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ABOUT THE COLLEGE

Einstein College of Engineering was founded by Thiru.Aladi Aruna M.A., B.L., former Member of Parliament and Minister for Law Government of Tamil Nadu with a great vision to provide high quality technical education to the people of Tirunelveli. The college is governed by Aladipatti Vaithialinga Nadar – Pathrakali Ammal Education and Charitable Trust. The college is located in the Tirunelveli – Tenkasi Highway with the span of about 31 Acres along with this the Trustees own more than 70 acres of land near the existing site are ready to give it to the college for its future developments. The college is 12Kms from Tirunelveli Railway Station and 20 Kms from Tenkasi. The college provides bus service from these areas. The college was established in the Academic Year 2004 – 2005 . 
The motto of the college is “Science is the Religion for All” framed by our founder and this reveals not only the vision of the college but also gives due respect to science and technology. 
Our founder was a man of vision and it was his thought to name the college after a scientist. The name Einstein was his choice and as all science lovers know that Einstein is the best scientist and notably he was declared as the “ Man of the Century” by the great TIME magazine. In order to honour our Indian scientists the precinct of the college is named after Sir.C.V.Raman. All the labs and hostels are named after scientists, by showing due respect to the scientists and this will inspire the students and faculty. The college day is celebrated on March 13th the Birthday of Albert Einstein. The following list is the clear indication of respect and homage for the scientists. 
· G.D.Naidu Basic Workshop
·  Henry Ford Manufacturing Lab
·  Isaac Newton Physics lab
·  Alfred Noble Chemistry Lab
·  Charles Babbage Computer Lab I & II
·  Marconi Electronics and Communication Lab
·  Marconi Electronics Devices & Circuits Lab
·  Marconi Electronics and Communication Lab
·  Marconi Electronics Digital & Microprocessor Lab
·  Marconi Electronics Simulation Lab
·  Thomas Alva Edison Electrical & Machines Lab
·  Thomas Alva Edison Electrical Lab
·  Thomas Alva Edison Electrical Machines Lab I & II
·  Mechanical Labs
·  Henry Ford Manufacturing Workshop Lab
·  Mechanical Jams Watt Thermal Lab
·  Archimedes Fluid Mechanics & Strength of Material Lab
·  Mechanical CAD / CAM Lab
·  Metrology Lab
The management is committed to continue the vision of our founder by naming all the future labs and buildings in the names of scientists in their respective field. Though the major strength of our college is in and around Tirunelveli district, the number of students from far of districts are also increasing and also from our neighbouring state Kerala. The college provides hostel for both boys and girls within the college campus. Nearly 65% of the students are residing in the hostel and the rest ply through college bus. Expansion work is complete for the new batch of students. The college , right from the day of inception, gives utmost priority to merit by providing scholarship in fees to the students who have secured good marks in the HSC exams. The college also provides free education for students who are good in their academics and economically very poor. 
The Management organizes annual industrial visits for all branches so that the students are exposed to the practical world to understand the implication of their academics in the real world. Faculty members are the back-bone of any educational institution; the management is committed to select well qualified and experienced faculty members. The management is fortunate to have its Managing Trustee Prof.A.Amudhavanan B.E., M.S (USA) as Principal of the college Commitment that's the key word that the managements focuses in all aspects of developing the college; currently the college is under the direct management of Prof.Amudhavanan B.E., M.S (USA), B.L who is the Managing Trustee and Principal of the college who has worked in USA for more than 12 years and by Mr.A.Ezhilvanan MBA who has worked in USA for more than 2 years. Their experience and expertise are asset to the college. The Trustees and Chairman make frequent visit to the college and are actively involved in the development of the college. Though our founder is not with us, the management feels his presence in the success of the college. In the years to come his dreams will be fulfilled. Aspirations and dreams have no limit, like wise our journey will continue. 
Vision:

Einstein College of Engineering strives to achieve global identity through its innovative methods and strenuous efforts for the betterment of the students community. Guidance by expert faculty and opportunities for acquiring the state of art technology enable the students to face the fast changing world of Technology and Management.
Mission:

To be a model institution of excellence in imparting quality education in the areas of Science, Engineering, Technology and Management and also to orient the aspiring students and scholars towards imbibing the virtues for an overall development to enable them to meet the ever growing challenges of the global society. 
Quality Policy:
Einstein College of Engineering is committed to provide quality education to the students enabling them to excel in the fields of Science, Engineering, Technology and Management to cater to the changing and challenging needs of society and industry by 
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Maintaining state of art infrastructure and congenial learning environment.
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Contributing to the overall knowledge development of the students.
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Introducing innovative methods in teaching-learning process.
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Inculcating moral and ethical values among students and staff.
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Collaborating with Institutions and Industries.
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Promoting research and development programme for the growth of economy.
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Disseminating technical knowledge through continuing education programmes.
Courses offered
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U.G.Courses Offered

B.E.(Electronics and Communication Engineering) 
B.E.(Electrical and Electronics Engineering) 
B.E.(Computer Science and Engineering) 
B.E.(Mechanical Engineering)
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P.G.Courses Offered

M.E.(Computer Science and Engineering) 
M.B.A.(Master of Business Administration)

GENERAL RULES & REGULATIONS

 - PERFORMANCE & CONDUCT

1.
Students are to be punctual and regular for lecture classes and submit assignments, records, homework etc., in time.

2.
Students are to maintain strict silence in the classes and labs and must not wander about.

3.
Students are encouraged to maintain good academic progress and good conduct. Students are expected to develop the habit of wishing inmates, faculty and elders.

4.
Students are to equip themselves with approved drawing materials, instrument boxes and record notebooks as required.

5.
Ragging in any form is illegal and is strictly forbidden. Severe action will be taken against those who indulge in ragging, strike or any such undesirable activities. There is a grievance redressal mechanism and issues are to be thus sorted out.

6.
Students are required to wear their Identity Cards (easily noticeable) whenever they are in the college campus and also when they travel using the college transport. Not wearing the identity card will be considered an act of indiscipline.

7.
Lab equipments should be handled carefully as per laid down instructions and generally with precaution. Students will have to pay for the breakages, if any.

