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VISION

“Education is a continuous learning process and Mahendra Engineering College will remain in the
forefront and strive to provide quality education coupled with latest technologies, which will
leave an everlasting impression in the minds and hearts of all the students, parents, staff and
dignitaries who are associated with and who have passed through the portals of this
“TEMPLE OF LEARNING”.

The Vision of our College is to be an internationally recognized institute for engineering education and
research with ethical values.

MISSION

e To ensure the effective use of resources to mould the students as professionals and entrepreneurs.
e To enhance the industry-institute interaction for innovative technology practice.

e To encourage the faculty members and students for advanced research.

e To inculcate ethical values among the faculty members and students.

QUALITY POLICY

e To impart education by which Character is formed, Strength of Mind is increased, the
innate intelligence in students gets expanded and he/ she is made to stand on his/her
own.

e To impart Total Education, Socially Relevant and Technology Savvy to match the needs
of the Industry and the Society.



1. HUMAN RESOURCE PLANNING

Human resource is an important component in every Institution. The Principal shall assess
in the month of April every year, the staff requirement for the subsequent academic year.
He will obtain the staff requirement lists from all the Heads of Departments and arrive at
the number of Faculty members, Lab Assistants and Administrative staff required with the
following guidelines in mind.

He will consider appointing a Professor to be the Head of every discipline, besides the
number of Associate Professors and Assistant Professors required in accordance with the
faculty-student ratio of 1:15.

He will appoint a Selection Committee for recruitment in each discipline, composed of
the Principal, HOD, and the Department’s Advisors/Experts from high-performing
Institutions and Industry.

RECRUITMENT

The Selection Committee shall prepare a job description and job specification for the
candidate to be recruited.

The Committee shall augment candidature in a ratio of 1:3 for every position to be filled
from any or all of the following sources: Advertisements in the Newspapers/Website/
Social media and through References.

If the Committee deems it fit, may also conduct Walk-in Interviews for augmenting the
required candidates.

The Committee shall shortlist the candidates in the following processes: Personal
interviews and Classroom demonstration:s.

The Committee shall finalize the shortlisted candidates and submit their recommendations
along with the personal data sheets of the candidates to the Chairman/Managing
Directors who in turn will approve the decisions of the Committee on the appointment.
An Offer of Appointment shall be released by the Principal through HR.

ORIENTATION

Every faculty member appointed in the College shall be given an Appointment Order.
He/she may be given a brief introduction about the College by the Principal on the day
of his/her joining.

The Principal will introduce the newly joined faculty member to the Head of the
Department.

The HOD will give a brief introduction of the Department and will introduce the new
incumbent to all the teaching and non-teaching members of his/her Department.

The HOD will also ensure all the registration formalities, including submission of Joining
Report, User Id for secured internet accessing facility, ldentity Card application etc., by
obtaining the assistance of the HR team.

The HOD will assign subject(s) to the new faculty member(s).



2. POSITIONS, PAY SCALES AND WORKLOAD

e The College will have the following positions of hierarchy in the teaching departments:
Principal, Dean (If necessary), Professors, Associate Professors and Assistant Professors.
e HOD:s are appointed by the Management in consultation with the Principal.
o Each Department shall have Support Staff like Programmers, Lab Assistants and Attendant.
o The College office will have the following positions of hierarchy in the Administrative
Section: Administrative Officer, PA to Principal, Financial Officer, Accountant, HR
Manager, Admission Officer, Training and Placement Staff, Library Staff, Office Supporting
Staff and Office Assistants.
o The Scales of Pay for various teaching positions will be as follows:
e Principal and Special Positions Pay as per AICTE norms, commensurate with the
qualifications and experience.
e Professor : Rs.37400-67000 with Academic Grade Pay 10000
e Associate Professor : Rs.37400-67000 with Academic Grade Pay 9000
e Assistant Professor : Rs.15600-39100 with Academic Grade Pay 6000/7000/8000
The Total Workload for each faculty member shall be 35-40 Hours/Week. The Teaching
Workload (Actual Contact Hours) shall be: 8 Hours/Week for Professor; 12 Hours/Week
for Associate Professor and 16 Hours/\Week for Assistant Professor.

DEARNESS ALLOWANCE

e In addition to the basic salary, a monthly dearness shall be extended to Teaching Staff.
e The Management can also decide other allowances for Principal, Dean, Professors and
Special posts.

INCREMENTS

e Faculty members and Non-Teaching Staff are eligible for the increments prescribed at the
end of one year of service in the Institution.

BENEFITS EXTENTED TO FACULTY MEMBERS AND NON-TEACHING STAFF

e Employee’s Provident Fund

e Group Insurance

o Concession for Staff members in Transportation.

o Preference given to Employees’ Children in admission and concession in fees.

INCENTIVES AND REWARDS

Staff members are eligible for the following incentives and rewards, based on their performance,
contribution and years of service at the Institution.
e For producing 100% results in a Theory paper Rs.1000/- Cash award from Mahendra
Educational Trust (MET).
e Department-wise yearly BEST TEACHER AWARD from Mahendra Educational Trust
(MET).
e Sports activities and awards are also initiated to encourage suitably.



