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I. |Sri la Sri Narayana Gnana Desiga Swamigal Chairman
2. [Dr.M.Vcerappan Correspondent
3 |Dr R. Mayandy, Principal Member
4. [I'mt. V.Jeya, HOD/EEE - Member
5 Thiru.N.Solaimalai, HOD/ECE Member
6. | Dote Nominee Member
7. | Industrialist Member.
8 Senior Academician Mecmber
9 AICTE Nomince Member
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Responsibilities of the Head of the Departments

Responsibilities of the Faculty

Responsibilities of the Class Teacher

Responsibilities of other Officials

Responsibilities of Hostel Ofticials and Statt

L. Crention of posts:

) Reeru

Number of posts, both teaching and non-teaching categories are sanctioned by
the Boand of Trustees based on the recommendations of the Principal.

itment Procedure

a. Faculty

Phrough the Governing council is the appointing authority through its
chairman, it is felt that the serving HOD's and other faculty members of
the college should be fnvolved in the matter of e recommendations of the
faculty shall sponsor suitable candidates, after satistying himselt in regard
to the teaching abilities and qualifications of a prospective candidate, who
will be interviewed by the procedures. When no such candidates are
available, the HODs may advise the selection committee to resort to
advertisement in the newspaper to select and fill up the vacant posts.

All faculty positions shall be filled only by selection and not by promotion

As a matter of principle all members of faculty will be appointed for one
year initially on temporary basis. This period will also be considerad as
the probation for the new member of the faculty, At th the performance
of the temnomry member and will submit suitable recommendations to
the chairman of the College governing council for appropriate decisions, :
The governing council of the college believes in incentives in the form of
promotions to the right candidates whose teaching abilities, innm“DN\N(_l\'n . .
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methods teaching and the zeal o research and develop the <~~‘~?\Sm“ﬁga\?0meu‘“‘
factor in promotions and this factor will be put in t‘omhw
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(b)

(©

candidates are equal in evaluations. The faculty members will submit
necessary applications to the higher posts whe basis of merits and merits
alone and will be considered for appointed of found suitable without any
regard to the seniority of other members of faculty in the department
concermned or the instituti procedures submit suitable recommendations to
the chairman of the college governing council. The college governing
council or its chairman reserves their right to accept or reject and or
modify such

Administrative Posts

The candidates for the administrative posts will be sclected/ nominated by the

Committee prescribed for Faculty selection.
Temporary Appointment

Wil [aCuity are ot in piaces as per the sanctioned stiengih (as appioved
by the Faculty Selection Committee’s Chairman), in order to meet the
contingencies/requirements of the college, the Direct Semester. He shall
however, strictly follow the qualification norms set by the Faculty
Selection Committee, even for these appointments If he is satisfied with
trieir pc:rmrmdm,c né Shaii ifém make a iné énd of tnat Sémeésier. Un no
account, candidates rejected by the Selection committee are appointed

even for a temporary period by the Director /Principal.

No appointment shall be valid unless approved/ratiﬁed by the Selection

L,UlllllllLLCt: 1 nc Lt‘:[llpUFdl'y dppUlIlLl[lCIll Ul'UCl‘ blldll deLt: Llllb, blt:dl'ly

The Director/Principal shall arrange to get the approval of the Chairman,
Faculty Selection Committee by Email in case of senior Professors giving
their full bio- Data and the copy of their fille conditions, responsibilities

to be given to them.

3. Issue of Appointment Orders

While giving the appointment order to the faculty, a list specific
responsibilities and tasks are to be given to them by the Principal, with a
specific time frame while reviewing their performance. Work and the
tasks may be reviewcd by the Principal and suilablc guiduncc given by

-.—-..--.—.n—-

which may be reviewed by the Head of the Department and the
periodically record The Chairman, NSPC shall issue the appointment

rees/y/
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F.Selection Committee:

There shall be a special Selection Committee of experts to select eligible
candidates tor sponsorship for both Master's Degree and Doctoral degree
programmes. Proposals of this committee shall have

Procedure for the promotion of teaching Staff:

The eligible faculty members have to apply for the post in the prescribed
format to the Principal through the Head of the Department concemned.

