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Faculty HandbookInstitute at a
Glance


The Faculty Handbook is a guide to the Faculty and is developed to present general information about DIHE, Institute policies, rules and practices as they apply to the Faculty of the Institute. This Handbook is developed by the Human Resources (HR) Department and reviewed by the Quality Enhancement Cell (QEC) and the Registrar Office. The Handbook has been compiled from numerous sources. Significant portions of the Handbook have been adopted by, or reflect actions of, the Institute’s Board of Governors. 

Amendments in the Faculty Handbook

Whenever the Institute Committees, Dean, or Faculty Member seek to suggest amendment to the Faculty Handbook, the body or person should first contact the Quality Enhancement Cell. The Director QEC (or his or her designee) will ascertain, based on the nature of the suggested change, whether the matter is to be handled solely by the QEC (e.g. typo or grammatical suggestion), or falls within the purview of the Office of the Rector or Registrar of the Institute.

Introduction
Dadabhoy Institute of Higher Education (DIHE) was set up in the year 2003 by Dadabhoy Foundation. The Institute received its charter from the Government of Sindh by an Act of the Parliament, and is recognized by the Higher Education Commission and placed in top grade i.e W “A” category because of its well-designed academic programs, appropriate educational facilities, high class foreign educated Ph.D. faculty and state-of-the-art facilities.

Vision 
Having excellence of international standard and repute and to produce leaders with outstanding qualities of creativity and innovation.

Mission
To provide and develop a competitive edge among students, through Quality Education, and inspire them with an urge to learn, ambition to build and to prepare them to meet challenges of practical life.

DIHE Faculties:
The institute has following faculties:
i. Faculty of Business
ii. Faculty of Computer Sciences
iii. Faculty of Science/DPT
iv. Faculty of Law

DIHE offers undergraduate, graduate and post graduate programs in the faculty of Business, Computer Sciences, Science/DPT, and Law. The ultimate objective is to provide quality education at affordable cost.

Chapter I: Organization Chart of the Institute

1.1 Office of the Rector

The Office of the Rector is situated at ground floor of the Building (Main Campus). Prof. Dr. S. Altaf Hussain is the Rector of the Institute. The values of the Rector’s Office are to provide and express leadership, integrity and the highest standards of professionalism. Some of the main tasks of the Rector are to:

Key Responsibilities:
1. Lead strategic planning with different components of Institute
2. Provide leadership both academic and administrative to the whole Institute
3. Coordination of the activities of the various department and faculties of the Institute
4. Repository of information on matters relating to governance and senior management

1.2   Offices of the Deans

At present, the Institute does not have any Dean in office. A Dean, Faculty of Law, will be appointed in due course.

Dr. Mustafa Zaveri is currently serving as Head of Department (HoD), DPT. A Head of Department (HoD), Law, will also be appointed in due course.

1.3   Office of the Registrar

Prof. Dr. Ameer Haider is the Registrar of the Institute. The Registrar is the custodian of the common seal of the institute. The Registrar secretariat is responsible to keep and maintain all academics records for all Undergraduate and Graduate students including; recording grades, issuing transcripts, and administering a wide range of academic policies and procedures. The Registrar also executes transcripts and validates the receipt of a degree.
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Chapter II: Faculty Policies and Procedures

2.1 Membership/Selection Board/Appointment/Resignation

The faculty of DIHE comprises the Deans, HoD’s, all contractual and faculty members of the teaching staff, and other academic officers appointed by the Selection Board.

1. The composition of Selection Board is as follows:
a. Rector
b. Director QEC
c. Dean of the Faculty concerned 
d. Registrar
e. HOD’s of the Academic Department concerned
f. Nominee of BoG
g. Eminent scholar to be nominated by the Board
h. One subject expert

2. Responsibilities of the Selection Board:
a. To ascertain whether the requisition raised by the HoD for appointment is justified or not 
b. To interview and evaluate the strengths and weaknesses of each candidate. Propose appropriate salary for the approval of  the Rector
c. To observe the performance of the shortlisted candidate in a demo class.

