MIRACLE EDUCATIONAL SOCTETY GROUP OF INSTITUTIONS
{ Appeoved by AICTENew Delhl & AMlsied 1o INTU KAKINADA |
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L. SERVICE AND CONDUCT RULES

1 .General:

(0] These tules shall be called MIRACLE EDUNCA TIOMAL SOCIETY GROUP OF
INSTITUTIONS BHOGAPURAM Servics and Condusct Bules and shall come inta foree from
the daie decided by the Chairman of the Croverning Body of the Collega, These rubes superssde
all mles previoieshy in fonee.

{b) Expect ns otherwise provided these rales ghall apply toall categorics of eonployeess
excepd pari-tme emplovess and emplovess borme an comtingent estahlishment.

(el The Chagrman of the Governing Body of the College reaerves to itscell te right of
modifying these mbes from tme G ime.

2. Definition:

{a) ‘hustitut=" or 'College’ means the MIRACLE FUCATHINAL SOCIETY RO OF INSTTTUTHRS
{h) *Society” menns MEATLE EDUCATIINAL SOCIETY, RHOGARTARAM,

fcp ‘Chairmmn’ means the Chaimmen of the MRACLE FDUCATIONAL SOCTFTY OROAIP OF
WETTICes. and Chairman of the Governing Bady of the College,

{d) ‘Chairman of the Goveming Body” means the Chairman of the CGoveming Body of the
College a5 constinuged by the Chairman,

(&} DircctonPrincipal Dean means the Head of the Tnstinots

(f} " Appointing Aathority” necais Chairman of the Governing Body.

(2} "Permanend Post® means o post camrying n definite scale of pay sanctioned withowt limit of
timse and included in the cadre of sanctioned posts,

(h) “Permanent Employee” mems a person confimmed in a permanent post 1o which no ofher
persin hiokds 4 lien,

(i} "Trepariment” meaus section or division in which services are rendered both leaching
pructical iraining, leading to award of 2 deprecdiploma in that fTaculkty,
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3. Appointing Authority for teaching posts:

(@) The Chairmon of e MEACLU EDUCATEMAL SOCTETY OROUT OF IRGTITUTIONE and the
Chairmsan of the Governing Body is the Chainman of Teaching and Non-teaching selection
commiibes,
(bh Al appointinents of the stafl of the College excepd that of the DirectosPrincipalThen,
Dean shall be made by the Selection Commities constituted by the Charman of the
Gevernang Body froms time (o time.
(¢] Sedection Commities for the Instiate

Teaching: in sddition to members of Selection Commibites constinmed by Chainmsan af the

Governing Hody, the following arc the members of Selection Commities for selection of

Profeasor/ Asocinte Professor ¢ Sr, Asst, Professor / Asst. Prodessar

1, Chairmmen

2, DirecoorPrincipal of the lnstitte

3. D=am

4. Head of Deparmmen

3. Bubject experts not below the rmk of Professor in a University
{d} For Non Teaching Selection Commitiee: - All regular appolintvents of non-teaching staft
are made by (he pono-teaching selection commitiee constituted by the Society from time to
tlene.
(e} All posts at ihe College shall normally be filled by advertisement but the Chairman of the
Governing Body shall have the power to decide, on the secommendsticn af the
Directon/Principul Diean that & particular post be filled by itveletion o7 by prometion foem
mmongst the members of the staff of the College.

4. Traveling Allowance to attend interview:
Candidates sebected for interview for a post are nommally not entitled 1o T.A. but in

apecial cases they may be paid sueh traveling allowance s many be determined by the Chairman
fican lime o time,

5. Medical Fitness:
Every appoimtment shall be subject o the condition et the nppolates is certified by o

medical authoely nominated by the Chairman of the Governlng Body as being in sound health
and physically fit. For sufficient rensons 1o serve the organization relax the medical roquiremen:
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in ey pariicilar case or cases subject o such condition, il any, ns may be kaid down by the
Chairmun of the Governing Body. “Provided further, that in the case of persons appoisied
tewnporarily for pericds of three months or less than three moaths dumtion, by producing of
phyeical finess cenfificate may be dispenssd vith,

6. Salary and Allowances:

All employees working mder sascionsd post are entitled to pay according to pay scales
of their posts, and in addition such deamess and ofher allowsnces at such rates as the Chainnas
of the Goverming Body may decide, from time io time.

7. Appointments:

All permament appoiatments shall ordinasily be made on probation for o period of one
year jor coliege selection committer appolotments, after which period, the appointes, if
comfimmed, shall contimue to hold the post, Wl the vlose of the academic session. i which he
atming the age of retirement s Mllowed by affilisted Univemity.

Provided that the appointing suthargy may in cxceptionsl cnses, grant extension of
service ar i re-employ any member of the siaff anoa vear o vear hasis, provided fisriher that the
extension in the firsl mstance in the cose of teaching staff may be made for a longer period bot
not exveeding thee yeard. However, employess joining after superannuation shall be enitled to
pervice conditions as stipubated from fime o time and a5 decided on the discretion of the
Clasdirmum of the Govening Body.

B. Termination of serviees;

() After the probation if the emploves is not confirmed, thereafter, he shall be desmed to
have condinoed on g temporary basis and his services may then be ferminsted, oo 8
munth's notice or on payment of a month’s salary ia leu thereof

It} The appoinsing awthority shall have the power to terminate the services of avy member of
the sl without any cause assigned during the period of probation. oo ene month's
nolice, or peyment of salary in liew thereof,

feh I in the opinion of the appuinting suthority. the efficiency of an employes has been
impaired due @ any ifirmity, duc o which his retenfion in service in eonsidared
undesirable, by such appointing mutharity, his services may be terminated by one morshs
nudice ar on paymend of ose menths salory in Bea thereof,

{d} The appointing snhority shall have the powers 1o torminate the services ol amy memher
of the siaff on grounds of retrenchment or kased on unmvnilability by pivieg o (he
persons comcemmed ane months oolice in writing o on paymend of one mopths salary in
[keu theeaf,
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(el A permarsent employee of the College may discontinue his services by giving 1o 1he
appointing sutharity one months notice m witing or o payment of one tonths salary in
tiew thersaf, if agreed o by the appointing audbority, provided that the appointing
authority may for sufficient reasons eall upon the employee concemed to cantinue til] the
end of the scademic session in winich the nofice js recefved,

(0} The service of a temposary employee shall be liahle 1 be tarminated at oy tine by biodics
in writing given by sither perty. The period of such uoiice shafl be one meath unless
vtberwise agreed 10 by the parties. The other femms . conditions of such cmployees
shall bumhmmbcspwiﬁuthy the appainting authority in the |etier of Apgointment.

9. Traveling and Daily Allowances:

The coxployees of the College shall be entiffed 1o aviil free transportation o utend the
college om regular catendar. Traveling and Daily allowances according i the scabes Inid down by
the Clairman of e Goveming Body from thme to time on ol such out station appoinimeids as
approwed and suthorized by the DirecionPrincipal/ Tarn,

10. Employees entitled to vacations:

It abad] be for the DirectonPrincipal Dean o decide as to the cliss of emploves of the
College wha shal be entitled to vication.

