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Annex: C1_I2_2B: Action Plan of Purwanchal Campus 

 Action Plan 2020-2024 

Year Academic 

development 

Infrastructure 

Development 

Other plan 

2020 - Increase intake 
capacity in Electrical 
Engineering 
Department (48 + 48) 

- Initiate to launch 
Master degree by 
2021 in computer and 
electronics 
department, and in 
Agricultural 
Engineering 
department 

- Upgrade Agriculture 
Engineering department 
building 

- Establish farm machinery 
lab in agriculture 
engineering department 

- Construction of 2nd floor 
of ladies hostel 

- Construction of Studio 
hall of architecture 
department 

- Construction of 
faculties/staffs 
room/cabin in each 
department 

- Establish SCADA 
software lab in Electrical 
Engineering department 

- Prepare SSR report, submit 
it to UGC and get QAA 

- Strengthen research and 
consultancy services 

- Organize a 
conference/seminar in 
campus 

- Sign MoU with 
national/international 
institutes and Industries 

- Establishment of Continuing 
Education Division. 

- Establishment of 
consultancy, training and 
research management 
committee. 

- Strengthening of CIT. 
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- Construction of toilets 
park (with biogas plan 
attached) for both ladies 
and gents 

- Maintain greenery 
around the campus. 

2021 - Increase intake 
capacity of 
Agriculture and 
Electronics & 
Information 
Engineering (48+48) 

- Launch master degree 
in computer and 
electronics 
department, and 
agriculture 
engineering 
department 

- Initiate to launch 
master by 2022 in 
Civil Engineering 
department 
 

- Construction of truss 
structure in 
administrative building 

- Construction of Seminar 
hall 

- Extension the building of 
Applied Science 
department 

- Develop equipped 
communication lab 

- Construction of new 
cafeteria  

- Upgradation of 
computers and 
electronics, and 
mechanical labs 

- Construction of 1st floor 
of mechanical 
engineering department 

- Establishment of center 
energy lab 

- Construction of guest 
house 

- Organize annual conference 
and publish engineering 
research journal 

- Sign MoU with 
national/international 
institutes and Industries 

- Conduct training to teachers 
and staffs through 
continuing Education 
Division. 

- Make detailed plan for 
proper utilization of land 
resources of campus. 

- Fortification of whole area 
and painting all the 
buildings. 

- Development of full 
functional e-library 

 

2022 - Launch master degree 
in civil engineering 
department 

- Initiate to launch 
master by 2023 in 
Mechanical and 
Electrical Engineering 
department 

- Construction of new 
boys hostel (200 
capacity) 

- Construction of new 
electronics and 
computer department 
block 

- Construction of 
residence building for 
faculties and staffs 

- Organize annual conference 
and publish engineering 
research journal 

- Sign MoU with 
national/international 
institutes and Industries 

- Develop 
computer/networking 
based teaching, learning & 
evaluation system 

2023 - Increase intake 
capacity in 
Architecture 
engineering 
department (48+48) 

- Launch master degree 
in Mechanical and 
Electrical engineering 
department 

- Initiate to launch 
master by 2023 in 

- Construction of new civil 
engineering department 
block 

- Construction of smart 
class room new block 

- Construction separate 
Exam section building. 

- Organize annual conference 
and publish engineering 
research journal 

- Sign MoU with 
national/international 
institutes and Industries 
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Architecture 
Engineering 
department 

- Initiate to launch new 
discipline 
/departments in 
undergraduate level. 

2024 - Launch master degree 
in Architecture 
engineering 
department 

- Initiate to launch 
master by 2023 in 
Architecture 
Engineering 
department 

- Initiate to launch PhD 
program 

- Construction and 
establish the central 
material testing 
laboratory 

- Construction and 
establish the physical 
fitness, yoga center 

- Organize annual 
conference and publish 
engineering research 
journal 

- Sign MoU with 
national/international 
institutes and Industries 

 

 

 

 

 

 

 

Annex C1_I1_1B:VMGO of Purwanchal Campus 

VMGO of Purwanchal Campus  

Vision: To be pioneer Institute in Engineering education in Province no. 1, Nepal.  

Mission: It envisioned providing quality engineering education and research in the frontier 

engineering areas relevant primarily to nation.  

To accomplish this mission IOE/PC will; - 

 Offer broad array of academic programs.  

- Employ highly dedicated faculty members who are effective teacher –scholars committed to 

maintain truly academic environment with emphasis on student mentoring.  

- Provide quality education and training in engineering field as required by the developmental 

policies and programs of the country.  

- Endeavor to serve the nation and the people of Nepal, and thereby enhance national 

development.  

- To offer quality engineering education and research in broad disciplines as required by the 

developmental policies and programs of the country.  
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- Continuously scaling up in all aspects.  

Objectives: After presenting above vision and mission, we set five broad objective of Purwanchal 

Campus:  

- Academic Programs:  Through enhanced academic programs- on education, research works, 

training programs, exam and evaluation, develop new knowledge at the forefront of 

engineering and technology that enhances the well-being of individual, society and nation as 

a whole.  

