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6.2.2 The functioning of the institutional bodies is effective and efficient as visible from policies, administrative setup,
appointment and service rules, procedures, etc

The institution's Management is designed scientifically with transparency to get the optimum results out of it. A
hierarchy is established from top management to down the level demarking the Duties, Responsibilities, Accountability,
and Authorities at every stage.

Visakha Institute of Engineering & Technology (VIET) has been established in 2008. It has a Governing body to monitor
and achieve the vision and mission of the institution. It has an effective organizational structure that monitors and
improves the institution. The organizational structure of the institution is given below:
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The overall structure of the Institutional Management is categorized as “ACADEMICS.’ and “ADMINISTRATION".
Keeping in view all the stakeholders more on students an effective administrative sysfem is structured.
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FUNCTIONS OF KEY ADMINISTRATIVE POSITIONS

POSITION FUNCTION

®  Review academic and other related activitiesoftheCollege

e Consider new  programs of  study for
approvalof AICTE

GOVERNINGBODY ® ConsiderrecommendationsofthePrincipalregarding

| Promotions

e Ratify Selections/appointments/medals and prizes

- ®  Pass the AnnualBudgetoftheCollege

®  AnnualUniversityaffiliation

® LooksaftertheAdministration,development of education,

growth & expansion oftheinstitution.

SECRETARY . — L . T
: ® Hecanuseanyactiontobeinitiatedwhich is required in his

opinion for the promotionof the above subject matter to ratification
by theGoverning Body.

® HecoordinatesbetweenthesponsoringSociety,CollegeManag
ementandtheothersystemsofthecollege.

e
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PRINCIPAL

® To prepare all the agenda items, co-ordinatethe conduct of
meetings and arrange to follow-upallactionsrequired.

® Toprovideleadership,guidance helpimplementationandmon
itoralltheacademicactivitiesincompliancewiththeaffiliateduniversity

® Toconductinternal,endandotherexaminations

e To initiate all the developmental

activities,monitortheprogressandreporttotheGoverning

IQAC

e To create a process to ensure that all the academic
and administrative tasks are performed timely and
efficiently

e To suggest various academic / research-based
programs.

e To create a process for outcome-based learning.

advise transparency.
e To monitor and motivate initiatives of the institute
towards the benefits of various sections of society.
e To monitor the progress of strategic planning of the
institute and provide necessary support.

COMMITTEES

* Every committee constituted at college level and department
level have the faculty member as an In-charge with two or
more faculty members as committee members.

» Committee In charge will look after the committees program
and operation.

e These committees at college level assist the HODs in the
discharge of their duties and smooth functioning of the
college.

*  These committees at department level assist the Department
Academic in the discharge of their duties and smooth
functioning of the department.

»  Every committee has well defined roles and responsibilities
at both levels. Each activity conducted by the committee is as
per the standard operating procedures laid down by the
management.
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* Department HOD prepares departmental workload as per the
JNTUK syllabus, Allocation of workload in prescribed
formats.

* Coordinating with library, HODwill Prepare, update and
standardize the student Handbook / Lab manuals.

HEAD OF THE DEPARTMENTS e Coordinate with TimeTableIn-charge, Lab In-charge, Internal
Examination In-charge for smooth class activities and
midterm exams. |

e Preparation of list of weak students in each class and conduct
bridge classes, slip tests.

»  Analysis result to conduct Remedial classes for failure
students.

» Ensuring to arrange Club activities and Guest lectures,
workshop & seminars.

s Monitor the departmental issues, prescribed formats,
attendance registers, worksheets and mentor/counseling
report books..etc

» Governing Body:

The Institution has a Governing Body. It is a Policy-making body of the Institution and meets frequently and
discusses the agenda prepared by the Principal. It reviews the performance of the institution and decisions
taken in the previous meeting and also approves the policy decisions. The budget of the current academic year
is finalized. All new proposals are discussed and decisions is taken.

Governing Body Functions:

1.
£
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To ratify the decisions of the academic advisory committee.,

Approval of new courses recommended by the academic advisory committee

To appoint the Principal, the teaching and non-teaching staff on the recommendations of the selection
committees constituted.

Scrutinizing and approving the budgetary proposals.

Suggesting and approving the student development programs.

Promoting industry-institute partnership cell for student training and placement activities

To monitor and evaluate the teaching programs in the institute and suggest remedial measures

To constitute committees, sub-committees & and standing committees for specific purposes delegating
appropriate powers.

Fix the fees and other charges payable by the students of the institute on the recommendations of the
Finance Committee.

10. Approve the institution of new programs of study leading to degrees
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» Internal Quality Assurance Cell:

In 2015, the college established the Internal Quality Assurance Cell (IQAC) .The primary goal of IQAC
is to organize and streamline the college endeavors and strategies to promote quality initiatives across
all aspects of the college. Through the seamless efforts of the members of IQAC, the college underwent
NAAC’s Assessment and Accreditation. In 2019 the college was accredited with ‘B++' grade.

Functions of IQAC are given below:

IQAC is responsible for fixing quality parameters for various academic and administrative activities
Monitoring the organization of classwork and related academic activities

Conducting Internal Quality Audits periodically to verify the effectiveness of measures taken in
reaching the quality parameters.

Documenting various programs/academic activities leading to quality improvement and reviewing their
effectiveness in quality improvement sustenance.

VARIOUS COMMITTEES OF THE INSTITUTION:

ThelnstitutionhasVarious committeesfortheeffectivefunctioningoftheorganization. The objectives and

functions of the committees are organized as pertheguidelinesoftheheadoftheinstitution.

