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Preamble 

Our educational institution, inspired by the noble 

cause and philanthropic zeal resulted into establishment of 

AVS college of Arts &science in the year 1995 by Om Sri 

Vivekananda Educational Trust. The vision of the trust is to 

produce dynamic graduates and postgraduate who could 

caring citizens with the ability to meet the challenges of global 

society retaining their tradition, culture and values. 

 

Aspiring for growth and development in the field of 

education, should have a clear vision of its policies and 

procedures for the furtherance and fruition of its activities. 

Notwithstanding good infrastructure in terms of buildings, 

laboratories, staff and amenities, over-all academic 

achievement will be painfully low if the procedures, duties, 

responsibilities and target of every member of teaching 

faculties and Non teaching faculties are not clearly defined 

and strictly adhere to. 

 

Individuals can put in their best efforts and direct their 

energies to the total fulfillment of their tasks, only if their 

duties and responsibilities are clearly known to them. Efficient 

functioning, achieving the targets, building individual 

profiles, avoidance of confusion and creation of good rapport 

with colleagues are possible only if the individuals are fully 

aware of the procedures and policies. 

 

With this perspective in view, comprehensive, Human 

Resource norms, guidelines, procedures, duties and 

responsibilities for various activities have been conceived and 

given shape to by the combined efforts of the head of the 

institution and the management. 

 



  

  

 

It is hoped that strict observance of these procedures 

and achievement of targets will eventually turn every teacher 

and employee into a role model to be emulated by every 

student of this Institution. It is also the earnest hope of the 

management that every member of the teaching faculty and 

all the employees will put in their right effort to give a 

positive direction towards synthesizing and imparting cost-

effective quality technical education of an exceptionally high 

standard, for molding the personalities of future 

Professionals. 

 

Governing council of AVS College of Arts and Science, 

Ramalingapuram, Salem-636106. 
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UNIT - 1 

INTRODUCTION 
 

1.1 History  

 This institution under the control of Om Sri Vivekananda 

Educational Trust this charitable trust established in the year 

1994 is running various educational institutions and 

programmes for the welfare of the society. The trust is chaired 

by Mr.K.Kailasam, an able Business man and Educationist. 

His illustrious sons Mr.K.Rajavinayakam is the secretary and 

Mr.K.Senthilkumar is the Correspondent of the trust. Shri 

Sakthikailassh Women’s College, Sri Kailash Women’s 

College, Sakthikailash Women’s college,Sakthikailash college 

of Education for Women,AVS College of 

Education,KailashMaansarover School (CBSE) are the other 

Institutions of this trust. 

 

1.2 Vision and Mission 

Vision 

 To attain excellence in the field of education by creating 

competent scholars with a touch of human values 

 

Mission  

 To accomplish eminence in the academic domain, by 

providing updated infrastructure and value based education 

through efferent faculty members, training programs to 

impart knowledge, skills and attitudes to the students with 

discipline and determination. 
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1.3 Objectives 

• To educate the young mind and transform them as a 
competent graduates. 

• To provide them academic knowledge through quality 
education.  

• To achieve good result in university exam. 

• To transform them into a responsible citizen. 
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UNIT - 2 

UNIVERSAL RULES 
 

2.1. Introduction 

 These rules may be called as “Hand Book on Human 

Resource Guiding Principle & Duties and Errands” of AVS 

college of Arts Science and they shall come into force with 

effect from the date of approval issued by the College 

Teaching and other employees of this institution. 

 These rules shall apply to the holders of all the categories 

of posts, whether temporary or permanent, under the 

employment of the College. 

 

2.2. Duties (Academic) 

1. The Staff Member should discuss with the H.O.D the 

details of their Paper Allotment, Time Table etc., and 

give their consent. Later they should not change it at 

any circumstances. 

2. Question Bank & Hints for the Notes should be given 

to the students according to the instruction given by 

H.O.D. 

3. In each class the Team leaders, Toppers & Slow 

Learners should be identified and proper guidance 

should be given. 

4. During practical hours Staff should be on rounds in 

the Lab and check the Students whether they are doing 

properly.  

5. Result is very important. Performance will be assessed 

only based on the University Result given by them. 

  



Hand Book on   
Human Resource Guiding Principles; Duties and Errands 

 

 

 4 

6. Wall Magazine for the First Unit must be prepared by 

concern Staff and remaining units Wall Magazine must 

be prepared by students that should be checked by 

Staff. 

7. Staff Members should follow their time table very 

strictly. They should be punctual to the classes. No 

interchange of hour’s without H.O.D Permission. 

8. The two internal tests will be conducted those test 

papers should be valued and distributed to students 

within two days.  

9. Last two day’s portion should not be included for the 

Internal Assessment Test after the date is announced. 

10. Answer Papers should be valued within 2 days and 

given back to the students. The marks should be 

recorded in the Faculty Hand Book & Automation. 

11. Staff Members should prepare notes of Lesson for the 

allotted paper in the scheduled time. 

12. Staff should verify whether all students in class have 

notes. 

13. Subject Staff Member is responsible for the academic 

result of the students in their allotted class. 

14. Unnecessary adjustments should be avoided. 

Interchanging the class or borrowing the class, should 

be informed to the H.O.D. 

15. Students Attendance Register should be neatly 

maintained and all staff Members are requested to sign 

the Register by that evening. 

16. Staff should inform the concerned H.O.D and the 

Principal about the special classes that they have 

planned. 
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17. They are asked to attend the college during University 

Exam for verifying their particular Subject Question 

Paper. 

18. If the staff members are in the campus, classes should 

not be adjusted unnecessarily. If so, it should be 

intimated prior to the HOD and Principal. 

19. Staff members should take steps for the placement of 

their department students. 

20. Faculty Hand Book & Automation should be updated. 

 

2.3. General Code of Conduct 

1. Staff should accompany the students on Educational 

Tour / Industrial Visit etc as per the instruction of the 

HOD & Principal. 

2. Staff should show a high degree of dedication, interest 

and involvement in their duty. 

3. Staff Members should have a positive approach 

towards the students and other staff. 

4. Gossiping, Talking Personal Matter should be strictly 

avoided. 

5. Staff should maintain secrecy about the matters 

discussed in the staff & Department Meetings. 

6. Discussions regarding our college matters with other 

college staff members should be strictly avoided. 

7. They should not make any informal announcement 

regarding any issues and they should not collect any 

fund without the prior permission from the College 

Secretary. 

8. Staff should not allow any outsiders inside the class 

without the written permission from the Principal / 

Secretary. 
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9. Personal ideas and views regarding any matter should 

not be discussed with the students under any 

circumstances. 

10. They should not take part in any personal function of 

the student. 

11. They should not have any conversation with the other 

staff in the classroom or veranda while classes are in 

progress. 

12. Staff Members should not misuse their power to 

threaten others under any circumstances. 

13. Staff Members should not use college resources 

without prior permission fromSecretary and Principal. 

14. If the Staff Members get the Memo that will be 

reflected in their service certificate. 

 

2.4. Timings 

1. Staff Members should present in the college by 9.15 

A.M and they have to sign in the Register before 9.20 

A.M 

2. The Staff Members who are free in the first hour 

should be in rounds till 10 A.M 

3. The Staff Members should present in their respective 

classrooms well in time. 

4. He/She may leave the college at 3.30 P.M after signing 

the Attendance Register. 

5. He/She may be required to stay in the college even 

after college hours for academic as well as extra-

curricular activities as directed by their higher 

authority. 
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2.5 Permission & C.L 

1. If a Staff needs Permission, he/she should fill the 

prescribed form with prior approval from the H.O.D. 

2. A Staff can avail 2 Permissions per month only on free 

hours, exceeding which will be considered as half-a-

day C.L. Staff cannot avail more than one permission 

per day. 

3. C.L should be applied well in advance. 

4. 12 C.L is permitted for an academic year, exceeding 

which will be considered as L.O.P. 

 

2.6. Increments 

 All the staff members in a post or cadre on time scale of 

pay are eligible for increments in that time scale by putting in 

one year of service as on 1st September an increment may be 

withheld by the competent authority if his/her conduct has 

not been good or his/her work has not been satisfactory. 
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UNIT – 3 

RECRUITMENT PROCEDURE 
 

3.1. Recruitment & Appointment Procedure 

 The normal method of recruitment to any service in the 

teaching cadre is either exclusively by direct recruitment or by 

promotion duly satisfying other conditions for promotion 

from lower cadre to higher cadre, approved by the competent 

authority. 

1. An Expert Committee interviews will be held forth 

selection of staff members. If a person is selected 

he/she will be given appointment only when they 

submit their original certificates to the Principal. 

2. The terms and conditions of the appointment are 

clearly stated in the Appointment Order. 

3.  If a Staff Member needs his / her original certificates 

for various reasons, they may forward a requisition 

letter to the Secretary along with evidence of 

interviewee through the Principal. 

4. If the staff member wants to get relieved in the middle 

of the academic year he/she has to pay three months 

salary. 

 

3.2 Principal 

Recruitment Procedure – Faculty 

 Category : Principal 

Qualification : 1. Ph.D. (or) NET (or) SET 

Experience : Professor in relevant discipline with  

   total experience of 15 years in the field 

   of Teaching / Research 

Age : Maximum age limit for holding the post 

    of Principal Shall be 62 years of age  
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Mode of Recruitment  

1. Advertisement in leading National Dailies, Indicating 

the post shall be made. 

2. Applications received against the advertisement shall 

be scrutinized by a Committee and a list of eligible 

candidates shall be shortlisted. 