- Advocacy on Engineering Policies: Through advocacy on engineering policies, develop 

leadership in emerging engineering issues and challenges thereby addressing national 

development issues.  

- Law and Regulations: Through the compulsory implementation of laws and regulations, 

enhance management and leadership skills of faculty, staffs and students.  

- Resource Planning: Through the resource planning and fund management obtain financial 

sustainability of the institute. Make optimum use of resources and infrastructures.  

- Technology Transfer: Through the national and international collaboration and joint 

programs, enhance mechanisms for technology transfer and capacity building activities and 

detail action package fixing with strategic plan to achieve goals and objectives Goal: Above 

objectives are followed by the following goals with measurable outcomes in the areas of 

research, educational, and resource excellence:  

Goal # 1:  Enhance Academic Excellence  

Goal # 2:  Research and Development Think-Tank  

Goal # 3:  Improved Working Environment  

Goal # 4:  Financial Sustainability  

Goal # 5:  Collaboration and Cooperation  

The other specific goals of IOE/PC are,  

- To obtain excellence in responding, through engineering academic programs and research, to 

the national development process of Nepal  

- To create an academic niche in South Asia by recasting its international contacts and supports 

so as to provide an enhanced forum for research, study and exchange of  

 

information and technology on issues of national importance and of regional and 

international interest  

- To consistently and distinctly stay ahead through program innovation and quality education  

- To perform various research and development works so as to strengthen national engineering 

capabilities and development problems  

- To offer various types of trainings, sponsored courses, conducting problem-based research 

and providing engineering consultancy services. 
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Annex C1_I6_6: COMPRESHENSIVE GUIDELIES 

1. Annex C1_I6_6B: JD/ToR of Assistant Campus Chief 

 

Figure 1 ToR of Assistant Campus Chief (administration) 
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Figure 2 ToR of Assistant Campus Chief (Academic) 
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Figure 3 ToR of Assistant Campus Chief (Facility) 
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2. Annex C1_I6_6C: JD/ToR of MSc. Program Co-ordinator 

 

 

 

 

 

 

 



 

84 

 

3. Annex C1_I6_6D:JD/ToR Assistant Campus Chief, University level 
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4. Annex C1_I6_6C: IQAC Guidelines 
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5. Annex C1_I6_6F: Research Management Cell (RMC) Guideline 

 

Research Management Cell (RMC) 

Guidelines 2077 

 

Purwanchal Campus 

Institute of Engineering, Tribhuvan UniversityDharan Sub-

Metropolitan City, Ward no. 8 

Sunsari district, Nepal 

2077
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Purwanchal Campus 

Institute of Engineering, Tribhuvan University 

Research Management Cell (RMC) Guidelines 2077 

Approved Date:  

1. Short title and Commencement 

1.1 This guideline is called as the “Research Management Cell (RMC) Guidelines 2077” 

1.2 This act shall come into force on the date of approval from the Campus Management 

Committee. 

2. Definitions 

Unless the subject or the context otherwise requires, in this guidelines: 

2.1 “University” means the Tribhuvan University. 

2.2 “Campus” means the Purwanchal Campus, a constituent campus of Tribhuvan University 

under Institute of Engineering. 

2.3 “Management Committee” means the Campus Management Committee. 

2.4 “Campus chief” means the campus chief of the campus. 

2.5 “Assistant Campus chief” means the assistant campus chief of the campus. 

2.6 “Cell” means the Research Management Cell as referred to by this guideline. 

2.7 “Coordinator” means the coordinator of the Research Management Cell (RMC) 

2.8 “Member” means the member of the Research Management Cell (RMC) 

3. Purpose of guideline 

3.1 The purpose of this guideline is to provide direction to manage the Research Management 

Cell (RMC) of campus 

3.2  Followings are the objectives of the formation of RMC 

3.2.1 Promote and facilitate to carry out the faculty research, collaborative research, 

interdisciplinary research.  

3.2.2 Enhance research networking capacity of the faculty and students.  

3.2.3 Increase and effectively manage the resources and research support for its faculties, 

students and the wider university community.  
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3.2.4 Provide education and training in research and related skills, especially for young 

faculties, graduate and undergraduate students and thereby enhance the academic 

programs of their constituent academic units. 

4. Establishment of the Cell 

4.1 The cell will be formed inside the campus to coordinate all the research activities.  

4.2 The cell will be established after the approval of the management committee.  

4.3 The benefits of the coordinator and cell members will be as per the facilities approved by 

the management committee 

5. Formation and operation of the Cell 

5.1 For the operation of the cell, a five-member committee will be formed.  

5.2 Campus chief appoints the Coordinator from the senior faculty of the campus having sound 

knowledge on research activities.  

5.3 Academic assistant campus chief will be by default member the cell.  

5.4 Remaining 3 members will form by coordinator: two from in-house faculties and one 

external experts.  

6. Purpose and objectives of Cell 

6.1 Promote and facilitate collaborative and/or interdisciplinary research and enhancement of 

research networking capacity.  

6.2 Increase and effectively manage the resources and research support for faculty and 

students in university.  

6.3 Provide education and training in research and related skills, especially for graduate and 

undergraduate students and there by enhance the academic programs.  

