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ACADEMIC ADMINISTRATION

Purpose

This Policy on Academic Program Reviews is meant to guide the development of new underggeadaddéeand
posgraduate programs, and to aid in the ongoing improvement of existing programs. It has been designed also to
meet the Uni v dtydf ensuyirigshe quality pfesucls prdgiams. It applies to all undergraduate and
graduate programdfered at Greenwich University.

Under this Policy, undergraduate and graduate program reviews may be conducted concurrently or in conjunction
with other nternal and accreditation reviews, but may also be done independently. The decision on whether to
combine the reviews rests with the Chair responsible for the program.

Preamble

The Academic Administration policy contents stated therein contain deitafitechation and justification with facts
and figures where needs arise. This modest effort has been made to make the policy fair and effective by reflecting
the aims and objectives laid down in thee€nwichUniversitycodebook

This compendium deals wittihe academic matters, procedures, rules and regulations. The details right from the
admission to the graduation stage of a student is explained within the parameter collaborating with the university
vision and mission. Academic and administration guidslisn@ arranged to display a complete comprehension and
direction to the subject matter. The salient educational components such as appointment of faculty, faculty evaluation
criteria, faculty educational development, incentives forisatfrovement in the&eoncerned subjects and above all
opportunities leading to higher education of M.PaildPh.D. students are sead¥ident,includingpromotions, drop

outs, adjustmengnd equivalence

The University vision stands for acquiring international repute idtimain of education. This arduous task can be
achieved only with thecontinuous effortfrom the dedicated and devoted academicians. The academic and
administration functioning has therefore, been thoroughly examined.

To conclude, it is evident thaguality in education is a continuous endeavbhe University ismindful of this fact
and continues its efforts for further improvements in higher education.




Admission

1. Role of the Admission Department
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The Admission Department loslafter andevaluateghe appliants for the admission strictlyased ortheir past

academic performance, University Placement Test, interview and Group Discussions. After completion of the

Admission Process, the Admission Department evatiadeapplicants on the bia of their posibns. The Admission
Department doesot admit morestudentghanthe University capacity.

2. Admission Requirements

The admission requirements should be as follows:

Program Admission Policy Minimum Eligibility Requirements
(Basic Eligibility, Quota or nominations (if any)
Intermediate / A levels or equivalent 50% or above in Intermediate or
Two Recommendations Letters At least 3 ALevels
ILETS or TOFEL
Entry Test ILETS (min 5.5 Bands)or TOFEL
1 English (Min 500 Score)
BS-BA Composition, Comprehension
(4 Year) 1 Mathematics 60% Score in Entry Tests, Interview
f  General Knowledge Group Discussion all together
Interview by Panel, Group Discussion
14-Year Bachelor or equivalent CGPA 2.5 on 4Scale / 29 Division or
MBA Two Recommendations Letters above in 14Year Degree
(3.5 Year) GMAT / GRE 400 GMAT or GRE
Entry Test
1 English 60% Score in Entry Tests, Interview
Composition, Comprehension Group Discussion atbgether
1 Mathematics
1 General Knowledge
Interview by Panel, Group Discussion
16-Year Bachelor or equivalent CGPA 2.5 on 4Scale / 29 Division or
Two Recommendations Letters above in 16Year Degree
ILETS or TOFEL 400 GMAT or GRE
MBA Entry Test 60% Score in Entry Tests, Interview
(2 Year) 1 English Group Discussion all together
Composition, Comprehension
1 Mathematics
1 General Knowledge
Interview by Panel, Group Discussion
16-Year of education or equivalent CGPA 2.5 on 4Scale / 29 Division or
05-Year industry experience above in 14Year Degree
Detailed Curriculum Vitae 400 GMAT or GRE
MBA Two Recommendations Letters
Executive ILETS or TOFEL 60% Score in Entry Tests, Interview
Entry Test GroupDiscussion all together
1 English
Composition, Comprehension Minimum 5 years of Corporat
f  Mathematics Experience
1 General Knowledge
Interview by Panel, Group Discussion

3. Students-Teacher Ratio

A Undergraduate : 1:25
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A Graduate : 1:15

A Post Graduate : 1:8
It should be regularly monitored to ensure that for undergraduate program the ratio is lower thand2fad
graduates (MBA/MS) the ratio is lower than 15:1.
4. Course Allocation

The course allocation for the faculty member should be as follows for each semester:

A Lecturer : 4
A Assistant Professor 3
A Associate Professor : 2
A Professor : 1

5. Career Counseling

The University allocates itill-time faculty members at least 06 workirigpurs a week for the counseling of the
students. This counseling is done for their future career plans, personal groalomggwiththeir professional and
academic cowseling.

6. Remedial Classes (Every semester)

A faculty member should be allocated a specific batch of the slow learners for counseling and their personal grooming.
After every semester the batch is analyzed, and their progress is regularly monitoreploated to the Head of the
Department and the Dean, Faculty of Management Sciences. The slow learner students are detected and work on them
is fully carried.

7. Academic Report

The daily monitoring of the Academic Report and the daily follow up proeedfithe reporare ensuredClass
observatios are carried ouby the Head of Departmeand other authorizeplersonslit gives insight of the teaching
learning done on that day.

8. Student Development Council

It should be the prime objective of the university to involve the students into tberioular and extracurricular

activities to enhance and groom their skills / talent. Greenwich University involves the studesumiadar and
extracurricular actities. For thispurposea st udent body titl ed “ St had beent Deve
formed.

The Student Development Council is a fpmiitical / nonreligious body in character ants iroutine activities are
looked aftetby the President, Studelevelopment Council.

The activities and programs organized by the SDC fall into three broad categories:

A Academic activities, such as arranging lectures by Guest Speakers, Seminars, Workshops, Career Marts
A Co-curricular activities such as, debates, deeldom, elocution, seltomposed poetry, writing competition

A Extracurricular activities, such as organizing film shows, concerts, funfairs, etc.

On the other end, faculty involsehe studerstin various extracurricular and ewrricular activities, i.e. Brand
Management, Entrepreneurial activities, event management etc.

10
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9. Student Intake

Only candidates on Merdreselected for Admission afterrigorousevaluation, whickconsists of arinterview, a
group discussigrand the University Placement Test. Selection Criteria is to be maintained in letter and spirit and the
students with good understanding aal@ntaregiven admission.

Number of Applicants and Intake: the average rnatib5.

10. Drop-outs

The concerned Deaand HoD monitordropoutsevery semestethased onthe information received from the
Registration Department.

The drop out ratio for any reas@academic / administrativéd not to be more than 5% in a semester.mMantain
the ratio, appropriate measurgsch as student academic counseling is carried out in order that the slow learning
studentsmprovethemselvesluring the session/ semester.

11. Discrimination

Greenwich University strictly prohibits discriminatiagainst any employee or applicant for employment because of

the individual's race, color, religion, area, gender,
age, disability, veteran’'s s¥lawtAffisnativeoactiorawill pe takenhoemsure h ar a c
that all employment decisions, including but not limited to those involving recruitment, hiring, promotion, training,
compensation, benefits, transfer, discipline, and discharge, are free from unlawfoiidegion. The University will

provide reasonable accommodation to otherwise qualified individuals with a disability consistent with the law. What
constitutes a reasonable accommodation depends on the circumstances and thus will be addressed bgityie Univer

on a case to case basis.

12. Examination
Introduction

Examinations at Greenwich are given utmost priority and attention

The Department is fully equipped and works independently

There is a complete procedure which ensures the credibility of acadegneed being awarded to students
These procedures safeguard the interest of every individual student

The transparency of all records during the procedure are maintained strictly by adhering to rules and
regulations

Greenwich University Mauritius Branch Caos, being a sub campus is fortunate enough to have-a full
fledged and flourishing principal seat. The main campus will erefticéent operation®f the sub campus

by adopting the entire procedsi@nd system.

> D B D >

>

Semester Schedule / Academic Calendar

Theentire semesteschedulds formulatedand issuedby the Officeof the Registrar, Greenwich University
The Examination Department plans the Academic Calendar accordingly
All important dates and details of the semester are put up on all the notice boardsthe campus.

> D

Student Attendance

A ltis required for students to have 100% attendance. However, on extremely compassionate ground, students
may avail 2 absences in each course throughout the semester.

( 1
{ 1)




. . POLICY MANUAL 2017
Final clearance to students is allowed at 80% a#tecel

Records are maintained in hard copy and also updated in the software on daily basis.
The attendance sheet of the students, which is monitored by the faculty and one of the members of
ExaminationDepartment. The teacher gets the attendance signée bjutdents at the beginning of the class
and after the break.
A The members of the Examinatiorepartment visit the class twice, once at the start of the class, and the
second time just after the break. He counts the students and tallies it with the néistbdents sitting in
the class room and puts up his remarks and signature in red pen which is evident on the screen.
A The record is also maintained the very same day by another correspohttenexamination department
on software installed in the examaittion center.
A Along with the attendance, the quiz and assignment marks are also maintainedaitwaee, whichare
mentionedon the attendance sheet against the name in the column given. This helps to maintain a
comprehensive record of thudent, whih carbe producedat the end of the semester if any mishap occurs.

> > >

Conduct of Examinations

A There are two types of exams conducted:

o Mid-Term Exam

o Final Exam
Duration of Mid Term Exam is 2 hours
Duration of Final Exam is 3 hours
Letters are issued thefaculty membes from the ExaminationDepartment for the submission of the exam
papers in the™® and 7 week of the semestéor their Mid-Term and Final Exam papers respectively.
The faculty submits the question papers in a sealed envelope to the IépnfrBikaminations.
Letter issued to the faculty member for the submission of question papers.
Schedulsareposted on &Notice Boardsaround the campus as well as on@reenwich University website
in the fourth week and the ninth week for the midtamd final term respectively.

> > >

> D

Moderation of Exam Papers

A The Moderation Committee works diligently and efficiently with complete confidentiality and devotion
towards the University.

The Controller of Examination issues the letter to the moderation coraritittee 4 and 9" week of the
semester.

The Moderation Committee evaluatee question papers. They do not evaluate their own papers.

The examination paper after evaluation is referred back to the faculty member for amendment or changes if
any arececommended by the moderation Committee.

The remarks offte moderation Committee remarks are recorded

Teachers acknowledge if mohanges are required

The lettes ardssued to the moderation committee and the profasfilied in by the moderation comntéte

>

>

> > >

Examination Rules

A Examindion Rules standees are put up at various placinampus before and during the examinations

A Students are expected to maintain examination room decorum

A 1D card must be carried and displayed by all studemtd ismandatory to be worn at all times

A No students is allowed to enter examination room without clearance slip

A Students are not allowed to leave the examination room until half an hour has passed after the
commencement of the exam

A No unfair means are allowed

A If caughtcheatingduringamidtermexam gr ade * F’ in particular course

A I'f caught in final exam, grade *‘F’ is given in all/l

A To reach the examination room before or within 30 minutes after the commencement of the examination

A Students to use black or blue ink

12
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A During the exam, lending oobrowing of stationery is not allowed
A To bring transparent pencil box / pouch
A No mobile phone or digital diary is allowed
A In case of any unfair means during the examination, the studaskestto leave the room, and evidences
are collected through the surveillance cammeraand t he invigilator’'s report,
A The student is asked to write a confession letter explaining his case
A The case is put up in front of t&xaminationStanding @mmittee fordecision/ recommendation, and
student is informed of this decision accordingly in writing
A A notice is also placed on thetice board regarding the nametbé student and the unfair means ulsgd

him / herin the examination hall so as to set an exarfgit¢he rest of the students.

Students Clearance Slip

The Examination Bpartment issues a notice regarding the clearance slip

No student is allowed to enter the examination hall without the ID card and clearance slip

Students are asked to download treealr ance sl i p from the Greenwich Uni
Studentsdlownload it and get it verified by the computer department

The clearance slip and the ID card al®ochecked at the entrance of the examination room

v > D>y D>

Entry to Examination Room

Invigilators are available in the examination room half an hour before the start of the exam.

The answer sheets are issued exactly in number as per the students in the class.

The student ID cards and clearance slips are checked at the entrance of theoexam

The students are not allowed to take any book/writing material inside the exam room.

Head of the examination delivers the sealed question paper enveloped to the invigilator about 5 minutes
before the start of exam.

Use of digital diary / computer n@book during exam is strictly prohibited

Mobile phones should be switched off during examination

1 Use of highlighters is prohibited unless otherwise directed by the teacher.

=A =4 =4 -4 -4

= =

Midterm Examination

Midterm examination is held after the six weeks of the statie semester

Midterm examination is of 2 hours duration

Midterm examination is usually of 30 marks

Midterm examination papers are reviewed in the class. The students discuss the answers of the question with
the teacher.

1 After review, the faculty is noallowed to take away the papers, but submit them in the Examination

=A =4 =4 =4

Department.
1 There is no makeup midterm examination
T I'f there is a case of misconduct by the student du

(Fail) is recorded in histier grade report.

Final Examination

1 Final examination is heldt the end of 12teaching session

Final examination is of 3 hours duration and 40 marks

1 Final examination papers are not reviewed in the class like the midterm exam, howevechiaeking is
allowed within 3 days of the declaration of result of the respective paper.

=
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T I'f a student for any genuine reason can-Gtadet ake his

(incomplete grade) on a specified form supported with doatamg evidence as to why he/she could not
appear in the exam.
1 Final examination papers are marked within 3 days of the conduct of exam and the result is declared.
1 There can be no change in the resulte it has been announced, except through the reclgeakihe

paper.
1 Ifthere is a case of misconduct by a student during the final exam the work of whole semester is declared
null & void and grade *‘F’ is recorded against all/l

Exam Working Procedure

A The Controller Eaminations plays a vital role in the commencement of the examination. He personally
hands over the question paptr the invigilators 15 minutes before tb@mmencement of trexamination.

A The examination attendance is of extreme importance and sigwifica

A All the students are required to sign the attendance sheet in the examination room which is given to them
after half an hour of the starting of the paper.

A The students sign against their names on the attendance sheet provided to them by therinvigilato

A Additional sheet is also provided to the students if required

A The record of the additional sheet is also maintained

A The invigilator signs it and maintains the record of it on a separate proforma provided by the Examination
Centre.

A Examination Departmemirovides assessment sheet to the invigilators and maintains its records.

A Assessment sheet consists of: Student Roll Number, and the leaving time from the Examination Hall.

A The proforma is given to maintain a record of the student and to conduct a researehy evaluating the
standard of the paper and the students’ perfor manc

A It helps to monitor victimization and favoritism if any.

A It helps tofind outthe weakness and strength of student towards various discipbjegsand to analyze
the learning performance mfw-gradestudents accessing their history of attempts.

A The Invigilator collects all the questigrapersand answer scripts arslibmits thento the Examination
Department.

A Whereby the Invigilator stampsefanswer sgpts in front of the Controller of Examinations

A The three stamps are made the *‘ EQammlfetteéck. 'page’ , t

A These stamps further prevent any unfair means from any end.

A The answer sheet is further encoded with a spewifinber, whichis allocated serial wise on two places,
the bottom and top of tHest page of the answer sheets

A Aiter coding, the perforated pag femoved from the answer sheet in ordesedoure thédentity of the

student from the faculty to avoid any biased decisions.

A The Examination @partment after encoding, counts, seals, and stamps the answer sheets. One question
paper is also put in the envelope and handed over to the faculty member.

A The faculy member signs the Acknowledgement memo confirming that he has received the examination
papers.

A The record is also maintained through this procedure.

I1T0
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Rechecking:
A The examination department follows a con@lerocedure for the rechecking of the paper.
A The notice for applicationareput up on the board within 3 days of thenouncementf the examination
results of the respective course.

A Once the application is submitted, the answer script is forwardedaiher faculty member teaching the
same course

A They evaluate the marks given by the faculty member

A The rechecking marks are compiled on a proforma and placed before the examination standing committee

A After a thorough analysis by the caorittee, it is forwaded to the Director aminationsfor the final

decisionandapprovalfor the change of marks if any, and the student is informed accordingly.

( 1
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A The reschedulingoticeis putup on the board and the mark®forma is forwarded to the Examination

Standing Conmittee and the Director Examination.

A TheExamination Department once having received the checked answer sheets, decode them.

A The midterm examination sheets are given for review by the students in the class held in the week after the
examination.

A The ruleis not implicated in the final examination as the final scripts are never given for review.

A However, ifthe student is not satisfied he / shay apply for rechecking.

A The faculty member is required to check and return the scripts within 3 days of theoament of the
examination.

61 686 Grade:

A If a student for some authentic reason has not appeared in the final examination papers of any ¢ourse, he
shemay apply for —dlncompleteGreéde)lade Exam

A Application is required to be submitted within three days ottmeluct of the respective course examination

A Examination Department prepares the proforma of th

A Final list if placed on the notice boardexfthe approval of Examination Standing Committee and Director
of Examination.

A Notice of the approved students’ l'ist and the prof

A The ‘1 grade exam schedul e if"sveepbdfthecsenteston t he noti c

A 1 grade exam i s"weehafthesemestetuct ed in the 9

Coding and Decoding of the answer sheet

A The Examination Bpartment decodes the answer scripts and uploads the final result on the website

A The students can access their results throbgh and password provided to them at the beginning of the
semester.

A Once the result is uploaded it cannot be changed

A Only the Director Examinations has the right to scrutinize any case of changes and pass orders if required.

Issue of Faculty White Car&tudents Assignment Marks List:

A The faculty maintains a manual on attendance and course work of the sindéetwhiée card provided to
them by the Examinationdpartment in the second week of the semester.

A The faculty member is also issued an assignnmish to enter marks of assignment/quizzes/class
participation/project, and return it to thexeminationDepartment duly signed by the students and faculty.

A This helps to maintain transparency and also the portfolio marks are justified and evaluatesdtbgehts
S0 as not to create any miscommunication or issues after the result is declared.

Use of Form/Application in Exam:

The different forms used at the examination center by the students throughout the semester

The Red application form is used by #tedents for any attendance or general issues. These issues include
the leave applications, attendance issues, or complaint/queries about exam result, rechecking, etc.

The Green form is used for applying for an ‘1’ Gr a
The Challenge Exam may be takgnthe student if hé shehas previously attempted that subject during
their academic career and has sufficient knowledge about the course. The eligibility criteria is 2.75 CGPA.
The concerned Dean d¢tead of the Department interviews the studéhthe studentqualifies in the
interview, then the student s allowed to take the challenge exam.

The challenge exam applicat®ean beobtainedfrom the Examination Department.

The second form is the duplicate degree from which is used incase degree beingeohisplast.

The third form is the Transcript/Grade report form. It is used to apply for the Consolidated Grade Report
and consists of course detail which/tshehas acquired throughout the tenure at Greenwich.

The queries of the students through théedént forms shown are answered on a daily basis.

> > > > > >

>
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A The response to the query is entered in the software whereby the student can access it through the software

installed in thecomputer, whichs placed on th&xaminationD e p a r t fromet desk. s
A The studers may approach it and check their responses accordingly throughout the workinigeh&esn
9:00 Am to 9:00 Pm.

13. Plagiarism
1. Preamble

In the wake of fundamental improvements beingpieiiced in the system of Higher Education in Pakistargriwui,
respect, recogtion of research and scholanbublications, career development and finangaihs are now linked
with suchoriginal works accomplished without replicating the efasf other researchers. It hthgrefore become
necessary that the meae of plagarism is highlighted and curbeélrough exemplary punitive actions. On the other
hand, we must also guard agaihstgus or false complaints in order to pretvgictimization which may make
researchers and scholars shy away from rekesmgply because of the fear pfosecution. A Plagiarism Policy has
therdore become necessary to creaveareness, define various forms in which Plagia exhibits itself, present a
methodology of investigation, cater for punitive actioopgmrtional to the extent of theffence and even address the
issue of false or spurious complaints.

2. Definition

According to the Concise Oxford Dictionary, Plagsm is defined as "taking anging the thoughts, writings, and
inventions & another perso as one's own'This, or various similar definitions found in recogrizeublications /
documents, areery broad and can be used to create awarenessRiagigrism but are ngractical enough to apply
in order to ascertain guilt annocence in spedd cases. lrorder to establish the violation of ethical norms, or
acaemic or intellectual dishonestgsulting from Plagiarism and to take punitive actiorthis regard, it is necessary
that the variety of forms in which Plagiarism manifaéséelf areknown. These includeut are not limited to the
following:

A “Verbat i m eehatmcoging, or ppasely paraphrasipgrtions of another author's paper or
unpublished report without citing the exact reference.

A Copying elements of another autlsopaper, such as equations itustrations that are not common
knowledge, or copying or purposgbaraphrasing sentences without citing the source.

A Verbatim copying portions of anotherthar's paper or from reports liting but not clearly differentiatg
what text has been copied (e.g. regpplying quotation marks correctiyand /or not citing the source
correctly”

A "The unacknowledged use of compubeograms, mathematicatbmputer models / algorithms, computer
software in all forms, macrospreadsbets, web pages, databasmathematical deviations acalculations,
designs / models / displag$ any sort, diagrams, graphables, drawings, works of art of any sdite art
pieces or artifactgligital images, computeaided design drawings, GI8efs, photographspaps, music /
composition of any sort, posters, presentationstiauihg."

A "Self-plagiarism, that is, the verbatim or nearbdim re-use of significant portions of one's own
copyrighted work without citing the original source."

3. Am

The aim of this policy is to apprise stmts, teachers, researchers ataff about Plagiarism and how it can be
avoided. tis also aimed at discouragiR¢agiarism by regulating and authorizing punitive actiagainst those found
guilty of the actof Plagiarism.

4. Applicability

The policy is applicable tetudents, teachers, researchand staff of all institutions and organizations in Pakistan
who are involved in writing opublishing their work. In thigontext,a "Student" is a person whon te date of
submission of his / her paper / work is a registeredestiudf any University or DegreAwarding Institution
recognized by Higher Eduéabh Commission (HEC). "Teacheend Researchers" include faculty members or
equivalent of the Univeity / Organization or/of a constituent or affiliated college@searchers of an organization

( 1
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and such other persons as may be declared tothgsor e gu |l at i oemployee‘ofah adarfization irsvolvadh y

in writing and publishing his / her work.

Any person listing his CV on the websitor any current publication @pplying for any benefit on the basis of
published or presented work thatakagiarized will be liable to be punished as per prescribed rules.

5. Responsibility of the Institutions & Org&ations

All institutions andorganizations are responsible to apprise theiresitg] teachers, researchers ataff of the
definition, implications and resultiqgunishments in case, after dogestigation, they are found guilty of plagiarism.
The irstitutions / organizations muatquaint their students, teachers, researchersafhdih this policy and ensure
that they are fully aware that all authors are deemea tadividually and collectivelyesponsible for the contents
of papers published by Umals / Publishers etc. Hendas the responsibility of each author, including tbheawathors,
to ensure that papessibmitted for publication should attain the highebtozl standards with respectptagiarism.
To facilitate the institutions / orgaations in creating awareness abBlagiarism, a modified version of "Little Book
of Plagarism”, a publication of LeeddMetropolitan University is appended as "Annexure'ths policy. Any
University or Degree Awarding Institution which does not adapd implement this policy will havets degree
derecognized by HEC.

6. Reporting:

To inform HEC or respective Universities / Organizations of alleged plagiarism, a complaint is to be made by email,
post, fax or other means to HEC Quality AssuraDogsion or respective Universities / Organizations. In case of
lodging a complaint in the form of a letter, copy may be sent to HEC. The follomforgnation is to be provided:

a “Citation of the original p a p e r aper title, dubhor(s)ppaiblidatioo r i d e
title, month and year of publication if available and the journal, in which published, with details). If the
original paper is unpublished (e.g. an institutional technical report,-éineopaper), the complainant is to
provide as much information as possible to ensure authenticity of the claim.

b) The citation of the alleged plagiarizing paper (paper title, author(s), publication title, month and year of
publication if available and the journal with details in which puleli§hIf the paper is unpublished (e.g. an
institutional technical report, an dime paper), the complainant is to provide as much information as possible
to ensure proper investigation.

c) Copies of both papers if possible.

d) Any other information that woulddhp HEC or respective Universities / Organizations fiziehtly resolve
the claim.”

e) Name, designation, organization, addressiad address and telephone number of the complainant.

Investigation:

7. Upon receipt of an allegation of Plagiarism, the HE@Iy Assurance Division will request the respective Vice
Chancellor / Rector / Head of the Organization to carry out investigation. The complaints received through HEC or
directly by a University / Organization will be dealt with by the Universities da@izations according to the
procedures given below. The Vice Chancellor / Rector / Head of the Organization will have the discretion of not
taking any action on anonymous complaints. For investigation of Plagiarism cases, the Vice Chancellor / Rector /
Head of Organization will have an obligation to:

a) Constitute a “Plagiarism Standing Committee” consi
in that particular field is to be coopted, a senior student (only if a student is being investigatednga
nominee ofthe HECL he seni ority of the members of “Plagiari :
keeping in view the seniority of the individual being investigated upon and the nature and gravity of the
offence.

b) Provide a guideline, preped by HEC for the functioning of the "Plagiarism Standing Committee”, to all
members of the Committee.

c) Provide clear terms of reference to the “Plagiaris

d The members of the *“ Pl agtosgnaceonfidediality statemangthaCduringrthet t e e ”
investigation they will, under no circumstances, disclose any individual author's name, paper titles, referees,
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or any other personal or specific information concerning the plagiarism complaint undgigiziven, nor

shall they reveal the names of the committee members.

e) Provide opportunity to the author / authors under investigation to justify the originality of their concepts and
research work. Similar opportunity will also be provided to the authosavpaper is deemed to have been
Plagiarized and / or the complainant, to justify the complaint.

ff Provide every opportunity to the “Plagiarism St a
investigate the plagiarism claim.

8. The Plagiarism Standing @wnittee shall then conduct the investigatiBrepending on the details of the claim,
the investigation may include, but may notlipgited to, any or all of the following steps:

a) Manual and / or automatedstts for content similarity.

b) Determination of thextent and quantum of significant material plagiarized.

