DISCLOSUREUNDERSECTION4(1)(B)YOFRIGHTTOINFORMATIONAC
T, 2005

SECTIONA4(1)(b)(i)
THEPARTICULARS OFITSORGANIZATION,FUNCTIONSANDDUTIES:-

Nameof organization GOVERNMENTPOLYTECHNICTALWAR
Establishmentand Address Teh.Jaisinghpur,Distt.Kangra,H.P.-176096
Email-id gptalwar0O8@gmail.com

ContactNo. 01894-227009

Website www.gptalwar.edu.in

ABOUTTHE INSTITUTE:

The Govt. Polytechnic Talwar was established bythe Govt. of H.P. in the year 2008 with two
diploma courses i.e. Diploma inCivil Engineering and Automobile Engineering of 3 years duration
each. The institute is approved by the All India Council of Technical Education of Govt. of India
(AICTE) and affiliated with H.P Takniki Shiksha Board Dharamshala. The campus is located 38 km

from Palampur and 36 km from Hamirpur.

GP Talwar is committed to constantly enhancing the infrastructure and facilities to the students

and faculty to provide better environment for learning.


mailto:gptalwar08@gmail.com
http://www.gptalwar.edu.in/
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VISION:

To prepare engineers who are technically sound, professionally competent and

socially relevant and to develop well rounded, confident and responsibleindividuals

who aspire to achieve their full potential.

COURSESOFFEREDBYTHEINSTITUTE:

S.No. | NameofDepartment Sanctionintake
1 AutomobileEngineering 40
2 CivilEngineering 40
SECTIONSOFTHEINSTITUTE:
S. Sections Function Duties
No.
1 2 3 4
1 Officeofthe Implementing all the decisions in He/She is in-charge of General
Principal respect of admission, Education &  |Administration, Academic matters and

FinanceasperH.PGovt.directions.

discipline of the institution and is also
responsibleforsmoothandoverall
functioningof theinstitute.

2 AppliedScience [Toteach1%&2"SemesterCommon
Department Diploma students.

Teaching, conducting examination,
evaluation of students, Conducting
seminars and other allied work/duty
assignedbyauthorityfromtimeto
time.

3 Automobile TeachingAutomobileEngg.Subjectsto  [................ do.............
Engineering Diploma students.
Department
4 Civil TeachingCivilEngg.Subjectsto Diploma |................ do.............
Engineering students.
Department
5. [Workshop ImpartingskilltrainingtoDiploma Teaching, conducting examination,
students. student  assessment, repair &
maintenance work of the institute and
otheralliedwork/dutyassignedbythe
authorityfromtimetotime.
6. |Library Issuingbookstostudentsandthefaculty, ~ |[Bookkeeping,issue and collectionof

book keeping and maintenance.

books.Maintainingoflibraryrecords.




SECTION4(L)(b)(ii)

POWERS&DUTIESOFOFFICERSANDEMPLOYEES

Designation

Principal

Powers

1.To administerthe Institution.

2.TotakedecisionsinAdministrative, Academic&Financialmatters.

Duties

1.Academic&AdministrativeManagement ofthelnstitution.

2.ProvidingAcademicand AdministrativeleadershiptothelInstitution.

3.Monitoringandevaluation ofAcademicactivitiesin theinstitution.

4.Campusdisciplineand maintenance.

5.Publicrelationsandinteraction withthecommunity.

6.ParticipatinginpolicyplanningandsystemplanningatState,Regionaland National
levels for development of Technician Education.

7.PromotingandcoordinatingTechnicaleducationactivities.

Designation

Head ofDepartments

Duties

1.The Head of Department is overall In-charge of his branch. He/She is
required to ensure smooth functioning of the department, in addition to
his/her teaching load. He/She is required to coordinate the Academic,
Administrative and Developmental activities of the department._Provide
guidance to the students and feedback to their parents regarding academic
progress

2.He/She is to ensure that all the Lecturers/ Sr. Lecturers in his/her branchare
assigned teaching load as per AICTE Norms, perform their duty effectively
and efficiently and to ensure better teaching learning process to
thesatisfactionofthestakeholders.He/Sheshouldinvolvehimself/herself and
the other faculty members in the process of curriculum development,
Updation and revision on continued basis to meet the requirement of
industry.

