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h.1.2 The effective leadership is visible in various institutional practices such as
decentralization and participative management.

The institution strongly believes in transparency. quality, participative leadership and
delegation of power at various levels. Aditva college of Engineering believes the culture
of participative management in all academic and non-academic activities. Hereunder
Institution Organogram, Varous Body /Cell /Commttees constituted and thewr functions
and Institution Policy manual are attached.
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The effective leadership is visible in various institutional practices such as
decentralization and participative management

Coverning Body:
The Governance Body meets once in six months and interacts with industry expernis, faculty.

students and corporate to understand the improvement arcas and rmsc the level of knowledee
delivery ot Aditys College of Engmeering with the assistonce of faculty members and
admmistrators of the Institute. The Chainman, Vice-Chairman and Secretary are the
functioparics who take the responsibility of implementing the policy decision of the
snverning body,
¥ (joverning body members are reguired 1o respect the confidentiality of sensitive
information held by the Institute,
¥ The Govermng body will comply wiath detailed tendering and purchasing procedures
as well as complying with prescribed levels of authority for sanctioning . any
expenditure,
¥ The Members are required 10 use thair reasonable endeavors 1o attend all governing
body mectings.
+  Governing body will guide and monitor the Instirute while fultilling the objectives.
¥ All the Tnstitute activities and recommendations of the Academic Commillee arc
reviewed.
¥ (overning  body  approves new  courses'programs  ‘certification  programs
recommended by the Principal.
¥ Recruitment process for TeachingMNon-teaching shall be approved by the Governing
body with the policies laid down by AICTE/UGC/State Government/University etc.
¥ Governing body approves the annual budget of the Instituie while considenng all the
TI:‘I'.'|1.'IiI'IfI'I1I'_'I'I|'_'1..
Principal:
Principal 15 responsible for overall admanistration and academnie function of the instilution in
keeping with policies of the management as well as mandatory regulations of the related
authorities. The Principal has the executive powers t© administrate the academic, non-

academic and other functions based on the guidelines preseribad.



The Principal of an Institution should alwavs be honest, fair, objective, supportive, and
protective and faw abiding. Besudes, the following trants are expected from the Principal. He
has w
* Chalk out a policy and plan to execute the vision and mission.
¥ Promete industry-instination  interaction and inculeate rescarch and  development
activitics.
« Ensurc that the statt and students are aware of rules. policics and procedures lay down
b the collese and enforce them.
 Recommend and foreard communication to the authorities.
* Monitor, manage and educate the administration of the institution and take remedial
measures / actions based on the stakcholder’s fecdback.
¥ Execute any other qualitative and guantitative work for the welfare of the mstitution,
* Empower the staff and the students to reach their maximum patential.
*  Exhibit outstanding strong leadership skills with the high integrity.
Dean (Academics & Administration):
The Dean ( Administration & Academicsh has g key role o play in all academic matters o
tone up the academic performance of all the departments and the overall qualiny and
standards of the students and enriching the skills of the staff members.
¥ Agsist the Principal i all matters of scademic activities.
¥ Prepare all reports | documents [/ wnite-ups that the institution has o prepare for
spegcihic purpose or help the Prancipal in all such matters.
¥ Responsible in making pertodic assessment of Teaching faculiy & Saff particularly
the new entrants and submit a report with suggestions | remarks o the Principal.
*  Accountable for the academacs & the admmistration of all the departments,
¥ Evolves new strategies and action plany, myvobving the HODY concerned, for the
development and the quatity improvement ol the deparimint.
¥ Responsible for computing the manpower requirements as per work load norms of the
department along with the HOD and recomméend the sl requirement 1o the Principal
on an ongmng basis.
v Expected to interact with students periodically, review the student performance in the
miermal and end semester examinations. regulamy in attendance. and monitor géeneral
discipline of the students inside the campus and take appropriate corréective or

disciplinary action in consuftation with HODs,



¥ Monitor the functioning of cach depanment under his control, and act as a strong
mlerface between the Principal and the Head of the department in implementing
policics and programs lormulated from tme 1w tme (or improving the guality
cffectivencss of teaching - leaming process.

¥ Any other responsibility yiven by the authorities from tme 1o time.

Head of the Department (Hold):
HoD is responsible for the smooth lfunctioning of all the depariment level activities and
responsible for preparing curriculum and steategic plan pertaming to the department.

* He shall adhere 1o the Policies and Procedures governed by the Academic committee

and ensures guality practices in therr departments. Monitors  the  academic
schedule/attendance syllabus completion/Internal examinations.

* Monttors the requirements in laboratories and prepares budget proposals for purchase.
He conducts reeular faculty meetings and submits the minutes of the meeting o the
Principal.

Various Committees/Cells Clubs:

For administrative convenienee a number of commitiees/Cells/Clubs have been
constituted to look inte varous aspects of the college administration, development

and student & staft affairs. The list of such committees™ is mentioned here under:

SN0 Mame of the bl g.-.-'uel Feomminee constiiuied

| Internal Ouality Assurance cell

2| Academic Adminisirative Andit Commities

Academic Commitiee

Cumriculum Commiltee

Admissions Committes

Career Guidance Cell

3
4
5
3 Examination Committes
5
8

__ | Industry Institute Partnership Cell
9 | Macement & Tromimg Commitiec

10| Library Committee
| ] R&D Committee
1.2 Entreprencurship Development Cell

13 | [iseiplinary Committes

14 Anti-Ragging Commattee

|5 Waornen Cinevances & Equal Opportunity Cell
6 | Grievance Redressal Cell




17 . Prevention ol Sexual I_Iarar‘.s.nm_m ('_u_ll
| & {_'11ur|s|:|ing Commitiee
19 | Smdents Council

Hi Culiveal Commmites

21 Sports & Games Commiltes

23 | Alumni Commifiee

24 Central Purchase Commuttee

23 | Hostel Commituee
26 Mas Comomtes

27 | Website Committee

2 | Canteen Coammiiiee

29 Transport Committee
30 Health Club

3 Eco Club

32 Ethics Conmmitiee

Functions & Responsibilities of Yarious Committecs:
Internal Quality Assurance cell

Inteinal Quality Assurance Cell {IQAC) aims at continuous enhancement of guality in
weaching-learning process. Internal quality cell is headed by the IQAC coordinator appoinied
by the Principal

Functions & Responsibilities:
»" Keeping the vision of the institution in view the cell advises on the following issues,

¥ Deyvelopment and application of quality benchmarks/parameters for viomous seademic
and adnumistraiive activiiies of the mshiution.

v Arrangemcent for feedback response from students, parents and other stakeholders on
gualitv-related institutional processes.

* Optimization and mtcgration of modem methads of teaching. learning and evalnation.
¥ Introduction of Add-on Courses,

¥ Wellare schemes for stafl and students,

¥ Research and comsultancy,

¥ Promotion of culture and Heritage of Tndia.



¥ Urganizing scminars, conferences and workshops at different lovels

¥ Extension and up gradation of Classrooms and Laborsories,
Academic Administrative Andit Committes
The abjective of the Academic Administrative Audit Committee is 1o enhance the efficiency
of learning and teaching. It plavs a key role in the smooth functioning of classes.
cxaminations, other activitics like setting up the curriculum, training and placements. The
comtmtiee’s responstbility ncludes organizing guest lectures by esteemed personalines from
the industry, conducting workshops and organizing events- orientation, programmes.

Functions & Responsibilities:

¥ To review advice on and develop policies on assessment for learning, teaching and
fearning quality.

¥ Toreview and formulate policies to enhance students™ learning motivation,
¥ Te decide the subjects offered and the mumber of lessons for each form.

* Toreview and formulate policies to cater for student diversity.

* To momitor and following up students leaming outcomes.

* To mtroduce and promoting different teaching methods.

¥ To s¢t up academic reward systems,

¥ To promote academic activities and creating an atmosphere of learming.

¥ To record students personal data and other learning experience records systematically
o belp students pursue further studies or develop thewr career.

* To enhance wacher’s developmemt  through  helding  differem  professional
development activities and orientations.,

*" To enhance the teaching efficiency through perfecting the appraisal system.

¥ Make regulatnons reganding the admission of students to differemt programmers of
study in the college keeping i view the policy of the Governmenl,
¥ Muke regulations for sports, extru-curricular sctivitics, and proper maintenance and

functiening of the playgrounds and hostels.

* Recomimend to the Governing Body proposals for institution of new programmers of
sty

¥ Recommend tw the Governing Bodv mstitution of scholarships, swdentships,
fellowships, pnzes and medals, and w frame regulations for the award of the same.



¥ Advise the Goveming Body on suggestions(s) pertaining to academic affairs made by
it

¥" Perform such other functions as may be assigned by the Governing Body.

Acaidemie Committer

Academic committee is centralized { Institute level) committee responsible for reculatinzand
implementing different academic activities and it is headed by Convener along with all Heads
of the Depariment and the representative from each department acts as Departmental

Academic Coordinator is the member of Academic Commitiee.

Functions & Responsibilitics:

The followings are the dutics of the academic committes in order to enhance the efficiency of

learming and teaching process.

¥ To review advice on and develop policies on assessment for learnimg, leaching

and learning quality
¥ Toreview and formulate policies o enhance students”™ leaming maotivation,
*  Toreview and advise elective subjects 1o be offered by the concern departments,
¥ To review and formulate policies w cater for student diversity
¥ To momtor and following up students leaming vutcomes.
Y To introduce and promate different teaching methods.
¥ To set wp academic reward systems,
¥ To promote academic activities and creating an atmosphere of learning

v To record students personal data and  ofher  leaming  experience  records

systematically to help students pursue further studies or develop their carcer.

¥ To help and support the teachers development through holding  differcnt

professional development activities and orientations.

¥ lssuing the guidelines to the depariments to organizing guest lectures by
esicemed persenalities from the ndustry and conducting workshops, orzanizing

events for the improveément of the students academics and knowledge.



*  Encouraging and enhaneing the teaching efficiency through the appraisal system.

¥  Make regulations for sports, extra-curricular activities. and proper maintenance

and functioning of the plaverounds and hostels.

¥*  To request the Governing body to encourage the best students with scholarships,
fellowships, prizes and medals, and 10 frome regulations for the award of the

SUMme.
*  Perform other functions as may be assizned by the Governing Body.

Curriculom Committee:

Cumcolum planning involves effective dehivery by providing competence, values, good
citizenry skills besides making students develop holistically and capable of leading happy and
purposeful lite to cater the national goals in tune with Vision and Mission of the college.

The IQAC conducts meetings on Curniculum planning and Delivery i the beginnimg of every
Yoar.

Functions & Responsibilities:

¥ Curniculum comnuttee along with Prmcipal and Heads of the Departments
(HOD} comducts meetings with w develop strategics for implementation of the
curriculum,
¥ FEach department head conducts departmental meeting before the class work
commencement and prepares the academic calendar as per the schedule given y
the university along with other activities like conduction of Seminars, Industrial
vigits, Guest lectures and Workshops, HOD will conduet mecting and allocate the
subjects based on vanous parameters like expenence, area of specialization and
previots resull analvsis ol the subject.
¥ Faculty preparcs course files which consist of different parameters, Academic
Audit committee wall audit the course files,
Curriculum delivery
College implements the lecture delivery by chalk and wlk, power point presentations,
video lectures’ NPTEL. animated videos, case studies, quiz, study tours, industrial visits.
College conducts Induction program and bridge courses for [st year students 1w help
them to understand fundamental concepts in their respective progeam, Vanous taining
and certification programs, add-on courses ete. are conducted to Znd. 3rd and 3th vear

students to make them mdustry. ready. Faculty mantum the course register for hoth



theory and lab classes which consists of syllabus, scssion planner, daily attendance,

lectiire

diary. weekly self-appratsal, result analysis which ensures number of penods,

topics covered, ete.

The curriculum gaps bridged through debvery in the form of content bevond Syllabus

and covered during regular classes, Guest Lectures and Workshops, Every Tortmght

syllabus completion status should be submitted by every faculty.
Admissions Commirtee:

The Admessions Committes s consbituted to deeide on the Admission related matters of
the College.

Functions and Hesponsibilities:

¥

v

Crathermg Infornmmion about the process of Admission

Reviewing and developing admissions policy and practice,

Novfying the seats avalable m  wvonous disaplines. Fee Structure,
Commencement of admission and the last date.

The admissions committee tracks the success of the admissions process cach year
by mmntaining o database of pertinent mformation on the apphcants

Provide guidance and counseling 1o paremt and students who seck admission.

Examination committee:
The Examination committee 15 an apex body of the Insttute which 15 headed by the

chief superimtendent

The main lunction of this Committee is to carry oul exanunations, publish results and award

certificates { provided by the Uiniversity) to the students who pass the final examinations.

Functions and Responsibilities:

v

To conduct Internal Assessment and Exiernal Assessment Exgminanon related all
work as per University notifications and ordinance.

Set principles and guidelines for exam policy

To notify the schedules of examination to the faculty and swdents well in
advance to prepare themselves for the exanminations.

Preparation of smooth conduct of Examinations, preparation of time - table
schedules. Invigilation duty chart, Seat allotment in the Examination halls ctc.

Assipning the duty to staff properly during examination as per duty chart



* To take decision on malproctice cases and award punishments as per the
university repilations

¥ To lacilitate the academic depanments [or smooth conduction of practical
examimation and submitting the attendance sheets and awarded marks sheets

closed envelops duly signed by the examners o the university.

ITPC (Industry Institute Partnership Cell):

HPC (Industry Instiiute Parnership Cell) objective is to develop of a strong technical
workforce that would bridge the gap between industry  regquirements and  academic
orientation.

Functions & Responsibilities:

¥ Tooffer courses on the latest developments im engineennge and iechnology o

Pracrilioners.

¥ To encourage ndustry and orgamzations tor placement and waining of students in
industiies.

¥ Toconduct industrial traiming and industrial visit for the students and faculy
¥ Maotivate the voung executives to become successiul entrepreneur,

Placement and training committee:
The Placement & Training Commitiee shall be primarily responsible for the activities
related with campus placements.

