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CAMPUS is built on a foundation which embodies 

all the qualities that have made Amity institutions 

world-class over the last two decades. It has instituted 

global standards in education, training and research 

with state-of-the-art infrastructure and the latest 

teaching methodologies. Amity University Gurgaon 

offers UGC recognized degrees (India's apex 

education body) valid across India and abroad for job 

opportunities and higher studies. With industry-

integrated curricula, the University trains future 

leaders of the corporate world by blending modernity 

with tradition in each of its students.  

 

ABOUT WORKSHOP 

This quality initiative is undertaken by the IQAC 

department for training the IQAC representatives of 

all Academic and Administrative departments on ISO 

standards 9001:2008 in Quality Management 

System for implementing documentation of all 

processes and procedures of the university. 

 

 
 

OBJECTIVE OF THE WORKSHOP 

The key objective of this workshop is to create 

awareness and train our IQAC representatives and 

other Amity staff members on ISO 9001:2008 

standards Quality Management Systems. 

 

The specific objectives of the workshop are: 

1. To gain an appreciation of what quality 

means in the context of ISO 9001:2008 

Standards. 

2. To understand the requirements of ISO 

9001:2008, Quality Management 

System. 

3. To enable an individual to effectively 

develop an audit plan and the required 

checklist by analyzing the entire 

scenario and the resources involved in 

the process. 

4. To develop the skill in an individual to 

plan, to conduct and report the internal 

audits. 

5. To develop the ability to appropriately 

frame and recognize evidence as per 

disciplinary conventions. 

6. To reflect upon continual improvement 

plans of the institute/department to 

facilitate satisfaction of all stakeholders. 

 

RESOURCE PERSON 

Mr. Yogendra Singh, OSS Certification Pvt. Ltd will 

impart his expertise on quality management system. 

WHO SHOULD ATTEND THE WORKSHOP? 

IQAC representatives of all Academic and 

Administrative departments at AUH. 

 

SCOPE OF THE WORKSHOP 

The participants will: 

 be able to understand the requirements of 

the  ISO 9001:2008 standard. 

 be able to assess and improve our 

institution’s QMS. 

 be able to conduct and report the internal 

audits of Institutes and departments. 

 be a certified internal auditor of QMS. 

 

ORGANIZING COMMITTEE 

 Maj Gen. B.S. Suhag ,Dy.Vice Chancellor 

& Chairperson 

 Dr.Sunita Sharma, Deputy Director – 

IQAC, AUH 

 Brig. G.K. Dua, Administrative Member 

 Mr.P. K.Sharma, Assistant Professor, ABS 

 

CONTACT DETAILS 

Dr.SunitaSharma ,Deputy Director – IQAC, AUH 

E-mail:ssharma7@ggn.amity.edu 

Mobile: (0) 9873562004 

 

 

mailto:ssharma7@ggn.amity.edu






















































-J Amitv Universi Harvana

Daily Classes Report 28th August 2014

Sr. No. I nstitutes

No. of No. of classes

RemarksStudent
present

Planned Held

I ABS 297 ll3 t07
6 classes: Faculty not reported. Classes

have been resecheduled.

) ACC 155 ztJ ?{ i classes: Faculty otr leave. classes

have been rescheduled.

3 ACON 109 28 28

4 AIBAS 61 67 62
3 classes: lracultl' not reported.

classes lrave been rescheduled.

2 classes: Students not reported.

5 AIB 95 )) 47
5 classes-Students rrot reported.

i classes- facrrltl' on leave. classes

have been reschedLrled.

6 AID 32 38 36
2 classes: Faculty yet to be

assigned.

7 ALS 220 56 f,o

8 AMS t23 92 82
I 0 classes: Fresher party held and

Open irr g Cererttonv San gthan,

I ASAS 261 t26 ll5
5 classes-Students not reported,

6 classes- faculty on leave, classes

have been rescheduled.

l0 ASAP 205 69 63
6 c lassses: Operr irru Ceretlotrr
Sangt lran.

lt ASCO ta7 43 43

tz A-SET 1495 385 384
I class: Faculty on leave. class has

been reschedLrled.

l3 ASH 23 2l 2l

l4 ASLA 70 42 36
6 classes: Opening Ceremonl
Sangthan.

l5 ASEES l0 8 2 classes - Studerrts not repofied

rd-

Reg.?iiirai
Ar,ritY Liniversity, Haryana 

-
nnonuttt, Gurugra m 122413
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Amity University Haryana

Daily Classes Report 2Sth Ausust 2015

Sr. No. Institutes
No. of No. of classes

Remarks
Student Dresent Planned Held

ABS 312 t44 t44

1 ACC 266 30 30

J ACON ls4 19 49

AT AIBAS n5 63 60

2 classes: Faculty on leave. classes

have been rescheduled.

I class: StLrdents not reported.

5 AIB 148 97 94

2 classes-Studerrts not reported
I class- faculty on leave, class has

been rescheduled.

6 AID 69 76 68

3 classes: Students not reported
5 classes: Faculty' on leave, classes

have been rescheduled.