6.4 Contribute to the university strategic educational and research missions and to support 

synergies between research, teaching and learning.  

6.5 Transfer and mobilize knowledge gained through research for the benefit of society, via a 

variety of mechanisms as appropriate.  

6.6 Enhance the reputation of its members, the constituent academic units, and the university 

through the quality of its work. 

6.7 The protection and commercialization of the campus’s intellectual property. 

6.8 Provide consultancy activities related to R&D. 



 

98 

 

6.9 The provision of research and development opportunities for academic staff to maintain 

enthusiasm, awareness of current scholarship and relevance in teaching and other 

institutional activities. 

6.10 The development of infrastructure conducive to promoting the quality and quantity of 

research and development 

6.11 The establishment of research and development priorities; and monitoring the quality 

and quantity of campus research and development. 

6.12 Disbursement of Campus research funds to faculties and students: both individually and 

in groups. 

6.13 Monitoring the application of research funds to ensure that funds are properly and 

formally accounted for. 

6.14 Monitoring the research and development performance of students and faculties to 

encourage excellence and productivity through maintaining a database of the activities. 

6.15 Oversee the application of the Code of Research Ethics for the responsible practice of 

research. 

6.16 To formulate incentive schemes for promoting research activities with faculties and 

students. 

6.17 To promote building build strategic, durable partnerships and develop funding solutions 

with industries and research institutions for steering, funding and cooperation. 

6.18 To conduct workshop, trainings, seminars and conferences to promote the culture of 

research and enhance the research capacity of the faculties, students and the campus. 

6.19 To supervise and monitor the quality of research work conducted by the students.  

6.20 To publish academic journal of the campus regularly, upgrade the quality and process of 

the publication through peer review and indexing.  

7. Research Areas 

7.1  Being one of the leading engineering campuses in the country, Purwanchal Campus needs 
focus on applied research activities that expand knowledge base required to support 
policy making, decision making, and service delivery of GoN and public organizations to 
improve technical development of the country. The following broader research areas are 
outlined for conducting research activities among others. 

a) Land and Water Resources 
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b) Electrical Distribution System 

c) Energy and Energy Finance 

d) Mechanical  

e) Architectural design 

f) Farm Mechanization 

g) Information and communication technology 

 

7.2 These areas shall also cover underlying systems, processes, practices, 
contemporary issues and relevant subthemes that are in priority of the 
Government and other public sector institution. 
 

8. Research Category 

8.1 For the purpose of this guideline, research is classified into two categories. 

Type I: Small research projects backed by general conceptual framework and appropriate 

methodology and analysis plan. 

Type II: Full research having research questions/hypothesis and followed by strong 

theoretical framework with appropriate methodology and analysis plan. 

 

 

9. Terms of Office 

9.1 In order to facilitate and evaluate the research projects a Research Committee shall be 

formed as follows. 

Head, Research and Consulting Services Department Chairperson 

Management Scholar Member 

Development Scholar Member 

Research Scholar Member 

Centre Chief, Centre for Research and Development Member Secretary 

 

9.2 The nominated Research Committee Members should have at least Master’s degree in 

related area and demonstrated research activities. 

9.3 Nominated Research Committee members are entitled to receive meeting allowance as 

decided by the Executive Director. 

9.4 Research Committee shall perform functions at outlined in the Annex I 

10. Terms of Office 
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10.1 Members of the cell including the cell coordinator serve for terms up to two years.  

10.2 An appointment of the external member may be appointed to serve for additional terms 

as per the approval of the management committee of the campus. 

11. Quorum 

The quorum for meetings of the cell shall be above 50% of the membership of the cell. 

12. Meeting Schedule 

12.1 The cell should meet at least once a month.  

12.2 The coordinator is responsible for determining if more meetings are required.  

13. Reporting 

13.1 The cell will report to the campus chief by way of its minutes 

13.2 The cell will submit annual report of its progress to the campus chief 

13.3 The brief of annual reports should be considered for inclusion in the annual campus 

report.  

14. Research Process 

The RMC shall conduct and coordinate research in two modalities- annual research plan 

and research from internal competition. 

 

14.1 Annual Research Plan 

All Departments or centers can conduct research (as mentioned in annual programme) 

involving professional members of the department. The respective department or centers 

shall develop a research proposal and shall be approved by Research. In such research 

project the department and centers can involve relevant professionals from other 

departments/groups. Purwanchal Campus economic regulations will attract for this type of 

research.  

 

14.2 Internal Competition 

In order to encourage and provide opportunities to Campus faculties for developing 

research capacity and participating in research projects, following procedures shall be 

applied: 

(1) The RMC shall call for research proposals from Campus officials on different 
categories as mentioned in Section 4. 

(2) Interested Campus faculties/officials shall apply (individual or joint) in response to the 
call made by the RMC in a prescribed format as suggested in ANNEX I. 

(3) The RMC shall collect all proposals and forward to Research Committee for evaluation 
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based on the evaluation criteria mentioned in Section 6.3 and 6.4. The Research 
Committee can modify the evaluation criteria for ensuring research standard if 
necessary. 

(4) The Research Committee shall recommend to RMC with evaluation result for further 
processing. 

