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VISION

RVS College of Engineering and Technology, Coimbatore, will strive to be an Institution
of National Importance and committed to work towards societal and economic empowerment of

the nation through the development of Engineers with technical and managerial skills.

MISSION

The RVSCET, Coimbatore, strives to

Become a center of excellence for engineering education and research with
excellent infrastructure and well-qualified faculty.

Develop and support faculty who are potential scholars and effective educators.
Empower the students with newer skills through various training programmes to
face the growing challenges of the industry.

Enhance competitiveness of the students for economic and social developments.
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1. INTRODUCTION

This document has been developed by Human Resource Department in order to orient
employees with RVS College of Engineering & Technology, herein referred to as the RVSCET
and provide make knowledgeable about working conditions, key policies, procedures, and
benefits of employment at RVSCET and to inculcate with its general rules, service conditions,
values, ethics and culture. The information provided in the book applies to all employees of the
institution. The book is a summary of our policies, with are presented here only as a matter of
information and not as a promise of employment or as a contract between RVSCET and any of

its employees.

The employee is held accountable for reading, understanding, and abiding by the
provisions of this book. These policies are subject to change at any given point of time at the sole
discretion of the Management and shall be intimated as and when such changes are made.

PURPOSE OF THIS BOOK

To maintain a congenial work culture and to enlighten the employees on the values and
culture that RVSCET stands for and to streamline the processes within the institution and

departments to ensure that employee satisfaction is inclined with these cultures and values.

2. EMPLOYEE DEFINITION AND STATUS

An “employee” of RVSCET is a person who regularly works for the institution

on a Permanent/Probation/Tenure/Contract basis.

2.1 Probationary/Tenure period for New Employees

RVSCET monitors and evaluates every new employee’s performance for a specific period
to determine whether further employment in a particular position or with the institution is

appropriate.
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3. EMPLOYMENT POLICIES

3.1 New Employee Orientation

The formal welcoming process is conducted. This will be followed by the concerned
department to which the employee has been appointed to work with.

3.2 Personnel Record and Administration

The task of handling personnel records and related administration functions at RVSCET
is assigned to the office. Personal files will be kept confidential at all times and include some or
all of the following documents.

e Faculty Profile

e Appointment order and joining report

e Time Table (3 assessment years+ current year)

e Copies of Qualification Certificates (Highest To the Lowest)

e Summary Sheet on FDP /Workshop/Seminar/Guest Lecture/Professional activities
(5 Assessment years)

e Certificates copies/Proof related to FDP/Workshops/Guest Lecture/Professional
activities (5 Assessment year)

e Summary Sheets on Papers/ Publications and Conferences (5 Assessment year)

e Proof related to Papers/ Publications and Conferences

e Patents published/list of research scholar/Govt. Grants/Consultancy/Research
projects (applicable to Professors with Ph.D. - 5 Assessment year)

e Proof related to Patents published/list of research scholar/Govt. grants/Consultancy/
Research projects

e Subject Wise Result Analysis

e Duties and Responsibilities

e Latest Faculty Performance Appraisal




4. STANDARD OF CONDUCT

4.1General Guidelines

All employees are expected to get accustomed familiar with the institution rules and
standards of conduct and are expected to follow these rules and standards faithfully in conduction
their work.

4.2 Hours of Work

The normal working hours are from 9.00AM to 4.45PM. An employee may be
required to follow different working hours under special circumstances. Employee’s

immediate/reporting head is to be consulted if required.

4.3 Attendance and Punctuality

The institution expects employees to be ready to start the work from the beginning of
assigned daily working hours, and to reasonably complete it by the end of assigned working

hours. They are to regularly mark their attendance through the bio-metric attendance system.

4.4 Absence and Punctuality

In case of emergencies, illnesses, or pressing personal issues that cannot be scheduled
outside work hours may arise, it is the responsibility of all employees to contact the reporting
authority for permission/leave. Unauthorized absence will be viewed seriously and attract

strict disciplinary action.
4.5 Unscheduled Absence

Absence from work for three (3) consecutive days without notifying the superiors will be
considered sufficient to initiate action against the employee. Action will be initiated against the
employee who is absent from work for 3 consecutive days without proper approval.
Noncompliance is to be reported to the compliance committee. Enquiry will be conducted by the
lC.
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4.6 Gender Harassment Policy

The institution is committed to maintain an environment free of gender harassment which
may include unwelcome advances, requests for immoral / unsocial / unethical favors, or other
unwelcome verbal or physical contact when such conduct creates an unpleasant or offensive,
hostile, and intimidating working environment and prevents and individual from effectively
performing the duties of their position. Every employee must ensure that their conduct with
fellow employee must be of accepted social, moral, ethical and social norms. Any act contrary,
will be deplorable and will be dealt with sternly. Any such, issues should be reported to sexual

harassment cell for further action.

4.7 Dress Code & ID Card Display

Employees of the institution are expected to present themselves in a clean and
professional appearance, both inside and outside the institution. Dressing in a fashion that is
clearly unprofessional, inconsistent with contemporary socially accepted traditions, and which
is deemed improper and unsafe, or that negatively affects our college reputation or image is not
acceptable and do not go by the culture. It is mandatory for all employees to display in person,
the ID card issued by the institution, during hours of work. This will also apply to employees

who may represent the institution at various forums within and outside the institution.