3. 	Upon recommendation of the Rector, Dean of the faculty sets up a Search Committee whenever there is a vacant position for the faculty. The Committee will be responsible to identify potential candidates, and scheduling an interview process. After initial screening the nominated candidates will be forwarded to the Selection Board. An advertisement shall also published in the reputed newspaper or official website of DIHE and Social Media.

4. Based on the results of the Selection Committee, the decision of the Rector will be assumed final after the approval of BOG.

2.1.1 Appointment, Notification of Appointment and Promotion
DIHE adheres to the Faculty Appointment Criteria prescribed by Higher Education Commission (HEC), Pakistan. Furthermore, selection at a suitable position is made by means of following:

i. Advertisement
ii. Screening of resumes
iii. Short listing of suitable candidates
iv. Call for an interview
v. Interview conducted by Selection Board
vi. Demo lecture by the applicant
vii. Offer  letter is issued to the applicant
The following link can be visited for further updates:
https://www.hec.gov.pk/english/services/universities/QA/Pages/Faculty-Appointment-Criteria.aspx 

When the candidate is finalized, a written appointment letter to be issued from the registrar office indicating the term and conditions of employment. Copy of the same appointment shall be provided to the candidate and also be placed in HR files. The agreement along with its mentioned terms and conditions are effective from the date of its issuance till the specific period as mentioned.

2.1.2   Resignation
If a faculty member does not intend to continue his/her services, he/she is expected to give notice 30 days prior to his termination of services to registrar / dean of department. However, when a faculty member intends to resign during the academic session, he/she must give 30 days’ notice. Upon resignation, the Institute is obligated to pay the resigning employee the salary for the days of month in which the employee was in services, but after clearing / transferring all assigned works and information on which he/she was working / worked.

2.2 Full time Teaching-Research Faculty

Definition

Full time Teaching-Research Faculty is defined as the Faculty engaged in teaching, research, and other services at the Institute on full working day.
Working Hours
The official working hours for academic staff is (Morning) 9:00 am to 5:00pm and (Evening) 1:00pm to 9:00 pm they have to serve the Institute six days a week.
Rank and Discipline(s)

Full time faculty members are ranked with the unalterable titles of Professor, Associate Professor, Assistant Professor, Lecturer and Research Assistant.

2.3 Visiting Faculty

Definition

Visiting Faculty members are the faculty members who may keep a full-time appointment at other institutions but shall manage specific period of time to involve and engage in teaching and research activities at DIHE.

2.4 General Disciplinary Regulations Applicable to both Full-time and Visiting Faculty Members

The faculty of DIHE is devoted to high standards of professionalism and ethical behavior. Being a community of scholars, we are dedicated to the core values of integrity, excellence, responsibility, fairness, and respect for the dignity of everyone.

All faculty members are required to meet their professional commitments at the Institute on a regular basis throughout the academic year which includes (but are not limited to) the time spent on teaching, research, student counseling and other kind of academic / research services required by Institute.

Faculty members are expected to handle their teaching assignments with professional skills. They should be aware of the functioning and operations of department and faculty in which they serve and are expected to familiarize themselves with the overall organization of the Institute.
They should strive to be efficient and punctual in meeting deadlines, submitting results, and returning students’ work with proper remarks and feedback. They should be active as committee members, student advisers, or in whatever other capacity they can serve the department at their best.