(5) The Research Committee shall award the research on a merit basis within given quota. 
In case, more than one proposal receives equal score, preference shall be given to the 
new applicant. 

(6) The Center Chief of Centre for Research and Development shall make a contract with 
the awardees. 

(7) An individual can apply to more than one research category. But, if recommended in 
more than one category, shall be awarded only one research project based on the 
applicant's preference. 

 

 

 

15. Proposal Selection Criteria 

 

Type I 

S.N. Components Marks Specification 

1 Title, objective, 

relevancy, case- 

selection, methods 

80 Title being concise, precise and covering 

Case selected in pertinent issue and relevant for 

Campus and under areas outlined in Section 3 

Objectives set clearly with SMART principle, 

Methods appropriately chosen for collection and 

analysis of information 

2 Work plan and 

composition of 

research team 

20 Work plan with activity detail, composition of 

research team including female and junior 

researcher 

 
Type II and III 

 

S.N. Components Marks Specification 

1 Statement of problem, 

rationale/significance, 

objectives/purpose 

25 Title, research problem, relevancy in 

Campus functional area, academic and 

theoretical relevancy, clarity in objectives 
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2 Literature review 25 Review relevant and currently available 

literature to research project 

3 Methodology 40 Research design, data collection methods, 

tools and techniques, data management and 

analysis plan 

4 Work plan and 

composition of 

research team 

10 Work plan with activity detail, composition 

of research team including female and 

junior researcher 

 
15.1 Proposal scoring 60 and above will be considered for the further presentation. Final list 

of awardees shall be prepared following the presentation. The highest scoring proposal 
will be awarded not exceeding the available the quota. 

15.2 RMC shall provide NRs 3000.00 for evaluation of a research proposal to the evaluator. 

15.3 On request of researcher (team), RMC may provide a mentor (from within or outside 
Purwanchal Campus) to assist him/her in research work. In case of service from the 
external mentor is received, remuneration shall be provided as follows: 

(1) Type I - 10,000.00 

(2) Type II - 20,000.00 
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15.4 The RMC may call research proposal from external researcher in the area relevant to 
Purwanchal Campus. In such case, an appropriate modality and terms of reference of 
research will be developed by the RMC and approved by Campus. 

 

16. Evaluation of Research Report 

16.1 The final research report will be evaluated using the following process: 

16.1.1 Presentation to Research Committee and Campus faculty meeting 

16.1.2 Evaluation through expert designated by the Research Committee in line with 
the coherence, objective, methodology, analysis and citation and referencing 

16.1.3 The researcher (team) has to incorporate the suggestions from the expert and 
resubmit to the Research Committee for final approval. 

16.2 In case of evaluation from external scholar, NRs 4000.00 shall be provided for 
evaluation of a research report. 
 

17. Incentives for Research Work 

17.1 Research Grant 

(1) Type I - NRs 30,000.00 

(2) Type II- NRs 60,000.00 

17.2 Travel and Daily Allowances 

The researcher (team) is entitled to receive travel and daily allowances according to 

Purwanchal Campus Financial Regulations if their research project is based on field-visit. 

17.3 Link with Performance 

Research work shall be linked to performance evaluation. Faculty not completing any research 

work is not entitled to receive marks under research category in their annual performance 

evaluation. However, this does not restrict evaluation of research conducted outside the scope 

of this guideline. 

17.4 Release of Research Grant 

Researcher (team) will receive 40 percent of research grant upon signing the agreement and 

the rest will be released after approval of the final report. 

 

18. Completion and Cancellation of Research Project 

18.1 Completion 

(1) Type I - within two months from the date of signing agreement 

(2) Type II - within four months from the date of signing agreement 
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18.2 The Research Committee may extend one-month maximum time period (for one time 
only) upon receiving satisfactory explanation of reason. 

18.3 Cancellation 

If the researcher (team) fails to submit final report within the stipulated and extended time, the 

project shall be cancelled. In such case, the grant received shall be reimbursed according to 

Campus Regulations. 

 

19. Research Ethics 

The researcher (team) should follow ethical codes of best practices in conducting research 

activities. Any form of research misconduct- fabrication, falsification, or plagiarism, 

including misrepresentation of credentials, in proposing, performing, or reviewing research, 

or in reporting research results- shall be unacceptable and any proof shall lead to cancellation 

of the ongoing research project or retrospective. Researcher (team) will be responsible for 

any legal consequences of the same. Purbanchal Campus will retain right of copyright and 

the researcher shall acknowledge Purbanchal Campus while disseminating research results in 

any form. 

