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4.4.2 — Procedures and policies for maintaining and utilizing physical, academic and support
facilities - laboratory, library, sports complex, computers, classrooms etc.

Those in the academia can attest to the fact that there is more to universities than research and
teaching. A good infrastructure with good educational spaces makes it a good place for the
students to study. Spacious and well ventilated classrooms, well-equipped laboratories, well
stocked libraries, sports grounds are all essential for creating a conducive learning environment.
SNDT women’s University is committed to provide infrastructure that is supposed to support the
full growth of the students.

The university has appointed maintenance engineers to oversee all maintenance related issues of
the three campuses. For the sake of transparency tenders and quotations are invited for
requirements related to civil work as per the guidelines prescribed.

A Purchase Committee has been constituted by the University and the Management Council
takes care of the budgetary allocations and expenditure of the University under various heads.
The final approval to budget is given by the Senate. The departments have their own procedure
of maintenance of their own equipment.

The Building and Works Committee set up by the University is the formal system created by the
University for the Maintenance and utilization of physical facilities. The Committee utilizes the
funds received from UGC and RUSA for fulfilling the needs of all the departments.

In the 21st century, every student at that level of the education system must have access to a
computer. We have infrastructure that supports information and technology (IT) systems. Wi-Fi
is made available to students and most departments have a computer lab.

All laboratories have SOPs that are updated routinely as per the norms given by the regulatory
bodies like AICTE, NCRT etc. Research labs are well equipped with the best equipment and
departments ensure the safety of students working in the labs. Fire extinguishers are installed in
all labs.

Hostels and common rooms that are properly maintained offer students a good environment for
perfect relaxation and socialization. A hostel committee is constituted to look into all hostel
related matters.

Library follows standard SOPSs and has its own Knowledge Resource Centre (KRC)
Committee. Finance Committee. Approves the KRC budget and based on this provision KRC
purchases are made. Infrastructure is added and maintenance is carried out.
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At the Juhu campus of the university there are big sports grounds which are maintained by the
university by allocating separate budget for every year. There is a Campus in-charge who takes
care of the maintenance of the grounds with the help of support staff.

The quality of Academics is regulated by the Board of Studies and the Academic Council
constituted by the University. The University has also established a Centre for Innovation and
Incubation, and has a committee to screen Memoranda of Understanding with various academic
and industrial enterprises. Many faculty members conduct funded research projects sponsored by
funding bodies such as UGC, ICSSR, ICMR, Rotary International, Shastri Indo Canadian
Research Institute (SICI) to name a few.

Procedures and policies for maintaining and utilizing the library

The SNDTWU KRC system has a well equipped central KRC on Churchgate campus and two
branches at the Pune and Juhu campuses. The KRC is fully automated having SLIM software
with barcode and is open for 10 hours a day. This enables all the KRC members to locate and use
the physical print resources like books, journals, magazines, etc easily. A regular update on new
additions and displays is provided by the KRC. The requirement and list of books and other
resources is taken from the Principals, HOD’s, faculty and students. This helps in having better
and rich collection. Electronic resources are also made available with full text access 24/7 on
username and password basis or based on IP. The KRC works hard to promote these resources to
its end users to increase its usage. The researches published in theses are uploaded on
Shodhganga portal for wider knowledge dissemination and use.

The reading room and faculty carrels are used to study, to have discussions and for research.

The IT zone / Computer Lab / ETD lab has computer terminals with internet facility set up to be
used by all KRC members. They make extensive use of the facility for study and research.

There are facilities for use of audio-visual material also.

The KRC committee works regularly towards the development and functioning of the KRC.

To ensure return of books and other material, ‘no dues’ from the KRC is mandatory for students
before appearing in exam and before leaving the campus.

Suggestion box is available to take users feedback. Their continuous feedback helps a lot in
introducing new ideas regarding KRC enrichment. During the year, various lectures and
programmes are held for professional staff and to encourage reading amongst the students and

other readers.
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Maintenance of KRC

The KRC Committee and Finance Committee approve the KRC budget and based on this

provisions KRC, purchases are made, infrastructure is added to and maintenance is carried out.

