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1. INTRODUCTION

The establishment of St. Joseph’s College of
Engineering and Technology, Palai, was the
fulfilment of a long-cherished dream of the
diocese of Palai for providing facilities for higher
education to the people of the diocese and
surrounding regions. The main objective is to
develop a college with a distinct identity and
character, where education and training are
impartcd in a [ruly Christian environment
conducive to fostering values such as faith in
God, love for their fellow men and devotion to
the motherland. Every facility is provided in the
campus to create an environment fully
conducive to realizing this objective.

Discipline, hard work, positive thinking,
commitment to excellence and abiding faith in
the Almighty are the guiding principles that
propel the college to its vision of emerging as a
Centre of Excellence in technical education in
the country. Value systems such as
eco-friendliness, quality consciousness and
work ethics are also being instilled through the
special work culture and campus life existing in
the college.

The college aims to provide an education that
WORKS ! — an education that helps the
students in ensuring a challenging and satisfying
career after the course. With this in view,
facilities are provided in the college for
personality development, yoga and meditation

training, learning skills development,
employability skills development,
communication skills development, expert
counselling  services, special rtuition and

coaching for weaker students and sports and
games facilities. The Placement and Training
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cell of the college renders various services

suchas  arranging  campus  recruitment,
providing information on career opportunities
and higher study facilities within India and
abroad, training for job interviews and
competitive examinations, arranging practical
training for students in industries, etc.

Even from its very inception, St. Joseph’s
College of Engineering and Technology, Palai
has established a reputation among the general
public, the students and their parents and
various visiting committees as a “college with a
difference”. Situated in a serene and picturesque

location at the foot-hills of the High Range

Mountains, the campus provides an
environment conducive to learning and
achieving the academic and professional

aspirations of the students. We aim to achieve
100% results in examinations and a challenging
and rewarding career for all our students.

We are dedicated to preserve the eco-systems
and live in harmony with nature. We maintain a
green and absolutely clean campus. SJCET
follows a strategic planning approach to
development insisting on Total Quality
Management and continuous improvement at
all levels. One can witness synergy at work in
our campus. We have a team of well-qualified,
dedicated and trained teachers and we follow
the most innovative  teaching-learning
processes. Our laboratories and other facilities
are adjudged by various visiting committees as
one of the best among the engineering colleges
in Kerala. SJCET is also an ISO 9001:2015 &
[SO 14001:2015 certified institution.

This Document details the systems and
procedures of the St. Joseph's College of
Engineering and Technology, Palai for achieving
professionalism, transparency, and efficiency in
all its curricular,  co-curricular, and
extra-curricular activities. This document
should be used as a book of reference by all the
stakeholders for any queries relating to the role
and responsibilities or the tasks to be
accomplished by any Committee/ Group. As
the official Policy Document of the College, the
stakeholders have to strictly adhere to the norms
given in this book.
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VISION

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.

MISSION

*To maintain a conducive infrastructure and
learning environment for world class education.

*To nurture a team of dedicated, competent and
research-oriented faculty.

10 develop students with moral & ethical values,
for their successful career by offering variety of

progmmme; ana’ services.

2. INTERNAL QUALITY
ASSURANCE CELL (IQAC)

Objective
The primary aim of IQAC is:

* To develop a system for conscious, consistent
and catalytic action to improve the academic
and administrative performance of the
institution

* To promote measures for institutional
functioning towards quality enhancement
through internalization of quality culture and
institutionalization of best practices

Strategies

[QAC shall evolve mechanisms and procedures
for:

* Ensuring timely, efficient and progressive
performance of academic, administrative and
financial tasks

* The quality of academic and research

programimes
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» Equitable access to and affordability of
academic programmes for various sections of
sections of society

e Optimization and integration of modern
methods of teaching and learning

* The credibility of evaluation procedures

* Ensuring the adequacy, maintenance and
proper allocation of support structure and
services

o Sharing of research findings and networking
with other institutions in India and abroad

Functions

* Development and application of quality
benchmarks/parameters for various academic
and administrative activities of the institution

* Facilitating the creation of a learner-centric
environment conducive to quality education
and faculty maturation to adopt the required
knowledge and technology for participatory
teaching and learning process

