
 

 

 

6.2.2 The functioning of the various institutional bodies is effective and 
efficient as visible fromthe policies, administrative set-up, appointment and 

service rules, procedures, etc. 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 



 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

  



 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



STAFF  POLICY

 























  



 

Request Letter from the Principal to the Provincial

Principal 
Dr. Sr. Prema Kumari 
St. Ann’s College for Women 
Malkapuram 
Visakhapatnam-11 
 
10th May, 2023 

The Provincial 
Sr. Sandrina 
St. Ann’s Society 
Visakhapatnam 
 
Dear Rev. Sister, 

Subject: Request for Appointment of New Staff for the Departments of Commerce, 
Mathematics, and Computer Science for the Academic Year 2023

I hope this letter finds you in good health and spirit. I write to bring to your kind attention the 
urgent requirement for the appointment of faculty in the Departments of Commerce, 
Mathematics, and Computer Science at St. Ann’s College for Women
2023-24. 

In light of this, I humbly request your kind permission to recruit new staff for the 
aforementioned departments. We propose to conduct interviews and teaching demonstrations 
under the supervision of the management and the concerned department heads to ensure the 
selection of suitable candidates. 

We seek your approval and guidance to proceed with this process at the earliest. Thank you 
for your continuous support and commitmen

 

Yours Sincerely, 
Dr. Sr. Prema Kumari 
Principal 
St. Ann’s College for Women 
 
 
 
 
 
 

 

 

 

Request Letter from the Principal to the Provincial 

Subject: Request for Appointment of New Staff for the Departments of Commerce, 
Mathematics, and Computer Science for the Academic Year 2023-24 

good health and spirit. I write to bring to your kind attention the 
urgent requirement for the appointment of faculty in the Departments of Commerce, 
Mathematics, and Computer Science at St. Ann’s College for Women for the academic year 

f this, I humbly request your kind permission to recruit new staff for the 
aforementioned departments. We propose to conduct interviews and teaching demonstrations 
under the supervision of the management and the concerned department heads to ensure the 

 

We seek your approval and guidance to proceed with this process at the earliest. Thank you 
for your continuous support and commitment to the growth of the college. 

 

Subject: Request for Appointment of New Staff for the Departments of Commerce, 

good health and spirit. I write to bring to your kind attention the 
urgent requirement for the appointment of faculty in the Departments of Commerce, 

for the academic year 

f this, I humbly request your kind permission to recruit new staff for the 
aforementioned departments. We propose to conduct interviews and teaching demonstrations 
under the supervision of the management and the concerned department heads to ensure the 

We seek your approval and guidance to proceed with this process at the earliest. Thank you 



 

Acceptance Letter from the Provincial to the Principal

 

Provincial 
Sr. Sandrina 
St. Ann’s Society 
Visakhaptnam 
 
Date: 15th May, 2023 

 

Principal 
Dr. Sr. Prema Kumari 
St. Ann’s College for Women 
Visakhapatnam 
 
Dear Sister, 

Subject: Approval for Recruitment of Staff for the Departments of Commerce, Mathematics, 
and Computer Science for the Academic Year 2023

I acknowledge the receipt of your letter regarding the vacancies in the Departments of 
Commerce, Mathematics, and Co
academic needs of the college are met.

After due consideration, I am pleased to grant permission to recruit new faculty members for 
the aforementioned departments. Kindly proceed with the recruitm
interviews and teaching demonstrations, in the presence of the management and the 
respective department heads to ensure the selection of competent and dedicated candidates.

May God guide you and the college team in this important end
informed about the progress. 

 

Yours sincerely, 
 
` 
Sr. Sandrina 
Provincial 

 

 

 

 

Acceptance Letter from the Provincial to the Principal

Subject: Approval for Recruitment of Staff for the Departments of Commerce, Mathematics, 
and Computer Science for the Academic Year 2023-24 

I acknowledge the receipt of your letter regarding the vacancies in the Departments of 
Commerce, Mathematics, and Computer Science. I appreciate your diligence in ensuring the 
academic needs of the college are met. 

