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Citizen Charter
Part: I

I ntroduction:

Public universities are the solid foundations of'a vibrant and progressive society. They are

crrrcial intellectual milieus where existing knowledge and research is revisited and the fiontiers of new

krror,vledge are further expanded to know the best that is known and thought in the world. The new

linowledge and research errable a Govt. to direct its policies towards overall govemance of the

sy,stem and tlius expands the rights and freedoms of every section of society in order to promote

greater inclusion and social justice. Setting fbot on campus is and should be an inspirational

erpericnce fbr the ueu, cutrants. The congenial acadenric ambiance can foster opportunities for

collaboration, knowledge exchange and social empowerment. The access to quality higher education not

only improves lives of thousands of students but also enhances their self-knowledge, employment

()pl)ortunitics arrd civic parlicipation.

-l 
he students are the main stakeholders in any institution imparting education and it is our

endeavour to make sincere efforts to ensure transparency in all the activities being planned

and exeouted at dilferent stages. Taking this spirit in consideration and on the initiative of

llon'ble Vice Chancellor. the University in its AC meeting held on 12.06.2020 has decided

"ro revieu,tlre ('itizen C'harter and fiame a policy to sort out the grievances of the students

ntaximum within three months in every case in future''. T'he present proposal is an outcome

thc sarre initiative. The existing Citizens' Charter is thoroughly revised after obtaining

lbedbacl< liorn rhe stakeholders. l'he dralt thus prepared is submitted for further discussion,

anrendment and approval

'f'hough the ernphasis of the Charter is to sort out the grievances of the students, the services

availed by the employees of the urniversity have also been catalogued in the Charter in order

to tbster a culturc of accountability and transparency in service delivery system. The empathy

shorvn at r,vorkplace lvill rnotivate the employees ancl officials to deliver quality services to

thc students and stakeholdcrs.

It has been lecogniz-ecl rvorld over that good governance is essential for sustainable

rlcl,clopnrcnt. both ecor.tonric arrd social, Tlrc three cardinal principles of good governance are

1r'rulsparcncy. accountability and responsiveness of the public services providers. Hence,

('itizens' Charler is a response to the cluest for solving the problems which a citizen faces in

loutine rvhile dealing u,itlt tlre organizations providing public services.
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'Ihe concept of C]itizens' C'lrarter enshrines the trust between the service provider and its users.

'[]re concept was first articr.rlated and irnplemented in the United Kingdom by the Conservative

(iovernment of Jolrn Ma.ior in l99l as a National Frogramme with a simple aim: to continuously

inrprovc'the quality of public services forthe people of the country so that these services respond

to the neec'ls and wishes of the users. The Programme was re-launched in 1998 by the Labour

Ciovernrnent of 'I'ony Blair which rechristened it "Services First".

Who is a 'Citizen' with ref'erence to Citizens' Charter?

l.rrr thc pLrpose of the terrn'citizen(s)'as enshrined in this'Citizens'Charter implies all citizens

ol'lndia as deflned in the CllaLrse 5 of the Constitution ol India.

Whether Citizen's Charter is legally enforceable?

,'\trsolutell, ''No".'['he (]itizens' Clharter is not tegally enforceable. But it is an effective

nrcchanisnt fbr lircilitating the elllcient delivery of services by the public organizations, here the

rrniversity. to citizens u,ith specified standards, quality and time frame etc. It is a declared

promise made by this r.rniversity with assurance to deliver services to the citizens including

surdents. parents, acadenric stal'f. administrative staff and other stakeholders within minimum

possible time frarne as specified against each service.

ll:rtionale for the Citizens' Charter

'lire C'itizens' Charter'. as explained, are commitments rnade by the organizations to deliver

services and goods eff'ectively, efficiently, promptly and responsibly. For these, motives, the

srsunization. herein this University makes endeavors fbr specifying the benchmarks for

clisposing of the flles u,ithin time bound manner. Tliis evolved mechanism is technically known

as rhe Stanclarclizecl Opcrating Procedure (SOP). Thus. the Citizens' Charter are the ends.

urlrereas the SOI, tlre means. All administrative organizations are bound to deliver the services

and goods rvithin reasorrable time fiame to achieve and realize the motto of 'Minimum

Cioveltment and Maximum Governance' and to bring Govt. closer to citizens so that they

her:onre active parlicipants in thc governance process. The Citizens' Charter, if implemented

u,ith conrmitrnent and zeal atrd in letter and spirit, shall pave the way tbr:

.l '['ri set the university in nrotion to accelerate the speed of its administrative system towards

realizing the goals of Good Governance,
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'lo innovate and improve the working of the offices of the university in synch with the core value

of Citizens' Charter.

1-o pronnote student-centric administrative process in the university system.
-l-o 

ensure robust delivery of services in efficient..efl'ective and speedy tranner.
'l'o 

contain thc extraneous irrfluenccs in tlrc rnovcnrcnts ollllcs and transacticln o1'thc busincss.

"l-o give a much needed fillip to instantaneous decision rnaking process.

l-o ensure accountability and responsibility in the university system.

l-o enhance performance in delivery of services with accelerated rate of disposal.
'l'o instill the sense of discipline, punctuality and sincerity in the operating procedures of the

university.

1'o repose the faith of different stakeholders in the university system--teachers, employees,

students, scholars, officers and officials.

To build trust based linkages between the society and university.

Components of the Citizens' Charter

'l'he intrinsic nature of the Citizens' Charler is bascd on two corxponents-- procedure and

product. Tlre earlier is a set procedure by which the services are delivered. In administrative

parlance, it is known as Standard Operating Procedure (SOP). Its end or aim is final decision or

resull in the shape of product or service. Though both are integral and interrelated yet the former

takes place within the spheres of administrative units passing through diff'erent hierarchical

echelons. whereas the latter is a tangible form reaching to the citizens. The dynamics of both

organically linked cornponents need yardsticks and norms as explained below:

A) Standard Operating Procedure(SOP) for Files Movement and Tracking System

B) Stipulated Time Frame for Delivery of Services.

C) Complaints and Grievances Redressal Mechanisms

D) Nodal Officers for Ensuring Compliancc

E) Pcriodical Review based on the Feedbacks form the Stakehoklers
'l-he basic objective of the Citizens' Charter is to empower the citizen in relation to public service

delivery. Six principles o1'the Citizens' Charter movement as were originally framed, are:

(i) Quality: Improving the Quality of services;

(ii) Choice: Wherever possible;

(iii) Standards:Specify what to expect and how to act if standards are not met'

(iv) Value: Iror the 'faxpayers' Money;

(v) Accountability : Individuals and Organizations;
)
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(ri) Transparency: Rules/ Procedures/ Schemes/Grievances.

'l'hese in the UK were later elaborated by the Labour Covernment as fbllowing nine principles

of Service Delivery System (1998):

Set Standards of Service;

Be Open and Provide Full Information;

Consult and Involve;

Encourage Access and the Promotion of Choice;

'I'reat all Fairly;

Put'fhings Right when they Go Wrong;

Use Resources Effectivel y;

Innovate and Improve arrd Work with other Providers.

'l'he lndian Scenc

Over the years India has witnessed significant progress in the field of economic development.

This, along with a substantial increase in the Iiteracy rate, (from 51.63%to74.04oh in 2020) has

made Indian citizens increasingly awarc of their rights. Citizens have become more articulate and

expect the administration not mercly to respond to their demands but also to anticipate thenr. It

was in this clirnate tlrat the need was felt to put in place arr eff'ective and responsive:

administrative system. In a Conf'erence of Chief Ministers of various States and Union

'ferritories held on 24 May,1997 in New Delhi, presided over by the Prime Minister of India, an

'Action Plan for Effective and Responsive Government' at the Centre and State levels was

adopted. One of the ma.ior decisions at that Conference was that the Central and State

Covernments would fbrmulate Citiz-ens'Charters, starting with those sectors that have a large

public interface (e.g. Railways, T'elecom, Posts, Public Distribution Systems). These Charters

were required to include standards of service and time [imits that the public can reasonably

expect, avenues of grievance redress and a provision for independent scrutiny with the

involvement of citizen and consumer groups.

Department of Administrative Reforms and Public Grievances in Covernment of India (DARPC)

initiated the task of coordinating. formulating and operationalising Citizens'Charters. Guidelines

{br formulating the Charters as well as a list of do's anci don'ts were communicated to various

government departments/organisations to enable them to bring out focused and effective

Charters. For the fbrmLrlation of the Charters, the government agencies at the Centre and State
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levels were advised to constitute a task force with representation from users, senior management
and the trained and talented stafT.

T'he charters are expected to incorporate thc tbllowing elerncnr.s:-

(i) Vision and Mission Statement;

(ii) Details of business transacted by the organization;

(i i i)Detai ls of cl ients;

(iv)Details olservices provided to each client group;

(v) Details of grievance redress mechanism and how to access it;

1vi) Expectations from the clients.

Administrative and Hierarchical Structure of Ch. Devi Lal University, Sirsa.
Chancellor: The Governor of Haryana by virtue of his office is the Chancellor of the University.
l-he Chancellor is the head of the University. The Chancellor shall, if present, preside over the
convocation of the [Jniversity tbr confbrring degrees and rreetings ol'the Court.