Teaching and Nos-teaching staff of the nstinge shall be eliglble for vacation as
mnouticed by Affiliated University with prior approval from the DireclorPrineipnl Dean,
Congpensatory Half Pay Casnal Leave may be scermed in the ratio of 1: | in the case of public
tu:lidaq*smdthri'lgv&um—innmﬁ:dayx wrﬂthunampfmui:rm]wjh}-du
DiirectorPrincipal Thean for specifle sarvices like Lah estabfishment ATCTE work{Aooreditation
wark! Examinatian Cell work ede,

11 .Conduct Rules:

The employees of the College shall be govemed by the Conduct Rules ns Tadd down s
Schedule "A7,

1 2. Leave Rules:

The employess of the College shall be entithed 1o vacation amd fenve in accordance with
the mules approved by the Chalrmen of the Gioveming Baody.

13, Policy on Annual Salary Increment:
MES is commitied to providing jls employess with fisir compensation for their work,
encoumaging and rewsrding strong workplace performanee, and enswring they muintsin & gunlity
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stadard of liviag. Employees wha perform their duties satizfactorily are entitled to one gnoal
salory increment,

14. Promotion Rules:

To pravide sdequate appoctunity, encouragement and earcer growih o the employees
consisiand with fhelr contribation o the growih of the Organization, MES will endeavos o
mtivate and enthuse its emplovees nt afl lovels for betie and more effective performancs For
rewanling ihem with promoation, in sccordance wifly the rules appeoved By tbe Chaiman of the
Choverning Body 2 per norms of AICTELIGC whichever is applicable,

13. Penalties:

umnder suspension mder the following sirmumetaness; -

(2} Where a disciplinary proceeding against hins ¢ her is eombompiated or is pending, or where a
cise apaing him in respect of any Ceiminal Offence is under iavestigation or trial o Court of
Law,

Daring the first year of sisspension the membser of the saff comcerned shal] be entitled i
a subsisiencs allowance of an smount equal half the basie pay and any period subsequent thereto
at such, Tales & muy be decided by the appodnting avthority. In addition he moy be pranted any
allowance of which he was in receip om the date uf suspension lo such extent and subject o suck
coteditians as the Dicecton Principal Thean may fix. Daming the period of suspenaion he will mot be
eatited {o work anywhere else.

The foltowing penaltics may for good and sufficient reasons and as hereianfter provided,
be imposed on &y mermher of the stglf -

(i} Censurs

i) Withbolding of incremends;

{iid} Recovery of the whole or part of e peeuninry loss coused 1o the Sociaty by
Neplipganes or breach of ordess,

{iv) Reversion i a lower sorvice, grade or past of 1o a lower tme scale, o 4o & kwer
atage

i ol scale

(v} Drismissal from service which ahal] ordinarily be & disqualification for fistre
wttaplayment under the MES. Mo arder impasing on any member of the stafT any of the Penaltiss
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gpecified ar (iv) to (v) above, shall be pased by any sutharity sabordinte o that by which e
muppnimudmimwaﬂn-mmwhvhuhmhbﬁaﬂdﬂxmemhrnfﬁm ol has Boen
given rewsonable apporhsnity of showing mnfhmﬁmmpmﬂbhmhnag&ﬁhiﬂ.

No oeder imposmg on any member of the stafl any of the penalties specified ut (i) to (iil)
ahttﬂiaﬂhemm-&dmeamwnﬂmmmwwtimhwwmmm
hnmhunfthumﬂ’mmemdha:bmgiman CRPTURILY 10 Make 0 1epresentation to the
appainting mathority,

Motwithstandimg the above provision it shall niodt B nescesaary to follow e procedine
memticned shove in the Following cosgs: -

() Where an employee §s dismissed or removed ar rednced in rank on the groand of condues
which Ted to his conviction sn eriming charge i Court of [aw,

If any guestion ariges whether it is remsnnably practicable o give o any person an
apportunity of showing cause under clause (k) above, the decision thereon of the authngity
cwmnhﬁqdmﬁrrﬁﬁmmmmhmmnwmmduuchlmmnnl:..uﬂmnuzmayh.shﬂﬂ
be finall.

A member of the mﬁwimwtgimrﬂcrimpﬁahgpﬂmh}-pmdhyﬁ
DerectorPrincipalhean ngainst him sfal] he enstilicd 10 prefer am nppeal 1o the nexi higher
wuthorsty against the order and the decisian of the appellate authority regarding e appezal shall
bz fimal.

ﬁmmﬂmcmﬁwjhﬂhywmimﬁrgwpuﬂw passed by the
Director/Principal/Dean agains him shall ho sntitled to prefer an appeal to the Chatrman of the
Governing Body and there shall be no further appeal from the decision of the Chairman of the
Governing Body. No appeal shall be emserigined tmless, it b8 submitted within a period of three
momths from the date on which the sppellnnt received @ eopy of the order appeaied agairst,
provided the appellate sitharity may in its emberinin the appenl after the expiry of the said period,
if it is satisfied thut the appeliant has sufficient emuse for nod subminting the appez] in linse, IF
charges against & member of the College 0¥, who e been dismissed, removed or suspendid
on corin eharges, are ot proved or his Appeal 15 accopted by comipetent authority, he may be
mﬁadmmdﬂhmhyﬂnwdmﬁwﬂﬁp:r-dinghimwbrlfuwuﬂn:mtlwiwﬁrlhc
peried of his absence from duty as usder -
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suspended and by an order & be separately recorded, any allowsance of which he was in receipi
priot to bis dismissal, removal ar suspension, 1f he has been fally exanerated.

(b} Such proportion of such pey and allowsnce a3 the appellate authority may prescribe, if not
fally excmerated. In o case falling wnder clawse (a), the period of absence from duty will he
treated as m period spent on duty. In case falling under (h) it will not be treated =5 period spent on
duty unless the appellate muthadly so dirosis,

16, Provident Fund and ES]:

Ihi:&mphy-msnfﬂl:fﬂlleg:uhﬂ[h:mﬁﬂudhthﬂhﬂ:ﬂlgﬁfhﬂﬂdmﬂﬁﬂdmﬂﬁl
(eligibde staff) maintained for persoms i the service of the College in accordmnce with the
provisions of the mles of the Fund and Management.

17. Appointment on Coniraci;

Appoimtment on contract bosls & made by Chsinman of the Goveming Body of the
Cinldege,

18, Interpretation:

Natwithstanding anything contuined in the reguistions, fhe Chairmn of e (overning
EI:H:!}'!h]lhmtﬂ:upﬂﬂwhﬂwidnmmymaﬂhﬂwhmm}'ﬂ]ﬂuuﬂfm, regandig the
mnezrpeciation of implementation of any of the above repmlatiogs
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SCHEDULE-A
CONDUICT RUTLES

L. Application:
The provisions contained in this Schedule shall apply to all ensployees of the College
neluding Directos/Principal Tean,

2. Definitions:

I this Schedube unless the context atherwise requines.

