§ NEHRU INSTITUTE
'OF TECHNOLOGY

COIMBATORE

HR MANUAL

NEHRU GROUP OF INSTITUTIONS
COIMBATORE




Chapter

No. Content
. | Nehru College of Educational and Charitable Trust

1.1 Preliminary
1.2 Preamble
1.3 Establishment of the Trust
1.4 Statement of Philosophy
15 Vision
1.6 Missibn
1.7 HR Objective
1.8 Scope

. 1.9 Applicability
1.10 Definitions
I.11 Controlling Authority

2 Nehru Institute of Technology
201 Vision of NIT
22 Mission of NIT
2.3 Working Hours
24 Dress Code
3
. 3.1 Recruitment
‘ 32 Classification of Employees

33 Recruitment and Employment & Record of Age

34 Reporting for Duty

4.1 Terms & conditions




5 Service Conditions
5.1 Employment Equity
3.2 Employee Classifications
53 Exclusive Service
54 Exclusive and Essential Service
3.5 Employer Property
5.6 Employee Duties
5.7 Probation

5.8 Salary & Other Benefits

59 Public Holidays

5.10 Teaching Faculty — Leave Rules

s Non — Teaching Faculty — Leave Rules
5.12 Absence

.13 Entry & Exit

5.14 Safety
515 Performance Appraisals
5.16 Promotional Policies

57 Personal File

5.18 No Due Certificate

5,19 Employee Certificate

5.20 Saving clause

5.21 Interpretation & Amendment of Service rules

502 Procedure For Dealing With Misconducts / Disciplinary
Procedure

.23 Exhibition of Service Rules
5.24 Discipline

5.25 Sexual Harassment




Lh
]
(=3}

th
(h®]
~J

wh
2
co

5.35
5.36

5.37

6.1

7.1

7.2

Sexual Harassment Committee

Leaving Employment

Termination for Cause

Punishment

Grievance Procedure

Appellate Authority Under Grievance Procedure
Resignation / Termination of Services
Resignation

Termination of Employment

Automatic Termination of Employment
Accommodation & Transportation
Retirement

Secrecy

Disciplinary Action Committee

Policy of Faculty Empowerment

Publications

Code of Conduct

Libraries

Rules and Regulations

Duties and Responsibilities
Principal
Head of the Departments

Professor / Associate Professor




8.5 Assistant Professor

8.6 Administrative Officer
8.7 System Administrator
8.8 Laboratory Assistants (Computer Lab)

8.9 Laboratory Assistants (General)
8.10 Estate Manager

8.11 Campus Manager

8.12 Site Engineer

8.13 Campus Supervisor

8.14 Chief Warden

8.15 Deputy Chief Warden

8.10 Warden
9
9.1 Boys Hostel
9.2 Girls Hostel
10

10.1 Transport
10.2 Duties and Responsibilities of Transport Officer
10.3 TA/DA Allowance for Drivers

10.4 Maintenance and Upkeep of Vehicles




1.1 PRELIMINARY

I Short title, extent, application and commencement
I. This act may be called Nehru Institute of Technology Service rules andRegulations
(selt-financing)
2. Itextends to the whole Nehru Institute of Technology

1.2 PREAMBLE

Nehru Group of Institutions wishes to maintain a work environment that fosters personal and

professional growth for all employees. All employees, irrespective of their profile, designation and

work approach have the additional responsibility of fostering a cohesive environment and

henceforth creating respect for each person.

It s the responsibility of all employees to:

* Foster and maintain cohesion, cooperation, fairness and transparent communication among each
other,

¢ Treat each other in a fair manner, with dignity and respect.

* Evolve and promote peace, harmony and teamwork in all relationships.

* Strive for mutual and effective understanding of standards for performance expectations and
communicate transparently and routinely to reinforce effective cohesion.

¢ Develop the quotients of emotional bonding and intellectual capacity in each employee by

making “participation of each™ as the backup.

* Help in achieving the insightful requirement of growth and development in employees by
helping them to achieve their personal goals in the respective institutes under NGIL.

* * Administer all policies equitably and fairly, organising all operational aspects with absolute
formal transparency, recognizing each as very important and different but each for
contribution; that individual performance should be recognized, appreciated and measured

against predetermined standards set and that each employee has the right for fair treatment.

o .Make employees understand and recognize the importance of crisis in their personal lives and to

aployees for compassion and better understanding among themselves.




L.3 ESTABLISHMENT OF THE TRUST

* Nehru College of Educational and Charitable Trust was established way back in 1994 by the
founder Chairman late P. K. Das an eminent Chartered Engineer, a renowned Academician,
a great Industrialist and a well-known Philanthropist with the focused objective of imparting
world class value added practical education in aviation and other fields of technology. The
founder in 1968 started originally for promoting a C ollege of Acronautics, diversified later
on and established a cluster of Educational Institutions both in Tamil Nadu and Kerala. The
Group of Institutions are now offering U.G, P.G and Research Programs in Aeronautics,
Architecture, Arts and Science, Bioscience, Commerce, Engineering, Fashion Designing,
Hotel Management, Information Technology. Law, Management, Media Studies, Medicine,
Nursing, Pharmacy, Social Work and has evolved into one of the biggest and reputed
conglomeration of educational institutions, popularly called “Nehru Group of Institutions”.

* The Trust was registered in the year 1994 under the Indian Trust Act 1982 as a public
charitable Trust by Mr. P. K. Das, son of late V. P. M. Nair at 45] — D, Palakkad Main
Road, Coimbatore — 641 008 with Adv. Krishna Das, Dr. P. Krishna Kumar and Dr. P.
Thulasi as Trustees for the objects set out and on the terms and conditions maintained in the

Deed.

1.4 STATEMENT OF PHILOSOPHY

“Moulding True citizens™ is an intrinsic insight of transforming young populace with an advantage
of learning functions, understanding and pursuing skills and realising avenues of opportunities.
Conversion of a quest or an urge as a realised option in an individual is possible only if a platform

is given and the contributions are substantiated. NGI articulates the perceiving status of market

requisites, social structure and professionally self heartfelt identity in individuals.
-

1.5 VISION

To mould our youngsters into Millennium Leaders not only in Technological and Scientific Fields
but also to nurture and strengthen the innate goodness and humane nature in them, to equip them to
face the future challenges in technological breakthroughs and information explosions and deliver
the bounties of frontier knowledge for the benefit of humankind in general and the down-trodden

and underprivileged in particular as envisaged by our great Prime Minister Pandit Jawaharlal




1.6 MISSION

To build a strong Centre of Excellence in Learning and Research in Engineering, Management and
Frontier Technology and all other academic programmes to facilitate students to learn and imbibe
discipline. culture and spirituality, besides encouraging them to assimilate the latest technological
knowhow and to render a helping hand to the under privileged, thereby acquiring happiness and
imparting the same to others without any reservation whatsoever and to facilitate the Colleges to
emerge into a magnificent and mighty launching pad to turn out technological giants, dedicated
rescarch scientists, managers, professionals and intellectual leaders of the society who could

prepare the country for a quantum Jump in all fields of Science and Technology.

.7 HR OBJECTIVE

NGI aims to become the best employer in the industry by incorporating the best management

practices to attract and retain the best talents.

1.8 SCOPE

Helps students to learn and imbibe discipline, culture, emulate professional decorum and sensitize -
the reasons for expansion and development. Students will also get opportunities to help the down-
trodden and under-privileged through social activities. Students will experience research through
the acknowledging figures of primary and secondary data, and in consultancy assignments during
their mini and major project sessions. All this lead to making NIT students emerge as leaders,

managers and socially reliable constituents for progress and development.

1.9 APPLICABILITY

The service rules and other regulations shall be applicable to all teaching and non teaching staff of

Nehru Institute of Technology recruited by the Management.

1.10 DEFINITIONS

¢ Employees mean all persons under the full time employment of the institution in teaching

and non teaching category other than the temporary and contract staff.

Management means, Chairman, Managing Trustee, Trustee, CEO& Secretary, Manager and
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Correspondent of institutions / Trust.

a)

b)

d)

1)

h)
i)
i)

In these Service rules and regulations unless there is anything repugnant to the subject or
context-*Service Rules and Regulations” means the rules established by the Nehru Group
ofInstitutions for managing the employment of all colleges and units of NGI both in Tamil
Nadu and Kerala or elsewhere applicable in all premises

“Management/Employer™ Tt shall mean and include the Chairman / Managing Trustee,
CEO & Secretary and Trustec,

"Employee™ means all persons unless the full time employment of NIT in teaching and non-
teaching category other than the temporary and contract staff,

“Premises™ means and includes its building. Administrative Offices, Laboratories, stores and
such other premises (whether at present existing or that may be established in future) which
are used for the purpose of the Establishment or for keeping any of the properties belonging
to the establishment and includes Staff quarters and the vacant places adjacent or apartment
thereto which are owned, leased to or hired by the Nehru College of Educational and
Charitable Trust for its projects and other places where the activities are extended and those
located anywhere in India.

“Service” means the period during which an employee is employed by the Establishment and
includes the period during which he is on duty as a probationer and/as a permanent employee
as well as on persons on leave duty sanctioned. ‘

“Day” means the 24 hours of a Calendar day beginning and ending at midnight but extends
up to the end of the shift,

“Month™ means the calendar month. but for the purpose of calculation of and its payment if
the management prescribes another period in respect of any Employee or class or classes of
Employees, it shall mean such other period.

“Year” means Calendar year (January 1™ to December 31%).

“Habitual™ means any act which has been repeated for more than twice.

“Authorized persons™ means any person authorized by the Chairman / Managing Trustee,
CEO & Sccretary and Trustees of the estublishment of these Service rules & regulations
empowered by him/her by general or special order may acl as representative of the
establishment in any matter connected with the day to day activities.

“Satisfactory” shall mean to the satisfaction of the Management

Disciplinary authority™ means the Chairman & Managing Trustee or any other authorized
authority of the establishment by general or special order may act as Disciplinary Authority
and initiate disciplinary proceedings and impose any of the punishment specified hereunder

on any Employee.




[.11 CONTROLLING AUTHORITY

The Managing Trustee / The CEQ& Secretary shall be the controlling authority in respect of all

administrative, Academic and financial operations of the colleges. He / She may declare any senior

person as a controlling authority for employees below him / her.




~ CHAPTER2 T
NEHRU INSTITUTE OF TECHNOLOGY

2.1 VISION OF NIT

To be leading Institution in Academic excellence, Multidisciplinary Research, Innovation,

. Entreprencurship and Industry relation in order to mould true citizens of the country

2.2 MISSION OF NIT

» To create innovative and vibrant young leaders in Engineering and Technology field for
building India as a knowledge power by improving the teaching-learning process

» To enhance cmployability, entreprencurship and to improve the research competence to
address Societal needs.

» To generate engineering graduates who use knowledge as a powerful tool to drive societal

transformation and inculcate in them ethical and moral values.

+ 2.3 WORKING HOURS

* Normally the Nehru Institute of Technology adapts a six day week academic schedule with
second & third Saturdays as holidays. The daily working schedule is as follows
Nehru Institute of Technology 09.00 AM - 04.30 PM

(11AM — 11AM Brunch Break)
(1.20 PM-2.00 PM Lunch Break)




CHAPTER3

3.1 RECRUITMENT

The vacancies at various categories will be filled up by the Management by anyone of the

following channels

Direct / Applications / Contacts

Advertisements in mass media

Placement agencies

References

[nternet
The candidates have to appear in person for an interview at their oOwn cost on receipt of
communication,
The candidates should bring with them all original certificates and testimonials.
Selected candidates may be asked (o make a presentation if the Management/Selection
committee so desires.
Every employee shall produce conduct certificates from two responsible persons and also
one from the institutions he has last studied / worked.
Candidates who have been convicted by a court of law for an offence involving moral
responsibilities shall not be considered for recruitment.
The minimum age limit for recruitment shall be 18 years and the maximum age limit for

different categories shall be as decided by the Management from time to time.

. 3.2 CLASSIFICATION OF EMPLOYEES

The employees shall be classified as:-

a)
b)
¢)
d)
e)

f)

o
=

h)
i)
i)
k)

Permanent
Probationer

Fixed term employee
Temporary
Substitute

Casual

Trainee / Apprentice
Helpers

Contract laborers

Part time
Professional




a)

b)

Permanent Employee: Permanent Employee is one who is employed on a permanent basis and
includes such one who has completed his/her probation period successfully and on such
successtul completion of probation is approved by the Chairman & Managing Trustee / Board of
Trustees / Authority or any other person authorized by him/her.

Probationer: 4 Probationer is an employee who is provisionally employed in a post to verify
his/her performance cfficiency, character and conduct. Every employee recruited to the service
of the establishment on a regular basis shall, unless otherwise specifically mentioned in the
appointment order, be on probation for a period, which shall be one year initially. Management
may extend the period of probation of any employee up to a further period not exceeding 6
months / 1 year as may be found necessary by the Management from time to time, if they are not
satisfied with the work / performance and / or conduct of any probationer during the period of
probation. During probation, the Management is at the liberty to terminate the service of a
Probationer without prior notice and without payment of any compensation or such other

benefits.

The performance, work, character and conduct will be evaluated from time to time during
probation and if needed will be called for discussion by the authority and intimate the remarks as
a token of the evaluation and the probationer shall be liable to sign the evaluation sheet. In
addition to evaluation as stated above in order to update their knowledge as a part of probation,
there will be written and oral tests. During the probation period, the management shall monitor
the performance of the employee with regard to his/her knowledge and skills, aptitude towards
his/her work and the establishment, behavior while dealing with superiors and peers, flexibility
to adapt to the requirement of the position. and the employee’s performance with standards of
discipline and other value that are consistent with the culture of the establishment. On
completion of successful probation, he/she will be given posting as permanent employee and

confirmation letter will be given.

A Probationer remains as a Probationer even after the probationary period is completed until he

has been contirmed in a particular post and given confirmation letter.

[f permanent employee is promoted to higher post, he/she shall be treated as a Probationer in the
NeW post. At any time during the period of Probation or an extension thereof, until his/her

promotion is confirmed in writing be reverted to his/her original permanent post, pay scale and

other :slluwilu}gvhmh he/she was eligible.




¢) Fixed term employee: Fixed term employee is a person who has been posted in a particular
category for a fixed period. However, his/her working hours, allowances, salary / wages and
other benefits shall not be less than that of a permanent employee and his/her service shall be

automatically terminated without any notice after the expiry of the terms fixed.

d) Temporary Employee: A lemporary cmployee is a4 person who s engaged on a
temporary basis for work which is of temporary nature and duration or is likely to be
finished within a limited period. The period within which is likely to be finished should also be

specified but it may be extended from time to time, if necessary.

¢) Badly/ Substitute: Badly or Substitute means one who is employed in the place of a

permanent employee or probationer who is temporarily absent for a small period.

f) Casual Employee: Casual cmployee is one who is employed to fulfill unexpected requirement
due to unusual or seasonal pressure of work or for work which is of an occasional or casual
nature .The employee’s salary / wages are fixed on “daily™ or “hourly™ basis, and the employee
is not entitled to leave or any other benefit of any kind as available to permanent employees.

