
















































 

 

Date: 1/9/22 

 

Notice 

 

It is hereby notified to all the administrative and supporting staff of the college that the 

Administrative Staff Greivance Redressal Cell has prepared a form where they can address 

their grievances if they have any. The Administrative Staff Grievance Redressal Cell will 

look into their grievances and will try to come up with a solution. The mentioned staff can 

collect the form from the convenor of the cell, Dr. Pinky Sagolsem and can submit it to the 

same on or before 5th September,2022.  

 

 

 

           Sd/ 

 

Dr. Pinky Sagolsem 

Convenor, Administrative Staff Grievance Redressal Cell 

  



Report 

The Administrative Staff Grievance Redressal Cell has conducted a meeting on 1st 

September, 2022. The agenda of the meeting was to collect grievances from the members if 

they have any. On the day of the meeting all the 10 non-teaching and 4 supporting staffs gave 

their grievances written in the form provided by the convenor. The grievances were handed to 

the  IQAC to forward it to the principal for follow up. 

 

 

Dr. Pinky Sagolsem 

Convenor, Administrative Staff Grievances Redressal Cell 



 

  







 

 



4th Nov 2022 
 
 
 

NOTICE CONCERNING PARENTS TEACHERS MEETING 
 
 
Dear Parent/Guardian 

 
Greetings of peace to you! 

We warmly welcome you to the Parents Teacher meeting to be held on 11th November 
2022. The timing for the meeting is mentioned below. During the meeting the class teacher will 
appraise you concerning the performance of your ward in this semester. 

We would like to provide quality service to your ward, if you have any grievance please 
fill up the Parents grievance form and submit it to the class teacher. We assure you that action 
will be taken to promote quality in our institution. 

In the May 2022 NU examination, DBCK secured 99% pass percentage and this is due to 
the collection of caution deposit during the examination. If your ward fails in the model exam, 
you have to deposit Rs 2000 per paper as caution deposit to the class teacher and this money 
will be refunded if the ward clears all the papers in NU examination. 

 

 
Thanking you. 

Yours affectionately, 
 
 
 
 

Sd/-   Sd/- 
Mrs. Zavelu Vero Kezo    Mrs. Viphreseno Yhokha 

 Dean of Student Affairs           Convernor PTA 



 

Date: 4th Nov 2022 
 
 

NOTICE CONCERNING PARENTS TEACHERS 
MEETING 

 
Dear Staff 

 

This is to inform the Staff that the Parent-Teacher-Association (PTA) Meeting for 
this session will be held on 11th November 2022. 

SOP FOR PARENTS TECHERS MEETING 

 Be in the college for 6 hours. 
  Class teachers will collect their respective files from the principal office. The file 

should contain the following 
o Admit card 
o Model exam mark entry sheet 
o Attendance percentage sheet 
o Caution deposit form 
o Parents grievance form 
o 100% attendance award. 

 Be seated in the respective hall at the allotted time 
 Welcome the parents with a broad smile. Firstly, listen to them about their ward and 

then inform them the following: Internal assessment marks, model exam marks, 
attendance percentage. 

 Issue the 100% attendance award to the parent and take a Geo tagged photo for 
documentation. 

 Obtain the parents signature, phone number in the place provided. 
 Collect the caution deposit with proper signature of the parent. 
 Issue the Admit card after completing all the process. 
 Submit the file to the principal along with the caution deposit forms and parent’s 

grievance forms. 
 Geo-tag photos with the number of students present or absent must be submitted to 

viphresenoyhokha@gmail.com on or before 14th November 2022. 
 
 

Sd/- Sd/- 
Mrs. Zavelu Vero Kezo Mrs. Viphreseno 
Yhokha Dean of Student Affairs  Convernor PTA 



 
 
 

TIME AND CLASSROOM ALLOTMENT 
 
 

Semester Time Classroom 

 

 
5th 

 

9:00AM 
to 

12:00 PM 

 
Pol Science : T2 
English :S1 
Education :S2 
History :S3 
Sociology :S4 

 
 
 
 

3rd 

 
 
 

9:00AM 
to 

12:00 PM 

 
Pol Science (Shift I) :T1 
English :F1 
Education :F2 
Sociology :F3 
History :NF1 
Commerce :NF2 
Psychology :NF3 
Pol Science (Shift II) :NF4 

 
 
 
 
 
 

1st 

 
 
 
 
 
 