(1] "Comapetent suthodiy™ mears: -
(1) The *Chalrman’ in the case of fhe WrirectorTrincipal Dean,
(i) The *DirectonPrincipalDemn’ in the case of 2ll other employess.

b “Memibers of the family™ in relation to an smgpboves includss: -

The wife, child or step child of such emplayee residineg with md dependant on him and i
relatiom 10 an emplovee who is a wioaran, the lwshand residing with her and dependant on her,
and any other person related, whether by blood or by mamiage 1o the emploves of fo such
employees wife or hushand and wholly dependant om 2uch employes, but does oo inclsde o wife
of hissbend fegally separuted from the emglayes or child or stepehild who is no lorsger in anv
way dependant upon him or her, or whoss custody the empioyes has been deprived of the lasy.

(e} "Serviced means service inder the College.
3. Generul:

&) Every emplovee shall ot all times matntxin absplue miegrity and devotion o duty. and
also be sirictly honest and impartinl in bis oFicial dealings,

By An employee showld = all tmes be courtemas in lxs dealings with vther memhears of the
stafl, students and members of the miblic.

e} Unleas ofherwise stated specifically in the ferms of appoimAmeal, every cmployes i3 8
whole-time emplovee of the Callege, and may be called wpon to perform sech duties, as
may be assigned to him by compeient muthority, beyond schodube working hours and on
tlosed holidays and Sundays and during vacations,

d) A employes shall be required to ohserve the scheduled hoers o work, disring which he
tnust be present ot the place of his duty.
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&) Except for valid reasons and or unforesesn contingencics ve employee shall be nbsent
from duty without prior permission,

fi Mo employee shall beave station excepd with the prior permission of Proper maiborty,
even during leave or vacstion,

gr Whenever leaving the station, an employes ghall infomm the Fead of the Department s
which he s atiched, o DirecionPrincipal Thean if he s ldesell te Hesd of o
Dupartment, the address where e would ke wvailable during the period of the ahsence
from stagion.

4. Taking part in Politics and Election:

Mo employes shall tzke active part in palitics in the eanpas of the College ar exploit his
afficial position for political crds or permit the use of College facilities for palitical pirposss.

3. Criticism of the Institote:

Mo emplayes ghall, in any printidigitalielectronic brondcast or m any decument puablished
ancnymsisly or in his o%n neme or in the nme af any olber person or in oy communication 4o
e press or mn any pablic wtermee, maks any stsdemnent of fizet or opinion.

(1) Which has the effect of an adverse eriticism of 8ty policy oF sstion of the College, or

{ii) Which is capabic of embarrassing the relations between he College and the Cenral
Government or any State Government o any ather Institution as cepanizntion or members aff
publiz, or

(i} Which exploits the name of the College or his position thereiu” Provided thit nothing
it this paragraph shall apply io any slabements of views expressed by an emnplovon in his official
capecity of in the due parfonmance of the dutics assigned o him,

6. Evidence before Committee or any Authority:

(i} Save as provided in sub-pamgraph {iii} below, no employee shall, except with the
previows sanction of the competent authority, give evidence in compection with any
inquiry conducted by nny persos, Commitee o nulsarmty,

(i) Where any sanction has been necorded under subparagraph (i) no employes giving such
evidence shall crificizs the policy or any netion of the Caollege ar the Ceniral Government
or mny State Cvermamet,

{1at} Nothing in this paragrsph shall epply for: -
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() Evidence gven a1 any inquiry before any authotity appodnisd by the Coflege, by
Packiament or by 5 S2ame Legislsture; or

{b) Evidence given in any jndicisl inguiry; or
(2] Evidence given at any depanmental inguiry crdered by the College nuithorities,
7. Unauthorized communieation of information:

Mo cmplovee shall, except in secordance with any geneval o special order of the
compelent suthority o in the perfonnanee in good faith of the duties magigned o him,
communicac, dmectly or indirectly, any official document or imformation 1o any person s whom
be i3 not asharized 1o communicate auch diwumend or Mfarmntion.

B. Private Trade or Employmeni:

Mo employes shall, except with the previous permission of the competent auwtharity,
engage directly or indirectly, in any trade or business or underiake any employment patside lds
official assignments. Mo member of staff shall offer private tuitlon fservices either fur MoTeLEry

9. Investments, Lending and Borrowing:

{11 Mo employee shall speculute fn any business nor shall make or pernsit his wife or aiy
member of his family t make any investment likely fo embarmnss or influence him in 1he
discharge of his officinl dufies.

{iip Mo employee shall lend money at inseres 1o imy person nor shall he hosrow money fram
any person with whom be is Tkely (0 have official dealings,

10. Insolvency, Habitual Indebtedness and Criminal Proceedings:

i) An emploves shalf &0 manage his private affairs ae 10 avoid habimsal indebledness o
insotveny. When an emploves is found lahle 1o arremia:dnbtlnrhasfm:mminm[vm}- or
when it is found that » majodty of his sallury i5 continmousty being attached, be may be Hable fo
dismissal. Any employee. who becomes the subject :-flegaiprc-mmiu;afnrimujmun}- shall
Forthwith repart full facts io the Caollege suiborifies,

(1] An employes who pots invedved fn some crimingl proceedings shel! immediately
itafiwm the competent authority through ibe Hesd of the Department to wliich be #5 adtsched,
irrespective of the fact whether he has been relaased om bail or not,

An employee who bs detained in police custody whetker he is guilty o¢ not en criminad charge Or
atherwise for a period longer than 24 hours shall fed join his daties in the College uniess he bas
abagined written permisalon 1o that effect fiom the DirectonPrincipal Dezn of the College.
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11, Movable, Immovable and Valuable property;

Every member of the staff shall, on first appointment in the Collepe serviee and lbereafier
ol such infervals as may be preseribed by general or special order of the competent anthority
submit reburs in such form as the College may prescribe in fhis behalf of ol imkvahle property
wwmed, acquired or inhesited by him or held by him on Jease or marigags, sither in his own ree
ar in ihe name of pny member of his family or in the narme of any other person,

I Vindication of Acts and Character of Employees;

No employee shall, except with the previows smetion of the competent nuthogity, have
necousse bo any court of law or to press for the vindication of any official act which has been the
suliject mutler of adverse eriticism or an nttck of defammory charcter, Provided nhifeg in this
male ghall be deemed to prohibit an emplovee fiom vindicating his private charscter ar ahy pet
done by him in his private copacity.

13. Representations:

() Whettever an eonployee wishes o put forth nny claim, or secks redress of any wrong done
Lo hima, he must forward his case through proper chonnel, and shall o formard such
sdvance cophes of his appRcation to nn higher authority, unless the bowver muharity has
regected the claim or refised relief, or the disposal of the matter is delayed by more than
thres mals.

{h) Mo employes shall be slgntory 1o any joint repeesentation sddressed to the suthoritics
fior redress of ooy grievance or for any other matior.