3. All eligible candidates will be called for an interview. 

4. There shall be a Selection Committee consisting of the 
following Members: 

• Chairman/ Secretary 

• One external expert. 
Appointing Authority : Secretary 
 

3.3. Recruitment Procedure - Common to All Discipline 
Excluding Principal 

 Advertisement will be made in leading Dailies, 

indicating the posts.   

 Applications received against the advertisement shall 

be scrutinized discipline wise and a list of eligible 

candidates will be prepared. 

 All eligible candidates will be called for the interview and 

interview will be conducted by the selection committee. 

 There shall be a Selection Committee consisting of the 
following Members: 

1. Principal 
2. One member from the Governing council 
3. One external expert. 
4. Director and H.O.D concerned 

 Interview procedure: The candidates shall be requested by 
the Committee to give a Technical presentation on any one 
topic of their interest for about 10 minutes, to assess their 
communication skills and then the personal interview shall be 
conducted to assess their technical knowledge. The 
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Committee shall prepare a panel of selected candidates in the 
order of merit. 
3.4 Recruitment Procedure - Non-Teaching Staff  

 Technical Posts 

Categories of Post 

a. System Programmer / System Administrator 

b. Technical Assistant 

c. Skilled Assistant 

d. Office Assistant 

 

Qualification and Experience 

 

 Qualification Experience 

a. System 

Programmer/ 

System 

Administrator 

B.Sc.(CS) or BCA or 

Dip.in Computer 

Tech(D.C.Tech) 

Minimum one year 

experience is required 

in the field of Computer 

maintenance and 

trouble shooting. 

b. Technical 

Assistant 

A degree course 

in the relevant field 

Minimum one year 

experience is required 

in Arts and Science 

College maintaining 

laboratory 

equipments/ apparatus 

and handling 

laboratory experiments 

for helping the 

students. 

c. Skilled 

Assistant 

A pass in 10th with 

ITI- or + 2 or 10th 

with Minimum 2 

years experience 

in Arts and 

Science Colleges 

Minimum 2 years 

experience in Arts 

and Science Colleges 
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or + 2 or 10th  

d. Office 

Assistant 

A pass in 10th or +2 

or itsEquivalent 

Equivalent 

Experience in Arts and 

Science Colleges will be 

given preference 

   

 Mode of Recruitment: Advertisement in leading Dailies, 

indicating the posts shall be made. 

1. Applications received against the advertisement shall 

be scrutinized by the HODs concerned and put up a 

list of eligible candidates to the Principal. 

2. All eligible candidates will be called for an interview. 

3. There shall be a Selection Committee consisting of the 

following members: 

• Secretary 

• Principal 

• Vice Principal 

• Management Representative -Member 

• Director / H.O.D concerned 
 Appointing Authority : Secretary 
 
3.5. Library and Physical Education Staff 
Categories of Post   

a. Librarian 
b. Library Assistant 
c. Director of Physical Education  
d. Assistant Director of Physical Education 
e. Physical Training Instructor 

 

Library 
Assistant 

A Pass in 10th or +2 with certificate course in 
Library science, with a minimum one year 
experience in a local Library or College 
Library. 
 

Director of A PG Degree in Physical Education with 



Hand Book on   
Human Resource Guiding Principles; Duties and Errands 

 

 

 12 

Physical 

Education 

M.Phil  in the Relevant field and computer 

knowledge is expected. 

Assistant 

Director of 

Physical 

A UG Degree in Physical Education with 

Education computer knowledge and 3 years of 

experience in an academic institution 

preferably in Arts and Science Colleges. 

Certificate course in Yoga will be considered as 

additional qualification. Fresher shall also be 

considered based on their merit and ability. 

Physical 

Training 

Instructor 

Any Bachelor’s Degree with a Certificate 

course in Physical Education with computer 

knowledge. 

  

 Mode of Recruitment: Advertisement shall be made in 

leading Dailies, indicating the posts. 

1. Applications received against the advertisement shall 

be scrutinized by the Department concerned and a list 

of eligible candidates will be put up to the Principal. 

2. All eligible candidates will be called for an interview. 

3. There shall be a Selection Committee consisting of the 

following members: 

• Secretary 

• Advisor 

• Principal 

• Management Representative -Member 

• Concerned Director / H.O.D 

 Appointing Authority : Secretary 

 

 

3.6. Administrative Posts 

Categories of Post  

a. Office Manager 
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b. Office Superintendent 

c. Senior Assistant / Personal Secretary to Principal  

d. Junior Assistant 

e. Office Assistant 

f. Driver 

 

Office Manager 
A Bachelor’s Degree with computer 
knowledge Administrative experience in an 
academic institution is considered. 

Office 
Superintendent 

A Bachelor’s Degree with computer 
Knowledge with Administrative experience 
in an academic institution is considered. 

Senior Assistant / 
Personal Secretary 

to Principal 
 

A Bachelor’s Degree with computer 
Knowledge with experience in the Junior 
Assistant level, in an academic institution, 
preferably in Arts and Science Colleges. 

Junior Assistant 

A Bachelor’s Degree with computer 
knowledge, with Administrative Experience 
in an academic institution, preferably in 
Arts and Science Colleges. 

or 
Fresher shall also be considered, based on 
their merit and ability. 

Office Assistant 
A pass in 10th class; good physique is 
essential. 

Driver 

A pass in 10thclass 

1. Must possess a valid license for driving a 
heavy / light transport vehicle issued by 
the competent authority 

2. Must have elementary knowledge of 
auto- mechanism. 

3. Must have one year experience in 
driving. 

 

 Mode of Recruitment :Advertisement shall made in 

leading Dailies, indicating the posts. 

1. Applications received against the advertisement shall 
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be scrutinized by the HODs concerned and a list of 

eligible candidates will be put up to the Principal. 

2. All eligible candidates will be called for an interview. 

3. There shall be a Selection Committee consisting of the 

following Members: 

• Secretary 

• Advisor 

• Principal 

• Management Representative -Member 

• Director / H.O.D concerned 

Appointing Authority :Secretary 
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UNIT – 4 

PROMOTIONAL PROCEDURE 
 

4.1 Screening Committee 

 A Screening Committee will be constituted with the 

following Members 

1. Secretary  

2. Principal 

3. Vice Principal 

4. Director and H.O.D concerned 

 

4.2 Selection Procedure for Promotion 

 The Governing council will review the performance 

appraisal, academic performance and other capabilities of 

each candidate and personally interview the candidates. The 

Committee, based on the above factors, shall prepare a list of 

candidates recommended for promotion in the order of merit 

and submit for approval. The approved candidates shall be 

promoted. 
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UNIT – 5 

GOVERNANCE 
 

5.1CollegeAdministration 

 The Board of Management is responsible for the 

administration of the College. The Highest portfolio of the 

trust of AVS College of Arts And Science.  

The Secretary,  

The Principal,  

Vice Principals  

Members and  

Other trust members are the Members Governing Council. 

 The Governing Council reserves to itself the following 
rights 

1. Day today engagements of the Institution 
2. Expansion of the College by way of introducing new 

courses 
3. Providing Infrastructure facilities 
4. Staff Appointment policy 
5. Students Admission policy 

6. Formation plan for staff and students 
7. Code of conduct for staff and students 
8. Policy on Extension Services 
9. Financial management 

10. Hostel management 
11. Framing other policies and approval of policies 

 

5.2 Roles and Functions of Officials 

5.2.1TheSecretary 

• The Secretary is the Administrative Head of the 
College and he represents the Management before the 
Government. He deals with the University, the 
Government, and the Director of Collegiate Education 
on all matters relating to the general administration of 
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the College. He plays a supportive role in the academic 
community headed by the Principal and complements 
his work. 

• The Secretary of the college has the following 

administrative functions in consultation with the 

Principal: appointment of the staff, approval of the 

probationary period of the staff and confirmation of 

their appointment, promotion of the staff, disciplinary 

action against the staff, maintenance of their service 

registers, salary of the staff, sanction of increment, 

provident fund, loan, recovery of loan and closure, 

income tax, all kinds of leave except casual leave and 

legal matters. He has to keep in touch with the 

educational authorities and seek speedy solution for 

administrative problems. He must be familiar with all 

GO’s issued by the Government from time to time. 

• The secretary is an ex-officio of the Governing Body of 

the college. He also serves as a member in important 

policy making committees of the college. 

• When there is vacancy for headship of a department, 

the secretary follows the guidelines of the Institution 

and appoints the Head of the Department. 

• The secretary will see to the mobilization of funds for 

the development of the college. 

• He oversees the functioning of administrator office, 

maintenance and hostels. He arranges for audit of all 

the non-government accounts. 

 

5.2.2. The Principal 

• The Principal is appointed by the Secretary of the 

Board of management of the college. 

• The Principal is the academic head of the college, and 
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is the executive authority of the college. As the leader 

of the academic community of the institution, He/she 

should provide a climate necessary for the intellectual 

pursuit of the staff and the students. He/she plays a 

vital role in motivating and inspiring the academic 

community towards excellence. 

• The Principal keeps the secretary informed of all 

matters of general and financial administration. 

He/she represents the college in all academic 

institutions like University Grants Commission, the 

University etc. 

• The Principal runs the day to day administration of the 

college, plans and executes all academic programs 

including research, consultancy and certificate courses, 

allots work to the teaching and non-teaching staff in 

consultation with the secretary, routes the leave 

applications to the Secretary, supervises the teaching 

and non-teaching staff, monitors attendance of the 

staff, draws up the calendar and time table , facilitates 

co-curricular and extra-curricular activities, admits 

students in accordance with the policy of the 

Government and the management council and 

maintains students and staff discipline. 