After due consideration, I am pleased to grant permission to recruit new faculty members for 
the aforementioned departments. Kindly proceed with the recruitment process, including 
interviews and teaching demonstrations, in the presence of the management and the 
respective department heads to ensure the selection of competent and dedicated candidates.

May God guide you and the college team in this important endeavor. Please keep me 

Acceptance Letter from the Provincial to the Principal 

Subject: Approval for Recruitment of Staff for the Departments of Commerce, Mathematics, 

I acknowledge the receipt of your letter regarding the vacancies in the Departments of 
mputer Science. I appreciate your diligence in ensuring the 

After due consideration, I am pleased to grant permission to recruit new faculty members for 
ent process, including 

interviews and teaching demonstrations, in the presence of the management and the 
respective department heads to ensure the selection of competent and dedicated candidates. 

eavor. Please keep me 



St. Ann’s Society 
 
 
 
 
 

Confirmation Letter to Correspondent

Principal 
Dr. Sr. Prema Kumari 
St. Ann's College for Women 
Visakhapatnam 
 

20th May, 2023 

 

Rev. Sr. Gisela 
Correspondent 
St. Ann's College for Women 
Visakhapatnam 
 
Subject: Appointment Confirmation of Mrs. Sunitha for the Department of Mathematics

Dear Rev. Sr. Gisela, 

I am writing to confirm the appointment of Mrs. Sunitha to the Department of Mathe
following a thorough assessment of her credentials and teaching approach.

Mrs. Sunitha possesses impressive qualifications, extensive teaching experience, and a deep 
knowledge of mathematics. Her innovative teaching strategies and student
make her a valuable addition to our faculty. I am confident that her presence will contribute 
significantly to the academic excellence and growth of our institution.

Based on her excellent performance and alignment with the college’s educational go
request you kindly formalize her appointment at the earliest.

Thank you for your continuous support and cooperation.

 

Yours Sincerely, 
 
 
Principal 
Dr. Sr. Prema Kumari 
St. Ann's College for Women 
Malkapuram 

 

 

Confirmation Letter to Correspondent 

Subject: Appointment Confirmation of Mrs. Sunitha for the Department of Mathematics

I am writing to confirm the appointment of Mrs. Sunitha to the Department of Mathe
following a thorough assessment of her credentials and teaching approach. 

Mrs. Sunitha possesses impressive qualifications, extensive teaching experience, and a deep 
knowledge of mathematics. Her innovative teaching strategies and student-centered a
make her a valuable addition to our faculty. I am confident that her presence will contribute 
significantly to the academic excellence and growth of our institution. 

Based on her excellent performance and alignment with the college’s educational go
request you kindly formalize her appointment at the earliest. 

Thank you for your continuous support and cooperation. 

Subject: Appointment Confirmation of Mrs. Sunitha for the Department of Mathematics 

I am writing to confirm the appointment of Mrs. Sunitha to the Department of Mathematics 

Mrs. Sunitha possesses impressive qualifications, extensive teaching experience, and a deep 
centered approach 

make her a valuable addition to our faculty. I am confident that her presence will contribute 

Based on her excellent performance and alignment with the college’s educational goals, I 



 
 
 
 
 
Visakhapatnam-11 
 
 

Appointment 

RC.No. 01/2023-24   

 

To 

Mrs. K. Suneetha 
Assistant Professor in Mathematics
D.No. 22-14-1/2, Vinayak Nagar
Uda Colony, Gajuwaka 
Visakhapatnam-23 
Andhra Pradesh. 

 

Dear  Mrs. K. Suneetha, 

 

Subject: Appointment Letter for the Position of Assistant Professor

 

With reference to your application and subsequent demo and interview, we are pleased to 
offer you an appointment as an Assistant Professor at St. Ann's Degree
Malkapuram, Visakhapatnam. We believe that your expertise, experience, and dedication will 
greatly contribute to our institution's academic excellence.