7 ALS 327 8,1 84

8 AMS 174 ll5 tt2 3 classes: FacLrlty on leave. classes

lrave been rescheduled.

I ASAS 380 t75 l7l
2 classes-Students rrot repclfied.

2 classes- laculty not reported.

classes have been rescheduled.

r0 ASAP 220 83 83

tl ASCO t2l 4J 43

t2 A.SET 847 420 420

ASH 39 J5 J5

l4 ASLA 119 6J 63

l5 ASEES l0 I I Class- students not reported

ny't)/ -
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AMITY UNIVERSITY GURGAON
LIST OF FILES foT INTERNAL ATIDIT AND BSI INSPECTION

Appendix-B

ACADEMICS

FILE coDING: ([NIV / INSTITIJTE / FrLE Ng): AUG/ ......./ A1

nV\t /,

, , -Y'./\-v'Y
R*1ii.;ira;'
F,r:;ii;:! U n ive rs ity, Ha ryana
f.,inntsar, Gurugram 1 2241 3

)ii

Sr.
No.

File
No.

i File Name
I

I
I

I Board of Studies (BOS)
I

I Academic Calendar
I

Annual Planning / Roadmap of the Institution

^-Sessron Plan & Tutorial

I A1

2 A2

3 A3

+̂ A4

5 A5

6 A6 tnternatlonal / National collaboration - Industry Advisory /
Industry collaboration in Projects / Feedback from Indusirv

Program me Structure & Course CurriculumA7

8 A8

9 A9 Accredltatrons / Approval from Resulatins Bodies

DEPARTMENTAL FILES

File Name

Departmental Meeting

office correspondence (Irtrotice I circulan@
Regulations & Guidelines

Programme Leader Correspondence

Departmental Research Committee (DRC)

Daily Class Held Report (By Faculty)

Orientation Programme

8.AC-



Mentor Mentee Meeting Record

Best Practices

@
C""f*.t.. / G"eit Lectures (Org' by Deptt')

Attendance Register

i
Anti- Ragging Committee

S"^.t-* from Management / HR / IT

8 DB

9 D9

10 D10

11 Dl1
l2 D12
13 D13
l4 D14

15 D15

EXAMINATION RELATED

File Name

Examination Guidelines

Examination PolicY

Exam Calendar

Examination Date Sheets

External Examiner Records
:

I Result File (Intemal Assessment)

I n.*tirile (Annual Result analysis)
I

Sr.
No.

File
No.

I E1

2 E2

J E3

4 E4

5 E5

6 E,6

7 E7

FACULTY RELATED

File Name

Faculty Academic Profile details

nce attended / ParticiPated

rojects / funded Projects / under

Faculty Feedback Amizone

Professional Membership (F aculty)

Research & Publication

^Y ./\i/ ./. \ "X',/\.>'',/

I \, !\l:.,

A:,,lty r.rniversity, Haryana
l*4anesar, Gurugram l?+ a



ISO CERTIFICATION FTLES

LAB DETAILS FILES

STUDENTS RELATED

7 F7 Visiting F aculty Attendance

8 F8 Inventions and Patents

9 F9 Course Register with Course Material (PPT, Video etc)
t0 F10 Student Project Guided

Sr.
No.

File
No.

File Name

I I1 IMS Manual

2 12 NC's (Non-conformities) sent by IQAC
a
J I3 CAPA (Corrective and Preventive Action)

Sr.
No.

File
No.

File Name

I L1 Lab Manual

2 L2 Details of Lab Equipments
-J L3 Lab Bills & Approvals

Sr.
No.

File
No.

File Name

I S1 Students List (Lateral Entry + Enrl. Nos)

2 S2 Year Back / Academic Break / Withdrawal

S3 Students File (Complied list with contact nos.)

S4 Students Medical Case

S5 Weak Students Analysis

university, Haryana
ear, Gl"!rugram 122413
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S6 Debarred Students File

S7 CR Meetine Records

S8 Student Attendance Analysis

S9 Term Paper Record

sl0 Placement Record

sl1 Final Year Project (ID - B. Tech

s12 Students Grievance Redressal Cell

s13 Club Committee

s14 [, Project II & dissertation)

s15 Alumni Data / Convocation

s16 Convocation Onwards

s17 Students Achievements (Award, Salvers & Citations)

sl8 Students OD

sl9 Sports Activities File

s20 Cultural Events

s21 Invitation (Fresher's & Farewell Parry)

s22 Sangthan

s23 Students Social Work

s24 Summer Intem-ship Record

s2s In-house training record

g
.bt'.(fr/
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Amify University Haryana

Internal Quality Assurance Cell

FACULTY OF MANAGEMENT STUDIES & BEHAVIOURAL SCIENCES

AMITY BUSINESS SCHOOL

Audit Dare - 23'd July 2014
Audit Time - 10.30 AM
Internal Auditor - Dr. Sunita Sharma
Areas Audited: - Documentation audit as per list of files to be maintained by an Institute

Sr. No Academics

A record of Intra Departmental meetings held has not been updated'

z Record of Conferences & Guest lectures organized in the school was maintained,

attendance sheet was available but the report of the event was not placed in the file.
a List of withdrawal students has trot been maiutained.