 Arrangement for quality-related feedback
response from students, parents and other
stakeholders on institutional processes

e Dissemination of information on various
quality parameters of higher education

 Organization of inter and intra institutional
workshops, seminars on quality related themes
and promotion of quality circles

¢ Documentation of the various
programmes/activities leading to  quality
improvement

* Acting as a nodal agency of the Institution for
coordinating quality-related activities,
including adoption and dissemination of best
practices

* Development and maintenance of
institutional database through MIS for the

purpose of maintaining /enhancing the
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the institutional quality

¢ Development of Quality Culture in the
institution

Benefits
[IQAC will facilitate / contribute:

* Ensure heightened level of clarity and focus in
institutional ~ functioning towards quality
enhancement

* Ensure internalization of the quality culture

¢ Ensure enhancement and coordination
among various activities of the institution and
institutionalize all good practices

* Provide a sound basis for decision-making to
improve institutional functioning

* Act as a dynamic system for quality changes in
HEIs

* Build an organised methodology of

documentation and internal communication

Composition of the IQAC

[QAC may be constituted in every institution
under the Chairmanship of the Head of the
institution with heads of important academic
and administrative units and a few teachers and
a few distinguished educationists and
representatives of local management and
stakeholders.

The composition of the IQAC may be as
tollows:
1. Chairperson: Head of the Institution

2. Teachers to represent all level (Three to eight)
3. One member from the Management

4. Few Senior administrative officers

5. One nominee each from local society,
Students and Alumni

6. One nominee each from Employers
/Industrialists/Stakeholders
7. One of the senior teachers as the

coordinator/Director of the IQAC
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The membership of such nominated members
shall be for a period of two years. The IQAC
should meet at least once in every quarter. The
quorum for the meeting shall be two-third of
the total number of members. The agenda,
minutes and Action Taken Reports are to be

documented with official signatures and
maintained electronically in a retrievable
format.

The role of the coordinator of the IQAC is
crucial in ensuring the effective functioning of
all the members. The coordinator of the IQAC
may be a senior/competent person with
experience and exposure in quality aspects.

The policy shall be effective from 10/12/2019.

3. ACADEMIC POLICY

a. Policy Statement
St. Joseph's College of Engineering and

Technology, Palai strives to achieve academic
excellence, by providing quality education
through excellent teaching learning activities
and research pursuits and the continuous
assessment of the academic activities, so as to
empower individual students to evolve as
self-reliant citizens of the global village who
would cater to the human welfare and
sustainability.

b. Objectives

The academic policy discloses the principles
used for quality teaching at St. Joseph’s College
of Engineering and Technology and defines the
procedures for the multple levels of
accountability in teaching and learning.

The objective of the policy is to make the
guidelines transparent for all activities related to
teaching and learning across the campus.

The institute/department stands responsible for
ensuring quality of its educational environment.
This includes:

1. Academic accountability

2. Ensuring the quality of technical education
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including:

i. DPrescribing its own courses and syllabi in
accordance with the need of the society and the
professional requirements.

ii. Preparation of the course materials with
da’equate standard

iii.  Delivery of course contents
appropriate technologies

adopting

iv. Assessment to enable quality

v. Continuous improvement through quality
assurance

c. Roles and Responsibilities

Management:

Communicate views from the general
community to the Institution in order to ensure
that the Institution is well informed and in
touch with a variety of opinions.

Principal / Vice Principal
Developing  and implementing
assurance policies and procedures.

quality

Internal Audit Cell

Carry out the academic auditing in each
department of the college at the stipulated
interval.

Dean (UG)

Preparation of Academic and Examination
Calendar for UG complying with University
Calendar.

Dean (PG)

Preparation  of Academic Calendar and
Examination for PG complying with University
Calendar.

Head of the Department

1. Ensure that the courses promote the
development of the department and the
graduates.

2. Ensure proper redress of the concerns raised
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by students in all matters.

3. Take up initiatives to achieve the mission and
vision of the department.

4. Subject allocation for faculty for every
semester kceping in view various extraneous
duties.

5. Approval of Lecture plan and Lecture notes
prepared by the faculty and monitoring the
progress of course delivery.

6. Conduct of regular staff meetings for
assessment of progress of teaching - learning

process and other departmental activities and
for the dissemination of HoD council decisions.

