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CHAPTER |
INTRODUCTION

Vimal Jyothi Engineering College, Chemperi is one of the educational projects of the
Archdiocese of Thalassery and is managed BESMARDiIi ocesan Educational T
House, Thalassergstablished in 2002Mar George Njaralakatt, Archbishop of Thalagsisrthe
Patron of the College and Fr.Geo Pulickathe Chairman.

Our aim is to impart good education with accent to develop the total personality of the
students with the emphasis on moral values. We, in this institution will strive hard to shape the
students in such a way that they will be an asset to the community and nation at large.

QUALITY POLICY :

Vimal Jyothi EngineeringCollegeis committed to provide quality education in engineering
and technology, to transform the youth into committed teehnpersonnel for the social and
economical well being of the nation with integral development of personality and character
building.

VISION :
To bloom into a centre of excellence for technical Education and pace setter in rural India
with its quality pr@esses and procedures interwoven with freedom of flexibility, moulding
professionals of superior quality dedicated to the progress and development of humanity.

MISSION:

To prepare the students to see beyond geographical limits and belong to a new age of
acquisition and application of Technology, meet the challenges of the changing world thereby
contributing to the socieconomic welfare of the country with due concern to the marginalized,
inspired and guided by gospel values.

MOTTO :
Where perfection i tradition

The Faculty
Under the guidance of DBenny Joseph BBVI.Tech,Ph.D the Principal of the Collegine
faculty and staff are committed to mould a new generation of the students who will be harbingers in
Technical advancement.

ISO CERTIFICAT ION:
This institution is having ISO Certification TUV CERT ISO 9001:2008 Certificate:
441000840553. The quality standards and update documentations are maintained.
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The institution is preparing itself to be equipped so as to préseifit for accreditation.
Hence all members of staff aexcepted to put in maximum effort to lift the Institution and the
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ACCREDITATION :

Department in which they are working to the highest possible level of excellence.
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CHAPTER I
JOB DESCRIPTION
Objective: To ensure mutual respect and freedom for everyone and be role models to student
community.
2.1REPORTING FOR DUTIES ON TIME
1. College working hours are, normally from 9.00 a.m. to 5 p.m. However, those who have
academic, administrative, examination or athyeo such work shall follow the 8 a.m to 4.15
p.m or 10 am to 6.15 p.m timing or any other timing as directed by
HOD/Principal/ChairmanAdministrator.
2. A six day working schedule from Monday to Saturday is followed except second and fourth
Saturdays. Glsses are scheduled from 9.00 am to 4.10 p.m.

3. All members of the staff shall be at their workplace (offices, classrooms, Labs, staff room

etc.) at least 5 minutes before their reporting time.

4. Anyone coming late / leaving early for more than 60 minute? occasions in a month may

be allowed by Hod/Principal/Chairmahdministrator.

5. Anyone needing to go out of the College premises during working hours (except lunch
break) shall seek necessary permission from HOD/Principal/ChaitAtaninistratorand
regster his/her absence (i.e. OUT and IN timing Register kept at gate).

Staff members shall compulsorily wear College ID while in the College premises.

Staff members shall submit their investment details to the Account Section before 7th

January each yeam the prescribed form to enable them to deduct the tax at source, failing

which Income Tax shall be deducted as per rules.

8. Faculty shall ensure that discipline is maintained in the classroom, labs and college
premises. In case of serious matters of wigl;e, the same shall be reported to the HOD/
Principal on standard Discipline Report

9. Staff members shall not use mobile phones during their instructional hours. However, they
may use them in their cabins/rooms. Please refer appendix A for Mobile policy

10.All members of staff are expected to present themselves in decent attire. Clothes like
sleeveless tops,-3hirts etc. are not permitted. Earrings, pony tails/long hair, bangles etc.
are not permitted for gents.

11.Faculty and staff shall communicate taleather and with students only in English.

12.As a security measure, members of the staff who need parking facility in campus shall give
their names and the registration number of the vehicle to the security Supervisor. Refer
Vehicle policy appendix B.

13.Staf members may arrange meeting of any kind with permission/request to
HOD/Principal/Management only.

N o

2.2THE DUTIES AND RESPONSIBILITIES OF A TEACHING FACULTY
2.2.1General
a) The Faculty Member should come to the college at least 15 minutes before the
commancement of classes and should leave the college not earlier than 15 minutes after the
end of the last hour.
b) All the Faculty Members are expected to follow the rules and regulations of the Institution
as prevalent from time to time.

Page5



STAFF HAND BOOK

c) The work load of all thestaff shall be fixed by the management. The work load of the
teacher should not be less thEhhours a weekof which teachingontact hours should be
at least as follows as per AICTE norms:

1 Principal 4 hours / week
2 Dean / Professor 8 hours veek
3.  Associate Professor 12 hours / week
4 Assistant Professor / Lecturer 16 hours/week

For the above stipulations, two tutorial hours/two laboratory/Drawing hours will be counted as one
teaching hour. The work plan of teachers shall ensure, énnmhbst productive manner, the
utilization of stipulated 40 working hours per week, with regard to the roles, jobs and targets
assigned to them by the Department/ Institution.

a) Faculty Members are expected to update their knowledge by attending
seminars/worghops/conference, after obtaining necessary permission from the
Principal/Management.

b) Faculty Members should attempt to publish text books, research papers in reputed
International / Indian Journals / Conferences.

c) The Faculty Member must strive to prepdmen/ herself academically to meet all the
challenges and requirements in the methodology of teaching so that the input may be useful
for the student community at large. Every Faculty Member is expected to extend his/her
beneficial influence in building ughe personality of students and he/she should associate
himself/herself actively with such extaarricular activities which he / she is interested in or
assigned to him/her from time to time.

d) Groupism of any kind should be absolutely avoided. Faculty Mesnfound indulging in
such activities will be subject to discipline proceedings.

2.2.2 IN DEPARTMENT

a) The Faculty Member should always first talk to the HOD and keep the HOD in confidence

about the member6s professional and person
b) The eaching load will be allotted by the HOD after taking into account the Faculty
Member 6s i nterests and area of specializat

¢) In addition to the teaching, the Faculty Member should take additional responsibilities as
assigned by HOD / Principal/ ChairmaAdministrator in academic, ecurricular or
extracurricular activities.

d Every Faculty Member should maintain stude
number should be noted everyday in the software as soon as the classes/laboratory hours are
ove.

e) Whenever a Faculty Member intends to take leave, the Faculty Member should get the leave
sanctioned in advance and with proper alternate arrangements made for class / lab /
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9)

h)
)
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invigilation. In case of emergency, the HOD and tutor must be informed witlo@apde

alternate arrangements suggested.

The Faculty Member should make himself / herself presentable. The Faculty Member
should show no partiality to any segment / individual student.

The Tutor mu s t update the st udoeimdpectton hyer s o |
HOD/Principal as the case may be.

To give counseling to the students if needed.

To bring the students misbehavior in the class to the knowledge of the Tutor/HOD/
Principal.

To carry out the administrative works of the department dgoyethe HOD concerned.

2.2.3 INCLASS ROOM TEACHING

a)
b)

c)

d)

f)
9)

h)
)
)
K)

1)

Once the subject is allotted, the Faculty Member should prepare the lecture and hour wise
lesson plan.

The Faculty Member should get the lesson plan and course dipproved by HOD and
Principal.

The ourse file is an official record, a compilation of the planning and execution of
teaching/learning activities, carried out throughout a semester in an academic year for a
particular subjectThe course file consists of preface, previous year universitgtigne
papers, notes, hand outs, PPT, test/exam question papers, three model answer scripts for
each test/exarttop, middle and bottom), Assignment plan, topics and copy of assignment,
feedback analysis report etc. The teaching faculty has to get vetigadcourse file by

their HOD at least once in a month and submit it to the concerned HOD within three weeks
of the last instruction day of the concerned semester.

The Faculty Member s Diary must be regul a
HOD/Prinapal as the case may be.

The Faculty Member should go to the class at least 5 minutes before and enter the class
without delay when the bell rings.

The Faculty Member should engage the full period and should not leave the class early.
Attendance must beken for each lecture/practical/tutorial preferably at the beginning of
each | ecture/practical/tutorial. Absence s
is present, attendance is marked cumulatively in the attendance register and at the
atterdance software.

The Faculty Member should make use of PPT, Models etc., as teaching aids. The Faculty
Member should encourage students asking doubts / questions.

The Faculty Member should get the feedback from students and act / adjust the teaching
appropiately.

The Faculty Member should take care of academically backwards students and pay special
attention to their needs in special classes.

In problem oriented subject, regular tutorials have to be conducted. The Tutorial problems
have to be handed overttee students at least in week in advance of actual class.

The Faculty Member shall give all possible patterm@rks and 15 marks) questions of

each unit to the students.

m) The Faculty Member should interact with the class tutor or counselor and informhar

about the habitual absentees, academically backward student, objectionable behavior etc.
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n) The Faculty Member should always aim for 100% pass results in his / her subjects and work
accordingly.

0) The Faculty member should regularly visit library anadréne latest journals / magazines in
his / her specialty and keep oneself abreast of latest advancements.

p) The Faculty Member should make himself/ herself available for doubt clearance.

g) The Faculty Member should motivate the students and bring out thevityeaoriginality
in the students.

2.2.4 InLaboratory

a) The Faculty Member going for laboratory class must perform the experiments personally
and be satisfied with the results before asking the students to conduct the experiments.

b) Whenever possibleadditional experiments to clarify or enlighten the students must be
given.

c) The lab observations/records must be corrected then and there or at least by next class.

d) Allow the students inside the lab only on submission of the required records written up to
date.

e) To give crystal clear instructions.

f) To attest the readings of the experiment. To let the students know the percentage of error
he/she commits for every experiment.

g) To sign the manual /rough record before the end of each practical class.

h) Faculty caducting practicals / projects shall be responsible for the respective labs during
their practical hours.

i) Faculty shall follow the guidelines/instructions as prepared by the Lahange. However,
faculty can suggest changes in these matters with tisenbof the HOD.

J) Inorder to prevent theft, faculty members are advised to take the following action.

) Before starting t he practical 6s/ projec
PCs/equipments etc. and report in case of any missing items/irregtatitg lab
In-Charge.

i) As far as possible, allot the same PC to the same individual/same group of students
(in case of projects).

iii) Students shall not be permitted to carry bags into the labs.

iv) In case of any missing/damaged item, the matter shall be iratalgdreported to
the Lab InCharge.

2.2.5Studenti Faculty Rapport

a) The Faculty Member should have a good control of students.

b) As soon as the Faculty Member enters the class, He / She should take attendance by calling
their Name. If anybody enters datthe student may be permitted to attend the class but
marked absent. In case of repeaters or habituattaters the teacher should try to correct
the student through personal counseling and if it does not being any change the student must
be directedd meet the class Tutor, HOD.
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c) The Faculty Member should act with tact and deal with insubordination by students
maturely.

d) The Faculty Member should be strict but not harsh. Never use harsh words, which would
hurt the feeling of students.

2.3 DUTIES AND RESPONSIBILITIES OF CLASS TUTOR:
Objective: To help students in their pursuit of knowledge and to maintain a close watch and
build rapport with students and parents.

a) To ensure that every student is well supported to fulfill his/her learning potential

b) In order to monitor the progress and quality of students, appraise them and consult their
parents.

c) To encourage the students to learn beyond the syllabus contents.

d) Give awareness to students about the rules of attendance (general), Industrial Visits,
sports, lave etc.

e) To maintain student discipline in the class as per the college policies.

) To keep track of studentsod6 attendance an
between their attendance and performance and if so, to what degree

g Addr ess wgeties.dent so (

h) Meeting the parents of students, especially defaulters.

) To inform the HOD about making alternat:i
when a faculty is absent.

) To produce and wupdate student handbook, department brochure for
placement/constdncy and updating of information on college website pertaining to the
Class

kk To |l ead an effective induction progr amme
consultation with HOD.

[) To produce the assessment plan for every semester well in advance

m) To managethe production and dissemination of reports to students, parents, College
Management, Kannur university, NBA, AICTE and other governing bodies from time to
time

n) Implement the actions based on the minutes of class committee meetings.