A.t The flles have not been affixed with docket sheets.

5 Copy of Regulations & Guidelines of UGC should be maintained in the file.

Faculty related

6 Record of clubs and club committee formed has not been placed in the file.

Record of dissertation submitted by students has not been updated.

Students related

8 Record of students placed with their offer letters should.be maintained properly.

I Summative result analysis after each term has not been carried out. This analysis helps the

faculty in identifving the weak students & taking necessary remedial action.

10 Record of Class Representative meetings held have not been maintained properly.

0 "{.t"i'4'/
-Y

Regisira.r
An*ity l.j n iversity, Haryana
Manesar, Gurugram 12241 3
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Amity University Haryana

Internal Quality Assurance Cell

FACULTY OF MANAGEMENT STUDIES & BEHAVIOURAI, SCIENCES

AMITY BUSINESS SCHOOL

Audit Date - l4th July 2015
Audit Time - I1.00 AM
Internal Auditor - Dr. Sunita Sharma
Areas Audited - Re-audit of previous non-confbrmities.

l. All the non-conformities have been closed in the school.

ny
f' l,r'X").\-< r

Re;r;ira;"
An:ity i.rniversity, Ha.ryana
Manesar, Gurugram iZZ41g
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Amify UniversitY Haryana

Internal Quality Assurance Cell

FACULTY OF MANAGEMENT STLIDIES & tsEHAVIOURA[, SCIENCES

AMITY COLLEGE OF COMMERCE

Audit Date- lOth July 2014

Audit Time - 10.30 AM
lnternal Auditor - Dr. Sunita Sharma
Areas Audited: - Documentation audit as per list of files to be maintained by an Institute

Sr.
No.

Academic

E*,rt C.1fid."" p"rr"i"i',g t" tr,r. r.sirnlo ii- i+ rit i *t r,..rn pir.J,l in iii. r,t.'

Th.

I

2

a
J The files have not been affixed with docket sheets. I

4 Copy of Regulations & Guidetines of UGC should be maintained in the tile.

5 A record of Intra Departmental n-ieetings helcl has trot beell upclateci.

6 Minutes of nteeting of Departntental Research Comntittee held has llot been liled.

7 The files have not been affixed with docket sheets'

Faculty related

8 lnstitute should maintain copy of the faculty load in the file fbr checking sesston plans

uploaded.
9 Professional Membership has been attained by only one faculty. lt needs to be promoted

amons other facultv members of the Institute.

10 ne.orO of Research & publications has not been updated in the file.

t1 nec"rO otConf-erences & Guest lectures organized in the school uas rlraintained. attendance

sheet was al,ailable but the feport ol-the evellt \\.IS not placed in the Ille.

Students related

t2 Summative Result Analysis after each term has not been carried out. I hls analr sts helps the

fac u I ty i n i d e nt i fy i n g t he we ak sqq e nq4lqk lrlg-llglg $tly-Le-ryg 4E I qg!q!.
l1
IJ CR meetings are not conducted regularly. Onl1" 3 CR meetings have beetl held so lar

Record 
"f-N&"totJv."tee 

n*.ti"gt h.ld ltat 
'"rt 

b.* r,p,J"t.,l L" f'*"lt,tt4
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AmitY UniversitY Haryana

Internal QualifY Assurance Cell

FACULTY OF MANAGEMENT STUDIES & BEHAVIOURAL SCIENCES

AMITY COLLEGE OF COMMERCE

Audit Date - l5th June 2015

Audit Time - 10:30 AM
Intemal Auditor - Dr. Suhita Sharma

Areas Audited - Re-audit of previous non-conformities. The following non-confbrmities have

still not been maintained'

t\-Y/
Reg!stra.i'
Am ity i-j n ive rsitY- HarYana
hrtanesar, Gurug?3*fr 122413

DetailsS. No.

6. Minutes of meeting of Departmental Research uommtttee nelo nas nol oeelr rrrYu Prul'Errt

ll Reiord of Conferences & Guest lectures organized tn the Scnool was malntalneu'

sheet was available but the report of the event was not placed in the file'

t2 Summative Result Analysis after each term has not been carrleo out. I nls analysrs lrsrlxt ur;

faculty in identifying th; weak students & taking necessary remedial action' Record of
remedial action taken has not been placed in the file'

1A Few faculty memberS have still not Ltpdated record OI lvlentor -ivlenlee meetrrrgs lrclu'



Amity University Haryana

Internal Quality Assurance Cell

FACULTY OF MANAGEMENT STUDIES & BEHAVIOURAL SCIENCES

AMITY INSTITUTE OF BEHAVIORAL & ALLIED SCIENCE

Audit Date - l5th July 2014

Audit Time - 02.30 AM
Internal Auditor - Dr. Sunita Sharma
Areas Audited: - Documentation audit as per list of files to be maintained by an lnstitute

Sr.
No.

