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CODE OF CONDUCTS OF BOG:
Resnonsibilities include :

A. THE PRTMARY ACCOT'$?ABII"ITIES
The institution's Board of Gol,ernors o\rersees managing the institution's operations,
establishing its future course? and cultivating at1 atmosphere conducive to the
accomplishment of the institution s otrjective.

A1. To approve the mission and strategic vision of the institution
The BoG's primary responsibilit3. is tr: establish and irnplement the institution's mission,
vision, quality policy. and strategic plan. it must evaluate its short- and long-term
objectives and, if required, adjust its priorities as time passes. It should advise the
institute to achieve quality in l:<ith internal and external parameters such as teaching-
learning processes, good acadernic and administrative practices, henchmarking, risk
management ifinancial and ph}.sical), and staJf to rneet the needs of stakeholders such
as students, parents, alumni, employers, 1oca1 communities, gor.ernment, and others lr,'ho

represent the public interest.
Various other committees should support the BoG in areas such as curriculum
rnodi{ication, operational planning of strategic issues, and meeting the r.ision and mission
statements in their real sense. The Institutional Developrnent Cornmittee is in charge of
putting the BOG's recommendations into action.
Once every five rlrsars, the strategic strateg,. ma-v be rer.isited.

A2. To ensure the establishrrrent and monitoring of proper, effective, and efficient
systems of control aad accountability
The Board of Governors is responsible for ensuring the inslitution's smooth operation by
orrerseeing the preparation of annual budgets and review-ing audit ared performalce
reports.
r On the recomrnsndations of the Finance Committee, submit an expenditure report to
the Managing Director for the deterrnination of the fees and other ccsts pa5rabie by
students seeking adrnission to the college.
. On the Academic Council's suggestion, award scholarships, fetrlowships, studentships,
meclais, prizes, a::rd diplomas.
r Adhere to proper proclrrement procedures and make sure your money is going to the
right place.
.The associated risks must tre examined on a regular basis, and appropriate remedial
steps must be recommended to ensure long-terrn viabilit3,".

A4. To put in plaee suitable arrangealents for monit<lring the performanee of
managerial and administrative positions
Members of the Board of Governors must ensure that the institution's Flead of Institution
follows the BOG's decisions in spirit for the institution's grouith using the decentralization
process: that the reqr-lirert docurnentation is maintained to rneet statutory requirements,
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A3. To monitor institutional performance and quality assurarce arrangements
The Bcarcl of Gcvernors lvill provide periodic advice to the institute on the following topics:
o Accreditation documentation must be submitted on tirne.
r Assuring that the statutr:ry standards for accreditation are met ta maintain the quality
of education.
o Benchmarking should be used as a performance monitoring technique tc ensure the
institution's credibilitl,- in the communih-"
r Conducting a gap analysis arrd identifying areas that need to be improved.
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and that processes to evaluate the p*rfcrmance of the insdtution's Head of Institution
are established.

B. OPEI{NESS AITD TRANSPARENCY IN THE OPERATION OF GO\rERNING
BODIES
The Board of Governors rnust ensure transparency a-nd openness in the institution's
operations to maintain high ethical standards.

81. To promote of transparency and openness at every level
.The minutes of all committee meetings should be made available to the key
stakeholders.
o Annual reports detailing the activities of an academic year are prepared and posted on
the website.
r Conducting governing br:dy proceedings in the most open and transparent manner
possible {as permitted b3r stat.ute), including the review of such prr:ceedings and any
reports on the findings of such revieu,s.
. Providing detailed information on student admissions to enhance public confidence in
the integrity of the processes userl to choose and adniit students using clear and
transparent criteria, rnethods, and processes.
o Ensure that job openings are rr.'idely advertised both inside and outside the organizatiort.

82. To maintain register of interests
Aii members of the BOG must declare any potential conflicts of interest in the institute's
operations. The register of interests should be compiled and made ar.,ailabie to
stakeholders, as well as kept up to date as needed.
C. REGUI,ATORY COMPLIAT{CE
Governing bodies guararitee that their institution complies u.itkr all applicable statutes,
ordinances, ancl prorrisions, including those imposed by statuto4, agencies such as the
AiCTE and the UGC, as we1l as those impr:sed by the State government ilnd the affiliating
university {if any}.
n S{ake all final decisions on issues of critical importance to the institution
r Demor:.strating compliance u.ith the 'not-for-profit' objectir.e of educational institutions
is part of the regulatory compliance.
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CODE OF CONDUCTS OF ACADEMIC COUNCIL:
Acadernic Council is to oversee the academic affairs of the Institute and review and make
recolarlendations to the BOG ahorrt academic programs and strategic priorities.

The Committee ensures that Institute has the policies, capatrilities, pro€farns, practices,
measurement systems and er.identiary reporting capabilities in place to:
. Realize Institute's mission and execute Institute's strategic priorities.
. Deliver on Institute's promise to students that the3r will receive high quality
e<lucation, training, and support in the field of studv they have chosen at the Institute.

Without prejudice tc the fi.rnctions, the Academic Council will have the authority to:
(a) Examine ancl approve, with or v,'ithout modification, the Boards of Studies' proposals
for courses of study, academic regulations, curricula. syllabi and modifications thereof,
instructional and evaluation arrangements, methods, prncedures relevant thereto, and
so on" pror.,ided that where the Academic Council disagrees on arly proposal, it will have
the right ta retain the proposal.
{br) In the admission of students tc the rrarious prograrnmes of study offered by the college,
fcllgw the orders issued from time to tirrre by the State Gorrernment and the affiliating
Universiry*.
(c) Establish rules for sports, extracurricular activities, and the proper upkeep ancl

operation olplaygrounds ald hostels.
{d) Establish regulations for conducting exarninations in accordance with University
standards, as rvell as measures to irnprove the quality of teaching, student assessrnent,
and advisory system in the College.

{e) Approve the list of candidates who hane been as,arded a degree, diploma. or cerlificate.
{! trncourage professors to participate in sponsored research, industria-l consuiting,
continuing edircation, and other related activitj.es.
(g) Make recomnnendations to the Boarrl of Governors for the establishment of nern' study
programmes.
(h) Recommencl ta the Board of Gor.ernors the establishment af scholarships,
stldentships, fellow-ships, awards, and medals, as wetrl as the establishment of rules for
their awarding"
{i) Adr:ise the Governing Body on arry academic-related suggestions made by it.
fi) Carrf out ariy additional duties as directed by the Governing Eodv'
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##H*ffi ,#F fliffiffiffiEp#lB.ffi #H Hffie#;
r Assurir:g that academic, administrative, and {inancial actil'ities are completed in a
tirn ely, efficient, and pro gressive rna-nner.
. Academic and research programmes relevance and excellence-

" Access to and affordability of acadernic prograrnfites for people from al.l walks of life .

. Moder-n teaching ancl learning approaches ar:e optimized and integrated.

" The validity of evaluation methocls.
. Assrlring the appropriateness, maintenance, and distribution of support structures and
services.
r Sharing of research findings and collaboration with cther Indian and international
institutes.
cTo keep track of the NBA-a"ccredited depa,rtments and guarantee that they adhere to the
NBA's requirements,
r Every yeff, for departments not certified by the NBA, complete the NBA-prequalificadon,
and notify the principal and CDC when alry department becornes eligiLrle for
accreditation.
. Development and implementation of quality benchmarks/pararneters for the
institution's numerous academic and administrative activities.
r Facilitating the development of a learner-centered environrnent conducive to high-
quality education elrd the maturation of teachers to embrace the necessary knor.ruledge

and technolog' for participatory teaching and learning.
. Arga:rtize for students, parents, and other stakeholders to provide input on quality-
related institutional processes.
r Information on many quality characteristics of higher education is disseminated.
o Inter- and intra-institutional workshops. seminars on quality-related topics, and the
promotion cf quality circles are also planned.
r Documentation of the nl-lmerous quality-irnprovement prograrnmes and initiatives.
. Serving as the Institution's nodal agency for coordinating quality-related initiatives,
such as the adoptian and dissemination of best practices.
. MIS is used to develop and maintain institutional dataLras'es with the goal of
m aintaining f improving in stitu tional qu ality.
.The institu,tion's quality culture is being developed"
o Preparation of the Annual Quality Assurance Report (AQAR) to be submitted to N,{,{C,
foilowing NAAC guidelines and parameters.

{'
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CODE OF CONDUCTS OT ACADEMIC COMMITIEE:

r Plan, monitor, arrd control all the Depa-rtrnents' academic sjrstems.
e Introduce new apprr:aches to teaching, learning, and assessment practices.

" Provide the additional infrastructure that is needed to Departments must be
strengthened to meet changing needs.
. Revision of the curriculum or the addition of additional disciplines"
.Irnprove protocals for inducting Academic Ar-rdit at the Institute and Department 1eve1s.
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CODE OT CONDUCTS OF FINANCE COMMITTEE:

. The Institute's annual accourrts and financial estimates must be reviewed hy the
Finance Com.mittee be{bre being srlbmitted ta the Governing Council for approval, aloag

with the Finance C*mmittee's recofi.mer:dations. Based cn the trrrstitute's income and
resources, the Fi11ance Committee will set alnual spending limitations for total recrrrring
and non-recurring expenditures. The lnstitute shal1 aot incur any expenditures more

than the restrictians set ab*ve. ?he Icstitute may not irecur any eqlenditures not
inctruded in the budget without the coaserrt cf the Finance Committee-

. To offer budgetary estimates for tXre building arrd ct-her infrastructural ameaities that
wi11be provided based on the Institute Developrneat Committee's recorffaendations"

. Predicts reverrue from fees ar:d other sources"

. Estimates the anrrount cf maney receirred from tlle UGC, AICTE, or any other financial
source.

" Prepares a daily expense plan for the institution's operations"

. Exam,ise* t]:e bud.gets supptried by the varicus departments. arrd keep track of how the
department's funding is being used.

. Proposes the departments' and institute's hudgets for the fiscal year.

. To evaluate the Institute's audited accouats and preseat the audited accounts ta the
GC.

" To sr.lbrnit recommendations to the Goverrring Council far:

i. Provide frnancial advice to the Goverrriag Cauncil-

ii. Exa::nine the budgets supplied" by variaus departments and keep track of how they are

being spent.

iii. Make a budget propcsal far the departments and institutes for th.e upcoming fiscal
year.

iv. Examine and submit the amdited Enancial statements'
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CODE OF CONDUCTS OF BOS:

.To approve the Course Outcomes {COs}, Program (Jutcomes (POs), Program Speci{ic
Outcornes {PSOs), and programrne eciucational objectives iPEOsJ of the clepartment's
progralrlmes; to design the syllabus in accordance with the department's mission, vision,
programme outcomes, programme specific outcomes, and course outcomes; and to
prepare contemporary syllabi for various pj:ogrammes in accordance with the changing
needs of the profession and industry requirements.

.Approve the curriculum and fra::rer*'ork for all tire department's Xlrograinmes.

rProvides recommerrdations
methodoiogies"

tbr novel pedagogical teacleing and erraluation

. Make a hst of names for the academic cor-rncil to consider for appointing exarniners

. Coordinates research, teaching, consulting, and other academic activities for the
department/ growth " institute's

r Making recommendations tc the Academic Council an the foilowing topics:

i" The beginning of new courses

ii. Take steps to increase the quality of teaching, training, and research.
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CODE OT CONDUCTS OF R&D ADVISORY COMMITTEE:

.Ide*tifying potential financing sollrces & funding agencies

. Complete the areas of focus for institutional R&D projects.

r Identi$ing Projects for Research

r Examine tire status sf t}re research initiatives.

r Review af the Institute's newf existing Centers of ExcelLeace

c Eff,orts to {ind ae\rr sources of funding for research ia&astu:ueture

. Contributing tc the curriculum's development.

. Recognizing current scientific and techn*logica1 develcpments

r Identifying upcoming study areas arld providing guidagce ot1 research rnethodologies
and current technolngical practices.
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CODE OF CONDUCTS OF HOI:

Responsibilities include:
Reportiag only to the Management of the institute and assistrng them in the following
functions af the institute.
1. Regulation I Monitoring
2" Development
3. Leadership
4. Visionarro

Reeulation / Lonitoring:
One of the important responsibilities of a HOi is regulation of academic and general
administration and monitoing the systems, policies, procedures and functioning of the
institution to fulfitr1 the expectations of the go\rernmental monitoring bodies such as A11

India Council for Technical Education, Department of Technical Education, and the
Unir.,ersity; along w-ith the expectations of the top maflagement; students and their
parents. The foilowing are some of the important responsibiiities coming under this
category.

r Monitoring the functioning of the academic and administrative staff and to
see that they fulfili al1 their responsibilities as prescribed.

I Monitoring the conduct of both administrative and academic staff in terms of
their regularity, discipline, ald conduct"

r Monitoring the student discipline and conduct {including attendance) and
maintaining the decorum of the institution.

r Monitoring effectir,,e teaching as per the prescribed curriculum and as per the
teaching I institutional methodolog, suggested by the University I AICTE /
Management.

r Monitoring effectir.e R&D Activities, IIC related activities, NSS related
Activities, EDC related activities and others Statutory & Non-Statutory
Committee activities in the Institute.

r kionitoring ail the procedures to be followed by the office which include
adrnission, fee c*llection. attendance, recruitrnent, salary pa3.ments,
purchases and procurements, accounts, and audit and any such other
rnatter related to the administration of the coliege.

I Monitoring altr the liaising activities w-ith governmental, c*rporate, a:rd ather
academic bodies f institutions.

c Mnnitoring the liaison af actirrities with departments within the college and
rncst irnportantly rvith the top maaagement of .IlS Group.

r Monitoring lhe conduct of meetings on behalf of the institution which include
the meetings of staff, HoDs, Coordinators, College Academic Council, and the
Gorrerning Counci].

o Monitoring the pracurement and pu.rchase of the entire necessary
infrastructure iike furniture & fittings, lab equipment, trooks and any such
other requirement for the institution as per the prescribed procedures.

o Monitoring the auditing and inspections of the institution conducted by the
regulator bodies such as AICTE, go\rerrrment, and universit5r apart from the
r:nes conducted by the top rnanagement.

o h{aintaining the infrastructure of the institution r.vith the help of concerned
staff and protecting the life arrd property of all thcse connected with the
institution.

o Maintaining cordial relations with the stafi students, parents, ancl with ali
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those conrrected tr: the institution troth directly and indirectl-v

Develoomental F'unctions :

HCI also neetls to take-r-rp developrne.ntal functions which are Yery important for the
development of the institution" The faL1or'.,ing ar"e some of the developmental functions tr:
be taken up by the HOL

r The H0tr needs to lacate, cantact, attract and recruit the right kind of the
facul!,v rnembers suitable for the institution keeping in viern, the future needs
of the institution.

o Nurturing and facilitating the faculty and giving all the necessary guidance
and support.

r Id"entifying the core competencies of the institution either e.xisting or
probatrilistic and prajecting these core cornpetencies'

r Focusing on building an image for the insLitution at an overall leveL or in
terms of a particular strength either in terms of a department or activities.

e Developing thre working a:rd learning culture in the institution.
r Developing the necessary infrastructure rnost importantly the litrrar5r,

traboratory with international ambience.

Strateeic Functiqns
HOI needs to shoulder various strategic functions,,n'hich are aimed at developing network
and develcp alliances whicle pay rich dividends in long term. The folLowing are some of
the strategic functicns"

o Developing a strong association with industry, research and consultancy
establishments and signing hilemorandum of Understandings aimed at
improving speciiic strengths of the co11ege.

e Developing a strong industry support and getting the industrialists and
businesspeopie on the gor.,erning councii and other advisory bodies of the
co11ege.

r Contributing to rrarious governrnental and nol1-governmental agencies
resources lrom the side of the institutir:n to gain long terrn association and
commitment from these bodies.

Leadershir Functions:
These are in fact the most critical functions of a HOi of a:r academic institution. With the
fulfillment of these functions, the HOI rvi1l exhibit the true qualities of a leader by being a
role model to all his I her colleagues. The following are some of the treadership functions.

r Tl:e HOI shall prove oneself as afl excellent teacher arrd prove as one of the
best arnong allhis caileagues.

o Take-up resea,rch, publ-ication, consultancy & training and establish
credentia-ls as academician of internationa,L standard so as to gain
acceptability a:nong all the faculty mernbers being a true academic leader.

o To set high staldards of discipline, commitment,'ald inrrolr.ement in work
Pattern"

c To inspire ali his I b,er coileagues towards the achievement of the goals of the
organization and leading them from the forefront.

c Exhibiting sacrificial attitude a:rd set models for all the staff. '
r Worl< rvith the staff at the ground leve1 anrl understanding the problems and

concerns of all the colleagues arrd taking care of their requirements.
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Visionanr Funetions:
These functions are the ultimate functions of a HOl" The following are some of the
visionary functions"

r Deveioping a long-term rnodel for the institrrtion and working for realizing
this vision in clcse asscciation w"ith the top rnanagement.

e Taking steps at regular i::rtervals which facilitate towards realizing the visian.
r Establishing necessar]- systems, procedures, and policies facilitating towards

rea-lizing the vision.
r ljnder each of the heads mentioned atro\.e, the HOI could take up many more

functir:ns suiting to the requirement and needs to the institution f,rorn time
to tirae.

Planains:
The HOI requires preparing iong term as well as short terne plans (concrete clocuments)
and present to the top management.

Ex€cution and Rerrortinp:
The HOI requires presenting regular reports {monthl3r. quarteriy, biannual, and annual}
about each furection that they have taken-up or intend to take-up to the managernent
{GB},

Page ll of78
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CODE OF CONDUCTS OF REGISTRAR

Executive Responsibilities
i" Is ctrirectly responsible to the college principal.
ii. Assists the Prirrcipal in translating the college vision into an action plan

iii. Works as a team member with other administrative personnel of tlie college in the development of
adm inistrative practices and regulations.

iv" Assists the Principal in administering and leading rhe college within the policy tramew'ork
developed by the Coliege Academic Committee {CAC}.
v. Supervises at the direction of the principal and assists in the completion of administrative details
and tasks required to maintain an efficient operational pattern fr:r the college.

vi. Maintainin-s all records pertaining to students. f'acult1, and staff

Adm in istrative Responsitrilities :

The Registrar along r.vith the Dean. Academic may- assist tire Principal in:
a" Developing job descriptions for t-acultv and other staff by emphasizing a candidate's knor,vledge,

skiiis, values- and commitment
b. Completing the student adrnission process of all programs of the ccllege

The Registrar assists the Principal in
1. Improving quality of rvorking of fac*ltt, staft *nd students by:
i. Ensuring effective utilization of transportation sen ices to students, staff. and faculty
ii. Ensuring safety and securi6.'to all in the college

iii. Promoting multicrltural interactions and understandings alxong students" staff, and facult,v"

2. Obtaining and developing personneI hy':

i. Planning, directing, scheduling and c*ordinating in-sen'ice trainirig program ft-rr non-technical non-
teaching staff.
ii. Supervising and evaluating administrative personnel"

3. Ivlairrtaining eft-ective inteffelations rvith the community b-v:

i. Maintaining student repo$ing procedures to parents.

ii. Intei:actir:g rvith parents and other citizens

iii. Preparing inlbrmation to be disseminated tc parents. students, cther stakeholders and pLrhlic.

ii,. Prel:aring special repo$s and bulletins fi;r seneral distributiur

4. Pr:oviding and maintaining fun<ls and facilities by:

i. l)etermining tire need and planning for facilit3' maintenance" and renovation expansion.

ii. Detennining specifications fbr supplies and equipment.

iii. Inventoq,ing and distrihuting slpplies and equiprnent

ir,. Freparing reporls/grant applications for AICI'E. TSCHE. DTE. University. etc.

