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Document Ref. NOMAMCET/HRM/POLICY/2023

This Staff Policy Document has been created to providévial.M. College of Engineering &
Technology staffvith detailedinformation regarding the rules and regulations governing their role
within the institution. This document, Versionh&s been formally approved by the Governing Council
in their meetingon 22.04.2023 The policy is effective from June 2023 and replaces all previous
policies, procedures, benefits, memoranda, and other written or oral prathieeaformation in this
HR policy is impatant to all of our employeeand they should read the manaatefullyand duly sign

the reportThe policy is also accessible on twlege website Whenever there is any clarification on
college policies and benefits, the HR policy should be refeArg.doubts can be clarified with the
HR departmentStaff members are expected to strictly adhere to the rules and regulations outlined in
this document. The Management reserves the right to modify or change the policy as needed afd to

exercise discretimin specific cases.

Vision of MASTeR Group of Institutions

To emerge as a nationally reputed, accredited, autonomous, technical institutistatei-the-art

infrastructure.

Mission of MASTeR Group of Institutions

x ProvideKnowledgeable Skill based education

x Enable our students to build a professional career for themselves

x State of art laboratories and enhanced infrastructure for conducive learning and resgarct
environment.

x Provide input to the faculty and student®éoinvolvedn projects that are innovative and creative

to fosteraculture of research
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SECTION 1
INTRODUCTION
About MASTeR Group of Institutions

MASTeR Group of Institutions comprisesof

% M.A.M. Collegeof Engineering and Technology(2008)and,
% M.A.M. BusinessSchool(2010)

Wasoriginally partof M.A.M. Groupof Institutions(10 institutions),which was established
by MALUK EDUCATIONAL HEALTH andCHARITABLE TRUST (1993).The 10 institutionsof
the group together are catering currently to nearly 10,000 students, at Siruganur, 23 Kimoaway
Tiruchirappalli on the Trichy+tChennai Trunk Road. The education journey of the gstagedon
10thFeb1999with 77 studentsand17 staffonrolls by Dr. M.A. Maluk Mohamedwho himself with
his academic qualification was the head ofitistitutionsince the inception. THE) institutions were
divided between the trustees of the trimt individual institution growth andsince May 2014
MASTeRGroupof institutionwith theabovementione® institutionshasbecomeaseparatentitywith
newadministrativeeeamunderthe leadershipf Dr. M. A. Maluk MohamedThe institutions started
functioning under the new trusiASTeR EDUCATIONAL HEALTH and CHARITABLE
TRUST (2016).ThereonthethreeinstitutionswereunderM .A.M. Academyof ScienceTechnology
andResearciMASTeR)

3:H FDQ QR Wuild @efidurgfor youth,but wecan build ouryouth forthe IXW XUH ~

Thesewordsby Franklin D. Rooseveltutterly describeour aim at MASTeR. In a globalized
marketdriven andinterconnectedvorld, both individuals and institutionsare attemptingto makea
culturalimpact. The need of the hour is to produce men and women who are visionary, dynamic ahd
innovative.

7 R G Doofiporateworld demandsndividuals who are not only skilled but are innovative
thinkersandareconfidentto faceeverydaychallengesThe academidceamsof MASTeR arereadyto
work along with young minds to offer the best knowledgeable education for holistic development. |t
is not justtheuniversitycurriculumandtheclassroomteachingwhich makesall intellectualcitizens.
Understanding the need we are committed in making all intellectually adept & socialgcandally
sound through brain storming sessions, seminars, discussions, case studiegrpegptitionand

other events.Theseactivities would promisingly strengthenthe overall knowledgeand skills_of

students who had trusted and joined us.
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M.A.M. Collegeof Engineering and Technology(MAMCET)

M.A.M. College of Engineering and Technology (MAMCET) was established in the year
2008. It is approved by AICTE, New Delhi, and affiliated with Anna University, Chennai. At
MAMCET, we are united in our commitment to producing-tigp professionals capabid¢ meeting
the evolving demands of society. With comprehensive infrastructure, knowledge, and skills, we a
dedicated to shaping globally competitive engineers through a technologically oriented Iearnin’E
environment that maximizes individual potentMle strive to enhance the motivation of aspiring
students to achieve excellence, transforming them into proficient professionals and technocrats. We
guide our students to chart their paths to success and perfect their proficiencies. This commitmentis
refleded in our vision to become a globally recognized Institute of Engineering and Technology b
the year 2030. Our pursuit of excellence is supported by a strong team of experienced professionlls.
In short, MAMCET stands tall as one of the best destinatmm&drid-class education.

M.A.M. BusinessSchool(MAMBS)

We createproblemsolvers,decisioamakersandleaderswvho canidentify opportunitiesto
evaluate the success of an organization. MAMBS develops global leaders with an insight intc
emergingeconomiesndtheiruniquebusinesghallengesThis two-yearM.B.A. full-time program
incorporates practical industry applications with a rigorous, cudidye researetbasedcurriculum
thattransformsstudentdo global businesdeadersof tomorrow. The degreealso providesa broad
baseof businesskills in AccountingandQuantitativemethodsanunderstandig of the Legal and
Social environmentsof businessesand a backgroundn ManagementQrganizational Behavior,
Marketing, Financeand OperationsManagementAt MAMBS, theM.B.A. prepareshestudents
for careers in high-demand job-oriented sectors like IT, Manufacturing, Marketing,

Entrepreneurship, Suppthainor Merchandisingnanagement
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M.A.M. College of Engineering andTechnology
1.1Vision and Mission Statement

1.1.1 Vision Statement
To be a reputedhstitution that fosters excellence in education, research, and innovation

while upholding the highest standards of ethics and social responsibility

1.1.2 Mission Statement

M1: To provide a comprehensive education that prepares students for suczEesis.
M2: To foster a culture of research and innovation that drives progress.

M3: To collaborate with industry partners to provide practical experience for students.
M4: To promote ethicdbehaviorand social responsibility among our community.

M5: To empower strong communication and leadership skills through open collaboration.

1.2 Quality Policy
MAMCET shallachieveexcellencen providingvaluebasecdeducatiorto thestudentsn the
fields of Engineering&Technology and Managemenby continualimprovement in its academic
performance, professional & personality developnmeeasures and skills enhancement activities,
making the students highly suitable for meetingdiverseneed=f thesocietyandthenation.We,
atMAMCET, arecommitted to the society in making our students to live a purpose as responsible
citizens with Ethical valuethroughthe provision of Quality Technical Education and continually

improve to become a WorldassTechnological University.

1.3 Human ResourcesManagementPolicy

Human Resource is the heart of an organization and forms the lifeline and determines ifs
destiny. MAMCET is committedto settinghigh standardef personnemanagementith due place
for efficiencyand transparency.

1.3.10bjective

The objective of this Manualis to lay down policies and procedureghat will governthe
managementf personnel involved atifferent levels, as mentiondxlow:
¥ Recruitmenbf thedifferentcategorie®f staff

% Defining rolesandresponsibilities
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¥ Trainingandpositioning

¥, Appropriatecompensatiol incentives

% Improvingtheperformancend effectiveness

¥ Maximizing theefficiencythroughenhancingknowledge skills andattitudes

¥ Creatingcomfortableworking conditions.

1.3.2Staff Policy Document

The Staff Policy Document is prepared to make all staff workiMpa!CET awareof rules
and regulations that governs their working in the Instittite policy is effective fromi\pril 2023.
It is expected that staff members should strictly adtuetteerulesandregulationsn thisdocument.
TheManagementeservesherightto change/modif thepolicy asand wherrequiredand apply their

discretion in specific cases.

