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Manual-1:-The Particular so for ganization/functionsand duties:

1. Objective/purpose of the public authority:-

To provide education of Political Science at Post Graduate level-Political Science and PhD.(As per
Gujarat University norms)

2. Mission/Vision statement of the public authority and the context to its formation:--
Vision of the Department

Vision

To cultivate a dynamic learning environment where students are equipped with both academic excellence and
real-world insights, fostering vigilant citizens, capable leaders, and administrators committed to national
progress and social responsibility

Mission
- To deliver a curriculum grounded in political theory, comparative politics, and public administration, coupled
with practical exposure through institutional visits and real-world problem-solving.
-To develop critical thinkers with the ability to analyze political phenomena, national interests, and international
relations, ensuring their readiness for leadership in governance and public policy.
-To foster an academic environment where smart classes, research, and dialogue on current political challenges
encourage intellectual growth and practical applications.
3. Brief history of the public authority and the context of its formation.
The Dept. of Political Science was established in the School of Social Sciences in 1954.
4 Duties of the public authority in Political Science:--
Teaching, Research & extension activities.
5 Main activities/function of the public authority:--
Teaching ,Research & extension activities in Political Science
6 List of services being provided by the public authority with a brief write up on them:--
Teaching, Research & extension activities in Political Science
Organization structure.--
Chancellor, Vice Chancellor, Registrar, Director of the School of Social Sciences, then Head of the
Department, and then other faculty-members, and Administrative Clerks and Peons. (Administrative
staff is common to all five departments)
7 Expectation of the public authority from the public for enhancing its effectiveness and
efficiencies: --
That the Department provides affordable and world-class higher education.

8 Arrangement and methods made for seeking public participation/contribution:--

The department seeks public participation through its outreach Alumni program. Both parents and
students are consulted on various issues.
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9. Mechanism available for monitoring the service delay and public grievance resolution or public
Lecture: -
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The Director of School of Social Sciences and the Head of the Department address all grievances
that come up. There is Women’s Development Cell (WDC) and ICC (Internal Complaint
Committee) in the Department that takes up and resolves all the issues that come up.

3. Address of the main Office and other office eat different levels.

(1) Main Office:--Registrar,GujaratUniversity,Navrangpura,Ahmedabad-380009
(2) Office Of the School of Social Sciences, Gujarat University Campus,
Ahmedabad-380009
4. Noon hours of the Office:10:30a.m.(Monday to Saturday)
Closing hours of the Office:6:10p.m.(Monday to Saturday)

Manual-2: The powers and duties of the officers and employees.

NAME DESIGNATION DUTIES
1. Dr.Hitesh R Patel HOD & 1. Teaching and Research
Assi. Professor 2. Administrative work of the
Dep. Of Political Department.
Science 3. Conducting Entrance
test and GDPI for &
Ph.D.

Organizing RDC for PhD

4. To design the Time-table and
various activities of the
Department.

5.To conduct the internal
Examinations, prepare internal
marks.

6. Paper-setting, assessment
Work of internal &University
exams.

7.Guiding Ph.D. students

8. Assisting the students and other
Faculty members.

9. Maintaining records of the

Department.
2.Dr.Ranjana C Dholkia Assi. Professor 1. Teaching, Guiding and
Dep. Of Political Research.

Science




2 To conduct the internal
Examinations, prepare internal
marks.

3. Paper-setting, assessment
work of internal &Uni. Exams.

4.Guiding Ph.D. Students




Manual-3:
The procedure followed for decision making process including channel so supervision and
accountability: --

As per Gujarat University Act/Rules.

1) The procedure followed for decision for various matters?(Are reference to the Manuals and
Rules of Business Manual and other rules/regulations, etc...can be made) what are the
documented procedures/defined criteria/rules to arrive at a particular decision for important
matters? What are the different levels through which a decision process moves?--

Procedure followed as per instruction of Main office of the Gujarat University and its guidance via
Registrar. The University follows the guidelines set under Gujarat State’s Common University
Act.

Registrar generally follows the decision take in various Executive bodies like BoM and
Board of Studies.

2) What are the arrangements to communicate the decision to the public?--.

Main office/Registrar communicates the decision through circulars, newspaper, notice board and

/University Website.

3) Who are the officers at various levels whose opinions are sought for the purpose of decision
making?

The Vice Chancellor, BoM and Registrar’s opinion is sought by the Head of the Department.

4) Please provide information separately in the following format for the important matters on
which the decision is taken by the public authority?--

SI No 1
All the decision are taken as per instructions of Registrar.
SI No 2

(Note: Please create additional sets of formats, if required)

Manual-4:
The Norms set by it for the discharge of functions:

Please provide list of rules, regulations, Instructions, manuals and records held by public
authority or under its control or used by its employees for discharge in functions as per the
following format. This format has to be filled for each type of documents.

| Name/Title of the documents | Enrolment of Political Science & Ph.D. Students of |




Political Science under the Faculty of Arts.

Type of document Registration form/Application
Brief write upon the document At main office of university
From where one can get a copy of rules, PI refers to the above details.
regulations, instruction, manual and records.
Fees charges by the department for a copy of N.A.
rules, regulation, instructions, manual and
records(if any)
Name/Title of the document N.A.
Type of document N.A.
Brief write upon the document N.A.
From where one can get a copy of rules, University main office.
regulation, instructions, manual and records
Fees charges by the department for a copy of N.A.
rules, regulation, instructions, manual and
records

Manual-5:

The rules, regulation, instructions, manual and records held by it or under its control used by its Employees
for discharging its Functions: --

The rules and regulations are set by the University authorities and the Department are bound them to
follow them.