3.He/She has to ensure that the laboratories in the department are well
equippedandmaintained accordingtothe curriculum. Alltheequipmentin the
laboratories/ workshops must be functional to conduct the Practical
properly.He/Shewilldecidethemeaningfulprojectworkofthestudentsin
consultation with the Senior Lecturer, Lecturer, Workshop Staff and
monitor performance of every student. He/She will assist the Principal in
all spheres for smooth functioning of the institution. Any other duty
assigned by higher authority.




Designation SeniorLecturers
Duties 1. Teaching/ StudentTraining, maintenanceof the Academicrecord.
2. ConductingExaminations,Evaluationofanswerscripts.
3. ToworkasInChargeoflaboratory/Workshop,MaintenanceofEquipment and
up keeping of Labs, Workshops.
4. DevelopmentofResourceMaterial,CurriculumUpdationetc.
5. ParticipationinCo-CurricularandExtra-CurricularActivitiesinthe
Institution.
6. Studentguidanceandcounselingandhelpingtheircharacter/career
development.
7. PromotionandCo-ordinatingTechnicalEducation Activities.
8. Self-developmentthroughup-gradationofknowledge andskills.
9. ToassisttheHODinsmoothfunctioning,academicanddevelopmentwork of
the department.
10. Anyother duty/work assigned bytheHOD, higherauthority.
Designation Lecturers
Duties 1. Teaching/ StudentTraining, maintenanceof the Academicrecord.
2. ConductingExaminations,Evaluationofanswerscripts.
3. ToworkasInChargeoflaboratory/Workshop,MaintenanceofEquipment and
up keeping of Labs, Workshops.
4. DevelopmentofResourceMaterial,CurriculumUpdationetc.
5. ParticipationinCo-CurricularandExtra-CurricularActivitiesinthe
Institution.
6. Studentguidanceandcounselingandhelpingtheircharacter/career
development
7. PromotionandCoordinatingTechnicalEducation Activities.
. Self-developmentthroughup-gradationofknowledge andskills.
9. ToassisttheHOD&Sr.Lecturerinsmoothfunctioning,Academicand
development work of the department.
10. Anyother duty/work assigned bytheHOD, higherauthority.
Designation WorkshopSupdt.
Duties 1. Teaching/Student Training,maintenanceof theacademicrecord.
2. ConductingExaminations,Evaluationofanswerscripts.
3. ToworkInchargeofLab/Workshop,MaintenanceofEquipmentandup
keeping of Labs, Workshops.
4. DevelopmentofResourceMaterial,CurriculumUpdation
5. ParticipationinCo-CurricularandExtra-CurricularActivities
6. Studentguidanceandcounselingandhelpingtheircharacter development
7. PromotionandCoordinatingTechnicalEducationActivities.
8. Self-developmentthroughup-gradationofknowledge andskills.
9. ToassisttheHODinsmoothfunctioning,academicanddevelopmentwork of

the department.

10. Tocoordinatethe repair and maintenanceworkof the institute.
11. Anyother duty/work assigned bytheHOD, higherauthority.




Designation Officerassignedthedutiesof TrainingandPlacementOfficer (TPO)
DesignatedTrainingandPlacementOfficerinaPolytechniclooksafterthefollowing:
Duties
1. Trainingandplacementofthestudentsintheindustry/otherusersystem.
2. Industrylnstitutelnteraction.
3. Arranginglndustrialvisitofstudents.
4. Toarrangefortheplacementofthestudentsthroughcampusinterviewsduring their
course of study as well as after their passing out.
5. Toarrangeforexpertlecturerstoupdatethestudentsandthestaffregardingrecent
developments in industry.
6. Tohandlealumniaffairs,includingmaintenanceofallrelevantdetailsofpassout
students and alumni association.
7. Tomonitortheworkingofthealumniassociationandtoarrangetheir meetings.
8. Tosponsorstudentsforvariouspaperpresentationsandtechnicalexhibitions.
9. Toarrangeinservicetrainingprogramoftheteachersaccordingtoupdatetheir
knowledge and skill to teach the updated/ revised curriculum.
10. Toarrangeentrepreneurshipcampsandtomotivatethestudentsforself-
employment.
11. To arrange programmes for guidance and counselling of the students regarding
varioussourcesoffinance,menandmaterialfor Start-upsandSelf-employment.
Designation \Workshoplnstructors
Duties 1. Teaching/Student Training,maintenanceof theacademicrecord.
2. Student’s assessment.
3. Toarrangethevariousmachineryandequipmentforthestudentstraining as
per the curriculum.
4. Procurement,storage,accountingofrawmaterials,toolsand instruments.
5. Managethemaintenanceofequipmentandtoolsintheworkshops
includingPreventiveandbreakdownmaintenancelaydownsafety
procedures.
6. Planning,scheduling,organizing,coordinatingandmonitoringworkshop
instructions and tasks
7. Tokeephimselfupdatedaboutthevariousdevelopmentsintherelated
industry.
8. ToassisttheHOD,WorkshopSuperintendentincertainfunctionsofthe
institute as and when necessary.
9. Anyotherdutyassignedbyauthorityforinstitutedevelopment.
Designation Assistant Librarian
Duties 1. TheLibrarianofthePolytechnicisresponsibleforthepropermaintenance of