1.4 Definitions of Terms usedin this Policy

5 In thisdocumentpunlessthereis anythingrepugnantn thesubjector context:

S <TTollege” meansthe MAMCET., NH44, Trichy * Chennatrunk road, Siruganur,
Tiruchirappalli £621105.

W EmployeU” PHDQV WKH &KDLUPDQ ZKR LV LQoreKiiyWJIH F

authorized to act on his behalf.

S INotice” meansa noticein writing requiredto be given or exhibitedon the noticeboard

for the purposef theseStanding Orders.

% Notice Board “meansoticeboardinstalledat or nearthe mainentranceof the College,

AdministrativeBuilding , department corridogetc.,

% Premises meanghecollege buildingsadministrativeoffice, other ancillaryofficesand

buildingsas well assacant spaces locatedthin the colleggremises.

S  Employees meansanypersonemployedin the Collegeto do any TechnicalandNon +
Technicalwork undeMMAMCET.

S awork premises” L Q F Gh¥ @réirisesf the collegeor wor

whereawork man is deputed to work.

7
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% Calendar Year: A periodcommencingirom 1st day of Januaryof the yearandending

with 31st day oDecembein thesame year.

S Academic Year: The normalperiodstipulatedin the Academiccalendarfor activities of

anoddsemesteandevensemesterin thepresensystemit is stipulatedrom Juneto May.

S Competent Authority: The authority appointedby the Trust for the purposesof these
rules.

S Date of Appointment: The firstday of joining the duty by the employeeasmentionedn
theappointment order.

S MASTeR: M.A.M. Academyof ScienceTechnologyandRHVHDUF K~

1.50rganogram of MAMCET

The chart below illustrates the current organizational structure of MAMCET, detailing the
functions of its statutory bodies.

Principal

Admission Committees sstel
& ostel

. Cells
Promotional Transport

Non
Teaching
Staff




M.A.M. COLLEGE OF ENGINEERING AND TECHNOLOGY *HR POLICY 2023

SECTION 2

ROLES AND RESPONSIBILITIES

Principal

Academic:

X

Plan and execute thmstitution's academic activities towards the implementation of the
institution'sVision.
Take measures to enhance the academic standards of the institute.

Prepare the academic schedule of the institution and execute the same.

Monitor and condudnstitute academic activities under the guidance of management and the

assistance of the head of departments
Review the Faculty Performance and consolidat8@@sdegreeappraisal report of faculty.
Plan and take the necessary actions for continual improvement of calleemic

performance and overall growth

Administration:

x Decide funds allocation for departmental academic activities, Research & Development]

Infrastructural development, various Recurring and-Nsourringexpenditures

Ensure thatstaff and students are aware of, and comply with, the rules, policies, and
procedures established by the college.

Initiate recruitment of teaching staff 8onteaching staff as per ruldésid down by Anna
University / AICTE.

Approve vendors for resources requibgdhe institute.

Sanction the leave of the staff as per the norms.

Communicate with Anna UniversitfDOTE, AICTE, andUGC to ensureeompliance.

Monitor, manageand evaluateahe institutional administration,organize Governing Body
meetings and maintain minutes of these meetings.

Recommend allocation of budget to the Managentested on requests from Heads of
Departments and administrative officers.

7KH SULQFLSDO KDV WKH DXWKRULW\ WR VSHQG XS

requiring approval from management.
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Registrar/Dean Research and Development

Research and Development (R&D)

X

X

X

X

xX X X

Administrative Responsibilities:

X

Dean

Provide guidance for submitting proposals to funding agencies as required.

Foster new anthterdisciplinary research initiatives and collaborations.
Coordinateresearch fundingencouragethe facultyto apply for research projectsand
publish papers in reputed journals and conferences.

Ensurethequality of studentsprojects and monitor the progress of conversion from projects
to papers andtartups

Initiate, andimplement the research activities and consultancy with organizations with whom
the institution has signed MoUs.

Planconsultancy projects for each departntenimprove funding.

Assist the faculty/students in writing research arti@aslfiling patents as required.

Ensure the féective implementation of Sponsored Projects.

Act as a bridge between Industry and Institute for Interaction Process.

Manage all interactions and compliance with statutory bodies such as AICTE approval, Anni
University affiliation, DOTE building approvaktc.
Oversee the processes related to college affiliation, approval work, staff recognition, angl
adherence to appointment procedures

Strategize and allocate financial resources for institutifumeadtionalitiesand initiatives.
Ensure that all financial transactions are executed as per the norms.

Determine the needs for and plan facility maintenance, renovation, and expansion.
Plan effective utilization of transportation services for students, staff, and faculty.
Monitor the functioning of the hostel and assist concerned staff in resolving any relatec
issues.

Ensure safety and security for all individuals on the college premises.

Identify potential schools and contacts for outreach.
Identify promotional activity stafffinalize target regionsand setting of goals for next

academic year admissions.
10
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X

Academic Council

X Reviewand approvéhe institution and department Vision and Mission statem@&i©and

revise if needed based on the feedback from the stakeholders.

Build and maintain strong relationships with prospective families, feeder schools, ano
educational consultants.

Prepare materials (such as prospectus, leaflets, applications, videos, etc.) required f

</

promotional activities.

Finalize and release advertisements for print and electronic media.

30DQ DQG H[HFXWH PDUNHWLQJ FDPSDLJQV WR SURPRJWH

and events.
Collaborate with the marketing team to create compelling content for various channels
including social media, websites, brochures, and advertisements.
Develop and execute a comprehensive branding strategy to enhance the institutionis
reputation and visibility

Develop and implement a comprehensive admissions strategy to meet enroliment targets.
Analyze market trends and competitor activities to inform admission strategies.

Convene the admission committee meetings periodically to discuss intake capacity, fep
structure, fee waivers, reservation policy for all programs, and pregraeneligibility
criteria.

Release admission notifications for all UG, PG, and Ph.D. programs.

Convene meetings of promotional activityr staff periodically to review the status of
applications.

Oversee the entire admission process, from inquiry to enroliment.

Coordinate the entire admission process and emlsesenooth functioning of the process by
providing appropriate resources.

Ensure efficient and effective management of admisgielased documentation and
communication.

Coun®l and adnit students to UG and P@ograms

Lead, mentor, and manage the admissions team, providing training and professiondl
development opportunities.

Preparation of budget proposal for admissions.

11
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Ensuring students ecurricular, extracurricular activities plan and execution.

Consider matters of academic interest either on its own initiative or amstance of the

Board of Management or these proposed by the departments / faculties and to take proger

action thereon.

Exercise general supervision over the academic work of the institution and to give directior,
regarding methods of instruction, evaluation, and improvements in academic standards.

To approve thealueaddedcourses of study leading to degrees of the institutio

Measures for improvement of standards of teaching research and training

Frame rules covering the academic functioning of the institution, admissions, examinations
award of fellowships and studentships, fefdps, concessions, attendance, discipline,

residence etc.

Head of the Department

X

Delegate responsibilities and load allocation to the faculty and staff for the psaition

of the academic process.

Monitor and conduct departmental academic activities under the guidance of the Principal.
Ensure higlguality planning, execution, and delivery the teachingtearningprocess and
measure its effectiveness.

Review faculty and staff performance, recommending suitable actions to the Principal.

Plan and implement strategies for improving departmental results and academic performande.

Coordinate assessments and conduct practical/oral examinations as per Anna Universi
guidelines.

Oversee the implementation of skill development and training programs for faculty and
students.

Maintain discipline and enforce institutional rules within the department.

