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PART -1

HUMAN RESOURCES

CHAPTER 1 — 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 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 the like of a
remunerative kind or of an honorary nature without the specific
written permission of the Principal / Designed Authority.

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 Notwithstanding 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. All the teaching staff
shall be paid with a scale of pay and other allowances as per
College norms.

1.2.6 In addition, contribution shall be made by the management
towards the employee’s provident fund at the rate fixed by

Government of Tamilnadu, on the salary.




1.2.7 Employees’ 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

1.2.8 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.

1.2.9 Staff should be available in the college premises during the
entire period of office hours, on all working days.

1.2.10 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.

1.2.11 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.

1.2.12 The Principal / Designated Authority shall have the right to
place any staff under suspension on charges of misconduct,

pending enquiry.




1.2.13 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.

1.2.14 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.

1.2.15 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.

1.2.16 Staff members should get prior permission from Principal /
Designated Authority to contact any outside agency government

departments for any matter related to the college / hostels.

1.2.17 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.

1.2.18 Staff Members, if and when relinquishing their job, shall
hand over their jobs and responsibilities and get the NOC from all
departments concerned.

1.2.19 All members of the staff shall be governed by general rules /

norms also practiced by college form time to time.




1.3 Termination of Service:-

1.3.1 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.

1.3.2 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 — RECRUITMENT PROCEDURES:-

2.1 SELECTION:-

2.1.1.

Recruitment is normally done twice in a year during May

and November.

. 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.

. Vacancies are advertised in leading Tamil newspapers / Job

portals / Job related websites.
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.

Direct interview is conducted for senior posts.

Selection committee shall be constituted by the Principal as
per the guidelines approved.

The shortlisted candidates shall have a final round with the

management and selected candidate list might be approved.

2.3. APPOINTMENT:-
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At the time of appointment, the certificates in original such

as Diploma/Degree, UG / PG to be surrendered.

An acknowledgement will be given for the receipt of
certificate and it will be kept in locker safely, until the

service over.

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.
Higher pay packages for exceptional and experienced
candidates are fixed by the Principal subject to the approval
of the management.

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.

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 - RULES ON LEAVE

3.1.CHAPTER 3 - RULES ON LEAVE

Leave shall not be claimed as a matter of right

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.

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.

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%

January to 31* December.

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.

. Permission for short absence not exceeding two hours on any

working day may be granted at the discretion of the

designated authority.

. 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.YACATION 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

Vacation Leave (VL) is applicable to only the members of
the Faculty (teaching staff) with minimum one year of

service.
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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.

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.

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.

A staff member becomes eligible for VL only after rendering

. . . t
a continuous service of one full academic year as on 31°

May. i.e from 1% June of a calendar year to 31 May of the

following academic year.
However, VL can be sanctioned after 6 (six) months of

continuous service based on pro rata basis as given below.




3.3.8

3.3.9

3.3.10

ODD Semester — winter — 3 Days

Even Semester — summer — 8 Days

After 3 to 6 months — 3 Days

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.

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.

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 day’s CL for every two days of eligible vacation leave
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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

. . . t
a continuous service of one full academic year as on 31°

May. i.e, from 1% June of a calendar year to 31% May of the

successive academic year.
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.

3.44.

3.4.5.

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.

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 — winter — 3 Days,

Even Semester — summer — 8 Days,

After 3 to 6 months — 2 Days

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

12

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

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

. 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.

. 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.

. 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.

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.
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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.

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.

. 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.

. The decision of the Principal / Designated Authority will be

final in sanctioning of ML on LOP.

. 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.
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3.7.3.

3.74.

3.7.5.

3.7.6.

3.7.7.

3.7.8.

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.

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

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

During the medical leave period, what - ever be the duties
pending must be completed after joining by substitute or
compensation.

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

The medical leave expenses shall be compensated through

ESI policy as per Annexure-I.

3.8.0UT 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



3.8.2.

Authority. When staff members go for examination work,
OD will be granted.
Number of days on OD for Exam duty is limited as per

DOTE norms.

. 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.