At times fundsare received from the Government and other bodies which are alsoutilized for

purchases and maintenance of the KRC. The approval of KRC committee and other

administrative & financial approvals are taken for budgeted work and purchases. The activities

like repair of computers, electrical work, furniture repair, fumigation, book & journal binding

and cleanliness in the KRC are done regularly.

Procedures and policies for maintaining and utilizing Chemical laboratory

Procedures followed with respect to safety of students:

1.

10.
11.

It is compulsory to wear lab coat, safety goggles, gloves, masks, cap as per the
requirement of the laboratory

One should not leave ongoing experiment unattended.

Laboratory waste should be disposed properly

In case of any injury, broken equipment, glassware should be reported to the teacher in
charge immediately.

UG students should not work alone in the lab, without any supervision

If any equipment or instrument, fails to start or isn’t working properly it should be
immediately reported to teacher in charge

In the event of a chemical splashing into your eye(s) or on your skin, immediately flush
the affected area(s) with running water for at least 20 minutes.

If any unsafe conditions are noticed, it should be reported to the teacher in charge
immediately.

Skin and eye contacts with the chemicals should be avoided.

Mouth suction method should not be used for pipetting.

Long hair and loose clothing must be pulled back and secured from entanglement or

potential capture.
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12. Experimental procedures with hazardous chemicals should be performed in fume/safety
hood.

13. Proper safety procedures to be followed while working in sterile areas (In between two
burners)

14. All aseptic precautions (wearing masks, gloves, sterile area) should be followed while
working in microbiology lab.

15. Mobile phones, ear phones should not be used while working in the laboratory.

16. Fancy jewelry should not be put on while working in laboratory.

17. Eating food is strictly prohibited in the laboratory.

18. If an unknown chemical is produced in the laboratory, the material should be considered
hazardous.

19. All containers must have appropriate labels. Unlabeled chemicals should never be used.

20. Use equipment only for its designated purpose.

Procedures followed with respect to requlation and smooth functioning of
the Science Liboratory:

All equipments have Standard Operating Procedures (SOPs)

All the SOP’s are updated routinely.

It is mandatory to have log book for all sophisticated equipments.

All students using a particular equipment, should enter their usage details in the log book.

All equipment should be regularly inspected for wear or deterioration.
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Equipments are maintained according to the manufacturer’s requirements and records of

certification, maintenance, or repairs should be maintained for the life of the equipment.

7. Chemicals, solvents required for the experiment or lab should be procured well in
advance from the stores department by filling the requisition slip.

8. Chemicals, solvents, equipments are purchased by following a tender process as per rules
and regulations of university.

9. All laboratories are cleaned everyday by laboratory attendants.

10. Laboratory assistants should procure, prepare required chemicals, reagents, after

consulting teacher in charge for smooth functioning of laboratory practical’s.

Technology Enhanced learning Policy is given below.
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Name of the Policy

Technology-Enabled Learning Policy

Description of Policy

Provides a framework for strengthening technology-enabled
learning in the university, and envisage improvement in
quality of teaching and learning by using technology and
sharing educational resources.

Policy applies to

XUniversity-wide
[JSpecific Location:

[0 Staff Only 0 Student Only Staff and
Students

Policy Status New Policy O Revision of Existing
Policy

Approval authority

Management Council of SNDT Women'’s University on
recommendation of Academic Council

Governing authority

Management Council

Responsible Officer

Vice Chancellor

Approval Date May 6, 2016
Effective Date June 1,2016
Date of Last Revision NA

Next Policy Review
Date

Related Policies,
Procedures and
Guidelines

Information Security Policy; Disaster Management
Procedures, Anti-Plagiarism Policy

Exceptions, if any

Technology Support for affiliated colleges
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1. Definition of Terms

Blended Learning: A teaching and learning approach that demonstrates blend of different
methods, technologies, and resources to improve student learning. Some examples of
blended learning are flipped classroom, online interaction followed by face-to-face teaching,
online learning supplemented by face-to-face practical, etc.

