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PREFACE

St. Joseph’s College of Engineering & Technology
(SJCET) Palai, established in 2002, is a private
self-financing Catholic minority institution owned
and managed by the Diocesan Technical Education
Trust Palai, under the jurisdiction of the Diocese of
Pala, with the purpose to provide education in
engineering to students in general and in particular
to students of the Diocese of Pala. In 2006, the
College was recognized as a Minority Institute by the
National Commission for Minorities, Govt. of India.

At its inception, SJCET offered four undergraduate
(BTech) courses viz., Applied Electronics &
Instrumentation (AEl), Computer Science &
Engineering (CSE), Electronics & Communication
Engineering (ECE) and Mechanical Engineering {(ME)
with an intake of 60 in each branch. BTech in
Electrical & Electronics Engineering was introduced
in 2004, and BTech in Civil Engineering was
introduced in 2010. The college began MBA course
in 2006 and MCA in 2009. BTech in Artificial
Intelligence and Data Science was introduced in year
2020. The programmes, BTech in ME, ECE, CSE and
AEIl were accredited in the year 2012 and BTech ME
and ECE were reaccredited in the year 2019.

MTech courses in various branches of Engineering
were introduced later having the following
programmes. The MTech programmes offered by
SJCET are:

1. Advanced Manufacturing & Production Management
2. VLSI & Embedded Systems

3. Computer Science & Engineering

4. Structural Engineering & Construction Management

The college provides hostel facilities to all interested
students in the campus. The Boys’ Hostels are
managed by priests and the Girls' Hostels are run by
nuns. The college has spacious play grounds, a
state-of-the-art gymnasium, a capacious auditorium,
a Canteen, a Bank, a Book store and a Post Office.
The college has a Medicare Centre with a staff nurse
on duty. The library and laboratory facilities are
judged as one of the best in the state by the
Accreditation Team which visited the college a few
years ago.

Developing into a world-class, pace-setting Institute
of Engineering and Technology with distinct identity

and character, meeting the goals and aspirations of
the society.
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Mission

e To mainlain a conducive infraslruclure and a
learning environment for world class education

e To nurlure a Leam ol dedicaled, competenl and
research oriented faculty.

e To develop studentls wilh moral & elhical values,
for their successful career by offering variety of
programmcs and scrvices

Quality Policy

o Accountlabilily Lo sociely

« Strategic planning approach to development

= Commitment to TQM and continuous
improvement

« Top quality faculty and infrastructurc

o Fully compulerized services wilh Smarl Cards for
students

= Team work and consultation at all levels

¢ Most effective and efficient teaching-learning
process

o Learning skills development programmes

« Personality development programmes

a Absolutely clean and eco-friendly campus

Value System

e Abiding faith in the almighty

« |ntegrity and opcnncess

e Respect for the individual

« Gender and social equity

s Recoghition for creativity and achievement
s Total quality and market relevance

« Scrvice to mankind

Ol

PREAMBLE

Any professional institution aspiring for growth and
developmenl in the Meld of education should have a
clear vision of the policies and procedures for the
furthcrance and fruition of its activitics.
Nolwilhslanding, good inlrasliruclure in lerms of
building, laboratories, staff and aother amenities the
overall academic achicvement will be low if the
procedures, dulies, responsibililies and largel of
every member of the teaching faculty and other
cmploycces are not clearly defined and strictly
adhered Lo.

The Staff Policy Document is prepared to make all
slall members working al SICET aware of Lhe rules
and regulations that govern their work in the
institute. Staff policy 2021 is a modificd version
(wilh amendmenls, supplemenls) of Lhe slall policy
which prevailed up to 2017, The revised policy shall
come into force from the date on which the
Chairman endorses Lhe same wilh Lhe concurrence
of the Patron, The modified policy shall be placed
before the next governing body mecting for
ralificalion.

The Governing Body of the College reserves the
right to amend, alter and add to any of these Rules
and to bring any such amendment, alteration into
effect from such date as it may fix.

02

TITLEX
COMMENCEMENT

These rules may be called as the Service Rules of the
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employees working in 5t. Joseph's College of
Engineering & Technology, Palai. The revised policy
shall come into force from the date on which the
Chairman endorses the same with the concurrence
of the Patron.

02

DEFINTTIONS

“Patron”: The Bishop of the Syro-Malabar Catholic
Diocese of Palai

“Management”: The Chairman of the Diccesian
Technical Education Trust

“Head of the institution”: The Principal of the
College

“Faculty”: The body of teachers

“Teacher”: Professor, Associate Professor, Assistant
Professor or such other persons imparting
instruction

“Probationer”; An employee appointed on probation
in or against substantive vacancy

“Ad hoc”: A person appointed on Centract basis for a
fixed period

“Special Pay”: Additional pay granted to an
employee

Class | special pay: (a) Pay in lieu of higher time scale
of pay granted in view of the additional or higher
responsibilitics attached to the post. (b) Where the
work is especially arduous.

Class Il special pay: When an employee has to wark
in addition to the normal duties

"Honorarium” means a recurring or non-recurring
payment to any employee paid as remuneration for
waork done for the Institution, determined by a
competent authority from time to time,

“Non-teaching staff”: The Employees of the
Institution other than teachers ie Technical staff,

Library staff and Officc staff

“Technical Staff" means the group of people with
technical knowledge who are employed in the labs
and workshops with specific work arrangement to
help the teaching faculty

“Library Staff” means the group of people employed
in the library for the day to day running of the library

“Office Staff” means the group of persons employed
in office of the principal for helping him for doing
administrative work

“Office attendant” accountable for performing the
various requircd dutics and activities in the college

“Time Scale of Pay": Pay which rises from the
minimum to a maximum by periodical increments

“Pay”: The amount drawn monthly by an employee.
Pay will never include allowances such as House rent
allowance, Compensatory allowance etc.

O1

TEACITING STAFF

4.1 Qualification for
Appointment of Teaching
Faculty

Cadre: ASSISTANT PROFESSOR

Programme: Engineering/Technology

Qualification: BE/BTecch/BS and ME/MTech/MS or
Integrated MTech in relevant branch with First Class
or equivalent in anyone of the degrees,

Programme: Master of Computer Applications
(MCA)

BE/BTech/BS and ME/MTech/MS or Integrated
MTech in relevant branch with First Class or
cquivalent in any onc of the degrecs.

(OR)
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BE/BTech and MCA with First Class or equivalent in
any one of the two degrees.

(CR)
Gradualion of Lhree years' duration wilh
Mathematics as a compulsory subject and MCA with
First Class or equivalcnt with 2 ycars of rclevant
experience afller acquiring degree of MCA.

Programme: Master of Business Administration
{MBA)

Bachelor's Degree in any discipline and Master’s
Degree in Business Administration/PGDM/CA/
ICWA/MCom with First Class or equivalent and two
years of professional experience after acquiring the
degree of Master's degree.

Cadre;: ASSOCIATE PROFESSOR
Engineering/MCA/MBA
(Direct Recruitment):

a. Ph.D. degree in the relevant field and First class or

equivalent at either Bachelor's or Master's level in
the relevant branch

(AND)
b. At least total 6 research publications in SCI
journals/UGC/AICTE approved list of journals.
(AND)

¢. Minimum of 8 years of expericnce in teaching/
research/industry out of which at least 2 years
shallbe Post Ph.D. experience.

Cadre: ASSOCIATE PROFESSOR
Engineering/MCA/MBA
(Promotiony):

Promotion to a higher cadre will be based on the
requirement/vacancy as per cadre ratio.

a. Ph.D. degrec in relevant ficld and First class or
equivalent at either Bachelor’s or Master's level in
the relevant branch.

(AND)
b. Should have compleled minimum Lraining
requirements as detailed helow.:

Two weeks ol Facully Developmenl Programme
(FDP) in the relevant area recognised by
AICTE/UGC/TEQIP/NITTTR/PMMMNMTT/IISc/IT
/ Universily/Governmenl/DTE/Board of Technical
Education/CoA/IIA/SPA/ITPI/NRCs/ARPIT /research
organization/other institutc of National
Imporlance/Design Sludio.

