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Vision
To become a globally recognized ‘Centre of Academic Excellence’ providing Quality
Education to all students.

Mission

To provide Quality Education in the fields of Engineering, Management, Information

Technology and other Engineering areas.

Quality Policy

Our Institution aspires for global recognition through systematic and meticulous
- transformation of our students into highly motivated graduates enriched with professional

competence, managerial skills, built-in dynamism and humanism.
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1.0 General

1.1 Working days and timings - The college functions from Monday to Saturday.

1.2 The college working hours are from 9.15 AM to 5.00 PM for the faculty and staff
members.

1.3 Maintenance of attendance

1.3.1 All Teaching and Non-Teaching staff members shall sign in the attendance register
before the reporting time i.e 9.05 am and at the end of the working hour by 5.00
pm on all working days.

1.3.2 The attendance register will close at 9.30 am in the morning with grace timing.

1.3.3 Staff members can avail one permission in a month (9.15 am to 10.45 am or 3.30
pm to 5.00 pm). Late attendance (After 10.45 pm) will be treated as half — a — day
leave.

1.3.4 Non — marking of attendance shall be treated as absence unless permitted by the
Principal.

1.3.5 All faculty and staff members should available in the institute during the working
hours. If there is any unavoidable reason, one has to submit permission form to the

HOD / Principal before leaving the college premises.

2.0 Qualification
2.1 The prescribed minimum qualification and experience requirements for the various teaching
posts will be on the norms of AICTE and Anna University. For non-teaching post requirements

will be based on the department’s requirements.

3.0 Recruitment
Requirement of the teaching faculty for various departments is submitted by HODs to

the Principal during the month of December every year depending upon the need of the
department based on

i.  Resignation of existing faculty

ii. Additional intake

jii. Introduction of new course
3.1 The Principal prepares the consolidated staff requirement of all departments and sends it

to the Management for approval. Human Resource Department (HR) arranges

advertisement for faculty requirement in the National, Regional newspapers and online.
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3.2 Candidates are interviewed by duly constituted staff selection committee comprising of the
Principal, HoDs/senior faculty and subject experts.

3.3 The candidates are selected based on merit and interview performance.

3.4 The HR department based on the report submitted by the selection committee prepares the
selected list of candidates and recommended for issuing appointment order to the Principal.

3.5 Principal issues the appointment order and the candidate is advised to confirm his consent
of acceptance within 15 days.

3.6 After receiving the signed copy of acceptance, it is sent to the HoD for admitting him or her
in the department.

3.7 Principal office sends a copy of the order to accounts department and Trust office.

3.8 He/ She will be on probation period for one year and depends upon the performance of

his/her service, the confirmation of posting will be offered after one year.
3.9 Faculty appraisal is conducted every year by the Principal along with a team of faculty.

Based on the evaluation, the staff is recommended for increment and promotion, etc.

4.0 Joining Report
4.1 The staff member at the time of joining duty in this institution has to submit the following
to the college office
* Joining Report
* Originals of his / her educational certificates and experience certificates etc.,
* Xerox copies of the certificates.
* One Passport size photo
Note: Xerox copies of all credentials should be submitted to the college office.
The staff shall furnish both his/her temporary / permanent address along with
contact phone number / e-mail ID (if any) to the administrative office. As and when there
is any change in the above address /contact phone number / e-mail ID/ the same has

to be intimated to the administrative office immediately.

5.0 Service Conditions

5.1 Appointment orders is issued based on the joining letter given by the faculty.
5.2 All appointments shall ordinarily be made on probation for a period of one year. The

faculty member is treated as “Regular” on completion of one-year service.
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Positions and pay Scales
6.1 The college will have the following positions of hierarchy in the faculty departments.
a) Principal
b) Professor
c) Associate Professor and
d) Assistant professor
6.2 In addition, each department shall have supporting staff like Lab Assistants Programmers,
Department clerk and department attendant.
6.3 College office will have the following positions of hierarchy in the administrative
department A
a) Administrative officer (AO) — Academics
b) Administrative officer (AO) = Administration
c) Administrative officer (AO) — HR
d) Accounts Officer
e) Office Assistants
Pay as per AICTE regulations, State Government and college norms.
6.4 Staff members are eligible to the increments prescribed at the end of 12 months’ service
in the institution
6.5 Additional increments shall be given to staff members based on their contributions in the
university results, research paper publication and research funding at the discretion of the
management.

6.6 Other benefits are extended to faculty and Non — Teaching staff members.

Other Benefits for Staff Members
7.1 a) Employees Provident Fund (EPF)

b) Group Insurance
c) Free Transport
d) Children Education — Fee Relaxation

e) Free Medical Treatment

Orientation

8.1 Every teacher appointed in the college shall be given a brief introduction about the college

by the Principal on the day of his/her joining.
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8.2 The Principal introduce the new faculty to the Head of the department.

8.3 The HoD will give brief intfroduction of the department and will intfroduce the new staff
member to all the teaching and non-teaching staff.

