SETHUINSTITUTEOFTECHNOLOGY

(AnAutonomouslnstitution|AccreditedByNAACwith‘A++'Grade)

HRManual

(ACompleteHumanResourceDevelopmentPolicy&ServiceRules)

Estd : 1995

PreparedBy

InternalQualityAssuranceCell

(Updated-January2025)




SETHU INSTITUTE OF TECHNOLOGY

(An Autonomous Institution |' Accredited By NAAC with ‘A++’ Grade)

HR Manual

(A Complete Human Resource Development Policy & Service Rules)

Approved By

/% e i
FOUNDER & CHAIRMAN




&

Eszd @ 1995

SETHUINSTITUTEOFTECHNOLOGY

AnAutonomouslInstitution
Pulloor,Kariapatti-Taluk.VirudhunagarDist-626115.

HR Manual

Index

Chapter

Chapter Name

1

Introduction

1.1

Purpose oftheHRManual

1.2

Aboutthelnstitution

1.3

VisionandMission

1.4

CoreValues

1.5

Organogram

2

TaxonomyofEmployees

2.1

DefinitionofEmployees

2.2

ClassificationofEmployees

2.3

TeachingfacultyClassification

2.4

ResearchStaffClassification

2.5

TermsofAppointment

3

Recruitment,Appointment,Promotion&
Increment

3.1

RecruitmentProcedure

3.2

Proceduretobefollowed

3.3

ProbationaryPeriod

3.4

Seniority

3.5

Promotion&IncrementPolicy

3.6

FacultyPerformanceAppraisal

3.7

Promotion&IncrementPolicybasedontheFaculty
AppraisalScore




SETHUINSTITUTEOFTECHNOLOGY

AnAutonomouslInstitution
Pulloor,Kariapatti-Taluk.VirudhunagarDist-626115.

HR Manual

Index

ServiceRules

ConditionsofService

WorkingHours

Attendance

LeaveRules

Typesof Leave

CasualLeave(CL)

CompensationCasualLeave(CCL)

LeaveOnDuty(OD)

LeaveOnOtherDuty(OOD)

ExamOnDuty(EOD)

MedicalLeave(ML)

MaternityLeave(MAL)

VacationLeave (VL)

StudyLeave

Permission

Resignation

ConductRules

Purpose

GeneralCodeofConduct

TeachingStaffConduct

Non-TeachingStaffConduct




SETHUINSTITUTEOFTECHNOLOGY

AnAutonomouslInstitution
Pulloor,Kariapatti-Taluk.VirudhunagarDist-626115.

HR Manual

Index

ResearchConduct

UseoflInstitutionalProperty

WorkplaceBehavior

Grievance Redressal

InternalComplianceCommittee

DisciplinaryAction

ComplianceandAmendments

EmployeeWelfare

Purpose

FinancialBenefits

ProfessionalDevelopmentBenefits

HealthandWell-beingBenefits

Work-LifeBalanceBenefits

HousingandTransportBenefits

RecognitionandRewards

EducationalBenefits

SpecialBenefitsforResearchandInnovation




SETHUINSTITUTEOFTECHNOLOGY

AnAutonomouslInstitution
Pulloor,Kariapatti-Taluk.VirudhunagarDist-626115.

HR Manual
Chapter 1 - Introduction

A
2 },_i 7
N M\ .-dn-dwm-
§7)

"&
A++ /)

p?‘

Chapterl-Introduction




SETHUINSTITUTEOFTECHNOLOGY

‘4 - AnAutonomouslInstitution
% j Pulloor,Kariapatti-Taluk.VirudhunagarDist-626115.

a.m,p HR Manual

s 2 1995

Chapter 1 - Introduction

1.1 PurposeoftheHR Manual

ThepurposeofthisHumanResource(HR)Manualistoestablishclearand consistent
guidelines, policies, and procedures for the effective management of human
resourcesatSethulnstituteofTechnology(SIT).Itservesasareferencedocumentforall
employees,ensuringalignmentwiththeinstitution’s Vision,Mission,CoreValues,and
objectives.

