SHREE VENKATESHWAHA

HI-TECH ENGINEERING COLLEGE
(AUTONOMOUS)

Accredited by HBA (CIVIL, CSE, EEE, MECH), MAAC with A" Grade
Approved by AICTE, New Delhi & Affiliated to Anna University, Chennai
Gabi - BY8 455, Erode (D1), Tamiinadu

HUMAN HESI]UH[:E
POLICY HANDBOOK




SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE
{Autonomous)

SHREE VENKATESHWARA HI-TECH
ENGINEERING COLLEGE

(Autonomous)
Gobi

HR MANUAL

SVHEC - HRM
Edition No.04

Date : 05/06/2024




{Autonomous)
LICY

SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE

TABLEOF CONTENT

|

PAGENO.

Introduction

Vision and Mission

Definitions

College Profile

General Information

Improvement, [nnovation and Leaming

Recruitment Policy

Employee Duties and Responsibilities

Hours of Work

Positions and Pay Scale

LE:E'I-'E.PI:IIiC}r 14
12. | Employee Performance Appfaiaé & Promotions 1
13. | Discipline and Grievance Procedure 18
14, | Confidentiality and Non-Disclosure 28

Conflict of Interest

Non-Harassment Policy

Employment Discrimination Policy

17, 33
18. Reasonable Accommodation for Disabilities and Pregmnu? 34
19. | Off-Duty Employees - 3%

Eumors

Personal Loans

Staff Welfare and Recreation

MWotice Board

Good Housekeeping

75 Personal Record Policy 8
26. | College Equipment Monitoring, Access or Inspection 39
57 | E-mail and Computer Files 19
28, | Safety 4
ag | Fire Extinguishers/Fire Department Number a2
| 3p. | Termination of Service/Resignation a2
31. | Employee HR Policy Revisions £

ANNEXURE [-Emplovee Roles and Responsibilities

ANNEXURE Il =Research Activities Incentive and Other Benefits

ANMNEXURE III-SVHEC Forms




| 2%} SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE, GORI
=== (Autonomaons)

L INTRODUCTION
| Human Resource (HR} policy is created for SHREE VENKATESHWARA HI-TECH
ENGINEERING COLLEGE (Autonomous). This HR policy replaces all the other
policies, procedures, benefit statements, memoranda and other established written or

oral practice.

The mformation in this HR policy is important to all of our Employees and they
should read the manual and duly sign the report. Whenever there is any clarification

on college policies and benefits, the HR policy should be referred.

HR policy is neither a law book nor a catalogue of personnel policies. It presents a

summary of some of the more important policies.
Doubts, 1f any can be clanfied with the Administrative officer.

Circumstances will obviously require that the policies, practices and benefits
described in the HR policy change from time to time. The college reserves the right to :
amend, modify, rescind, delete, supplement or add to the provisions of this HR policy
as it deems appropriate from time to time in its sole and absolute discretion. However,
no amendment or modification of the “Terms of Employment” provisions of this HR
policy shall be effective unless made in writing, and signed by the
Chairman/Secretary of the college. The college will attempt to provide employees ‘

with notification of any other changes as they ocecur.
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2. VISION AND MISSION

VISION

Emerge as a Premier Institute for Technical Education.

MISSION

* Providing quality technical education through innovative teaching leaming

process with state-of- the-art infrastructure facilities and laboratories,

Produce competent professionals by inculeating  employability  skills,
leadership skills, communication skills with social responsibilities and ethical

values,

Provide holistic learning ambiance that stimulates students of highest caliber

with scientific temper, vales, ethics and team spirit.

Perform quality research to solve technological/engineering problems related

to mdustry and society.
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3. DEFINITIONS

In this document, unless there is anything repugnant in the subject or context:

3.1 “College”™ means SHREE VENKATESHWARA HI-TECH ENGINEERING
COLLLEGE (Autonomous), Gobi — 638455, Erode (D.1),

3.2 "Employer™ means the Chairman/Secretary who is in charge of the College or

any ene duly authorized to act on his behalf,

3.3 “Notice™ means a notice in writing required to be given or exhibited on the

notice board for the purpose of these Standing Orders.

3.4 "Notice Board” means notice board installed at or near the main entrance of the

College, Administrative Building etc.,

3.5 "Premises” means the college buildings, administrative office, other ancillary

offices and buildings as well as vacant spaces located within the college premises.

3.6 ‘:Emp[ﬂjp'm:.s" means any person employed in the College to do any Technical

and Non — Technical work.

3.7 “"Work premises” includes the premises of the college or works and other places

of work where a work man 15 deputed to work.

3.8 "Words importing the singular number shall include the plural number and vice

versa”

3.9 Words importing the masculine gender shall include the feminine gender.

EBHREE VENHATESHWARA HI-TECH ENGINEERING COLLEGE (Autonamaus] - HRE MANUAL Fape | 3
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4. COLLEGE PROFILE

Shree Venkateshwara Hi-Tech Engineering College (Autonomous),SVHEC, is an

mstitution for achievers. The College is located in a serene atmosphere at |

Gobichettipalayam, Erode District in the State of Tamil Nadu, India. It is a private

self-financing engineering institute. The college is approved by AICTE and affiliated

to the Anna University Chennai. The College was founded by Shree Venkateshwara

Educational and Charitable Trust in the year 2008 with the clear vision that it would

pursue excellence in all activities and with the mission that it would produce

competent professionals with social responsibility through quality technical education

and innovative teaching.

As a premier institution dedicated to excellence in engineering education, SVHEC has |

carned accreditation from the National Assessment and Accreditation Council

(NAAC) with an "A° grade and the National Board of Accreditation (NBA) for its

Mechanical Engineering, Civil Engineering, Electrical and Electronics Engineering

(EEE), and Computer Science Engineering (CSE) programs. In 2023, the college

achieved autonomous status, further enhancing its commitment to providing a

dynamic and industry-relevant curriculum.

The college also imparts professionalism and eritical thinking in students and prepares

them for a dynamic engineering career. It equips students to uphold academic

excellence and become technically competent. The college offers 12 under graduate

BE/B.Tech courses, 3 post graduate ME courses and an MBA course.

The college has well qualified, competent and dedicated teachers. All members of the

faculty are actively engaged in imparting quality education as well as in their own

capacity by participating in seminars, conferences of latest topics.

The college aims at sensitizing the students on socio-economic issues with emphasis

on gender and human rights as well as environmental issues through extension

activities and also by introducing the students to various co-currcular and extra -

curricular activities like literary activities, cultural activities, sports and games etc., so

that they can become liberal thinkers with democratic ideas.
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5. GENERAL INFORMATION

5.1 Name of the college:

Shree Venkateshwara Hi-Tech Engineering College (Autonomous)

5.2 Address of the college:
Erode-Ciobi Main Road, Othakuthirai, K.Mettupalayam (Post)
' Gobichetipalayam-638 455 Erode (DT), Tamilnadu, India,

5.3 Contact Details:
Phone; 04285-244188 / 9942045555

5.4 AICTE Approval ID for Shree Venkateshwara Hi-Tech Engineering College
File No.06/05/TN/E&T/2008/78 DT 30/06/2008

5.5 Anna University Approval ID for Shree Venkateshwara Hi-Tech
Engineering College

Letter No. AU-CBE/Affiliation /New Institutions/UG/16/2008-09:

Date 09/07/2008

5.6 Quality policy:

The SVHEC College is committed to create quality professionals to meet the up-
coming industrial and social needs through

s Excellence in Teaching

Applied Research,

e Industry Interaction
» Confidence in human values and
| »  Seek at continual improvement in all activities
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5.7 About the trust

Name of the trusi:

Shree Venkateshwara Educational and Charitable Trust

Registered Address:
Erode-Gobi Main Road, Othakuthirai, K. Mettupalayam (Post) Gobichetipalayam-
638 455 Erode (DT), Tamilnadu,

Board of Trustees:
SVHEC is running under Shree Venkateshwara Educational and Charitable Trust, The
Rules and Regulation for governance are framed by the Board of Trustees and the

Governing body,

6. IMPROVEMENT, INNOVATION & LEARNING

Improvement, innovation and leaming is applied in all functions of the organization.

Fundamental is effective and efficient.

6.1. IMPROVEMENT

The organization employees are provided with opportunities and necessary resources

to participate in improvement activities like Suggestion Box, Employee Feedback, |

Grievance ccll, E-Campus management system (LMS) are implemented. Recognition

and rewarding the improvements are done to the employees by the Top Management,

EHRFF VENKATESHWARA HLTEOH ENCGINFERING OO0 1 FOF § Astnssmonat = HR MANLD AL Paoe | B
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6.2 INNOVATION

Innovation is applied to issues at all levels through changes in the technology, process |
and organization system to meet out the changing needs of customers or interested
partics and to ensure that competitive advantage is maintained and new opportunities

are utihzed.

6.3 LEARNING

Improvements and innovations are encouraged through leaming, “Learning integrates
the capabilities of individuals with those of the organization”. Employees are expected
to combine their knowledge, thinking patterns and behavior patterns with the values of
the organization by considering the organization values based on its vision, mission
and objectives. Improvement of employees competency will be recognized and

rewarded. [CT Tools are incorporated in teaching learning methodology.

6.4 OBJIECTIVES (Bench Marking)

The College has developed strategic plans and objectives for its processes and every
employee of the college should translate organization objectives into individual job

objectives based on their job responsibilities, and to establish action plan to their

achievements. The employees performance shall be assessed against their |

achievement with their job objectives periodically.
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7. RECRUITMENT POLICY

7.1 Competency Matrix / Skill Matrix

People are the significant resource of the organization and their full involvement

enhances their ability to create value for interested parties. In order to meet the needs o
interested parties, the college has identified and defined the necessary competences o

people in term of their qualification, experience, skills and training requirement.

7.2 Manpower Assessment

Head of the Department shall calculate the Human resource requirement in the
beginning of the academic year. Consolidation of subject wise teaching load is

calculated (Student — Teacher Ratio as per AICTE guideline)

7.3 Manpower Requirement Finalization

This 15 to be carried out at the beginning of academic year. Staff employment during
the semester will be avoided as far as possible. Planming the process is the
respensibility concern of the Head of the Department. He/She will put up the

requirement for his / her respective department to the selection committee through

principal.

The Selection committee will consult with the Top Management/Principal and then
determines if the vacancy is to be filled through in- house staff or a new Employee has
to be selected. As far as possible the Management/Principal will ensure that all
existing Employees are given the opportunity to apply for new vacancy if they desire.
Screening of the candidate for advertised post is important. Definite guidelines are

followed for calling the qualified candidate.
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7.4 Call for Candidates

The required positions are advertised extemnally for a minimum petiod of fifteen

working days. Exceptions are approved only in the rarest of circumstances by the Top |

Management, List of new openings will be available on the College website from time

to time. The committee may also conduct Walk in Interviews for augmenting the

required candidate.

1.5 Interview & Reporting Order

"1’

W

Y

Screening of applications is done by the respective Interview committee,

Short listed candidates are informed through call letters, E-mails and over
telephones by the respective Depariment Heads.

Interview Commitiee consists of Principal, respective Heads of the department and |
principal, subject, experts, HOD, management. Selection is based upen the
techmical skill and depth in knowledse

Direct interview is conducted for senior posts. Interview committee shall be
constituted by the Chairman/Sccretary/Principal as per the guidelines approved by
the designated authority.

Pay for the selected candidates is fixed by the selection committee as per the pay
scale approved by the Management/Principal for the respective post based upon the
qualification and experience of the candidate.

Assistant Professors’ Associate professor/ Professor are appointed as per AICTE

norms and other designated post as per the requirement of the Top Management.

.
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7.6 Background Checks and Relieving Reports

A relieving report of the newly recruited employee will be checked before applying of
relieving.

Unless the candidates are suspected of wrong doing, before requesting the relieving

report, the college will notify its intent to make the request.

7.7 Appointment Order Issuance

# Sclected candidates detail are given to Management / Principal for preparing the
appointment order

» Appointment order will be issued by Principal / Chairman / Secretary

7.8 Joining and Induction Training

Newly inducted employees have to underge orientation training within a week of |

joining. The training provides necessary information concerning the history, facilities

and major policies of the College, HR Policy and responsibilities, faculty and staff

benefits, and educational oppertunitics and academic etc.

The HOD intimates all concerned whenever the employees join the College. The
HOD makes the newly joined member aware of all the working procedures and leave

rules, etc and get duly signed in the HR Policy that the new employee has understood.

EHEFEVENKATEFSHWARA HI-TEUH EXCTNEERING U0 1LFEGF [hstnssmnns = R MANLIAL Pane | 10




SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE, GOBI
(Autonomous)

8. EMPLOYEE DUTIES / ROLES AND RESPONSIBILITIES

s Refer Annexure No: |

9. HOURS OF WORK

The hours of work and work week, for both teaching, non-teaching staff and office
staff arc generally as outlined herein. However, management may alter or change

the workday and workweel, for greater efficiency for any other reasons.

The periods and hours of work including mid leisure break for all staff shall be
exhibited in English & Tamil on the college’s Notice board, The starting and
closing time of each period shall be signaled by means of a bell or siren, but failure

to sound the bell or siren due to unavoidable circumstances.

Working Hours for Teaching and Non-Teaching Staffs

Working Days | Working Hours Break Time Holiday

2™ and 4"

Monday — Friday | 9.00 am— 4. 25 pm |1 Hour for Lunch
Saturday & Sunday

Working Hours for other Employees

Other Employees Working hours Break Time

House keeping 6.30 AM-3.30 PM | Hour

Scavengers 7.00 AM —4.30 PM | Hour

SHRFEF VENKATFAHWARA HI-TECT ENCINEERING 000 1 FRF {Anbannmens - HE MARLTAL Prna l 11
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10. POSITIONS AND PAY SCALE

Position Pay Band {Rs) AGP (Rs)
Professor 37400 -67000 10000

Associate Professor 37400 67000 Q000
Assistant Professor 15600-39100 6000

10.1 Yearly Increment

# Employees are cligible to the increment prescribed at the end of 12 months
service in the College. Increment for the staff members is given with respect to |
the month of joining. (End month of the Year)

# Additional Increments shall be given to employees based on their contributions
and results achieved in the University Examinations at the discretion of the Top

Management,

10.2 Benefits Extended to Faculties

# Employees Provident Fund (EPF).
# Refreshment

10.2.1 Hostel Accommodation

» Employees are provided hostel if requested. They should get prior permission
from Management / Principal.
7 Faculty members acting as deputy warden are provided with food concession in

Mess.
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10.2.2 Transport Allowance

F

-

Free Transport for Teaching staff.

Free Transport for Non-Teaching staff,

10.2.3 Travel Allowance

=

1‘-."

v

¥

v/

All members of the staff are eligible for travel allowance, when deputed on

otficial duty as per the order of the Principal.

Subject to himits prescribed in the schedule given above, reimbursement of fare

paid for the journey and accommodation charges, if any, will be made.

Higher class of travel or accommeodation is permissible only on special

sanction,
Travel shall always be made only on the shortest route.

If cancellation is made on genuine reasons on order from the sanclioning

authority, cancellation charges shall be reimbursed.
Travel claim / settlement shall be made within 2 days after completion of travel.

If cancellation is made by the staff, the advance drawn if any should be

refunded within a day.

Any other expenditure involved shall be reimbursed subject to eligibility and

approval by the management.

RIHHEF VENEATFSHWARA WLTFOH FNOINEERING 000 F2F (Asimsmanst = HRE MANLIIAL Panm |l 13
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10.3 Rewards
Employees are eligible for the rewards, based on their performance, contribution and

‘ years of service at the college.

10.4 Research Benefits to Faculty
# TFaculty members are financially supported for presenting papers in conferences
{ attending Seminars, Workshop, FDP, and SDP etc.
# Faculty members are allowed for conferences / attending Seminars, Workshop,

FDP and SDP registration fee and TA/DA, I

Refer Annexure No: 2

11. LEAVE POLICY

11.1 Casual Leave

# Every employee is eligible to avail up to a maximum of 12 days of Casual

' Leave in an academic year (June 1 to 31" May).
# MNormally only one day casual leave will be sanctioned in a month.

# Continuous absent for more than 2 days will be treated as Leave on Loss Pay

for the actual number of days absent.
|

# Permission for short absence not exceeding one hour on any working day may

be granted at the discretion of the designated authority.

# If the number of permission for short absence exceeds 2 in a month, it shall be
considered as half a day CL for 3 permissions,

7 The employee who completed less than one year of service in SVHEC, casual

leave will be credited prorated basis.
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‘ 11.2 Compensatory Leave

# In general, prior approval of Principal should be obtained by the HOD, for

‘ carrying out works on compensatory leave to the staff. However, compensatory
leave towards unscheduled hours of works due to urgency, entrusted to a staff

en special occasions by the HOD, will be granted on specific reason and
recommendations of the HOD in return form within three days from the date /

period of carrying out such work

"‘.?

Principal and petting it sanctioned in advance. The record of such
compensatory leave will be mantained in the Administrative Office. The
Compensatory leave should be availed within 30 days

# Compensatory leave will not be granted to any staff for university practical
examnations, inspection of AICTE/University. Compensatory leave shall not

be given for any remunerative or routine work.

11.3 On Duty

# On Duty Permission will be granted only after getting prior permission in return
forms the Head of the Department and approval by the Principal. The staff must

also sign in the register maintained for availing On Duty.

w7

The Teaching Employees will be allowed 24 days ON DUTY for the purpose of
attending board meetings / Central valuation / External Examiner for practical
examinations connected by university during the college working days. Staff
shall also avail OD for attending seminar, workshop and conferences. Staff
should produce evidence from the competent authority for having done the
intended duty. Otherwise, the absence will be treated as leave.

» All other On Duties if any pertaining to the college should be specially allotted

by the HOD or Principal and permission must be obtained in advance from the

Principal

ENREF VENKATFEHWARA HLTRCH FNCINEFRING CTH L FOF LA ntnnnsons) = HRE MAKLIAL Fana l 15
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11.4 Vacation Leave (VL)

# These rules govern the availing of vacation leave for each semester. The

maximum duration and number of days shall be decided by the Princi pal.

