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Dear Colleague.

Ve are pleased te present to you a HR Polidies Handbook relaied to the seaff

detailing all the updated policies of SCOF.

We urge you to read the policies and get familiai with the letier and spirit ei these

pulicies.

Should you find a need for any clarifications,
vour HR representative,

you may please get in touch with

We take this opporiunity to wish you a svery fulfilling association with SCOE

With Warm Regards,

. Deshmukh
Principal
Saraswati Education Society
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. VISION . MISSION , QUALITY POLICY AND
QUALITY OBJECTIVE
VISION

“Ti become certer of Excellence in Enginecring education and reszarch”

MISSION
“T'o educate students to becomc quality technocrats for taking up challenges in all facets of

lif2"

QUALITY POLICY

We at Saraswati College of Engineering are committed to impart continual quality
education & training leading to degree in Engineering. We would demonstrate continual
improvement by complying with requirements, monitoring our abilities and
mmplementation of Quality Management Systen.

We aim to provide 2 platform for Research and Development by understanding and
meeting industrial needs by developing technical skills, leadership quality, inter personal
skills and upholding the importance of professionalism and ethical practices.

The Quality policy is supported by guahty objectives and is communicated through
various modes of channels such as notices, websites, brochure and understoad within the
institution and is reviewed by management time 1o time for continued suitability.

QUALITY OBJECTIVES

1. To become competent Educational & Research organization by cultivating research
culture among faculty and students.
To make studems of Saraswati College of Engmeering globally competent with

_leadership qualities.

1. To strive hard for holistic developmem of student, through co-curricular,
extracurricular activities, trainings and indusirial exposure for developing industry
ready technocrats.

4, To provide better carrier opportunities by motivating the employability and
enirepreneurship skills.

5, To impart quality education to the students and to develop vision of state of art
academic and professional fraternity. .

6. Toprovide global platform to students and faculty for research, collaborative activities
and education through interactive MOU’s and tie-up’s with renowned national and
international organizations and industries.

i
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3. GRADES & DESIGNATIONS
Fhe Grade Strecturs for Teacking and non-teaching. are as unde

Teachimg Faculiy

C-l-'ades I Designations
| £

| I Princiﬁ! : |

2 Deans and Professors

3 Associate Professors / Tramning and Piacement Officer |

4 Assistanl Professors - |

Non-Teaching Staff

Grades Designations of Supporting Staff

I General Manager - HR and Admin

5 Registrar, Head Finance and Accounts | Assistant General
Manager

3 Librarian , Senior Manager — TPCGC, CRO,
System Administrator

4 Assistant Manager , Office Superintendent , Senior Executive — |

HR , Manager -TPCGC, Sr. Programmer ]
: Lab Assistant, Clerk, Asst Physical Director , Security a
5 Supervisor, Telephone Operator, Personal Secretary, Assistant

Librarian | Accountant , Cashier. Junior Pro grammer

6 Attendant , Skill Assistant, Driver, Gardner , Securnity Guard

SCE/PO-D2REV - 01(04/08/2016)6
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4 PAY SCALES

Iz Scales of pay {or various teaching positiuns will be as follows:
6" Pay as per AICTE norms, commensurate with the guahfications and expenence

Teaching Faculiy Members:

| Rs 37400 -67.000- Grade Pay
R
Re 37,460 -7 000- Grade Pay

I Principal

Deans and Professors

10,000
Associate Professors ! Traiming and Placement | Rs 37,400 — 67,000 — Grade Pay [
Officer 5000 |
: Rs 15,600 — 39,100 - Grade Pay |
Assistant Professors , |
(000 .
Non-Teaching Staff Members:
i I
: Rs 37,400 -67,000- Grade |
General Manager — HR and Admin Pay 10,000. 'I
H = ——=3 i
Registrar, Head Finance and Accounts | Assistant Rs 37,400 - 67,000 — Grade |
General Manager Pay 9000. |
Libranan , Senior Manager — TPCGC, CRO, System | Rs 15,600~ 39,100 — Grade !
Administrator Pay 8000, 1
Assistant Manager, Office Superintendent , Senior !
Executive — HR | Manager -TPCGC, Senior Rs. 9300- 34800+ AGP 4200 |
| Programmer
Lab Assistant, Clerk, Asst Physical Direcior , Junior
Programmer, Security Supervisor, Telephone Rs.5200- 20200+ AGP 2400
Operator, Personal Secretary, Assistant Librarian , i
Accountant , Cashier -

Attendant , Skall Assistant, Driver, Gardner | Security | Rs. 4440- 7440+ AGP 1300/
Cuard 1400 / 1600

]
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5, RECRUITMENT POLICY

OBIECTINE:

Erfecineness of aninatinmog depends on the competence and aualits of
s human resources. The omecuve of this poliey 15 10 ensure a
streanitined reerintest prove < dentiving and hriing best qualiiied

candiclates for all mven positioes

APPLICABILITY

21

3.1,

33

34

35

36

3.7

38

All aew reeruits in all grades

3. POLICY & PROCEDURE

The concerned HOD 1s to zet n touch with HR Department with the
details of the manpower required. HR will then seek approval of
Principal, and only then proceed with the process of recruitment,

HR shall prepare a deiailed job déscription for the position to be filled
up. in consultation with the concerned department

HR shzll source the profiles for the required position, through various

sources viz., advertisements (newspapers, portals..), consultants,
infernal reference eic

HR shall screen and shartlist the profiles depending on their suitability
for the position. The list of shorthisied profiles will be communicated
to the concerned HOD, Principal.

HR will coordinate the entire process of conducting the interviews
Depending on the grade/level of the position being recruited, the

interview panel selection Committee will consist of the concerned

HOD, Principal, external members (in case of USSC) and HR
representative.

The Institute shall be an equal-opportunity employer, with affirmative
action towards economically weaker section of societies,

SCE/PD-02REV - 01(04/08/2016)8

I Effective Thang Auoust 2006




\'ll'- s iar H]

C SARASWATI COLLEGE OF l HR POLICY

- "_‘ ENGINEERING

‘ Effective Date: Aupust 2016

6. ADHOC EMIPLOYMENT FOR ADMINISTRATIVE

ST AR

"
I
21 By Wa

1. Preamble

F'T Non=Techmen! Siaffunder this policy are candidates with graduationsunder
oraduation. applving for pesinons like Arenders’ Tunsor Assisiams, Otfice
Assislants’ Sentor Assistants Lab Assistants/ Clerk! Seeretaries, 1c.

1.2 Ths pohey is-aimed a1 preparmg e frameswork inowhich con-tcaching staif
will be recruited on Adhue Basis.

1.3 However after three wyears of successful experience and based on
performance in the organization, they will be employed on regular rolls of
the orgamzation,

2. Objective

2.1 The objective of this policy is to provide guidelines and procedure 1o recruit
employees in non-teaching 2nd non-technical positions on adhoc basis.

3. Eligibility and Applicability

3.1 Supporting staff of SCOE with technical and non-technical qualification.

3.2 The employees on eulsourced rolls are not covered under this policy.

SCE/PO-0ZREV - 01{04/08/2016)9
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EXPERIMENT NO.:09

AIM: TO_STUDY MASM.

ROLL NO.:08

.model small
data segment
adw 0003h
b dw 0004h
ends
code segment
assume cs:code ds:data
start:
mov ax,(@data
movy ds,ax
mov ax.a
mov bx.b
add ax.bx
int 3
ends start
ends code

AX=13F4 BX=0000 CX=001F DX=0000 SP=0000 BP=0000 SI=0000 DI=0000
DS=13E4 ES=13E4 SS=13F4 CS=13F5 [P=0003 NV UP EI PL NZ NA PO NC
13F5:0003 SEDS MOV DS AX

-1

AX=13F4 BX=0000 CX=001F DX=0000 SP=0000 BP=0000 SI=0000 DI=0000
DS=13F4 ES=13E4 SS=13F4 CS=13F5 IP=0005 NV UP EI PL NZ NA PO NC
13F5:0005 A10000 MOV AX,[0000] DS:0000=0003

-1

AX=0003 BX=0000 CX=001F DX=0000 SP=0000 BP=0000 SI=0000 D [=0000
DS=13F4 ES=13E4 SS=13F4 CS=13F5 IP=0008 NV UP EI PL NZ NA PO NC
I3F5:0008 8BIE0200 MOV BX,[0002] DS:0002=0004

-t

AX=0003 BX=0004 CX=001F DX=0000 SP=0000 BP=0000 SI=0000 DI=0000
DS=13F4 ES=13E4 SS=13F4 CS=13F5 IP=000C NV UP EI PL NZ NA PO NC
13F5:000C 03C3 ADD AX.BX

E.

AX=0007 BX=0004 CX=001F DX=0000 SP=0000 BP=0000 SI=0000 DI=0000
DS=13F4 ES=13E4 SS=13F4 CS=13F5 IP=000E NV UP EI PL NZ NA PO NC
13F5:000E CC INT 3
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7. RECRUITMENT PROCEDURE

The procedice fin Adlive engagenie it of staff ivolves the following:

T4 That w posiion is Adboe. and the duration of the cotiract must be cleuly
outhned even hefore the precess of recruitment begins, and so specified in
shvertisements, or other communication:

T3

1.2 Al sitbsequent process of recrurtment of non-teaching snd non-techaeal
stat! shull be dong as per the noris! 1ecruitment process of the organization,

7.3 Interviews thall be conducted by the selection committee which shall consie
of — concerned HOD, Principal and HR represenlatve,

74 After the finalization of the candidate, and before doing the salary

negotiation, it will once again be reiterated 10 the candidate that this 15 a
Adhoc position.

7.5 Salary fitment will be done as per the existing band in that particular grade
and take into account concerns of internal consistency.

7.6 Salary details will not be provided to potential candidates either via email or
on paper, before the day of joining. This is to prevent the potential emplovee

using the offer 1o negotiate other offers elsewhere as bargaining chips.

7.7 Appointment letter, together with salary break up, will be issued for the
Adhoc employment.

SCE/PO-02REV - 01{04/08/2016)10
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8. PROBATION POLICY
1. Ohjeetive

L. To provide a palicy famewsk 00 confirmaton of reeulin emplayees
after cempletion of 1he probanon peried

2. Fligihility & Coverage

Pt

A All new recruits as well os existing staff of tie institute on cepular rolls
3. Palicy & Procedural Formalities oy Compleiion of Probation

3:1 All new employees will be on probation for a period of 24 months from
the date of joining.

32 While the formal probation appraisal shall be at the end of 24 months,
the concerned HOD wili review the performance of the probationer at
quarterly intervals. These assessmenis will be an the broad parameters of
Discipline. Attitude. Application. Job Knowledge and Concerned HOD
Feedback and group values. The performance evaluauon repert will be
submined to HR Department,

33  During probation, the notice period on either side will be three month. It
is mandatory to serve the notice period and the option of offsetiing the
notice period, partly or fully will be at the sole discretion of the
management. The management may also, at its sole discretion, accept
notice pay in lieu of the natice period. Notice pay shall mean gross salary
of the employee including allowances, if any.

34  HR Department will send the Probation Appraisai form to the concerned
HOD at least one month hefore completion of the probation period.

3.5  The HOD will discuss the performance of (he probationer and record the
employee’s strengths and required areas of improvement in the personal
file of the employee.

36  Duly completed Probationary Appraisal Form with the recommendation
of the HOD for confirmation, will be sent 1o'HR Department at least one
week before the completion of the probation period for the issue of
Confirmation Letter.

SCE/PO-02REV - 01{04/08/2016)11
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4. Extension of Proabation Periomg

L1 T such instaness whers an eniploves dnes not meet the fegpired standerds
of pertermanee; the LU may recomiiend eXtension ot the probauon [
a taximiim of 58 menths.
4.2 Probation period muy be sutended wider any of the foilowing
Chetimstances:
v Performance of die probutioner is 1ot up I expectations
* The role and the skills of the probationer are not alicned
*  Probationer’s values are noi aligned with the institute™s valors

4.3 A mutually agreed and detailed Performance Improvement Plan nvalving
Cormseling and training will be documented. and wreas of improvement
clearly communicated 10 the employee in the prescribed format

4.4 The probation may be extended only once. When probation is extended
for an empioyee, the HOD shall send the Probationary Appraisal Form to
HR Department at least 15 days before the expiry of probation, clearly

stating the reasons for extension. HR will send necessary reminders in
time,

4.5 Based on the recommendation of the HOD, HR Department will formally
communicate the extension of the probation through a letter to the
employee through the HOD

4.6 The performance will be reviewed once again at the end of the extended

probation period. The probationer’s services may be confirmed subject
to satisfactory performance.

4.7 Il the probationer's performance remains unsatisfactory after the
Performance Improvement Plan, his or her services may be summarily
lerminated.

SCE/PO-02REV - 01(04/08/2016)12
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30 Confirmuation of serviees
31 Quesuccesstol completon o the probaton, the services of the probkatinner

Wil be contirmed ag g the s of appoinment.