TE LEVE ITTEES:
S.No COMMITTEE NAME S.No COMMITTEE NAME
1 Academic Committee 9 IQAC Committee
9 Admission Committee 10 Library Committee
3 Alumni Activities Committee 11 NSS Committee
4 Anti Ragging Committee 12 Resource & Development Committee
5 Discipline Committee 13 Women Empowerment Committee
6 Examination Committee 14 Sports & Cultural Committee
7 Student Grievance & Redressal | {5 Training & Placement Committee
Committee
8 Transport Committee 16 Website Committee

A
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Service rules & Requlations

ABSYRACT

Yisakha Institute of Engineering &Technology (VIET) has framed a document, which gives the
brief idea of the conditions of service and the benefits attached to the employees etc. further
it is*o be made clear that the idea of rules applicable to the employees given in this
docuinent will always be subject to the revision made by the concerned authorities 1e
AICTE/ Jawaharlal Nehru Technological University/ State Government as the case may be
from time to time.

VIET AT A GLANCE

Visakha Institute of Engineering &Technology (VIET) was founded by SRi KV,
SATYANARAYANA in 2008 located in VISAKHAPATNAM. and now it s being ror by SR G
Satyanarayana {Chairman).

Visakha institute of Engineering & Techinology got established o the year of 2008 by Valad
i.,akshmi Narasimha Swamy Educalionat Trust, an ¢rganizetion dedicated 1o the nobae Sousg O
spreading auality education with noble thoughts and character in tha ragion "ae campu Gl
10 INTUK Kalmada and approved by AICTE New Deih i housed v as B
of 15 acres surrcunded by lush green hills [t provides exire

environment which s 1dealy mnductwe for better learning

!\5 SR

iely sereng and

the institution boast's of excellent infrastraciure. magnificen! bu'dings and scacous Jass

Our teaching methaanlogy 1s highly interactve In addition to this we give utmost mportaace ©
physical well baeing Yoga classes are conducted in the campus Our institution ams at nuunng
voung technocrats through multi faceted practices such as workshops, seminars, group disc wsm w
oroject works etc. and other student amenities are: Transport Facility, spcrfs Hoctei Facility and
Canteen

The College is situated at 57th Division, Narva, GVMC Visakhapatnam-530027

YVISION

To produce leaders. entrepreneurs, winners and achievers for gickal corpuiate wong “r""ﬁ“‘i?,is

committed to carry on Indian values and ethics while imparting ouality technical equcation adoitn
pragmatic techniques.

NiSSION

The society envisions to rise as an educaticral hub for all discipliines wails! s3iting nova! siondacd s
of excellence in teaching and methodology

;vzgj’\yrii'y:{“ n A '(: "
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QUALITY POLICY:

VIET is committed to convey consistent high quality education, help the youth to become successful
Engineers, Scientists, Technocrats and Managers we encourage the local youth for setting up iHsmall
scale industries in the vicinity of the instruction, thus establishing a bridge between industry and
institution. VIET shall constantly strive to be ohe of the best educational institutes in Andhra Pradesh
by improving teaching process and up-gradation of infrastructure in a peaceful environment

PREAMBLE

The principle objective of Visakha Institute of Engineering &Technology (VIET) with NAAT B+~
18 to inculcate the importance to the students about Engineering Maragement &Technology Tre
College also aims at promoting Research and Development, Consultation on projects and stch
other professional activities. The employees at all times should rmaintain absolute integrity and
devotion to duty and shall do nothing against the dignity and prestige of the college particularly i
relationship with the students.

Code of Conduct (Teaching and Non - Teaching Staff)

1. All the eniployees shall be punctyal to their duties and shall adhere to the conegeitiirﬁngs,
- 900 AMto 4.10 PM:

2. All the teaching staff should adhere to the defined almanac mn class room leatliing
conducting labs , tutorial and drawing classes according to the appre ved scheme of |
Instruction

3. All the teaching and non-feaching staff shoule sirive to provide justice 0 the stutdnis i g
aspects with regards to instructicn in the classroom, condunt of examiraticrs and evaiu
All the staff are expected tc be courteous with the students as far as possible within the
frame work of rules without sacrificing discipline. They are expected to maintain attendance
records up to date and report to higher authorities penodically as per the rules in force

4. Conduct of Semester Examinations and Midterm Examinations of the college. including
invigilation, evaluation and assessment of the studeni's performance. computation cf
attendance form a part of the duties of teachers. The non-teaching staff shall assist o the
arrangements for the smooth conduct of examinations and attend all. The connected works
as assigned by the HOD or person in-charge.

5. No teacher or non-teaching staff shall engage himself in coaching privately any student for
any remuneration. No employee shall directly or indirectly engage in the business of mom
lending/gambling/betting/lottery or anyisuch other speculation.

6. The technical staff in the various departments shall te punctual and shai K .
laboratories clean and preséentable form for the use of the students and teaching staft done
the normal working hours of the college. They shall strive hard t¢ ensure that there wiil iw o
room for complaint either from the teachers or from the studants .

ggsakha hsmute of E
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7. No employee should use derogatory language lovse talk wniie they are entrusted with any
- job from time to time  Alsg the Heaas of Departments or persens in-charge are expecled °n

give clear-cut instructions to their subordinates for attending the jobs given to them

8 No employee is expected to underiake any outside job and any violation of this will bel dealt
seriously Any employee who is convicted in any criminal case or insolvency shall belliable
for dismissal from service without any show-cause notice

¥

9. No employee shall not approach (o the press under any Creumsiance and shood ot
approach any court for redressing of grievances without first representing to tne
management.

Service Conditions: |

1. All appointments shall ordinarily be made on probatton for a period of 2 years in the udse f
Teaching staff and gne year in the case Non -Teaching staff. The staff member is treated &5
“Regular” on completion of two vears’ service

2. No teacher is permitted to leave durmg the middle of the semester excluding the: sumner
vacation disrupting the class work. Three months' notice is to be served or three i ;omf 3 ad{d .
on either side needs to be paid in lieu of such notice. i |

I T ‘\ ‘

3. .All the employees should come to the college presenting a smarl ‘ang decent appearance 1o

project professionalism. ‘

4. The yearly increments are given only in June (paid in July salary), after completion of 4 year f
service in this institution. The increments are given on the recommendations of F’en‘ormanccn
Review Committee consisting of Principal. HOD and a senior faculty. The members can
assess the performance and recommend the eligible for increment.