¢) Soliciting comments to the claim, from the EditorChief (of a journal) or Program Chair (of conference
proceedings) and referees of either or both papers.

d) Conailtation with legal counsel.

e) Consult/ contact witnesses and record statementsihieifeso required.

f) Consult / contact present and / or past employers of the authors.

9. The “Pl agi ar i s m SubraititslreporgwitiCaear miintinge and recernneihdatiens to the
Vice Charcellor / Rector / Head of th@rganization within a specified period not exceedingysdlays. The Vice
Chancellor /Rector / Head of the Organization will have the dition to implement theecommendations after
approval through the stabry process ahtake punitiveaction against the offender as per penalties prescuibeer
this policy or to forwardhe report to HEC or his / her parent organization for furtheorad outside theipurview

/ jurisdiction.

Penalties for Plagiarism

10. Plagiarism is an intellectual crime. As such the penalties for plagiarism should not only take into account the
severity and recurrence of the offence, but also the intellectual standing of the offender. This entails a gradual increase
in punitive actiorwith minimum punishment for first-time offence by a student who copiee@meworkassignment

to a maximum punishment for a teacher/researcher/staff who attempts to present / publish, or actually presents /
publishes plagiarized material; as his owmaiconference / journal. Therefore, the punishments for Plagiarism have
been divided into two separate categories, i.e tfoysd eachers, Researchers &tdff" and those for the "Students".

The groups have already been defined in para 5 above.

a) Penaltiedor Teachers, Researchers and Staff: When an act of plagiarism, as described earlier in paras 2 and
3, is found to have occurred, the "Plagiarism Standing Committee" in its recommendations, DEPENDING
UPON THE SERIOUSNESS OF THE PROVEN OFFENCE, will advise Competent Authority of the
Organization, to take any one or a combination of the following disciplinary action(s) against the teacher,
researber and / or staff found guiltyf the offence:

i. Major Penalty:
In cases where most of the paper (or key teshhve been exactly copied from any published work
of other people without giving the refeiee to the original work, ther{a) a major penalty of
dismissal from service needs to be prescribed, along(bjthhe of f ender may be
and may NQ be eligible for employment in any academic / research organizationcptite
notification of “Black Listing” of the author (
publicized on different websites at the discretion of the \dbancellor / Retor / Head of the
organization.

ii. Moderate Penalty:
In case where some paragraphs including some key results have been copied without citation, then
a moderate penalty involving any one or both of the following needs to be imposed (a) demotion to
thenextb wer grade, (b) the notification of “Bl ack
in the print media or may be publicized on different websites at the discretion of the Vice
Chancellor / Retor / Head of the organization.
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iii. Minor Penalty:

In casea few paragraphs have been copied from an external source without giving reference of that
work, then minor penalties need to be prescribed for a specified pevigiging any one or more

of the following: (a) warning, (b) Freezingof all research grantfc) The promotions/annual
increments of the offender may be stopped, for a specified perio@pH&C or the University /
Organization may debar the offender from sponsorship of research funding, travel grant,
supervision of Ph.D. students, scholarsFafipwship or any other funded program for a period as
deemed appropriate by the “Plagiarism Standing

b) Students: When an act of plagiarism, as described earlier in paras 2 and 3, is found to have occurred, the
"Plagiarism Standing Committe@! its recommendations, DEPENDING UPON THE SERIOUSNESS OF
THE PROVEN OFFENCE, will advise the Vice Chancellor / Head of the Organization, to take any one or
a combinatia of the following disciplinaryaction(s) against the student(s) found guilty of tHerafe:

i. In the case dtfhesisthe responsibility of plagiarism will be of the student and not of the supervisor
or members of the Supervisory Committee.

ii. The offender may be expelled/ rusticated from the University and from joining any institution of
Higher Education in Pakistan for a period as deemed appropriate by the "Plagiarism Standing
Commi ttee”. A notice may be circulated among a
to this effect.

iii. The offender may be relegated to a lower class.

iv. The offender may be given a failure grade in the subject.

V. The offender may be fined an amount as deemed appropriate.

Vi. The offender may be given a written winqif the offence is minor and committed for the first
time.

Vii. The degree of a student may be withdraivAT ANY TIME it is proven that he or she has
presented Plagiarized work in his / her MS, MPhil or PhD dissertation if the extent of plagiarism
comes under the category of major penalty as conveyed in Pard)ll(a

Viii. The notification of the plagiarism by tlaithor(s) may be published in the print media or may be
publicized on different websites at the discretion of the Vice Chancellor / Rector / Head of the
Organization.

iX. HEC or the University / Organization may debar the offender from sponsorship of réseainl,
travel grant, scholarship, fellowship or any other funded program for a period as deemed
appropriate by the "Plagiarism Standing Committee".

X. Any other penalty deemed fit by the “Plagiaris

¢) Co-Authors/Declarations
i. Provided tlat a ceauthor has listed a paper in his/her resume and applied for a benefit forthwith,
any coauthor is deemed to be equally responsible for any plagiarism committed in a published
paper presented to or published in a jouonrgresented at a conference

il. All Journals in Pakistan must require ALL authors to sign a declaration that the material presented
in the aeative work is not plagiarized.

11. Additional Actions Required:

In addition to the above punishments, the following additional common actiost bre taken if the offence of
Plagiarism is established:

a) If the plagiarized paper is accessible on the web page its access will be removed. The paper itself will be
kept in the database for future research or legal purposes.

b) The author(s) will be askad write a formal letter of apology to the authors of the Original paper that was
plagiarized, including an admission of plagiarism. Should the author(s) refuse to comply then additional
punishments as deemed fit may be recommended by the "Plagiarisim§t@ncthmittee.

c) If the paper is submitted but not published yet, the paper will be rejected by theigdiuef or the
Program Chair without further revisions and without any further plsgmainvestigation conducted.
However, Warning may be issued keetauthor/ ceauthor.
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12. Appeal:

As the penalties are severe, the affected person(s) will have the right to appeal to the Chairman HEC / Vice Chancellor
/ Rector / Head of the Organization for a review of the findings or may submit a mercy peittion30 days from

the date of notification. Such appeals / petitions will be disposed off within 60 days of receipt, by following the laid
down procedures regarding such appeals.

13. Penalty for Wrong Reporting / False Allegation:

If the case of Plagiéam is not proved and it is confirmed that a false allegation was lodged, the Vice Chancellor /
Rector / Head of the Or ga nOOrgaaizationand willirdcdmmend disciplimarytadicam ¢ o mp
against the complainant, to be taken by/Hier parent organization.

14. Academic Dishonesty
Academic dishonesty covers a wide rangaof st udent ' s a bavesone efamemtyin conimonyfalsely h
submitth g t he wor k o éwn.aviosh df these actecan be olassifisd in ondefallowing categories:

A Cheating: intentionally using or attempting to use materials, informadiostudy aids authorized by the
instructor; copyiagsfweomsamnopher ssbmideéenti ng work pr
work; or violating the rules governing the administration of examinations.

A Fabrication: intentional falsification, nispresentation, or invention ahy information or itation in an
academic exercise

A Plagiarism: intentionally or knowinglyepresenting the words or ideasf anot her as one’ s
academiexercise; failure to attributdirect quotation, paraphrase, or borealfacts, information or prose
A Facilitation of academic dishonesty: Intemially or knowingly helping omttempting to help another to
commitanact of academic dishonesfiyhe Instructor may specify his or heténded response to instances
of acadenic dishonesty in this syllabus
Upon discovery of heatingdttemstuetorshbll a st udent’s ¢
1. Document the evidence,
2. Informthe studentofthenstructor’s proposed action, and
3. Take such proposed action.
In this case of single incidence of chieg, the instructor may givemar ni ng or a gradeor“F” fo

test to be averaged into ttetal grade for theourse. The instructoray also have a letter placedtirh e Regi st r ar
Office indicating that ta student was caught cheatihgcase of repeated cheating by the same student, the instructor

may continuetoecod a gr ade “ F” anfl warntheestudeht that such ath eatian wikdly result in

grade total thats below passing for the course. Furthermofe, ii n t he i n s the mattérésrsérigus j ud g m
enough, the instruost may recommend to ttepropriate Department Head that thetenr be referred to
standing committee on Academiaising and that the student bensidered for more serious disciplipactions,

including dismissal.

A student has the right to appeal against thiemof the instructor by firggoing to tke appropriate Department &f
The Head must consider batiies of the case and make a decision witivo working weeks of the datkee appeal
is made. If any party still feels dissatisfied,if the problem is o&n unusual and serious nature, a faggbeal can be
made to the Dean.

15. Scholarship / Financial Aid
The University follows a generous policy of providing financial assistance to the deserving students. The scholarship
program is designed to ensure that no deserving student is denied admmsbpursuit of studies, or drops out of a

program merely because of the inability to pay fees. The salient features of the scholarship program are as follows:

1 The amount of scholarship offered is determined on-ttasase basis
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1 The fee concession rges between 10% and 100%

Acrossthe-board 25 per cent fee concession is given to all those students who make to the Dean's List on
the basis of their Grade Point Average (GPA). The qualifying GPA is 3.8 on a scale of 4 with the workload
of 15 credit hour$or Undergraduates, and 12 credit hours for Graduates degree programs

The siblings of the registered students are given a fee concession of 25 per cent

The siblings of the alumni are also given a fee concession of 25 per cent

The siblings of staff qualif§jor a fee concession ranging from 25 per cent to 100 per cent

The faculty of the University qualifies for fee concession ranging from 25 per cent to 75 per cent

=
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There are clear and documented procedures for granting the various kinds of scholarshipareviféih and
transparent. The student can refer to these through the student handbook or the Greenwich University website.

16. Credit Transfer / Credit Exemption

1. Credit transfer from other institutions:

a. The Admission Office will evaluate credits fromther accredited and recognized institutions on a ceurse
by-course basis in accordance with such agreements as may exist. The acceptability of each credit will
depend on the appropriateness of the courses to the University curriculum, on their corgatidunlirses
offered by Greenwich University, the period since the course credits were earned, and the grade earned.

b. Al I passing grades of ‘B’ or above in transfer CQ
institution with good academatanding. Students who were not in good academic standing at their previous
colleges may be accepted, but only with Provisional Acceptance status. Transfer credits will be awarded
after the student has achieved good academic standing. However, a textahiagion of such transfer
credits may be requested by the student wupon admis
student’'s transcript.

c. Before graduating, transfer students must complete a minimum of 30 credit hours of the Urdoersisg
in order to be eligible for an associate degree and a minimum of 60 credit hours for the Undergraduate
degree. A maximum of 60 credit hours can be transferred.

d. Undergraduates must be in residence for the final 60 hours of course work priorumgetteir degree.

2. Credit by Challenge Examinations:
a. Students may obtain credit through successful performance on a challenge examination. A student seeking

credit by examination must have an exceptional background in the subject and minimum gradezgat a
of 2.75. He or she must first secure written permission from the concerned Dean. If permission is granted
the Dean will arrange for preparation of challenge exam and may also require written reports, related
supplementary readings, or a term papappropriate. Forms for challenge examinations are available with
t he Registrar’s Of fi cel/ Communicati on Center. St u
examinations.

3. Credit for Prior Work Experience / Life Learning:
College credit may be eamh¢hrough the careful academic assessment of prior college level learning acquired
through life or work roles or through selected educational programs offered by collegiate organizations. The total
of such credit may not exceed 60 credits for undergradtiadients

4. Admission of transfer students:
Greenwich University accepts <credit earned with a
universities and from foreign programs.

5. Transfer of Credit / Advance Placement at Graduate Level:
Incominggraduate students may be given credit awards under any of the following arrangements
i. Transfer of credit from other institutions; or
ii. Credit for prior work / life learning at graduate level
iii. Graduate students are limited to a transfer of maximum of 9 credit Hrom any source(s) other than
Greenwich courses towards a degree. Acceptance of credits that have been earned more than 10 (ten) years
ago are subject to review and approval by the Academic Committee.
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17. Migration / Student Transfers

A student mayavail the opportunity of migration at any time. The university will be responsible for issuing the requisite grade
sheet (current fee payment) degree certifidate&ase any student wants to migrate / transfer from Greenwich University,

first the studenheeds to fill out a lefout form. The Registrar Office verifies that the student has completed all the
academic, accounts, library and examination department requirements. Upon clearance of all the requirements, the
student is issued a NObjection Certifcation (NOC) for migration enabling the student to be admitted in any other
university
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Faculty Appointment

Preamble

Greenwich University follows established Faculty Appointment Criteria Policy in total conformity ©f Gikality
Assurance Guidelines.

The Selection Board shall appoint the faculty members as per the requisenfiéatultyfor the following posts:

Lecturer, 18 Grade

Assistant professor, 19 Grade

Associate Professor, 20 Grade

Professor, 21 Grade

Full time / Adjunct / visiting faculty member
Gusest Speakers as guestturers

D>y D> > > D>

Performance of the faculty member should be evaluated on regular basis. They should also beagrds in
monetary terms. Other monetary benefits include:

A The faculty members will be sponsored by the University, HEQdwamd International sponsors to present
their research papemationally / internationally.

A The faculty members will be sent for the short courses / training sessions / seminars / conference for their
overall grooming and development opportunities arereed to participate ihé workshops and short
courses.

A Faculty members will be encouraged for consultancy, i.e. financial consultancy, Human Resource, legal,

Income tax etc.

The consultancy fee should be shared on equal basis. The faculty who sulgcesghde in consultancy will get
annual / bi annual bones and appraisal in the salary.

1. Process of Planning for Faculty needs

3 different criteria are used for the planning of specific faculty needs. These are detailed below:

By Area (Marketing, Finance...)

Before the start of semester, students undergo the re
the selected courses, the department head analyzes the current numbers availatite@fdoltractuahnd visiting

faculty, and if the need for hiring new staff arises, the same is requested to the Dean of the faculty, who then forwards
the request to the selection committee for hiring of visiting/full time faculty accordingly.

A meeting of academic headbdepartments is convened before the commencement of each semester, where faculty
needs for the upcoming semester are discussed. The discussion identifies specific faculty requirements for each
discipline i.e. Marketing, Human Resource Management (HRMhadement Information Systems (MIS), Social
Sciences, Computer Science, Quantitative, etc.

"U OATET OEOU j! 001 AEAOAR ! OOEOOAT O POl £ , AAOOOA

At the end of each year, department heads ensure that there are sufficient number of professors, asess@te prof

and assistant professors and lecturers present in the department, and if the need for hiring new staff arises, the same
is requested to the Dean of the faculty, who then forwards the request to the selection committee for hiring of
visiting/full time faculty accordingly.

On the basis of the decisions taken by the academic head of departments, and determining the level of course(s), the
experience and qualification of required faculty members is established. This includes the raising of requisition of
faculty members for each semester to the HR department for initiating the selection procedure of the faculty.

"U 211 A {4AAAEET GCh ! ATl ET EOOOAQEIT T 8(Q

Depending upon the workload, studéstchesratio, and introduction of new courses, the Dean and Heads of
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departments discuss the issuaigeneral meeting. Accordingly, an analysis is conducted to assess the need. The

Dean forwards the request to selection committee for new hiring.

Based on requirement of faculty and level of courses, specific roles atiéiédeso that the students may get the
required knowledge desired from a course. This involves developing the course content and specific knowledge and
experience required from a faculty member for imparting knowledge among the students.

2.Faculty Hiring and Selection Process

The hiring of faculty is the responsibility of the human resource department, the HR department in coordination with
the Academic administration initiates the recruitment process. After receiving the CVs, they are sent to the CV
review committee (part ddemo evaluation committee) which is headed by a senior faculty member with Head of

the departments as its members. The selected candidates are then called for an interview, the interview committee
comprising of a Chairman, who is a senior faculty membengawith the relevant Heads of Department, conduct

the interview. The selected candidates are then required to give a demo session on a specific topic, the demo
evaluation committee comprising of senior faculty members on individual basis submit theatienao the Dean.

1 The Dean, after reviewing the comments, forwards the selected candidates to the Vice Chancellor of the
institute who would then call the candidate for the final interview and the selection is made. At the initial
level, the hired faglty member is attached with a senior faculty member for at least one semester before
an independent course is given to him/her, so that the newly appointed faculty member may be fully
acquainted with the systems and is able to learn the skills of teaching

T The criteria requirements for employment are as pe
manual.
Further conditions:
0 The Institute reserves the right to obtain prospective employee(s) personal and work references before
or after selection.
0 At the time of appointment, employee(s) will be given a written letter of appointment.
o Employment in the Institute is conditional upon the employee being prepared to work in any part of
Pakistan or abroad as the University may require.

1 The same process islifoved for hiring visiting faculty members, but as a visiting faculty member is
usually a senior, experienced, qualified individual, he/she is given an independent course immediately.
o Fulltime Faculty- These are permanent Faculty Members employed ortifiidd basis by the
institution

o0 Adjunct - Employed at another institution but available to the institution for certain period of time on
full time basis

0 \Visiting - Relationship with the institution on the course by course basis but may work as a permanent
enployee in another organization.

Faculty hiring process:

2nd Ste
ZFacuIty Need Arises ) ( p (winterview by the Interview Panel )
. . . . wSelection from the received Resumes ol wif success, forward to Vigghancellor
wAdvertisment in Print / Social already built up pool of previous Resumgs. for Approval, Offer & Second
Media Interview

winterview Call to the Selected Candidatep
fulfiling HEC Criteria

“—— IstStep P \ < \ 3rd Step P
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- 5th Step

(wDean suggests office of thg
registrar for the subjects
hired candidate may teach
accordingly.

roApproved by Vic&€hacellor &)
Offer Accepted

«File is maintained in Record winformation of hired candidate

is forwarded to accounts
department and relevant
faculty Dean.

“——+ 4th Step \ \ 6th Step P

3. Faculty Intake

All type of faculty should be appointed through Selection Board by giving out online advertisement / newspaper
advertisement as and when required. Candidates meetingdindiglicriteria below may apply by submitting their
Curriculum Vitae with Covering Letter to vc@agnwichuniversity.edu.pk

The Selection Committee will short list the candidates and schedules Panel Interviews accordingly. Feedback will be
forwarded to Slection Board for consideration and second interview

Eligibility Criteria
Lecturer

The requisites for thpost of Lectureare as follows

Minimum Qualification:

A First Class Master's Degree OR equivalent degree awarded after 16 Years of edutiatioel@vant field
from an HEC recognized University/Institution with no 3rd division in the academic career.

A Condition of no 3rd division shall not be applicable in the qualification of appointment as lecturer in
Greenwich Universityprovided that the calidate holds a higher degree viz. M.Phil./PhD or equivalent
degree with not more than one 3rd division in entire academic career.

A Further more, the candidate with 2nd division in t
Phil/PhD or equivalent degree with 18 years of educateronsidered.

A First division (1st Division) in Master of Arts in English is relaxed in favothaf second division (2nd
Division) as the minimum eligibility condition for appointment of Lecturers in English for Annual System
degree holders for a period of five years.

Experience:
A Fresh candidates can apply.

A Teaching experience would be a plus

Published Research Articles
A Candidates with no published research articles can apply.
A One or more published research articles would be a plus.

Assistant Professor

The requisites for the post Aksistant Professare as follows:

Minimum Qualification:
A PhD in relevant field from HEC recognized University/Institution OR

( 1
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A Master’s degree (foreign) or M. I . (Pakistan) or

the relevant field from an HEC recognized University /Institution.

Experience:
A Fresh candidates can apply.
A 4-years teaching/research experience in HEC recognized University or a postgraduate Institution or
professional experience in the relevant field in National or International organization.

Published Research Articles
A Candidats with no published research articles can apply.

A One or more published research articles would be a plus.

Associate Professor

The requisites for the post 8Esociate Professare as follows

Minimum Qualification:
A Ph.D. in the relevariteld from an HEC recognized University/Institution.

Experience:
A At least 4years PosPhD level experience in an HEC recognized University or-gegiuate institution or
professional experience in the relevant field in a National or International natjani

OR

A 5-years posPhD teaching/ research experience in an HEC recognized University or -gramhsate
Institution or professional experience in the relevant field in a Natmmlaternational organization.

Published Research Articles
A The applicat must have 10 research publications (with at least 4 publications in the last 5 yeatd&ECth
recognized Journals

Professor

The requisites for the post Bfofessorre as follows

Minimum Qualification:
A Ph.D. from an HEC recognized Institutiontive relevant field.

Experience:
A At least 8 years Post Ph.D. level experience in an HEC recognized university or postgraduate Institution or
professional experience in the relevant field in a National or International organization

OR

A 10-years posPh.D. eaching/research experience in a recognized University or @ygamhiate Institution
or professional experience in the relevant field in a Nationaiternational organization.

Published Research Articles
A The applicant must have 15 research publicatiwith at least 5 publications in the last 5 years in HEC
recognized journals.

4. Faculty Diversity

Workforce diversity is about respecting and valuing the differing backgrounds, skills and experiences we all bring to
the workplace. It also involves ragizing the value of individual differences to suppmur broader collective goals.
The Workforce Diversity Policy is a commitment by thanagement of the University create a workplace that is

( 1
L % )



. . . . . . POLICY MANUAL 2017
fair and inclusive, and promotes a workforce which better reflects the diversity of our students, parents/careers and

communities. Workplace diversity integrates the principles of equal employment opportunity to igehdbrs
which areequally representkin our workforce.

Our priorities

We will continue to develop our reputation as an employer of choice for people from diverse backgrounds and
perspectives andtilize our diversity as a source of strength. This includes applying fair and inclusive mesmuit

and selection practices taximizethe employment outcomder both genders to be equally represented in our
workforce.We will develop and retain high performing, committed staff from diverse backgrounds and perspectives
and provide opportunities fahem to progress. Leaders and managers across the department play a key role in
fosterirg diversity, and imakes good business sense to improve diversity in our workifomelerto strengthen a
workplace culture that values fair and inclusive prastice

Purpose

Innovative strategies are required if we are to attract, recruit and retain high quality staff and respond to workforce
challenges. The Workforce DiversiBolicy outlines how the department wilistill a workplace culture that values
diverse skills and perspectives, and fair and inclusive practices.

These principles ensure:
A Staff are selected for positions on merit
A Equitable access to opportunities for employment, capability development and workplace participation are
provided for peopldoth males and femal&s our workforce
A Workplaces are free from all forms of unlawful discrimination and harassment.

Implementing the Policy

The success of theolicy depends on how well it is implemented. All staff have responsibilities to ensure that the
outcomes of theolicy are achieved.

To attract a high quality diverse workforce, we will:
A Promote the department as a workfodoeersity employer of choice
A Encourage innovative approaches to attract people from diverse backgrounds and perspectives into our
workforce
A Ensure accessible and inclusive recruitment and selection processes
A Promote an inclusive culture whereby workfodieersity is valued, nurtured and celebrated
A Continue to promote strategies which foster inclusive work practices

KPI's

By 2017, our success will be measured by:

A Improved knowledge about our organization and its attractiveness as an employer of choice

A Increased number of high quality graduates in all locations

A Build the capability of leaders and managers to support the performance planning, management and
development of a diverse workforce

A Increase the utilization of knowledge, skills and broad perspectivedioémeworkforce

5. Faculty Evaluation and Mentoring - Policies and Procedures

Preamble

Faculty Evaluation is an integral part of the overall academic process in the Greenwich University. It is a means
towards the creation of a complete and accurate documented record, which is used in making recommendations and
reaching decisions on contraetnewal, tenure, promotion in rank, and salary increments. Equally important is the

use of Faculty Evaluation as a vehicle through which strengths are reinforced, achievements recognized, weaknesses
identified and addressed, and constructive criticismredfevith the objective of improving a faculty member's
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performance. Faculty Evaluation is also intended to be a means for exploring attitudes about changes within an

Academic Unit, recommending improvements or new initiatives to meet the challenges g@é elmanproviding a
formal framework for an open dialogue witbnstructive exchange of ideas.

A SeltEvaluation

A Student Evaluation of Instruction

A Peer Evaluation

A Administrative Evaluation on the basis of punctuality, regularity and discipline.
Greenwich Wiversity reviews the performance and achievements of each faculty member in four broad areas as per
University’'s policies and the Faculty plan of worKk

A Educational / teaching

A Scholarship and other academic and professional qualifications and activities

A Service to the University

A Community activities
The Greenwich University believes that it is desirable for a faculty member to work in ways that are professionally
creative for the individual and useful to the current needs of the University. It isrfurttlerstood that the nature of
the activities in which faculty members are involved will vary from year to year and from individual to individual.
Therefore, the Greenwich University evaluation process recognizes the importance of this diversityitiesactiv
Specific criteria on which evaluation of a faculty member is based appear irction $bat immediately follows.
The listing should neither be considemtlinclusive nor exclusive, nor should it be interpreted that every faculty
member should bengaged in all of these activities at any given time. Rather, the specific items are defined for each
member of the faculty in the process of negotiation of the annual Faculty Plan of Work.
As a longstanding practice and an overall philosophy of thee@®ngch University, Senior Faculty members play an
important role in the process of Faculty Evaluation.