3. LEAVE
(a) Casual Leave (CL):

All Staff members are entitled to take Casual Leave of 1 Day per Month. If CL is not
availed in the previous months, cumulative number of days of CL may be availed in the
subsequent months to the maximum of three days.

When Casual Leave is required more for than one day for unavoidable situation but not
having CL credit from previous month, a special request may be submitted to Principal.
While considering the additional CL, the Individual Leave Record (in previous year) can
be taken into consideration.

If Faculty members availed leave on Saturday, they have to report to duty compulsorily
on Monday. If they failed to report, all three days (Saturday to Monday — 3 days) will be
taken as leave. Prior to or After Sunday / Declared / Government holiday, faculty should
be present to the duty.

Faculty members should report to the College before engaging into any On-Duty when
they are on CL / CCL.

Faculty members availing leave should make alternate arrangements for classes and HOD
should have a follow-up of the same.

(b) Permission:

All Staff members are entitled to take 2-permissions of 1-Hour each either in the morning
(9.30 - 10.30 am) or in the evening (3.30 - 4.30 pm) per month. However the permission
cannot not be availed in a day in which Casual Leave is taken either in AN / FN and also
both permissions should not be availed on the same day.

Faculty members availing permission in the morning should ensure that their classes are
engaged on time. It is the responsibility of the faculty to do alternate arrangements for
classes and HOD should have a follow-up of the same.

(c) Compensatory Casual Leave (CCL):

Faculty members are eligible to avail CCL in lieu of working for the Institution on non-
working days / general holidays.

CCL can be availed only one day per month. On special occasion it can be extended up
to 2 days subject to the approval of the authorities concerned.

CCL can be earned by CCL credit for which faculty members shall apply through online.
CCL credit is subject to the online approval and biometric data verification.

CCL earned can be availed within 365 days from the date of CCL credit approved date.



(d) ON-DUTY (OD):

OD for attending Programmes/Semester

Total Experience of the Staff members

Programme

Less than 6 months

Above 6 months

Above 1 year Above 5 years

experience but less than 1 year | but less than 5 years
Conference - 1 day 2 days 3 days
Workshop
/ Seminar i 1 day 2 days 3 days
EDP / STTP ) As per recommendation from HOD & approval from

Principal.

Note: Staff members who have less than 6 months of experience are not eligible for OD.

OD for Exam Duties

Nature of Work

Allotments

Criteria

Hall
Superintendent
for Theory Exams

Order from AU
/ other
Autonomous
college

a). 7 Full working days (both FN & AN)

b). For the faculty having less than 3 years
experience

¢). Additional duties beyond 7 days have to

be transferred to other staff members.

d). 7 days including both AU and other
Autonomous colleges

External Examiner

Order from AU

a). One order per semester from AU office

. / other b). One order per semester from other

for Practical .

Autonomous Autonomous college to the maximum of 2
Exams

college days

Order from AU

. / other 7 days (includes both AU and Autonomous

Paper valuation

Autonomous Duty)

college

AU representative

Order from AU
office

7 days per semester

AU Squad duty

Order from AU
office

Approval from the Principal

¢ On-Duty to Autonomous Colleges is restricted to Salem, Namakkal, Erode, Dharmapuri,
Hosur and Karur Districts.
e Staff members are informed to submit a copy of On-Duty order from Autonomous
Colleges to the COE office.




(e) SPELL LEAVE

Total Experience of the Staff members
Le;jc::fhns 6 Above 6 months Above 1 year Above 6 vears
. but less than 1 year but less than 6 years Y
experience
4 days only 4 days in winter vacation 7 days in winter vacation | 10 days in winter
. & vacation &
during summer & . .
. . . 10 days in summer 14 days in
vacation 7 days in summer vacation . .
vacation summer vacation

Note: Faculty members and Staff should note that their spell leave may be converted into CCL
subject to the following conditions:

e The conversion is not possible as a portion, but for the whole period. Also only 50% of
the days will be added to CCL account of the surrendered spell, based on special
permission obtained from the Principal, well in advance with proper justification.

e The leave earned in such a way can be availed in the same academic year/calendar year
as per their option while surrendering the same.

(f) MATERNITY LEAVE

e Leave can be granted to all Women Staff members subject to the following conditions:
e The maternity leave is limited to a maximum of 3 months.
e Such Staff should give an undertaking that they will work for two years after
rejoining the duty.
e Non-Teaching women staff members are eligible to avail of 30 days only subject
to the above conditions.
e Maternity leave may be sanctioned based on the discretion of the Management.

(g) MEDICAL LEAVE
e Medical Leave for Treatment and Hospitalization for serious complaints will be decided
on the merit of individual case.
e For other ailments and hospitalization, medical leave will be considered on submission of
medical certificate and discharge certificate from recognized hospital.

4. PROMOTIONS

e All promotions shall be considered on the basis of merit cum seniority based upon the
requirement and recommendations from HODs.

e The Principal shall constitute a committee to recommend promotion in which he shall be
the Chairman, with two Professors and External Experts from Industries/reputed Institutes.

e The committee shall consider recommendations for promotion of teaching staff to the
next higher position on the basis of the guidelines as per AICTE norms, subject to the
condition that there was no disciplinary action against such candidates.