Manual-6:
StatementoftheCategoriesofDocumentsthatareheldbyitorunderitscontrol: --

Use the format given below to give information about the official documents. Also maintain the place
where the documents are available.

SrNo Category of the Name of the Procedure to Held by/under control
Document Documents and obtain the of Director of the
Its introduction in | Document school
online
1 Admission form | N.A. As per Uni order | Head-clerk of school-
office
2 Enrollment List N.A. As per Uni order | Head-clerk of school-
Office
2 Petty Cash Book | N.A. As per Uni order | Head-clerk of school-

office/under control of
Director of the school

3 Dead Stock N.A. As per Uni order | Head-clerk of school-
Register office/under control of

Director of the school

4 Outward Register | N.A. As per Uni order | Head-clerk of school-
office

5 Scholarship N.A. As per Uni order | Head-clerk of school-
office

Manual-7:

The particulars of any arrangement that exists for consultation with or representation by the
members of the public in relation to formulation of its policy or implementation there of:--



Sr No Subject/Topic Is it mandatory of Arrangements for
ensure public Seeking public
participation(Y es/No) participation

N.A. N.A. N.A.

Manual-8:

A Statement of the Boards, Councils, Committees, and other bodies consisting of two or more
persons constituted as its part those boards, councils, committees and other bodies are open to the
public or the Minutes of such meeting are Accessible for public:--

Please provide the information about boards, committees, councils and other related to the public

authority in the following format: --

Name and address of the affiliated body

Not Applicable to Department

Type of affiliated body(boards, committees,
Councils and other bodies)

Not Applicable to Department

Brief introduction about the affiliated body
(establishment year, objective, main activities)
Role of the affiliated body(advisory, managing,
executive, others)

Not Applicable to Department

Structure and composition of members

Not Applicable to Department

Head of the body

Vice Chancellor of the Gujarat University

Address of main office its branches

Gujarat University Office, Navrangpura,
Ahmedabad — 380 009

Frequency of meetings

Not Applicable to Department

Can public participate in its meeting?

No.

Are minutes of the meeting prepared?

Not Applicable to Department

Are minutes of the meetings available to the
public? If yes, please mention the procedure the
obtain them.

Not Applicable to Department

Gujarat University constituted by the Act of GujaratUniversityAct,1947 and it works/function
according the Act and Rules/Ordinance made accordingly.

The School of Social Sciences has not to play any role in any committee/meeting.

Manual-9:
A Directory of its Officers and Employees:-

Sr | Name Designation

TeleNo
No (Off)

TeleNo | Fax
(Resi) No

Email ID

Hod & Assi.
Professor
Dep. Of
Political
Science,
School of
Social
Sciences

1 Dr. Hitesh R
Patel

079-
26302385

- Nil

hrpatel@gujaratuniversity.ac.i

n
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Dr. Ranjana C
Dholkia

Assi. Professor
Dep. Of
Political
Science,
School of
Social
Sciences

079-
26302385

Nil

rcdholakia@gujaratuniversit
y.ac.in




Manual-10:
The monthly remunerations received by each of its officers and employees including system of
compensation as provided in its regulations. --

Sr.no| Name Designation Gross Amount| Deduction Net Amount
Rs. Rs Rs
1 Dr. Hitesh R Patel Assi.Professor | As per UGC - -
Scale
2 Dr. Ranjana C Dholkia Assi.Professor  |As per UGC - -
Scale

(Remuneration paid by university as per Pay Commission)

Manual-11:
The budget all located to each of its Agency, Indicating the Particular so fall plans, Proposed
Expenditures and Reports on Disbursement made: Plan Provision2005-06:--

The University office is in charge of creating a budget for the entire university. We do not have any
separate budget for the department.

SrNo Budget Head Item Outlay 2005-06

Estimated Expenditure (Details available with university)

SrNo Budget Item Budget Grant Expenditure | Treasure
Head Outlet released up | Booked/
2005-06 To incurred as
August- per order
2005
Manual-12:

The Manner of Execution of sub study programmers including the amounts allocated & the details of
Beneficiaries of such Programmers: --

1. Female student get exemption from tuition
fees.
2. 2. ST/SC Students get Gujarat
Government scholarship under their
upliftment schemes.

Manual-13:
Particular so Recipients of Concessions, permits of an Authorization granted by it.:--

Female students get concession in tuition fees, whereas all students get certificates and authorization
togetBusconcessionAMTS-Concession./Rail-wayconcession./GujaratStateRoad Transport Bus
services concession.



Manual-14:
Details in respect of information, Available to or held by it reduced in an electronic form:

Course and other information regarding admissions, examinations of the School of Social Sciences
are available at Gujarat University’s Official Website.



WWww.gjaratuniversity.org

hours of library or reading room, if maintained for public use.:--

Manual 15:-
The particulars of faculties available to citizens for obtaining information including the working

Only admitted students of the school can use library or reading rooms and public can participate in
public lecture, if publicly invited.

Manual-16:
The names, Designation and other particulars of the public information officers:--

(Registrar of the Gujarat University is PIO whereas Director is APIO)

Sr No Dept/Org Name Designation | Tele No Tele No Fax No Email
(Of) (Resi)
L. Guj. Uni. Dr. P.J.  |Registrar, 079-2630
Patel Gujarat Uni. | 1919
2. School of | Dr. Prof. | Director of | 079-
Social Sujatha the school 26308646
Sciences Sony
Onattu
Manual-17:-

Such other information as may be Prescribed and there after update these Publication every year:--

University publishes its Annual Report where information related with the School of Social Sciences
is also published.



http://www.gjaratuniversity.org/