Faculty Evaluation Criteria

The following are criteria against which faculty performance will be evaluated for purposes of tenure, promotion, and
annwal meritbased salary adjustments. The list is neither fully inclusive nor exclusive, but is intended to reflect the
factors that form the basis for the faculty member’ s

Educational and Instruction:

A Demonstrated ability to organize course material

Effective presentation style

Development and conduct of meaningful laboratory experience

Development of meaningful wetbased material

Receptiveness and responsiveness to student questions and concerns

Utilization of clear and effective testing procedures

Availability and helpfulness to students

Demonstration of ability to intellectually stimulate and engage the student in the learning process
Presentation of course content that is up to date ancpiriggwith advances in the discipline

P i i <

Scholarship, Academic and ProfessionaDualifications and Activities:

A Work experience of professional nature

Involvement of students in research and development efforts
Sponsoring students in independent studywamtergraduate/graduate research courses
Development of new courses and/or programs

New approaches to improve teaching

Research directewards improvementf teaching techniques

Special studies of student learning problems

Professional writing

Preenting professional papers

Publishing research results

Submitting grant applications

Securing research funding

Editing and reviewing professional manuscripts, proposals, and books
Research activity, including supervision and stimulation of research

D> D> D> D> D> D> > D
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Consulting that is externally validated by normal scholarly means

Activity in professional organizations

Participation in professional seminars

Involvement in continuing education programs/maintagrprofessional licensure/boaedrtification
Organizig professional meetings and seminars

Attending professional meetings

Work with student organizations

Work with individual students, faculty, or staff

Generation of ideas on institutional improvement

Maintaining contact with cop employers and internip affiliates
Involvement in student advising and student activities

Participation in development work for University

Helping recruit prospective students

Fostering articulation agreements wiZbmmunityUniversity
Participation in efforts toward studengtention

Involvement in interdisciplinary activities

Off-campus representation in an official capacity

Community service which reflects favorably on University in a direct way
Offering courses, seminars and workshops to the community at large
Organizng professional meetings and seminars

Volunteering in the community

Participation in Faculty Exchange Programs

DD D> DD DDy Dy DD DD D D D D

Procedures

Self-Evaluation:

Senior faculty shall annually prepare a-satluation document / survey to be submitted to QEC. Thegalfiation
will contain at least the following:

A Areport of activities during the past semester

A Selfevaluative elements

A Afinal Faculty Plan ofWork for the coming semester

A Adiscussion on achievement of goals established in the previous Faculty Plan of Work

Student Evaluation of Instruction:

Each member of the senior faculty will be evaluated by students in all sections of each course taught.

Administrative Evaluation:

Each Faculty member will receive written detailed evaluation from the Academic Unit Head every semester. The
evaluation will place the faculty member in one of the following categories: Outstanding, Very Good, Satisfactory,
Needs Improvement, or Unsatisfactory. Semester based merit increments shall be determined on the basis of the
performance review. All the evaluation documents will be shared with the faculty and the Dean of the University.
The contents of this document will Biscussed in a meeting involving the evaluee and the Dean/Head; such a meeting
must be concluded prior to end of mentioned semester.

Additionally, each senior faculty member will meet with the Dean of the Faculty at least once every other semester
for the purpose of reviewing the faculty member's activities and plans for continued professional development and
for mutual critique.

Peer Evaluation:

All faculty members will be subject to a peer evaluation at least every semester. The Dean will apadhtican
committee comprised of three faculty members one of which will be a junior faculty, another will be a faculty having
same area of expertise as of the faculty member under review, if available, and one who is a full professor. A peer
review report wi be written and submitted to the Head.

( 1
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Optional Annual Peer Review: Each faculty member, who believes that the elements used to conduct the
Administrative Evaluation do not provide enough or accurate information and feedback on his/her performance, will
have the option to ask for a Peer Review.

Di scretionary Peer Review: | f a faculty member’s stude
by more than ondéalf standard deviation for three consecutive academic terms, the fa@rtpen must comply

with peer review. The purpose of the peer review will be to help the faculty member identify areas of teaching that
need improvement or attention.

Documentation

In Greenwich University, a faculty member's file consists of the jointectstof two files. One file is located in the

office of the faculty member's Dean and one file is located in the Record Room. All official documents pertaining to
a faculty member are kept in these files, with the exception of the results of the Stualeati&w of Instruction

which are kept on electronic files. The contents of files and access to the contents are governed by University policy.
At the time of tenure and promotion consideration of a faculty member, those contents of the faculty fiezstafow
Institute policy plus the results of the Student Evaluation of Instruction will be organized in collaborative fashion by
both Dean and the faculty member, and placed at the disposal of the Greenwich University Selection Board. Among
the official documents placedni a faculty member's file are:

A The initial employment agreement, which specifies the conditions of employment, expectations, and
requirements with respect to tenure plus any additional documaéidk pertain to these matters.

A All Administrative Evaluation documents prepared by the Academic Head during the process of evaluation,
as well as any document either the faculty member or the Dean may prepare and share as dawouayd fol
their biennial meeting.

A Copies of (or referenceo} publications; grant and research proposals; letters of commendation for
participation in committees, task forces, recruiting activities, interactions with industry and other groups;
and any other written materials that reflect the activities andmaahce of the faculty member.

A The Self Evaluation document prepareshaally by the faculty member.

A Copies of the annual Faculty Plan of Work negotiated between the member of the faculty and the Academic
Head.

6. New Faculty Mentoring - A Guide for Academic Heads and Senior Faculty
Purpose

The purpose of the specific mentoring plan is to propose practices that will help our faculty to become effective
teacher s, engaged scholars and participati nginitahe mber s
transition to academia is critical to a fiemured faculty member's success. Faculty mentoring is one of our priorities

and we are committed to making sure that we will provide to outgmared faculty members the environment they

need to succek

Mentoring Plan

Greenwich University’s ment or i ntgnurpdfauity membefs witha suppory on |
system that will enable them to succeed during their first year and throughout their career at Greenwich. The goal of

our dan is to give a clear understanding of our expectations on teaching, scholarship, professional development, and
sense of collegiality and community. The dean, associate deans and the academic heads should commit to practices
that will help the faculty sueed. What follows is a set of practices that will provide guidance for the academic heads

and senior faculty.

A Communicate Expectations for Performance:

We should include in the letter of appointment a statement of expectations that is clear ardleteiagh
to let new faculty hires know what is expected.
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A Familiarity with Goals and Objectives:

The academic heads are and must be familiar with t
and must share with all stake holders about alingnprogram and Greenwich University team.

The Dean and HoDs should provide mentoring to faculty to help them develop teaching skills and meet
teaching expectations by coordinating class observations and peer reviews of teaching performance, by
providingconstructive criticism, and by sharing best practices.

Shadowing: During the first two years faculty member should be encouraged to shadow a senior faculty member's
course to help them prepare teach their own courses.

Meetings with the Dean:Once a month the dean should meet with all the faculty members of the University to
identify any issues or concerns, to provide support, to keep the communication open, to shed light on any
misunderstandings, and to keep them informed on policies andtatipes. At the end of each academic year, the

Dean will meet with each faculty member to discuss progress toward tenure and to assure that all necessary resources
are in place to facilitatehe goals of the faculty member.

Providing Feedback on ProgressEvery semester, as the Greenwich University Policy on Faculty Evaluation
requires, senior faculty will conduct a review of each faculty member and will write an appraisal that will be shared
and discussed with the faculty member. This appraisal willobbewucted by a Peer Evaluation Committee that will

be carefully selected by the academic unit head. The Peer Evaluation Committee will review each junior faculty
member's statement of expectations, activities report;egalfiation, plan of work, course @uations, class
observations reports, and future intended research, teaching, and service plan.

Mentoring by Senior Faculty: We should encourage senior faculty to provide guidance to our faculty by offering to
review their papers, visiting their classesid where common research interests exist explore the possibility of
authoring a paper or grant proposal.

Support Teaching Effectiveness

We should be providing faculty members with a comprehensive blueprint that will guide them on:

Preparing courssyllabi (provide samples of existing syllabi)

Writing learning goals

Making effective use of class time

Adopting efficient and effective grading strategies that are well spelled out on the course syllabi

Creating multiple grading opportunities rather thawving their grade determined solely on a midterm and

final exam; a mix of exams, quizzes, homework, projects, term papers and group presentations should be
recommended

Incorporating technology into teaching to engage students

Engaging students in the leémg process.

D B D D D
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7. Workload
Introduction

The primary responsibilities of the academic staff at HEIs are education, research and community service. For
institutions to achieve their missioagd visionsthe academic staff are required to do their best in:

A Ensuring effective teaching and learning of high quality

Making scholarly contributionsresearch or creative work

Consultancy, knowledge transfer and public service

Play their part in the academic administrataf the HEI and its program

> > > >

In this policy, academic staff workload is broadly conceived to refer to all academic activities that are related to
professional duties and responsibilities. These include but are not limited to:

A Preparation for lecture delivery

A Lectures & tutorials
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Assessmenticoursework, final exams, deliberations of exams]

Laboratory/excursionpfactical[lf applicable]

Distance Educatiorfaceto-face sessiongtf applicable]

School or clinical practice/internship/supervision of placements

Module writing/Prograndevelopment/short courses

Research project supervision

Research

Service Activities (Professional consultancy, delivery of workshops/seminars and conferences, participation
on various institute standing and ad hoc committees, leadership in professioc@i@odganizations etc)
Guidance and counseling

Leadership/administrative responsibilities/academic administration.

> B> D > > > D

> >

In addition, time must be allowed for personal and professional maintepanseering emails and correspondence,
talking to colleaguediling, talking to students, professional reading and web use beyond what is needed for the
revision of lectures, staff develogent, etc.

Applicability of the Policy

This workload policy applies, in its entirety, to all #tilne and probationary acadensitaff of Greenwich University
Parttime staff are employed for only limited duties, such as teaching specific courses or supervision of students doing
research projects, and thus are under obligation to perform responsibilities only in those arasekpglicitly
identified in their partime contracts.

Workload responsibility guidelines

All academic staff members are expected to pursue professional duties and responsibilities in each of the three primary
domains of intellectual activity: imparting knowl edge
knowledge (reseah, scholarship and creative activities) and transferring knowledge and skills to the community
(service and consultancy).

Office hours

All members of staff are required to have scheduled office hours that permit reasonable access by students and which
must be approved by the Head of Department. Office hours should be conspicuously posted and filed with the Head
of Department and the Dean of Faculty.

Professional staff development

All academic staff are expected to continue with their professional afgwent through research and scholarly
activities in their areas of study and by updating and enhancing their teaching and management of student learning.
Those who are yet to complete their higher degree studies must do so within reasonable time afteplthenent.

Staff development through attending courses and workshops on aspects of teaching and learning is also encouraged.

Teaching Load

The workload obligation of an individual staff member should reflect the agreed proportion of time to be spent on
each of the four aspects tteaching,mesdarh, copsultanbyknowledgettransfert i o n
and academic administration and leadership. Each staff member should negotiate workload with the Head of
Department at an annual reviewetiag. Accountray be taken at this time -of the
time allowed for activities which did not produce the promised outputs, or extra work undertaken in the previous year

for which compensation might beade inthe current one. ThBean has also to review the overall distribution of
teaching to ensure that the Faculty’'s commitments are
be possibletbonorr e sear ch al |l owances f ul |y uldbeearriedifomwvard, howevarr . * De

The teaching workload obligation and its match to the teaching that the individual is actually delivering in a given
year will be taken into account when considering whether the individuals can be permitted to supgdé&mebyy
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undertaking teaching at other institutions. Wher e an

obligation, outside work for additional payment will not be permitted; instead, the individual will be seconded to do
teaching athe other institutions (with entitlement to refund of travelling expenses).

The Deans are responsible for ensuring that workload distribution and its implementation are fulfilled in a timely
manner. He/she exercises oversight to ensure that the collegtpreved workload distribution within the institution

results in a fair distribution of effort among academic staff members and that it promotes the efficient and timely
completion of programs of study by students and facilitates compliance with cagdityance and enhancement
benchmarks. He/she is responsible for ensuring that reviews on workload policy are done and approved by the Senate
and consequently implemented and that staff resources are sufficient to cover the teaching load and permit time for
other duties.

New faculty should be given few courses to prepare, and they should be allowed to teach at least one course again in
the next semester. The committee and other service assignments should be monitored closely to assure they are not
being aked to do extraordinary service that will burden their progress in teaching and research.

8. Code of Conduct
Code of conduct at the workplace is as under:

(i) The code provides a guideline for behavior of all employees, including management, awhéne of the
organization to ensure a work environment free of harassment and intimidation;

(ii) “Har assment’ means any unwel come sexual advance
communication or physical conduct of a sexual natoresexually demeaning attitudes, causing interference with

work performance or creating an intimidating, hostile or offensive work environment, or the attempt to punish the
complainant for refusal to comply to such a request or is made a condition faryemapt;

The above is unacceptable behavior in the organization and at the workplace, including in any interaction or situation
that is linked to official work or official activity outside the office.

Explanation:

There are three significant manifestasarf harassment in the work environment:

b) Abuse of authority
A demandby a person in authority, such as a supervisor, for sexual favors in order for the complainant to
keep or obtain certain job benefits, be it a wage increase, a promotion, training oipparttransfer or
the job itself.

c) Creating a hostile environment
Any unwelcome sexual advance, request for sexual favors or other verbal or physical conduct of a sexual

nature, which interferes with an iidatihg, hastdepyabdsives wor k

or offensive work environment.

The typical “hostile environment” <c¢cl ai m, in gener
however, in cases where the harassment is particularly severe, such as in cases invaizialgcphyact, a
single offensive incident will constitute a violation.

d) Retaliation
The refusal to grant a sexual favor can result i
options for future promotions or training, distorting the evaduateports, generating gossip against the
employee or other ways of limiting access to his/her rights. Such behavior is also part of the harassment.
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(iii) An informal approach to resolve a complaint of harassment may be through mediation betweeti¢be pa

involved and by providing advice and counseling on a strictly confidential basis;

(iv) A complainant or a staff member designated by the complainant for the purpose may report an incident of
harassment informally to her supervisor, or a memb#reofnquiry Committee, in which case the Supervisor or the
Committee member may address the issue at her discretion in the spirit of this Code. The request may be made orally
or in writing;

(v) If the case is taken up for investigation at an informallleveenior manager from the office or the head office
will conduct the investigation in a confidential manner. The alleged accused will be approached with the intention of
resolving the matter in a confidential manner;

(vi) If the incident or the case perted does constitute harassment of a higher degree and the officer or a member
reviewing the case feels that it needs to be pursued formally for a disciplinary action, with the consent of a
complainant, the case can be taken as a formal complaint;

(vii) A complainant does not necessarily have to take a complaint of harassment through the informal channel. She
can launch a formal complaint at any time;

(viii) The complainant may make formal complaint through hecharge, supervisor, CBA nominee or Wog r ' s
representative, as the case may be, or directly to any member of the Inquiry Committee. The Committee member
approached is obligated to initiate the process of investigation. The supestvidiofacilitate the process and is
obligated not to coverpuor obstruct the inquiry;

(ix) Assistance in the inquiry procedure can be sought from any member of the organization who should be contacted
to assist in such a case;

(x) The employer shall do its best to temporarily make adjustments so that the adighd complainant do not

have to interact for official purposes during the investigation period. This would increase temporarily changing the
office, in case both sit in one office, or taking away any extra charge over and above their contract wigiisle may

one party excessive powers over the other’s job condi
leave, or suspend the accused in accordance with the applicable procedures for dealing with the cases of misconduct,

if required;

(xi) Retaliation from either party should be strictly monitored. During the process of the investigation work,
evaluation, daily duties, reporting structure and any parallel inquiries initiated should be strictly monitored to avoid
any retaliation from either s

(xii) The harassment usually occurs between colleagues when they are alone, therefore usually it is difficult to produce
evidence. It is strongly recommended that staff should report an offensive behavior immediately to someone they
trust, even if theylo not wish to make a formal complaint at the time. Although not reporting immediately shall not
affect the merits of the case; and

(xiii) The code lays down the minimum standards of behavior regarding protection of women from harassment at
workplace, at. but will not affect any better arrangement that an organization may have developed nor will it bar the
grantof protection that employees working in an institute may secure from their employers through negotiation.

9. Equal Opportunity

GreenwichUniversity is an equal opportunity employer and is committed to the principle of equal employment
opportunity for all employees. All employment decisions at Greenwich University are based on business needs, job
requirements and individual qualificationsitlvout regard to race, color, religion or belief, national, social or ethnic
origin, sex (including pregnancy), age, physical, mental or sensory disability, marital, civil union or domestic
partnership status, family medical history or genetic informatiamily or parental status, or any other status
protected by the laws or regulations in the locations where we operate. Greenwich University encourages applicants
of all ages.
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10. Health and Safety

Greenwich Universityill provide its employees with a safe and healthy workplace in compliance with all applicable
laws and regulations. Consistent with these obligatitims, Universitywill have and will implement effective
programs that encompass things such as life safatident investigation, chemical safety, ergonomics, and will
provide safe standards of health and safety in any housing and transportation provided for our employees by
Greenwich University

Obligations

Management is firmly committed to a policy eriaglall work activities to be carried out safely, and with all possible
measures taken to remove (or at least reduce) risks to the health, safety and welfare of workers, contractors, authorized
visitors, and anyone else who may be affectedurnoperatios.

Goals
This policy:

A shows the commitment of (your business name)’s man

A Aims to remove or reduce the risks to the health, safety and welfare of all workers, contractors and visitors,
and anyone else who may affected by our business operations aims to ensure all work activities are done
safely.

Responsibilities:

Management:
Will provide and maintain as far as possible:

a safe working environment

safe systems of work

plant and substances in safe condition

facilities for the welfare of workers

information, instruction, training and supervision that is reasonably necessary to enseaehiatrker is

safe from injury and risks to health

A a commitment to consult and -operate with workers in all matters relating to health and safety in the
workplace

A a commitment to continually improve our performance through effective safety management

v D> B

Employees:
Each worker has an obligation to:

A comply with safe work practices, with the intent of avoiding injury to themselves and others and damage to
plant and equipment

A take reasonable care of the health and safety of themselves and others

A wear personal protective equipment and clothing whecegsary

A comply with any direction given by management for health and safety

A not misuse or interfere with anything provided for health and safety

A report all accidents and incidents on the job immediately, no matter how trivial
A Reportall known or obsena hazards to theBupervisor or manager.

Application of this policy:
We seek the coperation of all workers, customers and other persons. We encourage suggestions for realising our

health and safety objectives to create a safe working environment zéth-accidentrate.This policy applies to all
business operations afithctions.
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11. Privacy

Greenwichis committed to protecting the privacy and confidentiality of information about its employees.

12. Ethical dealings

GU expects its employees to conduct business in accordancahsithighest ethical standardsall times The
Universitystrictly complies with all laws and regulations on bribery, corruption and prohibited business practices.

13. Respect and dignity

GU will treat all employees with respect and dignity and will not use corporal punishment, threats of violence or other
forms of physical coercion or harassment.

14. Equality

Greenwich University endorses and encourages equality at the workplace in feeahscation, employment,
advancement, benefits and resource distribution, and other areas should be freely available to all citizens irrespective
of their age, race, sex, religion, political association, ethnic origin, or any other individual or groagtentistic

unrelated to ability, performance, and qualification.

We are committed in our pursuit of academic excellence and-acgike and inclusive approach to equality, which
supports and encourages all untegresented groups, promotes an inclusiieure, and values diversity.

36

——
| —



POLICY MANUAL 2017

STAFF

1. Preamble

We will coninue to develop our reputation as an employer of choice for people from diverse backgrounds and
perspectives and utilize our diversity as a source of strengihintfudes appling fair andinclusive recruitment

and selection practices to maximize the employment outcéondsoth genders to be equally represented in our
workforce.

2. Categories of employment

An employee may be recruitédone of the folloving categories:
2.1Probationer- against a permanent vacancy.

2.2 Permanent employeeganst a permanemnacancy where the probationary period isewtsidered necessar
or hasbeen sasfactorily concluded.

2.3 Parttime employee for a job requiring the availabilityf an employee for less than four hoursag dr twenty
four hours a week.

2.4 Contract employeefor employees contracted for a specific assignrmeargpecial terms and conditions
2.5 Temporary employeefor people employed for short term assignments

Note: Parttime, contract and tempary employees wilbe entitled onlyto those benefits as specified in their letters
of appointment/serviceontracts.

3. Hiring

Hiring of full-time, paritime and contractual staff may only be undertaken aftstaapower Reqigition form
(Appendix A) ha been filled in by the department, whictsend to the VC/DAor approval of the same. Once an
MRF has been approved by the VC/DA for creation of the new position at Greenwich Unjuaesity separate
marpowerrequsition form need not be requireéd case of re@cements for the new positiofiie requsition must
mention the following iformation:

1 Why does the new position need to be created?
1 Can ths new position be filled by an esting employee of GreenwlicUniversity?
1 What divsion the employeés being hired in?

It is understood that at the tinoé filing the manpower regjsition the new employee may not have bedentified
and therefore the exact sajlanay not be known. Therefore, itfi®t necesaryto mention the salary itherequisition,
although the salgrrange will be dictated by the regiioned division mentionedn point 2..I. second pt in the
Code Book

The Administration shall approve all replacemenis ¢onnection with an approved MR#y the VC/DA). (See
Appendix B for Mapower Replacement Request For@hcethe manpower requisition form is approyete
manager majnterview and hire an employee to fill that pawitj provided that his/her sajefalls within the salary
range of the dision mentionedn the origiral requsition. In case of a replacement, the masiaghall pursue the
hiring once the replacement foiimapproved by th&/ C/DA.
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All new employee hingis to be fnalized by the DA unless lo¢wise stated on the MRF.

In the absence of a department manager, the senior- most petsendepartment must seek the approval of the
before hilng an employee.

Only the VC/ DA may hire a particulamdividual directly.

No relative, spousejrfance or Intimate associate of any staff memimeay be hired without the knoedge and
written approval of the VC/DA.

All new employees will be hired accang to the Greenwich University salary scales. (Appendix "C").

The probation/trming period for all exployeeswill be a minimum of 3 monthsand can be extended as per the
situation.

The minimum and maximum salaries of employees inita certén level must beln accordance with the tables
overleaf: (see next page). These brackets shall ONLY be applatabie time of hing.

All hiring relateddocumentations to be handled by the Admistration Department at University. No empésy of
Greenwich University iauthorized tassue appmtment letters on behalf of the university except for the DA.

No apmintment letters will béssued by the DA unless the employee has submitted all the required documents.

4. Salary scales
Level, Designation, Salary Range, Sgl8cales

This needs to be done by Director Adn& Personnel.

5. New Staff Orientation Program
All new employees must undergo proper orientation anid beceipt of a job description before they start work.

Upon compldbn of the orientation prograrnthe employee should have a good understgnaf the university's goals
and values.

The employe's mmediate supersor shall brief him/her on:

1 The procedurand purpose of the orientation program
1 The objectives and activities of the department tasks, duties and expectations
1 The dos and don'ts of the university

The VC/DA shall brief themew employee an
1 The university's goals and values
1 Possible career paths
1 Policies
1 The training and development program

Upon compldabn of the orientation program, the immediate sujger must update the staff ining record, a copy
of which should begiven to the DA for placemein the employee's personal file.
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6. Probation

All employees will be placed on probation for mmum period of 3 months, which can be extended based on the
evaluation of the employee e end of 3 months by thenmediate spenisor.

All employees will be given a Letter of Apjmiment (Appendix F) or a service contract (see Appendix G) upon
joining the organizationOnce all the required documentation of the employees' personds filemplete (see
Appendix D for Persondtile Checkist) and received bthe competent authority, it shall gvare the apgotment
letter/ Service Contract witih 3 working days, and send the same to sujsar. The authority shiethen explén the
clauses of the appament leter to theconcerned employee, get it signed & acceityg the employee and send the
copy of the same to the DA. The DA shall put the copy of the signedramemnt letter/Service Contraat the
employee'personal file.

All employees will beexpected to read argign a nordisclosure letter (Appendix H) uponijong the organization.
This letter, once signed by the employee, shall be plathid/her personal file by the DA.

At the end of a successfully completed probationary period, the probationer will lieneatih his/her job by the
DA.

During the probationgrperiod, the probationer may resign @/her sevices may be terinated by givig a notice
period and without assigrg any reason.

A probationeris not entitled to ay benefits due to a confirmaenployee(e.g. paid annuakasual andick leave,
medicalinsurance, ety

At the end of the probationary period, the employee's performance willdheated by the immediate supisor.
The salary of the employee will not be isad upon confirmationnless otherige statedn the appmtment letter.

Upon ganing a sasfactory evaluation, the coarned employee will receive a letter of confirmation from DA and
will henceforth be eiitted to ail the beefits and allowances due to an emploirebis/hercategory.

A confirmed employee's probationary period will beluded when calculatg his/her annual and sick leave
entitlements unless otheisg stated at the time of ng.

Only the DAIs entitled toissue confirmation letters on behalf of Greenwliiiversity.

7. Performance evaluation

All confirmed employees shall go through the Anrinatement Review exeise in January of each new year based
on the previous yeas perfformance.

Itisthe DA duty to ensure that the employee understands thmpe of the perforing evaluation and how it will
be conducted.

A confirmed employee's performance will be evaluated thereafter by the DA on a yedslyrdass otherige
indicated by the manager. The same shall bénthie employee's personal file.

At the end of an employee's probation period, will undergeréormance evaluation condadtthe DA accoridg to
the performancevaluation form.

The probationary employewill stand confirmed if DA performance evaluatisconsidered safactory by DA
manager athe end of 3 months probationgrgriod.

The DA may give a copy of an unfilled Performance Evaluation form (Appendix J) to the employee adednce
of the actual evaluin, so that (s)hes aware of the areas to be evaluated.
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All performance evaluations will be conduciedrivate.

The employee must bieformed inadvance when DA evaluation will be held (and given the performance evaluation
notes- Appendix J) so that (s)he may come to it fully prepared.

The evaluatiors atime when the DA shoulét the employee know what are consideasdis/her areas of weakness.

The evaluatiornis also a time when the employee may let the DA/manager know of any difficulties or problems (s)he
may be fatg which may be makg it harder ér him/her to do is/her work sasfactorily.

An employee has the right tisdgree with is/her performancevaluationand state on the form itseiff which area
and why (s)he idagrees. The DA will thenistuss the matter witthe employee and the managerthat it may be

resolved.

The DA must sign the completed Perfance Evaluation form and givetd the DA for fiingint he e mpl oyee’
personal file.

After hekhe has undergone a istdctory performance evaluation, th@obationerwill receive a Letter of
Confirmation, validatindnis/her employment asgermanent member of staff from the DA.

Probationers will only gahcrements upo corfirmation under exceptional circumstances ariith weritten approval
of the VCAD.

Promotion upon confirmatioiis highly unlikely and will only happen under exceptional ciratamces and with
approval of the VC/ AD.

Promotion and the annual award of additiomedrements will be based on the employee's yearly performance
evaluation repdr

Promotion of an employee to a higher positisthe prerogative of the management and may not be claimed as a
right.