Monitor daily departmental activities and ensure operational efficiency.

Ly

Plan semester and academic year activities, including guest lectures, workshops, and ottjer

programs beneficial to students and faculty.

Conduct regular meetings with teaching and -teaching staff as well as the Class

Representatives to sort out any issue and queries related to academics and record the minutes.

Initiate recruitment of nonteaching staff & teaching staff as per rules laid down by Anna
University/AICTE.

12
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X Prepare the department requirements and byztgpbsal

X Oversee the purchase and deployment of reseatit#ted for the department

x Approve the academic requests of faculty and staff such as leawest participation,
qualification improvement, requirement of resources etc.

x Review and approve student performance assessments

ORQLWRU WKH 6WXGHQWVY DWWHQGDQFH

x

x

Inspect the execution of classes and laboratory sessions.

Teaching Faculty

X Understand and adhere to the Quality Management PolicQuaality Objectives of M.A.M.
College of Engineering and Technology.

X Uphold and act in alignment with the Vision and Mission of the Institute/Department

x Follow all rules and regulations established by the Institute.

x Execute academic duties diligently, including planning and conducting lecturpsaatidal
preparing course materials, conducting internal exams, and maintaining emargersonal
files in the appropriate format.

x Utilize innovative teaching aids and methodologies to ensure-duglity delivery of
education.

x Counsel students and conduct additional or revision lectures as needed.

x Organize, coordinate, and attend seminars, workshops, STTPs, and training programs.

x Actively participate in training, research, and development activities within the department.

x Perform other academic and administrative duties as assigned by the Head of the Departmégnt

or Principal.

Laboratory/ Technical Assistant
x Preparehe laboratories for smooth conduct of laboratory session.
X Assist faculty and students during laboratory sessions.
X Maintain stock register, Instrument Issue register and maintenance register.
X Installnew equipment anchaintainexisting equipment.

X Maintain and update the approved supplier list for equipment.

13




M.A.M. COLLEGE OF ENGINEERING AND TECHNOLOGY *HR POLICY 2023

Librarian:

X

X

X

Skill Development & Placement Department:

X

X

X

Academic Advisory Council

X

X

X

Take initiative in planning and development of Library.

Determine and implement classification schemes for library documents.
Execute library processes and activities in consultation with the Principal, Deans, Heads ¢
Departments, and other authorities.

Planning and developing the library.

Plan and carry out book purchasing, and periodical subscriptions.

Gather and analyze student feedback on library services to propose improvement plans.
Monitor and manage the overall functioning of the library.

Conduct regular stock verification.

Define and communicate library rules and notices.

Organizesoft skill andtechnical trainingo prepareghe student$or interviews.

Maintain comprehensive records of students participating in placement activities.
Oversee the execution of placement activities

Conduct placement activities smoothtyensure all students secure employment.

Arrange personal development programenhance student skills.

Update and maintain the contact details of companiedvedin recruitment activities.

Send invitations tandustriesandcompanie$or campus recruitment, notify the students about

the eventsand take necessary action.
Collect and analyze feedback from industry partners regarding student performance.

Facilitate placements in core companies, focusing on securing higher salary packages f

students.

Approve departmen¥ision andMission statements.
Approve Program Education@lbjectives andProgram Specifi©utcomes statements.
Provide input/suggestion famproving the attainment of POs and PSOs.

Approve the curriculum gap and action taken.

Work towards and monitor accreditation processes to maintain and enhance the quality @f

education.

14
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x Establish mechanisms for continuous improvement of academic programs based on feedback
from stakeholders, including students and employers.
x Approve and support faculty development programs to enhance teaching skills, researgh
capabilities, and awareness of emerging trends in engineering and technology

x Promote a culture of research and innovation among faculty and students, encouragirlg

publications, patents, and participation in conferences.

x Facilitate collaborations between the institution and industry to enhance opportunities fo

internships, placements, and collaborative research projects.

x Implement mechanisms for collecting feedback from students regarding the quality off
teaching, infrastructure, and overall educational experience.

15
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SECTION 3

RECRUITMENT POLICY

3.1Planning for Human Resources

MAMCET is committed to professional excellence and, as such, emphasizes the
employment of highly competent individuals for its academic and administrative roles and
responsibilities. The institution aims to proactively plan staff requirements, accouatirthef
department's workload and AICTE norms, to ensure readiness in responding to emerging needs and
accurately estimating resouneguirements

3.2 Classification of Human Resourcesn MAMCET .

Employeesareclassifiedinto any of the followingcategories:

(A) Regular

A Regular Employee is an individual employed in a permanent /regular position for arl
indefinite period. This category includes employees who are initially appointed on probation and ha

successfully completed thgirobationary period.

(B) Probationer
A probationeiis an employee who is provisionally employed on a regular post aagused
to complete the probationary period to the satisfaction of the management itegfolarizationof

his/herappointment.

(C) Contractual Employment

The tenureof employmentof an employeeon contractis for a specifiedperiodof time and
he/she is entitled to only the benefits specified in the contract of appointment. Such an esfalyee
have no right to claimegularization of his/her employment after expiry of the specifiedod.
Unlessterminatedearlier by one P R Q Widtiie/or salaryin lieu thereof, such appointmenivill
automatically come to an end at the expiry of the specifggdire/period andcho notice or

compensatiomwill be payable.

16
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Classification of Teaching& Non-Teaching Staff

Employeesarefurtherclassifiedinto thefollowing categories:

A) Teaching
(1) Core Faculty
The employee is appointed by the organization on a regular basis for teaching, with &
teaching load as per AICTE guideling$ey are the oneshoarealsogivenaddedesponsibilities
to ensurghegrowthof personalstudentsandtheorganizationss a whole. The employee is initially
appointed on a standard probation period of 6 months. ddregvail the benefits of aegular

employedn theorganization

(2) Visiting/Adjunct Faculty

An Adjunct employee is a faculty hired by thestitution to teach but is not a fuiime
member of the facultyAn Adjunct Faculty is a pattime or contingent instructoAn adjunct faculty
member should be an eminent professional, scientist, or engineer recognized at national pr
international levels, often with outstanding published work to their credit.

A visiting faculty/staff means a person engaged for work on hourly basis in a day for a certaif
period mentioned itheir appointment orderThey are expected to work a minimum of 50 hours in
one year, over a set number of days within a week, month, or semester. Visiting faculty are typically
industrial professionals, retired professors, or experts from specific fields and are not entiéed to t

benefits afforded to regular employees of the organization.

B) Non-teaching
(2) Full Time

The employee is a regular employee who works as per the directions and responsibilitigs
statedby the managemenandalso maintaira minimumwork timing andscheduleThey arealso
entitledto various benefits as afregular employee.

(2) Part Time / contract workers

Parttime employeemeansa persorwho is engagedor work for lessthannormalworking
hours. Parttime employees arerdinarily not entitledto the benefits provided to full time
employees.They are allowed such benefits provided as are specifically determinedby the

management.

17
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(3) Essential Staff:

Staff on essential duty is expected to be available 24 / 7. These staff includes drivers

security,electricians, wardens and attenders.
3.3Appointing Authority

a) Appointment of Head of the Institutions, Deans
Theauthorityas decided by th€hairman [CEO

b) Appointment of Faculty / Support Staff / Employees:
All otherstaff of MAMCET will be appointedby the Principal/ Registraron behalfof the
Boardof Trustees.