# Vacation Leave (VL) is applicable to only the members of the Faculty (teaching

staff) with eligible service.

Eligible Service No of Days

Above 6 month to One year 3 Days

Above | year to 2 years 7 days

Above 2 years 10 days

However, vacation leave shall be availed as per the circulars issued in this

regard indicating the slots in the period identified for winter or summer

vacation, to ensure smooth functioning of the college. (Winter is Nov or Dec,

summer 18 May, Jun or Jul)

While calculating the number of days of vacation leave, all intervening declared

t_l’

holidays and Sundays will be included.

11.5 Maternity Leave

# The maternity leave is limited to a maximum of 3 months only.

11.6 Paternity Leave

# The Paternity leave will be granted to the faculty as per norms.

SHREF VENHATERHWARA HI-TECH ENCINEFRING C0OW 1 FGF (Antannmeact - HRE MANLAL
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‘ 11.7 Marriage Leave

# The leave can be granted to all unmarried employee, during their marriage time

subject to maximum of 5 days.

‘ 11.8 Permission

12, EMPLOYEE PERFORMANCE APPRAISALS & PROMOTIONS

‘ 12.1 Faculty Appraisal

The Faculty performance in Academics is evaluated during end of the academic year.

2
3
4,
3

6.

Teaching Performance

Continuing Education

Organizing Programme

Research Activities and Publications
Memberships & Distinguished Achievement

Service to College, Department, Students

12.2 Promotions

The academic performance is evaluated using the following parameters,
1.

» Employees can take one hour Morning/Evening permission twice in a month,

The chance to progress is important to each of us. By promoting from within our

organization, when present Employees are qualified and as justified by our College

needs and growth, the College offers as many opportunities for advancement as

possible.

SHRFF YFAKATESHWARA HLTECH FENCINERRING O FEF Astonnmnnst = HRE MANTTAL
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DISCIPLINE AND GRIEVANCE PROCEDURE

13.1 Acts, Commissions and Omissions constituting Misconduct

10.

Insubordination or disobedience whether alone or in combination with another or
others, of any lawful and reasonable order of a superior.

Striking work or inciting others to strike work in contravention of the provision of
the industrial disputes act, 1947, or any other enactment or rule in force for the
time being.

Riotous or disorderly behavior during working hours in the college premises or

any act subversive of discipline either in the premises or outside concemning the

administration or business,
Picketing or demonstration within the college premises.
Slowing down in work or an abatement or instigation thereof,

Threatening or intimidating or assaulting any employee within the premises or

outside the premises of the college, if such threat intimidation or assault is in |

connection with the course of employment in the college.

Squatting anywhere inside the premises of the college with a view to intimidating
the HOD or the Top Management or threatening them or for any other reason.
Indulging in any political activity during the working hours of the college within
the college premises.

Preaching or inciting violence in relation to any matter in the college.

Allowing an unauthorized person to do the work entrusted to him.

SHRFE VENKATESIMWARA HLTECW FNCTNEERTNG OO0 1 FEE i Animmamane] - HRE MANLIAL Fana | 1R
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11, Interfering with the works or process not connected with the work allocation and |

I,

14.

15,

16.

s

18,

19.
20.

21,

(Autonomous)

or asked to be done by a member of the Supervisory Staff,
knowingly and wrongly interfering with the records of attendance or means of

recording attendance or the attendance of another employee.

. Disclosing confidential college information or damaging college property from

college premises, without prior college authorization.

Unauthorized possession of any lethal weapon inside the college.
Conviction by any court of law for any criminal offence involving moral
tupitude,

Habitual negligence or neglect of work.

Loitering, indulging or wasting time during working hours or being within

the college out of the authorized hours of work without prior permission,

Breach of any rule or instructions for the maintenance/ and running of any
department.

Damage to any property of the College.

Interference with any safety devices installed in the College.

Canvassing or taking signatures of employee within the college and indulging in
acts which are harmful to the college or its peaceful or efficient working or
indulging in any subversive acts against the establishment or the Management

thereof.
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22. Dhstribution or exhibiting  any pamphlets/posters within or outside the college
causing them to be displayed by means of signs or writing or other visible |
representations of any matter without the previous sanction of the Management.

23. Falsifying or refusing to give testimony when accident or other matters are being
investigated.

24. Theft, Fraud, or dishonesty or misappropriations in connection with the college
property.

25, Taking or giving bobs or any illegal gratifications whatsoever,

26. Impersonation or being accessory there to be connived at it,

27, (nving false information regarding one’s age, father's name, qualifications or
previous service at the time of employment.

28, Refusal to receive a memo or any other communication, issued by the office.

29, Deliberately making false, vicious or malicious statement to public or to the

College or any other Officer of the College or an employee of the College.

30. Deliberate or willful destruction or vandalism of college materials, machines, |
supplies, or other college property

31. Unauthorized use of college property, equipment or malerials

32. Smoking nside the College premises on duty.

33. Drunkenness, Consuming, possessing, selling or distributing alcoholic liquors or

illegal drugs or narcotics within College premises.

14, Gambling within the College premises.

EITREE VFAKATESHWARA FI-TFCH FNGINEFRING O 1 FCF Antvnamess) = HR MANLAL Pasna | 20
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35.

36.

37,

38.

39,

40.

41.

42.

43,

44,

43,

46,

47.

48.

49,

{Autonomons)
Sleeping during working hours,

Collection of any money within the premises for purposes not sanctioned in
written form by the employer.

Engaging in trade inside the College premises.

Lending money in the premises

Domng a private/personal work within the college with or without the prior
permission of the employer.

Habitual absence without leave or absence without leave for more than &
consecutive days or over staying the sanctioned leave without sufficient grounds
or proper or satisfactory explanation, and habituate attendance,

Unauthorized absence for more than two occasions in calendar month,

Absence from duty when leave applied for is refused or postponed.,

Obtaming or attempting to obtain leave of absence on false pretenses.

Taking up employment elsewhere after applying for leave and giving other
reasons without prior written permission of the employer,

Failure to wear uniform clothes supplied by the management.

Leaving or entering the college except by the gate pass notified for the purpose.
Repetition of any act or omission for which fine can be imposed,

Any other act which is subversive of discipline of the establishment.

Breach of any provisions of the standing orders or of law applicable to the

establishment or any rule there under.
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0. Violation of the Harassment or Employment policies of the colleges,

31, Such other acts and omissions which, in the opinion of the Management,
Constitute musconduct.

32. It must be remembered that the employment relationship is based on mutual
consent of the employee and the college. Accordingly, either the employer or the
college can terminate the employment relationship at will at any time, for any or no
reason. Further, the college can demote, transfer, suspend or otherwise disciplinary
actions can be taken in its sole and absolute discretion. All enquiries contemplated
under this Standing Order in respect of all employees shall be made by the

Employer or any other person authorized by himv/her in this behalf

13.2 Code of Conduct for Teachers

# Teachers shall be at the appointed classroom at the appointed time without any

exception.
# Every teacher shall take attendance at the beginning of the teaching hour.
# Every teacher shall close the hour punctually at the end of the hour.

# A teacher finding a student committing any act of misconduct in the class or in

the premises, shall immediately take appropriate action, which shall be
# taking correctional action if it is within his/her power, or

# reporting the matter to the HODYPrincipal
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# Every staff member shall attend all the departmental and college functions and

carry out responsibilities assigned by emploving best of their skills and

‘ altention.

# Faculties and students shall not engage themselves in other activities/
businesses, which affect their effective contribution in the Department and the

College.

» Faculties and students shall not receive gifts of any kind from the Students or

their Parents for any favoritism.

Teachers shall maintain a respectable work conduct in terms of:

# Preparation for the particular day’s Classes, with latest information added to the
rep p

gearlier course content.

Keeping all teaching aid material required for conducting the class in an orderly

".l'

manmner,

L5

Going according to session plan for the day and completing the syllabus for the

semester without any backlog.

Following up assignments and tests given to students, evaluating in time and

w7

giving feedback to the students.

# Ensuring the orderly arrangement of Class room and its cleanliness with the

help of students and the cleaning staff, wherever appropriate.
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Teachers shall observe good personal conduct in terms of:

# Not using any abusive language towards students, fellow teachers, parents and

other members of public.
» Not entering into quarrels, fights or any act of disrespectable nature.

» Not engaging in any activity/business inside the college premises, including
lending money , canvassing for the sale of any articles or distribution of any

comumodity.

» Not to affiliate with any political organization this might cause conflict of
interest with the duties of a teacher and the reputation of the College. Ethical

Standards of a teacher or described below

13.3 Ethical standards for teachers

# A Teacher Shall live and lead by example in every sphere of conduct

particularly to inculcate a culture in students,

a) To respect parents, teachers, elders

b) To express the love of brotherhood to fellow students

¢) To accept and extend due respect to every religion and social grouping

d) To love the Nation and commit their endeavors to his/her progress shall have a
sense of belonging to the college

# Shall assume total dedication to the teaching profession

# Shall always have an urge to excel in professional expertise

# Shall wear a respectable attire, befitting the society’s expectations
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Shall keep up immaculate personal hygiene at all times

Shall never appear untidy, through style of dressing, grooming of hair or in

respect of wearing any omamental materials.

Shall never have the habit of chewing, smoking or consumption of

alcoholic drinks

Shall never gossip or discuss unauthentic information with peers or other

members of public which might provoke a sensation or ill feeling of any sort

shall always listen to students with concern, whether it is in respect to doubts in

lessons or it be relating to any personal help

Shall always motivate the students, giving them a feeling of comfort and

encouraging their enthusiastic expressions

Shall attend to parents as a true representative of the college, clarify their

doubts with concern and help them understanding the system in a better manner

Shall confer with them on any special problem pertaining to their wards; assist
them in solving the problem and guiding them properly on how and whom to

approach for further help

Shall always give the parents authentic and correct information and never enter
into any form of gossiping either relating to the College or of fellow teachers,

students or any other member of the socicty
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# Shall always accept the entity of fellow teachers, honor their sentiments and

respect their value system

# Shall always Endeavour to assist fellow teachers, either in their teaching
practice or in any form of adjustment required for discharging their
responsibilities,

13.4 Disciplinary Procedure

# Any staff member who 15 violating the code of conduct defined in Section 13.1 |
of this Manual will be subjected to appropriate disciplinary action by the

Principal/Chairman/Executive Director,

# If a staff member commits an act of misconduct or misdemeanor by violating

the code of conduct, anyone can report in written to the Prncipal.

# The Principal shall hold a preliminary enquiry on the matter, by calling the

person on whom the report 1s given, as quickly as possible.

't'_i

If the Principal is satisfied with the facts of the Complaint on such enquiry, he
shall proceed with the disciplinary process, depending upon the veracity of such

violation,

He shall proceed with issuing a Show Cause Notice, fully describing the

W

offence and the action proposed to be taken, giving sufficient time for the

accused teacher for giving his/her explanation.

#» On receipt of the explanation or after the expiry of the time stipulated for
submission of explanation, the Principal shall go through the merit of the

explanation and decide on the course of action, which may include a

punishment.
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‘ The course of action for disciplining a teacher shall be under the following

Categories:

1. Memo and Censure.

ii.  Warning in written, with recovery of financial loss is involved in the act,

. Suspension from work without remuneration.
v.  Dismissal or discharge from service.
v.  Any staff member receiving more than two memo or warning will be given

punishments as mentioned above.

# The Principal shall report the proceedings periodically to the Chairman/Secretary

13.5 Grievance Procedure

# The Principal shall constitute a Grievance Committee to redress the Grievance

of the teaching and non-teaching staff.

# The Grievance Committee shall be composed of among the ranks of Head of

the Departments, Principal/Executive Director.

The Principal shall announce the Constitution of the Committee and the names

"_ﬂ.

of members at the beginning of every academic year.

The grievance committee shall:

H_.l'

b) Meet once in every month on a stipulated day and time

» Any teaching or non-teaching staff having grievance shall make a

a) Have a member secretary, to monitor the proceedings
representation to the Commuittee, |
|

SHARFE VFNKATESHWAR A HLTFOH FNOINEERING O 1 FGE (Antannmand = HRE MANLUDAL Fana | 37




SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE, GOBI
{Autonomous)

# The member Secretary of the Grievance Committee shall include such

grievance as an item of the agenda in the next weekly meeting, unless the
seriousness of the grievance warrants a meeting to be commissioned

immediately.

# The grievances shall be redressed immediately by the committee and by the

Principal.

# The Member-Secretary shall record and maintain the minutes of the meetings.

13.6 Suggestion Box

The college has provided Suggestion Boxes in all prominent places for all employees

and students to give their suggestions and make a culture of it

14. CONFIDENTIALITY AND NON-DISCLOSURE ,

The college may provide and make available certain information including
Admissions, teaching and leaming, Brand Building and other relevant information

to employees without limitation
# Brand Building programs and methodology
# The techniques used in approach or result of any market research
# Advertising sources
# Financial information about the College

¥ Students information reports and mailing plans and programs
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Whether written or verbal, or contained on computer hardware or software,
(“Information™). This Information is of substantial value, highly confidential and is

not known to the general public.

It 15 the subject of reasonable efforts to maintain s secrecy, constitutes the
professional and trade sccrets of the College, and is being provided and disclosed

to employees solely for use in connection with their employment by the College.

In consideration of an employment and receipt of the Information, an employee
agrees that he:
a) Shall regard and preserve the Information and the trade secrets of the
College has highly confidential
b} Shall not disclose, nor permit to be disclosed, any of the Information to any
person or entity, absent written consent and approval from the College.
¢) Shall not photocopy or duplicate, and will not permit any person to
photocopy or duplicate, any of the Information without the College’s written
consent and approval
d) Shall not make use of any Information for their own benefit or the benefit of
any person or entity other than the College
¢) Shall return all the Information to the College immediately upon request for
it. Nothing in this policy alters the at-will nature of the employment

relationship.

15, CONFLICT OF INTEREST

Employees are required to avoid any conflict of interest during their employment
by the College. Any mnvolvement that conflicts with employees duties or
responsibilities or affect the staff member’s judgment in making a decision

affecting the College will be considered as a conflict of interest.
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Employees may engage in or have outside business or personal interests or
activities that do not constitute a conflict of interest with their employment in the
College. The College requires that these activities or interests do not adversely
affect a staff member’s capacity to perform his or her functions or result in

conflicting loyalties.

16. NON-HARASSMENT POLICY

Harassment m employment, including sexual, racial, and ethnic harassment, as
well as any other harassment lorbidden by law, 15 strictly prohibited by the
College. Employees/students who violate this policy are subject to discipline,

meluding possible termination.
A racial, ethnic and other form of prohibited harassment include, but is not limited
to:

1. Visual conduct, including displaying of derogatory objects.

2. Verbal conduct, including making or using insulting comments, nickname,

insult, and jokes.

In addition, sexual harassment is defined by the regulations of the Labour Law as
unwanted sexual advances, or visual, verbal or physical conduct of a sexual nature.

Sexual harassment includes gender harassment and harassment on the basis of

pregnancy, childbarth, or related medical conditions, and also includes sexual

harassment of Employees/students of the same gender as the harasser. This

includes, but 15 not himited to, the following types of offensive behavior.
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. Unwanted sexual advances.

. Offering employment benefits in exchange for sexual favors.

. Making or threatening reprisals after a negative response to sexual advances.

4. Visual conduct, including leering, making sexual gestures, displaying of

sexnally suggestive objects or, cartoons, or posters.

Verbal conduct, including making or using insulting comments, nickname,

L

msult, and jokes.

6. Verbal sexual advances or proposilions,

7. Verbal abuse of a sexual nature, graphic verbal commentaries about an
individual's body, sexually degrading words used to describe an individual,

suggeshive or obscene letters, notes, or invitations.

8. Physical conduct, mncluding touching, assault, impeding or blocking

movements,

Examples of sexual harassment include (a) an employee being fired or denied a job
or an employment benefit because the Employee refused to grant sexual favours or
because he or she complained about the harassment; (b) an Employee reasonably
quitting his or her job to escape from harassment; or (c) an Employee being

exposed to a hostile work environment.

The College will take all reasonable steps to prevent harassment from occurring

and will take immediate and appropriate action when the College knows that

unlawful harassment has occurred.
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An employees has been harassed by anyone, or if 1t 15 believed that another staff
member has been harassed, 1t is the duty to promptly report the facts of the
incident or incidents, and names of the individuals mmvolved, to the Top

Management.

The matter will be mmmediately and thoroughly investigated, and confidentiality
will be maintained to the extent possible. After reviewing the evidence, a
determination will be made concerning whether reasonable grounds exist to

believe that harassment has occurred.

It is the obligation of all Employees to cooperate fully in the investigation process,

The College considers any harassing conduct to be a major offense which can

result in disciplinary action for the offender, up to and including discharge.

The College will take action to deter any future harassment. In addition,
disciplinary action will be taken against any Employees who attempts to
discourage or prevent other Employees from bringing harassment to the attention
of management. The persons involved will be advised of the determination if

appropriate.

The College wants to assure all of its Employees/students that measures will be
undertaken to protect those who complain about harassment from any further acts

of harassment, coercion or intimidation, and from retaliation due to their reporting

an incident or participating in an investigation or proceeding concerming the

alleged harassment.
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17. EMPLOYMENT DISCRIMINATION POLICY

The College gives equal opportunity to employer and makes employment
decisions on the basis of competency. The college has the best available people in
every job. Therefore, the College does not discriminate, and does not permit its
Employees to discriminate against other Employees or applicants because of caste,
color, religion, sex, sexual orientation, gender identity or expression, pregnancy,
marital status, national origin, citizenship, veteran status, ancestry, age, physical or
mental disability (an impairment that liouts a major life activity), medical
condition, genetic characteristic, or any other consideration made unlawful by
applicable laws. Equal employment opportunity will be extended to all persons in
all aspects of the employer-Employees relationship, including reeruitment, hiring,

upgrading, training, promotion, transfer, discipline, layoff, recall and termination.