The vice-chancellor: The Vice-chanceilor is the prirrcipal executive

the University and exercises general supervision and control over the

and gives eff'ect to the decisions of allthe authorities of the University.

and academic ofllcer of

affairs of the Universitv

The Registrar: The Registrar of the university is appointed by the Chancellor on the advice of
the Government. The Registrar is the Chief Administrative officer of the University. He works
directly under the superintendence, direction and control of the Vice-Chancellor.

The following are the authorities of the University, namely:_

(i) l'he Court;
(ii) The Executive Council;
(iii) 1'he Academic Council:
(iv) 'I'he Finance Committee;
(v) The Faculties;
(vi) The Academic Planning Board;
(vii) Such other authorities as may be declared by the Statutes to be the authorities of the

University.
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The following persons in the service of the University are also declared to be the officers of thc
University, namely:-
(a) Proctor

(b) Chief Warden

(c) Dean of Students' Welfare (DSW)
(d) Dean. Academic Affairs (DAA)
(e) Dean of Colleges

(l) Librarian
(g) Controller of Examination
(h) Finance Officer.

Other Important Offices of the University:

Chief Vigi lance Office(CVO)
F irst Appel late Authority(RTl)
Deans of the respective Faculties:
Dean lraculty of Ilumanities
Dean Faculty of Life Science
Dean Faculty of Commerce and Management
Dean Faculty of Engineering and Teclinology
Dean Faculty of Physical Science
Dean IracLrlty o1'[.it'e Sciences
Dcan Faculty of Law

,Dean Faculty of lrducation
Clrairpersons Ll'fDs
Director. Internal Quality Assurance Cell(IQAC)
Dean Research
Principal. tJniversity College. CDLU Campus.
President, Sports Council
Director, University Center for Distance Learning
Director Radio
Senior Medical Officer( Uni. Health Center)
First Appellate Authorities
State Public Information Officer/Deemed SPIOS
Director, Directorate of Youth welf'are
Directorate of Public Relations((PRO)
Programme Co-ordinator" Youth Red Cross Society
Convener. NSS
Coordirrator. Career and Counseling Cell
Law officer (Legal Cell of the Uni.)
Transport Officer
Branch Head SC/ST Cell

Committees fbr Redressing the Crievances of the students and employees of University.
Heads of various Branches/ Offices
Cornmittee fbr Litigation Policy in University.
Women Complaints Committee/Grievance Cell
against Sexual Harassment.

for Women Employees and girls students

I26. XEN, Construction Branch
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Studcnts at the Centre: J-he students arc the main stakcholdcrs in any institutit-rn

imparting education and it is our endeavour to make all efforrs to ensure transparency in

all the activities at different stages. In addition to the existing Grievance redressal

committees like Committee for Redressing th.e Grievances of the Employee of the

University, Committee tbr Litigation policy in the University, Women Complaint

Comrnittee for Women Employees and Cirls Students against Sexual Harassment; Anti

Ragging Committee, Liaison office/Cell for the welfare of ST/SC srudents; the

lJrriversity in its AC meeting held on '12.06.2020 has resolved to create Student

Grievance Redressal Cell.(Resolution 45 Annex-A). The University, and the college

concerned shall provide detailed infbrmation regarding provisions olGrievance Redressal

Committee, Ornbudsman and the duties and rights ol' students in their prospectlrs

prorn inently,

This is perfectly in sync with our strong commitment to serve the society in the most effective

and transparent manner.
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Part:2
Introduction: The Chaudhary Devi Lal University, Sirsa (Haryana) was established by the

Chaudhary Devi Lal University, Sirsa Act,2003 with the objectives to facilitate and promote

higher studies and research in emerging area of Humanities, and Computer Science and

Technology, Education, Bio-technology, Environmental Studies, Technology and Management

Studies, and also to achieve excellence in these and connected fields. Keeping in view the vision

of the University. the L.Jniversity administration commits itself, for different administrative

services provided by various ofllces of the university.

Details of Services Provided:

Name of the

Office
Services/Jobs Rendered

Rcgistration &
Scholarship

Brancl'r

S('/S'l Cell

Liaison

Officer/SC/ST

Registration of students, errrol led

in various coLrrses run by UT'Ds &
afflliated colleges, Ph. D, Regn.

Inter-U ni versity and I nter-Col lege

Migration, Scholarships, JRF and

stipend to students.

SC/S'l Students

Red ressal.

Welfare of SC/ST Students.

Officer Responsible With Telephone Nos.

ACADBMIC AND ADMINISTRATIVE OFFICES (CH. DEVI LAL UNIVERSiTV, sinSaI

Establishrnent

(1-eaching-Non-

Teaching)

l;cl.l',iric 
..-

Branclr

A I I establ ishrnent/service matters

of the teachiny'non-teaching stafT

of the r-rniversity.

nrlrrii i-s itiis. S'il iL, ;. M.;ii,Lqt iii
University Court, [..xecr-rtive

Courrci l. Acadetnic Corlnci l;

Constitution of Faculties, Boards

of Studies, and all other academic

matters, including the

appointrnent of
Dearrs/C hairpersons.

8
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Branch Head (Establ ishment)
Room no. 32-34, Cround Floor. Lal Bahadur Shastri

Admi nistrative Block-C.

Emai I : esttbrt(@cd I u.ac, in
Plr. No. 01666-239829

Branch I Iead (Acadernic)

Room No. 12, Ground Floor. L.al Bahadur Shastri

Administrative Block-A.
Ernai I : academic.cdlusirsa@gmai l.com
Ph. No.01666-23981 I

Branch Head/lncharge ( R&S)
Room No. 2O2,znd floor, Lal Bahadur Shastri

Admi nistrative Bl ock-A.
Email: cdlurs2O I I @gmail.com
Ph. No. 01666-247072

Branch I-lead SCI/S'I' Clel I

Liaison Officer
Room No. 209,2"'t floor. Lal Bahadur Shastri

Administrative Bl ock-C.

Email : scstcel l@cdlu.ac. in
Ph. No. 01666-239829



5.

6. ---

General Branch All kinds of purchases, including
stationery;

Maintenance of stores and stock

registers and Faculty House;

lssue of store items; and writing -
oI'f unr"rsable iterns.

Estate Officer
Room No. 120, l" Floor, Lal Bahadur Shastri

Admini strative Block-C.

Emai I : genbr@cdlu.ac. in

Ph. No. 0t666-239822

ii-,t,rrn*ti*
Centre

Cash counter and deposit of Fee

etc.

Branch Head( Information Centre).

1

8.

9.

Construction

Branch

All construction and maintenance

works including Civi l, Electrical,

and Pr-rblic Health.

Branch Head/llxecutive Engineer

E,mail : constructionbr@cd lu.ac.in
Ph. No.01666-239803

University
Health Centre

Medical care of students and

employees.

Sr. Medical Ofllcer
l'' floor. Room No. l0l
Shopping Complex.
Emai I : healthcentre@cdlu.ac.in
Ph.0r666-239801

Sporls Council,

CDLU, Sirsa

Sports activities of students (UTD

and alfi liated col leges).

Secretary, Sports Council, Multipurpose Hall

Emai I : sportscounci lcdlusirsa@cdlu.ac.in

r0 ]'he Olllce of
Security Officer

Security arrangements in the

campus.

Security Officer
Lal Bahadur Shastri Administrative. Block-A.
Emai I : securityoffi ce@cd lu.ac. i n

Ph. No. 01666-239822

t2

ll NSS To promote leadership qualities

among students to undeftake

conrmunity services.

Room No. 105, Shopping Complex.

Ernai I : nss@cdlu.ac. in

nooin No. 105. Shopping aoin,i.i.
E,rnail : yrc@cd lu.ac. in

YoLrth Red

Cross

To improve, encourage and

initiate all types of humanitarian

activities.

r3 Legal Cell All legal rnatters of the

University.

Law Oft.icer- Room No. 125, l" Floor. . L.al llahadLrr

Shastri Administrative Block-C .

Ernail: legalcell(Ocdlu.ac.in. Ph. No. 0l 666-2480 I 9

14 PM/CM
Window

Grievance redressal of the

students/stakehol ders.

Nodal officer, PM/CM Window Lal Bahadur Shastri

Administrative Block-C. Ph. No. 0l 666-24801 I

r5 VC Window Grievance redressal of the

students.

Nodal Officer VC Window. Lal Bahadur Shastri

Administrative Block-C, Ph. No. 01666-248019

16.

11

First Appellant
Aurhority(RTI)

R'll matters. First Appellant Authority, Room No. 213, 2nd Floor.

Lal Bahadur Slrastri Administrative Block-C.

Ph No. 01666-241009

[:rnai I : IrAAcdluqgac.in

SPIO Ottlce Rl'l mattee- -- SPIO-. Room No. 216. lo Floor. I-al BahadLrr Shastri

Admi nistrati ve Block-C.

Email: spio(@cdlu.ac.in .Ph. No. 0l 666-241 l-10
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18. Career and

Counselling Cell

Career related

Guidance/Counsel li ng and

Placement of the str-rdents.