His/her employment is of casual nature and is being engaged only as and when required.
b £ Clgag 3 Y

g) Trainee / Learner: A trainee / learner shall be engaged with a stipend or post as unpaid.
During the period of his/her training, the management depending upon the nature and skill of the
work posted initially for a period not exceeding one year, which can be extended for a period of
one year. The trainee cannot claim as a matter of ri ght for employment in the Establishment
after the completion of training. The trainees are not entitled to any of the benefits of the

employees of any category.

A trainee/Learner if causes any damage or loss to the M anagement, the cost of the same shall be
realized from him /her. The trainces are covered with separate terms and conditions of the
establishment as mentioned in the appointment order but wherever the terms and conditions are

notexpressed in the terms of appointment, the Standing Order shall apply.

A trainee can be sent off from the establishment by the competent authority, if his/her

punctuality, dedication, attitude, work and conduct are not found to be satisfactory as reported

by department heads concerned at any point during the training period.

.




Student Traince — Those candidates who have Joined as student trainee without stipend for a
specific period as part of their curriculum will be posted as student trainee.  For that the

students should submit request letter from principal /department head.

h) Helpers: “Helper” means any person being engaged as “assistants™ to other workman. They

shall be engaged at any time in any scction or department as per the requirement by the
management. They are not entitled for being selected to any posts cither as Trainee, Probationer
or permancnt employee. However, it is the liberty of the management to select any of the

Helpers as trainee or probationers, if the management so decides.

i) Contract employee: Contract employee is one who is employed on a contract for a stipulated
period of time or for a specific work, on the lapse of which his / her ¢mployment automatically
ceases. A contract employee shall be entided only for the benefits as specified in writing in
terms of employment. After the expiry of the contract period, his/her service would stand

terminated without notice nor notice pay.

J) Part time employees: - A part time employce means a person who is employed for work for
less than normal period of working hours. Part time employees are not ordinarily entitled to the
benefit provided to full time employees. They shall be entitled to such benefits as fixed by the
management in the appointment order. If they are on permanent nature, they will be posted
initially as probationer otherwise treat them as temporary employee or contract employee which

shall be mentioned in the appointment letter.

k) Professional employee: - Means professionally qualified person includes Principal, Director,
Dean, Teaching Faculties, Advocates Lawyers, Trainers, Counselors, Engineers, Chartered
Accountants and consultants etc. Professional Employee shall be entitled only to such benefits
as fixed by the management in the appointment order and they will be considered as
professional employees and will not be cligible for any other benefits other than those

mentioned in their appointment letter,




3.3 RECRUITMENT AND EMPLOYMENT & RECORD OF AGE

~ No person below the age of 18 shall be recruited as Employee in the establishment

~ At the time of sceking employment, candidate shall be required to make an application in
writing before the HR authority.

~ Selection process includes written tests, practical tests, personal interview & Medical Test.

~  Appointment of employee shall be made by the sclection of persons possessing the required
qualifications and experience and competency to discharge the duties allotted to them with
diligence, sincerity and honesty in the best interests of the establishment.

~ At the time of recruitment, every employee has to produce certificate to prove his/her age
and date of birth to the Management or the officer authorized by the Management in this
behalf. In determining the correctness of the age of an employee, certified extract from the
Registrar of Birth or SSLC Certificate/similar qualification certificate showing age will be
accepted as proof of histher age. The age or Date of Birth notified at the time of
appointiment shall not under any circumstances be altered for whatsoever purpose/ reason.

~ He may submit an attested copy of Aadhar card, passport, the Election ID card and three
copies of passport size photos also.

~ Residential address of the employee: An employee shall furnish to the Management
immediately on his/her appointment; the details of his/her residential address and thereafier
promptly communicate any change in his/her address to the HR Department. In case, the
Employee has not communicated to the Management the change in his/her address, the
communication to his/her last given address shall be treated as proper service of
communication and binding it on him/her even if it is returned with postal endorsement
“addressee left™.

~ Every Employee shall submit himself/herself to medical examination by a Medical
practitioner nominated by the Management, at the time of his/her initial appointment and at
such other interval as may be deemed necessary by the Management.

~ No employee is allowed to undertake any studies, private, or Institutional without
permission in writing from the Principal, Chairman & Managing Trustee and CEO &
Secretary. Such pernission, if granted, may be withdrawn at any time if studies are found to
interfere in the proper discharge of his/her dutics. Such permission will be under the sole
discretion th%_h_.‘..;i}ii&lgcmenl.
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» Any employee who has been dismissed or discharged for misconduct shall not be
considered for new employment.

# Every employee shall on being admitted (o service, sign the form with regard to conditions
of service signifying his/her consent to comply with Service rules & regulations of the
establishment.

» Every employee shall submit a declaration specifying that he/she is not involved in any
traud, dishonesty or other civil criminal offences as on date of his/her joining.

~ Any information furnished at the time of appointment, later if found to be false on
subsequent verification, will lead to termination and the appointment will be treated as
cancelled with effect from the date of the joining in the service of the establishment.

# The Management shall from time to time fix the qualification; experience etc. required for
any post and shall have the right to waive any of the conditions in specific cases.

~ Wherever professional registration is statutorily required, the employee shall provide
sulficient conclusive evidence for having acquired such registration with the appropriate
authority at the time of appointment.

~ It a person is employed by the establishment under a contract of employment, the terms of
that agreement will be in the appointment order and some conditions may differ from the
provision of this Service rules & regulations shall be governed by contract of employment
and for the rest of the matters, this Service rules & regulations shall apply to him/her.

# All appointments of permanent nature shall be made in writing by the Chairman &

Managing Trustee or any Authority authorized by him/her.

Every employee shall submit an NOC / Clearance certificate from the previous employer stating
that he / she is a faculty relieved from their institutes and that he / she is having a good conduct and

character during their service period,

When retired stafts are re-employed, they are not entitled for any other benefits except a
consolidated salary. Similarly, faculties or staff aged beyond 40 employed from  other institutions
are not entitled for any other service benefits other than the consolidated salary and will be treated

as contract employees.

All employees coming under various classilications in NIT are only cligible for Salary, ESI, EPF

and other benetits explained in their Appoiintment Order. No cmployees are legally entitled for any

other benefits g Q1 specified in the Appointient Order under any circumstances.




3.4 REPORTING FOR DUTY

Joining Formalities

* The selected candidates will be issued with a formal offer letter immediately on the same
day of interview by the HR Department

* HR Deparunent will issue a letter of appointment to the candidates addressed to the
Principals of the respective colleges so as to enable them to report for duty with the

Principals of the respective colleges.
Reporting For Duny

® The candidates have to report for duty only on the issue of a letter of appointment addressed
to the Principals by the HR Department.
* The following documents are 1o be produced at the time of reporting for duty with the
Principal
* A joining report
¢ Letter of appointment
* Copics of all degree certificates and lestimonials
* Two testimonials one from the instituics previously worked or from the college
previously studied and other from a local responsible person
* Expericnce & Service certificates for both teaching and industry
*  Two passport size phot araphs

e Latest medicul certificate




Fhe contact persons for various catry formalities are presented below

Formalities Whom to Contact
* Joining report Principals / Heads of Institutions / HR
* Atlendance Register Office Superiniendent / HR Department
(Enrolling in establishment) Administration Officer, Office Assistant
Punching (Daily Atendance)  Administration Officer & Office Assistant
* Bank Account Opening (for  Individual stafT responsibility &
Salary purpose) Accounts Department
* D Card Administration Officer
¢ Transport Administration Officer, Transport Officer
. * Appointment orde HR Department
« The newly recruited staff can follow the induction guidelines given above
.




CHAPTER 4

4.1 TERMS AND CONDITIONS

Every emplovee shall conform to and abide by the rules & regulations and shall observe,
comply with and obey all orders and directions which are issued from time to time by the
Management or any cadre under whose jurisdiction or control he / she is placed.
The dressing of the faculty is an important factor which gives an overall image &
impression of the teachers as facilitators. The faculty needs to be dressed in best possible
way using formals with neck tie or clse safari suit for men during working hours and sarce
with white waist coat for women,
Every faculty & staff of the Nehru Institute of Technologyshall at all time maintain absoiulc
integrity and  devotion to duty. The whole time of a Nehru Institute of
Technologyfaculty/staff is at the disposal of the Nehru Institute of Technologywhich pays
him/her and he/she may be employed in any manner required by the proper authority
without claim for additional remuncration.
The job description, duties and responsibilities will be as decided by the Management /
Principal / HOD from time to time.
The work load assigned will be based on requirement of the college.
The taculty has o strictly adhere to the teaching methodology of the college (Please refer
procedures and other systems in this regard)
The teaching faculty is expected 1o conduct examinations. give assignments and take up
evaluation of them besides conducting subject based seminars.
The faculty may have to deliver guest lectures in any of the colleges under Nehru Group as
and when required.
An employce shall not move out of Head quarters without getting prior permission.
Salary of the employees of NIT shall be paid before 5™ of every month,
Salary will be proportional to the no. of days attended by the faculty.
Only Sundays and public holidays will be considered as holidays and will be eligible for
salary,
Confidential matiers relating to the Institution and the Departments shall not be divulged by
any teacher,
o
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The faculty will ultimately be responsible for any damages, in the scction, class / Lab /
Workshops caused by self, students and atienders as such the faculties has to be vigilant /
alert to fix the responsibilities on such losses.

No faculty or other employed in the College shall engage him / her or participate in any
demonstration or activity which is prejudicial to the sovereignty and integrity of India, the
security of the state, triendly relations with foreign countrics & public order / decency /
morality of any act which involves contempt of court, defamation or incitement.

No faculty or other person employed in the college shall indulge in any criticism of policies
of the government either directly or individually participate in the activity which will bring
disrepute to the Government.

No faculty shall aceept any job of a remunerative character from sources other than the
Management or give private tuition to pupils without the written permission from the
competent authority.,

No faculty shall represent grievances, if any, except through proper channels, nor will any
canvassing be done from any non-official or outside influence or support in respect of any
matter pertaining to the College.

No employee shall be a member of any political party and carry on activities either openly
or in-camery in support of any such party.

No employee shall participate in any demonstration or resort to any form of strike in
connection with their official duties and conduct.

No employee shall, engage directly or indirectly in any trade or business or undertake any
other employment.

No employee shall bring or attempt 1o brin g any political or other influence to bear upon any
superior authority to further his/her interests in respect of matters pertaining to his/her
service under the Nehru Institute of Technology.

No employee shall. except with the previous sanction of the Management or of the
prescribed authority ask for or accepl contributions to otherwise or associate himself /
herself with the raising of any funds or other collections in cash or in kind in pursuance of
any object whatsvever.

It shall be the duty of an employee who has been arrested on a criminal charge made or a
proceeding taken against him/her in connection with his/her position as an cmployee or
otherwise which is likely to embarrass him/her in the discharge of his/her duties or which

noral turpitude, to intimate the fact of his/her arrest and the circumstances




connected therewith, to the Management promptly in writing even thought he might have
subsequently been released on bail, Fatlure on the part of the employee concerned to inform
will be regarded as suppression of material information and will render him/her liable to
disciplinary action on this ground alone, apart from any action that may be taken against
him/her on the conclusion of the case against him/her.,

Any contravention of any law by an employce, which involves moral turpitude, shall be
regarded as a serious offense of which action shall be taken departmentally. Where such
contravention is followed by a conviction in g court of law. the employee may be punished
departmentally on the basis of the conviction alone without following the procedure laid
down tor departmental inquiries.

Faculties who have availed the leave benefits Annual. Christmas, Onam, Summer / Winter
holidays will be requested to refund the salary for the availed holidays in the event of their
resigning before the academic year.

Faculty enjoying the benefit of free accommodation and transport will be required to refund
the money in the event of leaving the institute prior to the completion of their probation.

For Men/ Lady staff, accommodation will be provided in Boys/Ladies hostel if required on
payment as applicable to students subject to availability of vacancies.

Every Employee is expected to conduct, behave himself/herself in a way befitting his/her
position and status as an cmployee of the establishment and prestige and fair name of the

establishiment.

He/She shall co-operate with his/her tellow employees, the Management, the competent
authority and the entire administration in maintaining the best establishment relationship
and congenial and pleasant atmosphere of the Establishment, which would be conducive to
render better service to the public and establishing healthy relationship and understanding.
Whenever a uniform is prescribed, for any post or category, the employee shall wear such
uniform.

In case any restriction on the use of'any type(s) of dress or ornaments has been imposed for
any class or classes ot employee all such employee shall abide by such restrictions.

The employee shall not entertain personal visitors within the college/hostel without the
permission of the Head of the Department/Supervisor.

They shall maintain absolute integrity and honesty inside and outside of the establishment

and shall maintain decent standards in thejr personal life,




No employce shall be permitied to enter in o any service / cngagement clsewhere full time,
part time or honorary without the prior written sanction of the management. The permission
granting is at the sole discretion of the manageiment.

No meeting shall be conducted within the establishment premises without express/written
permission from the Chairman & Managing Trustec /Authority concerned.

No employee shall join or participate in an association or trade union which is not registered or
functioning in accordance with the Trade Union Act, 1926. Every employee shall inform the
management the name of union in case he/she is a member. Otherwise the relationship with the
establishment shall be governed as if he/she is not a member in any union.

No Employce shall reveal 1o an outsider or Iellow employee the confidential information
he/she has come across in the running of the Institution.

The Employce shall not resort to any means of publicity or publication within or outside the
institution either relating to the conduct or working of the establishment or on his/her personal
grievance without prior written sanction of the management.

The Employee shall not be under the influence of any liquor or other intoxicating material
h'hiiu‘ on duty. Also, while on outside the premises of the establishment he/she shall not be
under the influence of any liquor or intoxicated material that may affect the reputation and
goodwill of the establishment.

The employee shall not enter such place and premises to which he/she has been denied or
restricted access by virtue of the specialty of the places or any other restrictions.

They shall give proper guidance and help to the visitors. Anybody requires any help may be
advised to meet the HR Department.

All the members of the stafl shall co-operate with the training programmes or community
programmes cte undertaken by the organization.

Any difference of opinion or any dispute among cmployees should be reported to the
Authorities concerned / grievance committee and shall obey the decisions of the grievance

committee,




CHAPTER 5

SERVICE CONDITIONS

5.1 EMPLOYMENT EQUITY

Nchru Institute of Technology(NIT) s an equal opportunity employer and employees personnel
without regard 10 race, ancestry, place of origin, colour, ethnic origin, language, citizenship, creed,
religion, gender. sexual orientation. age, marital status, physical and/ormental handicap or financial
ability. While remaining alert and sensitive to the issue of fair and equitable treatment for all, NIT
has a special concern with the participation and advancement of members of four designated groups
that have traditonally been disadvantaged in cmployment: women, persons with visual, physical

disabilities and backward classes.

5.2 EMPLOYEE CLASSIFICATIONS
* Each position at NIT shall be classified as Academics/ Administrative/ Management in nature,
as determined by the Board of Trustees. This decision will be based on the responsibilities and

duties assigned, job profilc and qualifications required for cach position.

