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ABOUTTHECOLLEGE

Ideal ingtitute of Technology, institute is affiliatedto Mumbai University,
Mumbai, was established in the year 2013, underthe aegis of Ideal Foundation
Trust, whose members have hadconsummate experience in the fields of
education and industry. TheCollege has grown from strength to strength in the
last 10 years and isprogressing towards Excellence in Engineering Education,
Research andDevelopment. Ideal Institute of Technology started in 2013, with 5
Under Graduate programsi nEngi neering,withanannual | ntakeof 240students.

The approval of AICTE and affiliation of the Mumbai University has provided
choice based courses to its branches which is making it progressive and keeping
the pace with the changing demand of the market.Ours is one among the few
Colleges which is working to  receive accreditation for fiveUnder Graduate
stream from National assessment and accreditationBoard (NAAC), Bangal uru.

Vision:
To be amongst the top institutions in the earth, enthusing the students with the trait of
innovative thinking through exhaustive research programs in science and technol ogy,

thus empowering them to not only be responsible citizens but also to contribute in the
field of technological advancesin the world.

Mission:

To provide excellent education in India through our ingtitutions, nurturing the

students with the best pedagogy; thus empowering them with new cutting edge
expertisein their individual discipline.



nrvison  HUMANRESOURCEPOLICY

Human Resource is the most critical resource particularly for
aneducational ingtitution and the contribution, this important assetcan
offer, is unlimited. HR Cell is instrumental in the process ofdevelopment
of avast pool of competent manpower capable ofexcellent performance in
the areas of teaching, research,
andconsultancyandinal ltheothersupportfunctions. HRCellconstantly  strives
to support the college to be an ingtitution ofexcellence in Engineering,
Technology and Management, as per itsvisionstatement.

HRMISSION

The HR cel relentlessdly plans the best human resource
practicesandi mplementsthemwithi nnovativesol utions. Thecel luphol dsadedi
catedfocusonservingthei nternal customersandl ay semphasi soncontinuousim
provement,bymaintai ninganenlightenedmanpower.

TheHRCellshallaimat:
Creatingandsustai ninganecosystemthatsupports,develops and
maintains the most important asset of
theorganization,namely,thehumanresource.
Hiring of highly competent professionals with passion
forteaching,research,consultancyandal sosui tabl epersonnel withskil
| sforprovidingsupportinal ltheacademi candadmi ni strativefunctions

Continuous development of the key competencies of
theemployees.

Retenti onoftheempl oyeesforal ongandmutual lybeneficialrel ations
hip.



Devel opingandcommuni catingsoundpoliciesandprocedures

thatbal ancetheneedsof empl oyeesandtheneedsoftheinstitution.
Providing strategic  leadership  emphasizing on
honesty,integrityandteamwork.
1. RECRUITMENT

In present competitive scenario, primary function of HRD is

tocreateacompetiti veedgeandastrategi cadvantagetothecol lege, by
providing a poolof capable and committed facultymembersand
otherworkforce.

1.1 IDENTIFYINGTHEVACANCY

Thedepartmentssendthei rmanpowerrequirementsafteranal yzingtheworkloa
d,availabilityof manpowerandtheexpansion
plannedintermsofnewcoursesandstudents’strength.

1.2 RECRUITMENTPROCESS

Direct Recruitment to all Cadresis based strictly on merit. Theselection is
done by duly constituted Committees for the variousdepartments. The
following procedure is adopted in the sel ectionoffacultymembers:

i) AdvertisementinNewspapersandDigitalmedia.

i) Scrutinyofapplicationsreceivedtillthel astdateasmentioned

intheadvertisement.

iii) Constitutionof Sel ectionCommittee.

iv) Intimatingthedateandti meof| nterviewtothecandidates.

v) .Personalinterviewtoassessthesubjectexperti seandteachi ngcapabilit

ies,bythecommittee.

vi) BasedontherecommendationsmadebytheSel ectionCommittee,thec

andidatesareinformedoftheirsel ection.

vii) Appointmentsarei ssuedtothesel ectedcandidates



Occasionally, senior positions at the level of Professor andAssociate
Professor are filled by inviting working or
retiredpersonsfromreputedi ndustries/researchingtitutes.

2. QUALIFICATIONSEXPERIENCE/PAY

2.1 NORMS:
The quadifications, experience and pay for the various
teachingpositionsareinlinewithAl CTEnorms.

2.2 INCREMENT:
Annualincrementwill bedeci dedbasedontheStaff Appraisal.

2.3 VACATIONSALARY:
Vacation Salary will be on the same scale, as granted duringthe
precedingmonth.

2.4 PROBATION

Initiallythesel ectedcandidateswillbeonprobationforaperiod of one year,
after  which  the pefformance of the  appointee  willbe
reviewedtoregul arizetheappointment.