Id. Punishment, Appeals ete:

An employes shall be governed by the previsions of the relevant mules repasding
imposition of penadties for breach of any of these ‘rules snd prefremes of appeale apaimst sy
such action tnken against him,

1317 any =aff gots rejocted by Ralification suihorities of AFRCAICTE INTUE. the same staff
harve to relicve on same day withaut Motics,

II. LEAVE RULES

1. Introduction ;

Liave is a provision to stay away from work for ponuine ressons with prior approval of
the authoritics. 1t may be granted for & casual purpose or & pluemed activity, on medieal grounds
o in extra-ordinary conditions. Leave cannot be chsimed a8 3 matter of rght. Accordingly, lenve
rules and nomms beve been catsgorized under various heads. Vacntion and leave rmed by
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Certain rules #nd norms have heen designed specifically with reference 1o faculty of the lrmmm
2 General Principles Regarding Grant of Leave
2.1 Applicability

Tie provisions contained in these rules shodl apply 1o all permanent emplovees of the
college. However, thess leave roles doesn’t incliude emplovees under contracnasl hasis ar
services,

2.2 Right to leave

1. Leave cannat be claimed as o matter of right and the lesivie sanctioning suthority may pefiss
or revise beavs of any kind,

ii, To change the nature of [eave, (he maximom period permitied shall not exceed two wosks,

it, Mere application of the leave, withi<Il proper granting of beave shall be treated as ghsence
withiral leave,

2.3 Authority empowered to sanction Leave

1. Applications for leave shall be sddressed to the Chairman by the Director Principal Thean
and 1o the DirectorPrincipal/ D by the other members of staff,

ii. Bancthoning suthorizy for the sanction of leave for the Director/Principal Dhean shall be
Chairman.

UE For all the Leaves ather than Casual Teaves to the members of the stafl sanctioming
autharity is the DerectonPrincipal Dean ar by a tietnber of siafT io whom he power has
been delegated by the DirectonPrinci pal Dean.

v, Sancticn of Casual [esves to the members of the staff both teaching and non-tenching of
the functional departments shall be made by the nespective Head of the depurtments £ [n-
charge HOD

v. Bancthon of Cagnal Lewves to the members of all the stafl members far Science &
Hurnanities, Library, Exam Cell, Placement cel] shall be made by the respective
department In-chasges,

vi. Sanction of Caswal Leaves 10 the memibers of all the staff mernhers in
DirectorPrincipal Dean’ s Office, Phyaical Directors, Cierdenlng, Constroction, and
Munintenance shall be made by the respective depariment Tn-charges,

ir
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vid. Senctive of Special Casunl Leaves, Academic Leaves {up-ta 3 daysy, Half Pay Cinsal
Lenves {up-to 7 days), On- duty leaves, Compeosatory Leaves shall be made by s
Dhircctac Pringigal!

Dean. Lenve applications for above mentioned leaves shall be farwarded thr respoctive
HOD's [ In-charges of respeclive depanment (o Directos Princi pal Thean,

2.4 Commencement and termination of leave

k Leave oodinarily begins from the date on which beave as such is actnally availed and ends
on the dny proceding the daie on whioh duby i3 resumed,

i Second Saturday, Sundavs, Resisictad Holidays and other Holidays or the vacation inry
be prefixed as well as suffixed to amy leave, subject to amy limit of shsence on leave
preseribed under each category of leave,

2.5 Combination of leave

Exeept as otherwise provided sy kind of leave under these provizions may be granted in
coaehination with or in continestion of any other kind of leave, subject 1o amy limits preseribed in
such cases,
2.6 Grant of leave beyond the date of retirement and in the event of
Resignation

i. Mo leave shall be granted bevond the defe o which 8 member of the staff mumi
compalsorily reine,

i An employes who has served potice for reaignation shall be eligitde for CT.%s an pro rata
basis and they are not eligible for any other feaves, Provided that the
Director/Principal'Denn may, in any cast, grnt leaves 1o an employes prior to histher
resignation if, in the opinkin of the DivectorPrincipal/Dean, the circumstances of the cass
msify such grame of leave,

1.7 Conversion of one kind of leave into another kind

Leave of any kind taken eartier can be converted inn leave of any ofher kind at & laser
dnte om an application within 30 days of jolidng disty afles leve by the emplovee, snd at the
discretion of the beave sanctioning uithoricy sirhjeet be aclpusiment of keaye salary.

2.8 Rejoining of duty on return from Leave on medical grounds

i A emplevee whe hns heen gramted beave an medical certificate 1s required W procec:
a medica] cestificate of fitness before sesuming duty.
fi. Leave snctioning mrtherity may secume sscand medical apinion, if copsidered
necessary,




2.% Rejoining of duty before the expiry of leave

Except with the permdssion of the suthurity, which granted leave, no nenber of the staff
Om Jeave meary retum to duiy before the expiry of the period of leave granied Lo him,

2.10 Maximum period of absence from duty

comtimwus period exceeding five years ather than on foreign service, whether willl ar
without leave, shall be doensed 10 have reslgned firam the service.

** Revicw based - On Guoide's recommendation for every 30 days and thereol

2.11 General
b Leave should always be applied for amd sanctioned betore it is taken, except in cases af
cmergeney and for salisfaclory regsons,
i, Abserce Fom duty afice expiry of leave cntails disciplinary action,
i Absence withous beave will cosstitute an insTruption in service
iv. A siaff on leave should not, ke up any service of employment elsewhere withoyt
obiainifg pried sscton of ihe compebent guthority,
V. ALy Hme oot epore than 3% ig i depanment may be grunted l=ave.
vi. Probationary employees may note thot they cannot avail any other laaves except Cpsual
Lenve as per the nomms,
3. Kinds of Leave:
The following kinds of leave shall be admissible 1o the mirnbers of the staff of this Instbiate,
1. Casual Leave (CL),
& Academic Leave (AL
3. On-Duty (0.1,
4. Half Pay Cansal Leaves {HFCL),
. Maternity Leave (WMTL).
6. Stody Leave (Full- Time).
7. Stady Leave (Pare-Time).
&, Bummer Vacation and Permissions,

S Casual Leave (CL)
I Casual Leave is not earmed by duty, A stallon CL i noq treated as absent from duty, CL
cannol be claimed as of right and is subject 1o a mcmu o 12 days in o calendar year.
i, Second Sorndaye, Sundays, restricted hatiday and holidaya, whether indervening, prefisied
or sufficed, shall not be counted a8 Casnal Tegve,




iii. A staff member can avail only ane lesve in & month. Fowever, they can avai] the
preceding month's C1. in the subsequent months, if they are aot avnild iy 1 st

iv. CL can be taken for half p day alse.

v. Staff appointed and joined duty during the middie of year may avail of CL an pro rois
haziz.