• The Principal is responsible for the efficient 
functioning of the Heads of Departments and the 
faculty and evaluating their performance. He/she 
maintains the movements register of H.O.D. He/she 
evaluates the performance of teaching and non- 
teaching staff in each department. 

• The Principal is directly responsible for the 
composition and functioning of various bodies and 
committees under autonomy. He/she implements and 
follows up the statues of autonomy, in tune with the 
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recommendations of autonomy review committees. 
He/she is also directly responsible for quality 
sustenance and quality enhancement in higher 
education as per NAAC guidelines. 

• The Principal is in charge of financial administration of 

the college. He/she prepares the annual budget for the 

college and gets the approval of the Management 

Council. 

• The Principal is officially in-charge of the hostels. 

He/she delegates the powers to the Vice Principal and 

Deputy Wardens respectively. 

 

5.2.3Administrative Officer 

• Administrative officer helps towards careful, effective 

financial administration of the college. 

• He is responsible for the new constructions and major 

maintenance in the college. 

• He supervises the maintenance of the properties and 

goods of the college. 

• He has the complete financial accounts of the college. 

• He ensures a complete and accurate day-to-day record 

of financial transactions. 

• He ensures adequate facilities for conduct of seminars 

and workshops. 

• He is also responsible for new purchases of 

equipments and articles. 

• He is ex-officio member of the management finance 

committee of the college. 

• He should be involved in the budgeting for the year. 

•   The administers sanction excluding government 

scholarship fee concessions for deserving students 
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through the Secretary. 

  

5.2.4IQACCoordinator 

• He develops quality benchmarks/parameters in 

various activities of the college. 

• He disseminates information on quality aspects. 

• He organizes discussions, workshops, seminars and 

promotes quality circles 

• He records and monitors quality measures of the 

institution 

• He acts as a nodal agent of the institution for quality 

related activities. 

• He acts as a member of all the committees in the 

college to ensure quality standards to be evolved by 

the College. 

• He ensures quality assurance through extended IQAC 

and to strengthen feedback mechanism. 

• He plans and organizes training programmes for 

students, faculty and non-teaching staffs. 

• He finalizes and sends reports to AICTE/UGC and 

University. 

 

5.2.5Vice Principals for Administration 

 The Vice Principal for Administration is appointed by the 

Board of Management. His/her functions are: 

• In the absence of the Principal, the Vice Principal for 

administration is responsible for the running of the 

college. 

• The Vice Principal for administration should work in 

close collaboration with the Vice Principal for 

Academic. His/her functions will be: 
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1. To maintain general discipline of the College. 

2. To be member of all executive bodies 

3. To look after general facilities for staff and students 

4. To look after the discipline during all college 

functions 

5. To be the convener of Student representatives 

6. To organize parent teacher meeting 

7. To coordinate and monitor cultural activities of 

students 

8. To help the principal to conduct the college day 

and convocation day 

 

5.2.6Vice Principals for Academic Matters 

 The Vice Principal for Academic Activities is appointed by 

the Board of Management. His/her functions are: 

• To coordinate the preparation of the semester general 

time table along with H.O.D. 

• To maintain the list of arrear students of each 

department 

• To coordinate the remedial programmes along with 

H.O.D 

• To prepare the time table for internal examinations 

• To conduct registration of general electives 

• To be the chief superintendent of examinations during 

semester examinations 

• To maintain overall discipline in the campus during 

class hours 

• To collaborate with the H.O.D for conducting the 

academic activities 

• To coordinate academic programmes and promote 

inter departmental programmes 
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• To help in the conduct of seminars, workshops, 

conferences, endowment lectures in the departments. 

• To listen to the grievances of students regarding 

valuation of test papers assignments and to take 

necessary steps to address the grievances. 

•  To ensure that syllabi and new courses are presented 

in the proper format for the academic council 

meetings. 

• To arrange the orientation programmes for the 

teachers 

 

5.2.7Head of the Department 

 As far as the headship of the department is concerned it is 

a pivotal position which involves taking responsibility for the 

functioning of the department. Hence it is highly expedient 

and essential to appoint a person of eminence in academics 

and efficient in administration. The management has the right 

to choose the person of such eminence and efficiency as HOD. 

• The Head of the Department is appointed by the 

principal in consultation with the management 

council. 

• He/she strives to achieve academic goals and to 

develop research programs in the department with the 

support of the staff. 

• He/she assists the management council in staff 

selection process pertaining to the department. 

• He/she assists the Principal during admission of 

students 

• He/she is present in the campus and available to the 

staff and students during the college working hours as 

and when required. He/she informs the 
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Principal/Additional principal whenever he has to be 

away during the working hours of the college. 

• He/she is responsible for the smooth functioning of 

the department. He/she ensures the punctuality of the 

faculty in executing their assigned duties. He/she 

shares responsibilities with the members of the 

department and builds up team spirit. 

 

• He/she distributes the work equitably preferably 

avoiding sharing or splitting course- work unless it is 

very desirable or necessary in consultation with the 

faculty. The workload must be distributed to the 

faculty members and a copy be given to the Vice 

Principal well in advance. Any change in the 

department timetable should be communicated 

immediately to the Vice-Principal. 

• He/she holds faculty meetings at least once a month 

and facilitates interaction and sharing among staff. 

He/she evaluates with the faculty the semester results 

and plans appropriate action to improve the student 

performance. When He/she takes leave, He/she 

communicates to the next senior member of the faculty 

to take charge of the department. 

• He/she plans and conducts seminars, workshops, 

special lectures etc. with the involvement of staff and 

students. 

• He/she helps the president of association to carry out 

association and extension activities. 

• He/she consults the faculty members and prepares the 

list of books and list of requirements for the 

department and submits them to the Principal before 

the end of March every year. 
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• He/she meets the students individually and monitors 

the attendance of students of the department and calls 

the parents of defaulters for counseling. 

• He/she listens to grievances of students regarding 

department matters and redresses them in 

consultation with the Principal/Vice Principal. 

 

• He/she ensures proper conduct of practical classes by 

giving in advance the requirements to the Lab 

coordinator. 

• He/she maintains the stock register of equipments like 

computers, OHP sheet etc. 

• He/she maintains the following files in the 

department. 

a. Current Syllabus of all the papers offered by the 
Affiliated University. 

b. Semester-wise course teachers and work load of 
faculty members, additional responsibilities given 
to faculty members. 

c. Minutes of the faculty meetings. 

d. Class-wise list of students. 

e. Internal marks and semester results copies. 

f. Department Calendar and the department 
activities. 

g. Records of meetings with the students who have 
less attendance and poor performance in studies. 

h. Leave Letters. 

i. Annual Report of the Department 

• The H.O.D is appointed by the principal of the college 

• He/she is available to the staff and students during the 

working hours of the college and if need be also 

outside the working hours. 
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• He/she informs the H.O.D whenever He/she has to be 

away during the working hours of the college. 

• In consultation with the H.O.D, he evaluates with the 

faculty the semester results and plans appropriate 

action to improve the students‟ performance. When he 

takes leave, he/she communicates to the next senior 

member of the faculty to take charge of the department 

functioning. 

• He/she cooperates with the H.O.D to conduct 

seminars, workshops, special lectures etc. with the 

involvement of staff and students. 

• He/she helps the President of the association to carry 

out association activities. 

• He/she meets the students individually and monitors 

the attendance old students of the department and 

calls the parents of defaulter’s for counseling. 

• He/she listens to grievances of students regarding 

department matters and redresses them in 

consultation with the H.O.D. 

• He/she maintains the following files in the 

department. 

a. Current syllabus of all the papers offered by the 
department. 

b. Semester-wise course teachers and workload of 
faculty members, additional responsibilities given 
to faculty members. 

c. Class-wise list of students. 

d. CA marks and semester result copies. 

e. Department Calendar and the department 
activities. 

f. Records of meetings with the students who have 
less than 75%attendance. 
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g. Leave letters. 

h. He/she assists the H.O.D to prepare the annual 
report of the department along the 7 criteria of the 
NAAC. 

 

5.2.8TeachingStaff/Class Advisor 

 Every teacher is appointed by the Secretary of the College 

in consultation with the management council. The courses are 

allotted by the H.O.D in consultation with the department 

faculty. 

• He/she cooperates with the H.O.D and other faculty 

members in the efficient running of the department 

and works with team spirit for the good of the 

students and of the institution. 

• If he/she is given the responsibility of a class teacher, 
he has to be the academic counselor and mentor for 
that class. 

• He/she adopts suitable, innovative and appropriate 
methodology with respect to teaching and evaluation. 

• He/she covers the various units of the syllabus in the 
stipulated timeframe. 

• He/she coordinates with the H.O.D and Vice Principal 

in administering internal assessment, setting the 

question papers on time, valuing the answer papers, 

entering the marks in the mark-sheet and returning the 

answer papers to the students within 10 days of the 

date of the test. 

• He/she takes semester exams/internal 

tests/invigilation work seriously and checks 

malpractice. 

• He/she undertakes and helps in the research activities 
of the department. 

• He/she is actively involved in 
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practical/project/library work. 

• He/she is available in the campus during college 
working hours and as and when required. 

• He/she is present with the students for all the college 
functions. 

• He/she arranges for guest lectures, field visits, 
seminars whenever useful and needed in consultation 
with the H.O.D. 

• He/she reports to class on time and should not leave 
the classes before scheduled time or cancel classes 
without informing H.O.D. 