If any staff member has been subjected to any form of unlawful discrimination it
is the duty of every employee promptly report the facts of the incident or incidents,
names of the individuals involved, and the names of any witnesses to the

Management.

The matter will be immediately and thoroughly investigated, and confidentiality
will be maintained to the extent possible. After reviewing the evidence, a
determination will be made concerning whether reasonable grounds exist to
believe that discrimination has occurred. It is the obligation of all Employees to
cooperate fully in the investigation process. The College considers any conduct

based on unlawful discrimination to be a major offense which can result in

disciplinary action for the offender, up to and including discharge.
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The College will take action to deter any future discrimination. In addition,
disciplinary action will be taken against any Employee who attempts to discourage
or prevent other Employees from bringing discrimination to the attention of
management. The persons involved will be advised of the determination if

appropriate.

The College wants to assure all of its Employees that measures will be undertaken
to protect those who complain about discrimination from any further acts of
discrimination, compulsion or threats, and from retaliation due to their reporting an
incident or participating in an mvestigation or proceeding conceming the alleged

discrimination.

18. REASONABLE ACCOMMODATION FOR DISABILITIES AND
PREGNANCY

Disability Accommodation: The College will make reasonable accommodations
for the known physical or mental disabilities of an otherwise qualified applicant
for employment or Employees/students, unless undue hardship would result. Any
applicant or staff member or student who requires accommodation in order to
perform the essential functions of a job should contact the AO/Manager. The
applicant or Employees/students should advise the College what accommodations,
he or she believes are needed in order to perform the job. Together with the
applicant or Employees/students, the College will engage in an interactive process
to determine effective, reasonable accommodations, If any. If such an
accommodation is possible and will not impose undue hardship upon the College,

the College will make the accommaodation

The College also reserves its right to require an employee to undergo a fitness for

duty medical examination, at the College’s expense, if the College believes or
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suspects that the Employees may not be able to perform the essential dunies of the
job without risk of harm to himself or herself or others. In such an instance, the
College will advise the Employees, in writing, of the need for the examination.
Depending on the situation, the College reserves the right to suspend employment

pending the results of the examination.

Pregnancy Accommaodation: A pregnant Employee may request for a reasonable
accommodation based on  her condition upon presentation of a doctor’s written
certification attesting that the accommodation request is upon the doctor’s advice.
Such an accommodation may inchade, but is not limited to, a transfer to a less
strenuous  or hazardous position, If such a transfer can be reasonably
accommodated, a pregnant staff member will be transferred for the duration of her
pregnancy. However, the College will not undertake to create additional
employment that the College would not otherwise have created to meet 1ts own

business needs.

The College will not discharge any Employees, transfer any Employees with more
seniority than the pregnant Employee, or promote any Employees who are not
qualified to perform the job. Upon transfer, a staff member will receive the salary
and benefits, which are regularly provided to Employees in the position to which

the Employee has transferred.

19. OFF-DUTY EMPLOYEES

All Employees/students are required to leave the College property at the end of
their regular working hours. Employees are not permitted to return to the College
until the start of the next workday without the permission of the management or
unless the Principal/Manager calls the employee back for extra work or ask to

work overtime.
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20. RUMORS |

Rumors are always destructive to all concerned—they benefit no onc. Employees
are expected to discourage the practice of starting or spreading rumors and to

refrain from being a party to such actions.

21. PERSONAL LOANS
Employee welfare fund is used to lend to all teaching and non-teaching

employees without any interest.

Employees can repay their loan amount through their salary with a maximum of six

installments for teaching and four installments for non-teaching Employees.

22. STAFF WELFARE AND RECREATION

Shree Venkateshwara Hi-Tech Engineering College authorities bear in mind, the well
being of teaching and non-teaching staff as important for the effective functioning of |

the institution. In line with this, many welfare measures have been implemented.

Welfare Measures for teaching stafl:
1. Group insurance as a matter of social security.
Employee Provident Fund with pension scheme.
[OB ATM location in the campus.
Cash awards and certificates of appreciation for academic excellence.
Marriage leave. .
Materity leave for Female staff,
Free hostel Accommodation and Food.

Free Transport facility.

I - R R

. Free Medical emergency transportation.

10.0n duty for pursuing Ph.D.
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11.Concession of fees for children’s of faculty 1n Shree Venkateshwara Group of

[nstitutions.
|2 Financial assistance for presenting papers in seminars and workshops,
participating the Faculty Development Programmes, Internship progranumnes
organized by the reputed institutions.
13.Incentives for grant proposal received from R&D organizations.
14, WIF1 and Internet Connectivity.
15.Summer and Winter Vacation based on Station Expenence.
16.Permussion and Casual Leaves.
17.Festival Gifts,
18.Tea and Snacks (Moming and Evening).
Welfare Measures for Non-Teaching staff:
1. Group insurance as a matter of social security.
Special Marnage leave.
Free hostel Accommodation and Food.
Free Transport facility.
I0OB ATM location in the campus,

Free Medical emergency transportation,

-

Concession of fees for children’s of faculty in Shree Venkateshwara Group of
Institutions.

8. Salary Advance for needy staff members.

9. Free uniforms for bus drivers and security personnel.

| 0.WIFI and Internet Connectivity.

1 1.Summer and Winter Vacation based on Station Experience.

12.Permission and Casual Leaves.

13.Bonus and gifts on the occasion of Diwali festival non-teaching staffs.

14, WIFL, Internet Connectivity provides to all the staff members.

15.Tea and Snacks (Moming and Evening).
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23. NOTICE BOARD

Notice board is provided to know the information of sports events to both staff and
students. If a notice appearing on the notice board is not clear, or if further
information is needed, the Department Head/Designated authonty. Should be
approached the notice board is reserved for college management and no one other

than management is authorized to post or remove any material from it.

24. GOOD HOUSEKEEPING

Employees arc to keep their working area neat and clean and use the services and
facilities provided ro them. Employees can help to improve working areas by

telling the supervisor about the conditions that could be improved.

25. PERSONAL RECORD POLICY

25.1 Personnel Record updation

It’s important that the employees name, address and telephone number be kept
correct on college records. Sometimes it is necessary for the supervisor or someone
else in the college to contact the employees at home. Also, the employees may not
receive important mail from the college if the address is not on file. Therefore, it is
employee's responsibility to report changes in their name, address, telephone
number, and any other matters, which affect the tax withholding, to the Head of the

Department.
25.2 Requests for payroll records

The college will provide an employee or former employee's payroll records within

twenty-one (21) days of his/her written request.
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25.3 Personnel File

The college keeps personnel file for employees. The employee's file, except for

letters of reference and certain other limited kinds of information are open for his

or her inspection, upon request, at reasonable times.

The college will keep employee's personnel records confidential. However, there
are certain times when information may be given to persons outside of the collepe,

these include;

(1) Responses to legal issues, court orders, or orders of administrative
Agencies.

{2) Inalawsuit in which the employee and/or the college are parties;

(3) To administer employee benefit plans;

(4)  To a health care provider.

26. COLLEGE EQUIPMENT MONITORING, ACCESS OR INSPECTION

All College laboratory machines, equipment and furnishing, including but not
limited to desks, cabinets, files and lockers, are College property and the College
reserves the right to monitor, access, and inspect such equipment and turnishings.
Therefore, Employees/students should have no anticipation of privacy with respect

to any information or matenial stored in College owned equipment and furnishings.

27. E-MAIL AND COMPUTER FILES

College provided E-mail and computers are to be used for college purposes only,
and may not be used for personal business, Therefore, all messages sent, received,

composed and/or stored on these systems are the sole property of the College.
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College computers should not be used to access on-line data bases or Internet
services unless such access is for work related purposes. The College understands
that on occasion, Employees may need to conduct personal business using
computing resources. Such use must be limited to break time and does not

exceeded .

Excessive use of computer and/or network resources includes but is not limited to
listening to audio broadcasts (live or prerecorded) on the internet, viewing video
broadcasts (live or prerecorded), and downloading large data files for personal use.
Allowing access to computing and network resources from the internet is strictly
prohibited unless expressly authorized by Computer Operations and the SUpervisor

in which the computing and network resources reside.

Messages or communications on the College’s E- mail or computer systems are
subjected to the same policies regarding harassment and discrimination as or any
other workplace communications. The College will not tolerate offensive,
harassing or discriminatory content. Content that is considered offensive includes,
but is not limited to, any message which contains sexual implications, cultural
insult, gender-specific comments, or any other statement that offensively addresses
someone’s age, sex, sexual orientation, pregnancy status, marital status, religious

or political beliefs, ancestry, national origin, citizenship or disability.

Employees should have no anticipation of privacy with respect to College provided
E-mail and computer based communications. Even when a message is erased, it
may still be possible to retrieve it from a backup system. Therefore, Employees
should not rely on erasure of messages to guarantee that a message remains
private. The College reserves the right to listen to Employees voice mail and read
E-mail messages and to access Employees computer files to ensure compliance
with these rules. This may be done without notice to any Employees and in the

staff member’s absence.
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Notwithstanding the College right to retrieve and review any material, such
material should be treated as confidential by other Employees and accessed only
by the intended recipient. Employees are not authorized to retrieve any E-mail

messages that are not addressed to them.

Employees are prohibited from using passwords without prior College
authorization and registration. The existence of a password on E-mail or computer
systems is not intended to indicate the messages or other communications will

remain private.

Employees are prohibited from loading any software onto the College provided

computer where such action would violate the software license.

Employees are prohibited from loading any software onto the College provided

computer without the express approval of their manager or supervisor,

The E-mail system should not be used to send (upload) or receive {download)
copyrighted materials, trade secrets, proprietary information, or sinilar matter

without prior authorization from the College.

28. SAFETY

For the employee’'s own protection, and for the protection of fellow
employees/students, the management wants the employees to work safely and use
all the safety devices provided to protect themselves. Safcty is everybody's

business, especially employees. They should make the college a safe place to work

and report any unsafe working conditions to the designated authority. All

hazardous conditions will be investigated and appropriately corrected.

KHRFE VENKATESHWAR A HLTEET ENCINFERING 000 1 FGF {Aninnnemsont = HR MANLUAL Pane 1 41




SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE, GOEI
{Autonomous)

Nobody gains from an accident, and nobody likes to work under conditions, that

are hazardous to life and property. Everybody loses when accidents occur. The
college will carry on a consistent safety program, but its ultimate success will

depend on the safety consciousness of the fellow employees.

29, FIRE EXTINGUISHERS/FIRE DEPARTMENT NUMBER

Fire Extinguishers of several types are located at key points. The location of these

extinguishers must be made known and the usage must be learned.

30. TERMINATION OF SERVICE / RESIGNATION

30.1 TERMINATION OF SERVICE

# A member of the staff shall have his / her service terminated by giving Three
month notice or Three month basic salary 1n lieu thereof.
¥ The appointing authority shall have the power to terminate the services of a

member of the staff of the college, for any of the following reasons:
a) Serious misconduct and willful negligence of duty;
b} Gross insubordination;
¢) Physical or mental unfitness; and
d) Participation in any criminal offence imvolving moral turpitude.

| In such termination cases, rule 31.1 will not be applicable and the staff member will

not be eligible for any terminal benefit.,
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30.2 RESIGNATION/RETIREMENT
| # Any faculty member who wanis to resign the job; can get relieved from service
only at the end of academic vear with 3 months notice.
¥ Incase of resignation during the middle of the academic year he/she has to

pay 3 months’ salary to the college.

31. EMPLOYEE HR POLICY REVISIONS

It is intended that this document shall reflect adequate understanding of the
employee’s work situation. The College reserves the right to amend, modify,
withdraw, delete, supplement or add to the provisions of this HR policy, as it
deems appropriate from lime to time in its sole and absolute discretion,

However, no amendment or modification of this HR policy shall be effective
unless made in writing, and signed by the Principal of the college. The College

will attempt to provide the notification of any other changes as they occur.

II. J._ l-_}- L
Dr.P. THANGAVEL
3 IPR[NEIPAL
Principa
Sarma Verksdeivaura Hi Tach Eopinsetny Caege
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ROLES & RESPONSIBILITIES
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ANNEXURE -1
ROLES & RESPONSIBILITIES

PRINCIPAL

Monitors teaching learning process constantly.

Moderator for the Academic council and IQAC steering commillees,

Leading the Governing council and various statutory commmitiees as a convenor
and other positions.

Acting as a Chief Superintend for the University examinations for smooth
conducting of both theory and practical examinations

Conducts departments review meeting and ensures of implementation of the
academic matters.

Conducts periodic meetings with HOD's and transfers daily activities to the Staff
and Students.

Approves Hard & E-Curricula work completion status on regular intervals.
Monitors departments class commitiee meetings, MOMs and duly signs.

Approves and ensures the implementation of the collepe and departments
academic calendar for Odd and Even Semester.

Duly verify the weekly report and staff activities in e-campus software (LMS),
Approves LAB stock verification at end of the esch year.

Duly signs student’s master atlendance report at the ¢nd semester.

Reviews Internal test/Cycle test analysis report and initiates necessary corrective
action

Collects suggestions from suggestion box and online grievances portal
periodically and take necessary action with the necessary approval of the
Management.

Duly signs students counseling report and takes necessary action by monitoring.
Approves staff Log books, Lesson Plans, OHP Sheets and Course Files every
semester,

Meonitors students Absenteeism and their performance during Lab hours and takes
necessary action if required.

Monitors students retest performance in the internals and provides necessary
inputs 1o the students concerned as well as subject staft.

Approves StafT Leave, Permission and On-Duty.
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Approves student”s Bonalide /Attendance certificate.

Approves letter for In-plant training/Internship/Passport/Fees—request,

Verifies activity report of each depantment and take necessary action, if regquired.
Provides leadership to next level authorities to enhance the performance of the
departments in all aspects.

Serves as liais on with Teaching and Non-teaching staff and Students.

Prepares strategic action plan to improve department’s performance.

Monitors and approves department level budget and prepares the college Budget
and submit to the Chairman/Secretary for approval.

Develops external relationship with eminent personalitics in both academic and
corporate level.

Periodically conducts department level SWOT Analysis and takes necessary
action for further improvement.

Supervises admission process of all deparimenis.

Approves all the purchases done through the college based on the requirements.
Monitors AICTE &Anna University approval and affiliation process.

Monitors and contrels both the boys and girls hostels as a chief warden.

Approves and monitors the SC/ST/BC/MBC and other kind of scholarships within
the siate and other states.

Periodically conducts the book reviews by the faculty members in various

disciplines.

VICE PRINCIPAL

Motivates the faculty members to improve their academic and non-Acadenie

performance.

Motivates the faculty members to act as resource persons inside , other
government, and private organizations.

Encourages the faculty members to build strong network among teaching
communily and corporate.

Motivates faculty members to participate in FDPs.

Encourages faculty members to organize national and international seminar and
conference.

Conducts Staff Grievance Redressal meeting atleast once in & semester,
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Suggests counseling to faculty members as and when required.

Appreciates and recognizes the faculty members as and when required.

Takes care of the faculty welfare facilities

Monitors the faculty performance on regular intervals.

Maintains and updates the competency mappings core card of each and every
faculty members.

Ensures good retention of faculty members.

Monitors and helps to strengthen the faculty members knowledge in their relevant
domain,

Builds and maintains professional ethics among teaching and non-teaching staft
members

Creates leisure facilities to staff members,

Monitors and ensures Mon-Academic Staff Competency to match with required
competency.

Conducts regular in-house FOP Programs &Staff Training Programs.

Motivates the Staff members to take active participation in sports and caltural
events,

Motivates the Staff members to create positive attitude (Vibration) among
students community in terms of all aspects,

Creates awarenesss among faculty members about organizational culture and
practices.

Creates awareness among S1aff members about organization growth as well as
individual growth in the feld of education.

Motivates every Staff member to create good citizens to the nation from our
institute.

Educates the stall members about value of outcome based education and Bloom's
Taxenomy on regular intervals.

Monitors and grooms students discipline i the campus

Identifies the real potential of ench student through class advisor and encourages
them to prove their performance in common platform.

Identifies the student’s real interest and helps them to achieve it through proper
guidelines.

Motivatesstudentstotakeactiveparticipationinsportsand guidethemto




SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE, GOBI

W

'1._:

W

W

"1_."

'Hf

‘1‘

't!

{Antonomous)

improve their performance and securcd first position to their relevant interest arca,
Encourages students to take active participation in cultural events,

Stimulates students to prove their real lent by making them participates in co-
curricular activities.

Triggers students to bring innovative technical ideas in connection with their
application area.

Drives stedents take active participation in events conducted by reputed colleges
and complete successfully,

Assigns innovative project work 1o students through proper guidance.

Motivates students to take active participation in national and infernational level
contests,

Boosts the morale of each student through proper guidance and counseling.
Creates and improves positive attitude among the students by providing proper
guidance,

Motivates students to write articles with the faculty members.

Monitors each student’s performance in all aspects to maintain their individual
seorecard through class advisor,

Builds and improves professional ethics among students through proper guidance.

Builds strong value system among students community.

HEADRS&D

Guides and supports the Fesearch Scholars to complete their Ph.DD at the earliest.
Creates awareness among [aculty members about the importance of wriling
articles and publishing papers in reputed journals.

Identifies various sources for applying fund which is relevant o their specialized
area.

Identifies various innovative project ideas and direct the same to the department
concemed.

Conducts R&D Meeting at regular intervals with coordinators and Members.
Identifies various funding agencies and encourages faculty members to apply for
get funds for conducting programs.

Motivates faculty members to write books,

Motivates faculties to do innovative and creative project work along with students.
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Recommends faculty members to participate and present papers in national and
international conference and seminars,

Ensures that each department organizes National /Intemational Seminar or
Conference at least once in a year.

Conducts R&D related workshops thrice in a semester,

Encourages faculty members to apply for patents.