Academic

I The institution has not entered into any collaboration with industry/academic organisation.

There is scope for collaborations with NGOs in this domain.

2 C"at of Regulations & Guidelines of UGC should be maintained in the file.

The files have not been affixed with docket sheets.

4 The Institution has not identified best practices within their domain.

Students

5 l;ummative Result Analysis after each term has not been canied out. This analysis helps the

faculty in identifying the weak students & taking necessary remedial action'

6 necorO of nollow up action taken of class representative meetings held has not been updated in

the file.
7 Record of students placed with their offer letters should be maintained properly.

8 List of students undertaking summer internship has not been placed in the file.

9 Record of Mentor -Mentee meetings held has not been updated by facultl'.

Labs

10 List of atl the piychotogical tests available in the institute should be placed in the file as a ready

reckoner.

gisirar
;ity University, Haryana
nesar, Gurugram 122419
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Amity University Haryana

Internal Quality Assurance Cell

FACULTY OF MANAGEMENT STUDIES & BEHAVIOT]RAL SCIENCES

AMITY INSTITUTE OF BEHAVIORAL & ALLIED SCIENCE

Audit Date - 22nd June 2015
Audit Time - 02:00 PM
Internal Auditor - Dr. Sunita Sharma
Areas Audited: - Re-audit of previous non-conformities. The following non-conformities have
still not been addressed:-

'I

l.f.\+_

.br t

Sr. No. Students
5 Summative Result Analysis after each term has not been carried out. This analysis helps the

faculty in identifying the weak students & taking necessary remedial action, Record of
remedial action taken has not been olaced in the file,

9 Few faculty members have still not updated record of Mentor -Mentee meetings held.

At--



Amity University Haryana

Internal Quality Assurance Cell

FACULTY OF MANAGEMENT STUDIES & BEHAVIOURAL SCTENCES

AMITY SCHOOL OF HOSPI'TALITY

Audit Date- 27th Aug20l4
Audit Time - 11.00 AM
Internal Auditor - Dr. Sunita Sharma
Areas Audited: - Documentation audit as per list of files to be maintained bv an Institute

Sr. No. Academics
I Event Calendar pertaining to the session 2013-14 has not been placed in the file.
2. Copy of time table for the academic session 2013-14 was not placed in the file.
3. Copy of Regulations & Guidelines of UGC should be maintained in the file.
ict. The institution has not entered into any collaboration with indr.rstry/academic

organization. There is scope for collaborations with hotels in this domain,
5. A record of Intra departmental meetings held has not been updated.
6. Date sheet of End Semester examinations for academic session 2013-14 was not

placed in the file.
The Institution has not identified best practices within their domain.

8, The files are neither indexed nor affixed with docket sheets
Students

9. Record of follow up action taken of class representative meetings held has not been
updated in the file.

10. Record of Mentor -Mentee meetings held has not been updated bv facultv.
11 Summative Result Analysis afier each term has not been carried out. This anallsis

helps the laculty in identifying the weak str-rdents & taking necessar)' remedial
action.

t2. Records pertaining to year back students needs to be updated in the file
13. Record of clubs and club committee formed has not been placed in the file-

Labs
t4, Stock Registers of expendable, consumable and non- consumable items I stocks have

not been maintained properly.
15. Lab Equipments are neither labeled nor numbered. List of all the equipmens

available in the school should be placed in the file as a ready reckoner-

ny
\\*Y/

Rcg;*ir;I
An:ity Liniversity, Haryana
Mane$ar, Gurugram i 2Z+1 g'i"



Amity University Haryana

Internal Quality Assurance Cell

FACULTY OF MANAGEMENT STUDIES & BEHAVIOURAL SCIENCES

AMITY SCHOOL OF HOSPITALITY

Audit Date * 3'd July 2015
Audit Time - l0:30 AM
Internal Auditor - Dr. Sunita Sharma
Areas Audited: - Re-audit of previous non-conformities. The under mentioned non-conformities
have still not been addressed.

Sr.
No.

Academic

AT The institution has not entered into any collaboration with
organization. There is scope for collaborations with hotels

ndustry/academic
n this domain.

5 ArecordofIntradepartmentalmeetingshe|dhasnotbee
h 

_:__-_ 
,

Record of tollow up action taken of class representative meetings held has not been
updated in the ille.
Few laculty members have still not updated recoiA of tvtentor -,fvf ente. rrrietinst hel,f

9
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1t23t2020
Mail - Dr. Sunita Sharma - Ouilook

Re-Sessional sxam - ACON

Saurabh Jaglan <sjaglan @ggn.amity.edu >
Mon \tlfi/2At7 .j.) 5, pM

To: Dr. Sunita Sharma <ssharmaT@ggn.amity.edu>
Cc Kamini Chauhan <kaminic@ggn.amity.edu>

Respected Ma'arr,,

status of sessiorral exam shared by Ms Kamini chauhan is as under:

Faculty Name {:ubject Coordinator} : Ms Kamini Chauhan
Semester : Post basic B.Sc nursing 3rd semester
Subject: Sociology .