2.5 PROMOTIONPOLICY

Promotion to higher level of service is time-bound and as perexperience
and quaification, except in cases where there is a
needforimprovementinperformance.

2.6 RETIREMENT
a.Teachingstaffofthecollegeshal Iretirefromtheservicewhenhe/sheattainsth
eageof 70years.
b.Non-
Teachingstaffofthecollegeshal Iretirefromtheservicewhenhe/sheattai nsthe
ageof60years.



2.7 RESIGNATION
Anymemberofthefacultyinpermanentserviceshallgivethree months’
notice, in case he / she desire to be relievedfrom the service.
Alternatively he / she shall pay three monthssalary in lieu thereof.
Normally they will not be relieved in themiddleofasemester.

If the member of the faculty intends to resign during the monthof
April/May, no notice period shal be applicable (since
thisfall sduringtheendoftheacademicyear).

2.8 TERMINATIONOFSERVICES

Theservicesofatemporaryempl oyeeareliabl etobeterminatedatanytime, wit
houtassi gninganyreasonswhatsoever.

Theservicesofanempl oyeearel i abl etobetermi natedwithonemonth'spayinli
euofthenoticeperiod,intheeventofinsubordination, dereliction of duty,
professional misconduct andotherundesirableactivities.

2.9 OTHERGENERALCONDITIONS

a. Aservicefileshal lbemai ntai nedi nrespectofeachempl oyeeofthecollege
,whereallhis/herserviceparticulars
shallberecordedunderthesi gnatureofthePrincipal/Administration.

b. Notwithstanding anything said above, matters which
involvefinancial commitmentswillbesubj ecttoavail abilityoffundsandt
hedecisionofthemanagementwillbeFinal.

¢. TheM anagement,subjecttotheratification ofthe
GoverningBodyofthecollege,istheauthorityforintroducing,repealingo
r amendinganyservicerul eitdeemsnecessary,forday-to-
dayadministrationofthecollege.

d. The service conditions of the incumbent will be governed bythe
rules and regulations of the college amended and
i ssuedfromtimetotime.



3. CODEOFCONDUCT

An employee of the college shall devote higher whole
timetotheserviceofthecoll egeandshal Inotengagedirectlyorindirectlyi
nanytradeorbusi nessori nanotherinstitutionoranyotherwork,whichisli
kelytointerferewiththeproperdischargeofhis/herduties. Thisprovision
shallnot apply to the academic work, like delivering guest lectures/
taks andany other work  undertaken  with  prior
permissionoftheprincipal.

Everyempl oyeeshall ,atal Itimesmaintai nabsol utei ntegrityanddevotio
ntodutyandshalldonothingagainstthedignity and prestige of the
college and shall extend utmostcourtesy in his / her relationship
with all faculty members,staff,studentsandvisitorstothecollege.

No employee shall, without obtaining the previous
sanctionofthePrincipal ,askfororacceptorinanywayparticipatei nthe
raising of any  subscription or  other  pecuniary
assi stancei npursuanceof anyobj ectivewhatsoever,exceptforroutine,
farewell and felicitation functions connected withthe college.
NoStaffmember ofthecollege shall engage
hi msel f/hersel fincoachi ngstudentsforanyremuneration.NoEmploye
eshall,withouttheprevioussanctionofthePrincipal,  accept  any
remunerative or honorary work notconnectedwiththecollege.

No Employee shall, except with the previous sanction of
thePrincipal, own, wholly or in part, conduct or participate
rediti ngormanagementof anynewspapersorotherperiodical publicatio
ns.

An employee shall not, without the knowledge and approvalof
thePrincipal and Management, take a recourse toany
organization / authority or the press for vindication ofhisgher
grievances.

Noemployeemayabsenthi msel f/hersel ffromdutywithoutpriorpermissio
n.Incaseofemergencyandwherepriorpermissionwasnotsought,he/shem
ustexplai nthecircumstances which were beyond his/ her control,
beforerejoiningduty.Every employee shall be at work punctually at
the timingfixed,unlesspermittedotherwi sebyhis'hersuperior.



No employee shal, after reporting for work, be found
absentduringthecourseofworkinghours.

Internet and other social media should be used with utmostdiscretion.

4. CAREERPROGRESSION:

Aspiringcandidateswithrel evantqualificationsandapassi onforteaching

can join as Assistant Professor. They can move forwardin their career to
the subsequent stages of Assistant Professor(Senior Scale), Assistant
Professor (Selection Grade),
A ssociateProfessor,andProf essor. T hisi ssubj ecttothei rprovencommitment
andall round performance
andthei rpossessi ngthenecessaryqualifi cations/experienceassetoutinthesta
tutorynorms.