8.
Students are advised to know the location of main Switch of Labs concerned as a safety measure.

9.
Safety Norms are to be adopted in day to day working.

10.
Any malfunctioning and damage of equipments must be informed to lab instructors.

11.
Prior permission is required from lab-in-charge for doing experiments  / project work in extra lab hours.

12.
Students should not miss theory classes and are not to go to Labs or to bank or for any other work during Lecture hours.

13.
Students are expected to submit the records in respect of a particular experiment during the next laboratory class.

14.
The observation notebooks should be ready before the commencement of any experiment. Students should get the readings / calculations approved by the end of the lab session.

15.
Male students are to wear trousers and tucked-in-shirts with collar. T-shirts and Jeans are not permitted. Female students are expected to wear Sarees or Salwar Kameeze or Churidars with duppattas neatly pinned. Hal sarees, skirts, jeans, frocks or any other indecent tight fitting dresses are not permitted. No loose garments are permitted in the workshop / laboratories. Footwear used should be securely strapped at the heel. All students are to wear leather shoes in the workshops and also overcoats as needed. Wearing Hawai Slippers is prohibited from the point of view of safety and decency.

16.
A candidate will be permitted to appear for the college examinations, only if he / she

i)
Puts in the required attendance

ii)
Maintains satisfactory academic progress and

iii)
Maintains good conduct / character.

17.
Attendance in tests and model examinations is compulsory. Leave will be granted in exceptional cases for valid reasons like hospitalization. 

18.
Attendance and leave

The attendance rules are given below and will be strictly followed.

i)
Below 74% : Not permitted to appear for University Examinations.

ii)
75 % and above : Allowed to appear for University examinations.

19.
Leave letters should be counter signed by parents / guardians / hostel warden.

Leave letters on medical grounds should be accompanied by Medical Certificate.

i)
Generally prior permission should be obtained before availing leave.

ii)
Whenever prior permission could not be obtained, the leave letter should be submitted within 2 days after reporting to the college or within 4 days from the commencement of leave whichever is earlier.

iii)
A student’s absent for one period shall be treated as absent for the complete session (Forenoon or Afternoon during that day)

iv)
If a student, identified to attend special class, (in the evening) is absent, he/she loses attendance for the whole day.

20.
First week of the semester

All the students should be present on the reopening day or otherwise he/she loses attendance for 2 days.

The list of absentees during the first week should be submitted in the following week by the department to the office.

21.
During the Semester (after the First week)

Two days of absence with leave letter will be permitted in a calendar month.  The list on absence for the previous month will be sent to the office on or before 5th of every month.

22.
Leave on medical grounds:

Attendance should not fall below 75% for the semester for reasons other than medical grounds. Medical leave will be accepted only in genuine cases with a proper medical certificate from a Doctor submitted immediately after the leave. However, even in medical leave case, the attendance shall not fall below 65% which is minimum for attending University examinations. If attendance falls below 65% even with Medical Leave, students are not permitted to appear the University Examination and they have to repeat the Semester course.

23.
Academic Progress

50% or more marks in each subject will be considered as satisfactory performance in class tests and model examinations. 

24.
Internal Assessment Marks :

Internal Assessment of 20 Marks has been introduced by the Anna University. This will be calculated based on the marks scored in the tests / assignments / class - works.

25.
If the students have not completed the assignment (subject wise), attendance will not be given till they submit the assignment.

26.
The cases of students who have poor academic performance or inadequate attendance will be reviewed at staff  council meeting every week/month. In case of default, counseling will be done. After second default, they will not be recommended for campus placement / given letter of recommendations for higher studies.

27.
Certificates :

The original certificates submitted by students at the time of admission to the college will be returned after completion of all registration / recognition / Approval processes in the University / DOTE. The course completion certificate, transfer certificate and conduct certificates will be issued only when the students complete the course satisfactorily and leave the college.

28.
Cell-Phones or Pagers are not allowed in college premises.

Failure to adhere to this instruction will lead to disciplinary action.

29.
Students are advised to participate in in-house / outside conferences and seminars and present technical papers with the guidance and prior permission of HOD / Principal.

30.
Students are encouraged to participate in extra curricular activities with prior permission of appropriate authorities of college.

31.
Students should give Photo Copies of certificates / hand over trophies to HOD / Staff in-charge of activities.

32.
The HOD / Staff in-charge will arrange to get details of prizes entered in data bank of students.

33.
There are staff counselors for every twenty students. Students are being counseled periodically regarding Academic Performance, Higher Studies, Placement, Attendance, Discipline etc.,

34.
Students are advised to give their suggestions and feedback regarding their difficulties either directly to the class in-charge / HOD / Principal or through the suggestion box which is provided at the entrance of the Main block.

35.
Loss / Theft of ID Cards / Library Cards and change of Address or contact Telephone Numbers should be informed to HOD/ college office without delay.

36.
Students are advised to :

i)
Park Vehicles in specified Areas

ii)
Wear Helmets while riding two wheelers

iii)
Maintain general hygiene while in canteens and throw away wastes only in Dustbins.

iv)
Observe timings for going to canteens. During college hours, students must not visit canteens.

37.
Those who join hostels are to abide by Rules / Regulations of the Hostel.


HOSTEL RULES  & REGULATIONS

1. A responsible person viz., parent or guardian who will comply with the formalities and procedures of admitting/vacating the hostel, must accompany candidates seeking admission for hostel accommodation. No inmate will be allowed to vacate the hostel in the middle of the academic year or semester.

2. No student will be allowed to stay in the hostel without formal admission. The inmate will automatically become the Member of Mess. The hostel is not available for lodging alone.

3. The inmate of the hostel should not normally stay in the hostel during college working hours. Incase they have to stay in the premises due to sickness, they should apply for leave as per college rules, informing warden, the reasons for staying in the hostel during working hours.

4. No member shall absent himself/herself from the hostel without prior permission from the warden and the HOD/Principal on the basis of requests from parents/local guardian.