• He/she is responsible for maintaining the attendance 

records of his/her students. 

• He/she does not admit students who come late to the 

class without the late-slip from the vice Principal. 

• He/she informs the H.O.D about casual leave in 
advance so that alternate arrangements could be made. 

• He/she makes up for the classes cancelled or missed 
due to his/her absence. 

• He/she identifies the weak students (after the first 
test) and provides special guidance and help for their 
improvement in studies. 

 

5.2.9Librarian 

• The librarian is appointed by the management. 

• He prepares the list of requirements for the next year 
and presents to the Principal by March. 

• He is in-charge of the books, magazines and all 
equipments in the library. 

• He classifies the books and periodicals and 
computerizes them. 

• He is responsible for lending books and magazines 
from the library. 
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• He introduces the library to the new students and 
facilitates their reading in the library. 

• He facilitates the research work of staff. 

• He keeps track of the utilization of books and audio 
visual materials. 

• He maintains the accounts and prepares annual report. 

• He assigns the work and supervises the library staff. 
 

5.2.10 Physical Director 

• The Physical Director is appointed by the Secretary of 
the college 

• He is in-charge of all sports and games activities in the 

college. 

• He is the manager of all college teams and prepares 

the players for university ranking and placement. 
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UNIT – 6 

BOARDS AND COMMITTEES 
 

6.1 Governing Council 

Composition 

1. Five members from the Management as per the 

Constitution, with the Chairman. 

2. Two members from the teaching staff of the college, to 

be nominated by the Principal, based on seniority. 

3. Two members to be nominated by the Management, 

from the category of educationist 

4. One member to be nominated by the management 

from the category of industrialist. 

5. Principal of the college as ex-officio member. 

 

Term 

 The term of all nominated members shall be for a period 

of two years. 

 

Meeting 

 Twice in a year 

 

Functions 
1. Lay down services conditions, emoluments, traveling 

allowances the teaching and non-teaching staff in the 
college for management staff. 

2. Lay down procedure for selection/recruitment of 
teaching / non-teaching staff and to appoint the same 
in the college. 

3. Regulate and enforce discipline among members of 

teaching and non- reaching staff in accordance with 

the rules / procedure laid down in this regard. 

4. Invest any money belonging to the college in stocks, 
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funds, shares or securities or in the purchase of 

immovable property. 

5. Transfer or accept transfer of any movable or 

immovable property of the college. 

6. Fix the fees and other charges payable by the students 

of the college. 

7. Entertain, adjudicate upon and if sought for, constitute 

a committee for advice to redress the grievance of the 

members of staff of the college. 

8. Delegate administrative and financial powers to the 

Principal and other functionaries in the college for its 

smooth functioning. 

9. Institute scholarships, fellowships, studentships, 

medals, prizes and certificates. 

10. Accept endowments for specific purposes. 

11. Approve institution of new programmes of study 

leading to degrees and/or diplomas. 

12. Approve annual report of the college. 

13. Perform such other functions and institute committees, 

as may be necessary and deemed fit for the proper 

development and to fulfill the objectives for which the 

college was established. 

 
6.2 Finance Committee  
Composition 

1. Secretary 
2. Principal 
3. Vice Principal 
4. Administrator 
5. Teacher Representative 

 

Term  
 Two years 
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Meetings 

 At least twice a year 
 

Functions 

1. The finance committee will be an advisory body to the 

Governing body. 

2. Preparing the budget proposal for the college taking 

into consideration possible income and expected 

expenditures. The budget should cover allotment of 

funds for various departments for the year. 

3. Evaluation of the general financial management. 
 

6.3 Admission Committee 

Composition 

1. Principal 

2. Administrator 

3. Vice Principal 

4. Teacher representative from senior most cadre 

5. Teacher representative belonging to SC/ST (for UG & 

PG separately) 

 

Term of the Members 

 The nominated member shall be two years. 
 

Meetings 

 The Admissions Committee shall meet at once in a month. 
 

Functions 

1. Fix programmes for admission 

2. Assist the Principal in selecting the students 

3. Check eligibility criteria 

4. Advice students to choose the group 

5. Adhere to Government guidelines regarding 
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admission 

6.4 IQAC  
Composition 

1. Secretary 
2. Principal 
3. Administrator 
4. Vice Principal 
5. Staff representative from Science 
6. Staff representative from Arts 
7. Office Manager 
8. Representative from extension activities 

 

Term  
 Three years  
 

Meetings 
 At least thrice a year 
 

Function 

1. Development and application of quality 

benchmarks/parameters in various activities of the 

institution. 

2. Dissemination of information on quality aspects. 
3. Organization of discussions, workshops, seminars and 

promotion of quality circles. 
4. Recording and monitoring quality measures of the 

institution. 
5. Acting as a nodal agency of the institution for quality-

related activities. 
6. Preparation of the Annual Quality Assurance Report 

and such other reports as may be decided from time to 
time. 
 

6.5 Examination Committee 
Composition 

1. Principal 
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2. Vice Principal 
3. Staff Representatives 

Meeting 

 Twice a semester 

 

Functions 

1. Preparing consolidated examination timetable 

2. Smooth conduct of examinations 

3. Examination reforms 

4. Dealing with malpractices in the examinations 

 

6.6 Library Committee 

Composition 

1. Librarian 

2. One H.O.D 

3. Student representative from day college (from student 

welfare council) 

4. Student representative from Hostel students (from 

student welfare council) 

 

Meeting 

 At least twice a year 

 

Functions 

1. Library working hours 

2. Library services 

3. Administrative problems in the library 

 

6.7 College Research and Publication Committee 

Composition 

1. Research Director 

2. One duly approved Research Guide from each 

department. 
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Functions 

1. Promotes research in all disciplines 

2. Looks for various research facilities from government 

and non government agencies and write projects 

accordingly. 

3. Encourage the Staff members to write research articles 

and publish them in the Sacred Heart Journal or any 

other International or National journals. 

4. Bring out at least two Sacred heart Journal every year. 

5. Look out for Consultancy from government and non 

governmental agencies. 

6. Create in the students a taste for research by 

organizing seminars, workshops and guest lecturers 

etc. 

7. Form a Research club that will meet once a month to 

discuss the recent developments in research. 

8. Enable the participation of both staff and students at 

various seminars and workshops both in the country 

and abroad. 

9. To establish MOU with national and International 

bodies particularly in the field of research. 

10. To curb plagiarism in research, the following all the 

researchers have to check plagiarism in the university. 

A plagiarism certificate has to be verified by concern 

Research Supervisor. 

 

6.8 Planning and Evaluation Committee 

Composition 

1. Principal 

2. Vice Principal 

3. Director of Student Welfare 

4. Two Teachers Representatives 
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5. Librarian 

6. Physical Director 

7. Office Superintendent 

8. One Student Representative(PG) 

9. One Student Representative(UG) 

 

Term of the Member 

 The nominated members shall hold office for two 

academic years 

 

Meetings 

 The Planning & Evaluation Committee shall meet at least 

four times a year 

 

Functions 

1. The Planning and Evaluation Committee shall Plan for 

the Academic Programmes of the college as a whole 

2. Co-ordinate the activities of various departments, 

wings, association etc. 

3. Conduct periodical review of the implementations of 

the programmes 

4. Suggest follow-up action to betaken 

5. Prepare a detailed report of the activities of the college 

during the academic year 

 

6.9 College Magazine News Letter Committee 

Composition 

1. Principal 

2. One from Science Faculty 

3. One from PG Departments 

4. One from English Department 

5. One from Tamil Department 
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Term of the Member 

 The nominated members will be two years 

Meeting 

 The College Magazine Committee will meet at least once 

in a month. 

 

Functions 

1. Invite articles and reports for the magazine 

2. Select materials for the magazine 

3. Design cover page 

4. Place order for printing 

5. Proof-read the draft 

 

6.10 Grievance Redressal Committee 

Composition 

1. Principal 

2. Vice Principal 

3. Director – student affairs 

4. Physical Director 

5. Office Superintendent 

 

Term 

 The members will remain as long as they hold the 

respective office 

 

Meetings 

 The Grievance Redressal Committee will meet at least 

twice a year and as often as the occasion demands 

 

Functions 

1. Elicit information from different quarters concerning 

common dissatisfaction, cause for the same. 

2. Adjust preventive measures. 
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3. Call for meeting and have an interaction with the 

students, staff. 

4. Assist the Management in setting issues amicably. 

5. Act as liaison office between management and staff, 

staff and students etc. 
 

6.11Placement Cell  

Composition 
1. Director – Placement Cell 
2. Director of Career Guidance 
3. Representatives from each Department 

 

Term 

 The representatives will be for two years 
 

Meetings 

 The placement cell will meet once in a month. 
 

Functions 

1. Arrange for campus interviews 

2. Get in touch with various institution, employers, call 

centers, industries 

3. Create Memorandum of understanding with reputed 
organizations 

4. Conduct career guidance seminars 
5. Disseminate information regarding placement 

opportunities. 
 