5 DUTIESANDRESPONSIBILITIES

5.1 PRINCIPAL
ThePrincipal shallbetheHeadofthel nstitution

The Principal is responsible for the overal excellence in all
theAcademicandAdministrative functionsoftheCollege.

TheprincipalistheEx-OfficioM ember-SecretaryoftheGoverning Body
and the Chairman of the Academic Council
andFinanceCommitteeofthecollege.

1.  Will also conduct regular meeting of HODs and arrange tosendthe
MinutestotheM anagement.

2. Willregularly report al the activities pertaining to



10.

11

admini strati onandacademi cstotheM anagement.
Willbethereportingauthorityforallacademi candadmini strativestaff.

Will forward all personal and official correspondence fromHODs
andstaff, addressed to the Management, with
hisremarksandrecommendations.

Will ensure smooth conduct of all the academic teaching,learning
and training activities by the Deans, Directors andHoDs and faculty
members in the departments, and orderlyconduct of all the
Examinations and Assessment
procedures,bytheControll erof Examinati onsasperthesetregul ations.

Will guide the staff members in their career development,ensure
their dedicated participation and performance in alinstitutiona
activities and monitor the up-gradation of theinfrastructural
facilities,planned andcarried outby
theacademicandothersupportdepartments.

Willmonitorthevari oussectionsandcommittees/cell s/forumsandensur
eparti ci pativemanagementandperformanceofthei rdefinedactiviti eseff
ectively, as per the policies laid down and approved
bytheGoverning Body.

AstheChiefWardenofthehostel s,willoverseethefunctioning of the
Deputy Wardens in smooth running of thehostels.

Will monitor ~ the  co-curricular  and  extracurricular
activities,initiateandencouragemeasuresforthe participation of staff
and students in such activities for the all-round growthofthecollege.

Will issue circulars on al matters concerning Academics
andAdministration.

Will cal for annual budgets from various departments, forma
committee which will scrutinize theproposals,finalizethebudget and
submittothe management
andensurespendingasperthebudgetapproved.

10



5.2

12.

13.

14.

Will coordinatewithrel evantinternal committeespromotingvariousacti
vities eadingtopublicationoftechnicalarticles,books and  book
chapters, patent and copyrights. Also willtake steps to
promote entrepreneurial activities pursued byEDC.

Will monitor the progress of Industry Institute Cell (111C) topromote
industry institute interactions including
consultancyprojectsundertakenbythecell.

Willensurethecompl etionofallthenecessaryactivitiesand availability
of the documents, by the various sectionsandHeads,fortheNBA
andNAA Caccreditation.

DEAN(ACADEMICS)

1

Dean (Academics) is responsible for framing the
Regul ationsfortheautonomousUGandPGprogrammesofthecollege,
Revising them once in four vyears, making any
amendmentsrequiredin - between, with due approva of the
AcademiccouncilandpublishingthemintheCollegewebportal .

Arrange Academic council meetings periodicaly, being
thesecretaryofthecouncil,,preparingandmai ntai ningtheMinutesofthem
eetingsandi mplementingitsrecommendations.

Willframethesemesterwi seacademi ccal endar,wellbefore the
beginning of the academic year,indicating
thei nstructional days,durati onof conducti ngtheConti nuousA ssessment
Tests and End semester Examinations, generalcounselling
sessionsfor students and Online feedback fromstudents,and parent-
teachersmeetings.

Will oversee the curriculum and syllabi of al the UG and
PGprogramme, framed by the Boards of studies for the
overallcontentandtotal credits.

Will organize bridge courses and induction programmes
forfirstyearstudentsandal sof ornewfacultymembersto

11



familiarizethemwithrul esandregul ationsofthecollege.

Approving the credit transfer for eligible students, who
haveundergoneOnlinecourses/ I nternshi pandapprovingper missibl eoffi
cialbreakofstudy,asper norms.

Issuing bresk of study for students havinglack of
stipulatedpercentageattendance, and informing the suitable
additionor exemptionof course for such rejoining students,
ifregul ationsarechangedwhentheyre-j ointheprogramme.

Willmotivatethefacultymemberstogeti nvol vedinresearchandproduce
qualitypublications.

5.3 DEAN-STUDENTAFFAIRS

> w D E

ResponsibleforStudentWelfare,Scholarship,grievances.
WilloverseethefunctioningofHostel s,Canteen& Transportfacilities.
WillCo-ordinateal | studentsupportservices.

Willhandl eifanydi sciplinaryi ssuearises.