The Principal shall arrange to call such candidates for an interview if
vacancies are available. When vacancy is not available, the Principal shall
get the appro\'ai of the Chairman for temporarii}‘ ¢ management has the
right to promote any person depending on the efticiency/performance of
the individual and the requirements. He/ she shall have served as a
member of at least five of any organizi

1.  Resignation/Termination/Retirement of Staff

|. The staff member who wishes to leave the institution shall submit the resignation
through the head of the department concerned.

2.Unless the H.O.D clearly certifies that the staftf member can be relieved and his
absence shall not affect the routine duties of the department tll the end of the
semester without any additional burden to other stat

" 3.The staff in charge of the establishment section shall forward a note to the Director /

Principal indicating clearly the notice period required and given along with other
remarks if any.

4. When the above documents are clear, the Director/ Principal shall inform the
Chairman, Staff Recruitment and Services Committee and accept the resignation
and direct and staft member to obtain “No Due Cer

5. After getting the duty filled in *No Due Certificate™ Director/Principal will give the

........ 1 £~ ~10 tha Cind¥
appivyal \Or ICIIC\IIIL uic Jidin.

6. The Director/Principal shall give a service certificate and salary certificate with the
approval of the Chairman. (Due form staf})

Termination/Disciplinary Proceedings

.In the case of indiscipline, misconduct, moral turpitude or other conduct

unbecoming of a faculty/staff member disciplinary action will be initiated

by the management either submits to or on the report of 2.Management “\
has the right to terminate the service of a stafl member by gi\'inn 3 months \F\QW A%
notice or three months’ pay in lieu of notce, il ﬂTN‘t
performance/conduct is not satisfactory. migal P ol'jted'\mc Colieys

xowloot - 630 307.
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Retirement

1.Age of retirement for all staft is as per the Tamil Nadu Govt. norms. The
management reserves the right to appoint a retired person on suitable terms if it
considers that such a step is in the interest of the institution

2.Retired teachers will not be given extension as per AICTE after the age of 65.
However their services can be availed on a contract payment il the management
desires so, if the Council/DOTE norm permits.

3.Management has the right to terminate the service of a staff member by giving
notice of 3 months/3 months pay in lieu of notice if his/her performance/conduct is
not satisfactory.

‘; I\JGKILC UflCDlslldllUll thu}d bc EIVCII lthC mUllllle lIl leV(lllLC If LhClC lb thl mbc
in notice period, salary for a proportionate period should be paid to the
management. Normally mid-semester resignation will n

5.Leave not availed in Calendar year will not be permitted to be carried over (o the

subsequent year.

II-Administrative manual

7. ORGANISATIONAL GOALS

We are committed to,
aProvide socially relevant and value-added professional education to Diploma

students.
b.Satisfy the Stake Holders and continually improving the effectiveness of Quality

Management System by Understanding the requirements of Interested Parties,

Effective Risks and Opportunitiecs Management.
c.Comply with all the applicable legal and statutory requirements.

MENTOR-WARD SYSTEM:

For the effective monitoring of the welfare of the students, 20-25
students will be attached to be a faculty member called Mentor for a
period of three years (starting from 1l year) by the H.O.D conce one
Mentor who will also be the class teacher for them.

1. They will function as campus parcnts for their wards give them all

encouragement,  support and guidance by monitoring their academic
performance, behavior, adherence (o campus regulations & identifying \/\/
institution. \Pﬂ“\/
2.Mentors shall keep the record of wards under their care in the following BR}NCI PAL
Nachiappa Swamigal Polytechnic Cuftas;
Koviloor - 630 307,
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a.Name

b.Roll. No.