6.12Hostel Committee 
Composition 

1. Warden 
2. Asst.Warden 
3. Head Cook 
4. Five student representative chosen from different 

economic status 
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Term 

 The nominated members will be for four years 

 

Meeting 

 The Hostel Committee will meet at least twice a year 

 

Functions 

1. Suggest menu 

2. Take steps to avoid wastage 

3. Suggest measures to reduce cost without sacrificing 

quality 

 

6.13Alumni Association 

Composition 

1. Principal 

2. Representative from different walks of life 

 

Term 

 The representative will be for three years 

 

Meeting 

 The Alumni Association will meet least twice a year 

 

Functions 

1. Establish constant contact with Alumni 

2. Document the profile of Alumni 

3. Arrange for an interaction with the present students 

 

6.14 QES Members Committee 

Composition 

1. Principal 

2. Vice Principal 

3. Staff representative from Science Departments 
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4. Staff representative from Arts Departments 
5. Staff representative from English Departments 

 

Term  
 The representative will be for three years 
 

Meeting 
 Once in a month 
 

Functions 
1. Document profiles of all staff and students 
2. Document all the activities in the campus and outside 

campus 
3. Preparing the working document for any committee 
4. Publicity 
5. Write and follow up the projects. 

 

6.15Extension Service Committee 

Composition 

1. Principal 
2. Vice Principal 
3. All the presidents of non academic associations 
4. Directors of extension service centers 

 

Term 
 The representative will be for three years 
 

Meeting 

 Once in a month. 
 
Functions 

1. Coordinate the extension activities 
2. Plan for the new developments 
3. Assessment of the extension services 

4. Act as liaison office between management and staff, 

staff and students 
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6.16Student Welfare Committee 

Composition 

1. All the class Representatives 

2. All the Academic Association Secretaries 

3. All the Non-Academic Association Secretaries 

4. Vice Principal 

 

Term 

 The representative will be for one year 

 

Meeting 

 Once in a month 

 

Functions 

1. Evaluation of Students Service 

2. Suggestions for improvement 
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UNIT – 7 

ROLES AND RESPONSIBILITIES – 

TEACHING FACULTY 

 

7.1 Applicability and Infringements 

 These rules and regulations and code of conduct 

prescribed apply to all full time faculty members and research 

scholars given teaching assignment attached to all the 

departments of AVS College of Arts and Science. 

 Adherence to these rules and regulations and code of 

conduct makes the faculty members responsible for bringing 

suspected infringement of any of the provisions to the 

attention of appropriate authority of the institution. Raising 

such concern is a service to the institution and will not 

jeopardize one’s position or employment. Confirmed 

violations will result in suitable disciplinary action up to and 

including termination from employment or other 

relationships with the institution. If need be, legal recourse 

may also be resorted against the concerned individuals. 

 

7.2 Curricular Related 

a. Teaching and Learning 

 A faculty is responsible for, 

• Teaching of both core and elective courses in the field 

of his/her specialization as allocated by the Head of 

the Department for various programmes offered in the 

institution. 

• Conducting laboratory courses of the programmes 

assigned to him/her in an effective manner, so as to 

improve the practical knowledge of the student. 
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• Providing proper guidance and supervision of the 

project work undertaken by students and development 

of proper rapport with the industry/organization if 

the project is industry relate done. 

• Making the teaching more effective and interesting to 

the students by the use of multi- media teaching aids. 

• Making the laboratory classes more purposeful by 

examining the students orally either before or after the 

experiment to improve the student’s understanding of 

the subject. 

• Conducting the core / elective course as project based 

/ experimental / activity based learning. 

• Helping peer-assisted learning. 

• On the whole, the teaching learning shall be learner 

centered ensuring learning outcome of different 

courses. 

b. Course Planning and Material Preparation 

• The faculty member is required to plan and make 

complete preparation well in advance to effectively 

teach the theory and practical courses. 

• He/she should prepare the schedule of lectures with 

topics, tests, assignments, demonstrations, screening of 

video or power point presentation etc., in advance and 

the students should be informed of the same. 

• The faculty member has to design experiments for 

laboratory classes so as to improve the student’s 

creative skills besides properly understanding the 

physical phenomena or concept. 

c. Examination, Evaluation and Grading 

• A faculty is required to set standard question papers to 

test the knowledge / analytical thinking of students 
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and evaluate the answer scripts of courses not only 

taught by him/her, but also that assigned to him/ her 

by the Head of Department. 

• A faculty is required to conduct any exam/test for the 

course taught by him/her or for any other course 

assigned by Head of Department. 

• A faculty member while evaluating answer scripts, 

oral examination/project work evaluation, should 

scrupulously be objective in his/her approach so that 

the student can earn the marks/grading for his/her 

performance only. Besides, he/she should indicate the 

mistakes on the script except for end semester 

examination, where no marking is permitted to be 

made on the script. 

d. Maintenance of Records 

• Each faculty member is required to maintain the 

record of class work, attendance and continuous 

assessment neatly, properly and in time. This should 

be produced to the Head of the Department H.O.D as 

and when called for or immediately after the test for 

scrutiny and should be handed over to the H.O.D after 

the academic audit. 

• Each faculty member is required to keep a file 

containing question papers set by him/her for the 

course handled, copy of answer sheets of the students 

after evaluation, for production to the academic audit. 

• If the faculty member is assigned to be the Class 

Advisor by the H.O.D, he/she should maintain the list 

of students under him / her, their parent/local 

guardian contact address/phone/mail ID etc., so that 

the student’s progress could be monitored and 

communicated to them. The Class Advisor shall also 
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maintain cumulative record of attendance for the 

courses undergone by the student course- wise. The 

Class Advisor should also help the H.O.D in 

counseling poorly performing students and the follow 

up action taken to improve the students’ performance. 

e. Monitoring of Students Progress 

• The faculty of any course is required to watch the 

attendance and academic performance of each student 

of his/her course and take necessary steps at his/her 

command to improve the student’s progress. If his/her 

effort fails, the faculty member should bring it to the 

notice of the H.O.D and the Class Advisor so that the 

information can be sent to the parents/guardians. 

• A faculty member is required to attend/organize the 
Class Committee Meeting either as a course teacher 
and/or as chairperson of the class committee and 
should actively participate in the deliberations there to 
improve the teaching- learning process. 

• A faculty member may be required to be a Faculty 
Advisor to a group of students. He/she is then really a 
mentor for the students in his/her group. He/she has 
to keep account of the courses registered/enrolled by 
them and advice and counsel the students. 

• A faculty member has to be thorough with the 
regulations of the academic programme offered by 
his/her Department and other instructions issued 
from time to time so that he/she can effectively guide 
the student. 
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• As a Faculty Advisor, the faculty member is required 
to motivate students under his/her care and also help 
them while they face any other general problems till 
they leave the University. 

f. Participation in Academic Developments 

• A faculty is expected to be creative so as to contribute 

to the introduction of new add on courses in the 

emerging areas relevant to the society, innovative 

curriculum and new methodology of teaching and 

evaluation. 

• In order to be an effective faculty, he/she is required 

to update his/her knowledge by attending faculty 

development programmes, short–term courses, 

professional society meetings, National / International 

Conferences, reading recent technical journal articles 

and periodicals and going through the web sites of 

world class Universities. They may also enroll in one 

or more Professional Societies/Associations. 

g. Punctuality and Regularity 

• The faculty member shall not permit any student to 

attend the class after the stipulated time specified by 

the institution so as to ensure punctuality in attending 

class by the students. 

• A faculty member is required to make alternative 

arrangement to handle his/her scheduled course work 

and other works whenever he/she goes on leave. 

• As far as possible a faculty member should not miss 

the scheduled class and only under unavoidable 

circumstances alternative arrangement can be made. 

This will ensure better compliance of scheduled 

classes. 

• A faculty member shall be punctual in attending class 
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and leave the class room after his/her class is over 
only after the arrival of the faculty for the next period 
or instruct the students to go to the 
laboratory/workshop for practical classes, as the case 
maybe. 

• The faculty member shall carry out any other academic 
related activity that may be assigned to him by the 
HOD/Higher Authorities from time to time. 
 

7.3 Research and Development 

a. Academic Research 

• As research is an inherent component of the functions 

of an institution, every faculty member shall take 

active efforts to make research contributions in his/her 

field of specialization. 

• A faculty member should identify specific aspects 

relating to his/her area of specialization in which there 

is considerable scope for further working, so that 

he/she either do it by himself/herself or motivate 

undergraduate and postgraduate scholars or a junior 

colleague to take up the study under his/her 

supervision. 

• Faculty members who act as Research Supervisors 

should spare adequate time to the research scholars for 

discussion and monitor their progress, so that not only 

the quality of work is improved but also time over-run 

can be avoided. 

• As the scope for doing further research work from the 
undergraduate and postgraduate students’ project 
work is ample, active involvement of the faculty 
member in the student’s project work is very essential. 

• If the student’s project work is industry related, the 
faculty member shall visit the industry to know the 
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problem in its perspective so that he/she can guide 
effectively. In fact, this will help to develop contact 
with the industry. 

• Interdisciplinary and collaborative research is 
assuming enormous proportions a faculty should take 
efforts to identify such area(s) by interaction with 
his/her colleagues in other departments or researchers 
in established R&D laboratories for collaborative 
research purposes. 
 

7.3.1 Research Publications and Books 

• As research publications in refereed journals of 

international importance not only improve the 

individual’s image but also of the institution, every 

faculty member should strive to bring out such quality 

publications. 

• Faculty members should publish their research output 

only in SCI or UGC referred journals and publications 

in non-refereed journals will not be recognized. 

• Faculty members shall also strive to file patents if their 

research output is felt new and novel. 

• Depending upon the research content, the faculty 

member may also present papers in 

International/National level conferences, but the 

impact they command compared to publications in 

refereed journals is considered much less. 

• Faculty member should also take efforts to bring out 

his/her research work other than refereed journal 

papers, in the form of books or chapters in the books 

published by the international/National level 

publishers with ISBN/ISSN numbers. 