4.8 Misconduct

An employee, who is found guilty of misconduct or violates the sanctity of the institution
or any of its policies, detrimental or otherwise, will be dealt with in accordance with the institution
rules and regulations mentioned in the code of conduct. Nonc ompliance is to be reported
to the compliance committee. Enquiry will be conducted by the IIC. The institution reserves the

right to take the appropriate disciplinary action as may deem fit.

4.9 Outside Employment

The institution prohibits employees from taking any outside job for pay.
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4.10 Return of Institution Property

Any of the institution property issued to employees, such a computer equipment, keys,

employee ID card, official completed records must be returned back to the institution at

the time of relieving, employees will be responsible for any lost or damaged items based

on which the employee will be issued the No Dues Certificate to settle the full and final accounts.




5. EDUCATION QUALIFICATION FOR TEACHING FACULTY

CENTRE for AFFILIATION of INSTITUTIONS
Anna University, Chennai - 600 025

Norms for Faculty Recruitment in Affiliated Colleges

Note- All Degrees must be from UGC approved institutions

Faculty appointed on or after 01.03.2019 - 7th Pay CPC

I. ENGINEERING &TECHNOLOGY

(As per AICTE Gazette Notification Dated on: 01.03.2019)

CADRE QUALIFICATION MINIMUM REMARKS
* EXPERIENCE
Assistant | B.E./B.Tech./B.S. and M.E. /M.Tech. in | Experience not mandatory. -
Professor | relevant branch with first class or
equivalent in any one of the degrees.
Ph.D. degree in the relevant field and Minimum of 8years of He/She is eligible
First class or equivalent at either experience in teaching/research{ to  hold  this
Associate | Bachelor's or Master’s level in the /industry out of which at least | position after 2
Professor | relevant branch. 2 years shall be Post Ph.D. years of = Post
AND experience. Ph.D. experience.
At least 6 research publications in SCI
Journals/fUGC/AICTE approved list
of journals.
Ph.D. in the relevant field and first class| Minimum 10 years  of He/She is eligible
or equivalent at either UG or PG level in| Experience in teaching/ to hold this
the relevant branch. research/industry out of which | position after 5
AND at least 3 years shall be at a | years of Post
At least 6 research publications at the| nost equivalent to that of an | Ph.D. experience.
Level of Associate Professor in SCI| associate Professor
journals/UGC/AICTE approved list of
Professor | journals and at least 2 successful Ph.D.
guided as Supervisor/Co-Supervisor till
the eligibility of promotion.
OR
At least 10 research publications at the
level of Associate Professor in SCI
journals/UGC/AICTE approved list of
journals till the date of eligibility of
promotion.
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Principal | >Ph.D. in the relevant field and first class | Minimum15 years of He/She is eligible
or equivalent at either UG or PG level | experience in teaching/ | to hold this

in the relevant branch. AND research/ industry, out of which | position after

> At least two successful Ph.D. guided as at)gaest ﬁ\yaelaerr?tstgatl:]:teoit the | satisfying
Supervisor/Co-Supervisor and minimum 8 P au Professor post

o h ) ) Professor. L
research publications in SCI journals/ eligibility and
UGC/AICTE approved list of journals. should be guided

minimum
NOTE:
% The incumbent faculty members shall have to meet the necessary conditions as per Gth

Pay CPC of AICTE.

% Incumbents recruited as faculty with the basic minimum qualifications can continue in the
same college in the same post. For considering promotions and movement to other
colleges, the faculty should satisfy the conditions of 7th pay CPC of AICTE.

Rl

% Maximum Age limit for all Cadre of faculty members/Principal is 65 Years.
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CENTRE for AFFILIATION of INSTITUTIONS
Anna University, Chennai - 600 025

Note - All Degrees must be from UGC approved institutions

Faculty appointed on or before 29.02.2019 - 6™ Pay

I. ENGINEERING &TECHNOLOGY

CADRE QUALIFICATION MINIMUM EXPERIENCE| REMARKS
Assistant | B.E./ B.Tech./B.S. and M.E. /M.Tech. | Experience not mandatory. -
Professor | In relevant branch with first class or
equivalent in any one of the degrees.
Qualification as above that is for the post| Minimum of 5 years He/She is
Associate | of Assistant Professor, as applicable and | of Experience in teaching/ eligible to hold
Professor | Ph.D. or equivalent in appropriate | research/ industry out of this  position
discipline. which at least 2 years Post | after 2 years of
Post Ph.D. publications and guiding Ph.D. experience is desirable. | poet py .
Ph.D. student is highly desirable. experience.

Ph.D. is mandate
to hold this post.

Professor

Qualification as above that is for the post
of Associate Professor, as applicable and
Ph.D. or equivalent in appropriate
discipline.

Post Ph.D. publications and guiding
Ph.D. student is highly desirable.

In case of research experience good
academic record and books/research paper
publications / IPR / patents record shall be
required fit by the expert members of the
selection committee.

Minimum10 years of
experience in teaching/
research/industry out of
which at least 5 years
should be at the level of
Associate Professor.