 

20. Review and Disestablishment of the cell 

20.1 The cell will be reviewed every two years.  

20.2 The review criterial shall be:  

20.2.1 Whether the research output over the period of the review satisfies the expectations of 

the campus as defined at the time the entity was established or at the time of the last 

previous review 

20.2.2 The potential for continuation of output at a satisfactory level 

20.3 The cell will be subject to standard campus financial controls and governance policies. 

21. These Operational Guidelines will be reviewed as required but at a minimum once every 

two years.  
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Annex: 

Annex:1 

ToR/Job Description of Research Coordinator: 

 

Job Description 

Position Title : Coordinator 

Reports to : Campus chief 

Tenure : Two years (Subject to renewal) 

Benefits : As approved by the Campus Management 

Committee 

Duties and Responsibilities:  

• Manage effectively and efficiently the research programs and administration affairs of 

the research cell of the campus 

• Create an environment conducive to fostering research culture, intellectual and 

research growth 

• Maintain the confidence and co-operation of the faculty and students engaged in 

research activities 

• Lead, motivate a research scholars and faculty researchers at multiple levels in the 

campus 

• Collaborate with regional, national and international organizations in research 

activities.  
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Annex 2: 
 

 
Terms of Reference of Committee 

 

 
•     Provide advice and recommendations on research and evaluation priorities. 

 

 
• Ensure that researches undertaken by researchers are of high quality and that processes 

are open, transparent and accountable. 

 
• Ensure  that  resources  dedicated  to  research  activities  are  increasingly  focused  on 

identified and agreed areas of strategic priority to University. 

 

• Ensure  a  research  in  priority  areas  is  shared  and  used  in  policy  decision-making  

and practice development. 

 
•     Build the research capacity of researchers and student researchers. 

 

 
• Review all research and evaluation applications and consider the merit of each on a case 

by case basis for the benefit of all parties involved. 
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Annex- 3 

 

Sample Proposal Format 

 

1. Title Page 
 

2. Table of Content 
 

3. Introduction (Background of study, statement of problem, research questions or 
hypothesis, objectives, rationale and limitations) 

 

4. Review of Literature 
 

5. Research Methods (Theoretical framework, research design, data sources, study area, 
sampling, study variables, data collection tools, data management plan) 

 

6. Ethical consideration 
 

7. Study team with role definition 
 

8. Time plan 
 

9. References 
 

10. Annexes – questionnaire or survey instruments, etc
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ANNEX- 4 

 

Contract Format 

Letter of Agreement (LoA) 

 

The Research Management Cell, Institute of Engineering, Purbanchal Campus and 

Dr/Mr/Ms… ........................................................................................... (Team Leader) of the 

Research Project entitled “…………………………………………………….” (Type I/II) 

entered into agreement to conduct research abided by the Research Guideline 2013 (Revised 

2017) and under mentioned provisions. 

Terms and Conditions 

1. Research project shall be completed within (dd/mm/yy) 

2. The RMC shall facilitate and monitor the researcher (team) for timely completion of 
the research project. However, it will be the sole responsibility of the researcher 
(team) to abide with the agreement and accomplish the research within the 
timeframe with highest standard. 

3. The Researcher (team) shall be entitled to receive NRS XXX (In words 
…………………only) on instalment basis. The payment will be made as follows: 40 

percent upon signing the agreement and 60 percent after submission of the final 

research report. 

4. The RMC shall facilitate to provide on-duty facilities for field visit as per the 
Purbahnchal Campus Financial Regulations and Research Guideline.  

5. The RMC shall facilitate to ensure a mentor as and when needed as per the 
provisions in the Research Guideline 2020. 

6. The Researcher (team) shall submit monthly progress report to the RMC. 

7. The research project shall be cancelled if the Researcher (team) fails to complete and 
submit the research report in a given period and extended time period. In this case, 
the Researcher (team) shall reimburse the grant received as per the Research 
Guidelines 2020and Campus Financial Regulation. 

8. It will responsibility of the Researcher (team) to ensure research ethics and code of 
conduct and give full efforts to ensure quality of research. 

9. Anything not mentioned here in this agreement shall be as per the Research 
Guidelines 2020 and Campus other rules. 

10. Any misunderstandings between the parties shall be resolved through dialogues. 
Research Committee's decision shall be final and irrevocable. 

 
…………………………… ………………………… 

Chief, Centre for Research and Development  Researcher 

Date: 207…/…/… 
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6. Annex C1_I6_6G: Human Resource Management Guideline 

 

 

 

lqe'jg ljZj ljBfno 

O{lGhlgol/Ë cWoog ;+:yfg 

k"jf{~rn SofDk;, w/fg 

 

dfgj ;+;fwg Joj:yfkg PsfO sfo{ljlw– @)&* 

!= ;+lIfKt gfd / k|f/De 

!=! o; sfo{ljlwsf] gfd lq=lj= O{lGhlgol/Ë cWoog ;+:yfg k""jf{~rn SofDk; dfgj ;+;fwg 

Joj:yfkg PsfO{ sfo{ljlw–@)&* /xg]5 . 

!=@ of] sfo{ljlw Sofdk; Joj:yfkg ;ldltsf] kfl/t ldlt cg'?k k|f/De x'g]5 .  

!=# ljifo jf k|;Ën] csf]{ cy{ gnfu]df o; sfo{ k|0ffnLdf 

s= lq=lj= eGgfn] lqe'jg ljZjljBfno ;Demg' kb{5 .  

v= O{=c=;+= eGgfn] lqlj O{lGhlgol/Ë cWoog ;+:yfg ;Demg' kb{5 .  

u= k"=Sof= eGgfn] k"jf{~rn SofDk; ;Demg' kb{5 .  