Creates awareness among  [faculty members about Intellectual Property
Rights.{IPR)

DEAN/HEAD OF THE DEPARTMENT

%

'-1._r

W

Dean / HOD is responsible for the effective functioning of that Depariment as per
the laid down policies of the college.

He / She will be consulting with and reporting to the Principal in all subject
matter

HOD will sllocate academic and other dutics 1o the staff members of histher
department and enjoy a level of autonomy to utilize the services of his/her faculty
and supporting staff.

Guides faculty members to orgamize lectures and laboratory sessions and monitors
the same.

Conducts circle meeting to convey the daily activities of the department.

Forwards leave approval for students and staff.

Plans for 1V, value added courses.

Ensures aliernative arrangement when faculty goes on leave,

Reviews student’s performance.

Adopts measures for modernizing and developing labs.,

Initiates measures for motivating facully and developing team spinl

Chairs Academic Committee.

Deputes staff or conducting examinations and making evaluations propetly.
Organizes interactive meetings with students and arranges feedback sessions.
Oversees the creation and maintains a departmental database of faculty, alumni
and students.

[dentifies new courses and programs.

Identifies training needs of faculty and supporting staff.




b v

Y % Y ¥ Y N Y % Y ow w

W

t_l’

L T

Rl

SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE, GOBI

(Autonomons)

Reviews the progress of sponsored projects , if any.

Recommends and forwards Leave applications.

The HOD whao intends to attend any seminar/workshop has 1o inform well in
advance and get permission from the Principal.

Preparations Timetable, department wise and for college along with lesson Plans
and notes of lesson.

Prepares schedule for unit tests and mode] examinations,

Collections select and finalizes question papers and make copics of them.
Conducts unit tests and model] examinations and arrange for evaluation,

Sends progress reports to parents and gets their feedback.

Prepares overall progress of all students and maintains students profile.

Forms department societies, motivates and monitors their funclioning.

Inspects hostels and participates in hostel meetings convened by Warden,

HOT} is responsible for running the departiment and will report 1o the Principal
Ensures use of available training aids by the teachers

Ensures whether the labs are adequately equipped and maintained

Ensures proper accounting and maintenance of the lab equipments periodically
Ensures whether the syllabus is covered as per the master teaching programs
{lessons plans

Ensures conducting of counseling for weak students

Arranges special lecturers of eminent personalities in the field in coordination
with the management

Applies mnovative ideas o Increase pass percentages,

Maintains the files pertaining to the department &responsible for 1QAC Audit,
HOD is responsible for providing the budget planning of the department for every
Finaneial yvear

HOD is responsible for upgrading the department/lab infrastructure, creation of
new Laboratories. applying for increasing the strength of students, acereditation,
ete.,

Ensures maintenance of students profile for each student by the student counselor.
Calls for quotations for the procurement of equipment/instruments'machineries
and consumables and purchases at the appropriate time

Chverviews the counseling activaties in the Department and anal yzes the
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eounseling records maintained by the faculty for remedial measures,

Checks the Log Book of the Faculty Members to monitor the progress of teaching
with reference to the Lesson Plan and approve the same.

Checks the attendance of the students periodically and counsel those students with
poor attendance. Then call their parents to discuss the student’s attendance /
progress and discipline.

Orpanizes periodical Intermal tests as per the semester plan approved and issued
by the Principal and get the answer books evaluated and arrange to send reports to
parents with information about marks as well as attendance.

Organizes project work for the final year students, in consultation with the project
In-charge in the College / Industries.

Conducts periodical project review and keep a record for the final University
Examinations.

Antends weekly HODs meetings conducted by the Principal and discuss on
various issues of the Department and the College.

Takes feedback from students sbout faculty handling various subjecis in the
semester, analyzes the feedback and reports to the Principal.

Organizes Course Portfolio for all the subjects handled in the Department at the
end of each semester.

Works out the overall attendance of the students at the end of each Semester and
report well in advance regarding allendance shortage of students in the
Depariment to Principal for necessary action as per the regulations of University.
Works out intermal marks for all the subjects for all the students of the Department
and finalize the same after discussion with the Principal.

Encourages Faculty members and Students to take Research and Development
work and accomplish them.

Encourages Staff and Students and support for:

Publication of Articles in National and International Journals and Magazines,
Publication of Books, Pursue higher studies for Qualification Improvement and
sponsor them for Special Training programs,

Prepares Time Table for the forth-coming semester for various classes in
association with the Time Table coordinator, nominated by the Principal.

Gets the Lesson Plan prepared by each Faculty of the Depariment checks and
approves the same.
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Cets the Laboratory Manuals prepared by the staff in-charge and approves the
same,

Plans various department activities for the forth-coming semester and submits the
same to Principal.

Perindically conducts parents meeting among all the students.

TRAININGEPLACEMENT OFFICER
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Through Industry amd institute partnership cell organizing varous types of
rroiming programs and campus drives,

Builds strong network with top MMNC"s for arranging on-campus drive,

Motivates and guides cach department placement in-charge for preparing students
towards Ninal placement.

Guides each department placement in-charge to visit core domain companies and
to build contact with HRs for arranging campus drive.

Arranges inter action program for students with Core Company for each
department in every semester.

Categorizes the companies based on their Profile & Package requirements.
Prepares and categones the students based on their eligihlity and capability for
successful completion of final placement and training can be accordingly.
Arranges internship for students in reputed organization,

Acts as a Bridge between employer and Institution.

Conducts Alumm Meet annually.

Creates a platform, where students directly express their talents in front of
corporate people other than campus drive such as Contest, Events, ete.

Closely monitors and updates the corporate requirements and expectations to the
students and Department Staff,

[nvites Alumni’s working in reputed companics to interact with pre-final vear
students to share the culiure of corporate and corporate expectations.

Builds strong network with Placement Otficers of reputed college

Monitors and updates the off campus drives to siedents through depariment
placement in-charges.

Prepares the budget for on/off campus placement.
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- Guides department placement in-charges to prepare Brochures.

* Instructs placement co-ordinators to maintain student’s database,

= Informs students about the date and time of campus drive.

F Organizes mock-interview for students.

b Instructs the placement co-ordinators to help students for CV preparation.

= Nurtures Industry-Institute interaction, by organizing and coordinating frequent
industrial visits, in-plant training and projects of industrial relevance for the
students,

= Identifies reputed companies for Signing Moll's

- Updates existing available job opportunitics of the companies to help students
analyze and choose company of his / her interest.

- Invites Industry personnel periodically to enrich the knowledge of our student
community with the latest technological innovations and industry practices.

- Maintains good rapport with all the industries / software companies in all over
India through letter/phone calls/emails ete.

- Arranges Campus / Group Campus interviews from reputed Industries / Software
companies for the placement of our university students.

- Organizes Seminars / Guest Lecturers {rom eminent qualified and experienced
persons,

= Guiding in plant training [or the students

¥ Organizes career planning and development programumes for students,

- Arranges review meeting with the faculty representative from all departments
every month.

- Reports the results of all activities to the Principal.

F Carries out any other instructions given by the Principal

= Maintains database of the students.

FACULTYMEMBERS

- All the teaching staff are responsible to maintain subject wise Individual
cumulative attendance

» All the teaching stafT are instrocted 10 maintain subject log book giving details of

date, hour, period, portions covered and remarks like total number of absentees
during the Period, if any etc.
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The above shall be venified by the head of the department

The assignment status and test marks should duly be submitted to the head of the
department through the class advisors and concerned

Students who fail to submit assignments may be marked as absent from the
propozed date.

ICT Tools te be in corporate in Course Materials and Classroom teaching.

The test papers should be corrected within 3 days from the date of examination
and the test mark list may be submitted to the verification officer.

Other various activities scheduled for faculty members may be carried outl within
the scheduled time, so that they can earmn merit in the institetional records

The teachers must ensure that the lab observation, records must be properly
writlen with all necessary Specifications & design and should be properly covered.
All the teaching stalf are responsible of giving details of lesson plan like date,
hour, period and portions to be covered

As n mentor they should maintain the Profile of their respective students

Teaches subjects {and take up lab work as assigned by HODY) to the students and
carries out all works related to the subjects, as being done by any other Faculty.
Carries out research work in their area of specialization and bring out publications
in International / National Journals / Conferences.

Giuides and helps the staff and students in project work and helps the HOD in
project review.

Develops contacts with industries and takes industrial consultancy projects with
the approval of the Management.

Counsel’s students on academic performance, extend co-curricular activitics,
attendance and discipline.

Encourages Junior Faculty and students in Qualification Improvement,
Participation in Workshops, Seminars, Symposium and Conference, Paper and
Book Publication

Prepares Course Portfolio, for each subject handled, at the end of the Semester.
Provides support to the HOD on the following.

a) Preparation of Time Table for the forth coming Semester

b) Preparation amd checking Lesson Plan prepared by the Department Faculty.
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¢} Planning and implementing various depariment activitics

d) Reviewing laboratory equipment status and procurement of new equipments

e} Providinginformationondepartmentlaboratoriesandatherdetail stothe
Managemeni

f)y Working out traiming needs and extending assistance to conduct Training and
Development Programs.

g) Conducting two class committee meetings in a semester,

h) Reviewing student’s attendance and taking action regarding poor attendance,

i} Coordinating of counseling activities.

1) Conducting periodical tests and sending the report to parents.

k) Conducting special elasses for weak students.

1) Calibrates and maintains all the equipméent in the department in working
condition,

m) Analyze the results, prepare report and submit action plans to Principal for
remedial measures.

n} Implements IS0, NAAC, AICTE and AU Procedures,

o} Maintains good House-Keeping in the department.

p) Works out internal marks for various subjects in the department.

q) Prepares Annual Report on the department activity.

rl Provides details for Stock Verification.

5)  Assist HOD in providing details at the time of inspection by AICTE/ALY
NAAC

Takes up assignments as per Instructions of HOD

Teaches subjects and take up lab work {as assigned by HOD) for the students and

carries out all activities related to the subjects.

Handles laboratory classes {as assigned by HOD) and gives instructions to the

students to undertake the experiments as per the University Syllabus and carries

out all refated activities

Takes up and accomplishes research work in the area of specialization and brings

out publication in International / National Joumnals / Conferences / Symposium.

Guides and monitors the students in Training and Project Work and assists the

HOD in Project Review.

Develops contacts with Industries and Industnial Consultancy Projects.
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Tokes the additional responsibility of Class Advisor (as assigned by HOD) and
carries out all related activities

Assumes the additional responsibility as Placement Coordinator of the
Department (as assigned by HOD) and realizes excellent placement and growth in
all related activities.

Undertakes planning and development work as Lab In-charge (os assigned by
HOD} and carries out all related activities.

Takes additional responsibility as Functional Coordinator (as assigned by
Principal) for Functions / Programs and earries out related activities,

Develops laboratories as Centre of Excellence.

It is mandatory on the pari of every faculty member to accompany the students on
educational tours and local industrial visits.

Every faculty shall submit representation relating to any grievance in work place
or problems encountered with students or any other matter to the Principal for
Necessary action.

Everv faculty should follow the dress code and shall never violate. As facultics are
role models for students, they are advised to follow dress code strictly.

If any faculty member failsirefuses (o carmy out the assigned work, the HOD shall
repart the matter ta the Pancipal.

Allocates students under various Faculty Members for counseling,

Conducts class commiltee meetings to sends the minuteés of the meeting to

Principal for Implementation and follow up.

APPROACH AND COMMITMENT OF EMPLOYEES

Attitude and commitment of foculty are evaoluated on

W

Y VY VY Y

»

Punctaality of the faculty on hisher duties,

Observance to the teaching schedule/Lesson Plan,

Effectiveness of that panticular faculty is teaching.

Effectiveness of hisher laboratory ¢lass teaching.

Faculty attitude towards non teaching duties assigned to himv/her.
Faculty sefting of question papers and evaluation of answer sheets,
Faculty efforts for his'her professional growth.

Faculty use of teaching aids.
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- Research &Development work.
- HOD 1o submit report on the above points, covering all foculty members once ina

semester. College should create conducive ambience (academic & otherwise) 1o

retain faculty.
CLASS ADVISOR
- Monitors the conduct of classes daily as per the time table.
- Monitors the completion of syllabus as per the lesson plan submitted.
- Co-ordinates and conducts umit tesls and model examinations.
- Co-ordinates student’s counseling through identilied counselors.
- Carries out any other instructions given by HOD.,
IN- :E:
r Maintains the equipments existing in the labomatory.
- Maintains the Stock Register, Service and breakage register.
- Prepares requirements for the purchase of consumable and non-consumable items
for the academic year,
- Calls for quotations for purchase and prepares comparative statement.
- Reports to the HOD periodically about lab conditions and have them corrected
- Monitoers the lab schedule.
b Ensure proper preventive maintenance and breakdown maintenance record along

with the machines and equipments.
- Ensure the calibration of equipments, if necessary.

- Reviews the Laboratory Equipment status in vanous laboratories of thedepartment
a8 per current syllabi for the semester / academic vear as a whole and (akes
necessary action.

- Plans and prepares Budget Projections.

Ty

Processes Approvals and process equipments.

Reviews the working conditions of all the cquipments in various |aboratories of
the Department and submit a monthly maintenances Report to Hold and take
necessary corrective actions including periodical calibrations of equipments and
documentations.

e Periodically reviews and their duties seem to be different from lab-in charge.
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To develop centre of Excellence in the Departiment.

LABORATORY INSTRUCTORS AND ASSISTANTS:

- Provides instruction o the students on the operational aspect of equipment /
machinery.

e Lipkeep and maintain equipments in the laboratory.

- Muntain records relating to the laboratory (Stock, Issue register etc.).

- Help Lab in-charge in stock verification.

> Maintain ¢leanliness and neatness of laboratory/'workshop:

- Maintain the service record for equipment in lab.

= Ensures that the lab instruments are in proper working condition,

> Maintain safe accounts and reports of breakape.

LIBRARIAN

- The Librarian is the designated leader and administrative officer responsible for
the effective and efficient operntion of the Library [svstem] within the policies,
directions, and plans of the campus as a whole,

- The Librarian is the public spokesperson for the library to the intermal/external
campus constituencies.

= The Librarian reporis to the Principal for Academic Affairs and other matters. The
Librarian is responsible for the performance of the following duties. some of
which may be delegated in whole or in part,

- The Librarian is responsible for planning and developing the library of the college
and provides necessary Library service to the students and :;taﬂ'nr the college. He
14 responsible in all matters connected with the library activities,

- He/she will be responsible for preparing Library Budget and submit the same to
the Principal.

» Librarian is responsible for maintaining the circulation section, reference section,
penodical section, acquisition section, technical section and maintenance section.

- Librarian is responsible for selecting the books (along with HODs), ordering the
books, receiving the books, classifying the books and accessing the books in the
accession register and passing the bills.

- Hefshe is responsible for maintaining the books/periodicals/video tapes selection

and acquisition.
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- Librarian is responsible for shelving the books, maintaining the stack area and self
rectification and stock verfication, binding work, entry of call number, transfer of
books to departments, library cards sorting and filing, mamntenance of Author's
Index and Subject wise Index, reprographics services, internet and online public
access catalopue (OPAC).

Libranan is in-charge of fine collection from the students and renders accounts to

‘_r

the Pnncipal once i 15 days (&8 month) and remit the amount o accounts
Department. A separate register should be maintained showing the date wise
receipt of fine charges. Proper receipt must be issued to the students, while
collecting such charges.

- He/she shall be responsible for supervising of cataloguing and indexing.

He is responsible for re arranging the books efc on their return. He also ensures

‘_‘I’

cleanliness of the entire library premises through library attainder Purchase of
books, journals ete.,

- The librarian will routinely check out whether the acquisition, numbering process,
circulation, and upkeep of books are going on smoothly or not.

- If the users face any difficulty in the library, the librarian is fully responsible and
must help to solve the problem then & there.

- The librarian is respensible for annual stock verification in the library,
- Arranges for binding of damaged books with loose sheets.
P Arranges for binding back volumes and journals.

- Prepare statement of books lost and condemnation of wom oul books.
ASSISTANT LIBRARIAN

- He/She shall be azsisting the librarian in his work.

F He/She shall be cataloguing and classifving books and periodicals.

LIBRARY ASSISTANT

- TheLibrarvassistantisresponsibletotheassistantLibrarianandthelibrarian,

- He/She shall be issuing and receiving books.

- He/She shall be restoring books and periodicals.

PHYSICAL DIRECTOR

= He/ She shall train students for participating in various tournaments and also

organize University Tournaments in our college.

= He/Shehastomonitordisciplinaryaspectsincludingadherencetodresscode,
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Maintenanee of silence, prompiness in attending classes, and engagement of
classes by faculty members preventing the students from loitering in the comidors,

damaging the property, defacing walls or teasing of girl students in the college

PTCMmiscs.

- He/ She shall take adequate menasures to prevent any misbehaviour, misconduect,
especially during extracurricular activities and other college functions.

= He [ She shall convene disciplinary commiftee meelings once in a month to

discuss the general disciplinary status of students and plan precautionary steps that
should be taken to maintain the discipline of students.
P He/ She shall prepare the annual budget for the sports and games accessories and
submit them to the Principal,
¥ He ! She shall motivate student’s sportsmanship quality,
> He/ She shall stimulates the psychomotor development of the students

L

¥ He / She shall conduct sports meet.

DMINISTRATIVE OFFICER (AO)

- The AQ will maintain a Master Stock Register for general furniture which
includes Steel Cup-boards, Chairs, Desks, and Electrical Fittings like fans, tube
lights, switches, switch boards, Plumbing fittings, Writing boards, Staff tables etc
should be entered, and then issued to the corresponding departments.

e The AD will keep the entire campus clean and free from dust which includes
floors, walls, windows and ceiling of all the buildings,

P The AC has to identify the damaged items like glass pane in window, switches or
switch boards, fans, tbe lights, plumbing and sanitary fittings in toilets and moke
arrangements to replace them immediately after getting necessary approval from
the higher authorities.

The AD shall maintain landscaping in the campus.