Functions and Responsibilities:
The responsibilities and functions shall include {but not limated w0} the follewings.

¥ To build confidence v students and develop night attnude i them

¥ Organize Vanous Training Programs 1o tien the students i the areas of Quantitative
Aptitnde. Lopgical Reasoning and Verbal reasening through the reputed external
tramning orgamzations and in-house trainers.

¥ To plan and implement 2 mechamsm for organizing vanoos placement aetivitics so as
to provide placements wo all the eligible candidates.

¥ To device and implement mechamsm to liaison with good companics tor recruitment
of the studenits.

¥ To organiee pool campes drive i campus or ol campus.

* To work out and execute any other activity related with the placement of the stadents.



Library Commirttee:
The Library Commitiee provides a forum for open discussion oF matters relating to the
library and its services,
The Committes will look into the matters relatmg to hibrary such as procuremient or adding
up of ttles, volumes, learming resources such as e-joumals, e-leaming material Tor the
college for the academic year.

Functions and Responsibilities:

* To frame general rules for the management of the Hbrary,

¥ To prepare annual budget estimated of the Commattee, library for submission 1o the
academie

¥ Toallocate funds, from the sanctioned annual budeet of the library, to the Depantiment
and Centre of Studies for the purchase of books, journals, and periodicals,

¥ It invites the requirements from all the departments based on revisions in curriculum
as well as students throwgh a requirement register available in the Central Library smd
m the form of feedback.

Entreprencarship Development Cell (EDC):
The ohjective of promote Entreprencurship Development Cell 15 10 promote
entreprencurship  culiure among  the students by organizing  entreprencurshap
AW ATCTIC S PO T
Functions and Responsibilities:

* Guide and assist potential entrepeeneurs in the process of setting wp, growing and
managing the new venture

¥ To create awareness on entreprencurship among the students,

¥ To deviee and implement & mechanism for creating awarcness on Intellectual Property
Rights (IPR) by motivating student ond faculties, orgamizmg workshops | semmnars on
the same.

¥ Teo device and implement a mechansm for patenting of the products or innovations
and securing the prototypes processes/products under intellectual property rights.

¥ Ta provide a platform for mieraction with entrepreneurs.
¥ Motivate students to develop their own startups

Anti-Ragging Committee:

Anli — Ragging commitiee 15 one of the key committee that will be invalved in designing
strategies and action plan for curbing the Menace of Ragging in the institute by adopting an
array of activities.

Functions & Responsibilitios:



¥ Displaying the chans and other material stating cvil namure, punishment of Ragging
und also student’s discapline.

¥ Ensuring compliance with the provision of UGC regulation 2009 at the instinute level

¥ Appoint Ant-Ragging Squads in the institation monitor and oversee the performance
of Anti-Ragging Squads i prevention of rageing 11 the instiution creation of cordial
atmosphere.

¥ To take appropriate action in case an incident of ragging 15 reported by Anti- Ragging
Squad of the institute in case of need. reporting to the nearest police station

Anti-Ragging Committee Action Procedure

i, Anti-Ragging Squad will immediately mguire and report any mcidence of ragoimg
or abetment of ragging noticed by them immedately to the head of the institute and
also to the Anti-Ragging Commifee

b. Immediate action as per the sitwation will be taken by the Institute Anti Ragging
Commuttee which may include:

1. Immedate suspension of involved students

1, Sending remforcements or any help o required.

ni. Forwarding the report of the meident w the Anb-Ragmng Commanee of the
Liniversiy.

¢. The Anti-Ragging Commitiee will examing the report and recommend appropriaie
punishment 10 University Anti Ragging Commutter for approval { Reporting of the
matter 1o the Civil Police or District Administration or loedging of complaint/FIR
will nest be done without the approval of Liniversity Ant Raggimg Committes)

e I any incident, even minor is reported. in addition 1o action taken with regard to
that mcidence the :lnti-Rugging mensures will be reviewed and .‘i.|!|.'|:!l1_Eﬂ]'H1l‘l¢1,‘|. with
mnmediate effect.

Diseiplinary Committe:

Dhsciplinary Committee consists of Senor Faculty members, drawn from all the departments,
The fellowing are the functions of Dhsciphinary Commitiee.

Functions & Responsibilitios:
* To maintain & caforce strict discipline in the college campus
¥ To enforce strict dress code among students

* To monitor the mevement of the students in the college and prevent studenis loitering
arcund in the cornidors during the college working hours,

¥ To ensure that all the students attend classes without bunking and prevent the students
from leaving the college early. Please note that no student can leave the college
without prior permission of the higher authonties (gate pass should be produced),



¥" To ensure that students maintain atmost silence in the library

¥ To mamtam proper disciphine i the student waiting room and corndors during the
college werking hours

¥ T assist the college Anti Rageing Commttee in preventing raggimg m the college
and to spread ann ragging campaign throughout the sudents community.

¥ To recommend suitabie diseiplinary sction ngainst thal student including in fact of
mdiscipline belund doubt

Ohservance of General Discipline:

¥ In order to maintain serene, silent clear and studious environment in the collepe
eampus and to meuleate discipling i the students, the following Rules and
Regulanons are formulated: Ragging (inside & ootside the college) s stnetly
prohibited as per Andhra Pradesh Government Act, 26 of ... Any such act 1s liable
lor suspension, Dhsmissal and Penal Punishment.

¥ Students should neither involve nor encourage in acts of boycotb sinke/quarrels, cte.

¥ Students should strictly follow the college timings and adhere to the dress code
preseribed by the college.

¥ Students should not possess Mobile phones in the premises of college campus. It
found, will be ceased and penalized.

v Students should wear 1.D. Card as long as they are in the college campus.

¥" Dunng the interval and lunch time the students are expected to mamtain strict
discrpline and salence while moving in the corndors.

¥ Students should cooperate to maintam cleanliness in the campus. Students are
strongly advised o use dust bins.

¥ Students should maintain decency and decorum i the class room

* Students should not slink or mess up others ftems/cash/books/caleulators ete., in the
elass reom and college.

* Students are strictly instructed to follow the above listed Rules and Regulations. Any
vielation i the General Discipling is liable Tor pumshment {such as Suspension from
attending college’ Rustication ...ete) as decided by the Principal based on the
recommendations made by the Disciplinary 28 Commiltee. Their Lies the
rl:ﬁpi.m:i:il:lli:iliu:-.-;‘ ol the students to safepuard the imape and n:put:n'lun ol the I:D]'.I:E,E, 1
their own interests.

¥ Dress Code: The tollowing “DRESS CODE"™ is to be obzerved in the college
pPremiscs

¥ The boy student should attend the college only with College Uniform “Formal dress
with tuck=-in and shoes’. The mirl student should attend the college with College
Uniform “Chudidhar™ and “Dupatta™

v The foreign national study in this college should follow Formal Dress Code.



Central Purchase Commitrec
The objective of the Central Purchase Commirttee 15 to supervise all the purchases made n the
CAMPLIS.

Functions & Responsibilities:

Totake indents from the departments’comnumees) faculties erc against requirement.

* To analyze guotations provided by the logistics department, and provide
recommendation for approval by the person havmg delegared powers.

¥ To request techmical input from relevant staff as required.

¥ To ensure proportionality, (ransparency, accountability and  faimess o the
procurement process

¥ To frame necessary guidelines 1o exercise 1ts powers judiciously,

Transport Commities:
The Transpon Commiltee provides the Academy with a standard procedore for the

acyuisition. enhancement, use, control, maintenance; repair and disposal of the Academy
vehicles and for the management of related forms of transport engaged for Academy

activitics,
Functions & Responsihilitios:

¥ Tao allot seis Tor students and faculty in concerned routes and display of Tist of faculty
and students

To take necessary steps for prevention of un-authonzed boarders

To recommend management for additional transport facilities

To review the operation of vehicle in all routes

R

To review the maintenance of transport vehicles

Gricvance Redressal eell:
The mann objective of the Grievance Redressal Commitiee 18 1o provide simple, smooth and

readily accessible procedure for prompt disposal of the day to day genuine gricvances of the
student and Faculty community to maiotain a compatible atmosphere at institution level,
The commattes proactively gives an opportunity o everyone in Aditya College of

Engineering to be listenced to so that any feeling of inpustice 15 sorted out prompely.



Functions & Respounsibilities:

o

The function of the cell 15 1o look nto the complamis lodeed by any sadent/Taculry,
and judze its ment. The Gricvance cell s also empowered to look inte matters of

harassment.

Anyoene with a genuine grievance may approach the department members in person,

or in consultation with the class in-charge.

In case the person is unwilling to appear in sell; grigvances may be dropped i wnting
at the letterbox” sugrostion box which are pluced at different locations in the

nstitution

- The cases will be artended prompily on receipt of written grievances {rom the
students/facalty. The Grievance Cell will act upon those cases which have been

forwarded along with the necessary documents.

Use positive, friendly ways 1o resolve the enisis than punitive steps, which disturb the
system

Reassure them that the authorities will be acting impartially and will ry 10 resolve the
matter as amnicably as possible.

The Cinevance Cell will assure that the grievance has been properly solved in a

stipulated time limit provided by the cell

The cell formally will review all cases and will prepare statistical reports about the
number of cases received, The cell will gve report o the authority about the cases
attended to and the mamber of pending cases, it any, which reguire direction and

euidance from the higher authorities,

Haostel Committee:
The objective of Hostel Commitiee s to tuke active interest in the general welfare of the

students residing in the hostel and to assist the Wardens in mamiaining the living standards.

Functions & Responsibilities:

W

ol

At the beginning of the academic session the entire data regarding the number of
students staving 1 bovs and girls hostel to be obtained for the smooth functioning of
the college.

Conduct sudden visits to the messes and hostels at regular intervals to find out the

living conditions, mess Facilives ete,



¥ Concuct mecting with the inmates of both the hostels and have o detailed discussion
regarding thesr accommodation. messing eie.

¥ In case of any serious drawback report the matter o the management.

Women grievances & equal opportunity cell:
The objective of the Women gricvances & equal opportumity cell is to create an atmosphere

of Equal Opportunity through awareness generation programmes and to provide auxiliary
support fowards skill development and enhancing emplovability of students.

Functions & Responsibilities:
¥ To enguire the Complainis recerved from the female studems or stafl of the College.

¥ To deal with the issues of Crender based violence
+  To conduct various gender sensitization programiners
v To pay Special Atlenton on ragmne’explottation related 1ssues,
Carcer Guidance cell:
The objective of the Career Guidance cell is 10 create awareness among the swdents about
latest trends & needs of Government & Private Sector,
Functions & Responsibilitios:
¥ To prepares the students to overcome challenges of the corporate world.
¥ To give training and guidance to students on carcer related matiers andassist them in
exploring new opportunities
¥ Toactivate resources for needy students to apply jobs

¥ To mvite companics 1o interact with students

R&D consultaney commilttee:
Research and Development cell has been lormed on the recognition of the fact tha

proncering rescarch and technological mnovabions will be critical drivers for the nation's
sustained economic growth, 1L will facilitate the interchange ol infermation, establishment of
standards, new lechnigues and fresh approaches 1o old problems. The R&D Comrmittee shall
focus on providing an atmosphere conducive o rescarch and development for faculty and
students

Functions & Responsibilities:

¥ To mculcate the concept of research among students & staff by arranging paper

presentation competitions

¥ To organize Short Term Traming Programs and workshops regarding Research,



¥ To suppon the faculty for wniting quality research papers. patents and books

v To provide research atmaosphere in the college.

¥ To arrange talks and interactions by eminent personalitics fom industry, R&D
organizations, Instiutions of repute; for the better understanding of research
methodology and practices currently followed,

¥ To help the laculty in submilting the proposals to AICTEDST/Nen Gowvi
Or ZanIZAtIons

Alumni committee:

The objective of the Aluwmni committee is to maintain a lifelong relationship with alumni and

providing relationship between alumni and present students as well as among alumn.

Functions and Responsibilities:

W

To develop plans 1o suppont the growth of mstitution w0 achieve its vision and o
enabke instinute to add values 1o all its stakeholders.

To plan and implement a mechamsm for alumni feedback and suggestions from as
well os schedule and execute Alumm mieet

Tor support a strong reélationship between alumn association and current studems

To orgamize neractive sessions with alumm 1© current students and assist current
students and slumni m career planning, placement and transitions.

The commiitee also tracks and highlights the achievements and suceesses of alumni

s0 s o provide impetas (o the institute and 1s students.

Cultural committee:

The Cultural Commitiee shall be responsible for all intra and imer collegate cultural events

i the Colleze and w provide platfonn 10 students o exhibit their talents.

Functions and Responsibilities:

o
W

o

To plan and schedule cubural events for the academmc vear,

To prepare budget for all cultural events and take necessary steps [or s approval.

To promote and arrange extracurmncular activities to bring out the talents of students in
performmg ars.

To obtain formal permission from the Collegze authonties o arrange program.

Sports and Games Committee:
The Sporis amd Games committee is miended w0 plan and coordinate the organization of

various extracwricular activities in the college. The aimn of this committee 15 10 make students

more fimess and health conscious. The sports and mames committee 15 responsible to bring



the sporting spirit in the student community and bring in a culture of sports and games in the
mshtute.

Functions and Responsibilities:

To recommend o principal 1o provide facilities for indoor and outdoor zames
To finalize annual calendar of internal and external sports activitics
Prepare budget for proposed activities

Provide necessary tramning to the students in different spors activities

LR T

Selection of teams to represent college in imtercollegiate tournamoents and

mnicamurl foumaments,

MES Commitiee:
The sole aim of the NS5 s to provide hands on experience to yvoung students in deliverimg

commmunity service,

Functions and Responsibilities:

¥ To create awarcness reparding social service among the smudents and other
members of the college commumity.

¥ To organize oricnation programs Tor NSS volunieers. explain them about the
concept of secial service., and teach them methods and skills rvequired tor
achieving the ohjectives of the scheme

¥ To select service projects on the basis of utility and feasibility
To ensure cooperation and coordination ol comemunily agencies, government

departments and non-governmental agencies.