5. If the performance is well below the threshold value or breached the terms and condibons
defined in the code of conduct or else an outside employment like invelving in consuliancy ¢
private/self-owned institution or coaching in other private agencies without the permissicn of
the Principal is undertaken, The foliowing penalties for sufficient and good reasons woild b
imposed upon the employees of the institution

6 a. with —holding of increments or promaotion ‘
b. Reduction to a lower rank in seniority or a iower post or lower stage in the time scae
c. Removal from the service, the Principal shall be competent authority to impose ary of
above punishments and an appeal agamsi orders can be matde in the Execu!w@ Cauna,
whose decision is final.

ute of Efga. & Techno! ooy
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7. All the employees of the college shall be governed by the leave rules that are framed as
following:

1.All the employees are entitled to avail 12 days of C L per annum| Leave cannot be & @
As a matter of right. The sanctioning authority has full discretion toliréfuse dr revoke leave "3
. Any kind when the exigencies of service so dernard

2 A leave account shall be maintained for each emnlovee in 2n approvriate form

3. CL can be pre-fixed/suffixed with all types of holidays/icaves.

4. Casual leaves are sanciicned to the empioyees Ly the prncipal based ool re
recommendations of concerned Heads of the department/sections.

5. Any kind of leave may be granted in combination with or in continuation with any other
kind of leave except C.L. with prior approval  The CL can be availed over nphone with nriner
work adjustment to colleagues. The number of ClLs that can be availed should not be more
than 3 days at a stretch excluding the public holidays in between. CL should not be
combined with any other leave or LOP or C' off.

a. Causal Leave for half day can be granted to an employee for the Forenoon or afternoon
session. In normal circumstances. casual leave requires advance sanction “he @mws(‘:\ g
has to make alternate arrangements for his / her work ;
}

b. Those who work on Sundays or ar*y cthpr Government holidays upon specific fn%uh Hn
from Principal or Management can avail Compensatory holiday on any day in that armszm
with prior application. Those who are paid the remuneration. shall not be allowed '¢ wf»i

off
- ¢ Teaching staff members are eligible for 15 days of vam*lor‘ leave and non-teaching @?aff j
eligible for 10 days of vacation leave Attenders Drvers, Clieaners and Book Keepers are ol

eligible for vacation leave. z

d. Those who want to go on duties like Spot valuation/Observer/Examiner/J INTU/SBTET
meetings can avail 5 days of “on-duty” /Academic Leave with prior intimaton Attendarca
certificate should be submitted after the spot valuation.

e. The staff pursuing Ph.D. will be given a consideration for either to write exams or to meet
research supervisor.

. At the discretion of the Principal and Management commiltee. an extraordinary leave or
Leave on loss of Pay and allowances may be :)ranw to an employee where reshe 1§ il
eligible for any other leave or where the empioyze himseltherself apphes for suun a eov2
irrespective of title for any other ieave Such lgave may be granted for a penc d Fo
exceeding 6 months,

g. Absence of any such leave will be treated as “Break of Service' and the turther am.;emm
may be postponed by that time subject to the prevailed conditions, |

h. Leave earned will be finalized and credited to leave account on 375t December of the ves

Recruitment Procedure : \\
RINCIPAL
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1.Introduction:

The vision of VIET is crystallized into an organizational goal to identify, recruit and retami hc h[y
qualified, talented, and diverse faculty / staff, for positions in all academic fields. i |
!
The recruitment of faculty / staff shall be done by the Staff Selection Committee consmuted
specifically for the purpose. 1

i

The process of recruitment includes:

@

Search for prospective candidates

Short listing of prospective candidates
Preliminary Selection — Staff Selection Committee
o University Ratfication of the Selected Candidates

O O

2. Search for Prospective Candidates:

The search for progpective candidates is implemented in the following two ways simultaneously: |
« Advertisements are placed in the leading Telugu and English dailies listing the openings. |
« The details of the openings including eligibility criteria, scale of pay and other conditions!are
displayed in the Advertisement.
» The candidates have to satisfy the ehgxbmty criteria to facilitate further consideration of thevr
candidature. i

3. Application Procedures: \
The application can also be downloaded from the website and should be submitted along wit 1 a!l
necessary enclosures to the Administrative Office, on or before, the scheduled date.

Retired personnel from teaching/industry and R&D are encouraged to apply for the posts. |
"he application should include all the relevant authenticated data regarding age, academic
gualifications with Class/Grades, experience, post held, publication list, statement of teaching
nterests. phone No., e-mail id and the names of three references (with contact information) together
with attested copies of certificates and marks cards (of all the years/isemesters) etc. .(in duplicate in

two sets)

Separate application is to be submitted in the event of candidates applying for more than one
category of post.

Candidates. who had applied earlier for the same posts. have to apply afresh again.
The age limit is as per the AICTE/ UGC norms and subsequent orders in force.

4. Short listing of prospective candidates:
Applications, when received, are érganized [relevant information summarized. and sent to ‘t"h'e

respective HOD's by the Administrative Ofﬂce for 'short listing. The objective of short listing
twofold - . PR it

a To reject applications that do not meet the eligibility criteria.

rava \/;sakha. ~tham. :



b To shortlist the candidates from the remaining list so that the number of candidates to be called
‘or interview with the Staff Selection Committee remains within manageable limits.

Usually, primary concerns at this stage are the educational background, previous experience and
research activities done by the candidate. The concerned HOD shortlists the candidates based on
the requirements of the respective department. The resumes of the shortlisted candidates are further
ranked in the order of merits by the =oncerned HOD and sent to the Administrative Office along Wlth
their comments and observatzons for the next level of the Recruitment Process.

