g .
SN,

Q’»‘ DHIRAJLAL GANDHI COLLEGE OF TECHNOLOGY, SALEM - 636 309

STUDENTS POLICY
1. PURPOSE:

The purpose of the students’ policy is to guide the students regarding attendance
requirement, discipline, dress code, co-curricular, extra-curricular and welfare
activities.

2. SCOPE:

It is applicable for all the students pursuing courses at Dhirajlal Gandhi College of

Technology.
3. OBJECTIVE:

* To inform the students about the attendance requirement for end semester
university exams.
* To inculcate professional behavior and dress code of the student in campus.
* To encourage and support the students to participate in co-curricular &
extra-curricular activities.
* To promote the welfare schemes available for the students in the campus.
4. POLICY:

4.1 ATTENDANCE REQUIREMENT:

* Itis desirable that students maintain 100% attendance.

] However, all the students should maintain a minimum of 75% attendance in
order to be eligible for university exam (Refer Anna University Regulations
for more details).

* Students maintaining 75% attendance are only eligible to avail

* 5 days of on-permission for co-curricular & extra-curricular activities
(inclusive of leave).

* 10 days of on-permission for participation in sports,

* If a student attendance percentage between between 65% and 74% due to
medical reasons and participation in sports, he / she can submit the medical
certificate to attend the exam.

* Less the 65% is not permitted to write exam and has to study again the
same semester (debarred).

4.1 DISCIPLINE:

* Ragging within or outside the institution is strictly prohibited under the
"ROHNITION OF RAGGING IN TAMILNADU EDUCATIONAL INSTITUTIONS
EXTRACT  OF ACT No.7 OF 1997” and “Under Section 26(1) (g) (of the
University Grants Commission ACT, 1956 )3

* Students should behave in a disciplined manner both inside and outside the
college.

* Disciplinary committee shall be constituted by the Principal to enquire and
take necessary disciplinary actions as prescribed by the university when a
student indulges in any in-disciplinary act,

* Action will be taken on a student who indulges in malpractices during
examination. In case of malpractice during university examination, action
prescribed by the university will be taken.
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E OLI
DRESS CODE:
A professional appearance is an absolute requirement to win respect and
honor at college.
CO-CURRICULAR & EXTRA-CURRICULAR ACTIVITIES:

Student shall be given On-Permission (OP) for participating in co-curricular &
extra-curricular activities as per norms.

In order to encourage students to participate in co-curricular activities in
premium institutes, financial support is provided.

To ensure the students be industry ready, they are permitted to attend
v?rious programs like Value Added Programs, Industrial Visit, In-Plant
Training, etc.

Outstanding performance in co-curricular and extra-curricular will be
assessed annually and awarded.

5. RULES & REGULATIONS:
5.1 Attendance Requirement:

5.2

Students should attend the classes regularly.
Attendance will be taken during first 5 minutes of every period.
SMS will be sent to parents of absentees.

Students who are not in the class room and labs when attendance is taken
will be marked absent.

A'ttendance during examinations and weekly test is compulsory.
Periodically students’ attendance is displayed on the notice board.

Leave of absence for valid reasons will have to be obtained from the class
counselor in advance with intimation from parents.

In case of illness medical certificate along with leave application should be
produced.

Attendance will be calculated on the basis of number of lecture/lab periods
attended.

Separate OP register need to be maintained by the class advisor and the OP
details should be produced to the respective hour faculty member by the
class representatives.

If the attendance percentage of the student is less than 75%, letter will be
sent to concern parent.

QISCIPLINE:
|

S:tudents should compulsorily wear ID card in the campus and on the college
bus. It is also mandatory while attending events in other colleges.
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STUDENTS POLICY

Students who go out for lunch should return before the break gets over, else
intimation will be given to parents.

Usage of mobile phone during class and lab hours is strictly prohibited. In

case of any violation the mobile will be confiscated and returned only at the
end of the course.