5.3 EXCLUSIVE SERVICE:

An Employee shall not at any time of work against the interest of the establishment and shall not
take any employment in addition to his/her job in the establishment, which may adversely affect the
interest of the establishnient during the course of the employment in the establishment.
5.4 EXCLUSIVE AND ESSENTIAL SERVICE
The services of the cmployees connected with the work of the following section /categories are
declared essential. In the event of strike the Management is empowered to ask the employee
working in the 1ollowing department/ sections 1o attend their daily scheduled work by putting up a
notice on the notice board and such employees shall carryout such instructions and the Management
has the right to award major punishment to these cmployees who act against the instruction of the
Management, without obser ing any procedure.

a) Security staft

b) Driver{ Ambulance, bus driver. car drivers. waler tanker drivers and lorry drivers)

¢) Telephone operators




.

d) Canteen staff

¢) Power, Water supply and sanitation Employee
) STP operators

g} Attenders

h) House Keeping

1) Lift Operators

1) Gardeners

k) Maintenance staff

5.5 EMPLOYER PROPERTY

Upon termination of cmployment for any reason. all items of any kind created or used pursuant to
the employee’s service or furnished by the Employer including but not limited to computers,
reports, files, diskettes, manuals, literature. confidential information, or other materials shall remain
and be considered as the exclusive property (including intellectual property) of the Employer at all
times, and shall be surrendered to the Head of the institutions | in good condition, promptly and

without being requested to do so.
5.6 EMPLOYEE DUTIES

Attached to an Offer of Employment, is a description of the Job and the associated responsibilities,
along with any additional tasks possibly required. This document will be used to evaluate the
performance both during the probation pertod and after. Any doubts, has to be clarified on receipt

of appointment order, with the HR department.

5.7 PROBATION
Depending upon experience and situational importance, the probation period for an employee is
fixed. The first one year of employment is probationary. During this time, both parties may assess
suitability for employment with the Employer, provides management an opportunity to assess skill
levels and address arcas of potential concern. At the completion of the probation period, the
employee and employer shall meet and review progress up to date. At this time one of three things
will oceur:

L. Probation will end

. Probation may be extended for an additional six months or | year

i, Employment will end




5.8 SALARY AND OTHER BENEFITS
SALARY AND WAGLES:

Salaries shall be determined by the Board of Trustees or head of the Trust, based on budget
considerations and cominensurate with the experienice of the successful candidate and prevailing
industry standards. The organization shall pay cmployees on a monthly basis, less the usual and
necessary statutory and other deductions payable in accordance with the mandatory government

slabs and employer’s standard payroll practices.

Salary, on a monthly basis is transferred to the cimployee’s savings bank account on or before

5" of every month.

5.9 PUBLIC HOLIDAYS

NIT will have public holidays as declared by the government of Tamil Nadu and other days as

declared by the management.

* The list of public holidays will be decided by the Management for each year and will be
communicated during the month of January every year to the college for adoption.
* Any midterm changes on holidays shall be communicated by the Management from time to

time.

5.10 TEACHING FACULTY - LEAVE RULES
CASUAL LEAVE:

Every employee of NIT shall be cligible for 12 days of Casual Leave in an academic year

including the newly joined faculties.

# The newly joined members of the faculty are also eligible for Casual Leave of 12 days in an
academic year. Fach faculty will be credited with one day Casual Leave for cvery month of
their service rendered (0 NIT. The members shall be made cligible to avail Casual Leave
based on the Casual Leave available at credit at the time of application.

» Casual Leave can be availed not exceeding 3 days at a time.

» Casual Leave can be accumulated and availed within the academic year. However, un-
availed Casual Leave cannot be carried over 1o the next academic year,

» Casual Leave has to be availed only with prior sanction of the HOD/Head of Institutions




- Suffixing or prefixing of public holidays aloug with Casual Leave is subject to the
approval by the Principal concerned.

# Casual Leave cannot be combined with Annual / Vacation / OD / Medical or Emergency
Leave.

# Casual Leave will be sanctioned only after satisfying that the applicant has made adequate
alternate arrangements for executing his/her duties during his/her leave period.

~ Casual Leave cannot be clajimed as a matter of right and when the exigencies of services so
demand, Icave of any deseription may be refused or the employee compulsorily recalled

from lcave by the sanctioning authority.
Encashment Benefit of Casual Leave:

# The management extends the benefit of cncashment of Casual Leave, un-availed during an
academic year,
VACATION LEAVE
# The teaching faculty afier completion of one year service at NIT shall be cligible for
Vacation Leave of 20 days during May - June (Even semester ) and 10 days during
November — December (Odd semester)
# The teaching fuculties who are freshly recruited and are within their one year of

service at NIT, ure eligible to avail ouly 10 days of leave during May - June and 5 days

during November — December.
Note: For purpose of allowing Vacation Leave, Physical Directors, Librarians and Assistant
librarians shall be considered as Teaching Faculty,

Note: Proportionate deduction will be made if'a Faculty Member leaves the services of the college

before completion of the year,




ONDUTY (OD) LEAVE

» Every employee shall be allowed to avail the *On duty” leave for § days for each semester.

» This provision is strictly restricted to academic and related activities (Seminars, Workshops,
Symposia, Invigilation work. Valuation work ete) requiring the personal presence of the

5 mdividuals concerned.

~  Proposals are to be invariably accompanied by adequate supporting documents,

~ Prior sanction with adequate  alternate drtangements for performing the duties and
responsibilities of the individuals during his / her absence has to be obtained.

» However. OD cannot be claimed as a matter of right and is left to the sole discretion of the

Principals and Management.
Note: Physical Directors, Librarians and Assistant Librarians are not eligible for OD.
MEDICAL LEAVE / EMERGENCY LEAVE:

The members of taculty of NIT who have put in not less than five years of service at NIT are
cligible for Medical leave / Emergency Leave for a period of 15 days in an academic year, subject

» W the following conditions:
Medical Leave:

# The patients should be treated as inpaticni
#  The medical weatment should be for the self.
~ All proof like medical certificates, nature of illness, hospital records on admission and

discharge, nature of treatment and details ete are o be provided.
Emergency Leave:

# Permissible only in case of death of spouse / children or dependent parents or for
marriage of children

# Adequate supporting documents should be produced.
General:

# The leave benetits cannot be carried over to the next academic year

# The management reserves the right to cither allow or disallow the proposal on Medical

Lgave’ Emergency leave.
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Note: Both Medical / Emergency leave together shall not exceed 15 days in an academic year.
COMPENSATORY LEAVE (CCL):
» The employees can avail cotlipensatory leave tor the duty they attended on holidays.
Compensation leave registers should be maintained and the leave duly sanctioned by the
HODs and Principals shall be credited in the register indicating the holidays and purpose on
which the individuals attended duty.
# The employee can avail the CCL. subject 0 availability and at the discretion of the HODs
and Principals.
» The number ol compensatory leave permissible Lo individuals is restricted to 20 days in an
academic year.

. # No compensation leave shall be granted to an employee under suspension.

5:11 NON TEACHING STAFF - LEAVE RULES
CASUAL LEAVE

Every employec of NIT shall be cligible for 12 days of Casual Leave in an academic year

including the newly joined staft,
Causal leave is not applicable 1o cimployees classified under 3.2 - b,d.efig.hi&j
The following are revised leave rules applicable for the Non-Teaching staff members
# The newly joined members of the staff are also eligible for Casual Leave of 12 days in an
¢ academic year, Each staff will be credited with one day Casual Leave for every month of

. their service rendered 1o NIT. The members shall be made eligible to avail causal leave

based on the Casual Leave available at credit at the time of application.
# 12 days of Casual Leave is permitied for the cligible staft members in an academic year.

#  All other terms and conditions stipulated for availing Casual Leave for teaching faculty shall
hold good for non teaching staff also.

Note: The Non Teuching stafl cadres include Admumistration Officers, Site Engineers, Site

Supervisors,  Campus  Supervisors, Workshop  Superintendents, Placement & Training

)Jurlmcm_ Workshop Assistants, Lab Assistants, Lab Instructors, System Administrators,
B




PA to Principals, Office assistants. Altenders,
Management from time to time.

and such other cadres as may be decided by the
Encashment Benefit of Casual Leave:

lhe management extends the benefit of Encashinent of C
academic year.

asual Leave un-availed during an
ANNUAL LEAVE

-
.

15 days Annual Leave

is permitted for one academic year for the staff who have
completed one year of service in NIT. Out of IS days, 10 days will be granted during
sumimer vacution and 3 days along with the Christmas and New Year holidays for all
non teaching staif,
The non-teaching staft who are freshily r

ccruited and are within their one year of
service al NIT, are eligible to avail oily 4 days of leave during May, June and 3
days during November — December.
Note: Proportionate deduction will be made if 4 Swil Member leaves the services of the
college betore campletion of the year.
MEDICAL LEAVE / EMERGENCY LEAVE:

The members of staft of NGI who have pul in not less th
for Medical Leave

an five years of service at NGI are eligible
" Emergency Leave for a period of 15 d
following conditions:

ays in an academic year, subject to the
Medical Leave:

# The patients should be treated as mpatients
# The medical wreatment should be lor the self.
v

\

This benefit can be availed for maternity purpose also for lady staft subject to the
maxium lmit of 15 days.

All proof like medical certificates, nature of tllness, hospital records on
admission

and discharge, nature of treatinent and details etc are to be provided.

Emergency Leave:
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crnnssible only in case of deatl ol spouse
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“children or dependent parents or for
: marriuge of children
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~  Adequate supporting documents should be produced.
General:

~ The lcave cannot be carried over 1o the next academic year
# The management reserves the right to cither allow or disallow the proposal on

Mecdical Leave "Emcrgency leave.
Note: Both Medicul / Emergency leave together shall not exceed 15 days in an academic year.
COMPENSATORY LEAVE (CCL):

The employees can avail compensatory leave for the duty they attended on holidays. Compensation
leave registers should be maintained and the leave duly sunctioned by the HoDs and Principals shall

be credited in the register indicating the holiday and purpose on which the individual attended duty.

The employee can avail the CCL, subject to availability and at the discretion of the HODs and
Principals.

« The number of compensatory leave permissible 1o individuals is restricted to 20 days in an
academic year,
No leave shall be granted to an cmployee under suspension
GENERAL
PERMISSION

# Each employec can avail two permissions in a month for a period of one hour cach time. In
the event of an employee availing permission for the third time within the month, it will be

treated as 'z day casual leave,

« The Management, however reserves the right to modify, amend, delete or incorporate any of

the above rules as may deem fit.




542 ABSENCE

An Employee atier presenting himself or herself is tound absent from his or her proper place of
work/ duty during working hours without the expressed consent of the Head of the Department/In-
charge, shall be treated as absent from duty. For the period of such absence, proportionate salary

will be deducted and will be treated as misconduct rclating o duty.

a) When an ciployee unauthorizedly absents himself/herself from duty on account of
participation in any unjustified or illegal strike or cessation of work, by a body of persons
employed in the establishment acting in combination or as a consorted refusal to continue to
work under a common understanding of any number of workman or if any employee
participate  in any strike which is not legal or it any employee absents himself/herself from
duty unauthorized / without permission in addition to disciplinary action, it shall cause
Interruption in service critailing forfeiture of wage salary for the period of such absence and
also his’her past service. Where an employee forfeits past service, he/she shall lose the benefit
of all increments carned by him/her in the scale of pay in the post he has been holding at the
time of such interruption, such past service shall not be counted for the purpose of increment,

leave or terminal benetits including gratuity.

A3 ENTRY AND EXIT

o

a) No emplovee shall enter for duty at the establishment premises without the identity
cardibadge. if issued, during working hours.

b) Entry and exit of cmployee shall only be through the gale or gates specified for the purpose
and only during the specified hours.

¢) An employee who is on off duty or has resigned or suspended, discharged, or dismissed
shall leave the premises immediately and shall not enter any part of it except with the
cxpress permission of the Chairman & Managing Trustee or authorized person.

d) An Employee sulfering (rom any contagious or infectious diseases shall leave the premises
on instructions from the superior concerned.

¢) The ward in chuarge may arrange break tme for tking food and tea and if there IS excess
time, they have to take rest at their own duty station.

f) Visitors to the employees are not allowed in the premises without proper and valid written
authorization/ permission from the HR department/In-charge.

Y 2) All the materials taken out by the employces should be accompanicd by gate pass prepared




5.14 SAFETY:

Adherence to all safety guidelines and instructions. ucluding instructions on fire prevention, use of
safety equipment and appliances. precautions (0 be (ollowed on handling certain process /
procedure is obligatory on the part of all employees working in Laboratories, workshops,

maintenance departiment ete.

a) Employee shall not, unless specifically authorized. interfere with any safety device or machine,

or violate any safety ¢

uidelines. Breach of this shall be viewed with grave concern and corrective
action will be mitiated. mcluding disciplinary action and punishment.

b) Every employce shall immediately report any injury sustained to him/her or any other employee
i the course of their employment to the immediate superior by writing who in turn shall report
it 10 the Head or any officer appointed in his/her behalf for immediate attention. It is the duty of
every employee to personally ensure and be responsible tor his/her work place and machines
being kept clean and tdy. It is also the duty of every employee to report to proper authority any
defect, which he/she may notice and which may cndanger himself/herself or any other employee

or might result in daniage to any property.

345 PERFORMANCE APPRAISALS

4
The performance review document will be a live document for cach cmployce. A comprehensive
performance appraisal review report has to be submitted by every employee, each year. This review
report format will be different for academics and administration.
a) Staff appraisal
* Performance appraisal is carried out at predetermined intervals and js documented.
* Appraisal shall be done for al] staff including contract cmployees, interns, students, trainees
i they arc involved in the care providing or supporting activitics in the institutions
functions.
. * Performunce appraisal is evaluated based on the expected performance described in the job
descriptions.
.

* Sclfuppraisal reports shall be sought from the following staff:
- Supervisory cudres and above (Qualificd with the capacity o understand the purpose and
to fill the format)

M classified employees on pay roll listed in clause 3.2




b) An employee who is successfully completed his/her probation period and who's appointment is
. 3 )
in the permancni vacuney has been confirmed by the Chairman & Managing Trustee and written

confirmation order will be issucd.

5.16 PROMOTIONAL POLICIES:

a) Teaching swait: Promotion 1o higher positions are considered strictly as per the All India
Council for Technical Education (AICTE). UGC and Universities ete.. norms and the norms as
laid down by the respective  universities of” virious colleges. Besides qualification and
experience, quality of service and discrete contribution are also given weight age.

b) Nonteaching : Based on the year wise performance, experience and recommendations of
Principal

¢) Promotional to higher positions are considered bused on the efficiency and quality of work as

well as the total services rendered to the institute

d) The self appraisal reports und personal liles of stait and the recommendations of the Principals
or Unit Heads are taken into consideration. The promotion depends on the vacancies either

created or fallen vacant and the need for addinonal stalt based on the demands of work load.

¢) For senior positions. each employee will be responsible for developing their respective work
plan for the year. This plan will be reviewed by Management and amended as necessary. At
the time of the performance appraisal, the employer and cimployee will review the objectives
and the results achicved. Throughout the year. the ciployee and employer may refer to this
document 1o track progress made towards objectives, highlight arcas of concern and indicate

challenges identiticd along the way.

N.B: Performance reviews, for all ciployees, will occur near the end of March / April

317 PEKSONAL FILE

4) NIT bas individual personal file for cuch cmployee selected and working. It also regularly

colleets personal inturmation for inclusion in personal files,




b) MAINTENANCE UF SERVICE RECORDS:

a) The estublishment shall maintain a Serviee Record in respeet of each employee in the
appropriate forn, wherein particulars of that ciiployee shall be recorded with the knowledge of
the management and on the details furnished by cuployees.

b) The date of birth of employee, once entered in the service record of the establishment shall
be the sole evidence of his/her age m relaton 1o all matters pertaining to his/her service
including fixation of the date of retirement trom the service of the establishment.