12:00 PM 
to 

3:00 PM 

 
Pol Science Sec A & shift II :T1 
Pol Science Sec B :T2 
Pol Science Sec C :S4 
English :S1 
Education :S2 
History :S3 
Sociology :S4 
Commerce :F1 
Psychology :F2 
Botany :NF1 
Zoology :NF2 
Chemistry :NF3 

 
  
  



PTA MEETINGREPORT2022 
 
 

Date 11 November 2022 
 

 
The Parent Teacher meeting was successfully conducted offline on 11th November 18, 2022. During the 
meeting, Parentswere given feedback form on curriculum. The progress report model exam marks and 
attendance were shown to the parents and Admit cards for the NU Semester Exams were issued to 
the students. Concerned class teacher met the parents/guardians and appraised them on the 
academic performance, progress and concern areas of their wards. Those students failed in 
model examination deposited Rs. 2000 per paper. Students failed in four papers and above were 
asked to submit their phone along with Rs. 4000/-to the college. Students’ secured 100% 
attendance were given certificates.  
 
The following schedule were followed during the three days Parents Teacher Meeting. 
 
 
 
 

 
 
 
 
 
 
 

 
 
 

 
 
 
 
 
 
 

 
Sd/- 

ViphresenoYhokha 
Co-ordinator Parent Teacher Association 

 
  

Semester Date Time 

5th semester and 
3rd semester  

11th Nov 9:00AMto12:00 AM 

1st semester  11th Nov 9:00AMto11:00 AM 



 
  



 



It is hereby notified to all the academic staff of the college that the academic staff grieven 

redressal cell has prepared a form where you can addresS your grievances, if any. The A SCDO 

will look into the grievance and will try to conme up with a solution. The form can collect fro 

the Convenor of the cell. It will be collected on 31 march 2023. 

Sd/ 

Dr. Toshimenla 
Convenor, Academic Staff Grievance Redressal Cell 

NOTICE 

On 31 March 2023, Academic Staff Grievances were collected in a form where they have 

forwarded their grievances. The issues are: 

1. Morning shift timing 7:30 A.M. is too early. Juggling between home and college in the 
early hour causes may hurdles. Ideal time will be 8:00 or 8:30 A.M. 

2. Reducing the working hours from6 to 5 hours. Working hours to be reduced. 
3. Making it mandatory to cover classes for absentee teachers is very stressful. 
4. Flexibility in everyday routine. 
5. Semester break (after every semester) not only for students but for teachers as well to 

prepare lessons for upcoming semester. This should be part of the AYP. 

6. Extracurricular activities to be held on Saturdays. 
7. Not to organize or hold any college programs during semester break. 
8. Reduce the number classes/paper for those who are handling extra administrative 

position. 
9. Office related works must not assign entrusted to the teaching faculty. Teachers also 

need time to prepare for the class. Paper works of the related to students must not entrust 
the teachers. 

10. Respect and regard irrespective of their designation. However, professionalism should be 
maintained (addressing/ treating each other and assigning tasks). 

11. Not to shout and scold the teachers in front of the students. 
12. Inconveniences for mothers to breast feed the baby in the day care if male guest are 

around in the room. 

13. Disparity in salary between Ph.D and non Ph.D. 
14. Separate men's rest/wash room in the nevw building. 
15. More office assistants. 

16. Canteen food to be improved. 
17. A peon or an office assistant for the new college building. 
18. CCTV in the staff room intrudes personal space for the teachers. 
19. Uniform setting for all the staffroom. 

20. Inconvenient class timing till late in the evening as it makes the students restlessness and 
losing consideration in the class. 
Unavailability of public transportation for those who finishes the class after dusk. 

21. Too much activities effecting practical class. 



ACTION TAKEN REPORT 

The convenor hada meeting with the Principal on 5" April 2023, to discuss the grievance laid 
down by the academic stafT and further actions were taken: 

1. Lack of classroom is a hindrance Jothe timing. Class timing will be adjusted when one 
floor is constructed in the new building. 

2. According to UGC, there is variation in pay scale according to the qualification. 

3. The college is trying best to createa congenial environment. 
4. Already appointed an office assistant for the new building. 
5. The quality of the food in the canteen has started implenmenting. 

6. Preparing new staff room department wise from the next academic session. 

7. Significant days cannot be compromised. Other cocurricular activities ae usually held on 

Saturdays or after class. 
8. The college is working on the summer break and working hours. 

9. Signboard has been pasted only for female in the Creche. No male guest will be 
entertained henceforth in the Creche. 

Sd/ 

10. The class has been adjusted for those handling administrative work. 

Dr. Toshimenla 
Convenor, Academic Staff Grievance Redressal Cell 
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