
 
 

1 | P a g e  
 

POLICY ON INSTITUTIONAL FUNCTIONING 

Objective: 

To ensure that the institutional bodies of D.T.S.S. College of Law operate with maximum 

effectiveness and efficiency. 

Policy Statement: 

1. Operational Effectiveness:   

Operational effectiveness at D.T.S.S. College of Law involves ensuring that all 

institutional processes and activities are conducted efficiently and meet their intended 

goals. This includes: 

• Implementing and continuously improving procedures for academic, 

administrative, and support functions to minimize delays and errors. 

• Efficient use of resources such as staff, finances, and facilities to achieve maximum 

output with minimum waste. 

• Ensuring effective communication channels within the institution to facilitate quick 

decision-making and problem resolution. 

• Continuously assessing the performance of institutional bodies and processes to 

ensure they are functioning as intended and making necessary adjustments. 

• Providing ongoing training for staff to keep them updated on best practices and 

changes in policies to enhance their efficiency and effectiveness. 

• Using feedback from students, staff, and stakeholders to identify areas for 

improvement and implement necessary changes. 
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The functioning of institutional bodies shall be regularly reviewed to maintain and 

enhance operational effectiveness. This includes adherence to established policies, 

administrative setups, and appointment procedures.  By focusing on these areas, 

D.T.S.S. College of Law aims to enhance its overall operational effectiveness, ensuring 

that all functions support the institution’s goals and contribute to a productive learning 

environment. 

2. Administrative Setup: 

Administrative structures will be clearly defined and communicated. Roles and 

responsibilities within these structures will be well-documented to promote clarity and 

efficiency.  This includes: 

• The governing body oversees strategic direction, policy formulation, and overall 

institutional governance. It includes members from diverse backgrounds, including 

legal professionals, educators, and stakeholders. 

• The Director or Principal is the chief executive officer responsible for day-to-day 

operations, implementing policies, and ensuring academic and administrative 

excellence. 

• Administrative Staff handles routine administrative tasks, including student 

admissions, records management, and office operations. They ensure smooth 

functioning of daily activities and support various departments. 

• Support services include facilities management, IT support, library services, and 

student welfare. Each area is managed by dedicated staff ensuring that resources are 

effectively utilized and support services meet institutional needs. 

• Various committees (e.g., Examination Committee, Discipline Committee, Curriculum 

Development Committee etc.) are formed to address specific functions, ensuring 

focused oversight and management of key areas. 
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• Finance and Accounts Department manages the budget, financial planning, and 

accounting practices. Ensures transparency and efficiency in financial operations and 

compliance with regulatory requirements. 

• Human Resources Department oversees recruitment, employee relations, training, and 

development. Ensures adherence to service rules and supports staff welfare and 

professional growth. 

• Moot Court and Research Centres dedicated to providing practical legal training and 

research opportunities. Managed by faculty and supported by administrative staff to 

facilitate student engagement and academic research. 

This setup ensures a well-organized framework for efficient management, supporting both 

academic excellence and administrative effectiveness at D.T.S.S. College of Law. 

3. Appointment and Service Rules: 

Appointment processes and service rules for all staff members shall be transparent, fair, 

and in alignment with institutional goals and legal requirements. This will ensure merit-

based recruitment and equitable treatment of employees.   

Appointment Rules: 

• All vacancies are advertised through official channels, including the college 

website and prominent newspapers. 

• Candidates must submit a detailed application along with required documents 

by the specified deadline. 

• Selection is based on qualifications, experience, and performance in interviews 

or tests, ensuring merit-based appointments. 
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• Selected candidates receive an official offer of appointment outlining terms and 

conditions of service. 

• New appointees complete necessary formalities, including verification of 

documents and signing of the appointment letter. 

• New employees are on probation for a specified period (typically 6 months to 1 

year). 

• Performance is evaluated during this period to ensure suitability for the role. 

• Successful completion of probation results in confirmation of employment. 

Service Rules: 

• Employees must adhere to the college's code of conduct, including maintaining 

professionalism and ethical standards. 

• Detailed leave entitlements and procedures are outlined, including casual leave, 

medical leave, and annual leave. 

• Regular performance appraisals are conducted to assess employee performance 

and provide feedback. 

• Procedures for handling disciplinary issues are in place, including warnings, 

suspension, and termination if necessary. 

• Based on performance, experience, and availability of higher positions, 

employees may be considered for promotions. 

• The college supports ongoing professional development through training 

programs, workshops, and seminars. 

• Employees must provide notice as specified in their appointment letter. 
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• Termination can occur based on performance issues, misconduct, or 

organizational needs, following due process. 

• The retirement age is in accordance with statutory guidelines. 

• Employees are entitled to retirement benefits as per applicable laws and 

regulations. 

These rules ensure a structured and transparent approach to managing appointments 

and service, fostering a fair and efficient work environment at D.T.S.S. College of Law. 

4. Procedures and Compliance: 

At D.T.S.S. College of Law, procedures for all operational activities are meticulously 

documented and standardized to ensure uniformity and clarity. This includes processes 

for admissions, examinations, faculty appointments, and administrative tasks Regular 

updates to these procedures are made as needed to reflect changes in regulations, best 

practices, or institutional requirements. 

Compliance with relevant regulations, both statutory and institutional, is a cornerstone 

of the college’s operational framework. The institution adheres to laws governing 

educational standards, employment practices, and safety regulations. Compliance is 

monitored through regular audits and reviews conducted by the Administrative 

Department. Any deviations from established rules are addressed promptly, and 

corrective actions are implemented to rectify issues. The college also ensures that all 

staff are well-informed about compliance requirements through training and regular 

updates. 
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5. Feedback and Continuous Improvement: 

Feedback mechanisms are integral to maintaining procedural compliance and 

effectiveness. The college encourages input from students, staff, and stakeholders 

regarding procedural efficacy and compliance issues. This feedback is collected 

through surveys, suggestion boxes, and regular meetings. This proactive approach 

ensures that procedures remain relevant, effective, and aligned with both institutional 

goals and regulatory standards. 

6. Monitoring and Reporting: 

Regular monitoring is conducted to ensure that all procedures are followed correctly 

and that compliance is maintained. The Administrative Department is responsible for 

overseeing this monitoring process, which includes routine checks and performance 

evaluations. Any non-compliance issues are documented, and reports are generated to 

track the status of corrective actions. These reports are reviewed by senior management 

to ensure that appropriate measures are taken and to uphold the institution’s 

commitment to excellence and transparency. 

7. Review: 

This policy will be reviewed annually to ensure its continued relevance and 

effectiveness. 

 

 