(OR)
One week faculty development programme as
above and one eight weeks duration MOOCS
coursc with E-Certification by NPTEL-AICTE

{OR)
Caompleted two such eight weeks duration MOOCS
courscs with E-Certification by NPTEL-AICTE

(AND)
¢. Should have satisfied any one of the below
mentioned set of requirements given in Table 1.
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Table 1: Set of requirements for the Cadre: Associate Professor - Engineering/MCA/MBA (Promotion)

a. PhD degree in relevant field and First class or equivalent at either
Bachelor’s or Master’s level in the relevant branch.

Cadre: PROFESSOR
Engineering/MCA/MBA P
(Direct Recruitment):

(AND)

b. Minimum of 10 years of experience in Leaching/research/industry out
of which at least 3 years shall be at a post equivalent to that of an
Assaciatc Profcssor,

(AND)

¢. At least 6 research publications at the level of Associate Professor in
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SCI journals/UGC/AICTE approved list of journals
and at least 2 successful PhD guided as
Supervisor/Co-supervisor till the date of cligibility of
promotion.

(OR)
At lcast 10 rescarch publications at the level of
Associale Professor in SCl journals/UGC/AICTE
approved list of journals till the date of eligibility of
promotion.

Cadre: PROFESSOR
Engineering/MCA/MBA
(Promotion):

Promolion Lo a higher cadre will be based on Lhe
requirement/vacancy as per cadre ratio.

a. Ph.D. degree in relevant field and First Class or
equivalent at either Bachelor's or Master's level in
the relevant branch.

{AND)
h. Should have satisficd any onc of the below
mentioned set of requirements given in Table 2.

Programme: Science/Humanities

Cadre: ASSISTANT PROFESSOR
Eligibility (A or B):

A. i) A Master's degree with 55% marks {or an
equivalent grade h a point-scale wherever the
grading system 1s followed) in a concerned/
relevant/allied subject from an Indian University, or
an equivalent degree lrom an accrediled loreigh
university.

ii) Besides fulnlling the abave gualificalions, Lhe
candidate must have cleared the National Eligibility
Test (NET) conducted by the UGC or the CSIR, or a
similar lesl accrediled by Lthe UGC, like SLET/SET or
who are ar have heen awarded a Ph.D. Degree in
accordance with the University Grants Commission
{(Minimum Slandards and Procedure for Award of
MPhil/Ph.D. Degree) Regulations, 2009 or 2016 and
their amendments from time to time as the casc may
be exempled [rom NET/SLET/SET:

Provided, the candidates registered for the Ph.D.
programme prior Lo July 11, 2009, shall be governed
by the provisions of the then existing Ordinances/
Byc-laws/Rcgulations of the Institution awarding the
degree and such Ph.D. candidales shall be exempled
from the requirement of NET/SLET/SET for
rccruitment and appointment of Assistant Profcssor
or eguivalenl posilions in Universilies/Colleges/
Institutions subject to the fulfillment. of the following
conditions: -

a) The Ph.D. degree of the candidate has been
awardced in a rcgular modc;

b) The Ph.D. thesis has been evaluated by at least
two cxternal cxamincrs;

¢) An open Ph.D, viva voce of the candidate has been
conducted;

d) The Candidate has published two research papers
from his/hcr Ph.D. work, out of which at lcast onc is
Th a refereed journal;

¢) The candidate has presented at Icast two
papers based on his/her Ph.D. work Tn
conferences/ seminars sponsored/funded/
supported by the UGC/ICSSR/CSIR or any similar
agency.

The fulfilment of these conditions is to be certified by
the Registrar or Lhe Dean (Academic Affairs) of Lhe
University concerned.
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Table 2: Set of requirements for the Cadre; Professor - Engineering/MCA/MBA (Promotion)

SICET Palad Siaff Policy = 05



Note: NET/SLET/SET shall also not be required for
such Masters Programmes in disciplines for which
NET/SLET/SET is not conducted by the UGC, CSIR
or similar test accredited by the UGC, like SLET/SET.

B. The Ph.D. degree has been obtained from a
foreign university/institution with a ranking among
top 500 in the World University Ranking (at any
time) by any onc of the following: (i) Quacquarclli
Symonds (QS) (i) the Times Higher Education (THE)
or (iii) the Academic Ranking of World Universities
(ARWU) of the Shanghai Jiao Tong University
(Shanghai).

Cadre: ASSOCIATE PROFESSOR
(Direct)

Eligibility:
i) A good academic record, with a Ph.D. Degree in
the concerned/allied/relevant disciplines.

i) A Masler's Degree wilh al leasl 55% marks (or an
equivalent grade in a point-scale, wherever the
grading systcm is followed).

iii) A minimum of eight years of experience {out of
which at lcast 2 years shall be Post Ph.D. cxpcrience)
of leaching and/or research in an academic/research
position equivalent to that of Assistant Professorin a
University, College or Accredited Rescarch
Instilulion/induslry wilh a minimum of seven
publications in the peer-reviewed or UGC-listed
journals and a total rescarch score of Seventy-five
(75) as per Lhe crileria given in Appendix I, Table 2
(refer UGC regulations 2018).

Cadre: ASSISTANT PROFESSOR

(Promotion)

Promolion Lo a higher cadre will be based on Lhe
requirement/vacancy as per the cadre ratio.

1} Assislanl Professor who has compleled (welve
years of service in that grade.

2}  Ph.D. degree in concerned subjectl/ allied/
relevant discipline.

3}  Anyane of Lhe following during lasl Lhree years:

Complcted one course/programme from among the
calegories of Relresher Courses/ Melhodology

Workshops/Syllabus Upgradation Workshop/
Teaching-Learning-Evaluation Technology
Programmes/Faculty Development Programmes of
at least two weeks (ten days) duration (or completed
two courses of at least one week (five days) duration
in licu of cvery singlc course/programme of at lcast
two weeks (ten days) duration); or taken one
MQQOCs course (with e-certification); or contribution
towards development of ¢-content in 4-quadrant (at
least one quadrant) minimum of 10 modules of a
course/ contribution towards development of at
least 10 modules of MOOCs coursc/ contribution
Lowards conducl of a MOQCs course during Lhe
period of assessment.

Cadre: PROFESSOR (Direct)
Eligibility (A or B):

A. i) An eminent scholar having a Ph.D. degree in
the concerncd/allied/rclevant discipling, and
published work ol high qualily, aclively engaged in
research with evidence of published wark with a
minimum of 10 rcscarch publications in the
peer-reviewed or UCGC-listed journals and a Lolal
research score of 120 as per the criteria given in

Appendix Il, Table 2 {refer UGC regulations 20138).

1i) A minimum of ten years of teaching experience in
university/collcge as Assistant Profcssor/Associate
Proiessor/Professor, and/or research experience al
equivalent level at the University/National Level
Institutions with cvidence of having successfully
puided docloral candidale.

{OR)

B. Anoutstanding professianal, having a Ph.D.
decgree in the relevant/allicd /applicd disciplines,
from any academic inslilulions (nhol included in ‘A’
above)/industry, whao has made significant
contribution to the knowledge in the concerned/
allied/relevanl discipline, supporied by documentary
evidence pravided he/she has ten years' experience.

Cadre: PROFESSOR (Promotion)
Eligibility (A or B):

Promolion Lo a higher cadre will be based on the
requirement/vacancy as per the cadre ratio.

1) Associale Professors who have compleled Lhree
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of service in that grade.

2} Ph.D. degree in concerned subject/allied/relevant
discipline

3} A minimum of ten research publications in the
peer reviewed/ UGC listed journals out of which
three rescarch papers shall be published during the
assessment period.

4} A minimum of 110 Research Score as per

Appendix I, Table 2 (refer UGC regulations 2018).