Director, Room No. 123, CV Rarnan Bhalvan.

EmaiI : careercc@cdl u.ac. irr

19. Transport Office Transporlation faci I ities for

students and staff.

Transport Officer
Room No. 124. Lal Bahadur Shastri Administrat

Block-C. Emai l: transport@cc1 lu.ac.in

Ph. No. 01666-248123

B. University College and Affiliated Colleges (CH. DE I LAL UNMRSI'['Y, STRSA)

I

C.

Colleges Branch

Dean Academic

Affairs(DAA)

Affi I iation of col leges; Selections

in Colleges and other tllatters

related to aflrl iatccl Colleges.

To advise on the planning

and development of the

university particularlY in

respect ofthe standards of
education and research in the

lJniversity.

) To co-ordinate with the

Deans cotrcerrred with regard

to collaborate with anY

un iversity/Rescarch l nstitutc.

Dean ot Uolleges

2"d floor. Room No. 206. [.al Bahadur Shastri

Administrative. Block-A

Ernail : doc@cdlu.ac. in

Ph. No. 01666-247153
*S

Administrative Block-A.

Emai I : daacdlusirsa@gmai l.com

Ph. No. 01666-239823

Dean Research

lnter Quality
A ssurance

Cell(IQAC)

lndian as well as fbreign.

To promote collaboration and

research activities in the

university.

The primary aim of the IQAC

is to develop a system for

conscious, consistent and

catalytic, action to imProve the

academic and administrative

performance of the institution.

It aims at fulfillrnent of the

mission and the visiorr olthe
university in the light of its
quality policy.

Dept. of BiotechnologY,
Bhawan.
Email: deansresearchcdlu@grnail.com
Ph. No. 01666-241143

Director (IQAC)
Room No. 7, Cround Floor. Lal Bahadur Shastri

Administrative Block-A.

Email : IQAC(@cdlu.ac.in

Ph. No. 0166-248603

C.V Rarnan

Examinations
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Ol'lice of tlre
Corrtroller of
[::xarninations

Monitoring and supervision of all matters

related to Exarninations.

Room No. 13. Ground Floor. [.al Bahadur

Shastri Administrative Block-A.

Emai I : coe@q._d.!U.ac. i n

Ph. No.0l66-239808
Results Branch Examination forms and all enquiries relating to

results, DMCs, Degrees, Provisional

Certificates, Result Gazettes, issue of
Provi si onal certifi cates/Dupl icate

DMCs/Degr"ees and verification ol result.

correction in DMCs/Degrees/particutlars of the

students.

Room No. 104-106, l" FIoor, Lal

Bahadur Shastri Administrative Block-A .

Emai l: result I cdlu@gmail.com.

resu lt2@cdlu.ac. in

Ph. No.01666-:i9805

Conduct Branch Conduct of Theory and Practical

E,xaminations. Date-sheets. UMC Cases.

Room No. 5-6. l'' Floor. Lal Bahadur
Shaslri Adrninistrative. Block-A.
Ernai I : conductbr@cd lu.ac. irr

Plr. No. 01666-247080

Secrecy Branch Paper Setting, Evaluation of Answer Books. Basement, Vivekanand Library.

Email : secrecy@cdlu.ac.in

secycdlur@gmail.com,
Ph. No. 01666-23981 0

Re-evaluation

[]ranch

Re-evaluation/re-checking ol' Answer Books;

Evaluation of M. Phil Dissertations and Ph. D

thesis.

Room No. 4, l" Floor, Lal Bahadur

Shastri Administrative Block-A.

E,rnai I : revalcdlu@gmai Lcom

Ph. No. 0l 666-23981 0

;. TIOSTELS (CH. DEVT LAL UNIVERSITY, SIRSA)

I^,';--h.;._ffi,;.-..,_..-T-i,l...*,;;i.-;l"rl.|,...ill,'-r..r.,..

;--'
J

Ofllcc of Chicl'
Warden

All matters penainirrg to Ilostcls (lloys and

Girls).

lloour No. 215. 1"" [rloor. [-al Bahadur

Shastri Administrative Block C.

Ernai I : hostel@cdl u.ac. in

Cirls' Hostels &
Working
Women Hostel

All matters pertaining to Girls' Hostels. Concerned Warden

Room No. 215,2"d Floor, Lal Bahadur

Shastri Admirristrative Block C.

Ernai I : hostel(@cdlu.ac. in

Bovs' Hostels All matters perlaining to Boys' Hostels. Concerned Warden-

Roorn No. 215,2'd Floor, Lal Bahadur

Shastri Admi nistrative Block-C.

Emai I : hostel@cdlu.ac. in

University Library (CH. DEVI LAL UNIVBRSIT'Y, SIIfSA)

Library facilities for faculty and I University Librarian,U rriversity

Library students.

Accounts (CH. DEVI LAL UNIVERSITY, SIRSA)

Vivekananda [.ibrary.

[:rnai I : I ibrarian(gcdl u.ac. i n Ph. 0 I 666-2i9833

1.1.
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All;rrtt"rr r"lat.d [o a.cotrrts
includirrg receipt of Fee & release

of Salaries, Pension,

Remuneration, TA/DA, LTC,

Medical Reimbursement.

Scholarship, Fellowship, etc.-

Preparatior-r of Arrnual budget &
Balance Slreet.

Students Welfare (CfI. DEVI LAl, UNIVBI{SITY, SIRSA)

Dean of
Students'

Welfare(DSW)

Branch Head (Accounts)

Room No. ll9, l'' Floor, Lal Bahadur Shastri

Administrative Block-C.

Email : accountsbr@cd lu.ac. in

Ph. No. 01666-239834

Branch Head(DSW)

Room No. 205,2"d Floor, Lal Bahadr-rr Shastri

Admi nistrative BIock-A.

Email: dsw@cdlu.ac.in
Ph. No. 01666-247154

Directorate of
Youth

Welfare(DYW)

Organising and nianaging all

matters related to stLldents'

welfhre.

l'o look alier the general welfare

of the studerrts oLrtside classroom

which contribute to the growth

and development of their
personality.

Cultural/Literary acti vities o{'

U'tDs and affiliated Colleges;

Youth Festival etc.

ADYW- M.P Flall.

E,rnail : dyw@cd lu.ac. in

Ph. No.01666-239818

E ma i I : p1()g!A!]@sdl-Lt. a-q.Ul

Lal Bahadur Shastri Administrative Block-A.

Secretary, WCC

E,rnai I : wcc(Ocdl u.ac. i n

Director/Deputy Di rector (UC DL)
lst Floor, Room No. I 0l - l 02, Lal Bahadur Shastri

Admi nistrative Block-A.

Email : ucdl@cdlu.ac.in
(UCDL): Ph. No. 01666-239031

CAMPUS DISCII'LINE (CII. DEVI t,AL UNIVERSITY, SInSA)

Adclress tlie corrplaints received

fiom WCC women students and

employees related to sexual

harassment at work place.

UNIVERSITY CENTRE FOR DISTANCE LEARNING (UCDL) (CH. DEVI LAL UNIVERSITY,
SIRSA)

'fhe office of
Proctor

Wor.nen

Cornplaints

Cornrnittee

University
Centre fbr
Distarrce

Learning(UCDL

All nratters relating to students'

'discipline in the campus.

I'-or enrolment of
stLrdents( Distance Mode),

dispatch of study material,

sending of DMCs and Degrees

1,2
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Supervises. maintains, and

upgrades lT related work in

the University.
24x7 Campus Wide Wi-Fi
Facility, Wired Network/LAN
Implementation under NME-
ICT Project. NKN
lrnplementation etc.

Branch Head(lT Cell)
2"d Floor Vivekananda Library Building,
Email: it@cdlu.ac.in
Ph. No. 01666-239828

University
Computer

Centre(UCC)

Maintains centralised Computer
facilities for the students.

Branch I-lead(UCC)

2''d Floor, Vivekananda Library Building,
cornputerlabucc@cdl u.ac. in

Ph. No.01666-239828
Website Office Maintains, runs and updates

the University Website
(www.cdlu.ac.in).

Branch Ilead(Website)

2"d Floor, Vivekananda Library Building,
ivebsitecdl u@cdl u.ac. i n

Plr. No. 01666-239828
Chief Vigilance
Office(CVO)

Acts as the Nodal Officer for
all vigilance related matters to
root out corrr,rption using
preventive and participatory
strategi es.

Room No. 39, Ground Floor,
Lal Bahadur Shastri Administrative BIock-C.
Email:cvo@cdlu.ac.in
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IMPORTANT INFORMATION:
within the stipulated period, lornral

ln case the problems are not

conrplairrts nray bc lodged with
resolved at the Branch Ofllcer lcr,cl

tlre lbllou ing Oliiccrs:

j ---
hority

rd Floor,

C.

mail.com
l_

rd Floor.

C.
rnail.com

Floor,

ril.com

['loor.

Lil.com

Floor.

ril.com

Floor,

Lil.com

F loor,

Lil.com

Floor,

14

OO-

Sr. No Services/Job Rendered Of1lces to be contacted lrirst Appellant
authority

Off,ces to U".ontocteA
Second Appellant Autl

t.