-

52 HR shall zend the confirmation to the employee $nough the HOD within
ene wezek of the end of probation

Upon contirmation, the nouve periad on either side wil! be three months

L
=

It 15 mandutory to serve the notice penod and the opnon of niTseming the
netice period, partly or fully will be ot the sole diseretion of the
manasement. The management mav algo, at its sole discretion, accep!
notice pay in liew of the notice period. Nouce pay shall mean gross salary
(CTC - Annuai and Statutory components) of the employec.

SCE/PO-02REV - 01(04/08/2016)13
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2. INDUCTION POLICY
b heetive

L. To tucilitie smooth assimilation of wen emplovees into the institute wnd
help them understand the mstitntion as & whols, develop a sense of
beionging, getting to know one’s extended colleagues, make them tumiliar
with 2l aspects of their jub, their responsibilities, setting clear heir
expectations, famibanizing them o the avoilable resources and applicable

policies, procedures, and traditions of the institnie.

2. Applicability
2.1 All new employees of the institute

3. Policy

3.1 The HR Department shall ensure that every emplovee, irrespective of grade,

goes through an Orientation Program, which will be mandatory for the
employee to attend.

3.2 The duration and scope of Orientation Program may vary with the aradeof
the employee and the width and depth of information that needs to be
shared during induction,

i3 The Orientation Program shall include the following:
Sr.No| Particulars| Responsibility Content
* Introduction to the SES Group
*  Introduction to SCOE
+  Briefintroduction of the organizationa)
1 | SCOE staff | SCOE-HR structure
. * Running of presentation of HR rules and
: regulations
SCUE
5 department | HOD of = Introduction to the current employees in the
faculty department department
Orientation
HR ; o
3 Oieiiati GM-HR * Introduction to HR Policies
rientation

SCE/POOZREV - 01(DA/08/2016)14
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Employee Ovientation Form
Name of the Employee:

Besignution

Sr. Pariiculars { Evatuation
No |
| - Yes | No
e —— ——— i
| | . S |
i i | Did yoii get a proper orientation uf SCOE? |
. | l
= - e - —i
2 Have you understood your Joh Profile adzquately? |
3 Did you undesrstand the Department structure and its

functions?

5 Have you been told about the applicable HR Policies?

) Were you satisfied with the ovientation program?

i
|

7 Anything else you would like to know or suggestions you would like to make?

l

SCE/PO-0ZREV - 01(04/08/2016)15
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10, GROUP INSURANCL

To provade emplovee weiling thiough busie assurmee of healdiedre to
emplovees and help themy meet nnforeseen personal expenses arising

frovny needien] eimergency

Z. Eligibility & Applicability

Al yeaelar and Adhoc employees of the Institute, including probationers

will be coverad

Insurance coverage is applicable for the employee and her/his family
members. The Famuly Memburs shall include:

The employee is required to declare her/his dependents under this scheme
in the prescribed format at the ume of joining.

For any other member of the employee’s family to be coversd under
this policy. such as parents. or w-laws (for female employees only) any
addition or withdrawal of family members on account of marriage. birth
and death needs to be communicated o HR Department prompily.

SCE/PO-02REV - D1{04/08/2016)16
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A Padiey & Proceduore
GTL Insurance Coverage
Plan Nane | c'idlrll-up Terni Life surance

Covery | miortunaie [Denth

LS Insured

MR 31 ses/BEmployee

Group Medical Coverage

A sy 2006

Hospializaton PP Oialy [
—}-;:n'n'.".' Definuran - Ir_:\c-lt'l Iniy o

Age Band : 1% - Bil years

Sum Insured | 2 1.acs

Pre & Post hospitalization 30 & 60 days

PED Covered
30 Days waiting Period Waived Off
| &2 Years txclusion Waived Off
Maternity Benefit Covered

Wormal & C Section Linut INR 30.000/-

9 Months waiting period Waived Off

Day-care Covered

Disease wise capping NIL

Baby Day one cove Nt Applicuble

Co-pay ! NIL
Corporate Bufler Nt Applicable
, 2% of 81 for normal & 4% of S]
heoi oot Capping for ICUACCU
Ambulance Service per Person INR 1000/-
Addition — Deletion Pro-Rata basis

SCE/PO-02REV - 01{04/08/2016)17
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| Pusiness ( Piploma & Engineering Collews

==

Oecupation o1 Employees | Teachers & Cullene staft |

| Risk ©"1age |
|
P k| -5

Accrdental Deatn Yes

Permanent total Disability Yes

Permanent Partial Disability “\"c.'a

Temporary total disability Yos

Accidental Medical extension N_m Applicable
| 3::]12;.::: Sumi Insured per INR 2.00.000/-

SCE/PO-D2REV - 01(04/08/2016)18
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11. REIMBURSEMENT OF TELEPHONE EXPENSES

%1 To fuciipate communication tor employees where such tucilitation 13
considersd necessary fur greater effectiveness in ong's nificial role

1.2 To provide for revmburscment of such expenses

Regular employees of SCOL, working i Adimisiratiot, Accounts,
Traiming & Placzment, HR | other shared services, etc., depending upon
worl exigency and special approval of Principal

2.2 The ehatbility hmits specihed for cach grade are;

Grade Eligibility limit (Rs. Per
— — monlh]__
1 &2 2000
&4 1000
3 800
o 500 i

3 Policy & Procedure

lower.

3.1 The mobile allowance i1s provided strictly on need basis with special
approval of the Principal.

32 All mobile phone bills shall be settled directly by the employees and
reimbursement claimed at actuals or based on eligibility, whichever is

SCE/PO-02REV - 01(04/08/2016)19
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| Etfective ate: August 2H16H

I case the Bill spount exodods the grade-wise chaibiliy mentioned 4
pomt na. 2.2, the reimbursement shal) not exceed tie specitied hnu
mentioned] against el aride taless there 1w speaal apprioval The
iimil'm'.ll PONELS (e S undey

I the bl exeeeds by Y070 bur less than 15" of the eradeswise
eligibility, it shall be apmoved by the Priccipal
i e arnount is more than 13% bt less than 2350 wshall be appeoved

by GM IR & ADMIN

I the amount exceeds by iore thisn 25% i needs w be approved b
Seeretpry, SES.

Any exception 1o the reimbursement hmit would be approved only upon
proper justification and will be done as an exception and not resorted w
as a routme practice.

Employees shall seule their phone bill on a monthly basis & claim
eligible retmbursement from the Accounts Departiient.

This facility is provided to a foor omploycss, bassd oa their need and

nature of work. The employvees who are covered under this shall be
reconunended by Principal and approved by GM HR & ADMIN

SCE/PO-02REV - 01(04/08/2016)20
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{2 INCENTIVE POLICY FTOR RESEARCH & PUBLICATIONS

- Introduction
feaching and Rescarch are the 1mam fncnnges gssined to any msttute Teaching {5 &
prme funcian and necds to be perl wiped car the Laghes! fevel uf competence; il I
possiblz only when the faculty is mvolvead in the research activity. Researeh is an orginal
comribution 1o the exisiing stock of knowledae making for its advancement. 1t is the
pursuit of truth with the help oo grady, chsepvation. omp (g, expeimenl; pellection
of facis or data, anelyzing the facty (o 1each certall copchusions enher i he form ol
solution(s) towards the concerned problem or in certain generalizations for some
theoretical formulation. In short, the search for knowledge through objective and
wstermatic method of finding solution to @ prablem 18 research
Rescarch essentially nourishes the academnc program and such engagement helps
eachers to remain at the cutting edge. wihadvances in their own subject, Ttalso sustaing
the interest in academic activilies and widens the scope of learning. importanily, it helps
the institute to stand at the global level

» R&D Cell
The R&D cell comprises of faculty members oI Varous departments 1n the institute,
This commitiee OVErsees the smooth and efficient coordination of research and
development activities 1n the institute, thus fostering overall growth. A seniof faculty

heads this cell in the capacity of Head R&D. Principal SCOE i< the executive head and

The Head R&D is functional head of the cell and advisory i0 R&D processesto be carried

in the instituiion 10 Principal SCOE, The faculty members that constituie the R&D Cell

e

SCE/PO-02REV - 01{04/08/2016)21
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Dr. Niag usha

Deshinukh

= - |
[ Iresignation ‘

Prpcipal & Excentine Head l

[y :u_'m Sabuus

Prof.3.N.ieh

Head R&D [

Head of the depnriment Ffle.r:n ument of Cors U
Engincermg denartmem & Dean Acadenics

i
1

Dean Adimmmistranion

e, Fouria Hoda

Prot. Roshan John

Engineering deps iriment

|
!
|
Head ot the depaitment : U{I‘r'li tent of Mechanical l

Head of the department nb,hiﬂl’ﬂﬁ!ﬂ[ of Civil

T Engineermg department
| Prof. Vashali Jadhav Head of the department : Department of Information
\ technology department
{3 Prof. Sheetal Bukkawar Head of the department : Department of Electronic &
telecommunication Engineering department
3 Prof. T.Z. Quazi Head of the department : Department of Automobile
Engineering department -
Y Dr. Seema V. Lathkar Head of the depa tment : Department of Engineering
Sciences & Humanities  department
W1 Prof Sonal Gakankari R&D Coordnator for Department of Electronic &
! telecommunication Engineering
12| Prof. Pratik G. More R&D Coordinator for Department of Automobile
] Engineering
13 Dr. Suman Rawat R&D Coordinator for Department of Civil
— Engineering department
14 Dr. Stinjta Pal R&D Coordinator for Department of Enginecring
. Sciences & Humanities  department
|5 Prof. Yogesh Jadbav R&D Coordinator for Department of Information
technology
16 Brot At Gore R&D Coordinator for Department of Computer
Engineering department
17 Prof. Vishal Bhise R&D Coordinator for Departinent of Mechanical
Engineering department
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Ihe vole of each of the members can be surnmarized as,

» doepeourags and owstivie faculty toe sxiernadly fanded researeh and development
tierdisciphioary and  muludisciplyney seseaich, product desion and  developmient
nublications in journals of high standing,

+ To firciliare discossions and codlaboratenrs woth researchiers fomvother institutes; wiih

the possibiity of joimt work in various aust areas of national and ntermational
WIHariance

* To miiiate and promote MOU with indusiies, Academic and R&D ergaizations: fo)
consultancy, colinborative research. sponsored projects, industry instiute interactions
efe

* To arrange talks and interactions by eminent personalities from industry, R&D
orgamzations and institutions of repute; for the beiter understanding of research
methodology and practices currently followed.

* To support faculty for delivering talks at different events and conducting workshops,
training programs, seminars, conferences, symposiims, faculty development programs.
* To wisit R&D organizations and disseminate information regarding the effective
implementation of iesearch projects in the institute.

* To suggest peer reviewed national and international journals for subscription in central
library as well as department library.

* To formulate the R&D budget of department in close co-operation with the faculty and
the Head.

- = To keep everyone abreast of all announcements by various funding agencies like DST,

DAE, DRDO, ISRO, CSIR, AICTE, UGC, UOSP, and the like.

* To motivate students for presenting papers in National and International conferences,
and projects in competitions and exhibitions. B.E. projects can be considered as a mini
research project. Interdepartmental / collaborative work to be encouraged positively.

* To attend and discuss the progress of R&D in the pe‘r'iodic meeting. The periodic
meetings will be held bimonthly; on the last Friday, at 3.00 p.m. in the month of February,
April, June, August, October and December.
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PREAMBILE:

History has shoswe thar edutatwg smstbntone aoress the plobe
prayed an mdispensoble role v the phenoimeral progress of mmankind. b niedicine m
space, nrtechnology ur economics, bitle Hnes acd bemne diswn To remain as o vangdard
of discovery, one should be tnquisitive like a scientist resoureeful lilee #n enpineer and
creative like anartist. To triumph one needs resulis: publishable tund anphicalile results,
Research and Development (R&D) Nounshes where young minds and cuperienced
r

ity work syneraistically. A Saraswat College of Frgmeering. ReeD s pursued avrh

the following objectves:

1. To acquire new scientific knowledge.
2. To design novel methodologies in all the fields of Engineering and Technoloay,
3. To develop new lools and techniques to expedite problem soliing with special

emphasis on rural and socially relevant issucs.