N.B: Information which is contained in an cmployee’s personal file includes the following:
résumé, leter of offer, performance reviews, amendments (o job descriptions (if any),

disciplinary notices.

5.18 NO DUE CERTIFICATE:

An employee who ceascs o be on the service of the Insutution shall return all the goods/ articles/
tools/ instruments/ data in any form that were required o be kept by him/her in connection with
his/her work to the concerned department and will obtain *No due certificate™ submit to HR
department. Only on production of such No-due certificate, the salary and other amounts if any, due
to the employce shall be paid. The employee also will be issued experience certificate after
receiving the no due certificate. For any reasons. it the employee does not return the items
belonging to the institution within a reasonable period, the Management may deduct the cost of

such items or withhold the employcee’s salary payable or take legal proceedings in the court of law.

5.19 EMPLOYEE CERTIFICATE:

Every employee who served for a minimum one year penod shall be entitled to a service certificate
at the time of leaving his‘her service provided hesshe produced a Clearance Certificate /no duc
certificate from the concerned department,

5.20 SAVING CLAUSE:

Nothing contained in these service rules and regutations shall operate interrogation of any law

applicable o the ciiployee or w the prejudice of any tight of the employee under an agreement,

sclllcmcnl'u_{_‘:u\ ard for the time being in force, or contract ol service.




5.21

INTERPRETATION AND AME NUMENT OF SERVICE RULES

The management may, trom time to time amend the standing orders in accordance with the

provisions of the Industrial Employment. (Standing Order Act 1946)
-

5.22 PROCEDURE FOR DEALING WITH MISCONDUCTS / DISCIPLINARY
PROCEDURE

d)

d)

¢)

An Employee found with having commitied misconduct, the concerned Principal / in-
charge/Supervisor/Concerned party  shall  give wriling a  report concerning  the
incident/misconduct to the Administrator/HR Departinent and she/he shall issue a show cause
notice setting out brictly the facts and circumstinces alleged and the nature of misconduct and
ask him/her o submit his her reply to the show cause notice within 48 hrs. If the reply is not
satisfactory. a charge memo may be issued or and if it is severe misconduct, a domestic

enquiry conducted.

It the misconduct is very serious and the continuous of his/her presence may harm the

establishment or budly influence witness of the incidence, he may be served with suspension

order pending enquiry at once and issue charse sheet at the earliest, The charge sheet may

specify the period with in which the cinployee shall give written explanation.

Where an cmployee refuses to receive charge sheet or written comimunication in connection
with disciplinary action . shall be sent W tie vinployee by Registered A/D post or by speed
post to the last known address of the employce [n any case if the charge sheet, notice, orders
or commuiication s returned  undelivered exhibiting a copy of the same in the

establishment’s noiice board shall be deemed w be proper service of the charge sheet.

The employee shall keep his/her explanation in witting with in the time specified  in the

charge sheet which shall not exceed seven day s

When a disciplinary action against an employec is cotitemplated or is pending or where a

criminal proceedings against hinvhier in respect o any otlence are under investigation or trial
and the Munagement is satistied that it js Hecensuey or desirable to place the cmployee under
suspension, pending enquiry the Management imay by order in writing suspend the cmployee

with effect from such date as may be specitied w the order.

bloyee will be eligible for subsistence allow dance during the period of suspension, only




if the delay i the completion of discipfinuy proceedings against such employee is not

directly atributable o the conduet of such employee, The employee should file a certificate to

the effect that he has not been cmployed anywhoere during the suspension period.

g)

h)

in)

A\\‘\EB.'”-

If no reply is received in respect of the charge sheet with in the stipulated or extended time,
the management or the authorized authority muy proceed on the basis that the employee has

no explanation w oiter and take further HECCssary steps as it deems proper and necessary.

Where the explanation given by the employee is not found satisfactory and if it is considered
necessary w  take further proceedings under the Service rules and regulations. The
Managemeni or the authorized authority may order domestic enquiry to be held by an enquiry

officer nominated by the Management.

Except where the officer holding the enquiry tor reasons (o be recorded in writing considers it
frivolous or likely 10 cause undue delay not commensurate with the utility of examining such
witnesses, the ciuployee shall be permitted (o produce and examine any witnesses to
substantiate his/her explanation or disprove the charge. He shall be given all reasonable
OPPOILUNItY Lo Cross examine any witness on w hose statement or evidence the charge rests. No
autsider will be permitted to take partor help the person charged in the enquiry. However, if
the employee charged for misconduct desires and makes a request to the enquiry officer, he
can at his her diseretion permit the assistance of any other cimployee of the establishment if he
is 50 willing. The Management or the authorized authority may, il so desired, engage a
presenting officer. who shall be an employee of the establishment, for presenting the charge

against the delinquent cmployee at the enquiry

The procecdings of the enquiry shall be recorded i Lnglish,

The enquiry officer shall make 2 brief and fuithiul record of the statement made and the
evidence laid before him/her both in support of and- against the charge, and shall forward

his/her findings chquiry report to the concerned authorities,

The charge sheet, the explanation and recond ol cnquiry with the findings and such
rccomnicndatiois as the Chiyuiry ollicer tiay ke, shall submil to Management for the
purpose ol taking a final decision. The decision and  punishment, if any, shall be

communicated in writing o the employee conc rmied us curly as possible.

Where afier such examination of the recoid, the charge against the employee is found

inable or disproved. any suspension oc cxtension ol suspension shall be withdrawn and




all periods of suspension be treated us if (e vidpioyes was o duty and the employee shall be

entitled to wage or salary for the period.

n) Inawarding the punishment under the service rules and regulations, the Management or the
authorized ofticer shall take into account the gravity of the misconduct, the previous record, if
any, of the cluployee and any other extenuating or aggravaling circumstances that may exist
before awaurding punishment, It proposed for capital punishment of dismissal, the findings of

enquiry oflicer is o be communicated with a Jial notice declaring the proposed punishment.

« .23 EXHIBITION OF SERVICE RULES

* A copy of the standing order in English shall be in the corporate office and other respective

institutions under the custody of HR departnent.

5.24 DISCIPLINE

Discipline at NIT shall be progressive, depending on the nature of the problem. Its purpose is to
identify unsatistactory performance and / or unaceeptable behaviour. The stages may be:

i, Verbal reprimand

i Written reprimand
i, Suspension pending eryuiry
iv. Dismissal

SOme circumstances may be very serious enough that all three steps are not used and decisions will
» be taken outright. Suimne examples of these Lypes ol situations are causing injury to others, loss of

property and goodwill. moral turpitude ete.

L
Note: In every case, formal documents will be maintained and will be included in the
respective empioyee’s personal lile.
.25 SEXUAL HARASSMENT
Sexual Harassment broadly means
* Any unwelcome sexually determined beliavior whether direct or implied will fall within
the detinition of sexual harassment.
* This will include demand or request for sexual fi ours, sexually colored remarks, physical
contact, advances, showing pornography i fuding obscene screen saver, wall paper ete.
Fhe Management shall take appropriate steps (o prevent Lo deter the commission of acts of
. sexual harassient and o provide the procedures for the resolution, — settlement or

/"E sceution of acts of sexual harassment by tuking all steps required as:-
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a. Express prohibition of sexual harassmeni a< detined above at work place and it shall be

notified. published and circulated in appropriate ways.
Criminal Proceedings — where the conduct of sexual harassment amounts to a specific offence
under the Indian Penal code or under any other faw. the company initiates action in accordance with
law by making cumplaint with the appropriate authority ensuring that victims or witnesses are not

victimized or discriminated against the dealing with the complaints of sexual harassment.

5.26 SEXUAL HARASSMENT COMM ITTEE

A six member Internal Complaint Commiltee has 10 be formed. A woman in the managerial cadre
as the Chairperson from the establishment, two members from the cmployces (one shall be lady),
and two members from cmployer side (one shall be lady) and One lady NGO/Social worker from
outside the establishmeat who works for the cmpowernient for women are the members of the
committee. This is us per The Sexual Harassment of Women at workplace- (Prevent, Prohibition,
Redressal) Act 2013. This Act is applicable to 10 or more workers working in an establishment.
Whenever a sexual harassment problem arises: cuse will be referred to the committee; which will
study the case carefully: recommendations will be given 1o the Chairman & Managing Trustee for
tinal decision. The commitiee report shall also be included in the Annual Report of the

Establishment.

327 LEAVING EMPLOYMENT
In case of emergent situations, a laculty member may lcave the services of the college by following

the routine procedures as per the AICTE & UGC Norms.

5.28 TERMINATION FOR CAUSE

An employment Contract may be terminated by the Employer at any time for cause, without notice
or payment in licu of notice or severance pay whatsoever, except payment of outstanding wages,
overtime and vacation pay to the date of termination Cause includes, but is not limited to, any act
of dishonesty, conflict of interest, breach of confidentiality, harassment, insubordination, or

carcless. negligent or documented poor work performance.
5.29 PUNISHMENT

The following shall be the punishmients for proved misconduct, The punishments will be imposed

gravity and implication of the misconduct




a) Warning or censure

by Withholding of increments. with or without cumulative effect. or postponing of any increment
to-any future date with or without cutnulative elleet.

¢) Recovery from his/her payott the whole or pui of any pecuniary loss caused to the
establishment by such misconduct,

d) Imposition of fine upto 2 days of salary / wage in a month.

¢} Reversion or Demotion o a lower grade or post or time scale or to a lower grade or post in the
Sdme pay scale either per manently or for specitivd duration.

[) Reduction in basic pay.

g} Suspension for a period of 15 days at a time, without pay/ salary. or on such reduced pay/
salary as may be ordered.

* h) Barring of promotion.
« ) Dischm‘gc fron service without compensation or notice.,

i} Dismissal.

Except as otherwise indicated in the order o discharge or dismissal, when the employee
suspended pending enquiry is discharged or dismissed he shall be deemed to have discharged

or dismissed with effect on and from the date of commencement of suspension.

k) Any other punishment tha deems as just and ne Cusuary.

An enquiry need not be held if:

4) The institution has issued a show catse notice o the employee advising him/her of
the misconduct and punishment for which he she may be liable for such misconduct.
b) The employee makes a voluntary admission of guilt in reply to the aforesaid show
Ciuse notice,
¢) The misconduct is such that even i proved the establishment does not intend to award
the punishment ot discharge or disinissal.
However, if the employee concerned requests for a hearing regarding the nature of the proposed

punishment, such a heuaring shall be given.

An enquiry need not also be held if the employee is charged with misconduct for which the

punishment proposed o be given is Censure or Wariing. However

I. The employee shalt be served a show cause notce advising him/her of misconduct and the
e




2. The empioyee shall be given an opportunity o ~ubnuit the written statement of defense and for
those purpose has a right to have access to the documents and materials on which the charge is
based.

3. I the employce requests hearing, such hearing shall be given and in such hearing, he may be
permitted o be represented by an inside representative of the establishment authorized to

defend hinvher if such an enquiry been held.

5.30 GRIEVANCE PROCEDURE
All grievances shall be handled in accordance with the procedure laid down below:-

4) Any employee Haviag a complaint or gricvanc. arsiig oul of cmployment may submit it in
writing to his/her immediate superior who will deal with it and intimate his/her decision to the

employee concerned with a copy to HR departiient within three days.

b) If the employee is not satisfied with the deciaon or the action taken by his/her immediate
superior within 3 days, he may submit the matter in writing to Administrator/HR head and

he/she shall examine the matter and mtimate his: her decision to the employee within five days.

5.31 APPELLATE AUTHORITY UNDER GRIEVANCE PROCEDURE

* Managing Trustee or authorized person shall be (he Appellate Authority. Any person aggrieved by
the decision of the Adininistrator/ HR Manager shall have the right to appeal to the Appellate
Authority within 10 days of the decision. No appeal shall be entertained after the expiry of 10™ day.
The Chairman & Managing Trustee or authorized person will examine the grievance and give

his/her decision within 15 days of receipt of the complaint. The decision will be final.
332 RESIGN:\TlON/’I‘ERI\-’IINA'I'IUN OF SERVICES

® New enurants into the services of Nehru lastitute ul"I'uc[mulugywillnormu[l_y be considered
to be in temporary service and will be on probation for a period of one year.

* The Management reserves the right to termmate any individual during this period without
notice or compensation on any of the grounds like gross negligence and dereliction of duties
& responsibilities,  breach  of  rules & regulations  of  NIT, gross  misbehaviour,

insubordination or misappropriation of funds and all such other grounds.




* No employce shall have the risht o resigi the post in the middle of the academic year /

. Semester. However, under unavoidable circumstances, if one has to resign so, the faculty
& has to pay three months salary 1o the Manageiment in cormpensation.

* Principals / Director / Dean Academics / HOD s and Professors are 1o execute six months
notice w the .\Lndx:.:'cnl\'ln.

* Inany case, a minimum of three months notic e will he required.

333 RESIGNATION
a) Subject o the terms and conditions in the Order of Appoinument, an employee may resign
his/her job. but the resignation: shall come in 1o efiect only on accepting the same by the
Munagement or competent authority.

b) Subject o the terins and conditions in the order ul appointinent an cimployee shall not resign,

. leave or discontinue his/her service in the establishrient, without giving any prior notice as
: prescribed in wriling (o the competent authority of his/her intention to resign, leave or

discontinue his'her service provided that the Management may waive such notice at their
discretion. The period of such notice shall not be fess than
1. 30 days in respect of probationary cinployue
it 90 days in case of permanent emplovee others
i 6 months in case of Principal/Divector Deans
¢} Anemployee shall not be allowed to withdraw his her resignation afier the expiry of 3 days of

tendering the resignation. Allowing this is pur Ly the management discretion.

5.34 TERMINATION OF EMPLOYMENT:
* a) Monthly rated permanent cimployee secking (o leave the establishment shall give three months
. clear notice for termination of his/her service o pity in licu of notice shall be given.
Munagement alse shall give three months” notice before terminating the service s of a
perianent cmployee unless it is not by way ol any disciplinary action, Pay in lieu of notice
period miay also be done.

b) Where the cuiployiment of any employee is teininated, otherwise than by way of disciplinary
action, the wages carned by hinvher and the ducs, 1 any, shall be paid within 7 working days

from the duy on which his her cmployment is (cominated

An order of the termination of the service shall be signed by the authorized person

Csenting the Management,




d) If an employee is continuously sick or medicilly untit w carry on his/her duties or develops
serious - defCets in eye sight or hearing or mental or physical deficiency subject to
certification of the Medical Officer. shall be discharged with one month Notice in writing or
salary in licu thereof 10 the employee concernicd

e) If the employee is on leave or absent on the date of resignation, his/her service will be

considered as the lust day he remaing altered i service of the cstablishment,

D38 AUTUMATIC TERMINATION OF EMPLOYMENT

* Anemployee shall be deemed 10 have left the service of the establishment on his/her own account,
and he/she shall iose the lien on his/her cimployient and the wame of such cmployee shall be struck

off trom the rolls of the institution, if he/she:-

a) Absents without permission continuously for more than 8 working days

b) Have been granted leave, fails to report tor dute for rmore than 8 days on expiry of leave.