3.2 Academic Leave (AL)
Academic Jeave may be gramed when o staff member stiends conferences’ seminars’ warkshops!
refresher courses’ sympasin’ peacticnl training! judge for paper presentations’ conference chaira!
guest lectures ete. shall be eatitled to Acadenic leave maximum smoit of 6 davs Ina
Chlendar vear. Priority need to be fllowed in forwarding a recomemendation foe participation is
a8 follows:;
L In the oeder of seniority duly taking into aceount whether the fncalty inthe given academic
year s already sttended any seninarworkshops! Symposium,
ii. Arem of reseanchAeaching
iti. Retived faculty considered on requirement basis
1. Paper Presentntions corsidered without any diseretlon.
¥. Given faculty in a given acodemic year may get o secand npparimity provided ai lens
% of faculty covened in the discipline/depaniment,
Vi The above is only 2 general priosity, In specific cases discretion imay be used keeping in
view of institution imterest,
vli, Permisaion for purticipstion tay be refimed 1o those wha have aticnided & similar
program within the last six mardhs,
vEiE Alany given time not mone thin 2 facubi=s from g given department be
st penmitted.
i Refresher courses for Non- teaching techrical staff in thelr line aof duty c2=n be comsidared
fiar academle leve,

3.3 On-Duty (0.D) Leave

Om-Druty leave may be granted when a slaff member is atlending Examination related wok such
as lab exiernal examiner’ pmject exteinal examiner / observer, of any other instiivtbonal reksted
work assigned by Principal / Directer. (Faculty members wre aflowed arly ome spell per semestor
10 emse aff JHTUK valoation},

3.4 Half Puy Causal Leave (HPCL)

L. Vv HPCL admissible t n member of the stafT shall be 10 full days in a calendar year for
Leaching staff and for Non-teaching staff, For availing of HPCL Mislmum fwo Vear
service in the college is necessary.

d. HPCL can be sccumnbated up o 150 {90 days),

4.5 Maternity Leave (MTL)

L. Maternity Leave may be granted to a feamale st with kess than two sLerviving chibdren, lor

o period of up to 120 days froe the date of its commencement
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. Maternity Leave shall not be debited to the leave scoomnt.

ixi. Maternity Leave may be combined with leave of oy other kind except Casual Leave,

tv. Minimum 2 years service in the college with s commitment of ut beast | yenr service band
aller leave is required for availing of maternity leave for the staff member far the first
delivery.

¥. Mimimum § years service in the college with a commitment of nt least | year service band
affer leave is required for availing of matenity leave for the staff member for ihe mennd
defivery,

wi. Maternity Leave is availahle fior the desiritg woman stall for foar months tn-parid feave
for those who bave less than oere years of servies in the institution.

vil. Based on medical repons the matermity beave can be extended up i one monh with
snlary mmpaid.

wiii, Thuring maternily beave, banve salaty equal 1o last pay drawn is admissible,

3.6 Study Leave (Full Time)

i Stody leave is granted to staff with not less than five years of service in the college for a
courss beading to PhIVPDF and o bess than thres vears of service in the colbese for
bechnical staff for course Jeading fo diplons,

ii. Course should be certified 1o be of definite advariags to the Institule inferest.

i The DircetoPrincipal should approve the particubar ehudy 1o gruet lenve,

iv. The faculty on histher neturm should submit a full report on the work dose during sudy
lesve, meanwhile perindical review of the work should he submitisd year-wise for PhD,/
PIT,

v. Brudy leave is not admissible

n, For studics out of Tndia if facilities for such sordies exist in Hinlda;

b. T ae employes due 1o retire within three years on refus fram the andy lemv;

vi. Maximum perled of study Jeave is 36 msonths for PRLD. snd one year for POF,

vii. Study leave shall nod be debitad 1o the beave aoeount,

wifi, Faculty who wish to avail this Stady Leave IFull-Time} hes to execute Theee years
service bond after completion of their Ph. DUPDF

ix. Requisite Bonds In the prescribed forms sre required to be executed by the foculty before
procecding on siudy leave, The bond amoant will be decided by the Chairman of the
Governing Body.

. I the course fall= short of the shady lesve, the fecalty should resume duty on conclusion of
the course; ar the cxcess period may bhe treated o5 ordinary lemve with the leave
sanctivaing suthority's prior approval.

xi. Leave Salary for PhL./ PDF:

Basic aalary duning the period for NTT/ IIT and 50 % of Hesic pay i vags of Universitics for
PRI PDF with other commitments being the same.

xil. Now-tesching technical staffs are eligible for study leave fior up gradation of skilla in their
furtionnl 1ine like parsuing Diplomn from ITI
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xiii, Legve Salary for Diphoma:

a, Techaical staff pursuing Diploma course [n histhes functional line enn be given mition fee
Suppont if bo'she gives & commitment to serve in the institutian for at beast wo years,

b, Technical staff pursuing D¥ipdeaniy. course in hisher funcijoral line can be given basic
salary mipport if hefshe gives 0 commitment to serve in the instituthon fir &t least three
¥ears,

3.7 Study Leave (Part Time)

i Smdy Leave is granted a0 siafl with not bass than fve years of service in the college for
course leading to Ph, D, and not less than five vears of service in the eollepe for
technacnl staff for course

leading 1o DNploma,

i, Course should be centified 1o be of doftnite advantage o the Institute intenes,

iki. The DirzciorPrincipal showld approve the particular study to grand beave,

Iv. The emploges on hizher retum should submit a full repart o T work dame during stedy
leave,

¥. Btudy leave is not admissible to an emplovee due to retie within thee ¥ears on refurn
froan the shady leave;

vi. Faculty members who have reyistered fior Ph. I, (part time), they can avall 7 davs leave
for Lst year, 7 days leave for 2nd yedr, 10 days beave for 3rd year and 15 duys leave for
4th year from their date of regisration, Stoff members wha have mare tham 5 viars of
expertence in this instingion are eligible do avail this study Jeave,

vil. Study leave shall net he deblted o the leave scoount.

vill. Emplovess who wish o avall this Srudy Lenve (Part- Time) have to execite two year
service bond afier completion of their PhD.

ix. Revuigite Bonds in e prescribed fomss are reduired & be executed by the facalty hefare
proceeding an study leave. The boad amoum will be decided by the Chalreman of ihe
Governing Bady.

