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Salesian College 
SONADA & SILIGURI 

 
NAAC Accredited 8A9 Grade (3rd Cycle) & twice UGC certified College with Potential for 

Excellence (CPE) 
----------------------------------------------------------------------------------------------------------- 

Leave Policy 

                              ------------------- 

Salesian College Sonada established in 1938 and Siliguri Campus in 2009, has a rich history of 

churning out talented and trained graduates who can be found in almost every country on earth. The 

college looks after the welfare of the employees, be it teaching or non-teaching. It looks after the 

need of the employees and the leaves are a part of it. The leaves given to the employees are 

detailed below. 

1. LEAVE  

1.1. General  

1.1.1. Leave means authorised absence from work.  

1.1.2. Leave is to be sanctioned and/or authorised according to the exigencies of the proper and 

regular running of the College against leave application in the prescribed form. Such 

application cannot be allowed and/or authorised and/or sanctioned if it disturbs such proper 

and regular running of the College.  

1.1.3. The Governing Body of the Institution is the competent authority to sanction any leave other 

than casual leave.  

1.1.4. For the purpose of leave, the year will be the College Calendar year.  

1.1.5. Taking leave without sanction, and extending leave without sanction, are considered acts of  

misconduct and shall result in deduction in salary and disciplinary action  

1.1.6. Leave rules are primarily applicable to the permanent employees; they may apply to 

employees in probation and others if and as specified in the letter of appointment.  



1.1.7. A leave-register for every employee shall be maintained in the Registrar's office.  

1.1.8. Any leave that has been properly applied for and granted by the lawful authority will not 

cause a break in the service of the concerned staff member. The leave sanction will specify 

the nature and the conditions of break in service and PF.  

1.1.9 During examination days leaves are not generally granted except in some extreme cases of 

necessity for which prior sanction must be obtained by the employee from Principal/Vice- 

Principal with the relevant documents.  

1.2. Casual Leave  

1.2.1. All probationary and permanent employees are entitled to 7 days of casual leave.  

1.2.2. Casual leave is not a matter of right; it has to be sanctioned prior to the day of leave. Only 

one staff member in each department can take the casual leave on a given day as the 

students will otherwise suffer. Hence the faculty needs to make necessary adjustments to 

take care of the students.  

1.2.3. Casual leave may be affixed or prefixed to any holiday or Sunday but the total period 

including the holiday or Sunday shall not exceed 5 days at a time. Sundays and holidays 

falling within the period of casual leave shall not be counted as part of the casual leave. 

Casual leave shall not be affixed or prefixed to any long vacations.  

1.2.4. Temporary employees/employees on contract after three months of service may get a 

proportionate number of days for casual leave.  

1.3. Medical Leave  

1.3.1. 7 days medical leave is permitted to all permanent employees during the course of the year. A 

medical certificate is to accompany the leave application for any leave beyond two days.  

1.4. Maternity Leave  

1.4.1. Female employees with permanent appointment are entitled to maternity leave for four 

months with full salary and allowances.  

1.4.2. In calculating four months, calendar months are taken into account and all holidays occurring 

in those months are included in and as such maternity.  

1.4.3. Notice of maternity leave should be given at least one month prior to the leave.  

1.4.4. Maternity Leave is to be taken at least two weeks prior to confinement.  



1.5. Annual Leave  

1.5.1. All non-teaching employees with permanent appointment are entitled to 14 days earned leave 

besides the allotted calendar holidays with pay and allowances within the year, provided they 

have completed eleven months of service in the College.  

1.5.2. Non-teaching staff may take the annual leave together or in two/three broken periods, but 

only within the period of College holidays. Those who have not completed eleven months 

service at the time of the College holidays may be given proportionate leave.  

1.5.3. Annual leave (earned 14 days leave) is to be sanctioned after taking into account the essential  

services in the College.  

1.5.4. Annual holidays can be availed in parts during the long study leave, puja holidays or Christmas 

holidays with prior written permission obtained well in advance. All non-teaching staff in a 

department cannot be given long holidays at the same time, as their services are required for 

running the College smoothly.  