3.4Human ResourcesPhilosophy

x We recognizethe contributions of the employeesand treat each employee fairly and
consistentlyin all matters,with a uniform applicationof the following humanresources
philosophies

X Humanresourcesirebestallocatedo achieveoptimumproductivityandefficiency.

x Employees are encouraged to equip themselves with the necessary skills for their current rolgs
and future development.

x Rewards are based on merit, with high performers given priority for mesgonsible
positions.

X Two-way communication between employees and management is promoted to build mutudl
understanding and trust.

X Workplace safety is prioritized to protect human health and enable employees to deliver thejr
best performance.

3.5 Superannuation and ReEmployment.
X The age of superannuation for teachers is 65 years, with no extension of services beyond this

age. However, the institute may-@eploy superannuated teachers up to 70 years of age in
accordance with the existing provisions in the statutes, memorandussadfiaion, rules,
schemes, regulations, and-layvs of the institute.

X Nontteaching staff shall work up to 70 years.

18
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3.6 Recruitment Policy & Processfor Teaching Staff

3.6.1 Manpower Planning:

Manpower planning is the first step in recruitment. At the end of each semester, the
Head of Departmestvill prepare the human resource requirements for their department based
on the need and in accordance with AICTE and Anna University guidelines, and forward it to
the Principal. The Principal will then finalize whether the vacancy can be filled-byus

~—+

staff or if a new employee needs to be selected. The final consolidated manpower requiremer
is forwarded to Management for approval. HR will then prepare an advertisement in
consultation with the Principal and release it in newspapers and job potadfinsployment
during the semester will be avoided whenever possible.

3.6.2 Qualification :

The prescribed minimum qualifications and experience requirements for the various
teaching posts will be on the norms of AICTE and Anna University.-tdaohing post
UHTXLUHPHQWY ZLOO EH EDVHG RQ WKH GHSDUWPHQWTTV

3.6.3Interview Process

x Upon receipt of the applications, the Head of the Department will screen candidates
based on their qualifications, experience, and specialization.

x Shortlisted Candidates will be called foterviewsover the phone/-enail by HR

X An interview committee, comprising the Heads of Departments, subject experts
(external and internal), and chaired by the Principal, will conduct the interview.

X The interview process consists of a written tasiassroom presentatipandan HR
round.

X The respective head of the department will verify the docunadotstthequalifications
and experience of the candidate betbe=interview.

X The interview committee will select the candidates and submit the interejgovts
with recommendations to the management for approval.

x Direct recruitment: If a need arises and a suitable candidate seeks a job, the Principal
in consultation with HR, can constitute an Interview Panel and conduct the interview.
For senior positions, the Interview Panel will be constituted by the

19




M.A.M. COLLEGE OF ENGINEERING AND TECHNOLOGY =*HR POLICY 2023

Chairman/CEO/Principal according to approved guidelines.
X Once selection is approved the offer letter is sent to the candidates through email anc
confirmation on the date of joining is received as return email.
x Appointment Orders will be issued by the SecretaryG@olespondentEO)within a

week of joining

3.6.4.Joining Report:

x Uponjoining, faculty should subméjoining report to the office through tmespective
Head of the Department and Principal.

x On the day of joining, the employee must submit all the original certificates for the
purpose of verification.

x The HR department will completrmalities, including issuing the Appointment
Letter, ID card, email ID, and ERP credentials, within ten working days of joining.

x The HR will create a new personal file for the faculty and start the service record from
the date of joining.

X The service record wilinclude appointment order copy, joining report, increment
orders, training attendethculty appraisal formincentives, long leave availestudy

leave, awards, andemos issuedll duly attested by thBrincipal

3.6.5 Induction Training :

The HR Department will arrange an induction program for newly joined staff within a
week of joining. The sessions will provide essential information about the Institute's history,
facilities, rules and regulations, HR policies, academic processes, spafifisibilities, benefits,
continuing education opportunities, and code of conduct. The HOD will acquaint the new

faculty with working procedures, leave rules, and department activities.

3.6.6 Terms and Conditions of Service
Staff Declaration

As a teaching staff member joinifdAMCET, they agree to followthe Statutes,
Ordinances, and service regulatiafshe Institution.They should work aninimum of one year
(two semesters) from the date of joining and not relsejare one year. No teacher is permitted
to leave during the middle of the semester agotild affect the studentsducationandthe
Institution'sprogressilf the faculty wants to resign from theluties,they must submit a formal

20
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request to the HR department through the proper channel @itioath noticer pay an amount

equalto 3 months' salary.

3.7 Probation and Confirmation

x  All employees will be on probation for a period of &wnths wherthey are recruited for the

posts.

x  During the period of probation, the employees will be assessed on their performance.

x Deficiencies in the performance will be notified to the employee concerndueéhe will be

advised suitably by their respective HODs to correct / rectify the same.

x If, in spite of the advice, to improve his/her performance, he/she continues to be deficient in

work and if the extension of the probation period is not recommended, the services of the

employee will be terminated without notice.

x If the performance is satisfactory, the employee will be confirmed in the service of the

Institutionafter completion of the probationary period

3.8 PersonalFile

A personnefile shallbeopenedor all employeesThepersonnefile shall containthe following:

1.

© © N o o bk~ 0N

Applicationof the candidate

Bio-data

Aadhar/Parcard

Written commentsof referenceif any

Appointmentorder/ Contractletter

JoiningReport

JobDescription

Personatetailsof employeedike permanent/currergddress/bloodroup

Relievingletteror experienceertificate fromthe previousemployeror lastemployer

10. Lettersof annualsalaryrevisions& copiesof performance appraisal

11.Two color passport sizphotograph

12.Memos

order/terminatioon Disciplinarygroundsetc.

13.Resignatiord Contractterminationletter

14.Leave letter for long leave/study leave

15. Higher study, permission/sponsor/ NOC letter
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16. Exit interview
3.9 Identity Card
The Admin (or) HRMDepartment will issue these cards to new staff within 3 days of joining
the organization. Athe time ofcessation of service, employees are required to return their Identity
Card to theorganizationwhich shouldbe promptly destroyedy Admin or HRM. HRIC maintains
aregisterfor issuingIlD Cards All teaching and notteaching staff must wear their i&ards while

on college premises.
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SECTION 4
SALARY POLICY
4.1 Salary
4.1.1 BasicPayand Allowances
a) MAMCET shall pay wagesincluding allowancesto its employeesas specified in their
appointment orders.
b) Monthly salary shallbe directly depositednto the HP S O R bEnK &c¢ountor by cheque
on the lastvorking day ofeachmonth.

c) Monthly salary pymentsshallbe madeafterdeductiongequiredunderstatutory provisions.

The components of the Gross Salary for ezmaployee at MAMCET are as follows:
¥, Basic
¥ HRA
¥ Conveyance
% Medical
Y2 PF
¥, Specialallowances
% Incometax (wherever applicable)
% PFdeductions ardoneas per théaw

a) Attendanceand Salary Cycle
The attendancdor preparationand releaseof salaryis takenevery month The salaryis

preparednonthly with referencéo theattendance records of eagimployee.

b) Full-Time Employees/Contractual Employees
The attendance taken into consideratiorttiepreparation of Salary for a monthfism 26"
of the previous month to 25of the present month. The salary is also reledsased orthe

attendanceycle.

c) Visiting Faculty:
Remuneration is fixed per sessiand will be released based on the number of sessions
conducted. Payment will be made either at the end of each session or after the completioni of

the entire session.
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d) Salary Policy.

1. Pay Scale: The pay scales for various teaching positions will follow AICTE norms,
commensurate with qualifications and experierfggitable dearness allowance (DA) and
House Rent Allowance (HRA) will be paid tioe faculty who are in time scale.