2.

3.

4

__ts. I

6.

Administrative matters of the
university and

all Branches except UTDs

i,ii,n i,riil,,ns relatcd matters
inclLrding EDP Cell

All ,narreilArria tJ
Students' Disciplirre in the
campus

All rlatters related to students'
welfare

7iT inatrcrs retaieo to
Urriversity library

Matteri ieliteo io U,ii"adii,
College and afllliated Colleges

Registrar,
Ground Floor, Lal Bahadr-rr Shastri
Admini strative Block-A.
CDLU. SIRSA.
Ernai l- registrarcd I u@gmai l.com
Ph.0r666-239819
Corrtroller ot'I-.xaminario* -
Room no. 13, Ground Floor, Lal Bahadur
Shastri Admin istrative Block-A.
CDLU, SIRSA.
Email- coe@cdlu.ac.in
I)lr. No.01666-:39808

Procror,
Lal BahdLrr Shastri Administrative Block-A.
CDLU SIRSA.
Emai I : proctor@,cd lu.ac. i n

Oean St[.tentr w. I lr,.,e,

Roonr No. 205" 2"r Floor, Lal Bahadur
Shastri Admirristrative Block A.
CD[,U, SIRSA
Email: dsw@cdlu.ac.in
Plt. No. 01666-247154
Librarrdl.Vi"@
CDLU, SIRSA.
Ernai I : I ibrarian@cdlu.ac. in
I'h. 0l 666-239833

-DJan 
ot' Col Ggei. tal-Aahadur Shastri

Adrninistrative Block-A. Room No. 206,2"d
Floor, CDLU, SIRSA.
Ernail : doc@cdlu.ac. in
Ph. No. 01666-247153

V ice-Chancellor.
CDLU. SIRSA. CroLrnd I

Lal Bahadr-rr Shastri
Adrninistrative Block-C.
Ernai I : vccdl r-rs i rsa(rDgm a

Ph. No.01666-148052
V rce-Ctyarrceitor.
CDLU, SIRSA. Gror-rnd I

Lal Bahadur Shastri
Admi nistrative B lock-C.
Emai I : vccdl usirsa@grna
Ph. No.01666-248052

V i.le-Clranc.iil,,i.
CDLU. SIRSA. Gror-rnd I

Lal Bahadur Shastri
Admi nistrati ve B lock-C.
Emai I : vccdl r"rsirsa@)gma

Ph. No. 01666-248052
V ice-f lyanccllor.
ClDt-U. SIRSA. Ground I

l-al Bahadirr Shastri
Adrni nistrative Block-C.
Ernai I : vccdl r:si rsa@grna
Ph. No. 01666-248052
Vrce{hancellorl
CDI,U. SIRSA. Cround I

Lal Bahadr,u'Shastri
Adrninistrative Block-C.
lrmai I : vccdI usirsarrDgma
Ph. No.01666-248052
V icc-Ctra,rcettor.
CDLU, SIRSA. Ground I

Lal Bahadur Shastri
Admi nistrati ve Block-C.
Ernai I : vccdl Lrsi rsa@grna
Ph. No. 01666-248052

7. All matters pertaining to Girls
Hostels, working Women
l-lostel and Boys' Hostels.

Chief Warden
Room No. 215. 2'd Floor, Lal Bahadur
Shastri Adrnirristrative Block-C.
CDLU. SIRSA.
Emai I : hostel@cdlu.ac. in

V ice-C hancellor.
CDLU. SIRSA. Gror-rnd I

Lal Bahadur Shastri
Adrni nistrati ve tllock-C.
Emai I : vccdl usirsa(g)gma
Ph. No. 01666-248052

8. All matters relating to
Distance Education

Director. UCDL
Roorn No.l02, Crourrd Floor, I-al Bahadur
Shastri Administrative Block-A.
CDI,L]" SII{SA.

Vice-Chancellor,
CDLU. SIRSA. Ground
Lal BahadLrr Shastri
Adrni nistrati ve tllock-C.

-l \'1



Ernai I : ucdl@cdlu.ac. in
Ph. No. 01666-239031

Emai I : vccdlusirsa@gmail.corn
Ph. No.01666-248052

9. Matters related to Universitv
College & UTDs

Dean Faculty concerned in consultation with
Dean Academic Aftairs( DAA)
Emai I : dgAqd Lu_Ulcq@gmqtl.qqn
Ph. No.01666-2i9823

Vice-Chancellor.
CDl.tJ. SIRSA. Ground [:'loor.
[.al Bahadur Shastri
Adrninistrative Rlock-C.
Emai I : vccdl usirsa(Dgrnai l.conr
Ph. No. 01666-248052

r0. Matters related to organisation
of cultural activities /events

Director Youth Welfare
CDLU, SIRSA.
Email: dyw@cdlu.ac.in

Vice-Chancellor.
CDLU. SIRSA. Cround [rloor.
Lal Bahadur Shastri
Adm i nistrati ve B lock-C.
Ernai I : vccdlusirsa@grnai l.com
Ph. No. 01666-248052

lt. Sports Activities President, Sports Counci I

CDLU, Sirsa.

V ice-Chancellor.
CDLU. SIRSA. Ground Floor,
Lal Bahadur Shastri
Administrative Block-C.
Ernai I : vccdl usirsa@gmai l.corn
Ph. No. 01666-248052

l2 Health Centre Registrar,
CDLU. SIRSA.
Emai I : registrarcdl u(t)gmai l.corr
Ph.0r666-239819

Vice-Chancellor.
CDt.tJ. SIRSA" Crournd Floor.
Lal l]ahaclLrr Shastri

Adrninistrative BIock-C.
Emai I : vccdlusirsa@gmai l.corr
Ph. No. 01666-248052

r3

l4

IT Cell, Website Office and
University Computer
Centre(UCC):

Registrar,
CDLU, SIRSA.
Emai I : registrarcdl u@grnail.corn
Ph.0r666-239819

Vice-Chancellor.
CDLIJ. SIRSA. Ground Floor.
Lal Bahadr-rr Shastri
Adrninistrative Block-C.
Ernai I : vccdl usirsa@gmai l.corn
Ph. No.01666-248052

Any other office not covered
(fronr Sr. No I to l3)

Registrar,
CDLU, SIRSA.
Email : registrarcdlu@gmai l.com
Ph. 01666-23981 9

Vice-Chancellor.
CDLU, SIRSA. GroLrnd Floor,
Lal Bahadur Shastri

Administrative Block-C.
Emai l: vccdlusirsa@gtnai l.corr
Ph. No.01666-248052

Normative Period of Seruices:
E

si. No.-
XAMIN@VEItS
Name of Service

Y:_p_rllrsAJ ,
l'inre Lirnit (rvorki ng
days only)

NJaaioir[e,7oii,ie

t. lssue of Duplicate DMCs and correction in
DMCs

30 Days Branch Head (Results) Ph. No
0l 666- 239805

2. lssue of Duplicate Degree,
Diploma/Certificate and correction in Degree,
DipIonra/Certif icate

30 days (after
receiving the request
fiom candidate)

Branch Head (Results) Ph. Ncr

01666- 239805

J Printing of DMCs 07 days from the
declaration of results

Branch Head (EDP Cell)

4. Settlement of Result Late Cases (RLA) 30 days (After
declaration of result)

Branch Head (Results) Ph. No
0 r 666-239805

5. Veri fi cation of ResLrlt/Documents l0 Days Branch Head (Results) Ph. No
0 I 666-239805

R.S
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6. Issue of Provisional Ph. D Degree/Certificate 05 days (after issuance
of Notification)

Branch Head (R-evaluiiG.) -

Ph. NoOl666-239810
Brrr.h H.rd (S..re.yl -
Ph. No 0l 666-23981 0

Branch Head (Resulrs)
Ph. No 01666-239805

Branch Head (Re-evaluation)
Ph. No 01666-239805

Brrrch Head (Resrlls)
Ph. No 01666-239805

7. a) Evaluation of Answer Sheets of UC/PC
Evaluation Results of UC/PG

b) Declaration of' Resr-rlts

c ) Re-evaluation of Results of allCourses
c) Dissertation
d) Ph.D Viva-Voce

a) 60 days (After
termination of exams)

b) 25 Days (After
receiving of last
awards ) of the Course
c) 90 Days
c) 45 Days
d) 120 Days

8. Annual Convocation Every year in the
month of October

9. Issue of Merit Certiflcate Within l0 days after
the receipt ofrequest
from the student.

Branch I.lead (ResLrlts )

[)lr. No 01666-:39805

10. lssue of Rank Certificate I 0 days Branch Head (Results)
Ph.No0l666-239805

ll. Process of Bills for Paymerrt related to
Examination Work

30 days (After
receiving of complete
Bills)

Concerned Branch l-leads

12. ALrthcrrtication ol Ccrtillcate/ Veritlcation ol'
lj:.cl ucat i onal [)oc urnents

I0 days Branch I-lead ( Resul ts)
Ph. No 01666-239805

lJ. Authentication/Verifi cation and issue of
Tralrscripts

07- I 0 days Branch Head (Results)
Ph. No 01666-239805

14. Display of Date sheet of (Serresrer E,nd

Examinations )

30 days befbre the
corlllrencement of
Examinations.