3.

the Library. The Librarian shall maintain an Accession register.

TheAsstt.Librarianisalsoresponsiblefor:

() Cataloguing,indexingandclassificationofbooksandperiodicals.

(i) Issuingandreceivingofbooks, restoringof booksand periodicals.

(iii) Planning&developingthelibrary,arrangementofnon-book
materials.

(iv) Orientingthe userstowards effectiveutilizationoflibraryservices.

(v) Computerizationoflibrarybooksandtomaintainthebooksfaculty
wise.

Anyotherdutyassignedbythehigherauthority.




Designation LabAssistant/LabTechnician
Duties 1. Willassistthesectionincharge/facultyduringtheconductofpractical
classes to the students.

2. Tomaintaincleanlinessintheworkshop/Lab,upkeepingofthemachinery,
equipment, etc., available in the laboratory and workshop to which he is
posted.

3. Willbeavailableinthesectionduringworkinghoursandsafeguardthe
Government property.

4. Willattendtotheworkentrustedtohimforpropermaintenanceof
Laboratory by the section in charge.

5. Willopenandclose thesectionoflaboratory/workshop.

6. Willattendtoanyotherworksentrustedtohimfromtimetotimebyhigher
authority.

Designation ComputerAssistant
Duties 1. Willassistthefacultyduringthe conductofpracticalrelatedtocomputer
subjects.

2. Willmaintainthewebsiteofthe institute.

3. Willupkeepthecomputer centerofthe institute.

4. Willattend to anyotherworks entrusted to him from timeto time.

Designation Lab/WorkshopAttendants
Duties 1. Willassistthesectionincharge/facultyduringtheconductofpractical
classes to the students.

2. Cleaningandarrangingofmachineryequipment intheworkshop/Lab
/Office,in thelaboratoryand workshop towhich heis posted.

3. Willbeavailableinthesectionduringworkinghoursandsafeguardthe
Government property.

4. Willattendtotheworkentrustedtohimforpropermaintenanceof
Laboratory by the section in charge.

5. Willopenandclose thesectionoflaboratory/workshop.

6. Willattend to anyotherworksentrusted to him from timetotime.

Designation Driver-Cum-Mechanic
Duties 1. Willimpartdrivingpracticetothestudentsofconcerned branch.
2. Will upkeepandmaintain thetrainingvehicles.
3. Willattendtoanyotherworksentrustedtohim byconcernedHoDor

Principal from time to time.




SECTIONA4(1)(b)(iii)

THEPROCEDURE
FOLLOWEDINTHEDECISIONMAKINGPROCESS,INCLUDINGCHANNELS OF
SUPERVISION AND ACCOUNTABILITY:

The procedure followed in the decision making process is as per Policyand guidelines of State Govt.
and Regulatory agencies.

SECTION4(L)(b)(iv)

THENORMSSETBYIT FORTHEDISCHARGEOFITS FUNCTIONS:-

ThenormssetbyGovt.ofHimachalPradeshfromtimetotimeinbroadconsonancewiththeregulatory
bodies/Authorities.

SECTION4(L)(b)(v)

THE RULES, REGULATIONS, INSTRUCTIONS, MANUALS AND RECORDS, HELD
BYITORUNDERITSCONTROLORUSEDBYITSEMPLOYEESFORDISCHARGINGITSFU
NCTIONS:

Thelettersreceivedfromvarioussourcesaredealtwith/disposedofbytheconcernedofficial/ officer as per norms
fixed by the Govt.in broad consonance with regulatory authorities such as:
1. AllindiaCouncilforTechnicalEducation (AICTE)(https://www.aicte-india.org/)
2. Directorate of Technical Education and Vocational Training, Sundernagar, H.P
(www.techedu.gov.in).
3. HimachalPradeshTaknikiShikshaBoard, Dharamshala, (www.hptechboard.com).

