St. Xavier's College Mahuadanr
L atehar-822119, Jharkhand

Report of the Workshop for Non-Teaching Staff
of St. Xavier’s, College Mahuadanr from 17" July to 21* July 2019

The Internal Quality Assurance Cell (IQAC) organized a Five—Day workshop for the non-
teaching staff of St. Xavier’s College, Mahuadanr on “Establishment rule, Service book and

other records” from 17" July to 21% July 2019

Day 1:

July 17,2019

Time: 2.00-4.00 pm

Topic: Introduction to Establishment Rules

Resource Person: Asst. Prof. John Vinod Kujur

The workshop for the Non-teaching staff commenced on 17" July 2019, with a warm welcome
extended to all the Non-teaching Associates by the Principal. The Resource person, Asst. Prof.
John Vinod Kujur shared insights into the historical context and evolution of Establishment

Rules. He clarified basic terminologies and their implications.

Day 2:

July 18, 2019

Time: 2.00-4.00pm

Topic: Service Book Management

Resource Person: Asst. Prof. Zafar Aqubal

The resource person with the objective to understand the significance of maintaining accurate
and updated service records provided a detailed walkthrough of the service book components. He

also demonstrated effective methods for maintaining and updating service records.

Day 3:
July 19™, 2019
Time: 2.00-4.00 pm
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Topic: Records Digitization and Modernization

Resource Person: Asst. Prof. Amrit Minj

Asst. Prof. Amrit Minj shared the success stories of organizations that transitioned to digital

record-keeping. There was also a discussion about the potential challenges and solutions in the
modernization process.

Day 4:

July 20™, 2019

Time: 2.00-4.00 pm

Topic: Compliance and Auditing

Resource Person: Asst. Prof. Rose Alice Barla

The resource person clarified the legal obligations associated with establishment rules and

Shared insights on preparing for and handling audits effectively.
Day 5:

21st July 2019
Time: 2.00- 4.00 pm
Sharing of Participant Experiences and Open Forum for Questions

Resource person: Asst. Prof. John Vinod Kujur

Asst. Prof. John Vinod Kujur encouraged the interaction and answered participants’ queries and

provided additional insights.
The five-day workshop provided participants with a comprehensive understanding of

Establishment Rules, Service Book management, and modern record-keeping practices. The
diverse range of topics covered ensured a holistic approach to the subject matter. Participants left
with practical knowledge and insights to implement effective record-keeping strategies within

their respective organizations.
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Brochure of the Event:

St. Xavier’s College, Mahuadanr
WORKSHOP
FOR NON-TEACHING ASSOCIATES

174 July to 21°¢ July 2019

Establishment rule,
Service book and other records

Resource Persons:
Asst.Prof. Zafar Aqubal
Asst.Prof. John Vinod Kujur
Patiin Asst. Prof. AmritMinj
Dr. Fr. M. K. Jose 8.J Principal Asst. Prof. Rose Alice Barla
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