Mobile phones will be used only for educational purpose and emergemcy. If
found violating mobile will be confiscated.

Students cannot organize meetings inside or outside the campus without
pyior permission of the HOD and Principal.

Studenm should have valid driving license and should wear helmets.

|
Students should not drive the vehicles beyond the restricted area inside the
campus.

Students must have valid gate pass to leave the campus during class hours.

Students who want to stay in the campus after 5 to 6.30 pm in the evening
after working hours / during non working days should get prior permission
from HOD and respective staff member in the Beyond Working Hours (BWH)
form.

If the student takes uninformed continuous leave for 3 days he/she should
bring parents and to meet the concern HOD.

Day scholar student should not enter the hostel without permission from the
Principal.

gmoking or drinking alcohol is strictly prohibited inside the campus. If
s{udent found violating the rules severe action will be taken as per ANNA
UNIVERSITY norms.

5.3 DRESS CODE:

Students should be neatly dressed and presentable in the campus.
Students must follow a formal dress code for all important college events.

Students should wear lab coats and shoes while attending all lab session.

5.3 CO-CURRICULAR & EXTRA-CURRICULAR ACTIVITIES:

Student is permitted to attend a co-curricular activity at other college, only
after getting student external OP form signed.

:{Jr students having arrears OP maybe sanctioned at decision of the concern
H0D.

student will be permitted to attend only one program namely
Workshop/Seminar/Events (with maximum of two days duration) per
semester.
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STUDENTS POLICY

Student has to present his/her paper to the guide and produce a one page
abstract before availing on-permission for paper presentation at other
institutes.

* 50% of TA/DA and registration fees will be reimbursed only to students those
who attend Paper & project presentation in premier institutions like IIT and
other premium institutions recommended by HOD.

* No On-permission will be permitted during internal exams.

* Student should compulsorily submit the participation certificate to the
respective department activity in-charge.

O (e |3 mandatory for all the students to attend In-Plant Training during
summer / winter vacation and produce a 3-page report and participation
certificate to the activity in-charge.

* One day Industrial Visit will be arranged every year. Students willing to go
for Industrial Visit are necessarily asked to submit undertaking form signed
by their parents.

* Students are encouraged to attend in-house Value Added Programs.

* Student can avail maximum of 10 days On-Permission for sports activities
with prior permission from the Physical Director, HOD and Principal.

6. HOSTEL:
6.1. Refer Hostel Rules and Regulations.
7. CANTEEN:
* Students can use the canteen during breaks hours only.

* Students are informed to maintain cleanness in the campus including
canteen.

Disclaimer: The Management reserves the right to change, amend or
terminate the above policy and/or benefit plan at any time for any reason
with or without prior notice.

Created By Reviewed By Verified By

sy
Vice<Principal Principal %

Approved By

Chairman
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ﬂ Name of the student

Date

# Year/Section

P Mobile Number

Branch

Parents Mobile Number

Register number

Number of Arrear

CGPA

Date of Program

Type of Program

Seminar/Workshops/paperpresentation/projectcontest/ Events/others(Specify)

Name of the program

Venue

Organised by

Previous certificate
submitted

(Verified and signed by co curricular and Extracurricular Coordinator )

Yes/No

No of On duties already

avail (Maximum of 5)

Verified by class advisor

Parents signature

Class Advisor

HOD

Students External OP Duty Form
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STUDENTS EXTERNAL OP DUTY FORM

BWH FORM

ﬁz».:n of the student

Date:

4 Year/Section

Mobile Number:

Branch

Parents Mobile Number:

Register number

Purpose of Stay

o Re-test o
o Extra coaching class o
o VAP o
o Project o
o P&T o

Sports

Association activity
Self study/Library
Club/Cell Act

Any other(mention):

Lab Name/Class Room No

Name and sign of
corresponding faculty

Parents signature Class Advisor HOD
Created By Reviewed By Verified By
oud
Prindipal cretary
Approved By
S Sl
Chairman

Students External OP Duty Form
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STAEE POLICY
1. SUMMARY:

The Staff Policy and Procedures aim to provide clear guidance to HR Team
and HODs in relation, to both the selection and appointment of staff, leave,
staff appraisal and retention of staff. This policy promotes and supports good
practices for those with responsibility for recruitment and retention of staff.