5.4 DIRECTOR-TRAINING& PLACEMENT

1

Will be responsible for conducting residential
Employability TrainingCampsduring vacationperiods

Will plan and execute of al Training programs and
val ueaddedcourses.

Will  plan Placement opportunities for al €ligible
students,takingintoaccount theirprogrammespecialization.

Willl nteractwithcompani esforcampusrecruitment,schedul eplacement
interviewsandarrangeforpl acingstudentsi nreputedcompanies.

5.5 DIRECTOR-ALUMNIAFFAIRS

1

Willensureregi strati onof passedoutstudentsi ntheAlumni Associ ation.

12



Willarrangeperiodi cmeeti ngsofal umniassoci ation.

Willinvolvealumniintherel evantI nstituteactivitiesthroughconsi stentan
dpositivecommunicationusingelectronic, print, and social media, for
mutual benefit andinvite their participation in the various college
events andprograms.

Will Plan and organize Annua Reunion Events in the
college,al ongwiththepresentfacultyandstaff.

Will maintain the details alumni units in India and abroad
andguidetheminstrengthening their activities.

Will  oversee the selection and distribution of several
alumniassoci ationschol arshi pawards,aswel | asawardsthatrecogni zeout
standingalumniaccomplishments.

IQACCOORDINATOR

. Ensuring that faculty members formulate well planned
studymaterial  for FPP  (FacultyPreparation  Programme)
beforethecommencementofthesemester,fortheirallottedtheory ~ and
lab classes, get it verified by the  subject
mentorandDean(A cademic)andbereadyforcommencingthecl asses.

. PreparingandsubmittingdatatovariousRankingagencies.

. Periodically conducting I1QAC meetings and responsible
fortheexecutionoftherecommendati onsof| QA Ccommittee.

. Conductingawarenessprogrammestofacultyonvariousqualityenhance
mentinitiatives.

. Guiding the preparation of criterion wise data, collectingthem in
order and submitting Self-Assessment Report
(SAR)forNBAandSelf-

StudyReport(SSR)forNAA Candcoordinati ngtheprogrammesschedul
edduringtheaccreditationvisits.

. EncouragingstudentsandfacultytopursueNPTEL courses,

13



beingtheSPOCforregi strationandi ssueof certificates.

7. Ensuring initiatives for sustainable Green environment in

thecampus and regular conducts of Audits (Green, Energy
& Environment)

8. Arrangingandcoordinatinginternal andexternal Annual Academicand

AdministrativeAudits.

5.7 CONTROLLEROFEXAMINATIONS

1

TheControllerof Examinations(COE)i sresponsi bl efor SchedulingConti
nuousA ssessmentTests(CATs)andEndSemester
Examinations(ESEs)foralltheUGandPGprogrammes and  for
Course work subjects for Ph.D. scholars,as per the Academic
calendar andarranging to get questionpapers, print and keep
them securely for distribution on thedateof examinations.

Will conductexaminations, schedulelnvigilation dutyandSquad duty
for faculty members and send the answer scriptstothedepartments.

Will receive the mark list for CATs from the departments
andmai ntai ntheirrecords.

Willarrangetoconductcentral val uationfortheEndSemester
Examinations.

WillcombinetheCA TandESEmarksandpreparethetabul ation
ofmarksand alsoarrive at the students’gradesfor the various subjects
and has the responsibility to arrangefor the Result passing Board
meeting and present the resultsand other connected details and after
approval by the Boardannouncetheresults.

Will Print and distribute of semester-wise Grade sheets tostudentsof
variousprogrammes.

WillapplytotheUniversityforprovisional certificatesfor

14



10.

students, who have completed the programme satisfactorilyafter due
verification of all the relevant data, as per theregulationsof
theprogramme.

Will look into any other issues relating to the conduct
ofexaminations,eval uation,declarationofresults.

Maintenance of al the records of examinations conducted,copies of
Mark Lists andGrade Sheets,any request
toUniversityandreplies/certificatesreceivedfromtheUniversity, COEof
ficerel atedstati stics,detail sofcommunication with the College Main
Office, relevant
stockregi stersanddatabaseof candi datesperti nenttoexami nations,very
meticulously.

Will preparetheAnnual Budgetforstationaryandotherrequirements and
get the approval as per norms and
Willmakearrangementtoconductofauditbycompetentpanel ofexperts.

5.8 HEADOFTHEDEPARTMENT

1

Willberesponsi blefortheoveral I functioninganddevel opmentof
thedepartment.

Willdesignthemi ssion,qualityobj ectivesandtheshortterm,mediumterm
andlongtermgoal sforthedepartment.