3= sfo{ ljlw eGgfn] lq=lj= O{=c=;+= k"=Sof= w/fg ;Da4 sfo{ljlw ;Demg' kb{5 . 

ª= dfg; ;+;fwg eGgfn] O{=c=;+= k"=Sof=df sfo{/t of of]Uo lzIf Pj+ sd{rf/LnfO{ hgfpFb5 

.  

r= dfgj ;+;fwg Joj:yfkg PsfO{ eGgfn] O{=c=;+= k"=Sof= cGtu{t ;~rflnt PsfO{ ;Demg' 

kb{5 .  

@=dfgj ;+;fwg Joj:yfkg PsfO{ 

k"jf{~rn Sofdk;df sfo{/t lzIfs Pj+ sd{rf/Lsf] Joj:yfkg Pj+ u'0f:t/ ;'lglZrtf nflu 
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@=! sfd st{Jo / clwsf/  
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sd{rf/Lx?sf] Joj:yfkg u{g l;kmfl/; ug]{ .  

v= SofDk;df sfo{/t lzIfs tyf sd{rf/Lx?sf] ljZjljBfnoaf6 tf]s]adf]lhd b/aGbL ldnfg 

;DaGwL sfo{ ug]{ .  
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u= SofDk;cGtu{t ljleGg zfvf tyf ljefudf sfo{/t lzIfs tyf sd{rf/Lx?sf] cg'udg, 

d'Nofª\sg / ;'emfjsf] sfo{–;Dkfbg u/L ;DalGwt lgsfodf k|ltj]bg k]z ug]{ .  

3= SofDk;cGtu{t ljleGg zfvf tyf ljefudf sfo{/t lzIfs tyf sd{rf/Lx?sf ;d:of 

;dfwfgsf] nflu ;DalGwt lgsfodf kxn ug]{ .  

ª= SofDk;sf] ljleGg zfvf Pj+ ljefucGtu{t lzIfs tyf sd{rf/Lx?sf] :t/ pGgltsf] nflu 

tflnd, ;]ldgf/, uf]i7L cflbsf] k|:tfjgf ;DalGwt lgsfodf k]z ug]{ .  

@=@ dfgj ;+;fwfgsf] u7g 

bkmf @ cg';f/sf] sfo{ ug{ SofDk;af6 dfgj ;+zfwg Joj:yfkg PsfO{sf] u7g lgDgcg';f/ 

x'g]5 .  

;+of]hsM  SofDk; k|d'vn] l;kmfl/; u/]sf] 

;b:o ;lrjM  SofDk; k|d'vn] l;kmfl/; u/]sf] 
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k"jf{~rn SofDk;  

s= k"jf{~rn SofDk;df sfo{/t lzIfs tyf sd{rf/Lx?sf] pko'Qm k|of]usf] nflu lglt lgb]{zg 
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u= ;+of]hssf] lgb]{zgdf ;b:o ;lrjn] j}7s af]nfOg]5 .  

3= j}7saf6 kfl/t lglt tyf ;'emfjx? sfof{Gjogsf] nflu ;DalGwt lgsfodf k]z ul/g]5 .  

@=# dfgj ;+zfwg Joj:yfkg k/fdz{ ;+of]hssf] sfd, st{Jo / clwsf/  

s= dfgj ;+zfwg Joj:yfkg ;ldltn] lgwf{/0f u/]sf] ltlt, lgb]{zg / ;'emfjx?nfO{ sfof{Gjog 

u/fpg], 
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7. Annex C1_I6_6H: Library Officer ToR 

 

Figure 4 Library Officer ToR 
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8. Annex C1_I6_6I: Office Assistant ToR 

 

 

 

Figure 5 Office Assistant ToR 
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9. Annex C1_I6_6J: Office Helper ToR 

 

Figure 6 Office Helper ToR 
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10. Annex C1_I6_6K: Examination Section Job Description 

 

Annex 1 Examination Section JD 
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11. Annex C1_I6_6L: EMIS/ IT Guidelines 

Educational Management Information System 
(EMIS)  

And 
Information Technology (IT) 

Guidelines 2077 

 

Purwanchal Campus 

Institute of Engineering, Tribhuvan University 

Dharan Sub-Metropolitan City, Ward no. 8 

Sunsari district, Nepal 
 

2077
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Purwanchal Campus 

Institute of Engineering, Tribhuvan University 

Education Management Information System and Information Technology  

(EMIS/IT)  

Guidelines 2077 

Approved Date:  

 

Educational Information Management System (EMIS) is the system for processing information 

for management of education in the campus. EMIS system infrastructure should be functionally 

integrated such that the system is always data-ready, responsive to information queries of any sort 

and self-sustainable. 

For the management of the campus information and improvement of the education system 

therewith, an EMIS cell had been established (Annex.) appointing an EMIS focal person (Annex.), 

which is now upgraded and expanded to include expert members in relevant areas. 

The major objective of this cell is to establish and maintain a fully functional, integrated, self-

sustainable and responsive EMIS system for the campus with all necessary infrastructure and 

personnel and establish guidelines for efficient data collection, management, analysis and 

publication. 