5. Staff Selection Committee: il '

The Selection Committee is constituted in the following manner. with representatives as listed ungier
for each department. 1
a Head of the Institution /Principal - Chairman of the Selection Committee
b Representative of the Management - Member of the Selection Committee
HOD of the Department - Memuer of the Selection Committee
d Subject Expert - Member of the Selection Committee

The committee will evaluate the suitability of prospective candidates for a particular position. Based
1 their observations, the committee will recommend the list of selected candidates The successtul
candidates are issued offer letiars with a 15 days’ time frame to accept the offer After recewirg
acceptance letters from the candidates, appointment orders are issued to them. The principal is the
final authority in concluding the selection and finalization of the procedure.

o

8. University Ratification:

A Committee with the foliowing members is constituted under the chairmanship of the Vice
Chancellor of the affiliating university, to oversee the ratification procedure. The members of
committee include;
!
a Subject Expert (2 to 3)
o Principal of the affiliated college
. Secretary or Nominee of the Correspondent
2. Nominee of the Commissioner of Technical Education
e Registrar of the affiliating university
¢ Director of Academic and Planning of the affiliating university

The Committee interviews the candidates and recommends the list of selected candidates ¢ the '

nstitution. The process involves appointing newly ratified faculty and also ratifies the services oflthe
zxisting faculty. The procedure is carried out on a regular basis, as per the requirement.

Roles and Responsibilities

Roles and Responsibilities of Principal:
1. To promote the comprehensive development of the institution as the Head of the Institution

2. To recruit the Teaching and Non- teachmq staff based on the requirements of 'the
departments. ‘ |

, P!Rl IPAL
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1.

12.

13.

14.

15.

16.

17.
18.

19.

20.
21.

Roles and Responsibilities of the HOD:

1

. To Plan for campus placements through training and placement officer. | b

To review salary fixation norms as and when required; keeping in mind, the practices in the
colleges around.

To fix salaries, increments. etc.. to Teaching and Non-Teaching staff

To depute teaching and technical staff for refresher courses, higher studies and arranging for
suitable training in the campus.

To conduct HOD's meeting at regular intervals to know the state of affairs — both acadérlmc
and non-academic. il o |

H 5 1 |

i

13
!
To review results !

To instruct the Hostel Authorities about the rules to be followed while permitting the students
to go outside and their home town/village.

To take enough precautions so that the teaching staff cannot leave the services in the
middle of the semester/year.

To go round the class rooms to ensure that the class work is being conducted effectively.

To redress the grievances of students and faculty.

To conduct Governing Body and Academic Council Meetings

To get the annual budget sanctioned for conducting various eventsiin the campus, keepirig m
mind the number of events déesirable pe;r year as per NBA/NAAC guidelines. B
To decide the requirement of furniture, lab equipment, staff, additional space. etig:.,,‘,brid ‘
enlightening the management about the requirement and getting the budget sanctioned. || |

To conduct Fresher's day, College day, Republic day, Independence Day and other
functions. ‘ |

To get the budget sanctioned for books and journals. |

Attesting the academic registers and dairies maintained by teaching staff.

To instruct the teaching staff through a. schedule to conduct annual stock verification of lab
equipment.

To monitor the activities of the examination section (JNTU and internal examination cell). |

To promote the brand building of the Institution by adopting innovative approaches.

Allocate the subjects to the faculty members well in advance before commencement of the
semester/year. ‘ hdiiEiE b

| l
|

il

i

i
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10.

11.

12.

13.

14,

15.

16.

Collect lesson plans from teaching staff before the commencement of class work and enstire
that the information provided is in accordance with the format

Make sure that the time tables are prepared as per the guidelines given by the principaf'l and
inform the faculty members and students at least one day before the commencement of the
class work.

Send staff attendance register after makmg necessary entries to the principal office byi 9130
A.M every day g

Interact with students (Section wise) of their branch once in a fortnight, identify the érdt lb%‘ns
and find solutions in consultation with the principal. ‘
Verify the student attendance registers maintained by the staff members once a week and
submit to the principal for verification once in a fortnight. {

a
Instruct the faculty members to set the question papers as per instructions from the Principal
and to maintain the confidentiality and also to evaluate the scripts promptly to meet the dead
line given by the principal. The evaluated answer sheets along with award sheet filled by the
faculty member concerned has to be submitted to the exam section as per the schedule
given. Softcopy of the Mid Exams & Assignments also to be submitted to the exam branch
as per schedule.

Implement the dress code among students and instruct the respective class teachers to
implement the dress code among the students ‘

Convene departmental staff meeting once in a week on the day allotted and record the
minutes of the meeting. ,
Collect the student feedback about the faculty members subJeCt wise (for all the su rerts
taught to the students of their branch) and communicate the feedback to the faculty
members concerned in the standard format as decided by Principal. Send a copy 10 the
principal. If any subject is handled by the other department faculty members, send one copy
to the respective HOD. Guide the faculty members to improve their performance based on
the feedback and also monitor whether the faculty members are improving |from
year/semester to year/semester. ‘

Advise the class teachers to prepare Master registers meant »for posting attenda_nce and
internal marks with in one week after the commencement of class workfft’o»'wthe
semester/year.

Send the attendance particulars and internal marks of students to the parents concerned
from time to time with the help of class teachers widely over letter/email/lSMS etc.

Counsel the students who are absent for the mid test or irregular to the class work.

Form the student batches and allot the project guides as per guidelines given by the
Principal. . | 1

| TR A
Route all the correspondence through the office of the Principal. | I
Designate faculty member who will be the Head l/c during ms(her absence and make& sure
that all files and records are available for Head i in- charge. Give contact telephone numter to

1 I i
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17.
18
19.
20

21
22.

23.

24.

25.

Roles

enable the authorities to consult them in emergency when he/she is away from
headquarters.

Allocate the students to the teacher-counselors in the beginning of the academic year,

—t—

Inform the concerned authorities of any important information of events taking place inithe

Department from time to time.

Arrange special classes if necessary for'the benefit of below average students.

Ensure academic discipline in the department.

Follow the guidelines / instructions given by the Principal from time to time.

Maintain and update the files as listed in the Enclosure |

Make arrangements to lock and seal all the laboratories before leaving the premises.