8. Annual Increments

All new employees hiredn or before Sep. 30 of a cein year will receive their annudhcrement (Is entied and
writtenin the contract) on December 8fithe same year and thereafter every December 31.

All new employees hired on or after Oct. 01 of a deryeear will receive their annuahcrement [s entitled and
writtenin the contragton December 3tf the following year and thereafter on eyddecember 3.

Increment (Isentitled and writtern the contract) will only be awarded once a year.

Furtherincrementswill be awarded based on a fm@mance evaluation, which must be conducted by the suigar v
and dscussed with the DA and the DA diog thelncrement Review.

A maximum of furthedncrements may be awarded (total dhdrements)
An overal evaluationshall be connected to the nber ofincrements the employee shall tesvarded.

Unacceptable- No increments to be awardé@dcase of probationgemployee, the probation must eitherelxéended
or the employee's séces be terimated.
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9. Promotions

A promotion may take place at any time. However, an employee may not be promoied ksther
probation/traning period.

The approval of DAs required for promang any employee liere (s)he has completed 6 monttiseavice with the
organization.

Double promotions are only peissaiblein exceptional cases and require the approvéi@/C/ AD.

An employee may not claim promotion to a higher post as a right; promotion of an emniplthyeprerogative of the
management.

If an employeels offered a promotion to @osition he/ shds unable to accept, foany reason (such as
unwillingnessihability to relocate to a different centeje universityis not obligated to offer him/her an equal
substitute position.

10. Working hours

All employes other than patime or contract employees widbserve an-8iour workng day, six days a wkdrom
Monday through Saturday as per the schedule given to them.

Note: the 8-hour workng dayis inclusive of a thour lunch break

All employeesin all categories are erpted to work longer hours and/on official holidays from time to time as
required PY the university.

10.10vertime
Faculties are expected to be ready to take their classes at leasniitesibefore the start of class.
Attendances to be strictly monitored by the examation Department.

Any employee who comes late (seaude 9.6) not necessarily consecutive daygssngle month will be penalized
as under

One day will be deducted fromdher casual/ anmal leave

OR

one day's salgrwill be deducted fromik/her pay

Overtime may be per mitted if an employeedquired to work longer hours than laid down15.1

Late coning refers to arrimg 15 mnutes after the time employeée required to rport to work For Instance,
employees who work on a®shift must report to work before 9:15. or they shall be considatedAll employees
must note that he/she must start work at 9:00a.m. shagage an employee works fronb9 different employees
may have different shift schakks). The 15 inmutes marin is given to cover unfoseen conditions such as bad
traffic, rain, thunder, etc.

Any employee wh takes leave (whether half day more and whether sick leave, casual leave, annual leave,
maternity leave, compassionate leave, etc.) mushfdl leave application form, attach any relevant doentation

that may beeaquired, have the leave application approved by thainagerand ensure thati sent to the DA, where

the DA shall place the relevant documeirtsthe employees' personal fileShe DA may regire additional
documentation, whicluppors the application from time to time.
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Any employee whose persondéfleave records incomplete will not e sanctioned any leave encarmnt.

11. Leave
Confirmed employees are entitled to the follogvleaved with full pay:
28 days annual leave per annum

|0 days medical leave per annum
5 days casual leave per annum

11.1Annual leave

Employees shall fill out the Leave Application form (see Appendix L)ngtaheir annual leave plans which they
shall submit to DA for appral at least one month before theiglwto avail of that leave.

Once the leave has been approved, the employee's DA shall send the Leave Application form to the DA
The DA will place the Leave Applicatian the employee's personal file for record.
The unversity reserves the right tasapprove requests for annual leave based on operational needs.

Un-availed annual leavis cashableHowever, the university resges theright to send employees on leaVét iis
deemed necessary without prawigl any reasn.

Encashment claims for tewvailed annual leave should be approved by the DA azeivied by the Accounts Office
within one calendar year (e.g. If an employei@agd Greenwich University on Ist March 1997s/her encashment
claim for unavdled annal leave for the year Ist March 1998 to 28th February 1999 should be made before 29th
February 2000). If an employee afonot claim encashment for un-dedi annual leaveithin the prescribed time
frame, (3he will automatically lose is/her encaghent privilege for that calendar year. Each employdegse
encashment claim for the previous year¢luding the number of days analy sick, and casudave availed of by

the employee, etcshould be noted by the Branch Amantant on a Leave Encashment Forae(dppendix M) and
signed as recommended by the Center Head. The Leasasliment Form should then beviarded to the Corporate
office for approval by the DA and then onto the accounts department for payment.

Un-availed annual leave may not be carmeer to the folloving year.
Annual leave takein excess oftte permitted 28 days will beetated as unpaid leave.

An employee who has tendereid/her resignation angs working out hs/her notice period shall not avail of any
outstanihg annual leavenless approved by the DA.

In the first year of eployment, the annual leave caut be consumed duag the year. Any such empleg who has
consumed allis/her sick &casual (total of 15 leaveshall then have to take leawsghout pay duing the first year

of employment.

Employeedn their second year and onwards may be eligible to consume their annual leéagdttriyear.

11.2 Sick Leave

An employee avaiihg of sick leavemust hnform the DA latest witim two hours of Is/herofficial time of arrivalin
office otherwise the leave will be counted as:

Part of his/her annual leave
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OR,

Unpaid leavefi(s)he has availenh full of his’/her annual leave. Upon return to the office, the employee must fill out
a Leave application form (see Appial) and submit it to the DA for approval.

A medical certificatés must for all medical leaves of three or more days at one time.

If an employee takes sick leave of #& days or more without prodag a medical certificate, that leave will be
countedas

Part of tis/her annual leave

OR,

Unpaid leave If (s)he has availedfull of his/her annual leave.
Un-availed sick leavés noncashable

Un-availed sick leave will automatically expire at the end of the year of employment. Sick leaventekesss of
the allotted 10 days will be treated as:

Part of lis /her annual leave or,

Unpaid leave if (s)he has availadfull of his’/her annual leave.

11.3Casual leave

Employees shalhform the DA and fill out the Leave Application form (s&ppendix L) before avaihg of casual

leave or no more than one day's casual leave will be sanctioned at any given time. If an employee requests more than
one day's leave, all the days requested will be countédsadis/her annual leave entitlement.

The DA will place the Leave Application the employee's personal file for record.

The university reserves the right tsabprove requests for casual leave based on operational needs.

Casual leave may not be appended to sick leave or annual leavee®tesh Wwill automatically be adjusted aga
the employee's annual leave or as unpaid leagases whereisiher annual leave has been fully utilized.

Un-availed casual leave is not cashable

Un-availed casual leave will automatically expire at the @frttie year.
Casual leave takdn excess of the allowed 5 days will either be treated as:
Part of tis /her annual leave or,

Unpaid leavefi(s)he has availeimh full of his/her annual leave.

An employees also entitled to a half day's casual lea2enh@lf days shall be calculated as one casual leave). The
process of fing a half day'sbsence shall rerimathe same as claimg a full day off.

11.4Maternity leave
Maternity leave with full pay will be granted to confirmed female employees for adpafrigight weeks.

If maternity leavas affixed to annual leavet, Wwill be sanctioned with full pay for a period of six weeks only.

( 1
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Maternity leave with full pay will be granted only once idgra threeyear period and only twice dugnthe
employeé&s tenure with the organization

Employees must fill out theeve Application form statg their maternity leave plarend submittito the DA for
approval at least one month before théghito availthat leave.

Note: While It Is understood that JI may be difficult to give exact datashich maternity leavevill be required, the
university will at least have an approximate idea.

The DA shall place the Leave Applicationthe employee's personal file for record.
Payment of matrnity leave shall be made along with the employee's salary after sims thpuniversity (i.efishe

rejoins on Ist January after tizgy 8 weeks maternity leave, shelwiét the maternity leave salary along with Jagisar
salary- i.e. she will get 3nonth's salar altogether)

12. TA/DA & Outstation Attachment Policies
12.1TA/DA

Employees may be required to traugercity on the university's busess. Before undertalg such a jourey, the
concerned employee must oibtapproval from Is / her inmediate head.

TA /DA expenses shall be paid accogito the rates and prisions specifiedn the TA/DA annexure (Appendix N)
TA /DA is only payable for owtation trips of less than two weeksduration.

The daily allowance may hissued before theip Is undertake& The accountanis required to fillin a bill payment
request for approval by the DA befdssuirg a cheque to the employee. (See TA/DA fammppendix N)

Dally allowanceis also payable for the actual days of air omttaavel unles theemployee startsi$l her outging
journey after 4:00 m or ends t&/her journey before noon.

In cities/towns where theris a university guesthouse facility, the employs@&xpected to stay at the university
guesthouse and to takesther meals there, if the facilitg available. Employees stag at a fully comprehensive
university guesthouse may only claim 50% daily allowarsee (Appendix N for a completesing of university
guesthouses and their status)

In cities/towns where theris no university guesthouse facility, the employee will be accommodated at a hotel, the
grade of which shall be deteimed on a cast-case bas by the DA. Full daily allowance may be claimed.

No bills for room service, imi bar sewice, laundry service, or cost of mealexcess of the approved Wadallowance
shall be paid for by the universityall such amounts shall be bormefull by the employee him/herself and shall be

settled at the time of leag the hotel.

If an employee does notish to make use of the accommodation pded by the university, the wmrsity will not
compensate him/her for siag ekevhere, unless por approval has been granted.

For air tavel, an employee may upgrade him#edf at fis/lher own cost, if so desired, but only after he/she has
received the ticket from the university.

Employees must return all used tickets with the biogrpassesitf case of Air Travel) to the DA or the ticket shall
be considered as used for persdratel and the employee shalle charged accoirtgly.
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Only the DAis authorized to make travel arrangents on behalhf employees Employeesnustinform the DA of

their travel plans by seimj the TravelTA /DA form (Appendix N) 4 workng daysin advanceof the actal date of
travel.

Employees may NOT use any official university car for outstatigsitsv without receiing prior written
approval/perrnission from theDA

Employees who opt tase personal vehicles for outstatidgsits are not entitled to claim the fugllowance.

If an outstation trigs two weeks or longer, but does not exceed six weeks, the Daily Allowance no longer applies
andis replaced by an "Outstation Attachmexkowance".

12.20utstation attachment

Any employee whas senton outstation duty for a pexd of between two and six weeks shall be considered to be on
outstation attachment. (S)he will, therefore, be eligible for an Outstation Attachment Allowance (OAA) and shall
neither claim nor receive TA/DA.

Outstation Attachrant allowances to be calculated as 55% of the TA /DA entitled to each employee.

Note: Any employee whas posted outstation for a period excegp6 (six) weeks shall, from the (seventh) week
onwards, be deemédd be on permanent or tempoydransfer andghall be eligible for neither OAA nor TA /DA at
time.

13. Temporary outstanding Assignment

Any employees may be send to any other affiliated ecemipmpoary assignment, with oneweek notice. The
temporay assignment could be as long as 3 morinsployees will be paid as mentioned under TA/DA policy.

14. Payroll Procedure

The accounts department shall prepare the Payroll by the 25th of every month, which would be submitted to DA for
the approval.

All the overtime will be calculated till end obth of ever y month, and the remizag overtime wil be paid along
with the salay of the folloning month.

The Salay will be paid by the 10t of evey month. Employees with bank accounts will be paid direotly personal
account in any bank.

OR,

Empoyee will be notified as soon the salasydiepositedh their respective accounts

15. University/ personal cars
All university cars assigned to employees are to be used for official dutiag dffice hours.

Official cars may NOT be taken on any daton vsits without written pernssion from DA. The DA shall be
informed of such perissions.

Note:
1. If permissionis granted to use a university car for an outstatisit,\claims for fuel allowance for the trip must
also be approveih writing bytherelevant department.

( 1
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2. Fuel claimswill NOT be automatically sanctioned

The fuel allowance for all university employees shall be set at a fixed amount (of jpelitels) per month, on a
caseto-case bds asdecided by the DA.

Payment of fueallowances shall be made by the accounts department monthmgtageshmemos for the sanctioned
amount

Each month's fuel allowance must be claimed latest by the first week of the subsequent month.
Unused/unclaimed fuel allowance of any giveonth may not be carried over to or clainmethe sibsequent month.

Insurance, road tax and leasstallments where applicable on all university casball be paid by the university.

16. Maintenance

Proper naintenanceand timely repaiof universitycars shll be the responsibility of the employee to whom the car
has been assigned.

1 An official car must be serviced once per month. (Receipt of which shall be provided to DA reimbursement).
1 The engine oil and oil filter are to be replaced at every 30@0ri€ters or 3 months (whichever comes first).

Reimbusement of repair and nmdenance work undertaken aniversity cars shall benade subject to prior approval
being obtaned from the chase Regition form (Appendix 0) An individual car, personal cas eligible to get the
car repaired for up to Rs. 3,00éfter seekg approval from (DA case of personal caig case the repaisigang
to be above Rs. 3,00the approval from DA shall be requested.

The approved and signed Purchase Raitopn form along with suppoiig documents (l.e. bills, estates, etc.) shall
be submitted to tile branch accountant (please refer to the Operatiams- procedures for details regagdthe
submission of the Purchase Regjition and subsequent payment/ reuimsement of any work done.

Payment of repair and nmienance work shall be made to the Employee no later than one week after receipt of the
approved Purchase Rasjtion form

A logbook mantained should be of thkilometers driven / repairs / nimenarce shall submit a copy of the same to
the DA on the last day of each month.

Employees who have been allowed to use the university cuticle for personal use shall pay a sum to be fixed by the
university for every KM that they drive. The flat rate includesr@ and the general maintenance of the automobile.

17. Personal Cars/ Motorbikes/ Scooter

Employees who use their personal cars/ motorbikes/ scooters for Official duties and whbrdoeive a fixed
monthly fuel allowance from the university may afaia fuel allowance for the kilometers they travel on official
university businessThis does notclude the driving done while coming to work airgg home after work

Fuel allowance shall be paid by the university at the rate fixed by the university:

Motorbike/scooter (These amountgludes a pecentage for general maintenance of the vehicle.)

In case the official travels going to be mor¢han 10 kms, the employee must haveequest approved by the
Administration Departmergndattach the same hitthe reinbursement request.
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The month's fuel allowance mag claimed on the first Friday tife following month by fillingm a Fuel Allowance

form (Appendix P) giving details of th@urneys undertaken.

The filled in Fuel Allowance form should be agwmed and signed by themployee's H.O.D. and then snitted to
the branch accountant for payment. Once the fuel allowance has been subniitfgdiiie DA shall verify and
forward the claim tdhe accounts/ finance for processing and payment.

The DA may pot-check any employee's fuel allowancguisition at any time to chectsiaccuracy.

All approved fuel allowance claims shall be paid no later than the second Friday of the following month.

Payment of insurance, road taxdarepair and maintenance oh @mployee's personalehicle shall be the
responsibility of the employee.

Payment ofinsurance, road taxand repair and mantenance of an employee's persomahicle shall be the
responsibility of the employee.

18. Dress Code

1 All permanent Maleemployees are expected to wear a clean, ironed shirt with tie and regular, neatly ironed

trousers and clean shoes at all times when on duty.

1 The wearing of jeans, shorts;shirts, sports shoes, and all other forms of informal or casual wear is strictly

prohibited during office hours.
1 Male employees may wear a blazer or suit/sports jacket according to the weather.

1 All male employees must properly shave every day or grow a properly trimmed beard/mustache, so a tidy

look may be projected.

1 On Fridays, male enipyees may wear clean, ironed shahkkameez in place of formal western clothes if
they wish.

1 However, Fridays are not to be treated as 'casual day'. If the option to wear $aahgar is not exercised
by male employees, formal western clothes must ba as usual.

1 Female employees may wear shalwar kameez with dupatta or western clothes if they wish.

1 If female employees choose to wear western clothes, they must wear formal western clothes, not jeans and

T-shirts.

1 All employees must present a neat #idgt appearance while on duty.

1 AllH.O.D. are responsible to regularly check their subordinates on the dress code.

1 Contractual staff may dresgp informally but they must wear a collared shirgfiirt and may not wear jeans
and joggers. In addition, poinggl.4 to 24.7 shall also apply to all contractual employees.

19. Communication

1 It is the job of every supervisor and H.O.D to ensure that effective communication exists in his/her

department.

Noting and acting upon problems faced by employees

Noting and ating upon Improvements that need to be made in the department.
Reviewing the performance of the department.

=A =4 4 =4

departmental and other relevant activities
Effective means of communicationciude:
Administrative meetings:

These should be heldhdortnightly bass, which should be chaired by the Department HeEa4. In the absence of
Department Head DA, these meéng shouldbe chaired by a senigerson. A 'copyf the ninutes of the meetg

47

——
| —

Encouraging and following up on employee and customer feedbacks getting and giving updates on



_ _ POLICY MANUAL 2017
should be given that only the attendees but a copy must be given to VC and to the related person nottheesent

meeing.

All formal meeings must be inuted, and the pnts followed through to a dafactory conclusion ith the necessgr
action béng taken a proper file must be m&ined for futurereference.

20. Medical

All confirmed/ pemanent employes may be cared by the Group Medichisurance Policy as wténin the contact
of the employee.

The details of tis scheme are as follows:

Hospitalization & surgical expenses:Any expenseincurred by a confined fulttime employee on the nen
pregnancy related hospitalization and surgical procedure due to any sickness or adoideetlsubject to the
predeternmed maximum limits.

Serious disease (critical illness) coverThere are me serious deases, which may cause heawpatient and
outpatient treatment expenses. Theaseakes are:

Myocardiallnfarction (heart attack)
Openheat surgery for coroary bypass
Cancer

Stroke

Kidney failure ormajor organ transplantation,
AIDS

Multiple scleros

Hepatits-b

Severe burns

©oNoOA~MLNPE

Accidental injury cover: The per corihiement limit under the basic policy méycrease by 50% if the causé
hospitalizatioris accidentalnjury.

The Structure of medical benefits is as follows:

A list of hospitals with whichnsurance company has a credit arrangeméhereby they will settle mézhl bills

direct as attached' (Appendix R). if an employee elects to go to any other hospital, (s)he will be expectde:to pay
full amount of the treaent, room rent, etc., which amount (or part thereof) shall be reimbursed mstinance
company andiniversity accorohg to the above terms and cotialns

The bill for hospitalizationin an unapproved hospital with Pakstan will be reimbursed accdrd) to the
rates/charges of aapproved hospitain the same town/city provided the employee ensuras tte Insurance
company and universitig informed within 24 hours of hospitalization.

How to get admitted into an approved hospital:

An insured employeis advised by lis/herdoctor thafs)he requires hospitalization should gatry of the approved

hospitals with ‘the doctor's referral letter to the hospital and an attested cighefletter of authority. The approved
hospitalin question will keep the attested copy of the letter of authority for their files (theyal®ayequire to see

the orginal letter) and extend thequired hospitalization séces as adged by the atteridg doctor.

The letter dauthority to thensured employee corite his/her name, age and the maximum limit for room entitlement
in the hospital.
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21. Exclusions to the Insurance scheme

1 llinesses or accidental Injuries for which the insured employee receives medical treatment during the 3
month period immediately preceding the date the policy becomes effective are not covered during the first
policy year However, insurance provides coverage for such ilinesses/ injuries provided that they were fully
disclosed to the Insurance company prior to the date of eligibility for insurance.

1 Existing illnesses or accidental injuries that were not fully disclosélikadate of eligibility for insurance
will be excluded.

1 Mental lliness and any illness/condition arising out of drug abuse, alcoholism or criminal act on the part of
the Insured employee.

1 General checkips or rest cures.

1 The supply or fitting of eyeglassesontact lenses or hearing aids.

1 In hospital dental examinations;rdys, extractions, or fillings unless necessitated by Injury sustained while
covered under the scheme.

1 Cost of limbs or supporting equipment for the revival or correction of the funztitde body.

9 Cost of radial chemotherapy or laser procedures.

1 Cosmetic surgery unless necessitated due to accidental Injuries sustained while covered under the scheme.

9 Injury oriliness due to war.

1 SelfInflicted injuries while same or insane.

1 Injury susténed as a result of any form of aviation, gliding or aerial flight except as a passenger in a

commercially licensed passenger aircraft.

22. Group Life Insurance

All confirmed/pemanent fulitime employees between the ages of 18 and 60 may be covered Imguhance
company Life policy. The benefits etti@éiment of the groumsurances specifiedin the leter of appintment/ser vice
contract

22.1Group life policy

Individual sum assured: Salary range sum assured

Up to Rs 5,000 Rs. 100,000
5,001 t010,000 Rs. 150,000
10,001 and above Rs. 200,000

Theabove amount (accard) to salary) willbecome payable upon the death of an employessfteh noninees

- All Insured employees are to fith a form of nomiation staing the nonmees' names, addresses, ages arid
relationship to thénsured employee along with thenount to be paid to each naovae. Tlis form should be returned
to the DA for onward dpatch to for their records.

- Notice of claim and proof of deathwritten noticeof claim must be presented to and received abffiee along
with all cetificates,information and evidence required by EFU to prove cause of.death

Exclusiors to the Group Life Polic- no benefitis payablein respect of death iing directly orindirectly from the
following:

Disease, incapacity or bodily injury or their result which existed prior to the employee being insured.
An insured employee failing to seek or follow medical advice.

Any form of racing other than athletics or swimming.

Any form of aviation, gliding or any form of aerial flight except as a passenger in a commercially licensed
passenger aircraft.

1 The insured employee being involved in a breach of law, war, riot, civil commotion, military or usurped
power struggles, lllegal orgaation,

=A =a =4 =4
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1 Selfinflicted injury.

1 The taking of alcohol or drugs (other than medication taken in the agreed manner and as prescribed by a

medical practitioner)
1 Disease, incapacity or bodily injury or their result which existed prior to the employee baingdn
1 Mental or psychosomatic disorder due to other than traumatic injury or physical disease.

22.2Group accidental chability benefit:

In the case of accidentaisdbility, aninsured employee shall have the right to claim halfisfier monthly salary
up toa maximum of Rs.500 per month, payable on a fortnightly isefer a maximum period of twelve calendar
months. Tis paymentis subject toinsurance company recaig substantiamg documents regairtg the dsability
such as a nwical certificate, letter from a doctor, etc.

Notice of claim- written notice of claim must be presented to and received at the offiteuodnce Companyithin
90 days of thelate of accident, otheise the claim shall bmvalid.

Exclusions to the Goup Accidental Disability Policy:
No benefitis payablein respect of losses oisd ability aiising directlyor indirectly from the folloving:

1 Selfinflicted Injury

1 The taking of alcohol or drugs (other than medication taken in the agreed mannemaescebed by a
medical practitioner).

1 Disease, incapacity or bodily injury or their result which existed prior to the employee being insured.

1 Aninsured employee failing to seek or follow medical advice.

1 Any form of racing other than athletics swimming.

1 Any form of aviation, gilding, or any form of aerial flight except as a passenger in a commercially licensed

passenger aircraft.

1 The insured employee being involved in a breach of law, war, riot, civil commotion, military or usurped

power struggts, illegal organization, industrial dispute.
1 Mental or psychosomatic disorder due to other than traumatic Injury or physical disease.

A list of injuries deemed to resuh permanent total or partialsability and the percentage of tharmipal amount
paidin compensation for suchghbilities are available with the DA.

22.3Group natural dsability benefit:

Definition - Natural dsability shall be deemed to mean permanent and ttablbment by siakess preveirig the
insured employee from ever agdollowing his/her avn occupation or any other occupation for which (dghe
reasonably suiid by education, tiaing or experience. Tifillness must have pésted for a period of six months and
satsfactorly proof must be shown to thesuiing Universitythat theillnessis of a permanent nature.

Amount Insured - Upon receipt by thénsuring /university of due proofn writing that theinsured employee has,
whilst the policyis in full force and effect and prior tdsiher 6¢f birthday, becomeermanently antbtally disabled
asdefined heré under, (s)he may claim and receivg/lherindividual sum asured as per @ 20.2 above.

Notice of claim- written notice of claim must be presented to and received at the office iokthrance compan
within the lifetime of thansured employee otheise the claim shall be deemédralid.

Evidence of disability - All certificates,information and evidence required by thesurance uniersity shall be
furnished at the time of claim and tHasured emfpyee in question shall be required to undergo a medical

exanination at thdnsurance university's expense

Exclusions to the Group Natural Disability Policy- no benefitis payablein respect of losses oigability arising
directly orindirectly fromthe following:
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1 The taking of alcohol or drugs (other than medication taken in the agreed manner and as prescribed by a

medical practitioner).
1 Disease or incapacity, which existed prior to the employee being insured.
An insured employee failing to seekfotlow medical advice.
1 Mental or psychosomatic disder due to other tharetnmaticinjury or physical disease.

=

22.40ther Greenwich University medical benefits

All confirmed Greenwich Unigrsity employees, if erllementis written in the sefice contrat may claim Doctor's
fees and nmor medical expenses for medtion. Claims of up to Rs.500 shall notrequiidac t or °' s prescri p
may be claimed agast a medical store receipt.

The total sum of an employee's claim may not exceed one thirglleéhone month's gross salamany one calendar
year (e.g. If an employee earns a gross salary of Rs90honth, (s)he may claim for up to Rs3,000Mmedical
expenses as described above over a period of twelve calendar months).

The policy entitls an employee to claim for spouse, children, of any employee.

The branch accountant withform the DAin writing of all such approved and paid claims. An account of each
approved request will be recorded the employee's personal file.

In order to claimhis medical benefit, the confirmed employee must presisfitdr claim forpayment on a purchase
requsition form along with bona fide doats prescription (Not required case where total claiimless tharRs.500)
and bills for the medation, etc. tchisher managefor approval.

After the H.O.D. has signed approval of the request, the purchassitiegualong with the relevant sppriing
documents must be presentedhe DA for verification. The DAshall then pass the verified copy of the samthéo
aacounts dept. for payment. TIDEA reserves the right to question any/all claims.

The accountant will only accept these claims on Friday of each week and will request the officeviitding to
confirm the balancén that employee's 'medical benefitcaunt' before pagg the claimed for amount to the
employee.