2.4.1 Teaching and Research Assignments

As regards full-time faculty members, long-standing Institute policy limits regular teaching assignments to the usual spring, summer and fall semesters. Office of the Dean (for each faculty) approves the guidelines to determine the Full-time teaching load. Generally the assigned course load is as follows:

Academic Rank Assigned Course Load
Professor		 2 courses/semester
Assistant Professor	 3 courses/semester
Lecturer 		 4 courses/semester

2.4.2 Meeting Classes

The policy of the Institute requires all faculty members to be present for teaching duty and other activities during their assigned academic sessions. All faculty members are duty-bounded to conduct their assigned classes at the scheduled time. 
The length of different academic sessions and number of contact hours for each course are set according to the requirements of Higher Education Commission of Pakistan for the different programs offered by the Institute, and cannot be amended by individual teachers without proper procedure.

2.4.3   	Conduct Regular Classes  and work duration :
          3 hrs /week / course 
DIHE both permanent and visiting faculty members are directed to attend their classes regularly, in case of cancellation of class in extreme emegency, intimate the concerend HOD and Academic Coordinator at least one day in advance, An extra class will be condcuted in lieu and the teacher can take extra class in some other time to overcome loss.

2.4.4   Compliance of Course Files

All faculty members (Permanent/Visiting) are required to maintain their course files as per the guidelines defined in annexure B enclosed.

2.4.5    Restriction on Outside Employment (Full-time faculty only)

The full-time faculty members are remunerated as per full-time pay scale and are therefore expected and obligate to devote their major energies to teaching, and other associated non-academic activities at DIHE. This implies a limit on any other kind of part-time / full-time employment at any academic or non-academic organization.

However, special circumstances (such as voluntary work in case of disaster or for the promotion of education) shall be referred to the Office of the Registrar / Rector for their approval.


2.5. Professionalism   

2.5.1 Responsibilities of the Faculty Members


The Dean (in consultation with HoD) will determine the individual duties / responsibilities of each faculty member. In addition to the satisfactory fulfillment of teaching assignments, the normal duties of a full-time faculty member include (but not limited to):

2.5.2 Course preparation and classroom conduct
a. They must be aware of the current knowledge in their subject area.
b. The course outline should be prepared keeping under consideration the   
              Guidelines of HEC (and/or other concerned accreditation bodies) and shall        reflect appropriate course objectives and outcomes.
c. Provide course outline to students on the first day of each class.
d. Provide course material to the students in an organized manner.
e. Maintain and provide course file( as per annexure A)
f. Avoid canceling classes without a genuine cause.
g. Consistently and truthfully keeping the attendance records. 
h. Be punctual to start and end classes on time.
i. Conduct the class with well preparation for each lecture.
j. Maintain Class decorum and treat students politely.
k. Encourage feedback and opinions from all students.

2.5.3 Out of class work, projects and papers
a. Assign relevant assignments, case studies, research projects that reflect the 
Objectives and outcomes of the particular course.
b. Provide timely feedback. (written and verbal)
c. Use clear and appropriate criteria for evaluating assignments, projects etc.
d. Evaluate and score all written assignments objectively.

2.5.4. Professional performance 
             Faculty members should be reachable to students during official working 
             Hours for professional development and counseling guidelines.
             b. Faculty members should motivate students to actively contribute in extra and co-curricular           activities of the Institute.
            c.   Meet all Institute deadlines:
            Course file Maintenance
            Results Submission 

2.5.5   Professional behavior and integrity
a.   All faculty members are expected to treat students, and other faculty     members/staff of Institute with politeness and impartiality.
b.      Set a model for students by performing fairly and truthfully.
Professionally dressed.
      c.     Avoid any kind of addiction including chewing or smoking tobacco on   campus and its affiliated areas to portray healthy manners to students.
d.    Avoid all kinds of harassment.

2.5.6   Punctuality

Faculty members are expected to be punctual as per class timings. If he / she is not able to conduct a class or laboratory session due to sickness or some other legitimate reason, the Head of the Department, is to be informed in advance. If the teacher remains absent for more than two classes, the Dean is to be notified.

2.5.7   Makeup Classes

The HoD will assign the class to some other teacher or make arrangements. 

2.6    Pay Practices, Salary Schedules & other Expenses

2.6.1 Pay Policies

All employees of DIHE are paid on monthly basis. 