Information and Communication Technology: Cover a broad range of devices and
technologies to acquire, store, and manage information processing, communication and
dissemination. It includes computers, mobile, audio, video, and Internet technologies.

Policy: A broad statement of intent and plan of action to guide day to day practice.

Principals/HODs/Directors: Persons designated in these roles within the university and
they are responsible for governance and administration in the university.

Students: Any person enrolled in an award course of study at the University and its
affiliated colleges, and any person registered for seminars, workshops in any department or
unit of the University.

Teachers: Faculty members (Full Time, Part Time and Visiting faculty) of all Faculties,
Departments, Divisions, Centres, and affiliated colleges of the University.

Technology-Enabled Learning: The practice of teaching and learning facilitated by the
use of information and communication technology. Technology-Enabled Learning is about
making learning possible through use of technologies: that might refer to different ways of
serving existing learners or, potentially, providing opportunities for learners who were
previously ‘out of reach’.

2. The University Context

SNDT Women'’s University is the first Women'’s university in India as well as in South-East
Asia. Founded by Maharshi Dr. Dhondo Keshav Karve in 1916, the university has its
headquarter in Churchgate Campus, Mumbai and two other campuses at Juhu, Mumbai and
Karve Road, Pune. The university creates an inclusive society that promotes and protects
the dignity, equality, social justice and human rights for all, with special emphasis on
empowerment of women. SNDT Women'’s University offers a wide range of professional and
vocational courses for women to meet the changing socio-economic needs, with human
values and purposeful social responsibility and to achieve excellence. The currently
university serves 43000 students through face-to-face and distance education, and uses
information and communication technologies in delivery of quality teaching and learning.

3. Vision of SNDT Women's University TEL Policy

One of the goals of SNDT Women’'s University is to provide access to higher education for
women and also offer a wide range of professional and vocation courses for women to
improve their socio-economic status. It also endeavour to achieve excellence in all activities.
The TEL policy is developed to support the vision, mission and goals of the university by
facilitating student learning through the use of technology and availability of teaching and
learning resources worldwide. The policy will enable the university to commit and put in
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place appropriate technologies and resources to assist students and teachers create an
environment of excellence in learning and teaching. It will provide a common understanding
of expectations from students, teachers and administration to improve learning and
empowerment of students in the university.

3.1
3.1.1

3.1.2

3.1.3

3.1.4

3.1.5

3.1.6

3.1.7

3.2

Principles

Enabling improvement in Learning: The TEL Policy is based on the principles of
enabling student learning through use of information and communication technology.
All efforts shall be made to assist improvement in learning outcomes of the students
of SNDT Women’s University.

Quality improvement: Using technology, the SNDT Women’s University seeks to
improve the quality of student-student and student-teacher engagement and
promote a smart digital environment.

Openness: Using technology for teaching and learning would improve openness in
the educational practices at SNDT Women’s University. It will help the university to
provide access to its scholarly works in the form of teaching and learning resources
to access from anywhere. Increasing openness will help improve visibility and
reputation for its academic productivity.

Access to world of resources: Technology-enabled learning will facilitate access to
resources world over, and assist both students and teachers to make appropriate use
of the existing resources.

Increasing reach: Technology-enabled learning will enable reaching more students,
including reaching students of affiliated colleges using courses that use online
technologies.

Appropriate use of technologies: Judicious and appropriate use of technology to
fit the learning needs of the students and the subject would be important
consideration.

Partnership: The technology-enabled learning policy will encourage partnership and
collaboration in content development and sharing.

Objectives

The TEL Policy aims to:

3.2.1

3.2.2

3.2.3

3.2.4

3.2.5

Provide universal access to teaching, learning and research information to its
stakeholders using appropriate information and communication technology.

Improve relevance of the learning experiences of the students at the University using
information and communication technology and enable them to be ready for
employment and entrepreneurship.

Create an environment of sharing by providing opportunity to build networks within
and outside the university.

Engage students to learn using a variety of sources and technologies and facilitate a
rich engaging environment.

Enhancing the experiences of students through effective, agile and advanced uses of
technology, and enable them to participate from anywhere in learning and
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assessment activities, taking account of their varied abilities, location and cultural
considerations.