5.36 ACCUMUDATION AND TRA NSPORTATION:

To give accommodation and transportation - eoployees is not mandatory. However, the
establishiment may provide dcconumnodation winl tansportation 1o the cmployees who are
necessary for the simooth running of the establislment. Lhey have to follow the separate rules
. framed for the purpose of accommodation by the establishment which should be signed by the

employee beture oceupy ing the room as a token o aceepting the conditions / rules.

35.37 RETIREMENT

Under normal conditions, the teaching faculties are retived on completion of age 65 as per norms
while non teaching staft are retired on altaining the ape of 58 in the case of Tamilnadu and 56 in the
case of Kerala. However, the retirement of Principal is restricted (o the age ol 65 based on the

declaration of age at the time off recruitment as appli able 1o sell finance institutions.
Apart from the above, necessary amendments will be undertaken for specific profiles of employees,

depending upon the requirement, The decision fog duy wneadments will be at the behest of Board

* of Trustees.

@) On retirement, the employee shall return (o the establishiment all properties belonging to the

ycil aind otier articles which have becn issued to hundhier by the establishment for use




during the period of his/her cmployment. I the cuployee defaults to return these articles, the
establishment may recover the cost by deduction from the amounts due to employee or
cmployce W pay wimount of loss incurred. Ou retirement the employees coming under all

. categories are cligible only for the benefit mentioned in the appointment order.
« Retired persons can be engaged on Contract / Fived Term contract basis but they shall not be

eligible for statutory payments ESI, EPF & Welfare Fund contribution ete.

5.38 SECRECY
a) Records and information of the students and <401 are strictly confidential unless acting on the
instructions of the Management. On no accoint must mformation concerning students and
statt or other details are to be divulged or discussed within or outside the establishment,
b) No employee shali in w riting or any manner disclose 1o any person( including co-worker)or
communicate w pablic, news papers. journal-, books, periodicals, pamphlets or leaflets by

word or mouth or by any other means disclose or cause to be disclosed at any time, any

E information or documents official or otherwise relating o the institution except with the
. written approval of the Management.

¢) No employee shall take any  papers, books  drawings, photographs, video instruments,
documents, case shecets i any other property weany tonm belonging to the institution out of
the work prentises except with the written periission of the Management,

d) Breach of the above orders shall also be “misconduct” under these service conditions and
the employee shall be punishable in accordanc = with Service rules, regulations and Sianding

Order.,

5.39 DISCIPLINARY ACTION COMMI I'TEr

The management may form a DISCIPLINARY AC TION COMMITTEE, (DAC) with following
members o initiate preliminary examinations of the scriousness of misconducts of the employees.
Alter receiving the reply (o the show cause notce fron the employee, She/he may be called before
the DAC and make aware the seriousiess of the tssue and gel it convinee the ciployees concern.

The DAC may arrive the findings and give recomme ndation to the Chairman & Managing Trustee.

Members of the DA

a) HoD
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CHAPIER 6

0.1 CODE OF CONDUCT

Every cimpioyee shall abide by and comply with the Regulations and Rules framed
hercunder by the Management and as i, fded Trom time to time, and all orders and
directions ot his/her superior authorities.

Ihe faculty has w desist from entering into unhealthy arguments ol any kind and adopt a
posture ui contradiction with the superiors and clders,

The faculty has 10 avoid reprimanding the juniors in the presence of their subordinates &
students

A teacher should serupulously avoid smokine, chewing betel leaves and such other
undesirable habits in the presence of student. and v ithin the precincts of the College.

No teacher shall encourage or mdulge in any i ob malpractices connected with
eXaminations or other college activities.

The taculty has o avoid using harsh and shaiy lnguages in the premises.

The use of mobile phones in the campus duting working hours is strictly forbidden.

Faculty has 1o develop his / her general and professional knowledge of skills and remain
updated in the specific line of work.

Every teacher shall, by precept and example, inculcate respect for law and order among
students.

Every teacher shull, by precept and example anstll the fove of the motherland in the minds
ol the pupils.

Every teacher shall organize and promote all college activities which foster the feelings

of universal brotherhood among pupils.

Every tcachier should uy 1o preserve and promote the dignity and solidarity of the
profession.

Every Leacher must be an advocate of frecdon: of thought and expression,

A teacher should aim 1o co-operate and secure the vo-operation of the others in all activities.
buili curacalar wad co-curricular, which ain 1o tnprove the moral, mental, physical, social
and ceonomic well-being of pupils.

Every teacher must be impartial in the teatment of his/her students. One should be

sympathetie and helptul to deserving of studone tespechve of their social backgrounds.




Every teacher must regard each individuai stide HLas capable of being uniquely ereative and
must do everything in his‘her means to develop tiese special qualities / talents.

Every teacher shall consider the College property and funds as if it is his/her own and
should exercise great prudence and care in u: mg them.

Every eniplovee shall endeavor to promote the interests of the NIT and shall not act in any

tarier preyudicial thiereto,
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7.1 LIBRARIES

NIT is having unique “Nehru Institute of Technotogy Central Library™ with regard to its library

tacilities. It has establishied library in its campus. (01 the benefit of staft and students. The entry is

strictly restricted 1o menibers. students, and facultics

7.2 RULES & REGULATIONS

Ll

Library will remain open from 08.30 am to 0530 'N

Books can be borrowed only on wecek days fion Y 30AM (o 4.30 P. M. Sub lending of library
books borrawed from library to any person is not allowed.

Students will be allowed o borrow only (wo books against library cards and that must be
preseiited at the issue counter whenever studen barrow books.

Books can be borrowed for 4 period of 15 days ouly. Failure to return the book within 15 days
will entail & fine of Rs. | per book per day 1or a period of 5 5 days. In the event of failure to
return the book even afier 5 days of imposing (ine. the students’ library membership will be
cancelled,

The borrower should check and report damagc ol books if any on the book o the librarian at
the time of borrowing.

Any damage detected at the time of returning. which was not reported at the time of borrowing
will not be aceepted and the responsibility tor mnaking good the damage loss will be fixed on
the borrowcer only

[F'a book is lost or damaged, the borrower should replace the book or double the cost of book
will have w be puid.

In case, one volume of a complete set is lost / dunaged. then the whole set has to be replaced.
Any book issued at any point of time, can be re alled by the librarian at any moment,

National Jourals and CD’s will be issucd o students and members of faculfy only, for a
maxunuim period of 3 days.

Dictionary Eacyclopedia, Expensive books, sinle Copy text books and reference books,
Journals, M: iguzines these Newsletters are mcan| uily for reference,

Each faculty miember will be issued only with & rnaximum ol cight books.

Books related o current courses Paper can be sctained by the concerned faculty for the entire

Semester,

The I,j,lym\.m required to sign in the oty Register/Visitor's Book regularly.
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CHAPITER §

DUTIES AND RESPONSIBILITIES

8.1 PRINCIPAL

* The Principal / Head of the institution shall e solely responsible o the CEO & Sccretary /
Correspondent’ Manager and Management on all administrative, academic research and
related activities of the college/ institution in order 10 maintain and uphold the academic
supremacy and competence.

¢ Shall formulate und present to the CEO & Secretary / Correspondent/ Manager Policies and
guidelines on all administrative, academic. 1escarch and related activities pertaining to the
college i order 10 maintain excellence in teaching and research,

*  Shall provide expert counseling and guidance and high profile academic leadership to the
Heuds o Departnents, Staff and students wowards academic excellence.

® Shall etfectively coordinate the administrative, academic, research and related activities of
all the departments of the institution and cisure smooth function of both teaching and
research activities,

* Shall be responsible for the successtul condact of all the approved degree programmes of
the institute as per the norms stipulated by the University and the AICTE & UGC ele., and
shall be responsible for carrying out all such mstructions and directions communicated from
the University/ UGC and from other statutor bodies

e Shall be responsible for building the state o1 the mirastructure and for the maintenance
and constantly upgrading the same 1o facilitie world class teaching, learning and research
activitics.

*  Shall be responsible for monitoring the registration and the progress of students® admission
to various degree programmes of the instituiion.

e Shall be responsible for the preparation of anmual budgetary requirements of the college as
desired by the Management from time to G

® Shall be responsible for the procuretnent and purchiase of stores, equipments, lab chemicals
consumables and such other items as may e necessary from time to time following
conventionally aceeptable procedures ensuriig both quality and economy.

* Shall constantly monitor and review the acadenne and research programmes through

adoption of all syg titoring and evaluation wols like, surprise checks, spot inspections,




calling for reports, conduct of critical review mectings of HODs, faculties and students,
feedback from 1HODs faculties and: students and through performance appraisal of both
teaching stail and students with dye observinice ol statutes and regulation of NIT.

Shall be responsible for acquiring quality certfication from National / International agencies
and to that extent take all such academic and rescanch improvement of the campus.

Shall be responsible for maintenance and upi e, ol discipline of both staff and students of
the k.'LJI]L":'L'

Shall perform such other duties as directed by the Management from time to time.

8.2 HEAD OF THE DEPARTMENTS

the HOD shall be solely responsible to the Frincipal and Management on all administrative,
academic rescarch and related activities of the departinent in order to maintain and uphold

the academic supremacy and competence in 1lic Department,

\saist the Principal in tormulating policies cuidelines on all administrative, academic,
research and related activities pertaining to (he discipline / Department in order to maintain
exeellence in teaching and research in the Peparonent.

Provide expert counseling and  guidance ainl g profile academic lcadership to the staff
and students in the department towards acadoime excellence,

Solely tespousible for the maintenance i upholding of a high degree of technical
supremacy and competency in the discipline concerned in teaching. rescarch and all such
other related activities.

Responsible for maintaining close fapport wiih a stecam of high profile academicians in the
state and clsewliere on similar specialisation and 1o use their expertise and input in up
grading the teaching and research standards o in building up of world class infrastructure
of all kinds

Etiectively coordinate the administrative, acodemic, research and related activities of all the
statf ol the department and ensure stmootl functioning of both teaching and resecarch
activities ol the department.

Endeavor to maintain a higher level of atend mee. PPass percent and University ranks,
Personally inspect and satsty that the cour.. s Subjects in the departments are effectively

and successtully handled by the staff 1o the oy sduistaction of students and Management.




Personally verify and satisly that the conteni provided in all reports including daily, weekly
and monthly reports (o the Principal / CEO & Sec retary are correct and true and are duly
supported by proper evidence and records.

Constantly verify the course files, lesson plans and all such other academic records of
individual stali and of the faculty and cnsurc for their quality and content and updating.
Report on the performance of staff and stuidents 1o the Principal / CEO & Secretary after
assessing them through scientifically desigied evaluation procedures including students’
feedback.

SUVE W promote a stream of highly compoen and dedicated taculty through induction,
Faculty developuient programmes, Internshijis, fugher qualification and all such other HRD
Hicdts

Solely responsible for building the statc o ‘he ap mirastructure in the department and for
the mainienance and constant up gradation of the same to facilitate world class teaching,
lcarning and research activities.

Assist the Principal in the procurement and puichase of stores, equipments, lab chemicals,
constmables and such other items as may be e Cssary [rom time to time.,

Responsibie for the prepatation of annual budyctary requirements of the department as
desired by the Principal from time to time.

General supervision of the works of both s | dad students in the department and review the
performance of st in respect of teaching. roscarch and other related activities.

Suive  promote / motivate the students o, thei participation in extra and co curricular
activities besides inter collegiate, district and state. and National level competitions.

Assist the Principal in the maintenance wnd Hpkeep o discipline of both staff and students of
the th).u bent.

Endeavor 1o render special and well concein dccaching classes to students for empowering
them to face the campus interviews confide: ity

Assisting the Principal in acquiring quality <crutication of the institution by National and
International agencies and to this extent cisuie departiments participation in the process
through academic up gradation,

Responsible (o citer into MOU with relaied fndustiics and Institutions to establish a healthy
Industry lostitutional celationship.

Respousible For the care and HALMEnanes of dcpartinent’s property.




*  Responsible tor performing all such other ditic & responsibilities as desired by the

Principal - CEO & Secretary from time (o (i,

8.3 PROFESSOR / ASSOCIATE PROFESSOR

* T handic cliceuvely the subjects assigned a1 gular phased manner and completion of
syllabus in full within the semester.

e To monitor the attendance of all students i e Class as well as the academic standing and
cannnunicaung the observations to parcnts

* Conduct and correction of internal and model eaminations and counseling the students
bused o their performance with special addinional coaching to weak students.

* To obtain feedback trom students and maodivy the tweaching and training as per the students
suggestions,

* loaim for better performance of students i e subjects handled and 10 counsel them based
on their performance

®* To keep in wouch with parents and updaung them with the students attendance, marks
abtadied in examinations as well us conduct nd character.

o Will assist the HOD in discharging his/lici dutics in all daily academic administrative
activities, overall promotion of college and in the development of the Institution

* Tomaintain all academic records as stpulat By the respective universities.

* o strive for excellence in teaching and lew ning process and to assist better placement of
students.

* Wil uy o propose projects from all possible tunding agencies and help in the improvement
of rescarch and developmental activities of the Institution.

*  Will uttend to any other spectlic works ol the departiment as assigned by the HOD

*  Willalso exeeute and perform any other dutios as assigned by the management from time to

Line
8.4 ASSISTANT PROFESSOR
* To handle effectvely the subjects assigned a4 regular phascd manner and completion of
syHabus i full within the semester.

* To monitor the attendance of all students 1o hie class as well as the academic standing and

colnnunicating




Conduct and correction of internal and muad: wiannnations and counseling the students
based on their performance with special addiional coaching o weak students,

To obtain feedback from students and medite the teaching and training methods as per the
students suggestions.

To aim lor better performance of students in 1he subjects handled and to counsel them based
on their performance

To keep i wuch with puarents and updating ticin with the students atlendance, marks
obtained in examinations as well as conduct .nd character.

Will assist the HOD in discharging his/her duties in all daily academic administrative
activities, overall promotion of college and 11 the development of the Institution

To mainiin wl academic records as stipulat o by the respective universities.

To strive for excellence in teaching and leaining process and 1o assist better placement of
students.

Will attend o any other specific works of the departiment as assigned by the HOD

Will also exeeute and perform any other dutics s assigned by the management from time to

tinie

8.SADMINISTRATIVE OFFICER

Attending 6 days in a week and whenever required extend it to clear pending duties.

All matiers related to AICTEUGC/Univers: v 1o be checked / correcied and make available
to the Principal/ CEO & Secretary,

Keeping list of siudents having fees arecars p (0 daie, taking appropriate [ollow-up as per
the direction of the corporate office.

Assisting the purchase of the department and woeunting it properly

All the requirements related to the college ilie Library/ Class room/ Staff room/ Computer
Lab/ other labs of cach college has 10 be ussessed and invite quotations from different
vendors and do the comparative study on price and quality before the purchase. (The
quotiations can be forwarded to Management ton finalization and clariflications).

Identity stff (Teaching and Non- Teachi b wha are availing leave often especially on

Saturday and Moaday and more than two das |, | i month and inform to Principal.

Dontinvolve in irrelevant discussion and mainiam silence in the office and surroundings,




* Responsibility tur the overall performance i | monitoring of the college developmental
activities.

¢ Gathering. adapting, storing and distributing mformation’s w ithin the College.

*  Organizing. providing leadership and cont AMing all administrative functions in the
department.

* Rendering a service to other functions within the organization

* Lfficieni housekeeping & catering requirenicnt fol guest / employee.

* Planning, sourcing and maintenance ol company tansport.