2.6.2   Travel Expenses

If the employee travels outside the Institute limits to perform official duties, they shall be entitled to reimbursement of travel expenses subjected to prior approval of Dean / Head of Department (Registrar for non-academic employees). After completing the travel they can apply for reimbursement of expenses by submitting the Travel Expense Application along with original bills / invoices of the each claim. The Institute will reimburse the cost of their travel, room rent, official phone calls, food and other obligatory items but will not reimburse the expense on items of luxury. The amount for reimbursement will be approved by honorable Rector/Dean/Directors/Registrar/CFO.


2.7    Holidays / Leave of Absence

2.7.1	Holidays

DIHE observes all public /Gazette Holidays as announced by Federal government.

2.7.2   Casual Leave

All employees are entitled ten (10) working days casual leave per year. CL form available at the registrar office is to be filled and submitted. 

2.7.3   Sick / Medical Leave

All employees are entitled ten (10) working days medical leave per year. Employees should inform the Dean / HODs about his / her leave except in cases that are forced due to emergency, sickness or accident. In order to obtain sick / medical leave the Institute will requires a medical certificate (indicating the reason, and expected date of recovery) if the employee remain absent for more than three days. However, all such leaves required approval from Rector/Registrar Office.
2.7.4   Duty Leave


The employee may apply for the duty leave in case of following conditions:
a. BOS, BOF, Faculty meetings, ARDF meetings, student weeks, convocation meetings, selection board meetings, etc. as scheduled by Institute
b. Workshops / Seminars / Conferences (approved by Dean / HOD)
c. As team managers for Sports/Co -curricular activities

2.7.5    Annual Leave

All employees are entitled thirty (30) working days annual leaves per year subject to prior approval from the respected heads. This is non-cashable and can be accumulated for two years. 

2.8 	Guidelines regarding ORIC 
At Dadabhoy Institute of Higher Education, the Vision, Mission and Strategic Options of ORIC is to go beyond facilitating to initiating research projects; developing innovative products and processes; and finding creative solutions to problems faced by business and professional organizations in particular, and community in general.

ORIC provides guidance to DIHE community regarding the responsible conduct of research. The Office works with all the Institute research oversight committees, boards, and offices to oversee comprehensive research guidance program, which was designed to meet the high ethical standards reflected in DIHE’s vision and mission statement. These standards include honesty, justice, integrity, respect, and a sense of responsibility to others.

Mission
To recognize DIHE as a leading private research institute in Pakistan that creates value through integrating education, healthcare and research. 

Aims & Objectives:
 The Office of Research Innovation and Commercialization (ORIC) was created to provide catalytic & strategic support for the DIHE research in three domains:

a. Technical expertise in research grant writing and source funding
b. Academic-Industrial linkages to create impact research and central to people’s benefit
c. Research policy development and implementation


Strategic Options
ORIC under three domains of Research, Innovation & Commercialization is working to serve as a platform to support all research activities and to oversee all academic matters related to research directions, research management and oversight, consultancy and services to various stakeholders. In addition it is working as follows:

	DOMAINS
	STRATEGIC PLANS

	Research
	1. To provide support to write and publish research articles 
2. To explore funding opportunities  
4. To provide supporting service to researchers (e.g. statistical, editing services and advice on IP filing)
3. To facilitate faculty and align DIHE goals with HEC benchmarks 
5. To coordinate applications for external and internal funding 
8. To link national developmental goals with research themes at DIHE.