5. Assurnes such r-rther responsibilities as rnay L're assigrred tr3' the Principal lrom time to time

Page 12 of-78
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CODE OF CONDUCTS OF ASSISTANT REGISTRAR;
Assistar"rt Registrar is the over-all in charge of adrnirristrative functior:s, restrrcnsible to
Principal I Registrar for Transport, Campus maintenarrce, Security of cotrlege propert3r,
and personnel, canteen cperaticns, public relations, Health Cdntre, zrmong ot1lers.

Hislher speci-fic duties and responsibilities are as follows:
rAssists the Registrar in the day-to-day administrative functions of the college, and in
developing policies, procedures, and systems which errsllre productive and efficient
operations.
r As the custodian of the college property records, manages the filing, storage, and
security of documents.
oAssist HOI regatding Accreditation, Ranking and Comptance related activities.
r Assist in Scholarship, Extracurrieular, NSS & Alumni Interaction related aetivities.
r Assist in Student Welfare activities in the College.
rAssists in the preparation of contract agreement/document for canteen operations,
Security services, general maintenance, supply of Private Vehicles by Travel agencies, as
required.
. Oversees and manages the transport operations with the assistance of Transport-in-
charge and ensures provision of convenient, safe, and hassle-free transport to the
students and staff as per the college policy and in conformance with RTA rules.
. Makes logistic arrangements for Coilege Day, Graduation Day, Traditional Day, FDPs,
placements, conferences, BoS meetings, Governing Body meetings, Academic Council
meetings, faculty selection interviews, Industrial visits, and such other events.
oliaisons with consulting architects/engineers for translating college's needs into
specific requirements.
r Co-ordinate's provision of, and maintains, the campus infrastructure, installations,
oflice equipment like classroorn, staJf rooms, laboratories, washrooms, electrical
instaliations, RO plants, bore-wells, furniture, czunpus green cover, transport vehicles,
telephones, photo copiers, Fax machines, Air conditioners, Computers, Printers, Cash
Counting Machines, CC Cameras, Water Coolers etc.
o Ensures campus security and safety of personnel through administering the Agreement
with security service providers, comprising monitoring of the work of securit5r staff,
enforcing the terms of the agreement, and compliance with the instructions issued by the
college from time to time.
r Oversees the functions of Caretaker, responsibie for care and upkeep of buildings,
grounds, oflices etc.
I Monitors CCTV and other surveillance equipment, if any, to guard against vandalism,
break-ins and promptly reports such incidents to Registrar, HOI, and management, and
to Poiice, with proper approvals"
r Oversees canteen services, administers canteen service contract, with the assistance of
Canteen committee.
o Serves as the primary point of contact and liaison with public, state Government
departments, MROs, Police, Election Commission, student organizations, ald other
entities for administrative information about the coliege.
r Represents the college at meetings convened by Statuary bodies, social welfare
department, Minority Welfare department, or other Government departments/bodies on
matters reiating to scholarship, NSS, Swach Bharat etc.
o Co-ordinates response to legal notices, filing of petitions and iiaisons with advocates
representing the college.
. Co-ordinate's disposition/resolution of individual problems and disputes involving
students, staff, faculty, or members of the general public as they arise.
o Manages distribution of incoming mails, and dispatch of out-going mai1s.
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r ldentifies trai-ning rreeds of office staff ald orgarliz-es staff development programmers'
o Recruits ministeriai, contingency staff, and drivers in co-ordination \&"ith HR

department, following proper procedures.
r Carries out period.ical shuffling of ministeria-l and contingency staff across

departmentslseitions, in co-ordination r*ith HoDs f Sections-in-charge, follor,ving proper
procedures.
. p".p*** capital and operating trudgets for Administration department, exerclses

budgetary control so as to regulate expenditure to the ievels of provision in the approved

hudget.
r Monitors fue1 efficiency af transport r.ehicles periodica113, and takes corrective actions as

required.
. Monitors and controls repair a,rrd maintenance exiletlses t*wards vehicles, furniture,
sanita-ry fittings, plumbing work, etc.
r Keeps an inventory of office equipment ald furniture, identifies them with unique asset

Nos., co-ordinates annual veri{ication of the assets.
r Con'r,enes meetings u,ith Bus-In charges, at least once in 2 months, to rel'iew transport
operations, acts piornptly to resolve issues, if any, forrn-ards a copy of the minutes to

Registrar and HOI.
. Convenes meeting of General Sen'ices Committee, at least once in 3 :'nonths, acts on

the problerns, il any, rvith. prornptness and forwards a copy of the minutes to HOI and

Registrar.
. Reviews the working of Transport section, Maintenallce section, Security, Caflteen on a
regular basis and prepares quarterly reports on the performance vis-a-vis set goals

(piet'erably physical), suggestions/complaints received and closed, futr-rre plals for
iirprorr"r.o.ri ir, line with the college's motto of "striving toin'ards perfection" requiring
continuous improvement.
. Guides and assists Transport-in-charge in fi.xir:g bus routes, aliocating buses and
drivers cn the routes, factoring in the seating capacity, age of vehicles, raute distance
and experience of drivers, ensuring optimum use of college resollrces.
. FIRST AiD - raa-naging the first aid anci ensuring staff are coroplaint r+"ith health and
safet3r.
rAny other functions assigned by the Registrar /HOI from time to time.
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CODE OF CONDUCTS OF PA TO PRINCIPAL:

The Principal's Personal Assistarit is resporrsible to the . R-incipal for day-to-da-rr
operations and provides support to the Senior Executive for designated adrninistrative
tasks-

Administration and diary ru.anaqement for the Principal:

. Tc present the professional and u'elcoming face of the Academy to all r.isitors, staff and
students, including teiephone callers and organizing refreshments as appropriate.
rTo manage the Principal's diary for all appointments and meetings. ensuring a
manageable schedule is maintained, it is kept up to date; a daily overview with
documentation and papers needed provided to the Principal.
. To be the {irst line of contact between the Principal and any phone calls, requests from
staff or visitors, ensuring only appropriate contact is made.
. To malage all communicaticns from the Principal to all employees.
. To liaise with Trust adrnin teams and Institutional Admin Team as apprCIpriate.
.To be able to proofread dacumentation on trehalf of the Principal and rnake amendments
or suggestions as necessa-rJi.
rTc track delegated tasks w-here required and rnonitor progress, chasing any
documentation or responses not received and keeping the Principal informed as
appropriate .

r To assist the senior team by coordinating the production of the Acader:ry calendar and
suing this to produce timely rerninders tc the senior team thrcughout the academic year
. To t).pe up, disseminate and file all agendas and rninutes for rneetings involving the
Principal or Seni.or Leadership tearn as required.

"To maintain the Principal's filing systems, both hard and electronic copies as
appropriate.
o Ensure that information from the Principal is forwarded to appropriate staff in the
Institute & Trust in a tirnely rrrano!:
.To liaise with BOG Mernbers, AC Merntiers, Institute Senior Administrative Staffs &
FloIls to ensure paperu,,ork for rneetings has been circulated and deal with any enqniries.
o Cornplete any ad hoc reports fcr Board of Governors'meetings as required"
.To deal irith any enquiries frorn Board of Governors, other Executives, members of the
Trust & HO officials in the first instance.
.To collect anlr correspondence for BOG I\{embers, AC Members, Institute Senior
Administrative Sta{Is & HoDs a:rd forrvard as appropriate"
rTo provide, as required, a confidenlial secretarial service to other rrrembers of the Senior
Leadership Team.
. To undertake Project management of projects assigned }:y the kincipa-l, such as high-
profitre r.isits ta the Academy or r.vithin the frust.
r Provides any data that has treen requested bi, authorities and otkrer sections of the
institute and erny other agerlcy are to be provided in time

$upport for IIR aad files

r Preparation of Attendance far all faculties, TAs, staff rrernbers, r,isiting faculties and
other outsource ernpioyees v-r:rking.
o To support staff r,vhere appropriate on institution procedures and HR policies
r Support the Principai in preparation of, monthl5r payroli for Academy sta-ff
I Coilating and filing the perfarnlallce appraisal documentation on behalf af the Principal
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r As directed try the Principal, to manage t}-e recruitment process for new stajf, this
includes advertising for staff, pracessing job applications, requesting references,
arranging inten'iern s and supporting the senior leader in ensuring all induction processes

have been followed without de1a3,

. To manage the appointments process, this incLudes initiating I-eaves, Medical and
reference checks, maintaining and accurate and complete single central record" To

maintain accura.te and up to date staff sickness records and prepare report to Principal
as required. Organize retl)rfl to work meetings; meeting u,'ith staff following a period of
sickness absence from school as directed by the Principal
. Completing docurnentation for contracts and ba-nk details for payroll and HR
r Sending out offer letters and chasing any outstanding documentation
. To organize confidendal staff frles and maintain them in an orderl3r manner
. To provide effective s.upport for the Principal in all HR processes including rninuting
meetings, preparation of documentation and liaison with HR advisers as required

Support for adrnissions" exclusions and formal complaints

' To cornplete procedures, all paperwork and information relating tc fixed term
exclusions, including liaison with Hash portal, and ensuring srnooth running of
reintegration and paperwork pertaining to this
.To complete procedures, all paperwork and infcrmation relating to permanent
exclusions, including organization of disciplinary hearings and appeals where necessarJ,'
. To liaise r'",tth Departmental staff and parents on in-year Adrnissions anct direct
approaches to the Institute

" To provide effectirre support for the Principal & senior leaders responsible tc ensure the
smooth running of open events and annual ner,r, intake admissions procedures
. Assisting tlre Principal r,r.it]- admission appea-ls, liaising u.'ith the Clerk and assisting in
the preparation of paperwork to tre submitted tc the independent panel
. To ensure that the Principal is supported in responding to any formal complaints
received in an accurate and timely manrrer

Line meIrt

. To line manage the administration team including the Institute receptionist and student
suppr;rt services
r Assisting the Principal to delegate s'ork to admin staff and rflanage their workload and
output
r Assisting the Principatr to carry out appraisals ancl manage the performallce of the
administrative lea-m
o Assisting the Principal to errsllre adequate staff levels to cover for absences and peaks
in workload
e Assisting the Principal to or,ersee the rery"uitment of new staff, sometimes including
training and induction

Ge n e ric respotEq _ib:illtieq

. To aid and cover r,v-hen required to the main office and reception.
. To complete *my otlaer tasks as may be reasanahly directed by the Principa-l or
Sen-ior Leadership Team, witl:in the bor-rnds of this jotr description.

oTo have due regard for safeguarding and promoting tl:e welfare of student and staJf and
to follow the protection procedures adopted by the institute.
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*OBE OF CGI{E}UCTS OF ETE-CFTARGE GF ACAS}MSIEC
AF"F&IR,S:

Deploping a vitrrant crgarrizatioaal ct*t*re characterized . 
by- pr*mcting academic

excel1err.e, ensuring *irri*rf disparity Lretween the varior.rs levels nf pedagcry, hrought
a6out by estaLrfufring prrpo**ful rnentor-mentee relationship and encouraging

academic activities.
1. preparation of the academic almanac, monitoring the progress of class work, syllabus

"o...rig*, 
student counseling/mentoring, directing and supervising student activity

programs.
2. Helping faculty in pianning effective remedial instruction"
3. Managing and evaluating instructional support program'
4. Conducting facrilty appraisal, evaluation and collecting the data-

5. Translating evaluation data into effective faculty development

6. Differentiating between the needs of experienced and inexperienced teachers

7. Inviting senior faculty from each of the departments to be mentors

8. Identify the up-and-coming technolcgical developrrents in close collatroralion with
the senior faculty tc functi*n as r:rentors
9. Identifying the faculty wit1l up to six years of experience irr ali the departments to he

associated with mentors,
10. Maintaining proper records for each of the mentcrs with complete details of their
experience, suf3icts of their specialization, thek research irterests, publications,
authorship of books, projects guided at PG aad PhD ler.els, consultancy experience etc.

11. Preparing subjects-wise specialization of facuity list in al1the subjects
12. Maintaining al up-to-date reccrd of mentee faculty list
13- Guiding younger fuculty in identifring their fields of interest
14. Maintai11ing an up-to-date database of career opportunities for teaching community
with information on qualifrcation and ski1l up-gradation opportunities
15. Conducting regular meetings ipreferably at least orrce in every month) of the mentors
and ment"*" *nd-direct the forum in the right direction by providing a me€ms for tl-e
interaction of mentors and mentees for proper identifi.catisn of the faculty of similar
academic interests and pursuits
16. Liaison vrith the Heads of th.e departments t* update the list of rsentees and mentors
from each department
17 . Preparing and getti.ng approval of the management with the association of the HOI,

the budget a,llocation for t}le activities
18. Identifying the ne'w.1y inducted faculty for orientation programs and plan for them in
elrery semester.
1g. Demonstrating a commitment to high expectations fcr faculty performance by
developing orientatian and induction programs
2O. Serving as an instructional coach
21. Creating professional development opportrrnities for all
22. Motivating facuity and others
23. Identiff,ing unique leadership capabilities of tea.chers arrdcthers and matches them
with leadership opportunities
24. Mentoring cthers and identifying others with mentoring capabilities
25. Any other functicn that may be assigned by the HOI from time to time.

26. Arrange Graduation Day Lry ccordinating with all concerfied
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CODT OF CONDUCTS OF IN CHARGE- STUDENT
AFFAIRS:

Facilitatesl
. Formation of student council
o Students Counselirrg r:ther than rnentoring
r Strident discipiine
.Anti-ragging
r Student health care
. Scholarships & ather Gost & non G*r't facilities
. Student Placernent related activities
. plans for proper conduct of Extra Curricular actiuities an$ ensrrres execution of the

same by coordinating rxrith In-Charge of Student Activities including sports actir'tties,

which are as fallows:
.Ta promote anrl prcvide r:pp*rtunities in cailege for de**eloprnerrt q:f extra-curricular
activities.
Activiti.es such as indicated belorv (not given extensi',rely) could be r.rndertaken to derive

the benefits indicated against them:

Literarv actirrities:
t Debate: helps the students to explore a topic from sel'era1 pcints of vierx,'.

r Essay u,riting: Heips the stud"ents to derzelop the competence of logical and rational
thinking regarding societal issues.

Cultural and-Fitg a,rts actilrities:
.lr"irrt*g: helps tl-e students ra rnanifest their thoaghts irt the fcrm of their artrsork.
. Rctre Pla-v: Describes possible real-life situations.
. Fresher's day
.Traditiona-L day
. Vigor and Vibes {Col1ege Annual Day}
r Monitoring & Orga;rizing M,4.R Related activities

N$S activities;
. Vj.llage Adoption Actiritv: Helps exposure to rea-11ife sitrlations ancl pravid-es opportunity
to pay back to societY.
r Societal education i"ai:cratories/C1ubs could tre set up for transmitting societal
education messages for which innovatir,,e materia,ls and progra::rs should he developed-
. Special days/Events/weeks sacietal themes and issues should be encouraged like w-orld

AIDS day, Environfirent Da3', Wom*n's Day etc'
o Blood donation camps, tree plantaticn programs, etc
. Cultural events like skitld&rrxe. dra:rna, rnu$ic, photography are to be organized-
r LiterarJ,'events, sports and ga:nes should necessarily tre planrred in a structured format
with specific dates.
rTo create a:r envirrynment ta promote learning through ereative se1{- expression and at
the same time afferir:g enjoyment" relaxatica, satisfaction, and recreation t* the students-
r Estatriish a senior students csfi1*'iittee in orgaaizing induction program for freshman
students.
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',Argarttze prsgrams on s*ciaf and poiiticatr environment {in"eekend series}/ Government,
Business, and society.
r Set up Art of Living/Yoga workshops and conducts activities under its tranner.
o Oversees medica-L facilities on carnpus
. Organinrrg medical Camps
. Monitoring & Organizing MAR Related activities
. Organizes NCC training caraps

AlumniA@
e Help establish student netrn'ork which ,,r{11 interact r.vith professionals for further
networking through the Alumni Association
. Organizing Alumni Meet & other events by the Alumni Association.

Sports Activities:
r ERsures smooth conduct of sparts
r Ensures proper use of sports material and facilities
r Purchase of sport items by coordinating vdth AO
r Encourages students to participate tn zonaJf wniversitl' tournaments
r Creation ald upkeep of sports facilities
rProposing ernnual budget for sports
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CODE OF CONDUCTS OF DE^AN R&D
Dean I In-Charge R&D is a senior po$ition in the college and reports to the HOI" He/she
is expected t<l demonstrate capa.bility tc:
r Manage effectively and efficiently the research programs and administration affairs of
the research Centre of the college.
e Create an envkonmerrt corrdrrcive to intellectual and research growth,
o l\.{aintain the confidence anC co-operation of the faculty and students engaged in
research activities.
r Lead, motivate a teacr af engineers, scientists at multiple levels in the ccllege.

The specillc responsibilities of Dean I In-Charge {R&D} are as follows:

Policv Makinq" af research actisities, mobilization and
maaasemeat of R&D Activities.

. Making the policies related to R&D, Consultancy, Publications, IPR MoU etc.
r Devetrop plans & policy for EDC & IIC & Code of Ethics to check malpractices and
misconduct in research.
.ldentify opportunities for externally funded R&D projects, appl.v- for funding, submit
prr:ject proposals, fo11ow up with the funding agencies, for securing sanction of projects.
r Identify R&D projects to be taken up with college funding.
. Prepare R&D bildget including, among others, seed monelr for faculty for research,
incentives, project cost; obtain funds for budget proposals.
. Prepare annual R &D plan of activities including externally funded projects and college
funded projects.
oManageR&Dprojects
. Submit quarterly reports to HOIlSecretar3' on the prrrgress of R & D activities, status of
sponsored research project proposals, and action proposed to meet/exceed targeted
performance.
.ldenti& infrastr-i"rcrure requirements for research work, start-ups, prototlpe
development, pian for procurement and installation of facilities in a phased maflner.
.Identiff external facilities where pa:'t of research activities, prototype development can
be carried out; enter In.to MoU with such organizations"
o Ensure that the lab facilities and other installations and capital equipment a::e used
optima-lly through R & Dl consultalcy reiated activities.
r Form a research committee cornposed of distinguished faculty rnernbers having aptitude
for research a,:rd, members from industr5r/R&D orgar:izations to address the issues of
research.

Promotion of research:
. Der.elop arrd establish a policy to promote research culture in the co11ege.
e Stimulate and enhance the research ability and potential of students, having the
aptitude for innovatirre research.
r Identify prioritized research areas krased r:n the expertise avai.labie with the coilege.
. Arganize r,'isits by eminent researchers to interact with the faculty and students.
. Organize national and international conf,erences with the participation of erninent
scientists/technologists in specialized / emerging areas.
. Take initiative and develop mechanism for gathering the findings of research in the a1"eas

relerrant to comrnunity problems/needs and trartsferring the salne to the students and
the community.
r Develop plans & policies on NOC for PhD Activities in the Institute
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r Devetr+p plarrs, ar:d co-ordir:rate efforts of departments of college, to otrtain recognition
for their research activities by national, interrrational agencies such as UGC, DST, ICSSR'

ICHR, iCPR etc.