0) Cooperate with the clelge discipline committee and management in matters affecting
general discipline and workplace ethics.

p) Arrange PTA meetings and all common functions of the college to represent the class.

gq) Take charge of any special projects assigned by the managemetitfeota time.

r) Make sure students of the department are regularly attending class and coming to the
college in time in proper uniform.

s) Make sure the academic targets in terms of university results and placement targets in
terms of number of students placeeé met.

t) Be the academic leader of the designated class in the Department.

u) To lead the development and maintenance of appropriate standards and quality
assurance (including 1SO) in the delivery of course materials, assignment and question
paper setting anidls valuation.

v) To monitor the semester progress regularly based on approved semester and assessment
plan
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w) To arrange industrial visits and guest lecturers for students to improve their learning
experience in the consultation with HOD

X) To encourage the stadts to participate in technical competitions conducted outside the
college.

y) To maintain the desired academic standards in the assignments and tests administered in
the class

z) Collect information regarding weaker students (in terms of academic and personal
problems) from the subject teachers and arrange remedial classes, counseling sessions in
consultation with the HOD.

aa)Prepare a subject wise list of the final attendance (APC), practical and lectures together
and make forwarded to Principal within 3 daysacdemester closing in the prescribed
format through HOD.

bb)Update data regarding studentso6é achiever
activities etc.

cc) Arrange class committee meetings as per VJEC norms.

dd)Any other duty the HOD/ Chairman/ Principal/Athstrator may assign.

2.4 DUTIES AND RESPONSIBILITIES OF THE LABORATORY /WORKSHOP IN -
CHARGE AND LAB ASSISTANT

2.4.1 Laboratory and workshop Objective: To help students analysd=valuate & Create
themselves through experiments, what they learn in tissrdam

a)
b)

c)

To maintain the Dead Stock Register and Consumable Registers.

To find out the requirements for consumables for the laboratory and procure the same, before
the start of every term.

To plan for the procurement of equipment for the coming term wedldirance. This can be

done by visits to other colleges, by contacting teachers who are teaching or have taught similar
subjects in our college or other colleges, etc.

To see that the infrastructure facilities in the labs are adequate so that each baicipleas
opportunity to complete practical 6s satisfac
To organize the laboratory for oral and practical examinations.

To hold those responsible for any breakage / loss etc. and recover costs.

To ensure the cleanliness of the lab and switch off alpagent after use.

Requisition of consumables shall be submitted to the HOD, who in turn shall verify the same
and forward to the Principal/Bursar for necessary action.

The Lab. Assistants are required to assist the respective {@lairge for smooth funcining

of the laboratories.

Lab Assistants and in charge shall be available for maintenance and care of resources/services
of the institute

All the Lab. Assistants, in coordination with the respective LaBHharge, are required to report
matters, like maitenance/repairing, theft, damage etc. within the respective labs, to the HOD
through faculty in charge of lab.
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) Lab Assistants in coordination with Lab -éharge should display (i) List of
Equipments/software with cost (ii) List of Experiments (iii)Laln& Table (iv)Names of Lab
In-charge / Lab Assistants etc. on the Lab Notice board.

m) Any other duty as may be assigned by the faculty in charge of lab /HOD/Principal/Chairman
/Administrator from time to time.

2.4.2.In order to prevent theft/damage, the La In-charge shall take the following action

a) Lab Incharge and Lab Assistants are to report the matter in writing immediately to the
HOD through faculty in charge as soon as they come to know about the missing/damaged
item in their Lab. They also have thesponsibility to find out/enquire about the
missing/damaged item/article and suggest further action in order to compensate the loss as
well as prevent recurrence of the same.

b) Lab Assistants in turn shall note down the missing items in the respecti\relgatier.

c) If the students are responsible for the loss/missing item, then an amount equal to the two
times the cost of the item plus the contingency charge as fine shall be levied from the
concerned students. Students shall not be allowed to purchaseirzgdhe item on their
own, as compensation for the loss/missing item.
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CHAPTER 1lI
GENERAL GUIDELINES/POLICIES

3.1. RULES AND REGULATIONS OF INTERNAL EXAMINATIONS

The Examination Cell (Internal)of Vimal Jyothi Engineering College éeaby
Coordinator of Examination who will be a Senior permanent faculty nominated by the Principal on
the basis of potential of the person on rotation basis. Principal of the college shall be the
Chief Coordinator, Examinations.

The Coordinator of Exmination will create his/her own team with the approval of the Principal
of the College. The team shall consist of Departmental Examination Coordinator; the number of
persons to be nominated shall depend on the quantum of work in the Examination CHficén
Assistants will be deputed by the Principal to the examination cell who will be under the
Coordinators to carry out the work related to internal examinations (preparation of invigilators list,
time table, notices, seating arrangement, exam halapagpn etc)

3.1.1General guidelines

a) Follow only the typical question paper format with common instructions printed. The
nature of question paper should be precise. Paper setter should design question paper such
that the questions:

i. are unambiguous
ii. Are written in simple and meaningful words.
iii. are asked for appropriate marks
iv. Cover the entire Modules prescribed for the EXaBE Model

b)Marks allotted to a question or sghestion shall and indicated on the right side of that
guestion or sulguestion.

c) The aquestions shall be serially numbered as 01, 02, 03, 04 05 & 06.
d)The number of suljuestions, shall be restricted to six and numbered as a, b, ¢, d, e ,fand g

e) There shall be six questions 5 marks each without choice and four questions 15 marks each
with double choice as per the University exam Pattern.

f) Format of the Question Paper for Printing a. Both sides of the papers shall be used for
printing. b. Additional sheets may be used for printing if the contents of the question paper
exceed two A4 size paperAdditional sheets shall be stapled with the main sheet.

3.1.2Appointment of Paper Setters and Examiners

a) Paper setting of i, IE-II ,IE-IIl and IE-IV shall be done normally by the concerned
faculty who is teaching the course.
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b) If multiple faculty mnembers are teaching a single course, then they together shall setup
the question paper and inform tthepartment exam coordinatd&C about the same.

c) In case of deviations, the Head of the concerned department shall do alternative
arrangement and infor@OE.

d) The concerned faculty who is teaching the course shall follow all paper setting related
guidelines from COE.

e) COE may appoint a competent external / internal paper setter in place of the course
faculty teaching the course.

f) A committee shall be catituted for the purpose of quality checks on question paper
setting and evaluation, appointed by Principal and the committee shall report the
anomalies, if any to Principal.

g) As per the academic schedule, the faculty member, teaching a course shall set the
question papers for each of examinations in that semester.

h) A scheme of marking, giving distribution of marks for different points in the question,
shall be prepared by the paper setter for the guidance of examiners assessing the answer
books. In case ofumerical problems, solutions of the problems with distribution of
marks for different stages shall be given in the scheme of marking

i) The concerned faculty who is teaching a course skallvard the question paper to
InternalQuality AssuranceCell for ersuring the quality.

j) If the concerned teacher is not available due to some reason or unable to set the
guestion paper or cannot be given the work of paper setting, the HOD shall arrange for
alternative faculty who shall do the paper setting and all reledekl

k) The faculty who has set the question paper should submit the solution in a separate
sealed envelope as and when demanded by COE.

[) Quality assurance cell forward the approved question paper to concerned HOD and
HOD forwarded to Chie€Coordinator of Examinations.

m) The concerned faculty shall maintain secrecy of the question paper and shall be
responsible for the same.

n) The exam cell take printout of question paper arkept in sealed packetThe
coordinator shall keep all packets in the exam cell ardaach packet as per the
examination schedule.

3.1.3 Conduct of Examination

a) The examinations for U.G./ P.G. Programmes shall be conducted in accordance with the
Academic Rules and Regulations for U.G. and P.G. courses respectively and also as per
the Examination Schemes for the various Programmes as per academic calendar of VJEC
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b)The valued answer book for theory course shall be shown to students and ISE component
for lab course shall be shown to students

c) For other evaluations such as seminar, Pragést where ISE is the only component of
evaluation, ISE component shall not be shown to students.

d) There shall be four internal examinations during each semester for every theory course and
shall be conducted as per the schedule indicated in the acacldendar. The weightage
of each exam i40.10.7.3marks during the internal mark calculation.

e)Absence in an examination will mean zero marks scored

f) Internal Examination shall be of 60 marks each. Duration of IE shall be of 2 hour edch. IE
shall usuallybe based on module 1;-lIEshall usually be based on module 21IEshall
usually be based on module 3;-INE shall usually be based on module 4. In case of
deviations the faculty must inform the module numbers on which the question paper is
based.

g)Internal Examination (IE) shall be conducted centrally

h)Seating arrangement shall be made centrally by examination cell taking into considerations
the total number of students appearing for the examination.

i) The appointment of the required number of invigilatehall be done by examination cell
centrally as per the examination schedule. These invigilators shall be from among the
faculty or competent support staff recommended by DEC of respective department/COE.

J) Invigilators shall distribute the question papeatsbeginning of the examination. He/she
shall check the identity cards of the students; check whether the students have occupied
their right seats as per the seating arrangement, check whether students have correctly
filled the details on front page of smer books and then shall sign on the answer books of
the students. He shall then obtain the signature of the students on the attendance Performa
and maintain the attendance record of the students of his/her block.

k) Invigilator shall check the general digkine in the block during the conduct of examination
and report the cases of indiscipline, misbehavior and copying to the examination
coordinator for further necessary action.

[) At the end of the examination, invigilator shall collect the answer books frersttidents
and arrange them sequentially as per examination seat numbers of the students, separately
for each course, and hand over it to DEC in the exam Cell. The concerned faculty shall
collect the answer books from respective DEC within one day froen déite of
examination.

m) IE for lab courses and project shall be conducted as per the examination scheme and
schedule.
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3.1.4 GUIDELINES/INSTRUCTIONS TO THE INVIGILATORS

a)
b)
C)

d)

f)

9)

h)

)

Appoint ment of invigilationb6s for ©bi@th t
days before the commencement of IE.

It is mandatory for the faculty members of Vimal Jyothi Engineering College of, to
accept the appointment as Invigilator.

Coordinator Examination shall receive the sealed packets of printed question papers for
eachcourse from the DEC one day prior to the commencement of exam.

On each day of examination, Coordinator Examination shall open the required number
of packets of question papers at least 30 minutes before the start of examination. Prior to
opening, howevere/she shall sign on all the packets indicating the date and time of
opening the packets. He/She shall then take out the required number of question papers
from the packets and arrange to distribute them in required quantity to the invigilators.

Coordinabr Examination shall hand over the required material to the invigilators, at
least 20 minutes before the start of the examination.

Invigilator: One invigilator for a block of 285 (maximum up to 40) students subject to
maximum two per class room.

Invigilators, additional invigilator, shall be appointed centrally among the faculty of all
departments. Depending on the need and availability, COE may change the number of
staff for conducting examination.

A faculty member who handled the class for theory /Natirkshop in a semester shall
take at least two duties during internal exam.

The competent support staff who handled the lab /workshop in a semester shall take at
least two duties during internal exam.

The invigilators shall enter the examination hallegtst 15 minutes before the start of
examination.

He/She shall,

a) Ask the students to keep their books, note books, and their writigarials at the front of
the hall/outside the hall. Enter correct seat numbers; use only blue ink for writing.

b)
c)

d)
e)

f)

Checkwhether the students have occupied their seats as per the se@nggment.

Distribute answer books to the students at least 10 minutes before dfaet of the
examination and ask them to fill in correct details on the front page of the answsy boo

Distribute the question papers to the students at the beginning of the examination,

Check the identity cards of the students and sign on their answer books, if all details are
correct,

Take the signature of students on the attendance proforma, k _ #rfaBsent students
and maintain the attendance record of his/her examination hall,

r
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g) Distribute the supplements, graph papers to the students as and when demanded by the
students and maintain the record of supplements issued in the givermarofo

h) Maintain general discipline in the classroom by frequently moving in the examination hall
and preventing any malpractices or attempt of copying by students.

i) Report cases of misbehavior, indiscipline, malpractices and copying cases of students to t
Sl for further necessary action,

j) Give warning to the students to tie their supplements, 10 minutes before the end of
examination,

k) Collect the answer books from the students at the end of examinatioaraage them
sequentially as per the examiioat seat numbers of students for each course separately,

I) Hand over the answer books to Exam cell.