2. Consolidated Salary: Neteaching staff will receive a consolidated salary at the time of
joining until regularization. Notteaching faculty are also eligible for pay scale as per their
eligibility. Salary fixation depends on the position, qualificati@rs] experience.

4.2 Increment Policy
a) Annual Increment:
Everyemployeas eligible for asalary incremengvery year, based on tecommendations
of the Headof the DepartmentThe recommendationare based on thdaculty performance
appraisalreviewedby the scrutiny committee an@rincipal/ Registrar Annual increments, in
general, will be paid in December of evealendar year.The annual increase is applied based
on the employee's start date, excluding any periods of Leave on Loss of Pay (LLP). LLP time
does not count towards the salary increase, and it doesn't accumulate over time.
Increment will be given as follows
x If thedateof joining falls betweerl to 15, incrementswill begiveneffect,from 1stof that
month.
x If the date of joining falls between 16 to 28, 29, 30, 31 increments will be effect from 1st
of thenext month.
X Suitable dearness allowance (DA) and HoRsat Allowance (HRA) will be paid tthe
faculty who are in time scale.
x The DA will be revised whenever announcediyy management.
X To encourage retention of faculty, the Management has sanctioned additional D.A named
as30%$67H%" forthosewhocompleted, 6, 8, 10 yearsexclusivelyin MASTeR Gl at
therate 0f2%, 4%, 6%and 8%respectively.

Salary Revision:
b) Retention policy:
x Grantof additionalDA basednlengthof service (MASTeRDA).

X Providinga conducivework environment
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x ConductingDevelopmentalrainingprogrammesor selfandorganizationatievelopment.

x Providingadditionalchallengingtasks

X Ensurdghereis gopodcommunicatiorwithin theteamto helpstafffeelvaluedandrespected.

x Providing ampleoromotionalopportunities.

4.3 Payroll Deductions

X Incomexax, Professional tax and contributory provident fund are deducted wherever
applicable. All other deductions will be notified to the employees. Employees are not allowec
to commit any deductions from saladyrectly to any outside agency / bank / financial
institution / ceoperative society, etc without explicit written permission by the Management /
Principal.

X Income-tax: All staffmustpresentheirdeductiorschemeo theAdministratian by the end of
February, and final proof for savings by the end of December of each calendarfyesize

tax deducted at sourder theyear.

4.4Provident Fund +CoveragePolicy
x Staff members with a basic pay of less than Rs. 15,000 per month are covered by Jhe
Employment Provident Fund scheme. Both the management and the staff will contribute 1

of the staff's basic salary each month.

4.5Group insuranceschemefor employees:
x All teachingandnonteachingstaff andstudentsare providedwith a groupinsurancescheme

with lifecoverandaccident coveup to4 Lakhs.

4.6 Welfare Measures
The following are the services benefits and welfare measures extended to the staff of fhe
college:
1. 3D\ UHYLVLRQY DUH EDVHG RQ WKH LQGLYLGXDOTVM 3F
2. Employment Provident Fund scheowversselected staff
3. A Group Insurance Scheme is offered to our Staff menaretstudents.
4. Boardingfacilities areprovidedfor the drivers,scavengersandelectriciangrom the
hostel.
5. Financialassistance tthetune 0fRs.5000 is provideth caseof loss oflife of a staff
memberor their familymember forcremation
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6. A staff welfare fund has been createdssist needy staff members financially
7. Transportiee concessiofor selecedstaff and Busoordinators

8. Free boarding and Lodging for Warden / Assistant Warden post.

9. Provision of a separate Dining Hall for Administrative staff members.

10.Free Tea / Coffee is provided to the Administrative staff during both sessions.
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SECTION 5
LEAVE POLICY
LeavePolicy
MAMCET provides different kinds of leave to meet the various eventualities of its
employeesleave should be taken with proper notice so thabtbanization's workloes not suffer.
Leave shall not be claimed as a right. Leave sanctioning authorities havetheiuskscretion in
sanctioning the leave so that the effeehiaimal on the normal functioningf thecollege.

5.1Working Hours:
X The College shall function from 9.10 AM to 4.30 PM for Faculty.
X The Lunch break will be forsiMinutes and betweeh2.30PM and 115 PM

\V
—+

X Alternative Saturdays are holidays; however, some Saturdays may be working days to me
the required number of working days as per university norms

x Duringthevacationperiodall SaturdaysandSundaysareholidays.

5.2 Attendance :

X Biometric and FaciaRecognition AttendanceA record of entry and exit time is also
maintained usinghe Biometric system / HRAPP. Those going out\i@rk-relatedmatters,
needto submit theornrduty form orelse they will banarked absent fahe day.

x Staff and Facultyavesignedtheir attendance before 9.8M in the morningand before 1.30
PM in the evening

x The Standard Workweek: Since the requirements of the various operations of the brstitute
diverse, different work schedules adaptedo meet different needs. However, gtandard
workweek of theemployees is Monday t®aturday.

x Dueto someadministrativereasongaculty/staff need to workn holidaysSundaysasedon
thehigher authoritiegiecision

X No overtime chargeareprovidedto anyemployee.

5.3Permission
X Monthly, two permissions for short absencesexateeding one hour on any working day,
either after starting working hours or before ending working hours, may be granted at the
discretion of the HOD.

x If the number of permissions exceed two in a month, it will be considered atalpalfL
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If CL is not available, it will be treated agave onLoss of Pay (LP).

5.4CasuallLeave
x Casual leave of 12 days is granted per year. However, temporary and probationary staff jare
eligible for 1 day of casual leave for each completed month of service.

x Casual leave igranted based on the calendar year, from January 1st to December 31st each
year.

x Casual leave can be taken by prefixing or suffixing Sundays and other sanctioned/declajed
holidays only with the Principal's/Registrar's permission. However, Duty Leave and
Compensatory Off can be combined with Casual Leave.

X Newly joined faculty can take casual leave after their first month of work.

x Essential staff are permitted 6 days of casual leave per year, with weekly off given to drivejs,

scavengers, attendants, and electricians.

X Security and warden staff are given two days off each maritith cannot be accumulated.

5.5Study Leave / Leave to attend QIPs

x Faculty members may be granted study leave for higher education or to attend Qualit

<

Improvement Programmé®IPs) and internships at the discretion of the Principal.

5.6 On-Duty (OD)

x Faculty members can take up to 10 days per semester as remunerativy ¢@D) for
academic purposes, but they must get prior approval from the Principal and a recommendatign
from the Head of the Department.

x All staff members must submit am-duty form, which needs to be approved and signed by
the Principal.

x Proof of the OD must be given to the college office within two working days. If the proof is
late, it will be counted as leave for that periidhe proof is not available, the sanctioning
authority will decide the validity of OD.

a) TeachingFaculty:

X On duty for exams: Remunerative on Duty (ROD) of 10 days per semester. An attendange
sheet must be produced after the duty.

X Onduty for research: 1 day for comprehensive viva and synopsis, and 2 days feocéva

presentation. An attendance card must be produced after availing it.
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x On duty for FDP, workshops, and conferences: 7 days per semester. An attendance sheet and
certificate must be produced after availing it.
x However, faculty members in charge of NSS and similar activities can avail more than 1(

days of on duty, based on need and necessity, with prior intimation and approval from th

W

Head of the Institution.

b) Non - Teaching & Admin Staffs:

X On duties for admin staff will be provided for official work only. Every admin staff member
availing on duty must submit the OD form to the HR Department before taking the on duty ol
get proper approval from the Registrar.