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.

OD report shall be submitted immediately after joining with
full

details attested by the concerned authority or

organization.
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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.

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.
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.




4.14.

Every employee shall endeavor to promote the interest of the

college and shall not act in any manner prejudicial thereto.

. 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.

. 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.

An employee of the College shall strictly abide by any law

relating to intoxicating drink or drug in force in any area in
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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.

Obligation to maintain secrecy: Every employee shall
maintain the secrecy regarding the College’s 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 College’s 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.

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.

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:-
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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.

. 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.

. No chatting among staff members — men and women

unnecessarily, to create bad impression among the other

people including students to be avoided.

. Unnecessary group forming and chatting in public places,

canteen and bakery etc., not permitted.

College property like computer, Land phone and other
electronic items should not be used for personal purposes.
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.

. No smoking or using tobacco items by the staff during
working hours, inside the compound is allowed.

. 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.

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 withblack or brown belt &

black or brown shoe is required in minimum manner.
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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 — 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.

5.9.0vercoat 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.
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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.
(Presently 8.40 am).

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 — 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 —

during the working hours --- issued by the Management.

6.15. Regarding their leave, they must inform the Transport —in
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.
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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 girls’ 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 specified limit of

air filled, along with screw jack and lever for changing the

damaged (punched) tyre during emergency while travel.
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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 management
for approval.

7.4. The teaching experience of 8 years with PG qualifications is
considered for promotion from Lecturer to Senior Lecturer (SL).

7.5.The teaching experience of 15 years with PG qualifications is
considered for promotion of SL to HOD based on vacancy
arises.

7.6. The up gradation of qualification can also be considered from
non-teaching to teaching profession based on concern

department vacant arises.

7.7.The aforementioned promotions are all completely based on year

wise performance appraisal not on the basis of merit.
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7.8.Industrial experience of faculties may also be taken into account
when applying for promotions.

APPEALS AND REVIEW:-

7.9.The faculties of the college are welcomed to submit their appeals

or grievances if any, to the Principal for review & redress.




PART - 11

THE DUTIES AND RESPONSIBILITIES OF

TEACHING FACULTY

CHAPTER 8: GENERAL:-
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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 —contact hours should be at least as
follows:

1) Vice Principal - 5 hours / week

i1) Dean / HOD - 10 hours / week

1i1) Senior Lecturer - 18 to 20 hours / week

iv) 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.
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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 member’s professional
and personal activities.

9.2.The teaching load will be allotted by the HOD after taking into
account of the Faculty Member’s 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 student’s 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 student’s personal
file regularly and put up for inspection by HOD / Principal as the

case may be.

25

CHAPTER 10: TEACHING:-

10.1.0nce 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.
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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: LABORATORY:-

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.
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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. (Class teacher 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 prescribed norms. It
should not have any bearing with region, language, religion,
caste, status of parents, personal relations, etc.

CHAPTER 13: STUDENT —FACULTY 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.
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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 —“WARD SYSTEM

14.1.The effective student mentoring system is implemented
through Tutor — 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 after college hours to
counsel the students.

14.8. Any discrepancies in disciplinary, health, sense of insecurity,
and lack of attendance of a student can be counseled by the

tutors under the purview of the respective HOD.
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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 ticket for 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.




15.5.1f cancellation is made only on the shortest route.

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

15.7.1f 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.
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CHAPTER — 16: PHYSICAL DIRECTOR — ROLES & RES

PONSIBILITIES:-

16.1.Daily rounds in the morning time, Interval and Lunch time —
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%, 2™ and 3™ 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

16.7.1f 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 HOD’s knowledge.

16.16. PD hour time table collected from all HOD’s. At the PD

hour one department staff must accompany.
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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. Once 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 - 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
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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
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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 Guardian’s 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.
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CHAPTER 18: UNDERTAKING BY THE STAFF:-

Every member of the faculty should carefully read and
understand the above “Duties and Responsibilities” 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:




PART III

ANNEXURES

Annexure I — ESI Benefits

Annexure IT — Self Appraisal

Annexure III — Course file contents

Annexure I'V — Hostel Rules

35



ANNEXURE-I-ESI BENEFITS

Employees’ State Insurance Corporation is a premier organization prowviding Social Security to workforce in the form of Medical and
Cash Benefits in the contingendcies of Sickness, Matemity, Disablerment or death due to employrment injuny.

