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STAFF MEETING MINUTES FOR THE ACADEMIC YEAR 2023-2024

BTN

."/t

CMAS

CAAGIEN LOULFGE OF MARAGEMENT &
AVPULD SUIENCES

MINUTES OF THE FOURTH STAFF MEETING

ACADEMIC YEAR 2023- 24

The fourth staff meeting of the academic year 2023- 24 was held on 17 October 2023 at 2.30
pm.

Director Rev. Dr. Mathew Vatathara CMI and Principal Dr. Laly Mathew presided over the
meeting. The meeting commenced with a silent prayer.

The book authored by Ms. Bridin Rocha and published with the first ISB number of the
college was released by the Director, Rev. Dr. Mathew Vatathara CML

The Director appreciated the work done by every employee during the NAAC accreditation
procedure. He expressed his happiness at learning how each department and club contribute
to society's advancement and provides aid to those in need through their extension activioties.
Rev. Father reminded the staff to prioritise academics to extracurricular pursuits. For the
emotional wellbeing of the students, the Director stressed the value of mentoring and the
need to provide them support.

The meeting further continued with the Principal’s thoughts and recommendations:

o Principal appreciated Ms. Bridin Rocha on the publishing of the book with the
college's first ISB number; the presiding officer Mr. Ashish C Pius and the team of
teachers for their efforts in ensuring the smooth conduct of the union election and the
handbook committee, comprising Mr. Renju A.C, Ms. Sai Parvathy L. R, Ms. Ansa
Jose, and Ms. Bridin Rocha, for their painstaking and organised work in producing the
handbook.

o Principal thanked every member of the staff for the timely completion of the data
compilation for KIRF registration.

o Innovative programmes are being developed by every department, demonstrating how
each employee is improving both personally and professxona}ly‘"" a

e A student IQAC must be established to guarantee t e\\é cient \\cmon of each
criterion's task, enabling the students to enhance tllelr"al;i‘liti_'e"‘s’ij_i}a to pir Hicipate in the
NAAC process. ik TN
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According to the university calendar, the last working day for 5th and 3rd semester
students is October 30, 2023. If necessary, the departments shall continue classes
with special timetables.
The centralised evaluation will begin on 19 October 2023. The HoD’s are to give a
list of the teachers who won't be at the camp as well as a list of the classes that will

have special class.
Students may participate in
departments that aren't particip
study for internal exams.

Sarganjali is being planned

an admirable participation in
scheduled for the cultural events. Selected team events wi

university youth festival with proper training.
Principal expressed her appreciation for teachers who were actively participating in
FDP’s. Ms. Raji T and Ms. Jesmi Jacob were appreciated for attending and presenting
papers at an International conference in Chennai.
Teachers from self-financing colleges can register as guides under MG University,
according to a circular issued by the MG University. The Principal encouraged
qualified teachers to apply for guideship.

Every teacher in charge was instructed to make sure that the full name of the college
and the caption or title of every event are included in the photos and videos before

sharing them on social media.

internships during the camp cvaluation.  Those
ating in internships’could pursue social internships or

and carricd out meticulously. Students have demonstrated

all the events. The third and fourth of November are
ill participate in the

Rajagiri Sparsh will oversee the departments and clubs social responsibility initiatives.

All extension programmes should be conducted outside regular working hours.
Teachers may apply for financial assistance for programs by presenting an expected
budget of events.

The staff welfare association will begin operations and offer benefits and welfare
programmes to the group's members. The Management has kindly offered to provide
the association with seed money as a start-up operating fund.

Principal concluded by instructing teachers to monitor the dress code of the students,
which is a part of discipline and to advise students to maintain their etiquettes.

Use of mobile devices are not permitted in the classroom by students. It is permitted
in the canteen and at the vending machine for Gpay facility.

Dr. Chandralal. V.S further briefed on the conduct of the second internal examination of the
3 and 5' semester students.