X However thefaculty membersvho arein-chargeof NSS/ NCC, etc.,canavail morethan10
days based on the need and necessities with prior intimation and approval from the Head ¢f

theinstitution.

5.7 Maternity Leave
x Women employees who have worked for more thany®ass are permitted to take maternity
leave for up to six (6) months with one month's salary.
X Maternity leave salary will be provided only if the faculty rejoins the service after taking the
leave.
Paternity leave
x All male staff members are eligible for 3 days of paternity leave to support their spouse during

delivery.

5.8 CompensatoryLeave

x All employees are eligible for compensatory leave if they worked on an official holiday,
provided they obtain prior permission from higher authorities.

x Faculty and staff can accumulate and use compensatory leave within one year from the date
it was credited, without it affecting their academic work. However, it cannot be applied if
they have already received remuneration for the work.

X Applications for the credit of compensatory leave (CPL) should be submitted the next]
working day following the holidays.

X The calculation of CPL is based on their chatknd checlout times recorded in HRAPP.
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5.9Leaveon Lossof Pay (LLP)
x If an employee has no leave available, they may request leave on Loss of Pay (LLP) under

exceptional circumstances. Special permission is regtaradail LLPfor more than 7 days.

5.10 Vacation
X In addition to other leaves, teaching staff and technical support staff are eligible for vacation

x Faculty members with one year of experience at MAMCET are eligible for five weeks of

v

vacation per year. Three weeks will be given during May/June, and the remaining two week
during November/December. However, the vacation period may be reduced as needed.

x Faculty with less than six months of service are not eligible for vacation.

x Technical and support staff are eligible for two weeks of vacation. The college has the right
to prevent any staff member from taking a portion or all of their vacation if their services are
essential during that period.

x Drivers, scavengers, security personnel, wardens, and electricians are not included in thhe
vacation policy.

x Vacation leave should not be prefixed or suffixed with CL, CPL, LLP, or ODs.

x If anyone does not rejoin after the vacation period, the salary for the vacation period shall be
deducted.

x All faculty and staff should complete all academic and administrative work before taking
vacation. The vacation form should be submitted to the office after being recommended by

the HOD and approved by the Principal.

Eligible Criteria for Summer VacationLeave& Winter VacationL eave

Eligibility
Teaching Non- Teaching
Days SVL WVL Days VL
0 - 90 days 0 0 0- 180 days 0
91-180 days 7 0 181- 365 days
181- 365 days 14 7 365+ days 14
365+ days 21 14
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5.11Absencefrom Duty due to Bandh etc.
x MAMCET does not support bandh or hartal as legitimate means of protest, so no special

leave will be granted to staff on these days. However, this is subject to the Management's

decision.

5.12Remunerativeon duty (ROD)
x Staff who havenot completedé monthsof continuousservicein this institution but have
outsideexperiencareeligible for ROD (for examinatiorpurpose®nly)

X ButsuchROD days willbedeductedrom thenumberof daysof theirvacationleave.

5.13Pandemicdiseasebkcontagiousdiseaseseave
X Maximumof 14 days per academyear carbeavailed.
x Full salarywill be permittedwith salaryupon submissionof properdocumentgMedical

certificate,hospital bills etc.,)

5.14Medical Leave
X Medicalleavewill be permittedwith salaryuponsubmissiorof properdocumentéMedical
certificate, hospital bills etc.,)
X Maximumof 7 daysperacademigearcan beavailed.
X The Managementeserveghe right to sanctionor rejectthe medicalleaveandit depends
uponthe reason under whit¢he leavewas takeror applied.
x The medicalleavewill be approvedasedon the sicknesgsurgery /accident/ contagious

diseases.

5.15Marriage Leave
x All staffteachingNon-teachingmembersareeligible for marriageleave.

Eligible Criteria

SINo. Years of Servicein MAMCET No. of Holidays with pay
1. | Lessthanoneyear 3 Days
2. | 1to 3years 5 Days
3. | 3and more 7 Days
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5.16Restricted Holidays

x All teaching and notteaching staff members are eligible to take 2 days of Restricted Holiday

5.14Norms for Availing Leave:

X

X

(RH) per year. However, this is limited to a maximum of 10% of the department's strength!

at a time.
SI No. Restricted Holiday

1. MasiMagam
2. MahaSivarathri
3. GreatThursday
4, First Day of Ramadan
5. | 27" Day of Ramadan fasting
6. Varalakshmwiratham
7. Onam
8. All souls day
9. VaikuntaEkadasi

10. Avani Avittam

11. Aadi Perukku

12. Deepavaleve

13. Karthikai

14. Miladinabi

15. Christmaseve

16. Newyeareve

Casual leave (CL) can be accumulated and taken within the calendar year.
If holidays fall in between consecutive CL or Leave on Loss of Pay (LOP), these holidays
will be included in the calculation of CL/LOP.

Consecutive CL should not exceed 3 days, including holidays.

CL must be used within the calendar year and cannot be carried over to the next year.
Security staff are not eligible for any kind of leave other than 2 days off per month.

All leaves should be taken with prior permission with higher authorities.

In case of emergency, CL must be communicated through email to the HGICandhe
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Principal. Leave forms should be submitted to the office before 3 pm the next day, or the)

will be considered as LOP.
x The Management reserves the right to approve or reject leave (LI, CL, CPL, Permissior
OD, RH, etc.) based on the reason for the leave.

X Absence without proper intimation will be considered as LOP.
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SECTION 6
BENEFITS AND INCENTIVES POLICY
6. Higher Studies
6.1Full +Time mode:

X Study leave for acquiring a Ph.D. from a university is admissible only to faculty members
who have served not less than 3 (three) years in MAMCET. However, under special
situations, the service period requirement can be waived at the discretion of the
Management.

X Requests for issuing Bonafide certificates or No Objection Certificates for pursuing af
Ph.D. must be submitted to the Head of the Institution for approval.

x If a faculty member takes three years of leave without pay, they must serve the institutiof
for a period of 2 years from the completion date of the Ph.D. program.

X For FultTime Ph.D., the number of sponsorships is limited to one per department per

year, not exceeding a total of six sponsorships for the entire college.

6.2Part xTime mode:

x Parttime Ph.D.studies at a university are permissible.

X Requests for Bonafide Certificates or No Objection Certificates for pursuingrpart
Ph.D. must be submitted to the Head of the Institution for approval.

x No OnDuty (OD) will be granted until all formalities for the registration of the Ph.D. are
completed.

X On-Duty (OD) for 1 day per month (preferably Fridays, Saturdays, or any other day
depending on the availability of the Research Guide) will be granted.

X On-Duty (OD) will also be granted for attending Doctoral Committee (DC) meetings.

x OD for 3 days will be sanctioned for attending \\Wace examinations.

X For other activities like attending workshops, seminars, conferences, etc., OD will be
granted as per existing norms.

x There is no limit on the total number of persons sponsored under thErRannode for
Ph.D. studies.

X Promotion and other benefits after completing the Ph.D. will be given as per norms.
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6.3 Increment during Higher Studies:

x Faculty members pursuing Ph.D. in Fithe mode will have their annual increments frozen
since they are not involved in teaching work during the study period.

x Faculty members pursuing Ph.D. in P@ame mode will have their annual increments
sanctioned as usual because they are engaged in teaching work even during the study peyiod.

x For the computation of "Total Experience," the study period will be included regardless ¢f
the mode of study for Ph.D.