* Liaison works with all Government offices ke Collector (students scholarship), Police
station (Any problem solving), Telephone |1, cleeity, Water, Panchayat, etc.

*  Responsibilities for travel arrangements lor domiestic and international itinerarics of the
VIP's visiting campus afier consulting with tanazement,

* Keeping abreast with the latest trends in it wnd extra office communication needs
cquiptinent. Monitor printing and updating do uments of the organization.

¢ Maintenance and supervision of all office and academic records.

8.6 SYSTEM ADMINISTRATOR

*  Maintaining complaint/Service/Maintenan Cregister for departiment users

*  Preparing& maintaining 1T purchase request if the components are not available in the
stock.

*  Maintaining files such as purchase request file. Service request letters file for printer service
& toner refilling. Systems working and not working status weekly consolidated reports file,
purchase mvoice bills file | software licensc | opy Bile, time table file , service report file ete.

*  Maintuin the network infrastructure for AN i WAN connectivity.

*  Morning checks of systems/sofiware

*  Monitor system  performance and provide sccurity  measures, troubleshooting  and
maintenance as needed,

* Assist users o diagnose and solve their problvins

*  Design and implanent SYsteins, network coiiligurations, and network architecture, including
hardware and software technology, site locations, and integration of technologies,

*  Maintain the peripherals, such as printers, that e conneeted to the network.

®  Train users in use of ec uipment.
/J —




Ensure virus protection software is operation il and current on servers and workstations.

8.7 LABURATURY ASSIST ANTS (COMPUTER 1A )

The sysiems/cquipments should be serially numbered indicating the short title of Nehru
Group. Institute, Departinent and Lab.

All the systems / equipments / instruments fould be kept in working condition and should
be cleancd on a daily basis.

The configuration of systems should be check ed daily

Vendor's sticker should be pasted on the sysicn wherever required and care should be taken
Hot o tamper it

Maintenance and upkeep of systems will hive 1o be carried out with the help of system
administrators,

System Adiminiswators should not be pertiiiied woopen the system through tampering the
sticker fixed by the supplier.

The vendors should be promptly advised o «hieck/y crily for any umpering of sticker in any
system and it so, they should fix the sticker 41 )¢ carliest,

During stock verification or surprise cheeks. it any systen is found tampered, then the sole
responsibility will be on the lab assistant i the cost of items found missing will be
tecovered from the Lab Assistant in charge culy.

The system shouid be kept in *shut down mode” after use by cach batch of students,

The warranty period of each System / equipient / instruments should be promptly
monitored.

Fach system has to be assigned permancatly 1o a student for the whole semester based on
toll aumber with proper calry in students regstor .

Breakage or defect ofany items has 10 be repovied to the HOD / vendors in time.

Theft / breakage by students have o be recarded i the breakage register on a daily basis
and the register got counter signed by HOD/ Principal the very next day itself. The cost
should be recovered from the student cone e within a week’s time. The student. who
fails to pay the cost within a week, will ot be allowed into the class roont, unless he
produces necessury receipts for payment.

The Lab Assistant will be solely held responsible for any damage, theft or fire reported

responsibility for such incidents.

turing the workip




Itis the duty of the lab assistants to ensure - iwith- Tunctioning of Labs without break down
or breakuge of computers /peripherals.

The UPS and bavery maintenance has to b . fwcked at least once in a week.

Ihe Cycle of experiments along with the date of entative completion of experiments should
be displayed on the notice board.

They should be physically present during the wor king hours.

The butch wise laboratory time table needs to be pasted in the notice board along with
sceimester plan of cach practical.

Students should be allowed only with proper dress code, viz.. Unitorm, shoes. 1D card / Lab
records cle...

Students who mdent to take up revision ef the experiments are to be allowed only with prior
PErssion.

A notice board indicating the status report of Labs has o be maintained,

Solutions for laboratory experiments are (o | prepared and kept well in advance.

All registers should be kept updated with all entrics and it lapses are found, serious action
against the Lab Assistant in charge will be ke

A monthly consolidated staus report for cach fub should be forwarded to the Principal and a
copy to the CEO / Secretary

I should be ensured that the concerned 1o g faculty related o Lab experiments is
physicaily preseut.

Strict discipline should be maintained in the |ab and students should never be allowed 1o sit
and chat inside the laboratory. No catables should be allowed inside the Lab.

Students should not be allowed to leave the | b helore completing the experiments.

Detailed procedures for each experiment necil Lo be maintained.

It should be ensured that all fans, lights and connections 1o all cquipments are switched off
alter the lab hours and water tabs ifany clos. 1.

Lab atendance for faculty members has 1o 1 niirked and lorwarded to the HODs /
Principal.

In case ol leave /7 or absence, proper alternative arrangements have to be made with prior

approval of Principal.
T




« 3.8 LABORATORY ASSISTANTS {(GENI'RAL)
e keep all the equipment’s and instruments | Pworking condition always,
»  Always available in the Laboratory Update il the Registers
4l Stock Register
b) Maintenance Register

¢) Practical Atendance Regisic:

* Inform the defeets to the proper persons inynediately on oceurring/finding, out the defect
* The waintenance of systems and equipients are the responsibility of the concerned in

charge and to keep the Lab neat and tidy.
* Do not alfow any student to enter the Lab atory without proper dress code, viz, Uniform.
shoes, 1D Card, Lab Records. ete.

* Do notallow or entertain other staff in the I aboraiory.

v
* Do notsitand chat with others in the Labo iy
¢ Paste the Lab Time Table and Batch namcs in the Laboratory
*  With prior penmission allow the students £ revision.
¢ Do not pernit the students to sitand chat in (he | aboratory.
*  Always maintain discipline in the Laboratory.
* Do not pernit unybody to lie on the desk 111 sleep
* Do not permit anybody to bring any eatable (o the Laboratory
* Do nol penmit any student to 2o out unless their Laboratory class is over,
¢ Prepare and puste cycle of experiments ond tentative dates for completion. Also send
weekly. report to the-hierarchy regarding the progress,
< *  Muintain procedures for each experiment i detuils

* Semester subject practical allotted should | - displayed in the notice board.

¢ Inthe absence of concerned Lab Assistant proper assignment of responsibility should be
fanded over 1o next person with proper record il approval trom the Principal.

* Any breakage, theft happens in the LA is (he sole responsibility of LAB Assistant
concerned

o Always ensure concerned teaching facultics v lated 10 Lab Experiments presence.

¢ Fosuie that you are switching turning ol all” the fans, lights, plugs cte. after the Lab

lotirs,
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¢ Lab Aucndance for taculty members o arked and forwarded by the Laboratory
Assistants (o I|u.: higher office.

¢ Lnsure thai solution preparations for experimenis are made in advance.

e Notice Board for the status report of Labs to be maintained.

*  Breakuges 1o be entered in the Breakage 1icister and the cost of items (o be collected
[rom the concerned student through offic Lsue and return register to be maintaining in
Laboratory and the status of non complian ¢ w02 reported o higher authorities,

v

« 8.9 ESTATE MANAGER

v Shall be respousible tor matmtaining and adosinisiering the entire civil construction works,
plaaing,  designing, checking the qualiic and Juantity of the materials used and
worknanship, coordinating with architects. aginesrs, consultants and contractors in respect
ol all works,

* Shall look atier and coordinate with the entii+ o1 Lclectrical, plumbing, carpentry and the
land scaping of the entire campus.

¢ Shall be responsible for overall in charge of preparing a road map on the effective use of the
Campus area Keeping in mind, the past, present wid future needs of the management.

* Care and maintenance of all movable and ir o Able properties and prevention of pilferage

= and thett of all kind,

. e Shall be responsible for overall admnsaermg and monttoring  of the duties and
responsibifities of all staff and workers of civil clectrical, plumbing, carpentry, drainage

related works, recyeling of wastes, sunitary. ardening and other works.

*  Shall be overall in charge of maintenance i up keep ol all infrastructure like buildings,
toads, electrical and plumbing installations 11 reluted communication system, landscape

architecture and such other works.

*  Shall verily *M” Book maintained by the comtractor for its correctmess. The *M” Book
catries will be subjected to random checks b il Archiieet, or by the Management or by the
representative of the Manageinent by way sanples 1o ensure the correctness of the entries in

the *M™ Boolk.

* Shall be responsible for calling for tende preparation of estimate, scrutiny and right

choice of contractors, keeping in mind the by ond quantity of the work, approving of the




estimiate and cotrusting the major and minos voes with the prior consent and knowledge of

thie munagenient.

Shudl ensure that “bills™ submitted by the contructors for its correctness regarding the
quantity and rates. Every bill raised by the ontractors need to be approved for total quality
aid al mot satistied with the guality, o wotten ndication may be given o the college

audthoriiies iot o pass the bills made by the comciors

shall be overall responsible for the safety il security of both men and materials with

s vsed men.

proper supervision of entry and exit of mitc

Shall be responsible tor the maintenance of ) reuisters related o the construction for the
tse ofarchiteet and the college, Overall che i iid cosuring the daily issues upditing and

balance of all materials used in all kinds of Lo develupment and use
Shall be responsible for overall meeting ol e feeal and statutory requirements of getling
approval for all buildings and other infrastio ot e il shall be responsible for maintaining

ol all essential documents of land and buildivs and other essential inlrastructure,

3.10 CAMPUS MANAGER

L]

Overall conteol of cleaning, maintenance ! s drty system (From gate 1o overhead water
tunk)

Responsible for the overall maintenance of ihy canipus, with focus on cleanliness. hygiene
0 systemabic way.

supervising and control of scavengers dutics tespensibilities and tmings

Coordinating with each block wise housc ceping mecharge on maintenance and house
keeping cach and every day.

Supervising the duties of Electricians aind (1] inbicrs on proper maintenance, supply and
usage of water and clectricity to all the depurtiments

Managing the vehicle parking for staft and il nts and cooperating with the security staff
regarding the sie.

Maintwming gardens and tmely watering of s, supervising and arranging substitutes in
Case ulfabsentees of scavengers.

Monitoring the reuse of drainage water und - wag: water in the campus in the most

ceonotical way.




* Regulr checkig of the eleantiness o hoste! aicas 1id wanteen
* i case of clcrgencey or any urgency, he b o ceport i munediately o the Director (PR)

and also reporting about the Civil, Electicai vl Winntenance o the Direetor (PR i

8.11 SITE ENGINEER

*  Responsible for waintaining and adminisierios e ntre cvil construction works, planning,
designing. checkong the quality and quantite Fihe waterials used and workmanship,
voordinating with Architeets, Engineers, Con o ultants and ( ontractors with respeet to all the
works.

¢ Required o look after and coordinate the ¢l e o . cleetrical, other repair and
maintenance works in the campuses,

¢ Responsible for inaintaining high quality b ok ppro i the estimate and bills with the
consent ol Management.

*  Muintwmming all the registers required for celat ol 1o the construction for the use of Architeet
and College. Besides. providing the duily o o prescribed tomat, already designed
for your use. This format is to be sent every vest day alter fitling it 1o the seeretary of the
LUHL‘_*:_'-\.‘.

* The stock registers related to cement. steel i sthjcet to surprise checks by the Architect or
by the Management or by representative ol th - danagement. The daily return should reflect
the stocks.

¢ Maintwning the quality of the works executc | by the approved contractors appointed by the
college

*  Lnsuring whether the contractors use raw-in e il ol prood qualy

*  Pnsuring no workers allowed in the site. win i the dav's work s over.

o Preparing (he plan and estimate whenever eignied

*  Required 1o verily "M" Book maintained by e contracton for its correctness. The "M”
Book entrics will be subjected o a tandoar ool by the Architect, or the by the
Management or by the representative of the | Lagcment by way samples to ensure the
cuttectness ol the entiies in the "M" Boolk

e Reguired o cnsure "bills" submitted by the ¢ nvactons for its correctness regacding the
uanuty and rates. Every bill raised by the o atiactons 1o be approved by you lor tal
quality and it you are not satisfied with the o Ay awntten indication may be given to the

college authoritics not 1o pass the bills made v ihie contractors.

"
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Required to maintain swict diseipline amony 1 workees involved in the construction: as
e cinpus where the constructions are goin: on will he funcuonmg during day time with
students in the classes.

Eutorcing swcek of raw materials in places fully secured. where the least disturbances are
experienced by the students.

the cemcin and steel stock should be Kept i fulhy secured position,

Responsible tor verifyng and maintaining ¢ prdcry e and out time recorded gate passes
tor the iwovenient of vehieles, goods materid - of i vontractors and supplicrs inside the
S,

Any poluts not covered above, may be exceuied with the concurrence of the Manageiment,

. Allend

A separite situs/progress report shall be sl it 1o fhe undersigned every wee

any other works as assigned by the CEQ & S crerary from time o time

8.12 CAMPUS SUPERVISOR

Total control of the campus. Control of studcnts loeri 1 outside the class room. Incidents
obindiscipline, it tound should be reported o Physical Darector and Principal for action.
Frsure & Muintain complete eleanliness of vl s as o whole and college building
W pariicular by consistent monitoring with civil supervisors and attenders and extract work
trom the attenders wnd sweepers. Any mater s specad ‘thrown oul in the canipus should be
arranged i proper places (in the shed),

Measures w be iwken Lo control pilferage: the it ol loose mterials.

Monnorimg with supervisors for proper uittiatia ol labourers such as Gardeners,
Sweepers. Atlenders ete.

Cheek proper registers and records Kept at the cutey (Gate) by sceurity guards and monitor
them,

Any other works related 1o dey clopment ol ¢.oompus. e luding landscape and infrastructures,
Maintenance of Gardens.

Fasure donking water made available whe Ui

Student and Sttt Toilet maintenance

Students tumiture arrangements

Elecuiciy mamtenances

Maintenanee of plumbing works




¢ Inventory Management

¢ Coordmatng with all Principals in canmpus focday o diy campus arrangements

8.13 CHIEF WARDEN

° o monitor the hostel discipline

Fo cheek the tuod quality

* Tomonitor the various hostel committee acti ifyos

¢ Toconduct tood and other committee meetin:

*  Solving issues wnong students

¢ Montoruig sports activities in the evening

* Tocontol the Discipline in the T.V. roor

*  Checking the Registers & Files maintained i the hostel

e  Checking the stock and inventory details

*  Discussing with the mess in charge to solve dandy lhod issues

¢ Coordimating with the site SUpervisor to gt ind mnintain the hostel facilities

o Tocheek the hostel gate register o avord issiios opardimg stadents outing

* Acting as a Liculty advisor for various clubs i the hostel

*  Planning and exceuting the major events m b hosiel {hike hostel day. trekking )

*  Conducting classes inside the hostel for acad. i Aly poor students.

*  Coordinating Deputy Chief Warden, Resid i Warden, hostel stadents and mess
contractors for sinooth running of the hoste |

e Monitoring the mess, water and discipline 10 the hosiel through Deputy Chiel Warden and
Residential Warden

*  laforming the hostel requirements to manaecion, il getting new facilities Tor the hostel

* Assuring the inventory and stock

*  Conducting mectings with studernis

*  Solving the problems of the students

»  Deciding the hiostel Limings (mess, outing .

* Permitling guests to stay in the hostel aftcr 2ot capproval from management




8.14 DEPUTY CHELF WARDEN

o Tuking e of students movements both " and "oui® ol hostels on permission, holidays,
tegular outings. projeet works, medical teaticent and college purposes.