3.2.6 Provide an accessible teaching and learning environment to both students and
teachers with disabilities.

3.2.7 Enhance the teaching, tutoring, assessment, support and research experiences of
teachers and foster a responsive community of practice within the university to
support each other and share experiences and knowledge resources.

4. Policy Statements
4.1 Technology and Infrastructure

Adopting appropriate and advanced technology and regularly updating and upgrading the
infrastructure in the university is important to foster a good learning environment.
Appropriate investments in technology is key to maintain a service level that can facilitate
strong adoption of technology for teaching and learning. In order to do so, the SNDT
Women's University commit to create facilities to:

4.1.1 Deliver an advanced, high performance network infrastructure for the headquarters
as well as its campuses using both wireless and local area networks.

4.1.2 Provide access to university computers and networks through a secure and password
protected environment.

4.1.3 Maintain and provide services related to teaching and learning by deploying
appropriate software and services, either by hosting servers locally or remotely at
third party venders.

4.1.4 Support open source software for teaching and learning, wherever possible and
depending on expertise available.

4.1.5 Provide access to computers and networks to all the students and faculty at the
University campuses (including Model College at Shreewardhan) through computer
labs, classrooms, and commons facilities.

4.1.6 Encourage students and teachers to Bring in Your Own Device (BYOD) and provide
access to the services provided by the university.

4.1.7 Create network-based access to educational resources (e.g. NPTEL courses).
4.2 Teaching, Learning and Assessment

Integration of technology to teaching, learning and assessment activities is important to
improve the quality of student learning. It is the course design and delivery that decides
how best technology will be integrated in to teaching and learning. Therefore, the SNDT
Women'’s University shall:

4.2.1 Encourage curriculum development committees and Boards of Studies of the
university to integrate technology into the curriculum.

4.2.2 Design blended learning environments using Learning Management System (LMS) to
support teaching and learning as per the requirements of the courses. Preferably all
courses offered will have a companion LMS site.
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4.2.3 Encourage teachers to strengthen their course delivery with the support of discussion
groups, audio visual materials, and interactive materials (eg. Quizzes, activities, etc)
and foster collaborative learning.

4.2.4 Share the course content developed by the faculty members or curated by them
through an institutional Open Access repository to facilitate access by the public
anywhere, anytime.

4.2.5 Use innovative ways of measurement student learning through internal assessment,
including but not limited to book review, interview and report, field visit and report,
essay, blogs, wikis, projects, etc. Wherever applicable, all student assessment and
their achievement records are made available through the LMS.

4.2.6 Use a plagiarism detection software for all assignments submitted digitally, and
students will abide by the decision of the concerned teacher.

4.2.7 Provide suitable orientation to the students to access university ICT applications for
teaching and learning.

4.2.8 Encourage students to access other open resources to make their learning
experiences rich, engaging and relevant to job environment.

4.2.9 Facilitate building student networks using appropriate social software and platforms
to continue engagement with student alumni body beyond completion of studies, and
use the platform for curriculum upgrading, and providing placement services to the
students.

4.2.10 Use learning analytics to understand student learning progress, and provide feedback
to individual learners appropriately.

4.3 Professional Development

The role of the teachers in the university is important to make the TEL Policy effective.
Teachers need adequate and timely support to use technology and integrate in their
teaching as well as assessment practices. They need continuous updating and upgrading of
their knowledge, attitudes and skills. Therefore, the SNDT Women'’s University shall:

4.3.1 Create systems and processes to provide timely support to teachers implementing
technology in their teaching and assessment.

4.3.2 Provide centralised support services to resolve technical issues in a time bound
manner (e.g. effort will be made to resolve technical down time within 24 hours.).

4.3.3 Provide regular training to the teachers in the university to optimally use the
available systems. These training could be organised internally, or faculty may be
deputed to attend external training programmes at university cost.