OR
Minimum 15 years of
experience in teaching or

research or Industry.

If the experience in industry is
considered, the same shall be
at managerial level equivalent
to Associate Professor with
active participation record in
devising/designing, planning,
executing, analyzing, quality
control, innovating, training,
technical books/research
paper Publications/IPR
/patents, etc. as deemed fit by

the expert members of the
Selection committee.

He/She is eligible
to hold this
position after 5
years of Post
Ph.D. experience
or worked as
Associate
Professor for 5
years.
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Principal

Qualification as above that is for the post
of Professor, as applicable

Post Ph.D. publications and guiding Ph.D.
student is highly desirable.

In case of research experience good
academic record and books/research paper
publications / IPR / patents record shall be
required fit by the expert members of the
selection committee.

Minimum 10 years of
Experience in teaching/
research/industry out of

which at least 3 years
should be at the level of
Professor.

OR

Minimum 15 years of
experience in teaching or
research or Industry.

If the experience in industry is
considered, the same shall be
at managerial level equivalent
to Professor with active
participation record in
devising/designing, planning,
executing, analyzing, quality
control, innovating, training,
technical books /research paper
publications/IPR/ patents, etc.
as deemed fit by the expert
members of the selection
committee.

He/She is
eligible to hold
this  position
after 3 years of
experience as
Professor.

o el
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Faculty appointed on or after 01.03.2019 - 7" Pay CPC

HUMANITIES AND SCIENCE

(As per UGC Gazette Notification Dated: 18.07.2018)

CADRE* QUALIFICATION MINIMUM EXPERIENCE REMARKS
Assistant At least 55% marks (or) an equivalent CGPA | Experience not mandatory. -
Professor at the Masters degree level in the relevant
subjects.
Besides, fulfilling the above qualification,
candidates should have cleared the National
Eligibility Test (NET) conducted by the
UGC or the CSIR or similar tests accredited
by the UGC, like SLET/NET.
Ph.D. Candidates shall be exempted from the
requirement of NET/SLET
At least 55% marks (or) an equivalent CGPA | 8 years of experience in teaching | --
at the Masters degree level and Ph.D. and / or research position

Associate degree in the relevant subjects. equivalent to that of Assistant

Professor AND Professor in a University, College
Minimum of 7 publications in the peer | or Accredited Research Institution
reviewed or UGC listed journals. / Industry.
Ph.D. degree in the concerned / allied /| A Minimum of 10 years of Guided at
relevant discipline, and published work of| Teaching experience in| least 1
high quality actively engaged in research| University/College as Assistant| Scholar in the
with evidence of published work with a| Professor/Associate Professor, and/| level of Ph.D.
minimum of 10 research publications in the| or research experience at equivalent
peer reviewed or UGC listed journals. level at the University/ national

Professor OR level institutions with evidence of
Ph.D. degree in the relevant/allied/applied| having successfully guided
disciplines, from any academic | doctoral candidate.
institutions/industry, who has  made
significant contribution to the knowledge in
the concerned / allied / relevant discipline,
supported by  documentary  evidence
provided he/she has 10 years of experience.

NOTE:

The incumbent faculty members shall have to meet the necessary conditions as per

6th Pay CPC of AICTE

Incumbents recruited as faculty with the basic minimum qualifications can continue in
the same college in the same post. For considering promotions and movement to other
colleges, the faculty should satisfy the conditions of 7th pay CPC of AICTE.
Maximum Age limit for all Cadre of faculty members/Principal is 65 Years.
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Faculty appointed on or before 29.02.2019 - 6th Pay CPC

HUMANITIES AND SCIENCE

CADRE QUALIFICATION MINIMUM EXPERIENCE REMARKS
Master’s degree in relevant subjects | Experience not mandatory. -
of Humanities & Sciences with first
class or equivalent, at Bachelors or
Masters Level from any recognized
Indian University.

Besides,  fulfilling the above
qualification, candidates should
Assistant have cleared the National Eligibility
Professor Test (NET) or SLET or accredited
test for PG and UG level teaching for
Lectures conducted by the UGC,
CSIR or similar tests accredited by
the UGC.
Note:
i) Candidates having Ph.D. degree
are exempted from the above tests
for U.G and P.G level teaching.
ii) Candidates registered for
M.Phil. Programme prior to July 11,
2009 shall be exempted from the
above tests.
At least 55% marks (or) an | Minimum of 8 years of|--
equivalent CGPA at the Masters| experience in University /
Associate degree level and Ph.D. degree in the| College, and or experience in
Professor relevant subject. research at the University/
(Desirable: 5 publications in| National Level Institutions /
international journal) industries.
At least 55% marks (or) an | Minimum 10 years of | --
equivalent CGPA at the Masters| experience in University /[
degree level and Ph.D. degree in the| College, and or experience in
relevant subject. research at the University/
Professor (Desirable: 10 publications in | National Level Institutions /
international journal) industries, including
experience of guiding
candidates for research at
Doctoral level.
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6. RECRUITMENT, DESIGNATION, JOINING, PROMOTION AND RELIEVING

6.1 Recruitment shall be undertaken as and when required, based on approved vacancies and

institutional needs.