6.4 SpecialTraining

x Facultysponsoredor specialtraining including FDP, STTP, Internships,and Sabbatical:

x StaffmemberganattendWorkshopd ConferencesSDP/FDPprogramméoothoffline and
onlinemodewith 32 1'8 7 <~ without affectingtheirregularacademic schedule.

x If the Faculty participates in two weeks FDP (onegmmnester) One week will be on duty
andtheotherweek shall bedjusted with theivacation.

x Facultyattendingtraining or internshipsat premieracademidnstitutes,industrieswith or
without stipend for more than two weeks need to servert@ution for at least one year
and has talisseminate the knowledge to minimum of 3 department faculty and at least 30
studentsaandsubmitrelevant report tthe Head ofhenstitutions.

x Faculty attending special training or internships nmstiuce outcomes, such as projects,
patents, publications, or fund generation through FDPs and seminars, within one yearjto
avall of their FPMS credits. As staff joining MAMCET, they should be fully aware that if
they attend any special training, workshamsfaculty development programs sponsored by
the management, they are required to serve a minimum of two semesters from the date of
the program. If they fail to do so, they must repay the cost incurred to the managemen]at

the time of theideparture

6.5 Travelling Allowance and DA
x Faculty members who have completed six months of their probationary period are eligible
to claim TA/DA for official work.

X TA can be claimed for official visits within the country by eligible staff.

x If their own vehicle is used, actual fuel expenses will be reimbursed upon submission o
the fuel bill within three days.
x Daily Allowance (D.A) will be paid, subject to management approval.
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6.6 Registration feesfor workshop/conference
X The registratiorfee will be sanctioned to the maximum of Rs.1500 per conference (two
peryear) fortheNational Conference and International Conference for the first author with
MAMCET affiliation. (Secondauthor,if theguideis the firstauthor).
x Registration fees will be sanctionedamaximum of Rs.1000(per year) fothe Faculty
development Program / Workshop / Seminars on submission of supporting documentsg.

(Registratiorform, handouts, certifica@ndattendance)

6.7 ResearchFunding, Patents and Publications
Benefits
6.7.1 ResearchFunding Policy:

x For the developmentof academicsthe Institute encourageghe Faculty membersto
improvether skillsin theareaof ConsultancyApplying FundingProposal#: Patentsand
Registeringor Higher Educationand Journal Publications.

X The Institute supports the deserving Faculty members financially for their improvemen
andmotivates them to be updated with the current trends in technology and society. Thl

Institutebelievesthat if afaculty is not updated, then the faculty is outdated.

6.7.2 Consultancy:
Therevenuegeneratedor suchconsultancyworksis shared aper thebelow table,

College Share of | Faculty in charge | Staff share of
S:No Category revenue generated Share of revenue revenue
Knowledge sharing
1 |(College resources nof 40% 50% 10%
utilized)
2 College resources 60% 30% 10%
utilized

Terms & Conditions:
X The consultancywork will be carried out under the head of M.A.M. College of
Engineerig & Technology
X The revenuegeneratedwill be depositedin the Institution account. The Institute
will providethe chequeo the respectivéaculty at the enaf everyconsultancywork.
X The consultancywork must be done in correlation with an industry and student

participationis compulsory.
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6.7.3 Patent:
x The patent must be registered irrevocably in the name of MAMCET, with the researcher’
name prominently featured as the inventor.
x Commercial aspects will be mutually agreed upon between the Institute and the
researcher. The Institute will cover registration charges, up to a maximum of Rs. 10,000
(up to Rs. 2,000 for national patents and up to Rs. 10,000 for international patents).

6.7.4 Research Ending

X Research funding may be obtained from various agencies including AICTE, DST,
ISRO, DBT, TNSCSTUniversities, Institution, and othexgencies under different
schemes.

X The incentive for receiving research funding will be based on the arsaoctioned.

X To receive the incentive, the Principal Investigator (PI) andn@estigator (CI) must
submit a detailed report through the Head of the Department to the Principal/Directon
for consideration. The report must be thoroughly scrutinized before submission.

x If the project does not have a-@Quvestigator (Cl), the entire incentive amount will go

to the Principal Investigator (PI).

No Category Name Percentageof Share
R Hrundi dFunded | Principal .

1 egearc Hndingandunae nnupa 6% of theReceivel Fund
Projects Investigator
R rchrundingandFun . :

2 es_eac undingandFunded Co-Investigator 4% of theReceivel Fund
Projects

Actual cost incurredo establis
thefacility/procuremenfrom
theallottedfund

3 ResearchrundingandFunded | Contributionto
Projects Institution

6.7.5Journal Publications:
X In every department, faculty members are assigned targets for paper publications arjd
attending conferences, both National and International, every semester.

x Faculty members who achieve their targets are appreciated with incentives and arp
elevated in hierarchy within the department. The incentive schemes for journal publicatior

are as follows:
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S.No Criteria Authorl Author2 Author3 and above
1 SCI Indexed Rs. 5000 Rs. 3000 Rs. 2000
2 Scopus Indexed Rs. 3000 Rs. 2000 Rs.1000

6.7.6 Publication of Books:

\v

x Faculty members who have taken efforts to write and publish books or monographs ar
encouraged and incentive will be given to the faculty member as indicated below.
9 Full book renowned international publisher. 8,000
9 Full book renowned National publisher.R9H00
9 Contribution renowned International/National Publisher R300/Rs 500 of
chapters
X Monographs National level/International level. R900
X Professional societies news letters B0 incentives will begiven

x Article in Technical Magazine R$,000f incentives will be given

6.7.7 Terms & Conditions:
x Journal paper must be in the affiliation of M.A.M. College of Engineering & technology
X Published paper must have year, Volume no and Page no.
X Impact Factoshould be available in the front page of the corresponding journal website.
X To receive the incentive the corresponding faculty must produce the hardcopy of th
published research paper/book chapter/textbook and proof of Impact factor and Index il
Scopus/SCI

x If the paper is contributed by more than one author (all authors are working in MAMCET,

the credit points will be shared by all the authors equally.
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SECTION 7
TRANSPORT FACILITIES
Transport facilities policy

x Transport facility isavailable in and around Trichy, as well as from outside Trichy at
designated hubs decided by the management.

X Using college transport is optional. It is advised for those who need it and agree to abidg
by the college transport rules.

X The transport fee should be paid at the beginning of the year in the Administration Office

x Transport charges will be notified annually and are subject to change based arsfuel
and other operating costs.

X Late arrivals are not entertained at boarding or dropping points. The main stage waiting
time is 5 minutes, and for all other stages, it is 3 minutes.

x Buses will reach the college premises by 8:50 AM and leave4BPM every day.

X The college reserves the right to change, alter, or amend any of the above rules at any
time, and these changes will be binding on the students.

x Existing staff membershould pay 50% of the bus fees for usage of less than 15 days

(one week) and the full bus fare (100%) for usage of more than 15 days.

SINo. Cadre Salary % of concessior|
1 Teaching - 0
2 Non-Teaching Lessthan Rs.10000/ 100%
3 Non-Teaching MorethanRs.100004 50%
4 BusCoordinators - 50%
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8.1Purpose& scope:
Businesseasons of College/ require employees to travel across or within respective cities

This facility will be extended to all eligible employees, who need to travel for official purposes of

the Colleg.

8.2Local travel:

Local businesdravelis definedasofficial travelwithin thecity limits.

8.2.1Eligibility for reimbursements:

Actualkmstravelledwill bequalifiedfor reimbursement.

8.2.2Employeeusing their own Vehicle:

The employeédiasto maintaina log bodk andclaim reimbursement onde amonth.