Students :01
sessional exam was taken on 09.10,2017. the student ( Mr Krishan Kumar) clear the exam in first attempt.

Regards,

Saurabh JAGLAI\
Manager-IQAC
&nity Universty I Amity
Panchgaon Manesar I

M: +91 997"j,56r)ry$9

;i a elaL@ g gn.411 * i y.€ d]!

.1r \

'f

https://outlook'office365'com/mail/search/id/AAQMDNlMTYzYTJmLWEzZTytNDRlyyl 
iZGM0LTy2zcM3orEozwel NAAeApJmgTsDf'Trrdtl mtDX...
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\9-l AMITY UNIVERSITT' HARYANA

CHECKLIST . I\TER.\.{L AUDIT
Check List No. 1. Rev | /2017
Internal Auditor - Dr. Sunita Sharma Date: 9Aueust20l8

Checklist For HR Department
s.N Points for Checking Yes \o If Yes, Records perused

r Process - Manpower Recruitment.

(a) Is there a recruitment policy'arailable 
1

with HR? \
On l2th Aug 2018, a new revised
recruitment manual has been
prepared bv Director. HR

(b) What is the recruitment calendar for
the year 2018-19?

Recruitment calendar is scheduled
from Oct- Nov 2018 & Mar-April
2019 so that the new joiness are
made available to the respective
institutes at the beginning of
odd/even semester.

(c) What is the process of consultation
with the HOI/HODs w.r.t to rhe
requirement?

HR departments seek the inputs
from the respective Hol/HoD
w.r.t existing teaching load on
current faculty viz. students.
These details are funded by
respective institutes with detailed
justification which are

scrutinizeed and verified with the
data available at HR department
including authorized sanctioned
strength for a particular institute.

(d) Details of advertisements given for
vacancies in 2018-19 sessions.

Advertisement are centralised and
is placed via head Office.

(e) What is the time lag between the
requirements placed and fulfilled?

The time lag is between 6 to 8
weeks.

(f) What are the guidelines for selection
of candidates?

UGC norms are followed for
selection of candidate.

(g) What are the processes involved pre
recruitment?

Pre recruitment the following
steps are lollowed-
(i) Tier -l: CV's are compiled and
sent to respective HOIs for
examination of the candidate.
(ii)'Iier-ll: Then after HR Dept.
shortlists CVs for interaction
with respective Hol/HoD &
Director, HR.
(iii) Tier-lll: Based on the demo
class perforrnance as-w€-lLas I il

bw
{
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interaction with the subject matter
experts, few candidates are
recommended for final interview
headed by Hon'ble VC, PVC and
respective Hol/HoDs.

(h) Do Job description & specifications
exist?

Job description and specification
was available for senior executive
marketing and counselors for
Admission cell. Job description
and specification are prepared by
respective institutes based on the
approved programs and courses
requirement.

(i) Are employees correctly designated? Yes,they are designated as per
their experience and qualification.

OHow do you handle shortage of
faculty/staff during the academic session?

Shortage of staff is handled as
stated under: (a)
For Teaching: Visiting faculty
has been appointed and list of 31
Odd semester (2018) and 33
(Even semester) visiting faculty
for various institutes was
available with HR.
(b) For Non Teaching: Non
teaching candidates are internally
transferred by the Director HR in
case a new appointment is
required in a particular
department.

(k) Is there over staffing?

2 Process : Post Recruitment:

(a) How are the policies communicated to
the new employees?

A soft copy of Orientation
document prepared by HR
department is given to all
employees at the time of ioinins.

(b) Are the new employees trained on
policies and work rules? v

(c) What is the duration (by time) for
training new employees? 1-2 Days

\\
t\
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r

(d) What is the criterion for yearly
appraisal?

Appraisal forms of Non-teaching
staff are filled by their respective
Heads/ Dir. In case of teaching
staff PBAS forms along with
appraisal forms are filled by
faculty . The director gives his
remarks on the form. Finally all
the appraisals be it teaching or
nonteaching are screened by the
screening committee prior
sending it for perusal of VC and
Pro VC which are finally sent to
head office for Hon'ble
Chancellors approval.

(e) Is there a system for performance
evaluation?

The appraisal form comprises of
various parameters for judgement.
The same are elucidated in HR
oolicv manual.

(f) Is performance tied to compensation?

It is tied to compensation based

on the quality of teaching,
research work and involvement in

Co Curricular activities. Lastly
evaluation of their performance
based on the appraisal form filled
is done by their respective
directors and top management,
students feedback is factored in.

(g) Are compensation levels monitored
and reviewed?

If a faculty performs well in
research plus the various
parameters filled by him/her is

also reveiwed with previous years

oerformance.

3 Process: Employee Motivation.

(a) How do you motivate employees?

For nonteaching employees
motivational talks and training
sessions are organised in the
university.
Amity Skill Insitute frequently
conducts training & orientation
programs.

(b) How many times in ayear are they
executed?

3 to 4 times for non teachins staff.

(c) How do you make use of the inputs of
exit interview?