Research Publications:
r Co-ordinate setting of yearly targets f,or research
in SCI, Scopus & WoS and regularly mr:nitor the

putrlications by the department faculty
progress, and take steps, as required,

for achievement of targets'
r Co-ordinate setting of yearly targets for research publications by the students in
national, internatioiri io.rrrtJs, major paper presentations in regional, national, ancl

international conf,er*...u*, regularly rnonitor the progress, and take steps, as required,
for achier..ement of targets.
, pubiish a research journal of the college, develop putrlication po1ic5r, constitute editorial
board, and function as editor-in-chi.ef of the journal.
. Maintain data base of paper presentations, paper pubiications, puLrlication of books, b5'

the faculty of all the departments of the coilege including research aw-ards, recognition
received b). them from reputed prof:essional bodies and agencies.
r &{otivate the eligible facuity to guide M.Phil and trh.D schalars.
r Develop and establish policies for instituting research awards, and for gi"'ing incentives
to faculty for receiving State, national and international recognition for research

contributions.
r Encourage student, facul$. ? staff merrrbers to putrlish IPR on their research.

Collaboration and Consultancv:
. Develop and establish consultancy pr:lic,v for
.Identifying afld recognizing the ar.eas of expertise of the college"
. Publicizing the expertise of the college for consultancv sen"ices.

" Encouraging the faculty to utilize their expertise f,or consultancv services-
o Costing of consultancy projects.
. Revenue sharing as between institution and the consultants- including faculty
consultalts, external. consultants, technica-l sen'ices staff of the coliege.
e Initiate and co-ordinate signing of MoUs with other institutions, industries, corporate
houses, for coiiaborative research attdlar d,errelopment, for synergetic benefit with the
overall objectives of enhancing the quatitl, and output of teaching-leeirningt, research, and

development activities.
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r Maintain up to date HR files and database.
e Assist in identificatioa of staff, interviews, issuing employment contracts and other
joining procedures.
r Responsibie for posting adverlisements, schedule atd conducting interviews.
r Ensure implementation of policies related to recruitment, salar5r, probation and exit
PolicSz as Per HR Manual"
r Canduct orientation for the new employees and ensure that they are aware of the code
of conduct & HR po$cies and procedures of the institute.
o As directed by the Principal, to manage the recruitment process for neur staff, this
includes advertising fcr staff, processing job applications, requestirtg references;
arranging interviews and supporting the serrior leader in ensuring all induction processes
have been followed without delay
rTo manage the appointments process, this includes irritiating Leaves, Medical and
reference checks, maintaining and accr"rrate and complete single central record. To
maintain acctlrate and up to date staff sickness records and prepare report to Principal
as required. Organize return to w-ork meetings; meeting with staff following a period of
sickness absence frorn school as directed by the Principal
o Completing documentation for contracts and balk details for payroll and HR
o Sending out offer letters and chasing arry outstanding documentation
. To organize confidential staff files arrd maintain them in an orderly rnanner
. To provide effective support for the Principal in all HR processes including minuting
rneetings, preparaticn of documentation and liaison with HR advisers as required
rAids in documenting, modifyiag, and printing the documents"
r Provide pa3noll information to tfte accounts department by verifying attendance records
on time.
o Encourage faculties ta attend FacutrtSr Derrelopment Prograrns and trainings"
r Assist in administering perforrnance management system.

' Coordinate with Adrainistrative officer whenever necessary.
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CODE OF CONDUCTS OF HEAD OF THE DEPARTMENT:
HOD is a1 imp*rtant member of an institrrtion'* leadership *nd managefilent structure,
playing a critical role in achieving the iastitutianal strategic abjectives"
T?re HOD is responsible for the crgalization and general condrict of th.e Deparhnent, and
helshe is expected to participate in teaching, examiaing arld administrativework-
including performance managemeflt, appraisal, and research-
Helshe directs the academic and business development of the departrnent, ensuring
that its prografils and academic structure are sound and can give advantage to both the
departrnent and ttre irestitution as a whole.
Alsc, the HOD provides leaderstrip irr academic matters, promating c*ntirmaus
improveraent in research performance. quali{y of learning and teaching, and knowledge
traresfer.
Thus, the prime role of the F{OD rmrst be to provide academic and administrative
leadership to t}.e department qdthirr the context of the institutional statutes coacerning
departrnerrtal governartce.
Il: exercising tJlis authcrity and being accourrtable for the departmerrt, the HOD will have
the fcllowing broader responsibilities amongst athers within the context of, an i*stifution's
strategic plans:
+ Strategic directions
+ Academic leadership
& Staffdevelopment and managemeat
4 Fi:eance and infrastmcture management
,* Occupational hea-Lth and safety

"L Equrty cf opportunity
* Comrrxrnications and external relations

Strategic DireclLiqns
As a member of a faculty's academic leadership and mar:agement SrouP, the head will
be responsible for:
r the developrnent, implementation and maintenance of appropriate academic, human
resource, and finance and inkastructure planning and rnonitoring processes.
. the allocation of duties tc departmentai staff to errsure the effective performance
of the department's teaching, research, research education and sen'ice functions.
r monitoring the academic and service activ-ities of the department,
inciudingfor example, teaching and assessraent practices and the quality of information
provided to students.
o the tralslatir:n and communication of Universitr--wide strategies and policies within the
department.
r Leading the department in the setting and adr,zurcing of tlee strategic academic clirection
of the depattment and deveioping regular rel,iern'pracedures to monitor and progress
the strategic plan.
r Ccntributing to the deveioprnent and rer.iew of the lnstitution's Corporate Pl;ur
. Translating strategic goals into operationa-l plans in the department and establish and
lead a management team to impl.ernent the operational plan once approved.
.Identifying, proposing, and planning for changes in the department's requirernents for
resource zrllocation or reallocation arising from changing needs and pians.
. Leading the departmental planning and budget setting process, involving others
where appropriate,
r Attending to or delegating routile academic :urd administratirie matters relating to
the department
. representing the interests of the departrnent in the Departmental Acadernic Committee,
Boar"d of Studies, Academic Committee, Academic Council, Baard of Governors, Senate
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of the University and rrrore widely
. developing an cperational plan for the department in consultaticn rn'ith the Deans.
. contributing to the strategic planning process in the institution and assisting in the
dissemination, promotion and impiementation of institutional policy and pianning
otrjectives.
. advising on the needs of the Department and of the pcssibilities for further academic
development of the subjects assigned to it by resolution of Academic Boards.
e the development and implementation of strategic and business plans for the
Department. in the context of the institution Plan.
rTo co-ordinate with the teaching and non-teaching staff of the department for smooth
function of conduction of academic, co-curricular and extracurricuiar activities of the
departrnent.
. To ensr:re purchases ald maintenance of stock registers are done properly by the
tr aboratory Assistant.
. To ensure the NBA Accreditation of the Department.
e To take ad"vise/sanction from the HOI for implementation of academic, co-curricular
and extracurricular activities.

Academic leadershio

This will involve:
. encouraging excellence in learning, teaching, resea::ch, research education and
professional actir.ities.
. encouraging collaboration with other departments and academic organizational units
as appropriate.
. representing the department's acadernic interests, in the context of Institution-wide
strategies and directions, to industr-v. government, the professions and eclucational
cornmunities in 1ocal and, where appropriate, international arerlas.
. representing the department's interests, in the context of institution-r,vide strategies and
directions, in internal University forums as appropriate, and vice-versa"
. Providing overall academic leadership of the department with the aim of maintaining
the highest possibie standards in teaching arrd research.
r Leading the process of academic policy ald planning for the department.
. Maintaining and enha*cing the departrnental teaching quaiity of courses and programs.
. Leading the department in establishing a-r:d maintaining a productive, accessible and
well-regarded learning environment for students, fulfilling the Institution's
responsibilities in respect of stuclent admissions, instr-r-rction, progression and
exarnination; availability of pastoral assistance and adherence to the various regulations
regarding students.
r Supporting the promotion and strengthening of the research culture within the
department and cross-departm entally rn'here appropriate.

" Developing and monitoring appropriate quality assurallce mechanisrns.
. Ensuring that the department meets the standards set by relevant prol'essional bodies.

' Ensuring that norninations are made to the Academic boards for the appointment of
examiners for all courses offered by the departrnent, and f<lr higher degree candidates in
the departrnent iwhere applicable).
oTo ensure smooth conduct of examinations including paper setting, assessment of
theory and iair.
.To submit Reccmmendatiorrs, if atty, to the examination committee for processing of
results.
. holcling regular departmental seminars to prornote intellectual vigor and rigor in the
cliscipline
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. Encouraging a:rd del.elcping appropriate a::rl a wide range af teaching arrd iearning
sty-les.
eTo take the lesson pLan from the teachers and ensures they follow the plan and s541abi

is completed in the stipulated time.
r Monitoring nationa,l developrnents in teaching arrd research in the subjects assigned to
the Departr*ent. To conduct Beyond the Curriculurn Training (BCT) to make the student
Industry Ready.
.The development of s5,'11ai:uses, structures, and rnethods of assessrnent for award-
trearing and other taught prograln.
. Preparing and recornmending class schedules {Allocating courses {the*ry and 1ab} and
preparing tirnetables) .

o With the help of the Prograrn cor:rdinator ensllres allocation of worldoad {teaching load
and practical load) to all faculty members ald technical ncn-teaching staff
o To motivate faculty towards Research Proposals to various research funding agencies
such as AiCTE, DST, DRDO, etc
o To encotlrage researchr/innor.'ative programs in the department.
.To orgalLze need based u.orkshop/seminarsf symposia/r,isits/excursions etc.

"To invite guest speakers for interaction and guidarice to UG/PG students.
.To guide the students for career opportunities.
r The recruitment and admission of students.

Staff Developnrent and Maqagemerr!

Key responsibilities N,i1l include:
o orienting and guiding all staff in the understanding of thei.r rotre and contrihution to the
institution and faculty in the context of the department's strategic directions.
. the professional der.etropment of all staff in the department
r the management of al1 other hurnan resources issues including recruitment, selection,
staff performance and grievances
. ensuring that effective arrangements are in place for staff management and
development, in keeping in{th tle institution's policies and procedures.
r Taking responsibiiity for the handling of grievance procedures for staff (except w-here
the grievance is against the F{ead of Department in which case the Registrar/Dean/HOl
uritri identify an appropriate person(s) to handle the grievarr.ce).
r To recomrnend lean'e of the departmenta-i Colleagues.
e Making recornmendations in regard to applications from members of stalf for special
lean e for periods of seven days or longer, for study and research leave or contact leave,
and on such other matters as maL}r be decided from time to time
. developing departmental employrnent equity and carrying out of this plan.
. To facilitate faculty in the preparation and processing of seif-appraisal of performalce
and monitoring the progr:ess af staff ald carrying out {or delegate} arnual staff appraisals.
. The estabtrishment and rranagement of a programrrre of staff developraent to ensure
appropriate experience and expertise.

Finance and Infrastructure M4nagement

This will include:
rTaki.ng care of,the financial management of the department including tire establishment
of budgets arrd plans for human resources, infrastructure and equipment expenditure,
and monitoring expenditure against allocations
. parsuing opportr:nities to increase access to untied non-Government relrenlle
o the management af departmental space.
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r Manage the finances of the department, ensuring ttrat the department stays vrithin
budget, and that bud"gets are prepared, or information provided to support the budget
setting process.
. Maximize the department's sustainable financial contribution consistent with meeting
academic objectives within the framework set by the Institution.
o Ensure that the department's research support resource and capability match
departmental needs
. Take overafl responsibilit_v for Research Accounts / funds.
r Overseeing the management of the department's physical facilities and equipment,
ensuring that appropriate arrangernents are in place for them to be properly maintained
ard serviced.
r Ordering and requisitions, inciuding stock control, the labelling of all major items of
equipment and the recording of serial numbers
r Promoting research grant arrd contract procurement in support of the Department's
research plan and more generally to promote income generation from non-governmental
funds to support the activities of the Department

" The allocation and use of resources, including staff, space and frnance, made available
to the Department, and the management of all Departmental income and expenditure in
conformity with institution financial eind budgetary procedures antl in a mar:.ner
consistent w-ith agreed budgets

Occupational Health and Safety

r To ensure Quality, Maintenance, and cleanliness of the department.
.To ensure that college equipment/facilities under the department-s control are properly
maintained and serviced as required.

. ensuring that students, staff and rzisitors to tire department are safeguarded and
protected from physical risk, and that safe working star:dards ald procedures are
adhered to at all times. The head must see to it that regular written reports from the
safety officeris) in the department are maintained.
. making and ensi-rring the irnplementation cf arrangements for health and safety within
the Department, in accordance ixrith institution's published
r putrlishing Statement of Departmental Safety Policy and Arrangements in a standard
format; and to appoint a Departmental Safety Officer and any other Specialist Safety
Officers needed.
. implementing agreed security measures in the Department during normal working
hours and iu respect of all visits to or other special e\.ents in the Department which ma,v
have particular security implications.
. The head wt1l alsc errsllre that the working, learning, teaching and research environment
are safe, free frorn krarassment and discrirninatorl- practices and conducive to the
activities of the department

Equitv of opportunity

. promoling equalit_v anctr diversity v,.itkrin the departrnent in accordance r,r,ith institution
policy.
. exercising their responsitrilities w"ith equity, fairness, and objectivity and with regard to
the Institution's policies, particrilarl3r for equality and dir,ersity, and health and safety.
e Ensuring that th"e process for allocating management, academic and other duties is fair
and consistent.

" the assignment cf teaching afld other dudes to mernbers of acadernic and other staJT
assigned to the departrnent, having regard to the department's strategic plan and to the
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need to balance each individual's contritrutions as betpseen teaching, research, enterprise
and administration

Communications and Enternal Relations

. Maintain and improve the reputation of the department at national/international level.

. Develop and sustain appropriate structures for consultation, decision-making, and
effective two-way communication with all staff.
. Represent the departrnent's views and interests at Institutional level and to external
bodies where appropriate.
. Call and chair departmental meetings as required to ensure that effective consultation
exists between students and staff.
. Develop and promote effective communication processes between the department,
students, staff, and central support departments to ensure proper information flows.
. ensure a good flow of information to staff, especially as it a-ffects policies and procedures.
. ensure that a Mentorship Program for the Department is constituted; its constitution
and procedures are acceptable to t1'e staJf and students of tJre Department.
. decide for appropriate frltering of incoming information so that members of the
Department are not overloaded with relevant information.
. ensure that information received from the management and other relevant quarters is
appropriately acted upon and/or disseminated within the Department.
o Consult their colleagues in the Department and maintain the cohesion of the
Department
o Foster links with relevant organizations outside the Institution, such as academic and
professional bodies and learned societies"
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CODE OF CONDUCTS OF DAC:
.Tke Departmentat Acad.emic Coromittee {D&C} oversees the deparlment's acadernic
audit"

e DAC rvili also corrsider tlre reconlrrrendations of the Departroentai Developrnent
Committee that relate to any of the department's development, u,'hich rnust include
programmes of stud3r, changes in syllabus, laboratory upkeep and maintenance. and the
introduction of'neur courses, and rnil1 make further recornmendations to the tsoard of
Studies.

r Planning, m*nitaring, and contrclling tlee academic system cf the departmerrt cencerned

.Purchasing new infrastructural facilities as suggested by the DDC {Department
Development Comrnittee)

.Using novel teaching and learaing techniques

r Using innovative teaching and evaluation methods

r Defines the educational objectives of the Department at alllevels

r Keeps the quality of teaching and atrways learning at ali levels in the Department under
evahration

r Recom.mends the construction of new/additional in&astructural facilities fcr the
d.epartraent

r Discusses industry visits

c Evaluates results

. Evaluates research applications &om various funding organisati*ns

r Evaluates research publicatians

rPrepares for NBA, NAAC, asrd UGC, amang others

e B. Tech and M.Tech Projects

r Determines Certificate Courses
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COPffi Str CGNBT.}CTS CIFT S-ACUtr,TY;
?he faculty rnemhers should usdertake research, teaching, and senice rcles to carry out
the acadernic work of their respective institutions. Each of these roles enables faculty
mernbers to generate and disseminate knowledge to peers, strrcLents, and external
audiences. Ttre tralaace amorlg teaching, research, and senrice, however, differs wtdely
across institution types and b1. terms of the faculty raemtrer's appointrnent.
The teaching roie of faculty members reflects their centrality in addressing the primasy
educational mission alnong colleges ancl universities. As facuity members teach, they
disseminate and impart basic or applied knowledge to students and assist students wittrr
the learning pracess and applying the knowieclge"
Faculty members r.l,'ith active research agendas and involvement in their disciplinary
communities have been regarded as more cosmopolitan in orientation, with stronger
allegiances and Loyalties to their disciplines than to their home institutions.
Instituticnal service performed b;r faculty mernbers includes serving on internal
committees and advisory boards, mentoring, and advising students, and assuming part-
time administrative appointments as pr:ografit or unit leaders.

The responsibilities of a Faculty can kre described as:

General:

r Report to HOD
.The FacultSr Member should come to the college at least 5 minutes before the
comrnencement of classes ald should lean e the college not earlier than 15 minutes after
the end of the last hour.
oA11 the Faculty Members are expected to fol1or,r, the rules and regulations of the
institution as prevalent from time to time.

' Seek the permission (Max One Hour and Two Permissions in a monthi whener,'er helshe
intends to corne late or to go eariy by applying in the prescritred letter signed by the
concerned HOD and the principal.
"?he Faculty Member sirould a,lrnays {irst talk to the HOD and keep the HOD in
conlidence aLrout the rnember's professional and personatr activities.
I In addition to the teaching, the Faculty Member should take additional responsibilities
as assigned by HOD / Principal in academic, co-curricular or extracurricular activities.
r Every Fraculty Member must give seminar cn some tcpic at least once in each sernester
to other faculty.
r Every Facuity Member shouid rnaintain student's attendance records and t} e absentees
ro11 number should be noted every day in the Master attendance Register maintained in
the department as soon as the classes/laboratory hours are over.
r Whenever a Faculty Merntrer intends to take lean,e, the Faculty Member should get the
leave sanctioned in aclr.ance and with proper alternate arrangernents made for class / lab
/ invigilation. trn case of emergenc}i, the HOD or the next senior faculty rnust be inforrned
with appropriate alternate arrangements suggested.
eThe Faculty I\{ember should make hirnself / herself presentable. The Faculty h4ember
shouid show no partiaiity to any segment I individual student.
r The Facully Advisor must update the studenL's personal file regularly and put up for
inspection by HOD I Principal.
. The teaching load r*"iil be allotted by tire HOD after considering the Faculty Member's
interests.
r The workload of all the staf{ shall tre f:-xed b3r the management. The workload of the
facultv should not be less than 4O hours a week, of which teaching-contact hours should
be at least as follows:
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aI Position

Prcfesscr

Associate Professor

Assistant Professor

Minirnum Working F{curs per Week

I hours / rveek

16 hours / week

2O hours f u,eek

a

a

a

a

a

o Por the above stipuiations, turo tutorial hours/two labroratory/Drawing hours r,vil1 be
counted as one teaching hour.
.The rnork plan of teachers sha-11 ensure, in the most productive manner, the utilization
of stipulated 4O working hcurs per week, with regard to the roles, joLrs and targets
assigned to them by the Department/ institution.
. To obtain periodical feedback from the students"
rA faculty shali help the concerned HoD to enforce and maintain discipline amongst the
students.
r To take part in tlee admission process of the department ared Institute as a rvhole.
. To involrre in recovering ttre dues from the deiaulting studenls as and u'hen necessa{l.
. Maintain teacher's handbook.
. Ensures quality, maintenance, and cleanliness of the dept.
r To take all efforts in bringing the name and fame of the institution to the top level in the
nation.