1.6. Public Holidays  

1.6.1. Generally all College holidays are holidays for the teaching staff while not so for non- 

academic staff. Teaching staff can be asked to attend special classes for students, updating 

courses, in-service training or other College related activities during such holidays.  

1.6.2. The non-academic staff will follow a list of holidays published annually by the College for 

them.  

1.6.3. Due to the nature of their work, for those who cannot avail of the full day a week and other 

public holidays, other compensatory arrangements may be made.  

1.7. Study Leave  

1.7.1. Study leave with benefits is permitted only for those with the status of permanent 

appointment.  

1.7.2. With the prior sanction of the Governing Body, a study leave not exceeding 10 days may be 

sanctioned to faculty members who are appearing for an examination to further their 

qualification.  

1.7.3. The same may be extended to the non-teaching staff for an examination, sanctioned by the 

College, which will enhance the individual9s performance or general proficiency.  



1.8. Special Leave  

1.8.1. Special leave without pay for advanced study or foreign travel or other purposes can be 

permitted by the Governing Body to permanent employees who have completed 10 years of 

service in the College.  

1.8.2. The maximum period of this special leave is one year and is permitted only once during their 

service in College.  

1.8.3. These leaves (study leave and special leave) will have to be applied for, at least three months 

in advance and must be approved by the Governing Body.  

1.8.4. Non-class days specially study leave for students or non-class days due to special situation like 

public strike etc. can be availed for academic progress when the college does not have specific 

work assigned; however a detailed report must be submitted on joining back and the fruit of 

the study will be the intellectual property of the college for its publication or academic 

requirement as the work is done while on duty; the person concerned gets the authorship and 

it may be published by the individual with due permissions from the college.  

1.8.5. Attending seminars, foreign travels, taking up responsibilities/jobs of a public nature without 

written permission is considered misconduct.  

1.8.6. A staff member on special leave shall not be entitled to increment if the same falls due at the 

time when S/he is enjoying the special leave.  

1.8.7. Leave without pay may be sanctioned in special situations as per request of the individual and 

the need of the college assessed by the Governing Body; however making the clarifications 

regarding benefits of increment, gratuity, PF or any other.  

1.8.8. A register for the leave account of every employee shall be maintained in the Registrar's 

office. 

1.9 Approving Authority 

1.9.1 The Governing Body approves the list of holidays and the leaves taken by the staff. 

1.9.2 Registrar shall take care of the weekly, monthly and annual record of leaves, absences, early 

and late departures of staff members. 

1.9.3 Temporary / Part-time Employees on contract will not be entitled to leave benefits except 

those days in which the college has an official holiday. Any leave taken by them will be 

adjusted with their monthly remuneration (30 days divided by the contract amount). 



1.9.4 All probationary employees shall enjoy only medical leave and casual leave benefits and any 

other compulsory calendar leave. 

1.9.5 Office / Clerical staffs are eligible for leave on Sunday/one day per week, 7 casual leaves 

which needs prior approval, 7 medical leaves, 30 days of calendar leave including festival days 

and an earned leave (14 days). Any leave beyond will be with deduction of pay. 

1.9.6 The Attendance Register supported by the Bio-metric system will be the official record for all 

leaves taken or absence, etc… 

1.9.7 Three late arrivals or early departures will be considered one day of leave. If late for any 

reason of college assigned work, the permission must be sought in writing from the competent 

Authority. 

1.9.8 Any short term leave taken for personal work during class hours will be considered in the 

category of early departure/half day leave as per situation assessed by the Competent 

Authority. 