7. Facilitating student feedback of the faculty
and initiating corrective measures.

8. Review of the progress of teaching- learning
process, institution of remedial
measures, result analysis and corrective actions.

9. Verification of the computation of
Continuous evaluation marks.

Course Instructor

1. Ensuring academic integrity of the course
assigned.

2. Facilitating information sharing on best
practicc in tcaching and lcarning.

3. Facilitating a learner centric environment.

4. Preparation of assignment / tutorial/internal
test QP's and answer keys and conduct of
the same.

5. Impartial and proper assessment of the
assigned course and computation of the
sessional marks.

6. Assessment of attainment of the course
outcomes (COs) which leads to the attainment
of the Programme Outcomes (POs) and the
Programme Specific Outcomes (PSOs).

7. Conduct of the remedial classes as and when
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required.

8. DPreparation/modification of the course
materials.

9. Responsible for completion of the syllabus.

10. Providing opportunities for students to
develop the Graduate attributes (GAs) relevant
to the course of study.

11.  Seek feedback from for

improvement in course delivery.

student

d. Activities
Step by step process of the academic activities is

listed.

1.  Subject  Allotment -  Before the
commencement of the semester the subjects are
allocated to the faculty members after collecting
their preferences.

2. Publishing of the SJCET Academic Calendar
- An academic calendar is published which
includes all the academic, co-curricular and
extra- curricular activities.

3. The Lecture Plan and Course Information
Sheet is prepared by the faculty which is then
verified by the Module Coordinator.

4. Review of the attainment of COs of the
previous batches and devising techniques to
improve the attainment.

5. Preparation of the course material and
content delivery. Usage of appropriate ICT
tools for content delivery to improve the
effectiveness of teaching and learning and to
make it more student centric. The Teaching
Learning Centre (TLC) of SJCET organizes
various workshops at regular intervals to
improve the effectiveness of teaching for the
faculty of SJCET and other institutions.

6. Seminar coordinator and the project
coordinator ensures that all activities related to
seminar and project take place in the stipulated
time.
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7. Conduct of assignments/tutorials and class
work according to the plan. Publishing of the

attendance at regular intervals.

8. Conduct of the Internal Examination and its
assessment. The Question papers and the
answer keys are verified by the module
coordinator to ensure that the standard is
maintained and that portions are covered

appropriately.
9. Publishing of the assessment marks.

10. Conduct of class committee and course
committee to address any issues related to the
class/course.

11. Conduct of Advisor and advisee meeting
every two weeks and the minutes are reported to

the Head of the Department.

12. Mapping of the assignment, tutorial and the
internal test marks for computing the
attainment of the course outcomes and the
programme outcomes.

13. Organizing various skill development
workshops by the professional societies and the
dcpartmcnt associations.

The academic policy is linked with the B.Tech
and M.Tech Regulations, Examination Manual
and the rules for assigning the activity points of
St. Joseph's College of Engineering and
Technology.

e. Academic Monitoring and Student
Support

Various committees have been formed to ensure
proper monitoring of the academic activities
and to provide support to the students.

1. Class/Course Committee -The committee is
responsible to monitor the conduct of all the
courses, adherence to the course plan and the
time schedule in the academic calendar,
completion of the syllabus, standards of the
internal tests, evaluation process, difficulties
faced by the students and recommend for
necessary remedial actions, if any.
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2. Advisory System: For every class there is a
staff coordinator and staff advisor. Staff
Coordinator will be nominated for the entire
class. There will be one Staft Advisor for every
20-25 students. One among the Faculty Advisor
shall be nominated as Staff coordinator. The
Advisor maintains all documents related to the
academic and non-academic matters of the
students under an advisory group.

They are the primary contact of students and
parents for all kinds of advices, clarifications
and permissions on academic matters. They are
responsible to mentor the students. The staff
coordinator makes arrangements for the
meetings with students and parents as and when
required to discuss any matter for the progress
of the students. They also carry out the result
analysis and arrange for remedial activities, if
required. They are also responsible to carry out
the consolidation of the activity points,
attendance, internal marks in their advisory

group.