The phrase "Research and Development” has a special siemficance apart from its
canventional coupling of scientific research and technological development. As this
process is usually associated with innovation as well, the synonym (R + D + 1) can also
be applicable. In general, R & D activities are conducted by speciahized units or centres
belonging to companies, academic institutions and state agencies. "Research and
Development" normally refers to future-oriented, longer-term activities in science or

techrology, using techniques without predetermined outcomes and with broad forecasts

of commercials yields. '

A1 Saraswati College of Engineering, these are done to motivate the students and the
faculty of the institution, to update the knowledge wiich leads 1o further investigation
and progress and 1o give a hand to the industries in thew product development. If such an
effort does not exist, the growth of science or technology would be static. Knowing this,
everyone is encouraged to do academic or industrial research, to involve in innovation
or development and to use the knowledge for consultancy with the industries. Research,
Development and Consultancy go hand in hand. All disciplines of the college are actively
engaged on Research, Development and Consuliancy activities. The R & D cell of this

college would be active in registering for patents, copyrights, publications in
! SCE/PO-02REV - 01({04/08/2016)24
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conferenees, OF Rz SOty setinurs and workshops

A1 diseiplings of the college would be endaged 10 RED and consulianey activines, The
R&D cell of this college would he acive @ registering. for paienis. copyriziis,
publications in conferences, organizing conivrences. semmas and Worksliops, Fuaeulty
and students have been encouraged o ne visative. singe it i the creative aspect that
induces newer thinking Lectiares und Donmwnstrations abe made bolly foy stadents e

faculty 1o kindle thew spiit af creatvity batl by our own facultyand from experts:

The management, knowing the importarce of RET has been madnurnmions 10 saniion
recessury funds fur Research and Development, The colleze atmis 1w have vesearch
centers in which faculty and students from various mstiutions outside the college besides
the facalty and students from this college who are interested enhancing their
qualifications register for their research degrees. The disciplines in which research

centers have been proposed as a pian of further acuon are

1. Civil Engineering

L)

Mechanical Engincering

1

Automobile Engineering

o

Electronics and Telecommunications Engineering
Computer Engineering

Information Technology

Physics

Chemistry

RS

Mathematics
10, Commumication skills/Humanities
1 1. Environmental Engineering /Sciences
To initiate contacts among researchers both in India and abroad, conferences
would be mandatorily arranged. The faculty members and students would be encouraged
i attend seminars and conferences conducted elsewhere. This would boost up the

activities on research, in this mstitution.
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' Froyeroate tesearar v e ness amony Ve Leetpians sl stidents |
I Ty ertiance team work baiween rescarchers for intendisgiplinary researet |

o cetsblish links wih different Industries. R&D organizations, which provide funding

| {1 [L'_‘-]('{!'l"_'h nehivancs

4. Tainvoive the every faculty member in R&D activities, which leag to Fh.D. degree and
research proposal writing

To enhance the rtesearch awareness by condicting various nationsl level and
mternational level workshops and conferences and guest lectures,

To establish the fruitful collaboration and imeraction with researchers working on

mterdisciplinary research

OBJECTIVES:

The Research Promotion Scheme of SCOE aims 1o nurfure research cultire in the

institute by promoting research in newly emerging and challenging areas of science and
engineering, It encourages the Undergraduate and Post graduate candidates to undertake
the research in newly emerging frontier areas of science and Engineering including

niultidisciplinary fields. This enhances the general research capability of budding

technocrats by way of participating in conferences, seminars, workshops, project
competition, etc.

R&D Activities

The major R&D activities are as follows:

« Extérnal Funded Projects

« Publications in peer-reviewed Journals

« Faculty Development Programs, Conferences. Workshops, STTPs, Symposia eic.
{attending and organizing)

» Procurement of high-end computational and laboratory equipment’s, and software for

Research
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* Deputstion for Mizher Studies

*Talks and Lectwivs iy eminent researchers
- I'I-

fndustry Insunuie iteraction (Students wed Faculty)

» Collsborations and MOUs with Indusisy. Academic and R&D Creamzanions

Note: For In-house R&ED events, the following cuidelines may be used with tie
approval of Principal SCOE & Head R&D,

* 30 % or 3000 Rs. whichever is less concession may he given in registration fee fog
Approved Faculty Manbers of host denartment

* 30 % or 30U0 Rs. whichever is less concession may be given in registration fee for
Faculty of other departments, to a maximun 1wo faculty, on recommendation of the
concerned Head of the Department.

* The concession so granted shall be reimbursed on submuting the certificate of
attendance/participation or presentation along with a detailed Report about the atended
R&D activity of Participation. All the participants shall initially pay the full registration
fee and claim for reimbursement only after fruitful completion of the program.

~ Patents

Receiving patent of one's research work is one of the most important and influential factor
10 judge the quality of research. Full financial and legal assistance as per government
Norms shall be prm;ided to those who are interested in registering the patent. The patent
shall irrevocably be registered in the name of Saraswati C ollege of Engineering with the
rescarcher's name prominently featuring as the inventor, The commercial aspecis shall
be mutually worked out between the institute and the researcher.

* Research and in-depth review papers shall be submitted o peer-reviewed journais for
possible publication.

* Publication charges (if any) of the research papers published by faculty, shall not be
reimbursed by the institute.

* One can apply to University of Mumbai and other agencies for publication charges of

his/ her research papers.

* Funded projects can cover a part of the publication charges of research papers.
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~ Conferenees and Waorkshaps

The funds avanlible o the Approved Facuhy tiembers 1o paiticipite ot conferores

workshops, STTPs. eic shall be as tabulied helow, Final eail sould

decision of Hon Principal SCOE

o el P

i BNy, | Type | Financial Assistance I

L 1 [rrernational Conference (Abroad) upto Rs. 25000 '

‘> i International Conference (Indiu) i 0% or 3000 Rs. whichever s less !

" National Conlerence S'._:npr..\:n.{ = o L e, | !

- ok - ® " [ =y - (1 De (e R fe it s |

| 3 Workshion, STTP. efc b 0% or 3000 R, Whichever is les: |
|

Note: The requisite mnount within the Himits mentioned shal! be sanctioned by the Head

of Institution, on reconunendations of the respective Head of department and review by

Head (R&D). This amount may be claimed from the department R&D budget sanctioned

by the institution for the said financial year.

# Funded Projects

The depth of R&D culwre, in any institution 1s judged by the number of grants approved
and funds generated via various projects. A large number of new research nrojecis are
initiated every year with funding from various national and international goverpmentsl
orgamzations and industries. The R&D cell keeps the faculty, abreast of all such
announcements for R&D projects and encourages them to submit proposals for funding.
A select few national and international funding agencies are,

=+ Acronautical Development Agency (ADA)
% Acronautical Research & Development Board (ARDB)
% All India Council for Technical Education (AICTE)
“* Council of Scientific & Industrial Research (CSIR)
% Department of Atomic Energy (DAE)
% Department of Biotechnology (DBT)
“* Defense Research & Development Organization (DRDO)
“* Department of Science & Technology (DST) 3
“* Board of Research in nuclear sciences (BRNS)
*“* Indian Space Research Organization (1SRO)

% Institution of Engineers (India) (1E)
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Slimistry of Neviculivre and (R0
< Nnstey ol D ogimeatog s sl | dhaiion beehirslog:
<o Mimstry ol Mop-Conventionol Locegs Sourecs
< Unmiversny Grants Comnussion LGl )
% University of Mumbai
<o National Science Fund, 1], 5 (NE)

< Industry - IBM, TCS, Infosvs. TATA Motars, Homevwell, ene

In addition 1o rescarich projects, Geavernnicnt grnits m2 receved under 1he 1otlowing

Schemes:

= Funds for Improvement of Science and Technology Infrastructure (FIST)

» Fast Track Scheme tor Young Scientists

- Swarnajayanti Award Projects

« Career Award for Young Teachers

« Better Opportunities for Young Scientists in Chosen Areas of Science and

Tachnalagy (BOYSCAST?

* Modernization and Removal of Obsolescence (MODROBS)

* Thrust Area Program in Technical Education (TATE)

* Women Scientists Scheme

* Young Scientists Research Award

Important Guidelines

All the faculty members who intend 10 apply for R&D projects and grants, and all those

who have obtained approval for their projeets from various apex bodies, industries and

universities shall follow the work procedure given herewith.

» Every research proposal shall pass through a multi-tier review, where the proposal shall

first be reviewed by the PI/ Co-PI themseives, then by the concerned Head/ experts in

the department, followed by other eminent researchers in [hl;: field. The proposal shall

then be vetted by the tesearch review comnutice (RRC) before submission to the funding

agency,

+ It is advisable to have a fhenlty working in the same field, as Co-Investigator; for every

proposal submitted for funding w extwnal agencies. The faculty proposed as Co-

Tnvestigator, shall preferably be e depaitment as the Principal Investigator.
! SCE/PO-OZREY - 01(04/08/2016)29
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o All applications relared with R&DI shait be rotted thirough the Head (R&D) along
With onc hard copy for R&D revords. A soft copy shall also be emmled 1o the Head
R&D: and the depamment representative in R&D celi as well as the Hubshall be copled
on the email

« Separate dead stock vezisters shall be ma nained for al) R&D as well as extemnally
Sinded Drojects mevery aeparinen!

« Purchase of instruments, seftware, etc. and the audit repon made for the sane shall
fllow the SES Acemnis Depirmuent subdelines

« Principal Tnvesugator wind Co-Investigatin shall ensure that the instraments. scliware,
ete. purchased are secured in the laboratony depariment.

« The cntire sanctioned amount shall ke uiilized as per the guidelines of the funding
agency.

« ln case the Principal Investigator leaves the inshituie; all the items, instruments,
software, ete. purchased shall remain as an asset of the institute.

- All HODs must regularly and diligently update the R&D information and achievemenis

of their departmznts in the R&D page on the institute website through Head R&D.

Policy for Procurement and Maintenance

- The purchase committee for any research project shall comprise of, The Principal, Head
(R&D). concerned HOD and Pl Co-PL Their role is to streamline the purchase requests
and gauge its utility: in completion of the project. The said committee shall also look into
the recruitment of JRF/SRE, if any.

« The accounts depariment shall submit a photocopy of, the sanctioned letter and cheque/
DD to the concerned Principal Investigator (P1) of the research project.

. The P.1. shall immediately plan and apply in writing to the Principal, through Head
(R&D) for releasing the funds (towards, travel, contingency, consumables, books,
technical assistance, hiring charges, etc. i.e. excluding the equipment cost and salary, if
any). The Accounts Depariment shall immediately release the amount on receiving the
sanction from the Principal. The PI shall settle the accounts, for the released amount on

or before 31st of March every year.
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< The PIoshall also plan for purchase of cqmpment’s as per the existing purchase
procedure of the wsite. A minim of e quomtions are 1ecess vy for ghe
cquipmient’s o be purchased. The auly exveption i this shall be propoetary iems, where
e Plhas o sabo s ustitication. The entire purchase af equipment™s for the teseaich
prajest shall be coipleted. positivedy: witlim goe aonth of receiving the wrant for he
sume from the miagene o or the funding agencies

* It is adwisable, though not mandatory 14 procure imgh end equipment’s from reputed
marufactirers with a proven tack yecord

* All the sanctioned funds shall be spent as per the guidelines of the concerned funding
agency.

* All the equipment’s purchased, shall first be registered in the Stores and then in the
DSR of the R&D in the department. This will help to have a uniform procedure and
smooth functioning of purchase procedure under R&D. The total expendinre under R&D
can then be easily identified.

* In case Pl leaves the institute, the Co-P1 shall be fully responsible to complete the
preject as per the giidelines of the concerned apex badies,

* Il the PLis not in a position to continue the project, the PI shail utilize all the funds
recerved as on date and submit the utilization certificate and progress report to the R&D
Cell. He shall only then be relieved from his duties.

* The PI/ Co PI shall complete the project by all means within the stipulated period and
submit the audited statement of expenditure, utilization certificate and progress report 1o

the concemed funding agency. A copy of all such documents shall also he marked 10
Head (R&D) for records.

Seed Money

Seed money for R&D project shall be distributed by the following procedure:
* Submission of proposal/s to funding agency

* Application for seed money through the respective HOD i

* Serutiny by R&D cell on sanction of the submitted project

* 25 % of the sanctioned project cost shall be given as seed money from the department
R&D budget to start the procurement which will be recovered at a later stage after
receiving the grant,
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Reseurch Review Committee (RRO)

This cammnes (RRC s tormubaied wospeailically oversee the res
fuculty and Post Graduate dissertations. The RRC chall comprise o,
- Principal

» Head (R&D)

« Head of Depwunent (concemed Dept.)

« P. G. Coordinator (only m case of M. E. Projects)

+ Project Guide & Co-Guide (only in case of M. E. Projects)

« Eubject Experts -

All the prospeetive Principal Investigators should ensurs that the research proposal 1§
presented before the RRC well 1n advance prior to the submission. The HOD should
enstire that the praject work of PG studants s presented betore the RRC at least 90 davs
prior to the submission,

It may kindly be noted that, the research propesal of faculty shall be submitted 1o the
funding agency only aiter presentation to KRC. Simlariy, the project work of everv PG
student shall be submitted to the university, only after the approval by RRC.

In addition to this, the RRC shall also look mto.

» Collaboration with research organizations

+ MoU with industries and overseas universities

* Training and Consultancy

» Continuing Education (including Add on Modules)

+ Industry Sponsored Projects

R&D Incentives

The institute follows a unique point based incentive scheme to reward the research work
carried out by faculty in the respective year. This is a one of its kind scheme initiated
with the patronage of Hon. Principal SCOE and serves as aneffective motivation for
faculty, to undertake research in their chosen areas of interest. The various points

considered for R&D incentives are tabulated below,
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Qther researeh Publications (haolis, chaprers in boolis | ather tuan velerred

Journzl articles)

1. Text or reference books published by Inicinatianal Pubhsicrs with an estabbisbment

peer review! system

Sule Author f.:\” ney |_J'|I17|'i“.tr:i_ll'|l

Chaptes  in cdued  Boak (10
publication).

ii. Text or reference books by National level publishers/State and central Govy

Publications with ISBN/ISSN numbers

Sole Author (30 per publication)

~ Sule BEduor {30 per publivetiang

e

t : .