¢.DOTE Reg. Number

d.Hostel Address/Local Address
c.Address of Local Guardian with phone No.
f.Address of parents with phone number
g.Occupation of their parents:

h.Family Back ground:

i.Proficiency in extra—curricular activities
j-Objectives in life

k.Details of the Scholarship/Awards:

1 IIALKLIAA .
1. rIVUUICD

m. Blood Group:

n.Health Conditions

o.Extra Courses Studied

3.To facilitate point(1) they will maintain the following records as end when available

at the time of each review

a) Stock Register:

Separate stock register should be maintained by each department for all
consumables. Each materials purchased should be recorded separately
in the register in detail. Re-order level will be determined
Consumption of material should be recorded by issuing material
requisition.

Asset Register:
Each department shouid maintain an asset register. Ail non-consumabies and
books shall be recorded separately in the register in detail.

Stock & Asset register should be verified every year in December/May and
verification report prepared every year.

RESPONSIBILITIES OF THE HEADS OF THE DEPARTMENTS

1.He/she will report to the Principal on all matters.
2. He/she shall ensure smooth and effective functioning of the Department and he/she
shall be the Controlling officer for all the Staff and Students in the Department.
3.He / She shall conduct Faculty / Non-Teaching staff meetings at least once in a
fortnight. The discussions and resolutions made are to be recorded and a copy shall
be sent o the Principal. M
4.He/she shall get the goals and action plans from the staff members at least one week /
prior to the commencement of each semester. He / She shall monitor the sPRlNClPAL
5.He / She shall prepare the details of faculty / staff requiremermpmsweolytechnic Cone
Koviloor — 630 307.
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year and submit the same to the Principal by the 315t of March eveny year

6.He/she shall keep necessary infrastructural facilities available to the teaching and
non-Teaching staft of his’her department.

7.He/she will obtain from the Administrative Coordinator, the official copy ot the
syllabus of the subjects to be taught for his / her branch students and ofticially
communicate the same to the faculty members.

3.1/ she shail convene a meeimg on ihe day Next {0 ihe 1asi woring day and aliaie
the subjects to the statl member.

9 He/she must make arrangements tor the repair of fumiture in the depariments
through the Administrative Officer: must also make amangements for the purchase
of fumniture required for statf members through A

10. He/she shall ensure that the time-table for the Classes s proparad with a
week after the last working day and the same is communicated to the taculty
members.

11. He/She shall ensure that Faculty members are allotted for all the subjocis

Laboratorv courses and that no subject is left untaught.

2! He/ she shall appoint senior faculty members as taculty advisors to the classex.

13. He / she shall prepare brochure, leaflets, etc. To promote campus inieniews
and suitable placements for the students of the department.

14. He /She shall ensure that meaningful co-curricular activities (Semuinars, (Guest
lectures & Industrial Visits) are organized.

15. He/she shall streamline all educational tour programmes of the Departiment.
He/she shall restrict the number of days of tour as per the details given below.

i6.  Only final year StUdEnts Mayoe aloWed 10 Pretix Of SUN HOHGRT. B U
total number of days shall not exceed six.

17, He/she shall fix updates to conduct periodical tests to the students of his her
deparument.

1% He/She shall recommend his/her department students to be accommadatad in

the hostel and monitor the behaviour of the students of his/her department, Who ane

staying in the hostel.

19. He/ She shall plan and prepare well in advance dovuments, papers and
necessary write-ups to be officially submitted to the inspection Commission.
20. He/ She shall prepare monthly report of his/ her department and subwaid (he
same positively to the Principal before the 2nd of every month,
2l He/ She shall ensure that a minimum of two members of the faculiy ane
available in the department during the vacation penod. SO
22. He/She shall arrange to conduct department level in—service programmes

the facuity members and non-teaching staii to have some workug MNWCIPAL :
compulers, m;pm S\\‘W‘ P@Q‘R\"h

23. HOD will hand over all the important documents to the Prncpoiitodtse A
person to avoid the loss of documents.