2. OBJECTIVE:

2.1. To promote and maintain high standards of professional recruitment
practice by adhering best practices.

2.2. The aim of recruitment is to attract potential employees who have the
appropriate skills, both technical and personal sKills, qualifications and
experience to make a positive, innovative contribution in order to meet
the college’s current and future needs.

2.3. Itis generally agreed that the achievement of DGCT strategic objectives is
largely dependent on its ability to attract and retain high caliber
individuals.

3. ETHICS TO BE FOLLOWED:

3.1. Internal candidates or others personally known to the interview panel
must be treated in exactly the same way as all other candidates.

4. RECRUITMENT FUNCTION: A

4.1. The Recruitment function encapsulates and analyses exhaustive details of

applicants and matches the parameters to the job requisitions.
Recruitment is the activity that links the employers and the job seekers.

5. STAFF RECRUITMENT:
5.1 Recruitment Process:

The recruitment of staff with the necessary skills attributes to enable DGCT
to fulfill its Institutional aims and objectives.

Step1l: Recruitment Plan
Recruitment plan is being initiated once in 3 months or once in semester.

Step 2: Approval of Recruitment Plan from Management

« In consultation with the respective department head, Principal and Human
resources Head, the Chairman reviews and approves the recruitment plan
and forward the same to HR department to kick-start the hiring process.

e Also management releases the news paper advertisement for the
requirement.
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STAFF POLICY

Step 3: Short listing the Resumes

* Receiving resumes vide emails / websites / postal’s / walk-ins / internal &
External references.

* Short listing the resumes in compliance with the recruitment plans,
position requirements, AICTE and Anna University norms.
¢ Inviting the shortlisted candidates for the interview and discussion.

Step 4: Interview Process

HR department will conduct the preliminary interview with the short listed
candidature and check the following points not limited to.

* Check the candidate expectation and requirement of the job are in sync.
* Check if the candidate is Active or passive job seeker.
* Check the candidate salary expectation fits in the budget.
* Check if the candidate is from other college or industry background.
* Brief the candidate about the responsibilities of the position.
e Collect the details missing in the resume.
The interview process is as follows:

Preliminary Interview : HR
Technical Screening 3 HOD, SME’s, Principal, HR
Final Interview : Chairman / Secretary, Principal

Step 5: Classroom Demonstration

e Candidate is further escalated for class room demonstration test live with
the students.

e Based on the Students feedback the candida
proceedings. Ll
Step 6: Testing Linguistic fluency 1

te is recommended for further

Candidate communication skill are tested and evaluated vide written and oral
test.

Step 7: Technical assessment

e Technical assessment Test is being conducted ba
expertise.

» Technical Interview is being conducted by respective department heads,
* Subject Matter Expert (SME) and Principal.

Step 8: Candidate Assessment:

sed on their domain

* The candidate will be assessed based on their Potential in his Linguistic
fluency, domain expertise, performance in the class room, demonstration,
attitude and on this competency level.

¢ Additional weightage is given for industry experience, International !i
certifications on Technical subject and proven expertise in the domain. R

* Based on the feedback from HR, HOD, SME and Principal the candidate is l
recommended for final interview with the Chairman.
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STAFF POLICY

Step 9: Interview Panel

If HR department finds Step 4 to 7 process satisfactory then the candidate
is recommended to follow the “Final Interview”.
Interview Assessment Form (IAF) shall be processed at all the levels of

discussion and shall be sent to HR irrespective of the result of the
discussion.

Step 10: Salary Negotiation & Selection

5.2

5.3

5.4

5.5

5.6

During the final interview process the final interview committee decides
the salary and shares the same with the candidate.