°  Scrutinizing tiotoughly the request letters ivom the students, the phone calls, permission
letters / SMS 7 Fax / mail from Parents o Giiardians and the approval from the class
advisors. HoDs and Principal to permit the siudents for lcaving the hostel.

* The Deputy Chict Wardens will take the iull responsibility for permitting the students for
leaving thie hostels,

o They will also see that the Parents / Guardians who visit the hostels are received and ueated
inl'upcﬂ_\".

* The Deputy Chicf Wardens will forward the files of the respective colleges permitting the
students w the Chiel Warden who will aceor | post approval,

¢ This work of geiting the post approval from e Chicl Warden will be done commonly by
Warden (PPrivanka Hostel), will attend the sa I

o Allotmiein ol rooms to the students as pet the paidelines issued by the office of Chief
Wirden

* Lo supervise the overall activities of students housckeeping, site operations and Mess in the
hostel.

*  Regular visit 10 hostel blocks allotted individually and ensure better interaction with the
students

¢ Nominate the students for various hostel comnutices Health Club which shall comprise
Yoga, Sports  activities, Trekking. Food conwnitiee, hostel maintenance comitlee,
Common Room Committee, Cleanliness Commntiec and other such clubs and committecs.

¢ 1o gwe permission t the Guests for residing 1 the hostel on the request ol the students and
recommendations from Chief Warden / Prin (pal

* o supervise the working of hostel stafl

¢ Tosolve the day o day problems of the stude s,

* lodeal with the acts of indiscipline of the st dents

*  Reporting the cuses of serious indiscipline: vagamg 1o the Chief Warden / Principal for
further action at the Institute level,

¢ Toensure the quality of Tood in the mess




8.1

tn

Lo cheek thie various registers and ledgers taintained by the Warden and MICSS SUpPCrvisor
from tune o tie
Communicaie with the parents / guardians of il Huales in assistance to the Wardens
Fo maintain overall ambicnce of the hostel prenuscs and to aseertain silence hour is carried
aul in thei reapective blocks
Lo ensure proper maintenance of the rooms and hostel premises
To send advance information to the Chief A arden - Principal about the moathly estimated
bulk requircmenis of mess items or other .. fistiiables o be purchased through purchase
conumittee.
To cater 1o the immediate minor requirements i the hostel through the use of permanent
advance
Whenever any of the Deputy Chief Wardons apply leave, the concerned Principals are
structed o see that the leave is approved valy after making alternate charge arrangements
with any one of the available Deputy Chiet Wardens
The chavge arvangement should be made kiwn to the Deputy Chief Wardens concerned
well i ady WCy,

WARDEN
Hostel wardens are the custodians of all the properties of the hostel and related inventories,
They have to liaison with the student/authoriic.
Whenever an adiission is made o the hostel. the prospective inmate has to be given with
an application torm and rules and regulation torm wind the forms duly filed building wisc.
Aninventory register is to be maintained by the wardens room-wise and student-wise,
Wardens have w ensure that the student is 1oi bringing any un-authorized items inside the
hostel
Parents of the hostel inmates are to be informed about the rules and regulations of the hostel,
i detaal.
Hostel 1 issued by the office is to be ensured by chiecking it
Hostel is (0 be allotted as per the courses. and it is the responsibility of warden to exercise
their judicious decisions.
Mess coupons wre o be collected by the wardens and the diswibation record is o be
inaintaimed regularly and the same has to be Siventor internal audit at frequent intervals,
Mess cards are to be issued t nbs wid veceapt obtained.,

N
P33




Mformation o the inmaies is to be displavod i the notice board and renewed al regular
intervals

Hostel rules and regulations signed by the inmades are to be strictly implemented by the
wardens and any disobedience to be recorded iy the vceurrence register and that the student
concerned is to be brought to the office for further mvestigation and finalization. All these
are o be done in accordanee with the prescribed rules and regulations and on  the
mstructions recerved from the higher authai

Adler the class and play time, students wre o be directed o their rooms for studying, Play
timie. study time, dinner time ete to be decided by the warden and proper message is 1o be
given to the students.

Gate of cach building is to be closed on o suhvduled time and surprise rounds are (o be
conducted by the wardens to see that all sidents e in their room. I anyone is missing,
their roommiate’s statement is to be obtained and recorded in the occurrence register. These
checks should be random and secret in natu

Students missing trom the rooms should b asked w report w the Prineipal for paying the
fine amount. Adter two such warnings (1o students and parents). i a student repeats for the
third time, bie should be removed from the rolis il sent out of the hostel.

\particulie day of a week is too tixed for cach batch of students o 2o out and they should
v abter sigiaag uregister kept in the buildin;

Students should not be allowed to go out without id card.  They should be neatly dressed
and should sigi o register kept at the main waie. Both the registers at the hostel building and
the muin gate o be audited at regular intervals and any discrepancies in the wimings are to be
noted and the concerned individuals are o be warnad,

Alter the prescribed time the hostel register s o be kept under lock and key and wardens
fave 1o sigis i the register kept at main gats  sanping the tme of signatare. The students
who have not come at the time of checking 1 be warned and appropriate action to be
bniated

Serious warnings given Lo students are o be restered i the oceurrence register and m the
buck side of the admission form of the student.  The reporting of parents, guardians in
persoin is dlso o be noted in the veeurrence - dister and at the back of the apphication.
Misbehaviour of the hosteller it any are 1o be reported o the concerned heads of the

institution, i a peeseribed format after entering i the oeeurrence register,




Wheneyer o miess card is lost, an application ha- to be colleeted and fine is to be collected to
isse 1 duplicate card. Duplicate card should carry the same sl No of the original card.
Widens have o ensure no student stays back ioihe hostel during college hours.

Hoany stedent remains in the room during ol honrs, medical centificate is to be asked
for if hiershie is sick otherwise he/she should e wsked o go to college and this is to be
cecorded inan occurrence register.

Un-authorized sty in rooms should not be adowad and a written explanation is to be taken
from the inate and this is to be recorded 1w the vecurrence register and to be informed to
e manageiient

Wardens have to utilize the manpower given w them eflectively to clean the hostel arca and
bath rovins and toilet.

Adier clednuig die rooms, the sweepers shiould sign e the register or alfix their thumb
impression. This register will be referred by the week end for giving wages o them. These
activities are to be recorded in the occurrency rezister on a day to day basis

Correspondence with the various dupurm'ux-\ e corporate oftice 1s to be made between
FO 00 am — 11 an.

Wardens should be available in the mess at the tune of lunch and ensure smooth serving of
lunch.

Stedent’s complaints are 10 be entertained and inagor complaints are to be recorded in the
vceutrence register and o be reported to the management,

Wardens should ensure the smooth functioning of all equipments. accessories, electrical
connections and the mess amenities. Suitabic and timely repair of the cquipments is the
responsibilivy ol the wardens.

Adter the college hours, wardens have (o cosure that all students are back (o rooms at a
prescribed time. Suitable methods could be adoptad by the wardens to find out the arnval of
the inmates.

I the event of any untoward incident, 1t b 1o be recorded in the oceurrence register and
teported o higher authorities at regular wivrvals, Serious matters are (o be reported
nnmediately.

Students uddress book is to be maintained aod updated on a regular basis. Information and

ntimations. complaints, suggestions. changes i rules and amendments arc to be sent to the




CHAPITERY

HOSTELS

9.1 BOYS HUSTEL
RULES & REGULATIONS

o Students desirous of joining the hostel are tequued to apply in the presceribed format. Mere
applying doesn’t guarantee accommnodation in the hestel. Accommodation in hostel is
purely the discretion of the Management - warden and is subject to the availability of
vicancies The right w allot or not vests with the Management.

o The students should occupy the room as wllotied by the Chiet Warden / Deputy Chief
Warden - Warden

o Once allotted. students are not allowed tw change their rooms on their own under any
Citcutistahioes.

s On oceupation, the occupants have to check for any scribbling on the wall, breakage of
window chiss or any damage to furniture et and the same is reported Lo the warden.

e On oceupation, the students should fumish the contact mobile, telephone postal address ete.,
of the parents Tor contacting them in tme ol el

o The inmates are required to be present only m ihe rooms allotted to them. I any student is
found in other rooms than that of his/her o, such student will be liable Tor punishment as
iy be decided by the Management.

o They we requested o give an acknowledgenicar for the proy ision, furniture ete. provided in
the roon.

o The students should report for any damage in taps. or light, fans and wiring so that the
repiairs can be dode seon

o Fees once paid will not be refunded or adjusted under any circumstance, whether he has
been expelied on disciplinary  grounds, o voluntacily  vacated the hostel betore  the
campletion ot the academic year in the hosiel

o Provisions made in the common areas are the collective responsibility of all inmates. They
are expected o handle then carefully.

o Belongings which are costly like mobile phones aind Liptops are eenerally not allowed in the

hostel. However. in case ul'_Lquk\nccc.s:;m wiiten permission needs to be obtained by the
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sers. The user should also give an underiah ing o the effect that his/her lap top or mobile
phone car be inspected by the wardens or anyone authorised by the Management at regular
intervals or as and when the Management des e

Fach and every one is expected to look atier (he safety & security of their personal
belongings as well as the properties of the lastcls They should treat the hostel as a home
away ftem home and maintain cleanliness ainl cisure safety of all possessions.

The students will be required to have their 1 cads during their stay at the hostel and those
without 11 cards will not be entertained in the hostel. The inmates of the hostel are also
supposed o cairy their 1D cards with them dvring imovements outside the hostels.

N student is allowed to stay in rooms without atiending the clusses unless they produce a
valhid medicai certiticate or other valid reasons.

Students should keep absolute silence in the hostel

The students roaming in the hostel premises wad making noises and disturbing the students
on study will be dealt strictly as the managen:ent fcels appropriate.

No seribbling on the wall, drawing, sticking of pictures ete are permitied.

Hostel rootus and furniture are to be kept neat and clean. Personal hygiene is also of
paraniount npoitanee.

No littering shali be permitted, in the hostel premises und the same has 1o be deposited in the
dust bins kepi.

Cleanliness of rooms is of top most priority. [he tooms are to be swept daily, removing the
cobwebs el

The students should cooperate with the mainiciaice stall for keeping their rooms clean

Use of cizarettes. aleohol, drugs and pan and other psychotropic drugs are strictly prohibited
and anyone who is found using or possessiig such things will be immediately dismissed
from the hostel without any notice and they il forteit the fees already paid by them.

Day scholurs and (riends are not permitted e i hostel.

The inniies of the hostel are expected (o be Inendly and cooperative with their fellow
hoste! and rovnunates.

Water shoubd be very carefully used. The student should check whether all taps are closed

properly when they are not in use.




The students should cooperate with the hostel withocities for the most restricted use of
clectrical ems. Fans and lights should be swichicd off when the students go o class or
when they are not in the rooms.

The mimates ol the hostel have to be present at (he hostel latest by 7.00 PM on all working
dues. They may oe allowed o stay outside the fiostel premises 6l 8.00 PM on hohidays that
too ouly with the prior permission of hostel warden

Outing 15 fixed by the warden and the studeuts ace allowed o go out only on the scheduled
dares ol vuting

The students are warned that they should not meve out of the hostel without getting gate
praass / permission from Chief Warden, Dy.Clict Warden or Warden

For staying vutside the hostel by any it on ollicial purpose, prior permission is
tiecessary. Hostel inmates are not expected o spend more time at the college canteens after
the college working hours.

Auy student who plans o go home on leave during working days should obtain permission
from the college authorities and has to produce i before seeking out pass from hostel.

The students shoald register in the registers kept at the main gate as well as with the warden
whenever they go out of hostel prenuses and also has w cheek mon retum without fail,

I every hostel, o study time is fixed between 830 prato 1030 pm during which time
sbsolute silence is o be maintained and the <iadents should also be physically present in the
rooin i which they are allotted.

A separate study room is provided for this paupose and the students will be wearing their
nocmal dress during the study time.

The hostel wate will be closed by 9.30 PM. v roll call will be held at 10.00 PM cvery night.
[ an inate is oot present, a fine of Re.5007- waill be imposed on the first two instances.
Sitilur ubscnee for a third time by the studont will lead o his/her removal from the hostel
without any enquiry. He will also stand (o torfet hisher hostel fees already paid which will
not be returned atany cost.

No electiical apptiance is allowed inside the hostel cg. ron Box or Eleetric Heater / Stove
Use of mobile phiones during study hours or fapops without prior permission of the warden
will cntal conliseation of the gadgets it wll not be returmed back  under  any
clreumstanees,

No student s permitted to sign for and on Ll of another student. I anybody is caught
dong so. he will be l'ul|ix)\,'£;‘lfil‘.f':__|'1;_1:uc hostel mnediately
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The buses W colicge will proceed as per the tine scheduled strictly and the bus will not wait
for any Late comers

The students on vacation of rooms should hand over all the provisions and furniture taken
aver by himvher m the same condition at which they have tuken charge.

Inmates. who vacate the hostel. should hamiover all the inventories taken over by them at
lie time of joinicg in good condition. A clesianee certificate should be obtamed. Otherwise,
they will be held responsible for any loss or daimage,

Students will also be subjected (o surprise checks at any time and they should facilitate
checking ot all their belongings including laptops & luggage.

During inspections, if any vulgar, absence or objectionable teatures are found uploaded in
tie lap top/mobiie phone, the same will be reported o the Cyber Cell and that the student
will be disiissed from the hostel without any npstice and the ]}.“::;- paid by the individual will
not be returned

The students should cooperate in giving daily attendance when wardens are visiting the
rovms dunug night,

Students wre expeeted o be ready by 8.45 A Lo catch the bus for college daily.

When the hostel and colleges are in separate caipuses, the students should finish their
preakast w thime and proceed to classes m tiie.

Tates aie expected o maintain decorum and decency inside the Mess halls too.

Food wastage should be avoided.

The students should take food at the mess in the stipulated tme only.

The managcment will not assume responsibility tor not supplying food to them 1 they come
very bate or carher.

For detiry done by students in taking the breal tust or getting into the bus, the management
will not be held responsible

I there 1s any problem in food quality or yuantwy, the same can be recorded o the
complaint register keptat the hostel. The same can be informed to the students mess
tepresentative. warden/Dy.Chief Warden or Warden in writing.

Unlawtul gathering and making shouts and notses i the campus 1s su ictly banned.

Disputes il iy between the students or gronps o students should be mformed immediately
(o the hostel authorities for solving. But involving in group clashes, manhandimg and

causing injury to fellow students is totally against the mierests ol the managenment




In the event of indulging in such eriminal activitics, the students will be disimissed
immeditely trom the hostel as well as the wotter wall be referred to the concerned
Principals of the college and no conduct certifivate will be issued.

Baseing o4 erinie and s strictly prohibited. vavone found indulgmg i any act ol ragging
will be innmediately dismissed from the hostel without any notice or enquirics and a

criminal case will be filed against him/her with the police.

Liiates tound nvolved theft, Ragging, Gghting, guarrelling, use ol abusive words,
damaging properties, indiscipling, consumption and possession ot psychotropic drugs,
aleohol. clgaretics, causing injury to persons disobeying orders of wardens. nonpayment of
hostel fees ete. will be expelled from hostel without any further notice.

Celebration of any kind at the hostel premise. should have the warden’s prior written
llk'lll:li_‘-,‘vl\lxl

hi case ol a reported misbehavior or unethical behavior by any inmate, the same will be
intated (o the parents through phones, el telepram cte. In case, the parents are not
turning up within the stipulated time, the inntes will be expelled from the hostel without
further notice ta parents.