The AQ will have to make sure that adeguate water supply and power supply is
available to College Campus, Hostels and Canteens at all times and appropriate
steps should be taken to maintain the same.

- The AQ will extract and supervise work from the Sweepers, Toilet Cleaners,
Electricians and Plumbers.

> The AD is expected to inspect canteen frequently and check whether the floors,
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Walls, ceilings and equipments are kept clean and maintained properly. He is
further expected 1o verify the canteen equipment and the utensils available in the
canteen before payment of bills to the Contractor at the end of every month.

The AC should see to it that no construction material is lying in the college
campus except at the construction site.

The AD should monitor the AMC For water coolers and RO Water Plant Purifiers
and see to it that they are washed, maintained neatly and Xept in working
Condition

The AQ will take charge of the seminar halls and hand over the keys to the
departments concemed when required and ensure that there is no clash in the
programmes of the various departments at all times.

Daily goes rounds in the college premises.

Monitors staff’Attendance and Vacation Details

Monitors Salary Bills including PF and TDS deductions.

Monitors Admission Procedures, Collection of Fees, Student Scholarship issue of
Course Completion Certificate and T.C. Railway Concessions,

Liaison with Police / Panchayat / Labour Deparitment / others Govt. and Private
Agencies and when required, with the approval of Principal.

Staff welfare and Administrative activities including PF.ESI, Group Insurance,
Assgets Insurance and Claims.

Maintenance of personal files of all staff members.

Arrangement of Stores, Statiopery, Inventory, Annual Stock Verification and
Waste Management.

Coordination with Departments for arrangement of Conference / Seminars |
Meetings! Functions ete. including coordination with Transport Dept. and
Construction.

Crver all Supervision and Monitoring of Security 1D cards and House-Keeping.
General Administration Discipline and related issues,

HED, Personal issues and Establishment matters.

Management of Non-Teaching Staff under guidance of the Principal.

Coordination through cashier regarding Bills, including Material / Labour / Salary
Authorization of Payments, Cash Distribution,

Dhaily reporting to the Principal and carrying out other works as assigned by
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Administration Authority.

Image Building Activities and coordination with Press and Media.

Hospitality for VIPs during Special programs.

Responsible for Budget finalization and pet approval from the Top Management,
Recommends Salary Advance request/resignation letters for the approval of
Principal.

Forwards requests for Transportation for the Students/Faculy/VIP/Guest to the
Principal.

Provides all necessary details for the stock verification in the Department, to
furmsh necessary clanfication and take necessary actions on the findings of the
Stock Verification team,

Deputy Warden (Bovs/Girls)
Resident Deputy Warden is responsible for overall maintenance of Hostel

infrastructure.

If any problem is in execution, he/she may report to the Principal for necessary
action,

Resident Deputy Warden shall go on rounds for Maintenance of discipline, silence
and study hours in the Hostel in the morning, evening and before going to bed.
Resident Deputy Warden shall be overall responsible to follow and implement the
Hostel rules sirictly

Fesident Deputy Warden is responsible for maintenance of the leave attendance of
Hostel Inmates,

Resident Deputy Warden and mess supervisor have to be presemt during the
serving of food 1o the inmates.

Attending sick students and taking them to hospital, if required.

Counseling to the inmates of the Hostel be given periodically in respect of
maintaining the rooms neat and clean and maintaining the environment conducive
to their healthy living

The Deputy Wardens shall ensure that hostel rules are followed scrupulously by
hostellers and if any hosteller violates the rules, hefshe shall be recommended to
Principal for appropriate action.

The Deputy Wardens shall ensure that the hostel rooms/foilets/bathrooms are
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Kept clean and hygienic. They should maintain a register showing thot every day
the hostel, bath rooms and toilet are cleaned by sweepers/Scavengers.
= The Deputy Wardens are responsible for proper record keeping, safety of the

students and mumntaining discipline,

Duties of Warden Bovs Hostel

# Monitoring Cleanliness of Boys Hostel, Gym Room, Net Room, Office Room , TV
Room, Doctor's Room and Hostel Premises.

» Supervision and aszistance of Breakfast, Lunch, Snacks and Dinner at Mess.

7 Attending to the complaints and maintenance works of Boys Hostel with the help of
Electrical/Maintenance Supervisor.

»  Attending to sick students and taking them to Hospital, if required.

»  He will ensure availability of drinking water in Bovs Hostel,

n‘_:'

He has to ensure the service ability of all electrical and water fittings in co-ordination
with Electrical and Maintenance Supervisor.

# Any other duties entrusted by the manager

b T

He will report to the manager.

Duties of Warden Girls Hostel
= Monitoring Cleanliness of Girls Hostel, Gym Eoom, Net Room, Office Room TV

Room, Beauty Parlour and Hostel Premises.
> Super vision and assistance of Breakfast, Lunch, Snacks and Dinner at Mess

Attending to the complaints and maintenance works of Girls Hostel.

= Attending to sick students and taking them to Hospital, if required.
# She will ensure availability of drinking water in Girls Hostel.
¥ She is required to ensure the serviceability of all electrical and water fittings in co-

ordination with Electrical and Maintenance Supervisor.

7 Any other duties entrusted by the Manager.

'\r

She will report o the Manager.
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SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE

DEPARTMENT OF
INTERNAL ASSESSMENT TEST SCHEDULE SVHEC/EV/006 ]
Verl0L0]
Circular No: 000DEFT/AY/SEM Date:
DD.MM.YYYY
CIRCULAR

The staff and stedents are informed to note the Internal Assessment-1 schedule for 1 & IV (VI/VIII
Semester) Year BE students as follows. The portions for the Exam are Unit — I, Unit- IT & First Half of
Unit - I mn all the subjects.

The staff members are instructed to prepare the question papers for their respective subjects in the
preseribed format (Bloom’™s Taxenomy) on or before DD.MMYYYY.

PATTERN FOR INTERNAL ASSESSMENT-11

PART A-10 X 02=20 Marks

y |l Aseameot] PART B-05 X |3=65 Marks Duration: 3 Hours
(Bloom's Taxonomy)

PART C-01 X 15=15Marks

TOTAL MARKS 100 MARKS

INSTRUCTION TO CANDIDATES

< Candidate must possess all the stationeries like micro tip pencil with HP needles, pro-circle, scale,
eraser, Blue & Black pen, stick pens (at least 3 colors) before entering into the exam hall.
Candidates should occupy the allowed seat at least 10mins before the commencement of the

e

Examination,

Candidates should write all the Headings only in capital letiers.

All headings to be underlined (Double line) by using pencil only.

Two mark snswers to be written first and in order. That is in the first 35mins of the Examination.

Diagrams to be drawn only by using pencil. Diagram name should be mentioned below one same.
Write the Name, Register Number, Branch, Subject Code & Name, Date in the front page.

Follow the Question paper given neat presentation.

D G P D D D P

Write your Mame and register number in the top of the sheets and Date of the examination, Page
number and Signature of the student on the boltem of the sheets.
o Students should write at least 36 pages

b
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DEPARTMENT OF

INTERNAL ASSESSMENT TEST SCHEDULE [ svHEe/EV 000

)

EXAM SCHEDULE

TEST TIMING: 00.00 AM TO 00.00 PM

Date

I11- EEE Staff Name V- EEE Stafl Name

DEPT

i

TEST IiC HOD PRINCIPAL

1. Exam Cell

2, Subject handling staff

3. HoD's

4, Students Whatsapp Group
5. IQAC

6. Principal Office

i
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BATCH WISE RESULT AMALYSIS

SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE

[ SVHEC/EV /009 J

Ver{(.0]
BATCH: ACADEMIC YEAR:
i LR OVERALL COLLEGE PERCENTAGE
BE (Bateh: ¥YYY-YY) SEM: Previous Sem:
MO OF STUDENTS MO CF STUDENTS PASS 1IN ALL
i i AFPEARED SURIFCT PASS FERCENTAGE
VI Semn Belfore Rev. Alter Rey. Befare Rev. Afier Rev,
|
b
3
4
5
TOTAL i) 1] 0 FDTV!
B.E {Batch: YYYY-¥Y) SEM: Previous Sem:
M OFF STUDERTS MLk L AsE TN ALL
SHD ERANCT AFFEARED SUBJECT PASS PERCENTAGE
¥ Sem Befere Rev. Alier Rev, Before Hev. After Rew.
1
)
3
4
5
TOTAL [[] 1l 1l #DIY !
B.E {Batch; YYYY-YY) SEM: Previows Sem:
MO DF STIDENTS Mk, OF STUIENTS FASS IN ALL = E
SN0 HRANCH APPEARRD SUNINT o s
11 Sem Belere Rev. Alier Rev, Befure Hev, Aler Ry,
1
2
3
4
k]
TOTAL [[] 1 1] #DTVl
= —
iE OVERALL PASS PERCENTAGE Previous Sem:
MO OF STUDENTS ML OF STUDENTS FASS 1Y ALL T
SR BATCH AFFEARED EBTRET PASS PERCENTAGE
(il Sem Before Rev. Aler Rev, Befare Rev, Adter Rev.
| iy 0 0 DIV
5 mmn,-.:ul-uﬁr 0 i) #EVOL
s | e . “ il
TOTAL L] [[] il 3
EXAM CELL INCHARGE i e PRINCIPAL

e e —————




SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE

NEW FACILITIES CREATED DETAILS BVHEC/ PG/ 004
New facilities created - YYYY-YY
DEPT:
R e T e L Ty T S R e e =
1
HOD PRINCIPAL
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SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE

PROJECT LABORATORIES DETAILS l SVHEC/FC/003 |
Vexi0.0)
DEPT:
Academic Year Total number of Industrial Projects
Projects
CAY- =
CAY ml-
CAY m2-

Utilization of the Project Lab

The laboratory is opened to the students from 9.00 am. to 4.25 p.m. If the
students are willing to work on their projects, even after the working hours they
are allowed to work along with a faculty member / lab technician. Every System
is equipped with related project works.

Internet facilities have been provided for all systems.

Open-source software is useful for the faculty who are pursuing their research
projects and also useful for students in their projects

Apart from project lab, all the labs in the department are also used for doing
projects and based on the student’s requirement and laboratory free slots.

HOD PRINCIPAL

p AN Pagelofl




SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEG =
IT INFRASTRTUCRE DETAILS SVHEC/FC/004
l Vex{.0]

SERVER DETAILS
SNo Product 0s Location
CCTV CAMERA ON CAMPUS
S No Location Qty
ADMINI HOD PRINCIPAL
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@ SHHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE o
FACULTY NANME LIST
BEFT:
BE-

SHD NAME QUALIFICATIUR DRI N ATHIN DATEOF JOINING BATH OF RELIEVING.
1

|

E|

4

g

L

7

g

9

b1

11

1z

GENERAL ENGINEERING
SHI, NAME QUALIFHATION DEFHMATHON BATE OF juivres ATE UF RERIEVIRG
1
ML

M, RAME GUALIFIATION BFEERATICN BATE OF [HRING AATE UF EFLEEYING
1

2

3

4

N FRIMNCEFAL
28
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SHREE VENKATESHWARA HI-TECH ENGINEERINGCOLLEGE

Details of faculty student ratio [ SVHEC/HR/002.1 I
Varf0.0j
DEPT:
UG
No. of UG Programs in the Department =
BE
CAY CAYml CAYm2
(YYYY-YY) (YYYY-YY) (YYYY-YY)
Year of Sanction Actual Sanction Actual Sanction Actual
Study Intake admitted Intake admitted Intake admitted
through through through
lateral entry lateral entry lateral entr
students students students
2nd Year
3rd Year
dth Year
Sub-Total
Total
PG
No. of PG Programs in the Department =
I ME
Year of CAY CAYmlI CAYm2
Study (YYYY-YY) (YYYY-YY) (YYYY-YY)
Sanction Intake Sanction Intake Sanction Intake
Ist Year
2nd Year -
Total
Page1of2
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SHREE VENKATESHWARA HI-TECH ENGINEERINGCOLLEGE

Details of faculty student ratio [ SVHEC/HE/002,1 ]
Ver|(Loj
SFR
No. of UG Programs in the Department =1
No. of I'G Programs in the Department =1
Description CAY CAYml CAYm2
(YYYY-YY) (YYYY-YY) (YYYY-YY)
Total No. of Students in Sum total of all Sum total of all Sum todal of all
the Department(5) (UGHPG) students (UG+PG) students (UG+PG) students
Mo, of Faculty in the F1 F2 F3
Department( F)
Student Faculty SFRI=51/F1 SFR2=S.F2 SFR3=53/F3
Ratio{SFR)
Average SFR SFR=(SFR1+5FR2I+SFR3)3
F=Total Number of Faculty Members in the Department (excluding first year faculiy)
X = Approved intake (607 + 20 % of later entry {12)
8 = No. of Students
F = Na. of Faculty
SFR = Student Faculty Ratio
FOR 2021-2022
SFR1 = SUFI
FOR 2020-2021
okl = S4/F2
FOR 2019-2020
SFR3 = 83/F3
AVERAGE 5FR = (SFR1+5FR2+5FR3)/3
HOD PRINCIPAL
Pagel2of2
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SHREE YVENKATESHWARA HI-TECH ENGINEERING COLLEGE
GOBI [

SVHEC/HR/004
Ver|0.0) ]

CRITERIA FOR AWARDING ACADEMIC PERFORMANCE INDICATOR (API) SCORE UNDER
CAS

ACADEMIC YEAR: L[ (June to May)
1. Name : Score
2. Department
3. Designation .
4, D.OB Ape as on Date 100
5. Contact No : Email id
6. Community :
7. Address lor Communication !
8. Qualitication (Recent Degree First)
No | Diptoma | Specitlization | (N T | N g University | €8
: .
2
3
4
3
5 Years of :
No Na ui;:rl; I::I:::i::tlutium' Desigaation [Ex .]E::i::;L Yea r[:“ﬁl;]ﬁxufh::m Total
' i
2
i
4
Total Experience
9, Experience as on 31" May (End of Academic Year)
Date of joining in this College: Experience in this College:
Salary Drawing :
1

33




SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE

GORL

SVHEC/ HR/ 004
Ver(0.0)

CATEGORY: L. TEACHING, LEARNING AND EVALUATION RELATED ACTIVITIES
{Max Marks 60}

Brief Explanation: Based on the faculty's self-assessment, APl scores are proposed for {a) Subject Handled;
(b)Performance Review; (c) Course file preparation etc. The maximum API score required by faculty from
this category is 60, The self-assessment score should be based on objectively verifiable criterin wherever

possible and will be finalized by the Screening/ Selection committee.

10, Subject Handled (Theory)

a) Academic Year | ) (ODD Semester) (15 Marks)
- Yo of | Self Appraisal Score
S.No Subject Handled Class, Sem & Year | o' .;ms.hi[; courimi
|
2
k)
Average Score
b) Academic Year | } (Even Semester) (15 Marks)
: %aof | Self Appraisal Score
S.No Subject Handled Class, Sem & Year Pass | (Per E-ubz]tgl Max 5 Marks)
|
2
3
AvVErige Score

*Note: Pass Percentage: 80 % & Above - |5 Points; 60 to 79 % - 13 Points 50 10 59 % - 10 Poims; Less than 49 O%- 1

Points




SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE
GOBI [

SVHEC/HR 004
Ver|0.0)

l1.FPerformance Review (Hate the performance on a 1 (o 3 seale with 1 lower value and § higher value)
for Staff by HOD / for Hod's by Principal
(20 Marks)

& b

No Factors Rating Factors Rating

Preparing lessons in advance 3 PLml:llm_ﬂEr to the classes &

! & Updating regularly Maintaining diseipling in the class

Motivation & Relationship with Understanding student needs &

3 4 Identifving poor performers and helping
ik them for improvement
5 Lsing audio- visual aids & P Communication & Expression in the

Allowing interaction of sisdents class

7 Eru:ﬂumg-lng feedback & 8 Relationship with colleagiees & Higher
Innovative ideas mooted Aduthorities

9 g to Higher Authorities 10 Commitment 1o work & Emaotional
faportin balance
Total Batings
Muarks

(Rating 41 = 50 = 20 Marks, 31 — 40 = 16 Marks, 21 — 3@t = 12 Marks, 11-200=8&Marks, 1 - 10 =4 Marks)

12, Course lile preparntion * i {10 Miarks)
g . NPTEL Self- Appraisal
Na Subject ICT Tools Vedios® Materiils Seore
|
2
3

= Copy of conrse fife should be enclosed

35




SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE

GORBI

SVHEC HR /004
]

CATEGORY-1l: RESEARCH AND ACADEMIC CONTRIBUTIONS (Max Marks 335)

Briel Explanation: Based on the faculty’s self-assessment, APl scores are proposed for (a) Institution Development
(b) No of Projects (c) Ongoing and completed research projects and Consultancies (d) Conferences / Seminars /
Workshops Participation / paper presentation Guided (e) ISBN Book Publication / Publication in Journals () Marks
obtained in students feedback form ete. The maximum AP score reguired by faculty from this category is 35. The
seff-assessment score will be filled by the faculty and is based on verifiable criteria and will be finalized by the
screening selection committes.

