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1. HRPOLICY 

1. SERVICECONDITIONSFORTHESTAFF 

Everymemberofthestaffshallagreetoabidebyalltheconditionshereinstatedandalso such 

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

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

diligentlyundertheordersandinstructionsofthePrincipal/DesignatedAuthorityorother 

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

Anystaffmember,onappointment,exceptoncontract,shallbeonprobationforaperiod of two 

years. 

 Staffattendanceshouldbesignedeveryday,beforethecommencementofregularclass hours, 

and at the end of the working hours for the day unless they are on duty outside the campus, 

or on leave. 

Staffshouldbeavailableinthecollegepremisesduringtheentireperiodofofficehours, on all 

working days. 

Ifastaffmemberon anykindofleave/vacationhastobeoutofstation,he/sheshould intimate the 

Principal/Designated Authority his / her exact out station address and phone numbers in 

his / her leave/vacation application. 

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 

discretiontoawardpunishmentsuchaswarning,censure,withholdingofincrementwithor 

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

Principal/Designated Authority. 

Forthedevelopmentandprogressofthecollege/department,allmembers ofthestaff should 

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

departments. 

Staff members should get prior permission from Management / Principal / Designated 

Authoritytocontactanyoutsideagencyorgovernmentdepartmentsforanymatterrelatedto the 

college / hostels. 

 Ifastaffmemberdrawsadvancefromthecollegetomeetfinancialexpensesforofficial tour or 

for arrangement of a college event, he / she shall settle the account within 21 days from the 

date of drawl of advance or within 7 days after the completion of the event forwhich advance 

was drawn failing which the advance shall be adjusted from his salary. 
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CHAPTER2-METHOD OF RECRUITMENT 

 

SCREENING 

Number of vacancies is notified by Principal/Designated Authority based on student 

strength/resignationsorterminationsofstaffmembers,tothemanagementforapproval/ 

information. 

 Vacanciesareadvertisedin leadingnewspapers– bothTamiland English. 

 Shortlistedcandidatesareinformed overtelephonesbyHR Department. 

 Attimes,Walk-ininterviewsisalsoconductedforimmediate postings. 

 

 

INTERVIEW 

Interview Committee consists of Principal, Director/Designated Authority, Academic Co-

ordinatorsandrespectiveHeadsofthedepartmentandsubjectexperts.Selectionisbased upon the 

Technical Skill and Depth in Knowledge. 

Theshortlistedcandidatesfromtheinterviewshallbecalledforpersonalinterviewand selection be 

made on merit. 

 Directinterviewisconductedforseniorposts.Selectioncommitteeshallbeconstituted by the 

Secretary as per the guidelines approved by the Governing Council. 

PAYFIXATION 

Payfortheselectedcandidatesisfixedbytheselectioncommitteeasperthepayscale 

approvedbytheGoverningCouncilfortherespectivepostbaseduponthequalificationand 

experience of the candidate. 

CHAPTER3-PROVISIONS&RULESRELATINGTOLEAVE/PERMISSION 

ELIGIBILITY&APPLICABILITY 

Allemployees onregularrolls as perUGCnorms. 

GENERALPOLICES 

Forthepurposeofleave,“Year”shallmeantheAcademicYearstartson1stJuneand ending 31st 

May. 

Categoriesofleaveavailabletotheemployeesare: 

CasualLeave(CL) 

On duty (OD) 
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VacationLeave(VL) 

Leaveon loss of Pay (LOP) 

MarriageLeave(ML) 

MaternityLeave (MTL) 

Permission 

Leaveaccountsof allstaffmembers aremaintainedintheAdministrativeOffice. 

Sanctioning authority: 

Principal of the college is the competent authority to grant all kinds of leaves to all the 

employees.PrincipalmaydelegatethispowertoHeadsforadministrativeconvenience. Secretary of 

the college is the competent authority to sanction leave of the Principal. 

 All staff members, particularly those in responsible positions, are expected to use 

leavesbasedonneedsandnotwithintenttouseupalltheleavesprovidedforintherules. 

 

 

CASUALLEAVE(CL) 

Every employeeis eligible to avail up to a maximum of 12 days of Casual Leavein an 

academic year (June 1st to 31st May). Staff members can avail maximum of 6 days CL per 

semester.ThelapsedCLintheoddsemesterwillbecarriedovertotheevensemester.ODD Semester 

(June – November), EVEN Semester (December – May). 