6.2 The number of vacancies in various cadres shall be determined and communicated by the

Principal or the designated authority to the Management for approval, based on factors such as

student strength, existing faculty strength, and vacancies arising due to resignation or other

reasons.

6.3 Approved vacancies shall be advertised in leading newspapers and relevant employment

portals/websites to ensure wide publicity.

6.4 Applications received shall be scrutinized and screened by the competent authorities

concerned.

6.5 The screening process shall be carried out strictly in accordance with the qualifications,

experience, and other eligibility criteria prescribed by the All India Council for Technical
Education (AICTE) and Anna University.

6.6 Shortlisted candidates shall be informed through call letters, email communication, and

telephone by the College Office.

6.7 The Selection Committee for the interview process shall consist of the following members:

a) Principal
b) Administrative Officer

c) Head of the Department /Senior Professor (Internal Member)
d) Subject Expert (External Member)

Designation

The designation of selected candidates in the Teaching Cadre shall be assigned based on their

educational qualifications, experience, and eligibility criteria as prescribed by the competent

regulatory authorities.

Professor
Associate Professor
Assistant Professor
Chief Librarian

Director of Physical Education

e iy
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Ministerial Staff
e Office in charge/Training Coordinator/Student Trainer/CG Cell Coordinator/NBA
Accreditation Coordinator /Office Assistant /Junior Assistant /Telephone Operator

Technical Staff

e System Admin /System Analyst /Lab Technician /Programmer /Lab Assistant/Library
Assistant/Instructor
General Services
e Electrical Supervisor /Electrician /Electrical Technician /Attender /Turner /Carpenter /
Welder

Mode of Selection of Support Staff:

1. All the positions are advertised in the Newspaper. After scrutiny of applications

received and short listing by a committee consisting of

a) Administrative Officer b) HODs c) Section in charges
2. Appointment letters, duly signed by the Appointing Authority, include
a. Job designation and responsibilities.
b. Acknowledgment and acceptance by the employee.
3. Upon joining, staff members submit a signed joining report to college office.
4. The selected candidates sign a copy of the appointment letter to confirm their acceptance
5. Onjoining, appointment orders are issued, and the candidates must submit a joining report
with the following documents:
e Relieving letter from the previous employer (if applicable).
e Proof of date of birth/age.
e Valid identification (document passport, driving license, Aadhaar, voter ID, PAN
card).
e Original qualification and experience certificates with attested copies.
e Three passport-size color photographs.

e Any additional documents specified by the management.

6. The employee’s age, verified through the submitted documents, will serve as the official

reference for all purposes, including appointment and retirement.
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PROMOTION

The Promotions under Career Advancement Scheme of teaching faculty will follow
the guidelines given below subject to the condition that the candidate possesses the prescribed
minimum qualification. The candidate should present herself/himself before the selection

committee.

e Self-appraisal reports (required)

e Research contribution, books, articles, etc. published. (At least 2 papers in referred
journals required)

e Seminars/Conferences attended. Must have attended at least 4 seminars /conferences at
national or international level or must have attended summer/winter schools (short-
term courses) of total duration of 4 weeks. -

e Significant contribution to teaching / academic environment/institutional corporate life.

e Development of course material / monographs.

e Participation in Continuing Education programmes

e Any other academic contributions.

e For every upward movement, a selection process as per the rules and regulations of
AICTE /University to which the institution is affiliated will be followed.

Promotion to higher level of service shall be made subject to availability of the posts,
eligibility of the staff, only on the basis of merit and efficiency, besides the commitment of the
staff to the cause of all-round development/improvement of the corporate life of the institution.

Other things being equal, seniority will be the deciding criterion.
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RESIGNATION

1. Any member of the faculty in permanent service shall give three notice in case he/she
desires to be relieved on resignation or in the alternative he/she shall pay three months
salary in lieu thereof. The resignation shall come into force from the date from which the
appointing authority accepts the resignation or the date of relief whichever is earlier.
Normally they will not be relieved in the middle of a semester.

2. Any member of the Support Staff in permanent service shall give three months’ notice
in case he/she desires to be relieved on resignation or in the alternative he/she shall pay
three months salary in lieu thereof. The resignation shall come into force from the
date from which the appointing authority accepts the resignation or the date of relief

whichever is earlier.

3. Any member of the faculty/Support staff during probation shall give one month's notice
in case he/she desires to be relieved on resignation or in the alternative he/she shall pay
one month's salary in lieu thereof. The resignation shall come into force from the date from
which the appointing authority accepts the resignation or the date of relief whichever
is earlier. Normally Teaching faculty members will not be relieved in the middle of

a semester.

4. However, the appointing authority reserves the right to waive the notice period or the

compensation thereof.

5. Staff members of RVS CET who have been selected for Central/State Government jobs

will be relieved from service with immediate effect.
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7. SERVICE RULES FOR FACULTY AND STAFF

7.1 ROLES AND RESPONSIBILITIES OF THE PRINCIPAL

1. Leadership & Institutional Development

Assist the management in policy-making, goal-setting, and decision-making to achieve
institutional objectives.

Develop short-term and long-term strategic plans aligned with the institution’s 10-year
vision.

Implement the mission, goals, and policies approved by the Governing Council,
prioritizing discipline and quality education.