3.1.5Procedure for Reporting of Malpractice

a)) When a case of malpractice is detected at an examirc@idgarby any Invigilator/
Teacher/Squad member, /slee shall immediately seize all documents and materials
concerned which are suspected to be the evidence of the malpractice and detain the
candidate and send intimation to #eamin charge along with written report of the
invigilator of that examinatiohall and a written statement from the candidate.

b) 2) If the candidate refuses to hand over the incriminating material, or destroys or runs away
with the material, the facts shall be brought to the notice of the principal and the matter
may be recorded araily witnessed by one members of the supervisory staff.

c) 3. If the candidate refuses to give a written statement, the candidate shall be asked to record
in writing the reason for his refusal to give a written statement. If he refuses to do even
that, the &cts shall be recorded and signed by any one Squad memberifeKdarge
witnessed by the invigilator.

3.16 .Guidelines/Instructions for Examiners

a) It shall be mandatory for every faculty of Vimal Jyothi Engineering College, to assess the
answer book®f his/her course or answer books of other courses as instructed by The
Principal/HOD, within stipulated time.

b)All the assessment of a course shall be done by the concerned faculty.

c) Collect bundle of answer books from officedharge (assessment); cowtit the answer
books in the bundle. If any difference in number of answer books is found, the examiner
shall get it clarified immediately from office-tharge (assessment).

d)Collect question paper and solution/scheme of marking of the course from of@barge
(assessment). If a copy of solutions/scheme of marking is not available, he/she shall
prepare solutions/model answers and claim the bill for that

e) Award stepwise marks for each answer
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f) Write the total marks in double digits (e.g. 01, 02, i@ & the space provided on the
front page of the answer book.

g The assessed answer books shall be scruti
for un-assessed answers, totaling of marks, and transfer of marks to main page, blank
pages scratcldeetc. In case of any corrections, it shall be brought to the notice of
concerned faculty. The faculty shall do required correction and enter the marks.

h)Concerned Course faculty /Coordinator shall prepare and display the marks of Internal
examination of repective course, as per academic calendar. He/ She shall allow the
students to see the evaluated answer book:s
final mar ks in TCS | ON of SE6s within te
concerned irdrnal exam.

i) All assessed answer books shall be preserved till the internal marks finalized / university
exam results published by the concerned faculty.

]) The concerned Faculty shall display the marks of Internal Assessment of Lab Course to the
studentsat the end of each semester. He/ She shall enter the final marks in TCS ION
within ten days after the internal lab exam.

k) The tutor shall publish the internal mark of the semester in the last working da

3.2CONSULTANCY, R&D AND TEACHING ASSIGNMENTS

1. The College encourages its teachers to take consultancy dmlise R&D assignments.

The teacher shall undertake such assignments When the College is approached for such help
and the College assigns such engagement to the particular teacher or whenhie teac
himself/herself is approached by the outside agency for such help. In either case, the teacher
shall take up the assignment by obtaining the approval of the
Principal/Chairman/administrator in writing.

2. A teacher, who has been approached for giving tglexturers in other educational
institutions, shall make a request to the Principal, who will go through the nature of the
assignment and approve the same.

3. Unless approved by the Principal, a teaching staff member shall not take any teaching or
nortteachng assignment in another institution, whether for remuneration or on honorary
basis

4. The teacher shall avail the administrative and infrastructure facilities available in the college
for carrying out his/her assignment. The teacher shall also associatenetimers of the
faculty in working on the assignments. The teacher shall levy such professional charges on
the benefiting agency; however, the charges shall be shared with the college on the
following basis:

1 Where it is a project or R&D type assignmergsting, involving the
infrastructure facilities and work time, it shall be 60:40 (40% to College).

1 In all other cases like consultancy assignments, it shall be 70:30 (30% to
College).
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3.3 INCENTIVES FOR PUBLISHING PAPERS

As a part of the continual qualiimprovement policy of the college, it has been decided to give
incentives to the staff members publishing papers in conferences and journals as per the following
guidelines.

I Rate of incentives
o National conferencé Rs 1000/
o0 Internationals conferendéeRs 2000/
o National Journai Rs 2000/
o International Journdl Rs 3000/
o International Journal with an impact factor more thanR%s 5000/

1 To claim the above incentives, a hard copy of the paper published in the proceedings/journal
clearly indicating theaffiliation of the author as a staff member of VJEC has to be submitted
along with the application.

1 Faculty members who are pursuing PhD on part time external basis may claim only 90% of
the declared incentive when they mention the author affiliationsasureh scholar.

91 Prior permission shall be obtained from competent authority for sending papers.

1 In the case of conferences, oral presentation is needed and poster presentation will be having
only 50% weightage and hence the incentives for poster preseniatinational and
international conferences will be Rs508hd Rs1000/respectively.

1 In case of more than one author for the paper, the first author will get the full credit and the
subsequent authors can claim 50% of the incentive.

1 In any case the nurebof authors per paper shall not exceed four to claim this incentive.

1 The maximum amount that can be claimed by a staff member in this regard is restricted to
Rs25000/ per year.

1 To prepare the manuscripts of text books, author may claim an advance air@sirif0000
for which shall be return to the college within 12 months.

3.4 TRANSPORTATION POLICY & RULES

1. Vimal Jyothi Engineering College, Chemperi provide limited bus transportation facility to
students and staff who live more than 10 kms away frohe dollege in certain
predetermined routes.

2. Bus facility is offered to eligible students at the discretion of the college management and
cannot be claimed as a right by any student or parent.
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3. All students who wish to avail the college bus facility shaelgister their names with the
account office on the date announced in the beginning each academic year.

4. Bus pass wil|l be issued to the eligible st
in the prescribed format and after paying the full bus fees.

5. Transport fee for full year will be charged even if a student leaves the transport facility in
between the session.

6. Staffs who wish to avail the college bus facility should register themselves with the
account office.

7. No person shall be allowed to travelthe bus without express permission of the college
authorities concerned in writing. Bus mangers are authorized to disallow travel by any
person without proper authority.

8. Hostellers and day scholars without bus pass are strictly not permitted tartreokege
bus

9. Two staffs members from each bus are desig
for overall discipline and conduct of students in the Bus

10.Bus managers are expected to maintain the contact data of all passengers of their bus and
that of the management authorities

11.In case of emergency, and unexpected events Bus managers to inform management
representative and or take any prudent action as the situation demands.
12. The Bus mangers have the authority to assign seats to studenth@ngassengers.

13.Bus manger may report to the management if any trip is made without a minimum of
33%regular passengers.

141 nti mati on regarding cancellation of a tri
and passengers to the extent possible.

15. Staffs are requested to sit in the seats allotted to them and to take care of the students.
16. College bus charge will revised periodically based on the various operating expenses.

17.Normally College buses will be available to the already existing routes oaoffigial
working days. However, trip could be adjusted if number of passengers are very less.
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18. During the university examinations transportation facility will be available irrespective of the
strength of passengers.

19.Passengers will be picked up and letaiftiesignated stops only.

20The time schedule and the stages of trip
permission is secured.

21.Bus will not wait for any passenger. Passengers are expected to be at the designated
stops/stages before time.

22.Get i ng bus pass doesnd6t ensure the passenge

23.Girl and boy students are expected to occupy separate seats in the bus. Mixed seating by
students is strictly prohibited.

24.Passengers must be possession of valid bus pass and is requiredutze pr as and when
asked by any staff.

25.Music is not played in the bus until further information.

26.As college bus is an extension of the institution, all the code of conduct and rules of the
college are equally applicable in the bus with special referemcise of mobile phone with
headset and proper dress code.

27.Col 1l ege doesndét encourage any form of <cel e
sendoff etc.,)

28.Students are expected to wait in orderly lines and allow faculty to board the siusnfir
similar manner students are expected to wait for staff members to disembark first.

29.Students must board and leave the bus carefully and courteously without shoving and
pushing.

30. Students shall not extend their arms, head or any other part of tlugirooid of the bus
window nor shall they extend clothing or other articles through the bus windows.

31.Throwing articles within the bus or out of the windows at any time will not be condoned.

32.Excessive noise (loud talking, screaming, whistling, etc.) byestisds not allowed.
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33.Harmful or dangerous articles (explosives, fireworks, matches, cigarettes, lighters, knives,
etc.) are prohibited.

34. Students shall not write upon, disfigure or cause damage to any part of the inside or outside
of the bus. Students aie take care of the bus; if not, damage will be charged to the offender,
and as a minimum with loss of bus riding privileges until damage is paid.

35. Students shall behave in such a manner as not to jeopardize the safe operation of the bus.
36.The use of profae, vulgar or other unacceptable language or gestures will not be tolerated.
37.Eating or drinking on the bus and littering are strictly prohibited.

38.Any other misconduct which may distract the driver from safe operation of the bus will not
be tolerated.

3.5MOBILE PHONE POLICY

The purpose of this policy is to establish clear cut guidelines regarding the usage of mobile
phones inside the campus. This policy is applicable to all those who enter the campus.

1. Realizing the importance of communication ane plossible impact of mobile phone usage

inside the campus, the following guidelines are arrived at.

a) Students are not permitted to use mobile phones within the campus.

b) Students who are staying in college hostels should not bring the mobile phones to the
college.

c) Day scholars carrying mobile phones to the college shall deposit the same in the
designated place before 8.55 AM and can collect the same after 4.10 PM.

d) The mobile phones shall be kept in silent mode / off while depositing in the designated
place.

e) All the staff members are empowered to confiscate mobile phones found with students
violating the above rules.

f) Students violating the above rules will be fined an amount of Rs -1@d@/ the
confiscated mobile phones will be returned to the students amllythe completion of
their course.

g) Staff members are allowed to use mobile phones in their respective cabins.

3.6 BIOMETRIC ATTENDANCE POLICY

The purpose of this policy is to establish guidelines to improve efficiency in monitorir
attendance, kve records and over all working environment by Biometric Based Attenc
Monitoring System (BBAMS) .This policy is applicable to all staff members who
under normal working hours.
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The rules that will be followed for operation of the system asvislio

1.

10.

11.

12.

The Biometric Based Attendance Monitoring System (BBAMS) will be mainta
by Principal. Whereas the matter of attendance and related policy will be di
office.

The term staff used in these rules would include all the teachingeaching anc
other staff of VJEC.

Adequate numbers of machines have been installed to avoid long quet
inconvenience during office opening time. All the staffs of VJEC would be at
mark their attendance in any of the machines installed near Administrafiicer (
room, Office, HOD Office Civil. In case, if any of the machine is not function
the staffs may mark their attendance in any other machine installed in VJEC.
All staffs will be required to mark their arrival and departure time in the Biom
Basal Attendance Monitoring System machine without any exception.

The office timings are from 09:00 AM to 05:00 PM with 50 minutes of lunch b
from 01:10 PM to 02:00 PM and these are to be scrupulously observed.

The Academic timings are from 09:00 AM to 0@:PM with 50 minutes of lunc
break.

Arrival in the office after 9.00 AM or departure from office before 04:10/ 5.00
will be reckoned as half day Leave subject to other rules mentioned here
exceptional cases like consultation with doctors halggéttending social obligatior
etc., late coming in the morning/early departure in the afternoon up to one
(maximum,) will be allowed twice in a month subject to the condition that |
intimation/approval of the immediate superior officer has lwrained.

Any academic staff availing hatfay Casual Leave in the forenoon will make arri
entry in the BBAMS not later than 1.00 PM (190 minutes prior to exist time) an
staff availing haliday Casual Leave in the afternoon will make departuney émt
the BBAMS after 12:10 PM. For office staff availing hddy Casual Leave in th
forenoon will make arrival entry in the BBAMS up to 1.00 PM and the staff ave
half-day Casual Leave in the afternoon will make departure entry in the BB
after 1240 PM.

Attendance reports would be available on intranet on daily basis and con
staffs shall get their attendance regularized within two days from the de
absence.

In case, any staff is to visit local offices for official purposes and situaisach
that such staff would not be able to mark attendance in the system either
morning or evening, prior intimation regarding it would be sent to princips
proper channel throughraail as mentioned the details above.

All installed machinesrad corridors leading to these machines shall be unde
hours surveillance through CCTV cameras. Disciplinary / legal action shall be
against any staff found to be tampering with the attendance monitoring sy:
surveillance system.