4. Instructionsgivenbythe GovernmentofHimachalPradeshfromtimetotime.


http://www.aicte-india.org/)
http://www.techedu.gov.in/
http://www.hptechboard.com/

SECTIONA4(1)(b)(vi)

ASTATEMENTOFTHECATEGORIESOFDOCUMENTSTHATAREHELDBYITORUNDE
RITS CONTROL :

Sr.No. Categoryofthe document Proceduretoobtainthe document
1 2 3
1 BankPass Books
2 ServiceBook
3 Personalfiles
4 Diaryandlssueregister
5 /Acquaintance
6 BillRegister
7 BookofDrawlregister
3 DCR
0 Cash.Books
10 Admission registers
11 PlacementRecord
12 Students Results TheDocumentscanbeobtainedfrom
concernedofficerin charges/officials
13 Studentattendance registers
14 Vehiclelogbook
15 StockRegistersandIndent Books
16 Dutyattendanceregisters
17 Filesrelatedtobudget,correspondence,RTI.
18 Files&documents related to building,
/Academic,Examination
19 FilesrelatedtoProcurement/Tender.
20 Filesrelatedtostudentcounseling.
21 FilesrelatedtoHostel,etc.
22 Filesrelatedtooutsource staff




SECTIONA4(L)(b)(vii)

THEPARTICULARSOFANYARRANGEMENTTHATEXISTSFORCONSULTATIONWIT

H, OR REPRESENTATION BY, THE MEMBERS OF THE PUBLIC IN RELATIONTO

THE FORMULATION OF ITS POLICY OR IMPLEMENTATION.

S No. Subject/Topic Isitmandatoryto ensure | Arrangementsfor
public seeking public
participation(Yes/No) Participation
N.A.

SECTION4(L)(b)(viii)

BOARDS,COUNCILS, COMMITTEES&OTHERBODIESCONSTITUTED

e InternalCommitteesofthe Institution.

e HostelManagement Committee.

e Anti-RaggingCommittee.

e DisciplinaryCommittee.

e SexualHarassmentCommittee/M\Women cell

e InternalQualityAssuranceCell

10



SECTION 4(1) (b)
(iX)DIRECTORYOFOFFICERSANDEMPLOYES

Sr. Name of Designation Department e-mail Mobile No.
No Officer/Official
1. | Smt. Manju Sharma Principal | ...
2. | Sh. Tanmay Kapoor HOD Civil Engg.
Sh. Dhiraj Gupta HOD Automobile Engg.
Smt. Meenakshi Saini HOD AS&H
5. | Sh. Rana Kunal Sr. Lecturer Civil Engg.
6. | Sh. Nemjel Choudhary | Sr. Lecturer AS&H
7. | Sh. Harish Kumar Lecturer Civil Engg.
8. | Ms. Sangeeta Sharma Lecturer AS&H
9. | Sh. Jitender Kumar Workshop Supdt. Auto Engg.
10. | Sh. Vinay Guleria Lecturer Physics
11. | Smt. Nidhi Katoch Lecturer Chemistry
12. | Sh. Gaurav Puwari Lecturer Automobile Engg.
13. | Miss. Parveen Kumari | Lecturer English
14. | Sh. Anuj Rana Lecturer .Civil Engg.
15. | Sh. Kharatti. Lal Lecturer Math
16. | Sh. Rishu Dhiman Lecturer Automobile Engg. | gptalwar08@gmail.com | 01894-227009
17. | Sh. Naveen Bharti Lecturer Civil Engg..
18. | Sh. Bhupinder Kumar Computer Asstt. AS&H
19. | Sh. Vikram Chand Workshop Instructor | Automobile Engg.
(Electronics)
20. | Sh. Rakesh Kumar Workshop Instructor | Automobile Engg.
(Weding)
21. | Sh. Avtar Singh Lab Asstt. Automobile Engg.
22. | Sh. Jiwan Kumar Lab Asstt. Civil Engg.
23. | Sh. AmitDhar Asstt. Librarian Library
24. | Sh. Nand Kishore Sr. Asstt. Office Staff
(Ministerial Staff)
25. | Sh. Rajinder Kumar Peon Office Staff
(Ministerial Staff)
26. | Smt. Swarna Devi Workshop Workshops
Attendant
27. | Sh. Vijay Kumar Chowkidar Office Staff