Once the ecountant has be@nformedin writing by the DA that the employee has sufficient criediis/her medical
benefit account, the claim will be paidfull.

All payments shall be madon a Friday.

The time frame between the accountant réngithe claim and makg payment should not exceed one week.

Staff Loan Scheme

1 Aloan scheme is preseand can be availed lifie staff of Greenwich University.

1 To apply for a loan, an employéks out aloan application form, providing all necessary details ascthe
amountrequired, the payback period, method of repayment, purpose, etc.

1 The completed form must be submitted to the Manager Coordination, who forwards it the Registrar's Office
for approval.

1 Upon approval of the loan, the amount is disbursed to the employee's account.

1 Records for these loans are maintained by the Finance Department.
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Welfare funds

1 A separate fund has been set aside by the University for the welfare of staff.

The Finance Department sets aside adatermined amount every month for this purpose.

1 An amount from these funds is utilized to pay for any medamadidentaglor unforeseeemergencyaced
by the staff of Greenwich University.

1 Records ofvelfare fundsare maintained by the Finance Department.

=

Resignation

1 A faculty member (regular/contract, falme and partime), or staff member (regular/contract), who has
successfully completed the probation period and is intending to &senwich Universitymust give a
written notice of intention to resign at least one month before he/she intends to leave.

1 The faculty/staff member intending to resign will inform his/her department head of this formally in writing,
indicating the last day of work, and prefelalso stating the reason(s) timaive led to this decision.

1 If the faculty/staff member decides to discontinue employment Gitbenwich Universityduring the
probation pend, then no notice is required.

1 Anemployee can utilize his/her earned leavar@e to countowards notice period prior teparation from
employment. If there is no leave balanaed the faculty/staff memberumable to serve the required notice
period or a portion thereof, he/she will be required to payGteenwich Universityin lieu thereof, an
amount equivalent to his/her salary fbe requisite notice period nserved.

1 The Human Resource department will obtain final cleararara &ll relevant departments &ccordance
with the separation checklist, which is thendarded to the Finance DivisiofPayroll Department) for the
settlement of dues.

Termination

T As per the terms of employment, during the probati
any time without any prior notice, or any remuneration in 6éun that case, the employee will only be
entitled to receiving salary up to and including the day of termination of services.

1 Inthe event that an employee is terminated for cause, the separation from the Greenwich University will be
with immediate effet and no deductions wil/l be made from emy
will Greenwich University owe the employee any notice pay.
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FACULTY DEVELOPMENT

Introduction

Every semester, the Dean plans numerous workshops, seminars and symposia on different aspects of education /
information and faculty members are encouraged to participate. Furthermore, the Dean analyses the skill level of
faculty members and suggests leegm / shorterm training programs in specific disciplines. Greenwich University

has a mechanism in place that allows each faculty member to play his/her role in the academic development, and to
ultimately be a part of strategic decision making. This @sscomprises of three stages:

Stagel- Board of studies:

The concerned HoDs are responsible for conducting periodic Board of Studies meetings, which are held thrice a year.
All faculty members involved in teaching courses within the department aitednw these meetings, and
encouraged to contribute fully in identifying current job requirements, course development, a review of the
performance during the previous semester, and other related issues pertaining to the specific academic discipline.
Thisforum provides many opportunities to all faculty members for playing a part in curriculum development that is

in line with HEC requirements, as well as being suited to modern corporate requirements.

Stage 2- Board of faculty:

The points raised, issuasd trends identified during the Board of Studies meetings and the courses proposed, are
brought forward by the respective academic Heads of D
Heads of Departments are members of Board of Faculy,an additional three experts from the industry, with the
concerned Deans as the heads of the Board. All academic proposals are discussed at length in the Board of Faculty
meeting and are then finalized to Dbferafinalededsion and i n t
implementation.

Stage 3- Academic Council:

Proposals forwarded by the Board of Faculty are brought forward for the final approval and implementation in the
Academic Council. All members that include internal and external memideo are expert of their fields discuss

the proposals in detail and then decide upon implementing the academic programs in the institute. The academic
council includes the Deans of the university, representatives of Higher Education Commission of,Pakista
representatives from the Education Department of the Government of Sindh, and a representative of the judiciary.
The Vice Chancellor of the University heads the Council.

Board of Advance studies and Research:

Headed by the VC, the Board of Advan&ddies and Research also comprises of the Deans, University Professors
appointed by the VC, other University teachers with relevant experience appointed by the Academic Council, and a
Professor Emeritus. The Board serves various functions, which indetifying industrial and corporate problems,
assigning topics for researchers to discover issues that impact industrial and corporate performance, and suggesting
solutions to these derived from this research. The academicians also play a part in tdperdstelf the curriculum

and courses in a manner where they develop the required skills among the students to face the relevant research
related challenges of the modern era.

Policy Statement

Greenwich University fosters educational and service exceltedfice o ugh conti nuous i mpr ov e me
most valuable resoureemployees. All fultime and continuing pattme employees will participate in professional

devel opment annually as identified wiidnhi n the empl oye:¢
Procedure:

Responsibility for professional training and development extends to all levels of the organization:

The University is responsible for providing opportunities for professional development and training to enhance and
build the capacity,lglls, excellence, and professionalism of employees to enable them to contribute effectively and
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creatively to the wuniversity’s mission. University |e

communicating priorities and goals, as Mad relevant developments and trends affecting the college.

Deans, department heads, chairs, and directors are responsible for adopting flexible strategies which promote
participation in professional development and training activities. In additiop atleeresponsible for working with

their employees to identify needs and for creating a professional development and training plan that will benefit the
unit as well as the individual.

Supervisors are responsible for assessing and communicating pradeésieeorlopment and training needs of
individual employees. Supervisors plan for and allow appropriate professional development and training activities
that occur as part of work time.

Employees are responsible for engaging in the development of plaastiership with their supervisor and for
participating in designated learning experiences. Employees are responsible for assessing ¢tettie jiogkills and
knowledge, for maintaining a high level of performance throughout their employment, andkiog sggpropriate
professional development and training opportunities in conjunction with their supervisors. Almtlland
continuing partime employees must complete a minimum of 5 hours of professional development and training each
academic year.

Examples of Professional Development for finstructional staff

1. Learning directly related to optimal job performance

o business skills, including financial stewardship, human resource management and strategic leadership;
knowledge of university pddies, procedures, mission or governance structures

o communication skills, including basic skills, conflict management and resolution, negotiation and
facilitation

0 team communications and/or team building skills

o knowledge and skills related to acting a member of an ethnically and culturally diverse college
community and workforce in an inclusive and respectful manner

o knowledge and skills in recognizing and responding effectively to discrimination and harassment

o knowledge and skills in the uses taefchnology to increase the efficiency and effectiveness of the
coll ege’s business and/ or educational practices

o0 taskforce/committee/council participation in leadership roles

2. Maintaining and developing professional expertise such as discipline dmegp instructional

development, career development and organizational development. Activities may include:

o attending conferences, seminars, workshops, classes, teleconferences, or webinars

0 participation in workshops on classroom research, teachitfgppa®or learning styles

0 courses in administrative training, project management, certificates in supervision, human resources,
financial management

0 participation in strategic planning, change management, coaching, communication processes, group
dynamics, performance management, systems integration and strategic goal alignment workshops or
coursework

O participation i n professional net wor ks associat
organization

Examples of Professional Development faruty:

f Conferences, seminar s, wor kshops, classes, telecor
content/discipline expertise
f Conferences, seminar s, wor kshops, classes, telecor

teachingexpertise
1 Participation in professional associations, networks, and accreditation agencies professional licensures and
continuing education credits

Faculty Consultancy

The Office of the Research Innovation and Commercialization (ORIC) encourages fiaenibers to participate in
consultancy and other outside activities. Furthermore, all events arranged by the students ranging from CSR to media
are made mandatory to attend by relevant faculty members.
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The faculty at Greenwich University is also involven providing consultancy to various individuals and

organizations to improve their working environment. Faculty members organize various research conferences,
training sessions and other seminars at the university.

Greenwich University also arrangestiouse workshops and conferences in which external faculty members and
professionals are invited to |earn from these specifi
various workshops which have been attended by a large number of resgdiatulty, and students. Some of these

are as follows:

1 Resource Development Sessions
1 Workshops
1 Interactive Sessions

Greenwich University, with its core competency in the area of business administration provides consultancy in the
area of its core copetencies which are related to research and solutions of specific problem for corporates and
industries.

Faculty Exposure

Numerous efforts are made to keep the faculty of Greenwich University abreast of the latest innovations, concepts
and frameworkdeing developed in the educational and corporate sectors both nationally, and on the global scale.
Some of these are detailed below:

External Organizations

Greenwich University encourages the participation of faculty in external academic and profesgianiaiations,

and has signed numerous MOUs for this purpose with Higher Education Institutes of different countries such as
Turkey and Bangladesh, besides others within Pakistan. These MOUs call for the mutual collaboration in fields of
research and devament, faculty and student exchange programs, sharing of knowledge and joint partnerships in
various other project3.he faculty is also encouraged to attend various trainings and workshops held in other HEIs
to develop their exposure and broaden thefizoos of learning.

Corporate World

The faculty at Greenwich is deputed and assigned duties to link with industry personnel and organizations from the
social sector and the corporate world. The faculty is encouraged to attend trainings in various Bxud are
corporations and social organization such as interpersonal skills, time management, and leadership.

Furthermore, the University continually seeks to establish links with the corporate sector for the mutual benefit of
both, and in order to increasestbxposure of faculty to the corporate sector. The aim is to keep the faculty abreast

of the latest technological and management innovations in the sector, so that they may further benefit the students by
imparting this knowledge to them.

Various MOUs haveb e e n signed by Greenwi ch Uni versity's ORI C
Commercialization) with different Industrial and business partners for the mutual sharing of knowledge in terms of
processes, operations, etc. as well as to carry out reseataevelopment for solutions to any problems that these

firms may face.

International
Almost every year, members of the faculty go abroad to attend conferences, seminars, study tours, or presentation of

their papers in various conferences. This leadsh&r personal development, and ensures exposure to the
international academic life, practices, and people.
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Grievance Policy, Basic

Applies to: All employees

Policy Statement

Situations may occur where an employee believes that the fair and coregipt@sdtion of a policy affecting him or

her has not been followed. In most cases, Greenwich expects that the employee will be able to satisfactorily address
such concerns within his or her work area or group. However, when a recent or continuing [adblieoh been

resolved within a particular work area or group, the University wishes to provide employees an alternative vehicle
for doing so. No employee shall be subjected to discrimination or adverse treatment for participating in a grievance
procedure.

Definitions or Regulations

A “basic grievance” is defined as a claim that the Uni
an employee was treated. Basic grievances do not involve claims of:

Possible discrimination on the basis of raa@or, sex (including sexual harassment or sexual orientation), religion,

creed, age, handicap, national origin, or status as a veteran. Employees wishing to pursue claims of such
discrimination must contact the Office of Institutional Diversity and gqliisputes over salary grades or salary/rate

of pay, or disputes over a supervisor’s judgment rega
brought to the employee’ s human resourcesveredbhythel t ant .
Basic Grievance Policy, an employee with these concerns is encouraged to discuss them witGieskmece
Committeeconsultants, department head, or the appropriate contact within the applicable \dearCirancellor s

office.

The Officeof Human Resources will determine whether or not a disputéhgwmhe scope of this policy.

Procedure

Greenwich University's grievance procedure consists of three steps:

(1) Step Hnformal,
(2) Step -Formal, and
(3) Step II+Appeal.

Each steghas its own procedures, as set forth below.
Time Limits

If an employee waits an unreasonable length of time before submitting his or her grievance or proceeding to the next
step, the faefinding process could be difficult and appropriate action inappat®rAs such, employees are strongly
encouraged to follow the time limits set forth below. Head of the Grievance Committewr his or her designee,

may waive the time limits if extenuating circumstances prevent the timely filing of the grievance.

The Pllowing time limits apply to this procedure:

Step | - Grievance must be filed within 14 days of the event(s) that lead to the grievance.
Stepll -The grievance must be filed at Step Il within 1¢
Step Il =The grievance must be filed at Step Il within 14 days of the written decision of the retmeahbf

Grievance Committeenis or her designee, at Step |l.

Step Iz Informal Step

In many cases, disputes over the application or interpretatipoliafy can be resolved through communications
within a particular department or work area. As such, the first step in the grievance process is a discussion between
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the employee and the supervisor or ttead of Grievance Committe€he employee can initia this step in one of

two ways:

a) Talk with his or her supervisor. The employee should promptly bring the matter to the attention of the
immediate supervisor, explaining the nature of the problem and the relief sought. The supervisor should
respond withintiree business days, if possible. If the supervisor provides an oral response to the employee,
the supervisor should prepare a written record of the response.

b) Talk with theHead of the Grievance Committdéan employee cannot decide whether or not tdeiteita
grievance or is reluctant to discuss the matter with the supervisor, he/she may seek the advice of the
appropriateGrievance Committeeonsultant for the work area who may seek to resolve the issue by
discussions with the supervisor. THead of Grevance Committeer the supervisor should provide a
written response to the employee at the completion of this process.

If the informal procedure fails to resolve the grievance, and the employee wishes to continue the matter, the employee
must begin thetseps of the for mal procedure no |l ater than 14
response.

Step llz Formal Step

1. Ifthe matter is not resolved at Step |, the employee may proceed to Step Il by submitting a written statement
to the Head oGrievance Committee. This statement should outline the relevant facts that form the basis of
the employee’s grievance, indicating the Coll ege
resolution sought. The statement should also identifgtipervisor who was involved at Step I.
2. Upon receipt of the employee’s written statement,
designee, will:
a) Advise the employee’s department head of the gr.i
complied with. (If the Step | procedure was not followed, the chief human resources officer or his or
her designee will refer the employee back to Step | unless the chief human resources officer determines
that such referral is not likely to resolve the reajt
b) Schedul e a meeting with the employee, the depar
meeting should be held promptly (if possible wi
written statement).
c) Act as chairperson of the meeting, hbath sides of the dispute, render a written decision following
the hearing, and provide the parties with copies of the decision.

If the employee wishes, a fellow College employee may accompany him/her to the Step 1l meeting to provide support.
However,this effort at resolution is not to be regarded as an adversarial proceeding and is not subject to the legal
procedures of a court of law. The presence of legal counsel at the meeting is not permitted. Note taking is allowed,
but tape recording of the méw is prohibited.

Step lIgAppeal

If the employee is unsatisfied with the response from the Grievance Committee at Step Il, the employee can proceed
to Step lll by submitting a written request to the Head of Grievance Committee, or his or her desigrrezaforg
before an appeal committee. A thneember appeal committee shall hear the grievance and provide a written

recommendation to the Vieghancellor or the Vic€h ancel | or’' s designee. Member s
chosen as follows:

1. Thedepartmet head and the employee shall each choose t

panel” is defined as a standing | ist oGhancéloe enwi ch

from which appeals committees are chosen to hear grievandes &tep Il of this policy. The Head of
Grievance Committee shall first identify an appeal committee member from the list submitted by the
empl oyee, based on the employee’'s preference and t
will be identified in the same manner from the list of persons submitted by the department head.

2. The two committee members selected by the parties in the grievance shall select a third member from the
panel to chair the committee. If the two committee members cagneé on a third member, both shall
number in ascending order of preference their respective choices from among all the names on the panel.
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These numbered lists shall be given to the Head of the Grievance Committee and the person receiving the

lowest sunfrom the two lists shall be appointed to the committee as chairperson.

3. Members of the appeal commi ttee shall be i mpartia
them. If any committee member, in the opinion of that member or theGheacelbr, has a bias or an
interest in the case and is thus impartial, a new person from the panel will replace him or her. This person
will be selected in accordance with the above procedures.

4. When the appeal committee has been formed, the chairperson wglhalesa date and place for a hearing
of the grievance. The Grievance Committee will assist the chairperson in the administrative arrangements
and will be present at the hearifdne function of the committee shall be to determine, based upon the facts,
whether or not the University followed its policy in the manner in which an employee was tigated.
appeal committee will conduct its hearings under the following guidelines:

a. Prior to the hearing, the parties to the dispute (the department head andplbgee) shall
determine with the assistance of the Head of the Grievance Committee, ohis  or  her
designee:

i. Stipulated facts and documents that shall be prepared and transmitted to the committee.
(If the parties are unable to stipulate to fact&omens, or issues, botbarties can present
a list to be transmitted to the committee.)
ii. The unresolved issue(s) to be brought before the committee.
b. The committee shall conduct the hearing in any manner it deems fair and equitable. To ensure a

fair hearing, theparties will present all relevant facts directly to the committee and
will present witnesses who have direct knowledge of the facts and can offer information about the
grievance.

c. The hearings will be conducted privately. The parties may have any Uhjvemrgbloyee of their
choice, who is willing to serve inighcapacity, as adviser at thearing. Such advisers may offer
suggestions and comments. However, the appeal hearing is not an adversarial proceeding and is
not subject to the procedures of a court of law. The presence of legal counsel at the hearing
is not permitted. The committee may request that a tape recording of the proceeding Suntade.
recordings may ndte used outside the committee.
d. The committee shall draft a recommendation basetestipulated facts and the evidence brought
forth at the hearing.
5. The written recommendation of the appeal committee will be reported to th&CWamecellor or the Vice
Chancellor’s designee within 15 working days after
6. Theappeal committee’s recommendation will be consi s
the ViceChancellor, or his or her designee, whose decision will be final and not subject to review under
any other grievance procedure in force at the ehsity. Copies of the Viec€Eh ancel | or’ s deci si
provided to the employee, the department head, and the Head of the Grievance Coiirimeitthgversity
shall not be responsible for expenses associated with the hearing that employee incurs.

Remedies

At each step in the grievance process, the individual representing the University may fashion a remedy that is
consistent with his/her authority. If the University determines that as a result of a failure to follow policy the grieving
employee had &nancial loss, the University may provide compensation to the employee for the loss if he or she
signs an appropriate release concluding the matter.

Documentation

There are no specific documents or forms to be used under this policy. As set forth lab@vare a number of
places where written communication is required. That communication will typically take the form of a memorandum.
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RESEARCH AND DEVELOPMENT

Preamble

Research and development is a vitatadigm in the advancement of a universithich aimsto elevatea st udent '’
thinking and intellect, while quality research is one of the key measures which sets it apart from other tertiary
organizations. As such, odern knowledge and training in the respective domain becomes impéiatitiee

university faculty, as well as its implementation in th@ricula for optimum resudt

S

The Research and development policy highlights the guidelines, methodisneasures for encouragimgpactful
research, as well as setting guidelines on decision maett@)g goals and strategies, and paving a strategic direction
for research activities being carried out at Greenwich UniverHitig is also evident through tlhiversity mission
whichis committed to promotenhanceand maintain quality education lbgnducting problem oriented research.

The policy further providean insight in the progress of research and development being carried out in the university.
Greenwich University has adopted its inspiration and direction from research and acadenmnsc thaidiare
endeavoring to tackle the emerging challengesre so which have their roots in the corporate world, andaais®

to enable students to identify research creative soktmthecurrent economic and social problems prevailing in

the country.

Definitions

For the purposes of this policthe following definitions shakhpply:

Research ithe systematic investigat into and study of materiaksources, etc., in order to establisiets
and reach new conclusiamss perthis policy, it will also be taken timclude development and innovation.

O$AOAT T Pi AT 06
Development shall mean the innovative and creative adaptatimfioofnation and knowledge for a we
purpose, thereby creating néwormation.

O$EOAAODI 06
Director shallmean the Directoof the Office of Research Innovation and Commercializatiatess
otherwise stated.

02AOAA0OAE #A1 OO0OA®
A Research Centre is an entity that facilitates the developmesdgedrch (and hence teaching and auatie
to the wider community)in a specified field of endeavor, and el meets a standard defined the
University.

O/ AEEEAA InnavatoA &hd Godddicialization {IC) 2
The Office of Research and Developménthe office responsible fahe impkementation of Research

Policy.

Moard of Advanced Studies and Resedrch
TheBoard of Advanced Studies and Research is a body responsibldviging the Office of Research and
Development on the development, review, and implementation of regedich

59

——
| —



POLICY MANUAL 2017

Office of Research Innovation and Commercialization

The Office of the Research Innovation & Commercialization (ORIC) helps students of undergraduate, graduate, and
postgraduate levels to identify trends and problems of the industry, and provideststuith appropriate guidance

by industryexperts, enabling students to come up with innovative and marketable solutions for various organizations
in the corporate world. Our quality teaching, adequate facilities and resources provide sufficient maéiagf

our objectives and maintaining our core values. The development of new courses is done in collaboration of industry
experts, alumni and the various Boards at the University, keeping in mind HEC policies and guidelines in regard,
which results irthe courses to be in line with, and reflect modern corporate practices.

Board of Advanced Studies and Research

The statutes governing the Board are as follows:
1. There shall be a Board of Advanced Studies and Research consisting of:

a) The Vice Chancellonvho shall be the chairperson;

b) The Deans;

c) Three University Professors, other than Deans, to be appointed by the Chancellor;

d) Three University Teachers having research gqualifications and experience, to be appointed by the
Academic Council; and

e) The ProfessorEmeritus

2. The term of office of the members of the Advanced Studies and Research Board otherdffamoex
members, shall be three years.

3. The quorum for a meeting of the Advanced Studies and Research Board shalhb#f ohthe total number
of membersa fraction being counted as one.

4. The functions of the Advanced Studies and Research Board shall be:

a) Theadvise the Authorities on all matters connected with the promotion of advanced studies and research
in the University;

b) To propose regulations regardithe award of research degrees

c) To appoint supervisors for research students to determine the subjects of their thesis

d) To recommend panels of names of paper setters and examiners for research examinations after
considering the proposals of the Board ofdgta in this behalf; and

e) To perform such other functions as may be prescribed by the statutes.

Research Journals

Greenwich University, under the Faculty of Soci al Sci
Horizons’', and wrfdeerantalgee MmeandulSci ences and I nformati on
St r at Ackgnbwdedding the level of research in the research journals of Greenwich University, Higher Education

Commission has recognized both the journals.

Name JOURNAL OF BUSINESS STRATEGIES

Aim/Scope To promote research and contribute towards building a research based culture in the business
school, and act as a mode of publishing research work / articles for the students and faculty working
in the Facultyof Management Sciences, as well as scholars of other universities who wish to publish
their research work in the management field.

Guidelines Guidelines are present within the journal unde
Papers.’
Volumes 2 (BI-ANNUAL)
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Inception: 2007
Name NEW HORIZONS
Aim/Scope To promote research and contribute towards building a research based culture in the business

school, and act as a mode of publishing research work / articles for the stanie feiculty working
in the Faculty of Social Sciences, as well as scholars of other universities who wish to publish their
research work in the related field.

Guidelines Guidelines are present within tihkeut ®rug,n’al amd d'ef
Papers.’

Volumes 2 (BI-ANNUAL)

Inception: 2007

Objectives

A To promote and motivate faculty members and students to prepare research papers for seminars,
symposiums, conferences, lectures and publications etc.

A To impart professiaal research training to all members and assist them in acquiring research projects for
Greenwich University form public and private sectors.

A To improve liaison between Greenwich University and the user industry.

A To promote healthy interaction among facuyudents and alumni by arranging seminars, symposiums,
national and international conferences.

A To develop and foster a lasting relationship and interrelationship between Greenwich University (alma
mater) and Alumni regarding presenting internship to @meh students, imparting practical knowledge
through lectures, guest speaker sessions, internship and job creations.

1. The Research and Development budget should be 16% of the total budget which should be generated by the
University resources and blye national and international bodies. This budget would help the faculty and students to
enhance their research skills. Research and development is the key factor to increase the capability of both faculty
and students.

2. The University for extending itsorder for the research and development and strengthening the academia will sign
more Memorandum of Understandings with the universities / industries in the local region. The main purpose is the
joint research collaborations. It would enhance the meatshan of the faculty and the students. Accreditations have
been received from the prestigious organizations to this effect. The linkages are available on the websites.

3. Faculty members are encouraged to do their research during the office hoursediwh resould more emphasis

on business and corporate / industry issues. By this way they are engaged with the industry / corporate sectors, and
they become updated about the current scenario of the job market. The same they apply on their studemts, which a
equally beneficial for students, faculty, university and the corporate sector. Modern trend has developed to acquire
the practical work by doing job in the relevant industry and organization. The faculty gets enrichment in their
knowledge and experieneéich is ultimately extended to the students.

4. In support of the University's overarching objectives, the Greenwich University will build on its strengths to
manage a research environment which will:

A Promote rigorous research that is relevant taditeon and the region

Develop and support existing and emerging research strengths within a "high performance culture"
Facilitate multidisciplinary research excellence

Build sustainable research partnerships with government, industry and other universities

Provide a suitablerabling research infrastructure

> > > > >

Strategies

In addition to the University's strategies, specific research strategies include:
A The Working Paper Series
A Regular Research Seminars (open to the public)

( 1
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Consultation with the local businessmmunity to identify research opportunities

Provision of funding support for research activities
Research training workshops for staff

Research mentoring

Establishment of a multidisciplinary research Centre
Provision of incentives to promote quality resdaoutcomes
Awards forrecognizing research excellence

D> D> D> D>

Performance Indicators

The University employs a range of broad performance indicators tsassgsess towards objectives. TResearch
manual is Prepared and modified as and when need andtceadyg for both faculty and students. Publications of
research bannual journals are roug and available on GU website.

The faculty members are encouraged to do their research / consultancy work and share its results with the other faculty
members thragh exhibitions, seminar, workshops etc. The focal point is to facilitate students with the ideas of the
consultant. It is the right way to enlighten the students with the modern attitudes and exploitation of the opportunities.
GRDC has undertaken Data Nhig and building a Data Warehouse for future with & to develop GRDC
branding, as “Greenwich Research & Consultancy?”.

Greenwich University, under the Faculty of Social Sciences & Huieariublishes research journal titledN e w

Hori zons’', and under the Faculty of MatheadireandBusinessci enc e
St r at Ackgnbwdedding the level of research in the research journals of Greenwich University, Higher Education
Commission has recaized both the journals.