Further, a cosolidated monthly statement in this regard would be sent fron
office by every 24th of a month.
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3.7

13. It must be ensured by the controlling officer / staff concerned that
recommended leave applications of any nature are sent to concern sectionsyp
through TCS ION. The sections in the office shall ensure that all such leave
month are duly sanctioned by 22nd of the month will be entrained onl
calculating the monthly salary of the following month. The leave applied afte
stipulated dte and regularization of miss punch or early / late going etc afte
22nd of the corresponding month will be entertained for next month salary \
special request.

BUDGET AND PROCEDURE FOR PROCURING LAB CONSUMABLES,

VALUABLES AND STATIONERY :

3.7.1

Soon

Budget

after the last working day of an academic year, the staff in charge of each lab should assess

the requirement of lab consumables for the next academic year taking into account the consumption

in the

previous semester. The HOD of thpatément concerned hasepared a detailed Budder

the next academic year to the managenagat submitted to Management through principal. A
copy of approved budget should display in the internal Notice Board
3.7.2Non-Consumables

1.

S

~

3.7.3.

The HOD as soon asalizing the need for the equipments (including furniture) for the next
year/SEMESTER has to initiate a proposal to the Management for the procurenteat of t
same, through the Principal with a copy of approved Budget

After the approval, the Managementlwall for quotations.

On receipt of quotations the HOD has to prepare a comparative statement.

If required, vendors may be called for negotiations by the Management.

The purchase order will then be issued to the selected vendor by the Management.

A copy of the purchase order will be sent to the Principal/HOD of the concerned
department by the Management.

After purchases are over and received by the Department, HOD has to certify that the items
are received in good / working condition.

The detailsshould be entered into the consumables / no consumable stock register as the
case may be and HOD may recommend for passing the bill for payment within a week of
the receipt of the consumable / roonsumables. Bill may be sent to the Chairman through
thePrincipal.

Stationery

Soon after the | ast working day of an aca
of stationery needed for the administration of their Department (including ISO related
works)

. After consolidation of the requiremisnand after the approval, the Management will take

action for the bulk purchase of the stationery needed for the entire Institution.
After procurement, the stationery required for each Department will be distributed by the
Store keeper
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4. Special indentdr stationery in bulk for specific purpose such as conduct of workshops /

conferences / seminars, etc. has to be given by the HOD to the office well in advance (at
least 10 days before the proposed date.) While preparing the special indent, the actfual use
stationery during previous similar occasion should be taken into account as a basis.

As soon as the purpose for which the stationery has been obtained is over, the unutilized
portion has to be returned to the office by the HOD concerned. (the statudmeiyed for a
specific purpose shall not be used for normal work of the Department

3.7.4 MAINTENANCE OF STOCK

1.

10.

In case of laboratory, the following stock registers have to be maintained
A. Consumables stock register
B. Non-consumablégsaluablesstock registr
C. Other register(s) based on the requirement of the Department concerned.

The staff in charge for each lab is responsible for the proper upkeep of the material in the
lab besides maintaining the consumable and-cmrsumable stock register of each lab.
Each entry should be signed by the staff in charge of the laboratory, Lecturer in charge of
verification and the HOD concerned.

The staff in charge is nominated among the members of the Department. He/she will be in
charge of the concerned laboratory bé tdepartment. At times, it is seen that Technical
Assistant is taking final decision about receipt of stock. It should be avoided.

Whenever a new staff member takes over the staff in charge of a lab, he/she should take
charge of the laboratory from higthpredecessor after verifying the entries of the stock
registers. If there is any discrepancy, the fact should be reported immediately though the
HOD to the Principal.

If a staff member who is in charge of a particular lab is on long leave, HOD shaigkl m
alternate arrangements immediately to entrust the stock to another staff member. The newly
entrusted staff member shall take possession of all the stocks immediately and the HOD has
to report the fact to the Principal.

Any breakage or damage of an itelaring its use should be immediately recorded in the
stock register against that item in the remarks column. This should include the reason for the
damage and any breakage fees to be collected from the staff member / student whoever is
responsible for theamage. In case of expensive items, the matter should be reported to the

Principal immediately for the recovery of the breakage fees. For inexpensive items, the
breakage fee should be collected after the practical classes are over for the concerned
semestr.

. Similarly, loss of any itenshallalso be recorded in the register and reported to the Principal

for recovery of the cost from person responsible for the loss.

After the recovery of the costs and on the specific orders from the Principal the itédm los
damaged has to be removed from the stock register.

If any old item is beyond repair and cannot be put into the use, the same can be condemned
after obtaining approval from the Principal. This has to be entered in the stock register.

No transfer of arequipment / material from one lab to another lab (even within the same
Department) should take place without prior permission of the Principal. As and when such
a transfer is made a note should be made in the respective stock register of the laboratory
against the item regarding the date of issue, date of receipt and other relevant particulars.
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11. If any equipment is not functioning within the guarantee period, the company may be pulled
up for rectification and it must be set right at the earliest.
12. Periodt service and maintenance of equipments / machineries is a must.

3.7.5 STOCK VERIFICATIONS

1. Surprise checks on stocks have to be carried out by the HOD in his/her Department at least
once in a year. Principal or any member of the Management may alsoct@uulprise
checks.

2. Apart from surprise checks, annual verification has to be carried out by the staff members
deputed by the Principal from other Departments before the end of the academic year.

3. Discrepancy, if any, noticed during stock verificatidrogld be reported to the Principal
immediately for further action.

3.8 ACADEMIC AUDITING

Objective Academic auditing cover€ourse delivery covering syllabus, adherence to
course plan, quality of question papers for internal examinations, internal tevalua
laboratory experiments, practical assignments, mini projects and conduct of practical
classes and their evaluation

There are two types of audit academic audit and 1SO dudtaudit is mainly focused on

1.

© 00 N O o~ WD

Adherence to the Academic calendar andestar plan

. Functioning of class/course committees

. Schedule otlass and Facultyime Table

. Attendance of students

. Quantity & Quality of Assignments$hternal Exam Questions
. Subject practical coverage as per course plan

. Evaluation of internal examsassignments with sample

. Evaluation of students performance in practical classes

. Performance of students in Internal exaand Award of internal evaluation marks

10.Maintenance of course diary and Course File

11.Performance of students in the previous semester

12.Faculty evaluation by students

13.Information on progress of students to their parents

14.Feed backs from students and stake holders
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3.8.1INSTRUCTIONS TO INTERNAL QUALITY AUDITOR

QSP procedures should be followed very strictly during the auditing process:

1. Theinternal Auditors shall study the quality system documents before going for the audits

2. Deviations/NorConfornties deficiencies if any shall be identified and recorded in-Non
Conformance Report with the respect to the specific requirement

3. TheAuditeeor his Representative shall write down the proposed corrective/preventive
action and the proposed date of cortipleof the NCR found on the Ne@onformity report
and return it to the Internal Auditor.
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CHAPTER 4
SERVICE RULES AND REGULATIONS

The rules that will be followed as follows:
4. 1RECRUITMENT

1)
2)

3)
4)
5)
6)
7)
8)

9)
10)

11)

12)
13)

Recruitment is normally done twice in a year during May dovember.

Number of vacancies both teaching and non teaching is notified by Principal/ HOD/
Designated Authority based on student strength / resignations or separations of staff
members, to the management for approval / information.

Screening of applicetns received is done by the respective Department Head.

Short listed candidates are informed through call letters /over telephones from the office

At times, Walk in interviews is also conducted for immediate postings.

The minimum qualification as per BTE Regulations as per table (05th March 2010)

All the teaching staff shall be paid AICTE scale of pay

In addition to the Basic Salary, a monthly dearness allowance and other allowance shall be
paid as per management policy

Management can also decidéet allowances for Professor, Principal and Special Posts
Interview Committee consists of Chairman , Administrator, bursar Principal/Designated
Authority, and respective Heads of the department

A written test/ interview is conducted for faculty post ambrt listed candidates shall be
called for personal interview and selection be made on merit.

Direct interview is conducted for senior posts.

On completion of the interview, the selection committee will record its final
recommendations with signature efery member present. The selection committee may
recommend suitable advance increments for exceptionally outstanding candidates who are
to be appointed as Assistant Professor, Associate Professor and Professor.
Recommendations of the selection commgtesl be placed before the Chairman of VJEC,
along with details of sanctioned posts, for final approval and subsequent issue of
appointment orders by the Chairman.

4.2 APPROVAL OF QUALIFICATION

1. A person shall be deemed to have been appointed to theesetven his appointment is made
to a post in accordance with the existing AICTE norms (but it shall not include staff appointed
on deputation or contract or temporaryfazt).

2. Every appointee shall be subject to the conditions that his/her desiredcqtialifiis approved
by theaffiliating University.
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3.

At the time of joining all appointee submit original certificate, equivalence certificate as
demanded by Kannur UniversityAPJ ABDUL KALAM Technological Universitywith
sufficient number of copgefrom S.S.L.C onwards. The original certificates returned only after
the approval of qualification of the appointee by Kannur University.

Till the approval of the desired qualification by the university, the candidate is paid a
consolidated amount as deéed by the administrator. If the qualification is not approved by the
university, the appointment is cancelled for such candidate.

In later stage, any malpractice in qualification noticed by any authorities the candidate/
employee is terminated with immiate effect and a penalty imposed as decided by the
management

4.3 Service Conditions for the Staff:

1.

2.

3.

Every member of the staff shall agree to abide by all the conditions herein stated and also such
conditions as may be stipulated from time to time leyabmpetent authority.

There shall only three designations in the respect of teachers in VJEC namely Assistant
Professor, Associate Professor and Professor.

Every member of the staff shall employ himself / herself honestly, efficiently and diligently
underthe orders and instructions of the Principal/Designated Authority or other officers under
whom he/she shall, from time to time, be placed. He / she shall discharge all duties pertaining
to the office and perform in such a manner which may be requireidnof er or which are
necessary to be done in his / her capacity as aforesaid.

Every member of the staff shall devote his / her whole time to the duties of the said
employment and shall not, either directly or indirectly, carry on or be concerned / imhvolve

any trade, business, private tuition or the like of a remunerative kind or of an honorary nature
without the specific written permission of the Chairman or his nominee.

Any staff member, on appointment, except on contract, shall be on probatiopeidoc one

year.

A member of the staff shall have his / her service separated by giving one month notice or one
month basic salary in lieu thereof, in case of temporary appointment or during probationary
period. In case of permanent service three monthisenor three months salary must be
given. But during the close of academic year, one month notice is sufficient for separation
from service of vjec for permanent staff. The resignation shall come into force from the date
from which the appointing authdyiaccepts the resignation or the date of relief whichever is
earlier. Normally they will not be relieved in the middle of a semester. However, the
management reserves the right to waive the notice period or the compensation thereof.

A security amount equalent to one month salary is deducted from staffs during thveceen
convenient installment .

A service file for keeping the record of service of staff shall be maintained by Principal in
respect of each employee of the College. All activities of mpl@yee in his/her official
position shall be recorded in this service file.
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4.4PROMOTION POLICIES

1. All promotions shall be considered on the basis of meuitni seniority basis or as decided by
the management from time to time

2. The Chairman shall @oint a committee for promotion, in which he shall be the Chairman,
with administrator, principal and experts in the respective area

3. The Committee shall consider promotion of teaching staff to the next higher position on the
basis of the guidelines given this chapter and as per AICTE normshject to the condition
that there has not been any disciplinary action taken against such candidate for
promotion, for any misconduct he/she has committed during the service.

4. The staff shall be considered for promatto the next higher level position, subject however,
he/she had completed the three years of service after probation in the present position and
should have obtained AICTE prescribed qualification.

5. Special preference to the faculty who is undergoing Bhd completing the course work and
comprehensive viva voce for Prddd on publication of 5 International Journal papers, being
I n the aut hor s 06 forahe pramotioh to the post of Adsaciatea profesgitin
Minimum of 5 yrs experienceniteaching/research/ industry (0Equivalence for PhD is based
on publication of 5 International Jounnal
andsubjected to condition that, they fulfill the AICTE requirement within four years from the
date of promotion.

6. Minimum of 10 years teaching/research/ Industrial experience of which at least 5 years should
be at the level of Associate Professor and possessing a Ph.D. degree in the relevant discipline
or Minimum of 13 years experience in teachemyd/or Research and/or Industry with PhD
shall be eligible to be appointed and designated as Professor, subject to other conditions of
academic performance as laid down by the AICTE.