Academic:

o Instruct atrtr the students to attencl the classes regularly and to fo1law the ciress code.
. Collect the list of, absentee students {Period wtse} and submit it to the HOD daily.
. Submit the list of students absent for the interna,l tests to the HOD.
. Prepare consolidated attendance on or trefore 3rd of every rnonth {Whenever the class
work is conducted in that rnonth) and the list of students who have got less than 75o/o af
attendarice in aggregate" Subn:it the lists to the Head immediatelSr.
r Plan, schedule, and organize, co*ordinate and monitor Lectures and Practical's for the
students assigned to them"
r A faculty shal1 engage classes regularl-v arld punctually and impart such lessons and
instruction, do such internaL assessment/examination evaluation as the Head of the
Department i HOI shall allot to him/her from time to time and shall not ordinarily remain
akrsent from irork withcut prior pern:ission or grant of leave.
. Der.etrop methodoiogr to educate students about the topic {problem solving, small group
discussions, etc.) and then implementing the same in the classroom.
.If associated w:itl: the lab, clesigns new experiments, if any, Prepares lab workbooks,
Ensures the availabitrity of himlherself in the 1ab during traboratory periods for
explanation, if needed, ensures availal:itity of equipment needed for the 1ab in proper
functioning eva-luates iatr workbcoks and provides feedback to stud.ent on timely basis,
recommends for procurement of equipment, if any for the smooth conduct of all
experiments. keeps the lab clean and tidy.

" Development of course handcut material.
o Developrnent of audiovisual/rnuitimedia materials for the topic presented.
. Complete the s},ilabi in the subjects assigned to them.

" Preparing Lecture Plan/ Lecture Materialsl Course Material
. Preparing Model Question Bank

toa three internal Tests d
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them
o Utilizes classroorn assessrnent techniques.
o Develops test questions in consultation with the course coardinator.
r Evaluate s tests {if appropriate, Ltased an t3pe of test}
r Keeps a secure record of each student's results, both electronically and in hard copy.
r Pror,,ides d,ata relating to results il assessmeat tasks/exam events and attendance, if
required, to the HOD.
r Instruct the students to attend the internal / external exams without fai1.
.Infbrm the subject staffs of their class to post ruid exam marks in the master register
within stipulated time after the cornpietion of mid test.
. Prepare the list of Students who have secured less than 60% of marks in mid exams
(subject rvise) and submit it to the HOD.
r Result analysis must be done after the announcement of results by the
university/College and update student record regulariy after knowing supplernentarl'
exam results in the current Semester.
. Communicate the attendance particulars and internal marks of students to the
concerned pare$ts from time tc time as directed by the HOD.
e Motivate the students to attend the seminars without faii'
o Try to invoive & Encourage students ta participate in co-curricular, extra-curricular and
NSS activities.
r Plan, deliver and evaluate theoreticaT I practical instructions.
. Guide the students in the performance of practical tasks and skill exercises and evaluate
their perfcrrrrlance, Actvise, and assist the students in their project works.
oIn ccnsultation with the HOD, assures that course content allows students to meet
outcomes associated with tLrat course.
. Be availabie for str-ident consultation on a regurlar basis, infcrming students of their
availability for student consultations (troth w"ith and withaut appointments and makes
sincere attempt to solve their difficulties iacademic and personal counseling]
r Carries out Researchf Innovative programs in the department.

Research & nt Activities:

. Participate in professional development activities

' Involve in at least one task for Institutioneil Developrnent during a semester
e To take all needful steps for Resea-rch and l)evelopment tcu.ards establishing a Centre
of Excellence .

r To take up Coliaborative prograrnmes rn"ith leading organrzations by exchange of know -

hour's and in turn help placement.
.To publish at least trvo papers in Scopr.ls/WoS, One paper in SCI .Tournal & at least five
papers in international conference u"ith students in every year.
. To organize an International Conference cn any thrust area orr relevant subject.
.To apply and get proiect funding to the tune of Rs.S to 10 Lakhs once per two year.
.Try to putrlish IPR and engage with Consultancy work.
r l\{otivate the students to present papers in Conferences / Seminars at regiofia} I
nalional level.
* Organizes need based Workshop/ Seminars / Symposia / Visitsl Excursions etc. by
coordinating r,r.ith the concerrred HoD.

Placement:
r Provides information a.bout j*1: opportunities in their respective field to placement ce1l.
. Guides students on career oppcrtrrnities.
. Cocrdination with TNP Cell
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Mentorship Proqrarn:

r To follow the guidelines of Mentor-Mentee relationship with students. Review Weekly
basis and intimate Guardians which include Semester result'
. Be familiar with the personal history of assigned student including Educational and
Family backgroulnd.
rAttempts should be rnade to determine the reason for the student's prol:lem, counsel,
and provide guidance to the student to correct the problem and recomrnend a remedial
prograrn, il necessary"
rAssists str.rdent in periodic evaluation of hislher academic progress.
o Assists student in initial exploration of long range occupational ald professional plals,
referring him/her to sources for specialized assistance.
o Explains to the student the program in general and basic education as it relates to the
branch of the student, and to prepa,ration for life pursuits generally"
. Helps student understand and examine the gradr.lation requi-r"ements for the cttrriculum
leading to the bachelor's degree.
. Explains student importance of attendance and its implication to do well in
exareinations
. Explains importance cf participation in the class activities
. Explains impartance of Mid Examination (s) and its consequence in the end semester
exarninations
. Explains irnportance of marks in the prer.ious semester examination and its
corrsequence in the later part of the degree and subsequently in career as welI.
. E,xplains importance of .submission of assignments and its consequence on the
performance cf lUid Exarninations and End semester exarninalions.
r Explains importance of laboratory exercises and their correlation with theory.
. Helps the student explore the career {ie1ds in the student's branch of engineering and
provides inforrnation about Higher educatian and job opportunities.
. Serves as a "Teacher Friend" to the student by demonstrating a personal interest in hirn
/ her and in his / her adjustment to college; by serr.,ilg as a central ccntact person in
otrtaining inforrnation that can be used to help t1le student; and by allorning the student
freedom to make his ow,n choices af,ter tJ.e trimitations, alternatil'es, artd consequences
involved in rnaking a decisisn.
. Explains irnportance of getting a meritoricus Engineering Degree and horv the degree
helps in building a career in otl:er areas and programs such as M.S / M. Tech, MBA, Civil
Services, Grerup Services, etc.
. Assembles, organizes, channels, and centralizes all information, obserr.ations, ancl
reports from elrery source related to his student's progress, needs, abilities, and plans.
r Assi.sts the student al regular i.nten a-is to make adequate self-eva-1uation.
r Explains importance of Self-Motivation to do well in career and subsequentl"y in 1ife.
r Counsels' students rn-hose progress is unsatisfactory and reports the same to Program
Coordinator.
. Monitors the interim and final perfonnance of students assigned aad iiaises w"ith
parents, whenever required.
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A Lab In-charge {I1C} is resp*nsible for tiae follcraring gpes of tasks:
r Facilitates procurement of hardware, scfturare, and other consttmabie items well before
commencement of the semester. This can tre done byvisits to other col1eges, by contacting
teachers who are teaching cr have taught similar subjects in our college or other co11eges,
etc.
. Requisition for consumables shall be submitted to the HoD, who in turn shall verify the
sanle and forward to the HOI for necessary action.
r Ensures that the infrastructure fucilities in the labs are adequate so that each batch
has ample opportunity to compiete practical satisfactorily.
r Prepares 1ab rna-nuals and arrange to get therrr printed as per the required number.
r Introduces nerrv experiments, if any, that can reiaforce the student learning.
o Arranges to display the iaboratory schedule
r If it's a computer lati
A. Arranges to manage network taps and server capacity and configurations,
B. Arranges to rrranage hardrvare and software configurations a:rd updates"
C. If tests require server or c1ient computer configuration changes, the changes need
to be scheduled and corrmunicated to other lab users"
D. Makes periodic sen'er backups
. Coordinates periodical testing of equipment
r Develops and morritors the changes in the lab, if any, which defines who is allorved to
rnake changes to tfre lab environment.
e Maintains trab documentatioa (such as lai: descriptions, dia.granns, and processes).
. Establishes physical securigr.
. The lab I/C takes measures to prevent unauthorized use of 1ab equipment and manages
1ab access with keys and locks.
r Sets up an inr.entory contral system.
. Establishes a 1ab budget far support costs.
. Labels hardu.are, including cabling.
r Resolves environmental problerns, if any.
.Implements a preventadve maintenarice prograrn fur equipment"
.To hold those responsible fcr any breakage I loss etc. and recover costs.
.In order to prerrent theft/darnage. the Lab In-charge shali take the following action:
A. Lab In-charge and Lab Assistants are to report the matter in writing immediately
to the HoD as soon as the-rr corne to know about the missing/damaged item in their Latr.
They also have the responsibility to find out/enquire about the missingldamaged
item/article and suggest further action to cornpensate the loss as well as prevent
recurrence of the sarrre.
B" Lab In-charge in turn shall note dornn the missing items in the respective Lab
Register.
o If the students are responsible for the loss/missing item, then an arnount equal to the
cost of the item as fine sha11 be trevied frcm the coacerned students. Students shall not
be allowed to purchase and bring the item on their own: as cornpensation for the
lossfmissing item.
c Establishes ari approval process fcr rernoving any equipraent'.
r Ensuring the lab is kept clean a*d orc1ertry.
o Any other duty as may be assigned b3, the HoD/HOi from time to time .

r Ultimately, a 1ab I/C is responsible far rnaking the 1ab as usable ar:d flexible as possible.
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CODE OF CONDUCTS OF TECHNICAL ASSISTANT:

The Technical Assistant performs technical work in the maintenance, repair, cafil:ration,
and installation of various electronic equipment; distributes'and maintains laboratory
test equipment for students; arranges for repair and calibration of majcr equipment, and
ensllres e{ficient operation of simulation tools, if any used in the 1ab.

Ke3,- Functions and Responsibilities: The following are key duties interpreted as treing
descriptive and not restrictive in nature.

.Troubleshoots, repairs, caiibrates and fabricates / prepares circuits, condr:.cts testing
af the same and other electronic equipment.
. Helps students to assLlre proper operation and maintenance of equipment and
laboratory; distributes various componentsy'parts to students for use in laboratory
exercises.
r Faciiitates maintenance of documentation and upkeep of stock register.
. Plans and schedules simulation software upgrades; tests, debugs, configures, and
documents softu'are as required to meet user needs.
. Establishes and rnaintains computer laboratory procedures for use of simulation tools.
.Instal1s new, equipment and modifies current instaliations using variaus rnanual and
power tools such as hand drill, dril1 press, soldering, etc.
. Orders and maintains inventory of replacement parts for electronic equipment;
maintains warranq,-, service, and repair reccrds, works w-ith r.endors to obtain pricing
and availabrility of needed parts; performs quality checks on newly delivered equipment
to ensure proper operation.
. Maintains a fabrication area for the Electronics workshop class; assists in the
maintenance of the lab.
o Facilitates procurement of hardware, software, and other consumable items weil before
comrlencement of the semester. ?his can be done by visits to other co11eges, by contacting
teachers who are teaching or han e taught similar subjects in our college or other colieges,
etc.
. Reqriisition for consi;mables shall be subaritted to the HoD, r,r.ho in turn shaltr r'erify the
same ar:d fonvard to the HOI for necessarv action.
. Ensures that the infrastructure facitrities in the labs are adequate so that each batch
has arnple opportunity to complete practical satisfactorily.
r Prepares iab maluals and arrange to get them printed as per the required number.
o Introduces neur experiments, if any, that can reinforce the student learning.
r Arranges to clisplay the laboratory scheduie
.If it's a computer lakr
{ Arranges to manage netrryork taps and server capacity and configurations.
* Arranges to manage hardware and software configurations and updates.
+ If tests require seffier or client ccmputer configuration changes, the changes need
to be scheduled ar:d communicated to other lab users.
i Makes periodic senrer backups
. Coordinates periodical testing cf equipment
. Develops and monitors the changes in the iab, if a.rry, wtrtich defines who is allowed to
make changes to the 1ab environment.
. Maintains lab docurnentaticn (such as 1ab descriptions, diagrams, and processes).
r Establishes physical security.
. Taking measllres to prevent unanithorized use of lab equipment and manages 1ab access
with keys and locks.
r Sets up an inventory control s5rstem.
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. Establishes a iab budget fcr support cr:sts,
r Lai:els hardware, including cabling"

" Resolves environrnenta-l problems, if any,

" Implernents a preventative maintena-nce program for equipmeat'
. Tc hold those responsitrle for any breakage I ioss etc. a:'rd recover costs.
.To preyent theftldamage, the Lab in-charge shall take the follow"ing action:
t Latr Assistants are to report the rnatter in r.',:riting imrnediately to the HoD as soon
as they corne tc kncw about the missing/damaged item in their LaLr" They also har,e the
responsitrility to fincl out/enquire about the missingldamaged item/article and suggest
further action to compensate the loss as rn'ell as pre\rent recurrence of the same.
,l Latr In-charge in turn shall note down the missing items in the respective l-ab
Register.
r If the stuclents are responsitrle for the loss/missing item, then an amount equal to the
cost of the item as fine shali be levied from the concerned students. Students shall not
be allowed to purchase and bring the item on their own, as compensation for the
lossr/missing item.
. Establishes an approval process for rernoving any equipment.
. Ensuring the lab is kept clean and orderly.
rAny other assignment given b'y the Lab In-charge / HoD
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CODE OF CONDUCTS OF TRAIIIIING AND PLACEMENT
OFFICER:

" Liaisons witi. industry
.Identifi.es and prorrides for training needs af students
r Arranges campus interviews
o Proposes annual T & P budget
r Prepares database of sorne tcp internationallnational companies consisting of their
addresses, details of operations, their expectatioas, their HR team etc. for vrhich services
of some students could be utilized-
r Assists students develop/clari$ their acadernic arld career interests, ar:.d tl:eir short
and long-terrn goals tlerough individual counseling and Soup sessions.
rAssists students develop and implement successful job search strategies.
r Works with faculty raernbersldepartment Heads and adrnkristration to integrate career
planning and academic curricuhrm as well as coordinate Project Work/ Summer
Trainin gl internship pro grams.
. Prepares an audio-videa presentation or a colorful hand-out on the college to be
presented to potential employers.
. Compiles arrd rnaintains a data bank on student prof,les arrd (video) resumes along with
their photographs.
. Prepares a placerrent brochure l:avi*g all the student profrles.
. Undertakes a rigcrous placement ca:npaign.
r Assists employers achieve their hiring goals"
. Empowers students with life-long careel' decision-making skiIls.
. Provides resources and activities to facilitate the career planning process.
r Acts as a lirrk between students, alrrmni, and the employment c*rn:nunitr
. Up gradation af tlr.e students' ski1l sets ccmmensurate with the expectations ol the
industry.
r Geaeration of awarerress ig the students regarding fut*re career opticns availatrle to
t}.em.
rAssists different companies in recmiting candidates as per their requirements.
rAssists students in abtaining final placernent in reputed cclapanies.
r Keeps track of all the advertisements related to placemeats appropriate to the profiles
of aspirants.
r Communicates the resume of suitahle candidates ta the potential ercployers.
r Provides right placement to the right candidate so that students excel in their future
life.
, Argantzes placement trairring for the students arid make them ready for interview and
group discussion.
r Shal} Lre a live wire connecting the students and ttre industrial houses.
rArranges to find suitable summer assignments tc the students and he1p, guide, and
counsel thern in securing permanent placement by trringing them in contact with tire
prospective employers.
r Provides infbrmation on the schedule of recruitraent drives weil i:r advance to all
department's placements coordinat*r, HoDs, Deans, Registraro CoE, HOI, and students.
r Places request fnr rescurces required weil irr advance and coordinates with the
concerned ald ensr.rres availability of the same
o Details of placed candidate's vis-a-vis t1.e ccmpanies are seat to allHoDs, depa,e'tnaents'
pLacement coordinators, Deac, Students Affairs, Registrar, CoE immediately after the
recr-uitment drive is completed and placements announced
. Sends hard ccpies of all appaintment srders of students recruited to the concerned
HoDs.
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CODE OF CONDUCTS OF LIBRARY COMMITTEE:

. Collecting the requirements of thre textbooks, reference books, journals and ensuriag
adequate number of copies are rnade available in the library as per norms.
r Planning and irnplementing the library autornation, procedures, digital librar-v
development and usage"
o Finalizing the list ofbooks, journals, magazines, and equipment to the institute as well
as department libraries and propose budgetary estimates to the administration.
. Conducting annual stock verification
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CODE OF CONDUCTS OF LIBRARIAN:

rTo facilitate the stud.ents, faculty, and stalf u.,ith at1 the literature that ma-v be needed
for their scholarly activities,
.To manage librar5, as well as digital library of the college'
o Arranges to prepare the librar-r,- budget ald policies relating tc tl:e library/Digital tribrary.
. To encourage widespread usage af availabrle information access facilities"
rTo be continuouslyin touch with the students and facult5rto understandfassess their
needs of BookslJournalsf Magazines/CDs etc. and apprise the Dean, Academics about
the same for procurement
.Ensures procurement of books, CD-ROMs, Softw'are, Journals etc., which are essential
and/or rec*mmended by the facu$.
. Provides URL links/resources for infbrmation on various study rnaterial
r Weeding out obsolete study material as per the college noffns
. Disposal of weeded out m.aterial
r Ensures availability of reprographic facilities
.lVlaintaining the krooks in good condition
r Seeks reviervs on books recommended
. Seeks suggestions / feedback on databases used.
. Frovides digital iibrary access from any*where on calrlpus.
. Estabiishes specialized search facilities for faculty's teaching arrd research needs.
. Estatrlishes a repository of cases and keeps adding nelv cases on a continuous basis'
. Provides adequate access and borrowing facilities to faculty pursuing Doctoral" program.
. Provides content page service"
c Encourages use of smart card for librar.v services.
o Facilitates conduct of reading sessions"
: Grganizes various functions ald actil'ities such as litrrary rreek or to install clubs such
as reading club essentially to develop a very interactive and vibrant reading culture
among the students, faculty, and staff.
r Decides in the lihrrary for hooking up laptops.

" Develops a system for posting nel r adclilions online.
r Any other work related to library that may Lre assigned from time to time.
r Ensures availabi.lity of previous Jrea-rs question papers (semester end examination),
academic regulations, course files, lab rvcrkbooks, syllabus copies, thesis/dissertation
reports
e Coordinates with departrnental likirary in-charge for srnooth functioning of department's
library
' Provides all statistical information pertaining to the iibrary
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CODE OF CONDUCTS OF
FINANCE OFFICER / IN-CHARGE- ACCOUNTS:

Respansible for the fol.lowing activities:
r Managing the dai13. operalion of Accounts Dept. which includes follorning:

e Writing ard maintaining accounts, cash books / ledgers
. Preparation of monthly accounts iacluding writing of cash books, journals
. Verifying bi1ls prepared

. Preparation and consolidation of budgets pertaining to all
departments / sections / centers

. Collection of ali $rpe of Receipts viz. ?uition Fee, Exam Fee etc.