	Innovation
	1. Identify and link all the key national incubator centers (NICs) in Pakistan with DIHE. 
2. To liaise with industrial partners for possibilities of joint research ventures 

	Policy & Commercialization
	1. To keep central research policy functional for DIHE staff 
2. To coordinate between "Central research and ethics committee board" and Departmental Research Committee (DRC) 
3. To keep the research management functional and standardized protocols are followed
To coordinate with corporate communication to publicize research



2.8.1	Plagiarism Policy

DIHE adheres to the Plagiarism Policy recommended by the regulatory authority; Higher Education Commission (HEC), Pakistan. Additionally, the higher management is eager to develop Research & Development culture within the premises of Institute and some concrete measures are also taken in this regard. Therefore; Deans, Associate Dean and Chairpersons of the respective departments are requested to implement it in true letter and spirit. The following link can be visited for further updates:

https://www.hec.gov.pk/english/policies/Documents/Plagiarism-Policy.pdf

2.8.2 Research Grant

As an incentive to Faculty Members an award will be given after the publication of Research Article / Research Paper in HEC recognized International or National Journal. 

International Journal with Impact Factor of: National Journal with Impact Factor of:

If a Research paper of a Professor or Ph.D. holder faculty member has been accepted in a HEC approved conference; he/she is to be paid TA/DA and Participation / Registration charges to enable him/her to present the Research Paper.



2.8.3   Intellectual Property Policy

DIHE has a comprehensive policy covering ownership of, and revenues derived from, all intellectual property conceived or first reduced to practice by any faculty, full or part time, or staff member with more than incidental use of any Institute resources (personnel time, facilities, equipment, or funds). All faculty members will comply with this policy.

Chapter III: Academic Policies and Procedures

3.1   Attendance Policy for all Degree Programs

The minimum attendance requirement in order to appear in the examination is 75% in all courses of Bachelor’s and Master’s degree program, if the candidate fails to maintain 75% attendance in one course but maintain in other courses he or she could appear in the remaining examination but not in the one in which there’s an attendance shortage. 

It is the responsibility of student to maintain his / her class work and assignment missed due to absent or leave, failing to which the instructor will issue a warning to the student and may forward their name to academic office suggesting to drop him / her from the particular course. 

Attendance Procedures:
a. Attendance will be record via attendance file duly signed by the instructor and the department head. 
b.  A letter will be sent via surface mail from the Program office to the parents of those students who have been dropped from any course due to shortage in attendance.
c. Attendance will only be marked as present when the student is physically present in the class otherwise it should be marked as absent. All leave/ application issues are handled by the program office.
d. Faculty of Computer Sciences and Faculty of Science/DPT should keep the separate attendance record for theory and laboratory sessions. Similarly, Department of Media and Studies should maintain the separate attendance record for studio classes.

3.2 Policies for classroom misconduct, unfair means and plagiarism for all degree programs

All students are expected to be punctual as per class timings and conduct themselves in a well manner during all academic activities including classes, labs, field visits etc. It is the responsibility of faculty member to define the rules and regulations of classroom. If any student behaves inappropriate by disruptive to the other student or instructor, the faculty member may expel them from the class, and may report the incident to the HoDs Office. DIHE expects its students to meet the highest ethical standards. Academic standards prohibit:

a. Conceal their answer copies during examinations / quiz / other assessment activities.
b. Copying the answers of other student in any circumstances either with or without the awareness of the other student.
c. Plagiarism: Copying others work without giving proper citation / credit to the source is called plagiarism. I.e. showing other’s work or idea as own. For example, “copy and paste” from the web / publication / article and paraphrasing new ideas without giving citation original work. Additionally self-plagiarism is also forbidden. I.e. Student portrays his / her previous work to fulfill the requirement of other assignment / task.
d.  Other acts of malpractices in examination or academic dishonesty.
e.  Faculty members are expected to aware students regarding plagiarism, cheating and the subsequent consequences.
f. The grades of academic dishonesty are generally classified in following  
Three categories: 
i.  First offence: The first degree offence occurs when the student violate general examination rules (e.g. borrowing stationary, intentionally make noises in examination room, make any type of conservation with any other candidate) in these cases the score of zero will be awarded in the particular course, quiz or test.
ii.  Second offence: If the student found guilty of using any unfair means will result the dismissal from the particular course (with grade of “F”) and prevented to appear in remaining examination of session.
iii.  Third offence: In this degree of offence the student will be called by the Registrar along with parents to show why the Institute should not rusticated him or her. This degree of offense occurs when the student didn’t follow the instructions of invigilator, make an unnecessary argument, and warn invigilator or any other candidate.