Plan and conduct the BOS meeting regularly and prepare minutes of the meeting. ‘Af-}so’,
communicate the minutes of the meeting to the members concerned and also toithe

Principal.

Provide necessary inputs to the principal for conducting Academic Council 7 GB Meeting.

and Responsibilities of the Teacﬁer: |

A Prepare and submit the semester lesson plan and lesson notes for 3 units of syllabus in

advance to HOD at the beginning of every semester/year and cover the syllabus as per!the
lesson plan.

Sign in the staff attendance register at .15 A.M on every working day

Prepare standardized notes by referring to a standard text books and university question
papers, Solve Numerical problems in the class before asking the students to solve

Go to class in time at least 5 minutes before commencement of class and engage effectively
and conclude on time. Clean the board before leaving the class. Instructions must be in
English only. |

Prescribe the list of books which are to be referred by the students for the subject beirg
taught.

Mark attendance in the classroom itself and write the academlc diary in the attendance
register in time. : |
|

strict confadennahty regardmg the quastnon papers.

Correct the answer scripts as per the key un biasedly and post marks in umé "!e

“verification by the students in the master registers available in the concerned HOD's rgom

and submit the scripts to concerned HOD within stipulated period along with marks: award
sheet written with his / her name.

RINCIPAL
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9. Submit the attendance register and academic diary to the HOD at the end of every week.

10. Consolidate and post the attendance in the master register on the last working day: of ej\‘/éry
month. fan |

11. Ensure that the students submit lab records of the previous experiment when they cmﬁe‘to
the next class and evaluate on the same day. !
k¢ Al i
12. Not apply any type of leave frequently unless it is essential. Alternative arrangements with
the teachers of the same class are mandatory for all types cf leave. |

|
|
|1
|
it

13. Engage the class work of the colleague who has assigned histher during their absence

14. Act as “Mentor” for the group of students allotted to him/her by the Head of the Department
and be responsible for their proper conduct.

15 Involve in the examination work of the College as examinations are part and parcel of
legitimate duty of staff member. Alternative arrangements are to be made for exam dutyin
case of emergency only. Faculties are advised to refrain from making a!tem‘atwe
arrangements regularly. !

16. Route all the Correspondence through the office of the Head of the Department.

17 Assist the HOD in exigencie’s and in deévelopmental works.

18. Be available in the Department during the working hours for consuitatidﬁ b‘y the stud%n ," [ f

;, l[ | I

19. Seek the permission (Max One Hour and Three Permissions in a month) whenever ne she

intends to come late or to go early by applying in the prescribed letter signed by the
concerned HOD and the Principal. 1

20. Follow the dress code. In case of male, attend the college only with formal dress with tuckin
and shoes. Incase of female, attend the college in formal dress i.e_ Saree. r

21. Wear ID card as long as you stay in the college campus.
22. Not to carry Mobile Phones to the class room / exam hall for any reason.

23. Follow the guidelines / instructions given by the Principal from time to time.

Roles and Responsibilities of the CIaSé -~ Teachers x ‘

9
| 0

1. Instruct all the students to attend the ctassesﬁ regu!arly and to fol OW ih@dﬁ;ss mde

2. Collect the list of absentee students (Pénod wise) and submit it to the HOD daily.

3: Submit the list of students absent for the internal tests to the HOD.

|

§ |
1 i | i i |
| | i i {
{ {1l ik i I
{ i i il 111

t ' |
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4. Prepare consolidated attendance on or before 3rd of every month (Whenever the Classi work
is conducted in that particular month) ‘and also the list of students below 75% of attendance
in aggregate. Submit the lists to the Head immediately.

5. Prepare the list of Students who have secured less than 60% of marks in mrd exams (subrect

-~ wise) and submit it to the HOD |

6. Result analysis must be done after the announcement of results by the unrversrtyé (“cH‘ege
and also update student record regularly after noting the smpiementary exarn results in ?he"
current Semester.

Motivate the students to attend the seminars without fail

~J

8. Instruct the students to attend the internal / external exams without fail.

9. Motivate the students to present papers in Conferences / Seminars at regional / nalircrﬂa,
|

level.
r

10. Inform the subject teachers of their class to post mid exam marks in the master regsster
within stipulated time after the completion of mid test. g

11. Send the attendance particulars and internal marks of students to the concerned parents
from time to time as directed by the HOD ‘

12. Seek the permission (Max two hours permission in a month) whenever he/she mtmds to
come late or to go early by applymgr in the prescrnbed proforma sxgned by the cripc@rraed
HOD and the principal. g ‘ L ” K

| ik |

Counseling in-charges: Academic Guidance/Counseling/ Monitoring servrces}»to
be provided to students: : oo

1. Advise the Students to prepare for competitive exams. f
2. Encourage the students to participate in curricular and Co- curricular activities.

3 Advise the students to become members of professional bodies ke |STE |EEE ar«zd EE
etc. -

4. Motivate the students to improve their communication skills and guide them to oartic:rféte at
National/international Conferences organized by the institution and other institutions.

5. Assist the students to finalize their goal and motivate them to reach the goal. Aiso euggest
the various ways and means to reach their targeted goal

|

6. Motivate the students to attend the seﬁ'smar classes without {ai ]

| ’
7. Instruct the students to attend‘the mtemaffextemal exams Wrthout“farl i

8. Motivate the students to present papers in Conferences / Semmar& at regronai Ui ) o
level. | } s A

r i ' :

Departmental Association in-charge: ;
I i

!

i

1ecn
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Organize guest lectures by experts from various repu‘ted institutions/industries.

i
!
}

Conduct essay writing, debates, competitions on general topics, general quiz, technical gtiz,

etc. | |
I
i

l"‘
i

Organize seminars on advanced / technical topics by the students and staff. 1R

Arrange the lectures by the faculty members who have altended Semmq:rs/
Conferences/refresher Courses.

Student representative:

&2

Roles’

8.

9

10.

11.

Be the stock in-charge in the _respechve' ab.