. Superr,'ision r"rf challan u.riting and remittance to bank
r Supervision of postal accounts if any
I Preparation of daiLy receipts and challans and subrnission of associated

details along wit1l remittance details to Registrar/Hol for scrutiny
Verification of cheques and bills
Writing daily collection register for college accounts.
Pa3iro1l and utilities
Revenue and expenditure variance
Preparation of audit reports and repiies
Check and run af bil1s in ERP
Capital asset reccnciliation.

. Responsitrie of keeping the following in safe custody
. Bill baoks / receipt books
. Files pertaining to accountsfpurchases
r Resisters
r Cash books
r Ledgers
. Vouchers
e Cheque books / pass boaks
. Bank challans
r Fixed deposit certifrcates
c Other important of{ice docurnents

r Preparation of salary reports
r Attending to the subject of income tax, and performing TDS at source for all payment
transactians
. Monitoring and alalyzing accourtting data and prcduce financiai data or statement
r Establishing and enforcing proper accaunting methods policies and principles
r Coord,inate and complete all reports including annual reports
.Improve system and prccedures and initiate corrective actions"
r Ensure compliances and accuracies
r Ability to catch financial rnistake and should have abilities to generate ideas
r Writing Caution deposit register if any
rAny other accounts related function assigned from time to time
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CODE OF COI$DUCTS OF COFI?RSLLER' rr OF'FICER' IN*
CSIAR,GE OF EXANfl INATTOISS

Facilitates the HOI by carryireg out the follawing functicns:
. Coordinates with Dean-Adrnin., to receive the details olthe Fresh Batch of students"
. Coordinates wittr respectir.e HoD and en$ures receipt of questioa paper sets and
schemes of evaluation for all Internal Examiaations.
rArranges to issue appointment letters as examiners for the coreduct of practical, theory
(under autoncmous) and project work viva-voce'
. Receir.es the fi11ed in Exarnination Application fcrms frorn the students.
r Arranges to circulate the schedule of internal and semester examinations for all
programs and display the same on Notice Boards.
r Arranges to prepare ttre list of candidates and the courses f,or which they are appearing
for.
o Arranges for the issr.re of Hall tickets.
r Receives the Internal marks {finalized} and the attendance of each section of students
from respective Head of the Departroent and arrange to finalize with HOI of the Instifute.
r Conducts the exarninalions arld putrlication of results within one month after t].e
completion of examinations.
rArranges to inforan exarniners for tlee spot valuation of answer scripts if required.
oArra-nges to receive t]le Mark Statements and the Consolidated Mark Statements of
students.
r Arranges for ttre conduct of advanced suppLernentary Examinations for outgoing
students after the publication of final year results'
o Arranges to forward the applications of students for the recounting and revaluation of
answer scripts arrd issue the Prcvisional Certi{icates and Degree Certificates of the
graduated and post-graduate students at this lnstitute.
. Conducts result analysis erd provides the sarne to each HoD, Deart, Academics,
Registrar, and HOI.
oA11 examination concerned records to be kept in safe custody arrd be made available as
and when required
.To prepare Draft Ordinances, Regulations a:rd rules relating to different course of
studies, syl1abi, and examinations AND prepare examination schedule as per academic
calendar and implement the same"
. Tn conduct all end semester examination, tests, and the declaraticn of the result.
.To appoint examiners and moderatcrs as prescribed in the rules & regulations.
r To arrange a1i question patr)ers for all examinations as per UGC guidelines & arrange for
printing of answer trooks and their safe custody & arrange to evaluatior:" and to process
the results.
. To arrange for timely declaratian arrd publication of result and to refer, if, deene

necessarji a,ny matter before tJre examination committee prior to declarati*n of results.
. To postpone or cancel exarnirration in part or in whole, in the elrent where such need
arises & to ensure confidentiality and to make assessmentlimprovement in the process
of the Universify exa rn ination / evaluation.
. To finalize the mode of examination for different courses in ctrrsultatian with concerned
Facultyl Schooll Departmentf Acadernic Council-
rTo appoint external agency{s}/observer{s) fnr conducting and rronitoring the
exarninations and appoint external agency{s)/evaluator{s} for evahration of,examination.

'To provide mark sheets & transcripts to the students'
.To publish ralk lists and lists af Meda-trists before the conduct of Anrural convocation.
.To subrnit report regarding examination{s) to t}re Vice-Chancellor/Hol.
r Any other task, which may be assigned by the HOI from time-to-time.
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CODE OF CONDUCTS OF SYSTEM ADMINISTRATOR:

The Systems Administrator shall discharge the duties under directions of the Head

concerned i.e. Head, Computer Centre; He/she shall broadly perform the follou'ing duties:
. Performing systems requirements and related activities pertaining to obtaining
quotations for procurement of hardrt'are and software.
r Administering and configuring servers and System performance tuning
o Facilitating development and maintenance of institute's websites and updating the same
r Installation and rnaintenance of, software for the systems in the calnpus including
operating system updates, patches, and configuration changes
.Installing and configuring new hardw'are and software
.Administering campus wid.e LAN and Internet senices thereby ensuring that the
network inkastructure is up and running
o Facilitating conduct of periodic computer awareness/literacy courses/training
programs for the students, and other stall in the college
.Identi& ald heip implement instaltration of ICT and MiS requirements for the institute
. Analyzing system logs and identify"ing potential issues with cornputer systems,
r Introducing and integrating nelv technologies into existing data center environments.
o Performing routine audits of svstems and software.
. Performing backup of data and files.
. Adding, remo\iing, or updating user account information, resetting passwords, etc.
. Answering technical queries
r Be responsible for security of systems anct network
. Any other r,r.ork assigned from time to time-
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CODE OF CONDUCTS OF IN.CHARGE- ANTI RAGGING:

r To avoid ragging activities, ensures that at least one faculty member is always present
at all places.
. To arrange to send" letters to parents, guardians of t}:.e students at the beginning of the
academic year for creation of awareness.
o To constitute an anti-ragging squad and monitor the functioning of the same-

o To suggest measures to tighten vigil against any act which constitutes ragging'
o Take Measures for prerrention of ragging so that fresher, senior students, and every staff
of the institute are made aware of ttre measures.
. Take Measures for prohibition of ragging to eliminate the scourge of ragging as per the
definition given in the relevant regulations, including ttre formation of the Anti-Ragging
Squad, Mentoring Cell on ragging etc.
r Ensuring that undertakings are in the form of Affidayit by students, parents / guardians
and staJI members of the institutes are taken.
o Ensuring that the actions to be taken are as per the guidelines of the relevant
regulations of the regulatory bodies
. To Timely circulation of action taken report to the concerned authorities against Anti
Ragging in the institute.
. Devise mechanism for receiving, processing afld addressing all information regarding
incidence of ragging.
. Devise and promulgate a credible anti-ragging poiicy in college.
. Advise Disciplinary Committee and sub - committees on new policies or directives on
handling cases of ragging (as applicable) from time to time'
. Timely address grievances of stakeholders and especially those related to gender
sensitivity issues inciuding sexual harassment of women.
r Sensitization of ernployees towards cases of ragging.
. Compile/ submit biannual basis, the grievance summarJr report (on cases related to
ragging) if any along with recommendations"
r Maintain all record.s, statements, actions, and other correspondences reiated to ragging
cases.
. Discuss major cases of ragging to generate au/a-reness amongst students and faculty.
r Ensure the formation of the various cells and committees and their proper functioning
and monitoring mechanism
o Takes precautions to avoid ragging activities at other iocations like bus stops and gives

instructions to the student volunteers and secret informers at various boarding points.
r Anti-raggrng ca.nvasses in the form of flexes, posters, and t*shirts.
. Boards around ttre college and in the nearby areas where ttrere is a possibility of ragging
o Arranges for counselling and guidance prografirmes to be provided to the youth
Regarding ragging, freshmen, and their parents.

r Collects affidavits from students and parents about during the admissions
process, there was a lot of ragging.

r Provides information about the college's hotline both within and outside the building.
o Handles the victim's complaint and resoh,es it.
.Inquiries about the facts to confirm them.
e Takes disciplinary measures against the offender
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coDE oF coNDucTs oF IN-CHARGE-IRG/GRANTS

Try to Internal Revenue Generation through:
I. Establishing Production -Curn - ?raining Ceatre:
. Shar-ing Machinery/equipment in iaboratoriesfworkshops with the industries located
around the institr-ltes.
r On the job Training to the workmal of the industrS. apart for norr':lal formal Training
Programme.

11" Traiaing Courses in CNC, Information Technology, and other disciplines.
. Arranging short-term, skil1-oriented colrrses for the persons rvorking in the industry
f professional organizations.
.Training Modules for unemployed persorrs.

III. Repairs/maintenance of Machinery equipmeat /vehicle etc"
. Undertaking repairs of maintenance of Machinery & equiprnent cf Industry, Hospital,
offices, Laboratories of other departments.
r Start vehicle garages in Institutes offering Auto. Diploma Course"
. Pollution checking stations.

I.. Documentation Centre
. Providing reprographic facilities to other Govt. Of{ices, Private enterprises, and General
Public at nominal rates w'ith reasonable prcfit.

V" ?esting & Calibration
. Undertaking Testing & Calibration activities for loca1 Industr3i/market.
o Creating Test houses & consultancy centers"

VI. Technical Serrzices at Customer's doorstep
.Providing Technicaf, Services to loc:il Industries, repairs of household gadgets, i.e. ACs,
Refrigeratcr, Household Appliances, Electrical Installation, Washing machines,
agricultural implements "

IIII. Techaical Consultancy
rTo motivate, attract and involve the competent faculty & staff in sharing the
programmes/ actir.ities as weil the financial return in certain ratio certain regulating
rules shall har.e to be lbrmulated & got approved from the BOG.

olnstitutions should actively encourage and support the faculty in taking up consultancy
(and testingi nork. Teachers should actively liaise with industry to attract projects,
particularly those which have eleroents of industrial problem* sch'ing, student
inr.olvement and educative value.

VIII. Grants & Project Funding:
olVlotivate the faculty, staff & students to apply for grant & apply to the funding agencies
for their applied projects to earn reverlue from them.

IX. Expert Goasultancy

"Organizing so rnany Examinations of different agencies as an expert consultant
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CODE OF CONDUCTS OF IN.CHARGE. INNOVATION &
TNCUBATION CELL (ilCl

rTo create a viklrant local innovation ecosystem. Start-up supporting Mechanism in all
the Departments. Prepare institute for Atal Ranking of Institutions on Innovation
Achievements {ARIIA} Framework. CIE ra,i11 involve activities around building start-up
ecosystem like identifying areas of focus and market relevance, building investor
relations, business partnerships, leveraging government programmes and accelerating
initiatives.

. To conduct riarious ilnovalion and entrepreneurship-related activjties prescribed by the
CiE in time Lrcunded fashion.

r Establish function Ecosystem for Scouting ldeas and Pre-incubation of ldeas

. To deveiop better cogniti',,e ability amongst technologr students.

e Organize periodic Ideation Da3r/Workshops/Seminars/Interactions with
Entrepreneurs, Investors, Professionals, and create a mentor pool for student innovators.

r Network with peers ald national entrepreneurship development organizations

rOrganize Hackathons, Idea Competitions, h{ini-Cha11enges, etc., with the involvement
of the industries.

.Identi& atrd reward innovations and share success stories through MHRD's Institute
innovation Cell.

" Tc develop Technologr Business Incubation {TBI) Centers
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CODE Or. CONDUCTS OF IN.CHARGE.IIPC
r Sole aim to uaderstand industrial requireraeats of the regio* a:rd act as bridge between
academia and Indusfir.

.To give industrial exposure to Facu1t3. members and students, thus enabling thein to
tune their knor,r.ledge to cope with the industrial culture.

. To cor:rdinatef identifl industrial partners for proposing 'Centre for Excellence'.

.To assist departments in organizing workshcps, conferences. ald s3rnposia with joint
parti.cipation of tlee faculry and the industries"

"B.Tech. and M.Tech. Projectsfdissertation work in industries under ioint guidance of
the faculty and experts fiom industry.

r Tr: encourage Facult-v members to use their expertise in solving the problerns faced by
the industries, thus creating opportunity for consultanc-v.

rTo organize in-pla:rt training for the students.

.Derreloping close links kretrneen Industry and institute by interaction programs [High
priorities given to activities designed to bring about improvement in the der,'elopment and
performance of industrles and instittlticns].

r To encourage industry and organizaticns for placement and training of students in
Industries.

"To conduct Industrial Training and Industrial \risits for the students and faculty. To
conduct industrial exhibitions tc highiight research facilities and expertise availabie u'ith
the Institute.

. To encourage Industry to collatrorate in industry Study Tour Prograrnffre {ISTP) f Intern-
ship Programme, In-plant Training.

. Organizing seminars, symposiurns, exhibitians and ix'arkshops on latest technological
advancements, evaluatian of project rvork utt1l the collaboratir.e efforts betrveen industrial
experts ancl institute depa-rtments Industrial Visit.

. Widening arrd effectively implementing the area af R & D and consuitanc5r between the
industries and the Institute.

r Motivate the 3.oi16g executives tc becorae successful entrepreneurs

" Widening and effectir,,ely implementing the area cf R & D and consultancy betw-een the
industries anel the Institute.

r Assists in bringing the R&D Projects fram Research Organizations

r Guides in getting financial support from industry the R&D Projects from Gor..ernmental
organizations,,rr'"hich include DST, CSIR, UGC, AICTE etc.

r Assists in bringing the R&D Projects from Research Organizations
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r Facilitates in marketing the consultanc3r services oflered by depa-rtments

r Involves industrial experts to be on college Governing council, Academic council, BOS,
Department Development comrnittees, Training and Ptracement committee, etc.

. Fructifying the tie-ups into MOUs wtth industry lbr the purpose of training, placements,
internships, for utilizing the serrrices for entrepreneurship der.elopment programs

o Arganrzes student and Faculty- Training at the Industry

rAssists in bringing in sourcing live projects to be done by Final Year B. Tech and M.
Tech Students

r Tie-up w"ith the Industry to irnplement Virtual development center

. Plals and implernents the Entrepreneur development programs within campus
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ffi#mffi ffiF #&ffiffiEJ#?S #B- gffi-#Sg&ffiffiffi-ffiffitr

' To prepare a year wise activity scheduie far EDC and publisir the sarne to all
stakeholders, and department notice troards
.To monitor works altrotted to all members of EDC and plan'future works by aranging
a"neetings cn last Saturday of e','ery month throughout ttre year.
. ?o publish arrd disserninate l.arious er,.ents through posters, website, Notice bcards and
prominent places in college and to Press and Media tin:e to time.
r Organize lectures, warkshops, anrl seminars by renowned personalities from diflerent
domains of expertise: competitions of various kinds etc. round-the-year to create
awareness and to sharpen business acurnen of students and aspiring entreprenenrs.
r Arranging for suitable ski1l development programmes related to Entrepreneurship
Development"
r Mentor studentsf others who have business ideas kry bringing expertise to their
doorstep. The EDC would be a networking hub fcr people aspiring tc be entrepreneurs
and play a role in team building as a part of its rnentorship. Mentoring the people at an
early stage by giving proper direction and necessary exposure would be crucial in
convertlng tectrnical ideas/projects into viatrle business plans.
. Coordinating with Women Empowerment cell for promoting Women Entrepreneurship.
o To arrange for visits ta Industries through IIPC to enable students to get sufficient
intlustry exposure
. To organize {ar suitable Guest l-ecfures related to Entrepreneurship Development
. To conduct one International Conference related to Entrepreneurship Development.
. Plan for intellectual property ventures.
. Organize annua,l event at the end of year iong actir,.ities
r On the lines of alumni sfudents rnay be made members af EDC fcr post-graduation
mentorship and other resources may be ar,-ai1ed-
o To han e strong relatio::ship with alumni for long standing growth of EDC.
.To invite speakers &one Financial and Venture Capital. institutions to enlightsn on
schemes and assistance existing to promote new ventures.
r To undergo training in FDP on entrepreneurship"
rTo motivate and train Engineering Students to become Entreprenellrs generating jobs
for self and for others.

+ To Conduct
d- Entrepreneurship Arvareness Carnps {EAC)
4 Entrepreneurship Development h^ograms {EDP}
{ Skill Developrnent Programs (SDP}

e To assist students irr starting Enterprises/Industries covering:
{ Product/Service Identihcation
& Market Surve-y
+ Preparation ofProject Reports
+ Financial Assistance
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CODE OF CONDUCTS OF IN.CHARGE.MOU,
COLLABORATION & CONSULTANCY

. Develop al-id estal*ish consultancy pokcy
r ldenti$ring and recognizing t],e areas of expertise af the college-
. Pukrlicizing the expertise of the college fcr consultancy senrices"
r Encouraging the facultl- to tltiliae their expertise for c*rrsu-Ltaacy services.
. Costing of consultancy pr*jects.
r Revenue sharing as between iastitution and the consultarrts- including facuity
consultants, external ccnsultants, technical services staff of the ccltrege"
.Initi.ate and cc-ordinate signing of MOUs with cth.er institutions, industries, corporate
houses, for cellaborative research a:rd1or development, for syr:ergetic Jrenefit with the
overall objectives of enhancing the quatity and output of teactring*learning, research, and
development activities -

o Develop plans & policy for EDC & IIC & Code of Ethics to check aealpractices and
aisconduct in research.
.Identify infrastructure reqrrirements for research work, start-ups, prototype
development, plan for procurement and installaticn of faciXities in a phased manner.
o ldenti& exteinal facilities where part of research *"irriti**, prctctlrpe development can
be carried out; orgarrize MoU wittrr such organizations"
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CODE OF CONDUCTS OF IN.CHARGE.IPR & PATENT

r Dexrelop and estabLish IPR & Patent policy
: Conduct f organize urorkshops to create and enhance awarelt"ess
serninars7iworkshops on topics of ow'nership, confrdentiality, disclosure, patentabili[r,
technoiogi transfer, revenlle sharing and conflict of interest, IP management etc.
. Provide necessarjr ternplates and guidelines or suggest appropriate references
during the application process of Intellectual Property - Patent, Cop3right, Trademark I
Service lVIark.
. Verif_v the received applicatians for appropriateness of IP and recommencl it to
Finance Section for necessarl- firrancial assistalce.
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CODE OF CONDUCTS OF IN.CHARGE.SCITNCE &
TECHNOLOGY

Enccurages research and der.eloprnent actir;ities a:nongst the budding engineers
during the formative years of their undergraduate studies so that they begin their
professional career well prepared with ideas and innovative skills.

To provide impetus to the economic grcwth of the country and its development, it
is important to promote leading edge indigenous technologies which are
innovative, cost effective and appropriate fcr our environment.

Planning for competitions, project exhitritions and hackathons; the yearlong errents
before the com:nencement of the academic vear-

Preparing the budget plan and suL,mitting to the head of the institution.

IdentiS,- the students who are willing to take part in technical cornpetition and
project exhibitions (in tire third semester).

Motivating the interested students to do mini projects kom 3rd semester onwards.

Motivate the students to participate in the cr:mpetitions organized in state arrd
national level.