13, Institution Development (Grants for Seminar, Conference & Workshop ene.) * (5 Marks)
5| Nameof the Seminar/ Fund Received Title Amount | Sell- Appraisal
N|  Funiding Conference/ Month & Year Received Score
0| Agencies Waorkshop
Total
* Copy of Certificate to be enclosed
1Mo of Projects Guided (3 Marks)
5
M UG Level i Level Phly
[ig
Total
15, Opzoing and compleied research projects and Consuliancies (5 Marks)
5
i . Ongoing consulia completed consulinn
]': Title Agency/Company period B ngwr}i ol P G c¥

Total

I

3b




SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE
GOBI

SVHEC/ HRt/ D04
Ver|0.0)

—

16. Conferences / Seminars [ Workshops Participation / paper presentation * {5 Marks)

5 Gt State Level International | Self- Appraisal
Mat £ e

M ature Of Activity ! Mational Level Level Reone

1

2

3

(Nove! Seore Allotted: 2Mark - Siate Level® National Level, IMark - International Level, Miniun of af least each
me) % Copy of Certificnte fo be encfoved

17, 15BN Book Publication ! * Publication in Journals (5 Marks)
5
d | Month & HS':‘{:“ “'_] Self-
] Title of the Book Tapie Title ISBN No | Year of s Appraisal
Publication International Soore
Level
1
2
3
4
Total

(Mote Score Allatted: SMark- ISBN Book & dMark —Locol Books; IMark- International Level Jownal, $Moark —
Nationed Level Jovrnal)
* Copy of First Page

18, Murks obtained in students feedback form

{Average 10 Mark =0kl Sem ; 5 Mark & Em Sem: 3 Mark )

{10 Marks)

Theory/Lahb

el

Even

Semester Average

Year Avernge

*Note Score Allotted: 75 % & Above — 10 Marks; 50 1o 74 % - 8 Marks & Below 50% -6 Marks

A1




SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE
GOBI l

SVHEC/HR/004
Ver|0.0]

CATEGORY II: CO-CURRICULAR, EXTENSION AND PROFESSIONAL DEVELOPMENT RELATED
ACTIVITIES DURING ASSESSMENT PERIOD {Max marks 5)

Briel Explanation; Based on the faculty's self-assessment, category [l API scores are proposed for Professional
development relmed contributions. The maximum AP score required by faculty from this category is 3. As before, the
self-assessment score should be based on objectively verifiable criterin and will be finalized by the sereening /
selection commallee.

19, Mention Your Additional Responsibilitics (A ppraisal for Staff by HOD / for Hod's by Principal)

il

{5 Marks)
5.No Mature of Work Appraizal Score
[
il
iii
w
¥
Total Score
20, Are you satisfied with your work?
Very Unsatisfied Neutral Satisfied Very satisfied
S5.No | unsatisfied
21, Would you like to mention anything else significant/ Noteworthy aboul yoursell
Date : Place:
HOD Signature Stall Signature

%8 &
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SHREE YVENKATESHWARA HI-TECH ENGINEERING COLLEGE ey
TECHRICAL MAN POWER SUFFPORT Yargliy
DEFT: ACADEMIC YEAR:
KEE -

4.8 HAME QUALFICATHIN DESIEMATHIN BATE OF |NING OATE OF RELIEVISE
1
F
3
4
5
[

nam PHIMCIFAL
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@ SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE

ALUMNI CONTRIBUTIONS

EVHEC/HR/ 008
Ver{0.0]

5.4.2, Registered Alumni Association Contributes significantly to the Development of the
institution through other support services.

SNO YEAR DEPARTMENT DATE NATURE OF SUPPORT
SERVICE
ALUMNI COORDINATOR PRINCIPAL
Page 1ofl
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SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE SVHEC/HR/ D13
FARTICIFATION OF TEACHERS 1N YARIOUS DODIES/ACTIVITIES Ver{0.0]

5 Mo

Year

Mame of teacher participated

Name of the bady in which full ime teacher participated

18]

FRINCIFAL




iy

VAN aoH
i it iy | SSV71D NOISIAZY [ A
_AAVAT NOLLVIVA [ 1A . TR i
A
I
]
L
2
5
¥
3
(A
1
o |6z |8z |cz|oz|sz|ve|ez|zz|1z|oz |6 |0 | |ot|s|sr|en|zn|an|ot|6 (B |L|9|S|#|€ T AWVN 44V LS ONS
L [RURHE | INOLLYIVA S T35 *Lda0

ﬁ

(orolaan,
OT0/HH/JIHAS

STIV.LAQ SAVAT ALINV.LAW - NOLLVIVA / 11345
1909 ‘3DITT0D ONTHIANIONT HIAL-TH VIVMHSALVENIA 3THHS

i



st

SS¥ 8E9 - [HOD "A9TTTOD DNTHITNIONT HOAL - TH VHVMHSALYYINIA JTHHS

“E1h HAdd Ang [mopesgeunyeg | 4vd sAmy uogEen
£ i W
minperdig el I S e | YO mopy il msapar) wor | Auzss 49 | «2seg ol na M| s W
[orlaog
LT HHIDAHAS
AINVILLINDOY




STAFF ACHIEVEMENTS & AWARDS

SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE

SVHEC/HR/O12 ]
WeriC.0)

Percentage of full time teachers who reeeived awards, recognition, fellowships at State,
National, International level from Government, recognised bodies

CAY CAY ml | CAY m2 CAY m3 CAY md CAY m3
Incemtives
Mame ol the award, glven
snme of Twll time ieagheres recelving Yrar feflpw ship, rovvivnl iy thee HE]
wwemrds Troms siabe level atinnal level, wl PAN Dipsiznstion from Governmend in
internaimasl level wanl ar recognzed FéCogmition
| H ol
the smmrd
CAY
CAY ml
CAY m2
CAY m}
|
CAY m4
CAY m3
HOD PRINCIPAL

b




PROFESSIONAL DEVELOPMENT PROGRAMS FOR TEACHING AND NON-TEACHING STAFF

@ SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE

SYIECSHR /1Y
Wer[0.0]

ranes (from-to) (D0
MM-YYYY)

developmeni program organised for

Title of 1he professional

teaching stall

Titbe of the adminkstraiive

Eraiidag program organised for
non-leaching stall

M. of
participanis

HOD

e

PRINCIPAL




SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE- GOBI

FEEDBACK RECEIVED FROM THE STAKE-HOLDERS SVHEC/ME/014 ]
ALUMNI SURVEY FORM Verfd.o)

ERODE - GOBI MAIN ROAD, OTHAKUTHIRAL KEMETTUPALAYAM (PO) GOBICHETTIPALAYAM - 638 435,

The Depariment of . is dedieated to the continvous improvement of
undergraduate engineering program. The information that you provide through this survey will be very much
helpful for this process. We appreciate yoursell for completing this survey form. Thank you for your
cosperation and support.

Marme; Gender: (M [IF

E=mail: Contact Moo

Are you Presently Emploved : Yes [ Mo []
If wes, Title of your position:

Mame of the Company & location:

. Assessment of Vision statement in the Department of

gl |.E

- =22 |23

Vision £3| % | i3

EREE

1. Aszessment of Mission statements in the Depariment of

0 i =

»8| 5 | &

Mission EZ| S E“E

g2 5 |23

| W | Ao

SHREE VENKEATESHWARA NIETECH ENGINEERING COLLEGE

g




SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE- GOB1

FEEDBACK RECEIVED FROM THE STAKE-HOLDERS [ SVHEC /HR/014 }
ALUMNI SURVEY FORM Veri0. 0l

3. Assessment of Program Educational Chjectives in the Department of

Program Educational Objectives (PEQ)

Somew hai
Satisficd (1)

Extemly
SimtisTied (3}
Satishied {2)

1L

1L

4. Assessment of Ahilities, Skills and Attributes Acquired in the Department of-

Please rate each of the following skills, abilities or atiributes in terms of how well your education al

Department of nammn prepared yvou for them.
=l a =t
Program Outcomes (IPO) =33 |3%
= z
i - = g
=3l = | £%
Wa|l e | mw

1} Engineering knowledge: Apply the knowledge of mathematics, science,
engineering fundamentals and an engineering specialization to the solution of
eomplex engincening problems

2} Problem analvsis: Identify, formulate, review research literature, and analyze
complex engincering problems reaching substantiated conclusions using first
principles of mathematics, natural sciences, and engineering sciences

3) Design/development of solutions; Design solutions for complex engineering
problems and design system components or processes that meet the specitied
needs with appropriate consideration for the public health and satety, and the
cultural, societal, and environmenial considerations

4)Conduct investigations of complex problems: Use research-based knowledge
and research methods including design of experiments, analysis and interpretation
of data, and synthesis of the information to provide valid conclusions

51Modern tool usage: Create, select, and apply appropriate techniques, resources,
and modern engineering and IT tools including prediction and modeling to
complex engineering activities with an understanding of the limitations

6)The engineer and society: Apply reasoning informed by the contextual
knowledge to assess societal, health, safety, legal and cultural issues and the
| eonsequent responsibilities relevant to the professional engineering practice
7)Environment and sustainability: Understand the impact of the professional
engineering solutions in societal and environmental contexts, and demonstrate the
knowledge of, and need for sustainable development.

SHREE VENKATESHWARA HL-TECH ENGINEERING COLLEGE
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SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE- GOBI

FEEDBACK RECEIVED FROM THE STAKE-HOLDERS [ svmscyam/ons ]
ALUMNISURVEY FORM Ver(0.0)

R)Ethies: Apply ethical principles and commit to professional ethics and
responsibilities and norms of the engineering practice.
JyIndividual and team work: Funciion effectively as an individual, and 25 a
member or leader in diverse teams, and in multidiseiplinary settings.
10} Communication: Communicate effectively on complex engineering activities
with the engineering community and with society at large, such as, bemng able to
comprehend and write effective reports and design documentation, make effective
| presentations, and give and receive clear instructions. |
11} Projeet management and finance: Demonsirate knowledge and
understanding of the engineering and management principles and apply these to
one‘s own work, 25 a member and leader in a team, to manage projects and in
multidisciplinary environments
12} Life-long learning: Recognize the need for, and have the preparation and
ability to engage in independent and life-long leaming in the broadest context of
technological change.

Program Specific Outcomes (FS0s)

1.
3.
Alumni Satisfaction Survey
¥ Please Tick
Addributes Excellemt Good Average MNeed 1o Improve

(3 i2) (h

_T:;.:r.pi:r.fng Learning Process

Cemtpus and Dept nfrasiructure & Facilities
Facaulty Qualifications

Fee struciure

Srwedewnis Publications / Workshops Ere.,
Training & Placement / Higher Edireations

Library

Extra Cirricular A ctfvities

Ca Curricular Avtivitles
Professional Spcleny Aciiviites
Internet Focllies

Hawrel Facilities

Safery Norms & Medical core & First Aid
Counseling

Value added courses & Additional trainings

SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE
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SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE- GOBI

FEEDBACK RECEIVED FROM THE STAKE-HOLDERS [ svime/urso1s
ALUMNI SURVEY FORM Veri0.01

]

Comments ane suggestions for the improvement of SVHEC:

Date:

Place: Signature

SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE
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SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE
Approved by AICTE, New Delhi | Affilinted to Anna University, Chennai)
Aceredited by NAAC with *A” Grade | NBA (CIVIL. € SE, EEE, MECH)

Gﬂl}iﬂi]ﬂnipﬁ]ﬂ};ﬂm —HAR 45 :.I. E'I'I'HJE Di.E-tfi.':L TI.!I'I'.IZi Inadu ME:;?;;‘!.

il

DEPARTMENT OF *##*#324dbhikis

PERMISSION LETTER

Submitted to the Principal

Respected Sir,

Subject: Request for permission to conduct an awareness programme on “Title of Program™ —
Regarding.

We have planned to conduct an awareness programme on “Title of Program™ at our
college premises thorough Online Platform (Google meet) on DDLMMYYYY. Kindly permit
us to conduct the same.

PRINCIPAL

Copy 10
1. IQAC
2. HOD's
3, Principal Office




SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE
Approved by AICTE, New Delhi | Affiliated to Anna University, Chennai)
Accredited by MAAC with *A* Grade | NBA (CIVIL. CSE, EEE, MECH)

Gobichettipalayam — 638 455, Erode District. Tamilnady i

DEPARTMEHT {}'[.‘,' e e e e el A A e R ok P R

CIRCULAR

Academic yearrYYYY-YY Date : DDLMM.YYYY

For creating awareness about the recent Manufacturing Technologies for the IV- Year

students, Department of **s#3ssssesrssassds jp gogpoiation with Internal Quality

ERIE]

Assurance Cell (IQAC) has planned to conduct a programme ““Title of Program™ on

DDMM.YYY through Online Mode {Google meet). Students are informed to atiend the
program and kindly register your name to Class Advisor. The Details are Enclosed Below,
Google Meet Details

TTEE T2 T2 SRR AR RN IR RS 8 4]
FETTTETE R AR L ER RS SRR S EER SRR S S0 b 8

PROGRAMME PARTICIPANTS RESOURCE PERSON Pﬂﬂg‘fﬁiﬁ!ﬂ

HODMech 1QAC PRINCIPAL

Copy to:
|. Principal
2. 1QAC
3. HODs

4. Students eirculation



SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE

Approved by AICTE, New Delhi | AfTiliated to Anna University, Chennai)

Accredited by NAAC with ‘A’ Grade | NBA (CIVIL. CSE, EEE, MECH) .
Gobichettipalayam — 638 435, Erode District, Tamilnadu | “"'ﬂ_{:”'

DEPARTMENT OF ok e e g e B8R Skl dedr o

Report about the Programme

Date : DDMMYYY

Program Coordinator Hel) IQAC PRINCIPAL

e



SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE
Approved by AICTE, New Delhi | Affiliated to Anna University, Chennai)
Accredited by NAAC with *A” Grade | NBA (CIVIL. CSE, EEE, MECH)

Gobichettipalayam — 638 435, Erode District, Tamilnadu FYSRGIR A ]

DEPAHT&-I’E‘HT{}F e e e et e LR kg

SAMPLE PHOTO OF THE PROGRAM

Date : DDLMMYYYY

TITLE OF EYENT — DATE

TITLE OF EVENT — DATE

GEOTAG ADDRESS GEOTAG ADDRESS

Program Coordinator PRINCIPAL




SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE
Approved by AICTE, New Delhi | Affiliated to Anna University, Chennai}
Accredited by NAAC with ‘A’ Grade | NBA (CIVIL. CSE, EEE, MECH)

Gobichettipalayam — 638 435, Erode District, Tamitnadu [ nﬂww 1

DEPARTMENT OF e e do e ek

Date : DD MMYYYY

INVITATION

R
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SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE

b3

RESEARCH LABORATORY AND PRODUCT DEVELOPMENTS SWHEL] RO
‘0.0
Mo Mume of the Lakoratory Hardware Specificalion Soaltware Specilicatisns
SN Mhcademie Yenr Fagulty Nnme Irodurt Develapnient
I
2225
F |
L
2007331
1
i
M2
[
HOD FRINCIPAL
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SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE
Othakuthirai, Gobi.
4% | APPLICATION FORM FOR ADMISSION - 2024-25 SVHEC/$A/001
(For U.G Programmes only) Ver(0.0)

'I.—A-H!ﬂtﬁ.—l—kk-l'****ﬂﬂ-.l—.H:-.l'k'Jl"!**HiHI’ﬂ"!‘l‘l‘l*i****:A':A':A'i‘*i’Hﬂlﬂm#*********ﬂi'&****lﬂmﬂﬂiz

Flease Tick the Required course in the list given below Date: [ [

O cviw |CJese | [JEEE [L__I, EcE | MECH
1w [ aps [ BME !lI:I amL |[CJ Bio TECH

Engineering [B.E] | I YEAR

NAME OF THE STUDENT: DOB:__/ |  AGE
NAME OF THE PARENT/GUARDIAN: AADHAAR NO:

RELIGION: COMMUNITY: 0OC/BE/BCM/BCC/MBC /DNC/SC/SCA/ST CASTE:

MOB. NO. 1 (STUDENT) : __MOB NO. 2 (PARENT):

ADDRESS:

PIN CODE: TALUEK: DISTRICT: STATE:

ACADEMIC DETAILS

NAME OF THE SCHOOL: PLACE: Mediom: TM/ EM
REGISTER NUMBER: YEAR OF PASSING: NO.OF ATTEMPTS:
oo REGULAR : VOCATIONAL
Phy | Chem | Maths Total Pract | Pract '
Lub Total Marks | Theory Maths Total Marks
(n (2] (3) | ([1+2+3) I 1
Scored
| Max
: i CUTOFF I Verified By
~ ELUGBILTY

e e R S EERLE L] YRR S L) £ 1] [T L] & L] bbb bbb E L
sl NS ~ AMENITIES OBLIGATORY S

DO YOU REQUIRE HOSTEL ACCOMM ODATION: YES / NO TYPE OF ROOM: Common / Special /

DO YOU REQUIRE TRANSPORT: YES /[ NO BOARDING PLACE: BUS.No,

b oo o o o e bR * YRR # wk b FEEEEEERE

[ 451




* DECLARATION

e e e - - 1 . L
I hereby certify that the information contained in this application form is complete and accurate and 1
understand that submission of inaccurate is sufficient cause of denial of admission or termination of
enrollment.

| have agreed and understood the college rules / refund policy.

If 1 admitted 1 agree to be bound by the rules and regulations now in force and those that will be made
from time to time.
I also promise that | will do nothing either inside or outside the institution that will interfere with
discipline.
1§ 1 wish to leave the institution in the middle of the course, 1 will pay tuition fee for the FULL course hefnnzl'
the issue of the Transfer Certificate and other certificates,

Mame of the Parent: Signature:

Name of the Student: Signature:

Place : Date :

L] LR L FEEETEIEPPRite s saEaa Rl Wb hee e bbb (1] ETTEEEEEEE L

REFERENCES:
MOE.NO 1: -MOB.NO 2:
ADMISSION NO: SOFTWARE ENTRY NO:

Bote: PaymentDetails
Tuition Fee  [Rs.)
Hostel Fee (Rs.)
Transport Fee [Rs.)

el

Admission Fee (Rs.)
Total (Rs.)
)
IL Grand Total [Rs.)
Filled By ~ Admission Incharge
S.NO. DATE PAYMENT Rs. SIGN OF THE CASHIER REMARKS
1.
2.
3
4,
G

L;:-#mtlﬂllitﬂﬂmttmmﬂll-"=|=mﬂl#“-hlulmm::"hlrn:"ttﬂuit“tiﬁlhﬂ-¢ﬂl#l“ﬂﬂl#t

bk




SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE

ENROLLMENT RATIO

SVHEC/SA/DOZ
Verfg.on

Student-Full time teacher ratio Academic Year: YYYY-YY (Semester)

UG -COURSES:
Number of the Full time
G | Department |onrotednth mpttion. | (Socers avalbl s e dentFulme
s (UG Courses)
I
2
3
4
3
&
TOTAL -
PG-COURSES:
Number of the Students | Mumber of the Full time
e | tparmen |l b tin | e b e Snden o
(FG) (PG Courses)
|
2
3
4
3
b
TOTAL
Total number of Students enrolled in the Institution=
Total number of full time teachers in the Institution =
Student-Full time teacher ratio =
PRINCIPAL

bt



SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE

FVHEC/ZA 0o
@ CONSOLIDATED LIST OF STUDENTS YEAR WISE BY DOTE Ver(0.0)
DEPARTMENT: ACADEMIC YEAR ;
§.No Beaixch Year Dz partment Rigister Mamber Mamse of the Student

b¥

PRINCIPAL
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SHREE, VENKATESHWARA HI-TECH ENGINEERING COLLEGE

GODBI - 638 455
Department of Computer Science and Engi neering E‘JI:.J'E.'{:,.:;;SE:‘DD&
erf .