Cadre: ASSISTANT DIRECTOR -
PHYSICAL EDUCATION

a. Master's Degree in Physical Education or Master's
Dcgrec in Sports Scicnce or cquivalent degrec with
al leasl First Class or ils equivalent wilh good
academic record from a recognized University/
Institute.

b. Record of having represented the University/
Collcge at thc inter-University/Inter-collegiate
compelilions or Lhe stale and/or national
championships;

¢. Qualifying in Lhe Nalional-Level Tesl conducted
for the purpose by the UGC ar any other agency
approved by thc UGC and passcd the physical
fitness Llesl conducled in accordance with Lhese
regulations.

d. Record ol slrong involvemenl and proven
track record of parficipation in sparts, drama,
music, films, painting. photography, journalism cvent
managemenl or olher student/evenl management
activities during college/University studies.

e. Record ol organizing such events as studenl's
canvener or in later part of life.

PRINCIPAL
Eligibility:

(N Ph.D. degree and First Class or equivalenl al elther

Bachelor's or Master's level in the relevant branch

(M Prolessor/Associale Professor wilh a Lolal
service/experience of at least fifteen years of
tcaching/rescarch in Universitics, Collcges and other
inslitulions ol higher education.

(il A minimum of 10 rescarch publications in
peer-reviewed or UGC/AICTE-lisled journals.

(OR)
At least twa successful Ph.D. guided as supervisor/
Co-supcrvisor and minimum 8 rescarch publications
in SCI Journals/UCC/AICTE approved lisL of journals.

Tenure:

For direct recruitment of Principal, the position shall
bec of contractual in naturc, Tenure is 5 Years,
Exlension of Lhe lenure is al Lhe discretion of Lhe
Management,

Eligibility:

An existing senior faculty member may be
designated as Vice Principal by the management,
who can be assighed specific activities, in addition to
his/her existing responsibilities. During the absence

of the Principal, for any rcason, the vice principal
shall exercise the powers of Principal.

Tenure:

Tenure is 5 years. Extension of the tenure is at the
discretion of the Management.

4.2 Recruitment Procedure -
Faculty
Notification and Selection

a) For appoinlmenls Lo Lhe posl of leachers, Lhe
posts shall be advertised in twa leading dailies
specifying the qualifications, expericnce required ctc.

b) Candidates working as Engineers/Scientists in
Rescarch or Industrial Organizations mecting all the
eligibilily condilions can apply.

¢) The applications in responsc to the advertisements
are serulinized by Lhe HoDs, and subsequently
approved by the Principal and submitted to the
Chairman for nccessary action. After a carcful study
ol the applicalions, Lhe Chairman selecls a suilable
number of candidates for interview.

d) Mere fulfilmenl of minimum qualifications does
not entitle any candidate to receive call letters far
sclection.

e) The Office sends intimation to the approved
candidates for personal interview.

f) The Candidate should produce the fallowing
documents in original before the selection
commillee al Lhe Lime ol inlerview:
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= Certificate to prove date of birth

e Conduct Certificate from the institution last
attended

» Grade card/mark list and degree certificates of the
qualifying examinations

* Expericnce certificate, if any

g} At the interview, technical competence, oral
communication skills, ctc. arc tested by the interview
board. The board shall consist of the Chairman,
Manager, Principal, Vice Principal, an External Expert
and the Head of the Department concerned.
Candidales shall be asked to conduct a
demonstration class/lecture on a relevant subject to
prove his/her tcaching capabilitics to the interview
board.

h) No TA/DA will be paid for attending the intervicw.

i) Canvasing in any form will lead to disqualification
of candidate.

i) A rank list is prepared based on the performance of
the candidates at the interview and the candidatc in
Lhe Llop positlion is informed aboul his/her seleclion
and is asked to join on a specific date. If he/she is
unablc to join within the stipulatcd time and date,
he/she will be considered ineligible Tor appoinlmenl
and next in the list shall be caonsidered far
appointment.

k) A waiting list of candidates may be maintained, for
futurc appointments.

I) The Institution may verify the antecedents of the
candidatc cither directly or through an agency by
referring Lo Lhe previous organizalion Th which the
candidate was waorking. On subsequent verification,
if it is found that the candidate had suppressed
material informalion or furnhished wrong hlformalion,
he/she shall be summarily terminated.

m) All appoinlmenls are subjecl (o the candidale’s
medical and physical fitness. If the employee is found
suffering from any discasc or complaint that is
infectious or medically objeclionable and delrimental
to the healthy functioning of the Institution or to the
health of the other employccs, students or staff, the
Instilule may lerminale his/her service.

n) Appointment of retired persons shall be on
conlract basis and on a consolidaled salary. Their
performance and service conditions shall be
reviewed on ycarly basis at the end of every
academic year.

The Chairman is empowered to recruit gualified
persons Lo Lhe Tacully. In such cases furlher

ratification is not necessary. The same procedure
shall also be followed for the selection of Principal.

4.3 Terms and Conditions of
Service of Teaching Staff

4.3.1 Probation & Regularization

Evecry person appeinted to teaching posts shall be on
probation for a period of one year [rom the dale on
which he/she joins duty. The probationary period
may be extended for a further period of onc ycar or
any parl thereol al the absolule discretion ol Lhe
Management. Notice of the extension of probation
will be given to the cmploycce in writing before the
expiry of Lhe probation period. However, il such
extension notice is not served to the employee,
he/she shall continuc to be on probation until and
unless his/her service is confirmed in writing.
Appeointment of a probationer is liable ta be
terminated at any time during the period of
probalion or exlended period of probalion or al the
end of the period of probation or hefore
confirmation in writing, without noticc or
compensalion in lieu of nolice and wilhoul assighing
any reason whatsoever. Seniar pasts need not be
probationary at the discrction of the Management.
On salislaclory completlion of probation, Lhe
Chairman shall canfirm the emplayee in service. Only
then shall an employec be in the regular cmployment
ol the insliluLion.

4.4 Attendance

The college follows the Bio Metric attendance
system.

Morning Session

1. Punching commences at 8,30 am and ends at 8.55
am.

2. Punching from 08.56 am Lo 02.15 am shall be
considered late punch.

3. Punching from 9.16 am to 1.00 pm shall be treated
as hall day leave.

4, Those who are on leave for the FN session should
punch before 1.00 pm for the AN scssion.

5. Punching afler 1.00 pm shall be Lrealed as hall day
leave,

Evening Session
1. Punching lrom 4.45 pm (o 4.52 pm shall be
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considered early exit.

2. Punching before 4.45 pm shall be treated as half
day lcave.

3. Punching ends at 5.15 pm.

When the latc entry and carly ¢xit come to a total of
5, one day casual leave will be forfeited. If there is no
casual leave at credit, one day's salary will be
deducted. In casc neither punching nor application
for leave is available, the absence will be treated as
unauthorized and may lead to loss of pay.

4.5 Hours of work

(Subjecl Lo change in accordance with the direclives
issued by the Gavt/University/Management of SICET
from time to time.)

a) All Staff members are required to wark as per the
working hours and days fixcd by the Institution.

h) Duty haurs in the different Departments and
Scctions of the Institutions arc to be followed as
nolifed from Lime Lo Llime.

¢) The duty hours notificd may be changed as per the
requirement of Lhe Inslitulion from Lime Lo Lime and
the emplayees shall attend duty accordingly,

d) All employees shall be required Lo allend any
emergency or other urgent duties outside their
rcgular hours of work including on Sundays and
holidays, il required by Lhe head of the instilulion.

c¢) They shall not be entitled to any cxtra
remuneralion for such a work excepl Compensalory
Time Off at the management's discretion and
convenicnce.

4.6 Pay & Allowances

The scale of pay is as per AICTE norms for teaching
staff. D.A. will be given as per the Govt, norms
subjecl lo Lhe financial capabilily of Lthe college. Pay
will be periodically revised as per the AICTE norms
subjcct to the financial position of the collcge.

4.7 Norms for salary increment
for teaching staff
a. A member of the regular staff will be eligible for

increment upon completion of one completed year
(365 days) of service in the college subject to the

financial capability of the college,

h. Inecrement on Scale of Pay for Teaching Staff is
approved annually based on the appraisal results of
both the odd and even semesters.

¢. Increment is neither automatic nor mandatory, No
increment may be given if the overall performance
appraisal indicates ‘satisfactory’ or ‘poor’.

d. When LWA (or any leave) not counted for
increment is availed of, the postponed date of
normal increment will be first reckoned. Whatever
be the date in which the postponed increment falls
due (due date) it will be granted from the first day of
that month,

Incentives

A faculty member wha acquires a doctoral degree
whilc scrving the collcge shall be considercd for
advance incremenls as given below, from Lhe dale
on which the praovisional Ph.D. degree certificate is
submitted.

