
 

 

 

Criterion 9 ï Governance, Institutional  Support and 

Financial Resources (75) 

 INSTITUTE LEVEL CRITERIA  

 

9.1. Organization, Governance and Transparency (25) 

9.1.1. State the Vision and Mission of the Institute (05) 

A. Availability of Vision and Mission statements of the Institute 

Vision:  

To build a reputable and creditable College, producing quality diploma holders at a 

competitive level in line with the education philosophy and to revive the traditional heritage 

of our holy land in the various Spiritual, Cultural, Educational and Technical areas. 

Mission Statement: 

Sankara Polytechnic College (SPC) offers three year full time Diploma Engineering 

Programme for Secondary School Certificate holders and Higher Secondary School passed 

out students as per AICTE & State Government rules and regulations. 

Using the advanced appropriate Technical delivery system, it imparts sound education to the 

students to make them readily employable in Industries and to become entrepreneurs in the 

chosen line of Industries. 

SPC has assumed responsibility to uplift the community through quality education and 

training and make it readily accessible to the poorest stratum of the Society. 

 



 

 

 

The Vision and Mission are disseminated at  

o Board Room 

o Principal Room 

o Vice-Principal Room 

o College Office  

o Skill Development and Placement Office 

o HODôs Cabin / Staffroom 

o Class rooms  

o Laboratories  

o Workshops  

o Library  

o Hostel 

The Vision and Mission are adequately published as indicated below  

 College Website 

 Institute Calendar  

 Course files 

 Lab manuals 

9.1.2 Governing body, administrative setup, functions of various bodies, define rules 

procedures, recruitment and promotional policies (05) 

 Governance is the pioneer of an institute that connects the management and staff with the 

stakeholders. To assure its effectiveness, a number of administrative, academic, co-curricular 

and general bodies have been constituted. 

 



 

 

 

A. List the governing body, administrative set up, functions of various bodies, define 

rules, recruitment and promotional policies (02) 

Administrative bodies - Governing council 

 The governing council takes policy decisions on the administration of employees, 

development of infrastructure and facilities, fixation of fees as per Government norms, 

institute scholarships, faculty recruitment, leave and promotional rules, budget allotment etc., 

 The Governing council meeting is conducted  every year in which the Principal presents 

the report of academic performance, activities carried out, budget proposals and the 

achievements of the faculty and students during the previous year.  

Decisions are taken on Policy changes, budgetary allocations and planning and development 

in the upcoming year according to the discussions and deliberations held in the meeting. 

Governing Council Formation 

S.No. Name Position Address 

1 Shri.T.P.Vasantharaman Trustee 
Sankara Educational 

Institutions 

2 Shri. T.P. Ramachandran 

Managing 

Trustee& 

Secretary 

Sankara Educational Institutions 

3 Smt.SandhyaRamachandran Joint Secretary 
Sankara Educational 

Institutions 

4 Shri.SakethRamachandran Joint Secretary Sankara Polytechnic College 

5 Ms.NithyaRamachandran 
Deputy Joint 

Secretary 
Sankara Educational Institutions 

6 Shri.T.R.Kalyanaraman Joint Secretary 
Sankara College of Science 

and Commerce 

7 Prof.S.Ganesh Principal Sankara Polytechnic College 

8 Dr.V.Rajendran Principal 
Government Polytechnic for 

Women Coimbatore 

9 Dr.V.Radhika Principal 
Sankara College of Science 

and Commerce 

10 Mr.A.Balasubramanian Vice Principal Sankara Polytechnic College 



 

 

 

 

Academic &Administrative  Governance  

 

The HODôs   meeting is held  every Monday at 2.30 pm followed by a department meeting, 

conducted by the respective HODôs for  their department  faculty. In addition to the above, 

the following statutory and non statutory committees will govern the institution for  effective 

functioning of the   Institution and the    department. 

 

 



 

 

 

 

Administrative Setup Formation 

S.No Committees S.No Committees 

1 Alumni 14 Entrepreneurship Development  

2 Program Advisory  15 Management Information System  

3 Anti Ragging  16 NBA- SAR  

4 Grievance Redressal  17 Facility Development  

5 Internal Compliance  18 
Internal Revenue Generation / Skill 

Development  

6 SC/ST  19 Staff Development  

7 Internal Quality Assurance  Cell 20 
Industry Institute Interaction/  

Placement cell   

8 
Strategic Planning and 

Implementation  
21 Women in Development  

9 Hostel  22 Environment Development  

10 Examination Cell 23 Transport  

11 Disciplinary  Committee 24 NSS  and Red ribbon Club  

12 Maintenance 25 Library committee  

13 Student  Services 26 Anti Drug Abuse committee 

 

Details of Administrative Setup (Non statutory Committees) Formation with 

Responsibility  

S.N

o 

Name of the 

Committee 
Chairperson Memberships Responsibility 

1.  
Program 

Advisory  

Prof.S.Ganesh, 

Principal 

Vice-Principal, 

The Respective 

HOD,   

HOD from other 

department-1 

Department  

 Faculties-2 

 Student III Year-1 

Student II Year -1 

Alumni-1 

Parent-1 

Industry Expert-1 

Å To provide industry 

expertise and develop, 

renew and promote full 

and part-time programs 

according to labor market 

needs in the Institute.  

Å To frame the vision and 

mission of Program  

Å To monitor the 

achievement of vision and 

mission of the program  

Å  To ensure the program 

outcomes are current and 

relevant to industry, 



 

business and society.  

2.  Anti-Ragging  
Prof.S.Ganesh, 

Principal 

Vice- Principal, 

All HODôs-7 

Student 

representatives 

 Girls-1, 

Boys-2, 

Sub-Inspector of 

Police-1 

 

Å Creating awareness 

among the students about 

ragging 

Å Pasting posters in 

important places 

3.  
Grievance 

Redressal  

Prof.S.Ganesh, 

Principal 

Vice Principal 

HOD-5, 

 Senior Faculty-1, 

Office-1 

 

Å All grievances and 

suggestions found in the 

suggestion box are 

analyzed and suitable 

measures are taken.  

Å Guidelines of the 

AICTE are followed. 

Å Regular meetings are 

conducted and Grievances 

raised are addressed. 

Å Monitoring  Redressal 

mechanism for sexual 

harassment/Internal 

compliance among girl 

students  

4.  Vishaka 

Ms.Jayamathi K  

HOD/CSE 

 

Vice Principal, 

Female HOD-3, 

Male HOD-1, 

 Senior faculty-1, 

Faculty-1, 

Admin Staff-1 

 Non-teaching 

staff-1 

NGO-1 

Students  

Boys-1 

Girls-2  

  

Å  Spreads awareness and 

follows the guidelines 

prescribed by AICTE.  

Å Immediate and strict 

corrective measures are 

undertaken for those who 

are victim of the 

harassment 

Å Conducts alertness 

through meetings to 

encourage complaints 

against any suppression. 

5.  SC/ST 

Ms.N.Vijayalaks

hmi, 

HOD/Civil  

 

Vice Principal, 

Senior Faculty-2 

Admin Staff-1, 

Non Teaching-1, 

Students  

Boys-5 

 

 

Å Spreads awareness 

among SC/ST students 

and follows the guidelines 

prescribed by Government 

of Tamil nadu  

Å Ensures the communal 

equality among the 

students and conducts 



 

awareness through 

meetings. 

6.  

Internal 

Quality 

Assurance Cell  

Prof. S. Ganesh  

Principal  

Vice Principal, 

 HOD-6, 

Admin Staff-1 

NGO-1,  

Student -1 

Å Responsible for all 

activities related to 

Internal quality 

7.  

Strategic 

Planning & 

Implementatio

n  

Prof. S. Ganesh  

Principal 

 

Process champion 

All Thrust area 

managers 

Å Responsibility to process 

of defining its strategy 

and making decisions on 

allocating its resources to 

pursue, including its 

capital and people 

8.  Hostel 

Prof. S. Ganesh  

Principal 

 

Vice Principal, 

Deputy Warden-1 

HOD-5 

Residential tutors -

3 

Student 

representatives 

Boys-4,Girls-1 

Å Gathering information 

about the good practices 

in the hostel 

Å Assessing students 

feedback on the menu 

Å Rectifying any 

shortcomings and 

problems faced by 

students 

Å Finding out other 

facilities required 

9.  
Examination 

Cell 

Mr.A.Balasubram

nanian 

Vice - Principal 

HOD-4, 

Admin Staff-1, 

Non Teaching-2 

Teaching Staff-1 

 

Å As per the guidelines lay 

down by Directorate of 

Technical Education, 

Tamilnadu (DOTE) for 

Examinations 

10.  
Disciplinary 

committee  

Prof. S. Ganesh  

Principal 

 

Vice-Principal,  

HOD-1, 

Senior Faculty-3 

Faculty-2 

Students-3 

Å Duty Roster for ID 

monitoring, Dress Code 

and Late Coming  

Å Campus rounds during 

break time 

Å Taking preventive steps 

to avoid any indiscipline 

activities 

11.  Maintenance  

Mr.A.Balasubram

nanian 

Vice - Principal  

EME Manager 

HOD-1 

Senior Faculty-1 

Admin Staff-1 

Network Admin-1 

Foreman-1 

Transport 

Manager-1 

Housekeeping 

supervisor-1 

Å To keep an eye on and 

work out the 

infrastructural defects 

Å Monthly once 

monitoring round by 

foreman 

Å Maintaining complaint 

register 



 

12.  
Student 

Services  

Ms.S.Jayalakshmi 

SL/Mech 

Senior Faculty-4 

Faculty-3 

Admin Staff-1 

Å To inculcate students 

about the ethos and 

culture of the institution 

Å To help them to build 

bonds with other students 

and faculty members, and 

expose them to a sense of 

larger purpose and self-

exploration and provide 

opportunities for self-

promoting towards 

excellence in all aspects  

Å To conduct technical 

events so as bring out 

talents among students 

Å To organize regular 

sports events in order to 

train students for states 

and national level 

competition by making 

healthy competition 

Å Responsible in arranging 

and conducting various 

extra-curricular activities 

throughout the academic 

year 

13.  
Entrepreneursh

ip 

Development   

Ms.N.Vijayalaksh

mi, 

HOD/Civil 

Senior Faculty-2 

Faculty-2 

 

Å To create 

entrepreneurship 

awareness among 

interested students and 

develop at least 2 students 

per year as budding 

entrepreneur 

14.  
Management 

Information 

System 

Mr.A.Balasubram

nanian 

Vice - Principal 

HOD-2 

Senior Faculty-3 

Faculty-2 

Admin Staff-1 

Non Teaching 

Saff-2 

 

Å Responsible for the 

institute activities to be 

informed to their 

stakeholders 

Å To promote all activities 

in website, Face book 

Å To publish social 

activities held in institute 

in Press &Media 

Å To publish all activities 

in Newsletter  

15.  
NBA ï SAR 

Committee 

Mr.A.Balasubram

nanian 

Vice - Principal 

Coordinator-

SDP/HOD 

Co-coordinator-

HOD Concerned 

Å Responsible to prepare 

the Self Assessment 

Report of the required 

departments with the 



 

Senior Staff-2 concern of HODs 

16.  
Facility 

Development  

Mr.A.Balasubram

nanian 

Vice - Principal 

Facility Manager-1 

HOD-2 

Admin Staff-1 

Non Teaching 

Staff-3 

Student 

Representative-1 

Å To develop the 

infrastructure facilities 

provided for the stake 

holders 

17.  