Thismanualaimsto:
o FacilitateaneffectiveandtransparentHRframework.
o Defineroles,responsibilities,andprocessestosupportacademicandprofessional
excellence.
Fosterasupportive,collaborative,andgrowth-orientedenvironment.
Alignhumanresourceswiththeinstitute’sstrategicgoals.

Promoteaproductive,inclusive,andharmoniousworkculture.

1.2 Aboutthe Institution

Sethu Institute of Technology was established in the year 1995 under the aegis of Sethu

Educational Trust. SIT is an Autonomous Institution committed in providing quality

technicaleducationandfosteringresearchandinnovation.

NAAC Accreditation:
e 2016:Accreditedwith'A'Grade(3.1outof4.0CGPA),reflectingtheinstitution's
commitmenttoqualityeducationandmanagement.
2023:Secured'A++'Grade(3.540utof4.0CGPA),signifyingaremarkable

improvementinthequalityofacademicandadministrativeprocesses.
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NBA Accreditation:

e ManyprogramshavebeenaccreditedbytheNationalBoardofAccreditation(NBA) from
2006 onwards, demonstrating its compliance with national quality standards in
technical education.

UGCAutonomy:

e Autonomous Status: SIT was granted autonomy by the UGC in 2012, confirmed by
AnnaUniversityin2013,andhasbeenextendedperiodically,allowingtheinstitute  to
design a dynamic and industry-relevant curriculum.
AwardedUGCAutonomousstatusin2012,andrenewedin2018andagainin2024 for a
10-year period, this autonomy allows SIT to design its curriculum, promoting
innovative and globally competitive education.

e Accorded2(f)and12(B)statusbyUGC(2010,2014)

AnnaUniversity Affiliation:
e Permanentaffiliationhasbeengrantedforprominentengineeringprograms
DSIRRecognition:

e SITwasrecognizedasaScientificandIndustrialResearchOrganization(SIRO)by
theDepartmentofScientificandIndustrialResearch(DSIR),MinistryofScience and
Technology, Government of India, in April 2016. This prestigious recognition allows
the institute to foster an innovation-driven research environment and attract industry-
sponsored projects.

SIToffersmanyUndergraduate&Postgraduateprograms,alongwithrecognized
ResearchCentersinmultipledisciplines.Theinstitute’scorefocusareasinclude:

e AcademicExcellence

e Researchand Innovation

o CommunityDevelopment

Industry-AcademiaCollaboration
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1.3 VisionandMission

Vision:
Topromoteexcellenceintechnicaleducationandscientificresearchforthebenefitof society.
Mission:

1. Providequalitytechnicaleducationtomeetindustryneedsandstudentaspirations.

2. Offer a holistic learning environment to nurture employability and
entrepreneurship.
Strengthenlinkageswithindustriesforknowledgeandtechnologytransfer.
Fosterresearchanddevelopmentactivitiestoaddresssocietalchallenges.

Contributetosocietalupliftmentthrougheducationandtechnology.
1.4 CoreValues

SITupholdsthefollowingcorevalues:

Quality:Striveforthehigheststandardsineducation,research,andservices.
Commitment:Dedicatedtocontinuousimprovementandstudentsuccess.
Innovation:Promotecreativityandforward-thinkingsolutions.
Teamwork:Fostercollaborationacrossdepartmentsanddisciplines.

Courtesy:Practicerespect,integrity,andinclusivity.
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1.5 Organogram:

Chairman €——— Governing Council

l

Board of Management
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2.1 DefinitionofEmployees

An employee at Sethu Institute of Technology refers to any individual who is

appointed to perform teaching, research, administrative, technical, or supporting roles

within the institution on a full-time or contractual basis. Employees contribute to the

overall goals of the institution, aligned with SIT’s Missionand CoreValues.

2.2 ClassificationofEmployees

Employees at SIT are categorized based on their roles, responsibilities,

andemployment terms, as detailed below:

Employee
Category

Definition

Designation

Teaching
Faculty

Individuals engaged in teaching,
research,curriculumdevelopment,and

studentmentorship.