I ) |

[ k

Sole Editor (20 per publication)

Chapter in  edited Book (10
publication}.

per

iii. Text or reference books by other local publishers

Sole Author (15 per publication)

Sole Editor (10 per publication)

Chapter  in  edited Book (5
publication).

per

RESEARCH PROJECTS

1, Completed /Ongoing Spnnsnrs_rd_l‘;}j_ec:s_{ln case of Co-P] points are to be

shared in 6040 ratio)

per project)

Major Project with Gramt =Rs |3 Lakhs
for Seiences and Rs 5 Lakhs for others (20

. Major Project with Grant >Rs 5 Lakhs for
Sciences and Rs 3 Lakhs for others (15 per

project)

project)

Minor Project with Grants >Rs 40.000 for
Sciences and Rs 25000 for others (10 per

i it. Completed /Ongoing Consultancy Projects

ratio.

Grant >Rs 10 Lakhs for Sciences and Rs 2
Lakhs for others (10 per project).In case
Jt.venture points are to be shared in 60:40

RESEARCH GUIDANCE(In case of joint supervision points are o be shared in |

70:30 ratio)
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PARTICIPATION IN TRAINING COURSES (CONFERENCES (SEMINAR
IWORKSHOP

Loandusty taining Imerdisciplinary pre et

- S |
I Pration wo swedks of more 140 per —‘ ]
[

| cutise warkshop)

uration one Week i3 per
vourse'workshpp)

|

|
h pepers forel poster] i conerenc 1

1. Paricipation and presentation of feseurch popers (orzl poster) n conferences Touinal

. diRepuizd international conference(ls
l per paliipatinn’

presentation)

Faculty publication with ME students (
20:70 ratio)[ 30% for taculty]

b) International Conference (10 per
patticipation/

presentation)

Faculty publication with ME studenis (
30:70 ratioM 30% for faculiy]

1i. Invited lectures or presentation for conferences ‘Seminar /Training Course /Refresher
Course/Orientation Course

] a) Nauonal Level (5 per lecture) ! |
| b) Local-University / College Level (2 per i
l lecture) i
TRAINING COURSES/CONFERENCE ISEMINAR/WORKSHOP
ORGANISED

1. Refresher courses. Methodology workshops, Industrial training courses ,.STTPs,
summer /winter School/Teaching —learning —evaluation Technology Programmes, Saft-
Skills development Programmes, Faculty Development Programmes.

i Duration 2 weeks or more (30 per
course).In case of Co-coardinator points
are to be shared in 70:30 ratio. [30%
coordinator & 7T0% for reset of the
01 gamzing team|

Duration 1 week (20 per course). In case
of Co-coordinator points are 1o be shared
in 70:30 ratios. . [30% coordinator & 70%
for reset of the organizing team)

ii) Seminar (one day) organised .In case of Co-convener /Jt. Organizing Secretary
points are to be shared in 70:30 ratios. [30% Co-convener /Jt. Organizing Secretary
& 70% for reset of the organizing team|

| International(20 per event) | |
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Effetiive Pate

Aeust 201

Irm.n.hmml level hm.r.-urrcml__rmiiou|

naluu.;l fev r;i HOnOu recomul on avward
"‘\_Er'r aveard! -

per award)

_4

|

-

College level honowr reco L‘ tonaward

|
|
!
State level honour |r.m spition award (25 |
|
[
N
(10 pts) |

~

PEER REVIEWING OF PAPERS/PROJECT PROFOSAL/EVALUATION |
OF PROJECT COMPLETION REFORT

For Referred Journal(7 p per paper)

For non referred but recognized and
reputable journals and periodicals, having
ISBN/ISSN numbers (4 per paper)

Conference proceeding as full paper ete.(3
per paper)

Evaluation of project Cumpleunn Report
(10 per report for major project and 5 for
minor praject)

Evaluauon of project Proposals ( 5 per
report for major project and 3 for minor
project)

TOTAL APl SCORE
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IMPORTANT NOTE

IMINIMUMY J CRITERION IN CATEGORY

‘ Flfective Due

HR POLICY

THE FACULTY MEMEER HAS TO CONTRIBUTE FRROM

TG RE ELIGIBLE FOR R&D INCENTIVE

R&D Incentive

The points io be considered for recommendimg R&D incentives are 1zbnlated herewith;

Aupust 2(M6

I AND ) CRITERION IN CATEGORY 2

Pomnts = for

Assistant Prof Associate Prof. ] Professor |

! 1 - 50 100 | 100 i
' 2 100 200 200
3 150 300 300
4 200 400 400

Mode of Execution

authorities;

Evaluating Authority: Head of Department
Reviewing Authority: Head (R&D)
Recommending Authority: Principal SCOE
Approving Authority. Hon. Secretary SES

Note: The period of consideration shall be from 1st July to 30th June

All such faculty eligible for R&D incentives shall submit the report with supporting
documents to the HOD, through the Research Coordinator of the department by 20th of June
every year. The HOD along with some senior faculty members shall then carry outa rigorous
scrutiny at the department level; and ensure that their recommendations reach the R&D cell,
latest by 25th of June, every year,

The R&D Incentive scheme shall follow a transparent, multi-tier process with the following
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The HODs shall formulate the yeariy R&D budoet, m close cosoparition with the «

faculty members in the depariment. The same shall be forwarded 1. The Princapai through

Head [RAD),

The HODIs shatl ensure the inclusion of, approprizte amount of seed money renuired. Based
& Ve

ati the numbs of proposale submitted 1o extermal funding agencies This bud e iy alse
melude certain high-end equipment’s requirad =xclusively for recearch, in the thiust areas

identified by the depmment.

All HODs  shall submit a report on the amount spent on R&D for the prevailing financial

year by 10th of April. The R&D expenses shall invariably include:

= External Funded Projects

« Faculty Developmen Programs, Conferences. Workshops, STTPs, Svmposia ete
(organized and attended by faculty)

» Specific Procurement for Research
* Deputation for Higher Studies
. Ho:norarium paid for talks and lectures by eminent researchers
* Industry Institute Interaction (Students and Faculty)
* Collaberation and MoU with Industry and R&D Organization
Important Links
* hipediwww. dst govon (DST)
* hitp/iwww . dae gov.in (DAE)
* hup/Awww.drdo gov in (DR1DO)

* hitp:/iwsww o arg (ISROY
!
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» D swawwsesie eam LUSHRY)

* Dl Wwwnncte-indn org (ACTL )

« hupiiveww nge eean {UGT)

= htip:/Awwwoanipune.ae in (Lol

* htiprwwswdbtindie me.in (DBT)

* hupfiwwew nbhi dise govin (NBUR
« hipiwew tifroes in (TIFR)

= hipiiwww barc erneiin (BARC)

* hup:/fwww.wipo.org

* http/iwww.indianpatents.org.in (INDIAN PATENTS)
* http:/Avww jpo.go jp (JAPAN PATENT OFFICE)
* http:/Avww uspto.gov (U. S. PATENTS & TRADEMARKS)

* hip:/Avww .espacenet. com (EUROPE's PATENT DATABASE)
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Rules/Policy Document for Consultancy Projects.
Sponsered Proiects, Training Programmes and CEP's

hidagrial consulianey 5 vital in o the wrowth of any Organizetion imparipg highe
technical Edueation. Contmuing education enables us to 1each 1o the ouwtside world and
cortnibute weavare s socieial mprovenient ot o ge. SUGE atns o bs the tarervont of atl
ihese aetivities and thus be an aid i the naioal Grawth

Noriirs for consnlianey and Indusivind proiceis: Tape A

Consultancy and industrial projects would ouly be accepied after approvil throwgl prope
channel. SCOE would enter into any such industrial project or provide consultancy 1o it
by signing proper consultancy agreement between the two parties. Such agreement would
clearly mention the terms and conditions. financial aspects and related terms mvolved,
institute liability, legal aspect, time constraints, deliverables, and limitations of the
project consultancy agreement. The Document would be signed by the Faculty/Staff,
Head of the organization and the competent authority from the other party in agreement.
Consultancy projects would be taken up by the departments of the institute shall be
examined form the point of view of science and technology content and its likely benefut
1o the academic and R&D activities at he institute. which can in trn influence Quality
and standard of academics at SCOE. Every project propesal would be examined and
approved by institute level committee before it is being accepted for being conducted
The committee would consist of

Principal SCOE { Chairman )

Head R&D { convenor)

concerned Head of the Department ( Advisory member)

Technical Expert in the subject area ( nominated by Principal SCOE) (Advisory
member) '

The Department R&D Coordinator would maintain the documentation /Records of such
committee meetings. The Department R&D Coordinator would further fix and schedule
such meetings as and when required and send invitations to the chairman, convener,
Advisory members and invitees as per everyone’s convenience, the minutes of such

meetings would be officially recorded.
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The faculty members proposing 1o take up the consulaney work would be wnmed as
wivitees At sueh meetings and they wogld be pequired 1o make 3 presentation of the
capstitamdy proposdl iy ense o1 lesiiag thel cacermed faculty may presgn e eise
The work shall be classified as Class A type of work 1f it adheres following constron:

« Type A - consuitancy and industnal Projects { Individual * Jaing)

e Al: That do not require laberutary Facilivies

s A2 That require laboratory Facilities

Norms for Training Prosrammes and CEP's: Type B ¢

Individual Faculty members or deparunents may take up Tramiig program Such
continuing Education program undertaken by the Department or individual faculty need
to be presented in front of Principal SCOE. The proposal to arrange such a Traming
program should contain the need and necessicity of such training program, The Trainers
and their academic and wainer profile. Module wise syllabus, Time scheduling, Fess,
Evaluation method of the trainees at the end of waining, Certificate Sample, Advertising
Leaflet, Venue, Requirements and human resource support from the orgamization as may
be required. The head of the institution would examine and approve such proposal if
found suitable and in the interest of the trainees and the organization. The organization
would enter into a formal agreement if the training is arranged by an Cutside individual
/ Organization or a faculty which would mention the resources that would be provided
by the institute and the revenue sharing aspect thereof.

The said training programmes can be offered to peaple/Students/ outside faculty frem
outside of the college and outside organizations in non-academic hours.

The said consultancy shall be classified as Type B if it is subjected to following
constraints.

Type B: Training courses and Continuing Education programs (Individual or Joint)
Offered for inside or outside participants

B1 : Imparted by Institutes manpower e

B2 : Imparted by outside agency

Revenune Sharing:

|
The Revenue sharing here implies the difference of income and expenditure.
1
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Al: That do not require Taborutny Fuvibines

o A2 that regune laboratory Facilines

Offered for inside or outs:de participunis
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[ype A consulancyand industrial Projgets hedivndaal Juing

Type B: Traiming cowses and Contmumz Lducation progeams tindiadual o Jomn

« B :Impared by Instiiutes manpower
« B2 :lmparied by ourside agency
I b Revenue .-:h.'n'in_yzu 1‘:1-1‘::;»n'|'.1;-_1_L— B |
Type ]
i Institnie : Principai | HOD | Faculty /Stall
(3 | 4 | =5 | & | 304
a2 | @ s 5 ‘ o abw
Bl 40 5 | 5| 504
B2 80 3 5 | 104
#: Indicates that such a reverue would be shared within the laculties 1t mere than one

{should be clearly mentioned in agreement paper also). The Faculty who brought the
consultancy should also be considered in 1t).

The revenue would be deposited in the account of Principal SCOE by cheque/draft Cash
(Small amount)less than Rs/~ 5000).The Accoun section would divide the revenue as
per the instruction of the Undersigned authority and table as mentioned above.

The Institute Share would be retained by the institute in the principals account and the
remaining amount would be disbursed m the form of cheque/drafi/Cash (Small

amount)less than Rs/- 5000) to the concerned ( Principal share/ HOD share/ Faculty or

staff share).
The Account section would also issue a revenue disbursement certificate mentioning all
the shares including the institutes share for records to be kept be the respective

departments.

|
K
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13, DOMESTIC TRAVEL POLICY

(H‘jt'tli\ €

1.1 To govern rembursemient of expendinire towards uavel, boardmg wnd
lodging

Eligibiliy wnd Aapplicahiliry
1 Al regudar and contract empleyees of SCQE
Policy #nd Procedure

3.1 Official travel would be treated as “tour
3.2 Tours lasting between 3 and 5 days will be approved by Principal.
3.4 Tours exceeding five days will be approved by GM HR & ADMIN.

3.5 For the purpose of allowances, a day is considered as 24 hours from the time
one leaves home; with 12 hours intervals counted as half-day.

3.6 Hotel honkings irrespective of location are to be handled through the
designated official in Admimistration Department.