X

X

X

Band wise list:

SECTION 8
TRAVEL POLICY

Two Wheeler: Rs. 8fper km travied

FourWheeler: Rs. 14/per km travled

After proper checking of the (to and finp distance, the amount will be provided
with  supporting documents and needs approval from the
HOD/Manager/Leadership members.

After getting approval, it will be forwarded to the accounts department for further

processing.

Designation Band
SeniorLeadershipream Band5
HOD/Professor Band4

Manager/AO/AssdProf/AsstProf/PED | Band3
Librarian/Officestaff/Technicabtaff Band2

Attender/Driver/Security/scavenger | Bandl
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8.3 Travel Bookings& ExpenseSettlement(Out Station):

8.3.1Approval for official Trips: For official trips, employees must obtain prior approval from
the department head bigher authorities using the travel requisition form available in the HR
Policy under travel policies.

8.32 Bus/Train & Flight Tickets: All travel tickets (bus, train, and flight) will be booked by the

Transport Departmefiity the employeeTravdling allowancewill be based on the employee's
grade as specified below.

Travel Eligibility
EmployeeGrade| Mode of transport Class
Band5 Flight/ Train Economy/ First Class
Band4 Train/Car ThreeTier AC
Band3 Train Firstclassnon- AC
Band?2 Train Train/Bus/Sleeper
Bandl Train Train/Bus

Note: If the ticketsarenot availableasper theeligibility, will book the next availablelass.

8.3.30wn Car: Employees can claim Rs. 14/er km and toll charges, subject to the submission
of original bills at the time of reimbursement. If supporting bills are not provided, the reimbursemen|
may not be processed.

8.3.4 Taxi / Rentedcars. Employeecanclaim reimbursemenof thetaxi fareincurredonly against

submissiorof taxi receiptprovidedby the taxi agency.

8.3.5 Overnight boarding and lodging allowance Employees are required to use thstitute
arrangedacilities. Hotel reservations will be made by the Transport teaampioyeeshemselves
based on employee grade and hotel availabigimbursement will be entertained strictly against
the production of bills. Bill or eligibility amount whichever is less, will be reimbursed.
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AccommodationEligibility (excludingtaxes)

EmployeeGrade Tier 1 Tier 2
Band5 Rs.5000/ Rs.4000#
Band4 Rs.2500/ Rs.2000#
Band3 Rs.1500/ Rs.1000¢+
Band2,1 Rs800+ Rs500+

Tier 1 Cities: ChennaiBangaloreHyderabad, MumbaDelhi, Kolkata
Tier 2 Cities: Trichy, Pune CoimbatoreMysore,AP andother2 Tier cities

Note: If eligible categoryroomsarenotavailable, willbookthe nextavailablecategoryrooms
x,l| bQ HPSOR\HH vWD\V DW D UHODWLYHYfV RU IULHQGTM KF

to claim 50% of their local conveyance for commuting to the office or the accommodation

place.

8.3.6 Boarding limits: Employeesanclaim perdiemamountasperthe eligibility.

Outstation Boarding Expenses
EmployeeGrade Eligibility per day
Tier 1 Cities | Tier 2 Cities
Band5 & 6 Actual Actual
Band4 Rs.750/ Rs.500+
Band3 Rs.600/ Rs.400/
Band2 Rs.400/ Rs.300/

Perdiemis a fixed amountpayablefor the respectivegradeper day. Employeesneedtosubmitall
bills.

8.3.7 Conveyanceexpenses
Commutingto bus standrailway station airports,andhotelcanalsobe claimed as per theelow

mentioned eligibility.
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ConveyanceExpensedrom Bus/Railway station

Employee Eligibility
Grade Tier 1 Cities Tier 2 & 3 Cities

Band5 & 6 | Arrangedby Instituteor asperactual | Arrangedby Instituteor asperactual

Bandlto 4 | Actualon submissiomf bills Actual on submissiomf bills

8.3.9 Advanceand Travel Statement/Settlement:

x Employees are eligible for a travel advance, subject to gpproval from higher authorities
or the HOD, provided the request is made at least 3 working days in advance of the travel
date.

x If the employee does not undertake the journey, the travel advance must be returned to the
company within 2 working days; otherwise, necessary deductions will be made from the
salary.

x Employees should submit their travel expense statements within 7 working days from the date
of return from the official trip; otherwise, such claims will not be entertained.

X Thetravelingexpensestatemenshouldbecarefullyfilled andthedetailsshouldbelegiblefor
records. The travel expense statement is required to be submitted with the supporting

documentsn original if any.

8.3.10 Travel requestprocessingtime (ticket booking):
X Bus/ Train Tickets:Minimum 4 daysin advance
x Flight Bookings:Minimum 7 daysin advance

x Car: Minimum 1 or2 daysin advance
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SECTION 9
STUDENT SUPPORT POLICY

9.1To Ensure Quality Academic Support:

X
X
X
X
X

X

Academic activities as per Calendar of Events

Regular academic audits to ensure quality education

Library with print and digital learning resources

6WXGHQWVY VFKRODUVKLSV ! &U IURP *RYW DQG 0%
Proctor system tmentor students

University rank holders are acknowledged with gold medals.

9.2 To Provide Good Non Academic Support:

X

X X X X X

X

xX X X

Group insurance cover for all students

Platforms to nurture students' literary, cultural, and sports talents

Excellent support foplacements, training, and entrepreneurship

Provision of RO water and canteen facilities

Hygienic and highguality food and amenities in hostels

Reliable transport facilities, 24/7 security, and CCTV surveillance

Commitment to artdiscrimination and equal opportunity

Protection for students under the institution's sexual harassment anagaitig policies
Sponsorship for outstanding students to join professional societies

Opportunities to visit [ITM Research Park and membership in the Build Club IITM Researc
Park
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SELF DECLARATION

| hereby declare that | have fully read the HR policM&MVCET andunderstoodhepoints
mentionedand| assurehat| will abideto the policy with fullest cooperatio to the best of my
knowledge.
Date:

Place:Siruganur Signature

Name:

Mobile Number:

Department:

Designation:

Dateof Joining:

Principal Registrar
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RECEIPT AND ACKNOWLEDGEMENT FOR EMPLOYEE
HR POLICY

This is to acknowledge that | have received a copy oMABICET HR policy, dated,. This HR
policy sets forth the terms and conditions of myemployment as well as the rights, duties,
responsibilities and obligations of my employmentwvite College.l understandndagreethatit

is my responsibilityto readandfamiliarize myself with all of theprovisions of théHR policy.

| understand that provisions of this HR policy, the college reserves the right to amend, modify,
withdraw, deletesupplement or add to the provisions of this HR policy as it deems apprdpmnate

timeto timein its sole and absolute discretion.

| understandthat nothing in this HR policy createsor is intendedto createa promise or
representation afontinued employment and that employment at the College is at wiigvgture
belowcertifiesthatl understandhattheforegoingagreemenon atwill statusis thesole andentire
agreementbetweenthe College and myself concerningthe duration of employmentandthe
circumstancesinderwhich my employmenimaybeterminatedlt supersedeall prior agreements,

understandingand representatiorm®ncerning myemployment witlthe College.
Date

Signed:

(Employee)

Signed:

(Hiring employer)

(Note: The 35 (& (, 3 AND ACKNOWLEDGEMENT FOR EMPLOYEE HR 32/,&<’

statementabovemust be separatedfrom the HP S O R topidf Meir HR policy, and placedin
the HPSOR\HasHml file. The college upon receiving the 35(&(,37 AND
$&.12:/('*(0(17 )25 (03/2<(( +5 32/,&<" VWDWHPHQW IURP WKH
should make a copy ofthe receipt and return copyback to employee.)
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