3.3    Course load policies for Students (semester wise and annually)

Students can register themselves in maximum twelve (12) courses in under graduate program and maximum ten (10) courses in graduate program in any respective academic year.  

3.4    Repeated Courses

If a student failed / dropped in the course and therefore repeats the same course, he or she will have to attend all classes and complete the relevant course work (such as projects even he or she did it in previous attempt)

3.5   Grading Policy

The grading structure for undergraduate and postgraduate students is as follows:

Grade Point Value Numerical Value

A+ 	4.00 	90 - 100
A 	3.5 	80 - 89
B 	3.0 	70 - 79
C 	2.5 	60 - 69
D 	2.0 	50 – 59 

F	Fail 	0 to Below 50

3.6    Examination Policy 
Academic Calendar for respective program must be adhered for all examination purposes.

Policies:
1. No students is allowed to sit in the final examination (inclusive of comprehensive examination) without having admit cards issued from examination department.
 2.  Question papers for Final Semester Tests shall be design by the teachers of their respective course and passed on to the Controller of Examinations / Deans / HoDs. At least three department prior to exam in a sealed envelope.
3.  No person other than the candidates, Institute Officers and /or Institute representatives, Head Invigilators, Factotums, Invigilators and other workers appointed for the Examinations work will be allowed to enter the premises of any Centre of an Examination.
4.   No candidate shall be admitted to the Examination (inclusive of comprehensive examination) who arrives at the place of Examination late by more than a half of an hour after the time fixed for the commencement of a paper.
5.  The Head Invigilators shall see that no candidate leaves his seat within the first an hour of the test / examination.
6. Controller examination along with his examination team members will visit and monitor the examination process of all examination centers across campuses.
Distribution of Question Papers

1. It is the responsibility of all respective faculty members to make themselves available on examination date and to invigilate the examination process.  
2. The Invigilators can expel any candidate found copying or for any other offence considered serious by them and report cases of expulsion and / or offences to the Head of  the Department or the Controller of Examinations for further necessary action together with explanation of the candidate (if he has any to make) and the report of the invigilator concerned.
3. The Invigilator should sign what? At the end of the Examination in each paper.
4. At the conclusion of each paper, the answer books should carefully be packed 
5. On receipt of a report regarding the misconduct of any candidate at any Semester Test, including breach of any of the Regulations or instructions laid down for the proper conduct of the Tests, the Rector shall exercise the powers to punish such misconduct or breach of Regulations / instruction. The actions may be taken for cancellation of the result of the candidate in the Institute Examination for which he appeared and / or by the deprivation of any Institute Scholarship held by him/her.
6. As soon as a result is announced, the Controller of Examinations of the Institute shall send a certified true copy of the whole result to the concerned Deans and HoDs.

Examination and course grades
Prepare exam papers which fairly match course objectives and Outcomes.   (As per annexure B) 
a. Grade exams objectively.
b. Timely check and provide results to Examination Department within 10 days from the date of examination.
c. Mark final scores with fairness, and with absolute honesty.
d. It is the responsibility of faculty member to implement the procedures and mechanisms in order to restrict cheating and other unfair means so that students who behave honestly are not deprived.
e. Following marking criteria will be followed for Bi-mester, Tri-mester & Annual programs.