The provisional offer letter will be given to the candidate with the notice
period mentioned as per his request (if feasible).

JOINING FORMALITIES /POST RECRUITMENT PROCESSING:

Verification of Original Documents:

After physical scrutiny of the original documents, the new employees
details shall be entered in employee database.
Letter of Employment:
The formal letter of appointment will be given after submitting the
photocopies of documents as prescribed along with the Experience
certificate of previous employer if any.
ID card:

New employee is issued a temporary ID card for the smooth entry and

Permanent ID card along with access shall issued within 3 days timeline
from the date of Joining.

Training on policies procedures:

HR shall present the policies and procedures for the new employee and

shall train him on the systems that have to be followed incompliance with
the policy.

Job Description:

On appointment, the employee shall be given a job description.

Introduction & Tour inside the office:
* HR shall do a formal orientation/introduction to all staff personally and
over email.

- » HR/Assigned staff from Department, shall take him/her for a tour inside

the office and share him the facility points such as conference, meeting
rooms, water point, rest room, food court, emergency exit etc.
Delivering the resource to the Department:

After the initial induction is done, the new resource is handed over to
the respective HOD with information checklist.
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s 'l:aculty members Faculty members having
. aving below one
No. Leave year service in more than one year
DGCT service in DGCT
12 days CL per annum.
1 day CL per month,
1 | Casual Leave (CL) No advance CL is Advance CL are permitted
Permitted to Maximum of 3 days.
Special leave (SL)
¢ Marriage (self)
2 ¢ Condolence of Blood relation Not Applicable
(Father, Mother, Father-in- 7 days during event /
law, Mother-in-law, spouse, Occurrence.
brother & Sister)
Medical Leave(ML)
¢ Maximum 7 days per
¢ Surgery annum, as per the
¢ Accident recommendation by
3 Not Applicable HOD/Principal
¢ Serious infection like-
Jaundice, typhoid, . Medi_cal Certiﬁcate to be
provided while rejoining
conjunctivitis & Chicken pox
Vacation Leave (VL) - ¢ 14 days in summer
hi Not Applicable
Teaching ¢ 7 days in winter
Vacation Leave (VL) -Non
Teaching - Supporting Not Applicable 07 days in Summer
Staff 04 days in Winter
X Vacation Leave (VL) for PR e
Administrative Staff & ot Applicable 7d
Secretarial Assts 07 days In a year
Vacation leave (VL) for
Drivers / House Keeping Not Applicable 04 days in a year
staff
3 months leave with Basic
- 3 months leave cs:‘llary for Two children
i without salary Y.
Note : Only Basic salary
| Note : Only Service
o Rt o diiationTyil be e Sl N
Co'r‘\':l:ilt.l:d for without any break of
seé : service (except CL)
Staff Policy Page 4 of 10
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F POLI

7. STAFF - PERFORMANCE APPRAISAL & REVIEW

7.1

7.2

Performance Appraisal / Evaluation System is an ongoing communication
process, undertaken in partnership, between an employee and his/her Head
of Department with a clear cut understanding /expectations about:

» the essential job functions of an employee expected to do

» whether the job functions are in line with the DGCT goals

* the meaning of "doing the job well" - Quality Job within the fixed time
line

* how staff and the HOD will work together to sustain, improve, or build
on the current employee skill & performance.

» how job performance will be measured (Weightage)

Employee Responsibilities:

e Employees have the responsibility to seek out clarification of roles,

7.3

responsibilities and deliverable at any time whenever, there is a doubt or
confusion surrounding performance expectations of the management
through the HR Department and HOD.

Employees should also be proactive in providing input towards the goals
and priorities surrounding their positions. We do expect all our employees
to carefully understand their current performance standards and the need

for the improvement in concurrence with DGCT Mission & Vision
objectives.