3.7 When tourmg together. hwin-sharing accommedation shall be utilized,
except for Principal. Registrar, Deans and HODs.

3.8 Employees shall stay i puest howse or authorized service apartment,
wherever applicable. Only in case of non-availability of guest
house/service apartment, employees can request for hotel stay. Booking
shall be done through Administration Department,

3.9 Hotel bookings irrespective of location are to be handled through the
designated official in Administration Department.
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Lodoing (Fer day Stav) Elvilsiliny: -
Eligibility Limit Exclusive |
| : al taaey [
EYTHY Designutions (Amt in 1) |
| Metros i;_\f;_}r|~?’-l_a'||'11_.s
. ] |
I ] ‘ Principal. Pean . Repistrar; Chiel Accountant 4000 3200 ! |
| ]
e — R = = |
| 2 ‘ Professors 2000 2400 |
L | = e 4 = SR '
| : . 5 : 1 l '
| + | Assoctate professers, Sro Managers, Tramme & | 2700 S5O0 |
' Placement , Sysiem Administralor S o
Libranan , Assistant General Manager, Sr. Manager —
4 L : = 2000 1600
| TPCGC, CRO

Otfice Supernuendent , Semor Executive - HR |
3 Senior Programmer . Manager - TPCGC, CRG , 1500 1200
Assistant Manag_t_:{

Lab Assistant, Clerk, Asst Physical Director , Security

6 Supervisor, Telephone Operator, Personal Secretary, 1000 1000 with
Assistant Libratian , Accountant , Cashier, Jr. food
Programmer

- Attendant , Skill Assistant, Driver, Gardner , Secunty 800 with

7 &00
Guard food

Note : All bills shall be settled directly by the employees and reimbursement
claimed at actuais or based on eligibility, whichever is lower.
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4, Boarding (Food) per day expenses in case of Horel Stay:
B ~ TR ' Eligihility Limit for fond
pos | . ) . capenses per day allowanee (Ami
| Grade | Designations in the grade _ inRsy) |
! | Mewros l Non-Netros
— — — e — N e P — i e -
‘ Principal, Dean . Registrar. € e \grounisi! OTNLA | 800 ,
b | —— = —_— — | e —— | — =
3 | Professors 800 | o0 J
_.'_ ! _'\_"?SlTC.'-."l_i(‘ professors, Sr. Manosers _'Ir_.':}-_n_u_r_l__ ' T 5 ,%I
3 5 - ' 0 500
. & Placement . Svstein Adminisiraton B (O { N
4 ' Librariar, » Assisiant General Munager, Sr } 500 ' A0 '
Manager -TPCGC, CRO ) | . o |
Assistant Manager, Office Superintendent . | '
S Senior Executive - HR , Seniar 500 400 '
lies Programmer , Manager — TPCGC, CRO - o
Lab Assistant, Clerk, Asst Physical Director |
6 Security Supervisor, Te!cphunul Dpe.r:ﬂor, ' 400 100
Personal Secretary, Assistant Librarian |
Accountant , Cashier, Ir. Programmer
- Attnnt_ianr\, Skiil Assistant, Driver, Gardner , 300 200
|4 Security Guard
NOTE:
),

Only 50% of eligible food expense i1s admissible without bills.

In case of towrs to multple locations on the same day which falls under
ditferent city categories (Metros & Non-Metros), the boarding allowance
apphcable for the higher most city category for the day will be uniformly
applied for the visit for entire day. However the eligibility for Lodging
will be determined by the aciual location of the place of stay In case of
stay in guest house which inciudes of boarding facility, no boarding or
lodging expenses can be claimed. However, in such cases, a
miscellaneous expense to the extent of 10% of boarding expenses may
be claimed.

2. Allbills shall be settled direcily by the employees and reimbursement
claimed at actuals or based on eligibility, whichever is lower.
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Uravel: iy The mode & cluss of way ol wline on wour s specitiod bolos

Ehomnhioy o vt i s
Grade Designations in the grady ———— —— — —
Metros Non=Metros
i | Principal. Dean | Regisrar, Chiel Aceountm [ ét_ ) sk '-_‘"II KoY
I'-—- LG - o ) Ay e LA l__i A
| | 1T AC L 1o SO0 I 11 AC up s
2 Professors Kims / By Aw -1 500 Kms - By
LA A -LCA
Associate professors, Sr. Managers - TPCGC , : :
3 CRO, Trainmg & Placement , Sysiem ! TAC/N AC | PACZ I AC
Administrator ]
4 Librarian , Assistant General Manager, Sleeper Sleeper
! Assistant Manager, Office Superintendent . Senior .
5 Executive — HR | Semor Programimer , Manager - Slecper Sleeper
TPCGC, CRO )
Lab Assistant, Clerk, Asst Physical Director ,
4 Securnity Supcr_vfsor. Tc]cphnnc Operator, Personal Slecha i |
Secretary, Assistant Libranan , Accountant | ! :
Cashier, Jr. Programmer - ]
7 Ancm;lanlﬂ, Skill Assistant, Driver, Gardner | Sléeper Slekives
| Security Guard
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43 LOCAL CONVEYANCE

brviels, Hoeswesior, wien o sl e
day of wavel s imvolved, the 1uvlowmy enntlemems shall apply

negenerul, merered s are revormmesubad o o]

¥ Orades w2 VO G {Indigo, Esteem, Scorpio)
= Trades3 105 A Cor g Indiea SSUNO OMNI*
~ Oipades 5w 7 Bars Alrto

“Thetype of vehjele s mdicine
Nites

1,. :'Fu"l.“"i.'.I SITET e NS '\-ll-";'u"lll L opiS I EIe l."" .'l. 1S o f .'.‘-'-'I---':‘..' Heny -"!I.

4.4 LOCAL CONVYEYANCE REIMBURSEMENT
1. Objective

1.1 To gavern the reimbursement of lecal conveyance (not amounting to a Tour)
expenses when own vehicle 1s used for official purposes

2. Eligibility & Applicability
2.1 All employees on regular and coniract rolls of SCOE

3 Policy & Procedure

3.1 Empleyees in grades | and above, using their own vehicles for official
work in hiew of taxis are entitled 1o clain reimbursement at the following
rates:

3..1.2 In Mumbai : Rs. 1000/~ per dav.
Out side Mumbai : On actual kilometer basis.

3.1.3 Parking charges at actual subect 1o production of biils

3.2 Employees using public transport or Autos will be allowed reimbursement
at actuals.

3.3 Reimbursement should be claimed on a weekly basis,
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14 LEAVE POLICY FOR ENiPLOYEES ON REGULAR
ROLLS

I, Ohbjective

VL T contbanicate the lemee entilements mid provide smdelimes e avaling
these leave.

2

Fligibility & Applicability

2.1 All emplovees on regular solls of the Insunate.

3. Policy & Procedure

31 Categories of leave available 1o the employees are: Casual Leave, Eamed

Leave, Maternity Leave, Academic Leave, Compensatory Off, Summer and
Winter Vacation. and Leave without Pay with permission.

32 Forihe purpose of leave. “Year” shall mean the Calendar Year commencing
1st January and ending 315t December
3.3 All leaves shall zecrue effective 15t January of every Year.

34 Emplovees shall apply for leave on prescribed formats or on-line.

1.5 Holidays and weekly-offs between the leaves will be treated as a part of leave
only. Weekends and holidays are exempted in case of Casual Leave.
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ENTTTLENMENT & PROCEDURE FOR AVAILING LEAVES:

"

LEAVE DEFINITION:

arned Leaves Priviteoe Leaves: M iese aroahe leaves which are e i the
previous year and emoved in he preceding yeirs. These are also known as
prvilege leave this can be carry forward. These are encashable on basic sl 1o

the emplovee. The condition for taking these leaves normally in advance at lrasi

-

13 days, This can be clubbed with sick Teave 1f sick leave 15 not balanes w il e

riacp ] i
SRR,

Casua) Leave: These leave are grented for certain unforescen situation of were
VOU e TeQuine 1 w0 10 one o o iovs lesve. Tocase of cansal leave rorral Iy
organizaten’s strict maximum 16 3 dave in 2 month. In ihese zase either the
person has 1o take permission in advance or has to be regulated on juining. This
leave 1s normally never clubbed with privilege leave, but it can chibbed with sick
leave if there is no sick leave balance: This lenve is not encashablé oF Hever
carried forward.

Medical Leave: These leaves as name defines is for the employee who fell sick.
These leave can be carried forward if balance with logic that a person can face
severe illness which may require him to ke medication and leave during that
period which normaily recommended (0 carry forward, This accummiarion aise
reduced the absenteeism due to small sickness. If person is sick for more than 3
days normally he is required 1o attach medical certificate and relevant repoits and
medicine bills.

Maternity Leave: It is granted 3 months leave for an emplovee completed USSC
probation period. It will be utilize as 3 weeks before the delivery or after the
delivery. This leave can be extended uplo one year also. But it will be consider
Leave without Pay. The lady has to submit the fitness certificate before resuming
the duty.

Leave without pay with permission: If person do not have any leave to his
balance and the situation warranis him to take the leave, the leave is granted by
the organization as loos of pay or which may be adjusted against the future leave
oOras a speciai case the special paid leave based on the person contribution o the
organization at management discretion.

Compensatory off: These leave are granted if the person come on work duting
the holidays, normally compensated as leave 1o be taken at a time 1 1o 3.
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e Sabbatical Leave (Study Leave): Sabbatical kenve miny be eranted wopnd i

members of academie staff w erder thit they may dedivate themselves e ol :

three aciivity drvas for the L‘-"‘lh'-l ul leaviz i mder [oachese dedined SN 1 |

s neither o resvard Tor lonz senvice non s eatitlenient bt tmut' by gried wheic
it aligned Wothe strategic poorties of the Wsowe enld e e s e
ndividual’s caieer aspiations and development. Al permanent members of
academrc stalf are eligble w upphy

=  Ouwidoor duty
a) Al ouidoor duties wall be underiaken only with the approval of the Head
Seeribn in Charge with the proper sanciion of the Pringipal afaehing and
non teching staff,

b) Applcations from stafl members for muending seminars, workshops.
conferences, training programs, ete., will be forwarded with approval by
respective heads to the principal for final approval and necessary sancuon
with necessary proofs.

¢) Anyexpense incurred during approval out station duty will be paid on actual
basis if staff members are assigned any official work by the Institution.

dj For re-imbursement of expenses on apnroved out station duty, stari wiil
need to fill up the voucher form and submit all relevant expense vouchers
in support of the claim. In case of non — teaching staff taxi /Auto will be
allowed only for urgent work/ emergency,

€) The following types of leave are permissible 10 teaching as well as non-
teaching staif. |
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LEAVE AVAIL RULLS;
a. Casual Leave —
Atokal of 12 dass of cosaul leave s o Q0] the siaf misinbers (geach ng ds el gs
nonsteuching) on Seurly basi 12 1 diavo £ casual leave isovredited row everh moniy al

sepvice starang from O] * Tenuary, Aoy sidtmember joming e instiie i between the
calendar year is entitled to casuul eave on a proorata basis, All Teave 1ur teaching steff’
needs o be sanctioned through HOD: ang Foincipal. Leave for non-teaching siaff needs
to be sanctioned by Dean Admin/Dean Acidemics weed Pomeipal. Casnal lesve camot be
accumulated or camied forward into the nest calendar, Casuil leave on both sides of
Saturdays and Sundays, public holidays will be counied as C L including holidays

b, Earncd Leave —
Al non- teaching staff members are entitled for carned lzave as per the fellowing scale
Earned Leave will be sanctioned only in summer and winter vacations period (except
HR, Accounts, stores section). If Earncd leave is of working 3 days ina week, maximuin
one of the Saturday and Sunday will be counted 25 Frrned Leave.
[ . | Earned " =~
arned ; I
A AR period - Example ( following is the example |
Period Leave 5 i = -
i ol one staff who jein on 01.01.2016) |
Eligible
New joining upto 6 months 0 THstaff joined on 01.01 2016 till 30.06.2016=0

=iy B PR E
Afier & Mo o one yeal

P From 01.07201610 31,12 2016 =03

After completing one year

t From 01.07.2017 ta 31.05.2018 =03

|

—

| Probauon pertod stan

3
Until and Unless probation period started 3 | In a year If starts from 01.06.2018 10 31.05.20
20

"In a vear 01 06.2019 to 31.05.2020

Afier successfully completion of
probation period

19 |
|

30 1 01.06:2020 10 31.05.202]

|
|

¢)

Note: A maximum of 180 days of earned leave can be accumulated by non- teaching siaff

in. their entire service period. Eamed leave can be en-cashed on yearly basis after the
accumulation of 180 days earned leave. The encashment will be number of months of
basic pay and DA only. All camned leave in excess of 180 days wili be paid off by
aceounts in the salary for the month of December. Sundays and public halidays falling
within the carned leave period must be counted. However, holidays may be either
prefixed or suffixed with earned leave.

