chairperson of tl're Gov"rr-,ing Body of *re college out of the panel of five names' preferably

from mlnority cornmuniti"., ,".ot.*"nded by the vice Chancellor frorn the list of sub]ecl

experts approved by the relevant slalulTl body of the Ciolleg'e' 
-.

6. A. acade,riciur', ."'p..r.,lting SC/ST/OBbA{ir''orityAvomen/Differently abled categ.rics' ii

any of cancliclates rePrcsenting thcse categoric's is the applican-t' to be non.rinated bir tlre Vice-

Char-rcellor, if any .ri the above members of t].re selection comnrittee tlo not belong to that

categorY.

(b) To constilute the quorum for tlre meeting five of rvhiclr at least trvo exPerts from out of the

three subiect exLlerts shall be preseut.

Conversion UGCl',s guidelines for stanciardized marking procedure of all counts ur terms

oi concrete rlarks againsl eaclr item are as belorv:

Itislrerebyclarifiedthatwlreretl.reUniversity/College/Institutiorrdeclaresresultsirr
graclc, points which are on a scalc of seven, thc following mechanism shall be appiiecl by tlie

Selectior-r c-orrrnittee for convet'sion of grade points to equivalent Pelcentages'

10 marks
equivaient examination

(10'',/. of the total Percentage of nrarks)
i) FISLC or

cquivalent cxat-nination

(la% of the total percentage of nrarks)
ii) HSSLC or

iii) Degree

a) tlolrof the total percentage of marks in HonsMaior subjects for

Hor-rs/N4ajor students.

b) 25"/rof the total percerrtage of rnarks in General course Subjects

without HonsMajor

a

14 marks

25 rnarks
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2) Research Contribution and Teaching Experience (18 marks)

All candic{ates must have proficiency irr local language'

Instruction contairred i. this O.lvt. will come into iort'e frorn the date of issue of the O.M'

Sci/ (Shri Preetotn Saikia' IAS)

Comnrissior-rer & Sccretary to the Govt' of Assam

Higher Education DePartment'

30 marks

(30% of the total percentage of marks)

iv) Master Degree in tl-re Conccrnccl Subject

07-2A12)

(Marksu nive rs i tYUCC recognizedfrotntheln subiectconcemedi) toaclditiorrlnPh.Dhascandidate Degreeaifawarded orrlybervill notisD-Ph.off camPUSTSerNET/SLETo{requirernenteligibilitY 09-dateda
No.AHE .29312008114o.M.AssamofCovt.Perrecognized

2 marks

universitY.

(Nlarks will be arvardcd only if a candidate has M Phil Degree in

.rtlc'lition to eligibility requirernent of NE'TISLE-T/SET Off carrlpus M'l'lril'

Degree is not recogt'i'ett as l"t 
Govt' of Assanr O'\{'

N JH n "zssl2ool I 147, clated 09-07-2012)'

UGC recognizcdconcerned subiect fromii) M.Phil. Degree in the

'I mark

(per paPer t).5)

domain publishedconcerned :;ubject/the1l-larticleResearch paper/iii)
ISSN/,ISBrvith N,{mpactlurnevoProceeclingbook/l{esearchttjourrra

bl i sheddocuments puASBNISSN$eachfornrarks publicationfactor (0.5
1of mark).ntaxintu mtosubjectUGCin journalrccognized

1ndonrain published
1n subject/

Research paper/articlev) ofWeb Science/ofbasethein Scopus,datafactor existingjournalimpact
eachfortnark publication)knowof (1Web leclge

3 marks

(per paPer l)

1tnark

(pcr arricle 0.5)

rheclconcemedthc subject publislllarticleeacl-tforMarks chapter/0.5v) casemark1of (hmaximurntoISBNtlrwi subjectbooktextln rese;rrct'r/
comPetentbe bymust approvedb,:loktexIreie v trrrtbook,text theof

ASsuch UniversitY)authoritYacademic

the subjc-ct/1nexoerienceManagementT LibrarY'eaching/vi) UCCice afterservof acquiringt:achfor yearcompictcclnra rkdomaiu (1
oil-ibra riested collcgeiAffilia I)egreeGovt./'incialisednorms Prov Schools,ProvilcialisedofClassesInstitu SeconclaryCovt. tes/Higher

subject to Maximurn of 2 marks)'

i mark
3) NCC (C) certificate holder

I mark

alorrg with the aPPiication)

conducted bY

be subrnitted
festivalouthof UniversityfYeventinmedal anyGold4t

mustcerti fica tecollegesaffiliatinghavingUniversities

I mark
5) Rcpresenting Assatn

level. (certificate must

in arry OlirmPic SPorts

be submittetl along witl-r

cvent at the National

thc application)

(Contd.-a)

t$

2 marks

Ph.D,

AS

9 rrrarks

in

concernedthe

concerncd

ln
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Memo No.AH E.40712017154-A Dated Dispur' thc 25'h November' 2C)20'

Copy io:- 'il 
, Ail Vice-Chancellors of Universities oi Assam'

fi ,tlreDirector o{ Higher Education, err^rr-\, iri-liripara, Guwahati-19 (or information and

"r, 
fJ'J;-1:,litiltu-.rrio^, B.r.C, Kokraihar, BrAD, Assam, ror inrornrario. and rollow-

uP action'

4) P'S. to the Hor-r'ble Eclucation Minister' Assam' Dispur' Guwahati-6'

5) P.S to the Prlncip"al S"t'"t"y''-t,'n:' E'ducation Departnrent' Dispur' Guu'ahati-6'

6) [,.s. to tlre conrrir. & sccretary, Higher tducation Department, Dispur, Guwahati-6'

7) P.S. to the Secretaf' I{ighcr E<lucation Departnrent' Dispur' CuwahaLi-6'

S) All Registrars of Universities of Assam

BY Order etc'

",L Lr\"r^'/-
Joint Secretaly to the Govt of Assanr

I ligher Eclucation DePartrnent'
t Leo

#(\il'