Sl.No Benefits Entitlerment Duration Rate of Benefiit
_ = From day omne of entering imbo Reasonable Mmedical carse. Super
1 Pullir el Frorveril HCrwes:sr Icslcl e s reekinesct paeiraan insurable employment o tb@ll date in Speciality treatmeant. comprehaensive
imsurable employment and doerinsg medscal care & clnical investigation
the comresponding benefit peciod. as per eligibility
2{a) Sickness Beneaefil T8 days n relevant Contribution Up o 91 days in hwo TO%%e of average Daily wages
Pariod oconsecutive Benefit Period
2{b) Enhanced T8 days in one Contribution Penod T days/! 14 days for maleffermale .
Sickness Benefit insured person respectively for TR o Encaeage- DXy s
undergoing sterlization operation
3 Extendaed 158 days in 4 consecutive 124 1o 309 days may be B80% of average Daily wages
Sickness Benefit Contributsore Period extersched to T30 daws in case of
specified long term disecasaes
Aqay Temp-orary From day one of entering As long as temporary 0% of average Daily wages
Disablement Insurable empdoymeent disablerment lasts
Benefit
Permanent Frosam diay aone of entering For wihobe: life: Depending upon loss of
A{b) Dsablement Im=sLrabie employrment earning capacity of Insured
Beaenefit
5 Dependents From day ome of enterin DO of average Do WSS
Be:jreﬁl Il'|s.ural:|l:-;I ermpd owrmeent = skl o n chppencfents: of e Shareable im ﬁxed p?oporﬁm‘u
Insured Person. Who dies as a
result of employment injury. in
manner as deiailled in Rule S8
(=] Maternity Bemnefit TO days in immediately 256 weeks in case of normal 1009 of average Draily wages
preceding 1 or 2 consecutive defivery for 1st two surviving chiinld
Contributeon Pero-ds thereafter 12 weeks. 6 weeks in
case of miscarriage. 12 weeks
for commisssioning/adopiing
mother.
Rajiv Ganadhi Insurable employment for the last 2 For a maximum peaeriod of 24 - Unemployment allowarsce
4 Shramik Kakyana wears with 78 days contribution paid/ months. Yocational training of Lwp at the rates of
Yojana payable in each Contribution Period, o 1 year for upgrading skill of B S50%: of last awvg. daily
Imvcduntarny Unemplboynment due to Insured Paersons receiving wages - 0 o 12 Months.
closaieme of factory, retrenchment or wunemployment alflowamnce . 2559 of last awg. daily
permanent disablement due o wages - 13 to 24 Moniths
mon-employment inpury=40%: 2. Medical care for s=if and
Family dyiering receipt of
wunempioyment aflowarmce._
a Fumneral Expenses From day omne of entering For defraying expenses oOn Wvith the enhanoesmaent of Funssal
Imswrable employment fumeral of an Insured Person Expenses to Rs_15, 0000,
Confinerment Mo condbition other thham Up o tewo confinenments Pt LRS- | cHes Cf. ol s e L
a o an Inswred Women or an Insured
RIS R Insurnble: anoploymel. person in respect of his wife in case
Tfacilities Tor confinemeant are Mot
awvailable in ESI institutions_
Superannuataedfpermanaentiy _ e - -
10 PR - o Ty e e Ui bk oo et i i On yeary basis. :ne::::mi facfﬂ:::,hr;g?il'fr

retired Insured
Persoans

e erment/ permanantly retired duese to
employment injury after beimng in
insurable employrment for 5
yvearsfspouses of such deceased
Insured Persons/spouses receinving
Dependent Benaefit

=eiT

For detailed information on benefits you are reguested to visit website www esic.nic_in or call toll free NnuMmber 1800112526
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ANNEXURE -II- Appraisal format