Will formulate the Programme Specific Outcomes (PSOs)
andProgramme Educati onal Objectives(PEQs).

Will organize, with Faculty and external members, meetingsof Board
of Studies (BOYS) for framing the  curriculum
andsyllabiforthelUGandPGprogrammesofferedbytheDepartment  and
Department Advisory Committee (DAC) toseek their suggestions for
effective organization and runningofthevarious
activitiesoftheDepartment.

Willassi gnteachingandotherdepartmentadministrati veworkloadforthe
facultymembersandwillbedirectlyresponsiblefortheirperformance.

15



10.

11

12.

13.

Willdraftproposal sforacademi cactivitiessuchasSymposia,/Workshop/
Seminar,valueaddedcourses,purchases for labs /other activities
through the concernedfacultyin-
chargeandsendthemfortheapproval of M anagementthroughthePrincipa
I

Willinteractwithindustriesandarrangeforin-
planttraining,GuestL ectures,Industrial Visits,etc.,andcoordinate  with
the Placement & Training cell for PlacementActivities.

Willmaintai nacti vei nteractionwithstudents,collectfeedback and take
steps to address them suitably, for thesmoothrunningoftheteaching—
learningprocesses,co-curricular and extra —curricular activities with
their activeparticipation

Will ensure effective coordination with other
departments, COE’sofficeforexaminationrelatedandallcentralizedacti
vitiessuchasl QA C,Accreditationbodiesandotheractivities related to
institutional functions such as CollegeDay,GraduationDay,etc.

Will send periodical confidential report on performance ofthe
Faculty and staffto the Principal and seek guidance
foranyfurtherimprovement.

Will execute the decisions taken in  HoDs meetings
conductedbyprinci pal andsenddataandreportstotheprincipal whenevera
skedfor.

Willberesponsi blefortheinfrastructural devel opmentlaboratoryandoth
errequiredfacilitiesforpreparingtheannual budgetand
sendthesametotheprincipal .

Will  effectively participate in  the Academic Council
M eetingsconductedbytheprincipal

5.9 SENIORADMINISTRATIVEOFFICER

1

Senior Admi nistrativeOfficerisresponsi blefororganisingallthe
administrative functions of the college and ensuring
thattheyarecarriedoutbythevari oussecti onsintime, meticul ously.

Will be the noda person to  coordinate  with

16



DOTE/AffiliatingUniversity for completing the process of admission
as pernorms.

3. Will maintain the correspondence with the statutory
bodiessuchasAlI CTE,UGC,AffiliatingUniversityandothergovernment
bodiesandcarryoutactivitiesaspertheirnorms.

4. Will maintain the records of students’ admission and
theircertificatesafterdueverification.

5. Will arrange students’ scholarships, fee concession, issue ofbona
fidecertificates, Transfer Certificates after verifyingtheir eligibility.

6. lsresponsiblefororganisingtheallotmentofclassroomfacilities and
organizing annual College Day, Graduation dayandother
eventsconductedbythe college.

7. Arranging the purchase of general consumable items for thecollege
and for departments based on the request by theHeadsof
theDepartments.

510 ITMANAGER

IT Manager is responsible for coordinating, planning, leading,
andi mplementi ngcomputi ngneedsofthei nstitutetof ul fill thei nstitute's
infformation and communication systems requirements.Regardless of
areas of ownership, IT Manager will work  cross-
functionallywithfacul ty,engineers,operators,securitypractitioners,product
managers,andpeopl eacrosstheorganization.

1. Leadlargel Tprojects,includingthedes gnanddepl oymentof new
| Tsystemsandservices.
Helpdefiningl Tinfrastructurestrategy,architecture,andprocesses.

w N

Overseetheannual | Thudgetandensurecost-effectiveness.

4. Monitor dailly operations, including server hardware,
software,andoperatingsystems.

5. Assess the performance of information technology systems
todeterminecostandproductivitylevel s,andtomakerecommendationsfo
r improvingthel Tinfrastructure.

6. Analyzebusinessrequirementsbypartneringwithkeystakeholders
across the organization to develop solutions forl Theeds

7. Coordinatetechnol ogyinstall ations,upgrades,andmaintenance.

8. TestandTroubleshoothardwareandsoftwarei ssuesrel atedtointerna I Ts

17



othattheyoperateeffectively.
9. Evaluatetechnologyrisksinordertodevel opanetworkdisasterrecoveryp
lanandbackupprocedures.

5.11 FACULTYMEMBERS

1. Will maintain a high level of dedication towards duties
andresponsibilities with a sense of belongingness towards
theingtitution and work towards achieving the vision and
missionofthedepartmentand theinstitution.