Encaurage students to participate in Nationatr, International, IEEE project
cornpetitions etc"

Encourage students to participate in Hackathons at state and national ievel"

Publicizing the students'achievements in websites, department notice boards arrd
local newspapers.

Publish technical rn"agazirre & newsletter.

Motivate students to do interdisciplinary projects.

Motivate students to do projects of societal coflcern.

Submittin-g tJle report of ali the events conducted during the end of each semester"

Maintaining the database cf student participants and prtze winners.
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CODE OF CONDUCTS Or.
IN.CHARGE.GRIEVANCE REDRESSAL CELL

The Grieyance Rrdressal Committee sha1l ccnsider all grievances submitted in
rvriting or online by an itrdividual member af the lnstitution regarding employment/
associition, rx.orking conditions and any other atleged injustice done to an employee/
sturlent lr,'hile discharging hislher duties at the Institution.

The member secretary sha11 caltr for a meeting and ttre memtrer Secretary- shaii
present the case trefore the cornraittee f,r:r resolution. Bcth the complainant and the
iespondent neecl tr: be present along with anSr other person whnse presence is
required far the speedy resolution of the grievance-

The Grievance Redressal Committee will stud3,- the documents namel3r, petitian/
application, the relevant documents, the statements of complainant, the statements
ol iespondent arld statements of witn.esses, aad shali discuss with those ccncerned
and submit its recomrnendations tc i]e Head of the Institution within one rnonth, if
possibrle, but in al11., case, not beyond three months, for further action.

In case of false and kir.olcus ccrnplaint {if proved}, t}re Grievance Redressal
Cornmittee will recommend F{ead ol the Institutionl Disciplinar3' Committee to take
apprcpriate action against the complainant"

ln resoivirlg the grievances befcre it, the GRC will folloqr principles of natural justice.

The Grievance Redressal Committee may mediate betr,r'een t1le compiainailt and
respondent, if required.

In the case, the cornplainant not satis{ied with t}re decisian of the Committee, they
may send their appeals to the "OMBUDSI{AN" appointed by the efliliating
{.jniversi4-. The OMBUDSMAN rvill fix a date for hearing the Compiainant which sha1l

be communicated to the Institute and the aggrieved person. The Institution shall
cornply with the ord"er of the ambudsman"

Maintains discipline in the institute b5r corrective or punitive action against acts of
indiscipline and disruption b}r the students in the institute premises

Counsels the indiscipline students

Cognsels tXre students about ill-effects of raggrng Enrigirt's the students on the
consequential administratir.e and legal implications and Monitors the movement of
t-ire students in the college and prevent students lcitering around in the corridors
during the ccllege working hours.

Ensures that a11the stud.ents attend classes without bunking & prevent the students
frr:m leaving the ccllege earl3r

Maintains proper discipline in the college can:teen, student waiting troom, corridors
ald canteen during the college rvorking hcurs.

Assists the college anti-ragging comrnittee in prer.enting ragging in the Ccilege and

a
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to spread anti- ragging campaign throughout the student's cornmunity.
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CODE OF CONDUCTS .INTERNAL COMPLAINT
CoMMITTEE (ICC)

.To develap a poli{Ir against seffnla} harassn*rt of wsmerr at t}se krstitute.

o Prevent discriminati{}n afld sexuaf harassn:ent, Lry prom*ting gender anity arrong
students al.d employees.

.Make recommelldations to the marlage.rrlent for chaages/elaboraticns in the Rules in
the student handbcok and Employee's handbook, to make them gender just and to lay
d<lwn procedures for the prahibition, resotrution, settlemertt, and prosecutian of acts of
discrimination arrd sexual harassment" b3,- the stu-dents aud 1he employees.

. To ensure the implementaticn of dre poiicy in letter and spirit thrcugh proper reporting
of the complaints a:rd their follow-ltp procedures.

. Deal with cases of disciminatior: arrd sexual harassment against wt)fflen, in a time
bound manner, aiming at ensuring support senrices to the victimized artd termination of
the harassment.

r Recommend appr*priate purritive aeti*n against the guilgr part"v ts th,e Management

.To evolve a perma-nent rnechanism for the preventian and Redressal of sexual
harassment cases a::d other: acts of gender-based vi*ler:ce at th* InsCtute-

. To uphold the cornmit::rerrt af the institrrte tc pr*vi<le arr er:vi::onrner:t free of gender-
based discriminaticn"

. To ensure the proper furrctioning of ttre Is-lternal Coneptrairlts Committee and
implernentation of guidelines *"ithin the orgarrization.

. The courplaints received & investigate general ccmpiaints abaut se:rual harassment/
discrimination to identi$r a.ictin:{s} and encourage them t* report to t}:e Committee and
the Complaints Cornmittee's actjvity reporL and findings :*,i11 tre shared r,r,'ith the
or ganrzation heacl peri odically"

r Creales awareness abeut the internal ccmpliance commitfee cell afirong the Institute
academic and administratir"e units.

r Fromotes effective ccrnmuaicatir:n aad eciial:*ration aglong those responsible for
cornplialce ar:d ensures that the complainant and witn*sses are r1ot victimized or
discdminated because of, their c*rnpla-int.

o Encourages an operi dialogue g,'ith the ccr-rrplainant fia:n the committee members &
monitors ernerging cornplianee trends and circuiate the infirrmation as needed and seryes
as a resource in developing *r irnpror.ing compliance related processes.

. Works with the Universi{y Folicy Rer.iel.r= Ccrnmittee t* ensu::e Fr*Fer repordng of ttre
ccmplaints and their follow-up procedures.

. Makes recomn'l"endati*ns t* senior lrlanagefirent as t* any resollrces or acti*ns required
for Institute compliance
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CODE OF CONDUCTS OF IN.CHARGT. ALUMNI CELL:

. To organrze al.uli,erti meetings twice a year.

.To keep alumni registered in every department for updated data entry.

. To form groups of pass-aut str.rdents on social media.

oTo inform the alumni ahout the happenings of the iristitution through sccial media.

. Sending an invitation to the alumni for all the major events nf the institution

.Tc Lrave a database of alumni coordinators and ciassitri-ng the database as aiumni
studying abroad, entrepreneurs

.?o ldentify the alumni who carr beccme ttre rnembers fnr various depariroenta-tr ald
institutional ievel comrnittees

. To involve alumni in r,arious activities of the institution as resource persons, jury
rnembers etc.

r To organize a board of Alumni rnernt-rers, rneet once in trvo mortths.

. To give a-tr cppcrtunity for Board of Alumni rnembers to conduct activities related to
cultural/ iiterar-vf social causes for the students of PU and Diploma.

. To have earmarked space in the cotrtrege rnagazine for achier.ements of alurnni {Doing
higher strrdies abroad, becoming entrepreneltrs, harring promotions in career)"

r Sending softcopy of the r:":ragazi*e to al1 the alumni.

. Responsible lor tire registration of all the outgoing students as alumni rnembers and maintenance
ofthe database.

. Coilests and compiies intbrmation of the distinguished aiumni. r,iz., their acldevements, progress
and successful careers.

. L,{aintains continuous interaetion r,vith the alumni and plans for utilizing their services tbr the
benefit of present students and the institute.

. Establishes ttrre netu'or* of the alumni and present students tlrrougli seminars, guest iectures.
r*'crkshops etc.

. Responsible for establishing alumni chapters and conductin-u their annual meets frequently

.Identit'ies and tbrrvards the inlbrmation to main Chapter at SurTech regarding the Alumni
occup-ving gcod positions in Inclustry / R&D I Academics / Business etc.

o Host the alumni details an the Institute Website interacting rryith individual HtlD's through
Institute Automation and update the same regularly.

a
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o Invites the Alumni in good protbssional position for guest lecturers under discussions rvith FIOD.
. Host a w*eb Site for online registration of Al#nni as tvell fr:r funning infotnation

. Fonvards inl'ornration through E-Nervs Letter and update the Yearlll Calendal of Events.

. Receives suggestions fiom the Alumni thr-ougir e-mail regarding the need for curriculum updating,

Lab up gradation, Imparting any Special Skills, Career Opportunities, Admission into Foreign

Universities etc. and forward the same to the concerned HOD's / Principai i Management, if any

action needs ta be taken f,ror:r their siile,

.lderrtifles Funding fcrr Instituting Schclarships for deserving meritorious strtderlts ftom Alumni.

. Collects Funds to develop Library I Equipment i computer centers. Buildings etc
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CODE OF CONDUCTS OF IN.CHARGE. PURCHASE &
STORES.:

r Maintains the approval letters
o Collects the quotations from various vendors
. Cornpares the prices frorn these quotations
o Finalizes the competitive prices
. Places the Purchase Order
r Maintain receipts, records, and w-ithdrawals of the stockroom
. Receive, untroad, ald shelve suppiies
e Inspect detriveries for damage or discrepancies; report those to accounting for
reimbursements and record keeping
r Rotate stock and coordilate the disposal of surpluses
r Ensure proper record keeping and manage all documentation to confirm proper stock
levels and rnaintain inventory control
r Coordinate the handling of freight, the movement of equipment, and riecessary minor
repairs
r Managing Store {Inward, Outward)
o Generating E Waybiltr
. Follow up with Courier and logistic vendor for arranging pick up and deliveries of the
materiai

" Taking Care of Materials as Storekeeper
. Managing stock in ERP
r Ensure Quarteriy audit in stores
rTaking physical inventory once a month to cross check with the monthly inventory
report.
r Materials receiving and prepared MRR Bin card, SIV issue & reporting of stock. Ensure
developanent and management of materials planning functions, Create iter: specific
forecasts over a tread-time to tre used far effective and ef{icient inrrentory management
r Ens.ure indents are raised & proper documentation is completed on a timeiy basis for
requisiti*n of items; Responsible for store keepir:g, documentation & record keeping
. Know-ledge in various types of commerciaf activities such as inducting procurem.ent,
export-irnport, banking and LlC.
t Procurement Process for Ra:*. Materials"
o Sourcing of new suppliers & sampiing. testing and approval for new der.elopment
. To ensure goods keep by first in first out method tFItr.Ol"
. To ensure recording of the necessary data in ledger and computer on time-
. Develop and implement a logistics process
o Proper goods distribution/supply chain maintain and follow up.
. Goods delivery schedule maintain according to delivery order qty.
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CODE OF CONDUCTS OF IN.CHARGE .
ADMISSION, MARKE:TING & BRANDING:

. Defining and managrng your brand.

. Conducting campaign management for marketing initiatives.

. Producing marketing and promCItional materials. Markeling department shouid create

the materia-ls that describe and to promote different courses.
r Fee Structure should be kept up to date.
o Creating content providing search engine aptirnizatton for rn ebsite- Nou,- a days, It is the
first (anJ possibtry the only) place people go for information about arry organtzation.
Marketing department will be responsible for keepiag Web content current, while also

rvorking io err*r.e your site comes up quickl5. when someone searches for different
Institutes.
. Monitoring and managing social media pages. Marketing dept. should contribute to
marlage and rnaintain sccial media pages. It should also manage accoltllts and carefully
watch rvhat's being posted aLrout you online.
. Producing internal communications. Employees need to understar:d, its values' its
goals and its priorities. Marketing is otten responsible for employee cornmunications
through a newsletter andf ar intranet.
. Serving as med.ia iiaison. \Mhen your group is cited in the media, a member af the
marketing department often acts as spokesperson for your comparlY, Gr guides execulives
in how to respond to media queries.
r Conducting customer and market research. Research helps you defrne target markets
and opportunities and helps you understand Lrow your products {courses) and sen-ices
are perceived.
. Overseeing outside vendors and agencies. Marketing is typicatly responsible for
selecting and ma-naging the agencies and r.endors rvho pr*duce atarketing rnaterials and
or/provide marketing support. These may include ad agencies, print vendors, PR

agencies or specialists, Web providers, etc.
. Deliver marketing activitl'r,vithin agreed budget-
o Manage the a.ctivity of the marketing plans and projects
. Analysis of the research on clrrrent market conditions and competitor information of
peer Groups.
. Daily Planning for admissian along w'ith the team.
, Tele calling through LMS.
. Counseiling of students
. Completing tlte admission process tJarough the online portal
r LMS management for the college tearn and sending a report daily to HO
. Prccurement of Data from various sources
. Arganizing Seminars and r,l,ebinars related to aclmission.
r Organizing various elrents for the college related to adrnission.
. Digitai Piatform Management sendilrg the report
. Creating content for different digital platforms like Facebook, Instagram. YouTube,
Linkedln.
r IIC mernber for social media
r Other coilege subcornmittee activities.
. SPOC for Third-party vendors for admission partners. (College dunia Shiksha etc;)
. HO Coordinator for Digltal content and design
r Participating in varicus fairs cn behalf of JIS Group
r Design & modification activities related to college wehsite
. Explain about admission procedures and courses offered to the prospective students
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and their parents ihrough phone caltrs, emaiis, and face t* fa*e meetiregs.
c Adrnissions cou11sellor will da interviews $/ith prospective students to answer any
questions they may have and get a better sense of wfio they are. Iatervier,r.ing the student
in person is a key rnethod forgetting to kna,uv individual applicants better and ultirnatetry
determining whether the3i shauld be granted admission to the Institute.
o Support the students throughout the admission process hry answering ta their queries
and helping them to complete the required documents. This is done kry talking to students
about their options for Institute and helping them rnake the best decisions about their
education based on their individual situations.

" Maintain the target rnetrics by ccnverting prcspective students into confirmed
admission and succeed in achieving the performance goals.
. Rer.iew the student applications fcr the eligibility and academic qualification.
o Participate in the decision-r*aking process for student admissicns'trased on Institute
policies and guidelines.
. Prepares and present applicant reports to the Institute authorit-v"
. Participate in educational ever:ts, ccllege fairs, informaticn sessions as a representative
of the Institute / Group.
r Maintain regular communication r*'ith students, parents and apprcr.ed external
agencies for ccordiriating admission actir.ities and Resolving problems.
. Collaborate with the program coordinators to organize presentations, information
sessions.
. Coordinate with other high schoals for admission activities including student
registration and other mock testing events.
. Perform institute administrative activities when needed.
. Build broad kncrnledge oir lnstitute admission activities arad guideli*es"
. To provide prospective students and t}:eir parents lr4th information about financial aid,
scholarships programs, Study loan facility etc.
. Counsellors a,iso meet with alu-rqni and create networking systems to find promising
potential applicants.
. Considerable travel may be part of this _iob due to the nature of these events. Oftentimes
counsellors are assigned to specific regions and spend much of their time there.
rAdmission counsellors need to analyze data and sfudent demagraphics to come up with
answers as u'e1l as dranr. on their o$rn personal experiences and observations. Admissions
counsellors may be called uporr to present their findings to supen{sars and rnake
suggestions for how to better the adrnission process overall.
e Admission counsellors need to actually make decisions regarding which applicants are
adrnittecl to a Institute and which are not. This means these professionals need to have
good decision-making ability and be able to handle the respcnsibilit-v- of hrolding a
student's potential futrire in their hands.
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CODE OF CONDUCTS OF EXECUTIVE.
ADMISSION, MARKEIING & BRANDING:

"Cond.ucting Ser:rinar, webinars & Warkshops related to adrnission, marketing
& Brandirrg of tire Institute arnong the Schciols, Institutes, Training & Coaching
Arganizations.
cCreate a Catabase of the aspirants from ditTerent schools and exarns like
WB.jEE, JELET, JEE-MAiNS etc
r Participate in Adrnission related '"vebinar/ seminar.
. Caliing of different teachers and Agents for liaison and MoU ior admission.
.Coordination of sending Mernentos/Gifts for Diwali, Neu,'year etc to concerned
persons as Branding & marketing policies for admission.
cMaintaining Adrnissions Cel1 Datai:ase as and :n'hen reqr:ired.
rAttend different Edu-fair on behalf of the institute.
. Calling the prospectir.e candidates and counsel theru to visit canlpus
r Processing r:f Refund reiated papers"
.Teie-calling for admission from LMS and collected data.
oTele-catrling to students for rernembering their dues and coming due dates of
clearance.
r Participate in Admission related webinarf seminar for student feedback"
o Coliection and Scrutiny of Registration form submitted before registration by
the students I departrnents.
oCompletion of Adrnission process through admission portal. and necessary
update in LMS portal"
. Preparing admission report and send it to the concerned persons in tirne to
time.

"Verification of student documents and create payment link for nerv admission
through Hash partal.
r Participate in different college events as per requirernent-
cAttend all adrnission related meetings N,ith lnstitute admin & I-iO.
oAttend all admission relaterl meetings with FIO and digital platform
like Collegeduniya, Shiskha.com, extraaedge etc
eMaintaining Newly admitted str..rdent database like payment information,
academic information etc 

"
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CODE OF CONDUCTS OF IN.CHARGE OF LEGAL CELL.