5. Inmates of the hostel are expected to be in their rooms before 6.30 p.m. They will not be permitted  to enter /leave the hostel after this time limit. Roll call will be taken at the specified time by the warden concerned. In case, the inmates have to use the library or computer labs, they are expected to obtain prior permission from the warden.

6. Strict silence should be observed between 7.00 p.m. and 7.00 a.m.

7. The names of hostel inmates who absent themselves for 15 consecutive days without prior permission will be struck off. Leave/absence will be granted only at the request of the parent or guardian.

8. The inmates are advised to take care of hostel property and not cause damage to any hostel property. The cost of damages caused in the room or in the premises will be recovered from the student.

9. Ragging in any form is illegal and is strictly prohibited. Severe action with punishment including imprisonment will be taken against those who indulge in such activities.

10.  Inmates should not involve in any undesirable activities (such as smoking, drinking, gambling, writing on walls/doors etc.,)

11. The inmates must strictly adhere to the following timings of the mess.

12. Food will not be served in rooms and inmates are not allowed to take food to their rooms.

13. If an inmate is ill, the same should be reported to the warden, who will then make suitable arrangements to take care of that inmate.

14. Day scholars, friends, Parents/Guests are not permitted to enter/ stay in the hostel.

15. Strict discipline in the dining hall should be maintained and food is not to be shared from the same plate / wasted / thrown here and there.

16. Electrical switches must be put off, whenever not required / while going out of room.

17. Students are advised not to keep valuables/cash in the hostel/room but are to deposit in Post Office/Savings Bank account.

18. Each student should see that the room occupied by her/him is kept neat and clean. There is a Complaint Register with the Wardens for noting Complaints on Hygiene and Repairs.

19. A student who once reserves his/her seat by paying the fee for hostel accommodation, will not be eligible for refund if he/she chooses not to stay in the hostel.

20. Students securing less than 85% attendance in a semester will not be permitted to stay in the hostel.

21. Students will be allowed to go home only during semester holidays. In exceptional cases permission may be granted as per hostel rules.

22. Students who are coming to college late evening / night without prior permission from Principal who is Chief warden will not be allowed at the Main gate itself by the security personnel. 

23. Wearing ID card is MUST at all times inside the campus just as a safety measure in the interest of students .
24. Study time is Must from 9 pm to 12 night every day and surprise check will be done by Warden / Principal.
Faculty

Service Rules
TEACHING FACULTY

Academic Ranking:

       The teaching faculty shall have the  following academic ranking:


Principal 

Professor


Asst.Professor


Sr.Lecturer / Lecturer

Requirements for each rank:       As per AICTE norms 

                       
                       Visit  http://www.aicte.ernet.in/aicte


GENERAL details

DRESS CODE (Faculty) : 

· All Male faculty will wear tie, ID card ,  neat dress code with shoes while teaching in class.
· All female faculty will wear ID card, neat saree dress code with coat while teaching in class
· All others will be in respective uniform fixed by college while on duty.
Salaries and other allowances: 

   As per AICTE norms  + sponsorship for National &    International seminars 

Promotions System:

The promotion system of the college shall be broadly based on the following pattern:

Requirements for Promotion:

· Availability of suitable vacancy

· A minimum period of satisfactory service  at each level as specified.

· Minimum qualifications as per AICTE

· Performance   appraisal   report   and   feedback

· Academic excellence and contributions

Method of Promotion:

On  availability of suitable vacancy,  eligible candidates meeting the above requirements will be considered for promotion by the Promotion Committee. 

Leave and Holidays:
The college shall be governed by the local Government rules and regulations with regard to leave and holidays.

Holidays: The college shall observe national holidays and  other holidays relevant to educational institutions as declared by the Government and special holidays declared by Chairman from time to time.

Leave:

a) Teaching faculty who have completed  more than one year of service in the college , will be eligible for semester vacation   holidays and every member is eligible for one casual leave per month. 

 b) Special leave upto 3 days may be  granted to individual faculty members        based on special needs at the discretion of the  Principal .

 c) Sabbatical Leave:  On completion of 7 years of service, a teaching faculty may  be granted at the discretion of the  Principal   one semester  of sabbatical leave for pursuing  research / higher studies leading to Ph.D.

d) Sick Leave: The teaching faculty shall be  entitled to 7 days of paid Sick leave per  year.  The leave will be granted by the  Principal  on submission of  authentic medical reports .

e) Maternity Leave: Female faculty who have completed more than three years of service are entitled for maternity leave of 45 days + unpaid 30 days  maximum.

Training and Development:

FACULTY DEVELOPMENT PLAN

Purpose:

The purpose of the Faculty Development Plan (FDP) is to promote the effectiveness of the faculty with respect to teaching, professional development, research and extension activities. This involves providing activities related to instructional and organizational development,
FDP are grouped under three Major heads:

Teaching:

   a) Awareness creation and retraining of   the faculty will be supported by the  college in order to enable them to  meet their classroom instruction and            enable them to make the best use of   the technology available for teaching,            etc.

   b) The  college  will  also  support   workshops, conferences, seminars,            symposia, intensive teaching workshops, intensive   subject workshops,  etc.  oriented  towards   developing the teaching ability of the  faculty.

Research:

        a) The faculty will be encouraged to  publish   papers   in   reputed              international journals.

        b) The   college   will   support   participation  of the  faculty  in               national    and    international   conferences.

       c) The faculty will be deputed for  training programs in the areas              relevant to their specialization and  their development

       d) The college will encourage the  faculty to undertake sponsored               research   by   national   and   international agencies as well as  regional industries

        e) The faculty will be allowed to  utilize the funds acquired from              these  agencies  for enhancing   their research facilities, procuring lab equipments etc.

Extension:

          a) The faculty will be encouraged to  respond to the community and                   societal needs through increased  service activities.

          b) The  college  will  encourage  pursuing opportunities for external                   funding   through   sponsored  projects, consultancy services and                  marketing studies.