Now, therefore, this “Educational Information Management System (EMIS) Guidelines, 

2020” has been prepared. 

 

22. Short title and Commencement 

This guideline is called as the “Education Management Information System and Information 

Technology Guidelines 2077”. 

22.1 This act shall come into force on the date of approval from the Campus Management 

Committee. 

23. Definitions 

Unless the subject or the context otherwise requires, in this guidelines: 
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23.1 “University” means the Tribhuvan University. 

23.2 “Campus” means the Purwanchal Campus, a constituent campus of Tribhuvan University 

under Institute of Engineering. 

23.3 “Management Committee” means the Campus Management Committee. 

23.4 “Campus chief” means the campus chief of the campus. 

23.5 “Assistant Campus chief” means the assistant campus chief of the campus. 

23.6 “Cell” means the Research Management Cell as referred to by this guideline. 

23.7 “Coordinator” means the coordinator of the Education Management Information System and 

Information Technology (EMIS/IT). 

23.8 “Member” means the member of the Education Management Information System and 

Information Technology (EMIS/IT). 

 

 

2. Objectives 

The objectives of this EMIS Guidelines, 2020 are to 

1. Prepare a fully functional framework for the EMIS Cell; enlisting its member components; 

their scope and responsibilities. 

2. Define scope and confidentiality of campus data and prepare guidelines for sharing or 

publication of information. 

3. Mandate rules and regulations for accountability in case of breach of information. 

4. Make provisions for procurement of required EMIS infrastructure and/or employ consultancy 

services for the improvement of EMIS services 

24. EMIS Cell 

3.1 For the management of the campus information and improvement of education system 

therewith, an EMIS cell had been established with an EMIS focal person.  

3.2 With the objective to migrate towards a fully integrated, technologically advanced, responsive 

EMIS system, EMIS cell shall now be upgraded and expanded to include additional expert 

members of relevance. The EMIS cell shall comprise the following personnel: 
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Head, EMIS Cell       Chairperson 

EMIS Coordinator       Member Secretary 

IT Expert        Member 

Data Analyst       Member 

3.5 The major roles of the EMIS Cell will mostly be EMIS infrastructure planning and 

implementation; consultancy services; coordination of data collection activities; archiving and 

maintaining thus collected campus records; statistical analysis of campus records; data sharing 

and publication of campus information. 

25. EMIS Head : Scope and Responsibilities 

4.1 EMIS Head shall be appointed by the Campus Chief for a tenure of two years on the basis of 

expertise in related field, Information and Communication Technology, having at least Master’s 

degree or with minimum experience of five years.  

4.2 EMIS Head shall nominate EMIS Cell Members to be appointed by the Campus Chief for a 

tenure of two years. The criterion for selection of EMIS Members will mainly be expertise and 

experience in related field, Information and Communication Technology as well as academic 

qualification. 

4.3 The EMIS Head shall be the responsible and authoritative person of the EMIS Cell with 

privilege to access or demand data/ information from any department, store, library, finance 

section, examination section and administration. 

4.4 He must understand and categorize confidentiality level for every piece of information as 

defined in this guideline. He must ensure or make necessary provisions to maintain secrecy and 

therefore, will also be answerable in event of leakage/ misuse of confidential information. 

4.5 He shall make decisions regarding procurement of infrastructure or seeking consultancy 

services for EMIS system, after consultations with EMIS Cell members and submit proposal to 

the Campus Chief for approval. 
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4.6 All information queries or demands for information from within campus departments or 

external agencies or general public must be addressed to EMIS Head. He shall provide the required 

information if available or direct to collect information from the concerned department. Similarly, 

campus data meant for publication should be obtained through EMIS Head. 

4.7 Detail mechanisms for data collection, archiving and maintenance or seek consultancy services 

for such purpose and direct subsequent actions. 

4.8 Identify areas of analysis of available data and detail statistical methods for such analysis or 

seek consultancy services for such purpose and direct subsequent actions 

26. EMIS Coordinator 

5.1 EMIS Coordinator shall be nominated by EMIS Head and appointed by the Campus Chief for 

a period of two years on the basis of relevance of field, at least a Master’s degree in Information 

and Communication technology or a minimum experience of three years in related field. 

5.2 He shall work on the directions of EMIS Head and will mainly be responsible for coordination 

of data collection activities from various departments of the campus: administration, finance, 

examination, student groups and all departments of the campus; creating mechanisms and 

necessary arrangements for archiving, maintaining and accessing records. 

5.3 He shall nominate or recommend staff or personnel at each campus department for data 

administrator purpose, to be appointed by the campus chief, who will be performing data 

collection and archiving activities directly on his directions. The basis for nomination will be 

experience and expertise in relevant area, mainly computer operation and administration. 

5.4 He shall make necessary arrangements for conducting technical training sessions to data 

administrators, staff and personnel. 

5.5 He shall make suggestions regarding methods or approaches for the improvement of EMIS 

services. 

27. IT Expert 
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6.1 IT Expert shall be nominated by EMIS Head and appointed by the Campus Chief for a period 

of two years on the basis of relevance of field, at least a Master’s degree in Information and 

Communication technology or a minimum experience of three years in related field. 