SAMNKARA POLYTECHNIC COLLEGE

TEACHING STAFF PERFORMAMCE APPRAISAL

staff Review | Reviewi
Max SelfAassess |[Hod Hod ing ng Principal |Principal
S.NO [ACADEMIC CONTRIBUTION Measure staff Input .- .
Score ment Input |Score |Officer |Officer [Input Score
Score Input Score
i COURSE PASS PERCENTAGE 1st Year 2nd Year 3rad Year 20
THEORY 1 - FT_J/ PT Table 1 SP|MP| EP [SPIMP| EP |SPMP| EP
THEORY 2 - FT Jf PT mNermal 60| 75 S0 | FOo| 80 90 | Yo| 20 S0
Paper
Problem
THEORY 2 - FT J PT S0 | 580 70 | 50| 80 FTO | 50| TO 80
Papeaer
THEORY 4 - FT J/ PT Practical (90| 95 |100|90)| 95 |100| 90| 95 |100
PRACTICALL- FT J PT Owerall 50| 60 YO | 50| 80 FOo | so| FO 20
PRACTICALZ- FT _J PT CROSSING ENDPOINTS 2 20 MARKS
PRACTICALZ- FT J PT CROSSING MIDPOINTS 115 MARKS
CROSSING START POIMTS: 10 MARKS
sSP-1 rMP-2 EP-3
2 ADMISSIONS CROSSING ENDPOINTS : 20 MARKS 20
CROSSING MIDPOINTS 15 MARKS
CROSSING START POINTS: 10 MARKS
SP-25% MP-50% EP-80%
CROSSING ENDPOINTS 2 20 MARKS
3 FEES COLLECTIOMNS CROSSING MIDPOINTS 15 MARKS 20
CROSSING START POINTS: 10 MARKS
4 STUDEMT FEEDBACK B61-F0=6 ,71-80=8, 81-100=10 10
OTHER ACTIVITIES: 1 contribution- 4
Core Responsibilities-Functional committes 2 contribution- &
= coordinators,coordinator{Aicte,ciicp,NSS, 3 contribution &above-8 8
Alumni, Examcell,Social media
campailgn, Thrust area managers,.placement)
ORGAMAISING/SUPPORTING/ATTENDING: - Organising -
Short term courses,. Training 8 marks per programme, 1 and abowve =8marks
programme,industrial Wisit.Industrial Supporting-
(=3 connects, Guest lectures, Seminars, FDP's, 4 mark per programme ,2 and above =8 marks 8
wWorkshop,HR for placement drive, MOU with Attending-
Industries,.Internship, Advisory 2 mark per programme .4 and above =8 marks
meetings. Industry expert session.
DEPARTMENT LEVEL RESPOMNSIBILITIES: 1 contribution-4
Classroom -ppt,videos usages,.Department 2 contribution- &
7 level responsibilities-Time table,Class 3 contribution g&above-8 8
ic.hMentor.tutor.Parent teacher
relationship,.Student regulations,
FLEXIBILITY- On a point scale of 1:10 ratings should be
Ability to adapt to and work with a variety of given to each behavioural competency:
2 situations, individuals ,and groups.It is about =0 =2 2
being able to think own,and not being 8-9=1.5,
disconnected or stopped by the unexpected. 6-7=1,
PROBLEM SOLWVING SKILL- On a point scale of 1:10 ratings should be
a ability to define the problem.generating given to each behavioural competency: 2
alternatives,ewvaluating and selecting =0 =2
alternatives 8-9=1.5,
TEAM WORK: On a point scale of 0 ratings should be
ability to work coceratively within the team. given to each behavioural competency:
10 mot hesitant to seek advice from others, puts =0 =2 2
in extra effort when neaedead to help others, 8-9=1.5,
enhance the culture of the team 6-7=1,
Total 100

37




ANNEXURE-IlI-Course file list

SANKARA POLYTECHNIC COLLEGE

DEPARTMEMNT -

SUBJECT -

SUBJECT CODE:

wWEAR /f SEM :