7. No teacher other than those with a Ph.D. shall be promoted, appointekignated as
Professor

8. The following information is required in the CV for reappointment and promotion of
candidates:

Educational background

1 Academic and other relevant employment history

1 Awards and appreciation if any

1 Research and/or creative worksibfications journal , conference proceeding , text
book publications etc

1 Teaching accomplishments: List classes taught with results , List any textbooks,
study guides, manuals, workbooks, or electronic media, produced for student or class
use, mentor list
Etc

9. Those who are promoted shall be fitted in the Scale of Pay applicable to that category.

10. All decisions on promotions shall be taken up from the month of April / October every year

11.All cases of promotions satisfying the above norms and those peesbsiihe AICTE will be
considered, subject to the requirement of the department and disofeti@iManagement.
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4.5 RETIREMENT FROM SERVICE

1.

2.

3.

All teaching and non teaching staff shall retire on completing the age of superannuation,
which is 65 yearor teaching and 58 years nteaching.

When a faculty member completes the age of superannuation on a day falling during the
academic year, shall be retired on the 1st of May of the succeeding year.

If the retiring employee has accumulation of annualde@a his/her credit ,the same can be
availed in the period preceding his/her retirement by making application to the Principal and
appropriate sanction by him.

The age of superannuation as mentioned above shall not be applicable to the Professors of
Emertus and Special Category appointments.

4.6 SEPARATION OF SERVICES OF AN EMPLOYEE

1.

2.

Principal/Designated Authority shall have the right to place any staff under suspension on
charges of misconduct.
An employee who is detained in police or judicial custadyether on a criminal charge or
otherwise for a period exceeding 48 hours or is sentenced to a term of imprisonment
exceeding 48 hours by a court of law and is not forthwith dismissed or removed or
compulsorily retired consequent to such conviction, shal deemed to have been
suspended with effect from the date of his detention / conviction by an order of the
Chairman and shall remain under suspension until further orders.
In a case wherein a member of the teaching orteaching staff commits any misaturct
in discharge of his / her duties, the Chairman has got discretion to award punishment such as
warning, censure, withholding of increment with or without cumulative effect after
conducting an enquiry by a committee constituted by the Chairman.
The Chaiman shall have the power to separate the services of a member of the staff of the
college, for any of the following reasons:
i.  Serious misconduct and willful negligence of duty;
ii. Gross insubordination;
iii. Physical or mental unfitness; and
iv. Partcipation in any criminal offence involving moral turpitude. The services of a
temporary employee are liable to terminated at any time without assigning any reasons
whatsoever.
The Management reserves the right to terminate the service of an employeer whethe
probationer or regular on medical grounds giving 1/2/3 months notice.
The Management may terminate an employee whether temporary, probationer or permanent
if he/she is involved in political activity or in a criminal case or in the event or the employee
has failed to do his duty or negligence of duties.

4.7 CODEOF CONDUCT

1.

For the development and progress of the college/department, all members of the staff should
work as a team and they should also maintain a cordial relationship with other departments.
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2. In any meeting or assembly, decorum should be maintained and difference of opinion, if
any, shall be expressed politely in diplomatic words without hurting the feelings of others.

3. Staff members should get prior permission from Management / Principalfiaesig
Authority to contact any outside agency or government departments for any matter related
to the college / hostels.

4. If a staff member draws advance from the college to meet financial expenses for official tour
or for arrangement of a college event,/tehe shall settle the account within 15 days from
the date of drawl of advance or within 7 days after the completion of the event for which
advance was drawn failing which the advance shall be adjusted from his salary.

5. Staff Members, if and when relinghing their job, shall hand over their jobs and
responsibilities and get the NOC from all departments concerned.

6. All members of the staff shall be governed by general rules / norms also practiced by
college from time to time.

7. No employee shall, while begnon duty take part in politics which includes holding office,
elective or otherwise in any political party or contesting for election to the State Legislature
or the Parliament or local bodies take part in any other election as independent or on any
partyticket.

8. No employee shall take part in any act or movement, such as strike, incitement or any
similar activity in connection with any matter pertaining to his service or to any other
matter, which tends to bring the College to disrepute, nor shall haggineach the media
with his/her grievancel/s.

9. An employee shall not, without the knowledge and approval of the Principal &
Management, have recourse to any organization/ authority, court or to the press for
vindication of his grievances.

10. The following actof commission/omission shall be treated as misconduct.

A. Failure to exercise efficient supervision on the subordinate staff.
B. Insubordination or disobedience to any lawful Order of his/her Superior Officer.
C. Gross negligence in teaching or any ofthety assigned.
D. Any act involving moral turpitude punishable under the provisions of the IPC.
E. Intemperate habits affecting the efficiency of the teaching work.
F. Failure on the part of an employee to give full and correct information regards
his/her previous history and record of service and violating any other specific directions
or instructions given by his/her Superior Officer
4.8 PERFORMANCE APPRAISAL OF EMPLOYEES & INCREMENTS:

1. Staff Members are eligible to the increments prescribed at ttheoed2 month in
service in the Institution. The Increments will effect at the beginning of every academic
year, i.e. in the month of JUNE.

2. Additional Increments shall be given to staff members based on their contributions and
results achieved at the dietion of the Management.

3. Annual Staff Performance Appraisal Systems consists of
A. Appraisal by Students
B. Appraisal by Head of Department
C. Appraisal by Peer group
D. Appraisal by Management
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All the staff members are required to submit their Self Evaluation iRepdhe end of
every academic year in the prescribed format. The Management, Principal and
Administrator will discuss results of the appraisal with each employee. Sustained good
performance will be a requirement for internal promotion and incremeatsct®n to
higher posts etc. Results of the appraisal will find a place in the Personal file. Non
performance will be suitably dealt withThe attainment of any two of the following as
mandatory for every faculty for each academic year for increments

1. Paper publicatiorJournal/conference,

2. Patent Apply/sanction,

3. Projecti Apply/sanction

4. Testing/consultancy

5. Conduct/coordinatéConference/seminar/FDP/TEDx /Hackathon/Workshop/any similar
event.

4.9 DISCIPLINARY PROCEDURE

1. Any teacher who isiglating the code of conduct defined in this chapter of this manual
will be subjected to appropriate disciplinary action by the Principal/Chairman.

2. If a teacher commits an act of misconduct or misdemeanor by violating the code of
conduct, anyone can repamtwriting to the Principal.

3. The Principal shall hold a preliminary enquiry on the matter, by calling the person on
whom the report is given, as quickly as possible.

4. If the Principal is satisfied with the facts of the Complaint on such enquiry, he shall
proceed with the disciplinary process, depending upon the veracity of such violation
such as detailed enquiry etc

5. He shall proceed with issuing a Show Cause Notice, fully describing the office and the
action proposed to be taken, giving sufficient time tfee accused teacher for giving
his/her explanation.

6. On receipt o f the explanation, or after the expiry of the time stipulated for submission of
explanation, the Principal shall go through the merit of the explanation and decide on the
course of actionyhich may include a punishment.

7. The course of action for disciplining a teacher shall be under the following categories:

1 Memo and Censure.

1 Warning in writing, with recovery of monies, where financial loss is involved
in the act.

1 Suspension from work withéwemuneration.

91 Dismissal or discharge from service.

8. Any staff member receiving more than two memo or warning will be given punishments
.Where the punishment proposed is in this categories Principal/ chairman shall constitute
a one man court of domeseaquiry to go into details in the presence of the accused,
giving fair opportunity to the accused to present his/her case, observing principle of
natural justice.
4.10GRIEVANCE PROCEDURE
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1. The Principal shall constitute a Grievance Committee to redres$&iiegance of the
teaching and neteaching staff.

2. The Grievance Committee shall be composed of among the ranks of Head of the
Departments, Principal, Director/Dean, administrator and Chairman.

3. The Principal shall announce the Constitution of the Commuitelethe names of members
at the beginning of every academic year.

4. The grievance committee shall: have a member secretary, to monitor the proceedings meet
once every month on a stipulated day and time

5. Any teaching or notteaching staff having a grievance tr she shall make a representation
to the Committee.

6. The member Secretary of the Grievance Committee shall include such grievance as an item
of the agenda in the next weekly meeting, unless the seriousness of the grievance warrants a
meeting to be commigoned immediately.

7. The grievances shall be redressed immediately by the committee and by the
Chairman/Correspondent.

8. TheMembeiSecr et ary shall record and maintain t

4.11LEAVE

4.111 General

1. Leave is a privilege and not @ght: It may be refused or revoked by the authority
empowered to grant it. It would, however, generally be granted unless the exigencies of
service so demand.

2. Leave Application: The leave application shall be submitted on TCS ION well in advance
and sfall be got sanctioned before availing of the leave. The faculty members shall make
alternate arrangements/internal adjustments among the faculty members of his/her any other
department to keep the students engaged

3. The lab staff shall make alternate arramgnts/internal adjustments to keep the students
engaged. The same must be informed to con.
station duty and Duty Leave application should be submitted in TCS ion .All other leaves
forward to chairman for sanctiomgrthrough proper channel.

4. No leave can commence unless it has been sanctioned: Mere submission of leave
application does not authorize an employee to avail the leave applied for. Availing of leave
without getting the same sanctioned makes the employalele fto disciplinary action
besides penal deduction.

5. Leave of any kind will not be sanctioned when the services of the staff are needed for the
college work or when there is an unfinished job involving the employee.

6. No leave will be sanctioned on telepeon except in case of extraordinary
circumstances/sudden illness, etc. This shall however, be regularized immediately on
joining the duty in writing. An alternative arrangement for class work has to be informed
to the HOD.
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7.

Continued absence of more thgir days, or repeated irregularity without intimation of any
kind may render an employee liable to disciplinary action including termination of services
besides penal deduction.

4.11.2 Kinds of Leave-

The staff members are entitled to enjoy the follayligave benefits:

a) Casual Leave CL
b) Leave without Pay LWP
e) Extra Ordinary Leave EOL
f) Duty Leave DL
0) Compensation Duty leave CDL
h) Study Leave ST
i) Vacation Leave VL
)] Maternity Leave ML
K) Medical Leave MED

4.113 CASUAL LEAVE (CL)

1.

oo

Every employee held on the roster of the college is entitled to One (1) day casual leave for
each twenty four (24) days block of duty performed by him/her subject to a maximum of
Fifteen (15) daysf casual leave in one calendar year.

A minimum of half (1/2) day CL can be availed of at one time. Half day CL will not be
granted on half working days.

CL can be prdixed/suffixed with all types of holidays/leaves.

Total no. of days of C.L. to be aled at a spell should not exceed 6 days for regular
employees.

CL up to total accumulated period may be granted under special circumstances.

For contract /probationary staffs CL can be available proportionate to accumulated CL up to
the date of application

CL will not be carried forward to next calendar year and will lapse at the end of the calendar
year.

4.1141LEAVE WITHOUT PAY

1.

No provision as such exists for the grant of leave without pay. However, for reasons beyond
ones control, if an employee heaso av ai | |l eave i n excess of
granted, AfLeave without Payo at the discr
exigencies of service.

. Such leave shall not exceed 30 (Thirty) days in a calendar year subject to a maxifirtum of

(Fifteen) days at a time.
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3. Absence of an employee without sanctioned leave is a case of indiscipline and does not fall
under this category.inLeave without payo s|
other leave.

4. But If the quantum of LORLOSS CF PAY] is more than 15 days in an year, it will be
considered as a Brea-Service, unless acceptable supporting documents in evidence of
justifying such excess leave is provided. The decision of the Principal/Designated Authority
shall be final in suchases.

5. If any staff member is absent from duty without prior or later permission, such period of
absence will be considered as LOP. Such absence will also be considered asia-Break
Service.

6. Absence with or without permission and without making altereagivangement for class
or other important duty will also be treated as LOP. Such absence will also be considered as
a Breakin-Service.

4.11.5EXTRA ORDINARY LEAVE
As the name suggests, this leave is granted undera@xiirzgary circumstances only. Bhi
may include the following:
a) Prolonged sickness of self or a family member
b) Higher education
c¢) Forced exile/renunciation
Although there cannot be fixed guide line for the duration of such a leave, yet if shall not
exceed 300(three hundred) dayshattime.