Wehsite Committee:
The objective of the Website committes is to deliver the information about the college to the

outside world and to supervise all aspects of the website including updating content and
troubleshooting technical ssues for the instilute websile,

Functions and Responsibilities:

¥ To administer data acguisition process, maintenance of the mstitute’s wehsite with
regards o all activites related to Domain & hostng.

v To  admimster regular  updates 0 the sle by sccunng  neccssary
approvil’authentication of the mformation trom the concemed authority before

hosting on 1o the website.



¥ To colleet information & data reports from vanous academic department & internal

bodies like library, NCC. N&S, Trmning & Placement, Sports, Women Empowerment

Cell ete. at regular intervals [or necessary and tmely updates of the site.

Magazine Committee:

To callect all sorts of information and photos from various events, scminars and conferences

held in the college premises.

Functions and Responsibilities:

7

£

LT S S

To commumcate perwdically with the Editor of the College Magarine committee
and discuss issues of pelicies and finanees.

To publish college magazine

To mamntain a record of all interactions with the publicatons members

To select the best articles and publish in the magmaine.

To record the achicvements of students and congratulates them lor ther hard

work. It also pubhishes the information on the setivities of the college.

Counseling commitiee:

All the communication with the stedents and a record of every session will be kept notes o,

along with any other relevant correspondence concerning the student (such as letters to us

from counsclor at the department and college levels etc.} These are kept in a confidential file

(either on computes or in paper form) which is kept securely under the guidelines laid down

by student counseling cell

Functions and Responsibilities:

L S

4

To resalve day to day academic problems of the student

To monitor the students regularity & discipline

To enable the parenis w know about the performance & repularity of their wards.
To monitor penodically the students” progress moall aspects and ensure the well-
being of students

[dentity the students with problems avoid the distress situation

To tran stuclents mn selfcontrol of emonons

Guiding studems w choose right career path for job, higher swdies,

Entreprencurship. e



Prevention of sexual harassment cell:

This cell mms an sensitizing the students and stafl and workmyg diligently to prevent sexual

harassment i the college.

Functions and Kesponsibilities:

W

¥

Eeo club:

To provide an environment free of pender-based discrimimation

To deal with cases of discrmmation and sexual hamssment moa dme boand
IMANNET, AIMANG AL ensuring support services t the victimized

To facilitate a safe environment that is free of sexual harassment

Recoive and redress complants received from any member of the College
(including students. research scholars, stafl. hostel residents) alleging sexual
harassment by another member{s) of the College.

Conduct formal inquiry and imvestigate and take decistons upon ecach complaint
and recommend appropriate punishment or action 0 be taken, by the appropnate
autherity, in cach instance.

Ensure that all information pertsmming cither to complamis registered and the
proceedmes and Tindings of any inguiries and/or investigations are kept sirictly

conlidental.

The ohjeetive of the Feo club is 1o empower students to participate and take up meaninglul

envirommenial activities and projects

Functions and Responsibilities:

¥ To maimtin cleanlmess in and around the college campus.

¥ To protect planet Earth by creating environment awareness

¥ To motivate students 1o work in an covironment frendly moanner which
includes use of LPG, paper bag, Gas pipe line, save electnicity,

¥ Sensitize the students 1w mimmze the use of polluting products,
O ganize tree plantation programs, awareness programs and educate studenty

aboul re=use ol waste matertal & preparaiion of products out of wasie



Healih eluhb:

The main ohjective of the Health club is to develop a bealthy mind in a healthy body, The
health club always conducts. medical camps, yoga tmaming ete. in regular intervals m every
academic vear

Functions and Responsibilities:

¥ To provide students with knowledge, skills, capacitics, values and the enthusiasm o
mould & healthy lifestyle into adulthood.

¥ To organize Awareness drives in which students are sensitized towards cleanliness,

¥ |Imparting information about various diseases prevailing in a particular duration of
wear amd various preventive steps.

¥ To create awareness of physical fitness which an important component of wellness,
Ethics Committee:

The amm of the Ethics Commitice is to develop best guality technical personnel with sound
knowledge i hasic engineering principles, technical skills, mnovarive research capabilities
and cxemplary professional conduct to wse technology for the benefit of society with the
highest ethical values. The college is estublished to impart uninterrupted dissemination of
knowledge to top ranking students from all sections of the sociéty. The college 5 responsible
to cultivate higher values of honesty, imegrity, responsibility, mutual respect for persons and

propey amd respect for human rights.

Functions and Responsibilities:
¥ Tropose the Code of Ethics for the Institution

“ Drganize wavs to communicate the Code of Ethics to all staff and students and
enhance its understanding.

¥ Report breaches of Code of Ethics or non-compliance of ethical practices amongst
rludenis,

¥ Formulate policies for corrective actions.

¥ Coordinate the periodic reviston of the Code of Ethics and related mplementation
med hansms

Al
PRINCIPAL
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GRAADITYA

FOREWORD

Dear Colleague,

We are pleased to present you a policy manual detailling all the updated policies of Aditya College of
Engingering.

We urge you to read these policies and get familiar with the letter and spirit of those policies.

Should you find a need for any clarifications, you may please gt in touch with the office of our college.
We are delighted to take this opportunity to wish yvou 3 very Tulfilling association with ACDE,

With Regards,

[ & Bamesh
Principal
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GRAADITYA

ADITYA COLLEGE OF ENGINEERING

Aditya College of Engineening (ACOE) was founded as the premier prometer of quality education in coastal
districts of Andhra Pradesh in 2008 under Sarojini Educational Society. Dr M. Sesha Reddy, as a founder
chairman, promoted this educabional institution, with a mission, to offer the best engineering education
with unmatched innowations in the process of teaching and learning by aiming at the holistic development

af the students,

The College is situated in an eco-friendly area of 11.27 acres with thick greenery at Surampalem,
Gandepalii Mandal, Kakinada District, Andhra Pradesh. The College is 15 KM away from Samalkot Railway
Station on Howrah-Chennai Railway line in South Central Railway and 35 KEm away from Kakinada and
Rajahmundry on ADE Road.

The College has three academic Buildings with a total carpet area of 34,524 5q. Mts. apart from that there
are two boys’ hostels and one girl’s hostel buildings. The particulars of aademic buildings and the

departments / offices accommodated are as follows:

5 Mo, | Building Mama Department/OHice
$ -F Srinivasa Ramanujan Administrative Office, Examination Cell, Accounts,
- Bhavan Admission Office, ECE; C3E, HEBS, Management Sciences
Z Mewton Bhavan Electrical and Electronics Engineering, Petroleum
Technology
3 lames Watt Bhavan Civil & Mechanical

The college praudly offers UG and PG programmes in engineering and MBA with 15 years of rich standing
experience in the educational era. Besides, the college has added many feathers in its cap which include
recognitions and ranks from various agencies of India. These distinct recognitions speak volumes of the
institute’s objective to promote engineering excellence. Recognitions and ranks of ACOE are furnished

below:

;lgm:ﬂhlquim Rank nf?-:ﬁbﬂ College of Engineering

ARIA (Atal Ranking of Institutions | Recognized in the Band "PERFORMER" under the

on Innovation Achievement)-2021 | categony collages/Institutes [Private & Technical)
THE WEEK &5 in South India; 145 &ll India rank

(Careers 360 | AAAgrade e =
Silicon India 23 [ Amang Top 100 Engineering Colleges in India )
Data Guest - CMR £5 [ Among Top 100 Engineering Colleges in India )
Times Engineering 145 { Armong Top 175 Engineering Colleges in India )
The Academic Insights 44 [Among Top 50 Engineering Colleges in India)
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ERAADITYA

ACDE Is approved by AICTE, recognized by the Gowernment of Andhra Pradesh, Fermanently affiliated to
lawaharlal Mehru Technological University HKakinada [(JMTUE}, The college has also received UGC
recognition under Sections 2if) and 12(B) of the UG Act, Aditva College of Engineering will do its best 1o

affer an innovative enviranment whera in leamers dreams fer higher knowledge, dreams for scientific

inquiry, dreams for technology creation, dreams for co-cummicular activities, and dreams to change the

warld will be realized,

Back to contents
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GRAADITYA

VISION, MISSION AND QUALITY POLICY
Vizion :

Te induce higher planes of learning by imparting technical education with

- International standards

vApplied research

- Creative Ability

+Walue based instruction and to emerge as a premiere institute.

Achieving academic excellence by providing globally acceptable technical education by forecasting
techrnology through

- Innevative Research And developrment
» Industry Institute Interaction
« Empowered Manpower

Ouality Palicy:

Aditya i5 committed to create and sustain and improwe the leaming process through Total Cuality
Management and make itself a seat for scientific and Technological learning with continual improve and
team work as its strength for achieving the set ohjectives.

Back to contents
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NADIETYA

¢ COHLLEGE OFF ENGINEERING

ORGANOGRAM
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(AADITYA

e L LFGE CHF EHGINEERING

GOVERNING BODY

The Governing body is constituted as per the guidelines prescribed by AICTE / State Government / UGC.
The Governing Body meets once in si¥ months and interacts with industry experts, faculty, students and
corporate 1o understand the improvement areas and raise the level of knowledge delivery at Aditya
College of Engineering with the assistance of faculty members and administrators of the Institute, The
Chairman, Yice-Chairman and Secretary are the chief functionaries who 1lake the responsililicy of
implementing the pelicy decisions of the governing body through the: Principal. The compasition of

Governing Body is presented here,

5.Ma. | Narme of the member Fosition in GB

1 Dr N, Satish Reddy Chairman

P | Dr N. Sesha Reddy Memmiber

3 Sri M. K. Deepak Reddy Member

4 Dr W. Suguna Reddy M ernber

5 Smi M. Sruth Member

B Or Pullela 5V .¥.5. Ravi Kumar Faculty Member
Professor

7 | Sri K. Manoj Kumar Reddy Faculty Mamber
Associate Professar

B Dr M, Srinivasa Reddy Educationist

g Srmt Pilli Sumalatha Industry Nominee
Azsi. Manager, .Fr.u::r,rlg Textiles, Peddapuram

10 | Regional Officer, SCRO, AICTE, Hyderabad Ex-Officio Member

11 | Principal, Govt. Modal Residential Polytechnic, State Government Nominee &
Rajamahendravaram Ex-Officio Member

12 | DrK. Ramu University Nominee
Professor of CE, INTUK, Kakinada

i3 Dr A, Ramesh Member Secretary
Professor of EEE & Principal, ACOE

Back to contents
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NADIETYA

¢ COHLLEGE OFF ENGINEERING

GRADES & DESIGNATIONS

Appointment of the human resources shall be approved by the Governing Body, The gualification and

experience required for a vacant post is stipulated by the Gowverning Body based on the norms prescribed

by the State Government / Affiliating University [/ UGC / AICTE. Selection may be done by the direct

recruitment o promotion of existing staff to fill various positions. Aditya College of Engineering

implements varous grades and designations to all its working personnel as stated below:

Teaching Staff

Grade Designations

T1 Principal ]
T2 Frofessor, Dean

' T3 Associate Professor
T4 Azsistant Professor

| Techinicat Supporting Staff

Grade Designations
T51 | Electrical Engineer, Civil Engineer, System Administrator

52

Programmers, Lab assistants, Library assistant, Hardware
Technician

Mor-Teaching Sall

Grade

Designations

M1

NTZ

Administrative officer, Office Supenntendent, Accounts officer

NTS

Drivers, Security puard, Maintenance staff

NT4

Attender, Gardener, Sweeper, Scavenger

Back to contents
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GRAADITYA

RECRUITMENT POLICY

Objective: Effectiveness and efficiency of an institute 5 subjected 1o the competence and quality of its
human resources. The objective of this policy is to implement a streamlined recruitment process in
identifving and hinng qualified and best-suited candidates for all the given positions and as applicable and

as per thie AICTE norms,

Policy and Procedure: The recruitment policy is designed to ensure qualified candidates are to be hired
for all the positions. Whenever the staff requirement arises, the same will be informed to the Principal
wihich Inv turn will be submitied 1o the Management, After taking the approval of Governing Body [GE],
selection committes will be constituted with two internal experts and onef/two external experts drawn
from universityfreputed institutes along with Principal/Dean. Advertiserment, based on the reguirement
willl be released to print and electronic media for direct-recruitment. Profiles received will be scrutinized
and shortlisted as per the norms [Aid down by statulory bodies. Candidates will be called far written
test/group discussion/demonstration/persanal interview whichever is applicable depending on the post

an the specified dates.

selection committee will test the candidates for thelr suitability and shortlist the probable candidates and
submit the final list of profiles to the Principal, Subseguently, Principal will submit the final list 1o the GB
for its approval, Selected candidates will be offered a suitable position in the form of an offer letter with

agreed terms and conditions of employment,

Cualifications, experlence and pay packzge will be implemented as per AICTE norms. Pay package details
will not be provided to potential candidates either via emailor on paper, before the day of joining. This is
to prevent the potential emplovee using the offer to negotiate other offers elsewhers as bargaining chips.
The Institute shall be an equal-opportunity employer, with affirmative action towards socic-economically

waakor sections of the sociaty,

Dress code for the employees: All the regular employees should follow the dress code based on the

designation,

Far Facully; Male — Formal Dress with shirt=in and shoes, chean shave with Tie and 1D card.

Female = Formal saree with 1D card.

For Technical and Mon-Teaching staff. The Technical and Mon-Teaching staff memnbers are
assigned with different uniforms and they have to attend the duties in uniform only. If uniform s

not specified ta them then they have to attend the duties in fofmal dress,
ACOE Policy Manual V2 w. e. f. January 2021 10



GRAADITYA

Working houwrs: The working hours for all the employees are specified as given belaw:

For Faculty members and Technical Staff (525 A0 t0 4,25 PM
Far Administrative Staff i B30 AM to 53.50 PV
All the faculty members and persons in administrative positions may have to stay back in the
college beyond the specified time to complete the assigned tasks and/or when the situation

demands.

staff members should reach the college and affix their thumb impression prior to and after 1the schedule

timings. Leave policy include permissions and ODs ete is specified separately (Refer “Leave policy’).