2. Willeffectivelyparticipatel ntheBOSmeetingsi nformul atingthecurricul
umandsy!labiforthecourse,considering the recent developmentsin the
field and also asper AICTEand Universitynorms.

3.  WillformulatetheNotesforFPP(FacultypreparationProgramme)  well
ahead of the beginning of the semester forthe alotted theory and lab

classes, get it verified by
thesubj ectmentorandDean(A cademi c)andbereadyforhandlingtheclass
€s.

4. Will formulate the Course Outcomes (COs) for the coursehandled
and do the mapping of COs with POs and PSOs forfurthercal culation
withstudents’performance.

5. Will maintain punctuality in reporting to the college, theoryand lab
classes and maintain the class in perfect order anddiscipline.

6. Willmaintaintheperformancerecordofstudentsoftheclass
being handled, carry out the task of students’ counseling

andmotivating the students not only in curricular but aso in co-
curricularandextra—curricul aractivities.

7. Will discharge all the duties and responsibilities assigned
bysuperiors from time to time, like Time-table preparation andother
administrative  work of the department assigned by
theHODandduti gnedbythePrincipalinservingthevariousCommit
tees,CellsandForumsasperthestatedpolicies and  Will  actively
associate with all departmental andinstitutional activities.

8. WillactivelyparticipateinFacultyDevel opmentProgrammes, Sabbatica
Itrainingandotherupskillingprogrammes and learn the emerging
developments in theirfiel dofspecializationand alliedfields

18



9.

Will  pursue Research, Consultancy, Publication and
securingpatentsandpromotel ndustry —institutioncollaboration.

10. Will abide by the rules and regulations of the

i nstitutionmeti cul ouslyandmai ntai nveryhighorderofintegrity.

5.12 LIBRARIAN

1

Will maintain the existing Books and journal back volumes forthe
various Programmes and arrange to purchase new ones asrequired by
the departments, based on the recommendationof the HODs with

theapproval ofthe Principal and
willarrangeandclassifyaccordingtothe DeweyDecimal Classification
Scheme and adoptOpen Access Systemin

thelibraryforthebenefitofthe users.

Willarrangetorenewthesubscri ptionfornati onal andinternational printa
ndE-journals.

Will maintain a separate 'Electronics Resources Wing' withthousands
ofCD ROMS, digital library and remote access foronlinee-journals
ande-books.

Willmaintai nthei nstitutional membershipofotherlibraries
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such as Anna University Library, DELNET, MALIBNET, NDL
andInstitution of Engineers India, in order to facilitate the staffand
studentstohaveaccesstotheresourcesfromtheselibrariesal so.

5. Willarrangetoi ssuethelibrarycardsandmaintai nthesti pul atedworkingh
oursandforissueandreturnofborrowed books, for smooth functioning
ofthe Library,
allthestudentsandstaffbeingmembersofthecollegelibrary.

5.13 DIRECTOR-PHYSICALEDUCATION

1.

Director - Physical Education is responsible for the purchase
ofSportsandGamesitems,basedonthestudents’strength,maintainingand
utilisingthemappropriately.

Arrangingperiodical mai ntenanceof sportsgroundandcourts/Fieldsforvarious
Games andSports.

Promoting the training of students’ teams in various sports andgames.

Encouragingstudentstopartici pateinZonal/Nati onal /I nternational tournamen
ts.

5. Conducting Annual sports and games events for students

andstaffandsmoothconductof Sportsdayandorganizingawardof Prizesand

medal s tothewinners.

6. Maintainingthedatabaseofeventsorganizedandwinnerslist.

5.14 LABORATORYTECHNICIANS

1.

Willmaintainalllaboratoryequi pmentincleanandgoodcondition and arrange
for recalibration and repair when needed,maintain the stock and be
responsible for the safe custody of alltheitems.

Will report to the Lab in-charge regarding the requirement
of consumabl eitemsandarrangetoprocurethemwithproperapproval .

20



Willassi sttheteachersinconductinglL abcl asses,issueinstruments, and verify
their condition after the experiments areover.

M ai ntai ntheEl ectri cal power supplyandgothroughthel aboratory to see that
the students handle al the systems,
withthesti pul ateddresscodeandobserveal lthesaf ety precautions.

6. WORKINGPOLICY
6.1 WORKINGHOURS

Thereare35hoursofworkingperweekforthecollegeandthe
normalworking hours is from 800 am. to 3.00 p.m. with
a40minutesl unchbreak. Thecol legenormal lyworksfor5daysin aweek.

6.2 TEACHINGDAYS
The College shall have at least 180 full teaching days per year or 90full
teaching days per semester. “Teaching Days” here shall meanactual class
room/laboratory contacting teaching days and do notinclude daysof
examination/tours sportsetc.