Internal 

Revenue 

Generation / 

Skill 

development  

Mr.R.Rameshbab

u, 

SL/EEE/Manager 

IRG 

HOD-2 

Teaching Faculty-2  

Å To generate revenue 

through continuing 

education with available 

resources 

Å To offer consultancy 

services 

Å To promote skill 

development among 

students   

18.  
Staff 

Development 

Mr.R.Soundarajan 

SL/Auto 

HOD-2 

Senior Faculty-2 

 

Å To conduct staff 

development programs  

Å To enhance the 

qualifications and skill of 

the staff. 

19.  

Industry 

Institute 

Interaction/ 

Placement cell   

Ms.Sindhu S 

Placement Officer 

Senior Faculty-4 

Faculty-2 

Å To promote tie up 

activities with industry 

Å To offer 

internship/industrial 

visit/inplant training 

Å Getting students placed 

in good companies, where 

they can start their careers 

20.  
Women in 

Development 

Dr.Sangeetha P 
SL/CSE 

 

HOD-4 

Teaching Faculty-1 

Student Girls-2 

Å Organize the programs 

to empower girl students, 

faculties and community 

to achieve their dreams 

Å To promote general 

well-being of female 

students and faculties 

21.  
Environment 

Development 

Ms.S.Nithya,  

HOD-Ic/Student 

Affaris 

HOD-1 

Teaching Staff-2 

Non Teaching 

Staff-1 

Å To maintain green and 

clean campus 

22.  Transport 

Mr. 
Venkataramanan 
R 
Office Manager 

 

Co-ordinator -1 
Teaching Staff-2 
Non Teaching Staff-
2 
Drivers-2 
 

Å To coordinate various 

bus routes regularly with 

the assistance of route-in-

charges. 

Å To supervise and 



 

manage the daily transport 

operations and provide 

required instructions to 

the route-in-charges 

Å To inspect the condition 

of the buses and report for 

necessary action on a 

continuous basis 

23.  
NSS & Red 

Ribbon Club  

Mr.H.Sivakumar 

Lec/Auto 

Coordinator-1 

Teaching Staff-2 

Admin Staff-1 

Å Development of 

Studentôs personality 

through community 

service 

Å The club conducts the 

regular activities to 

encourage Voluntary 

Blood Donation and  

Å Increase Awareness on 

AIDS and its related 

issues. 

24.  
Alumni 

Association 
President 

Vice president 

Secretary 

Treasurer 

Immediate past 

president 

Management 

representative-1 

Principal 

Staff coordinators-

2 

 Members-2 

Å To keep the record of 

alumni  

Å To conduct the alumni 

meeting every year 

25.  Library 

Prof. S. Ganesh  

Principal 

 

Vice Principal, 

Librarian, 

staff from all 

departments, 

Student 

representatives 

Å To plan students library 

based activity  

Å To keep library Updated 

26.  
Anti Durg 

Abuse 

Prof. S. Ganesh  

Principal 

 

Vice 

Principal,HOD,SL,

Student 

representatives 

Å To spread awareness to 

ensure drug  free campus. 

  

Å To plan and engage the 

students in  awareness 

program activities  

 

Å Motivate students to 

become volunteers of anti 

drug activites in their life. 

 



 

 

 

 

 

 

B. Minutes of meetings and action - taken reports (01) 

The samples Hod's meeting minutes:  

 
 



 

 
 

 

 

 

The sample of IQAC meetings: 

 



 

 

 

C. The published service rules, policies and procedures with  year of publication (01) 

The published service rules, policies and procedures with year of publication with effect from 

June 2015.  We print and publish the HR policy booklet and the same  is disseminated in 

Website of Sankara Polytechnic College. 

S.

No 
Particulars Web/ Server Link File Type 

1 
Sankara 

HR Policies 

https://sankara.ac.in/polytechni

c/mandatory/hr/ 

 https://drive.google.com/file/d/1iYF5

4qceQJJlUGsQCug5r-

8bcjpqZe7D/view?usp=sharing 

 

CONTENTS 

PART ïI: HUMAN RESOURCES 

Chapter 1 - Human Resources  

1.1. Records of Service  

https://sankara.ac.in/polytechnic/mandatory/hr/
https://sankara.ac.in/polytechnic/mandatory/hr/
https://drive.google.com/file/d/1iYF54qceQJJlUGsQCug5r-8bcjpqZe7D/view?usp=sharing
https://drive.google.com/file/d/1iYF54qceQJJlUGsQCug5r-8bcjpqZe7D/view?usp=sharing
https://drive.google.com/file/d/1iYF54qceQJJlUGsQCug5r-8bcjpqZe7D/view?usp=sharing


 

1.2 Service Condition for the Staff  

1.3 Termination of Service 

Chapter 2 - Recruitment Procedures  

2.1 Selection 

2.2 Interview 

2.3 Appointment 

Chapter 3 - Rules on leave  

3.1 General Rules  

3.2 Casual Leave (CL) 

3.3 Vacation Leave (VL) for Teaching Staff 

3.4 Earned Leave (EL) for Non-Teaching Staff 

3.5 Leave with Loss of Pay 

3.6 Maternity Leave Rules for Women Staff  

3.7 Medical Leave Rules  

3.8 Out-Station Duty (OD) 

Chapter 4 - Conduct & Discipline  

4.1 Conduct 

4.2 Discipline  

Chapter 5 - Dress code for Staff 

Chapter 6 - General rules for Transport Department    

Chapter 7 ïPromotional Policies 

PART ï II: THE DUTIES & RESPONSIBILITIES OF TEACHING FACULTIES  

Chapter 8 - General  

Chapter 9 - Department  

Chapter 10 ï Teaching 

Chapter 11 ï Laboratory  



 

Chapter 12 - Test / Exam  

Chapter 13 - Student Faculty Rapport  

Chapter 14 - Tutor  ï Ward Systems 

Chapter 15 - Rules of Travel Allowance  

Chapter ï 16: Physical Director ï Roles & Responsibilities 

Chapter ï 17: Deputy Warden Roles & Responsibilities 

Chapter 18 - Undertaking by the Staff 

PART - III: ANNEXURES  

Annexure I ï ESI Benefits 

Annexure II ï Self Appraisal 

Annexure III ï Course file contents 

Annexure IV ï Hostel Rules 

 

 

PART ï I  - HUMAN RESOURCES 

 

CHAPTER 1 ï HUMAN RESOURCES  

1.1 Records of Service :- 

1.1.1. A Personal file for keeping the record of service of staff shall be maintained by office 

in respect of each employee of the College. 

1.1.2. All activities of an employee in his / her official position shall be recorded in this 

Personal file, and each entry must be attested by the Office Manager (OM) or his / her 

superior. 

1.1.3. The OM shall show the personal file to each employee in the month of April every 

year and the employee shall sign in the personal file after verification. 

1.2. Service Conditions for the Staff:- 



 

1.2.1. Every member of the staff shall agree to abide by all conditions herein stated and also 

such conditions as may be stipulated from time to time by the competent authority. 

1.2.2. Every member of the staff shall employ himself / herself honestly, efficiently and 

diligently under the orders and instructions of the Principal / Designated Authority or other 

officers under whom he/she shall, from time to time, be placed. He / she shall discharge all 

duties pertaining to the office and perform in such a manner which may be required of him / 

her or which are necessary to be done in his / her capacity as aforesaid. 

1.2.3. Every member of the staff shall devote his / her whole time to the duties of the said 

employment and shall not, either directly or indirectly, carry on or be concerned / involved 

in any trade, business or canvassing / private consulting work, or the like of a remunerative 

kind or of an honorary nature without the specific written permission of the Principal / 

Designated Authority. 

 

1.2.4. Not with standing anything contained above, whenever any consultation work for any 

private firm or institution is undertaken by the college, such members of the staff as are 

required will be commissioned by the college, with / without additional remuneration or 

honorarium as prescribed by the college, from time to time. 

1.2.5. Any staff member, on appointment, except on contract, shall be on probation for a 

period of one year. 

1.2.6. Al l the teaching staff shall be paid with a scale of pay and other allowances as per 

College norms. In addition, contribution shall be made by the management towards the 

employeeôs provident fund at the rate fixed by Government of Tamil nadu, on the salary. 

1.2.7. Gratuity as per the Government of Tamil Nadu rules will be given to the teaching and 

non-teaching staff who have completed 5 years of service in this institution. This will be 



 

paid to the staff only at the time of retirement / resignation. However, in case of death, 

minimum five years of service is not required, as per the Government norms. 

1.2.8. Employeesô State Insurance (ESI) will be added to teaching and non-teaching 

faculties when they earn less than Rs. 21,000 per month.  The policy of ESI benefit is given 

in Annexure-I 

1.2.9. Staff should be punched biometric system and signed the attendance every day, 15 

minutes before the commencement of regular class hours, and at the end of the working 

hours for the day unless they are on duty outside the campus, or on leave. Late-coming will 

be dealt with separately by the competent authority as per the regulations in force. 

1.2.10. Staff should be available in the college premises during the entire period of office 

hours, on all working days. 

1.2.11. If a staff member on any kind of leave has to be out of station, he / she should 

intimate the Principal / Designated Authority his / her exact out station address and phone 

number in his / her leave application. 

1.2.12. No members of the staff shall apply, during the period of his / her service in this 

institution, for an appointment outside or send an application for study or training, except 

with the prior permission of the management and such application should be routed through 

the Principal / Designated Authority. Any breach of this rule will be viewed seriously and 

suitable disciplinary action will be taken. 

1.2.13. The Principal / Designated Authority shall have the right to place any staff under 

suspension on charges of misconduct, pending enquiry. 

1.2.14. In a case wherein a member of the teaching or non-teaching staff commits any 

misconduct in discharge of his / her duties, the Principal / Designated Authority has got 

discretion to award punishment such as warning, censure, withholding of increment, with or 



 

without cumulative effect after conducting an enquiry by a committee constituted by the 

Principal / Designated Authority. 

1.2.15. For the development and progress of the college / department, all members of the staff 

should work as a team and they should also maintain a cordial relationship with 

departments. 

1.2.16. In any meeting or assembly, decorum should be maintained and difference of opinion, 

if any shall be expressed politely in diplomatic words without hurting the feelings of others. 

1.2.17. Staff members should get prior permission from Principal / Designated Authority to 

contact any outside agency or government departments for any matter related to the college 

/ hostels. 

1.2.18. If a staff member draws advance from the college to meet financial expense for 

official tour or for arrangement of a college event, he / she shall settle the account  within7 

days after the completion of the event for which advance was drawn, failing which the 

advance shall be adjusted from his salary.  

1.2.19. Staff Members, if and when relinquishing their job, shall hand over their jobs and 

responsibilities and get the NOC from all departments concerned. 

1.2.20. All members of the staff shall be governed by general rules / norms also practiced by 

college form time to time. 

1.2 Termination of Service :- 

1.2.1 A member of the staff shall have his / her service terminated by giving one month 

notice or one month basic salary in lieu thereof, in case of temporary appointment or during 

probationary period. In case of permanent service three months notice or three months 

salary must be given. 

1.2.2 The Principal / Designated Authority shall have the power to terminate the services of 

a member of the staff of the college, for any of the following reasons: 



 

a. Serious misconduct and willful negligence of duty; 

b. Gross insubordination; 

c. Physical or mental unfitness; and  

d. Participation in any criminal offence involving moral turpitude. 

In such termination cases, rule 1.3.1 will not be applicable and the staff member will not be 

eligible for any terminal benefit. 

CHAPTER 2 ï RECRUITMENT PROCEDURES: - 

2.1 SELECTION: - 

2.1.1. Recruitment is normally done twice in a year during May and November. 

2.1.2. Number of vacancies is notified by Principal / Designated Authority based on students 

strength / resignation or terminations of staff members, to the management for 

approval / information. 