As the correspondent of St. Ann's College for Women, Malkapuram, Visakhapatnam, I am 
delighted to extend this appointment 

Terms and Conditions: 

1. Position and Department: You will be employed as a full
Mathematics department. 

2. Start Date: Your employment will commence on 01.06.2023 Please ensure your availability 
on this date. 

3. Probationary Period: You will be on probation for a period of 10 months from the date of 
joining (i.e., 01.06.2023 to 31.03.2024). During this period, your performance and suitability 
for the position will be assessed. 

4. Remuneration: You will be eligible fo
subject to applicable deductions and taxes as per the prevailing regulations.

Appointment Letter from Correspondent 

 

      Date : 01.06.2023

Assistant Professor in Mathematics 
1/2, Vinayak Nagar 

Appointment Letter for the Position of Assistant Professor 

With reference to your application and subsequent demo and interview, we are pleased to 
offer you an appointment as an Assistant Professor at St. Ann's Degree College for Women, 

. We believe that your expertise, experience, and dedication will 
greatly contribute to our institution's academic excellence. 

As the correspondent of St. Ann's College for Women, Malkapuram, Visakhapatnam, I am 
delighted to extend this appointment to you. 

1. Position and Department: You will be employed as a full-time Assistant Professor in the 

2. Start Date: Your employment will commence on 01.06.2023 Please ensure your availability 

bationary Period: You will be on probation for a period of 10 months from the date of 
joining (i.e., 01.06.2023 to 31.03.2024). During this period, your performance and suitability 

 

4. Remuneration: You will be eligible for a monthly salary of Rs.18,000/- which will be 
subject to applicable deductions and taxes as per the prevailing regulations. 

Date : 01.06.2023 

With reference to your application and subsequent demo and interview, we are pleased to 
College for Women, 

. We believe that your expertise, experience, and dedication will 

As the correspondent of St. Ann's College for Women, Malkapuram, Visakhapatnam, I am 

time Assistant Professor in the 

2. Start Date: Your employment will commence on 01.06.2023 Please ensure your availability 

bationary Period: You will be on probation for a period of 10 months from the date of 
joining (i.e., 01.06.2023 to 31.03.2024). During this period, your performance and suitability 

which will be 



5. Working Hours: You will be expected to adhere to the standard working hours as defined 
by the institution. These hours may be s
department. 

6. Leave: You will be entitled to avail of leave benefits as per the institution's policies. The 
details of the leave entitlement and procedures will be provided to you upon joining on 
probation no leave. 

7. Code of Conduct: You will be expected to adhere to the institution's code of conduct and 
maintain professional behaviour at all times. This includes treating students, colleagues, and 
staff members with respect and dignity.

8. Performance Evaluation: Your performance will be assessed periodically, and feedback 
will be provided to help you in your professional growth and development.

9. Confidentiality and Intellectual Property: During your employment, you will be required to 
maintain strict confidentiality regarding any proprietary information or intellectual property 
of the institution. 

10. Termination: The appointment may be terminated by either party by providing written 
notice of one month in advance or by paying the equivalent amount in lieu
to the applicable terms and conditions.

List of Documents Required on the Day of Joining

1. Original educational certificates and mark sheets.
2. Proof of date of birth (birth certificate or equivalent).
3. Passport-size photographs (recent).
4. Photocopy of your identity proof (such as Aadhaar card, passport, or driver's license).
5. Proof of address (such as Aadhaar card, passport, or utility bill).
6. Experience certificates, if applicable.
7. Updated resume. 
8. Any other documents requested by the institution during the recruitment process.

Please confirm your acceptance of this offer by signing and returning a copy of this letter by 
30.05.2023.  If you have any questions or require further clarification, please feel free to 
contact Principal at Cell No. 9441838484 or Email.: premajsas@gmail.com.