Branch llead (Conduct)
Ph. No

01666-247080
I Appointment of Practical Examiners I 5 days belore the

cornlnencement ol
Practical E,xam ination.

Branch Head ( Conducr)
Ph. No 01666-247080

t6. lssue of Consolidated iConrbined DMC 30 days (aIier the
reqLlest sLrbmitted by
the student)

Branch Head (ResLrlts)
Ph. No 01666-239805

17. Issue of DMC I 5 days( after the
declaration of result)

Branch Head (Result)
Ph. No 01666-239805

18. Provisional Degree 07 days (I'rom the date
of receipt of
application on
prescribed performa).

Branch Head (ResLrlts)

Ph. No 01666-239805

I rr. ssuance of Degree after declaration of results I 80 days Branch Head (ResLrlts)
Ph. No 01666-239805

20. Migration Related Issues (RL-Regn.) I 5 days from the date
of receipt of
application on
prescribed performa.

Branch Head (Results)
Ph. No 01666-239805

2l Refund of Examinations Fee 30 days from the date
of receipt of
application on
prescribed performa.

Branch Head (Results)
Ph. No 0l 666-239805

22. Printing/lssuance of Rol I No. l5 days (befbre
conllrencement of
Exarlinations)

Branch Head (EDP Cell)

1.6
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23 Rel'Lrnd of re-evaluation Fee 30 days (After
receiving tlre cotnplete
i nlbrnrati on fl'ont thc
Results Branch)

Branch Head (Re-eval uation)
Ph. No 01666-239805

Academic Branch (CH. DEVI LAL
UNIVERSITY, STRSA.)

24.

25.

Proposal for the Conduct of the Meetings of
AC/EC/Court etc.

Strictly according to
the tirne frame
mentioned the
University Calendar/
StatLltes.

Branch Head (Academic)
Room no. 12. Ground floor
Lal Bahadur Shastri Administrative
Block-A.
Ph.No 0l 666-23981 I

Nornination of the members of EC/AC/Court Strictly according to
the time frame
mentioned University
Calendar/ Statutes

Branch Head (Academic)
Room no. 12, Ground floor, Lal
Bahadur Shastri Administrative
Block-A. Ph. No. 01666-23981 1

26. Constitution of UGBOS/PGBOS Faculty in
respective UTDs.

Strictly according to
University Calendar/
Statutes.

Branch Head (Academic)
Room No. 12. Ground floor. Lal
Balradur Shastri Adrni nistrati ve

Block-A.
Ph. No.01666-2i98ll

Ilesistration & Scholarships (CH. DEVI LAL UNIVERSIl'Y. SIR.SA.

21 Migration Certificate
i) By Hand
ii) By Regd.post

0l day
I 0 days

Branch Head (Registration &
Scholarships)
Ph, No 01666- 247072

2B Issuance of No Dues to M. Phil/Ph. D scholars 2 Days Branch Head (Registration &
Scholarships).
Ph. No 0 I 666- 247072

29 Correction in Regn. Parliculars
i) By Hand
ii) By Post

Same day
10 days

Branch Head (Registration &
Scholarships) Ph. No
01666- 241072

30. Forwarding of Joining Repo(s of
JRlr/Scholarships to the Funding Agency
concerrred

l5 days fi'orn the date

ofjoini ng.

Chairperson of the Dept. Branch

I Iead (Registration & Scholarshi ps )

and the otfice ol'Registrar.
Ph. No0 1666- 247012

3r. [:rtcrrsion in Submission of Ph.D.
Thesis/URS/Leave to URS/Regn. Etc.

30 days Chairpcrson conccrtrcd arttl []r'arte Ir

lieads of all Dealing Otlices.

University Teaching Departments (UTDs) (C I"I. DEVI I,AT, TJNIVTIR ITY, SIIISA.)
32. Provisional Registration to UG/PG

Programmes

On the spot at the time
of admission
/enrolment in the

Course.

Chairperson Concerned

-) -) lssue ol ldentity Card to Students 05 days after admission Chairperson Concerned

34. Supply oflecture outlines/plans to the students Within 07 days of
conrmencement of
classes

Teacher Concerned

35.

36.

Display of Date Sheet of Assessment Test

O..f uruti* of ntt.*".t,t f.tt n"tult

a) I 0 days before the
commencement of
classes

-Ultlll-s g.y: ?!sr

Chairperson Concerned

T.uin.rcon-.e,*a---
T7
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test
5/. lssue of Bonafi de Certi flcate/Character

Certificate
Sarne day Chairpersbn Concernect Oipi.

38. Restoration of Adrnission . lssue of NOC after
the End of the Course

Same day Chairperson Concerned Dept.

39. Pre-registration Sentinar. Meeting of
PGBOS/UG[]OS, Iraculty, SLrbmission of Ph.
D thesis

As per Ph. D
Ordinance

Chairperson Concerned Dept.

40. Supply of Parrels of Paper Setters and
L,xarniners

One month before the
corrlrencement of
examination

Chairperson Concerned Dept.

4l Disposal of the cases of Fee Concession and
Waiving of Fee

Strictly according to
the Statutes/HBI

Chairperson concerned Dept.

42. Conducing the Meeting of Staff Council Strictly according to
Uni. Calendar/ Statutes

Chairperson of concerned Dept.

43. Re-admission of Students (Name Struck off
Cases)

As per University
Calendar/Statutes

Chairperson concerned Dept.

!!Cell(CH. DEVI LAL UNIVERSITY, SIRSA.)
44. Issue of WiFi Ids/Password to Strldents and

Faculty
Within 03 days In-charge Net-working Cel I

Ph. No 01666-239828

45. Closure of outgoing students' WiFi
Ids/Password

30"'June ofevery year In-charge Net-working Cel I

Ph. No 01666-239828

46. Course Catalogues/syllabi & regulations

-rroverning ot' al | ( J(i/P(i (lourses

llostels (CII. DITVI LAL UNIVEITSII'Y, SIR

.To 
be made available

on [.Jrriversity Website
befbre the
corlmencement of the
teaching work

iSA.)

Concerned Chairperson / Branch
Otficer

47. Refund of Hostel Security Within 30 days of the
student's written
req uest

Concerned Branch Offi cers

48. Refund of Caution Money Within 30 days of the
student's written
request

Concerned Branch Ofllcer
/Chairperson

l11ygrylylgntlg folqistance Lcarning (UCDL) (CH. DEVI LAL UNIVERSITY, SIRSA.
49 Supply of Study Material to the Students

admitted under UCDL Courses
Wrthin 30 days after

the last date of
admission

Dy. Director, UCDL
Ph. No 01666-239031

50. Supply of University Stickers to StalTand
StLrdents( fbr pasting orr vehicles)

Within 02 days
sr-rbrnission of
apolication

Security Officer

51. Supply ofthe Panel of Paper Setters One month before the
corlr.nencenlent o1'

examinations

Concerned Branclr Officcr
/Chairperson

Vivckananda Library (CH. DEVI LAL UNIVERSITY, SIRSA.)
52. Issue of Library Cards to Students Within 07 days Deputy Librarian , Vivekananda

Library
Ph. No 0l 666-239833

rts Iry!!'L(! H. D_ BYL LA L_U_ltJ_y_LlM l-Y, qnl4tr
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i)Distribution of Scholarship Money anO
Certificate to Position Holders.

Accounts Branch (cH. DEVI LAi@

1.9

{-

Secretary, Sports Councit
Hall.

Befbre the llnd of the
Academic Session

ii)Distributio@
&1'AIDA to Players.

Before the
commencement of
tciurnament

54 University Budgeri Balance Sheet Every Year Branch Head (eccoung
Ph. No 01666-239834

l.5?-
L__
lss

55.

]:::
56.

Voucher Preparation & Cash Bo"[ E.,try Daily Basis Branch Head lascoung
Ph. No 01666-239834Salary/Remunerffi

Staff.
Every month
(Upto l0'r' of each
month)

Concerned Chai rperson/Branch
FIead

Plr f'lo_01666-239834
Brarrch I Icad of listahlishrrrcrrr
/Accounts/A ud it Branch

r\gI reI renl tJeneItts. Within onc montlr liorr
the datc ot'retirement

lls Within one montlr from
the date ofdeath.

Branch Head of
Establ ishment/Accounts/Aud it59. rsrsuual \_lalms or Employees Lrke 

.l.ravelling

Al lowance/GPF Advances, Withdrawals
/Medical Reimbursement etc

Within a nronth of the
date on which clairn is
made.

Concerned Branch
Head/Chairperson.

60.

61. -

rrrsposal or rroposal tor Administrative and
Firrancial Approval

Within 03 days or as per
urgency ofthe proposal
whichever is earlier.