 

 

----------------------------------------- 
Fr. (Prof.) George Thadathil SDB 

Principal / Secretary (Governing Body) 

Salesian College 

 

 

 

Source: Personnel Policy of Salesian College 

 



 
 

 

 

 

 

 

 

Faculty Development Program on Blended Learning – Phase I 

28th August 2021  9:30 am onwards 

Meet Link: https://meet.google.com/uhn-oqdd-zdx 

 

 

The program started by prayer led by Fr. C. M. Paul, Vice Principal, Deanery of Science, Siliguri 

Campus. It was conducted in blended mode with the faculty from Siliguri Campus at the AV Hall, 

Savio Block and the faculty from Sonada campus joining through the google meet link. 

 

Invocation was followed by a short address by Fr. George Thadathil, Principal, explaining the 

background that the FDP was a natural follow up from the National Webinar on Blended Learning 

that was held on 6th and 7th august. The goal was to be in preparation of the faculty and institution to 

adapt to the concept from UGC as well as NEP 2020. He laid emphasis on the fact that the resource 

personnel are our very own faculty and that we are indeed capable of educating our own. 

 

Mr. Dhirodatta Subba, Dean, Sciences, Siliguri Campus then laid out the plan for the day. He 

further mentioned that the FDP would be conducted in phases to address many aspects of the 

teaching-learning process that are part of the New Education Policy. 

 

First speaker was Ms. Ganga Parajuli, Department of Education. She spoke on the need to clearly 

define the Objectives – Institutional, Program specific and Course specific. 
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https://meet.google.com/uhn-oqdd-zdx


She elaborated on the different levels of objectives and how to identify them and define them. 
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Second speaker for the day was Ms. Priscella Ghimire, faculty, Department of Education, Siliguri 

campus.  

 

Her presentation was about Learning Outcomes 

– which are mapped against the stated objectives.  

 

These correspond to the levels of Objectives that 

have been defined. It is possible that one objective 

could have multiple outcomes or multiple 

objectives could lead to a single outcome. 

 

This presentation went into fair amount of detail 

in terms of how they are defined, supplemented 

by samples, and making reference to Bloom’s 
Taxonomy, how they could be defined for each 

level. 
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Meanwhile, Mr. Patric Johnson, Dean of Commerce and Management studies as well as Vocational 

studies, assisted in setting up Padlet app for participants to post their discussion points, queries and 

observations. Faculty utilized the lunch break also to post in the site. 

 

 
 

Post lunch, the speaker was Mr. Peter Lepcha, Dean of Arts and Humanities, Siliguri Campus. His 

topic was Competencies. He laid emphasis on the fact that a number of competencies could be 

defined; but what is most relevant for our students today is what are called 21st Century 

competencies or Graduate attributes. 

 

He illustrated the application of concepts from previous two talks in his own presentation as the 

Objectives and Expected Outcomes from his presentation. Then he went on to explain what 

competencies are and the 15 most desirable graduate aptitudes, segregated into three groups. 
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Making reference to the Vision and Mission statements of our Institution, we could see that many of 

the desirable competencies/ graduate aptitudes we are already addressing. There is scope to address 

others, specific to individual disciplines, and to fine tune the common and specific ones so that the 

goal would be to achieve maximum possible by all stakeholders. 

 

Finally, there was discussion and feedback session, followed by final observations by Fr. Principal. 

He congratulated all presenters and organisers and all who participated. It was decided that Heads 

of Departments would complete the task of defining Department / Program level Objectives and 

Outcomes and each faculty would assist the Head of the Department to define Course Objectives 

and Outcomes. Further, Heads were to submit the same to the facilitators of this FDP for review. 

Eventually the reviewed information would be configured in Learning Management System for 

actual use. 

 

Credits: 

Technical support for AV Hall - Mr. Simon Lepcha & Mr. Cyril Singh 

Padlet - Mr. Patric Johnson, Dean, Commerce & Management Studies 

Google meet setup, record keeping – Ms. Yadika Prasad, Faculty, Department of CSA 

Coordination & Reporting – Mr. Dhirodatta Subba, Dean of Science 

Posters, Certificates – Mr. Amit Lepcha, Graphics Designer 



 
 

 

 

 

 

 

 

Faculty Development Program on Blended Learning – Phase II 

24th and 25th September 2021  9:30 am onwards 

Meet Link: https://meet.google.com/fic-zmwu-qxf 

 

First day of two-day Faculty Development Program was inaugurated with prayer by Fr. C. M. Paul, 

Vice Principal, Deanery of Science, Siliguri Campus. It was followed by welcome address by Fr. 