38 Summer Vacation and Other Norms

i. Teacking staff will pet mindmwn 3 weeks and non-ieaching slaff will got 2 weeks of
summer vacation every year. However, probationary amplovees can ot avail semmer
yacafion.

ii, Btaff members mny be penmitied meakimim I permissions in 2 momth with 8 1omi durstion
of one hour, IF there are more than two permisslons in o monsi, it will be converted into &
beadfeidlay 1.,

ifl. Swff members e not given OCL (Compensatory Cosizal Leaves) mnder any
cireumstances for amy work asaigred ke Prioeipal/Dircctoe

FOLICY ON ANNUAL SALARY INCREMENT
Annual Increments will be based on the apprmisal and publications as per narme given helow:
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i. Fvery faculty has to publish ot beast ooe urticle in wny Peer reviewsd foumubUGE Tisted
Jourasl based on histher resenrch work o B.Tech/M. Tech student™s project BVETY Year.
However, it may be extended ong more year based on histher explanarian,

ii. Dctorates and Professors heve to pabdish an asticlefpaper in Scopus Indexed/SCL Foamal
il least once in two years.

iii, Academic Adminisraions of the collegs have fo publish an articky'paper in ScopusSC
Feurnal at least once in three vears

IL. BENEFTTS FOR STAFF

L. Quality lmprovement {().1P, ):
Faculiy mm;mmmnimmymmmm under [P Bcheme. One sl
member from ench depariment can be sponsored ag ite oeasion on sadedity basis.
2, Group Insurance:
Colbzpr provides group insurance to Imhhgﬂnﬂmﬂnm—hjngmﬁdpm a lomit of
R=2,00,000., Colbege is providing health inzurance to teaching aff with coniribution from
slaff. Burn assured depends upon the salary,
3. Professional Bady memberships:
College provides 50% of menshership foe for oae Professional Body membenship for the faculty
having ot least two years of service in the colbege,
4. Financinl snpport io faculty members to atiend FIPs:
Frouity members are allowed Suaneial suppart o atieod Faculty Developenent Programs TAS
I, (25 per prevailing rules) and registration foe will be provided.
Faculty members can avail this feility for two dmes MAXifam in on scademic year.
5. Incentives for Faculty Research & Pulslications:
1. Incentives to any faculty will he sancticoed in (he month of March and September of cvery
i,
ii. Every Doctorate has to submit any project Proposal 1o &1 Least one af the external fumding
LTS pOCe Nt Fears
ik ¥ =ny faculty hes awiermal Fmded projects, T 1 5% of the project fusd will be sanctioned
s incentive as per commiltees recommendations
iv. TF the 1mame of the Research Guide as st Authar, then the 2nd oame of Authoe Ay
cotsidered if the callege name appears in the: jousnal
v. Wany faculty guides u ressanch scholar as eo-gukde. then 3rd name with college name will
alsn be considered for incentive,
b Add on facilities to Stall:
L College provides all facilities w0 arrange the hank loan fior the intereated stnff,
is. The meanagement is planning # provide Laplop to the faculties wha hive o minimuom teee
Yiedes servies i the msiiboic
i, The management provides esliry ndvance to the faculties o fhe EMSTECACY,
iv. The managememt provides Lipiopa to the HoD's aivd professees,
¥. The monagement provides A/C bus facility for trnsspont fo HoDs and profissoms,
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HIL. FACULTY HANDBOOK

The Faculty Handbook reflects the policies and regulstians of the Miracle Educationnl
sociely Group of Institutions, Bhogapuaram a5 they spply to the teaching faculty of the College,
Thess are in addition i the nes, procedures and requirements contadned in the Service Rules,
The fculty being central to any educarionsl entesprise, they have greater responsibilities than the
ather sections that go to populate an eduentional oty

1. PROFESSIONAL ETHICS AND ACADEMIC RESPONSIBILITY
1.1 Introduction

The basic functions of the College e the advancement amd dsseminstion of knowiledpe,
the development of critical intelligance, md the education of cilizens end professional workers
Tor the society of which the College is n part.

aeadentic Mrasdom.
Frecdom entoils responsibilities. | is meumbeat upan the faculty member to accept e
respansibilities which are concomitant with the freedom be or she needs,

Those respansibilities are; 1) 0 students, =) 1o gcholarship, 3) o colleagues, 41w the
College and 5) to the larger commurity which the College serves. To maks these respansibilities
operational, it is necessry that ethical and professienal standards be adopeed 1o guids facilty
members in their conduet and that effective mochanisms be established to monbior and enforee
compliance witl these stasdards,

1.2 Responsibilities to Students

Af & teacher, the feully member bas the responsibility for creating in his or her
elissroom or laboratory o climate thad eocuumges the stadent’s endeavors 1o [esm, The Faculty
member should oxernplify high seholarly standards and respect wmd foster the student’s rghd 1o
ehooae and pussie his or her own educational goals,

8. The facolty member must make cloar the objectives of the course or progrun, establish
requinemznts, st standards of achievement, snd evalgsis the stdent’s performnnee.

b, Tioe f=culty member hos ihe responsibility o meet clasees as scheduled and, when
wircumstances prevent this. to arange equivalent alismage msiractian,
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@, The faculiy membar lsas the reapansibility 1o teach courses in a manner that is consistent
with the course description and cradit published in the syliabus baok of University and
with the announced objectives of the course, He ar she mus nod intentionolly interject
i classes materinl or persanal views that have no pedagogical relationskip to the
subject matter of the courae,

d. In order o facilitate shadeni leareing, faculty members should prosent the approprinis

condext for course content. While challenge is exsential w good teaching, challenge is
ordinarily most effective when students are sdequately prepared to deal with course
munbeTials,
Un coetroversial bsswes within the scope of the course o reasomable range of opinion
shotild be presented, When the faculty membor presents his or her own views an =och
isiues, they should always be ideatified as such, Wherever vilues, judpments, or
speculative apinions constitute pari of the subject matter, they should be identified as
euch and should not be offered as fact,

¢. Tha faculty member owes 1o the student and the Institute o fabr o impartial svaluation of
the stadent’s work, Such evalustion should be consistent with Tecogmized snandards nped
st Bt be influenced by irelevancies such as religion, mee, 8ex, o poliical views, o
be: based om the student’s agrecment with the teacher’s opinion pertaining tw matters of
controversy within the discipline.

. Every studant is enfitied to the same intellectusl froedoms which the faculty member enjoys.
The faculty member nust respact that freedom. Resteadnts must sal be imposed upon the
#udent’s search for or considemtion of diverss ar coatrary opinicn. Mare positively, the
facubly member has an obligation 1o protect the studeni’s froedor to boarn, especinlly
wlen that freedom [s threstened by repressive or disroptive actien. The elassroom must
remuin A place where free and apen discusslon of all content and fssues nelevar 1o a
course ¢im take place.