Back to contents
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GRAADITYA

INDUCTION POLICY

Objective: To facilitate smooth assimilation of new employees into the institute and help them to
understand the institution as a whole, develop a sense of belonging, getting to know one’s extended
colleapues, make them familiar with all aspects of their job, their responsibilities, setting clear their
expectations, familiarizing them to the available rescurces and applicable policies, procedures, and

traditians of the institute,

FPolicy and Procedure; Induction policy & applicable to all the new recruits of the institute and new
employee will be inducted in the college as a regular emplovee. The orentation pregramme will be

conducted by the Head of the department concerned.

Back to contents

 ACDE Policy Manual v2 w. e f. January 2021 B



(AADITYA

COLLEAGE OFF ERGIREERIRNG

INSURANCE POLICY

Objective: The objective of insurance policy s 1o provide emplovee wellare through basic assurance of
healthcare to all employees and help them meet unforeseen persanal expenses arising from medical

EMErgency.

Policy and Procedure: This policy is applicable to all regular emplovess of the iInstitute include
probationers and contractual employess are not covered under this policy, Mediclaim Insurance coverage
is applicable for the employee and herfhis family members, The Family Members shall include 3pouse;
Two Dependent Children; and the employvee s required to declare herfhls dependents under this scheme
in the prescribed format at the time of joining. Employee should communicate to the college office, in
caze, for any other member of the employes’s family to be covered under this policy, any addition or

withdrawal of family members on account of marriage, birth and death,

Mediclaim Group Insurance: A minimum hospitalization of 24 hours is-a pre-condition far any claim,
except for Cataract, Dialysis, Tonsillitts, Dental problems and such other allments as covered under the
Mediclaim Policy. Annual entitlerment of Group Medical Insurance & -as applicable and this can be used
anly by the individual or by the family members covered under this policy, The Admissions are restricted
to specified registersd Medical Hospitals or listed hospitals. The policy also covers reimbursement of
expenses on maternity for the first two confinements. The Mediclaim policy usually covers:

»  Room and board as provided by the Hospital £ Nursing home

& Mursing care

s Surgeon, Anesthetists, Medical practitioner, Consultants” and Specialists” fee

s Anesthesia, Blood, Oxygen, Operation Theatre Cherges, Surgical Appliances

¢ Medicines and Drugs, Diagnostic materials and X-Ray, Dialysis, Chemotherapy

*  Radiotherapy Cost of Pacemaker, Artificial limbs, Cost of organs and similar expenses.
The details of the palicy are governed strictly by the terms and condition of the Mediclaim Policy.
The following are not covered under the Mediclzim Policy (the list is not exhaustive):

+ [ost of Spectacles, Contact lenses, Hearing aid/instrument, etc,

 Dental treatment or surgery, unbess requires hospitalization in case of an accident

e Geperal Medical Check-up | withowt any iliness]

%  General debility, rest cure, congenital external deformity / defects or anomalies

= Sterility
# |ntentional self-injury, use of intoxicating drugs / alcohol, WD, AIDS, etc,

= Maturopathy Treatment,
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GRAADITYA

Employees opting for cashless provision may produce their identity documents to the hospital before

hosgitalization and the expenses incurred by them shall be caimed by the hospital with the Third Party
Administrator (TP} to the extent of their eligibility. Expenses beyond the eligibility limit, shall be settied
by the emplayes with the hospital directly and maks an application n the claim form along with the

afiginal supporting documents through college office.

Employees not opting for the cash-less provision may file their claim in the claim form to the college office
along with the origingl documents such as, Discharge summary [/ certificate given by the hospital
indicating date of admission, date of discharge, nature of illness and treatment given. Prescriptions,
medical bills and medical reports, example; Lab reparts, ECG, X-ray, reports etc, The ¢laim form along with
supporting documents/bills as indicated above should be submitted to office within 4 days from the date
af discharge. The person concerned form college office shall submit the claim to Third Party Administrator
{TPA} for processing and settling the claim. Insurance Company’s hability in respect of all the daims
submitted by an employee during the period of insurance shall not exceed the sum insured. all claims are
governad by the terms and conditions agreed between the Insurance compary and Aditya College of
Engineering Mediclaim Group Insurance Policy. In all disputes, the decision of the Management/GE shall

be final,

Group Personal Accident Insurance: The insurance provides refief for the following due to any accident
anywhere im India:

¢ Temperary Total Disablement

= Permanent Partial Disablement

*  Permanent Total Disablement

* Death Benefits

s Carriage of Dead body
All claims are administered f settled as per the terms and conditions between the Insurer and the instituta

under the Group Personal Accldent Insurance Palicy,

Back to contents
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GRAADITYA

POLICY ON HEALTH CARE

Objective: To provide emplovee welfare through gquality treatment to the emplovees and their

dependents.

Policy and Procedure! ACOE is collaborated with Apollo Shine Faundation, Chennai and all the regular
employees are entitled for the treatment. The SHINE programme |5 a Student Health initiative from Apallo
SHINE Foundation powensd by Apollo Hospitals Group. This programme is intended to provide first ald on
campids, to ereate awareness about present day health i4sues and also to enable students to be equipped

to handie medical/health care situations that might arise in the course of their life.

To help and facilitate continuum of care, SHINE 1D cards will be given to all members who enroll enzbling
them to avail special privileges with All Apollo Brands and partners of the Apollo Shine Foundation far
medical appointments, purchase of medicings, inpatient and outpatient wisits, health check-ups,
diapnostics, dental procedures and many more.
= 15% off on Health checks at any Apollo Hospitals
*  15% off on Out-Patient investigations at any Apollo Hospitals
#  15% off on room rent and investigations for in-patient billing at any Apollo Hospitals.
v 10% off on pharmacy purchases at any Apollo pharmacy,
» 5% off on diagnostic X-rays and 15% off on any procedure at Apolio WHITE Dental.
= 15% off on all dlagnostics & health checks at all Apallo Clinles.
= 15% off on all diagnostics & health checks at Apollo Specira Hospitals,
Accident Insurance: Shine members (Students, Teaching and Non-Teaching stalf members) will be entitled
to accident insurance coverage. The members” coverage details are given below:
* Acodent Medex: Fixed up to Bs. 10000/ or Actual claim whichever is lower {Only for students
B Staff),
= TTD-Weekly benefits-104 weeks@ 1% of C5l or Rs. 2000/- or Actual weekly salary whichever is
lower for staff
= Actof Terrorisa is covered,
= Daly student, one earning parent of the students as per the institution records & staffs of the
institution are covered.
®  Suminsured should not exceed 10 Bmes of Gross Annual Salary of the employees

®  Age bracket: Between 03 years to 65 years,
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GRAADITYA

Avg/Flwed Sum Insured (T) Maximum Up to
Cat
9| aponly '""‘: : FTD Only PPD Only 0 | Medex
Student 100000 100000 0 100000 o 10000
Paremis 200000 0 S00000 200000 0 L]
Stat( 200000 200000 200000 200000 2000 10000

AD-Accidental Death, OM- Dismemberment, PTD-Permanent Total Disability,
PPD-Permanent Partial Disability, TTD-Temporary Tatal Disability, Medex-Medical Expenses
Premium Per Live i Rs.100/- (inclusive of G5T)

For further details, employee can contact at college office.

Back to contents
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GRAADITYA

ES| AND PROVIDENT FUND

Objective; The objective of this policy s towards emploves welfare through basic assurance of healthcare
ta all emplovess and halps them meet unforeseen personal expenses arising from medical emergency as

wiell as provident fund |s Lo serve [ong Ternm savings 1o support employee’s retirement.

Folicy and Procedure; One component of this policy, E5I, is applicable to the regular empioyees whose
pay package is l2ss than Rs. 21000/- and the employeas who are covered under ESI Act are entitled far the
benefits such as (1) Sickness Benefit, (2] Medical Benefit, (3} Disable Benefit, (4) Maternity Benefit, (3]
Dependent Benafit, (&) Funeral Benefit.

The Provident Fund [PF) Facllity is provided to the regular emplovees of ACOE and is entitled to PF
subscription @12% for a minimum basic pay packapge of Rs. 15000/ The employees who are eligible
should fill the form in the tollege office and shall submit all the required documents. Similarly, the
employess joined AC0OE who are having PF subscription in earlier college shall apply for transfer of PF
accourd or they can open new acoount by clasing the earlier account which is feft to the discretion of

employes,

Back to contents
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GRAADITYA

FEE CONCESSION POLICY

Objective: To provide employee welfare through monetary assistance towards tuition fee concession for

the children of regular emplayees wha join the Aditya Group of Educational Institutions.

Policy and Procedure: The policy is applicable to all regular employees of ACDE and the concession will be
available for the children of an eligible employee. Howeaver, employes may opt to admit their wards to
ather institutions other than Aditya Group of Educational Institutions and ne financial assistance or
concessions will be provided in such cases. The child entering through the convener quata will be entitled

for the concession,

o S0% in Tuition fee

w  O0%in Transpart fee

These seeking this concession shall apply through the HoD to the Principal with all the details and
sypporting documents; All the relevant documents will be checked and processing will be done further
and the decision will be taken by appropriate autharty, In the event of separation of an employes, the fea
concession will be stopped with immediate effect. However, the Financial Asslstance already extended

shall be waived, provided the separation 15 not on disciplinary grounds.

The Institute reserves the right 1o provide the facility of fee concession induding withdrawal of the facility
to thie emplayee end/or other disciplinary measures.

Back to cantents

 ACDE Policy Manual v2 w. e f. January 2021 18



GRAADITYA

ALLOWANCES

Objective: The abjective of this policy is to provide monetary bensfit to the emplayees whao are holding

responsible positions in the college,

Policy and Procedure: This policy is applicable to the regular employees who are holding the responsible
positions at ACOE such as administration, accounts, training and placement and other shared sernvices,
depending on work exigency and special approval of Principal/Director, The allowance is fived cadre wise
which include remuneration for extra responsibility as well as telephone charges. Mo other claim shall be

entertained in this regard,

Designation Allowance [Rs.)
Examinatians In-Charge 2500
Head of the department 5000
Training & Placement Officer 3000
Dean 10000
Principal 15000

Back to contents
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(AADITYA

e L LFGE CHF EHGINEERING

INCENTIVE POLICY FOR RESEARCH & PUBLICATIONS

Objective: To promote research activithes and research culture in the institute and thus te improve the
profile of the institute.

Policy and Procedure: Incentive policy was revised and implemented from October 2020, The following
are some of thae highlights of the policy and the incentives for reseanch activity are grven.

Publication of papers with high impact factor will get more incentive bazed on the range of Impact
Factor {IF} values,

Incentives are announced for getting Serminar Grant/Funded Projects/Research Grants.

Incentives will also be given for citing papers published by faculty members of ACOE,

Honorarlum will be given to the faculty members after the Intermational Conference paper
appears online and indexed in Scopus database.

Faculty members who exhibit outstanding performance in research and consultancy will be given
an opportunity to present in International Conferences abroad.

PLIBLICATIONS

| International ournal with IF 25 or Hindex > 25 | Rs:25000/- *
[nternaticaal Jodrnal 2< IF <5 or H-lndex 15 <Hl < 25 As. 20,0040/- *
International lournal 0.5« [F<2.0 -or H-ndex 10 sHI = 15 | Rs. 15,000/-*
Internaticnal lournal IF<05 o H-fndex < 10 As. 10,000/- *

= Impact Factor should be ghven by Thomson and Beuter/Clarivate and 20% amount will be fie citing three
papers published by facoity of COE or self citations. H-Index of Canference Proceodings will not be considored,
HeIndex of iF Journals ooy will be tonsideren.

Interrational Journal (Scopus Indexed) Rs. 10,000/-
International lournal (WOS Indexed but not in Soopus ~ Rs. 5,000/-
L ndexed Journal {for English and Management Studies only) Rs. 2,000/
Interfational Conlérénce Registration] Sscopus Indesed | | e 10,000/-=
* or Repistration fee and actual expenditure whichever is lower |

Incentive after the Conference paper i5 published Rs. 10.0040/- 7
® in Scopus Indexed Proceedings

Matignal Conferenge | fis. 10,0007 *

For Registration fee and actual expenditure whichever (s lower |

*Drganizad by NIT TS Centpal ar State Unigérdty [ Desmed Universty J Besearch Laboratories £ Rapeiled
Institutes with dutonomous Statuswith NAAT [ NBA Accreditalions.

Publishing Text Book o
Internaticnal Edition Rs. 20,000/-

Inchian Edition | Rs- 10,000/
Publiching Book Chaplers- Pro rats bass depending on number of Chapters.

Publishing ‘zn articke in 2 Magazine Rs. 2,000/
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NADIETYA

¢ COHLLEGE OFF ENGINEERING

PATENTS

‘Mational Patent Pubhcaton Rs. 10000,/-*
Maticnal F‘_a?enr awarded FE_E. _:I.!}H:_ll:lﬂ.-l':"

LS Patent fs, 30000/

*Elimg charges wall be pasd by the college and Incentbras will be grven onby iF the applicant is ACOE

FLNDED PROJECTS/RESEARCH GRANTS

Award of Grant for Conference MW orkshop/Seminar

5% of sanctioned amount™

P s S 3

10% of sanctioned amount”

Funded research project where eguipment 15 Involved

15% of sanctioned amount™

should biedone by the faculty member

AICTE scheme-MODROBS (Amount > 5 Lakhs) R 25000;-
AICTE scherme-MODDROBS (Amount < 5 Lakhs] ‘Rs 20000/-
RESEARCH TARGETS FOR INEHYILHIALS

‘Faculty who achizve 10/10 peints in ressarch Targets Rs. 1,00,000/- *

accarmmodatien insemi ey hofels

*Heimburssment of Aegistation fee. actual expenses for making paper presentation m the International
Conference abroad to @ maximurm ol Re. 1, 0O, 000/~ against submission of bills. Airfare. By econgmy class and

_RESEARCH TARGETS FOR THE DEPARTMENT

Department which gets a Gipimum of 8710 Points by min 3 faculty
[Tex purchims equipsen o enhance reseirch Taciliges of the Department)

Rs.10 Lakhs,
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Research targets for faculty

members

A
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CHLLEGE CHF ERCIMEERING |
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GRAADITYA

Guidelines for Implementation of Research Incentives strategy:

Mo faculty membar will be given exemption in Group A except faculty members from English and
Managemant Studies.