Oversee the overall administration, ensuring steady growth and progress to elevate the

institution’s status.

2. Academic & Administrative Coordination

Coordinate with Anna University, AICTE, DOTE, Government Bodies, NBA/NAAC
for affiliation, approvals, admissions, and accreditations.

Manage curriculum development, academic planning, and other academic activities.
Monitor university examinations and ensure the smooth conduct of academic
programs.

Arrange and preside over HOD and staff meetings periodically.

3. Research & Industry Collaboration

Encourage research and consultancy activities by collaborating with industries, premier
institutions, and research organizations at national and international levels.

Facilitate MoUs with research and industry bodies for academic and professional
growth.

4. Faculty & Student Development

Motivate and support faculty and students by identifying and nurturing their potential.
Facilitate faculty recruitment in coordination with the management.

Take necessary steps to enhance placement services for students.
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5. Financial & Infrastructure Management

Prepare the annual budget and ensure proper financial management.

Supervise infrastructure development to improve facilities and learning resources.

6. Institutional Discipline & Governance

Maintain discipline among faculty, staff, and students.
Ensure compliance with regulations of AICTE, UGC, and the affiliating university.

Approve leaves, promotions, and performance appraisals of faculty and staff.

7. Other Responsibilities

Support institutional development in all aspects.

Attend additional duties as assigned by the management.

7.2 ROLES AND RESPONSIBILITIES OF THE ADMINISTRATIVE OFFICER

1. Administrative Management

Oversee the overall administration of office personnel and ensure smooth functioning
of college operations.

Maintain and manage records related to faculty, staff, students, university affiliations,
and institutional policies.

Supervise and coordinate all college maintenance activities to ensure a well-
functioning infrastructure.

Ensure adherence to HR policies, including leave management, professional conduct,

and grievance handling.

2. Financial & Student Welfare Responsibilities

Facilitate financial benefits, scholarships, and concessions (Government & Private) for
students, especially from SC/ST/MBC and other underprivileged categories.
Ensure timely notifications and processing of first graduation benefits, fee waivers, and

special assistance programs.

e iy
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3. Human Resource & Recruitment Management

e Recruit personnel based on departmental requirements in compliance with selection
panel guidelines.
e Oversee payroll processing, staff welfare, and performance evaluations.

e Implement HR policies and ensure a positive work environment.

4. Admission, Approval & Compliance

e Handle admissions, approvals, and communications related to the Anna University and
AICTE.

e Ensure compliance with government regulations and institutional policies.

5. Finance & Logistics Oversight

e Supervise college accounts, budgeting, purchases, and financial transactions.

e Manage procurement processes, ensuring cost-effectiveness and transparency.

7.3 ROLES AND RESPONSIBILITIES OF THE HEAD OF THE DEPARTMENT (HOD)
1. Academic Leadership & Quality Assurance

e Plan and execute activities to achieve the department's vision

e Coordinate departmental activities to ensure high-quality education and achieve
institutional goals.

e Plan and monitor the overall department activities, including curriculum delivery
and faculty performance.

e Develop and enforce a time schedule for syllabus coverage, internal assessments,
and semester timelines.

e Supervise faculty workload allocation and teaching assignments.

e Maintain course files of faculty members and suggest corrective measures for

academic improvement.
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2. Departmental Administration & Development

e ldentify and fulfill departmental requirements, including faculty recruitment,
equipment procurement, library resources, and infrastructure development.

e Establish, develop, and maintain department laboratories with necessary resources.

e Convene departmental meetings to discuss academic progress and administrative
matters.

e Assist the Principal in all academic, administrative, and strategic initiatives.

3. Research & Industry Collaboration

e Encourage faculty members to apply for research projects from various funding
agencies.

e Promote publication of research papers in national and international
journals/conferences with high impact factors.

e Foster industry-institute interaction by establishing collaborations and partnerships.

e Motivate staff and students to join professional organizations for continuous

learning and networking.

4. Student Welfare & Guidance

e Counsel and guide students in their academic and career growth.
e Ensure discipline, attendance, and academic performance of students.

e Take necessary steps to enhance placements and internship opportunities.

5. Compliance & Accreditation Responsibilities

e Maintain and update records as per AICTE/Anna University, NAAC/NBA, and
other accreditation bodies.
e Ensure compliance with the institutional and regulatory framework governing the

department.
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7.4 ROLES AND RESPONSIBILITIES OF THE CHIEF LIBRARIAN

1. Library Operations & Management

e Ensure maximum utilization of library facilities and maintain a conducive
environment with proper discipline and decorum.

e Oversee the efficient functioning of the library, ensuring accessibility for students
and faculty.

e Manage library automation and digitization for improved user experience.

2. Budgeting & Resource Management

e Prepare and coordinate the annual budget for library operations and activities.

e Collect indents from various departments and process them for procurement,
purchase, and maintenance of books, new journals, and renewal of subscriptions.

e Plan for library infrastructure upgrades and new resource acquisitions as per

academic needs.

3. Record Keeping & Compliance

e Maintain library records and provide timely updates on books, journals, and digital
resources.

e Conduct annual stock verification and preserve statistical records for future
planning and organization.

e Ensure compliance with institutional and regulatory standards.