The internal examination is scheduled on 30"
0] st (
November 2023. ctober, 31 October and I

Following a discussion of the concerns and suggestions expressed by the staff ; 1t wa
decided to conduct two exams, each of forty marks,gn a single d'l)’ 5
The time table and question paper pattern will be forwarded soon. »
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The IQAC coordinator, Mr. Joby Jacob, expressed appreciation and gratitude to the criterion
champions and co-champions as well as the IQAC additional coordinators for the timely

completion of documentation for KIRF,

The NAAC's preparation work is ongoing, and

IQAC promptly monitors changes that oceur,

The meeting further continued with the official launch of ‘SWAR’, the Staff Welfare
Association of Rajagiri. Ms. Geethu Johny discussed in detail about the functioning of the

association.

R NG

The registration process is in the initial stage and the association will start functioning
from 1¥ November 2023,

Board Members:

President: Ms. Raji. T

Secretary: Ms. Geethu Johny

Treasurer: Ms. Nidhi Varghese

Members: Ms. Jesmi Jacob, Ms. Aneesha K. Jose, Mr. Abbin Joseph Thomas and Mr.
Manimohan T.V

There will be a Registration fee of Rs. 150/- and a monthly contribution of Rs. 100/-
per individual.

Privileges from various outlets and stores are confirmed for the members of the
association.

Loan facilities can be availed from the association in due course

The membership to the association is voluntary and the Association will function for
the welfare of both teaching and non- teaching staff,

There were no further matters for discussion and the meeting adjourned at 4.00 PM

Ms. Geethu Johny
Staff Secretary
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STAFF MEETING MINUTES FOR THE ACADEMIC YEAR 2022-2023

RCVIAS

BAIGITI COLEGE OF MANAGEMENT &
APTUID SCIFNCES

MINUTES OF THE FIRST STAFF MEETING

ACADEMIC YEAR 2022- 23

The first staff meeting for the academic year 2022- 23 was held on 14* July, 2022 at 3 p-m. The mefztmi
was presided over by the Director Rev. Dr. Mathew Vatathara CMI and the Principal Fr. Ajees

Puthussery.

All the faculty members except Ms. Raji T, Ms. Neha Anne Varughese, Ms. Jesmi Jatfob, Mr. Ajish .V.
Nair, Ms. Mekha Sebastian, Ms. Dona Maria Mani, Ms. Deekshitha P.N and Mr. Abbin Joseph Thomas

were present for the meeting.

The meeting commenced with silent prayer. The minutes of the previous staff meeting was read by Ms.
Mary Antony, the erstwhile staff secretary and the same was approved by the management and the staff.

Thoughts and Recommendations by the Director

e Rev. Dr Mathew Vatathara CMI expressed his pleasure to meet 2ll the staff members,
appreciated, and thanked cach onc of the members for their dedication and commitment.

e The Director was pleased to quote an instance where he came across an acquaintance who spoke
about the quality of the B.com degree offered at RCMAS, which made him feel proud, and
happily shared that the credit goes to every staff member and it is 2 moment to feel proud of each
one of us.

e The Director stated that the number of applications for admission received this year reveals the
quality of teaching and further requested all the members to maintain the same and not to
compromise on it.

» The Director stated that the CMI educational institutions emphasize the holistic development of
the students, which includes academic excellence, intellectual excellence, spiritual maturity,
social sensitivity, moral integrity and should be technologically sound. He further added that the
teachers should facilitate to make the students good human beings and impart such values.

e The management wants the students and the staff fraternity to have a homely atmosphere where
all are happy and not discontented as the institution stands to be a home away from home. To
build a family atmosphere an important factor to be noted is to have trust between the
management and staff. He mentioned about the situation were some staﬁ,’ﬁamussions about
salary increment and the concerns regarding the same. Acknowl s angt }hesame -issue, Fr.

Director talked about the attempts made by the management on sald .%ﬁéﬁ‘gis‘gl,’vwhi(:h is under

RAJAGIRI COLLEGE OF MANAGEMENT AND APPLIED SC
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consideration and meanwhile many gossips are occurring about the same and other

SR ik Matters,
which will not lead to a healthy relationship. He shared the willingness of the man

agement to

e

clarity and discuss the problems and concerns of the staff,

- e The l;cxt point of discussion by the Dircetor was family orientation where he reminded the neeg

s to reach out to the families of the students as there are issues faced by the students in their family, -
which are beyond imagination. There are instances where the development of the student js |

- adversely affected on account of broken family or the lack of healthy relationship between the Ji

2 parents. In such situations, the teacher should be able to connect and help the students, which wil| /j
be a great service and provide solace to them.