1. Bi- & Tri-Mester programs:
i. First Hourly		15 Marks
ii. Second Hourly	    	15 Marks
iii. Quiz, Project, Presentation, Assignment, Class participation & Attendance etc.	(10,10,10)30 Marks
iv. Final Examination	40 Marks

2. Annual programs:
i. Final Examination	100 Marks
ii. Quiz, Project, Presentation, Assignment, Class participation & Attendance etc.		(Without markings) 	

Chapter IV: General Code of Conduct

In order to maintain a healthy and disciplined environment at DIHE, all stakeholders are reminded of the following points:
a. Smoking in the open/enclosed areas is strictly prohibited at all campuses of DIHE. (Habitual smokers if any may use are outside DIHE premises.
b. Charring of cold drinks/tea and edibles in the classrooms, Library, break out rooms and Computer Labs is strictly not allowed.
c. Public display of affection, searing, use of foul language, threatening words and wearing of revealing clothing is viewed as indecent and embarrassing conduct.
d. Social conduct is to be in accordance with Pakistani and Islamic Society.
e. Mobile phones must be put on silent mode, when in classrooms, Auditorium and Library.
f. All kinds of politicking, wall chalking, display or political papers slogan shouting are prohibited in the campus.
g. Any attempt of deface/cause damage to or vandalize institute property will be treated as a criminal offence.
 	
4.1	Dress Code for Faculty Member is as under:
Female:
1. Minimum of short sleeves, no sleeveless dresses/t-shirts are allowed.
2. Short tops, fitted t-shirts or clothing which is revealing is not allowed.
3. Ankle (full) length jeans/trousers are permissible with long, hip length shirts or Kurtis.
4. Dupattas are recommended
Male

1. Shorts/t-shirts with any inscription, graphics or lettering are strictly prohibited.
2. Brand logos, names, symbols are allowed.
3. Short trousers are not allowed
4. Joggers or regular shoes may be used as footwear
5. Appearance should be neat and well-kept e.g. shaven faces, neatly cut and combed hair, properly maintained beards.
6. Wearing of open slippers is not allowed and slippers with straps are discouraged.
4.2	Wearing of Institute Identity Card
Please be advised that DIHE Identification (ID) Card is the property of DIHE and is intended for institute purposes only. ID card is required for admission to all DIHE Campuses. ID card is not transferable. Lost cards should be reported immediately to the Registrar Office and Security Staff.
DO’s
i. Please do display/war the DIHE Identity Card on your person while entering and staying at DIHE Campus.
ii. Please do get issued the DIHE pass (car stickers) for your vehicle and do paste the sticker on the windscreen of the respective vehicles. Vehicles without DIHE Barrier Pass (Card Sticker) are not allowed to enter into DIHE premises.
iii. Always park your vehicles properly in the designated parking lots
iv. Before leaving your vehicle in the designated parking lot must ensure that it is properly locked
v. Please  extend full cooperation with DIHE security staff, if they ask you to prove the identity or to cross examine the validity of the car sticker any time
vi. Please do ensure the safe custody of personal belongings at your own end
vii. Please do report immediately any unusually activity to security staff
viii. Do report to security regarding any unattended item found in the DIHE premises
DON’Ts
i. Do not leave any personal belongings or valuable items unattended.
ii. Do not lend your mobile. Vehicle or any other valuable time to any stranger
iii. Please do not smoke in the campus premises.
iv. 4.3	Smoke-Free Campus 
Higher Educion Comnission (HEC) has signed agreement with Minsitry of Capital Adminsitration and Devleopment Division (CADD) to institute joint efforts to encofre “Prohibaton of Smoking and Protection of Non-Smoker’s Heath Ordiannce, 2002” in the institions of higer learnng and mke them smoke-free institions. The act prohibits smoking and use of tobacco in all its forms namley Tobacco, Paan, Naswar, Gutka etc) in public and private Universities.

Accoridnlgy various mesures are to be taken forth with to ensure  implemntiaon of tobacco control law in premises of higher educion instituons are displaing an distribution various informnation, Education & Communicaiton Mateirals in the universities to promote awarness amongs, studnets, faculty and employees.