¢ Faculty members who acquire Ph.D. from
IITs/NITs/Forcign Universitics/State Universitics- 3
non-compounded advance Theremenls.

s [Faculty membcers who acquire Ph.D. from
recoghised deemed universilies -2 hon-compounded
advance increments,

4.8 Holidays

Institutions can follow holiday list as per their
respeclive alflialed Universilies/Councils/Boards as
notified by the Head of the Institution. However,
staff member have to be present for the flag hoisting
ceremony compulsorily oh 154 Augusl and 26t
January.

Local holidays declared by Lhe dislrict collector will
be applicable to the teachers and students.

4.9 Ad Hoc Appointments

The Chairman is crnpowered to make contract
appoinlmenl of Leachers for a period nol exceeding 179
days, If necessary, extension shall be given to such
teachers after a break of one day. They are not eligible
for other perks that are available to regular teachers.
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4.10 Duties and responsibilities
of a teacher

All teachers shall report for duty and sign the
attendance register at Icast 15 minutes before the
commencement of the morning session and shall be
present in the campus till the end of the afterncon
scssion except during the lunch interval and sign
the attendance register before they leave. However,
he/she can avail himself ar herself of an

exception in this regard with the cxplicit sanction

of the Principal.

It shall be the duty of cvery teacher to

laithrully observe all Lhe lawlul orders of Lhe
Principal/HOD, detailing duties of responsibility
rclated to any academic and co-curricular work that
may be assigned Lo him/her over and above Lhe
work allotted.

It shall be Lhe duly of Lhe Leacher Lo supervise
University and College examination and periodical
tests, to conduct practical tests, correct records and
submit mark list in Lime as per Lhe direclions given
fram time to time by the university, HOD concerned
and the Principal.

4.11 Ethics and code of
conduct of teacher

St. Joseph's College of Engineering and

Technology, Palai was instituted with the objective
of developing a centre of professional learning with a
distinct identity and character, for imparting
cducation and training. The college has adopted a
Code of Conduct for its stakeholders for the
accomplishment of its objectives.

Code of conduct for teachers

Every tcacher shall follow the guidcelines regarding
ethics and code of conduct given below:

1. GENERAL

a) Be punctual and diligent in all dulies assighed Lo
him/her.

b) Behave in a professional manner.

¢) Undcrtake Research/Consultancy activitics
canslanlly in addilion lo leaching and olher duties.

d) Whenever a faculty is deputed/permitted to take
up an assighmenl oulside Lhe College, Lhe concerned

should submit proof of attendance and the same
should be recorded in the department.

2. BEHAVIOURAL

a) Comply with the rules, regulations and policics of
Lhe College.

b) Maintain dignity and decorum in and outside the
campus.

3. ACADEMIC

a) Maintain a record of the lesson plan, lab manual
and other relevant records of the courses handled
and submit the course plan to the HOD on time.

b) Complecte the designated curriculum with said
objeclives.

¢} Participatc in professional development
activities/opportunities and apply the concepts in
academic activities such as class room delivery and
practical classes.

d) Share informalion, work on projects, enable
students to reflect on learning that takes place in
internships or outdoor activitics thercby helpin
improving lhe Teaching and Learning Process.

4, CLASS ROOM MANAGEMENT
a) Share knowledge in a manner that encourages
effective two-way communication.

b) Bc organized in order to make cfficicnt usc of the
Lime avallable and move in a planned and systemalic
waly.

¢} Be self-confident and facilitate quality delivery of
the subject.

d) Shall not pre-ponge, post-pong, and lct-off or
suspend a scheduled class without the authorization
from the concerned HOD/Principal.

¢) Handle the assigned practical classcs and be
available in Lhe desighaled place for Lhe [ull Lime.

f) Abscnce from duty without permission is not
permitted.

5. STUDENT RELATED FUNCTIONS

a) Motivatc the students to crcate an interest in their
subjects.

h) Be available to the students even after class hours
to clarify their doubts, if any.

c) Guide and help the students to conduct minor
cducational projccts in rclated arcas/topics to
improve Lheir analylical and sell-learning skills

d) Be a friend, philosopher and guide to the students.
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6.ROLE AS MENTOR

a) The faculty shall advise the students on all
academic matters.

b) Meet the assigned students at least once in every
fort-night.

) Understand the students' difficulties and counsel
as per individual situations.

d) Ensure that the academic progression of a student
is continuously monitored and asscssed,

e) Keep the parents apprised of the academic
praogress and general behavior of their wards.,

) Maintain and update Mentor diary in accurate,
complete and appropriate mannar,

4.12 Duties and responsibilities
of Head of the Department

a) He/she shall funclion as per Lhe direclives issued
fram time to time by the Principal.

b) IL shall be his/her duly Lo ensure the elficienl
functioning of the department by assigning and
supcrvising work for the tecachers and non-tcaching
slafl of Lhe deparlmenl.

c) It shall be the duty of the oD to send a daily
reporl of the work adjuslimentls, giving suitable
substitutions to teachers on leave, ta the Principal at
the beginning of the morning scssion.

d) The HoD shall maintain the work register and
other rclevant records concerning the department as
per Lhe assignmenl of aloresaid and shall be
accountable to the Principal,

) IL shall be the duly of Lthe HoD (o ensure Lhe
conduct of terminal Examination, Test papers and
Assignments as scheduled by the Principal/Staff
council and he/she shall be responsible [or Lhe
maintenance of all relevant records.

N He/she shall be responsible for efficient
functioning of the Department keeping in mind its
goals and responsibilitics.

g} He/she shall develop and schedule the activities of
the Department for the academic year and prepare
Lhe deparlmenl calendar.

h) He/she shall ensure judicious class/job allocation

to the faculty members,

i) He/she shall ensure that all faculty members
complete their jobs and responsibilities on a timely
basis.

) He/she shall arrange the classes in such a way that
no prescribed class hours are lost when a teacher is
on leave.

k) He/she shall ensure a harmonious working
ambience to nurture a healthy academic community
and assist in resolving differences, if any.

1) He/she shall review and approve all relevant
records of concerned faculty.

m) He/she shall conduet independent review
of faculty performance and suggest remedial
steps to them if needed and inform the same to
the Principal.

n) Convene faculty meeting once in a month or more
often if needed and ensure that in every meeting one
or morc faculty present short papers on a relevant
topic.

o) ldentify and arrange specialist lectures on different
subjects in consultation with the concerned faculty
with the approval of the Prineipal.

p) Maintain overall student discipline in the
department as per policy of the college with due
coordination with the class teachers,

q) Resolve difhculties faced by students - academic
and non-academic - in consultation with the class
teacher and refer essential cases to the Counselor.

r} Cooperate with and provide support to the
Placement Division Cell for ensuring campus
placements for all students.

s) Convene regular faculty meetings to assess and
review the progress of activities planned.

t) Convene class committee meeting to get students’
feedback on teaching.

u) Conduct pre-examination and post examination
reviews with the faculty concerned with regard to
quality of quecstions, answecrs, rectification measurcs
etc. to improve the students’ performance and
results.

v) Finalize the work load/allotment and time table for
the next semester immmediately on completion of the
current semester,
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w) Develop proposals for improved teaching
methods, curriculum enhancement, new academic
programmcs of practical significance ctc.

x) Prepare and monitor the timetable and cost
hudgets for the department.,

y) Inspect concerned classrooms at least once ina
scmester,

z) Prepare and submit half yearly feedback about the
staff to the Principal as per the student cvaluation
Torm and Leaching slalf sell-appraisal form.

aa) Convenc mectings as per the regulations,

bb) Serious matters, if any, should be reported to the
Chairman without dclay.

cc) At the end of each semester, the HoDs shall
revicw the staff position of the departments. Faculty
who wanl Lo leave Lhe college [or higher sludies,
changing to industry, research and develapment, and
appointment to ncar his/hcr home arc asked to
inform Lhe management in wriling 3 monLhs belore
or earlier.

dd) The HoDs shall submil Lo Lhe principal al Lhe end
of each semester a consolidated statement of the
work load in theory, lab/workshop, drawing,
adminislralive work elc., and Lhe required number of
Faculty to manage the various workloads of
teaching, lab classcs and other administrative works
ol deparlmenls and college.