& e Fr. Director expressed his hope that this year, all the activitics, which were being conducted by /‘

i the institution, can be organised in a better way. He further added that education must be -

personalised, catering to the student needs without generalising their abilities and attitudes, reach
out to the students considering their individual needs and concerns, giving more attention to the
2 weak students, which can be done through mentoring.

e Fr. Director concluded by wishing a fruitful and successful year ahead and thanked the entire
members of the staff for the effort put in.

Fr. Principal continued the meeting by thanking the Director for his words of encouragement.

Thoughts and recommendations by the Principal:

-

B

e Fr. Principal reminded the staff to be more professional than to be taken over by sentiments. He
appreciated the teachers for their selfless dedication and service for the glory of the institution for
. the academic and extracurricular achievements.
e It was informed that the nomenclature and the structure of departments are being modified and
that from the 30® of June the institution will function as 5 departments namely BA Animation
_ and Graphic Design headed by Mr. Jotty Jacob, BA English IIl Main headed by Ms. Martina  —
A.A, BBA headed by Ms. Megha Mohan, BCA headed by Mr. Sijo Jacob and Department of
Commerce headed by Ms. Mary Antony and coordinated by Ms. Diana Joseph and Ms. Aswathy
KM.
* Fr. Principal congratulated the new Heads of the departments and thanked the erstwhile heads
Ms. Anila Varghese, Ms. Anupa Stanley, Ms. Bridin Rocha, Ms. Ammu K.V, Ms. Tessy Biju,
o Ms. Amala Manavalan, Mr. Joby Jacob, Mr. Renju A.C, Mr. Ashish .C. Pius and Mr. Jose Francis -+
for their relentless service to the institution. He reminded that the B.com departments will
maintain their individuality and activities under the programme coordinator but will be known in
the name “Department of Commerce”.
* AnInternal Quality Assurance Cell headed by IQAC Coordinator Mr. Joby Jacob and additional
coordinators Ms. Amala Manavalan and Mr. Jithu Tom Eapen was constituted to coordinate the

-

{

| S B

quality assurance efforts on our parts. ,T
* Fr. Principal reminded that every department should..take initiative to formulate vision and

= mission of the department along with ngl’amm;(:éﬁt&iﬁws;.‘c’bqr\se outcomes and programme
specific outcomes. ST e A
* He highlighted the effort put in by Mr. Jose ?q’ég_é\,‘Cdordinator,f Placement cell for gathering !
: around 210 offers from various companies. (% {7 5. sl _
A
! |
.|
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*  The Exam cell headed by Mr. W.T.Paul and assisted by Dr. Chandralal V.S and Ms. Salu
Varghese were thanked for the smooth conduct of the examinations,

*  Dr. Chandralal V.S supported by Ms, Salu Varghese and Mr. Ashish C.Pius will hereafter head

the exam cell. na

Dr. Bipin Das and Mr. Savio were appreciated for the smooth conduct and clear communication

< rendered regarding the transportation facility offered by the college,

e All the club coordinators were congratulated for the activitics conducted during the previous

academic year.

k  The office staff Mr. Renjith, Mr. Dineesh, Mr. Robin and Mr. Jibin along with the finance

department Ms. Jincy, Mr. Savio and Mr. Arun were appreciated for always being at service for ~ ~

both the students and the staff.

X "o Fr. Principal suggested that every faculty member should maintain a personal file including

documents like resume, certificates, publication details, feedback details, seminars, workshops

attended etc.

L e Most of the faculty have registered for PhD, which will enhance the academic culture, and there
is a need to get into academic discussions and publications, which will contribute to the
institution and automatically help in NAAC accreditation. Once in a year under the guidance of

= the Heads of the Departments teachers can present research articles and have discussions on a

Saturday or during the afternoon session. Fr. Principal wished all the teachers who have -

registered for PhD good luck.

LY o Fr. Principal reminded that it is mandatory to wear masks as the pandemic is not completely

under control. e

s Usage of mobile phones should not be promoted and once confiscated it will only be returned

= : after a semester’s duration.

o Students should wear proper uniform with ID card and should have a decent look with neat hair S

. cut. Hair colouring shall not be permitted.