2.1.3. Vacancies are advertised in leading Tamil newspapers / Job portals / Job related 

websites. 

2.1.4. Short listed candidates are informed through call letters and over telephones by the 

concern HOD/Office. 

2.1.5. At times, walk-in interviews are also conducted for immediate postings. 

2.2. INTERVIEW: - 

2.2.1 A written test /demo class is conducted for Lecturers/Non teaching post and short 

listed candidates shall be called for personal interview and selection is made on merit. 

2.2.2 Direct interview is conducted for senior posts.  

2.2.3 Selection committee shall be constituted by the Principal as per the guidelines 

approved. 

2.2.4 The shortlisted candidates shall have a final round with the management and selected 

candidate list might be approved. 



 

2.3. APPOINTMENT: - 

2.3.1 At the time of appointment, the certificates in original such as Diploma/Degree, UG / 

PG to be surrendered.  

2.3.2 An acknowledgement will be given for the receipt of certificate and it will be kept in 

locker safely, until the service over.  

2.3.3 Pay for the selected candidate is fixed as per the pay scale approved by the 

management for the respective post based upon the qualification and experience of the 

candidate. 

2.3.4 Higher pay packages for exceptional and experienced candidates are fixed by the 

Principal subject to the approval of the management. 

2.3.5 In case of any staff members- teaching or nonteaching is urgently in need of their 

original certificate, for the purpose  of passports or some other official matter, they 

can take it back from the office, with the approval of Principal recommended by the 

HOD.  

2.3.6 In such situation, they have to deposit an amount not less than one month gross salary. 

2.3.7 In the case of receiving the certificates for the above mentioned reasons, the 

certificate must be returned to the office within a period of minimum 10 days or 

maximum of 15 days.  

CHAPTER 3 ï RULES ON LEAVE    

3.1.CHAPTER 3 ï RULES ON LEAVE    

3.1.1 Leave shall not be claimed as a matter of right  

3.1.2 A member of the staff shall not normally or on any pretence absent himself / herself 

from his / her duties without prior permission of his /her superior.  

3.1.3 Leave letter is to be submitted in advance and approval must be obtained prior to 

availing the leave. 



 

3.1.4 In case of absence on any emergency, intimation should be sent to Principal / 

Concerned Superior before the duty hours. 

3.1.5 Leave of any kind will not be sanctioned when the services of the staff are needed for 

the college work or when there is an unfinished job involving the employee, which is 

of important in nature. 

3.2.CASUAL LEAVE  

3.2.1. All employees are eligible for 12 days of casual leave per year @ 3 days per month 

during the Academic Year from 1
st
 January to 31

st
 December. 

3.2.2. During the probation period, staffs members are not allowed to take leave; eligible 

after completion of the probation period only. 

3.2.3. At a time, not more than 4 days including holidays shall be granted; carryover of 

lapsed CL is not permissible. 

3.2.4. Permission for short absence not exceeding two hours on any working day may be 

granted at the discretion of the designated authority. 

3.2.5. If the number of permission for short absence exceeds 2 in a month, it shall be 

considered as half day CL for 3 permission and one day CL for 5 permissions. 

3.3.VACATION LEAVE (VL) FOR TEACHING STAFF :- 

3.3.1 These rules govern the availing of vacation leave for each semester. The maximum 

duration and number of days shall be decided by the Principal / Designated Authority 

3.3.2 Vacation Leave (VL) is applicable to only the members of the Faculty (teaching staff) 

with minimum one year of service. 

3.3.3 The total number of VL days for members of faculty (teaching staff) is limited to 20 

(twenty) for a continuous service of 12 months in the institution. 



 

3.3.4 These 20 days can be availed for a maximum of 5 days in the winter/ odd semester 

vacation. The balance 15 days can be availed in the summer period in the even 

semester.  

3.3.5 However, vacation leave shall be availed as per the circulars issued then and there in 

this regard, including the slots in the period identified for winter or summer vacation, 

to ensure smooth functioning of the institution. 

3.3.6 A staff member becomes eligible for VL only after rendering a continuous service of 

one full academic year as on 31
st
 May. i.e from 1

st
 June  of a calendar year to  31

st
 

May of the following academic year. 

3.3.7 However, VL can be sanctioned after 6 (six) months of continuous service based on 

pro rata basis as given below. 

ODD Semester ï winter ï 3 Days 

Even Semester ï summer ï 8 Days 

After 3 to 6 months ï 3 Days 

3.3.8 In the above case, staff members are required to serve the institution for a further 

period of six months or one semester so that total service of one year can obtained.  

3.3.9 In such cases, a staff member, after availing VL as per para 3.3.7 does not complete 

the full term of 6 months or one semester, the leave availed will be treated as Leave 

on Loss of Pay (LOP) and proportionate salary will be deducted from any payment 

due to him / her or will be recovered from the said staff member. 

3.3.10 If any staff member is prevented from availing VL in the interest of the college by the 

orders of the Principal / Designated Authority, compensation at the rate of 1:2, i.e, one 

dayôs CL for every two days of eligible vacation leave shall be considered. Such 

consideration rests solely at the discretion of the Principal / Designated Authority. 

3.3.11 Any unused part of VL cannot be carried over to the next academic year. 



 

3.3.12 While calculating the number of days of vacation leave, all intervening declared 

holidays and Sundays will be excluded. 

3.4.EARNED LEAVE (EL) FOR NON -TEACHING STAFF :- 

3.4.1. A staff member becomes eligible for EL only after rendering a continuous service of 

one full academic year as on 31
st
 May. i.e, from 1

st
 June of a calendar year to 31

st
 May 

of the successive academic year. 

3.4.2. The number of days of EL for Non-Teaching Staff is restricted to 11 days per year 

which should be availed within the corresponding year. 

3.4.3. These 11 days can be availed for a maximum of 3 days in the winter/ odd semester 

vacation. The balance 8 days can be availed in the summer period in the even 

semester. 

3.4.4. However, EL can be sanctioned after 6 (six) months of continuous service, including 

the following vacation period, on pro rata basis as given below.  

Odd Semester ï winter ï 3 Days,  

Even Semester ï summer ï 8 Days,  

After 3 to 6 months ï 2 Days 

3.4.5. In case a staff member, after availing EL as per para 3.4.4, does not complete the full 

term of 6 months or one semester, the leave availed will be treated as Leave on Loss 

Of Pay (LOP) and proportionate salary will be deducted from any payment due to him 

/ her or will be recovered from any payment due to him / her or will be recovered 

from the said staff member. 

3.4.6. If any staff member is prevented from availing EL in the interest of the college by the 

orders of the Principal / Designated Authority, equivalent compensation shall be 

considered. Such consideration rests solely at the discretion of the Principal / 

Designated Authority 



 

3.4.7. While calculating the number of days of earned leave, all intervening declared 

holidays and Sundays will be excluded. 

3.5.LEAVE WITH LOSS OF PAY: - 

3.5.1. Any Leave availed in excess of the prescribed limit shall be deemed to be Leave on 

Loss of Pay (LOP). If the quantum of LOP is more than 15 days in an year, it will be 

considered as a Break-in-Service, unless acceptable supporting documents in evidence 

of justifying such excess leave is provided. The decision of the Principal / Designated 

Authority shall be final in such cases. 

3.5.2. If any member is absent from duty without prior or later permission, such period of 

absence will be considered as LOP. Such absence will also be considered as Break-in-

Service. 

3.5.3. Absence with or without permission and without making alternative arrangement for 

class or other important duty will also be treated as LOP. Such absence will also be 

considered as Break-in-Service. 

3.5.4. Two such breaks in service within a period of one year will make the staff member 

ineligible for increment in pay and also for availing VL in the semester in which the 

second break in service occurs. 

3.6.MATERNITY  LEAVE RULES FOR WOMEN STAFF  :- 

3.6.1. A women employee of the institution, who has completed at least one year of 

continuous and satisfactory service, after the completion of the probation period, is 

eligible for Maternity Leave (ML) as per Annexure-I subject to prior approval of the 

Principal / Designated Authority, on LOP only. 

3.6.2. The institution will recommend the application from the women employee who gone 

for maternity leaves towards the monitory benefit of ESI as per government norms. 



 

3.6.3. A maximum of 20 days can be availed as Maternity Leave in lieu of Vacation Leave 

(VL) available as credit to the employee. Any short fall in VL credit will be 

considered as Leave on Loss of Pay (LOP). 

3.6.4. Any additional leave beyond the above will be reckoned as leave on LOP. 

3.6.5. The decision of the Principal / Designated Authority will be final in sanctioning of 

ML on LOP. 

3.6.6. The vacancy can be filled against position of the maternity leave on the basis of 

smooth functioning of department and hence the assurance of retaining shall not be 

liable.    

3.7.MEDICAL LEAVE RULES :- 

3.7.1. The medical leave shall be provided for the staff those who submit minimum three 

days in-patient hospitalized summary / out-patient medical certificate with the 

approval of Principal. 

3.7.2. At the time of medical leave, holidays also will be counted. 

3.7.3. Medical leave will be sanctioned 3 days per year for those who have completed a 

minimum of two years. It shall be extended for five days those who have completed 

five years. 

3.7.4. More than the medical leave sanctioned, leave will be treated as loss of pay. 

3.7.5. During the medical leave period, substitute arrangement to be done through concerned 

higher authority. 

3.7.6. During the medical leave period, what - ever be the duties pending must be completed 

after joining by substitute or compensation. 

3.7.7. Medical leave will not be carry forward to the next year. 

3.7.8. The medical leave expenses shall be compensated through ESI policy as per 

Annexure-I. 



 

3.8.OUT STATION DUTY (OD): - 

3.8.1. OD will be granted when staff members are required to go out on duties as approved 

by the Principal / Designated Authority. When staff members go for examination 

work, OD will be granted. 

3.8.2. Number of days on OD for Exam duty is limited as per DOTE norms. 

3.8.3. In addition to the above, a faculty member is eligible for 10 days per year OD to 

participate in Conference, Seminars, Workshops, etc., including paper presentation.  

3.8.4. OD for Industrial Visit, Sports, NSS, etc., also will be sanctioned by the Principal / 

Designated Authority. OD format (application) must be submitted with full details, 

approved by the Principal before leaving the college. 

3.8.5. OD report shall be submitted immediately after joining with full details attested by the 

concerned authority or organization. 

3.8.6. The Principal / Designated Authority shall have the right to cancel the OD sanctioned 

earlier, for any emergency work in the college.  

CHAPTER 4: CONDUCT & DISCIPLINE :- 

4.1.CONDUCT:- 

4.1.1. Every employee shall, at all times, maintain absolute integrity and devotion to duty 

and do nothing which is unbecoming of an employee of an educational institution. 

4.1.2. Every employee shall abide by and comply with the rules and regulations of the 

college and all orders and directions of his / her superior authorities, under whose 

superintendence or control, he / she are placed. 

4.1.3. Every employee shall extend utmost courtesy and attention to all persons with whom 

he / she are to deal in with the course of his /her duties. 

4.1.4. Every employee shall endeavor to promote the interest of the college and shall not act 

in any manner prejudicial thereto. 



 

4.1.5. No employee shall be a member, or be otherwise associated with, any political party 

or any organization which takes part in politics, not shall he / she take part in, 

subscribe in aid of, or assist, in any other manner any political movement or activity. 

4.1.6. No employee shall engage directly or indirectly in any trade or business or undertake 

any other employment. For undertaking honorary work of a social and charitable 

nature or work of a literary, artistic or scientific character the employee shall obtain 

prior permission of the authority. 