However,incaseanemployeejoinsdutyduringthecourseoftheyear,suchleavewill 

begrantedinproportiontothemonthsofserviceinthesaidacademicyear.(i.e.onedayCL on 

completion of a month) 

CLcannotbecarried overtothenext yearif itis notavailedduringthat year. 

Casualleaveistobeordinarilyappliedinofflineatleast1dayinadvance.Theclasses and other 

duties, if any, to be assigned to other competent staff. However if casual leave is 

takenonanyemergency,thesamehastobeinformedtothePrincipalofficeandHODatthe earliest 

possible. 

ONOTHER DUTY (OD) 

The College can permit any faculty member to take special assignments with other 

Colleges or industrial units, for specific period of time or to attend seminars/faculty 

developmentprogrammes/winterorsummertrainingprogrammewithpriorapprovalfrom the 

Head of the Department and Principal/designated authority. 
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VACATIONLEAVE(VL) 

Theserulesgoverntheavailingofvacationleaveforeachsemester.Themaximum duration 

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

VacationLeave(VL)isapplicabletoonlythemembersoftheFaculty(teachingstaff) with eligible 

service. 

VLcanbeavailedintwospells.Whenallormajorityofthestaffareoptingforsame spell and if the 

HOD feels that it would disrupt thenormal function of the department, the HOD can direct 

the staff to avail VL without affecting normal work. 

The staff, after giving option for the slot(s), will not be allowed to change the slots 

underanycircumstances.Forthepurposeofcalculatingnumberofdaysofvacationleave,all 

declared holidays and Sundays (prefix, suffix and intervening) will be included. 

Itwillbetheresponsibilityofeachfacultytoseethattheiracademiccommitmentslike invigilation 

work, and centre valuation are not disrupted while they are proceeding on vacation leave. 

TheVacationleaveofastaffmembercanbecancelledbytheauthoritiesconcernedif the presence 

of the staff becomes necessary for official work. 

 

MARRIAGELEAVE(ML) 

 

A Male/Female employee of the institution, who has completed at least 2 years of 

continuousandsatisfactoryservice,is eligibleforMarriageLeaveforamaximumofone week 

from the vacation leave, subject to prior approval of the Principal/ Designated Authority. 

 

LEAVEON LOSSOF PAY(LOP) 

 

Absencewithoutpriorpermissionandwithoutmakingalternativearrangementforclass or other 

important duty will be treated as Loss of Pay. 

 AnyleaveavailedinexcessoftheprescribedlimitshallbedeemedtobeLeaveon Loss of 

Pay (LOP). 

Absencewithoutpriorpermissionandwithoutmakingalternativearrangementforclass or other 

important duty will be treated as Loss of Pay. 

AnyleaveavailedinexcessoftheprescribedlimitshallbedeemedtobeLeaveonLoss of Pay (LOP). 
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MATERNITYLEAVE(MTL) 

A woman employee of theinstitution, who has completed at least 2 years of continuous 

andsatisfactoryservice,iseligibleforMaternityLeave(MTL)foramaximumof90(Ninety) days, 

subject to prior approval of the Principal/Designated Authority with one month salary. 

TheemployeeshallinformtheHOD&Principalatleast8weekspriortoproceedingon leave with 

appropriate Medical Certificate 

 

RULESRELATINGTOAPPLYFOR PERMISSION 

 

Permissionforshortabsencenotexceedingonehouronanyworkingdaymaybe granted at 

the discretion of the designated authority. 

Ifthenumberofpermissionforshortabsenceexceeds2inamonth,itshallbe considered as 

half day CL for the 3rd permission. 

PermissionTimingsMORNING– 8.40 AM-9.40 AMEVENING –3.40 PM - 

4.40 PM 

 

 

CHAPTER4-CONDUCT &DISCIPLINE 

CONDUCT 

Everyemployeeshallabidebyandcomplywiththerulesandregulationsofthecollege and all orders 

and directions of his/her superior authorities, under whose superintendence or control, he/she 

is placed. 

Everyemployeeshallextendutmostcourtesyandattentiontoallpersonswithwhom he/she is to 

deal in with the course of his/her duties. 

EveryemployeeshallEndeavourtopromotetheinterestoftheCollegeandshallnotact in any 

manner prejudicial thereto. 

Noemployeeshalljoin,orcontinuetobeamemberofanassociationtheobjectivesor 

activitiesofwhichareprejudicialtotheinterests ofthesovereigntyandintegrityof Indiaor public 

order or morality. 