4. Policy

4.1 General

4.1.1The policy shall apply to all members of the University Community, and other users of University resources.
4.1.2Research activities will aim at fulfilling the Unirgdty Vision, Mission and Valustatements

4.1.3 The University will take into account goals and priorities established by appropriate Government bodies in
establishing its research priorities.

414St af f shall be free to resear ch any ethcal rangiplepand vi ded
values.

4.1.5The University shall recognize the value both of internationally recognized research, and of research that is of
direct benefit to the countiy n d i t ', and wilh sdrivesfdr eéxgellence in both.

4.1.6 The Univesity will have priority areas for research which will be encouraged through the preferential use of
university resources.

4.2 Strivingfor Excellence

4.2.1The responsibility for ensuring the academic quality and reliability of research and reseautt sl rest

with the researcher concerned. Assessment and management of the academic quality of research shall be the
responsibility of the faculties, centers or departments concerned.

4.2.2 Theresponsibilityfor approving and monitoring the progresfsall funded research studijesill lie with the

Director, ORIC

4.2.3All teaching unis will have a research program

4.3 Building Research Capacity

4.3.1 The University will identify existing research strengths and strategically important new research areas and,
when available, will commit additional resources to those areas.
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4.3.2The University will strive to set internal funding levels for research at levels that are consistent with Universities

that espouse similar goalecally.

4.3.3The University will have procedures to recognize and reward successful researchers.

4.3.4Theresearch component of staff appraisal and promotion assessments will be based on research priorities and
policies.

4.3.5 The University will identify and adjust policies or practices which hinder or discourage research and
development activity.

4.3.6 Collaborative research with outside organizations will be approved only if there is-defield capacity
building component of benefit tBreenwich Universityor where the study makes a significant contributiothéo
industry.

4.3.7 The University will povide training in the management and practice of research to enable staff to continue to
develop their research abilities.

4.3.8Subject to finance and availability of facilities, the University will develop and maintain research resources and
facilities for staff and research students to international standards.

4.4 Building Graduate Research

4.4.1The University shall continue to develip graduate research progrémoughout the University.
4.4.2 All qualified staff shall be eligibldéo supervise resech students, and will nominated accordingly by the
Dissertation Monitoring Committee.

4.5 Commercializaton of Research Outputs

4.5.1The University will work with a researcher to comeialize Research outputéhere appropriate on the basis
of benefitto the University and the Natiol.he ai m of ¢ ommer ci arce tzeantellectual asdh a | |
humanresource capability of the nation and thgionalc o mmu ni t y " .

4.6 Publicity and Research Databases

4.6.1 A validated research outputs databasll be wsed for all matters relating siaff research activities.
4.6.2 The University will publicize its research tagties, and seek ways to makbem available to the wider
community.

4.7 Ethical Values

4.7.1 The University community shall adhetieea co@ of ethics dealing any sensitive issues or areas of research.

4.8 Policies for promotion and incentives

4.8.1The number of research papers published / research work supervised / statistical or analytical work contributed,
as well as tharrangement or participation in national & international conferences are key for promoting or retaining
a faculty memberThe annual appraisal has a very high percentage allocated to research activities conducted by the
faculty. A faculty member who writeesearch papers receives higher financial rewards -alithgnonfinancial
recognition. Each faculty member is required to submit a minimum of one research paper each semester. The reward
for the paper is as follows:

91 For publishing a research paper withoupact factor: PKR. 5000

91 For publishing a research paper with impact factor: PKR. 10,000

4.9Policy Review

4.9.1This policy shall be subject to periodic review.
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4.10Implementation

4.10.1 Details of the procedures for implementation of this policlt b contained irthe University Research
Handbook. Théaandbook shall be prepared andintained by the O, in consultation with thBoard of Advanced
Studies and Research.
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CONFLICT OF INTEREST

Purpose

The purposes of this Policy are:

1 To educate &culty and Staff about situations that generate Conflicts of Interest and Conflicts of
Commitment;

1 To provide means for individuals and the University to manage these conflicts;

1 To promote the best interests of students and others whose work depeadslynand Staff direction; and
to describe situations that are prohibited.

All members of the University community are expected to conduct University business with high ethical and legal
standards. This Policy establishes a standard of condymbtect the financial welbeing, reputation and legal
obligations of the University. Furthermore, this Policy establishes a method to protect the University community from
guestionable circumstances that might arise and to resolve any apparent orflietd.con

Preamble

Greenwich University Faculty and Staff have a fundamental obligation to act in the best interests of the University
and not let outside activities or outside financial interests interfere with that obligation. University expectstifs Facul
and Staff to advance the University’s mission of educ:

As part of this responsibility, the University expects Faculty and Staff to apply their time and effort appropriately and

use University resources toward University ediaen the application or use of University time or resources results

in inappropriate personal advantage, or is detri ment e
represents a conflict between one’s interest and that

Policy / Procedures

1. Conflict of commitment

1 Greenwich University Faculty and Staff owe their primary professional allegiance to the University; their
primary commitment of time and intellectual energies is to the education, research and other programs
supporting the University’s mission.

T A Conflict of Commitment occurs when a Staff or Fa
because the time devoted to outside activities adversely affects their capacity to meet University
responsibities.

1 Faculty and Staff intending to engage in an activity that involves significant effort outside of the University
and that may present a Conflict of Commitment must have written approval from the respectable Vice
Chancellor.

2. Conflict of interest

The following activities are examples of situations that may raise questions regarding an apparent or real Conflict of
Interest:

1 Undue personal gain from University funds or resources

1 Excessive or unauthorized use of University time or resources for giafal charitable or community
activities

1 Exploitation of students for private gain

Compromise of University priorities due to personal financial considerations

1 Unfair access by an outside party to Greenwich programs, services, information or technology

=
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Selection of an entity as a University vendor by an individual who has a personal or economic interest in

that entity; this includes engaging a relative as an independent contractor, subcontractor or consultant

3. Appropriate use of university resources

1 University resources are to be used only in the interest of the University. Faculty and Staff may not use
University resources, including facilities, personnel, equipment or confidential information, as part of their
outside consulting activities or for ylther norUniversity purposes.

4., Faculty

1 Appointment as a Faculty member of Greenwich University confers the obligation to pursue teaching,
research and/or University service.

1 Faculty engagement in Outside Professional Activities is a privilege arnal mgit and must not detract
from a Faculty member's obligation to his or her University duties.

1 Afull-time appointment conveys an obligation for a Faculty member to have a significant physical presence

on campus, to be accessible to students and &taffrry his or her share of committee responsibilities, to
meet any assigned obligations and to be available to interact with colleagues, unless the relevant department
chair and dean has granted specific prior approval for extended or frequent absenoesnpus.

5. Financial interests

1

Financial Interests create Conflicts of Interest when they provide, or appear to provide, an incentive to the
Faculty member to affect a University decision or other University activity (for example, because of the
possgbility for personal gain) and when the Faculty member has the opportunity to affect the University
decision or other University activity (for example, because he/she is the principal investigator for a research
project).

6. Annual reporting requirement

1

On an annual basis, all Faculty members must provide information on the nature and extent of their Outside
Professional Activities and Financial Interests.

Faculty disclosure/certification reports iyl | be
research center, if applicable.

At the discretion of the Vice Chancellor, the reports may also be shared with and reviewed by department
chairs and division chiefs.

7. Disclosure update requirement

Faculty members must update their disclosure imédion in a timely manner.

Changes in financial interests or external activities, including changes that alter the nature or eliminate an
actual or potential conflict previously disclosed.

Activities that may be subject to questions of Conflict of Commeiit or Conflict of Interest must be
approved before the activity is undertaken.

8. Reporting requirements for staff

|l

A Staff member about to engage in an activity that may present a Conflict of Commitment or Conflict of
Interest must provide written ndtition to the Administration personnel.

The Administration Personnel considers all factors relevant to the situation and advises the Staff member in
writing regarding whether the activity may be undertaken.

9. Conflicts in research

)l

Greenwich strongly encwages its Faculty, students and, where appropriate, Staff, to participate in scholarly
activities that may benefit not only the participants, but also the University and the larger public.
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1 Researchers are expected to carry out such activities with dheshiethical standards. All individuals

engaged in research at University must follow the
T The Policy on Conflict of I nterest in Research su
openness, academic and scholarly integrity as well as to its tradition and expectation that Faculty and Staff
will at all times conduct themselves with integrity in their scholarly pursuits.
1 University researchers must be open about their involvementawidhobligations to outside parties who
could benefit from the work or ideas of students, Staff and colleagues, and inform these individuals of any
personal or commercial interest in the research project.

10. Greenwich university conflict of interest comneié

1 The Greenwich University Conflict of Interest Committee reports to the Office of the Director
Administration and Personnel.

1 The Committee will be responsible for policy development and implementation, training and education.

1 Conflict of Interest Comiittee should comprise of representatives from each of the department of the
University and from central administration.

11. Appeal process

1 If a Faculty member disagrees with a management plan issued he or she may appetdrthatation to
the Committee

1 Appeals must be made in writing within 15 calendar days of the date of receipt of the determination regarding
the Conflict.

12. Gifts

1 Faculty and Staff shall not solicit a gift or accept a significant gift when such solicitation or acceptance may
influence, or have the appearance of influencing, the performance of duties.
T A significant gift" is defined as any item, servic
Faculty and Staff may accept trivial items as a matter of couttesynay not solicit them.
1 Acceptance of social invitations to occasional business meals, entertainment and hospitality will be subject
to prudent judgment as to whether the invitation places or appears to place the recipient under any.obligation

=
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LINKAGES AND EXCHANGE PROGRAMS

Policy on International Linkages

International Linkages and agreements endorse collaboration with international scholars and universities, and a major
aspect of Greenwich University is its involvement in international prograaisptovide a unique environment in
whi ch t o me e tvisibrhaadmission of teaching, regearsh, and public service.

The University has an official position regarding the development of these linkages and agreements which is outlined
in thefollowing Policy. These three major thrusts of the University can be supported and extended through selective
involvement of students, faculty, and staff with academic, governmental, or private institutions in other nations of the

world.

Linkages betweemternational institutions and Greenwich University are developed through mutual agreement and
provide mutual benefit and require mutual investment of resources. The emphasis is on mutual collaboration.

Scope

The policy governs the review and approval psses irconnection with any agreemesritered into, by or obehalf

of Greenwich University Agreements governed by this procedure include, dvet not limited to, friendship
agreements and memoranda of understanding (wittitbowt financial obligations)rogramspecific linkages with

or without financial obligations (e.g., a library access or exchange program, an internship, a language program, a
training program, a field researgrogram); and institutional linkages that commit the @rsity to broaebased
programsand/or exchanges with associated financial obligatiows, faculty and studemixchanges, joint research
projects).

Policy

To facilitate this involvement and to provide University constituencies with appropriate guidé&ingke
establishment of linkages with institutions in other nations, the following criteria and procedures are provided to
faculty and departments.

Any agreement under the scope of this policy, prior to being executed in accordance with Greenwidityniver
bylaws, must be reviewed and approved by each Dean, Director, and/or Department Chair through whose units such
proposed agreements arise; and by any other university official having jurisdiction over the resoofeed, if

any.

Linkages may reult from the initiative of an individual faculty member, department head, or administrative official

of the University. They may be based upon an informal understanding between the two parties involved or upon
formal agreements. Those requesting thatlealje agreement be initiated must ensure that the above guidelines are
met, and complete a Request for Consideration of International Linkage Agreement.

Successful international linkages remain so due to faculty and/or departmental ownership of th&oima¢rn
collaboration. Only those linkages deemed to be active and viable ones will be signed.

Linkage agreements may be categorized into three types, which are not mutually exclusive:

1. Institutional Linkages- A comprehensive institutional linkage redts a formal understanding between individual
institutions or groups of institutions. An institutional linkage agreement must be based on administrative decisions
and commitments at all levels and require approval of the Chancellor.

2. Departmental Linkages- Linkage with counterpart departments of international institutions may involve faculty,
student and/or collaborative research or other scholarly activities. Depatéweliinkages are formalized through
the department chair and require approvahefChancellor.

3. Individual Linkages - Individual faculty may develop collaborative activities with international colleagues without
a formal linkage agreement. Because such collaboration involves the name and/or resources of the University,
DepartmentChair approval is required. The Office of Vice Chancellor should receive notification of the activities.

( 1
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The goals and objectives of each linkage activity should be complementaryisidimemission and purpose of the

University and consistent with dmeflected in its strategic plan. The elements of the linkage program will be specific
and periodically reviewed by QEC and in conjunction with the effort, those responsible for generating or continuing
the linkage will be asked to report the linkagewaétit y on an annual basis to the Re;

Policy on National Linkages

National Linkages and agreements endorse collaboration with national scholars and universities, which provides a
uni que environment i n wdon mibsion ofteaching, teseartheandpablicvservice.i t y ' s

The University has an official position regarding the development of these linkages and agreements which is outlined
in the following Policy.

These three major thrusts of the University can be supparteexdended through selective involvement of students,
faculty, and staff with academic, governmental, or private institutions across the nation.

Linkages between institutions across the nation and Greenwich University are developed through mutuaitagreeme
and provide mutual benefit and require mutual investment of resources. The emphasis is on mutual collaboration.

Scope

The policy governs the review and approval processesninection with any agreemesritered into, by or obehalf

of Greenwich Univesity. Agreements governed by this procedure include, det not limited to, friendship
agreements and memoranda of understanding (wittitbowt financial obligations)programspecific linkages with

or without financial obligations (e.g., a librargaess orexchange program, an internship, a language program, a
training program, a field researgitogram); and institutional linkages that commit the @rsity to broaebased
programsand/or exchanges with associated financial obligations (e.g. jointchggajects).

Policy

To facilitate this involvement and to provide University constituencies with appropriate guidelines for the
establishment of linkages with institutions acrossion, followingcriteria and procedures are provided to faculty
and cepartments.

Any agreement under the scope of this policy, prior to being executed in accordance with Greenwich University
bylaws, must be reviewed and approved by each Dean, Director, and/or Department Chair through whose units such
proposed agreemendsgise; and by any other university official having jurisdiction over the resources involved, if
any.

Linkages may result from the initiative of an individual faculty member, department head, or administrative official
of the University. They may be based upon an informal understanding between the two parties involved or upon
formal agreements. Those regtieg that a linkage agreement be initiated must ensure that the above guidelines are
met, and complete a Request for Consideration of National Linkage Agreement.

Successful National linkages remain so due to faculty and/or departmental ownershipbélioeation. Only those
linkages deemed to be active and viable ones will be signed.

Linkage agreements may be categorized into three types, which are mutually exclusive:

1. Institutional Linkages- A comprehensive institutional linkage reflects a foromaderstanding between individual
institutions or groups of institutions. An institutional linkage agreement must be based on administrative decisions
and commitments at all levels and require approval of the Chancellor.

2. Departmental Linkages- Linkage with counterpart departments of national institutions may involve faculty,
student and/or collaborative research or other scholarly activities. Depatéwelninkages are formalized through
the department chair and require approval of the Chancellor.
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3. Individual Linkages - Individual faculty may develop collaborative activities with colleagues across the nation,

without a formal linkage agreement. Because such collaboration involves the name and/or resources of the University,
Department Chair appravis required. The Office of Vice Chancellor should receive notification of the activities.

The goals and objectives of each linkage activity should be complementarwisidinemission and purpose of the
University and consistent with and reflectadts strategic plan. The elements of the linkage program will be specific

and periodically reviewed by QEC and in conjunction with the effort, those responsible for generating or continuing
the linkage will be asked to report the linkage activity on anara | basis to the Registrar

Policy on Corporate Linkages

CorporateLinkages and agreements endorse collaboration miginesses and organizations, which provides
uni que environment i n wdon mibsion ofteachiag research,@and gublic seevices i t vy ' s

The University has an official position regarding the development of these linkages and agreements which is outlined
in the following Policy.

These three major thrusts of the University can be supported and exteroegh selective involvement of students,
faculty, and staff wittprivate, public, local and international organizatiassoss the nation.

Linkages betweearganizationsicross the nation and Greenwich University are developed through mutual agreement
and provide mutual benefit and require mutual investment of resources. The emphasis is on mutual collaboration.

Scope

The policy governs the review and approval processesninection with any agreemesritered into, by or obehalf

of Greenwich Universit Agreements governed by this procedure include, dvet not limited to, friendship
agreements and memoranda of understanding (wittitbowt financial obligations)programspecific linkages with

or without financial obligations (e.g., a librargaessor exchange program, an internship, a language program, a
training program, a field researgrogram); and institutional linkages that commit the @rsity to broaebased
programsand/or exchanges with associated financial obligations (e.g. joint regeajetts).

Policy

To facilitate this involvement and to provide University constituencies with appropriate guidelines for the
establishment of linkages wittrganizationsacross the nation, following criteria and procedures are provided to
faculty and departments.

Any agreement under the scope of this policy, prior to being executed in accordance with Greenwich University
bylaws, must be reviewed and approved by each D@ieector, and/or Department Chair through whose units such
proposed agreements arise; and by any other university official having jurisdiction over the resources involved, if
any.

Linkages may result from the initiative of an individual faculty membepartment head, or administrative official

of the University. They may be based upon an informal understanding between the two parties involved or upon
formal agreements. Those requesting that a linkage agreement be initiated must ensure that gnédabogs are

met, and complete a Request for Consideraticdasporatd_inkage Agreement.

SuccessfulCorporatelinkages remain so due to faculty and/or departmental ownership of the collaboration. Only
those linkages deemed to be active and viabls wilebe signed.

Linkage agreements may be categorized into three types, which are mutually exclusive:

1. Institutional Linkages- A comprehensive institutional linkage reflects a formal understanding between individual
institutions or groups of institins. An institutional linkage agreement must be based on administrative decisions
and commitments at all levels and require approval of the Chancellor.
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2. Departmental Linkages- Linkage with counterpart departmentsasfjanizationamay involve faculty student

and/or collaborative research or other scholarly activities. DepaHmaitlinkages are formalized through the
department chair and require approval of the Chancellor.

3. Individual Linkages - Individual faculty may develogollaborative actiies with members of organizations

across the nation, without a formal linkage agreement. Because such collaboration involves the name and/or resources
of the University, Department Chair approval is required. The Office of Vice Chancellor should rexéivation

of the activities.

The goals and objectives of each linkage activity should be complementarwisidinemission and purpose of the

University and consistent with and reflected in its strategic plan. The elements of the linkage progoarspeitiific

and periodically reviewed by QEC and in conjunction with the effort, those responsible for generating or continuing
the Iinkage wil!/ be asked to report the Iinkage acti vi

Policy on Exchange Programs

Exchange programand agreements endorse collaboration with international scholars and univérsitiethe

exchange of faculty and studengd a major aspect of Greenwich University is its involvement in international
programs that provide aunigu envi ronment i n wh i wsion,nmissionmEedhing, researcd,ni ver
and public service.

The University has an official position regarding the development of #redwangesind agreements whidre
outlined in the following Policy. Thedree major thrusts of the University can be supported and extended through
selective involvement of students, faculty, and staff with academic, governmental, or private institutions in other
nations of the world.

Exchangesetween international institutions and Greenwich University are developed through mutual agreement and
provide mutual benefit and require mutual investment of resources. The emphasis is on mutual collaboration.

Scope

The policy governs the review @mpproval processes @onnection with any agreemesitered into, by or on
behalf of Greenwich Universitpgreements governed by this procedure include abeitnot limited to, friendship
agreements and memoranda of understanding (withtlbouwt financal obligations)programspecific linkages with
or without financial obligatins (e.g., a library access exchange program, an internship, a language program, a
training program, a field researgrogram); and institutional linkages that commit the rsity to broadbased
programsand/or exchanges with associated financial obligati(e.g., faculty and studegtchanges, joint research
projects).

Policy- Student Exchange Programs

1 The Universityrecognizeshe value of exchange programs to the ovewaemic, professional and personal
development of students and faculty. Providing students and faculty with opportunities for academically
relevant international experiences as part of their course of study is a strategic priority for the University.

1 TheUniversity supports and strongly encourages students and faculty to participate in exchange programs,
and welcomes inbound exchange and study abroad students to promoteulttwabt awareness,
understanding and partnerships.

1 International study experieas provide opportunities for students to:

A expand academic learning opportunities to gaim#ernationalizedlegree;

develop cultural and global competencies as graduate learning outcomes;

enrich professional learning and skills;

enhance personal devploent including leadership skills, social awareness, and global citizenship;

and
A improve employment opportunities.

1 The University offers a range of international exchange programs including student exchange and study
abroad for one or more semesters, amttsprograms offered by faculties, third parties, university partners
or independent providers. Shaerm programs may include industpased study tours, woiktegrated

> > >
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learning and internships, intensive language and culture programs, internateldalrifps, student

volunteering, conference participation and research activities.

1 International exchange programs will be available to all students including international students subject to
eligibility criteria in this policy and conditions of programs.

1 Student exchanges are not limited to exchanges with other universities and colleges but may be arranged
with industrial firms, government agencies, businesses, and such, where both parties involved may benefit
from the exchange.

1 International programs Wibe developed with a focus on demonstrable and ceetsgant learning
outcomes. Wherever possible programs are academiealbgnizedand students receive papproved
formal credit.

1 Programs will be academically rigorous and appropriate for thededetype of course in which the student
is enrolled.

1 Credit for international experiences will be assessed by academic staff in the relevant discipline and faculty.

1 The University will provide support to staff and to students on student exchange prolgrangsh clear,
comprehensive information, transparent processes, administrative and welfare assistance before, during and
after programs are undertaken.

1 The health and safety of students travelling on approved international exchange programs is paraenount.
University considers risk and appropriate management strategies as part aftlaorjzedinternational
program.

I The University will search for opportunities to develop exchange programs for students including the
development of collaborative partsiips with international universities aotanizationghat enhance the
University’s reputation. Maxionigastaderd aceess! | be widely

9 Students on international exchange programs are regarded as ambassadors for the Univernsisybiide
respect the culture and customs of their host community. Students whose conduct is unsatisfactory may be
recalled to Pakistan.

1 Students undertaking exchange programs must abide by:

A the rules and requirements of the partner institution, programidar or host party and the laws
and regulations of the country in which the program is held; and

A Greenwich University Student Conduct Rules and all other rules and policies applicable to
Greenwich students.

I Student complaints and appeals relating toestti mobility programs will be dealt with under the Student
Grievance Paolicy.

Policy- Faculty Exchang@rograms

Greenwich University actively supports a program of faculty exchanges between national and international
universities. The benefits to tiniversity from this program are manifold and include (1) wider experience for our
faculty members teaching in new and different environments; (2) broader exposure for our students from visiting
faculty members; (3) expanding reputation of the Universitiié¢ quality of its students and faculty; and (4) increased
opportunities for faculty to meet and work with colleagues in different institutions.

Faculty exchanges are not limited to exchanges with other universities and colleges but may be arranged with
industrial firms, government agencies, businesses, and such, where both parties involved may benefit from the
exchange.

Guidelines: Appointments of faculty being exchanged must be approved by departments and colleges of the
institutions concerned. Each titgtion involved in the exchange shall continue to pay the salary and fringe benefits
of its own faculty member, who will simply be considered on assignment elsewhere.

Faculty exchanges shall normally be at the same or equivalent rank, with clear gelvamtioe exchange to both
institutions. Work assignments will be determined by the host institution and agreed to by all parties in advance of
the exchange.

Upon final approval of the exchange by the Chancellor, and the Registrar, a contract shalated ioy the
department at least six weeks before the visiting faculty member's expected arrival or commencement of activities on
the campus.
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The contract shall indicate the visitor's rank, beginning and ending dates of residence at the Greenwidty,Univers

and department or other unit in which the visitor is engaged in teaching or research.

A copy of the contract will be supplied to the visitor upon arrival on campus.
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CORPORATE SERVICES & PLACEMENT

Introduction

The University has &orporate Servicesand Placement Office The Department offers its services to students,
passing out graduates, alumni and the corporate sector with an aim to connect them to a diversHartnesdlt
talent pipeline. Studestexpectto find good jols through the aid of placement department where we attempt to
channel all contacts between students and prospective employers.

1 The Corporate Services and Placement office will look after the interest of the students for their enhancement
in their professioal development.

1 The Corporate Services and Placement office will extend practical facilities to students for their convenience
in projecting themselves dexterously in the course of internship and future entrepreneurship.

1 The Corporate Services and Placamafice will conduct job fairs, workshops, etc.

1 The Corporate Services and Placement office will keep records of all their activities and update them every
semester

1 The CSP offiewill assist students, graduates and alumni achieve decent, rewardprgfasdional careers
as interns, employees and even as entrepreneurs.

1 The CSP office will arrangmterviews for studenti such a manner that it does not cadisturbanceo
their academic I#.

The policy is in line with the university vision that laforward to groom students to earn respect and recognition
by reforming and refining the society and to think and act selflessly for the greater cause of the nation with its value
system.

The University engages the corporate entities for the developrhent@u r r i cul u m, teaching, S
mentoring. The students benefit by its exposure. The leading corporate bodies are actively approached to lend their
services to the aggrandi zement of t he psotesscaedrs¢cheduledc al i b
activity. 1t is available on Greenwich University’'s w¢
Objectives

Key Objectives of CSP are to:

1 Provide placement assistance to the students of Greenwich

1 Conduct preplacement training in coordination with GRDC

I Organize guedectures and corporate interactions with the resource people from industry

1 Coordinate Greenwich Alumni meet

1 Develop effective network with the industry in order to understand the needs of the industry and give an
appropriate feedback to the academia a&e@wich

1 Explore the opportunities for research, consultancy, and executive development programs

1 Invite companies and domain to visit Greenwich

Policy

This Policy applies to all students who are undertaking an industry placement activity either asheértdefree

for credit or as part of Beyond Greenwich as a component of their program requirements. This Policy also applies to
Greenwich University staff involved in developing relationships with placement providers and in supervising
placements.

Principles
It is the responsibility of the Internship and Placement Office, acting on behalf of Greenwich University to:
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1 Ensure the equitable allocation of available placements, taking into account the preferences of students

wherever possible;

Take all easonable precautions to ensure the health and welfare of students on placement;

Risk assess and quality assure placements to ensure learning outcomes are met;

Monitor the progress and attendance requirements of students while on placement; and

Ensure thatall those involved in a placement are appropriately oriented, and aware of their rights and
responsibilities.