4. Collection Development & Maintenance

e Review and remove obsolete book materials in consultation with relevant
departments.

e Arrange for rebinding and preservation of important books and back volumes.

e Maintain a well-organized cataloging system for easy accessibility.
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5. Digitalization & Research Support

Implement e-library and automation software to enhance research and learning.
Provide research support to faculty and students by facilitating access to journals,
databases, and online resources.

Promote inter-departmental collaboration for better knowledge-sharing and
academic growth.

7.5 ROLES AND RESPONSIBILITIES OF THE DIRECTOR OF PHYSICAL EDUCATION

1. Discipline & Administration

Assist the Principal in maintaining discipline across the campus, ensuring students
participating in sports and games adhere to the code of conduct.

Coordinate activities of the Physical Education Department staff to ensure effective
functioning.

Suggest improvements and developments in sports infrastructure and submit an

annual budget proposal to the Principal.

2. Sports & Fitness Management

Plan and schedule student access to sports equipment, playgrounds, and other
available facilities.
Oversee maintenance and upgrading of sports infrastructure.

Implement fitness programs for students and faculty to promote overall well-being.

3. Training & Competitions

Arrange for training and skill development programs for both faculty and students.
Organize and conduct sports and games events at university, district, and state
levels.

Coordinate inter-departmental, intercollegiate, and university-level competitions to
encourage student participation.

Motivate students to participate in national and international-level sports events.

e iy
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4. Representation & Compliance

o Attend meetings at the university level regarding physical education and sports
regulations.
o Ensure adherence to ethical guidelines and fair play during sports activities.

o Promote sportsmanship, teamwork, and discipline among students.

7.6 ROLES AND RESPONSIBILITIES OF TEACHING STAFF
(Professor, Associate Professor, and Assistant Professor)

1. General Responsibilities

e Deliver high-quality teaching and learning experiences in assigned courses.

e Develop and update curriculum, lesson plans, and teaching materials as per
university guidelines.

e Engage in research, publications, and professional development to contribute to
academic excellence.

e Participate in student mentorship, counseling, and career guidance.

e Ensure discipline, ethics, and academic integrity in the classroom.

e Promote collaborative learning, industry interactions, and skill development.

2. Category-Specific Responsibilities
A. Professor (Senior Academic Leadership Role)

e Provide academic leadership and mentor faculty members.

e Lead research projects, publications, and funded research proposals.

e Supervise Ph.D. and postgraduate research scholars.

e Serve as a chair/member in university bodies, committees, and accreditation
processes.

e Establish industry collaborations, consultancy projects, and community outreach
initiatives.

e Participate in policy-making and strategic planning for academic excellence.
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B. Associate Professor (Mid-Level Academic & Research Role)

e Conduct lectures, practical sessions, and student evaluations.

e Guide postgraduate students and junior faculty in research activities.

e Publish research papers in reputed journals and conferences.

e Assist in curriculum development and academic policy implementation.

e Participate in departmental administration and accreditation processes.

C. Assistant Professor (Entry-Level Teaching & Research Role)

e Teach undergraduate and postgraduate courses effectively.

e Engage in lesson planning, assessment, and student academic support.
e Participate in departmental research and faculty development programs.
e Assist in lab management, syllabus completion, and student projects.

e Contribute to institutional activities, student clubs, and extracurricular initiatives.
3. Additional Responsibilities

Academic & Research Contributions

e Conduct innovative research and secure funding for projects.
e Publish in high-impact journals and participate in academic conferences.

e Guide students in internships, projects, and dissertations.

Institutional & Administrative Duties

e Assist in curriculum development, policy-making, and academic audits.
e Coordinate departmental meetings, workshops, and faculty training programs.

e Participate in NAAC/NBA accreditation processes and university affiliations.

Student Development & Mentorship

e Encourage students’ research, innovation, and entrepreneurship.
e Support internships, placements, and industry interactions.

e Provide career counseling, skill enhancement, and extracurricular guidance.
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7.7 RESPONSIBILITIES OF TECHNICAL STAFF
1. Laboratory & Equipment Management

e Assist in the installation, operation, maintenance, and calibration of laboratory
equipment.

e Ensure proper handling and upkeep of laboratory tools, instruments, and
consumables.

e Support faculty in research, consultancy, and testing projects.

2. Academic Support

e Assist in scheduling and conducting practical and drawing classes.
e Help in the procurement and management of laboratory supplies and workshop
materials.

o Provide support in design, fabrication, and computer-related tasks as required by
faculty.

3. Technical & Infrastructure Support

e Operate and maintain telephones, intercom, internet, audio-visual aids, and other
campus facilities.

o Ensure adherence to safety protocols in laboratories and technical workshops.

4. Event & Seminar Assistance

o Take on specific responsibilities during the organization of functions, workshops,
and seminars.

e Assist in setting up technical equipment and logistical arrangements for academic
events.

7. 8 RESPONSIBILITIES OF CLERICAL STAFF
1. Administrative & Student Support

« Handle student admissions, records management, and documentation.
e Maintain and update student databases, academic records, and administrative files.

o Assist in the preparation of reports, circulars, and institutional correspondence.
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2. Financial & Payroll Management

o Support financial transactions, fee collection, and budget documentation.
o Assist in payroll processing, salary disbursement, and staff benefits management.
o Maintain accurate accounts, invoices, and financial records as per institutional

policies.