Compensatory off

Compensatory offs will be applicable 10 thosc members who remain present on holidays
or Sundays for doing institution mandated work. If the remuneration is paid for the
mandated work then no compensatory leave is permissible. For this purpose of leave it
is necessary to get prior permission in writing from Principal and sign the haliday muster
with the security gate. All record of compensatory offs will be mentioned by the
Establishment Section. Two (2) CO's can be avail at any one time and the others can be
carried forward. No CO’s are allowed to be 1aken during academic period. Compensatory

leave will not be granted to any staff of special classes, educational tours, University
|
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pracucdl examinatives, 180, Aceroduation spevtivon of AICTE UNIVERSITY . Other
Bodies, covervency winks a0l < el Wt lima on Saturday,
L L | £ )

Medical Leave

A sl members teacling s well as jon- teaching) sve entitled 1010 days of miedical
leave ner year This laave will be credied i the account of staff members 1 the
begining of year an 1+ lavuary. For siaffjoi iz in between the year, the medical lenyve
ennitiemant will be on i pro rate basis. Medieal uve exceeding ‘pinimum 1hree daye
need o be backed cp by Medical Centificiie Certiticd from Medical Practiticner filing
whichihe peried of shsence will be secounted 1oy by Leave without pay(LW P Medical
tedye can be aceamuluted, bui cinaan hi 2i-cashed ander any circumstances

Naternity Leave

Female employees me entitled for muter nity leave of 90 days with full pay, if permanent
inservice, after comipletion of probition period. Otherwise, female employees will need
to adjust any leave taken for matemnity pumose against Vacation/EL/LWP.

Leave without pay (LWP)

If any staff member is not accounted for any leave category, but is vet absent without
any intimation to reporting authority, then necessary administrative procedures will be
Initiated by head o the department and principal. and the case will be forwarded to LM
(HR and Admin SES) and the absence will be treated as leave without pay. The

employee will not be permitted 10 account for his her absence by adjusting against other
leave entitlements, J

g) Sabbatical Leave /Special leave for pursuing research

* This leave shall be given, on a case 10 cuse basis, to those who have registered for
Ph.D and cleared their pre-Ph.D course work. for a maximum period of a formight,

* The leave necds 1o be approved by the Principal

* . The Principal shall call for supporting recommendation letter from a faculty’s Ph.D
guide for granting the approval,

* The unutilized Special Leaves can neither be carried forward nor encashed.
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15, INTERNAL PROMOTION POLICY FOR FACULTY

L. Picainble

L1 Thes pohey goverss the promonons for the facolty so a8 (0 encourage
f ¥ f ] g
scholwship through figh qualny teaching, research and Institutional

CRPIrnis
2. FEligibility

<+ Associate Professor |Prometion Urder|:

F Minimum of 5 years® expericace in teaching and / orrescarch and . or imdusiy ol
which at least 2 years shall be post PhD is desirable. Post PhD publication and
guiding PhD student is highly desirable as per AICTE narms.

»  PhD persuing with 10 years of experience in teaching and / or rescarch and / or
industry / Publication i referred journals / conferences can be promoted as
Associate Professar as per SES poliey.

< Professor ([Promotion Order):

7 Minimum of 10 years teaching and for 1escarch and /or indusuial experience of
which at Jeast § years should be at the level of Assaciate Professor. Or Minimum
of 13 vears' experience in teaching and /or Research and Jor Industry, In case of
research experience, good academic record and books/research paper Publicanions
IPR patents tecord shall be required as deemed £it by the expent members in
Selection commuttee. If the experience m industry 15 considered, the same shall be
at managerial level equivalem to Associate Professor wiih active participation
record in devising/designing, planning, executing, analyzing. quality. control,
innovating, training, technical books/research paper publications / IPR/ patents,
etc. as deemed fit as per AICTE norms.

| 2.1.2 Preseribed research output
- * - 213 Aceepiable teaching feedback
_ 2.1.4 Demonstrated academic administration

» PhD submitted with 15 years of experience in teaching and /or Research and /or
Industry. In case of research experience, good academie record and books/research
paper Publicaiions IPR/ patents record shall be required as deemed fit by the
expert members in Selection committee. If the experience in indusiry is
considered, the same shall be at managerial level equivalent to Associate Professor
with active participation record in devising/designing, planning. execuling,
analyzing, quality, control, innovating, training, technical books/research paper
publications / IPR/ patents, erc as per SES policy.
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212 Presenbed reseorch ol
-:é{.—.'?- 201 Acceplable teachive 1eodback
204 Pemenseeited ccadonic sl impisirition

22 The Ehgibiliry sholl stond modihed o e iollow g cases
221 Forthose whese probation may have been extended. the 5 vewr penod
will rommence only aifer conlivmation
2.2.2 For those who may not have cleared the ratification on the first
artempt. the 5 year period will commience only after the dare of
ratnecation
2.3 The Eligibility conditions may be extended at the discretion of the

Management, in the following cases:

2.3.1  Faculty whose annual increments are on hold/delayedsdeferred for wam
of ulfiliment of academic conimitments

2.3.2  Faculty with track record of misconduet
3. Policy and Procedure:

3.1 When PhD is just completed, completion shall mean possessing certificate of
completion of FhD from the degiee awarding Institution (or provisional
degree certificate)

3.2  Indicated Output (Assistant Professor to Associate Professor)

32,1 At least 2 papers in peer-reviewed and respected journals (with not
more than two co-authors); 2 conference / seminar papers in renuted

conferences/ seminars. Participation in sponsored research projects will
add significantly to the credin

3.2.2 Teaching feedback from the students above 4 on a 5 point scale. It will

also be expected that the pass-percentage of students taught by the
faculty shall not be less than 85%.

3.2.3 Proactive and enthusiastic participation n such tasks of academic

administration tasks as may have been asked, required or expected of
! the faculty by the Management.

'3
i
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33 Indicated Owput (Associate Protessor o Prosfessor)

33 A least 3 papers M pecRu i ed and pepiited Journnls as (Lo
author® (with aot mere than twa co-mthorsy, 3 conterenee semi
papers 1 repuied conterenees Semimies (which are shoriied i ilie
Depr) Leading vole n spunsored  research  projecis will  add
sigrificantly 1o the credu

332 Teaching feedback from the students ahove 4 on a3 pon seale. 1wl
also be expected that the puass-percentage of students tateht by tie
fculiy shall ot be less than 825

3.4.3 Preaciive and emhusiasuc paricipation n such tasks cf academic

sdministration tasks as may have been asked, required or expected of
the faculty by the Management.

334 The UGC is planning to introduce a system of Academic Performance

Indicator (API). In due course, SCOE shall endeavor to link the
promotion conditions to APL Until such time, the above framewoik
shall be applied

4. Administration of the Promaotions:

41  Separate Promotions Recommendations Committee shall be constinted.

42 Commiuee shall comprise

4.21 Principal

4.2.2 Registrar

4.23 Dean— Academics

4.24 Dean- Administrator
F 4.2.5 Dean - Research

426 Dean - Student Welfare

4.2.7

Head of the Department to which the staff belongs

4.3

Of the ahove seven, at least five must support a promotion

5. Grievance Redressal

51  Faculty shall have the right to represent their grievance to their HOD.

52 The HOD shall redress the grievance within 15 working days, failing which
the grievance may be escalated to the next higher level.

53 If the grievance persists for aver one month, the matter may be escalated
to the Principal.
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Note: The above are only eligibiliny eriterin, Vepe o

iihiliny th promaotion dees not
entitle gne to promuaotion,

Phemnagement may in exeeptinnal civcmmstnees relax or evtend the elivibiisy

RO atits diseretion.

T When the fuculty s o seeond g and pa e st auther, bwe publications a9 the
second amhor shall be cornred s spunalont to une publication as the first author,
When a faculty joins SCOE from anether Institution, if that institution is repuided
comparable 1o SCOE. the earlic Griciienee imny be ceunted sor thy o pose af
chpthality peried
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16. INFTERNAL PROMOTION POLICY FOR NON-
TEACHING STAFF
1. Objective
L.l To provide a detnled framework fer advanceiment of career for the staff in
a manpier that shall incentivize superior work pevformance and provide for
arester recegnition of ¢lfors
2. Fligibility
2.1 All non-teaching staff
3. Policy & Procedure
3.1 Pre-requisites for promaotion
= Prometions shall always be subject to appropriate vacancy in the higher
grades, except when the management, at its discretion, enhances a job at

a given grade 1o a higher grade.

* A promotion must always lead to an enhanced responsibility in the
organization. :

* The Employee shall have the potential, beyond mere eligibility, to take
up higher role / responsibility.

3.2 FEligibility for promotion
*  Requisite performance rating in the previous years
* No adverse remarks/reprimand in the personal file in the preceding three
year.
* Requisite educational qualifications as per Job Description

= No. of years of experience in the existing grade

However, mere eligibility is not a criteria for promotion.
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3.3 Promotion Process

The mrocess soverning the promaotion eycle 15 as undes
| - | — 4

List of eligible employees (LEL) HR Department shall prepare List of
Eligible smployees by April 30"

Commnnicate LEE to HODs: The List of Eligible empioyees shall be
sent to the respective HODs for their Recommendatian

Promotion Recommendation Formi {PRY): The HCD shall fili in the
Promotion Recommendasion Form for the employee recommended for
promotion and send it to the HR department by specified umeline.

Verification and submission of Promotion Recommendation Forms by
HR Department to Principal: In order to ensure due justification for a
promotion, new job description shall be entered in the PRF. HR shall then
submit the PRFs to the Principal.

HR department, shall bring any exceptional cases recommended for
promotion to the notice of the PRINCIPAL.

Review of PRFs: A duly constituted Promotion Recommendation
Committee (PRC) shall review all the LEE cases and submit their final
recommendations to the SECRETARY for approval. The PRC will
comprise the following:

= General Manager - HR

«  Principal, SCOE

= Registrar

» Concerned Heads of Departments (SCOE)

4. . Approving Authority: Secretary, SES will be the approving authority for all
promotions. A proper statement giving all the details of the employee being
recommended for promotion, together with the justification for the promotion,
shall be submitted to the Secretary. All the promotion letters will be then be signed
and issued by Registrar.

5. Responsibility of the Promotion Recommendation Committee

+  To scrutinize, review and discuss all PRFs diligently in terms of eligibility,
ascertain the staff member’s ability to take up higher responsibility in the
promoted position, before making the final recommendation.

- HR shall verify the job description and the new Job Description provided by
the HOD.
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6. lmplementation
*  Promotions shall be taken up only ence 10 year.
¢ Asarule, all promotions shall be effective from July 17 Exceptions, IS
shall be upproved by the GM  HR and Secretary. Promotion letter along
with the Jab Deseription shall be prepaced by HR and handed over to the
HOD.

*  All promotions letlers shall be lianded over to the employee by the HOD

Eligibility for Promaotion

Performance Rating _ l_El-v,:,il}liit_\-' for |]|‘(Il11ﬂ[_id’lL_ - I,
Cutstanding | Minim um of 2 years of Outstanding rating |
Excellent | Mirimum uf]-_},;m's ufnm_standi;:g or excellent 1'ai:ng
Cood - Minimum of 4 years of consistent performance

Previous year: Outstanding | s . yispens :
. An increasing trend of performance 15 also
2 years before: Excellent ! £ P

. considered for eligibility for promouon
3 years before: Good :

The details mentioned above are only the eligibility criteria, b does not
mandate promotion.

Y
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1 7. TIME AND ATTENDANCE MANAGENENT POLICY

1. Objective:
Ay To communicaie the general otfice  college bmings of the institute
i1, Ta lay down the general gaidelines to recard the nilendance by everyone

i the mstitute as per the apphoabie tmimgs
2 Applicahilin

2.1 All employees on reguiar rolls and on contract are cavered under this policy

3 Procedure
3.1 The timings of the institute are i -
zr{; Department Incoming timing E:l:g“t:ng |
1 EXTC/AT/ Computer Engp. Dept 9.15 am 530 pm
2 First year Eng. Dept N ) 9.45 am 6.00 pm
3 | Automobile Engg Dept 8.45 am 5.00 pm
4 | cwilFirstshint ) 8.15 am 430 pm_;j
5| Civil Second Shift 100pm |  830pm j
6 | Mechanical First Shift Engg. Dept 8.15am 4.30 pm I:
7 N_Iel:hanical Second Shift Engg.'Dept 1.00 pm 8.30 pm

3.2 Employees are expected 10 come to their workplace, on all working days,
at the designated time and mark attendance either in the manual
attendance register or in biometrics, as the case may be. They are
expected to do this again at the time of leaving the workplace at the end
of the working day as well.
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Grave Period: Up oo U3 oungtes ateer the desiznated stanting tinwe 1
cansshered as graee perind” The muorking of attendance bevond prace

perind 15 permissible only twace doanonth 1or @ snaximum time of anather
03 mmnutes. From the third instance of such late arrival 10 the workplace,
half day casual leave will be debited from the lcave accoum of the
eiploves. If theresis no casual leave 1o the crodit of the emplovee, halt’
day of any other type of leave to the credit will be debited. In case there is
no leave availahle ar credin, then half day salarv will be debited from the
employee for the moath. The names of the employees exceeding the
nuraber of instances of grace period in a quarter will be notified to the
Head of the Department.