Teaching learning process

All HOD’s have to make a book-let as follows before starting ODD / EVEN semester :-

Semester Plan

Dept. Name                            Year : 

Semester :                               Even / Odd

CONTENTS

List of Faculty members

Faculty-wise subject allotment

Course-wise Faculty allotment

Time table of all classes

Lab time Table

List of Lab experiments Lab-wise

Lecture plan of every faculty

List of Projects undertaken by students 

“Course Portfolio” on the current semester should be prepared before the faculty members go on vacation for each subject handled by them. Index page to indicate what it should contain is given below :-

COURSE PORTFOLIO

Faculty Name :

Subject code : 

           Title :

Semester : Even / Odd

Year :  

Department :

INDEX


Time table of faculty


Lecture plan as per log-book format


Lecture notes


Model test 1 / test2  / test3  question papers


Model test 1 / test2  / test3 answer schemes


odel test 1 / test2  / test3 Attendance lists


Model test 1 / test2  / test3 Mark lists


Details of coaching classes, if any


Any other details of importance like students’ project list etc.

Log-book
How to improve the results


Failed students can be given a set of Part A questions and Part B questions in the light of Anna University pattern and ask them to write the correct answers in the form of assignments for all the units so that we can see considerable improvement in the final examinations. 


Mere ‘pass’ has no meaning nowadays and hence mere ‘pass’ students should also do the above work. 


‘First class‘ fellows may be motivated for distinction and University ranks directly by HoD’s and senior faculty members.


All students who were absent for the model examination/s should also do the assignment work. In addition to that work, they are to be asked to write two times the answers for the model Q.paper.


HoD’s may kindly see that the above is implemented and then a completion of task report has to be sent to the Principal.

Termination

The college may terminate the services of a faculty after observing due procedures in the following cases:

1. Unauthorized absence

2. Neglect of duty

3. Violation of rules and regulation of the college

4. Insubordination and disobedience

5. Misconduct

6. Poor performance

The faculty shall be governed by the Faculty Disciplinary Procedure in this regard. If any particular faculty is found to be inadequate in  terms  of teaching  performance,  his/her services may be terminated.  While assessing the  performance  of the  concerned faculty, Principal’s  appraisal  along  with  the  students feedback will be given due weightage .

Faculty Welfare

Medical Facility :

Medical re-imbursement is possible case to case basis for the faculty members who have put in service over 3 years, for any major medical problems at the discretion of the management.
Medical insurance :

Medical insurance scheme is possible for self & family after completion of 3 years of service.
Leave Travel concession :(LTC)

LTC is given at the rate of Rs.2500/- per block year of 4 years for teaching faculty and Rs.1500/- for non-teaching faculty after completion of 4 years of service .

Membership fee :

50% of Membership fee for Indian journal subscription is paid to teaching faculty after completion of 3 years of service .

Books allowance :

Books allowance for teaching faculty is given as Rs.1500/- once in two years for the members who have completed minimum 3 years. These purchased books will belong to college Library, incase of their resigning from service at any time.

Policy on Faculty

Performance Assessment
The weightage on faculty performance will be given as follows:-

· Scale for  result produced (Minimum result on subject handled should be 90%) : 7

· Feedbacks on faculty by students 





        :1

· Self appraisal by Faculty                                                                                        :1

· Research / extra curricular activities                                                                      :1

TOTAL  MARKS ON PERFORMANCE IN SCALE                                              : 10

Minimum needed for the faculty to continue in service                                           : 7.5 

· During the probation time the above will be considered for continuing the faculty on regular basis.

· For regular faculty, the above will be taken care for every semester and based on the performance measure, the yearly increment / promotion will be considered.

· If the above performance measure is not met by faculty continuously for two semester, then the services such faculty will be rated as poor performance and thereby terminated.

Faculty

Promotion

Regulations
SECTION - I

CONSTITUTION OF THE PROMOTION COMMITTEE

Promotions  shall be given by the Chairman on  the  recommendation  of  a  Promotions Committee consisting of:-

The Chairman

Principal 

HoD / Sr.Professor

Anna University Representative Professor

SECTION - II

METHOD OF APPLICATION
The college will consider faculty for promotion based on the following conditions:


Suitable vacancy should be available as per the overall manpower requirements of the  college.


Vacancies  will  be determined depending upon the particular course / subject in the overall context of the college's manpower requirements.

The faculty should  serve  in  his/her existing position in the college for a minimum  period  of  5  years  for consideration for promotion to the next higher position


The faculty should also have suitable Qualifications as per AICTE.


The faculty should also have appropriate  performance appraisal ratings.


The faculty may be called for a suitable  interview before the Promotions  Committee.

Faculty

Disciplinary

Procedure
Faculty shall  be governed  by the  Faculty Disciplinary Procedure. This is applicable to all  teaching faculty  and  teaching assistants.

I     Applicability of Faculty Disciplinary   Procedure
Faculty disciplinary procedure is applicable to the faculty in the following cases:

· Neglect of duty

· Violation of rules and regulation of the college

· Insubordination and disobedience

· Misconduct

 The college may add any other cases to the above list in due course.

Disciplinary Committee's recommendations

· Warning

· Reproach

· Reproach together with suspension of  increment, or promotion for one year
· Reproach   together   with   full/part deduction of salary for a period of six   months maximum

· Termination  of service with  right to receive no dues

Grievance

Redressal

Procedure
Grievances of the faculty shall be addressed by the college in an objective and structured manner. While the college shall continuously strive to minimize the grievances of the faculty, it shall deal with the grievances, if any, in the

following manner:

(Grievances of the faculty shall be categorized into two categories:

· Minor Grievances

· Major Grievances

1. Minor Grievances:

Minor grievances may include issues in relation to the following:

· Interpretation of rules regarding salary   and benefits

· Workstation related issues

· Transportation

· Complaints against other faculty or staff  members

· Any other issues that may be added from  time to time by the college

Procedure for handling Minor Grievances:

a) As and when a faculty feels aggrieved in  relation to any one of the above issues,  he/she  may  discuss  with  his/her  immediate Head of Department .        The Head of Department  shall try  to deal with the matter amicably orally        within a matter of 3 days. If the matter is  settled within this period, then it shall be  treated as closed.