• The faculty members will be provided financial 
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incentives for publications in refereed journals taking 

into account the impact factor, total citations, 

immediacy index, half-life, etc. 

7.3.2 Sponsored and Funded Research Projects 

• An important source of financing and professional 

recognition to the Universities 

• Sponsored and funded research projects. Therefore, 

every faculty member should browse the web sites of 

various funding agencies, advertisement, etc., 

periodically and submit research proposals in the 

proper format to those agencies to secure funding 

assistance for research and acquiring facilities such as 

equipment, instruments, etc. 

• Thefacultymember, whoisaPrincipalInvestigator, 

besidesemployingProjectAssociates, if the project 

proposal contemplates and the funding agency 

approves, can also use the services of students and 

research scholars, wherever possible. 

• Many funding agencies provide funding assistance for 

establishment of centers of excellence. A faculty 

member may also examine and send proposal 

pertaining to his/her department or interdisciplinary 

ones for establishment of such centers. 

• Students should also be encouraged by faculty 

members to submit proposals for securing funding 

assistance for student projects from Science and 

Technology Councils of the State and Centre and other 

agencies. 

• The effort of the faculty member must be to convert 
his/her creative idea into a product either physical, 
conceptual or computer software. In order to get 
recognition not only for the faculty, but also, for the 
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institution, he/she should take efforts to obtain 
Patent/Intellectual Property Right (IPR) so that 
nobody could copy them. 

• Cash incentives, as may be decided by the 

Management, will be given to those faculty members 

for funded research/projects secured, research papers 

and books published and patents obtained. 

  

7.3.3 Consultancy Projects 

• Executing consultancy works for the state and private 

organizations is another important source of financial 

resource to the institution. A faculty member should 

take efforts to secure consultancy works in his/her 

area of specialization from industries and business or 

from State agencies. 

• To secure consultancy work, the individual’s 

capability in solving practical problem in his/her area 

of specialization besides development of good rapport 

is very essential. Guiding industry oriented student 

projects is an easy way of establishing contacts with 

the industry counterparts. Hence, faculty member 

guiding such project works should establish proper, 

healthy and positive rapport with the concerned 

industry from where such project work is undertaken. 

• A faculty member should constantly update his/her 

knowledge, familiarize himself/herself with the 

problem of industry by going through industry 

publications, attending professional society meetings 

etc., to establish contact and get to know the problem 

of industry. 

• Attending seminars and conferences organized by 
professional institutions/bodies or Industrial 
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Associations will also help to understand the problem 
of industry. 

 
7.3.4 Extension Activities 

• A faculty member should take efforts to organize 
refresher courses, seminars, workshops not only for 
the benefit of faculty members but also for participants 
of industry and society at large. Such programmes 
could be self-supporting or sponsored ones. 

• Conduct of continuing education 

programmes/structured courses to meet specific 

requirement of the industry and society is yet another 

way of augmenting resource for the institution. A 

faculty member can organize such programmes either 

one time or on continual basis year on year. 

• Extension activities could include various community 

oriented services, preferably using the expertise in the 

field of science and technology, and addressing the 

requirements of weaker sections of the society. 

 

7.4 Involvement in Development Activities 

7.4.1 Laboratory Development &Maintenance 

• A faculty member is required to involve in the 

laboratory development activities of the Department 

by introducing innovative experimental setups. 

• Whenever new courses or new topics are proposed in 

the curriculum and syllabi in the emerging areas, the 

faculty member can design and fabricate or assemble 

new experimental setup for use by students. 

• As a member of the faculty, he/she should ensure that 

the various equipment in the laboratory are 

maintained in working condition and are used 

effectively both for academic requirement, project 
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works and research related activities. 

• In case, a faculty member is assigned to be in charge of 

laboratory he/she has to oversee the work of technical 

staff of the laboratory, besides arranging for periodical 

maintenance / repair and recalibration wherever 

necessary. 

• As one in charge of laboratory, he/she has to ensure 

proper maintenance of stock registers, both 

consumable and non-consumable, periodical stock 

verifications, and proposal for replacement of over 

aged/unserviceable equipment, besides their safe 

custody. 

 

7.4.2 Purchase of Items for the Laboratory 

• The in charge of laboratory has to prepare budget 

every year after taking into account the academic 

course requirements, research needs and discuss with 

the H.O.D and finalize it before inclusion in the overall 

budget proposal of the Department. 

• The in charge of laboratory has to initiate proposals for 

the purchase of consumables and equipment for 

his/her laboratory and take follow up action till it is 

procured and taken into stock. 

• The faculty member should help the Professor in 

charge of purchase or the H.O.D in finalizing the 

specifications of equipment to be purchased calling the 

quotations and evaluation and tabulation of bids to be 

placed before the Purchase Committee. 

• Once the budget proposals are approved by the 

management, the faculty in charge of the laboratory is 

responsible for the compliance of the budget proposal, 

unless it is altered or revised. If necessary, he/she has 



Hand Book on   
Human Resource Guiding Principles; Duties and Errands 

 

 

 52 

to prepare revised budget proposal through theHOD. 

• The faculty member shall follow the detailed 

guidelines/procedure issued by the institution with 

regard to purchase of consumable and non-

consumable items both indigenous as well as imported 

items. 

 

7.4.3 Co-Curricular Activities 

• A faculty member is required to arrange guest lectures, 

seminars etc., to supplement regular lectures and also 

help in the conduct of faculty development 

programmes, short-term programmes, workshops, 

open houses, exhibitions organized by the Department 

or Institution. 

• A faculty member is required to organize industrial 

visits, educational tours and accompany the students 

to visits/tours as and when required by the H.O.D. 

• A faculty member if nominated as an Office-bearer 
such as Treasurer, Advisor of Professional Society 
functioning in the Department/Institution he/she 
shall perform such duties accordingly. 

• A faculty member is required to help the Professional 
Societies in organizing annual events such as 
symposium, technical contest and quiz to promote the 
student chapter of the professional bodies. 

• A faculty member is required to coordinate National / 

International conferences / seminars / symposium 

/workshop. 

 

7.4.4 Extra-Curricular Activities (Co-Administrative
 Activities) 

• A faculty member should see that the class rooms, 
department buildings, laboratories and surroundings 
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are kept neat and tidy with the help of personnel 
assigned for this purpose. 

• A faculty member should ensure that lights and fans 

are switched off after the class is over, and if there is 

no lecture class for the students in the next period to 

save energy consumption. 

• As discipline in the campus is very essential, every 

faculty member should interfere if they notice 

indulgence by students in activities of condemnable 

nature. 

• A faculty member if required to help the H.O.D in all 

administrative matters like distribution of hall tickets, 

mark sheets etc., and compilation of departmental 

replies to higher authorities etc. 

• The faculty member has to serve as a member of any 

enquiry committee or as a member of various 

committees whenever the Department/Institution 

organizes major events such as Sports Day, Annual 

Day, Technical and Cultural Festivals, etc. 

• Faculty members are liable to be assigned the 

responsibility of Residential Tutor/Deputy Warden of 

the hostels run for the benefit of students for a specific 

period of time and for this service they shall be given 

perquisites in addition to their salary. 

• All faculty members are expected to oversee the 

students go to the class on time and not loitering in the 

campus. 

• Faculty members should also take part in activities 

related to NCC, NSC, NSO, Red Cross Society, FINE 

ARTS,FEMININE CLUB,GO GREEN,PLACEMENT 

CELL, Alumni Association, etc., as office 

bearer/organizer and shall discharge the duties 



Hand Book on   
Human Resource Guiding Principles; Duties and Errands 

 

 

 54 

assigned to the position. 

 

7.5 Appreciation of Faculties for their Excellence in 

National\ International Level 

 The Institution envisions creating awareness amongst the 

faculties to excel in their core fields / other areas which 

includes research culture, for achieving national / 

international distinction. Towards this endeavor, the 

Institution is committed to foster research activities, books 

publishing and participating in an event organized by 

professional bodies at other institutes. In this regard 

institution will provide appreciation letter to the faculties who 

want to show their excellence in the above mentioned field. 

The following criterion will be followed in providing 

incentives: 

 

7.6 Workload Norms 

 All full-time faculty members should perform a minimum 

of 16 hours of work per week for the Institution on a 5 day 

week basis. The Institution has the right to fix the working 

hours and days depending upon the exigency. The 16 hours is 

only the minimum, but a faculty member is expected to 

devote more time in connection with execution of sponsored 

and funded projects, consultancy work, continuing education, 

summer courses, etc., the 16/18 contact hours may be 

assigned by the H.O.D. However, the faculty member is 

expected to devote his/her time for research, lesson 

preparation, valuation of test/assignment etc. He/she shall be 

present in the department during the working hours of the 

institution, unless, otherwise he/she goes on other official 

duties with prior permission from the concerned authority. 
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UNIT – 8 

LEAVE RULES 
 

8.1Short Title and Application 

 These rules are called “AVS COLLEGE OF ARTS AND 

SCIENCE Employees Leave Rules” herein after called the 

“AVS Leave Rules” and they shall come into force with 

immediate effect. 

 These rules shall apply to all persons employed in 

connection with the affairs of the AVS. 

 
8.2Kinds of Leave 

• Casual Leave 

• on Duty Permission 

• Medical Leave 

• On Duty for pursing Part time study. 

• Permission / Late Attendance 

• Marriage Leave 
 

8.2.1CasualLeave 

 Casual Leave is not earned by duty but it is concession 

given to employees so as to enable them in special 

circumstances, to be absent from duty for a specified period 

without such absence being treated as any other leave. An 

employee on Casual Leave is not treated as absent from duty. 