DISCIPLINE 

The Secretary or any other competent authority may place an employee under 

suspensionwhendisciplinaryproceedingsagainsthimarecontemplatedorarependingora case 

against him in respect of any criminal offence is under investigation, inquiry or trial. 
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Anorderofsuspensionmadeordeemedtohavebeenmadeshallcontinuetoremainin force until it 

is modified or revoked by the authority competent to do so. 

CHAPTER5-APPEALS AND REVIEWS 

 ThestaffmembersoftheCollegearewelcometosubmittheirappealsorgrievancesif any to 

the PRINCIPAL / SECRETARY for review and redressal. 

CHAPTER6- GENERAL 

Faculty Members are expected to update their knowledge by attending 

seminars/workshops/conference,afterobtainingnecessarypermissionfromthe 

Principal/Management. 

FacultyMembersshouldattempttopublishtextbooks,researchpapersinreputed 

International / Indian Journals / Conferences. 

 TheFacultyMembersareexpectedtopreparehimself /herselfacademicallytomeetall the 

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

for the student community at large. 

Groupismofanykindshouldbeabsolutelyavoided.FacultyMembersfoundindulgingin such 

activities will be subject to discipline proceedings 

 

 

CHAPTER7– DEPARTMENT 

 

 

WorkloadwillbeallottedbytheHODaftertakingintoaccountoftheFacultyMember’s interests. 

Inadditiontotheteaching,theFacultyMembershouldtakeadditionalresponsibilitiesas assigned 

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

EveryFacultyMembershouldmaintainstudent’sattendancerecordsandtheabsentees 

rollnumbershouldbenotedeverydayintheMasterattendanceRegistermaintainedinthe 

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

TheFacultyAdvisormustupdatethestudent’spersonalfileregularlyandputupfor inspection 

by HOD/Principal as the case may be. 
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CHAPTER8-CLASSROOM TEACHING 

OncethesubjectisallottedtheFacultyMembershouldpreparethelecturehourwise lesson 

plan. 

TheFaculty Membershould getthelessonplan andcourse fileapproved by HOD. 

TheFacultyMember’sLogBookmustberegularlyupdatedandputupforinspectionby 

HOD/Principal as the case may be. 

TheFacultyMembershouldgetthefeedbackfromstudentsandact/adjusttheteaching 

appropriately. 

 TheFacultyMembershouldtakecareofacademicallybackwardsstudentsandpay special 

attention to their needs in special classes. 

TheFacultyMembershouldmotivatethestudentsandbringoutthecreativity/ originality 

in the students. 

 

 

CHAPTER9– LABORATORY 

TheFacultyMembergoingforlaboratoryclassmustperformtheexperimentspersonally and be 

satisfied with the results before asking the students to conduct the experiments. 

Thelabobservationsmustbecorrectedwithin2 days. 

 

CHAPTER10-TEST /EXAM 

Whilesettingquestionpaper,theFacultyMembershouldalsopreparethedetailed answer and 

marking scheme and submit to HOD for approval. 

Duringinvigilation,theFacultyMembershouldbecontinuouslymovingaround.He/ She 

should watch closely so that nobody does any malpractice in the exam/test. 

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

statementfromthestudentandinformtheUniversityRepresentative/ChiefSuperintendent. (Class 

coordinator and HOD concerned in the case of cycle test / Model Examination). 
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The faculty members should be fair and impartial in awarding of internal marks to 

studentsorinselectingtheoutstandingstudentsofthedepartment/collegeandonsimilar 

occasions, it should be done strictly as per the prescribed norms. 

 

 

CHAPTER11-STAFF SPORTS 

Staffsportsareconductedduringthesportsdayandthewinnersareawardedwith shields and 

medals. 

Staffmembersareallowedtoparticipateinsportseventsinsideandoutsidethecollege. The college 

will sponsor for participation. 

 

 

CHAPTER12–FINANCIAL ASSISTANCE 

Faculty members are financially supported for presenting papers in 

conferences/attendingSeminars,Workshop,FDP,SDPetc.withfullregistrationfeeand 

TA/DA as under. 

 

 

CHAPTER13-YEARLY INCREMENTS 

Staffmembersareeligibletotheincrementattheendof12monthserviceinthe institution. 

CHAPTER14–RESIGNATION/TERMINATIONOFSERVICE 

Facultymembercangetrelievedattheendofanacademicyearwiththreemonthnotice after 

completion of 2 years of service in the college. 

Incaseofresignationduringthemiddleofanacademicyearhe/shehastopay3months’ salary to the 

Institution. 