George Thadathil, Principal. He mentioned this program as being a continuation of the program 

held in August. He gave his best wishes to the faculty who would be presenting and also to all those 

attending in person as well as through google meet. 

 

Mr. Dhirodatta Subba, Dean, Sciences, Siliguri Campus, then explained the schedule of the program 

and the topics that would be addressed, laying emphasis on the importance of interaction as this was 

a group learning process. 

 

First session was about the Choice Based Credit System. Two faculty – Mr. Patric Johnson, Dean of 

Commerce and Management Studies, and Mr. Subhajit Paul, Head, Department of Mathematics, 

then led us into the details of the CBCS system. 
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Meanwhile a Padlet session was available for participants to provide their inputs. 
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This was a productive session as a number of new 

faculty were not familiar with the system when they 
joined the institution. 
 
Moreover, some of the evaluation and grading 

concepts were not clear even to existing faculty.  
 
Overall, it was a reminder about the system that our 
University is following in academics. 

 

Second speaker for the day was Ms. Pricella Ghimire, faculty, Department of Education, Siliguri 

Campus. Her presentation was about the Assessments and Evaluation. Though it was an 

introductory session, the subject matter was addressed in depth. At the end of it, it was clear to the 

participants how the two concepts are different and the purpose of conducting them as well as the 

methods/ techniques that need to be applied, were very informative. 
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Speaker for the post lunch session was Ms. Ranita Chakraborty, Head, Depart of Education, Siliguri 

Campus. Her presentation was about the tests and how they are constructed for assessments and 

evaluations of academic learning, and to assess whether students have met the outcomes and 

whether faculty have been able to achieve the objectives. This was an intense session going into 

great depth. 
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This was followed by Question and Answer session and a review and feedback by Fr. Principal. 

First day of the program was a great learning experience. 

 

Second day program started with prayer by Fr. George Thadathil, Principal and Rector (Siliguri 

Campus). First session speaker for the second day was Dr. Paramita Datta, faculty, Department of 

Psychology. She spoke on the importance of Psychometric tests and how it plays an important role 

in identifying the personality types. Faculty could then do the mentoring of students accordingly. 

Over time there are changes in behaviours and regular personality assessments are also important to 

know the progress made by students in attitudes and behaviours.  
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After she was done introducing the concepts, faculty were subjected to a fairly involved test which 

was amusing and interesting to participate, and difficult at times to answer. Finally, we could tally 

the correct answers we had given individually and depending on the grade, we could assess our own 

intellectual capacity. 

 

 

 

 

 



In the second session, there were discussions related to the Phase-I FDP. Also, Departments which 
were ready with their Objectives and Outcomes submitted them. 

 

Post lunch we moved on to the next 

session which was on the introduction 

to implementation of concepts learnt in 

Phase-I in our institution Learning 

Management System (LMS). This was 

conducted by Mr. Dhirodatta Subba, 

Dean, Sciences, Siliguri Campus. 

 

He showed some available 

competency frameworks and the one 

we have configured for our institution 

based on the 21st century aptitudes. He 

also showed Outcomes configured for 

a subject/ course being taught by him. 

 
 

  
Competency framework Competency assessment 

 

 

The final session was on 

clearing any LMS or ERP 

related issues. This was 

facilitated by Ms. Yadika 

Prasad, IT Coordinator. 

It was very interactive as 

faculty expressed many 

issues and difficulties they 

face in working on the 

system. With experience 

and familiarity, things get 

better. 

 

 

 

 



Finally, Fr. George Thadathil, Rector and 
Principal, delved into the concepts of the day and 

reminded all how we should be planning and 

implementing them in our day to day activities to 

excel in what we are doing. With congratulatory 

words, he concluded the day’s program 

mentioning this was another day well spent in 

learning. 