£ o Al the official proceedings of the students should happen only during the break or after class

hours. No student should be allowed to go to the office during class hours. HoD’s and batch —
coordinators must ensure that every official messages and notices shared through whatsaap reach
the students and they clearly abide to the same and also stick to the deadlines.

s The M.Com Department under the guidance of Dr. Chithra V. Menon and Ms. Jissy Joseph were s

" appreciated for organising a conference last year and it was suggested that such faculty

development programmes and conferences should be promoted by every department.
o He stated that the teachers should have a proactive attitude towards Students who are caught for —_—

i disciplinary issues and malpractices and such students should not be treated with the same
attitude throughout.

o Teachers should intimate the leave to the concerened HoD’s and make proper arrangements for —
substitution of the work allotted and do not expect the HoD to look after the respective
arrangements. Teachers should also submit their leave applications on time.

The staff manual of RCMAS drafted and prepared under the team of Mr. Joby Jacob, Ms. Amala —_—
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Rev. Fr. Ma -, T i
P Ithc:;l.‘/:'umhm . The Director thanked all the teachers who worked behind th i -
ual and intimated that here after the staff manual will be a guide for all ikitingonte. 8

e Fr. Principal thanked Ms. Mar
al th . Mary Antony for her relentless service as the staff see
— crvice as the staff seeretary for the past — ~
s Newly appointed staff members Ms. Heera. B, Ms. Hitha PS, Ms. Bilin Baby Elizat g
Mariya Paul, Ms. Minu S Kumar and Mr. Kuriakose Paul introduced lhcmsclvesy e M

e Ms. Mary Antony thanked cvery staff member for su i
: supporting and i
i SAET pporting and helping her all throughout her
e Ms. Geethu Johny was clected as the Staff Scerctary for the academic year 2022-23. Ms. Geeth
thanked the management and staff for entrusting the duty and sought for mcar'su;;{,oncq,::
d -

cooperation.

e Dr. Chithra. V. Menon appreciated Ms. Mary Antony for always being a constant support and it
always showing maternal affection to cveryone. She was very systematic and true to her work and .
always approachable. Dr Chithra further thanked Ms. Mary Antony on behalf of all the members ‘
of the staff. R

f
- t |
The meeting was open for general discussions to raise concerns and queries. i

e Ms. Matina AA raised her doubts regarding hair colouring as most of the students have already
and it is difficult to intimate them to remove it. In response to

done colouring, which is expensive,
this, Fr. Principal asked to instruct the students not to repeat it as RCMAS is well known for -,
|

discipline and should abide to it.
e Ms. Heera B enquired if there would be any financial support provided by the management |
towards research publication d the management would look into the  —i

for which Fr. Principal sai
matter and there will be more updates in the staff manual regarding the same. |

Fr. Principal once again thanked the members of the staff for the service and dedication extended to the
institution

The meeting adjourned at 4.00 pm

Ms. Geethu J ohny

Staff Secfetary
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STAFF MEETING MINUTES FOR THE ACADEMIC YEAR 2021-2022

RCMAS =

RAJAGIRI COLLEGE OF MANAGEMENT & _
APPLIED SCIENCES -

MINUTES OF THE FIRST STAFF MEETING FOR THE ACADEMIC YEAR 2021 - ‘22 =,

The first staff meeting of the Academic year 2021 - 22 was held at 11:40AM on the 28" of October
2021, Thursday in the college auditorium. The meeting started with a silent prayer and was followed by =
the presentation of minutes of the previous general staff meeting which was approved by Principal

Fr.Ajeesh Puthussery.

_ Except Ms. Sai Parvathy, all teaching staff were present for the me?ating.
ANNOUNCEMENTS BY THE DIRECTOR

o Director Rev.Fr.Dr.Mathew Vattathara CMI said that the delay in having a staff meeting in the
previous academic year was to avert any crisis during the pandemic situation

e  Fr. Director congratulated all departments for the excellent success in the University Exams. =
He also appreciated the successful conduct of Deeksharmbham 2021 and the First year UG
admissions of 2021.

o Fr. Director also commented on the different activities conducted by the departments which -
were also successfully completed.