4.13 Duties and responsibilities
of Vice Principal

Vice Principal shall, in absence of the Principal,
assumc the dutics and responsibilitics of the
Principal. Other duties entrusted with the Vice
Principal are:

1. Admission

2, Coordinating Accreditation Process
3.1QAC

4, Conducting of PTA

5. Industrial Interaction monitoring

6. Alumni Interactions

7. KTU/AICTE approval process

4.14 Job responsibilities
of Principal

a) The Principal is responsible for Lthe eMcienl and
smaoth functioning of the college

b) He should be puncilual, well mannered,
and should have cordial relations with the staff
and studcnts.

¢} He shall hold meetings of HODs at least once in a
weck or more often to discuss and finalize academic
mallers concerning Lhe college.

d) He shall hold staff mectings at lcast oncein a
semesler (o discuss major mallers concerning the
college, The Chairman shall preside over such
mectings.

e) He shall visit the laboratories at least once in a
semester when the classcs are going on and discuss
mallers concerning Lhe laboralories and Lhe classes
therain,

f) He shall also go around Lhe deparlmenls when
classes are in progress to understand how classes are
conducted and the genceral behaviour of students in
Lhe class.

g) He shall get the concurrence of the Chairman
before taking major decisions.

h) He shall come to the college at least 10 minutes
ahead of the commencement of the classes and
stand at a convenient place to watch the students
entering the college providing an opportunity for
students to see the Principal.

1} He shall encourage and promote various
co-curricular and extracurricular activities among the
students.

) He shall also promote research and consultancy
activities among the faculty.

k) He shall see that the weaker students are given
proper counseling and remedial classes to make
them progress in their studies.

I} He shall encourage seminars and workshops in
various departments and bring experts from various
fields to give lectures to the students and faculty.

m) He shall see that the campus is kept neat and
beautiful.

n) Other similar duties as entrusted by the Chairman
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o) Arrange branch wise meetings of students with
the chairman once in a year.

4.15 Consultancy Projects

Suitable incentives will be granted to the person who
takes consultancy projects from an industry/research
organization/agency if the income from the project
exceeds Rs.2.5 lakhs per year.

4.16 Attending Conferences

Requesl lor allending a conlerence shall be
submitted to the Principal. Principal will send it to
the IQAC Exccutive Committce who aftcr cxamining
Lhe requesl will submil suilable recommendation Lo
the Principal. Principal will forward it ta the
Chairman who will takc the final decision.

4.16.1 PRESENTING PAPERS IN
CONFERENCES

A request with the acceptance Ietter has to be
submilled lo Lthe IQAC Execulive Commillee
through the Principal. The faculty member has to
present the paper before the said Committee. The
Commillee will submil ils recommendalions Lo Lhe
Principal who will farward the same to the Chairman.
The Chairman will take the final decision.

4,17 Leave Rules

No Leave is a righl. The aulhorilies can refuse or
revoke any kind of leave. Priar sanction should be
obtained for any kind of lcave. Submitting
application aller avalling leave is nol encouraged
except in very special cases. Thase wha wish to
rcjoin duty before completing the period of lcave
should oblain prior permission lrom the Chairman
far the same.

The following kinds of leave are applicable Tn (his
institution:-

4.17.1 CASUAL LEAVE

a) Faculty members are cligible for 15 days of casual
leave in a calendar year. The head ol Lhe inslilution

shall be the autlhorily Lo granl casual leave.

b) Casual leave cannot be clubbed with any other
kind of leave except Vacation leave, Duty leave and
Compensatory leave,

¢} Holidays can be prefixed or suffixed or both can
intervene, However, the total days of absence
including leave and Holidays should not exceed 15days.

d) Casual Leave can be availed of on half-day basis,
4.17.2 COMPENSATORY LEAVE

a) This is sanctioned by the head of the

institution to compensate the work done on
holidays,

b) Should obtain prior sanction from Principal for
performing duty on holidays and the number of days

should be accounted.

¢} Accounted days will expire on completion of
3months from the actual date of duty performed.

d) A maximum of 10 days can he availed of ina

calendar year.

4.17.3 DUTY LEAVE/SPECIAL CASUAL
LEAVE

a) Sanctioned for performing University/
Government/College Duties.

b) Sanctioned for the actual period on duty and the
journey period, if any, for the same.

¢} Sanctioned also for participating in career

advancement programmes such as Seminars,
Training, and Oricntation programmcs ¢te.

4,17.4 LOSS OF PAY LEAVE
{LEAVE WITHOUT ALLOWANCE)
a) Sanctioned only in inevitable situations,

b) If less than 2 years of service, leave will not be
sanctioned for more than 30 days at a stretch.

t} LWA period shall not be considered for any
scrvice hencfits including salary, increment ctc.

d) Holidays can be prefixed or suffixed or both to loss
of pay lcave,

) Intervening holidays will be counted as leave.
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4.17.5 MATERNITY LEAVE (M.L)

a) Sanctioned anly to those who have completed ane
year of continuous regular scrvice in this college.

h) Sanctioned for é months.

¢) Leave [or miscarriage/aborlion is as per Kerala
Government rules.,

{Malernily leave under rules 100 & 101 as per parl 1 KSR
will be admissible to women recruits appointed on contract
basis continuing in service beyond one vear provided they
would conlinue in service bul for proceeding on such leave.)

4.17.6 VACATION LEAVE

a) Faculty members are eligible for 25 days of vacation
in a calecndar year, subjcct to the condition that their
leave of absence shall nol allecl Lhe Lime bound

completion of the classes/other allied academic matters.

b) Vacalion leave can be availed of eilher during
semester breaks without affecting class works,

¢) Holidays can he prefixed or suflixed or both Lo
vacation leave, But intervening holidays shall be
trcated as vacation lcave.

d) Vacation leave can be clubbed with
M/L/LWA/Compensatory Leave/Duty Leave.

&) Vacation leave accrued shall lapse if not availed
during the vacation period of a calendar year.

) Faculty members going for maternity leave during
the coming semester and the faculty members going
for course work of part-time PhD are eligible for 25

days of vacation leave,

¢} Advance vacation leave shall be given to the
faculty who are pursuing Ph.D, subject to the
production of certificates from the research
supervisor/Head of the institution.

h) Teaching faculty appointed for contract basis for
one year are eligible for 5 days vacation leave.

4.17.7 LEAVE FOR STUDY PURPOSE
(RESEARCH}

Full-Time Ph.D.

a) It is granted to teachers having 2 years of continuous
service in SJCET with geod academic performance.

h) Selection may be made on the
recommendation of the HOD, and if the area

of research is beneficial Lo Lthe college and Lhe
students,

Part-Time Ph.D.

a) The Candidate should have successfully completed
probation period.

b) Their academic performance in the department
should be satisfactory.

¢} They should submit a brief report regarding the
area of research, specialization, name of University,
details of Research Guide etc, along with the
application for permission.

d) Permission will be granted according to seniority
and on the report of the HOD upon the area of
research work which he thinks is beneficial to the
student community of this college.

e) The research scholars should submit every
semester a periodical report regarding the status and
progress of the research work.

f) They will be sanctioned leave without allowance
for a maximumn of 5/6 months (one serester) for
completing his/her course waork, if any.

General rules relating to the granting of
leave for study purpose

a) The candidate will not be permitted to leave in the
middle of a semester when the Classes are going on.
Similarly the candidate will not be permitted to join
back in the middle of a semester. Application for
deputation shall therefore be made sufficiently in
advance,

b) The leave will be given at one or more stretches,
gencerally not morce than threc years for Ph.D. work.