3. Various other committees like Student
Welfare  committee,  Grievance  Redress
Committee, Disciplinary Action Committee are
also formed for student support.

f. Academic Auditing

Academic Auditing is carried out in each
department of the college at stipulated intervals
by the Internal Quality Assurance Cell (IQAC).
The IQAC shall monitor all the academic
activities including the internal evaluations and
examinations. A subcommittee of the same
termed as the Internal Audit Cell (IAC) is
responsible for carrying out the academic audit
in stipulated intervals as suggested by the
University. The [AC has a coordinator and
representatives from all departments to carry
out the audit. The audit also covers the
co-curricular and extracurricular activities made
available to the students, mentoring
mechanisms and the performance indicators of
various accreditation such as NAAC and NBA
and also periodical reporting to UGC. IQAC
will also keep the relevant data on website up to

date as required by the UGC.
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4. ADMISSION POLICY

a.Purpose: The purpose of this procedure is to
establish clear guidelines regarding admission to
various conducted by St. Joseph’s College of
Engineering and Technology, Palai.

b. Scope: The entry requirements for each
program of SJCET are defined in terms of
stated qualifications or their equivalents, and are
intended to facilitate assessment of the
candidate’s ability to meet the demands of the
program. Where accreditation of prior learning
is permitted as a route for entry, responsibility
rests with the applicant for making the claim to
relevant knowledge and skills and also for
supporting the claim with appropriate evidence.
The SJCET may require an applicant to submit
to an entrance assessment. Admission to an
appropriate point in a program may be
permitted where evidence exists that an
applicant has fulfilled particular progression
requirements of the program.

c. Responsibility: Management, Principal and
Chief Coordinator Admission.

d. Procedure for B Tech Admission

General:

From the academic year 2012-13 onwards 50%
of the total seats in St. Joseph’s College of
Engineering and Technology will be filled by
the office of Commissioner for Entrance
Examination (CEE) from the list prepared
based on Kerala Engineering Architecture
Medical (KEAM) entrance examination Rank.
The CEE admission is on the basis of merit and
in accordance with reservation principles
followed by Government. The college code for
CEE allotment is SJCET. The remaining 50%
seats will be filled up by the Management
according to the merit. Of this 50%, 15% of the
total seats are filled from the Non Resident
Indian (NRI) category.

e.Introduction: This college is afhiliated to A P
J Abdul Kalam Technological University and
approved by AICTE.
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The college is a member of the Kerala Catholic
Engineering College Management’s
Association. The colleges under the above
association follow a common procedure for

admission to B.Tech courses. (Annexure
Attached)
Number of seats:
a R\
Branch | Seats
AD 60
CE 30
@S 180
C ¥ 60
EC 60
ES 60
EE 30
| ME 60 )

Government Quota Seats

50% of the total seats in St. Joseph’s College of
Engineering and Technology will be filled by
the Commissioner for Entrance Examination
(CEE) from the list prepared by the CEE on the
basis of merit and in accordance with
reservation principles followed by Government.
The college code for CEE Allotment is SJC.

In addition, 5% of students are admitted in
each discipline under AICTE Tuition Fee
Waiver Scheme (TFW) with rtuition fee

concession

Management Merit Quota Seats

The remaining 50% seats will be filled up by the
Management according to the merit.

No. of seats proposed to be reserved under
various heads in a branch with 60 seats shall be
as follows:
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4 N
Seats
allotted 30
by CEE
Management Seats

College Merit: 10

Christian
Community: 11
NRI: 09
\ J/
Fee Structure:

The fee structure shall be decided based on the

Govt. EIPPIOVGd norms.

f. Procedure For M.Tech Admission

M. Tech Programmes

* Advanced Manufacturing and Production
Management (Dept. of Mechanical Engineering)
- 18 Seats

» Computer Science and Engineering (Dept. of
Computer Science & Engineering) - 18 Seats

e Structural Engineering &  Construction
Management (Dept. of Civil Engineering) -24
Seats

« VLSI & Embedded Systems (Dept. of
Electronics & Communication Engineering)-18
Seats

Eligibility Criteria
Nationality: Candidates must be citizens of India.

Academic Requirements:
1.The candidates should have studied the
Graduate course in an institution approved by the

AICTE/Deemed Universities. Candidates should
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