8.4 The HoD will also ensure that all the registration formalities, including submission of joining

report etc., by obtaining the assistance of the office team.

9.0 Promotion Policies

9.1 The college follows AICTE norms for qualification and experiences in respect of promotion
of faculty members.
In addition, due consideration is given to academic performance and overall contribution
by the faculty members.

9.2 Performance appraisal for faculty is carried out at the end of the semester and a filled in
format has been obtained from each faculty comprising the details about the results
produced, student’s feedback, publication of papers in Journals, R&D project funds,

presenting papers in conferences, FDP and Workshops.

10.0 Teaching Faculty Workload
10.1  As per the University norms, the institution will fulfill minimum number of teaching days

required for a semester. Work load of a teacher will be as per the AICTE norms.

11.0 Faculty Development programme (FDP), Conferences Seminars & Workshops

11.1  Selected staff members will be sponsored by the Management for faculty development
programmes, conferences, seminars and workshops. The faculty member will be allowed for
a maximum of two such programmes in a semester if the programme period is within 6
days, if any such programme is more than é days, they will be allowed to attend only

during their vacation period.

12.0 Resignation

If staff member wants to resign the job, the concerned staff member shall give a minimum

of three months / 90 days advance notice or as per the conditions specified in the appointment
order / Promotion order about his/her intention of leaving job, only at the end of the academic

year to the Principal in writing.
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In case, the end of notice period falls during the course of a semester he/she may be
relieved only at the end of the semester.

12.1 In case, if the staff member does not give notice in advance, then the staff member owes
to the institution his / her earning for the period as stipulated already in the appointment
/ promotion order before he / she is relieved.

12.2 The unavailed leave at the credit of the staff member shall not be adjusted towards
the notice period.

In case if, he/she takes leave for a day and if there is no casual leave available, then
the leave availed will be treated as on loss of pay with the cut in the salary for the
day during the notice period

12.3 While getting relieved, files, materials and documents, etc., entrusted to him/her shall
be handed over to the person nominated by the HoD or Principal under proper
acknowledgement.

12.4 The staff member can apply for his/her the relieving order from the institution only after
the submission of “No Dues Certificate” in the prescribed form along with a copy of
handing over charge record in case if he/she happens to be in-charge of the laboratory.

12.5 Staff member may be relieved immediately if he/she gets a government job or the
concerned individual’s spouse is transferred or he/she is getting married. But this is subject

to the discretion of the management after assessing the merit of the request.

Conduct Rules for Teaching Staff members

13.1 The staff members should follow the proper dress code.

13.2 All faculty members should take active part in co-curricular and extracurricular activities
and in conducting Value Added Courses (VAC) to students to enhance their employment
potential.

13.3 Staff members are required to get written approval for publishing their Research work /
Books / Articles in Journals and Magazines, if the name of the college is mentioned in the
publications.

13.4 All faculty members are encouraged to do consultancy work and Research funded projects
for their career development and institutional growth with the permission of the
Management.

13.5 The details of student feedback form and self-appraisal form given by the individual

should be treated as confidential.
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13.6 As an employee of this institute, the staff member should serve with dedication and
determination besides working very honestly and faithfully with his / her utmost endeavor
to promote and uplift the welfare and interests of the college.

13.7 “No Obijection Certificate” is compulsory to get in advance before applying any
Government Job and other institutions.

13.8 The staff members are expected to be at their work place during the prescribed working
hours. For any unavoidable reason, one can leave the work place with prior written
permission which should be obtained from the Principal through their respective
department HoD.

13.9 The staff members shall not engage themselves either directly or indirectly in any kind of
business, trade activities and in running of educational institution or undertake part time
job in other concern.

13.10 All teaching and non-teaching staff members are prohibited to receive valuable gifts
from the students, parents and companies which are having business transaction with the
college.

13.11 The staff members shall not engage the students in offering private tuitions.

13.12 The staff members shall not involve in political activities.

Conduct Rules for Non-Teaching Staff members

14.1 Staff members should enter the college and sign in the attendance register at Principal’s
office before 09.00 a.m. and in the evening between 5.00 p.m. and 5.15 p.m.

14.2 Non-teaching staff are responsible for keeping all the equipment, machinery, computers,
items, furniture in the Laboratory/work place neat and clean, and also to keep all the
papers, files, etc., in order. They should discharge their duty with care and involvement
and should stick to the daily schedule of activities issued from the Principal’s office.

14.3 Principal must be informed in advance by the staff through HoD about the requirement
for the office/Laboratory, etc.

14.4 The staff are expected not to take leave _\:vi'rhoq’r proper reason. For genuine reasons, they

-

can avail a maximum of 12 dé’y/s leave ber year at the rq're’ of one day per month with

the leave application duly submitted and leave sanctioned in advance. Lol

14.5 Male staff members should wear proper dress code and ID Card.

14.6 Female staff members should wear uniform and ID Card.

14.7 Staff discharging their duty with involvement and dedication will be appreciated,
encouraged and honored with increment.

JICET Service Rules L4 Page 8 of 14






