—

|
|

Class Committee Meeting (CCM-T) = Minutes of Mecting

YearSemester | : Date & Time
Academic Year |: Venue | s
OBJECTIVE

%+ Ttis like the *Quality Circle" with the overall goal of improving the Teaching-Learning process.

» Informing the student representatives the academic schedule including the dates of assessmenits and the
syllabus coverage for each assessment.

% Informing the student representatives the details of Regulations regarding weight age used for each
assessment. In the case of practical courses (laboratory | drawing / project work / seminar etc.) the
breakup of marks for each experiment / exercise / module of work should be clearly discussed in the
class committee meeting and informed to the students.

POINTS DISCUSSED

1) Regulation
2) Duration of the program / Semester
3) Academic schedule
4} Internal assessment methods
a) Theory Courses
k) Laboratory Courses
¢} Theory Courses with Laboratory component
5) Syllabus coverage for each assessment
6) Tnternal asscssment analysis and identifying the slow-learners
7)1 Opinions and suggestions

MEMBERS PRESENT

S.No Name & Designation / Dept Position Signature
I

W em| =3 o] W] da) Wi BD

e
=

b




SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE
GORBI - 638 455 [

Department of Computer Science and Engincering

SVHEC/S5/006
Veri.0

1) Regulation
Regulation 2021 s applicable to the students admitted to B.EB.Tech. Programmes at all Engineering

Colleges affiliated to Anna University, Chennai (other than Autonomeous Colleges) from the academie
year 2021-2022 onwards.

2} Duration of the program / Semester
# A student is ordinarily expected 1o complete the B.E. / B.Tech. Programme in 8 semesters (for HSC

students) and six semesters (for Lateral Entry students).
# Each semester shall normally consist of 73 working days or 340 periods of 50 minutes each.

3) Academic schedule

e

# Informing the student representatives, the academic schedule including the dates of assessments
and the syllabus coverage for each nssessment.

4) Internal assessment methods

Theory Courses
Twuo tests each carrving 100 marks shall be conducted during the semester by the Department / College
concerned. The total marks obtained in all tests put together out of 200, shall be proportionately reduced
for 20 marks and rounded to the nearest integer (This also implies equal weightage o all the three tests).

Laboratory Courses

The maximum marks for Internal Assessment shall be 20 in case of practical courses, Every practical
exercise / experiment shall be evaluated based on conduct of experiment / exércise and records
maintained, There shall be at least one test, The criterion for arriving at the Internal Assessment marks of
20 is as follows: 75 marks shall be awarded for successful completion of all the prescribed experiments
done in the Laboratory and 25 marks for the test. The total mark shall be reduced to 20 and rounded to
the nearest integer,

Theory Courses with Laboratory Component
If there is a theory course with Laboratory component, there shall be three tests: the first two tests (each
|00 marks) will be from theory portiens and the third test {maximum mark 100) will be for laboratory
component. The sum of marks of first two tests shall be reduced 1o 60 marks and the third test mark shall
be reduced to 40 marks. The sum of these 100 marks may then be arrived at for 20 and rmounded to the
nearcst infeger.

5) Svllabu ¢ for each assessment
Every teacher imparts instruction as per the number of periods specified in the syllabus and that the
teacher teaches the full content of the specified syllabus for the course being taught

6) Internal assessment analysis and identifving the slow-learners
# Analyzing the performance of the students of the class after each test and finding the ways and means of

solving problems if any.

1




SHREE VENKATESHWARA HI-TECH ENGINE ERING COLLEGE

GOBI - 638 435
Department of Computer Science and Engineering WELE': I{ 35;;]“'5
erf 0. \

% ldentifying the slow-learners, if any, and requesting the teachers concemed to provide some additional
help or guidance or coaching to such students.

General opinions and sugzestio

S.No Orpinions and Suggestions forwarded to Action taken / Date

CLASS ADVISOR HOD PRINCIPAL

%




SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE

GOBI - 638 435
Department of Computer Science and Enginecring w'ﬁi‘:és[;{i Hee
! erf0. I

Class Committee Meeting (CCM-11) — Minutes of Meeting

Year/Semester | : Date & Time | :
Academic Year | : Venue : | CSE Faculty Room
OBJECTIVE

% It is like the *Quality Circle” with the overall goal of improving the Teaching-Leaming process.

% Informing the student representatives the academic schedule including the dates of’ assessments and the
syllabus coverage for cach assessment.

% [Informing the swdent representatives the details of Regulations regarding weight age used for cach
assessment. In the casc of practical courses (laboratory / drawing / project work [ seminar ¢tc.) the
breakup of marks for each experiment / exercise / module of work should be clearly discussed in the
class committes meeting and informed to the students.

POINTS DISCUSSED

£} Class room and laboratories — problem solving

9} Theory and Practical courses -syllabus coverage

10) Internal performance analysis = Weak Students Identification — Action Taken
11} Remedial Coaching Class — discussion - Schedule

12) Antendance particulars-Lack of Attendance

13) Opinions and suggestions
MEMBERS PRESENT
S.No | Name & Designation / Dept Position ' Signature
1.
2
3
|4
5
6
7
]
9
10

]




SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE

GOBI - 638 455
Department of Computer Science and Engineering | EVHji}J’SS&WE ]
erl .

-

1) Class room and laboratories — problem solving

S.No Class rooms F Laboratories Prablems Action Taken / Date

2} Theory and Practical courses -syllabus coverage
List 1o be attached

3 Internal performance analysis — Weak Students Identification — Action Taken
List to be attached

4) Remedial Coaching Class — discussion — Schedule
List to be attached

5 Attendance particulars-Lack of Attendance

List to be attached
B) Leeneral opinions and suggestions
5.No Opinions and Suggestions forwarded to Action taken / Date
CLASS ADVISOR HOD PRINCIPAL




PARENT FEEDBACK FORM

SHREE VENKATESHWARA
HI ~-TECH ENGINEERING

REC M0k

MAME OF THE STUDENT :

BRANCH BE-MECH/CIVIL/CSE/ECE/EEE

ME — MFG / CEM / CSE/ AE/ PSE & MBA

COLLEGE, GOBI

YEAR I/T1/M1/ 1w | TEMESTER

MAME OF THE PARENT :

PARENT CQUALIFICATION OUCLIPATION -

FRESENWT POSTAL ADDRESS ¢
PIN CODE @

MCHE MO | MOB NO 2 : il
Emni i 3

a. Basic Aspects ;

Please rate the college for the following parameters given below in a scale of 1 1o 4 where 1 is poor, 2

is Average, 3 is good and 4 is excellent. (Mark the rating scale using Tick )

AR PARANETERS PR | AVERAGE | GOOD EXCELLENT | RATIMG
|| Administrative facilitation (Eiares el
B Help from college office
(waignfl spgueissgls o ol Gumss)
3 Performance of teachers
(2 P 26 Gewshfmet )
4 Practical Knowledge imparied
(EenLipsnm Syflenn o)
5 | Quality of Tm:hiEEmﬁﬂﬁ.ﬁﬂ L]
6 | Lab infrastructure [ Sy s dlser)
7 Industrial Exposure
{G_ﬂrtﬂﬁ:ﬂrmm Geuafiinm®)
g Placement & Career guidance
(Grsmaamiiy & Gamfs ayfasr o)
9 | Transportation (GuT&Gaursgl aurhl)
10 | Canteen (asmrausin)
1 Extra Curricular ﬁ::liviti:s
(5. (e LIS mL g dmesat)
12 | Bank / ATM (eurdid] / erap.sni)
13 | Medical Facilities (uomhaus susdl)
14 | Security (LTZIETUY)
15 | Overall exposure(ge Gi6karga Glaafium)
Total Score

A




b. Curricular Aspects:

Curriculum delivery to your ward is satisfied [
compared 1o other Engineering collepes,
(s mldll L arals wbn ssgyriiflsemen
o msAT WwasT /sy LD
aFdmn (el 2 mSEnSE e

il Semen)
After joining the institution, technical
knowledge has improved to your ward

3 | (sagnis Caits dne st wea/
waater Campls fiu subeils shud e
(st (amrymi )

Satizfied with the acadermic resulis of our
ImslIliEL o,

3 (mingy sabgpriiuferr Bamiay (pipa)saflsn
2 mimatler Slmid) Fons)

Library and indusiry powered centre facilities
for the courses are more than adequate in our
institution.

(Lip e s yim auensild Easih b
amfinarma smouiufssiy ae e Huog
ensogumlalilsh dimdomrem 26 e )

Assessment patiern is sahisfied for your wards
5 | (emimat wssnar / wemar HimlBbisg
susmaailay o arer LBl 5 (penmEer)

¢, Communication Aspects:

Does your ward regularly inform you about his'her performance
1| (e mimeT e / wae Ul soufh @eTEaTInGens LRSS Yes /Mo
Gsflaladlorrsar?)

Did you recetve any complamts about your ward from the institution?
If yes specily the nature of the complaint :

(n_masmar wask / et Ll sogniemig aGamen s i
2 sl mddlman 7 =yih enfle) ysmilat mekami:) .

Whether you are getting information about your ward from the Institution
3| jmdimat wear / el Lbil gpsmmurer Seasiser ssgniudldmis Yes /[ No
gt Qumlfirsant?)

Your Suggestions :  (2rmeflar 2, beomesmer e )

Signature of the Parent
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SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE | EMT;{HE
GOBI-638455 . Verl0.01

DEPARTMENT:

COURSE PLAN

Course Code

Course Name

Semester / Year .

Academic Year

Regulation :

Prepared by H Approved by | :
Designation - Designation
Drepartment : Depariment
Signature 3 Signature -
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SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE |

VISION OF THE INSTITUTE:

MISSION OF THE INSTITUTE:

VISION OF THE DEPARTMENT:

MISSION OF THE DEPARTMENT:

PROGRAM EDUCATIONAL OBJECTIVES (PEOs)

GOBI-638455 |

SVHECTL/ 005
Veri0.0




SHREE VENKATESHWARA Hl—'I:E'l'JH EH(}'_IHEERING COLLEGE Emfmmg
GOBI-638455 Verl0.01

PROGRAMME OUTCOMES (FOS)

Engineering Graduates will be able to:

PO

Engineering knowledge: Apply the knowledge of mathematics, science, engineering

fundamentals, and an engineering specialization to the solution of complex engineenng problems.

Problem analysis: Identify. fﬁ'ﬁﬂulnte, review research literature, and analyze complex
engineering problems reaching substantisted conclusions using first principles of mathematics,

natural sciences, and engineering sciences.

Design/ Development of solutions: Design solutions for complex engineering problems and design
system components or processes thal meet the specified needs with appropriate consideration for
the public health and safety, and the cultural, societal, and environmental considerations,

P4

Conduct investigations of complex problems: Use research-based knowledge and research
methods including design of experiments, analysis and interpretation of data, and synthesis of the

information to provide valid conclusions,

PO5

Modern tool uwsage: Create, sclect, and apply appropriate techniques, resources, and modern
engineering and 1T tools including prediction and modelling to complex engineering activities with

an understanding of the limitations.

The engineer and sociefy: Apply reasoning informed by the contextual knowledge to assess
societal, health, safety, legal and cultural issues and the consequent responsibilities relevant to the

professional engineering practice.

rO7

Environment and sustainability: Understand the impact of the professional engineering solutionsin
societal and environmental contexts, and demonstrate the knowledge of. and need for sustainable

development.

POS

rrrrr

the engineenng practice.

PO

Individual and team work: Function effectively as an individual, and as a member or leader in

diverse teams, and in multidisciplinary settings.

rO10

Communication: Communicate effectively on complex engineering activities with the eﬁginming
community and with society at large, such as, being able to comprehend and write effective reports

and design documentation, make cffcctive presentations, and give and receive clear instructions.

rO11

Project management and finance: Demonstrate knowledge and understanding of the engineering
and management principles and apply these to one’s own work, as a member and leader in a team, to

manage projects and in multidisciplinary environments.

PrO12

Life-long learning: F.Ecﬂgnize the need for, and have the preparation and sbility to engage in
independent and life-long learning in the broadest context of technological change.

3
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SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE | SVHEC/TL/005
GOBI-638455 | Verl0.0)

PsO2

PS03

1. | Course Code & Name

2. | Course Category

- | HSMC /BSC / ESC /PCC / EEC f MC / OEC

3. | Course Type

4. | Credit (L/T/P/C

5. | Prerequisite

6. | Course Objectives

COURSE OUTCOMES:

At the end of the course the students would be able to:

Course
huteome

Description

Maximum
cognitive
level to
achieve

ol

coz

Cc03

==

Cod

CO5

KL- Bloom's Knowledge Level (K 1. K2, K3, K4, K35, K6)
K1-Remember, K2- Understand, K3- Apply, K4- Analyze, KS- Evaluate, K6- Create

aq



SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE Em',n‘r# B
GORI-638455 Verl0.0 !

EVALUATION COMPONENTS:

TH [ LRSES

Two assessments esch carrying 100 marks shall be conducted during the semester by the Department /
College concerned. The total marks obtsined in all assessments put together out of 200, shall be

proportionately reduced for 40 marks and rounded to the nearest integer (This also implies equal weightage to
the (wD assessments)

Assessment 1 (100 Marks) Assessment 11 (100 Marks)

— Total
Individual Assignment / Case Study| Written Individual Assignment/ Case | Written |  Internal
! Seminar / Mini Project Test Study / Seminar / Mini Project | Test | Assessment
40 60 40 &0 200+*

*The weighted average shall be converted into 40 marks for internal Assessment.

THEORY COURSES WITH LABORATORY COMPONENT
If there is a theory course with laboratory component, there shall be two assessments: the

first assessment (maximum mark is 100} will be similar 1o assessment of theory course

and the second assessment ({maximum mark i  100) will be similar to  assessment  of
laboratory course rtespectively, The weightage of first assessment shall be 40 % and the
second  assessment be 60 %. The weighted average of these two assessments  shall

be converied into 50 marks and rounded to the nearest integer.

Assessment [ (40% Weightage) Assessment [T (60% Weightage)
{Theory Component) {Laboratory Component) Total
— x: - : : - Internal
Individual Assignment/ Case | Written | Evalustion of Laboratory | Written| , o oo 0
Study / Seminac/ Mini Project Test Ohservation, Record Test
40 2H 73 25 200

*The weighted average shall be converted into 50 marks for intemnal Assessment,

LABORATORY COURSES
The maximum marks for Internal Assessment shall be 60 marks in case of practical courses. Every practical

exercise / experiment shall be evaluated based on conduct of experiment / exercise and records t o be
maintained. There shall be at least one test. The criteria for arriving ot the Intenal Assessment marks of 60
are as follows: 75 marks shall be awarded for successful completion of all the prescribed experiments done in
the Laboratory and 25 marks for the test. The total mark shall be converted into a maximurm of 60 marks and

rounded to the nearest integer.

y b




SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE | B?ﬁﬁ;ﬁ,m
GOBI-638455 Veri0.o

Internal Assessment (100 Marks)®

Evaluation of Laboratory Observation, Record Test
75 25

* Internal assessment marks shall be converted into 60 marks

FROJECT WORK
The Viva-voce examination zhall carry 40 marks. Marks are awarded
to each studemt of the project group 15 based on the individual performance in the wviva-

vOCe examination.
Re;i}ew RE[:]';“ RE:]!]}W End Semester Examination
Project Report Viva-Voce Examination
10 15 15 Internal | External Internal External Supervisor
10 1 [0 20 10
COURSE ARTICULATION MATRIX (COs Vs POs & PS0Os)
Course '
e rO1 (PO2 .FEH rO4 |[POS | POG|POT | POS PO9 | POLOTOLT [FOI12 PSOL (PSO2 PS03
COl
o2 |
CO3
CO4
COs
CO6

Graded (3 - High; 2 - Medium; | = Low)

93



SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE | gyupe 71008 |
GOBI-638455 . Verlool |

PEO's P01 P02 P03 [PO4 [POS | PO6 | PO7| POS [PO9 [PO10 PO11 |PO12 PSO1 PSO2 PSO3

FEO 1

PEQ 2

PEQ 3

FEO 4

PEO 5 _!
Graded (3 — High; 2 - Medium; 1 — Low)

Mapping between Experiment Vs Cls
CO's Expl Exp2 Exp3 Expd [Exps [Exp6 [Eap7 [Exp8 [Exp9 [Exp10 [Expl1[Expl2 [Expi3 Expld Expl3

Ol

co2

(Mark )




SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE

CRL: Class Foom Lecturer

GORI-638455

LESSON PLAN

SVHEC/TL,/005
VeriD.00

Hours

Topics

Mode of Delivery

Text/

Refercnces Chalk

& Talk

LCD

Weh
Resowree

others

Unit -1

Tutorial-

o] (Bt B 2 W - I (o

Recording of CRL{Topic):

Umit-11

i,

12,

T

14.

i

16.

Tutorial-

18,

Recording of CRL{Topic):

Unit-111

i

20.