Concerned Branch
Head/Chairperson

Travelling Alloriance Claim of
Off rcials/lnvitees for Meetings

Same Working Day Concerned Branch
Head/Chairperson

62. Telephone, Electricity, U@nt Billi etc 03 or as per Urgerrcy
whichever is earlier.

Concerned Branch
Head/Chairperson

63. n,. Lncques ror ail Hassed
Bills

Within 03 days or as per
urgency rvhichever is
earl ier.

Concerned Branch
Head/Chairperson

64.

65.

Lancetratton ot penodtcal 'l-irle Barred Cheques
& intirnatiorr to the Bank lbr Stop payment

Witlrin 05 days fi-om 1hc
datc ol'CheqLrc

_becoming'fime barred

C-'oncerncd []ranch
I ieacl/C hairpcrson

aorc.r-,.dlr*-rcli
IJead/Clrairperson

C",,.€-ed B,"r.h
Ilead/Chairoerson

Subrnissionot'File@
Accor-rr.rts Section

Within trvo days or as
per the urgency
whiclrever is earlier.

06,

67:
-;a *

Statutory Paynrenrs like TDS, C-T 
"nd 

Filirg "fRcturns etc.
Within due dates
prescri bed

I ll veslr1lenl l,roposals

:t)Proposal anaaisp@-
FI P,'lravel, Confbrences/Seminars/Workshop,
Publication, Visiting professor/Fellow under
UGC, Research work under UGC ICSSR,
ICMR, Research work uncler Central/State
Govt.& other Agencies.
b)Proposal & disposal of Work Lrrrder RUSA
c)Pro.jcct Conducted by various departments
uncier tJCC

I 5 days belore the date
of investment

Concerned Branch Head

t5 days

I 5 days
I 5 days

Or as per urgency olthe
matter whichever is

Chai rperson/Branclr FIeads
Concerned

lo
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earl ier.

69. Refund of security/earnest money to the

firms/agencies
As per the terms and

conditions of the supply
order and agreement

Concerned Branch I-leads

(General B/ Accounts
B/Construction B)
Ph. No. Ph. No 01666-23982

Establishment Branch (Teaching and Non-teachilg) (CH. DEVI LAL UNMRSITY, SIRSA.)

70. Recruitment of Teaching Staff and other
Officers of the University (aided & unaided)

Within 04 months after the
adveftisement or as per

urgency

Branch Head (Establ ishment)
Ph. No. 01666-239829

71 (' ontl rnr at i on of 'l'cac 
Ir ers,trlon-tcac h i ng stafl' Within 0l rnonth after due date Branch Ilead ( [:.sttrblishnrcnt ).

Ph. No.01666-239829
72. Annual Confidential Reporl (ACR) Sell

Appraisal Report (SAR)
As per University rules/UGC
G uidelines

Branch Head ( tistablisltrncnt)
Ph. No.0l666-ll98lc).

t3. Promotion of the Teaching Staff Under CAS As per UGC Rules &
Notifi cation 21.07 .201 1

Branch Head (Establ ishment ).

Ph, No. 01666-239829.

74. Grant of Maternity Leave/Child Care leave/

Study Leave/ Earned Leave/Sabbatical Leave to
teaching & Nonteaching staff, as applicable

Within l5-21 days afterthe
submission of the request by
the concerned employees

Branch Head ( Establ i shrnent).
Ph. No.01666-239829.

75. Appointment of temporary teachers (Part-time
Teachers/V i siti ng Faculty/Adj unct faculty)

Within one month after the
formal request from the
concerned department

Branch Flead ( [:stablishnrcnt).
Ph. No,01666-2398:9.

76. Provide statistical data and other infbrmation
related to the Teaching Staffto the State

Government. UGC, and other Agencies.

Ur.gerrtly and within stipulated
time

Branch Head (Establishmerrt)
Ph. No. 01666-239829

77

78

IssLre NOC lor lroreign Travels & Visa, Passport

etc. 
-lo 

the teachers and Non-teaclring statl'

I'crrnission to tcacl'lels lbr I{cticslrer and

Orientation Coursc, Senrinar, Conf-erence,

Workshop etc.

Within 07- l0 days alier the
receipt olthe fbrmal request
liorl tlre concernecl employee

Branch Head ( Establishrncnt)
Ph. ;ro. 0 I 666-l398lc)

grinitiTiJid 
1 Eitabti sh rncnr )

Ph. No.01666-23e8lq
Within 07 days after the fbrrnal
request fiom the concerned
teacher

79. Perrnission for applying in the other
organizations on deputation and EOL etc.

Within 15 days after the receipt
of the application in the
concerned branch.

Branch Head (Establishrnent ).

Ph. No. 01666-23982e.

80. Issue of Retirement Order As per Haryana Govt. Rules Branch Head (Establishnr.'ni,
Ph. No.01666-23982s.

BI Promotion cases of the Non-teaching Staff Within 3 months of vacancy Branch Head (Establisltrncnt r.

Ph. No. 01666-239829.

82. lssuance of Retirement and Encashment Order As per Haryana Govt. Rules Branch Head (Establishrn.'nt t.

Plr. No. 01666-2398:e.

83. Reimbursement of Medical bills Within one montlr after the
subrnission of the requisite
billsiclaims.

Branch Heads:(( Uni. llcaltlr
Centre, Accounts and
Establishment). Ph. No.
0 r66623980 r: 8-34. q2e

84 Providing lnlormatiort under Riglrt to
lntbrmation Act

Strictly according to the

orovisions of the RTI Act.
SPIO o1'concerned Branclt or
Deemed SPIO.

8-s. 1-o upload Seniority [-ist of Non-teaching stafl As per University Rules or
rvithin 30 days from the date of
recru itment/promoti on.

Branch Head ( Establ i shrnent).
Ph. No. 01666-239829.

86. Pay fixation of Newly Recruited/Promoted
E,rnployecs of the University

Within one month from the
Recruitment/Promoti on of the
concerned employee

Branch Head (L,stabl ishrncnt )

and Accounts Ofllcer. Ph. No.
0 1 666-239829, 834

87. Perrsion Cases of the Un versity Em As per Haryana Gor,'t. Rules B-ran ch H ead _Q{q!!g! m g Q.
20* )o 6
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88

89.-

90.

qt.-

Ph. No. 01666-239829.
Updating Roaster of Non-Teaching staff. As per Haryana Govt. Rules

and the instructions of SC/BC
Welfare Department

Branch Head (Establ i shment).
Ph. No. 01666-23e829.

Leave salary & Pension Contribution for
employees on deputation in CDLU, Sirsa

Strictly as per Haryana Service
-Rules

Branch Head (Establishment).
Ph. No. 01666-239829.

Retirement Clairns. Within tr,vo montlrs of the Date
of Retirerrent

Branch Heads:
Estab./Accounts/Audit). Ph.

No. 01666-239829,834
Death Claims. Within two months of the date

of Death
Branch Heads:

Estab.iAccounts/Audit. Ph.

No. 01666-239829.834
SC/ST Cell(Cl-I. DEVI LAL UNIVERSITY, SIRSA.)

\- loJ \r\1

92. 'I'o collect reports and infbrmation rega

Government of India orders on the vari
aspect of education training and emplo
Scheduled Castes and Scheduled Tribe
candidates, for evolving new policies c

rnodifying existing policy by the comn

rrding the
ous
yment of

)r

rissi on

Witlrin One Month SC/S'I' Cell/Brarrch l lead
( Establishrnent)
Ph. No. 01666-239829.

93.

04.-

'l'o monitor the working of the remedial
coaching sclreme, if the affiliated colleges and
universitv.

Within One Month SC/ST Cell/Branch Head (Estt.).
Ph. No. 01666-239829.

To function as Grievances Redressal Cell for
SC/ST Students and Employees of the university
and render them necessary help in solving their
academic as well as administrative problems.

Within One Week SC/ST Cell/Branch Head
(Establishment). ^

Ph. No. 01666-239829.

91

46.-

Any other work assigned from tirne to time to
prorrote higher education among ST/SC
conr rn un iti es sr.rff-eri n g econom i c, soc i al and
eclLrcati on deprivations.

Within One Week SC/ST Cell/Brarrch Head
( Establishme nt).
Ph. No.01666-239829.

I

Ph I Infrastructurc (CIl. DEVI LAI- UNIVEII,SITY, SIRSA
a)'[o hire MP IIall, ALrclitoriurn, Serninar IIalls,
Comrnittee Roorn in C.V. Raman Bhawan or
any other physical infiastructure/facility on
rental basis.

b)Booking of accornmodation in Faculty House.

a) As per LJniversity
rules and maximum
lvithin 07 days frorn
the date of the
receipt application
b)Within 02 days
l'rom the date of the
receipt of application

Branclr Hcad (General Branch)and
other Concerned Offlces
Ph.01666-239822

Collcses Branch (CtI. DEVI LAL UNIVERSITY. SIRSA.)
91. 'l-o invite proposals in the prescribed formats

ltorn existirrg colleges for
Corrti nuation/Extensi on,Natural grorvth,
additional subject, divisions, faculty etc.

30 Days Branch Head (Office of Dean of
Colleges). Ph. No. 01666-247153.

98.

99.

Arrangements of necessary Statutory Bodies
meeting lbr approvals and convey decisions to
the applicant colleges by issuing Continuatior-r
letter every year.