411.6DUTY LEAVE (DL)
1. An activity of an employee which can bring recognition to the Institute may be considered
for grant of this leave.
2. Duty leave may be granted for one or more of the following purposes:
a. To deliver academic lecture
b. To work on behalf of the College or to attend technical workshops/ symposium of
National/International level.
c. To read/present a research paper in a Conference/ Symposium of
National/International level.
d. To attend selection committee or other such like committeetings provide they
are convened by a statutory body/university recognized by the Government.
e. To inspect academic institutions attached to a statutory body or a University
recognized by the Government.
The duty leave will be restricted to a maximum ofdiys during a calendar year subject to the
following conditions:
1. There exists a written request from the competent authority.
2. The paper has been accepted for presentation and a communication to this effect
received in writing/mail.

4.11.70UT-STATION DUT Y (OD):
1. OD will be granted when staff members are required to go out on official duties as approved
by the Principal/Designated Authority. When staff members go for examination work for
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Universities other than Kannur UniversityAPJ ABDUL KALAM Technologial
University, OD will not be granted.

. Number of days on OD is limited to 14 days for a year at the rate of 7days per semester and

if availed in excess, the excess days shall be deducted from other eligible leave at the credit
of the staff unless approvéxy the Designated Authority. This limit is applicable to conduct

of University Practical Examination, Theory Examination and paper Valuation, Viva voce,
Synopsis submission & DC meeting. However, this limit is not appkcédblcentralized
valuation camp.

. Head of the Department has the power to distribute the outstation duty among the faculty

members so as not to exceed the allowable limit per semester.

.Staff members are permitted to go on 60On

Board of Studie, Academic Council, Staff selection Committee, Accreditation committee,
Resource person for other colleges and other committee/ Council formed related to the
works of AICTE/ other prescribed bodies etc., after obtaining prior written permission from
the HO.D. and the Principal. Staff members availing O.D. are entitled to draw the salary in
full for the entire period of O.D. The teacher availing O.D. is permitted to enjoy the
remuneration given by the University or any other academic bodies.

. In all the cass, prior written permission has to be obtained from the Principal through

HOD.

. The Principal/Designated Authority shall have the right to cancel the leave sanctioned

earlier, for any emergency work in the college.

4.11.8COMPENSATION DUTY LEAVE

It is the policy of VJEC that staffss expectedto work on holidays in case of events of
institutional importance/necessity without any special compensation. However under special
circumstance compensation duty leave sanctioned to a teaching-twacbing stafin lieu

of having attended the office on a holiday whenever he / she is directed to do so by the
authorities i.e. Chairman, Principal, administrator and H.O.D concerned of the college. Such
approval of CDL rests solely at the discretion of the Principaifiated Authority.
Approved CDL

a) Can also be combined with C.L.
b) This leave must be availed within three months from the day of the duty carried out.
c) C.D.L. can be availed as full day only

4.11.9STUDY LEAVE

VJEC appreciates and encourages facultgvebpment by acquiring higher
gualifications such as PhD. Study leave of up to 4 years will be granted to faculty
who wish to pursue full time Phd.

Faculty should have completed a minimum of 3 years of service at VJEGaitothe
above facility.

Faculty those who wish to avail study leave for fulltime PhD shall give an
undertaking to the effect that after the completion of the PhD, they shall rejoin VJEC
and shall serve minimum period of onear or shall pay liquidated damages
accordingly. Faculty while rejoining VJEC after the successful completion of PhD will
be eligible for 3ncrements.

D
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IV. To pursue PhD under pdnine/parttime external schemes, faculty will ggermitted
under the following conditions.
1. Faculty shall give an undertaking to the effect that they will be continuing with
VJEC after completion of their PhD for a minimum period one year.
2. Faculty should have completed a miom period of 3 years of service at VJEC
before applying for PhD under pérhe.
3. The number of faculty availing the above facility shall not exceed 25% of the total
faculty strength of any department at given point of time.
4. Permission to availthis facility will be given by the managemedrdsed on the
recommendation of the HOD/principal and considering the overall performance and
seniority of the faculty.
5. Faculty will be permitted to make use oéthibrary and lab facilities for the purpose
without affed¢ing the normal functioningf the college.
6. It is imperative that the faculty doiRhD underparttime scheme to pursue their
research work without affecting thailuties and responsibilitieat VJEC
7. An employee will not be entitled to draw the salary during study leave

4.11.10MATERNITY LEAVE
1. Maternity leave may be granted to a permanent female employee with half pay up to
a maximum of two children.
2. The leave paygranted only if she work for a period of not less than 300 days after
rejoining. The leave salary shall be paid as
a) 50% of maternity leave pay shall be paid during the period of leave on monthly
bass.
b. Remaining 50% shall be paid in 10 equal monthstallments after rejoining the
duty.
3. All the holidays occurring during the leave shall be counted for the purpose of
computation oB0 days
4.11.11VACATION LEAVE

1. Thetotal number of VL days for members pérmanenstaff (vacation staif is limited to
45 (forty-five) days for a continuous serviagf 12 months in thénstitution. Thesel5 days
includes the declared vacation during Onam, Christie® Yearand Easter /midsummer.

2. The remaining days can avail any time during the academic yearmgla stretch. If any
staff wants to avail in multiple stretches, the two days (Sunday, Saturday) not inclusive in
their applications, the same was deducted from their Vacation Leave

3. If any staff member is prevented from availing VL in the interest ofctiikege by the
orders of the Principal/Designated Authority, compensation duty leave shall be considered.
Such consideration rests solely at the discretion of the Principal/Designated Authority. Such
compensation can be availed within the academic year.

4. A staff member becomes eligibler full VL only after rendering a continuous service of
one full academic year as on 31st May. ie. From 1st June of a calendar year to 31st May of
the following academic year. In such cases, staff members are required dotlserv
institution for a further period of six months or one semedfene/she joins on service on
later date, the can avail proportionate VL.
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5. In case a staff member, after availing VL does not complete the full term of 6 months or one
semester, the leavavailed will be treated as Leave on Loss Of Pay (LOP) at the rate of 5
days per month and proportionate salary will be deducted from any payment due to him /
her or will be recovered from the said staff member.

6. However, in special / deserving cases, ¥hBn be sanctioned for permanent staffs

proportional to number of completed months of continuous service, solely at the discretion

of the Designated Authority. In such cases, staff members are required to serve the
institution for a further period of six mths or one semester.

Any unused part of VL cannot be carried over to the next academic year.

While calculating the number of days of vacation leave, all intervening declared holidays

and Sundays will be included.

9. The vacation period amongst the facultgmbers shall generally be staggered to ensure that
the Institutes functioning are not hampered.

o~

411.12VACATION LEAVE FOR NON -TEACHING STAFF

I.  The number of days of VL for NewacationStaff is restricted to 30 days per year
which shall be availed withirthe vacation period declared for teaching staff.

Il.  Those who have working during the vacation declared for teaching staff in the
interest of the college by the orders of the Principal/Designated Authority, the
compensation at t h e payafdr everp dne day df eligiblee |, 0
vacation leave shall be considered and credited to their account at the end of
academic year (May)/ compensation duty leave shall be considered.

lll.  Such consideration rests solely at the discretion of the Principal/Dexignat
Authority.

IV.  Other rules and conditions of availing VL are similar to that for Teaching Staff.

4.11.13MEDICAL LEAVE

1. The entitlement of Medical leave is @15 days for exatgndar yeaMedical leave can be
availed only on Medical ground. The apptioa for medical leavés to be submitted within
seven days of commencement of leave.

2. The authority has the righd refer the application to addtor/Hospital of the choice in case
of doubt on thgenuinenessf the application

3. Medical leave applicatiorhsall always be accompanied by a medical certificate

4. Sundaysé& Holidays can be prefixed/suffixed to medical leave, however intervening

holidays are counted as medical leave.
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5. Medical leave is sanctioned with half salary benefits and caorbenued for full slary
basis.

6. Medical leave will be granted only on completion of all other types of leave in the Calendar

year.
7. Medical leave will be granted by the Chairman as per the recommendation of the HOD and

Principal.

CHAPTER 6

FORMS AND FORMATS

) Peer obsentan Policy Policy No:
@y VIMAL JYOTHI
ENGINEERING COLLEGE VJEC/HR/POS/:LII.Z

&

Policy Version:1.0 Date of approval:

1 | Introduction

The purpose of this policy is to encourage teaching faculty to engage the student
adaptive mode to promote student centered and activity based tpéedining process
This policy is applicable to teaching staff of VJEC.

2 | The policy

Policy of the college is to promote a peer observation system among the teaching fr
to enable peer support and course correction in class room teaching.

1 All the teaching shall identify and report to the HoD, name of a colleague wh
observe and comment on his/her class room teaching in terms of content, deliv
effectiveness.

1 By the end of the first month of every semester, the first round of obsgryatiust be
over and the report shall be submitted to the principal through HoD. The same j
shall be repeated in the last month of the semester to assess the impact.

1 The forms relating to this process is attached as annexure.

3 | Related information
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Annexure

Annexure 1i Peer support for learning & teaching through observation Part A
Annexure 2 Peer support for learning & teaching through observation Part B

Annexure 3 Peer support for learning & teaching through observation Part C
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ANNEXURE 1
PEER SUPPORT FORLEARNING & TEACHING THROUGH OBSERVATION

PART 1. PRE-OBSERVATION MEETING

Form P0O5/01

The faculty being observed showdmplete this form in preparation for a short meeting with their

peer observation group / obserpeior to the session to be observed.

Peer Observation Group:

1. Name & Department ééeéeéééeéeééeeééceé
2 . Name & Department éeééééééééeceeeceeé
Details of Teaching / Learning Session to be observed:

Observed:

cééeéeéeéeéeéeéeée Observere é € é € é € é €
Day/ Date / Time:

€Eéééeééeeééeeéeéeé Group [/ Locati
Type of Session / Duration:

eéeéeeéeeéeé No of Students

Topic / Title of Session:
Eééééeéecécécéeceeeeeeeeeeeececté

What are the objectives for the session (both for you and for theants)?

[N

D

([N
(O
(O

([N
([N
([N

(O

([N

[N

D

(O

([N

[N

D

[N

D

[N

D
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What would you like feedback on?(e.g. use of visual aids / the white board, your voi
interaction with the students, pace, use of examples, use of new techniques etc.)

Are there any factors which the observer needs to be awaPe(@iy. problems relating t
the group or individual students, you are trying out something new etc.)

Page42



STAFF HAND BOOK

ANNEXURE 2 Form P05/02
PEER SUPPORT FOR L EARNING & TEACHING THROUGH OBSERVATION

PART 2: OBSERVERG COMMENTS

The observer should complédtes form during / following the observation (in preparation for
meeting with the lecturer and giving feedback).

1 Observed positive things about the lecture:

1 Things that can be improved in future:

1 Any other Comments / suggestions:
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ANNEXURE 3 Form P0O5/03
PEER SUPPORT FORLEARNING & TEACHING THROUGH OBSERVATION

PART 3. POST OBSERVATION MEETING - REFLECTION & DISCUSSION

This form should be completed and signed by both the observed and the observer following
discussion of Part.2

Date / Time |/ Location of meeting: ééeéééeeéécéce
The following have been discussed:

The comments noted in Part 2 (Observeros ¢
Feedback or good practice that could be shared with others.

Possible ways that things could be developed &awed.

The peer observation process.

Proposals for future staff development.

= =4 4 -4 A4

Agreed points (if any) to be forwarded to HoD:

Signaturé Observer: éééééécécéeeéeéeéééééeceeceeeéeceté

"""""""""""

Signaturd Observed éé. . ééééecceeceeéeéééceeccecec.