Page 59 of 78

r Rendering effective legal assistance in the preparation cf legal opinicns, studies, reports,
and correspondence, a,s required from ti.me to time by yarious Heads of Departrnents.
. Providing of appropriate legal advice on a dir.erse rarrge cf substantive a-nd procedural
questions of lanr arieing in administrative functiorring to firml,v secure the interest of
Institutes/ Group.
r Supervising and overseeing the review, negotiation and drafting of major contracts,
tender docurrents, ald other legal documents, as reqtrired by the Management/
Authority.
r Supenising legal research and analysis, identify{ng important issues and apprising the
operational departments of emerging legal trends from ccurt decision and tendering
advice to avoid unnecessa:-v i.itigation, etc"
. Morritoring the performance of the panel lawyers and rendering advice on formation of
nern. panels.
. Assigrring court cases tc different panel 1aw-1.s1"* keeping in view the nature and
importance of the cases.
e Supervising and monitrrring the contesting *f the cases in various courts of lanr. and to
interact uith Panel Law;,'ers, Ccurts,
. Advising in the matter of preferring of appeals in superior courts and in the matter of
taking recourse to other legal remedies.
. Processing of various Fee Bilis of advs*ates a:rd settl"ements of fee etc., with other
adrrocates.
.Assisting tkre cperational departments in prepa-ring of reply ta legal notices receir.ed.
.Any other dut_vltask assigned by the lt{anagement/ Authority.
. Framing / Modificationl Drafting of MoU, Consultancy Proposals.
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CODE OF CONDUCTS OF INCHARGE.SPORTS:

r Reports to Dean-Students Affairs
e To create zeal an:nartgst students towards sports-
.To orgarrize training, coachilg :rnd education in sports for everybody ser that they can

learn to keep themselves ph3'sicaliy fit'
r Having a database of students who are good at vari*us sports
. To inculcate qualities such as sp*rtsma:rship, team spirit and bqrnding by arganizing
healthy competitions rxrithin campus.
. The committee sha1l seraie the interests of, the student's comr::urrity '[:y organizing
cgmpetitive sparts and other recreational acLir.ities i.e. both indoor a-nd outdoor.
r To organize regular sports el,ents to train students for state and national level

competitions.
nTo set the goals t* win prizes irr various state levetr ancl National ievel c*mpetitions'
. To arrange for additi*nal coaching facilities tc meet tf..e set goals"

r To have Proper mainter:ance of sports accessories.
. To provide nece$sa-rJr infi'astmcture for tf:e sports.
r To do inventory an:r*aliy a::d sr:bmitting the report to the F{ead of the Institution-
. To give requirernents on sports equipment to the committee, annually-
. To plan sports a.ctivities firr t}:e students of the inter & intra College i-n the college

campus annually
r Encourages students ta participate in zonal/universitv tcuraarnents
. Creation and upkeep of sports facilities
. Proposing annual budget for sports
. To conduct sports activities during college an1lial festiva]
. To conduct sports activities for staff.
. To give rvide publicity to the studerrts' achievements in ttre department and college

notice board.
. Publicizing students'achierrements in websites and local newspapers.
. Exhitriting the trophies,,von by the students irr the best possitrle ways.
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#&ffiffi #s. #ffissElc?# str gffi-#eg&ffiffiffi-

ffiKtrffi #X3ffi"R9ffffiS*&ffi & &S&ffi e#ggqrH?Xffiffi;
The Extra Curricular & E{A.R C**rrtiaat*r is r*s;r+nsible t*:
r Ensure all students receive a varied arrd high quali{y extr*-currieular experience.
. Work ciosely :p'ith calleagues in the devel*prnent a;rd maintertance of the institute's
extracurricular pr* gra:r:rrre.
. Coordinate the extra-eurric*lar activities and reviewiag their suitability and
effectiveness aed administrate th* extra*currier:lsr aeti!'ities and s:lpp*rt the house
coordinatar role as required-
t Otganizq publicize, and rnanrage the extra-curricular opparturities acrcss the institute
in liaison with the relev*nt Heads af *rea - PE, Music, DH recreatianal.
r Ensure rcbust qiralrty c*atrcl f*r extra-*r:rricular cll;bs is in place withir the institute.
r Monitor the progrese of students irl ail extra*curricr.r.ler acti'gities thr*ugh close liaison
with staff, parents arrd any extertal agencies used.
e Ensure all docrrmentatie* *,ad recards asseciated. to tke errtra-c*r=icular aetivities
& MAR, are csilrpleted, rec*rded, and ma.iataited c:n the relevas,t s5rstems.
e Provide regul*r reparts regardirrg student participati*n Lrz the *xtra-curricular
programme.
r Indicating which arras are required in terms sf staffin:.,*h'ement and ensr:ring al1 stall
do their allocation of clubs
. Managing the cluh pr*gra::1rne arr a day-te-day b.asis ensrrr-ireg ef{icient r;se of staff and
resources.
. Monitoring of extra-curricrrlar activities, sftldent attesrdaace sad strr*ent achievement
in ttre clubs
r Developing a m*re thor*ugh recardixg *y*tex far progress and participation in extra-
curricular activities.
o Promote a positive prafile *f the institate vision tc st*{f, pupils, parents. and the wider
communit5r.
Liaison with the ICT/Data Tearr:s to set up atl online studentfp*r*nt sign up system &
extra-curricular areas *f the rnetrsite.
r Orga-rrize the camrx:.r;eicsti** *f extra-curricul.ar a*{'ir.ities to students arrd parents
ensuring that they are aurare and take part in opportucilies affered by the Institute.
r Encourage a two-way dial+gue with lestitr:te staff ar:.d parents tc ensure that all clubs
ald opportunities are as fully attended, enjr:yed and inspiring as they possihiy could tre.
e To identify, implement and coordieate a broad extra-curricular programme across the
institute, giving opportuni$'- fcr each participant to be invoh,ed in varied, challenging,
and meaningful activities.
r Liaise v""ith the F{eads of t}:e Departments ta ensure that all strrdents and their parents
are informed of the principles, objectives, and benefits of extra-curricular activities.
o Provide ccntent for the Institqte website, Facebook FaSe, yearbcok, arrd other media {as
required) to inforrn the Institute commuai$ abaut extra-cnrrieutrar aetivities, and to
promote extra*curricular activides.
r Assist in the orgaai.zation of apprapriate calendared ev-ents ar:.d sr:pport the various
relevant fundraising eff*rts thr*ughout tJle year & assist in the managemerrt of volunteers
and staff whc partake ire tlee extra-curricr:lar activities of the Institute.
r Work within aad monitor avaitrable fu*ds and assceiatcd rescsr*es, acd to fbrecast and
recommend future budgetary needs.
r Ensure that fundraising is sufficient to cover tl:e envisaged extra-curricular
prograrnmes & ensure ell st:"rdents receil,e a reqrdred MAR points as per prescribed by
Afflliating Universlty"
rUplaad ai1 MAR related activides docucrents of the *tude:rts aad their Score to the
Uni
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CODE OF CONDUCTS Os. IN.C*IARGE-LITERAR,Y
" Desigrr a newsletter/ Magazifie template. All ics&e* inch.rde a rrlessage from the
dignitaries, frca" th.e ctrief edito:".
r Produce neiffsletters annually in the mcnth of Januar5r & magazines {?echnical &
General) bi-annual1y ic the mn*.tl. of Juae, and Decenaher"
rTo conduct meeting qdth a}tr tlre st*dent arrd the staffcocrdirratcrs
o Have subcommittees to have a better publication
.Assigrr topics to comr*ittee m.ercbers for infcrmatien gathering
. Gather relevant advertisemer:.ts
r Edit all articles
r Design tl.e newsletterl Magazine
r Publish it to website and distribute to all the stakehelders
o Organizr many litera4r eveats arrlorag a1L the stake holders.
r Gathering and sortiag infarrratioa ucder vari*us beadings
r Checking and editing t]re isformatisa
r Proof reading
o Giving a final shape to the g.agazine
.Inviting quotations frora the printers, identifying printer
e Receiving printed copies fronn printer arrd arranging for distributian
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CODE OF CONDUCTS OF IN.CHARGE.NSS:

To discharge his/her obligations under NSS Prograrrlfile the Programme Coordinator
pla1,s the role of an orgamizer, an educator, a coordinatcr. a sufien'isor, al1 administrator,
and puLrlic relation officer to improve the quality and magnitud.e of NSS programme in
hislher institution.

As an OrEani.ser:
.?ake initiative in deveioping a Technocrati* Environment and help the underprivileged
people to develop themselves.
r To interpret the scheme to the students ancl cther mernbers of tlte *c11ege community
and create awafeitess about the schente.
. To Motirrate, recruit, and select student for NSS work-
. To eniist cooperation and coordinaticn cf ccmraunliy agerrcies, goverftment departments
and non-goverrtmental agencies.
e To select service projects on tf:e trasis of utility an feasil:*i1ity.

As an Educator:
.'lo prepare orientation programme far NSS vciunteers, eNplain them abaut the concept
of social serrice, aad teach t}lem methods artd ski]trs reqrtired for achiesing the objectives
of the scheme .

. To promote commumty education through meetings, talks, rrews bulletins discussions
etc.

"To help in formulating NSS programirres rvhich 41411 have direct relationship rvith the
academic ctrrricula.

As a Co-Ordinator:
r To coorrl,inate NSS actir.ities in accordance u,ith the student's atrility and community
dema-nds.
c Tc coordi*ate interr:al resoilnces available in the fcrm of teaching expertise of teachers
f,or enhancing the knonledge and skills of the students in imple*entatiori cf the scheme.

" To coordinate various external resources ar.ailable in the forms cf government services;
welfare agencies and vnlur:ta*' 6o61*s f*r tl:e success of the NSS programme.

As a supenrisor:
r To assist students to learn harn to do their jobs. Hislher supenrisor3i and consultative
skills should enable students tc set realistic goals and see prcLrlems ,5 6foaJlenge and
take appropriate steps to solve them.
oTo assist in erraluation arrd foliow*up wark.

As an Administrator:
. To keep the P::incipal, College Advisory Ccrn:nittee arrd the Prcgramme C*ordinator of
the Universi[r informed of the actitities of the unit"
. To run day-to-day administration *f the programme.
r To attend correspondence regularly.
r To maintain record of student's participatian and actir.ities unclertaken.

" To prepare progress report periodicall3" for submissio*. to callege/schaol arrd university.
r To keep accou"nts and stock in the prescribed forms.
. To prepare annual calendar cf activities to be undertaken.

As an Organizeg;

'Organize the regular activ-ities includes:
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r Functional Literacy/5du*ationai al:d r.$xl-{*Emal educati**i Prcgracrme
*. Piantatlon & preser*'ati*n and up keeping of i-rees,

t C*r:.strrrction afid repair *f roads,
{- Cleaniag cf village ptxeds and rn'eIls,
{ Construction and iaying of parks,
d Hea-trth cducation and prim*r3r healtb ca.re,
+ Enr"ironn:ent/Wasterlexrddevel*prxefitarrdc*nservati*I1
t Immunization lHeai.th carrPs"
* First aid asrareness,
t Bl*od donation,
t Anti-drug addiction drives,
I Pragraurmes for1tr1'aman & srcanen emp*w'ercaent
'S Work in H*spitals/Orpha:rages/ Destitr:te Homes"
{ $atioreallnlegraticnfC*mmr:r:.a-lHarffi*r:yPr*graflallles-
* ,{JDS awarelless:
+ Advocati*g advenceel agriculturatr pra.ctice,
,l Disaster management {C3'clones, fl*ods" ear:lhquake*, drcughti,
t Road safety activities,
+ S*cio-econcmic surr.eys, impr*vemerrt *f campus etc"
d. C,elebratian cf importaret days.

As a Public Persos.:

" To inform the community about the scheme through press repcrts, radio and television
programmes, pamphlets, semitr1a.rs, and speaker's for-ums"
r To initiate IEC campaigns for image buiiding of NSS to inspire a-nd motivate the students
and community,
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CODE OF CONDUCTS OF IN.CHARGE.CULTURAL &
EVENTS

. Shall identify the talents <:f the sttrdeat* s**r= aiter the c*rr.rraenceme;:t t:f err academic
year and prepa-re a datatrase trased on students' interests {dance, relrsic, theater
perfbrmance etc.).
. Shall identi$'the artists who car: train the students in the respectii,e fi*ld"

" Shall Train the students rvith th.e help of well-knorx,n artists.
o Shall take the responsibilifv cf any st.age event that happens il: the institution"
. Shall Prepare the calendar of er.e'nts for the entire yea::
. Shail prepa,re the anmrai trudget plart by considering all the expenses that need to tre
met.
n Sha-ll prepare the trrr:chure and other necessary documents pertair:ing to the event
planned"
e Shal1 publicize the event thrcugh the publicity cammittee.

" Shal1 Conduct the event
r Shall subrnit the re1:ort w'ithin cne week after the completi*n of the event
. Shal1 encou.ra-ge students t* participat* in tLre evrnts ccnducted in contemporar5r
institi-rtions.
r Shall encourage students t* participate irr state and natioaal events.
. Sha1l organize cultural tvents f,ar students *f higi: scho*l, PU Coileg* ar:d polltechnics.
. Shall publicize the students' ackrievements in website, department trotice boards and
trocal newspapers.
. Shal1 maintain the datatrase of student participants ar:d pr":.ze winners.
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CODE OF'CONDUCTS OF IN.CHARGE-WOMTN CELL:

rTo Protect Eve teasing i*cid-ent* in ttrre campus and the c*$ege buses.
.Act against inappropriate behal'iar towsrds warnen sta{f
o Act against Improper trfatfirent cf girl students
r Act against Passing of unaesthetic arrd provacative comments and rnessages.
. Equips the female students, facuity, and staff'memtr*rs witl the knowledge of their lega1

rights.
. Safeguards the rights cf female studerrts, faculty and stalf memhers.
. Provides a platf*rm for listerring to camplaints and redre*sa1 of grietartc*s
. To sensitize the college community on the need for ernp*werment of women
. To counsel wcrrren boarders and rrorr-resident wofll-ert students
.To enable the College co:nmunity, understa-nd the role c,f everyone in emponering
women students
. To prer.ent sexual harassrnent arld tc promote the generatr well-being of female
students/ employees of the Institute.
r To provide the healthy and safe environment irr the Institute for the female
students/employees.
. To provide grridelines for the redressal *f grievances related to se-xual harassment of
fem ale students 1 emplo3'ees of tlee instituti*n.
. To resohre issues pertaining to girls or wcmerr sexual harassment"
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CODE OF CONDUCTS OF COORDINATOR. STUDENT
REGISTRATION, COIUPLIANCE, AFFILIATION,
ACCREDITATION, SC/ST & SCHOLARSHIPS

rTc make note of the circulars sent by AICTE and MAI{AUT and serrd it to appropri.ate
In-Charge through t?le proper channel.
r To sencl the reports tc t}.e re*peclive trody as :rrrd when required bry the regulatorv
bodies.
.To have an internal ar.rdit minimum one week befare the inspection by the regutratory
iiod-v and make sure that ttre appropriate a*ticns are heing taken.
o Proper information of faculty a::d students must be sent to the respectirre body.
.Take necessar:i action ts conduct Student registl'atian in MAKAUT smoathiy & send
proper informatio:: of students ta the MAKAUT.
rThe circulars from the regulatory bcdy must be properl;,'d*cumented.
.The documents submitted b-y the institution shaltr be properly documented.
r Ensure all t3pe of Schoiarship for the students 8[ farulty in pr*per tin:re.
o Ensure Equal Oppcrtunity a:rrl Socia] -Ir:stice to the Schedul*d Caste and Scheduled
Tribes students by provlding t&.em equal apportunities in the frelds of education.
o Ensure that students belonging tc th* *ateg*ry shc*ld get their due scholarship and
other benefit from the various sehemes of the govern::rient
r To extend support in the form of, learning app*rtunities by organizing extra coaching,
remedial classes to bring therc. in par with gaari perforrners.
. To ensure equa-lity arrlong all tlee staff and students by ccunselling and sensitizing ttre
stakeholders.

" Ttre Coaamittee reg*larly org*leizes inl*ractive *e*si*ns a:rd infarrnatr :::reetings with
students to attend tc ttreir persanal, social, and academic pral:rlerns.
o Ensure the caordi-nation between Students, Parents & College authoritv
. Resolves the Gl-ier.ances *f SCIST students and employees *f the unir.ersity and render
them riecessar3r hetrp in *<ilvi*g tleeir academic as w'e11 as admiaistrative problems.
.Looks after the wcrk related to SCISTs matters a-nd rec ather work is assigned to the
Ce1l.
o Ensures the effectir,e i::rpiernentation of t]:e guidelines f policies atrd pr*gra-rnmes of the
Government of India, UGC and State Governments about backward castes, classes and
physicall5, challenged.
. Collects clata regarding t}.e implertrentatiarr of the policies in respect of admissions,
appointments to teaching and n*n-teactring positions in the itrstitute and informs the
saine to the deserr,'e peopie.
r Girres wide publicity tJ:rcugh cir*'i:lars ta all the f*cuities a*d informs the students
about the various schotrarships
. Plans to implement, cocrdinate, anrl control all schernes related disadvantaged groups
. Conducts coachir:g classes f*r competitive exams and prepares stlldents far professional
examinations.
r Ensures the safe ar:.d" secure environrtrerrt ftir mirrorities
. Provides counseling for *rr-r.. ematic,nal cmergencies arising on account of a;ry events in
the institute
. Prorrides a rnechanism to redress the grievances cf minorities
. Collects reports and information frcm the Governrnent qrf India and t] e UGC orders on
various aspects of education, training, and emplcarrnent of OBC.

' Circulates Governmerrt o{ India orders and tlGC's decisions and to collect information
in respect of appointing, trainiug these communilies in teaching and non-teaching posts

date andin the , lo the*r for within the a
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take follorni up ac*an *.ihere required"
. Collects statistics on OBC stuclents a:td ernplcyees'

. Functions as a Grier.ances Redressal cell f*r the Grievances of GBC sft:d.ents including
rninority students and emPloYees
r Creates awareness abcut the i:rternal ccmpliance c<mrnittee cell arceng the Institute
academic and administrative uaits-

' Promotes effective communication and collaborati*n a-olong those responsible for
cornpliance.
. Ensures that the complainant and witr:esses are c1*t ricti:nized *r discriminated
trecause of their c*mplaiat.
e Encourages arl ope1l dialogue with the ccmplaitrant lrom tlae committee members.
. Monitors emerging cornplia:rce trends artd circi.rlate the inf*r*rati*:: as needed-
. Serr.,es as a resource in developiag or irnprovirrg courpliaflce related processes.
r Works w-ith the University Potric5, Rer.iew Cornmittee to er:sure prsper reporting of the
complailts and their foltrour*uF procedures.
r Makes recommerrdations to seclicr riianagelnerlt as t* arry reso$rces *r actio*-s required
for Institr:"te compliance"
r SCHOLARSHIP & CREDIT CARI} LOAN APFLICATIOi{ VERIFICA?IC'N:

o Post Matric sc, sT, oBC, Merit Cum Mears, Pragati, shaksham, PMSS

under Naticnal Scholarship Portatr iNSP)
c Pcst Matric SC, ST & OBC {WB} under GASIS portal
c Post Matric MCl!{, SVI!,ICM for Min*rlty {WB} under AIKYASHREE portal
c E Kalyan Jlrarkhacd Schr:larshrip for OBC
o Swami Vivekananda Merit Scholarship pVB) ur:der SVMCM portal
o MAKAUT S\i/C
o Kanyashree Scheme
o West Bengal Str-rdent Credit Card l-can {I#ESCCiApplicati*n

r COMPLIANCES:
o AiCTE {EOA ared other compliances}
o MAIi{"UT, WB {Affiiiation a:rd cther c*mpliarces}
c WBSCTVESD iAffi,liation and other eompliances)
C NIRF
o AISHE

" Different Survey data f,i1up
r Handling of daily emails received irr inf{{Adsec-ac.in
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CODT OF CONDUCTS OF
SUPERVISOR-INFRASTRUCTURE, CIWL PROJECTS &

MAINTAINANCT:

The maintenance superr.iscr is responsit{e fr:r generaL maintenance & Civil work
throughout the college a*d, catnpr:s wtrich includes folXr:rn:ing functions:

" Plarr and. execute mairrtenartce v,.*rk systernatically tr3t:

+ Preparing schedule* for routirre mainten&nce ri. d*ily, r,r.'eekly, and monthly
basis.
* Msnitoriftg of wrrk earried *ut as per pla*s thr*ugh pers*nal inspectior:. and a
sound feedback syste.na.
,l Taking correctirre action t* rninimize gap trehl'ee* plarr and action.
+ Submission o{ mcnthly status report *a c*rnplaints.
+ C*atiauously striving f*:: ircrease in tle efficiency cf mai:rtenance staff by
progressively mecleaciring t}le w*rk and reduc:ing m;rrrual wcrk-
.Trouble-shoot maintenance protrlems/complaints icciuding plurnbing problems.
. Trouble-shoat, diagncse arrd correct mir:or failures *f phat*copiers, water coolers, fans,
pumps etc.
.To work in liaison and in co-crdination with outside rnaintenance contractors and
technicians.
r Facilitate in the maintenance of, t?re college grounds.
oManage sta{f of maintenarce technici*:rs /serni-ski11ed, unskilled labcur"
r Assist in mo,rritoring inventory of maintenance cleaning supplies alrd faciXitate issue of
purchase order.
.Inspect the ccliege properties for safety haz.ards and take corrective action.
. Co-ordinate the setting up of different areas / *lassr*crns, Semi-nar Ha}ls/Auditorium
etc.
r Dealing with setup of varicr:s rooms, offices and assisting in rem*r'al aad relocation of
offices, rooms, aed eqrripment.
. Upkeep of maintenance store.
r Supervision of any Plumbing related activities"
. Superr,'isian of any Deccratian related activities
. Any other function assigned by registrar I Admini.strative officer / Dean lAd:nirr I HOI.
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.Identifies the transporl requirennents of the college li<>:x. to time and inf*rms the same
to A0/Registrar and initiates action f*r rneeting the requiriment of Vehicles, drivers,
parking place etc.,
. Receives requests/applicaticns frcrn students and staff f*r seats in coliege buses and
aliots routes, on first - cu.rn-first serr,-ed basis and issr-res trus passes.
. Fixes bus rorltes, arrd stages, allocates vehicles and drivers on the routes, in
consultation with Administrative Gf{i*er and rn'ith t}re appr*vaX of Registrar/Principal
r Reviews the routes and the allocation cf buses arrd drirrers at least *nce in year {at t}re
end of Academic year), re-arganizes them, based on preroioris years' experience, and
expected future needs.
r Sets the time of starting of the buses fr*m the originating paints tc ensure their arrival
at college by 9-45 A.M. Als* errsrtres ccrnpliance of drir.ers with ttrese req:.rirernents"
r Processes lean e applicatiarrs *f d-r:i:rers, recom:r:ends sanction, while deploying
substitute (spare) drivers and ensures all vehicles ru.n as per schedule.
o Operates li:aited buses cn semester end examination da5.s and during vacations as per
actual requirement, making c}:a-r:ges in the rcutes, if fosnd necessary.
r Schedules VL/EL of drivers during vacation ensuring uninterrupted, skeleton tralsport
serrrices, as planned.
. Assigrrs extraf avertime duties to drivers feli*wing apprcpriate procedures.
. Prepares overlirne bill for payrnent to drivers *n monthly basis
. Prepares bill for rent for private parking lots
. Scrutinizes and proc*sses *iesel/ Fet-rolbills, Vehicle repair, rnaintenance bi1ls and bil1s
for private vehicle hiring charges fcr paynent )

o Stays connected with drivers / bus-in-charges during journey tinte and assists in
troubleshooting or il: ca.se of vehicle trreak-d*r,sryr, arranges r*lief/ spare r.ehicles"
r Interacts regularly with Eus*in-charges to understand and assists in resolti.ng problems
if arry, such as: traffic c*ngestions, restrictions, erirolrte, student behavior, unauthorized
tranel, need for tweaking af routes/stages, vehicle fitness, unsafe driving etc.
. Schedules the regular maintenance of the vehicles and follows up on the sarne
r Oversees daily mainter:ance of tlre vehicles by the drivers as per College Vehicle and
Driver Policy.