6.3 WORKLOAD
W orkloadof ateacherwill beassi gnedasperthenormsandcircul arsofthePrincip
al.

7. PERFORMANCEAPPRAISAL

a) Annual Staff PerformanceA pprai sal Systemhasbeenestablished.
Employees shall fill the appraisa forms and submitthe same to
theHRcell.
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b) Thefacultywillbeassessedbasedontheirperformanceonthefoll owi
ngparameters:

1. Passpercentageofthestudentsinthesubj ects handledineverysemester.
Numberof'O'and'A+'gradesi nthesubjectshandled.
Additionalinputstothestudents.

Students’feedback
Performancei ntheareasofresearch, paperspublished/presented,consulta
ncyactivities,sponsoredproj ectsandpatentssecured.

o s~ wDN

6. Organizingconferences,seminarsetc.

7. Extraresponsibilitieshandledandparticipationandcontributiona
tthecollegelevel.

8. The system consists of Self- Appraisa by the
facultymembersandA pprai sal bythePrincipalandM anagementa
ndStudents’feedback.

8.LEAVEPOLICY

81 CASUALLEAVE

All staff members can avail 12 days of Casual Leavein an
academicyeari.e.from01Junto31May.Staffjoininginthemiddl eofthe academic
year will avail CL proportionately. Casual Leave

i sauthorizedtoastaffafteronemonthfromthedateofjoining.

Both Suffix and prefix toweekends or other holidays cannot beavailed;
eitherofthetwocanbeavailed.| fbothsuffixand

prefixareavailed,interveni ngholidaysduringthel eaveperiodwill al sobeaccount
edasCL.

A maximum of 3 days can be availed at one time. More than 3
dayswillbeconsideredasl L P.Absentonthere-openingdayandthe
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| astworkingdayoftheoddandevensemesters,withoutpriorpermissionwillrende
rtheentireperi odofvacati ontobeaccountedasL L P.

82 WINTERVACATION

Wintervacationwill

beforaperiodof 7days,duringJan/Decofeveryyearforteachingstaff. Thisi ssubjectto
the staffcompletingoneyearof ~ service. The exactdates ofwinter
vacationwillbeannouncedtowardstheendoftheoddsemester.

83 SUMMERVACATION
Summer vacation for the teaching staff will be for a period
of30days,inM ay/June.T heexactdatesof summervacationwill

beannouncedtowardstheendoftheevensemester. Thosewhoj oi ninthemiddl eoft
heacademicyearwillavail Annual Leaveproportionately.

84 INSTITUTIONALHOLIDAYS
TheCollegewilldeclareinstitutional holidaysthroughthecol legecal endar.

8.5 AbsencefromthecollegeonOther Duties

8.5.1 ODFOROFFICIALWORK

Staff members deputed by the College to attend any official
workincludingpurchaseofequi pmentforthel ab,arrangementsforinstitutional

programmes, University work, etc., will be granted ‘Onduty’Leavef
oramaximumbdays(exclusiveofexaminationduties) and 10 days (inclusive of
examination duties) in a
semester.Maxi mumof2daysi nasemesterfor Staffi nvitedf orpaper presentationi
nConference/Symposi a/SeminarconductedbyotherColleges/Universities/Pro
fessional societiesetc.

8.5.2 ODFORHIGHERSTUDIES(OD-HS)
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OnedaypermonthforPh.D.researchwork,onlyforthreeyears from the date of
registration for Ph.D. On Duty report /Attendance should be submitted to
the HR after approval of thecompetent authoritybefore 24"of
everymonth,failingwhichtheODIeavewilInotberegul arized.However,ODlea
vecannotbeavailed as amatter of routine and shouldbe restricted
toensurethatregul ardutiesand responsibilities in
theCollegearenotaffected. ThisODshoul dnotbetakenonM ondaysorFridays.

86 COMPENSATORYLEAVE

Compensatoryleavei sdi scouraged. TheM anagementmay i nexceptional cases,

sanctionCompensatoryL eavetostaff memberswhoarerequiredtoworkextrahou
rsandonanofficial holiday.However, no
compensationshal | beprovidedforthedutyperformedinconnecti onwiththeinsp

ectionvisitsof AICTE, DTE, Anna University, NBA and NAAC Visits or
foranyotherworkinwhichahonorariumisrecei vedbythestaffandmattersinwhic
htheparti ci pationofthestaff membersi sofficialandinevitable.

Six  hours of classroom teaching, laboratory teaching and
proj ectguidancewillqualifyforasingledaycompensatoryoff.