Research publications are mandatery for all cadres.
MAAS Score of the Journal will be considered in place of Scopus for the publications made by the
faculty of Depariment of Agricultural Engineering.

Faculty members working administrative positions may be given 4 points exemption in Group B.
If faculty publishes Scopus papers bevond the espected number, that can be used to substitube

points in Group B and Group €.

All Doctorates should get 3 points in Group A& and Mon-doctorate faculty should get 2 points in
Group- A,

AL least one Science Indexed lournal Paper is expected from Doctorate faculty In twa years,

All the doctorates should get minimum 5 points out of 10 and the non-doctorate faculty members
should get 3 points out of 10.

Those faculty members who get zero points may be terminated by the last week of March every
viear, Mon-Doctorate faculty those who fail to get minimum 3710 points and Doctorate, who fails to
get minimum  of 5010 points i the anneal targets, maybe given a chance of one more year to
continue subject to their satisfactory performance in academics. If hafshe fails to get minimwum
paints in the subzeguent vear also, he/she will be terminatad.

Faculty who get 10/10 will get resmbursement of registration fee, actual expenses For making paper
presentation in the International Conference abroad 1o a maximum of Rs.1, 00, 000/- against
submission of bills, |Arfare by economy class and-accommodation in semi-lusury otels - booking
will be made by the college office].

The Department in which minimum three faculty members obtain minimum of 8/10 points will be
given Bs. 10 Lakhs for the development of research facilities in the Department

Apart from this, financial support will be extended to attend Workshops/Seminars/STTPs/FDPs as
the case may be and as applicable.

Sirmilarky, S0% of fee will be réimbursed for the memberships in Professional Bodies,

Academic year would be considered as per INTUK calendar or as notified by the Academic
committee/Principal,

Back ta cantents
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(AADITYA

COLLEAGE OFF ERGIREERIRNG

LOYALTY BENEFIT POLICY

Objective: The objective of this policy is to acknowledge and recognize the commitment, dedication and
leyalty of faculty members and to retain valuable employees for longer period of service by giving them

the monetary benefit

Folicy and Procedure: This policy s applicable to all Engineering Faculty who hawe Ph. 01 gualification
{with B. Tech, and M. Tech.). Such faculty member may include those joinlng ACOE with Ph, D,
qualification or those who acquire Ph, 0. while already working at ACOE. A few exceptions with regard to
applicability of this policy are:
e The pelicy shall exclude Faculty wha are contracted to serve the Institute for a minimum of three
wears on account of the QIR ar similar long leave,
¢ However, they will become eligible for the approprate Loyalty Benefit Policy, if any, prevailing at
the end of their contract period,
#  Faculty whose annual increments are on hold/delayed/deferred for the want of fulfillment of
academic commitments.
# Faculty whose probation period may have been extended.
¢ Faculty who may have failed in the University Ratification Process.
= Faculty against whom misconduct proceedings may have been proven,
The three year period referred to in the policy shall commence from January Lor July 1 andfor as per the
academic calendar andyfor as decided by the Principal/GB depeénding on the half-year period when the
faculty jeins/completed research [Ph. D) programme with the award of the academic degree. In case of
taculty whao had availed long study leave under OQIP or comparable programme for one year or more, the
palicy shall commence only after the faculty member has served the Institute for the mandated contract
period.
The loyalty benefit awarded will be two-months Bask + DA drawn by the faculty at the tme of their
joining and the policy shall be reviewed every yvear

Mote: Employee can submit his/her Query/question/interpretation with the regard to this policy, if any,
will be submitted to the GB and whose decision will be final,

Back to contents
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GRAADITYA

DOMESTIC TRAVEL POLICY

Objective: This pelicy s aimed to reimburse the expenses of travel, lodging and boarding when employess
travel on official work

Policy and Procedure: This policy is applicable to all regular employees of ACOE. Official travel would be
treated as “On Duty”, if the place of visit from Surampalem is more than 150 km (one way) andfor the
total duration of travel is more than 8 hours and tours will be approved by the Principal, ACOE. For the
purpose of allowances, a day is considered as 24 hours from the time one leaves home, with 12 hours
intervals counted as half-day. Hotel bookings irrespective of location are to be handled through the
college office or as applicable. When touring together; twin-sharing accommicdation shall be wtilized, The

applicable rates for reimbursement of tour expenses are given below:

«  Stay/Lodging expenses : 100%
* Food/Boarding expenses P 100%%
s Travel expenses  100%%

Travel advance: In general, travel advance will be provided by the institute. Otherwise, employees may
use credit cards for funding their travel plans, Travel expenses are expected to be settled only after the

travel has been completed, However, advance may be drawn through reguisition to the Pnncipal.
Local conveyance: In general, emplovess are advised to use public transport, However, the Principal,

Dwrar, Head of the department, Profecsar are entitled to avail metered taxis/cabs and other cadres may

use pablic transport. However, when a whole day of travel is involved, shared AC cabs may be availed.

Back to contents
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GRAADITYA

REIMBURSEMENT OF LOCAL CONVEYANCE

Objective: The aim of this policy is to reimburse the expenses of local conveyance (not amaunting 1o &

Towr] when own vehicle s used for official purposes

Policy and Procedure: In general, College shall provide the local conveyance when an employee mioves on
official purpose. However, this policy is applicable to all the regular employees when they use their own

wvehicles and the claim of reimbursement will be as tollows:

Four wheelers | @ Rs. 11 per Km.
Two Wheslers @ Rs. 4 par Km,
Parking charges Actual charge on production of Bill.

Employees using public transportfAutos will be allowed reimbursement at actual amounts and the
reimbursement shall e claimed immediately after reporting to duties, All the claims shall carry the proafs

and shall be applied through the head of the department to the Principal,

Back to confents
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GRAADITYA

PERSONAL LOAN POLICY

Objective: This palicy enables emplovees o avall personal loan withowt interest, for the purpose. of
meeling certain critical personal expenses, The aim s to provide employee welfare through loan 1o help
employees meet significant expenditure, such as marriage of a child, pursuing Ph. D. or Higher Edutation

for salf and child.

Policy and Procedure: This facility will be applicable to employees upon completion of 2 yvears of service in
ACDE. There should be 3 gap of 24 months bebween the last installment of the loan availed and request
for new loan, Lean will be sanctioned based on the approval of Principal, The upper mit for the personal

Ioan thall be a5 mentioned balaw:

*  Teaching staff and Non-teaching staff members — 2 months net salary

Mo interest will be charged and the loan shall be recovered over 12 installments. To avail personal loan,
requires a requisition letter with copies of documents, such as wedding invitation, proofl of house
purchase, Ph.D. admissionftee, higher education admissionffee proofs, purchase inwaice, etc., as
applicable and necesszary, shall be submitted to the Prnncipal through HoD. Recovery of loan will
commence from the 1st of the subseguent calemdar month of loan disbursement. All approvals of the loan
shall be at the discretion of the Principal/GB. The Principal/GB alsa retains the right to change the terms of

the loan or withdraw the facility at its discretion.

Back to contents
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LEAVES POLICY

GRAADITYA

Al the regular emplovess of ACOE are expected to follow the inllowing leave policy include permissions.

[ Lesve/Permission | Mo of leaves Pracedure 1o apply
Casual leave 12X per annum ¢ Emploves should make alterrate drrangement for thefr
work befare they agply for leave.
*  Employee should apply through Hol o Principal.
Maternity leave B rocd b Thit is applicable for women emplovees and the span of
maternity leave will be counted as a regular service.
Quidoor duty/Official Az per the This i= applicatée in the following cases:
Duty/On-Duty (0D} requirement »  Universty Practical Edernal  Bxarviner [/ University
Representative [ Observer f University Valuation [/ Presenting
papers in Conferences / Traming programmes [/ FDPs f
dellvaring seminarsettures outibde the collape
¥  Employes should apply for 0D through HoD 1o the Princpal
with proaf.
Permissions 3 per month ¢ This |5 applicable to all employess provided routine
(One hour each) showld not affect
»  Can be availed gither at the beginnéng of the day or &t the
end of the day
»  Excews timefdelay/laie to report to duty each time will be
o | considered as half-day casual leave.
Compensatary OFf 1 for 8 hours of »  This s applicabée to all employees.
(co) working on = COs will be added to the employes account when an
halidays, employee works on holidays, extended hours,
extended hours | & COs will be considered and grantsd when offical work is
assigned 1o regular employees.
Summer vacation [ 1week s Applicable to faculty members served Institute with
o Ay aervice continuousky = than one year,
balance/anused! o Technical and Mon Teaching staff, who complated B
accumubansd oaths of service.
vacalion: cannal be e Onrecommeandation and agproval from the Hel)
carried fonsard. Principal.
- Prefin/sufi 2 wigeks »  applicable to emplovees served Institute with service
holidays, wesk-gnds continuously mare than one year.
will be considered *  Onrecommendation and approval from the
paft ot the week Hab/Principal.
Urcies | additional v Applicable to facuity members who are pursuing research
LincUnwiante. 1 week programme §Fh. D).
& Applicahle to faculty members sarved Enstituts with
service cantinuously l2gs than ane year.
¢ Onrecommendation of Dean (R & D) with a letter from
Research Supervisor and approval from the
HeDy Principal,

All the regular employvees can avail above by applving to the Principal through the head of the
department, subject 1o availability,

Back to contents
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GRAADITYA

POLICY ON RATIFICATION OF FACULTY MEMBERS

Objective: To ensure all the existing faculty members, who are recruited by college selection committee,

shall be ratified by the affiliating university, INTUE complying with regulatory requirements

Policy and Procedure: This is applicable fo all the teaching staff members and all the faculty members
recruited by the College Selection Committee, whose names are recommended for ratification, shall have

to attend the ratification interviews conducted by the affiliating university, JINTUK from time to tme.

The Institute shall notify all the eligible faculty members to attend the ratification interviews as per the
INTUEK's notified schedule. The onus of meeting the standards of the ratification committee shall be on
the faculty members. In case a faculty membar fails to be ratified, his or her annual appraisal period will
be extznded by six months or until the next ratification interview, whichever is later. The annual
increment in such cases shall be released only after ratification in the subsequent batch. In addition, such
faculty member shall forego the DA which may be announced during the extended appraisal period, and
willl e eligible for it ondy at the end of the estended appraisal period, While those who Fail the ratification
process for the first time shall be accorded & second chance, a second failure will cause a faculty member
services Lo be terminated. In effect, a faculty member shall be deemed to be on probation for one year or

until ratification, whichever is later.
A faculty who does not atterd the ratification interview as required may also invite termination, Only on

seriqus medical grounds, with oue medical certificate, may a faculty member seek exemption from

attending the ratification interview. In all such cases, the Principal shall be the deciding authonty,

Back to contents
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(AADITYA

COLLEAGE OFF ERGIREERIRNG

POLICY ON PROMOTIONS/APPRAISALS

Objective: This policy gavérns the praomotions for the faculty members so a5 1o encourage and motivare
them pasitively, to achieve the Institute goals,
Eligibility:

' From Assistant Professor to Associate Professor, and Associate Professor to Professar, in all disciplines
* Ph. D. Qualification
= Svearsin the current positlon {from the date of [otning/attaining previous promatlon
completing Ph. D)
* Prescribed research output
» fAcceptable teaching feedback
s Demaonstrated academic administration

¥ The Eligibility shall stand madified in the following cases:
= Forthose whose probation may have been entended, the 5 year pericd will commence anly
after confirmation.
+  For those who may not have cleared the ratification on the first attempt, the 5 yvear period will
commence only after the date of ratification.

¥ The Elgibility conditions may be extended at the discretion of the Management/GB, in the following
cases:
#  Faculty whose annual Increments are an hold/delsyed/deferred for want of fulfillment of
academic commitments
= Faculty with track record of misconduct,

Policy and Procedure; In general, the policy of promotions will be poverred by the rules laid down by the
skatutory bodies, UGC/AICTE as well as on the score of Academic Performance Indicators {APl). Howewver,
the deserving tfaculty members shall be nominated for deserving and/or suitable positions based on their
qualifications and experience and the decision of the Management /GB will be final.

Further, a committee shall be constituted to verify and the eligibility and other norms fumished by the
statutory bodies. The committee consist the Principal, Dean, Head of the department concerned, two
subject experts from outside colleges and the consensus or maximum points scored shall be considered
for promaotion. Faculty shall have the right to represent their grievance to their HoD, The HoD shall redress
the grievance within 7 working days, Failing which the grievance may be escalated to the nest higher level
Further, Employess of ACOE shall be asked to fill the prescribed format along with proofs to submit to the

Principal through Head of the department concermned,

Mote: The above are only eligibility criteria. Mere eligibility to promotion/appraisal does not entitle one
to promotion/appraisal. The Management/GEB may relax or extend the eligibility criteria in exceptional
circumstances/cases, at its discretion.

Back to contents
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GRAADITYA

POLICY OF MENTORING/COUSELLING/PROCTORING

Objective: The main objective of this mentoring/counselling/proctoring system is to provide a reliabie and
comprehensive support svstem, to motivate students to excel in both academic and non-zcademic

artivities.