) The candidate will be required to send to the college
a progress report of their rescarch, cvery 6 months.

d) The candidate will be required to execute a bond
on a stamp paper {(worth Rs,500) stating that he/she
will complete the studies at the earliest, will rejoin
the college after completion and serve the college

for 5 ycars after Ph.D.
General provisions on leave

It is mandatory that prior permission shall be
obtained for availing of any kind of leave. If any leave
is required due to unforeseen rcasons, the matter
should be informed to the Principal. Immediately
after rejoining duty, the leave should be regularized.
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4.18 Deputation policy for
paper presentations, summer
schools, special training
programmes etc.

a) A staff member will be deputed only for

two events per year (one paper presentation/
special training and the other summer/winter
school), without any financial commitment

on the part of the management. One more
deputation will be permitted if it is a programme in
Kerala.

b) No case will be considered as a special case
contrary to the above policy.

¢) Deputation for programmes shall be

madc only during scmester breaks without
affecting the teaching and examination work in the
college.

d) The person deputed for Summer/Winter
schools or Special Training programmes shall
give a lecturce far at lcast two hours to other
staff rnermbers of the department or in the
department associabion meetings within one
month of his rcturn, in one or morc scssions.

e) The department shall plan such deputations
without affecting the work in the college.

) If a staff member who has not completed two
years of service is deputed for any purpose, he/she
should refund the money spent on deputation if
he/she leaves the college before completing two
yaars of service,

4.19 Sending teachers
outside for attending
conferences.

a) Only teachers who have put in a minimum of 3
years' scrvice in this college with good performance
will be depuled.

h) A person will be deputed normally only for one
event during his entire service in this college.

¢) On returning from such events, he/

she should make a presentation to the staff of
the department or college about the topic
discussed in the particular seminar/conference.

4,20 Delegation of financial
powers

The Principal acls as the joinl signalory of the
callege financial accounts with the Chairman. He is
cmpowered to sanction the requisite amount of
money on submission by College Sludenl Council,
Alumni Assaciation, PTA and Research Centre
subject to the approval of the Chairman. e
funclions as Lhe joint signalory ol Lhe Minorily Cum
Means Scholarship and The Central Sector
Scholarship. Besides, The | lelp Line Fund to be used
in conlingency for Lthe benelil of stall and sludents is
operated by him. Further, The Principal and HoDs
arc delegated to usc upto Rs 60000/-and Rs
10,000/- per year respeclively in emergency
purchases and repairs for the smaooth running of
cach dcpartment and Institution.

05

OTHER OFFICERS

5.1 Training and Placement
Officer (TPO)/Assistant
Training and Placement
Officer

TPO

Qualification

a) The TPO should pesscss the requisite qualification
as prescribed by the AICTE for the post of professor
in one of the teaching departments.
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b) The incumbent shall also possess full time MBA
degree, either as basic qualification or as an
additional qualification.

c) He/She shall possess mandatory minimum of 3
years of industrial/corporate exposurc in addition to
the prescribed academic experience.

d) It is most dcsirablc that the incumbent is
knowledgeable and (ormally trained Lo coordinale all
types of training activities of the students.

e) The TPO should have good communication skill;
and should be passionate about undertaking
extensive travelling as well as to perform liaising with
Lhe corporale.

Asst, TPO

Qualification

(a) The Asst. TPO should possess the requisite
qualification as prescribed by the AICTE for the post
of Asst. professor in onc of the teaching
departments.

(b) The incumbent shall also have full-time MBA
degree, either as basic qualification or as additional
qualification.

Duties
a) Generate employment opportunities for SICET
students and maintain productive employer

partnership.

b) Help students identify employment options that
match their career interests with the help of their
respective HODs,

c) Assist students in all aspects of job search
including resume writing , intcrviewing techniques
and job referrals.

d) Schedule and follow up student intervicws with
prospective employers.

c) Arrange Faculty development programmes and
training programmes for teachers.

5.2 Finance Officer

Qualification

a) Postgraduation in commerce/equivalent

Duties

a) Subject to the general direction and control of the
Chairman/Bursar, the F.O. shall be in charge of the
Finance, Accounts and Audit branch of the College.
b) The finance officer shall be respansible for the
preparation of annual accounts and the budget of
the college. He shall invite proposals of budget
ostimate from various departments and various cells
before finalizing the budget.

¢} Watch the progress of the collection of revenue
and advise on the method of collection employed.

d) Scrutinize every item of new expenditure not
provided for the budget estimate of the college.

¢) Ensurc that unduc benefits are not been given to
any employee.

f) Employ cffcctive fiscal measures to reduce the
principal amount from the loan already availed of by

the college from the bank.

2) Advise and point out unnecessary expenditures.

5.3 Public Relations Officer

Qualification

a) PG degree wilh al leasl 55% marks in
Journalism/Mass Communication/Public Relations.

b) Good command over English/Hindi.

¢} At Icast two ycars of cxpcericnce as a regular
employee wilh any repuled news agency/PSU.

d) Exccllent interpersonal and communication skills
Duties

a) Planning, developing and implemenling PR
strategies.

b) Liaise wilh public and respond Lo enquiries.

¢} Liaisc with media, arrange intervicws with
journalisls, prepare and distribule press releases.

d) Organizing spccial cvents such as visits, exhibits,
elc.

¢) Maintaining and updating information on thc
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college website
f) Managing the PR aspects of a potent crisis

g} Working in coordination with the Chairman and
the Principal

h) Collating and analyzing media coverage

i) Crealing a positive allilude Lowards Lhe college
among the general public

j) Taking cosl effeclive measures belore proceeding
to PR activities

k) Helping admission commillee in admission process

5.4 Corporate Relations Officer

Qualification

a) Post Graduate Degree in any recognized
university or its equivalent

h) Good command over English & Hindi

c) Excellent time management and problem solving
skills

Duties
a) Assisting in admission and accreditation process.

h) Other similar dutics as entrusted by the Chairman/

6.1 Office Staff Pattern

Vice Chairman/Principal/Vice Principal.

5.5 Information Officer
Qualification

a) A candidate needs Lo have qualilied
bachelor's degree with any stream or subject
from a rccognized university or cducational
instilulion. The candidale musl have done
one year PG diploma or two years PG
degree in Public Relation from a recognized
instilulion.

b) Good command over English/Hindi

c) Excellent interpersonal and communication skills
Duties

a) Keeping copics of orders, circulars ctc.

b) Assisting in arganizing and executing of PR events,
campaigns ctc.

¢} Handling several tasks simultaneously. Some
cxamples include juggling multiple phonc lincs;
face-lo-Tace conlacl with clients, visilors and
employees; and clerical duties. Nate the types of
tasks and situations you've handled regularly - and
how you did so calmly and eiliciently.

d) Recceive visitors: might be able to deal with a
clienl's needs, bul oflen direcls Lhem Lo (he proper
personnel or location.

NON-TEACIHING STAFF

sl Mame of Mo, of
) Dualificalions
M. thic Post Posis '
A degree or s equivalent with 15 vears of experience m
Bl Adamimisirative o Apoounts Adimmm SIral e mEllers ina college, computor Enowledee
CHEeer ) and a pass m Chemcal 1esl conducted by Liont, /[Dhioccsan Technegal
Educanion | mast, Pala
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A degree or ils equivalent with 12 vears ol experience i
Accoums’ Aduminsarne matlers ina colkope, kmowhodge