A form is filled by the concerned
person during exit which consists
of various reasons for leavins.

(d) Is critical analysis done of the reasons
when a faculty leaves the job?

The reasons for leaving
mentioned in the clearance form
is analyzed. Finally the form is
reviewed by Director, HR during
his meeting with the employee.

s*q;
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(e) ls there a process for employees to
lodge complaints/ grievances?

A Grievance cell headed bv
Director, HR is in vogue und uny
employee is free to make
complaint/greivances and in few
cases to Hols

(f) What new services and facilities have
been implemented during the last year? {

Faculty and staff can apply le.ave
on Amizone from their account
which is sanctioned by the
authority.
Emphasis of digitisation through
HRMS solutions on TCS iON has
been extended to all employees.
The attendance & leave
management is undertaken
through this system. Thereby, we
have moved from paper to
paperless mode of day to day
management.

Process for Employee Satisfaction.(e)

Through annual peiformance -
appraisal and increment. Also the
provident funds, ESI and medical
insurance has been given a fresh
thrust as a welfnre rareqsrrra

4

How is monitoring of all process.es done?

Regular interaction with the
concerned officials and
verification of documents from
time to time.

5

Are objectives laid down by HR at the
beginning of the session?
If Yes {

University objectives govern the
HR objectives.

(a) Are all the ob.jectives fulfilled?
(b) ln case of tailure of particular
objectives what steps are taken?

Rectification is done if there is
any specific failure.

5

r\rs .llry D\-rr s tatq gown Ior all the
processes? Many of them.

Are roles and responsibilities known to
allpersonnel of HR office? {

IQac Remarks: HR 
Lut been reorganised into-2 teams who look after their respective institutesand departments.This division of responsibility has ensured focussed attention to meet the desiredresults in a time bound manners.

J'1
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Are inventory items maintained in a secure

location?

Checklist For Maintenance Department
Points for Checkin If Yes, Records perused

Is there adequate protection from fire and
r.l ater?

Is inventorv well oreanized?

Are receiving documents matched to
urchase orders and invoices?

Supervisors physically count.
All materials have stamp of
Inward goods at Gate entry &
also on the bill in Store en

Are all materials received counted and
inspected prior to entry on
storeroom/inventory records?

Quarterly inventory is

checked for plumbing &
electrical items. The
requirement is put up to
Amity approved vendor.
Director Admini stration after
taking approval of VC sends it
to Hon'ble Chancellor for
final approval.

Are inventory records maintained based on
periodic physical counts or a perpetual
svstem?

Are there currently any items in stock that
are obsolcte or slow-movins?

Only Gate valves.

Do individuals independent of inventory
custodian investigate unusually large
discrepancies, between inventory records
and physical counts?
Is any inventory stored or consigned at an

outside location?
Procedure for lodging Complaints i V

Procedures being followed to resolve the
complaints after these are lodged.

IQAC carries out a check.

Register is being
in the office and

maintained
hostel

mlses.
Every day complaints are

checked. resolved and

suoervi sor crosschecks.



t2

Schedule for checking and records of the
following: a) R.O. System (ln
house & Outside)
b) ErPs&STPs
c) Water softening plant

v a) RO water system - 3000 lt
per hour is the capacity of I
RO plant. . Daily PH is
checked in 2 shifts.
6.00 AM - 2:30AM
2.30 PM - l 1.00 PM
PH - 7.5 constant.
RO water TDS range is 55 -
95 and PH is 7.1to 7.5lt
works with 40 monoblock
pumps & underground tank.
b) Samples are sent to

Quantity lab for checking the
quality. 8 parameters for
testing were specified in the
lab report, Report of 3l st
Ausust 2018 was perused.

l3

Procedure and records of waste disposal
(including Electrical waste like tube lights
and others like waste engine oil)

V a) Contract has been signed
with New Lubri Sales India
Pvt.Ltd on l0.l1.2016 for
disposal of hazardous waste.
This company is registered
with Haryana Pollution
Control Board.
b) STP plants are Bio-
decomposable.
c) ETP waste from kitchen
and laundry is kept in gunny
bags presently. The
department is in process to
tie-up with GEPIL ( Gujarat
Environment Protection and
Infrastructure (HRY) Pvt.Ltd.

t4
What is the frequency of cleaning over
head tanks and water coolers?

v Drinking water Tank - 3
months & Water Coolers
monthly.

l5

Maintenance of Lifts
a) Is there an AMC ?

b) Are lifts serviced?

)L,_

V There are 15 lifts in AUH.4 in
Academic Blocks- A" B.C
&D. 5 in Faculty Flats and 6
in Hostel Blocks -A, B,C,D,E
& F. Lifts of academic Block
A & B is under AMC of I yr
which will expire on
26/04/20l7.Academic Blocks
C&D lifts are under warranty
till 23 I 04 120 I T.Similarly lift s

in Hostel Blk A&C are under
AMC and lifts of Blocks B.D.
E & F are under warranty .

The lifts'are serviced under
AMC/Wananty. Operation is
done by 4 Operators of AUH
deputed in Academic Blocks.