He/She is eligible to avail himself/herself of 12 days of 

Casual Leave in academic year. Casual Leave cannot be 

claimed as a matter of right and its grant is always subject to 

the exigencies of service. Absence on Casual Leave shall be 

treated as duty for the purpose of calculation of other leave. A 

single period of absence on Casual leave combined with 
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holidays, prefixed sandwiched or suffixed shall not exceed ten 

days. Casual leave cannot be combined with any other kind of 

leave. However, only one day casual leave will be sanctioned 

in a month and up to a maximum of 2 days in case of 

emergency on production of proof. 
 

8.2.2On Duty Permission 

 On duty permission to the teaching staff and non-teaching 

will be granted only with the prior permission in writing from 

the HOD and on approval by the Principal. 

 The teaching staff members will be allowed a maximum of 

24 working days in an academic year as“ ON DUTY” for the 

purpose of attending Central Valuation / External Examiner 

for practical examinations connected with University. 

Teaching staff who wish to avail ON DUTY permission for the 

above purposes must obtain prior approval and produce 

evidence from the competent authority for sanction. 

Otherwise their absence will be treated as unauthorized 

absence. All other duties if any pertaining to the college 

should be specifically informed to the HOD and Principal and 

permission obtained in advance. 
 

8.2.3Permission / Late Attendance 

 Generally permission is given for one hour. Permission for 

more than one hour will be treated as half a day casual leave 

or LOP as the case maybe. 

 Permission is allowed either at the beginning of the 

forenoon session or at the end of the afternoon session only 

when there is no class work 

 All employees should follow the prescribed working 

hours strictly. ALL employees should sign the attendance 

register. If any staff is late he/she has to sign in the late 

register maintained in the office. Late attendance for more 
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than an hour will be treated as half-a-day leave. If any staff 

member comes late on more than two occasions in a month, 

each such late attendance will be treated as half-a-day leave. 

 Either two permissions or two late occasions are allowed 

every month and if it exceeds two (both combined), half a day 

casual leave or L.O.P will be counted. 

 

8.2.5 Marriage Leave 

 An unmarried staff member is eligible for 7 to 10 days of 

marriage leave from the day of marriage on production of 

invitation. The marriage leave can be combined with C.L or 

L.O.P. The concerned staff member shall apply for marriage 

leave in advance. 
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UNIT - 9 

BUDGETING 

 

 This procedure covers the procurement of Equipments, 

Consumables, Equipment maintenance, Stationery items/ 

Furniture and other miscellaneous items to be used in the 

teaching – learning process. The primary responsibility of 

procuring the items is vested with the H.O.D. The 

procurement action is initiated by the Faculty (User). The 

Faculty will give the specification of item to be procured. The 

User will also check the procured item after its supply and 

ensure the supply to specification. The User will Log the 

receipt of the material in the Stock Register maintained in the 

department. The User is also responsible for the maintenance 

and proper operation of the equipment (or items) procured. 

The H.O.D will nominate senior faculty members of the 

department as members who will co-ordinate the purchase 

activity at theDepartment. 

 

9.1Budget 

 The Principal and HOD will prepare annual budget under 

the headings Equipments, Consumables, Furniture, 

Equipment maintenance, Stationery items and other 

miscellaneous items to cover guest lecture, industrial visit, 

project work, FDP, seminar/ workshop for faculty members, 

seminar/ workshop for students, lab manuals, lecture notes 

etc. and submit the comparative statement to the Principal’s 

Office in fourth week of March. The Principal shall 

consolidate the budget of all the departments and prepare the 

overall budget for the college and get the approval of 

Management. 
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9.2 Forecast on Requirements and Time Schedule for their

 Purchase 

 The H.O.D shall be in-charge for the equipment’s and 

stores attached to the department concerned. They shall 

prepare the lists of items of stores to be replenished at such 

periodical intervals as may be necessary based on the 

estimated annual or other periodical intervals, say 6 months 

or 3 months, and arrange for the purchase of stores. They 

should ensure that unnecessary items of stores are not held in 

stock, while at the same time, adequate number of quantity of 

spares / stores is kept consistent with the pattern of 

consumption and time required for the manufacturers / 

dealers to supply. 

 The faculty in-charge of the lab shall submit a proposal for 

the procurement of the required items along with the 

specifications and brand. He shall collect quotes from 

minimum 6 probable vendors with the concurrence of the 

HOD. The faculty member shall discuss the details of the 

specification with the vendor and recommend the vendor in 

the order of merit and submit to Principal after sufficient 

quotes are received, Administrative officer will finalize the list 

and get approval from the management. 
 

9.2.1 Guidelines Governing the Purchase 

• As a general rule, no stores shall be purchased without 
obtaining prior administrative sanction of the 
competent authority. 

• The sanction accorded by a competent authority shall 
lapse, if it is not acted upon for a year. A sanction 
accorded by the competent authority shall be deemed 
to have been acted upon. 

• Only items for which sanction has been accorded 
should be purchased. No substitution of items or 



Hand Book on   
Human Resource Guiding Principles; Duties and Errands 

 

 

 60 

deviation of quantity shall be made without the 
approval of the sanctioning authority. 

• Administrative sanction should be obtained for the 

total expenditure involved in the proposal (including 

packing, forwarding, freight, Sales Tax, Customs Duty, 

Insurance, if any, etc.) and not for the basic cost of the 

stores alone. If such information is not furnished in the 

quotation, it should begot from the prospective 

suppliers, the total expenditure worked out and 

proposals sent for sanction. 

 

9.2.2 Purchase Procedure 

 The proposal must contain (i) The purpose for which they 

are required, eg. For general purpose, laboratory maintenance, 

projects or other purposes. (ii) Detailed specifications and 

instructions if any, should be given, so that the right type of 

material which is required could be intended for and supply 

got effected. Stores of a particular type or make should not be 

asked for, except when they are articles of proprietary nature 

(iii) The approximate cost of the equipment and (iv) 

Availability of funds etc. 

 Quotations: Stores should not be purchased without 

calling for quotations 

 

Methods to be followed for Obtaining Quotations 

1. By direct invitation to a limited number of reputed 

firm (minimum 6) (Limited Tender), the invitation 

being sent to them by post /courier. 

2. By invitation to one firm only (single Tender) or 

private purchase for small order costing less than 

Rs.1,000/- at a time or if more than one kind of article, 

the same does not exceed Rs.2,500/- 
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9.3 Purchase Committee 

 The Purchase Committee will consist of the following 

Members 

1. Administrative Officer  - Convener 

2. Principal  - Member 

3. H.O.D  - Member 

4. Management Representative - Member 

 The Purchase Committee will go through the quotes and 

recommendations of the user and advise the concerned 

H.O.D. The concerned H.O.D will forward the 

recommendations of the Purchase Committee along with 

remarks to the Principal. 

 The Administrative Officer will scrutinize the comparative 

statement and give his remarks and send the file back to the 

concerned department. The H.O.D shall take copies of the 

comparative statement and the quotations and send the 

originals to Purchase Department for further action. 
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UNIT – 10 

TRANSPARENCY 
 

10.1 Introduction 

 The following procedure is followed to ensure 

transparency among the Governing bodies, Management, 

faculty members, staff members and students. 

 

10.2 HR Policy Book 

 A copy of the H R Policy book is given to each department 

and maintained for ready reference for faculty members and 

students in the library. The H R Policy book covers 

recruitment of staff, promotion to staff, leave rules, academic 

procedures, duties and responsibilities of staff, academic 

targets, etc. 

 

10.3Minutes of the HOD Meeting to Department 

 The Minutes of the HODs Meeting held in every week 

Monday to discuss various items of academic works, 

development works, co-curricular activities, extra-curricular 

activities etc are circulated to all the departments through 

circulars. 

 

10.4Minutes of Governing Council and IQAC 

 Any decisions made by the Governing Council or 

Academic Advisory Board or by the Management in policy 

are conveyed to all the departments by circulating a copy of 

the Minutes. 

 Minutes of the Governing Council and Academic 

Advisory Board are kept as reference in the Main Library. 
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10.5Semester Faculty Meeting 

 Twice in a semester Staff Meeting is conducted for 

interaction and dissemination of the information regarding 

conduct of the ensuing semester’s academic programmes. 

 

10.6 Feed Back to Staff for Review 

 Students feedback, Peers’ feedback, H.O.D evaluation a 

given to faculty members for self-review and discussed with 

the faculty members or counseled 
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DECENTRALIZATION AND 

DELEGATION & 

PARTICIPATION OF FACULTY 
 

11.1 Appointment  

1. An Expert Committee interviews and selects the Staff 

Members. If a person is selected he/she will be given 

appointment only when they submit their original 

certificates to the Principal. 

2. The terms and conditions of the appointment are 

clearly stated in the Appointment Order. 

3. If a Staff Member needs his / her original certificates 

for various reasons, they may forward a requisition 

letter to the Secretary through the Principal. 

4. If the staff member wants to get relieved in the middle 

of the academic year he/she has to pay three months 

salary. 

 

11.2 Timings 
1. Staff Members should present in the college by 9.15 

A.M and they have to sign in the Register before 9.20 

A.M 

2. The Staff Members who are free in the first hour 

should be in rounds till 10 A.M 

3. The Staff Members should present in their respective 

classrooms well in time. 

4. He/She may leave the college at 3.30 P.M after signing 

the Attendance Register. 