Academic YWear:

CONTENTS

S L. No Documents Yes/MNo
- Wision & Mission of the College

2. Wision & Mission of the Department(s) connected with the course
3. Programme Educational Objectives

<. Programimee Outcomes

= Course Objectives & Syllabus

[ = Details Course Plan (Lesson plan)

7. Course Outcomes

8. Course Outcomes - Programme Outocomes Mapping

2. Students MName List

10O, CLlA -1, CilAa-ll & Modeal Question Papers

. Sample ClAaANnswer Papers (A Few Photocopies)

1= Scheme of Evaluation

13, Evaluation Sheet

1<t Remedial Measures for Slow Learners

NS, Assignment Topics (A Few Photocopies)

1S Seminar Topics (A Few Photocopies)

17 . Mini Projects

18. E Aatrttendance Details im 9%

19. Course Materials and Online Learming Resources (if awvailable)
20. Course OQOutcormes Assessment (Intermal)

21. Result Aanalysis

22 Gap ldentification & Action Taken (Guest lecturers., I'W, Feedback.etc..)
23. Feedback on Students (by staff)

24 Feedback on Staff (by students)

25, Board Exam Question Paper

26. Pass %% of the Course (Attainment)

Name of the Faculty:

Designation : Department -

Signature
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ANNEURE-IV-HOSTEL RULES

HOSTEL RULES

AICTE wsig@isaisn  ufibsenruisnmng a6 LOT SR ST 6 T
(RAGGING) GsrBeamcouBs@mse Gumsam  Geuwsoseatss
SEEUETTIUTET (HHHl = L anguIms b i sum

Inmates indulging in ragging, bullying or any violent act within the campus
will strictly be expelled from the hostel and college immediately as per AICTE
rules

TR Ll 5 1T Lilg SeUsmE
FHUCLTEE  alESS il

SEUGITT &5 b Gl LM & Gl R SEmneTT = s g HmEeoT ~EHEOEUE] Bamin
il emaTradl g SHmEeum SN SRLD Foiils A = T TN S i (BAIT & bR st =T I ST
Inmates breaking any hostel property purposely will be expelled from hostel
and fined

all(HSY  WTamsuTHEsT GHlemUsmul Gurgl @ remsailst . o

il S5l S B

Inmates littering garbage in inappropriate areas will be fined

0 5. 500 SUTTSLD

wevgomtl @l susnrEsEHEpictT W SyEhESse ) Bumsagds GUTTBL ST o EuTsldses
Gumshin  Gerwistssel  AHBUlLTED alBSuTedmbanb  ssigomiulefipbsnb = L smpusms
g 2 W T

Inmates consuming alcohol/tobacco or drugs inside hostel or within campus
will be expelled from the hostel and college immediately

Attendance Seagpb sremse 6 wemflahimib, oTenen 730 wemildanib s s G
Attendance will be taken every day in the morning and evening. Attendance
timings: SPC 6 am & 7.30 pm

suny  @mmd BT Eailst alGS  wremasTHel (Lo SSeHILL 6T opeulBIn Sl e S s
L= e W T T A 2 TN Uy B Sailse sllBAss GCauaf@Gu sres  GuiGuemadsT
sllBEE  STauTeniiow  Siepesd  Gup  BsussnBLD. Fptiy  SEed  GEnE&SsBeu ST g
GuerunBawr allBSd sriwmsuhaden apg  SyESlsngoplh 2 s,

Inmates are allowed to go home for the weekends; however, they need to get prior
permission from the warden and report back to the hostel before 9 pm for boys and
6 pm for girl students on the rrespective Sundays. Inmates requesting to stay
outside during weekdays should submit a special request. The request can be
declined or accepted by the warden.

Semub  Erey 10 weeflsmEoss alESSe CeealGul Gesies  LIDMamaTSEhSE  SIEnn
EeDemen.
Inmates are not allowed to go outside the hostel campus after 10 pm

Uy Egmsd Bl sails UmTenEmLITeNiasT STemnen 9 wemiluTeflmig waslunb 2 wewi  susmg
SEnILD s U Heu . LA SR L ST SaTT PE e EHEUIT ST HBIHETI S| Pt
sileuTdenSsn 8 Hay WeNUeDUUPD Seuprgsl SHiEoie SsussGib.