£ The fuculty member has obligations as an intellectun] puide and counselor (o smdents. He
ar she has & responsibility to be available o stdens for regulnr counseling, In sdvising
stidients, every ressonsble effort showld be made 1o see tha imformation given 1o them i
Becusste, The propeess of studeimts in achicving their academic goals shoald not he
thwarted or retarded unvessomably because o faculty member has neplected his or her
obligntiem a3 adviser and counselo.

h. Faculty members are expected to hold regulnrdy scheduled office bours and reasansbly
availshle for appointments with staders.

i. The faculty member should conduct himself or herself at all times o s Lo demonsirate
respedt for (he student. He or she should slways respect the confidense deriving from the
Tacalty-stodent relationship.
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J The fsculty member must avoid exploitation of students for persenal advantape. For
example, in writings nnd ol presentations, due scknowledoment of thetr contributions o
the work should be made.

k. In order thet sudests ean make knowledgeshile choioes shous whether to tske o particular
course, it 08 the fbealfy members respmsibility 10 provide, on ihe firg diy of ¢lass, g
coarze gyllabes, in elther dectronic or paper fonmat, containing ihe fillowing
informarion:

(1) the instractor™s name, designation, department Cantnct bowrs for doubt ¢lagification
{2} goals and objectives of the course;

(3] coures content arcd scheduls of bopies;

(4) list of readings andior other antlcipated course materiaks:,

{5} expectitions for ntiendance, assignments, and exaninalions:

[6) dages and times of nny exaninations scheduled outside of class dme;

1.3, Responsibilitics to Scholarship:

Seclety has o vital stake in mainesining the College as an institution where knowledge
¢an b sought and communicnded. The fagulty metber has ars ethical responsibility buth o make
full nppropriate use of that freedom in his or ber teaching and rescarch and % guard it from
abuse, More specifically:

a A fsouity member is commitied 1o g lifelime of sy, Alihough e one can know
everyling, even about o limited subject, he or she mast constantly srive 10, keep alwenst
of progress in hix ar her fedd, 1o develop and improve his or her scholarly and teaching
kills, and 10 devote part of his ar her energies 1o the extension of knowledge in his or her
area of competence,

b, The faculty member has the responsibility of being unfuilingly honest in research ad
tenching. He or she must refrain from deliberase distortion of misrcpresentstion, snd mist
take regulir precautions ngainst the common causes of errar.

© In order to maintain or kncresse cffectiveness a3 a scholar, a faculty member may find it
advimeageous o assume ceriein cbligations outside the Callege, such as consubting fior
govermment of industry, or holding office in scholarly or professional societies. Such
activities are appeopriniz in so far a5 they contribute to his or her development & a
acholar in his or her field, or a1 the very beast, do not interfere with that dewalopment. O
the other band, acceptance of soch ohligstions primesily for financial gain, especially
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whet such setivitics may be insaenpaiible with the faculty membeor's primary dedicntics
a5 & schalar, cannot be condoned.

L4, Responsibilities tn Colleagues.

As & colleagee (he hcukymmhrhsahiiudim.tﬂmdniwfmmmm
membership in the commnity off scholars, He ar she respects and defends the frpe inguiry of
associntes and avolds interference with their wark. In the exchange of criticism and idess. he or
ﬂmshm'u:lurupeﬂﬂ:-rlh:ﬂglﬁnfultmmm teie opinions Henfsl::mmmﬂmmpemnm
vili Fcation, omd acknowledgas contributions of others 10 his or her work. When askad 1o evaluste
hmﬁmhwmﬁnmmﬁnnuhmhfmﬂmmhmﬂmﬁmhﬂﬂmﬁm

L.5. Responsibilities to the Institution,

The faculty member's primary responsibility i bis o e Institution f2 10 seck 1o réalire hisg
o hes mnximum potentiol as an effective scholir and tescher In nddithon, the faculiy
eesither hag a responsihility to participote in {he day-lo-day aperation of (he Insitme.
Amaig the faculty member's penerdd respansbifities to the Tnstite, the following Tty
be panicularly noded:

. When a faculty member acts or Bpenks & o private persan, be or she should Fitekee clear that
his o ber actions and, utterances are entirely bis or ber own and not those of the Instifie.

b. The facubly member nsist never attempl o expboit his or ber standing within the Esipoie
for private or persomal guin. The faculty member Y, 0N SpRIoPIElE oocasions, cie his
of her connection with the Institute, bt oaly for purposes of personnl identiffcation, The
faculty member must not permit the impression to prevail that the Instituie in any way
Epnsars any of bis or her activitos,

¢ Institte facilifies, equipmen, supplics, and other peaperiics must iwever be nsed for
Personal af privace business.

d. A feculty member has the duty to ensare that the regulstions of the Instifule nre designed
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f. During perinds of disturbance or high temston on camipeis, o fculty member shold take
rensonable seps fo prevent acts of vielence and ta rediuee tension,

§. Subject o the requirerments of this statement and other institational tejmlations, a facnlty
metber determines the amount and character of the wark and other muside sctivities he
ar she pursiscs with due regand s his or her paramournt responsihilities within the nstie
arl prienary boyalites to-i

L.6. Responsibilities to the Community.

As 8 member of the community, the faculty member has the rights aed obligations of any
eitizen. However, in exercising these rights, the faxulbty mennber must meake it clear tlst he ar she
does ot speak for the Institute, but smply as an individual. The faculty member does mol e the
classroom b soficit support for personal. views and opinions,

Because seademic freedom hos tmditionslly includesd the faculty member®s full fresdom
a8 & citiren, most facalty members face no isoluble conflicts between the clajms of politics,
socinl nction, and conscience, on the ooe hand, and the clsins and expectations of their siudents,
eollengues, snd instiations on the otber, 17 such conflicts become aewte, and the facalay
member's stention 10 his or her obligations as & citizen and moral egent precludes the Fubfillmenl
of subsiardial academic oblipations, the respossibility of that choice canned be escaped, bt the
faculty member should sither request & leave of nhsence or resign his or her academic-position.

L FACULTY RESPONSIBILITIES AND DUTTES:
2.1 Responsibilities of Holks

i Dispatch the attendance dita of the stadents 1o the parents, who secere less than 75%
afierdance at the end of every month by registered post Keeping the records of those
slucends by taking

Siymnbure of the stodents.

ii. Weekly report of absentesism of the swdents of the proceding week maist be uplosded in
ml]mnwehpum.mwnbh:nﬂhmmmmn:ndsmmuallmmnumm-

i, Quiz and mid exnmination marks of cvery semester must be uploaded in college web
portal. 1o enable web master (o send SMS 10 all parents.

iv. Progress reports of cvery student must be posted io the parents after every iniermal
examination under cenificate of posting,

I.I_Syll'luhlnl.!}lmgc:mlﬂdhmmhﬂm{Mm}inwrm memith,

vi. Feedback reports from the students must be tsken twice in 8 sesmester {after one month of
semester starting and befors ane menth of semesier end).
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wii, At the end of the semester, attendance, candonation asd detention repor hos to be =eoi 1o
ilse Dwean (AR, caam sell and ssoounts

2.2 Teaching —

The faculiy iz respomsible for contributing o the teaching propramnses of tha College
through:

L. Preperation and swhmizalon of leason plans ard schedules g per cormeular and advise of
b deparireni.

2 Teaching of assigned courses,

3. Bhall ke up thoory subjects, Laboratocy, Drewing ete., as entrusted from time to timse by
the HODY a5 decided in departmeental scadernic couneil mesting,

4. Prepasation of course material for the courses and for the Technofogy-Fnhaoced Leaming
(TEL) esvironment envisagad for the College. This includas developing the web sites for
fha corses om the eduction seever of the College,

5. Faculty i responsible For engagement for each of the schedulbed hour as per time-tahle of
the depariment. IT 2 faeulty member cannof take & class doe b a rare preasing
CRgAZTENL. Ertangerments nust be made (o make that hour up, through mulaally
comvinsind class work adjustaient § substitution by o colleague. Soch armngements
shiosld be dialfreguent.