Enmployees are expected to register out station duty like tours, trainings

etc. either in advance or immediately after resuming the work. The
mtimation of this should be provided to the HR after approval of HOD,
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18. CODE OF CONDUCT

Preaimble

Saraswatl College of Engineering believes that for an institute 1o seeeed,
grow and excel, it needs 1o be anchored o its Values and Belieds and motivate
all its employees to consistently display these values in the course of their
mleraglions,

The Code ot Conduct and Ethics, witiculated below, embodies the Instituie’s
Values and Beliefs and endeavors to jay down guidelines for employees te
follow in their day to day waoik life

All employees are requested 10 vead and imbibe the Code of Conduct and
Ethics and foliow itin lener and spirit. so a5 16 maitain the highest standards
of values in their conduct to achieve insiiute’s objectives.

The Institute’s Values and Beliefs shall act as the guiding principle in the

enumeration, interpretation and periodic review of the Code of Conduet and
Ethics.

Objective

The Institute prides itself on the high standards embodied in its working

principles. The institute expects its employees to adhere to these in their day
to day activities.

The following Code of Conduct and Ethics is intended to provide guidelines
for the Professional, Ethical, Legal and Socially Responsible behavior that
the institute expects from its employees.

3. Applicability

All employees on regular rolls of the institute mchiding employees on
contract governed by this Policy.

Employees are the representatives of the institute and hence are expected 1o -

demonstrate high degree of discretion and astute Judgment in their dealings.

Although due care has been taken to address most conceivable situations, it
is not possible for this Code to cover every situation that may arise. In
circumstances where employees are unable to consult an appropriate person
in the Institute, they are expected to use sound reasoning and good judgment
in handling the situation in the interest of the Institute and its Values.
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4. PPolicy Guidelines of Conduct

11 National Tnrerest: Saraswan Collese of Enginecrmg 1s comimitted inall s
actions, o promote quainty cducation and shall neither engage i any acrvity
that would adversely affect such ebiective, nor shall umlertake any uctivity
or project which s w the demmmen of the national 1nterests.

47 Use of the SCOE Brand: The use of SCOE nane, logo and wradumark shall
be poverned by manuals. codes and agieements as issued by the Institute, No
empleyee, third party or joint verture shall use the SCOE Brand for any
purpose without specific authorization,

4.3 Group Social Responsibility: SCOE Group’s Sccial Responsibility 1s auned
at anticipating and meeting relevant, emerging needs of the society in the
areas of Education, Community Service, Health & Hygiene and Livelihond.
The Group encourages its employees and their families 1o actively participate
in CSR activities.

4.4 Competition: Saraswati College of Engineering shall market its services on
its own merit and shall not make unfair and misleading staternents about
competitoss’ services. Any collection of competitive information shall be
made only in the normal course of business.

4.5. Quality of Services: SCOE 15 committed 1o deliver services of world class
quality based on the requirement of its Customers and built to National and
International standards.

4.6. Equal Opportunities: SCOE shall provide equal opportunities to all
employees and treat them with dignity. All decisions pertaining to eligibility,
qualification and selection of applicants in all matters will be based on merit.
Na discrimination shall be made based on Community, Race or Gender.

477 Accurate and Complete Accounting: Employees shall use Institute’s funds
and other property solely for the benefit of the Institute. All disbursements
must be lawful and consistent with Institute’s polices. !

No unrecorded fund, reserve, asset or special account ¢hall be set up or maintained for
any purpose. No false or fictitious entries shall be made in books, records, accounts, or
in Institute communications for any reason. No payment or transfer of funds or assels
(such as tangible and intangible) shall be made for any purpose other than what is
specifically authorized or is clearly within the discretion granted by the Institute.

Employees are responsible for accurate and timely record keeping for all
Institute’s assets, liabilitics, revenues and expenses in compliance with
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,|L'¢'('11I|:\'| pecounting Tules and contrals. Al books: records and l*l'L".H-'h'H‘.'-;
sl sconrately and completely describe the tansucuons,

A8 Settlement of Expenses: Employees shall settle all the expenses mearved on
foconnt of travel, loans & advance ete, us per the guidelines sbpuluzd in e
Policy/Policies

1.9 Protection of Intellectual Property: Copyright of all destens, diswings,
formulas, charts, methodelogies, inventions, etc., shall be treated as “Waork
made tor hire” and the intellecual property nights over the same shall veg
with the Instiluie

410 Confidentiality and Non-disclosure: Employees shall ensure that ay
mformation available to them in the course of employment in the Institute
are kept strictly confidential and she/he shall not disclose to any party excepy
io the extem necessary for the purpose of due performance of her/his
service dischurge of her Tus duty v the nstiute.

An employee of SCOE Group and her/ his immediate families shall ng
derive any benefit or assist others to derive any benefit from the access to the
insider information about the Group, including information which is ngt
available publicly.

Such insider information may include among other things:

a)  Merger or acquisition, divestment of businesses or business units

b)  Data or information such as profits, eamings and dividends etc.

¢)  Investment decisions, assets revaluation, restructring plans ete,

d)  Major supply and delivery agreements

4.11 Policy and Process Integrity:

Antitrust or Fair Trading- Employees shall avoid any discussions o
agreements with competitors about prices or credit terms, submission of bidg
or offers, allocation of markets or customers, restrictions on production,
distribution or boycotts of suppliers or customers that would result i
monopolization or anticompetitive markets.

Falsification or Destruction of information- No employee shall make any
statement or do any act that encourages or results in unlawful, untimely, false
or intentional misrepresentation, concealment or destruction of information
in order to deceive or mislead.

4.12 Using equipment and consumable resources: Employees
shall ensure that all departmental equipment, resqurces, and consumable
: items are used for the work and business of the Department.
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n)  Lanvited, occasional and brief private telephone calls und faxes
By Lanated and occuagianal use of photocepie!
ey Limted and oceasional use of the departmental ematl and luernel

Ssyatem subject 1o the government policy on s ot the Internet and
electronic mail

414 Using the Internet, Intranet, and Electronie nuail

Employvees shall avoid using of compuiers for sending, receiving, and/o
copyng inappropriate paaterial

Employces will  ensure that the transmission of information via
communication and information networks and devices are made only if
authorized to do so and accordance with the relevant departmental
protocols,

Employees will avoid sharing of password with another person, share another
person's password/s, or record password/s which can be misused

The Department monitors the use of these networks and devices, and an
employee may be called upon to explain her/his use of them.

4.15 Protecting Institute’s assets

Misuse of Resources- Employees shall avoid any improper, unauthorized or
unlicensed use of property or Fesources for non-business related reasons or
purposes including improper use of systems and timekeeping.

Theft- Employees shall avoid any unauthonzed removal or taking of
supplies, equipment, furniwre, fixtures, products, cash, merchandise or other
tangible property of the Company.

4.16 Unethical Transaction:

No employee shall assist in the misuse of Institute’s funds, irrespective of
the amount involved, including, the misappropriation of such funds for
her/his personal benefit, or customers.

All payment and transfers of premium and other items of value shall be made
openly and must be disclosed and duly authorized by the concerned
authority.

Gifts and Entertainment: Except in connection with and specifically
pursIant 10 programs officially authorized by the intitute, no erployee shall
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RN divectly or ndmectly take any money, objects of value, or fivurs [
SRS from any person or othey company institute organization that has '
R o1 seeking business with the Tnsutute Al employees must I
SIRIONE suthorized transactons o Fihis nature 1o the officer: Al pavimnents gr r
IRGE NS must be consistent with applicuble laws and aceepted praciice

Al st be ace urately recorded i 1he mstitute's books and records

LIN Relationship with Government and Public officials:  Ap cmployee of
SCOE may occasionally contact government and regulatory officials 1o kecp
thern informed about her,his Operations end positions en issues, She/he is
tesponsible for these contacts and must understand and obey the laws
governing lobbying activities and reporting requirements, She / He shauld
Wi be familiar with specific 1ules set by individual agencies or other
Eovernmental bodies,

A Compliance of applicable law by Expatriate Employee: All Expatriate
employees shall be responsible for obtaining and retaining a valid Work
Permit / Residence Permit / Employment Visa, during the subsistence of
her/his engagement with the Institute. The employee shall duly adhere to all
fules, regulations and/or such other conditions imposed by any Government
Authority. The employee shall keep the instimte duly indemnified against all
loss, damages, costs, expenses, proceedings, prosecution etc, arising out of
any violation of the terms and conditions of the applicable laws, rules,
tegulations and orders passed in that regard.

4.20 Public Representation: No employee shall, without the express consent of
the /Management/ Competent Authority, call for Press meets, brief the Press
or speak to the Media or participate in discussions, forums ete. in the media,
to discuss any issues related to the activities of the institute or futre
Praspects or projections of the Institute. :

421 Charitable Contributions: Although employees are encouraged to be
socially responsible and politically active, Employees may not cantribute the
mstitute’s funds or assets 1o any Charitable Institution or similar Institution,
unless such contribution is expressly permitted by law and has been pre-
approved by the appropriate, authorized representative of the Institute.

4.22 Political Activity:
No employee shall involve in any political activity directly or indirectly.
No SCOE employee shall canvas for any political party or candidate at any
point in time.
Employees may not contribute the Institute’s funds or assets to any Political
Candidate, Party unless such contribution is expressly permitted by law and
has been pre-approved by the appropriate, authorized representative of the
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ﬁhj’ SCOE einployee who stands i elections for any public office
ey infornmng the concerned authorty within the Organization.
W ﬂ"ﬂmlc.l to the post, the employee has o resign ftom the svices
1 1l "-ﬂ Clroup o pursae s public - polineal career.

 Comphiance Every emplenee shall, in her/nis business conduct,
Ih 4l applicable laws and regulatons. both in letier and spirit. m
W e 1 which one operaies.

" _:,-.!-'- el Pty Represeniation:

I Pities which have business deaitngs with SCOE but are not members

i HCOF Group, such as Consultams. Agents, Contractors and Supplizrs

We nol suthonzed to represent a SCOE Group without the written

'ﬁﬂllhit‘lli, A Nondisclosure apreement is to be signed with the Third parties

suppoit the confidentiality of the mformation. Third Parties and their

m‘laym ire expected to abide by the Code in their interaction with and on
mfofSLDL

A28 Sevual Harassment an,d other harassment policy:

SCOF Group recognizes that Sexual Harassment violates fundamental rights
of gender equality, right to life and liberty and right to work with human
dignity a8 guaranteed by the Constitution of India. To meet this objective,
mensures shall be taken to avoid, eliminate and if necessary impose
punishment for any act of sexual harassment, which includes unwelcome
sexunlly determined behavior as per the

Ciroup's policy against Sexual Harassment.

4,26 Other Marassment:

The Group prohibits harassment of one employee by another employee or
supervisor on any basis including but not limited to race, color, religion,
marital status, national origin, physical or mental disability and/or age.

The purpose of this policy is not to regulate cur employees’ personal
; morality. It is to assure that in the workplace, no employee harasses another.
: Harassment includes but is not limited to slurs, epithets, threats, derogatory
commenis, unwelcome jokes and teasing, 3

. 4.27 Ethical Conduct

SCOE Group expects its employees to maintain high moral and ethical
standards. These standards are characterized by honesty, fairness, equity in
interpersonal and professional relationships as well as in our day-to-day
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YIS A SCOE employee 1§ supposed 1w inform nease, 1f he deviates |
B the above stundard (or itany case is filed idgianst )

MO BCOE eniployee shall engage limselfin any business setiy iy Furthe
IEhe divedtly or wdireetly reconimends aay of lus friends  rélatives fur Al
Eisiness dealing with SCOE Group, he must disclose the nature of such
relationships and transactuons heforehand.

28 Dvess Code:

SUOE Group's EXpects is emplovecs o fullow g dress code which helps
them to work comfortably ar the workplace and st the same lime project a
professional image for our students, potential employees and the communii ¥y
WEare a part of. Hence, it is essential that all employees take pride in her/his
Appearince and maintain proper dress code and Eenerul appearance during
afice hours, Employees are expected 1o dress neatly and in a manner
consistent with the nature of the work performed.

429 Environment, Health & Safety

Environment, Health, Safety and Laws of the land - Employees shall
adhere 10 the laws of the land — Wherever they are — and shall nor violate,
CAUSE Or any action that impacts the Environment and the Health and Safety
ol SCOE Employees, Customers and at the Community at large.

Substance Abuse- To meet our responsibilities 1o Employees, Customers
and Investors, the Group shall maintain a healthy and productive work
environment, Misusing controlled Substances or selling, manufacturing,
distributing, possessing, using or being under the influence of illegal drugs
and alcohol on the job is absalutely prohibited.