4.1.7. An employee of the College shall strictly abide by any law relating to intoxicating 

drink or drug in force in any area in which he may happen to be for the time being and 

not to be under the influence of any intoxicating drink or drug during the course of his 

duty and shall also take due care that the performance of his duties at any time is not 

affected in any way by the influence of such drink or drug. 

 

4.1.8. Obligation to maintain secrecy: Every employee shall maintain the secrecy regarding 

the Collegeôs affairs and of its constituents and shall not divulge, directly or 

indirectly, any information of confidential nature either to member of the public or of 

the Collegeôs staff, unless compelled to do so by a superior officer in the discharge of 

his duties. 

4.1.9. An employee of the College shall not, without the prior permission of the 

Management, engage in any trade or business or adventure by himself or through any 

member of his family, undertake, accept, engage, solicit or seek any part other than 

the College, except with the prior permission of the Management. 

4.1.10. No employee of the College shall enter into any partnership, accept any fees, 

endowment or commission whatsoever from any part other than the College, except 

with the prior permission of the Management. 



 

4.1.11. Acceptance of gifts: An employee shall not solicit or accept any gift from a 

constituent of the College or from any subordinate employee, provided that such gifts, 

grants and donations shall be received by an employee in the official discharge of his 

duties for the College. 

4.2.DISCIPLINE :- 

4.2.1. The Management or any other competent authority may place an employee under 

suspension when disciplinary proceedings against him are contemplated or are 

pending or a case against him is under investigation, inquiry or trial.    

4.2.2. An order of suspension made or deemed to have been made under this bye-law shall 

continue to remain force until it is modified or revoked by the authority competent to 

do so. 

4.2.3. No chatting among staff members ï men and women unnecessarily, to create bad 

impression among the other people including students to be avoided. 

4.2.4. Unnecessary group forming and chatting in public places, canteen and bakery etc., not 

permitted. 

4.2.5. College property like computer, Land phone and other electronic items should not be 

used for personal purposes. 

4.2.6. Lights & Fans and air conditioner system should be switched off when not in use, to 

save power.  

4.2.7. Any other problem regarding public activity such as water overflowing from the water 

tank, damaged taps, disconnected wirings, damaged switch box, broken glass 

window, etc to be informed to the concerned people immediately to avoid waste. 

4.2.8. No smoking or using tobacco items by the staff during working hours, inside the 

compound is allowed.  



 

4.2.9. Gents staff should not mingle with girls students in groups or single, either in his 

cabin or, any private place, to maintain dignity of the staff. 

4.2.10. Non-teaching staffs including drivers also are bound to obey the rules & regulations 

of the college. 

CHAPTER 5: DRESS CODE FOR STAFF:- 

5.1.Dignified dress code to be maintained by all staff members. 

5.2.Neat dress with tuck in shirt along with black or brown belt & black or brown shoe is 

required in minimum manner. 

5.3.No casual dress like jeans pant, T-shirt casual slipper or designed shoes are allowed. 

5.4.No Dhothi is permitted during the working hours. 

5.5.Clean shave with gentle hair cut to be maintained- no beard of any kind is permitted. 

5.6.For lady staff ï wear Saree and suitable set of dress with dignity is required. 

5.7.Fashionable wears especially on tops to be avoided. 

5.8.However, dresses like Chudithar are not allowed for any lady staff, whether teaching or 

non- teaching in order to maintain dignity of staff. 

5.9.Overcoat to be worn by the teaching faculty (women) above their Saree is compulsory 

during the class hours. 

CHAPTER -6 GENERAL RULES FOR TRANSPORT DEPT 

6.1.Transport in charge will be the direct boss for all the drivers, cleaners & other assistants, 

even though chief of the dept will be the Principal. 

6.2.Transport in charge will proceed as per the advise, instructions, and directions from the 

Principal then and there. 

6.3.His assistance, drivers, cleaners & others will receive the instruction from the transport in 

charge as per the rules & regulations of the college. 

6.4.Drivers have to take charge of the route according to the transport in charge. 



 

6.5.They have to be on the spot a minimum of 30 minutes before the scheduled time.  

6.6.They have to see that their vehicle is in running condition by all means before the 

scheduled time.  

6.7.They have to take the vehicle carefully by sticking on to the rules & regulations of the 

RTO. 

6.8.They have to stop at the allotted stopping only, to board the staff & students. 

6.9.They have to reach the college 20 minutes before the bell rings.  

6.10. While driving they are not supposed to attend any calls from their cell phone except 

Transport in charge / Principal in the case of emergency. 

6.11. They are not supposed to make friendship with students, both boys & girls beyond the 

limit. 

6.12. They have to drive the vehicle with a minimum speed of 40KM per hour and not more 

60KM per hour at any time. 

6.13. Over speeding ï beyond 60km per hour will be treated as disobedience & and they 

will have to give explanation in case such situation arises. 

6.14. They have to be in uniform, during the morning & evening ï during the working 

hours issued by the Management. 

6.15. Regarding their leave, they must informthe Transport ïin charge, a minimum of 24 

hours in advance so as to make alternate arrangements. 

6.16. During the morning to be carried out or in order to maintain the vehicle in running 

condition. 

6.17. The playing of audio system in the vehicle should be within the limited volume. 

6.18. They have to be responsible for the maintenance of the system. 

6.19. They are responsible of playing music with dignified songs; vulgarity to be avoided. 

6.20. They should not allow any student to handle the system at any cost. 



 

6.21. During the running hours --- up / down they have to listen to the instruction of the Bus 

in charge. 

6.22. In the case of filling diesel, the drivers must inform through the bus in charge to the 

Transport in charge, at least 48 hours in advance. 

6.23. The indent will be prepared by the Transport in charge through accountant, approved 

by the Principal, one day in advance, so as to plan the filling of diesel, without any 

tension. 

6.24. At the time of filling the diesel, either the bus route may be inter-changed, or may be 

carried out while the bus is returning to the college; so that girlsô students and lady staffs 

are not put in to any kind of trouble or anxiety from their family members due to 

congested traffic or delay in the travel.  

6.25. The cleaning schedule of the bus should be strictly followed, according to the 

instructions given by the Principal to the Transport in charge; through the bus in charge. 

6.26. While cleaning, not only the external body, but also the interior to be cleaned properly 

including the side angles, on right side & left side also has to be taken care off. 

6.27. Rods, Spanners or likewise materials, waste papers, waste clothes etc., should not be 

kept on the luggage loft and see that the loft is clean & safe. 

6.28. Every bus should have one spare tyre with suitable air filled along with screw jack 

and lever for changing the damaged (punched) tyre during emergency while travel. 

6.29. During the night parking, the driver should make it sure that all the glass windows are 

tightly closed so that water will not enter and spoil the seats. 

6.30. In case of additional travel of buses such as Tour or any other official trips, the 

amount towards the cost of diesel, TA & DA for driver etc., are to be entrusted by the bus 

in charge, routed through the Transport in charge and finally approved by the Principal. 



 

6.31. The accounts & finance matter shall be properly maintained through vouchers & 

receipts processed by the transport in charge & finally approved by the Principal, to be 

settled with accounts department.  

CHAPTER 7-PROMOTIONAL POLICY :- 

7.1.All the staff members are required to submit their faculty appraisal form at the end of 

every academic year  

7.2.The prescribed format of faculty appraisal form for the teaching staff is enclosed in 

Annexure II. 

7.3.After conducting the faculty appraisal evaluation, The Principal shall submit the same 

with his observation to the secretary for approval. 

APPEALS AND REVIEW :- 

7.4.The staff members of the college are welcomed to submit their appeals or grievances if 

any, to the Principal for review & redress.  

 

PART ï II  

THE DUTIES AND RESPONSIBILITIES OF  

TEACHING FACULTY  

CHAPTER 8: GENERAL: - 

8.1.The Faculty Member should come to the college at least 10 minutes before the 

commencement of classes and should leave the college not earlier than 10 minutes after 

the end of the last hour. 

8.2.All the Faculty Members are expected to follow the rules and regulations of the 

Institutions as prevalent from time to time. 



 

8.3.The work load of all staff shall be fixed by the management. The work load of the 

teachers should not be less than 40 hours a week, of which teaching ïcontact hours should 

be at least as follows: 

a. Vice Principal - 5 hours / week 

b. Dean / HOD   - 10 hours / week 

c. Senior Lecturer - 18 to 20 hours / week 

d. Lecturer  - 20 to 22 hours / week  

8.4.The work plan of teachers shall ensure, in the most productive manner, the utilization of 

stipulated 40 working hours per week, with regard to the roles, jobs and targets assigned 

to them by the Department / Institution. 

8.5.Faculty Members are expected to update their knowledge by attending seminars 

/workshops/conference, after obtaining necessary permission from the Principal / 

Designated Authority. 

 

 

 

8.6.The Faculty Member must strive to prepare himself/herself academically to meet all the 

challenges and requirements in the methodology of teaching so that the input may be 

useful for the student community at large. Every Faculty Member is expected to extend 

his / her beneficial influence in building up the personality of students and he / she should 

associate himself / herself actively with such extra-curricular activities which he / she is 

interested in or assigned to him / her from time to time. 

8.7.Group in of any kind should be absolutely avoided. Faculty Members found indulging in 

such activities will be subject to discipline proceedings. 

CHAPTER 9: DEPARTMENT :- 



 

9.1.The Faculty Member should always first talk to the HOD and keep the HOD in 

confidence about the memberôs professional and personal activities. 

9.2.The teaching load will be allotted by the HOD after taking into account of the Faculty 

Memberôs interests, approved by Principal. 

9.3.In addition to the teaching, the Faculty Member should take additional responsibilities as 

assigned by HOD / Principal in academic, co-curricular or extracurricular activities.   

9.4.Every Faculty Member should maintain studentôs attendance records and the absentees 

roll number should be noted everyday in the Master attendance Register maintained in the 

Department as soon as the classes/laboratory hours are over. 

9.5.Whenever a Faculty Member intends to take leave, the Faculty Member should get the 

leave sanctioned in advance and with proper alternate arrangements made for class / lab / 

invigilation. In case of emergency, the HOD or the next senior faculty must be informed 

with appropriate alternate arrangements suggested. 

9.6.The Faculty Member should make himself / herself presentable. The Faculty Member 

should show no partiality to any segment / individual students. 

9.7.The Faculty (class teacher) must update the studentôs personal file regularly and put up 

for inspection by HOD / Principal as the case may be. 

CHAPTER 10: TEACHING: - 

10.1.Once the subject is allotted, the Faculty Member should prepare the lecturer hour with 

lesson plan. 

10.2.The Faculty Member should get the lesson plan and course file approved by HOD and 

Principal. 

10.3.The content of course file as per National Board of Accreditation (NBA) is given in 

Annexure-III.  



 

10.4.The Faculty Member should refer to more books than textbooks and prepare his / her 

detailed lecture notes. These lecture notes are his / her aids. The Faculty Member should 

not dictate the notes in the class. 

10.5.The Faculty Member should go to the class at least 5 minutes before and enter the class 

without delay when the bell rings. 

10.6. The Faculty Member should engage the full 1 hour and should not leave the class early. 

10.7.The Faculty Member ideally should recapture for first 10 minutes the lessons of the last 

lecture, then explain the lecture well up to 40 minutes and in the last 10 minutes, 

conclude. 

10.8.The Faculty Member should cultivate to include humor in the lecture to break the 

monotony. Practical examples audio / video are to be presented. 

10.9.The Faculty Member should practice / rehearse the lecture well before going to the class. 