2.3 Stadent related:

I. &holl promsie parental inderactions snd provide the necessary perlormanes reports and
coanaeling feedbecks from fims (o tme.

2. Counseling shedents, Academio advising of students ns essigned within the deparmens,
1. Faculty is supected to be pumeininl in the clnss and all other schedulad mestings with the
stdemts, It ghould try and inculeats in shdents, by exanple, the respect for time, procedorce
ared rules.

3, Shall take wp the theory suljects, Labosiory,

4, Faculty is expested 10 be helpdal and sympathetic tawands the stadents and fheir kEaming
nzeds,

5, Availability on camgpis for Inteeactions with stdents, Escl fsculor will maintsan st beass
ome apen affice bour an theee different days of the week for the studeats. Thess lous should
be st For gtudents’ converlence and should be announced In the claes and postsd. These will
slill be some studends who will need o nseel the feeally sulsdde these houm amd sdeguate
mrengements showld be made by fsculty for these scademic intetactons.
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2.4 Institution related;

1. Shall attend afl =uch responsibilities Tike tovigilation, dmetohle propamtions, coanseling
reports, self nssessment, o obtain student feedbacks oa the serviees provided from time to
time and consodidate on varioos crileriaopimons o ns 10 improve on overal] perfonnance,

2. Shall maintin stwendance registers, log shects, evalusiion and assessment of studonds far
avarding of imernal marks,

3. All records like aitendance registers, log shewts, consolidated marks memws, evaluated
sonpts, and question papers sbould be subimitisd 1o e depariment afer completion of
semesier | yeas.

#. Bhall aitend externnl duties as assigned by wniversity authoritbes,

3. Betling wp of the required Inboratories, identifying the cquipment, preparing the lsb
manels and periodical updation, management of the laborstorics s asigned by the
deparineent,

fi. Shall prepare and develop Course Contends, Moles Material, Laboratory Manunls, Powes
Podnt presentations.
7. Engaging in sctivities to promsode the advancement of department und Institupe programs of

sy through curmdcalar developmen, promction of sbodent research and scholarship,
iugessmend, ouleome evaluation, e,

8. Engaging in aclivities to promote the overall advencement of the Castypus and Institute
s o5 involvement in odvcalicnal programs, community service {lnstiube EngAgeIent
activities),.and studend sciivides.

8. Helping in the management of stusent affairs, inchuding spons, exltural and club activitios,
maanngemsent of hostels, and discipfinary funciions.

10. Helping the College in managemens of the various activities central 10 an acodemic
cumpus including participstion in Indusirial Visits / Tours,

L1 Paticipation in department asd Institution mestings;
12, Attendance at official Institute fanctions;
1.5 Professional Body:

I Ergaging in activities to promate individual profieasional develapineit appropeate within
the faoulty member’s primary discipling
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Z. Participation In discipline specific refresher coumas; including workshops, semingrs and
conlerences for enhancement of kncwledpe in thelr respective ficlds, In additlon, the Feulty
is also expected to carry oul research work, inchading consuliency sssignments, of high
quadity in at least one of the identified recearch areas.

Within the mission., goals and needs of the department, af this Campus and of the Insiibie,
the particular skills, talenis nnd inclinations of each faculty member witl be respected, subiect
o the oveenl] falfillment of agoregste responsibilities.

3. WORKLOAD NORMS

Classroam tesching and the work associsted with it is the major responsibility of the
facully, P the College meognizes that it séands 1o gakn stature oaly through ihe individunl
sistire of its faculty. which comes through maoking sipnificant contributions o the
wdvancement of knowledge, and throngh making contributions 1o the Indusiry by mking up
ndvanced consultancy projects.

A, I s envisaged that a faculty member of the College will spend aboat 18 hours per
week on tesching and other lasks diresily relased to tenching. This includes tme spent on
preparing and updating the course-site, prading time snd formal office hours, belping =uden
with their difficultics in the courses being taught, and on the meimtenancs of course files in
electromic format {containing defailed teaching plan used, text-hooks, copies of all
ustignments and teaching materials wed, recommendations aboud dezirahle devisfioms,
comments about i soceess of imovations, et

B, Besides these direct teaching duties, a faculty meeber is expected 1o spend remaining
Bmirs per week an activitics such as research, extersion nctivities, preparation of teaching
aids, development of compaier-ased instructions] meterial wnd otler educational softwars
including books, wachers manual for lab courss, eic., Acndeniefuudent pdmidmisization,
Aasigned dutics in sdmissdons process, scademic/administrative committes work, wardsn
skip, formal student counseling, efc.

4. STUDENT EVALUATION:

The Faculty of & course i responsihie Torwardimg the intermal marks to the swdeis for
the evurse, It i5 expocied that

L. Faculty will be absolutely fadr in evalosting the students. Any willful munipulnticn of
student  prades @5 meen a0 the mom sedows  infraction of condwet  rules,
2. The grading shall be trmmsparent, The faculty i5 expected to nefurn do e students the
graded scripts of quizzes, weds, and mid-semester examinations within o Teasonable time,
3. Evaluation / Assessment shall be propared and malntained and submitted = per b
guidelines of the instinstion,
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5. CONSULTANCY AND SPONSORED RESEARCH

The College expects and encoragss its facally o onderiake consiflaney and sponsored
research, Norms for administration and regulstion of such wark will he developed in due
oorme af e,

The College also encourages s Bsculty W necept nendemibe commitbee waork of ather
institations and agencics. The niles poiverning the refease of faculty members for sich duties
will be developed in due cowrse of time.

I'V BENEFITS FOR STUDENTS

The management is planssd 1o announce the following incentrves and rewards fir siadents,
Sthudent securing 15t and 26d Ranks in serester, Gold and Silver mednls, Far anmy LUlniversity
Rank halder {Top 3 Positions) 5% Tuwllen Faes will be refunded, For others (4 to 10 Positions)
25 %5 Tuittan Fees will be refinded.

5074 of one Professional Soclety member ship (annual) fees will be paid by inrspement for
Stuclents with more than 80% aggregate.

Any student, who s baving 79% of attendance and posscss the membership of Prafessional
Sockety, eon attend conferences/seminars'workshops through Stadent Activily Cenire [SAC)
suhject to prior permission from the respective HOD,

A masimn sum of Bs 30008 will be relmburssd 1o a studert sticrsling soy  confErence’
seminar’ workshop organized by premier Institutions like NTTSTTS TS fniversities who will
get Iat ated Ind prizes aloag with TA/DA and Registration Fee. For other imstifutes, an incentive
of Re. 1000/ and Re S00v- will be awarded to the 15t snd Ind prize winners,

Lnswvative project funding for sudents will be given to students, subjeet b the appraval of
axpart commities,

There will he reguinr personabity developrient, entreprencurship development, and ellvics, mod
value added course, courses on communication skills, computing gkills and placement specific
programs for Stadunis & no cost,

There will be free and subsidized add-on skills prOgmEms a8 per mdustries reguirememns,
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