Professors,AssociateProfessors&
Assistant Professors

Other
Academic
Staff

Individuals engaged in
management & Sports activities

library

Librarians&PhysicalEducation
Director

Non-
Teaching
Staff

Administrative, clerical, and support
staff assisting in day-to-day operations
of the
managinglaboratories,workshops,researc
htools,

andequipmentmaintenance.

institution,

Office Assistants, Administration
Officers, Lab
Technicians, System Analysts &

Accountants,

Technical Assistants

Research
Staff

Personnelengagedinfundedresearch

projects, innovation, and product

development.

Research Fellows, Post-Doctoral

Scholars, Research Assistants

Contractual
Employees

Individualsappointedforaspecific
periodorproject-basedtasks,subjectto
contractualterms.

Visiting Faculty,
Assistants,Consultants&Adjunct

Faculty

Project
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Supporting
Staff

. . . Medical Officer, Counselor,
Staff performing essential supporting . )
) . Drivers, Maintenance Staff,
duties such as housekeeping, i
) ) Housekeepers & Security
maintenance, and security.
Personnel

8| Page
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2.3 TeachingFacultyClassification

Teachingfacultyarefurtherclassifiedinto:

Designation Role and Responsibilities

Seniorfacultywithleadershiprolesinacademics,research,

Professor e
andmentoringjuniorfaculty.

Mid-levelfacultycontributingtoteaching,research,and

AssociateProfessor :
academicdevelopment.

Entry-levelfacultyresponsibleforteaching,research,and

AssistantProfessor .
studentmentoring.

Visiting/Adjunct Expertsorprofessionalsappointedforshort-termspecialized

Faculty teachingroles.

2.4 ResearchStaffClassification

Research staff supports the institution’s R&D initiatives and work on projects

funded by agencies like DST, AICTE, MSME, DRDO, SERB, etc.:

Designation Role andResponsibilities

Full-timescholarsconductingresearchunderfundedprojects

ResearchFellow
or researchgrants.

Experiencedresearchersworkingonadvanced-levelresearch
Post-Doctoral

Researcher projects.

Personnelassistingindatacollection,analysis,andproject

ProjectAssistant : .
implementation.

Expertsprovidingadvisoryservicesforspecializedresearch

ResearchConsultant )
projects.
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2.5 Termsof Appointment

1. FullTimeEmployees:
o Employeesappointedonalong-termbasisfollowingaselectionprocess
approved by the Management.
o Eligibility for all institutional benefits, including PF, medical insurance, and
leaves.
2. ContractualEmployees:
o Appointedforafixedperiodtocompletespecificassignmentsorfunded projects.
o Renewalsarebasedonperformanceandprojectrequirements.
3. Temporary/Project-BasedEmployees:
o Hiredforspecificroles,primarilyforfundedresearch,workshops,or seasonal
requirements.

o Tenureisdefinedbythedurationoftheprojectorevent.
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3.1 RecruitmentProcedure:
Wheneveraneedarisestosatisfythenormsofthestatutorybodies,suchvacancies of the
requirement have to be notified to the HR Department by the Heads of the
Department/SectionsalongwiththeManpowerRequisitionLetter. Therequisitionletter will
be scrutinized by comparing the forecasted workload for the forthcoming semester.
Afterforecasting,iftherequirementisjustified,thefinalsignoffwillbegivenby Principal and
the same will be considered by the JCEO, Director R&D, Director Admin, CEO and

Chairman for further processing.

Advertisement:

IQAC Coordinate with the respective stakeholder for advertising in all leading
Newspapers. Applications are called through open advertisement and also by voluntary
channel. However, temporary vacancies are filled by selection through walk in interviewsand

from voluntary applicants.

Scrutinyand Screening:

IQAC scrutinize the applications and furnish a list of eligible candidates who may
be called for interview. The Head of the Departments in consultation with the Deans
finalize the interview schedule. Candidates who fulfill the eligibility criteria are sent

interview intimation (e-mail/ phone) indicating the date and time of the interview.