30 Days Branch Head (Office of l)ean of
Colleges). Plr. No. 01666-247153.

llranch Head (t)liice ot o"in nj'
Colleges). Plr. No. 01666-247153.

i) To invite proposals fbr starting of new
colleges to be atfiliated to the University,
II) Arrangements of necessary Statutory Bodies
rneetings for its approval and forward the

i) 30 days alter
subrnission of NOC
from the Covt.
ii)30 Davs



-).

J.

Note:
l. -fhe working days will be counted f}om the receipt of request in the Branch concerned. T'he

officers/offlcials are requested to conrplete the job at the earliest,
2. Any studertt or any employee of the University or affrliated College/lnstitution shall flrst

approach tlre competent authority of the University/College/lnstitution, mentioned in the
relevant provisions of the Act, Statutes, Ordinances, Regulations or the Rules, as the case
rnay be. firr redressal of arry grievances that he or she may have. It is only when the
competent authoritv has not been able to redress the grievance that an Appeal shall lie with
tirst Appcllant ALrthority. li tlrc -grievance o1'the complainarrt remains unadclressed at this
level, he/slre can appeal to tlre Vice Chancellor rvho shall take appropriate action in keeping
with the provisions of the Act. Statutes. Ordinances, Rules and Regulations of the
tJn iversity.
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approved proposals to the concerned quafter.
r 00. To convey the various decisions taken by the

University by way of Circulars and to share the
information received from the NCTE. UGC,
AICTE, Pharmacy & Nursing Councils etc'uvitlr
tlre Trusts and/or Management of affiliated
colleges.-

Within l5 days on
receipt of resolution
from University
secretariat, duly
signed by the
Registrar

Branch Uead 1Offrce of OAnA
Colleges). Ph. No. 01666-24715'.

t0r. 1'o approve the advertisement received fiom the
'lrusts/ Colleges/ Institutions for recruitment of
various Teaching posts

Within 7 days on
receipt of Approval
from Special cell.

Branch Head (Office of Dean of
Colleges). Ph. No. 01666-24715'.

t02.

r 03.

To constitute Selection Comrnittee applicable to
all direct recruitntents of Faculty positions.

I b ;onail t L're S. L.ltion i om,n iite.:ip, pt i Ciurc io
Career Advancentent pronrotions of Assistant
Prof-essor to Associate Professor in affiliated
Colleses.

Within l5 days
liom receipt of
request fiom
conccrncd collegc

Branch Head (Office of Dean of
Colleges), Ph. No. 01666-24115.

30 days Branch tleaO (Otlrce oi'Dein .rt'
Colleges). Ph. No. 01666-2tlll5.
Ph. No. 01666-241153.

I 04. Updating University lnformation on the
U rri versity Websitei Portal.

Within the time limit
prescribed by the
concerned Authority.

Concerned Branch Heads

r 05. 1'o provide the Factual inforrnation in case of
Court Matter/Case .

Within 7 days on
from receipt of the
communication.

Branch Head (Office of f)ean of
Colleges). Ph. No. 01666-24715

I 06. Constitution of Selection Committee (teach i ng-
Non-teaching).

within l5 days from
the date ofthe
receipt of formal
request from the
college

Branch Head (Office of Dean of
Colleges). Ph. No. 01666-24715'.

107. Approval of lnspection Cornmittees. Within l0 days
alier the subrnission
of lnspectiorl reporl
by the Inspection
Committee

n'an.nrleua1or.t'rc"urD;*oT
Colleges).
Ph. No. 01666-247153.

r 08. Any other query. At the earliest but not
later than 15 days of
the receipt ofquery.

Bran@
Colleges) Ph. No. 01666-247153

t\t1



Part: 3

Suggestions for Effective Implementation of the Citizens' Charter:

As pointed out, the Citizens' Charters initiative in India had started in 1997 and since then it

has been qualitatively impacting the lives of service users. lntroduction of a new concept is

ahvays difficult in any organization. Introduction and irnplementation o1'the concept of Citizens'

Charter in the (iovernment of India was much rnore difllcr.rlt due to the old bureaucratic set

up/procedures and the rigid attitudes of the work force. The rna.ior obstacle encountered in this

initiative was the general perception of organizations which fbrmulated Citizens' Charters was

that the exercise was to be carried out because there was a direction from the top. The

consultation process was minimal or largely absent. . For any Charter to succeed. the employees

responsible for its implementation should have proper training and orientation, as commitrnents

of the Clrarter cannot be expected to be delivered by a workforce that is unaware of the spirit and

content of the Charter. However, in many cases, the concerned staffs were not adequately trained

and sensitized.

1) Be civil and Courteous: A letter number 512912012-lAR, dated l61051 2016, issued by the

Chief Secretary's Office, Adnrinistrative Reforrn Depaftrnent maintains that citizens approach

various organs ol'thc Governmerrt lor their individual/public rnattcrs, All such commutricatiotts

should receive careful consideration and should be responded to at an appropriate level and

expeditiously. While replying to communications of the citizens all Government

officers/officials should show due courtesy and consideration. Extension of minimum basic

courtesy to the citizens is an integral part of the "Good Covernance". Keeping this spirit in

view. tlre university officials/Brach Fleads while dealing with students and their legitimate

problerns and replying to communications should show due courtesy and consideration.

2) Making up Deficit in Human Resources: The first requirement to run an organization is its

skilled and dedicated team of employees. At present the university is facing acute shortage of

human resources at all levels-teaching and non-teachirrg. The university has 24 departrnents

including 08 new departments and there is only 75 permanent teaching staff against lr24

sarrctioned post andl35 non-teaching staff agairrst approx. 225posts. Since. each department

requires at least 6 teaching staff including one Professor,2 Associate Professors and 4 Assistant

Professors, we need 144 teaching staff and about 350 non-teaching staff for the smooth

functioning of the university. As of now the deficit is being covered by engaging 75 Assist

Professors on Contract(APC), 50 Part Time Teacliers(PT'T)/ Adjunct Faculty and more than
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500employeesl.romtheor.rtsourcingAgerrcy.ltisproposedthatafullproofmeclranismof

lvork distribution should be introduced in each Branch so that the avairable human resources is

productively utilized. Besides, concerted efforts must be made to recruit and appoint regular

teachingandnon-Teachingstaffinorder.toimprovetheservicedeliverySysteminthe

r-rn iversitY.

3) tnduction 
'rogramme: 

purpose of StucJent rnduction programme is to herp new students adiust

and teer comfortabre in the new environment, incurcate in them the ethos and culture of the

institution. help them build bonds with other students and faculty members' and expose them to

a sense of larger purpose and self exploratio,. on this occasion, the students can be formally

informed about the citizen Charters, its crauses and the grievance redressar mechanisrr

availablc to them during their stay in thc university'

4) Removal of objections in one Go: lt has been observed that officers and dealing clerks

manning various branches of the university point out deficiencies in the file and documentation

notinonegobutininstallments.Thismakesroomfordelayinthedeliveryofservice,

rrarassment of the applicant and other unethical practices. The hearthy mechanism is that all

defrciencies in documentation and proce<lure be pointed out at the time of the receipt of the

application or maximum 'nvithirr three working days so that the det-rciencies are removed and the

t'ile moves in the right direction and right channel'

5) Avoiding the Practice of ..Please Speak,, or ..Discuss,, [t has been observed that delay is also

caused by the much prevarent practice of marking the cases downwards to their subordinates

*,ith the remarks"Please speak'or Please DiscLtss"' In future' this may be avoided and the

of.cer or ol ciar requiring discussion shourd send tbr the concerned person or speak to him on

terephone, rather than marking the t-rre downwards. This small but significant eftbrt will not

onry curtail the time of processing the case but will arso improve the service delivery system'

6) Files/Papers Movement Register: The files or important papers are sent from one quafter to

another and their movement should invariably be kept in the register maintained for the purpose

in the Branch and with the personal staff of the officer concerned. The procedure to keep

movementoffiles/paperswouldbethatthefilesmarkedupwardordown/wardbyDeputy

Supdt./Supdt.oftheBranchwillbenotedbythediaristoftheBranchconcerned.l]owever.

papersmarkedbythemtootherdepartments,willcontinuetoberoutedthroughthebranch

concerned tbr noting trreir movement in the Fire Movement Register or Branch Diary, as is

aPProPriate'
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7) Punctuality in the Offices and tJnscheduled Inspections: Chairpersons and Branch Heads

shor'rld themselves be punctual and they should also make their subordinate staff conscious

aborrt the need 1'or punctuality. Secondly, surprise inspection of attendance as well as disposal of
work in subordinate offices should be undertaken by the Competent authorities of the university

at least once a month. Every Section/Branch in the Department will be inspected once a year by

any other senior of llcer who does not ltarrdle any part of'the u,ork ol'section/[]ranclr conccrnccl.

Officers on Leave: It has been observed that work and delivery of service get adversely

affected when an officer is on leave and she/he leaves the station without assigning the

charge of his office to his colleague or any other competent officer of the concerned branch.