" Handles requests for change of rcutes, special perrrission for trar.el by c*ilege buses for
short periods"
r Handles tre.nsport relaterl ccmplaints from students, parents of students, staff, and
drivers and resolves issues with the help and guida:rce *f Administratirre afEcer.
. Receives transport reqltests iother tha:r tLiose for regular commuting frcm place of
residence to college) frcm student,'/staff drrly appr*ved by the competent authority and
makes rrecessarv arraflgements, ensuring that callegr vehicles are put to optimurn use.
It may include arranging far private vehicles frorc arry appraved ?ravel agency, if :

a. College vehicles ane not availaLrle. and private vehicle booking is autF:*rized.
tr. Specific requests for private vehicle bookitg are recsived.
* Maintains a curent inventory *f coliege ovmed vehicles.
c Complies with locai. {RTA) regulati*ns, college pracedures, 'pertairting to registraticn,
fitness inspecti*n and use of cotriege vehicles.
r Arranges to ensure all vehicles, monitors the expiry dates of insurance certificates and
scheduies prerninrn payments for renewa-tre i&.e11 in time
o Maintains documents srrch a vekriclc registrati*n, insrtrance certifrcates, {?tness
certificates, permits and pcllution certificates.
c Arralges periodic*l eye-c}:eckups f*r drivers arrd easures their fitr:ess for driving.
r Attends to any other duties assigned from time tc time.
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CODE OF CONDUCTS OF
SUPERVISOR- ELECTRICAL MAINTENANCE:

The electrical rnaintenance In-charge is responsible for the maint€nartce of Electrical
Equiprnent in the college and campus which includes follcwing functions.

r Attending to general c*mplaints receir.ed fr*m different departments, rarhich includes
repairing of tube lights, fans, sqritch boards, electrjcal power pcints f*r projectors, u'ater
coolers, water dispensers. Air ccnditi*ners, three phase mctors etc.
r Prcviding LJninterruptible pca'er supply far smosth conduction of ONLINE exams,
placements. ald main el.efi.ts in the college by sa,-itcl:ing ON generators ar:d. UPS, as and
when required-
r Perform regular mainterrance a*d servicing of the generator-
r Perform regular maintenance and servicing of the UPS agrd batteries.
r Recording the runtirne readiltgs of both the gerrerat*rs-
. Recording the autput voltages af both UPS arrd battenes for smcoth functioning of
ONLINE exams"

" Repairing of OHPs.
.I\{aintenance ol LT arid H? side 10CI KVA a*cl 2OO KVA transf*r-mers.
. Maintenance of all panel b*ards in the college-
o Erecting of cable from panel boar:ds to distribrrticn trcx.
r Installation of capacitor banks to improve pcwer factor at LT side cf both the
transformers.
r Daily recording the pow.er factor readings to check for uni$r power factor ald thereby
avoiding penall-w charges from TSPDCL.
e Filing of electrici .v bilis, generator serr,'ice repcr'ts, UPS service repcrts, test reports and
trilis of equipment purchased if arzy.
. Helping during emergericies by operatirg floodlights and ge:rerators.
r Providing support for t1 e installaticn of Electrical Eqedpment in tlee calnpus.
r Any other function assigned by Principal
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CODE OF CONDUCTS OF SUPERVISOR.HOUSEKEEPING:

The In-Charge *f housekeeping r*pcrts to the Adr:.tin Executive. Helshe is responsible for
the overali cleantriness and aesthetic upkeep of the Institute,
His/her duties are: -

. Organize. supervise and coor:dinate the rn''ork of hcusekeeping staff o* day- to day basis.

. Check and ensure that a1l ciassrooms, floors, corridors, public areas, staircases, floor
pantries of the allotted floors, back of t1le i:eliiding areas, are clean and well maintained.
. Establish and maintain staadard operating procedures fcr cleaning and deveLop new
procedures to increase efficiency of labor ar:d product use.
o Maintain regular inr:entory arld checking af furniture, linen, equipment in the institute.
.Approval of supply requisitions far the housekeeping and tc maintain minimum stock
and cost control procedures for all materials.
r Inspect the work done by con*:act*rs- pest control, laundryr, wic,dorv cleaning, etc.
. Prepare staff schedules and duSr r*sters.
o Ensure all flo:n'cr arrangements are placed in appropriate places in public aireas.
r Ensure serninar halls. Audit*;:iu:re a:rd ccnferer:ce halis *r* kept read1. for functions and
conferences
. Supervise spring cleaning.
e Maintain par stock for the respective flaors"

" Report a-r:.-r, safefir or securrq'hazard to the securit3r depa-rtment.
. Check on scanty baggage
. Supenise work of people ia.ho clean carpets, wa1l washers, m.imd*w-'nashers.
r Supen ise to Polish all brassware in public areas, Cleari all derors, windcrn s, r'entilators,
firefighting equipment, shafts, artd terraces.
. Maintaining landscaped gardens af the institute as well as in suppl3'ing flou,ers frorn
gardens for llorn-er a{'rai:gements in the instit"ite-
. Purchase pialt seeds, plantings arrd supen4se usage of manure arrd fertilizers.
. Maintai-n uratering schedules of plants a-ird attend problems regarding watering
schedules.

'Supervise and maintaining the trawns
.I\,{aintaitr plant nursery arrd green house and prepare pctted flcwers and. potted pl.ants.
. Prepare different flower arirangefirents fo:: di{ferer:t areas* l*bbies, front of,Iice, canteen,
guestrooms, seminar, Conference halls etc.
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CODE OF CONDUCTS OF SUPERVISOR.SECURITY

General Duties:
. Being respollsible for the line rilanagement of a flexible workforce" directrng resollrces
to where theSr are needed
r btraintaining public crder on campus and ensuriag that any orga::izecl protests or
gatherings are managed effectively but sensitively
. Liaising with the Police, Fire Serrrice, and other agencies in an emergency and cn eiltr

issr-les affecting security, inciuding high profile visits ald events of all types r,r,hich have
a potential to create securir_v concefiis
o Being a member of the tr::stitution's Errergency Managernent Tearn taking an operational
role on securitSr arrarrgefilents associated with the Ins'iitution's insident handling plans
and emergency planning proceclures
. Providiag routi*e i*vestigatierrs *s* repart* whi*k drre e**piled in a timely
manner and to a eoasistent staedard
. Security and Pottering with inr.estigations as rcay be required frorn time to time rnhere
the process or outconle flley he pa::ticularly sensitive or have sericu** irnplicatians for the
security of the Institrite arrd its staff and students
o Ensure all neeessar:y pr*perty iespecti*s* have beea earried eut and security
equiprnent is in serviceable csnditica.
r In conjunctior:- w"ith the Da3' Supe;:visar and Admin erisu,re that su{ficient staffs are
always on duty alrl for ensurirrg cclver and cvertime payments fcr your shift team.
.Check details of staffing ler'-els, adltse of any Rcta co-"'*.r shortfalls, plan annual leave for
his or her team ar:d er:su::e continuing eaver of departmentaL tasks across the Institute
by ma-ximizing use of rescurces.
.CaIl in additiona_lrescurces as appropriate
oSupport the Operations Manager in carrying out annu*-L tear=r appraisals
r Ensure that all records relating to leane, sickness ar:d pay are correctly managed and
preserr,-ed for audit prtrpcses for the appropriate lengt}- of time
r Act as the investigating sfficer *r: disciplinar3' rnatters for staf y*ri arr responsible for
. Respcnsible for ensuring procedures ar-e in place for ttre seclrre c*ntrol of ali Master
keys
r Assist the Admin cf the lastitute to ensure tlae L*c;rl Operating Pr*cedures are adhered
to by all securitv and pottering staff
o Ensure In & Out of al3thing through the Institute Gate & rnake proper database &
report to Store, Accounts & Adrlrin Section time to time.
r Check the Bill & Check the ltems at the tirne *f In & Out throetgh the Gate and report
to the Concerned Authority of the Institute.
I Ensure aii Du$ Superr:isors aliaual leave is csordinated ta ensure su;renisor3,- cover is
availakrle such that na more than 1 duty supervisor is on an:rual leave in any one period
" Responsible for ensuring Hea-lth and Safeg is adhered ta so far as is reasonabl3r
practicabie, ensuring a safe w-arking envir*r::r:ent f*r all empl*yees.
. Complete arrd monitor risk assessments tc meet the rre*ds af the departmer:t
r Instigate police response and atrarm engineer to irrtrrder alarms / activities
r Ensure all fire alarm acdvatio*s are resp*nded, tr: apprapriately in acc*rdance with 'Call
Challenge' and University prccedures
. Provide u,'eek1y Tearn brief to mernLrers of' shift team
o Act as Customer Services *harxpicn f*r sldft tearn
o Ensure safe release of passengers stuck in a Hft due t+ break dou.*, thr*ugh call out of
the Lift Engineer.
e Act in the rotre of First Aider and Fire Warden.
r Ensure procedures at:e in place f*r the cr:ntrsl a_ird issue af keys.
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. Er:rsure repon"ting of site falrlts t* the k:stitute sraifit*n*rrce tea-ffr

.Instigate call-out procedure in the event cf a &{qior Incident
o Ensure all incidents are accuratel;r logged ont.o a datahase

" Input and report all rep*rted crianes and dea-l n"ith. appr*priately
r Liaise with potrice investigaticns into any criminal *ffence csmmitted within the Institute
grounds and off-site premises
r Ensure all tasks and duties are repartecl *:rto the daily report log sheet
.Issue of identi&cation badges in accordance with Institute p*licy
. Provide a daiiy 1og af fire alarm activatio*s to the Safety Office, Electrical Engineer and
Fire Safety Advisor Car Parking
r lVlanagement and operation ol the car park enforcement procedures.

" Liaise r,r.ith students, staff, ar the putrlic, pror.idirrg advice cn the mariagement and
operation of car parking arramgements
. Report any identified defect-" in the *peratian af the Car Park eqr-ripmerrt and ensure
timely repairs
r Management of car parking arrangemerrts asssciated, with large events
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CODE OF CONDUCTS OF SUPERVISOR.CANTEEN
. To supervise, take stqls f*r tfue ea;&tetrarl{:e *f, casrteer*. facilitie* urith ?:.ygiecre
e To maintain and cffrtrolt}:e quality of fcod supptried in the carlteen
r ?o modernize the canteerr equipraent and co*kir:g procedures
r Tc control arrd make sugestions to the ea*teen mamag*merlt
r To ptraa for all the inf,rastr-ucture facilities reqllired as per n*rllrs through Pr*fessor In
charge resources
. To plarr and morritor the mainterrs*ce of al} the in&*strucftrre facilities related to
Cac.teen
.To mai.ntain the canteen prernises, clean arrd Hygiene
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CODE OF CONDUCTS OF
FRONT OFFICE ASSISTANT I RTCEPTIONIST:

Receptionist ta mar,rage the fr+nt desk daily a:rd to perfe;rrn a variety of administrative
and ilerical tasks of the institr.rte. He/she shatrl tnoadiy perform t}le f*llor*'ing duties and
an}, other dr.rties.

o Greet and rnelcome guests as s$ol1 as they amive at ti:e offlee
r Direct visitors to t}re appropri.ate per$Gn and offi-ce
r Answer, screen, and fcrward incomirrg phone ca11s

o Ensure reception areais tidy arrd presentable, with all necessary stationery and material
(e.g. pens, forms and lr'rochures)
r Provid.e basic and accurate information in-persoa and ria phonef email
. Receive, sort and distribute daiiy rnailldeliveries
. Maintain office securifir by following safety procedures and ccntrallir:g access via the
reception desk {monitor loghaak, issue visitor tradges}
. Order front of{ice supplies arrd ketp inventory al stock
. Update calendars and schedrlle meetings
rArrange travel and accommodations, aRd prepare vouchers
r Keep updated recards of office f;xpenses ard costs
r Perfcrm other cLerical recepticnist duties sr-rch as filing, ph*tocop34ng, transcribing, and
faxing
r Maintains inward/out-ward registers and uses thent f*r serdirrg/receir,'ing all afficiai
communicalion.
. Maintains lean e record, permission records of faculty, staff and str:dents as may be
applicable
r Informs HoD with regar:d to the facuL{y whro are abse.nt and as*ists in the adjustment of
class work vu-henever a need arises
o Posts attendance of tl.e stuclents daily, Frepares fortlightly attendance reports of the
sti-rdents, sends the same trr class a$visrs/rrrentors and HaD

" Maintains persanal register regarding tke appcintreexts etc. if arty
r Pror.ides aay data ared statistica-l pariiculars fhat has kreel: requested hy authorities and
other sections of the itstitute arrd an3' ottier agency are to be pror''ided in time
o Facil.itates to pror,4de tl:.e desired inf*rmati*:r scught under the RTI Act, 2O05'
e Organizes the work schedule, sorting out routine incoming arld outgoi.ng papers
promptly, in order of pri*riiy- and raaintainiag registers fcr the setrte.
. Maintains excellent pul:1ic relalions and an-rarrging meetings, if arry' as required.
. Refers/directs caliers{ir: person/telephonei/papers to appropriate persons
cf the Departr:rent I Coliege, as the case may be
e Be responsii:le fcr the safe custod]. *f ai1 t]le f:1es irr the elepartmentfsection and
maintain strict confidentiaiit3. *n all matters related ta the of[ice work of any nature.
e Enters data, maintains data entered, ar:d backs up data fi1e* periedically
.Any other work assigned kom time to tilne.
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CODE OF CONDUCTS OF OFFICT ATTTNDANT:

An Office Attendant job responsibilities fa11 into basir administrative assistants. Their
duties vary depending on the diff'erent tlrpes q:f of{ice enviromaent. Office Attendant
performs various basic a.drnitristrative duties, such as sen,irtg beverages t* the guests or
staff, haldling electronic files a-nd papers, greeting visitcrs ared so on.

He/she shall broad$ perform the folior*'ing duties and an3. cther duties

.Initiates prornpt action on files a:rd pr*posals and their disposai including promptly
putting up notes and {iles to the higher authorities and maintain all the files and records.
r Be aware that the incumbent t* the p*st may Lre tra-::sferred to any *ther section or
department as per the exi,genc3; of situation"
. Disseminating information through telephone, websit*s, mail services, and e-mail.

" Argantztng and n:.aintaining electrcnic and paper fitres and mar:aging pr<rjects.
. Answering telephcne, direct, screen calis, taking and rela,ving messages"
r Maintaining and devising office systems, incl*dieg Eling, data rnanagement etc.
. Prcviding inforrnaticn to ca11ers, greeting perscns entering *rgartizattcn arrd directing
indiyiduafs to correct destination"
r Monitoring the use of equipment and supplies w{thin the o{fice.
. Dealing with queries or reqllests from the visitors arrd emplcyees.
r Coordinating the maintenalce and repair of office equipment.
r Assisting other administrative stalf in wide rarlge of office duties.
. Collecting arad distributing ccuriers or parcels amorrg emplo3,ees anci opening and
sorting emails.
. Delivering facsimil.es and tracsmitting them and performing any related internet search
tasks.
. Updating appointrnent calendars, creating trav*l r.ouchers, per"f,orming rnrord processing.
t:asic bookkeeping, and flling"
r Training nerr ernplc]i'ee regarding the offrce *lerical duties, whe* needed.
rHelping the recepti*ni.st, se*Eetares, or *t}:er admirristratire assistacts i* perf*rming
their duties.
. Trainirrg ather co-wcrkers in af&ce ta perform wcrk :re11 by utiiizing computer
apphcations and mair:.tair: effectiveaess af the of{ice practices and prr:cedures.
. Cooperating with *ffrce staff to maintaic praper i*teraction a*cl a fi:iendly environment
within the office.
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coDE oF coNDucTs oF suPrRvrsoR-HosTEt /
WARI}EN

r Monitor Hostel discipline and ovrrall student's activities inside the hcstel.
e Vlonitor the student's entry and exi.t in Hostel on permission.
o Inspect thoroughly the requisition letters submitted b,:. a hostel].er and verify
him/ her perrnission from Parentsf Guardians, Tutcr, Class Advisors, HOD, Dean
and Principal before permitting for leaving th* hastel.
* Stud), time shculd be srrictl3r rnaintained and ensure that students are following
the same.
oAttendance rnust tre taken for ensuing the presence of each studerrt.
. Surprise inspections shor-rld h-e dr:ne lor ensuring the rr-les and regulations of
hostels are followed-
r Comrnunicate with the Parents/ Guardians and treat properLy s.hen they visit
Hostei.
oA1lot roorns as per the guidance from the Adn:inist:ation office of the institute.
rIn case of ragging / indiscipiine report tc the Principal for t-t-rrther action.
oOversee the hausekeeping, rnaintenance, and mess in the hostel
r Inforne the reqnirements in the hostel to thr principal in rn riting.
.Shouid make alternate a.rrangements in consultatioa with Principal u,hen going
on ieave.
e Student's complaints should he addressed, recarded, aad notified to
Adrninistratir.e Officer and to Principal, if r:equired.
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