(Ministerial Staff)

11




SECTIONA4(1)(b) (X)

MONTHLY REMUNERATION RECEIVED BY EACH OF ITS OFFICERS

ANDEMPLOYEES,INCLUDINGTHESYSTEMOFCOMPENSATIONASPROVIDEDINITS

REGULATIONS:

Sr.No. Designation PayScale / Levelas per HPCSRP2022

1 Principal (Level28,Cell06.)

2 HeadoftheDeptt. (Level24)

3 Sr.Lecturer (Level21Cell03)

4 Lecturer (Level18Cell01)

5 WorkshopSupdt. (Level18Cell01)

6 ComputerAssistant (Levell1Cell01)

7 \Workshoplnstructor (Levell0)

3 AssistantLibrarian (Level06Cell01)

) LibraryAssistant/Lab Level07Cell07
Technicians

10 Sr. Asstt. (Levelll)

11 Clerk (Level03)

12 Driver-Cum-Mechanic (Level03)

13 Peon/Chowkidar (Level01)

14 \Workshop Attendant (Level01)

12



SECTIONA4(1)(b)(xi)

THE BUDGET ALLOCATED TO EACH OF ITS AGENCY, INDICATING
THEPARTICULARSOFALLPLANS,PROPOSEDEXPENDITURESANDREPORTSO
NDISBURSEMENTS MADE:-

BudgetAvailabilityReportFinancialyear2023-2024

Sr.No. ObjectCode Description Amountallocated()
1 01Salaries&DA 22306142.00
2 02 Wages NIL

3 03TravelExpense 63625.00

4 050ffice Expense 804895.00

5 12 Scholarship/Stiphend NIL

6 31 Machinery&Equipment’s 128841.00

7 30 MotorVehicle 117473.00

3 33Material&Supplies 62925.00

) 200ther Charges 50600.00

10 06MedicalReimbursement 49967.00

11 99 Honorarium 5000.00

SECTIONA4(L)(b)(xii)

MANNEROFEXECUTION OFSUBSIDY PROGRAMMES

Doesnotarise.

SECTIONA4(L)(b)(xiii)

PARTICULARSOFRECIPIENTSOFCONCESSIONS.PERMITSORAUTHORIZATIONSGRANTED

AsperH.PGovt.Policy.

13



SECTIONA4(1)(b)(xiv)

DETAILSINRESPECTOFTHEINFORMATION.AVAILABLETOORHELDBYIT,.REDUCE
D IN AN ELECTRONIC FORM:-

All the relevant details including the procurement, tender and student matters are made available on

the website www.gptalwar.edu.in.www.techedu.hp.gov.in, Brief information of various courses

offered by the institute, Curriculum and fees structure of various disciplines are available at the web

site www.hptechboard.com and www.gptalwar.edu.in

SECTION4(1)(b)(xv)

THE PARTICULARS OF FACILITIES AVAILABLE TO CITIZENS FOR
OBTAININGINFORMATION,INCLUDINGTHEWORKINGHOURSOFALIBRARYORR
EADINGROOM, IF MAINTAINED FOR PUBLIC USE:-

Means, methods or facilitation available to the publics, which are adopted by the department for
disseminationofinformation. ThefollowingmethodsoffacilitationareavailabletothePublicwhich are
adopted by the Institute: -

1 NoticeBoard Available
2 InspectionofRecordinthe office Available
3 Systemof issuingof copies of documents Available
4 Website Available

Theinstitutehasmaintaineditslibraryrestricted onlytoitsstudentsandstaff. Thelibraryisnotopen to the
public.

SECTION4(L)(b)(xvi)

FORTHEIMPLEMENTATIONOFRIGHTTOINFORMATIONACT.2005,FOLLOWINGOFFICERS

HAVE BEEN NOMINATED AS APPELLATE AUTHORITY & PUBLICINFORMATION OFFICER:

AuthorityDesignated |Name&Designationof |CompleteOfficial Office
Under RTI Act-2005 |the officer Address TelephoneNo
PublicInformation Principal Govt.PolytechnicTalwar,
Officer(P10) Tehsil- Jaisinghpur,
Distt.- Kangra, 01894-227009
HimachalPradesh
176096

AppellateAuthority JointDirectorTechnical |Directorate Of Technical
Education H.P. EducationVocationaland
IndustrialTraining
Sundernagar-H.P

01907-266572
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