TheSecretaryshallhavetheauthoritytoterminatetheservicesofamemberofthestaff of the 

college, for any of the following reasons. 

Seriousmisconductand wilfulnegligenceof duty, 

Physicalormental unfitness 
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ANNEXURE–I 

 

ROLES &RESPONSIBILITIES 

 

Principal:Astheheadoftheinstitute,principalshouldhavethevisionandleadershipability to 

ensure the continuous growth of the institute. 

Academic: 

Tomonitorandconductacademicactivitiesoftheinstituteundertheguidanceofthe management 

and assistance of Head of the Departments. 

Toplanandtakethenecessaryactionsforimprovementforproducingbetteracademic results. 

Topromoteindustryinstitutioninteraction,research&developmentactivities. 

Tomaintaincordialrelationswithstaffmembers,students,parentsandwithallthose connected to 

the institution both directly and indirectly. 

 

 

Administration: 

ToconducttheperiodicalmeetingsoftheHoDs&facultymembersforeffective administration of 

the institution. 

Tomaketheemployeeandstudentsawareoftherules,policiesandprocedureslaiddown by the 

institution and see to it that they are enforced. 

Toinitiaterecruitmentofteachingandnon-teachingstaffmembersasperruleslaiddown by the 

institution. 

Approvesandensurestheimplementationofthedepartment’s&Instituteacademic calendar for 

Odd and Even Semester. 

To sanctionthe leave of thefacultymembers asper the norms. 

Toreviewsinternaltestanalysisreportandinitiatesnecessary corrective actions. 

 

 

Finance 

TorecommendallocationofbudgetforthedepartmentsasrequestedbytheHeadof Departments to 

the Governing body. 

Toauthorize forcashadvancesforurgent purchasesrequiredintheinstitute. 
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PromotionofCo-curricularandExtra-curricularandStrategicActivities 

Tomonitorandpromotetechnicalandnon-technical,co-curricularandextra-curricular 

activitieslikeseminars,workshops,culturalandsportseventswiththeassistanceofHoD’s and staff 

members. 

Tomaintaintheinfrastructureoftheinstitutionwith thehelpofconcernstaffand protecting the 

life and property of all those connected with the institution. 

 

 

HEADOF THE DEPARTMENT 

HODwillbe 

MonitoringtheproperfunctioningoftheDepartmentaspertheeducationpolicies formulated by 

the college. 

ReportingtothePrincipaldailyabouttheactivitiescarriedoutandactivitiesinprogressin the 

department. 

Allocatingtheacademicrolesandresponsibilitiesequallyamongthemembersoffaculty 

Finalizingtheportionfortheinternalexaminationsandensuringthecompletionofthe portion 

before every examination. 

Monitoringtheprogressofthestudentsinbothco-curricularandextracurricular activities. 

Ensuringthepropermaintenanceofallthedepartmentfileswiththehelpofthefacultyin charges. 

Ensuringthediscipline ofthe facultymembers andstudents bybeing disciplined. 

 

 

TEACHINGFACULTYMEMBERS 

Allmembersof thefacultyneed to 

Preparelessonplanforthesubject’sassignedusingacademiccalendarandgetapprovalfrom the 

Head of the Department. 

Chooseappropriatemodeofdeliveryfortheirsubjectstomaketheteachingandlearning process 

more interactive and interesting. 

Maintainstudents’attendanceforeveryhourthroughCAMSwebportalbothfortheory and lab 

classes. 
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Demonstratetheexperimentstothestudentsatfirstandmakethemtodotheexperiments later by 

following the procedures given during lab hours 

Evaluatethe Internalexam paperswithin3days andsubmitthemark statementstothe HOD. 

Identifytheslowlearnersintheirsubjectandconductappropriateremedialcoachingclasses to 

improve their performance in the next exam. 

 

 

EXAMCELL 

Toupdatethe timetable ofsemesterexaminations. 

Tocollectattendanceproformaandinternalmarksforconductionofexaminations. 

Conductionofpractical examinationsforallthedepartments. 

Arrangementfor conductingexaminationandcollectionofanswerpapers. 

Toappointqualifiedinternalandexternalexaminerstoconductandvaluatepractical,soft skill and 

NME exams. 

ToArrangeforre-evaluationofvaluedanswer-bookletsrequestedbythecandidateson prescribed 

application form with due fees 

Maintenanceofallrecords,statisticsanddatabaseofcandidatespertinenttoexaminations 

Processingandpassingofbillsofexamdutyremunerationforinternals, TA, DA, 

other conveyance/allowance for externals. 
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