3. Communication & Office Coordination

o Manage official correspondence, emails, and documentation for smooth office
operations.

o Coordinate meetings, schedules, and communication between departments.

e Ensure timely submission of reports and compliance documents to regulatory

bodies.

7.9 RESPONSIBILITIES OF SUPPORTING STAFF
1. General Duties & Administrative Support

e Assist faculty, staff, and students in day-to-day operations and administrative tasks.
e Support office personnel in document handling, filing, and communication-related
tasks.

e Carry out basic logistics and errands to ensure smooth functioning of departments.
2. Campus Maintenance & Housekeeping

e Maintain cleanliness, hygiene, and orderliness within the campus premises,
including classrooms, offices, and common areas.

o Ensure proper upkeep of washrooms, corridors, and other essential facilities.

e Report maintenance issues such as damaged infrastructure or faulty equipment to

the concerned department.

3. Event & Operational Assistance

e Provide support during college events, seminars, and official meetings.
e Arrange furniture, audio-visual equipment, and seating arrangements as required.

e Assist in managing visitors, deliveries, and other campus-related logistics.
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8. BENEFITS TO THE EMPLOYEES
8.1. Higher Studies Support Policy

The Management encourages and extends necessary support to the following categories of
staff pursuing higher studies:

e Engineering Faculty
e Science and Humanities Faculties
e Non-Teaching Staff

All teaching and non-teaching faculty members engaged in higher studies shall be
supported and encouraged by the Management. Necessary academic, administrative, and
institutional support shall be provided to staff members pursuing higher education programmes for
professional growth and institutional development.

Preference will be given for the doctoral programmes, followed by Master Degree and
Second Masters Degree Programmes on execution of a bond to the effect that he/she shall serve
the institution for a period of 3 years in respect of Doctoral programmes and 3 years in respect
of Master's Programmes and that in case he/she fails to successfully complete the said
programme, he/she would refund the assured amount as per bong) executed and further that he/she
would refund the assured amount on prorate basis in case he/she does not serve the College for

the full period as per the bond on return after successfully completion of studies.

Faculty are encouraged to pursue Doctoral research work within the college by
way of sanctioning grants for procuring minor equipment for the research project to the extent
possible and also by reducing the teaching load of such faculty for a specified period based
on the progress made as certified by the Research Committee of which the Research Guide will
be a member. Also financial help in preparation of the Doctoral Thesis towards the end of
the Research work and procuring of books related to the research work may be considered

in deserving cases.
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8.2 Sabbatical Leave

Faculty is granted sabbatical leave for working in reputed institutions abroad. It will be
limited for a period of one year for every five years of completed service in the college. This

facility is limited to one faculty member every year.

8.3 Seminars/Workshops/Conferences

The faculty is being deputed to short term/orientation courses during vacation or non-
vacation days without hindrance or dislocation to the academic work preference will be given
to those, who have to fulfill the requirements of rules stipulated for Career Advancement. The
period of absence is treated as "ON DUTY™ during the period of attending the courses.

Promotion of Research the College aims at providing, promoting research, development,
consultancy and such other profession - promotional activities, involving the faculty at various

levels.

Such of those faculty, who exhibit initiative and drive by getting substantial grants for
R & D works or for strengthening the infrastructure in the institute will be suitably encouraged
and receive special commendations. Faculty members are encouraged to take up minor research

and development projects by sanctioning the grants to the extent possible.

Awards Excellent Teacher Awards and Excellent Support Staff Awards have been
instituted to encourage teachers to put in their best efforts. An appraisal system to select
awardees annually for the Awards has been be put in place so that no abuse or misuse of the

provisions may take place.

Faculty member(s) attending Conference/Seminar/Symposium/Workshop may be
granted "duty leave" for the period of Conference/Seminar/Symposium/Workshop to include
the actual journey period, subject to a maximum of 15 days in a calendar year. Registration fee

based the application is considered and sanctioned for financial assist.
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8.4 Staff Development & Training - Ministerial/Supporting Staff

Arranging in house training programme for improving communication skills, particularly
skills of writings, (with such inputs as grammar at basic level) with the help of the Department of
English.

Arranging training programme so as to enable the ministerial staff to acquire adequate
working knowledge through hands on experience of computers utilizing the services of Faculty
attached with Computer Centre.

8.5 Staff Development & Training—Technical Staff

Support Staff [Technical] In respect of Technical Staff such as Lab Assistants, Lab
Technicians etc., refresher Training & Retraining Programmes shall be arranged in such technical
areas, as required in view of changed curricula (Lab Practical) and also as suggested by the

respective Heads of the Departments and functional heads.

8.6 Service Benefits & Welfare Measures

e The management grants maternity leave to the women employees, for a period of 6
months

e Medical Assistance for major accidents

e Salary advance for emergency

e Marriage benefits and leave

e Group Insurance Scheme.

e Free admission for children of non-teaching staff and 20 % fee concession for teaching
staff.

e Free food for supporting staff and drivers.

e Free holiday trip for staff.

e Employment Provident Fund Scheme as per the act.
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9. LEAVE RULES
9.1. Permission

e Maximum of 3 permissions per month of 1 hour each can be availed. Permission will be

granted for 1st and last hour and not in between.

e Half a day casual leave will be deducted for exceeding three permission. Late at

attendance will be treated as permission.

e More than 1 hour permission on single day will be treated as half day CL.