Note: Copies of Part 1 anlart 3 should be passed to the HoD. Part 2 is confidential and can be
retained by the faculty.
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Faculty Appraisal Report

Name

Designation
Qualification

Department

STAFF HAND BOOK

CHAPTER 6

FORMS AND FORMATS

Dateof joining VJEC & designation

Date of joining the present post

Temporary / Probation / Permanent

I. Administrative work

(Copies of relevant supporting material / documents to be enclosed)

Il Academic Activities

(a) Details of qualification wgradation

Degree

FT/PT/
Distance

College /
University

Date of Joining

Current status
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(b) Instructional work (odd & even semesters data)

Semester | Suject
& code
programme and title

Hours / week

Exam pass
percentage

Class / Internal Test result
batch
strength
Overall | Number
average| got < 50%

(c) Participation in STTP, workshop, seminar, symposium, conference training etc

Nature of activity

Organized by

Duration

From

To

(d) Activities organized (workshop / symposium / seminar / FDP / S&diierence etc)

Activity Title of Duration Local / No. of Major
activity national / participants | sponsors, if
international any
From To
(e) Industrial training programme/visits organized
Activity Title of Duration Local / No. of sponsors, if
activity natioral participants | any
From To
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() Curricular & cocurricular (Tutor, lab / centre 4oharge, college / dept. time table, ISO etc)

Details of position held Period Specific achievements, if any

(9) Extra currictar (NCC / NSS / Staff advisors / Staff advisor of clubs/ Hostel /Personal tutor/
Industrial visits / sports / games etc)

Details of position held Period Specific achievements, if any

(h) Academic supervisory work (UG project guidance)

Degree Name(s) of Co-guide if any | Title of the Current status
student(s) project

(i) Special lectures delivered (STTP, workshop, seminars, conferences etc)

Date(s) No. of hours Organization / Type of programme
institution

Page47



STAFF HAND BOOK

Il Research

(a) Deelopment of New department laboratory / centre / experimental setup etc

Details of activity

Nature of work

Current status

(b) Fund generation activities

(Proposals to funding agencies, testing, consultancy etc)

Nature of activity

Concerned agency

Fund generated / Current status of
applied / sanctioned | activity

(c) Project Guidance

SI. No

Name of Title of Project

student project

objectives any

Co-guide, if | Current status

(d) Research papers published in Journals

Title of the paper, Co-author(s) if

any

Name of the
Journal &
Publisher

Vol & No Month 6 Year
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(e) Publication of Books

Title of the Book | Co-authors if any| Publisher Month & year Price

() Details of Professional society activities

(g) Details of special achievements & awa#sy other relevant information (regarding service to
college, academic work, professional development & service to community)

Date Signature
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(To be filled by HoD)

Faculty name : Employee Na.

Department

l. Teaching effectiveness (max points 50)

Sl. Subjects handled Target pass % | Actual pass % Effectiveness
No (A) achieved (B) Index (EI)
Average El
When B>A, El =50
When B<A, El = (507 (A-B))
Il. Administrative activities (max. points 5)
List 5 major activities Points Points
allotted earned
1 1
2 1
3 1
4 1
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Academic activities (max. points 20)

A Teaching Effectiveness additional parameters Points Points
allotted earned
Student Feedback (10 m=)
a) Punctual 2
b)Well prepared 2
c)Encourages students to ask questions 2
d) impartial to students 2
e) Maintains discipline 2
[ HoD Feedback(10 Max)
a) Course plan, model question paper, evaluation 1
pattern etc
b) Couse material, teaching aids for class handling, 1
Assessment plan
c) Test question papers quality 1
d) Assignments / tutorials / seminar 1
e) Guiding student projects 1
f) No. of hours handled / guest lecture 1
g) Effective class room amagement 1
h) Extra technical care for students (such as helping 1
students to present papers outside the college)
i) Indirect feedback from students through PTA 1
meeting and class committee meeting etc
j) Extent of syllabus coverage (basedabdass notes of 1

students)

Page51




STAFF HAND BOOK

Internal Test results (10 max)

a) Cumulative weighted average of test marks (Targ 6
70%)
b) Average percentage of students securing less thg 4

50% in the tests (target 20%)

Service to college (10 mg

Points allotted

Points
earned

Curricular (6max)

a) Tutorship 2
b)lab / Center ircharge 2
c)STTP / EDP/Industrial visits organized 1
d) Workshop / symposium / seminar / winter / 1
summer school / neformal programmes
organized/Accomanying students for activities
outside the college

li Co-curricular (2 max)
a) Association staff advisor/Professional body 1
activity
b) Administrative work assigned by Principal / 1
Management

Lii Extra curricular (2 max
a) NSS / NCQ 1 Advisor / coordinator 1
b)Placement / competitive exam preparation 1

support
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V. Research activities (max. points 5)

I Fund generation

Conferences organized (organizing secretar] National 2
coordinators) (whenever more than one facult
involved the cedits will be shared equally by 4 Intérnational | 3
concerned)

li Industrial Training activities

a) Training work 1

b) Consultancy work 1

lii Paper Publications

a) Paper$ national Journal 1

b) Paper$ National jaurnal Referee Non
d refereed
Journal Journal

1 1

c) Paper$ International journal 2 1

v Successful Guidance of main projects (2points per project)

Vv Special Achievements award
a) National award per award 1
b) International award per award 2
Total Points
HOD Principal
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Course File Contents

1. Syllubus

2. Course Objective

3. Course Outcome

4. Lesson Plan

5. Content beyond Syllabus
6. Assessment plan

7. Semester Plan

8. Assignment Questions
9. UniversityQ P

10. SeriesQ P

11.Sample Assignments
12.Sample Answer Scripts
13.Notes

14.Sessional Marks

15. Soft copy of PPTs

16. Report by Faculty
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DUTY ARRAGEMENTS BEFORE RELEAVING THE DUTY/SERVICE
Name of the Staff mber:
PRN Number:
Department:

Subjects Handling

Modules Modules to be

Semester Subject Code with Name Covered Cover

Additional Duties for the last Academic Year and its Duty Exchange

g DATE OF DUTY SIGNATURE
NO DUTY DUTY HANDED OF THE
ARRAGEMENT | OVER WITH STAFF
1
2
3

DUE CLEARENCE UNDER DEPARTMENT

TUTOR S3: e

TUTOR S5: e

TUTOR S7: oo,

DEPT. LIBRARY INCHARGE: ...t
ST AR SE C R E T AR Y ittt e ettt ettt ettt e e e e e e e e e e e nenrnnane

HOD OF THE DEPARTMENT . <.ttt sttt e e e e e e e e e e e eeennnnnes
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FURNITURE ALLOTTMENT FORM

SI. No

Furniture Nos

Name of student

PRN No

Signature of
student

Deski VIECG

Bench VJEG

Deski VJEG

Bench VJEG

Deski VJEG

Bench VJEG

Deski VIECG

Bench VJECG

Deski VJEG

Bench VJEG

Deski VIEG

Bench VJECG

Deski VIJECG

Bench VJEG

Deski VJEG

Bench VJEG

Deski VIEG

Bench VJECG

Deski VIECG

Bench VJECG

Deski VIEG

Bench VJECG

Tutor

HOD
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NAME OF
THE STAFF
MEMBER:

SUBJECT
WITH
CODE:

STAFF HAND BOOK

LESSON PLAN

DEPARTMET :

CLASS:

Sl
NO | TOPIC

PLANNED
DATE

ACTUAL
DATE

NO.OF HRS

REMARKS

REFERENCES:

DATED SIGNATURE OF THE STAFF MEMBER:

HOD
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Series Test Year/Semester
Subject Branch
Date of Exam Duration
Starting time Max. Marks
PART A
\ | Answer All Questions | |

Question Marks | CO | PO | level

No

1 5

2 5

3 5

4 5

5 5

6 5

PART B

7 15
OR

8 15

9 15
OR

10 15

Pageb8



STAFF HAND BOOK

REVISED BLOOMS TAXONOMY CHART

LEVEL 1-Remembering

LEVEL 2-Understanding

LEVEL 3-Applying

Exhibit memeory of previously learned material by

recalling facts ,terms basic concepts and answers

Demonstrate understanding of facts and ideas by
organising comparing transalatinginteroreting giving

Solve problems to new situations by acquiring applied
knowledge ,facts techniquesand rules in a differenrt

descriptions and stating main ideas way
Keywords Questions Keywords Questions Keywords Questions
Choose What is...? Classify How would you classify...? Apply How would you use...?
Copy Where is.....? Ask How would you compare....? Act How would you show your
Define How did ------- Happen? Compare How would you contrast...? Administer understanding of ...???
Describe Why did........? Contrast Rephrase the meaning...? Articulate
Discover When did.. Classify what Facts or Idea show...? Assemble What approach would you use
Draw How would you show....? Demonstrate What is the main idea of..? Build to...?
Duplicate Who were the main.....? Describe Which statement supports..? Calculate
Enumerate [ (01 [ Diffrentiate Explain what is happening...? Change
Examine How would you exolain..? Discuss What is meant....? Chart How would you apply what you
Find How would you describe...? Distinguish What can you say about...? Carry out learned to develop..?
How Can you recall.? Exemplify Which is the best answer...? Choose
Identify Can you list the three...? Express Combine
Label Who was...? Explain Complete
List Extend Compile
Locate Generalize Compose
Match lllustrate Construct What would result if...?
Memorize Indicate Create
Name infer Develop
Omit Interpret Demonstrate Can you make use of the facts
Quote Locate Design to...?
Recall Praphrase Discover
Relate outline Experiment
Recognise Recognise Execute What elements would you
Reproduce Relate Employ choose to change...?
Rtrieve Rephrase Formulate
Select Restate Generalize
Show Report Hypothesis
Spell Select Identify
Show Show Invent
State Summarise Illustrate
Tabulate Transalate Interview What facts would you select to
Tell Interpret show..?
What Integrate
When Locate
Where Manipulate
Which Make use of What questions would you ask in
Who Model an interview with
Why modify
Write Operate
Organise
plan
Prepare
Produce
Put into practice
Rearrange
Relate
Report
select
Schedule
Show
Sketch
Simulate
soive
Substitute
Teach
Utilize
use
Write
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Qﬁ&\ﬁMAL]YOTHI

bt ENGINEERING COLLEGE
JYOTHI NAGAR, CHEMPERI - 670632, KANNUR D.T., KERALA
An 1SO 9001:2008 Cetified Institution

COURSE FILE (THEORY)

Name of the Faculty:

Department:

Subject Code:

Subject Name:

Year, Branch & Section

Semester:

VIMAL JYOTHI

I&(‘m%\
&
b ENGINEERING COLLEGE

JYOTHI NAGAR, CHEMPERI - 670632, KANNUR D.T., KERALA
An 1SO 9001:2008 Cetified Institution

COURSE FILE (LABORATORY)

Name of the Faculty:

Department:

Lab subject code:

Lab subject Name:

Year Branch & Section:

Semester:
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,@m%u
& VIMAL JYOTHI
u ENGINEERING COLLEGE

JYOTHI NAGAR, CHEMPERI - 670632, KANNUR D.T., KERALA
An ISO 9001:2008 Cetified Institution

\!

FEEDBACK TO FACULTY MEMBERS (Theory)

Part A (To be filled by the Faculty members)

Name of the

Code & Name of the Subject ééééeeeéeéeéééééeeceecece

eeee écée.

Part B (To be filled by the External Academic Auditor)
Comments from External Academic Auditor
Name of Record Comments

O | Attendance Register

Internal test Question Papers
O | (Standard of question paper &

allocation of marks)
Test Answer scripts

o | (Corrections carried out &
marks assigned)

Assignments(Corrections
O | carried out, distribution of
marks & marksassigned)

Any other Remarks

EXTERNAL ACADEMIC AUDIT

/////////////////////

rrrrrrrrrrrrrrrrrrrrrrrr
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&

R

w@? VIMAL JYOTHI
u ENGINEERING COLLEGE

JYOTHI NAGAR, CHEMPERI - 670632, KANNUR D.T., KERALA
An I1SO 9001:2008 Cetified Institution

FEEDBACK TO FACULTY MEMBERS (Laboratory)

PART A (To be filled by the Faculty members)

Names of the Faculty Members

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,

eéeéeéeéeéeéeéeceeceéeéeéeéeéeéecée
(Write the names of all Faculty members handling the same lab)

Code & Name of the Subject ééééeeeéeéeéééééeeececce

eee. . éeée

Part B (To be filled by the External Acadenic Auditor)
Comments from External Academic Auditor

Name of Record Comments

Attendance register
O

Lab Manual
O

Lab Observation Book
@)

Record Note Book
O

Any other Remarks
O

EXTERNAL ACADEMIC AUDIT

Signature & Dateéée@é&ceeeee&ceceéeceée. e.

""""""""""""""

Conductedbye e e é éééééeéeeeeééélnstitutionééececececelecé.
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-y VIMAL JYOTHI
U ENGINEERING COLLEGE

JYOTHI NAGAR, CHEMPERI - 670632, KANNUR D.T., KERALA
An 1SO 9001:2008 Cetified Institution

L

FORMAT FOR SHORTAGE OF ATTENDANCE

Ref. No.VJEC/AC/ST/2011 Date:

To

Name of the Student: PRN
Branch Department Semester:

Subject: Shortage of Attendance

With reference to the above, you are here by informed that you are having Shortage of
Attendance in the Subject/s (Codels ) and so far you have attended
Classenit of as on YRAand your percentage of attendance is

%.