5. He/She may be required to stay in the college even 

after college hours for academic as well as extra-
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curricular activities as directed by their higher 

authority. 

11.3 Permission & C.L 

1. If a Staff needs Permission, he/she should fill the 

prescribed form with prior approval from the H.O.D. 

2. A Staff can avail 2 Permissions per month only on free 

hours, exceeding which will be considered as half-a-

day C.L. Staff can avail only one permission per day. 

3. CL should be applied well in advance. 

4. 12 CL is permitted for an academic year, exceeding 

which will be considered as L.O.P 

 

11.4 Duties (Academic) 

1. The Staff Member should discuss with the H.O.D the 

details of their Paper Allotment, Time Table etc., and 

give their consent. Later they should not change it at 

any circumstances. 

2. Question Bank & Hints for the Notes should be given 

to the students according to the instruction HOD’s. 

3. In each class the Team leaders, Toppers& Slow 

Learners should be identified and proper guidance 

should be given. 

4. During practical hours Staff should be on rounds in 

the Lab and check the Students whether they are doing 

properly.  

5. Result is very important. Performance will be assessed 

only based on the University Result given by them. 

6. Wall Magazine for the First Unit must be prepared by 

concern Staff and remaining units Wall Magazine must 

be prepared by students that should be checked by 

Staff. 
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7. Staff Members should follow their time table very 

strictly. They should be punctual to the classes. No 

interchange of hour’s without H.O.D Permission. 

 They can conduct as many tests as possible beyond 

regular monthly test and model examination provided those 

test papers should be valued and distributed to students 

within two days. 

1. Last two day’s portion should not be included for the 
monthly test after the date is announced. 

2. Answer Papers should be valued within 2 days and 
given back to the students. The marks should be 
recorded in the Faculty Hand Book & Automation. 

3. Staff Members should prepare notes of Lesson for the 
allotted paper in the scheduled time. 

4. Staff should verify whether all students in class have 

notes. 

5. Particular Staff Member is responsible for the 

academic result of the students in their allotted class. 

6. Unnecessary adjustments should be avoided. Inter 

changing the class or borrowing the class, should be 

informed to the H.O.D. 

7. Students Attendance Register should be neatly 

maintained and all staff Members are requested to sign 

the Register by that evening. 

8. Staff should inform the concerned H.O.D and the 

Principal about the special classes that they have 

planned. 

9. They are asked to attend the college during University 

Exam for verifying their particular Subject Question 

Paper. 

10. If the staff members are in the campus, classes should 

not be adjusted unnecessarily. If so, it should be 

intimated prior to the H.O.D and Principal. 
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11. Staff members should take steps for the placement of 

their department students. 

12. Faculty Hand Book & Automation should be updated. 

11.5 Class – In Charge Duty 

1. There will be only one class –in charge and he/she will 

be deputed by the H.O.D. The duties are as follows 

a. Maintain Attendance Register. 

b. Sending Mark Record & Absentees detail. 

c. Updating Personal Details. 

d. Maintaining Leave Letters and OD Forms. 

e. Automation work should be updated. 

2. The Class –In charge should involve themselves in the 

performance of the students. 

3. The students leave form should be collected within 2 

days of their taking leave. 

4. The Personal Details of the Students should be 

regularly updated. 

5. Class-in charge should completely dedicate themselves 

with the performance of the students and counsel 

them as and when possible. 

6. If the class in-charge is on leave, their work should be 

deputed to the other Staff members in the Department. 

7. Students who get absent in the particular day should 

be intimated to their parents in the evening. This work 

to be carried out by class Advisor. 

8. Syllabus completion should be completed within the 

given schedule of time. 

9. Students should be motivated to take part in the 

activities. 

10. Class advisor should conduct team heads meeting 

once in fifteen days Feedback to be reviewed.  
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11. Classroom, Lab, Neat arrangements is needed and 

condition of electrical appliances should be monitored 

and maintained by class advisors. 

12. Class advisor should check students are wearing ID 

Cards inside the campus. 

13. Class advisor should monitor that smooth relationship 

is maintained among the students of concerned class. 

14. Arrear status should be maintained by class advisor. 

15. Class advisors should collect and maintain reviews 

and feed backs. 

16. Record to be maintained for the students those who 

are regular and irregular to class. 

 

11.6 General Code of Conduct 

1. Staff should accompany the students on Educational 

Tour / Industrial Visit etc as per the instruction of the 

H.O.D & Principal. 

2. Staff should show a high degree of dedication, interest 

and involvement in their duty. 

3. Staff Members should have a positive approach 

towards the students and other staff. 

4. Gossiping, Talking Personal Matter should be strictly 

avoided. 

5. Staff should maintain secrecy about the matters 

discussed in the staff & Department Meetings. 

6. Discussions regarding our college matters with other 

college staff members should be strictly avoided. 

7. They should not make any informal announcement 

regarding any issues and they should not collect any 

fund without the prior permission from the College 

Secretary. 
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8. Staff should not allow any outsiders inside the class 

without the written permission from the Principal / 

Secretary. 

9. Personal ideas and views regarding any matter should 

not be discussed with the students under any 

circumstances. 

10. They should not take part in any personal function of 

the student. 

11. They should not have any conversation with the other 

staff in the classroom or veranda while classes are in 

progress. 

12. Staff Members should not misuse their power to 

threaten others under any circumstances. 

13. Staff Members should not use college resources 

without prior permission from Correspondent and 

Principal. 

14. If the Staff Members get the Memo that will be 

reflected in their service certificate. 

 

11.7 Relationship with Staff 

1. Staff should maintain friendly relationship with all 

staff members 

2. They should not interfere in the happenings of other 

departments which is not relevant to them. 

3. Any grievance of the staff should be explained only in 

the staff meeting or to the Principal. 

4. Whatsapp / SMS is strictly restricted between Ladies 

& Gents Staff Members and Students.  

 

11.8 Relationship with Students 

1. They should not have any personal contacts over 

phone or through sending Whatsapp / SMS and they 
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should not allow them to their residence under any 

circumstance. 

2. They should not handle any private classes/tuitions 

for our college students. 

3. They should not have any financial relationship with 

students and staff. 

4. Staff should maintain a perfect gap from the students. 

5. Staff should not safeguard the students whose 

behaviour is controversial. 

6. They should not be partial to the students. 

7. They should not misuse their power and threaten the 

students about their internal marks. 

 

11.9 Duties of  H.O.D  

1. H.O.D should frame the Time Table and Paper 

Allotment of the Staff and while preparing the same, 

they should get the consent of that particular staff. 

2. H.O.D has to check the notes of lesson of the Staff 

Members.  

3. They have to check whether the Monthly Evaluation 

Report of the students sent promptly. 

4. They should arrange Industrial Visits / Guest 

Lectures. The H.O.D should inform the same to other 

department staff who are handling the same class 

prior. 

5. H.O.D has to pass all information regarding the H.O.D 

Meeting to their Subordinates. They have to write it in 

a notebook and get their initials. Misbehaviour of 

students of their department should be brought to the 

notice of the Discipline Committee and proper action 

should be taken. 
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6. If a Department is in need of the Seminar Hall or LCD 

Projector, the concerned H.O.D should book it in 

advance in the Principal room. 

7. H.O.D should be ‘Motivators’. They should work in 

such a manner, which enrich their subordinates to 

work hard and feel a greater degree of job satisfaction. 

8. H.O.D has to attend the H.O.Ds Meeting every 

Monday and register the matters discussed. 

9. H.O.D also has to conduct a Department Meeting once 

a week and record the same. 

10. Faculty Hand Book, Class Profiles should be signed by 

H.O.D & attested by the Principal. 

11. H.O.D rounds should be recorded in the note book 

maintained by the Department. 

 

11.9.1 Annexure B Suggestions for Good Teaching 

1. Revise the subject topics for at least 1 hour in your 

room before going to the class. Write down the points 

to be covered in the class and use the same to teach. 

2. Do not take the text-book to the classroom and read or 

dictate from the book to the students. 

3. Always be on the stage near the board and talk facing 

the students. Raise your voice such that the students at 

the back benches are able to hear you. 

4. Make the students compulsorily to occupy the front 

benches and leave the back benches vacant so the 

students can hear you better. 

5. Write down the topics to be covered on the black 

board neatly and teach in that sequence. 

6. Ensure that you have driven home the points. A 

simple feedback will give you a clear picture. 

7. A pep talk at intervals and a piece of advice will go a 
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long way to develop the students’ overall skills. 

8. Attract the students attention towards your teaching 

by sequencing the topics correctly and using simple 

language to present them. 

9. Never go to the classroom empty handed. Always 

carry one or two sheets of prepared notes or lecture 

notes. 

10. Write down important principles, derivations, worked 

out examples on the board neatly and ask the students 

to take them down in their notebooks. 

11. In the last 10 minutes, give an overview of the topics 

covered and dictate probable questions. 

12. Plan your lessons by giving lecture notes and citing the 

page number in the textbook. 

13. Do not accept on any account to take the class of your 

colleague if he is present in the college. 

14. Refer standard text books. Always discuss with your 

colleagues in case of doubts. 

15. Be always student friendly and use pleasing language. 

16. Give weak end assignments compulsorily and ensure 

that the students complete the same. 

17. Whenever guest lectures are arranged, the relevant 

subject teachers should make it a point to attend. This 

will go in a long way to understand the teaching 

method from an experienced professor. 

 If a student in the class is indifferent, do not ignore him. 

Pay special attention to all such students and interact with 

them during your teaching session. 

 

 

 

 