10.10. The Faculty Member should make use of ICT tools such as LCD projectors, Google 

Meet etc., as teaching aids. 

10.11. The Faculty Member should encourage students, asking doubts / questions, to make 

the class room inter active. 

10.12. The Faculty Member should get the feedback from students and act/ adjust the 

teaching appropriately. 

10.13. The Faculty Member should take care of academically backwards students and pay 

special attention to them. 

10.14. In problem oriented subject, regular tutorials have to be conducted. The Tutorial 

problems have to be handed over to the students at least one week in advance of actual 

class. 

10.15. The Faculty Member should sign in the class log book every day after he/she finishes 

the lecture. 



 

10.16. The Faculty Member should interact with the class teacher or tutor and inform 

him/her about the habitual absentees, academically backward students, objectionable 

behavior etc. 

10.17. The Faculty Member should always aim for 100% pass results in his / her subjects 

and work accordingly; to achieve the maximum possible.  

10.18. The Faculty Member should regularly visit library and read the latest journals / 

magazines in his /her specialty and keep oneself abreast of latest advancements. 

10.19. The Faculty Member should make himself/herself available for doubt clearance. 

10.20. The Faculty Member should motivate the students and bring out the creativity / 

originality in the students. 

CHAPTER 11: LABORATOR Y:- 

11.1.The Faculty Member going for laboratory class must perform the experiments 

personally and be satisfied with the results before asking the students to conduct the 

experiments. 

11.2.Whenever possible, additional experiments to clarify or enlighten the students must be 

given. 

11.3.The lab observations/records must be corrected then and there or at least by next class. 

CHAPTER 12: TEST / EXAM :- 

12.1.While setting question paper, the Faculty Member should follow the instructions of 

NBA format and also prepare the answer key with scheme of evaluation. 

12.2.During invigilation the Faculty Member should be continuously moving around. He/She 

should not sit in a place for a prolonged time. He/she should watch closely so that 

nobody does any malpractice in the exam/test. 



 

12.3.Whenever any malpractice is noticed, the Faculty Member should get a written 

statement from the student and inform the Chief Superintendent. (Faculty and HOD 

concerned in the case of Continuous Internal Assessment Test / Model Examination. 

12.4.The test papers must be corrected within two days from the date of examination and 

marks sheet should be prepared according to the attainment scheme of NBA procedures. 

12.5.The mark sheets should be submitted to the Principal after signed by HOD and the same 

forwarded to exam cell.  

12.6.The faculty members should be very fair and neutral in awarding of internal marks to 

students or in selecting the outstanding students of the departments/college and on 

similar occasions, it should be done strictly as per norms. It should not have any bearing 

with region, language, religion, caste, status of parents, personal relations, etc. 

CHAPTER 13: STUDENT ïFACULTY RAPPORT :- 

13.1.The Faculty Member should have a good control of students. 

13.2.As soon as the Faculty Member enters the class, He / She should take attendance. If 

anybody enters late, the student may be permitted to attend the class but marked absent. 

In case of repeaters or habitual latecomers the teacher should try to correct the student 

through personal counseling and if it does not bring any change the student must be 

directed to meet the class teacher /HOD/Principal. 

13.3.The fake attendance marking should not be entertained. 

13.4.The Faculty Member should act with tact and deal with insubordination by students 

maturely. 

13.5.The Faculty Member should be strict but not harsh. Never use harsh words, which would 

hurt the feeling of the students. 

13.6.In addition to the above situation, if counseling is required for the student is to be 

arranged by the college counseling faculty or qualified counselor, invited for the same. 



 

13.7.Further to any requirement, regarding medical treatment the parent should be called for 

and the student to be sent for the treatment. 

CHAPTER 14: TUTOR ïWARDSYSTEM  

14.1.The effective student mentoring system is implemented through Tutor ï Ward system in 

the college.  

14.2.Students of each department are brought under this system from the date of joining the 

college. 

14.3.To monitor their progress, faculty members are designated as Tutor and they need to 

maintain a Students Personal File. 

14.4.Every 20 Students are grouped to form a batch and one faculty is deputed as a Tutor for 

each batch.  

14.5.Each tutor will mentor their students towards academic, co-curricular, extracurricular 

achievements and the details are recorded in the Students Personal File. 

14.6.The responsibility of the tutor is to assess continuously the academic and non-academic 

performance of his/her ward and also counsel the students /parents towards the fee 

remittance. 

14.7.Contact hour is scheduled to each tutor within college hours to counsel the students. 

14.8. Any discrepancies in disciplinary, health, sense of insecurity, and lack of attendance ofa 

student can be counseled by the tutors under the purview of the respective HOD. 

14.9.If required, external counseling can also be arranged by the tutor prior consent from 

Principal through HOD. 

14.10. In some other scenario / peculiar situation, tutor and HOD give inputs for necessity of 

external counsel on students and directed the parents to arrange outside counseling. 

14.11. The tutor-ward meeting is conducted twice in a semester as well as tutors meeting are 

conducted once in a semester. 



 

CHAPTER-15: RULES OF TRAVEL ALLOWANCE: - 

15.1. All members of the staff are eligible for travel allowance, when deputed on official duty 

as per the order of the Principal / Designated authority. 

15.2.Reimbursement of allowances shall be paid for the actual cost of ticketfor the journey 

and accommodation charges, if any.   

15.3.Higher class of travel or accommodation is permissibly only on special sanction. 

15.4.Travel shall always be made only on the shortest route. 

15.5.If cancellation is made only on the shortest route. 

15.6.Travel claim / settlement shall be made within 5 days after completion of travel. 

15.7.If the cancellation is made by the staff, the advance drawn if any should be immediately 

refunded within one day. 

15.8.Expenditure towards local travel, telephones, porter charges etc. if any, shall be 

reimbursed at actual on producing of the bills / vouchers (if bills are not available ). 

15.9.Any other expenditure involved shall be reimbursed subject to eligibility and approval 

by the Principal / Management.  

CHAPTER ï 16: PHYSICAL DIRECTOR ï ROLES & RES PONSIBILITIES: - 

16.1.Daily rounds in the morning time, Interval and Lunch time ï College and Canteen. 

16.2.Morning Late comers identifying and to report to the Principal. 

16.3.House wise name list to be prepared for all students ( I, II & III Year) during June 

16.4.House wise Sports to be conducted twice in year (Dec to Jan, June to July) Intra and 

Inter Polytechnic Athletic Association (IPAA) as per schedule for 1
st
, 2

nd
 and 3

rd 
Places. 

16.5.Need to plan Sports Day for every year with the prior knowledge of Principal. 

16.6.Sports circular to be prepared and got signature from Principal 

16.7.If need yearly once sports materials requirement to be submitted to principal (both for 

college and Hostel). 



 

16.8.Gym room key has to be kept with Arts and Polytechnic PD 

16.9.Sports ground is shared commonly by all Sankara Institutions. 

16.10. During Holidays, the college ground will be utilized for outsiders to do sports 

activities on rental basis coordinated by college Accountant.  

16.11. No man handling or abusive words  against students 

16.12. If any Outside College or other college activities get approval 1 week before from 

Principal 

16.13. Separate Mail-id for PD shall be accessed. 

16.14. OD information about students shall be given to Office concerned with HOD well in 

advance. 

16.15. Actual Number of OD availed during Match time shall be intimated to Office with 

HODôs knowledge.  

16.16. PD hour time table collected from all HODôs.  At the PD hour one department staff 

must accompany. 

16.17. Competition practice if needed, one or two days before with information to HOD and 

Principal approval 

16.18. Each events photo shall  be sent to MIS 

16.19. At the event time house wise score to be updated to SSM and read in PA system 

16.20. Honors board to be updated with approved documents 

16.21. Canteen near ground while used by our students prior information to be given to the 

Principal 

16.22. Need to identify Sports talents among students 

16.23. In addition to regular working hours, PD should stay from evening 4.30 to 6.30 to be 

engaged with ground practice. 

16.24. Take any divisional level event or IPAA get prior permission from Principal 



 

16.25. Leave  to be intimated to the Principal with alternate arrangement 

16.26. After all Sports events are over, Prize list to be given to prize distribution committee. 

16.27. PD needs to ensure once the students leave the campus after practice cannot enter 

back inside the campus in the name of practice.  

16.28. The PD should be inside the campus until the last sport student leaves the campus no 

matter what time. 

16.29. Proper attendance for the ground post college working hours to be maintained by PD 

and monitored by the Principal.  

16.30. Log book need to maintain by PD for sports hour. 

CHAPTER ï 17: DEPUTY WARDEN ROLES & RESPONSIBILITIES  

17.1. Room allocation to the students and to issue furniture/electrical items to each student 

for place/installation in the room 

17.2. Discuss all the applications received from students on hostel matters with Principal 

17.3. To ensure proper maintenance of the hostel rooms, common room, toilets, mess and 

premises i.e. coordination with Electrical Maintenance section, building section and 

sanitary department 

17.4. Maintain the proper record and recovery of hostel dues 

17.5. To ensure proper water supply and drinking water arrangement in the hostel 

17.6. Maintain the Hostel stock register & all relevant records 

17.7. Report the names of the students who are violating the mess rules and defaulters in 

clearing the mess dues to the Principal 

17.8. To maintain the leave record of the students with a register 

17.9. To keep a watch on the In and Out register 

17.10. Supervise the work of hostel support staff and security guards 

17.11. To take a daily roll call and to maintain attendance registers 



 

17.12. Regular visit to students rooms to solve the day to day problems of the students 

17.13. To advise and guide in the smooth running of the mess i.e. display the week menu and 

the quality of the food 

17.14. Take necessary steps on the complaints noted in the suggestion box consultation with 

Principal. 

17.15. To arrange for medical help (doctor/ambulance) to the students in case of any medical 

emergency 

17.16. Daily report to the Principal about the maintenance of the civil and electrical works, 

discipline of the students, guest/visitor record and any other noticeable information.   

17.17. Conduct fortnight meeting with hostel student committee and discuss meeting minutes 

with Principal 

17.18. Plan for students welfare activities 

17.19. At the time of admission of a student into the hostel and at the beginning of every 

year, each resident is required to submit a duly completed Personal Data Form.   

17.20. Local Guardianôs addressed and phones number is optional.  Email of the student and 

parent should also be provided.  Any change of address / telephone number of the parent 

/ local guardian, at any point of time, has to be intimated to the hostel office in writing. 

17.21. Rooms once allotted to a student for an academic year will not be changed, except on 

special situations with the permission of Warden 

17.22. If any student wants to vacate the hostel, it should be prior approved by principal, 

need to clear his hostel dues and can vacate the hostel with the knowledge of warden.   

17.23. If the Hostel administration finds that any hostel resident is not eligible for hostel 

accommodation and is residing in the hostel without due permission from the Warden, 

disciplinary action will be taken against such illegal occupants. 



 

17.24. Before vacating the rooms, all the installations should be handed over intact, in 

addition to the furniture to the warden.  The student should fill up the room vacating slip 

in duplicate and take no dues slip from Warden. 

17.25. The hostel rules for students are given in Annexure-IV and the same shall be 

displayed in the hostel premises. 

 

 

 

 

 

 

 

 

 

 

 

 

 

CHAPTER 16: UNDERTAKING BY THE STAFF :- 

Every member of the faculty should carefully read and understand the above ñDuties 

and Responsibilitiesò and undertake to abide by them. As a mark of such commitment, the 

member at the time of joining the service should sign and undertaking as below: 

I Mr/Ms_____________________________________,  

Belong to the department of _______________________________.  

I have read and understood all the HR policies of Sankara Polytechnic College 



 

above and agree to abide by them without any lapse. I also understand that in case of non-

compliance with the above I will be relived from the employer of Sankara Polytechnic 

College. 

