
 
 

HRPOLICY 
 

1. Objective 

 

TheobjectiveofthispolicyistooutlinethehumanresourcespracticesandproceduresatMother 

Theresa Institute of Pharmaceutical Education & Research 

(MIPER),ensuringfairtreatment,professionaldevelopment,andcompliancewith legal and 

institutional standards. 

 

2. Scope 

 

ThispolicyappliestoallemployeesofMIPER,includingteaching,non-

teaching,andadministrativestaff. 

 

3. RecruitmentandHiring 

 

 Equal Opportunity: MIPER is committed to equal employment opportunities and 

willnot discriminate based on race, color, religion, sex, national origin, age, disability, 

oranyotherprotected characteristic. 

 Job Postings: All job vacancies will be posted internally and externally to attract 

adiversepool of candidates. 

 Selection Process: The selection process includes reviewing applications, 

conductinginterviews,andassessingqualificationstoensurethebestcandidateischosenbas

edonmeritand fit forthe role. 

 Onboarding:Newemployeeswillundergoanorientationprogramtofamiliarizethemwitht

hecollege’s policies,procedures,andculture. 

 

4. EmploymentTermsandConditions 

 

 Contracts: Employment contracts will outline terms and conditions, including 

jobresponsibilities,salary, benefits, and duration ofemployment. 

 Probation Period: New employees may be subject to a probationary period, 

typicallylasting2years, duringwhich theirperformance will beevaluated. 

 

5. CompensationandBenefits 

 

 Salary:Salariesaredeterminedbasedonqualifications,experience,andmarketstandards.A

nnual reviewswill beconductedto assess andadjust salaries. 

 Benefits:Employeesareentitledtoarangeofbenefits,includinghealthinsurance,paidleave(

sick,casual,andannual),and professionaldevelopmentopportunities. 

 

 

 

 

 

 



 
 

 

 

6. PerformanceManagement 

 

 Appraisals: Annual performance appraisals will be conducted to assess 

employeeperformance,set goals, and identify developmentneeds. 

 Feedback: Continuous feedback will be provided to support professional growth 

andaddressany performanceissues promptly. 

7. ProfessionalDevelopment 

 

 Training:MIPERencouragescontinuouslearningandprovidestrainingprograms,worksh

ops,and seminarstoenhanceemployeeskillsand knowledge. 

 TuitionAssistance:Employeesmaybeeligiblefortuitionassistanceforfurthereducationrel

ated to theirfield ofwork, subject to approval. 

 

8. LeavePolicies 

 

 AnnualLeave:Employeesareentitledtoannualleavebasedontheirlengthofserviceand 

position. 

 SickLeave:Paidsickleaveisavailableforemployeeswhoareunabletoworkduetoillness 

orinjury. 

 MaternityLeave:Parentalleaveisprovidedasperthecollege’smaternityleavepolicy. 

 SpecialLeave:Employeesmayapplyforspecialleaveforpersonalreasons,subjecttoapprov

al. 

 

9. CodeofConduct 

 

 ProfessionalBehavior:Employeesareexpectedtoadheretohighstandardsofprofessionalb

ehavior, integrity,and respect for colleagues andstudents. 

 Confidentiality:Employeesmustmaintainconfidentialityregardingcollegeaffairsandstu

dent information. 

 Conflictof  Interest:Any  potentialconflictofinterestmustbe  

disclosedtotheadministrationimmediately. 

 

10. DisciplinaryProcedures 

 

 Policy Violations: Violations of college policies will be addressed through a 

formaldisciplinaryprocess,whichmayincludewarnings,suspension,ortermination,depen

dingon theseverity of theoffense. 

 GrievanceRedressal:Agrievanceredressalmechanismisinplacetoaddressemployeecom

plaints anddisputes fairly and promptly. 

 

 

 

 

 

 



 
 

11. HealthandSafety 

 

 WorkEnvironment:MIPERiscommittedto 

providingasafeandhealthyworkenvironment.Regularsafety audits andtraining sessions 

will beconducted. 

 EmergencyProcedures:Employeeswillbetrainedonemergencyprocedures,includingev

acuation plans and first aid. 

 

12. ReviewandAmendment 

 

 This HR policy will be reviewed annually and may be amended as necessary to 

ensurecompliancewith legalrequirements and alignmentwith institutional goals. 

 

ThisHRpolicydocumentaimstosupporttheemployeesofMIPERbyprovidingclearguidelines on 

employment practices, ensuring a positive work environment, and 

fosteringprofessionalgrowth. 

 

 

 

 

 
 

PRINCIPAL 