In view of the above, you are here by informed that abstaining from Classes is highly

irregular and you are required to

1. Give an undertaking that you are aware of your attendance position and you would make
up the shortage of attendance.

2. If you are unable to make up the shortage of attendance, and you are aware of the
Kannur University regulation that you will be detained for want of attendance.
(Minimum Attendance needed is 75% in each subject).

3. Meet the Prigipal along with your parents, to give an undertaking that he/she will
initiate remedial measures to stop your unauthorized absence to the Classes.

(Appropriate format is enclosed).

Last date to respond to above said letter is If you do not respond within the

above said date, your name will be removed from the rolls and disciplinarg aclide initiated

against you

Group Tutor HOD
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ﬁs VIMAL JYOTHI

N

A
u ENGINEERING COLLEGE
JYOTHI NAGAR, CHEMPERI - 670632, KANNUR D.T., KERALA
An ISO 9001:2008 Cetified Institution
To ;

The Principal

VIMAL JYOTHI ENGINEERING COLLEGE
Chemperi

Kannur670632

Respected Sir,
Sub: Shortage of Attendance
Ref: Your Letter No. Dated

With reference to the above, | hereby give an undertaking that | am aware of my Attendance
position and have #dtendance in the subject/s (Codels ) & | will make
up the Shortage of Attendance.

In case, | am unable to make up the Shortage of Attendance, then | may be detained for
want of Attendance and | will have no claim on the attenddnagher, | know that, | will be losing
one year and | will not be permitted to write the University Examinations. In this connection, |
hereby agree to meet you along with my Parents within the time liméngto me. (i.e.

S—AY 1

Signature of the Student.

Name:
PRN:
Sem:
Branch:
Date:

| endorse the undertaking given by as indicated above.

Signature of Parent/Guardian

Name
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Date

STAFF HAND BOOK

| Time :

Venue: |

CHRONICLE
/ / /
/
| Conducted by: |

Nameof Programme :

Topic:

Resurce
person:

(With

address)

Ph:

Particpants: |

|No. of participants: |

Name of dignitories

Official Designation

Role in the function
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Main disausson Topic / Syllabus of the function :

Remarks:
Student in chage Name, PRN Sign & Name of Staff
in charge

------ OFFICE USE ONLY -----
News pblishedin news meda : Y/N CD/Image Ref. No.:
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f‘ VIMAL JYOTHI
$¥4 ENGINEERING COLLEGE

JYOTHI NAGAR, CHEMPERI - 670632, KANNUR D.T., KERALA

An ISO 9001:2008 Certified Institution

Request for attendance in the evert of missing in-punch/out-punch

Name

Designation

Department

Employee D No

Date onwhich
the punchis
missing
Sesson AN/FN

Reason

Evidencefor the
presenceinthe
campus onthe above
duration./Details of
dutiesundertaken

_ Certified that the enployee has been present in the campus on the
Recommendation above date before 9.00 AM/up to 4.10 PM and | have verified

and comments of and satisfied with the evidences produced by himv/her in this
the HoD/line r

egard.
manager

Commentsif arny:

Principal
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N
u ENGINEERING COLLEGE
JYOTHI NAGAR, CHEMPERI - 670632, KANNUR D.T., KERALA
An I1SO 9001:2008 Cetified Institution

v@ VIMAL JYOTHI

STUDENT DISCIPLINE REPORT FORM FOR REFERRALS TO STUDENT
DISCIPLINARY COMMITTEE

Dateandtimeof incident:

Location of incident:
Alleged offerce:
Name,Y ear, Branch and PRN No of student:

Alleged reasons for offence:

Impact:

Current pogition:

Witness statements;

Signature date Namein Block Capitals
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CAMPUS CODE OF CONDUCT

. Students are expected to maintain thénbgj standards of discipé and dignified manner

of behavior inside as well as outside the College campus. They shall abide by the rules and
regulations of the College and should act in a way that highlights the discipline and esteem
of the College.

. A six day working schedule from Monday to Saturday is followed. Classes are scheduled
from 9.00 a.m. to 4.10 p.m. All the students are expected to be seated in the class room/lab
by 8.55AM/second bell. The first period will begin with a prayer song which lvalplayed
through P.A System. The students shall stand in attention till the prayer ends. Those who are
standing outside the classroom are also expected to follow this.

. All the students are expected to be present in the classwitlin time and latecoming
will attract a fine of Rs 100. Late coming will also result in loss of attendance for the
corresponding hour and shall be added to the student records in CMS.

. Students shall rise from their seats when the teacher enters the class room andahall rem
standing till the teacher takes her/his seat or they are allowed to sit. Silence shall be
observed during class hours.

. Teachers shall be greeted appropriately with "Good Morning Sir/Miss" or "Good Afternoon
Sir/Miss" and a " Thanlgou Sir/Miss" when the teacher leaves the class room.

. No student shall enter or leave the class room when the session is on without the permission
of the teacher concerned.

. Students having lab sessions in the FN or AN, have to report to the labydineathe and
theyare not expected to go to the class room.

. In the events of student seminars/project presentations etc., it is compulsory that all the
studentof the concerned class be present for the entire session.

. Students can leave the campus nigiglass hours only after getting a gate pass from the
Principal/ HoD, or the tutor and after making entry in the Gate Register maintained by the
Gate keeper.

10. All students shall leave the classes immediately after the last haden® are not to stay

back in the class room/lab beyond normal working hours unless there is special
permission/special class.

11.No students shall wander or gather in verandah, corridor, and staircase etc. Canteen, coffee

shop, stationarytere and bank to be visited only during intervals and non working hours.
Unauthorized absence from the class will attract disciplinary action.
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12. All leave applications (Regular & Medical) shall be submitted in time, for sanction by HoD
and oncerned teachers. Application for medical leave shall be accompanied by valid
Medical Certificates.

13.Students shall come to the college in approved uniforms with formal shirts tucked into
trouserswith black belt and black shoes or semi covered chapievai type rubber or
plastic chappalsre not permitted. In addition, lady students will have a blazer over their
shirts. Besides those who are in laboratories shall wear their respecto@atatand safety
shoes.

14. Students shall not make any alteratido the Uniform issued from the college without the
Permission of the concerned HoD and any violation of this will attract a fine of Rs300 and
shall be noted in student discipline record in CMS. Repetition of this could result in further
Disciplinary procedures.

15. Students shall be in the prescribed uniform from 8.30 AM to 4.30 PM on normal working
days.Students travelling in the college bus shall be in uniform during the entire duration of
travel.

16.All the students are expected to attend allleg® functions in college uniform unless
otherwisespecified.

17. All the students shall wear their identity cards, well displayed. Identity badge is a public
documentand any teaching staff and non teaching staff shall have the right to peruse it.
Denial ofthat alonanvites disciplinary action.

18. Students planning to make pilgrimage to Sabarimala can avail relaxation in dress code by
producing detter of intention certified by their parent/guardian. The student will be issued
with a permissiorioken to bekept along with the ID card to be shown to the authorities on
demand during the period dfess code relaxation. However in labs as per safety regulations
the prescribed uniforms shall be worn.

19. All kinds of tattooing, body piercing, hair styling and toses that goes against the
existing sociahorms and which could go against the spirit of VJEC academic values will be
referred to the disciplineommittee. All male students are expected to be with well shaved
face, neatly trimmed and combbdir. Any dess code violation noticed within the campus
will attract a fine of Rs.300 and codulitiate further disciplinary actions.
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20.As per Government rules, students (both-daholars & hostlers) are not permitted to use
vehicles inthe College Campus. Daclolars shall park their vehicles in the designated
places near thentrances.

21.Students are expected to maintain silence in the academic buildings. Any deviant behavior
such asooting, whistling, loitering etc. will be treated as an instance of indiseiplin

22.For independent study, students are expected to use the class rooms, library or the
demarcated areas tifie academic building and shall not resort to sitting in staircases or

circulation areas where they coutderfere with the free movement.

23. Studens are encouraged to make use of the library, common computing facilities and to
involve in professional body activities or any program authorized by the college beyond
class hours. Howevamder normal circumstances students shall retreat to their hostels
residences by 6.00PM.

24.Access to academic buildings beyond the above timing and on holidays without written
Permissiorfrom the concerned HoD will be treated as a case of indiscipline.

25. All the students are advised to follow the VJEC Mobile phone ypal bring to the notice
of theauthorities violations if any.

26.Accessing Social Networking Sites such as Facebook, Twitter etc. is prohibited within the
collegecampus, however access to these sites are permitted in hostel building during time
slots speified by the hostel wardens.

27.Keep the campus neat and clean. Do not put any waste anywhere in the campus except in
the wastéaskets kept. Any violation of this shall invite a minimum fine of Rs.-100/

28.All the class rooms shall be kept neat and tidysgeal belongings such as shoes and lab
coats shalhot be stored in the class rooms.

29.Consumption of intoxicants / psychotropic substances in any form or smoking or using
chewinggum panmasalatc. are strictly prohibited.

30. 1t is strongly advised to refiafrom activities such as scribbling or noting on walls, door or
furniturewhich could deface the college and destroy the academic ambiance.

31.Carefully handle the furniture, equipments, fixtures and appliances of the college and lab.
Careless handlidgisuse of the above could result in personal injuries or damage to
Property Follow safety precautions near moving machines and electrical installations. In the
event of damage of property, the responsible students will have to bear the cost of
Replacenent/repaiwith fine.
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32. Students are not permitted to arrange any unauthorized celebrations and decorations of any
magnitude in the campus.

33.Students are not permitted to distribute or display (both physically and electronically)
materialsuch as noties, banners, X'mas stars etc. in the campus without the permission of
the competerauthority.

34.Students are expected to make use of academayjracular and extracurricular facilities
available to the optimum levels. This will certainly make thelyspally fit, academically
competent, mentally alert and socially sensitive.

35.Students who intend to represent the college in intercollegiate events shall take prior
permissionfrom the concerned head of the department and the selection will be based on
parameters such asademic performance, attendance, character, existing academic pressure
and competence of tlstudent in the proposed event for participation.

36.0n duty leave applications will not be entertained beyond 10 working days from the actual
dae of leave under any circumstance. The maximum number of on duty leave admissible is
restrictedto 10 days per semester.

37.During internal examinations of 2 Hr period, students are not allowed to leave the hall
within one hour from the beginning of the exaamd students have to occupy the seat 5
minutes beforéghe commencement of the examination.

38. Appearing in all the internal examinations is mandatory for all the students.

39.The College Union will be formed as per Lyngdoh Committee recommendations approved
by the Honorable Supreme Court of India. It will be based on a parliamentary (indirect)
system given irBection No.6.2.4 of Lyngdoh Committee recommendations.

40.Political activity in any form is not permitted in the College campus. Unauthorized
meetings,prpaganda work, processions or fund collections are forbidden within the
College, hostels, armautside the college.

41. Students shall comply with all the instructions of accompanying staff during industrial visits
and educational tours. Any deviant behaviorridg the college organized programs will
attractdisciplinary action.

42.Harassing juniors, ill treating fellow students or any form of ragging is prohibited and liable
to betreated as a criminal offence by the law enforcing agencies as per the direttives o
Hon'bleSupreme Court of India.

43.Misbehavior towards girl students, use of threat or violence against members of the staff or
fellow students will be considered as very serious cases of misconduct.
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44.Pay fees, mess bills etc. in advance or in time todafvoes.

45. Any violation of the above rules will invite penalty in the form of warning, fine, bringing of
parents or any course of corrective measure as found suitable by any staff member or higher
authority of the College.

46. Expulsion from the Collegesienough for expulsion from the hostel.

47. In case of any instance of noncompliance of existing rules or any observed matter/behavior
thatviolates the code of conduct of VJEC, all the staff members are empowered to initiate
disciplinary procedure by fillig in a standard form which in turn may lead to the
constitution of an enquirgommittee and further proceedings.

48.Fine policy of VJEC: The money collected from the students as fine on instances of
Non compliance with the rules and norms will be kept in a separate account and will be
Utilized for purposes such as charity, scholarship, studentiaacular activities and
Renovatiohmaintenance in case of damage to property.
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