Strategies for Staff Appraisal:

The appraisal results are much helpful to recognize the better performing
employees, who should get the appropriate merit in compensation and

- career. Also, it would throw light to initiate appropriate preventive and

corrective actions.

Process: (Objective to be set by Management & Head of
Department)

At the beginning of each academic Odd semester cycle (May, June) HOD
will be required to set up Performance Objective(s) in consultation with
the peers and management. They are encouraged to discuss their
capabilities/ constraints to set up realistic and challenging goals for the
year.

The following shall be the schedule towards proceeding the regular
Performance Appraisal / Evaluation Review (PAR) for the year. As per the
DGCT policy we have decided to do the evaluation during the month of
June-July and January-February. The appraisals (salary review) shall be
effective from July of the year.
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STAEF POLICY
E Process, Implementing dates & Deadlines
|
: Action to be Duration / Time
' Process Description performed by the Period :
position Line
June-July
PAR Templates Circulating to HR June 1% week | 2 days
HOD
Orientation to HODs about PAR | HR June 1* week | 1 day
= - nd
PAR  Circulating to Staff HODs June 2 1 day
Members week
Orientation to Staff Members June 2™
about PAR R0s week LDoy
PAR Self appraisal completion & June 3™
returning to the HODs Staff:Members week SiCeye
One on one discussion with the June 4"
staff self Vs HOD el Week Scaye
N ; o ; HR, HODs, Finance
ormalization meeting % o Head, Secretary ot
increase recommended Princi'pal and : Julyil S week: |52/days
Chairman
Approval from Management HR & Finance July 2™ week | 3 days
Issuance of the letter
(Increment/promotion/Re- HR July 3" week | 3 days
designation etc.,)
Sharing the objectives with each HODs July 4% week 1Day
team member

7.4 Eligibility:

Employees are considered for the ap

uninterrupted tenure of service with DGCT.

7.5 Performance Evaluation:

* Any employee shall be entitled for the evaluatio
~and January of the year or end of each seme

following:

e On successful completion of probation period, the em
- the capacity of “Trainees” are consid
irrespective of the above-cited month,

DGCT standard.

Staff Policy

n during the month
ster terms,

praisal/evaluation based on their

of July

subject to the

ployees hired under
ered for Performance Evaluation
which is being in force as per the
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7.6

STAFF POLICY

Employees hired under various capacities other than Trainees shall be
entitled for market correction, on successful completion of probation
period and performance metrics, on case-to-case basis under the
discretion of management.

Informal evaluation cycle shall be done during June & December at any
time vide Personal Interview / Discussions by HODs with the employee.
Students assessment and feedback will be taken on every semester end,
to ascertain the Faculty Performance & their competency levels in training
students.

A self appraisal form mentioning their skills, performance outcome,

contribution to the college etc needs to be filled in by the staff members.
(As attached in Appendix)

Performance Appraisal:

Any employee shall be entitled for the appraisal (salary review) effective
July of the year. Employee should have completed 01 year successful

. completion of probation period without any break or long leave as

7.7

Note:

e All salary reviews shall be effective 1-July of the year subject to the

|
|

on July of the year.

Any salary hikes recommended other than July assessment of the year

shall be treated as interim hikes which shall be encouraged only during
the Promotion of the employee.

Employees joining on or after 01 June shall be entitled for the appraisal
(salary review) during 01 July of the, year after the subsequent year.

Increment Policy:

Increment process is set typically once in a year for employees who has
completed >=01 year of continuous service at DGCT as on 01 July of the
year upon successful completion of probation period.

Those who are having less than 01 year experience at DGCT as on 01%
July, the Performance Appraisal shall be conducted a year after the
subsequent year, on prorate basis as illustrated above.

Experience in

Process Adapted
NEXT

>= 01 year
Performance Evaluation + Appraisal (Salary review)
(if applicable)
(Appraisal Cycle: April)

(as on 01 July)

<01 year Performance Evaluation

(Appraisal Cycle: year after the subsequent year on
(as on 01 July) prorate basis)

policy.
Interim hikes period shall be effective, during Promotions only.
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7.8

7.9

STAFF POLICY

There shall be 6 months gap maintained from one salary increase to
another in what so ever the case may be.

