
 

 

 

 

 
 

 

 
Balagarh Bijoy Krishna Mahavidyalaya 

Policy Document:  

Financial Support for Teachers to Attend Conferences/Workshops/Membership of Professional 
Bodies 

1. Introduction 

Balagarh Bijoy Krishna Mahavidyalaya recognizes the importance of professional development for its 
teachers in order to enhance their knowledge, skills, and professional growth. This policy aims to provide 
financial support to teachers who wish to attend conferences, workshops, and become members of 
professional bodies relevant to their respective fields. The purpose of this policy is to encourage 
continuous learning, networking, and the exchange of ideas among our teaching faculty. 

2. Eligibility 

2.1 Full-time teachers: All full-time teachers, including permanent and contractual staff, of Balagarh Bijoy 
Krishna Mahavidyalaya are eligible to apply for financial support under this policy. 

2.2 Minimum service requirement: Teachers must have completed a minimum of one year of service at 
the college to be eligible to apply for financial support. 

2.3 Prior approval: Financial support will be granted only to teachers who receive prior approval from 
the competent authority. Teachers must submit a formal application for financial support, providing 
details of the conference, workshop, or professional body membership they wish to attend. 

3. Financial Support 

3.1 Conferences and Workshops: 

a. Registration Fees: The college will provide financial support to cover the registration fees for 
conferences and workshops up to a maximum limit specified by the college. 

b. Travel Expenses: Teachers will be eligible for reimbursement of travel expenses incurred for attending 
conferences and workshops, subject to actual expenses and a maximum limit determined by the college. 

c. Accommodation: In case of outstation conferences or workshops, the college will reimburse a portion 
of the accommodation expenses, up to a predetermined limit. 

3.2 Membership of Professional Bodies: 

a. Annual Membership Fees: The college will provide financial support to cover the annual membership 
fees for teachers joining professional bodies relevant to their field of expertise. The maximum limit for 
reimbursement will be specified by the college. 

4. Application Process 

4.1 Teachers interested in availing financial support to attend conferences, workshops, or join 
professional bodies must complete the designated application form, available at the college 
administration office or through the college's official website. 
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4.2 The application must include details such as the name and description of the conference/workshop, 
dates, location, expected benefits, and estimated costs. 

4.3 Teachers must submit the application to their respective Heads of Department (HoD) for initial review 
and recommendation. 

4.4 The HoD will forward the application, along with their recommendation, to the Principal for final 
approval. 

4.5 The Principal will review the application, considering factors such as the relevance of the event to 
the teacher's subject area, budget availability, and the overall benefit to the college and its students. 

4.6 The decision of the Principal regarding the approval or rejection of the application will be final. 

5. Reimbursement Process 

5.1 Approved teachers must retain all original receipts and relevant documents for expenses incurred, 
such as registration fees, travel, and accommodation. 

5.2 Teachers must submit their reimbursement claims within 15 days of returning from the conference, 
workshop, or upon receiving their membership confirmation. 

5.3 Reimbursement claims must be submitted to the college administration office along with a duly filled 
reimbursement form and supporting documents. 

5.4 The college administration office will verify the claim and process the reimbursement as per the 
policy guidelines. 

6. Responsibilities 

6.1 Teachers: It is the responsibility of teachers to submit their applications for financial support well in 
advance of the conference, workshop, or professional body membership deadline. They must comply 
with the reimbursement process and provide all necessary supporting documents. 

6.2 Heads of Department (HoD): HoDs are responsible for reviewing and recommending the applications 
of teachers under their department. They should assess the relevance and potential benefits of the event 
or membership to the teacher's professional growth and the college's academic objectives. 

6.3 Principal: The Principal is responsible for the final approval of the applications and ensuring that the 
financial support provided aligns with the college's budgetary constraints. They should consider the 
overall benefit to the college and its students while making decisions. 

6.4 College Administration Office: The college administration office is responsible for facilitating the 
application and reimbursement processes. They should verify the reimbursement claims, process the 
reimbursements, and maintain proper records of the financial transactions. 

7. Confidentiality and Accountability 

All information provided by the teachers in their applications and reimbursement claims will be treated 
as confidential and used solely for the purpose of evaluating eligibility and processing financial support. 
The college administration office will maintain appropriate documentation and ensure transparency in 
financial transactions. 

8. Policy Review 

This policy will be subject to periodic review to ensure its effectiveness and relevance. Any necessary 
updates or amendments will be made in consultation with the relevant stakeholders, including the 
teaching faculty, Heads of Department, and college administration. 

9. Conclusion 



The financial support policy for attending conferences, workshops, and joining professional bodies aims 
to encourage and support the professional development of teachers at Balagarh Bijoy Krishna 
Mahavidyalaya. By providing assistance in participating in such activities, the college aims to enhance 
the knowledge, skills, and overall academic excellence of its teaching faculty. This policy is designed to 
ensure fair and transparent access to financial support while aligning with the college's budgetary 
constraints and strategic objectives. 
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