 

Signature:  

    

Name & Designation: 

Date: 
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D. Extent of awareness among the employees/students (01) 

Information related to the governing bodies, HR policies and various processes are 

disseminated through printed material, college website and various meetings and through 

individual mail. 

9.1.3 Decentralization in working and grievance Redressal   mechanism(05) 

The institution is effectively following the mechanism of Decentralization and participate 

management through delegating authority and responsibility at each level. This provides 

academic and operational autonomy to all functionaries towards decentralized governance.  

Heads of Departments (HOD): HODs have the responsibility of heading their own 

departments. They will plan all academic activities concerned with Planning and execution of 

departmental activities, Budget preparation, Monitoring staff &students, conduct of periodic 

departmental meetings, planning of resources etc are carried out by the heads of various 

departments.  

Faculty Level: Faculty members are given representation in various committees and allowed 

to conduct various programs to showcase their abilities. They are encouraged to develop 

leadership skill by being in charge of various academic, co-curricular, extracurricular 

activities and appointed as coordinator and convener for organizing seminar/ 

conference/workshop/FDPôs. They are given authority to conduct industrial tours and to have 

tied up with industry experts for effective implementation and improvement of the institute 

various committees are formed.  

Operational Autonomy for various individual Units 

The institution has several units like Sports, Library, NSS, and Alumni are having operational 

autonomy under the guidance of Principal. The faculty concerned is responsible and heading 

the individual units for planning, functioning and executing of their programmes concerned.  

Annual meetings and planning of resources, budget preparation, execution of planned 



 

activities and reporting are the functional process of individual units. 

List the names of the faculty members who have been delegated powers for taking 

administrative decisions (02) 

A. Administrators/ Decision makers 

S. No. Name of the Faculty member Academic Designation 

1 PROF.S.GANESH PRINCIPAL 

2 MR.A.BALASUBRAMANIAN  VICE PRINCIPAL 

3 MR.A.RAMKUMAR  HOD/SDP 

4 MS.ANURADHA HOD/ECE 

5 MS.L.JEYACHITRA HOD / MECH 

6 MS.K.JEYAMATHI  HOD /CSE 

7 MS.KALAIVANI.  HOD/PHYSICS 

8 MS.VIJAYALAKSHMI  HOD/MATHS 

9 MS.N.VIJAYALAKSHMI  HOD/CIVIL  

 

The tabulated members of the faculty have been assigned with administrative responsibilities. 

Various committees and cells are composed and governed by representatives from 

stakeholders HOD, faculty, students and management. The Institution believes in promoting a 

culture of decentralized governance. 

¶ Empowering HODs to distribute work load among faculty, to identify the content beyond 

syllabus and to organize various empowerment programs with the help of students, 

teaching and non-teaching faculty of the department 

¶ Allocation of budget on the basis of the proposals received from the department 

 

 

 

 

 

 



 

B. Specify the mechanism and composition of grievance Redressal cell including Anti 

Ragging Committee & Sexual Harassment Committee (03) 

ü Establishment of Grievance Redressal Committee 

S.N
o 

Name of the HOD/Staff  Designatio
n 

Contac
t 

Numb
er  

Mail -Id  

1 Prof. GANESH 

S                PRINCIPAL 

CHAIRMA

N 

0422 ï 

431353

7 

principaltech@sankara.

ac.in 

2 Mr. BALASUBRAMANIAN 

A  VICE PRINCIPAL 

CO-

ORDINAT

OR 

0422 - 

431356

6 

vptech@sankara.ac.in 

3 Ms. 

VIJAYALAKSHMI   N        HOD / 

CIVIL  

MEMBER 0422 - 

431357

2 

civilhodtech@sankara.a

c.in 

 

4 Ms.  JAYALAKSHMI   S            SR

.LECT/ MECH 

MEMBER 0422 ï 

431356

1 

yajalakshmi.s@sankara.

ac.in 

 

5 Ms. JAYAMATHI 

K                      HOD /CSE 

MEMBER 0422 - 

431356

7 

csehodtech@sankara.ac

.in 

 

6 Ms. KALAIVANI   M             HOD 

/ PHY 

 

MEMBER 0422 - 

431357

5 

kalaivani.m@sankara.a

c.in 

 

7 Ms. ANURADHA 

M                      HOD / ECE 

MEMBER 0422 - 

431357

6 

ecehodtech@sankara.ac

.in 

 

8 Mr. VENKATARAMANAN R OM 

/ OFFICE 

MEMBER 0422 - 

431353

4 

omtech@sankara.ac.in 

 

 

 

Composition &Mechanism of Grievance Redressal Committee  
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¶ Grievance Redressal committee is formed heading by Principal with selected head of the 

Departments and staff members.  

¶ All grievances and suggestions found in the suggestion box / studentsô service meeting/ 

class committee meeting/ and from exclusive link provided in our college website. 

¶ Website link https://sankara.ac.in/polytechnic/grievance/student-grievance-redressal-cell/ 

 

¶ Reports reviewed by the Grievance Redressal Cell and suitable measures are taken.  

¶ Guidelines of the AICTE / DOTE are followed  

¶ Regular meetings are conducted and grievances raised are addressed. 

¶ The faculty can share their grievances directly to the Hod and Principal and the same is 

addressed by Principal. 

 

ü Establishment of Anti  Ragging Committee 

   

S.N

o 

Name of the 

HOD/Staff 

Designation Contact 

Number 

Mail -Id  

1 Prof. GANESH .S 

PRINCIPAL 

CHAIRMAN  0422 ï 4313537 principaltech@sankara.ac.in 

2 Mr. 

BALASUBRAMANIA

N A VICE PRINCIPAL 

CO-

ORDINATOR 
0422 - 4313566 vptech@sankara.ac.in 

3 Mr. RAMKUMAR A  

HOD/SDP 

MEMBER(SQU

AD) 
0422 - 4313553 sdphodtech@sankara.ac.in 

4 Ms. ANURADHA M 

HOD/ ECE 

MEMBER(SQU

AD) 
0422 - 4313576 ecehodtech@sankara.ac.in 

https://sankara.ac.in/polytechnic/grievance/student-grievance-redressal-cell/


 

5 Ms. JEYACHITRA .L 

HOD / MECH 

MEMBER 0422 - 4313561 mechhodtech@sankara.ac.in 

6 Mr. SAKTHIVEL .S 

HOD /AUTO 

MEMBER 0422 - 4313563 autohodtech@sankara.ac.in 

7 Ms. VIJAYALAKSHMI 

.N 

HOD / CIVIL 

MEMBER 0422 - 4313572 civilhodtech@sankara.ac.in 

8 Ms. JAYAMATHI K  

HOD /CSE 

MEMBER 0422 - 4313567 csehodtech@sankara.ac.in 

9 Mr. 

MUTHUMANICKARA

JAN J 

HOD IC/EEE 

MEMBER 0422 - 4313570 eeehodtech@sanakara.ac.in 

10 SUB-INSPECTOR OF 

POLICE 

SARAVANAMPATTI  

MEMBER 0422 - 2666445 skchellamani1983@gmail.com 

11 Selvi.  SASIKALA K  

II YEAR ECE 

MEMBER 8220771229 sasikala2062005@sankara.ac.i

n 

12 Selvan.  MOORTHY X 

II YEAR CSE 

MEMBER 8825777394 moorthy3102005@sankara.ac.

in 

13 Selvan. 

VISHWAJITHRAGHA

V S II/MECH 

MEMBER 8248015709 vishwajithraghav13012007@s

ankara.ac.in 

 

 

Composition &Mechanism of Anti-ragging Committee  
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The Anti-ragging Committee is headed by the Principal. Institution collects e-affidavit 

undertaking forms from all the students and parents/guardians after admission within the one 

month time of duration. The contact numbers of the committee members are available in the 

Display Board and Institution website.  

Anti-ragging display boards are placed in important locations at Institution and hostel. 

Anti ïragging squad is formed and visits are held at cafeteria, rest rooms, hostel and parking 

stand. CCTV cameras are installed at vantage points and monitored. Awareness among 

students is orated by HODs, staff members and also through public address system.  

Website link: https://sankara.ac.in/polytechnic/grievance/anti-ragging-committee/ 

 

ü Establishment of Internal Complaint Committee (Vishaka) 

S.No

. 
Name and Designation 

Position 

held 
Mail ID  

Contact 

No 

1 
K. JAYAMATHI  

HOD/CSE 
CHAIRMAN csehodtech@sankara.ac.in 

0422-

4313567 

2 

L.JEYACHITRA 

HOD/MECH 

COORDINA

TOR mechhodtech@sankara.ac.in 
0422-

4313561 

3 

A. 

BALASUBRAMANIAN  

VICE-PRINCIPAL 

MEMBER vptech@sankara.ac.in 

0422-

4313566 

4 
M.KALAIVANI   HOD / 

PHY 

MEMBER physichodtech@sankara.ac.i

n 

0422-

4313575 

5 
S.SAKTHIVEL. HOD / 

AUTO 

MEMBER 
autohodtech@sankara.ac.in 

0422-

4313563 

6 
R.VIJAYALAKSHMI .  

HOD/MATHS 

MEMBER 
mathshodtech@sankara.ac.in 

0422-

4313573 

7 
M.KALA VANI.  

ACCOUNTANT 

MEMBER accountanttech@sankara.ac.i

n 

0422-

4313552 

8 G.SUDHA. LIBRARIAN  
MEMBER 

librarytech@@sankara.ac.in 
0422-

4313554 

9 
DR.SANGEETHA.P 

SR.LEC/CSE 

MEMBER 
sangeetha.p@sankara.ac.in 

0422-

4313567 

10 

MR. R. 

KRISHNAVENI   NGO - 

KOVAI KULANGAL 

PATHUKAPPU 

MEMBER rkrishnaveni263@gmail.com 8903684
851 

https://sankara.ac.in/polytechnic/grievance/anti-ragging-committee/
mailto:vptech@sankara.ac.in


 

AMAIPPU 

11 

SANTHOSH II YR / 

MECH 

REG NO.:23223860 

MEMBER 
santhosh23223860@sankara.

ac.in 

0422-

4313561 

12 
GEETHA SIIYR/CSE 

REG NO.:23502597 
MEMBER 

geethas23502597@sankara.a

c.in 

0422-

4313567 

13 
SABARNA.S IIYR/ ECE 

REG NO.:23402248 
MEMBER 

sabarna23402248@ 

sankara.ac.in 

0422-

4313576 

 

 

Composition &Mechanism of Internal Complaint Committee (Vishaka) 

Internal Complaint Committee (Vishaka) functions in the Institution with senior 

women faculty members as presiding member and mentors. It spreads awareness and follows 

the guidelines prescribed by AICTE/DOTE. Any student, staff member who are victim of the 

harassment can approach the committee any time and immediate and strict corrective 

measures are undertaken. It conducts awareness program repeatedly to encourage complaints 

against any suppression. 

Website link: https://sankara.ac.in/polytechnic/grievance/visaga-for-icc/ 

ü Establishment of Committee for Anti Drug Abuse 

S.N

o 

Name of the Committee 

Members 

Compositi

on 

Contact 

Number 
Mail Id  

1 
Prof.S.GANESH 

PRINCIPAL 

CHAIRM

AN 

0422 

4313537 
principaltech@sankara.ac.in 

2 

Mr.A.BALASUBRAMAN

IAN 

VICE- PRINCIPAL 

CONVEN

ER 

0422 

4313566 
vptech@sankara.ac.in 

3 

Mr. 