Feport common problems of students to HOD through ciass teacher in- charge. !
|
Collect the names of students for association activities as per schedule given by HOD $é1d
submit the same to the HOD., Q

i
i

Inform the Head if any class is not engaged.
Fill the class attendance sheet and submit to the class teacher daily.

Transmit any information given by Head/class teacher to the Students.

Guide the students to submit any letter to the Principal through the respective HOD, 1 [} |

‘ 1 | i HEKE!

| e | l

‘ | | | “\i' fihsi
| Hid

and Responsibilities of’Technicaf staff:

Sign in the attendance reguster at 9.15 AM on everyday unless and ctherwise he,she is:ﬁqn‘
leave. 1IN

Be available in the lab during working hours.

Ensure that the equipment and lab is clean and in working condition.

Report about any non-functioning equipment to the HOD in time through lab in-charge
Switch-off fans and lights and lock the doors while moving cut of lab, even for a shori periéd
Close the windows and lock the doors i the evening while izaving the campus for the :day;

Be available in the lab when extra lab classes are conducted dunng,hoi'days i f: I

Be thorough thh all'the expenments conducted in the lab. | "F i

|
4 |

Maintain the mamtenance executzon reguster regularly and submit’ lCIz OD twux eina mmﬂ ; l
| | |

T

HiH

Assist the Lab in-charge /steafching staff during stock :ve;ification at the end h_)it acadernic ggé‘s {
|

i
1

& Techm,tc. :
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12.

13.
14.

19

16.
17.
18.

19.

Role of Coordinator of External Examinations:

8.Any other related works

Role of Coordinator of Internal Exammahons Ll i |

1.

1

12

Assist faculty in-charge in the preparation of consumable items required in the respective
hefore the commencement of academic year/semester.

Perform routine maintenance of equipment/machinery.

Any other work given by HOD from time to time.

lats

Follow the dress code. In case of male, attend the college only with formal dress with tuck-in

and shoes. In case of female, attend the college with formal dress i.e. saree
Wear |D card as long as you stay in the college campus
Not to carry Mobile Phones to'the class room / exam hall for any reason.

Follow the guidelines / instructions given by the principal from timé to time.

Seek the permission (Max two hours Permnss;on in a month) whenever he/she mtends to

come late or to go early by applying in the prescribed letter signed by the concerned H
and the Principal. |

Liasoning with the JNTUK
Detained list and promotion list — preparation of nominal rolis

Spot valuation of External exams under JNTUK - Preparation of Remuneration bills and
maintenance of Acquaintance register

Estimation of Stationary requirements for the end examinations (both thecry and labs) -

Printing of main answer booklet (40 pages for PG theory exam. 32 pages for UG the
exam & 6 pages for practical exams including main page)

Preparation of timetables of end examinations (both theory and labs)
Conduct of end examinations (both theory and labs) of Autonomous as well as JNTUK |

Preparation of remuneration bills and maintenance of Acquaintance register

Estimation of Stationary requxrements for tests ~ Printing of Angwem booklets for sr *wr‘:’.j'

Tests (12 pages).
Preparation of internal examination time tables.

Conduct of internal examinations both JNTUK

‘R.Ncﬁm
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4. Finalization of Attendance, Marks etc —Collection of attendance / Internal marks mjthe
prescribed formaf from the depariments i
|
5. Estimation of Stationary requirement for Printing of Answers booklets for internal Testsi 112
pages)
6. Preparation of internal examination time tables & on line schedule
7. Conduct of internal examinations of JNTUK
8. Finalization of Attendance, Marks etc.—Collection of Attendance / internal Marks in the
prescribed format from all the Departments. ‘
9. Follow up of INTUK Role. il
10. Estimation of Stationary requarements for the end exammattons (both theory ancﬁ lab’s;
Printing of main answer bo()klet (40 pages for PG theory exam. 32 pages for U. G ’hBO‘Zry
exam & 6 pages for practical exams ;nciudmg main page. I ’g‘ |
11. Any other related works. |
; DT | e i il il [
Roles and Responsibilities of Administrative Department o |
Roles and Responsibilities of Administrative officer:
1 Maintenance of Principal’s office as per principal’s direction.
2. Student's admission related works. \} 2 o3
ey de 3 RS il = T
3. Allkinds of scholarships and related work. Y"” ollet ! W Lollls b
Lgm gy i, € & 1L E ‘;\% ¢
4. Helping the Principal in conducting Governing Body / Amdem;c Council Meetings i
5 Recording the resolutions of the Governing Body ' Academiic Council Meeting Lane
dispatching the same to the members. | ' :
i !
6. Assist the Principal for INTUK affiliation works. i |
7. Assist the principal for AICTE / NBA/NAAC felated works. | ||
8. Maintenance and purchase siahonary for the stores.
9. Maintenance of leave record of Teachmg & Non-Teaching staff J ‘
10. Preparation and submission of number of days for salary to be paid, to the account section
forthe preparation of salary bills. ‘
11. Maintaining the personal files of staff members. ] |
12. Maintaining the budget files. i

N

| PRINCIPAL
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13. Maintenance of student’s files & records and issue of original certificates ¢ staff & siudepts
as directed by the Principal from time to time except salary certificate. ‘

14, Consult the principal on any other issue which reguires Principal’s directions and advice

Roles and Responsibilities of Office staff:

“Office Staff” means the employee of Academic, Administration, and Accounts Section.