This practice needs to be discontinued forthwith, if we intend to establish a robust service

delivery system in the university. The officer on leave will invariably leave the station only

after assigning the charge of his office to the competent officer so that the routine work of the

university does not suffer.

9) Accountability and Periodical Review of Work: The university shall adopt zero tolerance for
the delay caused due to unprofessional attitude of the employees and the slackness on the part

o1'the officials/ dealing clerks. Every Branch Head/offlcer will revie,,v the progress made

against action points pertaining to his/hercharge every fbrtnightly ancl take appropriate steps fbr
ensuring effective and timely irnplementation of the work assigned to various offlcials under

his/her supervision. Ideally no file should be kept pending in any office ol'the university for
more than 07 working days. The Registrar of the university will review the perlorrnance of the

Branches ()'Jon-Teaching) as a whole in a monthly meeting with senior olflcers of various

Ilranches. Similarll' Vice Chancellor shall review the performance of the [J]'Ss as a whole in a
morrthly meeting with chairpersons and Deans of the faculty concerned.

10) Consolidation of Orders/Instructions/ Notifications: Various Orders/lnstructions issued from
tirne to tirne should be consolidated after reasonable intervals so that they are self-contained and

easy to refer to by the offlcers/olficials concerned. Ail notillcations. as and when issued. should

be irnrnediately circrrlated through Notice Boarcls and universitv rvebsite. RegLrlarly Lrpdated

website will address most of the queries.

ll) Maintaining, Upkeeping ancl Weeding out Unnecessary Records ancl Files: l'here should

be an annual review of the recording, reviewing and weedirlg out of files so t6at records not

required any more be got disposed of and more space becomes available fbr efficient working of
the oflfice' Weeding out the old and superfluous record is very slow as compared to the rate of
the addition of new record. l-his results into occupation of more space, addition of more
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f,rniture like racks & almirahs and poor up keep and total chaos fbr tracing out the files. In

view of tlie above and fbr the sake ol'increased efficiency and economy in expenditure. it is

imperative that lists of pending files are maintained and updated regularly and the unnecessary

record is weeded out as per instructions laid down in University Accounts Code(Haryana) .

While underlaking this process, the following steps are required to be completed:

(i) The record may be maintained in a proper manner duly catalogued and indexed;

(ii) The closed files/record may be sent to the record rooms; and

(iii) The old and unwanted record may be weeded out'

12) Robust Feedback System Enhances Performance: Although feedback can often be

r,,.,istaken as criticism, well-clelivered constructive criticism can help to produce betterdecisions

andimproveperlorrnance.].heuniversitl,candevelopamechanismtoobtainfbedbackfiom

t6e stal<eholders on regular basis (quarrerly or annually). Separate formats should be developed

and used for obtaining l'eedback fiom the service providers (university) and service users

(students and other stakeholders).

13) euick Disposal of Pending lnquiries and filing of Replies in Court Cases: It has been

observed that a number of deparlmerrtal inquiries in disciplinary matters are allowed to be pending fbr

number of /months/years in the university. The delay makes room for harasstnent and unethical

practices. ll'necessary. the nurrber of inqLriry ofllcers in the panel may be increased so that all pending

inquiries are finalized within three months, positively. Further, the coutl cases are not processed on

priority basis and filing of replies to suits/petitions etc. is not within the time allowed by the

Courts. AIso non-implemeltation of decisiorrs of the Courts by the university causes contempt

ol'courts. It is proposed that tiles pertaining to court matters are given top priority and must be

cleared without delay and offlcers causing the delay shall be personally held responsible fbr

any prospective loss to the university.

14) Submission and Processing of Cases: Every branch/section will develop and maintain the

following records relating to important subjects dealt with by it:-

a) Standard Guard File(s)

b) Standing Notes

c) Precedent book/file

d) Standard process sheetsA',trotes for work of repetitive nature, and

e) Reference folders containing copies of circulars separately for each subject dealt with

in Section/Branclr etc.
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Every Section/Branch will also keep and maintain copies of Acts, Rules,

OrdersA'.iotifications and Instructions concerning subjects dealt with by it. The

Section/Branch will also prominently display the lists of subjects allotted to it and its

distribution amongst the dealing Assistant/l'lead of the Branclr.

Use of [Jrgency Grading: 'fhe tbur urgency grading'uvill norrnally bc uscd lbr the disposal

of the cases viz. 'Most lmmediate;' 'lmmediate'; Urgent ' and "Priority'. 'fhe label' Most

immediately will be used only in cases requiring attention during day and night and the

label "lmmediate'will be used in cases requiring prompt attention. The label 'Urgent'will

be used for cases which require attention in precedent to the cases of,ordinary nature and

the label'Priority'shall be used for cases which demand more attention in comparison to

other cases of ordinary nature. When label 'Parliament and Vidhan Sabha Business'or label

of 'Budget'are used, there will be no need to use any label of urgency grading.

Maintenance of Register: Every Section/Branch will maintain the following registers in

order to maintain record of receipt of papers in the Section/Branch, its processing

movement and final disposal.

a) Section/Branch diary Register for recording the daily receipt.

b) Diary Movement Register indicating the movement of papers when sent outside the

Section/Branch

c) Register of Govt. of India's receipts

d) Register of receipt of Parliament/lJaryana Vidhan Sabha questions

e) Irile Register

f) File Movement Register

g) Register for watching progress of recording of files

h) Register for keeping a watch on the disposal of communications received from Govt.

of India(GOI).

i) Register Relating to the action taken on the assurance given in ['laryana Vidhan Sabha

.i) Register to record the files sent to FD Gen. Admn. Dept. or any other Section/Branch

of or advice etc.

k) Register for recording Wireless/Telex/Messages and Telegrarns sent by the

Section/Branch

17) Self Appraisal Report (SAR) and Accountability: Reward and pLrnishment ntotivate

lruman behavior. They are two sides of the same coin. This concept can be judiciously

used fbr motivating the employees of the university and thus fine-tuning the governance

of a system. The SAR proforma should be arnended with an addition column "Response to
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Stakeholders" that will testify the level of sensitivity shorvn by the oll]cer/ernployee u,5il,-
dcaling with the problems ol'the srudenrs.

Itt) Frequent and Llnnecessarv rr:tnsl'cr: ol'c.r-rrse, tra,sftrs arc a routine allair;rncl evcr.r
adntinistrator makes changes by .wav of transfbrring ernployees/ot{icials liclm onc
Section to the other, as per his/her vision and wisdom. But frequent transfbrs aftect
productivity of ernployees anil sap their energy as the emproyees take some acl.jr-rstment
tirne to new department' place. etc. 'l'he employees should n.t be movcd ttorn their
place/seat fi'equently as it aclversely afi'ects the working of'the Branc6/Dcpt.

l9)'i'hc [Iurnan llesource (I{R)) ccll: HR cell rnay be crealecl in the unir.rrity fbroptimLrm
utilization of the energy and enthusiasrn of the ernployees. In grcler to realize the vision
and long term planning 01'tlte uttiversity. the cell can of'fer assistancc to tlre enrpirvecs
i, prof-essi.nal thcir carcer-reratccr probrerns so that thcy ca, give their bcsr to thc
instittrtiort' lhe (lcll rrill l<ccp the cnlployecs motivated and *,ill crrablc thcrn ro,c.1irir.c
and t. develotr-r thcir prof'cssiottitl skills. t-ikc arry otlrcr orgarrization. t5c university also
Ltttdcrstancls tlrc rzalue of invcsting in tlre l'uture skills of their enrplo1,ec5. It,s thc
rcsponsibility o1'the tJR department to lead these el'forts in the right direction. I6e ct:ll
r'vill worl< diligerrtly behincl the scencs to ensule proper co-ordinatiorr br:trveerr various
brancltcs of the Llnivcrsity so that thc urriversity rLu.ls srl.loothly and elfrcie,tl1,.

20) lnl'trrmatitttt centre: 'l'hc centre locatcd near the entrance gate oI the uni'crsitv. rrrrsr
w''rk ceaselessly fi'orn garn to5p,r on allr,vorl<ing clays to entertain ancl adclrcss cluerics ot'
stuclcnts attd other r;tal<eholdc.s.'lhc centre must be equippecl with lcchn.logl ,nd t.ols
ancl be rnantted by oflicials r'vho can handle. the.iob effectivery ro the satisfactiorr .l-all
concentccl.

2l) Invcstmcnl firrr Future Ncccls: .l.he 
or-uanizations evolve rvith the passage ol.tirne ancl to

l<ecp abreast with the fbst-changing scerrario. it is essential that we invest mone), to nrake
the crrtting edge technology as part o1'our physical infrastructure. 't'lris will strenglhen thc
base our univcrsity arrd it will also acld to thc qLrality and efflcierrcy of the service deliverl
system' Digitalisation of the rccorcl and llle tracking svsterr (l,ls) arc csserrriul
compoti';tt1s tll'scrvice cleliverl' s)istcnt. -l'his 

r.vill enablc fast retrieval of thc r.elevart filcs
and rvill mal<e fllc nlovelrlent & Ille trackirrg process pairrless. Besicles, cligitalization ancl
other electronic rnocles ol'scrvice will solve tlre problcrn olmaterial loss.
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