6.2 He should be proficient with all EMIS infrastructure, their operation and administration and if 

required, will be trained accordingly. He shall be responsible for managing necessary resources 

for keeping the EMIS system infrastructure fully functional and always operational; for repair and 

maintenance. 

6.3 He shall be responsible for training data administrators, staff and personnel regarding EMIS 

services. 

6.4 He shall make suggestions to the EMIS Head regarding infrastructure additions or upgrades 

for improvement of EMIS system.  

28. Data Analyst 

7.1 Data Analyst shall be nominated by EMIS Head and appointed by the Campus Chief for a 

period of two years on the basis of relevance of field, at least a Master’s degree in relevant area 

or a minimum experience of three years in related field. 

7.2 His major responsibility is to identify areas of analysis and statistical tools for such analysis 

and perform such statistical analysis on campus data. 

7.3 He shall be reporting observable results of statistical analysis of campus data to the EMIS 

Head, which may be published or archived for internal use. 

 

 

29. EMIS Workflow 

All EMIS related activities are collectively known as EMIS services. EMIS workflow is depicted 

in the figure below. 
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Figure 7EMIS work flow diagram 

 

30. EMIS Components 

 

 

1. Library software  

2. Sams 

3. Feedback portal  

4. Finance 

5. Portal 

6. Online admission software 

7. Exam section software 
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12. Annex C1_I6_6M: Constituent Campus Administration Guidelines 
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13. Annex C1_I6_6N: Student Support Council Regulation  
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14. Annex C1_I6_6O: ToR of Head of Department 
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15. Annex C1_I6_6P: ToR of Deputy Head of Department 
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16. Annex C1_I6_6Q: Department Committee ToR 
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17. Annex C1_I6_6R: Account Officer ToR 
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18. Annex C1_I6_6S: Administration Chief ToR 
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19. Annex C1_I6_6T: Liason officer ToR 
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20. Annex C1_I6_6U: Facility supervisor ToR 
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21. Annex C1_I6_6V: Research Coordinator ToR 

 

 



 

161 

 

22. Annex C1_I6_6W: CR selection letter 
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23. Annex C1_I6_6X: Departmental Staffs ToR 
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24. Annex C1_I6_6Y: Faculty Teachers ToR 
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25. Annex C1_I6_6Z: Contract Teacher’s Regulation 
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26. Annex C1_I6_6AA: Security Management Letter 
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27. Annex C1_I6_6BB: Internal security management letter 
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28. Annex C1_I6_6CC: Recruitment Placement (Darbandhi)- TU regulation   
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Annex C1_I11_11C: Student Hostel Distribution Minute 
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Annex C1_I11_IIB: Student Scholarship Minute 
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Annex C1_I11_11A: Free Student Union( FSU) Minute 
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Annex CI_I4_4E: IQAC Committee Decision and Sub-Committee 
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Annex C1_I5_5A: University Guidelines for departments, 

examination section, student union, library, research unit, campus 

chief 

 

 

 

 



 

242 

 

 

 

 



 

243 

 

 

 

 



 

244 

 

 

 

 



 

245 

 

 

 

 



 

246 

 

 

 



 

247 

 

 

 

 



 

248 

 

 

 

 



 

249 

 

 

 



 

250 

 

 

 

 



 

251 

 

 

 

 



 

252 

 

 

 

 



 

253 

 

 

 

 



 

254 

 

 

 

 



 

255 

 

 

 

 



 

256 

 

 

 

 



 

257 

 

 

 

 



 

258 

 

 

 

 



 

259 

 

 

 

 



 

260 

 

 

 

 



 

261 

 

 

 

 



 

262 

 

 

 

 



 

263 

 

Annex C1_I4_4A: Internal Assessment Routine  
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Annex C1_I4_4B: Internal Marks Submission Notice by 

examination division 
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Annex C1_I4_4C: Internal Marks Submission Notice by Campus 

Administration
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Annex C1_I4_4D: Internal Assessment Students Attendance 
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Annex C1_I4_4F: Internal Assessment Marks 
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Annex C1_I4_4G: Performance Progress Monitoring Form-2076 
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Annex C1_I4_4H: Teacher’s Log Book 
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Annex C1_I5_5I: Self-Assessment Forms Filled up by teacher 
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Annex C1_I4_4J: Assessment forms of teacher (University regulation)  
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Annex C1_I6_6DD: Receptionist ToR 
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Annex C1_I14_14A: Certificate and awards records. 
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Annex C1_I1_1C: Minute of validation of strategic report, VMGO and 

organogram 
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Annex C1_I9_9B: HRM Committee 
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Annex C1_I4_4K: IQAC Minutes 
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Annex C1_I4_4L: IQAC Letters  
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Annex C1_I8_8A : Canteen, grocery, bank and stationary contract
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Annex C1_I8_8B : Consultancy service for MMC 
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Annex C1_I11_11D : Student in Campus Management Commitee 
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Annex C2_I21_21A : Format of Mail for feedback from guest lecturers 

 

 

 

 

Annex C2_I21_21B: Response Mail for feedback from guest lecturers 
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Annex C1_I12_12A: Minute of management committee for academic audit 

 

 