1. Sign in the attendance register at 9.15 AM on every working day unless and otherwise
he/she is on leave. ‘ 1

2. Shall perform their duties with sincerity and maintain confidentiality. i |

3 Be conversant with the rules and regulations and the relevant procedures involved related ta
their works. ’ {

4 Perform as a team and do the assigned as well as any additional work as and when the in+.
charge allots. ‘ | ‘ B

5. Pre-plan the day's/week’s work and perform the duties assignédi?_}from time to timé ;{';‘ ’d
systematic way and create a courteous atmosphere. All are expected to improversupdate thei
skills in filing, drafting, most essentially computer operation. ‘

6. Inform well in advance about leave of absence and make alternative arrangement to the
works assigned and give full co-operation to all other sections with proper dignity and
decorum. : ,

7. Attending the student’s enquiries and ensure all possible help and deal politely while talkiﬁg
on telephone. ‘

8 Follow the dress code. In case of male, attend the college only in formal dress with tuckiin
and shoes. Incase of female, attend the college in formal dress i.e. Saree. ‘

9. Wear ID card as long as you stay in the college campus.

w il

10. Follow the guidelines / instructions given by the Principal from timé o time
Wi % ' ' i i

11. Seek the permission (Max Two hours Pérmis‘si’on in a month) w;h_gﬁpeygjrjhexshe gn',t“ 11
come late or to go early by applying in the prescribed letter signed by the concerned HOLI
and the Principal | | |

| i
Attenders i |
| ! R i 14
| :, ksl , b
1. All Attenders should be available in the college by 8 30 am or as per the departmental
requirements and leave the premises fifteen minutes after the Heads of various sections
leave the departments. | |

2. They should be present in neat appearance.
PRiCIH
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9.

10. They are expected to respect visitors. parent’s; staff and students i

15

They should take the keys from principal's office after signing in the register

They are responsible for the cleanliness of the rooms/labs/premises of their respepts've “
departments.

They should ensure proper locking of the rooms/labs/premises and close windows s well as
switch off lights/fans, close water taps and deposit the keys in the principal's office

They should strictly follow the instructions issued by the Heads of different sections|and
departments. ||

They should give respect to the superiors and extend full cooperation to other attenders. ‘

They should not allow any unauthorized persons to enter the departments/office withaut
proper verification. ‘

They should performany additional duﬁes assigned from time to time.

{

i ?
| I Il REHEE iR

Various Committees in the Institution | I

Grievance appeal Committee

i |

The committee consists of Vice Principal (Admin), any three Heads of the Department and a Senjor
Non-Teaching staff, as the members. The following are the functions of Grievance Adpeal

Committee.

Functions |
1. To receive Grievance from faculty, staff and students/parents. ’
2. To find the facts of the grievances.
3. To suggest remedial and preventive méasures “
4. To review the suggestrons/complamts réssed by the students dufmg pemodma» couns
5. To review the outgoing students feedback

Examination Committee:

The committee consists of Pnnmpal Heads of Departments and1 he J
Examinations, as the members. The following ére the functions of Exam atxon Commwttee

Functions
1.

‘\
|

|
!

To plan the examination schedule for various courses of study. |

2N A
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2. To suggest innovative paper setting, valuation methods.

w

To deal with malpractice cases in consultation with concerned HODs and subject experts
4. To suggest improvements for conducting the exams.

5. To examine whether the syllabi coverage and paper setting (in case seasonal exams) are3
per the guidelines.

Library Committee:

The committee consists of a Sr. Professor, 2 Associate / Asst Professors drawn from the vanous

departments and the Chief Librarian. The following are functions of the library committee

Functions |
1. To prepare the lists of books/journals as per the requirement of various dgpantments

2. To suggest improvements to run ﬂﬁ‘e library sfhoothiy, orderly and satisfactorily.

3. To suggest the penalty structure for the late retummg of books. il

4. To suggest the punishments to be awarded for the students violating the guxdelmes of the
library.

Student welfare Committee

The committee consists of a Sr. Professor, 2 Associate / Asst Professors drawn from the various

departments. The following are functions of the Student Welfare Committee,

Functions

5,
I
t

as

1. Scrutinize the applications received from the students for welfare scholarships and recommend to

the welfare office.

2. Scrutinize the request from the students and recommend to the management for financial supgport

to deserving students.

3. Recommend to the governing body for the institution of scholarsh:ps studentbmpa feli owsh
prizes and medals, and to frame regulations for: the award of the same. | | |

Co curricular Activities Commxttee (to be amﬁ[emented) to be attached to career gundanCe d

The committee consists of 5 Associate / Asst Professors drawn from the var ous departmen{s;
foll owmg are functions of the Co—Cumcuiar Actlvmes Commtttee ‘

Functions {

4
i

i
1. To suggest various co curricu‘lar'al‘nvxtnes to b‘e organized in an 8(?2&(16*?'{15:?‘ y‘e*ar |

2. To prepare proposals for conductmg state !eve! and national level events in co- 0umcu!ar

1

actwmes

3 To finalize a budget to conduct various activities in an academic y2ar and submit to the

‘ Visakha in
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Principal for his approval.

4. Preparation of list of guest lecture programs

5. Conduct of seminars, paper contests, quizzes etc.
Extracurricular Activities Committee

The committee consists of a 5 Associate / Assxstant Professors drawn from the various dz,par‘trren s |
The following are functions of the Extra~Cumcular Actlvnhes Committee. "F’ i |

Functions
1. To suggest and organize various cultural activities to be organized in an academic year

2. Plan and organize various actnvmes on behalf of NSS/NCC and encourage students / staff io
participate in NSS NCC, Blood donation camps, Flood relief camp elc

3. To prepare sports ¢alendar and an action plan to implement the same:

4. To suggest the methods which encourage students and facuity to utilize sports and james
facilities available in the college.

5 To take up the responsibility of preparing the budget estimate. requirement of infrastructure and
equipment, maintaining the equipment and play fields. *

6. Selection of teams to represent the college in inter-collegiate tournaments and also the intmmu@a&
tournaments. 1
7. To prepare the details of attendance exempt;on to be given to the students represerting col ege! fin

vanous sports and games.
!