o He instructed that the main channel of communication would be the council meeting; however,
concerns can be raised through the HoD'’s of different departments. Fr. Director also stated that 2
the staff was free to meet the management personally. -

o Fr. Director stressed on the importance of enjoying the work one does and the relevance in
addressing the concerns of the employees to ensure that they do their work sincerely with -
satisfaction. He also added that any grievances or concerns from the faculty should be 2
communicated to the management so that an effective remedy/ action can be taken to address
the same within the limits of the institution. ) )

e Fr. Director added that the profession that is chosen by the staff is aimed at changing the lives S
of many students. He sFated that the staff should love all the children as their own and stand for
their welfare. The teachers should be the role models for the students. Therefore, a lot of
qualities should be practiced by the teachers so that they can guide the students in the right
path. .

¢ Teachers should be competent in the subject so, we get respect from students

* Teachers should understand the problems faced by the students. Mentoring.h Ips to bridge the
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effectively. Cases that neeg
recruited soon, "

he major focus for the next tw

8 0 years is tg A
give our college | get the i

Nstitution

« more exposure thereby increasing the

eration of the staff js expected, As

or NAAC. he College gets accredited by sapc

ANNOUNCEMENTS BY THE PRINCIPAL

Fr. Principal congratulated all the teachers for their self]
meritorious achievement of the students in the academic

Fr. Principal also congratulated the admission core com
Jacob and the interview board on t;
intake,

€ss service which has resulted in the
years 2020 and 2021.

' mittee members headed by Mr. Joby
€ successfully admitting 335 students out of 350 sanctioned

Mr. Ashish C. Pius was congratulated for organizing Deeksharambam - 2021 and Ms.Chitra R.
Menon for arranging renowned personalities for induction programme in connection with
Deeksharambham 2021.

Club coordinators and club members were also appreciated for coming up with creative
initiatives for the holistic development of students. Fr. Principal also congratulated the
placement cell headed by Mr. Jose Francis and commented that 120 students were placed in
different MNC's in the placement conducted last year . This year so far 13 students were placed
at De- Loitte, 5 students from BCA and 8 students from B.Com respectively.

Fr. Principal then stressed on the importance of getting accredited and highlighted the amount
of documentation work to be done prior to the accreditation process. He added that the
wholehearted cooperation of all staff members is mandatory to achieve this. Teachers would

be - selected -and grouped to perform duties in connection with the accreditation and an
" orientation session is scheduled for the 20th November 2021 .

Fr.Principal announced that the first year offline classes will resume from November 1%2021.
Teachers were requested to be vigilant and ensure that discipline is properly implemented as
per the students handbook. As the students are from diverse baclfgro.unds, teachers ar:
expected to work as a single entity, irrespective of departments to maintain the Fiecorum an

ensure discipline. :
Usage of mobile phone IS NOT ALLOWED in the ¢ :
the consent from the batch coordinators/HoD'’s, mobile p

ollege building and campus. However, with
hone may be used for academic

purposes only. L F i, .
The classroom walls shodld:be’neat and tidy,
rts or other posters can
&E’e['c’léssrooms on request to the office.
Nt Yo

no one is allowed to stick anything on the
only be doneona soft board which will be

classroom walls. Stickin
provided and installed i

K

RAJAGIRI COLLEGE OF MANAGEMENT AND APPL

A

Email: principal@rajagiricollege.edu.in
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« Considering the Covid situation, the college timings was scheduled from 8.30 AM to 3 PM which
will be continued for the time being  but will change in the near future .Physical class
commences at 08:30 AM and the teachers are expected to be in the class by 8:25. Biometric
machines are installed and the teachers are expected to register their entry in the Biometric
machine and sign in the register maintained in the office from 1st November 2021. The
punching time is set  between 7:30 AM and 6 PM. Morning punch in time should be before
8.30 am and evening punch out time is after 3 PM.  Punch in time for half day is 11:30 AM,
More dynamics would be shared after the release of the staff policy.

o For students and teachers, the point of contact will be the college office for any document —
pertaining to education or employment respectively. Teachers can approach the accounts
office for financial matters. Leave forms to be submitted to the office by the end of the month.

o Teachers handling invigilation duties must ensure that the details filled by the students in the _—
facing sheets are correct. It should be cross checked with the hall ticket. The usage of mobile
phones while invigilating is strictly prohibited except during cases of emergency.