Designation changes other than Promotion shall not be necessarily
signify the salary revisions.

Any interim amendment or increase in the salary which are being
considered, shall be purely on the discretion of the management.

We urge all employees not to consider increments as natural
entittement, as all increments are subject to individual

excellence/performance levels and other contribution to College and
students society.

Performance Development, Monitoring & Training:

All HODs with the guidance of management are expected and required
to initiate a year long performance development process with team
members. The organization reserves the right to be the final decision-
maker in setting position goals, roles and accountabilities including
expected level of performance. HR will be included in the process of

documenting the strategy and planning. This process may include and is
not limited to:

Setting individual goals reflecting the project schedule/priorities.
Developing a performance plan for each individual to address the
priorities.

Periodic review of an individual’s progress, which would ensure the right
path for achieving the desired results.

Providing feedback when performance is not meeting expectations / set
standards in order to effect change from a corrective viewpoint.
Conducting an annual assessment of staff achievement and challenges in

order to plan forth-coming year’s goals, priorities and development of an
individualized Learning Plan (ILP).

Employee position /role descriptions for next level .

Department’s annual performance plan.

Goals and objectives as outlined in the department’s strategic plan.
Set specific goals, time lines;

Identify paths/criteria to reach goals

Identifying challenging assignments (specifying the staff road map)
Reasonable timeframes for meeting the set objectives.

Promotion Measure:

All promotions and designations to next level are made as per the
guidelines of Anna University and AICTE norms,
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TAFF POLICY

8. STAFF RETENTION

8.1

8.2

Initiatives:

Attraction and retention initiatives will include monetary and non
monetary interventions, and will be approached objectively and
holistically.

The DGCT shall adopt best practices in its initiatives to attract and retain
employees. This will be achieved by retaining employees who see the
DGCT as a great place to work in and this is determined largely by the
quality of leadership and good management practices which entail
recognition program as per the norms. The following are the areas of
focus to enhance motivation and job satisfaction amongst DGCT staff.
Remunerating employees well

Rewarding exceptional performance

Communicating openly and sharing information

Announcing the successes in public.

Research & publication.

Patent rights for innovations

Towards books and manuals published.

Best academic records

Best feedback from the students.

International/ Technical certification

Best paper presentation in National and International levels.

Ph.d., degree - an allowance of Rs. 10000 every month.

FDP, Symposium, technical workshop at various colleges (reimbursement
benefit refer on-duty policy)

Performance evaluation every semester and subsequent appraisal - July
of the year.

Promotions on completion of specified years of service as per AICTE and
Anna University norms.

Leave benefits as per the policy (refer Leave policy)

Management cash contribution towards Staff Marriage.

EPF Benefits (as per Government norms)

- Concession to staff wards on admission (Ref. Admission policy)

Special Leave (for one’s wedding & Blood relation’s condolence)

Maternity Leave for women candidates

50% concession for staff's transport 50% concession for staffs’
accommodation in hostel

In attracting and retaining of employees, the DGCT recognizes the
concerned employees with appropriate monetary benefits as a taxable
allowance in addition to their normal salary package vide their
performance appraisal and evaluations.

83 The DGCT shall create a well managed recognition program that can

contribute towards considerable contribution to the well being of
employees and increase job satisfaction.
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8.4 Management interest and accessibility:

A culture of caring, valuing people, knowing staff and their interest shall
be established by the leadership team of the management and Heads of

Department which will develop a strength of motivation adds significantly
to retain staff and their well-being.

Disclaimer: The Management reserves the right to change, amend or

terminate the above policy and/or benefit plan at any time for any reason
with or without prior notice.

Created By Reviewed By Verified By
¢y

Head-HR Q} <
Princibal cretary

Approved By

9. D=L

Chairman
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