74 8

23,

24,

23,

95




SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE :
GOBI-638455 | SVHEC/TL/00S |

| Verld.0)

Tutorial- Steady & Unsteady flow

Recording of CRL{Topic):

Unit-1'V

258,

29

30,

3L

33,

34,

35,

Tutorial- Steady & Unsteady flow

36.

Recording of CRL{Topic):

Unit-¥

g o 8

38.

39,

40,

41.

42,

43,

Tuterial- Sicady & Unsteady flow

45.

Recording of CRL{Topic):

Gaps in the Syllabus — To meet Industry / Professional Requirements

S.MNo

Topic

Mapping

To PO's & PS(Ys

Proposed Actions

Assignment Topics:

L=




SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE

SVHEC/TL/005
GOBI-638455 , Verl0.01
Topic CO's
Omnline quizzes and tutorial’'worksheet problems on:
S.No Topic CO's
TEXT BOOKS:
REFERENCES:
10

37
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SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE | EUT[EC!'TLFE"H' '

GOBI-638455 : Verl0.01
ADDITIONAL RESOURCES FOR COURSE
S.No Resources Co's
1.
WEEB SOURCE REFERENCES:
S.Mo Web Sources
1+
2.
Course Stafl Course Coordinator Program Coordinator HoD

11
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SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE SVHEC/TLIOLL |
USING MODELS CHARTS - MONOGRAM BY FACULTY FOR SUBJECT War[0.0)

DEPT: YEAR/SEM: ACADEMIC YEAR:

LIST OF INSTRUCTIONAL METHODS

NAME OF THE INSTRUCTION
FACULTY NAME OF THE SUBJECT TOPIC METHOD USED

INDUSTRIAL TRAINING PROGRAMS FOR FACULTY

No. of
S.No. Date | Training on Topic Industry Faculty
Attended
1
2
3
CLASS ADVISOR HOD PRNCIPAL

05




#% % SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE [ mmmm?]
: i Ver|0.0)
VISITING /ADJUNCT fEMERITUS FACUTLY &ct
DEPT:
Details of Visiting/Adjonct/Emeritus Faculty
s.MNo Mame of the Professors / Tithe of the Lecture Target Mo, af hoars
Y Indusiry Audience i ken
1
2
3
d
3
HOD PRINCIPAL

ob
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SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE

Var{D.0)

MENTORING SYSTEM SVHEC/TL/013 ]

—

—— -

Ref: SVHEC/DEPT /ACADEMIC YEAR /CIRCULAR/NO DATE: DD.MM.YYY
CIRCULAR

This is to inform that the mentor list of ... department is prepared

for the academic year YYYY-YY , ..... Sem. The list of eligible mentors list is attached

with this circular.

HOD PRINCIPAL

Annexure :

1. Allotment order for Mentors.

1071



SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE
MENTORING SYSTEM [ SVHEC/TL/013 ]

Verio.o)

The following faculty members are allotted as a mentor for the academic year YYYY-YY
enere SEM1

**DEPARTMENT NAME**
Name of the teacher Designation

£
-
o
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SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE
MENTORING SYSTEM [ e ]

Veri0.0)

— — I — ——
— ——

Ref: SVHEC/DEPT/ACADEMIC YEAR /CIRCULAR/NO DATE: DD.MM.YYY
CIRCULAR

This is to inform that the mentor and their mentees list of ...
department is prepared for the academic year YYYY-YY , ... Sem. All students are

informed to note down thelr mentor details from the attached mentor mentees list.

HOD PRINCIPAL

Annoexures I

. Allotment order for Mentor and Mentees.

R




SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE I
MENTORING SYSTEM SVHEC/TL/013
Ver{D.0]
Allotment order for mentor and mentees for academic year YYYY-YY....... SEM:
]
**DEPARTMENT NAME**
5.NO | REGISTER NO. STUDENT NAME MENTOR
2.
1l
4,
5,
| 6. i
7.
8.
9.
10,
1L
12,
13.
14.
15.
16.
17. B
18.
19.
| 20.
Total Number of Students(S) -
Total Number of Faculty (F) -
Student Mentor ratio - 5/F -
HOD PRINCIPAL

no
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SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE
MENTORING SYSTEM [ ST e ]

WVer|0.0)

Rel: SWHEC/DEPT/ACADEMIC YEAR /CIRCULAR/NO DATE: DD.MM.YYY
CIRCULAR

This is to inform that the Student counselling meeting is planned @ ...... pm an
dd.mm.yyyy with the respective mentors at their cabin. All students are informed to

attend the counselling meeting without fail.

| | REPRESENTATIVE
5.NO | CLASS HEE"RFEENT.H.TI‘-"E} SIGN CA SIGN

HOD PRINCIPAL

m
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SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE

MENTORING 5YSTEM SVHEC/ TL/013

Ver(0.0)

]

DEPARTMENT -
MName of the Mentor : DesignationDept :

Sem MYear H Diaie :

Register Name of the Student Declnration'

Poum ber
of the stwdent Students Menior nhservation

Menter Recommendation

n




SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE

MENTORING SYSTEM = ———
Ver{L0)
— — — ——
DEPARTMENT -

| legister _

A Mame of the Stodent Declaration’

Mo of :::T::erl Studlenis Menior ohservation Menter Recommendation
| .
|

Signature of the Mentor oD




SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE

SVHEC/TL/0O14

REMEDIAL COACHING & MAKE-UP TEST DETAILS
l Verin.01

DEPARTMENT (F *tssssibkssbbidbsbbsdddnsnty

SUB CODE & SUB NAME

INTERNAL ASSESSMENT-CONTINUOUS IMPROVEMENT REPORT

ACADEMIC YEAR: YYYY-YYYY (ODD/EVEN SEMESTER)

5&” REG.NO STUDENTS NAME ol "y ol e
TEST TEST

1

2

3

4

5

f

7

8

o

10

11

12

13

14

HOD/EEE PRINCIPAL

1} 1%




SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE

REMEDIAL COACHING & MAKE-UP TEST DETAILS

SVHEC/ TL/014
Veri0.0j

DEPARTMENT OF ##%## s+ a4 4 s s 4 a3 5555554 550%
SUB CODE & SUB NAME

INTERNAL ASSESSMENT MAKEUP TEST REPORT (YYYY-YYYY ODD/ EVEN 5EM)

AJIITH M NISHANTH S
(732521105004 [F32521105018)
100 100
|
E B 5 By
= x
= L] o (1]
o [T
g 40 E &0
20 S n
g 4
(1] o i
1Al | i 1A TAT [ Lk
®  [mlernal | m  Ipsermal X |
Assessment e il RS dE el 24 &
m Make-up Test i 12] Bi B Make-up Taat a1 a4
PRIVADHARSHINL 5 DHARSHAN V
73221105021 Ti2521105300
100 100
ﬁ B0 i B
= =
: o g o
;@ g =
3 0 E 20
G 0 o
IAT Ian wman Il LA Tl 1A TN
® Imbernal [ L] d_line?r;l
Asgessment o Assessment | 14 g
= Male-up Test 92 L!H:Iu:-lup T-E:'-l.- 76 1]
GOKULPRIYAN M K MOHAMMED SABITH T A
732521105313 TIZGZ1I05319
100 100
‘,El Ho g 8o
= =
g 60 = &0
40 £ i)
g 1) 0
(e o —e
Il An A 1Al an 1Al
5 Intermal I llr‘lml'lﬂl
ASERREMETL 18 4 Assessment 16 0 ]
® Make-up Test | ™ o wMake-upTest, 76 o |
HoD}/ EEE PRINCIPAL
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SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE

REMEDIAL COACHING & MAKE-UP TEST DETAILS ST
Verl0.0)
REMEDIAL ﬂ; AND MAKE - UP TEST
ACADEMIC YEAR YYYY-YYY [ODD/EVEN SEMESTER)
DETAILS OF TOPICS COVERED
SUB CODE SUB NAME
5.No DATE TOPIC
1
2
3
4
5
6
HoD/EEE

n




SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE
REMEDIAL COACHING & MAKE-UP TEST DETAILS [

SVHEC{TL/014
Veri0.01

SHORT NOTES:

118




it

udis Apnoey
0T | 6 | B8 | £ [ 9 s | # | ] 2
SyJeway FIUEPUHANY S5E[) aey oN‘doy oN'S
ETHTETY
Aanay jo aprL } uoneIng
AJIAnoE Jo aurey Aq pmedpnaeg
Amoe jo swey JE3 A JWAPEIY wdag
looka STIV.LAA SHANHVAT JINVAQY
S10/ 1L/ DAHAS AATTOD ONIHIANIDONG HIAL-TH VHVMHSTLYHNIA AT3HHS




B -, 20 LY EhA

TN aoH JHNLYNDIS ALTNIVA
01
b
3]
L
9
g
¥
E
Z
!
Juaiue’) Surmiea apeq ON'S
Apanay aip jo uondposag

ey STIVLAA SHANHVATIINVAQY
$10/1L/0THAS w_ 4937100 ONIMAINIONE HIALTH VAVMHSTLYNNIA TTUHS




SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE
REMEDIAL COACHING & MAKE-UP TEST DETAILS

[ SVHEC/TL/016 J
Ver|D.0)

Date: DD.MM.YYYY
DEPT: ACADEMIC YEAR:
YEAR & SEMESTER:
CIRCULAR

The Remedial and Make-Up tests have been planned by the Depaniment of

. for the students who sccured low marks and Absent at Internal

Assessment 1. The Procedure will be followed by Every Internal Assessment results to improve
the Students Internal Marks, The classes and tests are scheduled from dd.mm.yyyy to

dd.mm.yyvyyin ...... pmio ... pm
Remedial classes ; 4.30 pm to 5.30 pm ake-Up Test  : 5.30 pm to 6.30 pm
S.No Date Subject code and Name Staff Name
1.
Z
3
4,
5.
B.
¥
HOD AAC 1QAC PRINCIPAL
Note: Copy to
|. Classroom Notice board
2. AAC
3. IQAC

v
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1l.a

OR
11b
12a

OR
12.b
13a

OR
13.b
14.a

OR
14.b
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15.a

OR

15b |

l6.a

OR

co2
o3
COd
CO3
CO6
Bloom's level | Keyword | Marks
Prepared by Remembering Kl Approved by
Understanding K2
Applying K3
Analyzing K4
Evaluatin K3
ani‘t}: Name Creali £ K6 HoD Name
Designation/Dept TE-D[ 3 ™ HoDVDept

11%
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@ SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE

PROJECT REVIEW SCHEDULE -
DEIFT : YEARSEM: BATCH:
SUB CORESUB NAME :
(Regulation -202 1)
cpiting REVIEW
AR kL] BATE PARTICULARS T{}BE FUBMITTED BY THE STUPENFS MARK
h1i]
1 - Commencamnat of Project Werk
1 Preseniotivn of Tilth of the project should be Fnalized.
I Presenintion shoui the obseciives of the stady ond scope of the
anady.
: : 4 Swhméssion of Peojeet Wark eonfirmation letter i e concamel -
Supervison.
2 Bubnsssion of Peoject Tilbe with Base paper
I Presemintion of Methodology
2 Presemaacion of Work done 50 far
3. Submission of Lilermum Keview.
4, fubmnission of questionnaire {iF spplicahle) for Approval
5.Presentation of colleceled dain ns per the required formai.
3 | | Subanission of Findengs ind Supgestsons based oo percenings 20
Anahsie
7 Fimalising the Orverall Projest Chaipun Do,
|8. Firalxing the project chapters and get appreval from Supervisor
fiee rough drall of prégest preparation.
| Submissam of Project Rinegh Drall &5 por the Anns University. gaideline
4 m 2 Lnst Trane 1o submil Fair Copy (Hord ) of Projest Report along with solk Fiil
copy btk m pdland vword ommat:
TOTAL MARKS (1]

Punlez

|, Students Attendnnee is C’:l'npalmr':' Foe ol rewiew .

2 Students shoubd pepd !nl]t-mlluﬂt on or befre 9.00am G sach review albernazss it
will b treated 5 Absem,

3. Students should come in formal dress code.

4. All Preserdufions should be done only with PowerpoinL

3. Minrks will be pwanded purely based on the students presence snd presenistion.

B Sluidems should submit the required panieutars In haed copy 35 per Universiiy Format to
the concerned Supervisor during the review.

7. For esch review students should get signature  from the Conpary Giide, Caliege Guide
el HOD {m the duty report form and i shonld be mpinteined properly.

8. Students should pet work progress note af the end of projedt period.

9, [f any copied project | report identified,it will be cancelled of any stage.

PROJECT COOMRIHNATIOR HOD PRINCIPAL

12b




LTI

g
WAPAES M o AnjEuEg

pasnadug 2q 03 — (1) *‘payses — () “poan — (£} 5T A3 JUIMISSISTY NI

"Apaoad PANTa| R PUE PAUTEIOIEID [ SEn USaId|nDe pain

e el

mad Deatp Furpeadiaes 3 mosf panmd 3Tpa|nom 3 o) In[EA PIPPE M qET T

TOINND PAIRS 24] FEPEIEUUDR [T FUTUREER U1 18|31y S PapATUHE SRNATE el o[ ]

PallnEdns Z3mh e JINIE] M ik S auss sl ol

0. PRI A O] ISR Al qUaissaEsy G

ISR 213 ALY ASMOTy (AT JUGIPIN pResreary iea ey SAmos) g

TR |3 PUT A TRTIOHE 2039 SUD[SEN 6] ICIEST) L

"EUDEIRI R 3235 07 H93MTE) a0 }Wnusm ol pasa[E SARAT 2158 SIEpmE g

Potitas Ba|oBa | pUE SIIpTE Uaangal UDTSTEqU] SATRs0g §

[EEATTICU] ATI ST ]

Tuna) Bunousod ur Siuaniiissn ag) jo Ssu|ngasny §

E07p 1 SBRIAAD.) - G150 |, [FALARI] T

B T

ASUNO0D 40 LNIWSSISSY

T | awvNans  [3000E0S|  AWYNALINDVA 3
i Tk 0 A8 Srm RS S5 m I e ALl B 15 T anmEy — T mbu.._ ..—Hw_._ﬂum__uﬂ__._...
LA SpumpRay
WHOA ATANNS AONT ISHN0D

WoH2A
12014/ 23HAS

OO = T0ATIO0 DNRITANIONT HOTLTH VIVAHSTLVANIA TT9AS




&

DEPT:

SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE

ATTAINMENT OF COURSE OUTCOMES AND FOs & PS03
BATCH :

ETIED WL 03
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POE
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POT

e
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PLELD

P13
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CLnR
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Cids

C10S
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C197

[ ]

£109

E1i0

C111

L1k

[0}

C1L4

(211

116

L2y

i
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1132
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C411
DMRECT
INDIRECT
DIRECT 8%
INDTRECT 20%%
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SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE
@ STUDENT NAME LIST Werto0) ]

[ETT: YEAR SEM BATCH:

STUDENT NAME

CLASS ADVISOR HOD PRINCIPAL
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SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE
LACK OF ATTENDANCE DETAILS Veri00)
ACADEMIC YEAR: i
ATTENDANCE DETAILS

YEAR}
REG, 80 STUDENT NAME RRANCH/
SEC

HEMARKS

STATE
M, OF ARKEARS
COMMUNITY
Talal fresent
Tutal Absemt
Worldng Hrs
Orverall (%)
% Entered in
Weh portal

L

11

12

13

14

15

1a

17

18

]

20

il

12

23

24

25
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SHREE VENKATESHWARA HI-TECH ENGINEERING COLLEGE

(C5) / ECE { EEE/IT/MECH/Phar Eng /MECH

ME - MFG / CEM / CSE/ AE /PSE & MDBA

GOBICHETTIPALAYAM - |
EVHECDTL/ 2%
Ver|0.0)
STUDENT NO DUES FORM
MAME DATE
REGISTER NO : ROLL NO -
BRANCH . BE_ AIDS/AIMLBME Bio Tech/CIVIL 7 CSE 7
D 1ee CSEVCSE | vpar  1imsmmsav

ADMITTED IN : Counseling / Management

FIRST GRADUATE : Yes / No

TC TYPE : Course Completion [ ] Discontinue [ | Transfer [
DESCRIPTION | INCHARGE | NAME OF THE INCHARGE | REMARKS SIGN
I, Date of Admission
2. Last Date attended
the class
3. Department Dues CIH.E'H
Advisor
4. 1D Card *
5. Students Registration ; :
for Alumini Facebook [__|] Instagram [ ] Alumni [_]
6. Book Dues Library
Dept.
7. Computer Lab Computer
Lab 1/C
Deputy
£. Hostel Warden
9. Sports PEd
10. Fee # Cashier
1 1. Examcell Examcell I'C
12, Scholarsha
R Student
[ 3. Reguest Letter for Affairs :
Discontinue /Transfer Given / NA

* Discontinue / Transfer students return ID 10 CA, Course Completed students use 1D card as a Alumni Card
# Tution fee, Hostel fee, Bus fee, Exam fee, ete.,
# Filled form to be handover to student affairs for receiving centificates.

HOD

VICE PRINCIPAL

135

PRINCIPAL




SHREE VENKATESHWARA HI - TECH ENGINEERING COLLEGE

EWVHEC TL{ 030 ]

ELECTIVE CHOICE SELECTION Var{o.0)
Open Elective/Professional Elective Paper - I/ 1V/V/VI
DEFT: YEAR/SEM: ACADEMIC YEAR :
BATCH : REGULATION:
suscopk/ | sumcose/ | sumconk; | sumcooe; | sumcope/ | suscope

SN0 REGND NANE mhﬂlﬂ mﬂf .IulI:.l!Il'lllI|I imﬂmj .l.ll‘.l.ﬂﬂﬂll.lll ml‘l‘ﬁlll REMARKS

i

2

3

4

5

i

ANNEXURE
ELECTIVE -1

SN | SUBJECT CODE |  SUBJECT ACRONYM SURJECT NAME

1

2

E|

4

5

[

CLASS ADVISOR HOD PRINCIPAL
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