=A =4 -4 -4

Placement Provider Eligibility

The University values its relationships with external stakeholders and seeks to develop arrangements for industry
placements for mutual benefit.

Student Eligibility

1 All students must be currently enrolled in a full degree at Greenwich University

Internship students must have achieved a cumulative Grade Point Average (GPA) of 2.5 or above;

1 Undergraduate students nilmve completed the majority of their degree (twelve ¢ 8ubjects) OR the
core and foundation subjects PLUS a minimum of three (3) subjects in the relevant major;

1 Postgraduate students may apply after their first semester;

1 Some placements hapeerequisite subjects that Faculties require students to have completed.

]

Placement Providers

Selection and Approval

The University is responsible for identifying and engaging placement providers who can provide:

A safe, positive and ethical learning eviment for students;

Suitable induction, training, and mentoring in professional behavior;

Varied experiences to students that support the at
Graduate Attributes; and

1 Appropriate supervision and ffermance evaluation of students.

=A =4 =4 -4

A risk assessment will be carried out on all industry placement providers before approval for a placement provider to
receive Greenwich students. The Placement Agreement will outline the responsibilities of the Uranershg
placement provider, and will include insurance, dispute resolution and termination clauses.

Roles and Responsibilities
The placement provider will:

1 Nominate a workplace supervisor to be responsible tosthdent during the placement;

1 Providethest udent with the appropriate orientation, i n
procedures and rules including safe work procedures;

T Inform students that they mu st comply with the o
confidentality, behavior and discipline whilst undertaking a placement;

1 Provide the appropriate facilities, equipment and learning experiences for the student, taking into account
the | evel of the student’'s skills and experience,;

1 Immediately notify the Universityf the student is injured or involved in any adverse incident at the
placement premises;

1 Notify the University if the student does not meet agreed attendance requirements;

1 Comply with its obligations under applicable equal opportunity,-distriminationand workplace health
and safety laws;
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f Maintain confidentiality regarding the University’

privacy lawswithr e gar ds t o a student’'s personal i nformati ol
T Participate i n the aosnansesaganst & perded listhofecritesid; udent ' s per
1 Appropriately manage records relating to the student including attendance and progress reviews;

Roles and Responsibilities

The Career Development Centre on behalf of Greenwich University will:

T NominateaUni ver sity supervisor for the student who wi
most liaisons with the industry placement provider about all aspects jpitteEment will be conducted by

1 Monitor student progress and ensure that assessmenpappreat el y al i gns with stude
outcomes and tasks;

1 Inform the student of confidentiality, privacy and other obligations, including their responsibility to adhere
to all relevant workplace policies of the placement provider, includingipslreléing to behavior and dress
code.

Student Responsibilities

While on placement students will:

1 Behave in a manner appropriate to that of an employee of the placement provider and in compliance with
the Internship/Work Experience Agreement;

Adhere tahe professional ethics and codes of conduct appropriate to the discipline of the placement;
Maintain communication with the workplace supervisor as required;

Raise issues of concern with the workplace supervisor and the University supervisor;

Complete ad submit required assessments;

Advise the placemermpordinatorof any fact which may affect their capacity to undertake the placement,
such as a disability or personal difficulty;

Use resources available at the placement site for the purposes thegrastedntand

S gn a Student Placement Agreement which outlines
the work they will undertake while on placement.

=A =4 =4 -4 -4

= =4

Allocation of Placements

Students will also have the opportunity to include a justifesguest not to participate in a particular placement.
Reasons may include a conflict of interest, a disability that would be difficult to accommodate by the placement
provider, or extreme difficulty in accessing transportation. While every effort will lzke tteaccommodate student
preferences, there will be no guarantee that a student will be placed in an organization on their list of preferences.

Conflict of Interest

The Placement Office will not approve placements whereby the following conflicttecdst occur:

1 Placements offered by current students to other current students within their own business;
1 Placements offered by staff members to current students;
1 Students seeking placements within their own business;
1 Placements where students are sujged by direct family members.
Appeals

Students may access the Student Appeals Against Decisions Procedures if they have a complaint about the allocation
of an industry placement, or a University response to concerns expressed about any aspeglaaktineint.

Complaints Process
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Any adverse placement feedback (written or verbal) from either the student or placement provider will be investigated

thoroughly and documented within files.
Quality Assurance

1. The Placement Officer will provide an ongoiyiew process of all industry placements.
2. For students undertaking internships for academic credit an evaluation form will be required by the University
from the placement provider and will form part of

77

——
| —



POLICY MANUAL 2017

ALUMNI ASSOCIATION

Mission

The mission of Alumni Association is to inform, engage and inspire alumni to stay connected to their alma mater,
support its vision and contribute to its success.

Objectives

The Alumni Association is required:

A To maintain an uto-date anccomprehensive database of its alumni.

A To identify and promote alumni success and achievements to advance the credibility and reputation of the
University.

A To maintain, deepen and strengthen an enduring lifelong relationship between alumni and theatafma m

A To maintain an alumni liaison program that will encourage alumni to identify themselves with the University;
to generate and sustain interest and participation in the University; to inspire alumni to contribute to the
development of the Universitynd the promotion of its good name and reputation, locally and
internationally.

A To keep alumni informed and connected through a comprehensive communications and social media
program that inspires commitment to and confidence in the University.

Alumni Involvement

Alumni are a regular part of academic and administrative activities at Greenwich University, such as:

Academic:
A Teaching
A Curriculum Development
A Part of Statutory bodies

Administrative:

A Career Counseling of current / existing students

GuestSpeaker Sessions

Skills Development Lectures / activities

Corporate / professional activities i.e. job / internship placement,
Entrepreneurial incubators

Alumni get together

CSR Activities

> D> > D> D> >

For covering these activities, thidumni Association office bearers should make annual calendars. Yearly funding
may be allotted to the Association by the University. The Association also brings the funds through sponsorship from
the corporate sector for running the activities of the Association. It ieblaonGr eenwi ch Uni ver si ty’

By-laws and Statutes

All the statutes and blaws governing the alumni association are present in the Alumni Charter.
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CORPORATE SOCIAL RESPONSIBILITY

Preamble

Greenwich Universityis aware of the importanc€orpomte Social Responsibility (CSRand actively pursues
initiatives to bring about an improvement in sociéliifie need for CSR to take root in our corporate culture is all the
more acute in the prevailing economic and social conditions of Pakistan. Thétufionsbf Pakistan prescribes

certain essential principles of policy. Without the observance of these avowed goals the country cannot progress
towards elimination of poverty. The principles of policy for promotion and social justice and the econorbieingll

of the people include (subject to availability of resources) basic human necessities.

Introduction

Greenwich promotes a culture of corporate social responsibility that respects the rights and safety of individuals, as
well as the laws, environs arglistainability of the communities, where we operate. Our top priority is our
responsibility to the employees and the community we operate in, which focuses on how we deal with environmental,
social and economic impact.

Our CSR programiserve to beneftiur business model in twiold: to help the businesses operate in ways that benefit

the society and in building the trust level on the company brand image. Finding the most affordable price no longer
matters most to consumers, instead, they expect the asbespthey do business with to operate in a socially
responsible approach.

We atGreenwichUniversity take initiatives to contribute to harmonious and sustainable development of society
through all business activities that we carry out in any countryeggidm, based on our guiding principles.

We will conduct every aspect of our business with honesty, integrity and openness, respecting human rights and the
interests of our employees, customers and third parties. In order to contribute to sustainabfemeetetbe
management in collaboration with stakeholders will endeavor to build and maintain sound relationships through open
and fair communication so as to maximize on impact made to the society.

Objectives

Greenwich University strives harder and wofltisthe betterment of society / comnity along with its stakeholdsr
i.e. students, faculty, the accreditation and affiliating bodies for:

Promotion of the education and economic interests of backward classes and areas;

Securing just and humane conditsoof work and ensuring that children and women are not employed in
vocations unsuited to their age or sex.

To secure the welbeing of people, irrespective of religion, gender or ethnicity;

To provide for all citizens facilities for work and adequate livelihood with reasonable rest and leisure;

To providenecessitiesf life, such as food, clothing, housing, education and medical relief;

The faculty, students and the managenwititbe encouaged to engage in Social Activities, as a part of
their coursevork. This involves faculty and students in fulfilling their Corporate Social Responsibility.
Cultural activities, interaction with the renowned personalities and outdoor activities suctkiag \@at
holding of gatheringwvill form an integral component of academic activities.

A All activities conducted with respect to, and under the umbrella of Corporate Social Responsibility will be
documented by the Focal person supervising the particulaitgcand provide the same to the relevant
department for record keeping.

> > > > > >
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Policy

Our Stakeholders

Even as we encourage all students and parents to fulfill their obligation on fee payment, we will develop an
endowment fund to ensure that no studfrops out of University for lack of fees.

Our Employees

1 At GreenwichUniversity, we understand that employees are the backbone of our business and our critical
stakeholders. We respect our employees and believe that the success of our business ismdbd by e
individual''s creativity and involvement in teamwor

1 We are committed to creating and maintaining a safe and healthy working environment for our employees
S0 as to stimulate an environment that will foster personal growth.

1 We support equal employmenpmortunities, diversity and inclusion for our employees and do not
discriminate against them.

T Through communication and dial ogue with our empl oy
Mut ual Responsi bility” anodrempoye&sanddhg eompeeyr f or t he s

1 Our employees will be part through which this policy will be driven. They are encouraged to develop their
own initiatives of staff driven programs in the community.

1  We will work towards achieving a diverse workforoegruiting, employing and promoting employees only
on the basis of objective criteria and the qualifications and abilities needed for the job to be performed.

Our Business Partners

1 We respect our business partners such as suppliers and dealers and ttvaHemvi through longerm
relationships to realize mutual growth based on mutual trust.

1 We will diligently seek new partnerships and business opportunities based on fair play. We will seek to
|l everage our business part ofnrdsanidoperatioralizetioisnpplieyt enci es

1 CSR Platforms:

1 Greenwich University CSR initiatives will focus on, but not limited to; education, environment, youth
affairs, Boy/Girl child program, health and economic empowerment of communities around where we do
business.

1 Wherever we do business, we will actively promote and engage at individual and partner level, in social
contribution activities that strengthen communities and contribute to the empowerment of the society.

Environment

1 We are committed to makingontinuous improvement in the management of our environmental impact
through noble initiatives such as working to reduce water wastage, effective waste management approach
and checking the effect of our programs and operations on climate change.

1 We will engage in activities that conserve the environment such as tree planting, conserving water towers,
cleaning towns, cities and the community.

1  We will work with our partners to promote environmental care, increase understanding of environmental
issues and dé&minate good practice.

Youth Affairs
At GreenwichUniversity, we acknowledge that young people are key stakeholders of our business. We will make

every effort to include them in our decistamaking systems, continuously and meaningfully involve thermuin
programs and endeavor to tap and develop their talents.
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Health

In recognizing that a healthy community will havermdisposable income, Greenwidniversity understands that
the health and safety of our employees and customers is our paramount concern. We will engage in activities that

provide prevention of communicable diseases and preventable infections as well as support health infrastructure
aqquisition and development whenever possible.

Economic empowerment of the community

We will endeavor to use our expertise to empower the community economically through capacity building in business
management of micro and small enterprises. Whenever posahwill seek partnerships that add value to small
scale business men and women and strengthen their capacity in the value chain.

Philanthropy

Donating to national and local charities is another way we will act responsibly. We will partner with kxigsh

to implement programs that are beneficial to the community. We will determine our resource allocation in either
monetary or matime, to ensure that programs that are agreeable to us succeed.

Objectives
1 To deploy our expertise for the benefit betcommunity we work in
1 To enrich our programs from lessons leant in the Community
1 To contribute to community/society continuity by empowering young people through youth and children

programs.

1 To empower the community where we operate through sec@lonic programs.

Implementation

This policy will be implemented &levels:

1. Student s’ l evel : Students are encouraged to f
programs must be aligned with this policy and discussed with the afteogepartment of the University.
Students will be encouraged to select activities that they can resource. They can seek top up funding/support
from the University management.

2.  Greenwich Faulty & Staff level: Greenwiclstaff will drive the CSR polig by implementing welfunded
and well thought out programs in the community. The programs will be aligned with this policy and will
have full backing of the management.
Financing

Financing will be done through the following sources:

. Sontrilbugonst s’

. Faculty & Staff contributions

. Private business partnerships

. External funding fr candp®ateeguitnfumdsnt , f oundati ons,

81

——
| —



POLICY MANUAL 2017

STUDENT DEVELOPMENT

Participation in Co-curricular and Extra-curricular activities

Student Clubs and Societies are an integral part of student life at Greenwich University. As such, students are
encouraged to form and participate in recognized student clubs and societies as a way to increase students and
faculty interaction and to enridhe overall collegial experience. We encourage students to apply to have their
groups approved as official and recognized societies by the Student Development Centre at Greenwich. The
registration process offers the Societies a number of benefits, sgelitiag sponsors for funding. Registration

also establishes a means for-going communication between student organizations and Greenwich
Administration, which can provide support, stability and guidance when needed.

Activities within the Club includewricular, extracurricular and sports events.

The Student Development Centre is dedicated to the provision of an array of integrated services especially designed
for undergraduate and graduate students on campus to achieve their personal, academsoreidypals. Our

staff members are highly trained and experienced professionals who know what campus life is all about. A
dedicated group of student volunteers work with us to provide our programs. In its work, the SDC seeks to:

1 Respect the dignity ardiversity of students

1 Prepare students for engagement as global citizens

1 We support and promote the future wellbeing of students. We enhance student development and success
through innovative programs, services and partnerships. We strive to create andgntimat is
accessible to all, one where diversity is celebrated and good citizenship is valued.

It should be the prime objective of the university to involve the students into tbergoular and extracurricular
activities to enhance and groom thskills / talent. Greenwich University involves the student ircaicular and

extracurricular activities. For this purpose, a stude]

The Student Development Center runs the following clubs and societies:

Arts and Creativity Committee
Athletics

Badminton

Basketball

Community Outreach Society
Conference and Seminar Committee
Cricket

Entertainment Committee
Excursion Committee

Football (Boys Only)
Greenwich Rotaract Club
GUMUN (Greenwich University Mdel United Nations)
Hockey (Boys Only)

Public Speaking Committee
Snooker (Boys Only)

Softball (Girls Only)

Squash (Boys Only)
Swimming

Table Tennis

Tennis (Boys Only)

Theatre and Production Club
Throw Ball (Girls Only)
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1 Vocal Talent Committee

1 Volley Ball (Boys Only)
1  Writers' Club

The Student Development Council is a fpwiitical / nonreligious body in character. Its routine activities are
supervised, and controlled by the President, Student Development Council.

The activities and progranesganized by the SDC fall into three broad categories:

1 Academic activities, such as arranging lectures by Guest Speakers, Seminars, Workshops, Career Marts

1 Co-curricular activities such as, debates, declamation, elocutioncamalfosed poetry, writing
competition

1 Extracurricular activities, such as organizing film shows, concerts, funfairs, etc.

Counselling and Guidance

Greenwich University follows a semester system. The process of guiding and satisfying any queries of the university
students iscarried out by providing them a complete, comprehensive orientation program of their respective
disciplines in the beginning of semester. As regards personal issues, the university has a general application form
for the convenience of students to commiitiing their personal issues for redress. Open door interview on each
Saturday with the VC is a very practical process of appeasing personal issues.

Furthermore, a counseling office with dedicated counseling staff has been established on ctatiitegecstudents
regarding any issues that they might have in terms of career, semester, guidance, or any other academic or
nonacademic issue. The teaching faculty also maintains ardoperpolicy for students to discuss anything related

to courseworketc.

Career counselling

A lot of educated young men and women lose sight of their goals by opting for careers they are not cut out for. We
believe in exploring the potential in students and finding out what their aptitude and strengths are. Os tife basi
thorough analysis, the students are guided through the appropriate course of studies. We ensure the right course for
the right person.

Our Academic Advisory Program is a part of these continuing efforts to provide academic counseling to our students.
This program offers professional services to help students overcome problems, past and present, and gain self
understanding and direction with regard to their courses of study and career plans.

Our counselors assist all students with their academic hemase planning, program selection, probation counseling

as well as change of academic status. Apart frorrtifat Academic Advisers, faculty members also assist advisers,

as they are closest to the students' requirements and problems, and can givietkdgmonthe-spot advice at all

times. Our scientific method provides students with an opportunity to discuss their plans, including academic plans,
and it also provides a number of facilities, including therafiortant jobsearching skills, resumsriting, appearing

for interviews, and teaching how to assess their aptitude towards the end of their studies.

In the conext of Pakistan, careeounseling is extremely importasb that students who do not have a clear idea
about what career to chooge aounseled in this regard. They must be guided towards acquiring an active and positive
attitude towards their future in an environment which is becoming increasingly difficult and stressful. Various
channels are used as discussed in the previous poericourage students to have all their issues and problems
resolved through student counseling center.

Furthermore. theniversity has established two departments especially serving the cause of satisfying the needs of
students. Counselling department &uaiporate Services & Placement department look after the needs of the students

— both academic related and career concerned. The University advocates freedom of speech and encourages
innovative and novel projects or ideas. There is a student advisorasti@én assigned this task of entertaining plans

from the students. The plan gets vetted by the Deans and finally approved by the VC. University grants assistance in
the execution / finalization of the plan / project where needed.

Activities associated wh career guidance and counseling programs typically include:

( 1
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1 Advising students and parents on high school programs and academic curriculum, preparing them for college
application and admission.

1 Arranging dual/concurrent enrollment and Advanced Placeoredits to prepare students for the rigour of
postsecondary education.

1 Planning and preparation for college admissions tests, SAT and ACT.

1 Informing students about postsecondary financing that can be used to support advanced education and
training.

1 Developng career portfolios, which include test and grades results, examples of student work, and resumes
and cover letters to prospective employers.

1 Arranging job shadowing, work placements, and commtlmitsed learning programs to allow students to
directly experience workplace situations.

1 Sponsoring workshops, classes, focus groups, and special presentations that focus on job skills and personal
development.

1 Providing specialized counseling and intervention services to provide students with individualiztimhatte

Career counselors can help you to:

Explore career possibilities

Learn about how your studies and careers relate

Clarify your values, skills and interests

Discover and articulate your story

Create strategies for making the most of your Duke expegie
Find industryspecific advice and information

Identify internship and job opportunities

Develop job search skills

=A =4 =4 =4 4 -4 -4 -4

Grievances
Objective

The objectives of this policy are to provide:

1 Students with a framework within which they may raise complaintgievances in relation to decisions of
or advice provided by the University. This includes but is not limited to:
o decisions by academic staff members affecting individuals or groups of students;
o the content or structure of academic programs, includingngtare and quality of teaching and

assessment;

o supervision of students undertaking research projects;
o authorship and intellectual property;
o quality of student services,

1 The University with a framework to ensure there are transparent, fair and timely ymescéat addressing
complaints and grievances in accordance with principles of natural justice, ensuring that alugeatrtieded
equally and fairly.

Scope

1 This policy applies to all students of the University. It may also be used by former stfdbett)niversity
whose enrolment ended no more than 6 months before the date the complaint is lodged.

T This policy covers issues arising from a student
relates to decisions based solely on academigeneral misconduct, academic judgement, unlawful
discrimination, sexual harassment or bullying, or to matters covered by the Academic Progress Review
Policy.

S
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Complaints of unlawful discrimination, sexual harassment and bullying by or of staff or tstuaten

addressed by the Appropriate Workpl&shaviorPolicy and Student Conduct Policy respectively.

As part of its commitment to quality, the University recognizes that, from time to time, students may raise complaints
or grievances aboumatters or issues relating to their experiences at the University.

Nature of complaints

il

]

Students may raise complaints or grievances in relation to administrative decisions, including but not limited
to:
decisions by administrative staff affecting indivédisi or groups of students
administration of policies, procedures and rules of the University
standard of service received through the University administration
access to resources or facilities.
Students may raise complaints or grievances in relationgoomiuct by a University staff member
Students may raise complaints or grievances in relation to misconduct by another student.
Students may raise joint complaints or grievances where more than one student has been affected, in which
case the matter willdconsidered as one issue. If two or more complaints or grievances about the same
matter are submitted independently, they may be considered jointly by agreement of all parties concerned.
The University investigates anonymous complaints at the disciedtiie Registrar, taking into account:

o the nature and seriousness of the complaint

o whether there is sufficient information for an investigation to be conducted, and

o whether there is a statutory requirement for investigation.

O O O o

Grounds for complaints

Groundsfor complaint or grievance include, but are not limited to the following:

1
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a student being affected by a decision made without sufficient consideration of facts, evidence or
circumstances

a student being affected by a failure to adhere to appropriagéeoant published policies and procedures

a penalty applied to the student being unduly harsh or inappropriate

a student being affected by improper or negligent conduct

a student being affected by unfair treatment, prejudice or bias.

Communication and aproach

|l

The University recognizes that effective communication is of paramount importance when attempting to
resolve difficulties experienced by students and is committed to a culture of openness, fairness and
continuous improvement.

The University gives sdents who raise complaints or grievances the opportunity to formally present their
cases by submitting an application at the Communication Centre or Examination Centre.

The University takes all appropriate measures to ensure students do not suffer temyation or
discrimination as a result of raising complaints or grievances in good faith.

The complainant must not be hindered or prevented from continuing to use University facilities and attend
lectures, classes, laboratories and tutorials and to salssgéssment as required, simply by virtue of having
made the complaint
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Timeliness

The University must consider complaints and grievances in a timely manner, within specified and achievable
timeframes.

Students should raise complaints and grievance@asa®possible after the event, decision or action which

is the subject of the complaint or grievance. The University may be unable to investigate a complaint where,
due to the length of time elapsed since the event, decision or action, there is imsurfficienation available

to enable investigation of the complaint or grievance.

Procedural principles

The investigators must:

il

Acknowledge receipt of the complaint or grievance in writing within five working days and indicate when a
resolution of theanatter should be expected

Recommend any immediate corrective action that needs to be taken before the complaint or grievance is
investigated

Independently review the complaint or grievance including hearing from all parties who wish to partake in
the procss and attempt to resolve the problem

Within 15 working days of receipt of the complaint or grievance, notify the student and the Registrar in
writing of the nature of the investigation process

Providethe Registrawith a report of the investigation foeview prior to its release;

Provide the student with the outcome of the review process, including a resolution or why a resolution could
not be reached; and

Notify the student and the Registrar if they conclude that the grievance is frivolous, or iumogymuld

be adducted to support it.

Investigations

The Registrar must undertake a quality check of all investigation reports to ensure that:

=A =4 =4 -4 -

All issues raised in the student complaint or grievance are investigated
All key stakeholders are interviewed

The report is fair and balanced

All relevant circumstances have been considered

The findings and recommendations are evidence based and defensible.

On consideration of the details of the complaint, grievance or outcome of an investigation, the Registrar ma

1 Recommend reconsideration of the original decision, or

1 Direct the decision maker to change the original decision or outcome, noting that they may not impose a
harsher outcome than initially decided, or

1 Override the original decision.

Recordkeeping

1 Student complaints and grievances must be registered on a Univedgtyegister, maintained by the
Examination Centre, and must include data collected on student complaints and grievances.

1 Examination Centre whaeceiving complaints or grievances mkisep appropriate, confidential records of
informal discussions and outcomes.

1 Investigators must report findings and outcomes to the Registrar, who must ensure appropriate, confidential
records are kept.

1 TheRegistrar must ensure that reporting of compasntd grievances and their resolution is undertaken in

such a way as to address problems and improve existing policies, procedures and processes.

( 1
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1 The Registrar must analyze data relating to complaints and grievances on an annual basis to identify trends.
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INTELLECTUAL RIGHTS

Exploiting and CommercializingGr e e n wi ¢ h  UntellestimlrPropettythiosigh Licensing, Assignment
and Spinrouts

Introduction

1 Greenwich Universityis establishing an entrepreneurial culture, whereby its students will have greater
opportunities to learn from experienced entrepreneurial academics, it will be a powerhouse of creativity for
the regional economy and contribute significantly to publid-weing, thereforénvesting in the generation
and exploitation of Intellectual Property (IP) in order to:

A Encourage and support the creativity, innovation and entrepreneurship of employees and students;

A Maximize benefits for the region;

A Strengthenth®ni ver sity’'s reputation;

A Achieve success for its Academic Vision and in particular its Research and Knowledge Exchange
Strategy.

1 Through this policy, the University seeks to recognize the achievements of University Employees, students
and associates who contribute to the generation of commercial IP by means of an encouraging reward
structure.

1 The Research and Knowledge Exchangeio®ffRKE) on behalf of the University will manage the
Uni versity’ s patent portfoli o andmakingprocesmsootinedde app
in this policy.

Definition

For the purpose of this policy, IPR includes patents, righitsventions, know how, copyright, database rights, rights
in computer software, rights in designs, trademarks, domain names, rights in confidential information, and all rights
of a similar nature.

Guidance and Awareness

1 The Registrar Office will be ailable to advise on IP related matters including policy, process, and
awareness. The Registrar’s Office will also | ead o
1 In keeping with its aim to encourage appropriate exploitation of IP, and to share theshodredploitation,
the University will promote the contents of this policy to all Employees, via induction; staff training;
awarenessaising events; aniohternal newsletter articles.

Ownership and Exclusions
Employees

1 The University shall own all IPR work produced by University Employees in the course of their duties
and employment by the University, or by association to their employment, unless otherwise agreed in
writing.

1 Material produced in the course of employment includes work in any mederaged by the use of
University equipment or facilities.

1 For the avoidance of doubt, and without limitation, IPR in the following belongs to the University:

1 Material produced for the purposes of the design, content and delivery of a University cbetber wsed
at the University’s premises or -learsieggprojecn r el ati on t

1 Material for projects specifically commissioned by the University;

1 Material produced in connection with externally funded research (subjectytagreement between the
University and the funder); and
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1 Material produced in the support and service capacity of University staff (including, without limitation,

software, finance records and administration reports, results and data).