b) In case the faculty is not satisfied, then   he/she may submit the grievance in        writing to the Head of Department.  The concerned authority shall deal with        the matter within one week through a   formal meeting and maintain a written        record  The concerned authority may  also call other parties if involved in        resolving the issue.   The concerned  authority shall inform the faculty about       his/her grievance within a week's time  period in writing with a copy to        Principal .

c) In case the faculty is not satisfied with the  action taken by the concerned authority,  he/she may raise the grievance with the   Principal who  shall deal with  the matter within a period of 15 days from  the receipt of grievance from the faculty.  The  decision  of  the  Principal   shall be final

2.Major Grievances:

 Major grievances may include issues  on the following:

· Application of promotion policy

·  ill treatment by superiors or colleagues

· Any other issues that may be added from  time to time by the college Procedure for handling Major Grievances

a) The faculty with a major grievance shall  address his/her grievance to the HoD .  Necessary action to resolve the grievance within 10  days from the receipt of the grievance in writing will be taken.

b) If the faculty is not satisfied with the reply   from the HoD, he/she may        submit the grievance in writing to Principal  within one week of the        receipt of the reply from the HoD.

c) The Principal shall  deal  with  the   grievance within  15 days  receipt of  grievance from the faculty. This is final.

Job Responsibilities

CHAIRMAN


Providing necessary infrastructure for the College.


Articulate a vision for the College, identify what needs to be done to reach goals, provide the resources and assign responsibilities.


Review performance against goals.


Maintain relations with public, statutory organizations and other Government organizations.


Represent the Management in crucial matters like Accreditation, Additional Courses, Faculty Development and Quality Certification.

Presiding over the Governing Council meetings, Convocations, College Day, National Seminar / Workshops, Symposia and other Conferences, and Family day celebrations.


Chairing management review meetings.


Conducting Governing Council meetings as required by AICTE.


To review and approve Capital, operating and Maintenance Budgets prepared by HODs and forwarded by Principal .


To accord approval for expenditure and authorize payment of purchase made by the various departments.


Release of advertisements in leading dailies for recruitment of faculty, short listing, Conducting Interview and Appointment of Faculty.


To Control and direct activities related to the admission of students under Management / NRI Quota.

PRINCIPAL


Principal will supervise  all ACADEMIC functions of the college in the light of rules and regulations of Anna University , by reporting to Chairman directly as Administrative and Academic Head of the Institution.


Responsible for producing optimum results in Anna University examinations by guiding the faculty members / HoD’s through a structured system .


Responsible for process of additional courses starting in tune with market needs , by consulting Chairman.


Responsible for all Anna University matters & University examinations .


Responsible for necessary steps/ formalities  for approval by AICTE for new courses / affiliation by Anna University , when ever necessary.


Responsible for all college events like, college day, sports day , cultural day and other activities like NSS  etc.


Principal is responsible for  all academic activities and professional society activities Such as ISTE, IEEE, etc.,


Correspondence with DOTE, Anna University and AICTE.


Consolidate and Recommendation of Scholarship for students.


Consolidating Interview and selection of Staff for  departments.


Review of proposals and allocation of budget for each department 


Providing necessary support and motivating in realizing the quality objectives (established at College Level).


Member of Management Review Committee and implement continual improvement measures


Issue of Transfer Certificate, Course Completion Certificate, Bonafide Certificate, Study Certificate, Certificate of Fee Structure, etc.,


Reviewing record of lectures periodically and monitoring progress of his departments.


To sanction casual leave and leave on other duty for staff and students of his departments.


To fulfill other responsibilities according to notification from Anna      University.


To be involved in day-to-day administration, to maintain a congenial atmosphere in the campus and to enforce discipline among the students.

To arrange for identification and physical verification of assets in the labs and stores of his departments. 

· Special functions like MoU’s, Foreign collaboration, Consultancy, Centers of Excellence,  National -International seminars/ funds proposals , all will be taken care by Principal.

HOD


He/ She will report to Principal.  


Responsible for semester planning, manpower planning, subjects allocation based on the choice options given by faculty members, Lab management, department management for smooth functioning, conduction model tests, university examinations, project reviews, class committee meetings on time, and in short management of the department in structured way, taking guidelines from Principal .


He / She is expected to play a major role in enabling the college to achieve its Mission and Goals through strong commitment to  educational standards and values. 


He / She is expected to strictly abide by the educational,  Organizational  and disciplinary policies of the college. 


Dissemination of knowledge to the college students through        effective teaching and training.


Assessment and evaluation of the  performance  of  students  on        continuous basis following Anna University rules & regulations.


Provide advising and counselling  for the students on academic and        social issues as per Anna University  policy on academic advising and        counselling.


Participation   in   creation   of  knowledge through performance of individual  and  collaborative research.


Effective  interaction  with  the  students     through     active        participation in the extra-curricular  activities.


Contribution  towards college development and participation in standing or adhoc committees.

Responsible for additional coaching classes, if necessary.

Responsible for verification of course-portfolio / log books submission at the end of each semester for his/ her faculty members.

Responsible for all Lab equipments and proper inventory / maintenance has to be looked after.

Guidance to final  year students on their projects.

Proposing  research / AICTE funding projects  are necessary.

Every year minimum one research paper is to be published.

Prepare proposal for new courses.


Identification of Staff requirement and selection.


Allocation of subjects, selection of electives.


Allotting departmental work to faculty members.


Framing Time table.


Participating in HODs meet conducted by Principal 


Conducting weekly Staff meeting.


Scrutiny of Lesson plans, Lab manuals.


Review notes of lessons and question bank.


Monitoring theory Class / Lab sessions, Students attendance and behaviour.


Schedule for Assignment Tutorial, Symposium, Seminar, In-plant Training, Industrial Visit, Guest Lecture, Association activities, Quiz and Group Discussion.


Conduct Lecture / Class for Students in accordance with lesson plans.


Conducting  Tests / Model Exam.


Selection, allotment, monitor and review of project titles and fix guides for the final year students.


Scheduling University Practical Examinations.


Result analysis.


Coaching classes - identify the students and schedule the classes.


Appraisal of the performance of teaching and non-teaching staff.