B2 JuorSuperistendent 01 opy g nacs im clerical test conducted by Govi, /Diocesan Technical
Educmion Trust, Pahi,
A degre: or s equivabend with 10 years of expersesie
Agcosms' Adminseaing maliers ina college, computer knowhedge
o3 Head Accountan ol and a pass in clerical iest conducted by Govi, Diccesan Technical
Educaon Trust, Paki
Senior Office A degree or its equivlent with 8 years of experience in
o Asklitamt Sanior 43 Accomis'Adminisming matters ina college, computer knowledge
A ard & pass i clerical lest conductad by Gol. (Dhocesan Technbeal
Education Trus, Pabal.
A degree or its equivalent m pocounts ndmintsimiions with
0% Dilice 141 competer knoadedpe. A pass in cherical test condocted by Govt
Asaista’ Accousan [Decesam Techacal Education Trust, Palad s reguired for the thied
06 Clerical Assisiant al A pass in S8 ar Phus Tao with pleasan manners and belavior,
o8 CHTice 4+l Pass in 7™ standard. Candidaies in the age group of 15 years g 16
AltendantPeon yoars arc cligible.
6.2 Staff Pattern - Library
! Same of My off
5L M, the Post Pasts Omalilicatioas
Masier™s Degree m Libeary Scienes e any Unbversity ia Beraki
ol Librarian 1 ar a qualidication recognired as its cquivateni by any ope of the
Grade | Universiies in Kerala,
Thiee years capericnoe a3 Librarsan Grade-11
First Clnss Bachelor®s Degres tn Libeary and lnformation Scienee
froam any Universiy in Eerala
. {OR)
Le] Librarian Grade [l i A i Beation recopitaad w5 auavlent by any sie ol e
Univeristics in Kerala
Three vears” experignce x5 Libworan Grade-111
Bachelnr's Degree mamy subsject and Bachelor's Degree in Library
and Infarnmlii Sciemoe.
1OR)
1K Libearian Grade-1V i S5LC and Deploana im Libeary Science
{OR}
SELC and Cenificale i Libeary Selonce recapsized by
Grovernimend (BS & S5 Pan 11 Bule 100a (i) is applscabie.
(1] Libriry Asvistam | Bachebor™s Degree inamy subnect
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6.3 Staff Pattern - Laboratory

{ducalific albmns

Firsl ekiss Bacheloe™s Depree in Meckamsl Engimeerisg Boi a
recognized Linmversay afier umdergoing a regular cowrse of study

Firsi Class % vears Diploma in Engineering Techmalogy (in the
approprsile Branch) om Direcvor of Tockmical Edwcaman, Kerala
o i quabiscanion recogmed as ms quivalent by the Lrovermmseng of

Kerala
(DR}
A persodn wilth 3 Firsn Class B S0 Depne: @ Elegiroms

Scienc o Commumication Techno bogy from oy University im Kemla
of a qualiBeatiod recopimeasd as ms equuvalent by any Unnversity in
Eaerala o5 clgibde lor the post of Demoasiralor (Ekcimomis), First
Clss B.5¢, Degree in Computer Science'Computer Technology is
cligihle for the post of Demorsitrator (Canpuder)

I MNamae of Mo, al
5L ™o,
thi Fost Puosls
1]} Work Superinienden
2 Instmuctor i
03 Trades hlan E
O Sarveyor

6.4 Method of selection of
Non-Teaching Staff

For appointments to the non-teaching category, the
post shall be advertised in one leading daily
specifying the qualifications, experience required etc,
The applications in response to the advertisements
are scrutinized by the Administrative Officer, and
subsequently approved by the Principal and
submitted to the Chairman for necessary action. He
goes through the applications and selects a suitable
number to be called for interview,

The Candidate should produce the following
documents in original before the selection
committee at the time of interview: -

a) Certificate to prove date of hirth

b) Conduct Certificate from the institution last
attended

¢) Grade card/Mark list and degree certificate of the

S5LC passed. Matiomal Trade Cenificaie im the appropriate Trade

5510 passed. Matioma] Trade Cenificaie im the appropriaie Trade

gualifying examination.

On the date of interview, Computer knowledge,
Oral communication skills, etc. are tested by the
interview committce. The committee shall consist of
the Chairman, Manager, Principal, Vice Principal and
a member nominated by the Chainman at his
discretion. The sclection committee shall preparc the
select list on the basis of merit and appointments
shall be made only according to the order of merit in
the sclect list. Applicants who are selected should
report to the Chairman within one week from the
date of receipt of intimation, failing which his/her
sclection will be treated as cancelled,

The Chairman is empowered to appoint suitable
pcrsons with not less than 20 years of service in
University/Government/Aided educational
institution as Administrative officer. Similarly he is
also cmpowecered to recruit qualificd persons in other
categories of non-teaching staff. In such cases,
ratification is not necessary.

Every appointment to the non- teaching staff shall be
made through a written order by the Chairman.
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6.5 Probation and Regularization

Every person appointed to hon-teaching posts shall
from the date on which he/she joins duty be on
probation for a period of onc year, All employcces
other than those under contract category shall be on
probation for a period of ane year or as specified in
the appointment order. The probationary period may
be extended for a further period of one year or any
part thereof at the absolute discretion of the
management. Notice of extension of probation will
be given Lo the employee in wriling belore Lhe expiry
of the probationary period. However, if such
cxtcnsion notice is not scrved to the employcece, he
shall conlinue Lo be on probalion until and unless,
his/her service is confirmed in writing.

Appoinlmenl of a probalioner is liable Lo be
terminated at any time during the period of
probation or cxtended period of probation or at the
end of the period of probalion or belore
canfirmation in writing, without notice or
compensation in licu of noticc and without assigning
any reason whalsoever. Senlor posis need nol be
prabationary at the discretion of the Management.
No pcrson shall be deemed to be in the regular
employmenl of the Instilution unless and until
he/she has received a letter of appointment
mecntioning the samc from the appointing authority.
On salisfaclory complelion of probalion, Lhe
Chairman shall confirm the emplayee in service in
writing. Only then shall an cmploycc be in the
regular employmenl of the ihstilulion.

6.6 Hours of Work

(Subject to change in accordance with the directives
issued by the Govl. /Universily/ Management of SICET
from time to tima)

The college follows the Bio Metric Punching system
(Please see 4.4).

a) All non-tcaching staff arc required to work as per
Lhe working hours and days ixed by Lhe Inslitulion.

h) Duty hours in the different Departments and
Seclions of Lhe Inslilulions are Lo be lollowed as
notified from time to time.

¢) The duly hours nolified may be changed as

per the requirement of the Institution from time to
time and the cmployceces shall attend duty
accordingly.

d) All non-teaching staff shall be required to attend
to any emergency or other urgent duties outside
their regular hours of work including on Sundays and
holidays, if required by the head of the institution,

e) They shall not be entitled to any extra
remuneration for such a work except to
Compensatory Time Off at the management's
discretion and convenience.

6.7 Holidays

Institutions can follow holiday list as per their
respective affiliated Universities/Councils/Boards as
notified by the Head of the Institution. However,
staff member have to be present for the flag hoisting
ceremony compulsorily on 15 August and 26t
January.

6.8 Pay & Allowances

The scale of pay and the Dearness Allowance are as
per Kerala Government Norms subject to the
financial capability of the college. Pay will be
periodically revised as per the Kerala Government
norms subjoct to the financial position of the college,

6.9 Salary increment for
Non-Teaching Staff

A member of the regular Non-Teaching staff

will be eligible for increment upon completion

of one completed year (365 days) of service in the
college subject to the financial capability of the
college.

It is granted w.c.f. the first day of the month
in which it falls subject to the financial capacity of
the college

When LWA (or any leave) not counted for increment
is availed of, the postponed date of normal
increment will be first reckoned. Whatever be the
date in which the postponed increment falls due (due
date) it will be granted from the first day of that
month.
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6.10 Leave Rules

6.10.1 CASUAL LEAVE

All members of the non-teaching staff are cligible for
20 days of casual leave (laboratory staff 15 days).
Casual leave cannot be combined with regular leave.
The Principal is the competent authority to sanction
casual leave.

6.10.2 COMPENSATORY LEAVE

a) This is sanctioned by the head of the institution to
compensatc the work donc on holidays.

b) Should obtain prior sanction from Principal for
pcrforming duty on holidays and the number of days
should be accounled.

c) Accounted days will cxpirc on completion of 3
monLhs from Lhe aclual date of duly perlormed.

d) A maximum of 10 days can bc availed of in a
calendar year.

6.10.3 DUTY LEAVE/SPECIAL CASUAL
LEAVE

a) Sanctioncd for the actual period on duty and the
journey period, il any, (or Lhe same

h) Sanctioncd also for participating in carcer
advancemenl programmes such as Seminars,
Training, and Orientation programmes etc.