The law aims at eventually declaring Institute premises Smoke Free and ensuring its compliance by initiating necessary awareneess building and preventive measures to accomplish the objectives expeditioulsy.

Chapter V:  QEC Feedback Forms

Quality Enhancement Cell (QEC) at DIHE is envisioned to strengthen the higher education sector by setting up an exemplary quality assurance mechanism that shall be congruent with the national and international practices. The initiative has been taken by Higher Education Commission of Pakistan.

The Feedback is a tool that is used to gauge the insights from our stakeholders and it also highlights the strengths and areas of improvement. There are several forms that have been designed for the faculty and their titles and description is as follows:

5.1 Teacher Evaluation Form (Performa No. 10) (Annexure A)

The respective form is to be filled by every student for every course at the end of semester. Furthermore, teachers could conduct this activity in the last week of the respective semester.

5.2   Faculty Course File (Annexure B)

The Course File is required to be completed by the faculty member and duly submitted the same to the respective HoDs.

5.3   TOS	(Annexure C)

All faculty members are required to analyze the results of students on the basis of TOS. Training relating to TOS will be provided to all faculty members (Permanent & Visiting) from QEC department. 


[image: ]Annexure: A
Proforma-10
DADABHOY INSTITUTE OF HIGHER EDUCATION
SNPA-17-B, Block-3, K.C.H.S.U., Ltd Off, Shaheed-e-Millet Road Karachi

Teacher Evaluation Form (To be filled by the student)

Course Title and Number__________________________________________________
Name of Instructor: _______________________________Semester________________
Department_____________________________________Degree__________________

Use the scale to answer the following questions below and make comments

A: Strongly Agree	B: Agree	C: Uncertain		D: Disagree	E: Strongly Disagree
	Instruction:

	1. The Instructor is prepared for each class
	A
	B
	C
	D
	E

	2. The Instructor demonstrates knowledge of the subject
	A
	B
	C
	D
	E

	3. The Instructor has complete the whole course
	A
	B
	C
	D
	E

	4. The Instructor provides additional material apart from the textbook
	A
	B
	C
	D
	E

	5. The Instructor gives citations regarding current situations with reference to Pakistani context.
	A
	B
	C
	D
	E

	6. The Instructor communicates the subject matter effectively
	A
	B
	C
	D
	E

	7. The Instructor shows respect towards students and encourages class participation
	A
	B
	C
	D
	E

	8. The Instructor maintains as environment that is conducive to learning
	A
	B
	C
	D
	E

	9. The Instructor arrives on time
	A
	B
	C
	D
	E

	10. The Instructor leaves on time
	A
	B
	C
	D
	E

	11. The Instructor is fair in examination
	A
	B
	C
	D
	E

	12. The Instructor returns the graded scripts etc. in a reasonable amount of time.
	A
	B
	C
	D
	E

	13. The Instructor was available during the specified office hours and for after class consultations
	A
	B
	C
	D
	E

	14. Course
	A
	B
	C
	D
	E

	15. The subject matter presented in the course has increased your knowledge of the subject
	A
	B
	C
	D
	E

	16. The syllabus clearly states course objective requirements, procedures and grading criteria
	A
	B
	C
	D
	E

	17. The course integrates theoretical course concepts with real-world application
	A
	B
	C
	D
	E

	18. The assignments and exams covered the materials presented in the course.
	A
	B
	C
	D
	E

	19. The course material is modern and updated
	A
	B
	C
	D
	E



Comments:
Instructor:
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Course:
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________




Annexure: B
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j. Faculty lecture Notes , Lesson Plans
k.  Any / All presentation of faculty and students.
l. Other reference material used for classes.
m. Final Report/ Project Details. 



Annexure: C
5.3   TOS	(Annexure C)

All faculty members are required to analyze the results of students on the basis of TOS. Training relating to TOS will be provided to all faculty members (Permanent & Visiting) from QEC department. 
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