The Management has the full rights 1o order aay hesiel student to vacate without assigning
FCidsals.

e decision w readmit a student onee vacated fromn the hostel, purely vests with the
Manageiment

Iinates who have any genuine complaints/griey ances the same to the chiel warden in
wiiting. lnmates are not expected o take Liv o tenr hands.

Any other rules and regulations as amended or addad bom time 1o time shall be followed by

tie tmadies.

The monthly mstaliments of mess bill have 1 be pad by the students at the specitied date.
Reduction i mess bill shall be permitted for incase ot absenting more than 5 days

< The holidays declared by the college

o Project days certified by the Principal.

o Industiial visits exceeding 3 days duration.

S I case Gl absence due o illness exeeeduny hve days




9.2 GIRLS HOSTEL

RULES & REGULATIONS

o Students desirous of joining the hostel are tequined to apply inthe prescribed format. Mere
applying doesi’t guarantee accommodation in the hostel. Accommodation i hostel s
purely the discretion of the Management — warden and is subject 1o the availability of
vacancies. The right to allot or not vests witli ihe Minagement.

o Fvery student should stay in the room allotied 1o them during the start of acadenue year,
Mutual exchange of rooms after final allovient is not allowed. However, only the Chief
Warden nny allow as a special case on valid md reasonable ground.

o Althe time of joining the hostel, students are cxpected to make sure that furniture, walls and
clectrical cquipments are in good condition. 1 any damage is noticed, the same may be
reported o the Warden in writing.

o On oceupation. the students should furnish the contact mobile, telephone postal address ete.,
of the parents tor contacting them in time ol need.

e The inmates are required to be present only i the rooms allotted to them. I any student is
fovnd o uther rooms than that of his/her 0w, such student will be liable for punishment as
may be decided by the Management.

o They are reguested o give an acknowledgenicat (or the provision, furniture ele. provided in
the room.

o The students should report for any damage i taps. or light, fans and wiring so that the
repairs can be done soon

o lees once paid will not be refunded or adjusted under any circumstance, whether he has
been expelled on disciplinary grounds, or voluntarily vacated the hostel before the
completion of the academic year in the hosicl

e Provisions made in the common area are the collective responsibility of all inmates and are
expected w landle properly.

o Belongings which are costly like mobile phones and Laptops are generally not ullowed in the
hostel, However. in case of utmost necessity  wiilten permission needs o be obtained by the
sers, The user should also give an undertal g (o the elfeet that his/her lap top or mobile
phone cun be inspected by the wardens or ayone authorised by the Management at regular

intervals or as and whendbe Management deodes.




Fach innate is cxpected to look after the safeny and seeurity of their personal belongings
and the properues of the hostel.

Phe residents shall not remove any fittig - (dtiee frome any other room and get them
fited i then room.

Rough handiing of dining hall furniture, roum Tutniture or any property or fittings of the
Lostel s strietly forbidden. If any individual or group is identified to have caused the
damage. double the cost of the damaged praperty will be recovered from them. Repeated
acts will result i expulsion from the hostel

The studenis will be required to have their IE cards during their stay at the hostel and those
without 113 cards will not be entertained i the hostel. The inmates of the hostel are also
supposed 1o carey their 1D cards with them dunng movenients outside the hostels.

No student is allowed to stay in rooms without atiending the classes unless they produce a
valid medical certificate or other valid reasones,

Students should keep absolute silence in the hosiel

The students coaming in the hostel premises sid aking noises and disturbing the students
on study will be dealt strictly as the managenent feels appropriate.

No scribbling o the wall, drawing, sticking of pictures cle arc permitied.

Hostel rooms and furniture are to be kept ncat and clean. Personal hygiene is also of
paramount naportance.

Dispose the waste and napkins properly in the respected dustbins. I improper disposing is
tound in iy roun oor, the residents of the vooind Hoor will be fined.

Cleanlingss of rooms is of top most priority. he rooms are to be swept daily, removing the
cobwebs cle.

Fhe studeits should cooperate with the matntenance staft for keeping their rooms clean

Use of cigarcties. alcohol, drugs and pan and other psychotropic drugs are strictly prohibited
and anyone who is found using or possessing such things will be immediately dismissed
from the hostel without any notice and they will forieit the fees already paid by them.

Day scholars and friends are not permitted neade the hostel.

The imnales of the hostel are expected o be rendly and cooperative with their fellow
hostel and roonnates.

Water should be very carefully used. The student should check whether all taps are closed

properly when they are not mn usc.




Residents are expected to dress decently i the hostel

The students shouald cooperate with the hostel authorities for the most restricted use of
clectrical items. Fans and lights should be switched off when the students go o class or
when they are not in the rooms.

For procecding on leave the students have 1o produce the leuer of their leave duly approved
by the class advisor, HOD and Principals and ivoid such puss.

Hostel students shall not leave the campus without prior permission ol the warden / Dy.
Chief Warden.

For staving outside the hostel by any iwmate on official purpose, prior permission s
necessary. Hostel inmates are not expected to spend more time at the college canteens after
the colleze working hours.

Phe tnietes will be allowed for outing {or once day in a month between 6.00 am and 6.00
pinalong with their parents or guardians. The first and sccond year students will go on first
Sunday of every month and the third year on Sceond and the Fourth year on Third Sundays.
The students should register in the registers hept at the main gate as well as with the warden
whetiever they 2o out of hostel premises and also las 1o check inoon returm without fail.

A Study 7 silent hour is fixed to maintain absolute silence between 8.30 pi and 10.30 pm on
week days aud 8.20 pm and 9.30 pm oon Sundays. On every Saturday there is no study time.
Nu electiical appliance is allowed inside the hostel eg. tron Box or Electric Heater / Stove
No student is permitted to sign for and on behall of another stident. 1t anybody is caught
doing so. he will be removed from the hostel immediately.

When the hostel ind colleges are in separate campuses, the students should finish their

break fast i tine and proceed to classes in L,

Ihe busies  college will proceed as per the tine scheduled strictly and the bus will not wait
lor any Late coniers.

The students on vacation of rooms should hand over all the provisions and furniture taken
over by Lim/der m the sane condition at wine b thiey have wken charge.

lnmates. who vacate the hostel, should handover all the fnventories taken over by them at
Uie time of joinieg in good condition. A cleaanee certificate should be obtamed. Otherwise,

they will be held responsible for any loss or damiage,




Warden  Resident Warden have the authoriy w conduct surprise checks in hostel rooms.
Any act of threats or violence, damage to property and rivtous behavior will be an offence
aned may lead to severe punishment.

The students should cooperate in giving daily atiendance when wardens are visiting the
rooms durmg night.

lnmates are expected to maintain decorum and decency inside the Mess halls o.

Food wistage should be avoided.

The dining time is fixed to the students to follow stiictly. The students should take lunch
before 2 00 prn on all days and similarly dumer before 8.00 pm. However, breakfast on
Sundays have to be taken before 9.30 am

The inmates are allowed to study in their rooms with the doors open for any inspection by
hostel authorities. Mobile usage during this time is sivicty prohibited.

e students should take tood at the mess in the supulated time only.

The management will not assume responsibility tor not supplying food w them if they come
very late or carlier.

if there s any problem in food quality or quantity, the same can be recorded in the
complaint register keptat the hostel. The sume can be informed o the students mess
tepresentative . warden/ Dy, Chiet Warden or Warden in writimg.

Unlaw ful gathering and making shouts and noises i the campus is strictly banned.

Disputes if any between the students or groups of students should be informed immediately
(o the hostel authorities for solving. But involving in group clashes, manhandling and
Causing inury to fellow students is totally against the terests of the management

In the event of indulging in such criminal achivitics. the students will be dismissed
immediately from the hostel as well as the matier will be referred o the concerned
Principals of the college and no conduct certilicate will be issued.

Ragging is a eritae and strictly prohibited i the hostel premises. Anyone found indulging in
(he act of ragging may be immediately dismissed froni the hostel and eriminal case will be
filed against them with the police.

2esidents should not participate in any anti-national, anti- social or undesirable activity in or
wuiside the campus.

Birthday celebrations, bursting crackers (duving Duwali, Pongal, ete), throwing colors are

not allowed in hostels and on the campus,,




In case of a repoited misbehavior or uncthical bebavior by any inmate, the same will be
intimated to the parents through phones. c-mail/ telepram ete. In case, the parents are not
turning up widhin the stipulated tme, the innates will be expelled trom the hostel without
further notice to parents.

The Management has the full rights to order any hostel student to vacate without assigning
TRUNUTS

The decision to readmit a student once vacated trom the hostel, purely vests with the
Manageient.

lnmates who have any genuine complaints/gricvanees the same to the chief warden in
writing. himates are not expected to take law oo their hands.

They are nol supposed to enter into any kind of argument! or quarrel with the caterers or
lood conuactor.

The monthly stallments of mess bill have to be pand by the students at the specified date.
Reduction in miess bill shall be permitted for

«» The holidays declared by the college / Notiru Group of Institutions.

“ Project days cerufied by the Principal.

o Industren visds »_‘\L‘c;dilllg{ 3 Lill_\‘_\' durativn,

 Incuse oi absence due o illness exceeding tive duys

Al students should get permission for outing atleast two days in advance.

All visitors to the hostel including the parcnis guardians have to produce the identity card
issued during the time of admission. They have to make necessary entrics in the visitor’s
book available in the gate and hostel.

Members of Gaculty and students of Nehru Insuite ot Technologyshall notbe considered as
focal guardian Parents/gaurdian shall be issucd with visitors 1D cards and on production of
1D cards ouly guardians and parents shall b ailowed w o meet their wards for outing and
voing home.

In case of local guardians, the photo must be duly anested by the parent.

A fine ol Rs, 1,000/~ will be charged on cach minare ot the room il there is a block in
drainage m a particular room due tw improper s

Simnilarly a fine of Rs, 1,000/- will be rposcd an all mmates of the loor it there is a block

in the drainage i a particular g




Will facilitics provided to students which shall he veed by the students other than study

Line

Any other rutes and regulations as amended or added from time to tme shall be followed by

the inmaies.
The monthily tstallments of mess bill have o be paid by the students at the specified date.
Reduction in mess bill shall be permitted for racase of ahsenting more than 5 days

< The holidays declared by the college

< Project days certified by the Principal,

-
L)

» Industrial visits exceeding 5 days duration.

# Incase of absence due o illness exceeding lve days




CHAPTER 10

TRANSPOR FATION

0.1 TRANSPORT
-
The Nehru Group of Tostitutions has an extensive netwodk of daily commutation of students and

Geultics. A otal number of 109 buses are operated daily trom Tami Nadu and Kerala, In all, around

U0 students and heulties and staft enjoy the bunehl ol bus tansportation.
10.2 DUTIES AND RESPONSIBILITIES OF TRANSPORT OFFICER

o Shall be overall i charge of operating the college buses, both from Kerala and Tamilnadu,
bused on the students strength and their place s of cesidence and respective colleges.

o Allocation ol students and faculties and stali w dilterent bus routes and cffectively
manitoring their daily commutation

o Issue of bus passes to students, faculties und ~tait depending upon ther boarding points.

o Taking uprof surprise checks at various rontes to cheek and serify the defaulters (those
travel without bus passes)

o Deciding and monitoring the boarding and deboarding poimts and lixing the time schedule
based on the coliege timings and distance w be navelled daily.

o Monitoring and filling of fuel to various buses on 4 regular basis and supervising and
monitoring of the working safety and punctuadity ol running the buses, their service
condition and efficrency.

o Dealing with the legal issues of the governnicnt of Tamilnadu and focrala and meeting the

issues of settling the case of unforeseen accidents

10.3TA /DA ALLOWANCE FOR DRIVERS
BUS DRIVERS AMBULANCE DRIVERS/WATER TANICER DRIVERS /LORRY DRIVERS

L hie period between 8.00 am and 7.00 pm will be cosidored as aotial duty hours.
L] 5

| No TA /DA for the bus drivers for all routin: datly tnps trespective of timings.

For special visits of students, fagulties / stdl out ol cinpuses wi hin the working hours
T i e o), Lanch allowancee in adan Il i S i iy fur winch balls need
T >




For special visits of students /7 facalies © <ttt owntside the campuses, involving period

bevond working hours, a food alfowance s adiesible as fotlows cither lor Brcaki‘ast,

Lunch or dinaer depending upon the exact tiine al absense [rom campuses

ek Fust Re 30
Loabieti K.
L) innet Rs: 73
For special visits involving extended dutics beyond 6.00 pm o 800 am or night halts
outside the Head Quarters, an alfowance o B O per hoar s admissible for the exact

period of abserce beyand 6,00 pm and upta .00 e bat subject i maximum of Rs. 500

per aghe

{ AR DRIVERN

0.

Fhe period betweein 8.00 am and 7.00 pm wiil be considered as normal duty hours.

No TA DA s adonssible for this duty howes when perfortued within campus,

it e Ginpus o otside the campuses an

Por auties PHEsk e o0 ann Llil\] alielk T.00 P v
Alowance ot &s 50 per hour is admissible Wil calenfaung, less than halt an hour will not

be tahen mio sccount. For period excecding finlt an hour, ball the TA “ DA is eligible.
i : £

For special vists during working hours cutside the campuses, the tood allowance 1s

admissibie as shown below based on the actusl period ol absence breaklast, Lunch or

dinner.
Breakdist - Rs.50/-
Lunch - Rs.75/-
Diiner - Rs.75/-

For visits witlun the campuses of Nehru Caoup of Institutions, no food allowance is
adimissible, The drivers have to make their cwa arrangement for taking food at any one of
the canteens ol NGLL

e stadt 7 taculty by whom the driver is engaged. will meet the food expenses of the drivers
and later claim the amount in his/her own A il subject to maxinum of the amount as

indicated below,

Breakitusi - Rs.50/-
Lunch - Rs.75/-
[inner e Rs.75/-




L)
Pui special vistls outside the ity nvolving cafi halts, dab allowance ot Rs. 50 per hour for
the period o abeenee between 6.00 pm & = 00 ain i~ adinissible subject to a maximum of
Rs. 500 per nisht in addition 1o the day tiow food allowances as per eligibility depending
wpon the aciual period of absence for the day tiroe duty ouars
8. I case of the deivers engaged for tanspociing guests and other VIPs alone without any
faculty or stadt wccompanying. the driver. can clan the food allowance divectly from the
Hhanagenicnt.
9. The eligibility for breakfast is only when the deivers are on special duty attended outside
-
betore 7ane Sunddarly, food allowance for damaer can be clamed only when the duty hours
.

extends beyond & pm. Allowance for Lunch e allowed only when the driver remains outside

durtg lunch tinie.

10. However. the above provisions will be allowed only Tor some spectal occasion duties and

ot eligible ' s of daily routine official natue

OUTTEES ON PUBLIC ! FESTIVAL 7 SUNDAY HOLIEEA Y S
L For altciudimg duiy on Public 7 Festival # Suaday Flolidays

| 2. For adenders @ 4 Qripensatory ofl can be avaiicd o extra £ additional duty benefits can be

I
Clanned.

* 104 MAINTENASNCE AND UPKEEP OF VEHICLES

The mumtenance and repairs of buses is taken care of by a technical Transport in-charge and
workshop manage .
\-.
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