Policy and Procedure: The mentoring/counselling/proctoring system of ACOE ensures that the students
adapt to the dyramic learning environment and fead their ways inta highly successful careers: With
effective implemientation of the system, it & expected that the students gel access tooa suppart system
during the crucial stages of their academic, professional and intellectual development and enhances the
students’ confidence and challenges faced by them setting higher goals. Further, it is expected that

s Dffers psychosocial support for the students

#  Helping the students ta develop the interpersanal skill

# Dffers the students an exposure to diverse academic and professional perspectives and

experiences in various figlds

¢ Mentees get 3 direct access to powerful resources of the institution

o Offers the foundation for the students to reach greater hetghts in thelr professional lives,
Each faculty member shall be assigned with 15-20 students and hefshe is responsible for
mentoringfcounseling them, The perfformance report of the individual students shall be reported to the
parents periodically, In this system, a diary shall be maintained for each student where the following
details are to be recorded:

=  Personal Information

* Previous Record

= Acadernic Performance

*  Competitive Examinations Details, if any

*  Details of Intarnship and Industrial Training

* Scholarships Received

®  Co-Curricular and Extra-Curricular activities
The diaries shall be checked every fartnight by the head of the department and submit to the Principal for

veriflcation. Any deviation shall not be entertained in this policy,

Back to contents
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GRAADITYA

CODE OF CONDUCT

Preamble; ACOE believes that for an institute to succeed, grow and excel, it needs to be anchored to its
Values and Beliefs and motivate all its emplovees to consistently display these values in the course of their
interactions. The Code of Conduct and Ethics, articulated below, embodies the Imstitute’s Values and
Beligfs and endeavars to lay down guidelines for employvess o follow in their day to day work life, All
employees are requested to read and imbibe the Code of Conduct and Ethics and follow i€ in letter and
spirit, so ag to maintain the highest standards of values in their conduct to achiave institute’s abjectives,
The Institute’s Values and Bellefs shall act as the guiding principle in the enumeration, interpretation and

periodic review of the Codeé of Conduct and Ethics,

Objective: The Institute prides itself an the high standards embodied in its working principles. The
inctitute expects itz emplovees to adhere to these principles in their day 1o day activities. The following
Code of Conduct and Ethics is intended to provide guidelines for the Professional, Ethical, Legal and

Socially Responsible behavior that the institute axpects from its employess.

Applicability: All employees an regular rolls of the institute including employees on contract governed by
this Policy. Employees are the representatives of the institute and hence are expected to demonstrate
high degree of discretion and astute (udgment in their dealings, Although dug care has been taken to
address most conceivable situations, It is not possible for this Code to cover every situation that may arise
In circumstances where employees are unable to consult an appropriate person in the Institute, they are
expected to wse sound reasoning and good judgment in handiing the situation in the interest of the

Institute and its Values.

Policy Guidelines of Conduct

Mational Interest: ACDE iz committed in all its actions, to promote guality education and shall neither
engage in any activity that would adversely affect such objective, nor shall undertake any activity or
project which is to the detriment of the national interests,

Use of the ‘Aditya’ Brand: The use of ‘Aditya” name, logo and trademark chall be governed by manwals,
codes and agreements as fssued by the institute, Mo employee, third party of joint venture shall use the
Aditya brand for any purpose without amy Specific authorization:

Group Social Responsibility: Group’s Social Besponsibility is aimed at anticipating and meeting relevant,
emerging needs of the sooety in the areas of Education, Community Service, Health & Hygiene and

Liveliheod. The Group encourages its employees and their families 1o actively participate in CAR activities.
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(AADITYA

COLLEAGE OFF ERGIREERIRNG

Competitlon: ACOE shall market ks services on it5 own merlt and shall not make unfair and misleading
statements ahout competitors’ services, Any collection of competitive information shall be made only in
the normal eourse of business.
Quality of Services: ACOE is committed to deliver services of world class quality based on the requirement
of its Customers and built ta National and International standards.
Equal Opportunities: ACOE shall provide equal apportunities to all employvees and treat them with dignity.
All decisions pertaining to eligibility, qualification and selection of applicants in all matters will be based
an merit. No discrimination shall be made based on Community, Race or Gender.
Accurate and Complete Accounting: Emplovees shall use Institute’s funds and other property solely for
the benefit of the Institute. All dishursements must be lawful and consistent with Institute™s polices, No
unrecorded fund, reserve, asset or special account shall be et up or maintained for any purpase. Mo false
ar fictitious entries shall be made in books, records, accounts, or in Institube communicatiaons for any
reason. Mo payment or transfer of funds or assets [such as tangible and intangible) shall be made for any
purpose gther than what is specifically authorized or is clearly within the discretion granted by the
Imstitute. Employees are responsible for accurate and timely record keeping for all lnstitute’s assets,
liakalities, revenues and sxpenses in compliance with accepted accounting rules and controls. All books,
records and documents must accurately and completely describe the transactions.
Settlement of Expenses: Emplovees shall settle all the expenses incurred on account of travel, loans &
advance etc, as per the guidelines stipulated in the Palicy/Policies.
Protection of Intellectual Property: Copyright of all designs, drawings, formulas, charts, methodologies,
inventions, etc., shall be treated as "Work made for hire" and the intellectual property rights over the
same shiall vest with the Institute,
Collaboration within Aditya group: All the institutions in the group shall cooperate with each other by
tharing knowledge, infrastructure, human and management rescurces and making elforts to resolva
disputes amicably, albeit without adversely affecting its business interests and stakeholder value,
Confidentiality and Non-disclosure: Emplovees shall ensure that all information available to them during
the tenure of employment in the Institute are kept skrictly confidential and shefhe shall not disclose 1o
any party except to the extent necessary for the purpose of due performance of her/his service/discharge
of herfhis duty to the Institute.
Any empleyvee of ACOE and her/ his immediate families shall not derive any benefit or assist others 1o
derive any bensfit from the access to the insider information about the Group, incuding infarmation
which is not available publicly, Such insider information may include among other things:

a) Merger or acquisithon, dvestment of businesses or business units

b} Dataor information such as profits, earnings and dividends etc.
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¢l Imvestment decisions, assets revaluation, restructuring plans eic.

d] Major supply and delivery agreements

FPolicy and Process Integrity:

Antitrust or Fair Trading- Employees shall avoid any discussions or agreements with competitors about
policies, activitles that would result in anticompetithie markets,

Falsification or Destruction of information- Mo employee shall make any statement or do any act that
encourages or results in unlawful, untimely, false or intentional misrepresentation, concealment or
destruction of information in order to deceive or mislead.

Use of equipment and consumable resources: Employees shall ensure that zll the eguipment and
resources and consumable items are used for the work of the Departments.

Use of Intermet, Intranet and Electronic mail: Employees shall avoid using of computers for sending,
receiving, andfor copying inappropriate material. Employees will ensure that the transmission of
information via communication and Information networks and devices are made only if autharized to do
s and in accordance with the relevant departmental protocols, Employees will avoid sharing of password
with another person, share another person's password/s, or record password/s which can be misused,
The collepe monitors the use of these networks and devices, and an employes may be alled upon io

explain her/his use of them,

Protecting Institute’s assets

Misuse of Resources: Employees shall avoid any improper, unauthorized or unlicenzed use of property or
resources for non-activity related reasons or purposes including improper use of systems and
limekeaping.

Theft- Employvees shall avoid any unauthorized remioval or taking of supplies, equipment, furniture,
fixturaes, products, cash, merchandise or other tangible property of the institute,

Unethical Transacton: Mo employee shall assist in the misuse of Institute’s funds, irrespective of the
amount involved, including, the misappropriation of such funds for her/his personal benefit, or customers.
All payment and transfers of premium and other items of value shall be made openly and must be
disclosed and duly authorized by the concerned authornty,

Gifts and Entertalnment: Except in connection with and specifically pursuant to programs officially
authorized by the institute, no employes shall accept, directly or indirectly take any money, objects of
value, or favors/discounts from any persen or other companyfinstitute/organization that has oris doing or

seeking business with the Institute. All employees muest disclose authorized transactions of this nature to
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the authority concerned, All payments or transactions must be consistent with applicable laws and
accepted practice and must be accurately recorded in the institute’s books and records.

Public Representation: Mo employee shall, without the express consent of the GB/Management/
Competent Authorty, call for Press meets, bref the Pross or speak to the Media or participate in
discussions, forums et. in the media, to discuss any Issues related to the activities of the institute or
future prospects or projections of the Institute.

Charitable Contributions: Although employees are encouraped to be sooally responsible and politically
active, Employees may not contribute the institute’s funds or assets to any Charitable Institution er similar
Institution, unless such contribution is expressly permitted by law and has been pre-approved by the
appropriate, authorized representative of the Institute.

Paolitical Activity: Mo employes shall mvalve inoany political activity directly or indirectly. Mo employes
shall canvas for any political party or candidate at any poinl in time. Employees may not contribute the
Institute's funds or assels to any Political Candidate, Party unless such contribution is expresshy permitted
by law and has been pre-approved by the appropriate, authorized representative of the Institute. Any
employees who stands in elections for any public effice may do so after informing the concernad authaority
to purswe his public/political career.

Regulatory Compllanee: Every employvee shall, in her/his conduct, comply with all applicable laws and
regulations, both in letter and spirit, in all the areas in which one operates.,

Third Party Representation: Third Parties which have dealings with ACOE but are not members of the
group, such as Consultants, Agents, Contractors and Suppliers are nol authorized Lo represent the group
without written permission. & Non-disclosure agreement is to be signed with the Third parties to support
the confidentiality of the information. Third Parties and their employees are expected to abide by the
Code in their interaction with and on bkehalf of A00E or Aditya group,

Sexual Harassment and other harassments policy: ACOE recognizes that Sewual Harassmant wviolates
fundamental rights of gender equality, right to life and liberty and right to work with human dignity -as
guaranteed by the Constitution of India. To meet this objective, measures shall be taken to avoid,
eliminate and if necessary impose punishment for army act of sewxual harassment, which includes
unwelcome sexually determined behavior as per the institute’s policy against Sexual Harassment.,

Other Harassments: ACOE prohibits harassment af one empioyee by anather employee ar suparvisar on
any basis including but not limited to race, color, religion, marital status, national origin, physical or
mental disability and/or age. The purpose of this policy is not to regulate our employess’ personal
marality but it is to assure that in the workplace, no employee harasses ancther, Harassment includes but

is not lirmited to slurs, epithets, threats, derogatory comments, unwelcome jokes and teasing.
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Whistle Blower policy; ACOE prowvides a platform for its employees to disclose information intermally,
which sha/he believes shows serious malpractice, impropriety, abuse or wrong doing within the institute
without fear of reprisal or victimization.

Ethical Conduct; ACDE expects its employees to maintain high moral and ethical standards. These
standards are charactenzed by honesty, fairness, equity in interpersenal and professional relationships as
well a5 in our day-to-day activities. Emplayee is supposed to inform in case, if he deviates from the above
standard (or if any case is filed against him}, No employes shall engage himself in any business activity.
Further, if he directly or indirectly recommends any of his friends) relatives for any sctivity dealing with
ACDE, he must disclose the nature of such relationships and transactions beforehand,

Dress Code: ACDE expects its employees to follow a dress code as specified which helps therm to waork
comfortably at the workplace and at the same ime project a professional image for the stakeholders that
we are a part of. Hence, it is essential that all employees take pride in her/his appearance and maintain

proper dress code and general appearance during office howrs.

Environment, Health and Safety
Environment, Health Safety and Laws of the land — Employees shall adhere to the laws of the land -
wherever they are — and shall not violate, cause or any action that impacts the Ervinronment and the
Health and Safety of ACOE Emplovess, stakeholders and the Community at largs,
Substance Abuse- To meet cur responsibilities to Employees and stakeholders, ACOE shall maintain a
healthy and productive work environment. hMisusing controlled substances or selling, manufacturing,
distributing, possessing, using or being under the influence of illegal drugs and alcohol in the work place is
absolutely prohibited.
Threats and Physical Violence- Mo employee shall wse threatening words, or assault or cammit acts of
violence or possess weapaons, firearms, ammunition, explosives or Incendlary devices in the workplace, on
work premises or in work vehicles or elsewhere. The list of behaviors, while not inclusive, provides
examples of conduct that is prohibited by this policy:

o Causing physical injury

*  Making threatening remarks

. Jfpprassive or hostile behavior that creates 3 reasonable Fear of injury to another person aor

subjects another individual to emotional distress
* Intentionally damaging employer property or property of another employee
*  Committing acts motivated by or refated to sexual harassment or domestic violence,

Mo Smoking- Smoking is strictly prahibsted in the premises of the workplace, Approprate acbions shall be
initiated against any person found contravening with the policy of this code,
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Disciplinary Actions; &ll employees covered under this Code of Conduct and Ethics are required to adhere

to the principles and rules laid down in this code. Fallure to do so will attract appropriate acticn including
disciplinary action against the employes who is found to vielate these principles. Disciplinary action may
include immediate separation of employment or any ather action as deemed fit at the Institute’s sole
discretion, The Institute will recover any lass suffered by it due to wiolation of the provisions af this code
by any employee. Disciplinary Proceedings against the delinguent emplovee shall be conducted in
accordance with the principles of natural justice. The employees of the Compliance Comenittes and/or
employess of Audit Commiittes will be notified of any concerns about vielations of standards for conduct

of business, ethics, laws, rules, regulations or this Cade

Roles and Responsibilities:

Governing Body

The Governing body 5 constituted as per the puidelines prescribed by AICTE/State Governmert/UGC/

State Government. The Governing Body meets once in six moenths and interacts with industry experts,

faculty, stucents and corporate to understand the impravement areas and raise the level of knowledge

delivery at Aditya College of Enginearing with the assistance of faculty members and administrators of the

Institute, The Chairman, Vice-Chairman and Secretary are the functionaries who take the responsibility of

implementing the policy declsions of the governing body, The mapor functions of GB are given below:

#  Governing body members are required to respact the confidentiality of sensitive information held by
the Institute,

#  The Governing body will comply with detailed tendering and purchasing procedures as well as
complying with prescribed leyels of authority for sanctioning any expenditure,

* The Members are required to use their reasonable endeavours to attend all governing body meetings.

¢ Gaverning body will guide and monitor thie Institute while fulfilling the objectives.

»  All the Institute activities and recommendations of the Academic Committee are reviewed,

* Governing body approves new courses/programmes fcertification programmes recommended by the
Principal.

¢ Recruitment process for Teaching/Mon-teaching shall be approved by the Governing body with the
poficies laid down by AICTE/UGC/State Government/University etc.