Preparing project proposals such as MODROBS / TAPTEC / R&D projects to AICTE / DST and other funding agencies.


Identity of extra topics to augment and update the curriculum and arrange additional lectures fulfilling the same.


Proposal for faculty development QIP, Winter / Summer Schools, Short term Courses, Induction Program, Seminar, Conference, Workshop (National / International).


Proposal for conducting Winter / Summer School / Workshop, Seminar, Conferences, Symposium, Colloquia.


Correspondence with parents, parents meeting.


Organizing Educational Tour.


To take part in quality objectives realization programmes and achieve department level objectives within targeted time frame.


To conduct periodic audit to ensure conformance to ISO 9001: 2000.


To bill and update records continuously for accreditation.


Preparing the shift schedule of evening class.


Schedule stock verification in the lab and Department Library.


Budget - Capital, operating, maintenance Budgets.


Preparing proposals for purchasing equipments, consumables and books.


To maintain student-friendly environment.

PROFESSOR


He/ She will report to respective HoD.  


Responsible to give lesson plan within a week to the students from the date of starting the semester.


He / She is expected to play a major role in enabling the college to achieve its Mission and Goals through strong commitment to  educational standards and values. 


He / She is expected to strictly abide by the educational,  Organizational  and disciplinary policies of the college. 


Dissemination of knowledge to the college students through        effective teaching and training.


Assessment and evaluation of the  performance  of  students  on        continuous basis following Anna University rules & regulations.


Provide advising and counselling  for the students on academic and        social issues as per Anna University  policy on academic advising and        counselling.


Participation   in   creation   of  knowledge through performance of individual  and  collaborative research.


Effective  interaction  with  the  students     through     active        participation in the extra-curricular  activities.


Contribution  towards college development and participation in standing or adhoc committees.

Participation in class committee meetings as  Chairperson.

Responsible for submitting Questions papers / Answer scheme  for model examinations on time.

Responsible for additional coaching classes, if necessary.

Responsible for course-portfolio / log books submission at the end of each semester. Responsible to work as Invigilator / examiner for Anna University examinations, as duties assigned by HoD / Principal.

Guidance to final  year students on their projects.

Participation in research / AICTE funding projects is necessary.

Every year minimum one research paper is to be published.

Maintenance of various academic records.


Identify topics for project work for final year students.


Prepare examination schedule for practical.


Guide students in the preparation of paper for presentations in various Symposia, Conferences.


Coordinating students’ association activities, News Letters and short-term courses.


Act as Coordinator, counselling students and maintaining students discipline.


To track recent trends and current thrust areas and enlighten the students and motivate them for higher studies / research.


Proposals for modernization and upgrading of laboratories.


Locating resource persons for lecture on state of the art topics.


Organize extension lectures for the Final and Pre-final year students.


Contact industries / research institutions for in-plant training.


Identify locations for industrial visit.


 Drafting proposal for projects to be funded by various agencies.
ASST.PROFESSOR


He/ She will report to respective HoD.  


Responsible to give lesson plan within a week to the students from the date of starting the semester.


All faculty are expected to play a major role in enabling the college to achieve its Mission and Goals through strong commitment to  educational standards and values. 


Faculty are expected to strictly abide by the educational,  Organizational  and disciplinary policies of the college. 


Dissemination of knowledge to the college students through        effective teaching and training.


Assessment and evaluation of the  performance  of  students  on        continuous basis following Anna University rules & regulations.


Provide advising and counselling  for the students on academic and        social issues as per Anna University  policy on academic advising and        counselling.


Participation   in   creation   of  knowledge through performance of individual  and  collaborative research.


Effective  interaction  with  the  students     through     active        participation in the extra-curricular  activities.


Contribution  towards college development and participation in standing or adhoc committees.

Participation in class committee meetings as Class co-ordinator or Chairperson.

Responsible for submitting Questions papers / Answer scheme  for model examinations on time.

Responsible for additional coaching classes, if necessary.

Responsible for course-portfolio / log books submission at the end of each semester. Responsible to work as Invigilator / examiner for Anna

University examinations, as duties assigned by HoD / Principal .

Guidance to final  year students on their projects.

Participation in research / AICTE funding projects is necessary.

Every year minimum one research paper is to be published.

Review and update of laboratory manuals.


Maintaining Question Bank / Department Library.


Organizing coaching classes for weaker students.


Recommend purchase of books / journals / magazine / teaching aids / Video Cassette / CBT.


Encouraging brighter students for excelling in University Exams.


Monitoring attendance, progress in studies and behavior of students and recommending corrective steps to the HOD.


Encourage students on Extra Curricular Activities.


Train students in effective communication by organizing group discussion.


Monitor condition of equipments in the laboratories and arrange for service / repair.


Help students to appear for TOEFL, GRE, GATE and GMAT to pursue higher studies.
SR.LECTURER / LECTURER


Sr.Lecturer / Lecturer will report to respective HoD.  


Responsible to give lesson plan within a week to the students from the date of starting the semester.


All faculty are expected to play a major role in enabling the college to achieve its Mission and Goals through strong commitment to  educational standards and values. 


Dissemination of knowledge to the college students through        effective teaching and training.


Assessment and evaluation of the  performance  of  students  on        continuous basis following Anna University rules & regulations.


Provide advising and counselling  for the students on academic and        social issues as per Anna University  policy on academic advising and        counselling.


Effective  interaction  with  the  students     through     active        participation in the extra-curricular  activities.


Participation in class committee meetings as Class co-ordinator or Chairperson.

Responsible for submitting Questions papers / Answer scheme  for model examinations on time.

Responsible for additional coaching classes, if necessary.

Responsible for course-portfolio / log books submission at the end of each semester.

Responsible to work as Invigilator / examiner for Anna University examinations, as duties assigned by HoD / Principal .

Conducting classes and laboratories as per lesson plan.


Preparation of Notes for Lesson / Lab Manual.


Conducting Tutorial class.


Setting Question Papers, valuation of answer sheets, correcting assignments and reporting to HOD, Principal .