 
 

 

 

Credits: 

 
Technical support for Marengo Hall - Mr. Simon Lepcha & Mr. Cyril Singh 
Photography - Mr. Badshah Das – Department of Mass Communications & Journalism. 

Conference setup and recording – Ms. Yadika Prasad, Department of CSA and IT Coordinator 
Coordination & Reporting – Mr. Dhirodatta Subba, Department of CSA 
Posters & certificates – Mr. Amit Lepcha, Graphics Designer 



                            

                     29th and 30th October 2021 

Faculty Development Programme:  Blended Learning Phase III 

 

Salesian Tech team in collaboration with the Department of Education, Salesian Research 

Center and IQAC organised a two day Faculty Development Programme (FDP) as part of the 

series on Blended Learning on 29th and 30th of October. First day of the FDP was held in blended 

mode where some faculties mainly from Sonada Campus attended the session online on Google 

meet platform and the rest attended offline in the A.V Hall Siliguri Campus.  The phase three 

FDP commenced with a welcome speech by Dr. Dhirodatta Subba, Dean Sciences  which was 

followed with a prayer initiated by Father Dr.  Babu Joseph Vice Principal of Commerce and 

Management invoking the blessings of the Lord. Father Dr. George Thadathil, Rector and 

Principal, presented the opening comments, informing the faculty of the re-opening of the 

college on the 16th of November as per the Government9s order, and the required actions done 
in preparation for it. He further said that the aim of conducting the FDP was to have 100 

percent computer literate and ITC enabled faculty in line with the learning objectives and 

outcomes as suggested by UGC. In accordance to this, Mr. Subba mentioned the importance of 

Learning Management System Moodle as a tool to achieve the goal. 

The first session of the day was conducted by Mr. Pinak Dey, Assistant Professor department of 

Education who delivered his presentation on 8Rubrics9 explaining the faculties how rubrics can 
be used as an assessment tool that articulates the expectation for assignment and performance 

task by listing criteria and describing levels of quality. In the process, students will know what is 

expected out of them and the teacher will be aware of where the student is lacking and work 

towards improving them. This, he explained, will be useful to both the faculty and the students. 

He also mentioned that it is not necessary to stick to Blooms Taxonomy at the category level as 

it is inherently present in the evaluation. 

In the next session Miss Yadika Prasad, Faculty Computer Science and Applications, Siliguri 

Campus explained the 8Advanced features of Moodle LMS9 like proctoring, virtual labs, 
gamification, Rubrics, and H5P. Faculties of both the campuses actively participated in the 

session going through the sample activities created for all the features mentioned. 



This was followed by lunch and the session resumed with a presentation by Mr. Ravi Bhushan 

Singh, HOD Department of Mass Communication and Journalism Siliguri Campus on 8Making 
Video for Lessons.9 He explained the process of making a video using the video editing 
application InShot and preparing an audio visual presentation using Microsoft PowerPoint 

programme. Faculties were asked to edit the pre-recorded video of their lesson as an activity 

after the session. The session came to an end with a vote of thanks given by Mr. Peter Lepcha. 

Second day of the FDP was held in Sonada i.e., on 30th October which was in physical mode 

where all faculties were present under one roof. The progamme was invocated by Father Tomy 

Augustine Kumplankal, Rector, Sonada which was followed by LMS training session on entering 

Objective, Outcomes and Competencies conducted by Dr. Dhirodatta Subba, Dean Science 

Section and Miss Yadika Prasad, Faculty Computer Science and Applications, Siliguri Campus. 

For this all faculties of both the campuses were asked to sit together as per their departments 

and follow the instructions for updating the LMS as well as to clarify their doubts. This was 

followed by a lunch break and soon after that all gathered back for a session on Question Paper 

Construction conducted by Mr. Subba and Ms. Prasad. Second day of the FDP came to an end 

with a session of Father Dr. George Thadathil, Rector and Principal, regarding feedback on all 

three phases of FDP from the faculties as well as with a vote of thanks. 