Visitors are allowed between 9 am and 2 pm weekends. Visitors should
enter their details and relationship to respective student in visitor's register
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sllBgl  srlumenissht  winplh  spfflotsensn spuodldoesn,  Hemisd  Guiged  wiiippb
Bsupy BFsnib ey GEOETsh 2 L enguirs elGAuTedmmbs Beslb GouluniioFeub.
Disrespecting, harassing, teasing the hostel staff and other inmates will lead
to immediate expulsion

Uimrbamrstt  Geemediml L disalt  wofmb  Geugn  GememiimlLrumett  allGald  srowmerilo b
HeBhHE 2 Bl Sk (WG sigoeg  Guhm  BLbs  Ssuswifm. i
weghsHa sl orhs  Edens sSHSOUGSED Subeus  @ler  eBuntLTseiSeTs g
L SLOULIT LD

Birthday celebration or other celebrations can be carried within the hostel
campus; however, 2 days prior notice should be given to the warden. It is
highly important that the area should be cleaned after the celebrations.

. sllBS wTemsuTEsT  Smetgomdl BT Eafsd alGussnm  abds GepNComst  alBopenm

sllsmsANILGFHS alBAHS sTOuTaniesn snsbunpshen®d STk Gup  BasesnEu
Inmates applying for leave from college should have their letter signed by
Warden

SeuBpilst  SDEBHST UL Masensn gl BEHST SEey  Sellewlsiusbstl  BIMDE  &ewT  SHenT
T AN T B FHOILNE 5530550 LT GIFILISOEST apopilgont Sl B
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Stitching or nailing of picture sand writing on the walls, windows and doors
and scratching, spoiling and defacing the painting or the finishing of the walls
and floors of the hostel are strictly prohibited. In such cases, the cost of
repairing the refinishing the entire room will be collected from the students
residing in the room and will be fined.
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Girls students will be permitted to go home with prior letter from the parents
to the Department HOD
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Warden / Principal / Manager is not responsible for any valuable lost in the
hostel by the students
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Girl students should be back to the hostel by 6 pm on all days and boy
students should return to the hostel by 7.30 pm on all days. Students
returning late without prior permission will be expelled from hostel for
minimum 2 weeks



16. Student should bring to the notice of the warden any pending maintenance
work (Civil, Carpentry, Electrical, Sanitation) to be carried out in rooms,
corridors, toilets or other areas in hostel premises
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17. The students should not carry unauthorised /lllegal movies in their rooms,
Any violation will be dealt as per the legal provisions of the law.
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18, Students are required to vacate their rooms while proceeding for summer
vacation and also as and when required
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19. Warden is authorised to open any locked room on need basis
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20. The resident of a room is responsible for any damage to the property in the
room during his occupancy of that room and will be required to
replace /repair at their own cost the damage if any
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21, When the student go out of their room they should switch off all the electrical
/ electronic appliances and keep it locked
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Inmates should not enter the kitchen without permission from warden
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All kitchen staff should be treated with respect
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Inmates should not issue any order or assign work to the mess staff
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Mess dues should be paid on time, if not; late fee of Rs.50/ day will be applicable until
the dues are clear
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Inmates should ensure that they do not create any disturbance to other diners
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Students are supposed to dine only inside the mess hall. Mess utensils/food should not
be taken to the room. If this rule is broken, Rs.200 fine is applicable
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Throwing waste food in any other place other than bins or littering are will incur fine of
Rs.500
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If inmates are not happy with the taste or quality of the food, they should bring it to the

notice of warden. The should not quarrel or involve in unnecessary conversation

A wramaTEeT  SEneTauHD £ e SHHHE
BT E NG S s A
Inmates are requested to wash their hands before they consume their food
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No playing items should be taken into mess area