8. To increase the cordial relations Between stuldents and faculty by organizing exhibition games)
between the teams of students and faculty wherever possible. ‘

Admission Committee

The committee consists of Principal, Vice Pri nctpal (Admin), any all the Heads of the )epa"%m: el
and faculty members involved with the admissions. The following are the functions of the Admiss:ons
Committee,

Functions

1. To evolve the procedure for the registration on the day of orientation

2. To make necessary arrangements for the orientation program of 1 year students. 1
3. To prepare nominal rolls.

4. To follow up the tuition fee payments. and fines, if any.

5. To settle the accounts of tuition fee. admission fee etc.. paid by the studernts

PRINCIPAL |
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Planning & Evaluation Committee

The committee consists of the Principal, Vice Principal {Academic) all HODs and Chief Co-

ordinator, as its members. The following are the functions of Pianning & Evaluation Committee, |
Functions |
1. Academic planning & Academic audit. { ! i

2. To send proposals to AICTE, UGC etc, for continuation of approval / introduction of new cowse
3. To send the proposals to University for extension of affiliation. | | | |

4. To co-ordinate among the departments to appfy for various schemes/grants to AICTE. UGC elc

Research consultancy and Faculty Development Committee

The committee consists of Principal and One Sr. Professor from each department as its membe
The following are the functions of the Research Consultancy and Faculty Development Committee

Functions

1 To coordinate the research and consultancy activities among the departments in the college

/%
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2. Scrutinize the research projects submitted by the faculty members. and recommend the deserv?mg

projects to the appropriate funding agencies for financial support.

3. Scrutinize the student's project proposals to various agencies for financial support and

recommend the suitable projects. | j
{ b !
4. Examine the applications received from the! faculty members/students for patents/awards z‘l
recommend to the concerned authorities.

5. Examine the research consultation projects and recommend the suitable projects (|

| | i

i

Training and Placement Committee | ‘ ‘ 4]

i | i | ‘ﬁl ‘
It consists of Training & Placement Officer and three Sr. Professors, as its members. i
The following are the functions of the Training and Placement Committea,

Functions
1. To help the T & P Officer to maintain contacts with alumni.

2. To help the T & P Officer to organize the various processes like written test. group
discussion, technical interviews; H.R. [Interviews when the companies come to the campus for,
placement.

3. To organize activities aimed at improving Institute- Industry Interaction,
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4. To coordinate the soft skills training programs of the respective ceparments
Women’s Grievances Cell

it consists of Senior Women Professor and 5 Women Associate Professor/ Asst Professor las its
members. The following are the functions of the Women's Cell.

i
| i

Functions {

1. To receive complaints, if any, from the lady staff and lady students who have been stbi
sexual harassment. ‘ ‘

2. To keep all records intact and in praper order of the complaints received. | }

3. To enquire into such complaints and establish the facts.
l

4. To keep an elaborate process document of each such case descnbmg the methods adopted a {ed
the settlement reached in solving the problem. '

Disciplinary Committee:

It consists of Sr. Faculty members, drawn from all the Departments. The following are the fun muw
of the Disciplinary Committee.

Functions:

. To maintain & enforce strict discipline in the college campus.
2. To enforce strict dress code among students.
3. To enforce total prohibition of Mobile Phonéi usage by the students‘ inside the Class P’bon§
Please note that Mobile phone is tota ly prohibited in the Teaching Rooms and needs to be switched

off by the students and if a student is found using Mobale Phone a suxtabie pumshment needm]:‘m
taken. g Il

4. To Monitor the movement of the students in the College and prevent studepts %{mermg aromd i
the corridors during the College worhr&g hours

5 To see that no student leaves the Col!ege early without prior permission of the higher authorities
and with valid Gate pass issued for this purpose. | i

5. To ensure that students maintain utmost silence in the Library

7 To maintain proper discipline in the ¢ollege Canteen, Student Waiting Room Coridors aid the)
Student Mess during the College Working hours. ‘ i

8. To assist the college anti-ragging committee in preventing ragging in the Coilege and sp:e Hi
anti- ragging campaign throughout the student’s commumty ‘

9. To recommend suitable dlscrplmary action against that student mdulg,ng in acts of ndisci iplinie |
beyond doubt. |

i { Vnsakha
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Observance of General Discipline:

In order to maintain serene, silent clear and studious environment in the college campus and to
inculcate discipline in the students, the following Rules and Regulations are formulated.

» Ragging (inside & oulside the college) is strictly prohibited as per Andhra Prai‘éi;;ﬁ-% B
Government Act, 26 of 1997 Any such act is liable for euspms:on D|Sm ssal and F’Hr\faé
Punishment. i ‘ |

» Student should neither involve nor encdurage in acts of boy'cott/étfike/quarrels« etc

» Students should strictly follow the co!!ege tlmmgs and adhere to! twe dress code greas by
by the college. | : ‘ ‘ bl |

the final bell is given. f , Lib ‘ it | %i
; | .; [ ik |

» . Students should be punctual to the starting time of the col 1ege and stay m the col ieg \Lil:’
\
|
|

» Students should not possess Mobile phones in the premises of CoI ege campus. if fou'nd
be ceased with penalty.

» Students should wear |.D. Card as long as they are in the college campus.

» During the interval and lunch time the students are expected to maintain strict disciplire and
silence while moving in the corridors. iR

» Students should cooperate to maintain cleanliness in the carpus. Students are str:;:jxﬁy
advised to use the dust bins. *

» Students should maintain de¢ency and decorum in the classioom.

» Students should not slink or mess up | w:th others itemis/cash/ bocks/r*alcul lors etc,, i jme
classroom or college. | ; e bl |

| jiick
{4 ‘ i

Students are strictly instructed to follow the above listed Rules and Regulai on; S

Any violati

General Discipline is liable for punishment (such as Suspension from attending ‘ollegez’Ru“sh;-' e
penalty, etc) as decided by the Principal based on the recommendations: made by ihe Oisclp 1 tJr,
Committee. It is the responsibility of the students to safeguard the image and reputat:on oF‘ the

college, in their own interest. | ‘ i e

Dress Code:
The following 'DRESS CODE’ is to be observed in the college premises ||
» The boy student should attend the co!lege only in ‘Formal dress with tuck-in, @nd shoes |

»  Wearing of T-shirt, jeans and shaded pants, dress with different wo’ors and several por kets
to the pant and shirt with desngns are not allowed in the coliege premsses ‘
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