9.2. Casual Leave

e Staff members can avail 12 days of casual leave in the academic year

e For staff members who join in the middle of the academic year, casual leave will be
credited on pro-rata basis. i.e., one day of CL after completing one full month of service

from the Date of joining.

e Casual leave cannot be combined with any leave other than OD

e Balance of casual leave, if any, at the end of the academic year will not be carried over to
the next academic year and it will lapse.

e Members, who have completed one full year of service, are eligible to avail two days of

advance CL any time.
9.3. On duty Leave

e For teaching staff, a Maximum of 24 days of OD with pay will be granted per academic
year for higher study related activities, parent University Exam related work, for

attending seminars, conferences and paper presentations.

e Non-teaching staff shall be eligible for up to 12 days of On Duty leave per academic year
for approved official and institutional assignments, including activities related to higher
studies.

e OD certificate is to be produced on return from OD; otherwise it will be treated as loss

of pay.
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e OD cannot be combined with any leave other than CL
e Balance of OD if any at the end of academic year will lapse.

9.4. Vacation Leave

e Teaching staff members are permitted to avail 14 days of winter vacation and 21 days of
summer vacation in an academic year and Non-Teaching staff may avail 7 days of Winter
Vacation Leave and 14 days Summer Vacation Leave.

e Un availed vacation leave at the end of the semester will not be carried over to the next
semester. Shifting of vacation will not be granted on any grounds.

e Vacation leave should be availed within the stipulated period only, otherwise it will
lapse. However for genuine reasons, a relaxation may be given up on approval by
Principal.

e For availing vacation leave, staff members must have completed one full semester of
continuous and active service (a semester runs from the day one of instruction to the last
day of University exam).

e Vacation leave cannot be combined with any other leave.

e Intervening holidays and Sundays will be counted as vacation leave.

e Prefixing and/or suffixing holidays with vacation leave will be counted as vacation
leave.

e Vacation leave application should be submitted in advance

e Vacation leave will be sanctioned in rotation without affecting smooth

e Functioning of the college and can be availed only on approval of authority.

9.5 Compensatory Leave

e Compensatory leave will be granted to employees when they are required to work on
holidays. The leave shall be availed within 2 months, otherwise it will lapse. Paid duties
on holidays will not be eligible for compensatory off, like Exam duty etc.

e Alternate arrangement is to be made before proceeding on any kind of leave / OD

e All these rules will not apply to hostel supervisors. CL rules are applicable to them as

given above.
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9.6 Maternity Leave

e The management grants maternity leave to the women employees for a total period of

six months of which two months are with salary.

9.7 Medical Leave

This leave is eligible to the staff members who are hospitalized for serious illness or major
surgery/fracture which are supported by authentic approved Medical Practitioner’s certificate
acceptable to the management. If the staff members with serious illness but not hospitalized
are eligible for Medical leave. But they have to forego the Vacation period to the extent of the

Medical leave availed.

This leave is can be granted to all, subject to the following conditions:

1. Should have completed one year of service.
2. They must forego the vacation to the extent of 50 % of the medical leave availed. Those
who have served one year will be eligible for 30 days Medical Leave per academic year.

10. EMPLOYEE COMMUNICATIONS

10.1 Open Communication

The institution encourages employees to solve any issues with a co-worker amicably
that person. If a resolution is not reached, employees should arrange a meeting with their direct
supervisor. If the issue is not properly addressed, employees should contact the Principal.
Any information discussed in a communication meeting is considered confidential, still
allowing management to respond to the problem. At no point will an employee use offensive

methods against any employee for appropriate usage of open communication channels.
10.2 Suggestions

RVS CET welcomes employee’s suggestions and innovative ideas about making
the institution a better place to work and enhancing service to the society at large as envisioned.
Any employee who sees an opportunity for improvement is encouraged to talk it over with
management. Management can help bring ideas to the attention of the people in the
organization that will be responsible for possibly implementing them. All suggestions are

valued.
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10.3 Closing Statement

Pleasant working environment and relationships solely rely on communication success. It
is important that employees stay aware of changes in procedures, policies, and general
information. It is also important to communicate ideas, suggestions, personal goals, or
problems as they affect work at RVS CET.

11. ACKNOWLEDGMENT

e | acknowledge that | have received a copy of the RVS CET employment policies, and |

do commit to read and follow these policies.

e | am aware that if, at any time, | have questions regarding RVS CET policies | should

direct them to my immediate superior or the Principal.

e | know that RVS CET policies and other related documents do not form a contract of
employment and are not a guarantee by RVS CET of the conditions and benefits that are
described within them. Nevertheless, the provisions of such the institution policies

are incorporated into the acknowledgment, and I agree that | shall abide by its provisions.

e | also am aware that RVS CET at any time, may on reasonable notice, change, add to,

or delete from the provisions of the company policies.
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