Compensatory leavecannot be combined with CL or any otherleave.This
leaveshould be availed onlyafter
thel astworki ngdayofthesemesterandwi thi nsixmonthsfromthedateof dutyfor
whichthel eavei ssanctioned.

87 MATERNITYLEAVE

Theemployees,whoneedmaternity leave,can avail this|leavefor a maximum
period of 90 days, and those with one year ofcontinuousserviceinllT
Wadaareeligibleforthreemonthsof pay,
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duringthisperiod.Thisleave is extendable for a period of 45days, which
willbe treated as Leave on Loss of Pay(LLP). Underany circumstances, the
Maternity Leave shall not exceed (90+45)135
days.Anyfurtherextension,viol atingtheregul ations,willl eadto

thedi sconti nuati onof servi ceoftheempl oyeewithi mmedi ateeffect.

LEAVEONLOSSOFPAY(LLP)

L L Pshouldbeavoided andLLPwill lead to an adverse entry inthe Personal
File of the Staff concernedwhichshallaffecttheircareerprospects,
suchasincrement,promotion,besidesawardof minor or majorpenaties as

the case may be. However,
thisregulationwill notappl ytothel L Pavail edbyastaff memberaspartofhermat
ernity leave and leave taken

forappearingforexaminations,rel atedtohigherstudies.

89 PERMISSION

Everystaffmembercanavail permissionofonehourtwiceamonth. If it becomes
more than that, each such permission hour
,shallbeaccountedasCasual L eaveforhal f-a-day.

810 REGULATIONS

Alltypesofleaveandpermissionshoul dbeavail edwithpriorapproval .Howeve
r,

i nexceptional cases,CL orPermi ssioncanbeavail edunderinti mationtotheHO
DandHRoverphoneorthroughmail. Thesamewillberegul arizedonl yaftersub
mitting
properapplicationonthesamedayofreportingforduty,failingwhichtheentirep
eriodofabsencewillbeaccountedasl eaveonL ossof Payandanentryshal Ilbema
deinthePersonal Fil eofthestaff concerned.Absencewithoutintimation(before
9a.m.)willbetreatedasl L Pandwill beenteredinthepersonal fil eofthestaff.

Withoutalternativecl assworkarrangementdetail s,| eaveshal |
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notbesancti oned.Forleaverequestedoverphone,theHODoranyotherdesignate
dstaffconcernedshal | makealternati vearrangements,underintimationtothePrin
cipal.

Staff members who are getting relieved from the ingitution are
notauthorized to avail vacation (Winter & Summer), duringthe
noticeperiod.

Staff members should enter their staff code in al the
officialcorrespondence,| eavel etters,formsetc.

9. FACULTYDEVELOPMENTPROGRAMS

Each faculty member is entitted for a grant of up to Rs
7500/duringanacademi cyeartowardsattendingFDPs,Nati onal Conferenc
es,seminarsetc. | ncase, grantsi nexcessarerequired,thesamewillbeconside
redonmeritbythecompetentauthority.
FacultymembersarepermittedtoattendoneD Porganizedby Anna
University (for a course in Anna University syllabus)
inanacademi cyear,withoutaffectingtheirwork.

The college aso organizes FDPs for the newly recruited
juniorfacultymembersi nthegeneral areasof effectiveteachingcommunica
tiong pedagogies as well as on core engineeringsubj ects.

10. otherFacilities

Lunch  andrefreshmentareprovidedatnocostforalltheteachingandnon-
teachingstaff.

To and fro bus facility is provided for all the teaching and non-

teachingstaff.
Cab facility and allowancesis offered for the senior facultymembers.
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11.

Groupl nsuranceandParti alfinancial supportwithmedicalleave is given
for al the teaching and non- teaching staff forhospitalization.

Giftcouponsaregivenforcertai nfestival celebration.

I ncentivesaregivenforpublicati oninreputedj ournal s,citations,andpatents
aspercertainnorms.

Faculty members are enabled for taking up Faculty
exchangeprogrammes i nuniversitiesabroad.

GrievanceRedr essal System
There is a Grievance Redressal Committee, which looks into

thespecificgrievancesreportedbytheempl oyees,whichareresol vedwithsu
itablerecommendations.

12. HRSUGGESTIONSCHEME

Main objective of this scheme is to encourage and utilize thecreativity
of individuals throughsuggestions. This is
af orumwhichpromotesempl oyee'sintel | ectual contributi ontothemanagem
ent process. The Suggestion Scheme in the college isnot confined to any
particular area but encompasses
differentideaswhichwillhel ptheorganizationinconservati onofresources, ef
ficiencyimprovement,productivityenhancementsandeveryotheraspectwh
ichwillresultinanoveral limprovementinthelifeof ourstudentsandemployee
S.
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