N.S.SAKTHIPRAKASH 

SR.LECTURER/ECE 

COORDIN

ATOR 

0422 

4313576 
fdmtech@sankara.ac.in 

4 

Mr. J. 

MUTHUMANICKARAJ

AN 

HOD i/c / EEE 

CO 

COORDIN

ATOR 

0422 

4313570 
eeehodtech@sankara.ac.in 

5 
Mr. K. CHELLAMANI  

 SUB-INSPECTOR OF 

MEMBER 
9498189296 skchellamani1983@gmail.co

m 

https://sankara.ac.in/polytechnic/grievance/visaga-for-icc/


 

S.N

o 

Name of the Committee 

Members 

Compositi

on 

Contact 

Number 
Mail Id  

POLICE         E3-

SARAVANAMPATTI  

6 
Ms. K.JAYAMATHI  

HOD / CSE 
MEMBER  

0422 

4313567 
csehodtech@sankara.ac.in 

7 
Ms. KALAIVANI .M 

HOD / PHY 

MEMBER 0422 - 

4313575 

physicshodtech@sankara.ac.

in 

8 
Ms.S. JAYALAKSHMI 

SL / MECH 
MEMBER  

0422 

4313561 
ssmtech@sankara.ac.in  

9 
Mr. H. SIVAKUMAR 

LECT / AUTO 
MEMBER  

0422 

4313563 
nsstech@sankara.ac.in  

10 
Mr. N. DINESH 

Physical Director 
MEMBER  7812810143 pdtech@sankara.ac.in 

11 

Selvan. M. 

JAYAKUMAR  

III - MECH 

STUDENT

S 

MEMBER  

8300514323 
jayakumar28012003@sanka

ra.ac.in 

12 
Selvan P. SANJAY 

III - CSE 

STUDENT

S 

MEMBER 

9745382704 sanjai20504@gmail.com 

13 
Selvi K.KAVYA  

III - ECE 

STUDENT

S 

MEMBER 

9746758220 
kavya15092005@sankara.ac

.in 

 

Composition &Mechanism of Anti Drug Abuse 

Anti Drug Abuse committee has been constituted in the institution and it is headed by 

Principal. The committee also comprises senior faculty members, senior Police officer as 

presiding members. It spreads awareness among students and following the guidelines 

prescribed by the Government of Tamil Nadu and AICTE.  

The functions of the committee as follows: 

Å To spread awareness to ensure drug free campus. 

  

Å To plan and engage the students in  awareness program activities  

 

Å Motivate students to become volunteers of anti drug activities in their life. 

 

ü Establishment of Committee for SC/ST 
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S.N

O 
Name and Designation 

Position 

held 
Contact No Mail ID   

1 MS.N.VIJAYALAKSHMI,  
HOD/CIVIL  

CHAIRMAN  0422-4313572 civilhodtech@sankara.ac.i

n 

2 MR.A.BALASUBRAMANI

AN 
VICE PRINCIPAL 
 

MEMBER  0422-4313566 vptech@sankara.ac.in 

3 MS.JAYALAKSHMI,  
SR.LECTURER / MECH 
 

MEMBER 0422-4313561 jayalakshmi.s@sankara.ac.

in 

4 MS.A.SASIKALA, 
SR.LECTURER/ECE 
 

MEMBER 0422-4313576 sasikala.a@sankara.ac.in 

5 MR.R.VENKATARAMANA

N, 
OFFICE MANAGER 

MEMBER 0422-4313534 omtech@sankara.ac.in 

6 MR.A.SAGADEVAN, 
INSTRUCTOR 
 

MEMBER 0422-4313564 sagadevan.a@sankara.ac.i

n 

7 N.SUJAN, II YEAR CIVIL 

DEPT. 
STUDENT 7708354517 sujan15052007@sankara.a

c.in 
 

8 X.MOORTHY, II YEAR 

CSE 
STUDENT 8825777394 moorthy3102005@sankar

a.ac.in 
 

9 V.MAHENDRAVARMA , II 

YEAR EEE 
STUDENT 6374552821 mahendravarman1010@sa

nkara.ac.in 
 

10 A.DEEPAK KARNA , III 

YEAR MECH. DEPT. 
STUDENT 8220735267 deepakkarna16072005@sa

nkara.ac.in 
 

11 R.SANJAY , III YEAR ECE STUDENT 7358950290 sanjay17082003@sankara.

ac.in 
 

     

 
Composition &Mechanism of Committee for SC/ST 

Committee for SC/ST functions in the Institution headed by Principal and senior faculty 

members as presiding members. It spreads awareness among SC/ST students and follows the 

guidelines prescribed by Government of Tamilnadu and AICTE 

Any student who is victim of the persecution can approach the committee any time and 

immediate and strict corrective measures are undertaken. The committee guides the 

belonging students to obtain their essential certificates in receipt of scholarship benefits from 

state and central Government and also take necessary steps to apply in the National 
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scholarship portal. It ensures the communal equality among the students and conducts 

awareness through meetings. 

Website Link: https://sankara.ac.in/polytechnic/grievance/committee-for-sc-st/ 

 

ü Establishment of Internal Quality Assurance Cell (IQAC)  

S.N

o 

Name of the HOD/Staff Designation Contact 

Number 

Mail-Id 

1 PROF. GANESH 

S              PRINCIPAL 

CHAIRMAN 0422 ï 

4313537 

principaltech@sankara.ac.i

n 

2 MR. 

BALASUBRAMANIA

N A VICE PRINCIPAL 

COORDINAT

OR 

0422 - 

4313566 

vptech@sankara.ac.in 

3 MS. ANURADHA 

M      HOD/ECE 

CO-

COORDINAT

OR 

0422 - 

4313576 

ecehodtech@sankara.ac.in 

4 MR. RAMKUMAR 

A            HOD/ SDP 

MEMBER 0422 - 

4313553 

sdphodtech@sankara.ac.in 

 

5 MS.  VIJAYALAKSH

MI N      HOD /CIVIL   

MEMBER 0422 - 

4313572 

civilhodtech@sankara.ac.in 

7 MR. SAKTHIVEL 

.S  HOD 

/AUTO                   

MEMBER 0422 - 

4313563 

autohodtech@sankara.ac.in 

8 MR. 

MUTHUMANICKARA

JAN J HOD-IC /EEE 

MEMBER 0422 - 

4313570 

eeehodtech@sankara.ac.in 

9 MR. 

VENKATRAMAN 

R        OFFICE 

MANAGER 

MEMBER 0422 - 

4313534 

omtech@sanakara.ac.in 

10 MR. PRATHAP 

NANDAGOPALAN    

KOVAI KULANGAL 

PATHUKAPPU 

AMAIPPU 

MEMBER 9566538905 prathi070@gmail.com 

11 SELVAN. VENU 

GOPAL S  II YEAR 

ECE 

MEMBER 8838239419 

 

venugopal12102006@sank

ara.ac.in 
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Composition &Mechanism of Internal Quality Assurance Cell (IQAC) 

The IQAC constituted under the chairmanship of Principal and all heads of departments 

will be acted as members. Apart from this, alumni member, student member and a member 

from local society might be added in the list. It helps the colleges in planning and monitoring. 

IQAC also gives stakeholders or beneficiaries a cross-sectional participation in the 

institution's quality enhancement activities.  

It is necessary for the members of the IQAC to shoulder the responsibilities of generating 

and promoting awareness in the institution. The mechanism of IQAC is given below. 

¶ Ensuring efficient and progressive performance of academic and administrative tasks 

¶ The relevance and quality of academic programmes 

¶ Equitable access to and affordability of academic programmes for society 

¶ Optimization and integration of modern methods of teaching and learning 

¶ The credibility of evaluation procedures. 

¶ Ensuring the adequacy, maintenance and functioning of the support structure 

 

 

The committee and its website link are attached in the table as given below. 

S. 

No 
Particulars Web/ Server Link 

1 Grievance Redressal Committee 
https://sankara.ac.in/polytechnic/grievance

/student-grievance-redressal-cell/ 

2 Anti Ragging Committee 
https://sankara.ac.in/polytechnic/grievance/

anti-ragging-committee/ 

3 Internal Complaint Committee (Vishaka) 
https://sankara.ac.in/polytechnic/grievance

/visaga-for-icc/ 

https://sankara.ac.in/polytechnic/grievance/student-grievance-redressal-cell/
https://sankara.ac.in/polytechnic/grievance/student-grievance-redressal-cell/
https://sankara.ac.in/polytechnic/grievance/anti-ragging-committee/
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https://sankara.ac.in/polytechnic/grievance/visaga-for-icc/
https://sankara.ac.in/polytechnic/grievance/visaga-for-icc/


 

4 Committee for SC/ST 
https://sankara.ac.in/polytechnic/grievance/

committee-for-sc-st/ 

5 Internal Quality Assurance Cell (IQAC) 
https://sankara.ac.in/polytechnic/grievance/i

qac-committee/ 

 

 

 

9.1.4. Delegation of financial powers (05) 

Demonstrate the utilization of financial powers for each of the assessment years (05) 

ü Financial power is delegated explicitly to the Principal. 

ü The Principal possess full financial power and the same is countersigned by the 

management. 

ü The Principal is given authority to assess the financial requisitions raised by the HODs. 

ü Also in case of immediate needs, approval can be obtained from the management 

instantly based on the Principal demand as the ease approach of management.   

9.1.5. Transparency and availability of correct  information in public domain (05) 

A. Information on the policies, rules, processes is to be made available on website (2) 

The information on the policies, rules, processes is available on College web site. 

B. Dissemination of the information about student, faculty and staff (3) 

× Notice Boards are available in all departments through which information about student, 

faculty and staff is disseminated and the same has been published in the college website. 

×  Consolidated students performance is displayed in the department notice boards.  

× The report on the test performance and the report on the lack of attendance (if it is less than 

80%) of every student are informed to their parents through registered post with 

acknowledgment. 

×  Separate Whats app groups are formed for both parents and students by the respective 

https://sankara.ac.in/polytechnic/grievance/committee-for-sc-st/
https://sankara.ac.in/polytechnic/grievance/committee-for-sc-st/
https://sankara.ac.in/polytechnic/grievance/iqac-committee/
https://sankara.ac.in/polytechnic/grievance/iqac-committee/


 

departments and all the information is disseminated then and there.  

 

 

 

 

9.2. Budget Allocation, Utilization, and Public Accounting at Institute level (10) 

Summary of current financial yearôs budget and actual expenditure incurred (for the 

institution exclusively) in the three previous financial years. 