1 Ifany University Employee wishes to involve any Associate or external third party in any University project,
the Employee in question should liaise with Registrar Officao ensure that an appropriate contract is put
in place prior to involving such afissociate or third party. This is so that the University can consider what
contractual arrangements need to be put in place 1
generated by the project.

The University supports and promotes the giple of academic freedom and encourages its employees to
advance their academic development and reputation through the publication of academic articles, conference
papers and books. Under the terms of t hsgyEbhplayeeer si t y
shall own the copyright in:

1 Any scholarly work produced in furtherance of their professional career. A scholarly work includes books,
contributions to books, articles and conference papers and shall be construed in the light of the common
understanding in higher education of this phrase; and

1 Any material produced by a University Employee for their personal use and reference, including as an aid
to teaching.

1 The Universityrecognizeghat in certain cases (including, without limitation, where a visiting professor
remains an employee of anothleganizatiol, special arrangements may need to be negotiated regarding
the ownership and use of IPR which the relevant Associate may geaettagddniversity.

Further Assistance

f University Employees, Students and Associates must
such acts and execute all such documents which may be necessary to give effect to the terms of this policy
andto vest in the University all right, title and interest in the relevant IPR.

1 Nothing contained in this policy will limit any statutory or comrdaw right of a University Employee,

Student, or Associate in relation to such IPR.

Disclosure

91 Disclosure ofpotentially commercially or socially beneficial IP is an important mechanism for protecting
the rights and interests of Employees, students and associates as well as those of the University. Disclosure
helps to ensure that Employees, students and assoaiat in a position to benefit from any original IP they
develop, and to minimize the possibility of infringing the IPR of others working in the same area of
knowledge.

1 Employees, students and associates are therefore required to disclose to thetyaiNgrsientially
commercially or socially beneficial IP generated during the course of their normal duties, or as the result of
a task specifically assigned by the University.

Waiver of Rights

Should the University decide (at its sole discretion) &ver its claim to ownership of any IPR for any reason, the

Uni versity wil!/l notify the “inventor” or “author” of
Copyright, Designs and Patents Act 1988, respectively). Following such rtagificee University will upon request

and at the inventor’'s or author’'s expense, assign all/l
guestion, save that where the IPR requested to be assigned has joint inventors or jointtauthiorgrsity will not

assign such IPR to a joint inventor or author without the written consent of all joint inventors or authors.

Exploitation of IPR

1 The University is committed to maximizing impact from its IPR to support the growth of the regional
economy, strengthening its association with industry and realizing potential social benefits/impact. As such,
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the University will exploit IPR generated by University Employees, Students and Associates with the aim

of stimulating entrepreneurship at alvéds in the University to build mutually beneficial relationships with

i ndustry that wildl assist in meeting the Universi:t
Employability and Enterprise strategies.

The Director of GRDC, on behalf of the University, in consultation with the inventor(s) or author(s) will

decide on the most appropriate route to generating impact from itsitiRRuiding licensing, assignment,

spin-outs or publication.

Although the Uniersity will endeavor to act in good faith to maximize the value of Univeosityed IPR,

the University makes no representation and gives no warranty as to the extent of any financial returns that
may arise from the exploitation of such IPR.

All decisionsrelated to patenting, licensing and assignment of University IPR will be the responsibility of

The Head of Knowledge Exchange on behalf of the U
professional services, inventors, Associate Deans KnowlEdgigange and external experts as required.
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EXAMINATION DEPARTMENT

Examination Plan

1. Dates for the start of semester are received from

2. On receipt of date, an Academic Calendar is issued by Examination Department well before the start of the
semester.

3. By the end of ¥ week of the semester, a letter (request) is forwarded to the faculty for submission of the
Midterm Examination paper of 30 marks covering the syllabus to be cover&dimvieeks of the start of
the semester.

4. 30 marks question paper is submitted byftwailty by the end of theBweek.

5. A Moderation Committee is constituted from amongst the faculty duly approved by the V.C.

6. The question papers are personally submitted to the Head of Examination Department. In case he is not
available, the papers areopped in the Examination drop box which is personally opened by the Controller
of Examination Department.

7. Controller of Examination Department keeps these papers under lock and key under his personal supervision.

8. Papers requiring typing, etc. are typedmatunspecified time and place.

9. Moderation Committee members are requested to meet at a specified time and place.

10. At least two members moderate a paper at a time.

11. Moderation Proforma is handed over to the Moderation Committee members.

12. Moderators make theiobservations /recommendations in writing and sign in a specified place on the
moderation form.

13. After the remarks of the committee, the faculty is contacted and the observations are resolved before the
paper is processed further.

14. The papers are then foanded for printing.

15. Papers printed correspond to the number of students in the class plus 2 for official use.

16. The papers are thoroughly checked for their accuracy. They are serially numbered and sealed by the
Controller of Examinations.

17. Sealed envelopedaplaced under lock and key.

18. These papers are taken out by the Controller of Examination 5 minutes before the start of the examination
and are personally handed over to the invigilator in the examination room.

19. The exam is conducted under strict persosakell as electronic supervision.

20. Students are not allowed to leave the examination room upto half an hour after the start of the examination.

21. At the end of the examination time, the papers are collected by the invigilator.

Winding up of papers

1. Atthe endof the exam, the papers are brought into the exam department
2. The papers are stamped with the following stamps:
i. End of Page- is stamped at the end of each page

il. Blank Page— Page left blank / all blank pages

iii. Work Completed —where the writing ends
3. The papes are coded with a specific number at two places.
4. The perforated part is removed to disguise the identity of the paper
5. The papers are counted again, sealed in an envelope and handed over to the respective faculty
6. The faculty marks these papers and retiiem to the Examination Department within 3 days of the conduct

of the examination

7. Examination Department counts the pages against the receipt.
8. These papers are then decoded with the help of counter foils kept with the examination department
9. These coded mpeers are then forwarded to examination coordinator for manual as well as computer entries
10. After the marks are entered in the computer the result is announced.
11. Once the result is declared, no changes can be made in the computer data.
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Submission of Exam Papers

Midterm Exam

Examination Department issues letter to faculty for submission of Midterm papers ii{ theeR of the semester.
The faculty submits the midterm exam papers by the end ofthaeék.

Final Exam

Examination Department issues lettettie Faculty in the'7week of classes. The faculty submits the final
examination papers by the end of tfievgeek.

Examination Paper Moderation

Moderation Committee

The examination question papers are moderated by a Moderation Committee during botiatéxas strictly in
close doors before they are finally typed and printed. The Moderation Committee is assisted by:

1. Provision of respective course outline.
2 Three previous semesters
3. Question papers which require Moderation.

papers.

The Following points Wl be kept in view by the Moderation Committee while Moderating:

The question paper should justify the paper timings

The questions papers for the last 3 semesters should not be repeated.
The question paper should cover the whole course as per the cotlirse o
Midterm papers are of 2 hours and final paper3-loburduration.

The Moderation Committee must sign after their remarks/suggestions.

®oo0oT

Examination Moderation Process

A moderation Committee is constituted by the V@eancellor to moderate midteras well as final examination

papers. After the examination paper is received from the faculty, the moderation committee meets to evaluate the
examination papers. At a timawvo teachers jointly evaluate the paper of their respective field. The examination
papers after evaluation are referred back to the faculty for amendment / if any amendment recommended by the
Moderation Committee, the Moderation Committee remarks are recorded on a Moderation Committee evaluation
proforma.

Assessment (Moderation &fapers)

The moderation process is a foolproof system adopted by the university. Moderation Committee members are not
allowed to moderate their own papers. Such papers are given to other committee members. After moderation, the
papers are not sent to primgi unless the observations made by the Moderation Committee are fully settled. in case

of a dispute / unresolved observations, the Mitancellor office is requested to intervene. in whole of the process,

the Moderation Committee is provided complete iinfation such asourse outlines, papers of 3 previous semesters

to assess that the paper covers the course outline and the questions are not repeated. The Moderation Committee
members are also required to endorse their remarks on the Moderation Conmoftizag

Revised Grading Policy (2017)

Grade Point Average (GPA) is calculated on a four points system. The final grades in use are:

( 1
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GRADE

m O 0O

TR
EX

RANGE

%
85-100
79-84
72-78
66-71
60- 65
50-59
Below 50
Incomplete Grade
Withdrawal
Transfer Credit

Exemption

Assignment / Quiz Policy

GPA

4.00
3.50
3.00
2.50
2.00
1.00
0.00
0.00
0.00
0.00
0.00

QUALITY POINTS
PER CREDIT HOURS

12.00
10.50
9.00
7.50
6.00
3.00
0.00
0.00
0.00
0.00
0.00
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It has been decided that in future the following policy will be adopted for uniformity for working out assignments/quiz

marks.

1.

=@

Assignments/Projects.

Assignment/Projects missed by a student during the period for which his/her leave has been approved by the

administration shall be accepted by the teacher.

Late submission of assignments/Projects and the assignments/Projects miassmident during his/her
absence for a period for which leave has been refused is entirely left at the discretion of the teacher.

Quizzes

There should be a minimum of Three (3) Quiz tests during a sentdeteever,there is no restriction on
having more quizzes than three (3).

Instead of taking three best quizzes a more appropriate formula wouldberw h e r e

n

represe

number of quizzes given during the semestédwus, if three quizzes are given, theo best will be
considered. In case of, say, five quizzes, four best quizzes will be considered.
A student who has missed a quiz or more will not be allowed-takee quiz irrespective of his/her leave

approved by the administration.

In case a studentb missed more number of quizzes and has appeared only in one or two; his marks of the

quiz(s) obtained will be taken as his/her final score.

Quiz test will not be conducted other than the combined class. This will from Greenwich University policy

regardirg Quiz/Assignment/Project and will be adhered to by all faculty members.
The faculty will conduct quizzes/assignments from tidezture onwards.

There should be 10 quizzes/assignments during the semester.
The quiz can be taken only during the classaggered timings. This is to ensure the attendance and
participation of students during class.
In case a student misses/assignment he/she misses the marks, which are included in the final score of the

course.

Marks Distribution

Quizzes / Assignmentdresentations / Class participation:

——
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Midterm Examination: 30%

Final Examination: 40%
Pass percentage is 60% with C grade

Rechecking / ‘I’ Grade Policy
Rechecking

If a student is not satisfied with the result and he/she feels thatabele be some mistake made in the marking
[totalling/some question might have been left unmarked, he/she can make a request for the rechecking of the paper
on a proper application form as under:

1. If the student wants his/her paper to be rechecked he/shfomibrd the request on a proper application
form within 3 days of the declaration of result.

2. The answer sheet of the student is again taken out from the record, its top sheet is changed, it is again coded
to disguise the identity of the student and faeal to the faculty other than the one who had previously
checked.

3. The rechecked answer script is received within two to three days. The result is compiled on Proforma which
is placed before the examination standing committee.

4. The result after the recommgations of the examination standing committee is forwarded to Director
Examination for his perusal.

5. Aifter the approval of the Director Examinations the result is prepared and handed over to the student in the
form of a letter

1. If a student ér any reason has not appeared in any of the final papers he/she can apply for an | Grade
(Incomplete Grade).

2. The application for an * 1"’ Grade can be submitted
of the respective examination.

3. Theapplication must be supported with the documentary evidence as to why he/she could not appear in the
examination.

4. All applications received are scrutinized and a complete comprehensive state is prepared.

5. All applications along with the details apaitup to the Exam Standing Committee for consideration &
approval.

6. The Performa is then forwarded to the Director Examination for his perusal/approval.

7. After the approval of the Director Examination, the students are allowed to appear in theléte@rgrle

exam.
8. "1’ Grade exami theeighhoveek of the skreebtel. dur i ng
9. ‘1 Grade examination is of 40 marKks.
10. The *“ I’ Grade examination extension is allowed onl
11. St udents are not al | owe dmidtarm éxaminatiGns.a d e , i f hel/ she h
12.Students are not all owed an ‘1"’ Grade if he/ she ha

Attendance/Leave Policy

It has been experienced that the students do not go through the notices placed on the notice board for their information,
hene face problem during the clearance process for the final examination. Therefore, it has been decided that a
comprehensive policy regarding sanctioning leave be formulated for the guidance of the students as well as for the
university staff dealing with &#ndance. It is expected that the students will read it carefully and adhere to it
religiously. After the issue of this policy no relaxation will be allowed and there will be no exceptions.

This information is provided for the information/guidance of shedents and will be followed in its true letter &
spirit.
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The policy is as under:

a. There are usually twelve (12) classes in a semester for each course.

b. 80% attendance is a must i.e. a student can only be absent in maximum of two classes in a partsmilar ¢
during the semester.

c. In addition to the absence a student can be given maximum of two leaves on production of valid certificate
during a semester. The leave can be for being sick, travel abroad for Visa/Umra/Marriage purposes except
Hajj leave.

d. If a student brings a medical certificate from a doctor, i.e. not the university doctor he/she can be allowed
only one day leave for one medical certificate.

e. Only Hajj leave will be given in fullfrom the date of departure from Pakistan to the date of arrival in
Pakistan.

f. In exceptional cases of hospital admission, the special consideration will be given keeping in view the

admission and discharge dates. However, in no case the student withaless0% attendance will be

allowed to take the final examination.

Business trips/ Umrah and own marriage may be planned during the semester break.

Leave sanctioned will not be counted as present, but will be excluded (omitted) in calculating the percentage

This means leave sanctioned as per the above rules will be deducted from the total number of classes to work

out the attendance percentage.

° @

i. If astudentis late in a class and he/she has been marked absent, will be taken as absent and no concession
will be given that the student was late by 5 minutes or half an hour.

Examination Rules

As stated on page 20 of the Policy manual 2017.
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PURCHASING POLICY

Preamble

This manual of purchasing policies is intended to list the general pdlieiedoped to amomplish the procurement

process folGreenwichUniversity. The responsibilities for implemény the foregoing policies havmeen delegated

to theAdministration Departmenand the cooperation of afidividuals and offices is appreciated. Thisippapdies

to all individualspurchasing goods and semc on behalf of the Universith h e U n i \Aémingstratiopn * s
Departmentvorks with faculty and stafflentifying, selecting, and acquiring needed eniais and services. This is

to be done asconomically as possible and within accepted standards of qaaditgervice using professional ethics

andbest business practices, wioletaining thébest value for the Universitiniversity Policies and Proceduresve

been developed to allow fgurchases to be made in a timely and organized manner that providesséntial
accountability of institutional expelitures realizing maximum valef t he University’s funds

The Purchase Order

A Purchase Order is a contract between thevéisity and a vestor. It is thestandard document used to procure
goodsand services. Using a Purcha3eder to initiate purchases provides the mdarensure that transactions are
covered by a proper contract. A proyesbmpleted Purchase Order iegally binding comact and should be treated
accordingly.

Purchases of goods or servicesaretobeges s ed t hr o u g financi# systebhrard\are to be ptegedes
by aPurchase Order provided to tenda by theAdministration DepartmeniNo individual may obligte or comnti

the University to procuremeiridebtedness for goods or services and expose the University to unnecessary
liability. Employees involved with the purch@ag process are responsiblefon der st andi ng tilse Uni v
andprocedures rayding purchasing and vendor relatioe Administration Departmertias the ight to review

and question anpurchasing transaction. All purchasing cawts and agreements are subject to approval by the
University officers who may bésdletermine theppopriatenessf the acquisition or activity.

Responsibilities and Objectives

The function of theAdministration Departmenis the organization anddministration of centralized purchasing
servicego ensure thatthe usdre par t ment s’ n e e d s quality goods ard sarvioes dy@amptd  wi t h
costefficient manner within the guidelines of the University policy.
These responsibilities include:
a. Provide guidance to University departments tménsure compliancsith the University Purchasing
Policies and Procedures.
b. Develop sources of supply to assuhaiversity departments have adequate number of vendorsrh
whom to obtain supplies amdjuipment.
c. Maintain liaison with vendors that service the University.
d. Developand maintain adequate procedures, controls, records and files.
e. Coordinate the procurement of goodsl aervices for the academic aadministrative departments of
the University.
f.  Obtain competitive bids, select vend, negotiate price and assapglity and prompt delivery to the
University.
g. Ensure the highest purchasing standards and ethics are maintained.

Authority for Procurement

The Administration Departmentas the responsibility for afrocurement negotiations and the adminigiraof
Purchasing Pies andProcedures as delegated to ittead of Administratioroy theRegistrar

The Administration Departmenhas the ainority to enter into a purchassgreement or otherwise obligate the
University for Procuementindebtedness. A properly executed ¢hase Quer constitutes a contract thatbinding
on both the University and the sujgpl Individuals not authorizetb sign on behalf of the Univsity, or bind the
University in any manner, are wiolation of University Purchasing Policiesich Procedies. At no time is an
employee permitted to request a supplier to ship a product or perform seithicet an approved Purchase Order.
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All purchases must be made for the purpoddrofersity-related activitiesPurchasingyoods or services for personal

use is prohibited.Departments are required to submit fulbpmpleted Purchase Requisition/ Orders to the
Administration Departmertb authorze initiation of the purchasingrocess according to established procedukis.
necessargupporting documentatianust be submitted along with thequisition, i.e contracts, proposals, quotes.

Unauthorized Purchases

Any employee who commits the University toparchase, sale, lease or other arrangement without proper
authorization ray be personally liable for thiansaction and/or subject to disciplinary actib they injure the
Universitythrough willful misconduct, bad faith, disnesty or criminal negligence.

Selection of Suppliers

Vendors are selected for their capability to sehes needs of the University the most economical and efficient
manneipossible. Past performance ardperation are important factoidendors must comply with all federal, state
and local laws andlirectives. The Administration Departmenis committedto evaluating new suppliers, and
whenevepossible, more than one source will be sought and considdtethate or multiple sources of supply are
maintained as a means of insurifagr valug performance, anservice, and minimizing costs.

Vendor Qualifications

The University will only make purchas from responsible vendors whossess the ability to perform successfully
under the terms and conditions tife purchasing contract. The University wélvaluate the vendors for their
responsibility, businesategrity, recordf past performance, insuranceputation, financial and technical oesces

in addition to any othemeasureshe University deems relevamll vendors doing hsiness with the University are
monitored as to how thgyerform, particuldy vendors doing businesstlithe University for the first time.

Supply Sources

Requisitioning departments are encouraged to suggestes of supply fonnusualitems. Authority for the final
selectiorof the vendor, however, shalk left to theAdministration Departmentvhich will make its decision in light
of the owerall needs of the University.

Quality of Materials

The Administration Departmeris committed to pcuring materials of a qualityuitabk for their intended use and
to assist University departmentsdietermining the required quality of materiddetermining the proper quality of
greatest importance, since buying a higigality than what is requiraéd often as wasful as buying a lower quality.
Suitability and oveall total cost of ownership is measured.

Price Reasonableness

Reasonableness of a proposed price magdiermined by a comparison gifrices found reasonable on recent
previous purchases; current price listsatalogs; advertisements; and similamitein a related industry. Also,
reasonableness of price may be deterthimga price analysis or a cost analysis.

Purchases Requiring Special Approvals

ltems That Must be Approved by Designated Campdmifistrative Units or OfficersTo ensure University
objectives are met argpecific needs of end users ageognized, certain items and services must haoe gpiproval

before funds can beommitted. Only officially designated personsakhave the authority to issuequisition

approvalaising signing athority.

ITEM OR SERVICE APPROVAL REQUIRED
Air conditioning units, Heaters, Ovens, Dishwasherg Director, Administration
Building modifications- contracting forconstruction,
renovations, etc.
Communication Systems IT Department
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Computers, Technologyjardware, Software, Printer{ IT Department
Scanners and Projectors

University printing- stationery, letterhead, envelopq Director, Administration
business cards, etc.

Office Supplies Director, Administration
Classified advertising for faculty andaft personnk HR Department

Logos- Useof the University identity/seal Director, Administration
Signage Interior/Exterior Director, Administration
Locks- Interior/Exterior Director, Administration
Utilities - gas, water, etc. Director, Administration
Electrical outlets Director, Administration

Requisition to Purchase

The requisition process should, whenevesgible, reside with the persavith authority to requisition for the
departmen The prompt processing of allork, however, rmains the responsibility ahe department chair person

or department directoRequests for purchases must begessed through th&dministration Departmentn the
Purchasd&Requisition/Oder Form. The Purchase Ordettie standard instrument usedtocure gods and services.

All University procurement transactions require a Purcl@sker except in cases where an alternative method has
beenapproved.Submittal of the Purchase Requisition Form docunseatrequest tpurchase onlyThe requisition
does not become a Purchase Order aptirovel by theAdministration Department

Pre-Planning for the Procurement Process

We emphasize the need for departmentdda their supply and equipmeamteds well in advance. The time reqdire
by Purchasing to picess yourequisition varies greatly through the apgbcycle of the University. laddition, the
Administration Departmerin same instances may need to obtapprovals from appropriate administvatiunits
prior to encumbranceBepartments should dacipate their reginements to allow adequate letahe for orders to be
processe@dnd product(s) to be delivered.

Fund Source

All funds deposited withGreenwichUniversity regardless of sour@e Uriversity managed funds and must

handled in accordanedththeUni ver si ty’' s Pur c hares.iAthgughPdedaritmentseatiocaded d Pr o ¢
funds in their budgets for a given padi this allocation is only aauthority to requisition, not to purcheasAll

procurement requiremerglould be processenh a Purchase/Reisition Order Form before the departmestdeives

the material(s) or sernegs). Any deviation must kepproved by the Vice Pregdt for Finance and Treasurer.

Signature Authority

Purchase Requisitions, Check Requasid other forms ahbrizing theexpenditure of funds must be signed by the
Budge Officer responsible for thaccount identified as the source of fundamgl approved in accordance witte
Signatory Authority. Purchaserders submitted without propsignatures will not berocessed and will be returned
to the initiatingdepartment.

Completing a Purchase Order

All supporting documentation relevant to ther€éhase Order (i.e. quotationmoposed contracts and agreements,
relevan correspondence, etc.) mustfoewvarded to te Administration Departmerfor review and approval prior to
theissuance of a University Purchase Order. @zglisitions/purchases are ramnsidered valid purchasby the
University RequisitionThe requisitioning department is responsifie defining quantity, qualityspecifications,
delivery date requirements aatl other pertinent informatioassential to making a proper purchase.

The order should be described in as mdetail as necessary, utilizingultiple payes if necessary. Specify exact
guantity, catalogue numhetescription, and price. A record of the quopette is helpful for comparisowith the
invoice.

*Inside delivery and installation inforation should be included on tipeirchase ordeparticularlyif furniture or a
large piece of equipment is beidglivered and installed. If delivery and ialsation have not been arranged with the
vendor beforehand, the equipnenm furniture may be delivereahly as far as a receiving dock or the stepshef t
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building. Be sure to measustevators/doorways for accessibiliyepartments submitting a requisition areuested

to follow the guidelines shown on the PurchBsegjuisition/Order

All Purchase Orders mustclude the following information or they wilie returned to the department.
a. “Ship To” must c arineatiaddressumail code atepartment phahe rumber.
b. “Suggested Sup pdlhame &nd address of vermaiso mdlude cébntact name, phone

number and fax number if avable.

“Tot al -AmertotaRKRamount of order.

“ GL A c cEotariGL Account number(s) to be charged.

“ Ob | e c tEnt&redrespondin@bject Code that best descrilggmds/services.

“I'nstructi o@heckthd 0 8u p p kbt e ss&hy spunldsDatmieinstaustions are noted

in the body of the Purchase Order.

g. “ Qu a n Enter quantity of each iteto be ordered. All items shoulok listed inthe body of the
Purchase Order. *“ Saaptelitt ached” will not be

h. “ De s c r-iThe bdyofrihe PurchasOrder must contain a complekescription of the goods and/or
servicesModel numbers alam areunacceptable. You must describbatw the item(s) is that you are
ordering. *Indicate if the item(s) is new or replacement.

i. “Uni t -Hnte pricesof each item.

j- “ Ext e n d ekhterRotal pace 6f each line item.

k. “ Tot al-Engr total prite of RFechase Order. (Must match to&mnount in front of GL account
number. See No0.3)

. “Requi s i tPrird mmalof iBdivitlual generating theder.

m. “ Si g n-aPtoper sighature(s) muappear (hame must be printedibly) or Puchase Order will be
returned.

~®ao0

Receiving Report Approval

The University has a responsibility to our sligys to pay promptly for goods or services receigignedreceiving
reports (the yellow copyfahe Purchase Order) should keurned, along with the invoice, to Acaus Payable
promptly, since theredit standing of the University depends onillitfy its obligations on time. In the event a
department budgetfficer feels payment should not be mdmause a vendor has not met the teangsconditions
specified in thdPurchase Order, he or she shoubdify the Administration Departmerimmediately, in writing, of
the details surrounding this Purchase Order

Payment of Invoices

Invoices are paid by the University Acats Payable Department. Vendarg instructed on the Purchase Order t

mail invoices directlytothe r i gi nati ng “ship to” ddotheadepganmemfter.recdipt i s
oft he vendor ' s ithe signéddReceiving RepdrtdorAacauntd Payable for payment. Disputes over a
vendor invoice require attdon. Ordering departments aexjuired to contact the supplier for correctiona timely
manner.

Return of Merchandise

Merchandise to be returned to supplierav@nufacturers for adjustment oredit should be coordinated witheth
Administration DepartmentWhen asupplier has shipped items specified on fhechase Order, he has legally
complied with his part of theontract and is wuder no obligation to accept foredit aty items delivered as specified.
Acceptance of a return by the supplgby no means automatic anceatocking charge may be incurred. Tdfisrge,
along with any freightharges, will be the rpensibility ofthe requisitioning department.

Audit Process

University departments are subject to &by theOffice of Internal AuditThe audit process examines @awhluates
the adequacy and effectiveness mkinal controls, which includemongother things, safeguarding of assend
compliance with policiesprocedures, laws, and regulations. Departsiesfiiould therefore review theuying

practices periodically to be sufeey are in compliance with giblicies and procedures.
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