¢ Gaverning body approves the annual budget of the Institute while considering all the requirements.
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Principal is responsible for overall administration and academic function of the institution in keeping with

Principal

policies of the management as well a5 mandatory regulations of the related authorities. The Principal has

the executive powers to administrate the academic, non-academic and other functions based on the

gurdellnes prescribed, The Principal of an Institution should always be honest, fair, abjective, suppartive,

and protective and law abiding. Besides, the following traits are expected from the Principal

#  Chalk aur a polecy and plan to execute the viskon and mission,

¢ Promote industry-institution interaction and inculcate research a2nd development activities.

® Ensure thal the staff and students are aware of rules, policies and procedures lay down by the college
and enforee them.

¢ HRecommend and forward communication to the authorities.

= Monitor, manage and educate the administration of the Institution and take remedial
measires/actions based on the stakeholder’s feedback

# Execute any cther gualitative and guantitative work for the welfare of the institution.

¢ Empower the staff and the students to reach their maximum potential,

¢ Exhibit outstanding strong leadership skills wich the high integricy,

Dean (Academics & Administration)

#  The Dean (Administration & Academics) bas-a key role to play in all academic matters ta tone up the
academic performance of all the departments and the overall quality and standards of the students
and enriching the skills of the staff members

*  Assist the Principal in all matters of academic and administrative activities,

# Prepare all reports f documents / write-ups that the institution has to prepare for a specific purpose
ar help the Principal in all such matters,

# Responsible in making periodic assessment of Teaching faculty B Staff particularly the new entrants
and submit a report with suggestions / remarks to the Principal,

¢ Accountable for the academics & the administration of all the departments:

s Evolyes new strategies and action plans, involving the HOD concermned, for the development and the
quality improvement of the department.

=  Responsible for computing the manpower reguirements as per work load norms of the department
along with the HOD and recommend the staff requirement to the Principal on an ongoing basis,

#  Expected to interact with students periodically, review the student performance in the internal and
end semester examinations, regularity in attendance, and moniter general discipling of the students

inside the carmpus and take appropriate corrective of disciplinany action in consultation with HODs,
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Monitor the functioning of each department under his control, and act as a strong interface between

the Frincipal and the Head of the department in implementing policies and programmes formulated
from time to time for improving the quality effectiveness of teaching = leaming process.

Any other responsibility ghven by the authorities from time to time,

Head of the Department (HoD)

Hol is responsible for the smoeth funciloning of all the department level activitles and responsible for
prepanng curriculum and strategic plan pertaining (o the department.

He shall adhere to the Policies and Procedures governed by the Academic committes and ensures
quality practices in thelr departments. Monltors the academic schedulefattendance/syliabus
completion/Internal examinations.

Monitors the requirements In laboratories and prepares budget proposals for purchase. He/She
conducts regular faculty meetings and submits the minutes of the meeting to the Princlpal.

Allocate the subjects to the faculty members well in advance before commencement of the
sermester/year,

Collect lesson plans from teaching staff before the commencement of class work and ensure that the
information provided Is in accordance with the farmat,

Make sure that the time tables are prepared as per the guidelines given by the Principal and inform
the Faculty members and students at least one day before the commencement of the class work.
Interact with students [Section wise} of their branch 15 days once, identify the problerns and find
solutions in consultation with the Principal.

Yerify the student attendance registers maintained by the staff members once a week and submit to
the Principal for verification once in a fortnight,

Imstrct the faculty members to set the question papers as per instructions from the Principal and 1o
maintain the confidentiality and ako 1o evaluate the seripts promptly to meet the dead fine given by
the Principal. The evaluated answer sheets along with award sheet filled by the concerned faculty
member have to be submitted to the exam section as per the schedule given.

Instruct the respective class teachers/advisars 1o implement the dress code among the students.
Convens departmental staff mesting once in a wesk on the day allatted and record the minutes of the
meeting.

Callect the student fesdback about the faculty members subject wise (for all the subjects taught 1o
the students of their branch) and commuricate the feedback to the concerned faculty membears i the
standard format as finaklized by Principal, Communicate a copy (o the Principal, If any subject s and

led by the other department faculty members, communicake one copy to the respective HOD.
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Guide the faculty members to improve their performance based on the feedback and also monitor
whether the faculty members are improving from semester to semester.

Advise the class teachers 1o prepare registers meant for posting attendance and Internal marks within
ane week after the commencemant of class work for the semester.

Communicate the attendance particulars and Internal marks of students to the concerned parents
from time to time with the help of class adwvisors,

Counse| the students who are absent far the assessment tests or irregular to the class,

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

Route afl the correspondence thraugh the office of the Principal.

Designate faculty member who will be the HOD I/C during his/her absence and make sure that all files
and records are available for HOD IC,

Appaint faculty as mentors and allocate students ta the mentors in the beginning of the academic
YEar.

Infarm the concerned authorities about amy important events taking place in the Departmeant from
time to time.

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

Ensure academic discipline in the department.

Follow the guidelines / instructions given by the Principal from time 1o e,

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

Provide mecessary inputs to the Principal for conducting Acedemic Council § Governing Council
Mesting.

HoD should adhere to the policies faid down by the Principal/Management and convey all the poiicies,
rules and regulations to all the faculty members and staff members and should discuss with them to

chalk out a plan to achieve the goals.

Faculty Members

Report to the HoD concerned.

Recommend text books and reference books for fibrary procurement ot the beginning of the
semestar.

Prepare schedule of instruction, course description, tech-talks, concept wideo, open ended
experiments, quizr, assignment guestions, tutorial guestion bank, power point presentation, lecture
notes [ caurse handouts, model question paper and e-learning readiness videos, lab manuals at the

beginning of the semester,
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# [Prepare unit wise guestion bank (short, long and problem solving J/ critical thinning answer type

questions] andfor assignments in consultation with the chief examiner / course coordinator (50
questions per unit [ module],

o Preparg multiple choice questions (MCOS] in consultation with the course coardinator with 3 view on
the ensuing competitive examinations

s Ensure agood result in the course tacght

& Participate in the professional development programmes

« Complete the syllabus of the course assigned.

« Encourage the students to participate in co-curricular and extra-curricular activities.

= Attemnpt to publish text books, research papers in reputed and Indexed International, national
conferences / lournals.

v Include student centered activities in the schedule of instruction.

s Should go to the class ot least 5 minutes before and enter the class withowt any delay. Engage the full
timea and should not leave the class early.

»  Recapture for first 5 minutes about the topics taught in the last lecture, and tell them outcomes of the
topics to ke learnt in another 2 minutes, then engage the class for full time and in the last 3 minutes
conclude the topic and give the details about the next class,

« Make use of power point presentation, models etc,, as teaching aids and should not dictate notes in
the clasgs room,

o Carry student attendance registers to class and take attendance soon after entering the ¢lass, do not
aliow the students to leave the before / after the lecture.

# Record the roll numbers of the students absent for the class in the activity diary along with topics
covered within thels minutes after the class {first haur).

» Maintain and update the student attendance registers regularly, absentees duly marked and avaid
averwritingfcorrections to the maximum extent.

«  Enter the students’ attendance in ECAP software immediately after completion of the class.

¢ Submit the registers to the class in-charge/HoD on the last working day of every month.

# Late comers though permitted/allowed inside the classroom should not be given attendance.

" Should not be made to stand at the entry / rear of the dassroom. However, repeaters or habitual Iate
comers may be corrected through counselling.

»  Attendance should be marked for the physical presence of the student irrespective of academic/non-

academic lapses and abstaining on difterent spells.
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Classes should be taken as per the timetable and adjustment of class work should be conveyed to the

clazs in-charge and Head of the department.

Prior preparation for the ¢lasses is needed,

Bao flexible and adaptable to engage classes if any changes are made in the timetabie.

Adjustrment of class work should be made 1o the faculty members teaching the same section, Any
deviation should be brought to the notice of the HOD.

Follow the schedule of instruction and complete the syvlabus in time without omitting any topic.
Identify weak/slow learners and guide them in order to accelerate the pass percentage and devote
extra attention by conducting remedial classes/study howrs per the schedule prepared by the
department.

Mot ivate siudents falling short of attendance to avoid condonation and detention.

Focus on the aspects of motivation to ensure creativity amongst the students is needed,

Dress coda, punctuality, attendance and discipling of the students should be monitored on regular
basis.

Do not carry mobile phone to the class room. Keep the mobile phones in the faculty cabin only.
Ensure that the students do not use mobile phones in the campus. Surpnse checks should be
conducted at regular intervals and if found under his/her possession will be confiscated forthwith.
Socialize with students in free teme and counsel them to improve their performance in academics.
Moniter the students to ensure dicipling while commuting in the buses and closely watch their
movements in the campus,

Mentoring / counseling becomes pertinent and the department expects the facolty to orient the
students with proper counselling for their all-round impravement in academics, career, self-discipline,
code of conduct, moral values and professional ethics.

Perzonal involvement of the faculty should happen fore mostly by performing the experiments in the
laboratory to their convincing fevels before expecting the students o condugct the experiments by
themselves.

Laboratory course instructors should maintain continuows comprehensive evaluation/ day to day
evaluation on regular basis,

Correction of worksheets including day-to-day evaluation should be done soon in the lab session anly.
Laboratory worksheet evaluation should be done inthe lab itself. Faculty members should not call the
students for record correction to their cabins.

Comply with the instructions of the examinations control office on the aspects of attending the duties

of invigilation, evaluation, officiating az chief examiner or ary other assigned duties from time to time
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¥ As part of departmental work being assigned to himyher should be completed within stipulated time

and appraise the output to the HOD about a particular file pertaining to academic/administration.

»  Maintain team spint and share the responsibility of the department in particular and institute, They
are expoctod 1o collaborate and display integrity amongst the teaching fraternity,

»  Present in 2 decent manner, lead the classroom in a dignifled way without disparity amangst the
students.

&  Deveid from indulpence in unconcerned activities; make use of the spare time purposeful, utilize
resources and improve academnic know how upgrade latent talents through professional skills.
Become participative in life-long learning activities like NPTEL / Swayam/ MOOQCs JFDPs fSeminars
Warkshops ete,

v Feel the responsibility to discharge the duties assigned by higher autharnties (Principal, HOD, Dean and

others) with camrmitment,

Class In-charge,/Class Teacher

= hiaintain contact details of students and their parents and update the contact numbers at regular
intervals in a ook,

»  Maintain contact details of the faculty members [ mentars in respect of their concerned section,

o Changes made in the metable should Be informed to students and the concerned faculty members,

#  Monitor the class work and ensure that the classes are engaged thoroughly,

# Ensure that the students are provided [/ made available course content in student learning
managemeant system and course syllabus insticute web site with syllabus, course, description, tech
talks, concept video, open ended experiments, assignments, tutorial guestion bank power paoint
presentation, lecture notes [ course handouts, model question paper / previous question papers, lab
manuals and video lecturers,

¢ Dress code, punctuality, attendance and discipling of the students should be monitored regularly.

 Ensure that the students do not use mobile phones in the college. Surprise checks should be
conducted at regular intervals and if found under his ¥ her possession will be confiscated forthwith,

o Ensure that all students secure a minimum of 75% attendance, Maintain a record of student leave
letters and keep the parents informed of their absentesism.

« Collect the updated student attendance registers from the faculty members on the last working day of
the month, Cross check the maintenance of the reglsters and ensure similarity Between the manual
attendance register and the online attendance one’s before getting endorsed by the HoD and the

Deany Principal.
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# Elect the class representatives based on the gualities of leadership, interaction, commendable much

to the appreciation by one and all.

»  Ensure cleanliness in the dassrooms and proper maintenance of the electrical wiring and furniture
with the assistance of the maintenance in-charge.

o dentify weak/sow learners and gulde them in order 0 accelerate pass percentage and 1o avoid
detention for want of securing number of credits

& Spon after the rebease of semester end examinations [SEE) results the concerned class in-charge
should appraise and submit the result analysis to the HOD on the very same day or the immediate
wiorking day.

»  Record all the activities carried out by the students of the concerned section in the class In-charge
chary.

v Discharge the duties assigned by higher authorities (HOD, Dean, Principal and others) with
cammutment,

s 4ot the Outcorme Based Education (OBE] course astessmants/Course files completed by all the faculty

members and handover the same ta HoD within one wesk of completion of the class wark.

Lab In-charges

o Maintain the Stock Register (both for consumable and nop-consumable Registiers),

#  Find ouk the reguirements for consumables for the laboratory and procure the same, before the start
of every semester.

»  Plan for the procurement of equipment for the coming semester well in advance. This can be done by
visits to other colleges, by contacting teachers who are teaching or have taught similar subjects Inour
college or other colleges, ete,

v The Laboratory In-charge {Lab 1/C) is responsible for the safety, upkeep of all the equipment in the
room as Hsted in the inventory for the room,

¢ Should be conversant with all the lab experiments and exercises,

# Should be conversant with the key, location, locking procedure of the room, emergency procedures in
casze of fire, accident et

»  See that the infrastructure facilities in the labs are adequate so that each batch has ample opportunity
to complete practical’s satisfactority

«  Organize the laboratory for oral and practical examinations,

v Hald those responsible for any breakage £ loss eto, and recover costs

»  Ensure that the cleanliness of the lab and switch off all eguipment after use.
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# Reqguisition of consumables shall be submitted to the HOD, who in turn shall verify the same and

forward to the principal for necessary action.
» Any other duty as may be assigned by the HoD/Dean/Principal from time 1o time,

o I order to provent theft / damage, the Lab In-charge shall take the following action:

o Lab in-charge and Lab Assistants are o report the matter in writing immediately ta the
HaD as soon as they come to know about the missing/damaged itern in their Lab. They
also have the responsibility to find out/enguire about to missing / damaged item [/ article
and suggest further action in order to compensate the boss as well as prevent recurrence
of the same,

Lab Assistants in turn shall note down the missing items in the respective Lab Register,

If the students are responsible for the loss J missing item, then an amount equal to the
cost of the item as fine shall be leviad from the concerned students, Students shall not be
allowed to purchase and bring the item on their own, as compensaticn for the

loss/missing item.

Administrative Officer

o Takes care of student scholarships/fee reimbursement (freshfrenewals) of students belonging to 5C/
5T [ BC J EBLC { minonty [ disabled categories scholarships.

s  Maintains the Faculty Member leave records like casual leave, vacation, on duty & permission.