6
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l6

Maintenance of Water coolers

a) Is there an AMC?
b) Are water coolers serviced?

v There are in total
coolers in AUH.
coolers are servit

AMC. The servir

authorized dealer

43 water
The water
:ed under
:ing vendor is
: of the

Maintenance of Air conditioners

a) Is there an AMC?
b) Are ACs serviced?

c)ls there a procedure to take cooling levels

in all buildings?

I7

v l'he venclor and servlclng or

:he ACs is aPProved centrallY

lrom AKC house, There are

52 windows and sPlit AC s in

AUH of different caPacities

ranging from 1.5 to 2 tons.

The servicing of these AC s is

done by the maintenance

department and if it is not in

the hands of maintenance

people than the authorized

vendor is called and he is Paid
as per the centrallY aPProved

list. The maintenance and

operation of the chiller Plants
is under AMC. The cooling
levels are checked randomlY

in all blocks with a

temperature monitoring
equipment. IdeallY
temperature around 25 ta 26

degree centigrade is

maintained.

v There are 336 telePhone

connections in AUH.The PCB

system is under AMC. All the

records are maintained block
wise

t8

Schedule for checking and records ot the

telephone equiPments.

v There are 14line cards. One

line card gives24
connections. PresentlY, 3 l0
connections are operational
and26 connections are

reserved as Per management

decision for D Block'
Payment of the telePhones is

done bv Administration'

l9

Record of telephone lines department wtse

and the payment Procedure.

.)r'r
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Points for Checking Yes No
S.N

ihe c"t"pl'rs *curity is managed as per

the AUH Security Standing orders' The

duties of personnel, security procedures

and the posts required to be manned

have been incorporated in the orders'

Adequate training is provided to guard

prior to giving him as indePendent

^haroe rf the nost.

How is the camPus securitY

managed?

Is CCTV coverage rePort

submitted to the concemed

:":*

I titl ho* many daYs is CCTV
I ro
I record malntalneo r

YesI
I

Yes

A daily status report on uL I v oaIIIsI'rs

is reported to IT Section and DD

S..*i,V. The monthly CCTV ltp.ott 9f
important happenings is compiled and

"o-, ,^ the Honorrrable Chancellor'

2

Yes

Minimum 41 hrs ln Acaoemlc tlloLrKs r'
and'B'. Maximum one week in case of

outdoor cameras and Academic block

'ct.

66

AnnuallY

YesAT
What are the total number ol

^qmprqq insfalled in AUH?

H"*rna"Y t""* is the cleaning of

the camera lens done?5

Yes

lnside the corndors, llDrary allu

laboratories except in Academic block

'D'.

CC,fViouerage is available in both

nlqceq

6
Is CCTV coverage carried out in

all Academic blocks?

Yes
7

Is CCTV coverage available tn

Parking area and Sport? fields too?

Ho* manY Personnels have access

to SecuritY Control Room (SCR)
25 (CCTV operators, ASO, Supervisors'

Marshals and Fire safetY stafO

By the guards, ASO and SecuritY

Supervisor regular rounds are taken'

8
Yes

Yes
9

How is SecuritY check carneo oul

in all Academic blocks on Non
.r,^"Lino davq ?

No

Security staff'enters laculty oloQKS uluy 
l

when required. Fire fighting staff enters

for routine checks of operational status

of flre fighting equiPments' .

I-,rcL.tffi it tequisitioned onll' tbr

repairing locks of student's lockers &

taLles/drawers. All other locks are

replaced.

10
Does securitY carrY out a check of l

faculty residential blocks too?

-

In case of loss of anY keY is a

locksmith called to the carnpus?

A 11 r

Yes1l
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t2
What is the method
calling such people
premises?

The locksmith is accompanied from the

main gate b1 the hostel staff/guard w'l-ro

remains in attendance till he flnishes and

deparls from the campus.

adopted
in the Yes

for

l3

What is the method adopted for
keeping a check on any

unauthorized personnel in the

Campus?

Yes
Through a multi layered security
network.

t4
How is entry of visitors managed

in the university?
Yes

Write their names in the Visitor's
register. Issued a Visitor's slip which is
signed by the person visited by him. The

slip is returned at the main gate.

15

Which method is adopted for
keeping a check on any

unauthorized vehicle in the

Camous?

Yes

There is no possibility of any un-

ar"rthorised vehicle entering the campus.

Only vehicles having AUH tags are

allowed to enter the campus.

r6
Is frisking of person carried out at

the Main Gate?
No Not without a reason.

t7
How is entry of contractual labours

monitored in the university?
Yes

Entry of Contractor's labourer is subject

to identif-icatior-r of individuals by

contractor staff at main entrance to

Universitv campus.

18
Are smoke alarms installed in the

universitv?
Yes

Connected to master panel in SCR

tlirough local fire alarm panels.

l9
ls a layout plan available fbr
smoke alarms?

No
Location is indicated on the nearby panel

which transmits it to the main panel in
SCR.