[ Threats and Physieal Violen ce- No employee shall yse threatening words,
or assault or commit acts of violence or possess weapons, firearms,
Ammunition, explosives or incendiary devices in the workplace, on work
premises or in work vehicles oy elsewhere,

The list of behaviors, while not inclusive, provides examples of conduct that
15 prohibited by this policy:
* Causing physical mjury
* Making threatening remarks
* Aggressive or hostile behavior that creates a reasonable fear of injury
1o another person or subjects another individual to emotional distress
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ited o sexig) hiavassment oy
dmestic violence

N Sriiking Smcking s ety probibited in (e premises of he

Warkplage APPropriate actions shyil oe imtiated agaiyyg any person found
OB enIng with the policy of tis code

W0 Diseiplinary Actions

Albermployees covered tnder this Codé ot Conduet a
Wudhere 1o the principles and rules lard dovwn
Will anrac a4ppropriate aciop including dis
“nployee who is found 1 viol

nd Ethics are required
in this code. Failure 1o do sa

cipbnay action against the
ate these principles.

ather action as deemed fit a1 the Instinige®
Tecover any loss suffered by it du
by any employee.

§ sole discretion, The Institute wil]
€ 10 violation of the provisions of this code

Disciplinary Pro‘cmrdiwgs against the delinguent employee shall be conducted
in accordance with the principles of natural Justice.

The employees of the Compliance Committee and/ar employees of Audit
Committee wil] be notify

ted of any concerns about violations of standards for
conduct of business, ethics, laws, rules, regulations or this Code.

|
—
| Effective Date: August 2016
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. POLICY AGAINST SEXUAL HARASSMENT

Itesilugi g

L Scon SIOUD recagnizes tha sexual harassiment Violates funthimental rights of

Winiur SUREHRY, right to Tife 2nd liberty and Fight to work with human dignity as

BUaeed by (e 1 dnsttution of India, Te neel this objeciive, measures shall he
Birken 1o aving, elimimate ang M necessary IMpose punishmen 1y, 4Ny act af sexual
Hanmsonent, whicl Includes unwelcome Sexvally determined bebavior, Sexuaj
Marwssinent s I ermmal offenice ang bunishable under relevant laws of the
Conntry

Policy agning Sexual harassmen

L0 For thig Puipose, “Sexual Hurassment” licludes any unwanted or unwarranieg

Kestire or verbal sexyal advances, sexually explicit angd derogatoiy statements op
rermurks, Sextully  coloured remarks, avoidable and  unwarranied physical
contaets, willfully touching or parip B suggestive sexual remarks, sexually
slaned and obscene jokes, vulgar commenys about physica| appearance, indecent
nvitations, use of pormographic material, demand for sexval favors, demanding
Aexual favor by making telephone calls or sending SMS/Mails, threats of physical
ahsault or molestation on refusal by the employee by thejr superiors, colleagues
aranyone who for the time being is in a Position 1o sexually exploit or harass the
employee a any work place which may contain -

21 Implied or overt promise of preferentia] treatment in thag employee’s
employment
22 An implied or overt threat of detrimenta] treatment in that employee’s
employment or an implied or overt threat about the present or future

employment statyg of that employee and inchides the creation of a hogiile
working environmen.

23 The conduct interferes with an employee's work or creates an
Intimidating, hostile oy offensive work environment,

24 Such conduct that js humiliating and May constitute a health and safety
Problem,

2.2 Sexual Harassmen” dmounts to serigus Imisconduct ip employment under the

service rules / regulations governing employment

SCE/PO-D2REY - ﬂlfﬂ%ﬂﬂﬂ]ﬁlﬁs
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| tll ‘Iﬂ, 0 well us 1o those mvelved in activities in which our name 1s
R A st comply with this policy

(8] g is strongly committed 1o having a workplace that ensures Equal

|_| et Opportunity. Group endeavors to enstire 4 congemal environmenl
e siployees can work withow any inhibitton and contribute their best
BNE sny feor or favor.
Ao Applieatibiny

40 Thin policy applies to all SCOE Group cnployees, In-House Consiltants,
Advisor und Employees on Contract. As a policy it applies to all locations,
Mlitions Where SCOE's business is conducted, in activities run in partnership
with us and 1o all Institute sponsored social events.

S POLICY & PROCEDURE

S0 The Committee against sexual harassment will be represented by minimum 50%

| of members being women and the commitiee head will also be a woman.

5.2 Any person who wants to complain on sexual harassment is required to promptly
inform the Committee against sexual harassment of such camplaint, in writing
and duly signed.

S8 All complaints of sexual harassment shall be addressed in a confidential
manner,

5.4 The Complaint will be investigated in a time-bound manner in accordance with
principles of natural justice and a detailed report shall be maintained.

5.5 Based on the recommendations of the committee the Management will initiate
action, as deemed appropriate.

5.6 Where the alleged conduct amounts to misconduct in employment under any
Group's policy, appropriate disciplinary action shall be taken.

- 5.7 In case the employee who has made the complaint feels that the Committee
against sexual harassment has not provided her/him due justice, the complaint
can be escalated to the Group Chairman.

5.8 The committee will maintain Complaints Register/Soft Copy, keeping a track

of complaints received, when the process began, procedure followed and date
of closure. o

5.9 Action will be taken based on the recommendation of the committee and will
commensurate with the degree of offence.

5.10 The policy also prohibits retaliation against any employee who brings an
accusation of discrimination of sexual harassment or who assists with the
investigation or resolution of sexual harassment.

SCE/PO-0ZREV - D1{04/08/2016)70
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'I'.h].ﬂ,l be displaved Promunently iy oge SCOE Intrans Parta),
LWl employees ore ware of the spige

bt foy IVeStigaing apg closiing the case is 3'months trim the

e
RN the notice of 1y, Cemminge

vl lnor be vsed ro bring forth fiivoloys Or malicions charges againsg
poyecs. The SCOE Groyp may take Diseiplinary HCHON under
Policy foneerning personal misconduel as perthe Code of Bys; ness
00 Ethics shall e taken against any fmployee bringing a false

Aiuiin MO Charges of Sexual Harassmen;.
AERENSE Sexua) Harassment ,
s e against Sexual Havassment wij) comprise of the folowing I
members: ‘n!}(,;
!
'. v _ i 1
i 1", Deshmukh Head
T (

will be displayed Prominently at every business location ang on the SCOE "
" et Poptal. '

ey

b
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RIEVANCE MANAGEMENT POLICY

)

—

Blployee arievances and - complaints which are primanly a
their dissutisinctio

|
1abour working conditions, manageriy)
SERIRE pomptly attended 1 may atfeet morale and Productviy,
- . - 1
el i formal ghievance process to addrese such imatters.

WIVES Ot the grievances process wil) be 1o settle:

Cirievances of the employees in the shortest possible time

.fl.‘n he lowest Passible management Jevel

S

1
L

| 1 nppellate Stages so that it js fair, transparent and reasonable, |

1
Ity & Applicability

e ployees on regular rolls of the instirute includin contract empl
sh Eu £

ayees

e nee for the purpose of this

i policy would mean dissatisfaction arising
decision o

f'the Management concerning the employee,

for the purpose of thi policy will cover individya) grievances

eries of ducs elc,
ment *

-

g conditions/Health & Safety

10n of benefits under rules
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pesiton & Benefits®

Wiliodt 10 Appraisals

R Ll aements

AR personal Conflicis/sstes with the HOD or team members
E :

Ravie iy

pifecting an individual emplovee may be iaised.

LURIRTY

WOTE; “*" Giievance can be raised within 2 weeks from ihe date of

issue of an increment/promoiion letter,

Eansing out of the following will not come under the purview of the
vanee procedure:

Terms of appointment settled prior to joining

Matters relating to disciplinary enquiry / action

Where the grievance does not relate to an mdividual employee

Pvocedure for handling Grievances
‘ﬂ_ ) -Mvidﬂn]_ can raise grievance according to t!ﬁs_;iroeedure:

B NTAGE-]

The aggrieved employee may take up the grievance in writing with the
HOD, who must try to resolve the gricvance at that level within 5 '
working days.

dncase any grievances needs more than 5 working days to resolve, the I
tespective employee should be informed in writing in Form - I within |'i
5 waorking days of the receipt of grievance by the HOD.

fl A 13 Incase the employee is not satisfied with the redressal of the grievance

l hie/her may submit the grievance, in writing, to the Principal within 2
' working days from end of 4.1.1 stage above with a copy to HR.
L)

! S04 The Principal will record comments on the grievance form within 5
| working days after making necessary enquiries and discuss with HR.
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i ‘ﬂrllnydt'lny mresolving the evievance, the Principal will inform
R Ieved emplovee with o copy to HR of such a delay with repson
(T Working days of receipt or the grievance and commir 1o 4
J.ihun dille not ex. ceiling it exiension time of 4 working days.

L SIAGE- 14 ;

. ; 0 ihe emplovee 15 not satisfied with the decision colnimunicated
v ler at Sape-1 or if shetic fails to receive the reply within the
Miplted period, she/he may submit the grievance within a period of2
WHIKIng days from the date hefher receives final reply in stage | i
| 'J'ﬂm! WHO must give 1 ersonal hea ring to the misvance and a brief
e should be documented.

22 he Principal will examine the grievance in detail including
tisoussions with the aggrieved employee, as necessary. The Principal ;
Wil give his Mer reply to the aggrieved employee within 10 warking |
tlays from the date of receipt of the grievance. Principal may consult an
BXpert neutral consultant or committee before taking final decision on |
the grievance. '

12, |' Grievances pertaining to PMP such as Pr&rmution, Compensation &

E Benefits or  Performance Management Process on whole, the
normalization process followed in the business will be invoked subject
10 there being a strong prima facie case for review as decided and
I fecammended by Principal.

SASTAGE- 111
T T i

A3 The aggrieved employee who is not satisfied with the decision of the
! Principal will have an option 1o appeal to SECRETARY with the detailed
i Treasons for the appeal. .

T A
i ) 532 The SECRETARY will take a decision and communicate the same within
7 working days from the receipt of the appeal and the decision will be
- final and binding. ‘

i

6. GENERAL CONDITIONS - n

04 If the grievance is against the HOD then employee can skip one level and
encalate her/his grievance 1o next level.

{85 N8 Gxucutivs shall bring up the grievance immediately within a reasonable
- peiod of time not exceeding 3 months,

SCE/PO-02REV - 01(04/08/2016)’
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)
YO emplovee can rse the grievance

USRS out of an order given by the Management. the said oider
1ol with betore the executive concerned invokes the procedure
' hl iliessal of the prievance,

il Somplaints mede, and the anrexure provided, if any, will be
Mployees as an ackrowledgement

I8 W SECRETARY will be provided on the various grievances
Inyees of the institute

Ly
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ICY ON CONTINUATOUS EDUCATION

EROGRAM (CEP) FOR Facyp Ty |
1

YR e witl 1,0 CEP Pulicy autlined by AICTE.

NI aimied o SUppOTing

the existing faculiy in
W sy leave,

Purstiing tull yme

ing PhD. with premier institutions or as approved by the:

Jonly one faculty per 10 faculty in a department shall pe cligible
e first served basis) 10 avai] the facility of study leave under

B8E, Bepending upon other considerations, (he

Managemen may
INOre or less  candidates than indicated in clay

522

d have CLompleted at leasy 2

years of service in SCOE 1a be
Iy leave under this policy.

ing 10 proceed for their PhD w;j

Il inform the Principal of the
the time fiame over wh

ich they plan Lo pursue their
WAl shall give in-principie recommendation to proceed.
il sponsorship of (he candidate under QIP wil] be subjeci

HHEN governing the number of I

=

al Submit 4 forma) application  jn prescribed form for
CEP (Annexure) 1o the '

Siae § e
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0 mluumplun-u ot the PRD the v

L ey the st

cuity shall resume dury at
WY T i dind)

of 3 yeuwrs from the date of
Would be treared as A

tog 4 Periog
DL e dhoe serviee

i g ey BN Aot have comipleted (he op
Bresenbed time of 3 VElrs,

Wton Work fon; sco .
BOK alieet of

Ure iequirement
4nd shall parsys ke femaining part
15 also possible that
f of leave perigd if h
__lﬂ\'!uvr. In SWeh cases, the Adhoe
RO earlicr in Clause 3 4 that

aniplelion e sthmits (e
Period of service shail
i5 3 vears from the date of

| oy idvincement. gg g special gesture, the
¢ leave period as continmuity of service(Thus, the
Period of study Jeave shall be

Y Be considered fio;
bty conditions.

My lhqll-h: fitted in the same <

Mditional annual increments that
o the date of Joining,

cale at which he ar
Wwould have applied
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RETIREMENT FROM SERVICE:

ttehing staft shall retire on completing the age of superannaation,

Bt and 60 non. teaching.

MiAIeate in writing before 6 months of retirement, as a measnrég}f'l
I ’,ih‘ip?tn:.fee.
- Has accumulation of annual leave to his/her credit, the sameﬁlﬁ )
Piod preceding histher retirement by making application to th
_ .."_,_. e sanction by authority,
Hon a8 mentioned above shali not be applicable 1o the Professir
Ly appointments.

e
APPROVED RY: M<Vrushali Des

DESIGNATON: Secretary SE§

SCE/PO-02REV - 01(0