 

Total Income at Institute level:  Rs.41046448 

A.2022- 2023 

Total Income in  

2022 - 2023:   41046448 

Actual expenses in 

2022 - 2023: On Process 

Total No.of 

students in 

2022 - 2023: 750 

Fee Govt 
Grant  

(s) 

Other 

Sources 

(specify) 

Recurring 

including 

Salaries 

Non- 

recurring  

Special 

Projects/ 

Any other, 

specify 

Expenses per 

student 

40901788 0 0 144660 On Process 

 

 

Total Income at Institute level: Rs.36462556 

B.2021- 2022 

Total Income in  

2021- 2022:36462556 

Actual expenses in 

2021-2022: 50941114 

TotalNo.ofstuden

ts in 

2021- 2022: 687 

Fee Govt 
Grant  

(s) 

Other 

Sources 

(specify) 

Recurring 

including 

Salaries 

Non- 

recurring  

Special 

Projects/ 

Any 

other,specify 

Expenses per 

student 

35652301 0 0 810255 50941114 0 0 74150.00 

 

 

Total Income at Institute level: Rs.27510814 



 

C.2020- 2021 

Total Income in  

2020- 2021: 27510814 

Actual expenses in 

2020- 2021: 30437831 

Total No.of 

students in 

2020- 2021: 620 

Fee Govt 
Grant  

(s) 

Other 

Sources 

(specify) 

Recurring 

including 

Salaries 

Non- 

recurring  

Special 

Projects/ 

Any other, 

specify 

Expenses per 

student 

26933520 0 0 577294 30437831 0 0 49093.28 

 

Total Income at Institute level: Rs.44537116 

D.2019- 2020 

Total Income in 

2019- 2020: 44537116 

Actual expenses in 

2019- 2020: 45872072 

Total No.of 

students 

in2019-2020: 

721 

Fee Govt 
Grant  

(s) 

Other 

Sources 

(specify) 

Recurring 

including 

Salaries 

Non- 

recurring  

Special 

Projects/ 

Any other, 

specify 

Expenses per 

student 

43623687 0 0 913429 45830305 41767 0 63622.84 

 

9.2.1 Adequacy of budget allocation (4) 

As per the availability of funds, every financial year, a budget estimate will be prepared by 

each department. The total budget will be reviewed and consolidated by the Principal with the 

help of office manager and the same is submitted to the management for getting approval and 

same will be sanctioned by the management. The sanctioned amount will be monitored and 

allotted by the Principal then and there based on the financial position of the institution.   

The budgets are adequate for the Departments and the Institution. Additional allocations are 

made in special cases, if arise. The Management has been providing adequate budget to 

improve and maintain quality of education. 

 

Utilization  of allocated funds (4) 



 

S. No. Financial Year 
Budget 

Sanctioned 

Actual 

Expenditure 

Utilization  

% 

1 2022- 2023 51998166 On Process On Process 

2 2021- 2022 26591863 50941114 191 

3 2020- 2021 29167787 30437831 104 

4 2019- 2020 31434974 45872072 146 

 

 

 

9.2.2 Availability  of the audited statements on the instituteôs website (2) 

The audited statements of accounts of the college made available on the College website. 

Financial year Website Link 

CFYm1 2022 ï 2023 
https://sankara.ac.in/polytechnic/mandatory/mandatory-

disclosure/ 

 

CFYm2 2021 ï 2022 

CFYm3 2020 ï 2021 

 

9.3. Department Specific Budget Allocation, Utilization  (05) / Automobile 

Total budget at institute level: 51998166 

YEAR 

Automobile Engineering 

Total Budget in CFY  

2022-2023: 3353365 

Actual Expenses CFY  

2022-2023: On Process 

Total No. of 

students 

in2022-2023: 

82 

Non-recurring Recurring Non-Recurring Recurring 
Expenses per 

student 

2022-2023 0 3353365 On Process 

 

Total budget at institute level: 26591863 

YEAR 

Automobile Engineering 

Total Budget in CFY  

(2021-2022): 2232553 

Actual Expenses CFY  

(2021-2022): 2315936 

Total No. of 

students 

in2021-2022: 

88 

Non-recurring Recurring Non-Recurring Recurring 
Expenses per 

student 

https://sankara.ac.in/polytechnic/mandatory/mandatory-disclosure/
https://sankara.ac.in/polytechnic/mandatory/mandatory-disclosure/


 

2021-2022 0 2232553 0 2315936 26317 

 

 

 

 

 

Total budget at institute level: 29167787 

YEAR 

Automobile Engineering 

Total Budget in CFY  

(2020-2021): 1751214 

Actual Expenses CFY  

(2020-2021): 2023404 

TotalNo.ofstudents 

in2020-2021: 98 

Non-recurring Recurring Non-Recurring Recurring 
Expenses per 

student 

2020-2021 0 1751214 0 2023404 20647 

 

Total budget at institute level: 31434974 

YEAR 

Automobile Engineering 

Total Budget in CFY  

(2019-2020): 2285283 

Actual Expenses CFY  

(2019-2020):2873450 

TotalNo.ofstudents 

in2019-2020: 117 

Non-recurring Recurring Non-Recurring Recurring 
Expenses per 

student 

2019-2020 0 2285283 0 2873450 24559 

 

Department Specific Budget Allocation, Utilization (05) / Computer 

Total budget at institute level: 51998166 

YEAR 

Computer Engineering 

Total Budget in CFY  

2022-2023: 3907284 

Actual Expenses CFY  

2022-2023: 

TotalNo.of 

students 

in2022-

2023:164 

Non-recurring Recurring Non-Recurring Recurring 
Expenses per 

student 

2022-2023 0 3907284 On Process 

 



 

Total budget at institute level: 26591863 

YEAR 

Computer Engineering 

Total Budget in CFY  

(2021-2022): 2931766 

Actual Expenses CFY  

(2021-2022): 3015407 

TotalNo.ofstudents 

in2021-2022: 113 

Non-recurring Recurring Non-Recurring Recurring 
Expenses per 

student 

2021-2022 0 2931766 0 3015407 26685 

 

 

Total budget at institute level: 29167787 

YEAR 

Computer Engineering 

Total Budget in CFY  

(2020-2021): 1697194 

Actual Expenses CFY  

(2020-2021):2226476 

TotalNo.ofstudents 

in2020-2021: 107 

Non-recurring Recurring Non-Recurring Recurring 
Expenses per 

student 

2020-2021 0 1697194 0 2226476 20808 

 

Total budget at institute level: 31434974 

YEAR 

Computer Engineering 

Total Budget in CFY  

(2019-2020): 2385862 

Actual Expenses CFY  

(2019-2020): 3275473 

TotalNo.ofstudents 

in2019-2020: 118 

Non-recurring Recurring Non-Recurring Recurring 
Expenses per 

student 

2019-2020 0 2385862 41767 3233706 27758 

 

9.3.1. Adequacy of budget allocation (02) 

The budget (non-recurring, recurring) is prepared by the Department / functional  unit keeping  

in view of the requirements for existing courses and other academic related matters.In fact, 

the budget is prepared well in advance to meet out the expenses,the quantum of budget is 

pretty adequate. 

9.3.2. Utilization  of allocated funds (03) 



 

The funds are utilized for procurement of lab equipment, up-gradation of existing lab 

facilities, purchase of consumables, seminar/workshop, and conference/symposium etc., based 

on approval of Principal.The allocated fund is utilized efficiently by the department. 

 

 

 

AUTOMOBILE ENGINEERING  

S. No. Financial Year 
Budget 

Sanctioned 

Actual 

Expenditure 

Utilization  

% 

1 2022-2023 3353365 On Process 

2 2021- 2022 2232553 2315936 104 

3 2020- 2021 1751214 2023404 115 

4 2019- 2020 2285283 2873450 126 

 

COMPUTER ENGINEERING  

S. No. Financial Year 
Budget 

Sanctioned 

Actual 

Expenditure 

Utilization  

% 

1 2022- 2023 3907284 On Process 

2 2021- 2022 2931766 3015407 103 

3 2020- 2021 1697194 2226476 131 

4 2019- 2020 2385862 3275473 137 

 

 

9.4. Library  and Internet  (20) 

9.4.1. Quality  of learning resources (hard/soft) (10) 

A. Availability of relevant learning resources including e-resources and Digital Library(7) 

Available learning resources 

× Number of titles:  8020 

× Number of volumes: 19630 

× Reference Books: 65  



 

× CDs:50  

× Student Project reports: 420  

× NPTEL Resources: Yes 

Digital Library:  

ü Availability of digital library content: Yes 

ü Availability of an exclusive server: Yes  

ü Availability over Intranet/Internet: Yes Six system is allotted separately 

ü Availability of exclusive space/room:  Yes and the size of space is 10*16 Sq Feet 

ü Number of users per day: 20 Students 

ü Number of E-books: For downloading e-Books, DELNET can be accessed 

 

 

Academic Year 

Books 
Journals/ 

Magazines 

Total No. of 

Volumes 

Total No. of 

Titles 

No. of New 

EditionsAdded 
Total No. 

2022-2023 10       10 - 34 

2020 - 21 - - - - 

2019 - 20 - - - - 

2018 - 19 500 50 - 23 

2017 - 18 713 100 - - 

 



 

 
 

 

 

 

 

 

 

 

 

 

DIGITALIZED COLLEGE LIBRARY  

 
 

 

AUTO LIB SOFTWARE SYSTEM  



 

 

 

 



 

 
 

B. Accessibility to students (3) 

¶ The library works on all working days of the year to the students. 

¶ Journals and Magazine are subscribed at regular intervals. 

¶ Search can be done by using AUTOLIB Software. 

¶ SWAYAM  and NPTEL courses can be accessed through internet. 

¶ State and central Government job such as UPSC, TNPSC,NRB, RRB examination related 

books are available. 

¶ Daily Newspapers available in the library 

¶ Weekly one hour is allotted in time table for library utilization compulsorily by the 

students for all departments. 

¶ News reading in both Tamil and English version via public address system is being 

practiced by the students in all working days. 

¶ By utilizing the facilities available at library, Staffs were completed skill based courses 

through SWAYAM / NPTEL. The sample certificates are given below. 

 

 



 

 

 

 

 

 
 

 
 



 

 
 

 

9.4.2. Internet(10) 

Name of the Internet provider BSNL & AIRTEL 

Available bandwidth BSNL - 40Mbps &AIRTEL - 30Mbps 

Wi-Fi availability Yes (JIO) 

Internet accessing labs, classrooms, 

library and offices of all Departments 
Yes  

Security arrangements Firewall and Antivirus 

 

9.5. Institutional Contribution to the Community Development / Go-green (05) 

The NSS unit of Sankara provides a platform to the students for community work and 

developing a sense of involvement in the tasks of nation building. Sankara NSS unit is 

functioned with 2 faculties as in charges and 100 volunteers from I year and II year students. 

The NSS program officer is Mr.H.Sivakumar, Lecturer in Basic science and Mr.Karthikeyan, 

Lecturer/Mech is backup with him. The NSS unit organised special camps every year nearby 

villages. The details of recent special camp organised are given below.  

The NSS unit of 50 volunteers and 3 staffs conducted seven days special camp at 

Devampalayam village, Coimbatore from 18/3/22 to 24/3/22. 



 

Various activities done in this special camp and its photos are given below.  

1. Swatchh Bharat rally 

 

 

2. Cleaning work 

 

3. School dropout survey 

 

 

 

 

 

 

 

 

 

 

 

4. Games and culture activities to communal people 



 

 

 

 

 

 

 

 

 

5. Tree Saplings 

 

 

 

 

v 

 

 

 

 

 

 

 

6. YOGA workshop 



 

 

 

 

7. Road safety awareness programme  

 

8. HIV/AIDS awareness program 



 

 

 

9. National Girl Child Day 

 
 

 
10. Corona Virus awareness program ï Vaccination camp 



 

 

 

11. Blood donation & Blood grouping Camp 

 

12. Medical Camp 

 

 

Institutional Contribution to Go -green activities (05) 



 

Under the banner of Canada India Institution co operational project (CIICP) scheme, the 

institution has one thrust area called as Environmental Development Cell with an objective of 

keeping campus green and clean, organizing seminars, and workshops concerned with 

environmental aspects at institutional level by involving students, faculties and stake holders 

throughout the year. 

 

1. Bhoomi Madha Day was celebrated 

 

 

2. Poster Competition on "Plastic free Educational Campus"  

 

3. Rain water harvesting awareness competition   



 

 

 

 

 

4. Green campus making event 

 

 

 

9.6. Alumni Performance and Connect (10) 

 Alumni association helps to encourage the students to be successful in their life and to 

develop the institution.Alumni Governing Council Meeting is held to interact with alumni to 