20
How is check of perimeter fencing
carried out?

Yes
Using a dedicated vehicle assigned to the

Security staff and on foot.

21
How is patrolling organised at

nieht?
Yes

Roving patrol on foot is undertaken

randomly.

22
What is the frequency of night
patrolline?

Yes Irregular rounds of the campus on fbot. 
I

L)
What is the strength of patrolling
car ?

Yes One. (Maruti Gypsy)

1AL.+
Method of checking at the Main
Gate.

Yes
The guards are adequately briefed on

this. i

z) S ecurity staff turnout. Yes
Checked by the ASO/Security
Supervisor on change of shift.

76 Post maintained or not Yes
The designated posts are manned round
the clock.

27 Key boxes of AUH. Yes
Key boxes are maintained by the

Secr"rrity Control Room,

28
Are the keys mustered every
evening ?

Yes
Keys are mustered by the ASO/Security
Supervisor at end ofthe day.

29
Check to see that rooms are locked
:

Yes
At the end of the day, ASO/Security
Supervisor take rounds of the Academic
Blocks.

I-\
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30
Check on any damage in r,-
infrastructure - i Yes

ASO/Security Spervisor/Marshals and

other Security staff are always on a look
out to check damage to the
infrastructure.

a1
JI

Are the security personnel properly
deployed over the area under their
iurisdiction?

Yes
Guards are specified and allocated their
area ofjurisdiction.

a^JZ
Are the security personnel aware
of their responsibilties?

Yes
They are made to learn about their duties
as described in the SOPs kept in SCR.

1a
JJ

Is a deployment plan available in
the security office?

Yes
Deployment is as per the posts shown in
the Security Standing Orders.

34
Is a register maintained at the
security gates / security points ?

Yes
ASO/Security Supervisor/Marshals
make entry of their rounds on each post
including during the silent hours.

35

Is the attendance sheet of
outsourced security personnel

deployed during the month being
maintained?

Yes
Attendance is maintained by the
university management.

36 Is a fire safety SOP laid down? Yes
As per the Haryana Government Fire
Safetv Act. 2009.

a1)/ Is an Exit Plan deployed in case of
a fire in the building?

Yes

Fire plans have been worked out fbr each

f'loor of the Academic Blocks A. B. C,
D.

38
Is a record of inventory maintained
for Fire safety equipments ?

Yes
Inventory is maintained by the Fire
Fighting personnel.

39
How often are fire extinguishers
serviced / reolenished.

As and when needle indicates reduced
Dressure.

40
Are drill exercises conducted for
evacuation in case of fire?

Yes

Fire fighting drills are conducted every
fortnight. Video clips are sent to the
District Fire safety Officer prior to the
annual inspection of the university.

4l ls there a list of fire safety
personnel?

Yes
Director, Dy Director, Fire
Supervisor(01) & Fire Technicians (04).

42
What is the procedure adopted for
controlling parking within the
campus?

Yes
Separate parking areas are laid down and

marked accordingly.

43

What method is adopted by
security to check people
commuting in and out from the
university premises?

Frisking of personnel in suspicious
cases. Physical check is carried out of
belongings of all housekeeping staff and
construction labourer.

44
How does security identify an
Amity employee and Non Amity
emplovee?

Entry is stictly on the basis of Amity I
Cards.

45
On what basis does security allow
entry to relatives/ or f-amily who
are Non Amity employees?

Sentries at the gate inform the person
concerned to whom they have come to
meet.

ah!y,: {ft*td)
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46
What are the provisions for
security in hostel blocks 24*7?

(i)Guads are posted on the main
entrance of each block round the clock.
(ii) Entry gates to the Hostel is locked at
9.30 PM.
(iii) Every day attendance is taken at
night around 9.30 PM.
(iv) CCTV camera is installed in each
foyer at entrance.
(v) Girls hostel entrance is manned by
lad

'Dr {
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What are the provisions for
peripheral security 24*7?

Periphery is provided with a barbed wire
fence. In places where the fence is not
existing guards are positioned to oversee
that there is no trespassing onto the

How are cases ofbreach of
peripheral security handled?

The intruder is brought to the ASO/DD
security. In serious cases it is brought to
the knowledge of the Director and the
intrusion is reported to the local police.

How is the goodwill with the local
police?

It is cordial. There is regular interaction
with the staff of IMT Manesar Police
station. Boarding and lodging are
provided to Police staff on campus as

and when required.
How are the cases of drinking,
smoking and smuggling of these
materials on to the campus
handled?

The cases are investigated and students
are wamed for the first time. Repeat
offenders are withdrawn from the
Universitv hostel.

Are the students allowed to enter
faculty hostel accommodation?

No only after a written permission of the
DSW. in advance.

Analysis of data and identification
of critical areas which could be
focus of our attention.

A continuous monitoring of all aspects
of security is done regularly.

Remarks: All terraces are kept locked and keys are stored in security control room.
Vehicles parked for long are monitored and owners are told to remove them.
Vehicles with AUH tag only are allowed to enter campus.

iux o.r,iYa (Retd)
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