6.10.4 HALF PAY LEAVE/COMMUTED
LEAVE

All members ol Lhe non-leaching slall of Lthe oifice
and library are eligible for half pay leave. It is earned
@20 days for cach complcted year of scrvice
includes periad spenl on duly as well as on leave
including LWA. HPL means leave earned in respect
of completed years of scrvice. It can be converted to
commuled leave. When commuled leave is granted
twice, that amount will be debited against HPL.
Non-Tcaching staff arc also cligible for commuted
leave and duly leave. The compelent aulhorily Lo
sanction HPL/Cammuted leave is the Principal

6.10.5 LOSS OF PAY LEAVE (LEAVE
WITHOUT ALLOWANCE]}

a) Loss of pay leave will be sanclioned only for a
period of minimum three days.

b) Sanclioned only in inevilable siluations.

¢} If less than 2 years of service, leave will not be
sanctioned for more than 30 days at a stretch.

d) LWA period shall not be considered for any
sarvice benefits including salary, increment etc.

e) Holidays can be prefixed or suffixed or both to loss
of pay leave.

f) Intervening holidays will be counted as leave,
6.10.6 MATERNITY LEAVE (M.L.)

a) Sanctioned only to those who have completed one
year of continues regular service in this college.

b) Sanctioned for 6 months.

¢} Leave for miscarriage/abortion is as per Kerala
Government Rules.

{(Maternity leave under rules 100 & 101 as per part 1
KSR will be admissible to women recruits

appointed on contract basis continuing in service
heyond one year provided they would continuc in
service but for proceeding on such leave.)

6.10.7 VACATION LEAVE

a) Laboratory staff members are eligible for 25 days
of vacation, subject to the condition that their lcave
of absence shall not affect the time bound
completion of the practical classes/other allied
academic matters,

b) Non-teaching staff members appointed on
contract basis and complete 2 years of service are
eligible for 20 days' vacation leave.

¢} Non-tcaching staff members irrespective of
categories, appointed on contract basis for one year
are eligible for 5 days’ vacation leave.

It is mandatory that prior permission be obtained for
availing of any kind of leave. If any leave is required
duc to unforescen rcasons, the matter should be
informed to the Principal through HOD and also the
HR section. Immediately after rejoining duty, the
leave should be scttled.

Application for all kinds of leave other than Casual
leave/Duty lcave/Compensatery lcave/Vacation
leave/ Commuted leave/Half pay leave shall be
submitted directly to the Chairman for sanction after
getting the recommendations of the HOD concerned
and the Principal. Application for Casual leave/Duty
leave/ Compensatory leave/Vacation leave/
Commuted lcave/Half pay leave shall be submitted
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to the Principal for sanction through Senior
Administrative Officer/HOD concerned.

6.11 Other Incentives

a) Employecs’ Provident Fund

b) Medical Insurance

¢} Gratuity

d) ES|

The above incentives are applicable only to the
permanent employees.

TA Rates for tour travel - KSR Part I

egaly Adlowanes (130%) 1@
Hupees

[
Pay® Range
P S
| SedH0 H}
| [FH] 4250H) - SO 2l
[hik) < TEIHE - 424454 M
1 | KOHY - 27T L]}
Iy [ELCH] 1510}
*Hamc Fay + Personsd Pay
Own Vehicle
S Mo Type of ¥eloele
1 Moior Car

Note :-

Teri-wheelir

Ligiside st

HEy

LR

Incsdenisl
Expenses (1E)/
Km in Bmpees

1 &}

15

1 &)

O 7 TA/DA

Mileage | clgability ]
Fesad Bl
Enpress LT
Eapress Farsl Clania
Espress 111 AL
Fast Passenger socond Llass
Fast Passonge Second Class

Raite
Hs_ 1.2 per ruririnsg, kibometor

Ra, & pix runneng kibomeier

Gr.ll{a) officer is eligible for iind AC class if Ist class is not available in the train
Gr.ll{b) officer is eligible far Ist class if llrd AC is not available in the train.
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Other conditions

1} The journey should be of mare than 8 km to
hccome cligible for Milcage Allowances.

2} Auto rickshaw fare far journeys on tour : Actual
farc at the ratc fixed by Government from time to
Llime Tor a maximum of 2 journeys daily {plus 1
journey per tour from residence to airport / railway
station/bus stand and 1 journcy per tour from

Haln perosl e rate
Lipio O brs Ml
+h hrs, & 2 hils LA
|2 hrs. & r4 hrs 1 Lr
24 s, anad upao 10 days Fuall [
For next 20 davs s LA g L

LA, therg

airpart /railway station / bus stand to residence),
limiting the distance of single journcy to 15 km,
subjecl Lo a maximum of Rs 150 per day.

3) Minimum Incidental Expenses should be
equivalenl Lo %2 DA

4) Road milcage is not admissible for travel by dept.
vehicle. In such cases, Lhe olflicer can claim Tor
Incidental Expenses only or one DA.

Boarding Lodging | DA rate
rFree Free L DA
di=d Mol Free LA

Mol Free Fres A T Y

fier

08

RETIREMENTS/
SUPERANNUATION

The College follows Central Government Retirerent
norms combined with AICTE guidelines:-

a} Retirement age of a permanent staff is 65

b) An extension of 5 years (till the attainment of 70
years of age) may be given to those faculty members
who are physically fit, have written technical books,
published papers and has average 3600 feedbaclk of
motre than 8 out of 10 indicating them being active
during last 3 preceding years of service.

However, those whose performance is not
satisfactory or thosc whaosc health conditions are not
up to the mark will be made to retire earlier after
giving one month's notice.

09

RESIGNATIONS

An cmployce may resigh from scrvice in the college
by giving Lhe Chairman a one month’s nolice in
writing. If the incumbent fails to comply with the
abovc provision, two months' salary shall be levied as
penally. The Chairman on valid grounds may relax
this pravision and accept the resignation.

A Leacher may resigh lrom service provided Lhal
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this provision and accept the resignation.

A tcacher may resign from scrvice provided that

he/she shall not resign during the second half of the

academic year.

It is mandatory to return the |D card and obtain no

dues certificate from the library for getting relieving

order from the college office.

10

TERMINATION
OF SERVICE

2) The chairman may terminate the service

of a confirmed/regularized employcec, for recasons
ol relrenchment because ol abolilion of a

subject, class ar department, insufficient work load
after giving such cmploycc onc month’s

nolice.

h) The Chairman may terminate the service

ol a confirmed/regularized employee on

grounds of violation of the code of conduct,
insubordination, incfficicncy in his/her work/duty,
neglect of assighed duly, conlagious disease,
physical or mental disability, moral turpitude

or for any other causc which shall make the
employee incapable of fulflling Lhe dulies,
unsuitable ar undesirahle for retention in

sarvice.

SERVYICE BOOK

A Scrvice Register shall be maintained for cvery
regular employee showing among olher things, his/
her permanent address, date of appointment,
consolidated pay, scalc of pay on which he/she was
appoinled, incremenls given rom Lime Lo Lime, leave
availed of, transfers, promations, suspensions,
punishments ctc. The Register shall be opened
immedialely aller the employee reporls lor duly and
shall be updated periodically and it shall be under the
custody of the Principal.

12

TEACHING STAFF
FEVALUATION BY
MOD/PRINCIP AL

A faculty is cvaluated by HoD/Principal according to
the lollowing parameters:-

a) Papcrs allotted in the Academic Year

h) Administrative Roles: (1) HoD (2) N5S

Coordinator (3) Website (4) Departmental Library (5)
AICTE/ Universily (6) Hoslel Warden/Residenl Tulor (7)
Professional Societies in Charge (8) Admission
coordinator (9 Lab in Charge (10) Placement Assistance
(11} Club in Charge (12) Studenls Council Charge (13)
others, if any.
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¢) Publications: (1) Papers (2) Books h) Other Research Programmes
d) Participation in Conferences, Seminars and Paper i) Consultancy work
presentations
i) Any other Academic/Administrative/ Rescarch
¢) Presentation in Department Mectings Nctivity

f) Awards/Honors/Fellowship etc. received ) Plan of Action for thc next academic year

2} Sponsored Research Projecls

Place: Pala Sd/-
Date: 01.01.2021 Chairman

Published by ihe Chairman, SJCET Palai
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