¢ Student’s interactive handbook was released. FR. Principal thanked the committee headed by o
Mr. Renju Ac and supported by Mr. Jotty Jacob, Ms.Lakshmi K Raghavan, Ms.Sai Parvathy and
Ms. Bridin Rocha.

* The decision making body will continue to be the college council. Council meetings would be =
held at least once in a month and general staff meeting will be conducted once or twice in a
semester.

* Students who discontinue their course should intimate the college office to avoid any arguments =
related to the exact date of their discontinue and the fee collection.

e Classes for the second year students will resume from 8th November 2021.

e Classes of the final year students will commence on the next working day after their University -
exams get over.

GENERAL DISCUSSIONS

* Mr. Christry Babu Lukose , batch coordinator of || year BA Animation and Graphic Design
Programme suggested to make the channel of official communication from management to
parents smooth . He added that delay in communication regarding commencement of classes =

and other official information is making the parents frustrated and hence can result in giving a
negative impact on future admissions. In reply,
concerns were raised by the HoD’

Fr Director and Principal said that no such
s and mentioned that an official notice from the Department -

of Higher education or university was mandatory for the college to take a decision and that was
Wwhat resulted in the delay.

* Fr. Director added that individual concerns from th
have to be clearly distinguished. Any issues which
management through the respective HoD's.

e parents and cq‘ncerﬁs‘!that affect the college -
can affect the.college can be reported to the
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e Dr. Ajosh Geo irs i
g, Er ot s 8 et s 53 ol i Broca i et sl v
: ponse said that the same will be brought into effect gradually wi
special focus on classes with discipline issues. : i
D Prof.' W T Paul requested to post the list of teachers assigned exam invigilation duty at least the
previous day. He also raised concerns regarding the limited time assigned to enter the ;m,erL o
marks and requested to grant at least three working days for the same. o "

In response, Fr. Principal said that an exam cell will be formed and hence exam related issues could be
sorted out. o

e Ms. Tessymol Biju, voiced a request to install whiteboards in classrooms which would alleviate
the issues faced by teachers with dust allergies.

e Mr. Renju A raised a concern regarding the problems faced by teachers who interact with the
parents’. Communication regarding plying of college buses were not done properly which
resulted in the parents raising complaints . In response, Fr. Principal said that it will be looked
into. Existing routes or pick up points also will not be changed. He also added that the viability
of the buses depends on the number of student passengers.

e Ms. Chitra R Menon extended her heartfelt gratitude to Dr. Chandralal, Ms. Jesmi Jacob, Ms.
Maniju R. Menon for helping in inviting renowned speakers for orientation sessions conducted in
connection with Deeksharambham 2021, MS. Sai Parvathy for helping with the compering, Mr.
Charles and Mr. Jotty Jacob for technical support and Ashish sir for his motivation.

e Fr.Principal appreciated Ms. Manju R. Menon on helping the college get a wide media coverage.

Mr. Renju AC spoke about the Interactive handbook, which can be accessed on mobile phones.

He mentioned the eight months of hardwork invested in producing the 60 page user friendly

version of student’s handbook and also thanked Mr.Jotty Jacob, Ms.Sai Parvathy, Ms. Bridin

Rocha and Ms. Lakshmi K Raghavan for their contributions.

e MrJoby Jacob also raised a concern regarding the bus facility and requeste

B channel of communication clear.
e Principal thanked the technical committee, offic
service in successfully completing the admission process he also acknowledged the service
Mr.Renjith George, Mr.Charles, Mr.Mani Mohan and Ms, Jincy Sunil.
e Fr. Director mentioned that salaries of all the employees will be regu
to anallyse and study tfie same and hence the staff can be assured to get increments.

osh George and Ms. Geethu Johny.
for all the staff to honour t

nd the successful completion of admission.

d to make the

e and Accounts department for their dedicated
s of

larized. A team is assigned

e Fr. Principal welcomed Dr. Aj
« A lunch was arranged in the college canteen
rendered in connectionDeeksharambham 20212

Mary Antony *‘\V}f < ', @//‘ (7(\7}‘

(staff secreta S o -
= of "::" ) s ; \V\

he selfless service
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