To act as invigilators for CIA Tests / Model Exam / Unit Examinations


Recommend textbooks / Reference Books to students.


To maintain Department Library.


Encouraging students to present seminar talk and participate in Quiz programs.


Counseling students periodically.


To maintain an updated counselor book

CONTROLLER OF EXAMINATIONS


Controller of Examinations (CoE) is totally responsible for smooth conduction of Anna University examinations as per the rules and regulations of Anna University.

He can take the help of any faculty members / assign duties to faculty/ technical staff  in consultation with Principal .

He will report to Principal directly.


To schedule and conduct Continuous Internal Assessment tests, Model Exams and University Theory and Lab. Examinations.


To represent grievances of the students regarding Results, Mark Sheets, etc.,


To issue Hall Tickets.


In-charge for conducting various examinations such as TNPCEE, etc.,


Maintain University Records of students’ results.


To communicate exam results to the student Counsellors.

EXAMINATION SUPERINTENDENT


He has to report to Controller of Examinations ( CoE) .

Totally responsible for smooth conduction of Anna University examinations as per the rules and regulations of Anna University.

He can take the help of any faculty members / assign duties to faculty/ technical staff  in consultation with Principal .

To schedule and conduct Continuous Internal Assessment tests, Model Exams and University Theory and Lab. Examinations.


To represent grievances of the students regarding Results, Mark Sheets, etc.,


To issue Hall Tickets.


In-charge for conducting various examinations such as TNPCEE, etc.,


Maintain University Records of students’ results.

TECHNICAL (LAB) STAFF


He has to report to respective Lab Incharge Faculty.


To check the condition of the equipment / instrument each time after use by students.


To be responsible for the cleanliness of the lab.


To issue Lab materials for conducting Lab classes and University Exams.


To maintain stock registers, record breakage student wise and maintain logbook.


To carryout minor repairs, report to the Lab-in-Charge any major servicing to be done.

Administrative Authorities

Administrative Officer 

He will report to Principal .

Responsible for all matters, dealing with students’ admission, Anna University / DOTE correspondence, HRD, various structure planning, as per the direction of   Principal .

Responsible for all inspection formalities.

Responsible for all administrative matters of the college.

Responsible for cost control of all activities in the college.

Responsible for administrative matters of developmental activities of the college.

 Responsible for preparing MIS reports to Principal  on the feedbacks report on faculty / staff of the college for healthy and result-oriented  stable man-power.


Look after the co-ordination work of the College,  by providing adequate and timely information to the Principal for smooth running of the academic program conducted by the College.


To maintain and update records of the College which includes attendance, university marks, exam fees, breakage charges, staff attendance, salary, administration, etc.


He is responsible for effective functioning of Postal, Electricity, Communication, Water and Building maintenance.


To liaise with Income Tax department, Provident Fund commission Department, Electricity, Telephone, Postal, Transport and other utilities.


To coordinate with Principal regarding Scholarships for students.


To be the custodian of vital records pertaining to the college


To arrange for identification and physical verification of assets in administrative office including office equipments, transport and maintenance stores.

FINANCE EXECUTIVE (CASH INCHARGE)

Responsible for all financial dealings of the college by reporting to Principal / Chairman. 

He/ She  will also consult Principal   in the matters where ever necessary.

Responsible for students’ fee collection.

Responsible for bank-draft making for AICTE / Anna University etc.

Responsible for day to day Accounting / year end closing.
ACCOUNTANT


Responsible for all financial dealings of the college by reporting to  Finance Executive. 

Responsible for students’ fee collection.

Responsible for bank-draft making for AICTE / Anna University etc.

Responsible for day to day Accounting / year end closing.

Responsible for IT filing/ PF/ Trust IT/ Budgeting and related matters.
PA TO CHAIRMAN


He will assist Chairman as PA.

He will report to Chairman. In his absence he will report to Principal by doing the college work as directed by Principal.
PRO


The Personnel Relation Officer ( PRO) is responsible Alumni / Publicity / all college functions, in consultation with  Principal  / Chairman. 

He will directly report to  Principal / Chairman.

To release advertisement for Admission, Appointment and College functions.


To interact with students’ parents.


To arrange for chief guest for Seminars, Cultural Events, Convocation.


To conduct press meet.


To release News to the Press about the activities of the College.


To prepare college leaf-lets / prospectus etc.  as per direction of Principal.

PLACEMENT  OFFICER


The Placement officer  is responsible for  contacting various companies and arrange for placement interview for the students of  all branches and will report to Principal .

He is responsible for soft skill development for the students right from the III year onwards.

He is responsible for Alumni co-ordination too.

He will report to Principal .


Assists in the placement of the students through campus recruitments.


Assists in identifying companies for Final year student projects.


Assists in arranging in-plant training to the student in Industries.


Provides career Guidance counseling to the students.


Provides information on employment opportunities.


Promotes Industry-Institute Interaction.


Conducts Personality Development Programs for the students.

LIBRARIAN


Responsible for the total management of  Library and he / she will report to  Principal.

Responsible for planning / budget preparation / purchases of books / journals as per the Anna University norms , by consulting all HoD’s .

Responsible for issue / return of books as per college norms.

Responsible for total computerization .

Clipping new arrivals, interesting news etc on display notice board.


In-charge for the Central Library.


In-charge for all library records and issue of library cards.


Assisted by Assistant Librarians, Staff, issue and receive books from students and staff.


Allot accession numbers and call numbers for books.


Maintain reference books, general books periodicals and back volumes.


Responsible for collecting dues/charges if any due to loss of books or late renewal/return of books.


Co-ordinate with various departments and department libraries for the purchase of new books, journals and extra copies required as per the norms of AICTE and Anna University.


Responsible for house keeping of library.


In-charge and responsible for providing Xerox copies for students and staff.

SYSTEM MANAGER


He will report to HoD concerned / Principal.

He will plan systems requirement for the whole college, net-work need, and other related equipments by co-ordinating with all HoD’s and finally decide all needs in consultation with Principal.

He is responsible for smooth functioning of all computer systems / net work / internet  using his system group.

He is responsible for future needs as per new courses.
SYSTEM ADMINISTRATOR


He will report to System Manager.