»  Arts as a Coordinator for all the activities relating to the maintenance of the institute.

s Takes care of HR policies of the institution skde and outskde the institute.

«  Arrangements to conduct interview as per HoD's requirement with institute / University constituted
selechion Committes suppart,

#  Takes care of all admission approval procedure and communicating with wuniversity/technical/
higher/govt. in person.

» Any other activity relevant to the institute as per the instructions from the Principal.

Establishment section

v Maintains Teaching and Non-Teaching attendance.
¢«  Maintains persanal files, service books, leave records, vacationfdetention records of Leaching staff,
nan teaching & administration siafl.

»  Staff requirement / selection [ appointmient et
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o Carrespondence with University, Government, DTE, AICTE etc. regarding establishment.

¥ Issue of increment/appraizal forms to teaching & non-teaching staff.

« Earned Leave, Medical Leave, Visiting faculty, On-duty, Office Orders (faculty & students],
experience/service certificate, circulars & notice etc of staff.

o Maintaing confidential reports of teaching/non teaching staff increments & its cormspondencs and/or
as per the instructions from the Principal,

s Fulfiliment of Statutcry Requirements such as EPF, 5T, eTDS Etc.

* Any ather activity relevant to the institute as per the instructions from the Principal.

Physical Education Director

e Responsible for all the activitizs related to the Physical Education,

»  Arranges a physical fitness camp far the students and staff.

s  Responsible for procurements, maintenance of sports goods, play fields and other tems related to the
Physical Education with the approval from the Principal.

i Coordinates Intra College and Inter College, Inter University and Inter State competition for different
sports.

»  Acts asin charge for Gate Entry of students, teaching & non-teaching members and any other contract
wiorkers inside the campus.

s Monitors Material movement in and out of the premises.

v Incharge for monitoring the persons inside the campus; verifying the 1D Cards,

w  lssues the Visitor ID and collects the required data from the visiter

# Any other activity relevant to the institute as per the instructions from the Principal.

Transport In-Charge

= Hesponsible for arrangement of transport for students and staft from institute to City & vice versa.

» Responsible for perindical maintenance of all the buses and in case of any major repair should report
to the Principal immediately.

* Responsible for a periodical check of the log books maintained by the drivers,

= Arranges for an agreement with Transport Company for additional buses if required,

#  Arranges for the transport for the students and staff for any 1ecal educational towr, visit for sports
competitions.ete.

» Responsible for time management of buses.

# HBilling and accounting for the Eransport companies.

e Any other activity relevant to the institute as per the instructions from the Principal.
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s Takescare of consumahbles, maintains and assists in conduction of the laboratory,

Technical Staff

o Maintains the cleanliness inside the lab and executes the safety norms,
Maintains the stock register

® Ay ather activity relevant ta the institute as per the instructions from the HoDfPrincipal.

Supporting Staff

i Performs the duty assigned by the estate officer.
«  Helps to maintain the eco-friendly environment of the institution,

* Any other activity relevant to the institute as per the instructions from the Principal.

Hostel Warden

# Responsibie for allotment of rooms to the students.

+ Responsible for maintenance for Hostel.

v Looks after the quality of food served in the hostel.

s Keeps strict discipline in incoming and outgaing of students from the hastal,

= Reports to the Principal in case of any indiscipling or misbehavior by the students.

v Looks into the grievances/complaints of the students if faund genuime.

o Arranges for First-Ald in case of any emergency and arrange for hospitalization of student/staff.
¢ Monitor the students during study hours, if any

Ay other activity relevant to the institute as per the instrections from the Principal.

Accounts Manager

s Keeps account of financial transactions such as admission fees, semester fees, hostel fees etc.
o Keeps account of all the financial transactions reélated to repair, maintenance, purchase etc,

s Disburses salaries far the employees of the institute,

»  Prepares the annual account, get it audited,

s Deals with banks and other financial institutions regarding boans etc.

s Will be responsible for filling of annual returns,

= Any other activity relevant to the institute as per the instruections from the Principal.

Back to contents
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POLICY AGAINST SEXUAL HARASSMENT

ACDE recognizes that sexual harassment violates fundamental rights of gender equality, right to life and
liberty and right to work with human dignity as puaranteed by the Constitution of Ind@a. To meet this
abjective, measures shall be taken to avoid, eliminate and if necessary impose punishment for any act of
sexudl harassment, which includes unwelcome sexuzlly determined behavior, Sexual Harassment is a
crimingl offence and punishatle under relevant laws of the Country,
Policy agalnst sexual harassment: For this purpese, "Saxual Harasement™ includes any unwanted or
unwarranted gesture or verbal sexual advances, sexually explicit and derogatory statements or remarks,
sexually coloured remarks, avoidable and unwarranted physical contacts, willfully touching or patting,
sugegestive sexual remarks, sexually slanted and cbscene jokes, vulgar comments about physical
appearance, indecent invitations, wse of pornographic material, demand for sexual favors, demanding
sexual favor by making telephone calls or sending SME5/Mails, threats of physical assault or molestation on
refusal by the employee by their superiors, colleagues ar anyane who for the ime being |2 in a poesition to
sexually exploit or harass the employee at any work place which may contain :
= Implied or overt promise of preferential treatment in that employee’s employment
* Animplied or overt threat of detrimental treatment in that employes’s employment or anoimpfied
of ouwert threat about the present or future employment status of that employee and includes the
creation of 3 hostile working envirenment.
® The conduct interferes with an employes's work or creates an intimidating, hostile or offensive
work environment.
= Such conduct that is humiliating and may constitute & health and safety problem.
“Sewual Harassment” amounts to serous misconduct in employment under the service rules/regulations
governing employment, This policy on Sexual Harassment applies to men and womern; to like and opposite
gender relationships; to relationships between supervisors and subordinates; teachers and students; and
peer relationships. Employees or anyone else doing activity on our premises, as well as to those involved

in activities in which our name iz associated, all must comply with this palicy,

Objective: ACOE it strongly committed to having a workplace that ensures Egual Employment Oppartunity
and endeavors to ensure a congenial environment where emplayees can work without any inhibition and

contribute their best without any fear or favor.

Policy and Procedure: This policy applies 1o all employees, employvess on Contract and stakeholders, As a
policy It applies to all lecations, situations where activity s conducted, in activities run in partnership with

ws and to all Institute-sporsored social events,
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& commitieg ks constituted as per the direction of AICTE and functlonal within the campus. [Refer

http:/facoe.cdu in/Committees/ 202 1ICC-ABHAYASI02021 - 22 pdf]. The complaints rmay be registered

through Email joMceacoes edu.n), Phone call to any authority, written complaint or aggrieved person

can use complaint form provided in the college web site. [Refer http://acoe edu.in/?p=I0ACHab10} and

the figure glven below for better understanding.

& -...; i wu ) 0 &
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POLICY ON GRIEVANCES REDRESSAL

Objective: Individual Employee grievances and complaints which are primarily @ manifestation of their
dissatisfaction about working conditions, managerial decisions, if not promptly attended to may affect

morale and productivity. There is a need for formal grievance process to address such matters.

Policy and Procedure: This s applicable to all the regular emmployees of ACOE and the grievance for the
purpose of this policy would mean dissatisfaction arising out of the decision and the grievances can be
submitted on 2 plane paper through HeD to the Principal. Grievances for the purpose of this palicy will

cover individual grievances such as:

%,

Payment of Salary

Recoveries of dues ote,

Increment *

Working conditions/Health & Safety

Leave

Medical Insurance / facilitses

Mon-eitension of benefits under rules

Fromotion®

Administration or Academic issues

Compensation & Benefits*

Related to Appraisals

Reimbursements

interpersonal Conflicts/lssues with the HOD or team members
Role fit

Only grievance affecting an individual emplovee may be raised.
Separation/Retention

T, T e . N T . S TR T T

MOTE: “*" Grievance can be raised within 2 weeks from the date of [ssue of an increment/promotion
letter,

The grievance arising out of the following will not come under the purview of the grievance procedure;
Terms of appointment settied prior to poining
o Matters relating to disciplinary enguiry £ action
Wihere the prisvance does not relate to an individual employae

If the grisvance iz against the HOD then employee can contact the Principal/Director. The employee shall
bring up the grievance immediately within a reasonable period of time not exceeding twao weeks, Only an

sgprieved employes can rase the grievance.

Back lo contents
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POLICY ON QUALITY IMPROVEMENT PROGRAMME (QIP)

Objective: This policy is in line with the QP Policy outlined by AICTE and is aimed at supporting the
existing faculty members in pursuing full time Ph, I, with study leave and financial support, as per

apphicability.

Applicability; Only for pursuing Ph, 0, with premier institutions (s, NITs) or institutions &5 approved by
the managerment. |n general, onby one faculty pere 10 faculty in &2 department shall be eligible [on first
come first served basis) to avail the Facility of study leave under this policy, However, depending bpon
ather considerations, the Management/GB may entertain mare or less condidates, In case of dearth of
funds or escess of candidates desirous of leave, special approval for study leave withowt financial
assistance may also be considered, if the applicant is so interested, Faculty member should have

completed at least 2 years of servica in ACOE to be eligible for study leave under this paolicy.

Peolicy and Procedure; Faculty member planning to proceed for their Ph. &, will infarm the Principal
through HoD from and the time frame over which they plan to pursue thelr Ph, D, The Principal shall give
in-principle recommendation to proceed. However, the actual spensorship of the candidate under QP will
be subject to the owverall criteria governing the number of candidates in each department and other
cansiderations governing the scheme and will be decided by the Principal/Director/GB. After successful
completion of Ph, B, the faculty member shall resume duty at ACOE and should serve the institute for a
period of 2 years Trom the date of award of Ph.D: It is possible that a faculty member may notl have
completed all the requirements of Ph, D, in the prescribed time of 3 years, and shall pursue the remaining

part of the dissertation work from ACOE.

It iz also possible that a faculty can join back ACOE ahead of completion of feave period if he/she submits
the dissertation w advance. For the purposes of career advancement, as a specal gesture, the
Principal/GB will treat the leave period as continuity of zervice [Thus, the increments for the period of
study leave shall be protected. Upon resuming duties Faculty may be considered for prometion, if they

fudfill the stipulated promotion eligibility conditions.

Before proceeding on leave, the faculty shall sign an agreement with ACOE to serve the Institute, upon
their returm from leave, for a period of 2 years from the date of award of degree. In case 3 faculty violates
the agreement in due course, or does not submit the dissertation within two years of rejoining the
Institute or does net successfully defend thie thesis within three years of rejoining the institute, the faculty

shall reimburse the entire sum, if availed from the Institute {(fellowship, contingency grant and any other
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sum paid to the candidate or the host institution on behalf of the candidate}. Upon rejoining, the faculty

shall be fitted in the suitzble scale that from the date of joining.

Mote: The Management/GB may relax or extend the eligibility criteria in exceptional circumstances)/

cases, at its discration.

Back to contents
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ANNEXURE 1-QUALIFICATIONS FOR TEACHING POSITIONS

Quaslifications and experience for teaching positions:

Proapramma

Engimeering

Technology

Dualifcation

Lupierients

Assistant BE/B. Tech. & | Teaching experience is desirable
Professor MLE /M Teckh in refevant
discipline with 1* class or
aquivakenl
Assnciate Cualificatons as above hleniminm af b oyiars edpérienct in
Professor for the post of Assistant teaching! rasearch findustry of
Professor &= spplicable which & years post Ph. 0.
and Ph. DU ar equivalent in exparience 4 desirabls,
appropriate discipline,
Post Ph, [ publications
and guiding Fh. [,
students is highly
desirable: |
Professaor Qualifications  asabove | Miinimum of 10 years teaching/
for the post of Assaciate research findustrial experience of
Professor as applicable which at least 5 years shoukd beat
and post Ph. U the level of Associate professor. or
publications ard guidance MEnimuen of 13 years
to scholars is highly experience in teaching and/ar
dezirable, Reszardh andor induwstry.
im case of research experience,
good academic recard and
booksy research paper

publications/IPR)S gatents
recard shall be required as
deermed fit by the expert
members of the selection
committaoa.

H the experience in industry is
considered, the same shall be at
ranagerial level equivalent to
Arsociane Professar with active
participation record in devising/
disipning, planning. executing,
analyzing, guality contral,
innovating, training, technlcal
books/ressarch paper publications
[ PR/ patents, etc.
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Aszistant
Professar

et

Good Academic recrd wath at
least First Class marks or an
equnalent CGPA at the MMaster's
Degreebevel in the relovant
subject from an equivalent
Degree from a Foreign University,
Basices fulfilling the above
gualifications candldates should
have clearsd the National
Eligikslity Test

[MET) for lecturers

Prrjgramie

Bssociate
Prafessar

Crualification as sbowve that Is for
the post of Asst. Professor as
applicable amd Ph. [, or
equinalent, in approprate
dizcipline,

Post Ph. D Publications and
guldance to schatars 15 highly
desirable,

Prafessor
the post of Assocate Professor,

as applicable and Ph, [ or
aquivalgnt, in appropriata
discipline

Post Ph. 0. publicatians
and guidance to schalars s
highly desirable

Soience &
Hurimanitios

(Gualification as above that &= for i

(RADITYA
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Espieeisrize

Teaching experience is desirable

Minimum of § yrs sxperiende in
reaching/researchy industry af
which 2 years post Ph. [0
experience is desirable,

Bainemm of 10 years teaching/
research/Industrlal experience of
whech at least 5 years should be
at the level of Associate Profesor
or
Blinirrum af 13 years srperience
in teaching and for Ressarch
andfor industry. Incase of
research experience, good
academic recoird and
booksfresearch paper
publecations 1ML Patents recond
shall be 'r:rquirnd as deemed i
by the espert members of the
Selection committes.
if the experience in industry is
considered, the same shall be
at marageral level sguivalent
to Associate Professor with
active parkicipation
record in desising designing,
Flanning, executing, analyeing,
quiality control inrovating,
training, technical
booksfresearch
Paper publicationsfIPR/
patents e1c, as decrmed 10 fit
by the axpert mambers of the
selection Committes.
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