Report: Nawaneeta Subba and Bhabya Chandra Khati, Asst. Professors, Dept. of Mass 

Communication and Journalism. 

 



 

 

Mr. Pinak Dey, Assistant Professor department of Education, Siliguri Campus. 



 

 

Mr. Ravi Bhushan Singh, HOD 

Department of Mass 

Communication and 

Journalism Siliguri Campus. 

Father Dr.  Babu Joseph 

Vice Principal of 

Commerce and 

Management. 



 

                                 Day two of the FDP held in Sonada Campus. 

 



Salesian College Sonada & Siliguri 
Exploring Teaching Online/Offline/Orientation Programme 

9 January 2021 

Saturday 

Nazareth Hall, SCSC 

 

The program started at 9:45am with welcome address and meditation/ prayer led by Fr. George 

Thadathil, Principal, Salesian College. At the outset, Fr. Principal explained the purpose of conducting 

this workshop for small group consisting of the College Management, Deans, Campus co-ordinators 

and faculty entrusted with special roles. 

 

Inaugural session in progress 

 

Fr. Principal presented the layout of the program as follows: 

 

Vision: An attempt at SCS/SCSC to innovate Teaching in Blended Mode in 2021.  

Mission: To Increase the Online/Offline creative collective activity of the students accompanied by the 

Faculty.  

Objectives:  

1. To carry forward the gainful experiences of Teaching Online in 2020 to 2021. 

2. To increase the online presence of students for learning activity as a self-choice 

3. To increase the offline-online (blended) mode of teaching-learning 

4. To enhance the creative potential of the teacher-student relationship in a chosen activity 

5. To create projects/events/action plans 

Tasks planned for the day 

Session - I 

1. Listening to each other – to the success stories – to observe and comment on its replicability, 

continuity 

2. Shortlisting – categorizing – streamlining the Activities as Doable Projects 



Session - II 

3. Creating a format out of the student engagement intended and oriented projects 

4. Creating a flow chart for each Deanery and School (like minded subject formations) 

5. Synchronizing the Subjects and Collaborative Teams (schools) 

Session - III 

6. Engagement of Student Councils – Leaders as active role holders on these projects 

7. Creating an Outline/Chart for Each faculty to Devise or Share his/her Dream Plan with 

colleagues 

8. Strategizing in Teams the Ideas culled from the above for the January 22-23 Event for all of the 

Faculty across the campuses. 

 

In Session I, participants were given further details about the present academic situation and the mode 

in which the upcoming University Examinations are to take place. Noting that year 2019 has been an 

unusual year with many challenges and the many positive outcomes despite those challenges that have 

taken place, and the need to move forward with innovative ways was emphasised. The first activity 

participants had to undergo was to list out what is uppermost in their minds as something that could be 

taken up as workable in short term. Participants wrote down the ideas in small pieces of papers and stuck 

them on the walls. 

 

 



  
 

Meanwhile, some faculty who had arrived late 

also contributed to the idea pool.  

 

A summary of ideas that came out as a result of 

this exercise is presented here: 

 Student webinars 

 Quiz using poll option 

 Offline classes 

 Student workshops, seminars 

 More student participation 

 Discussion of hobbies and respective 

activities with class 

 Group discussions 

 Online activities with students 

 Departmental picnic 

 Departmental magazine 

 Field trips 

 Sharing of entrepreneur success stories 

 Becoming an inspiration for students 

 Meeting students and sharing of lockdown 

experiences 

 Making teaching and learning more 
interactive 

 Sports training for those interested 
 

 

 Inter-dependent subject wise research 

 Weekly presentation by students 

 Improvement in two-way communications 

 Practical classes in smaller groups 

 Back to college projects 

 Visit to old age home 

 Covid 19 NGOs and livelihood stories 

 

 

 

 

 




































































