He is responsible for smooth functioning of all computer systems / Net work / internet.

He is responsible for solving users’ problems.
PHYSICAL EDUCATION DIRECTOR


He will report to Principal .

He is responsible for smooth sports activities 

He has to encourage students to participate in other college tournaments / district level and state level too.

He has to get a good image for the college in sports activities 

He should plan the daily events like coaching etc in a systematic way.

He is responsible to maintain the Physical fitness center. 
NSS OFFICER


He will report to Principal .

He is responsible for smooth functioning of all NSS activities.

He should take part in conducting periodically social activities as part of NSS.
HOSTEL WARDEN
 Will report to Principal / Chairman and is  responsible

o
 for admission of students, maintenance of facilities and supervision of wardens and in-charge of all the hostels.

o
Conduct monthly meeting with wardens, discuss the problems of inmates and suggest the solution to the management.

o
Finalize allotment of rooms to the students.

o
Prepare menu for the mess each semester.

o
To coordinate with Wardens and provide necessary Medical facilities.

o
Interact with students regularly to obtain the feedback and maintain a congenial atmosphere.

o
Monitor the activities of the students by maintaining records.

o
Enforce discipline and monitor students during study hours.

o
Schedule and get maintenance work of the hostels executed by the Project Engineer.

o
Communicate with parents.

HOSTEL Dy. WARDEN


He will report  to the Warden.


Supervise the activities of hostel .


Monitoring the  implementation of hostel rules  .


Go round all the blocks in respective hostels  in the morning and evening  and report to Principal for any unwanted happenings.


Implementing clean habits  for the students , like maintaining their rooms neatly , getting up early for morning walk, going to bed after reading for minimum two  hours daily , following mess timings properly etc.

PURCHASE OFFICER


He will report to Principal / Chairman. 


Check for comparative quotations from departments.


Responsible for issuing Purchase Order regarding capital items, work orders for civil, electrical maintenance, AMC, stationery, consumables and library books.


Follow-up of purchase orders with suppliers for the supply of materials.

Authorising for payment after verifying invoices.

In-charge for maintaining purchase registers of purchase for all departments.


Preparation and updating list of suppliers.

PURCHASE ASSISTANT


He will report to Purchase Officer.


He will help Purchase Officer to check for comparative quotations from departments.


Responsible for preparing Purchase Order regarding capital items, work orders for civil, electrical maintenance, AMC, stationery, consumables and library books.


Follow-up of purchase orders with suppliers for the supply of materials.


He will help for maintaining purchase registers of purchase for all departments.

Preparation and updating list of suppliers.

Any other duties assigned by Purchase Officer.
STORE KEEPER


He will report to Purchase Officer.


He is responsible for stores inventory, stock items , proper registering all items.


Responsible for preparing register for capital items needed  for civil, electrical maintenance, AMC, stationery, consumables and library books.


He is responsible for issue / receipt of all items to students / faculty and staff with proper accounting.


Any other duties assigned by Purchase Officer.
SECURITY OFFICER


He will report to  Principal.

Supervise the security Guards working .

He will  report to Principal  for any unwanted happenings.


He is totally responsible for the security of gate / campus / manpower and materials .


He should ensure that all college items are going out with gate - pass. All vehicles / buses are to be checked  when they go out of campus.


All staff and faculty are to be admitted in only when there is ID card or with visitor’s pass.


For every time-in and out, the ID card of staff / faculty has to be punched at gate.


He should be on rounds to various campus locations as a surprise measure always.


He should ensure that hostel students are strictly following timings and they should not be allowed in or out without prior permission from the Chief warden.

SECURITY PERSONNEL


He will report to Security Officer.


He is totally responsible for the security of gate / campus / manpower and materials 


He should ensure that all college items are going out with gate - pass. All vehicles / buses are to be checked  when they go out of campus.


All staff and faculty are to be admitted in only when there is ID card or with visitor’s pass.


For every time-in and out, the ID card of staff / faculty has to be punched at gate.


He should ensure that hostel students are strictly following timings and they should not be allowed in or out without prior permission from Principal .

TRANSPORT MANAGER


Responsible for safe driving of the bus by taking care of the students from the pick-up points on time by supervising Bus drivers.

Responsible for starting the bus in time and reaching the college in time without any rash driving by drivers with proper instruction.

Responsible for cordial relations with the students .

He will report to  Chairman .
BUS DRIVER


Responsible for safe driving of the bus by taking care of the students from the pick-up points.

Responsible for starting the bus in time and reaching the college in time without any rash driving.

Responsible for cordial relations with the students during the travel time.

He will report to Transport Manager.
MESS MANAGER


He will report to Chairman directly.

He is totally responsible for the total operations of the MESS.

He is responsible for managing all the staff of MESS.

He is responsible for arranging food for VIPs, based on calls from any higher authorities of the college.

He is responsible for clean habits of the Mess manpower.

He is responsible for keeping the MESS always neat and clean.


Prepare Budget.

Recruitment of Mess staff


Dining arrangements.


Work schedule of Mess staff.


Preparation of infrastructure.


Periodic checking of mess.


Quality checking of foods.


Giving leave and permission to Mess staff.


In-charge for maintaining vehicle, Mess Halls, Cooking Place, Bakery, Ice cream Machine etc.,


Weekly meeting with Mess staff.


In-charge for replacement of Vessels, Cooking Vessels, Serving Utensils, Plates etc.,


In-charge for issuing uniform to staff.


In-charge for serving food during college events.

MESS SUPERVISOR


He will report to Mess Manager.

He will manage all Mess line boys who are under his control for smooth serving food and drinking water.

He will have cordial relations with students while checking ID cards etc.

He will see that the mess hall is always neat and clean.

He is totally responsible for Mess serving operations. Monitoring the works schedule of Mess staff members daily.


Maintaining student discipline at the Mess.


Supervising cooks during preparation of food.


To maintain the Mess in good Hygienic conditions.


In-charge for smooth supply of food to the students and staff during Mess timings and also during Important Functions / Events in the College.

-oOOo-