4.3.4 Recognise suitably teachers using the LMS and sharing their academic outputs
(teaching and learning resources).

4.3.5 Encourage scholarly approach to adopting technology in teaching and learning and
promote critical reflection on teaching practices to be publishedin research journals
and reports which could be used by the university in decision making related to
technology in teaching and learning.
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4.3.6 Create and/or designate an existing unit in the University as a nodal centre for TEL to
provide experts advice and share experiences to the faculty. The Centres shall also
serve as a centre to facilitate exchange of experiences from other institutions to
facilitate the use of TEL.

4.4 Governance

The TEL policy needs a governance structure to implement it and undertake monitoring and
evaluation exercise. Teacher need clarity on what can be done and at the time of crisis, it is
necessary that a group within the university take the lead to resolve issues. In order to
facilitate the implementation of the TEL policy, the SNDT Women's University shall:

4.4.1 Establish a Committee headed by the Vice Chancellor to monitor and evaluate the
implementation of the TEL policy.

4.4.1.1 The TEL Committee shall at least have representation from, the faculty of
education, Department of examination, library of the university. Vice
Chancellor will nominate the members of the Committee.

The constitution of the committee will be as follows:

1. Vice Chancellor Chairperson
2. Director, BCUD/ Dean Education Member (1)
3. Controller of Examination Member (1)
4. Head, Department of Educational Technology Member (1)
5. At least two members of Technology Committee Member (2)

or the following

Head, Department of Computer Science
and

Principal, UMIT

6. University Librarian Member (1)

7. Two members nominated by Vice Chancellor Member (2)
from different faculties who are actively
involved in TEL

4.4.1.2 The role of the TEL Committee shall be to: (a) advise the university on
implementation of the TEL policy, (b) identify challenges and provide
recommendations to be adopted, (c) review the progress of adoption of TEL
in the university on yearly basis, (d) undertake review of the use of
technology by students, (e) oversee the teaching and learning infrastructure
and recommend changes to the existing system and adopt advanced
technology, whenever needed, (f) facilitate staff development activities
related to implementation of TEL policy, (g) take steps to monitor and
evaluate the implementation of TEL policy, and (h) prepare annual report on
the TEL activities in the University for review by the Academic Council.

4.4.1.3 Secretary to the TEL Committee shall be hominated by the Committee from
among its members.
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4.4.1.4 The TEL Committee will work in coordination with the existing Technology
Committee of the university.

Retain intellectual property rights of all teaching and learning resources developed by
the teachers and staff in the university as part of their teaching function, unless and
otherwise, the same is developed under another contract approved by the University
to delegate the ownership to another entity. Therefore, in general copyright of all
material developed and shared on the LMS and institutional repository will remain
with the SNDT Women’ University.

Share teaching and learning materials developed by the teachers by usingCreative
Commons — Attribution-ShareAlike (CC BY-SA) as default open license. Teachers
who would like to use a different open license can do so with the approval of the Vice
Chancellor by providing adequate justification for doing so.

Reserve rights not to share certain types of materials that may be commercially
viable and may decide to use non-derivative (ND) license for some types of
governance related materials. Whenever a particular material is developed under
collaborative efforts, the licensing of that material will be in accordance with the
agreement deciding the collaboration.

5. Implementation

Implementing the TEL policy will be responsibility of every faculty member in the University.
However, its monitoring and evaluation as well as operational aspects will be coordinated by
the TEL Committee. In order to implement the TEL policy, the TEL Committee shall
undertake the following activities:

5.1.

5.2

5.3

5.4

5.5

5.6

5.7

Regularly meet to discuss issues that needs decision-making within its scope. The
TEL Committee should at least meet three times in a year.

A long term plan of action covering outcomes, specific activities and indicators of
success shall be prepared immediately upon adoption of the TEL policy.

A detailed annual action plan with milestones shall be prepared to monitor
implementation.

Invite the faculty to submit their plans to integrate technology, and based on
available funds the TEL Committee will allocate resources for implementation of TEL
in specific courses.

The Open Access repository and LMS shall be monitored regularly to prepare reports
on its usage, in terms of the bandwidth, use by number of teachers, number of
students, and the nature of learning engagements.

Surveys of student satisfaction and faculty feedback shall be organised on an annual
basis.

The TEL Committee shall undertake all such activities that may be needed to
successfully implement the TEL policy.
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