We look forward to welcoming you to St. Ann's Degree College for Women, Malkapuram, 
Visakhapatnam, and wish you a successful tenure with us
Yours faithfully 
Sr. Gisela 
Correspondent  
St. Ann's College for Women 
Malkapuram 
 Visakhapatnam-11 
Declaration: 

I have read and fully understood the terms and conditions as contained in the letter of 
appointment.  I agree to abide by them and in acceptance of the terms and conditions    I sign 
the duplicate copy of this appointment letter.
  

5. Working Hours: You will be expected to adhere to the standard working hours as defined 
by the institution. These hours may be subject to change as per the requirements of the 

6. Leave: You will be entitled to avail of leave benefits as per the institution's policies. The 
details of the leave entitlement and procedures will be provided to you upon joining on 

7. Code of Conduct: You will be expected to adhere to the institution's code of conduct and 
maintain professional behaviour at all times. This includes treating students, colleagues, and 
staff members with respect and dignity. 

ation: Your performance will be assessed periodically, and feedback 
will be provided to help you in your professional growth and development. 

9. Confidentiality and Intellectual Property: During your employment, you will be required to 
identiality regarding any proprietary information or intellectual property 

10. Termination: The appointment may be terminated by either party by providing written 
notice of one month in advance or by paying the equivalent amount in lieu of notice, subject 
to the applicable terms and conditions. 

List of Documents Required on the Day of Joining: 

1. Original educational certificates and mark sheets. 
2. Proof of date of birth (birth certificate or equivalent). 

(recent). 
4. Photocopy of your identity proof (such as Aadhaar card, passport, or driver's license).
5. Proof of address (such as Aadhaar card, passport, or utility bill). 
6. Experience certificates, if applicable. 

requested by the institution during the recruitment process.

Please confirm your acceptance of this offer by signing and returning a copy of this letter by 
30.05.2023.  If you have any questions or require further clarification, please feel free to 

t Principal at Cell No. 9441838484 or Email.: premajsas@gmail.com. 

We look forward to welcoming you to St. Ann's Degree College for Women, Malkapuram, 
Visakhapatnam, and wish you a successful tenure with us 

I have read and fully understood the terms and conditions as contained in the letter of 
appointment.  I agree to abide by them and in acceptance of the terms and conditions    I sign 

duplicate copy of this appointment letter. 

5. Working Hours: You will be expected to adhere to the standard working hours as defined 
ubject to change as per the requirements of the 

6. Leave: You will be entitled to avail of leave benefits as per the institution's policies. The 
details of the leave entitlement and procedures will be provided to you upon joining on 

7. Code of Conduct: You will be expected to adhere to the institution's code of conduct and 
maintain professional behaviour at all times. This includes treating students, colleagues, and 

ation: Your performance will be assessed periodically, and feedback 

9. Confidentiality and Intellectual Property: During your employment, you will be required to 
identiality regarding any proprietary information or intellectual property 

10. Termination: The appointment may be terminated by either party by providing written 
of notice, subject 

4. Photocopy of your identity proof (such as Aadhaar card, passport, or driver's license). 

requested by the institution during the recruitment process. 

Please confirm your acceptance of this offer by signing and returning a copy of this letter by 
30.05.2023.  If you have any questions or require further clarification, please feel free to 

We look forward to welcoming you to St. Ann's Degree College for Women, Malkapuram, 

I have read and fully understood the terms and conditions as contained in the letter of 
appointment.  I agree to abide by them and in acceptance of the terms and conditions    I sign 



  



 

Letter of Acceptance from the Employee

 

 

 

Signature of the Employee)

 

 

Letter of Acceptance from the Employee 

 

Signature of the Employee) 
 

 



 

 

Appointment Policy for Newly Appointed Staff

  

ppointment Policy for Newly Appointed Staff 









 