SelectionCommittee:
A Selection Committee is constituted with HoDs/ Experts from the respective
Domain, Deans, Principal, JCEO, Director R&D, Director Admin, CEO and Chairman for

any recruitment.
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NormsforFacultyRecruitment&Faculty appointment:

ThefollowingrecruitmentandpromotionpoliciesareframedbasedonUGC,AICTE &
Anna University guidelines.

Recruitment&PromotionPolicyforEngineering& Technology

MINIMUM

CADRE QUALIFICATION EXPERIENCE

B.E./B.Tech./B.S.andM.E./M.Tech./M.S.orIntegrated
M. Tech. in relevant branch with first class or equivalent in
any one of the degrees

Experiencenot
mandatory

Assistant
Professor

Ph.D.degreeintherelevantfieldandFirstclass or equivalent at

Minimum of 8 years of
either Bachelor’s or Master’s level in therelevant branch

experience in teaching/
Associate research / industry out
Professor AND of which at least 2 years

Atleasttotal6researchpublicationsinSCI/SCIE/UGC/ shall be Post Ph.D.
AICTEapprovedlistofjournals experience.

Ph. D. degree in the relevant field and First classor
equivalent at either Bachelor’s or Master’s level in the
relevant branch

AND Minimumof10yearsof

At least 6 research publications at the level of Associate| experienceinteaching/
Professor in SCI / SCIE / UGC / AICTE approved list of| research/ industry out
Professor |journals and at least 2 successful Ph.D. guided asSupervisor| ©fwhichatleast3years

/ Co-supervisor till the date of eligibility of promotion shall be at a post
equivalent to that of an

OR Associate Professor.

Atleast10researchpublicationsatthelevelofAssociate
Professorin  SCI/SCIE/UGC/AICTEapprovedlistof journals
till the date of eligibility ofpromotion

R/

¢ Ph. D. degree and First Class or equivalent at either Bachelor’s or Master’s level
in the relevant branch in Engineering & Technology.

At least two successful Ph.D. guided as supervisor/ Co-Supervisor and minimum
8 research publications inSCI/ SCIE/ UGC/ AICTE approved list of journals.
Minimum15yearsofexperienceinteaching/research/industry,outofwhichat least 3
years shall be at the post equivalent to that of Professor.

Principal

13| Page
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Recruitment&PromotionPolicy forHumanitiesand Sciences
QUALIFICATION MINIMUMEXPERIENCE

At least 55% of marks (or) an equivalent
CGPA at the Master’s degree level in the
relevant subject.

Besides, fulfilling the above qualification,
Assistant candidates should have cleared the
Professor National Eligibility Test (NET) conducted
by the UGC or the CSIR or similar tests
accredited by the UGC, like SLET/NET.
Ph.D. Candidates shall be exempted from
the requirement of SLET/NET

At least 55% of marks (or) an equivalent
CGPA at the Master’s degree level and Ph.D.
degree in the relevant subject

Experiencenotmandatory

8 years experience teaching and/ or
researchinan academic/ research
Associate position equivalent to that of

Professor AND Assistant Professor in a University,
Minimumofsevenpublicationsinthepeer- College or Accredited Research

reviewed or UGC-listed Journals Institution/ industry

Aminimumof10yearsofteaching
experience in
Ph.D. degree in the concerned/ allied/|university/college as  Assistant
relevant discipline, and published work of| Professor/ Associate Professor/
high quality, actively engaged in research| Professor, and/ or research
with evidence of published work with, a| experienceat equivalent level at the
minimum of 10 research publications in the| University/ National Level
peer-reviewedor UGC-listed Journals Institutionswithevidenceofhavingsu
ccessfullyguideddoctoral
candidate

Professor

OR

Ph.D. degree in the relevant/allied/applied disciplines, from any academic
institutions /industry,whohasmadesignificantcontributionto the
knowledge
intheconcerned/allied/relevantdiscipline,supportedbydocumentaryevidenceprovid
edhe/she hasten years experience
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Recruitment&PromotionPolicyfor OtherAcademicStaff

CADRE

QUALIFICATION&MINIMUMEXPERIENCE

College
Librarian

Ph.D. degree in the relevant/allied and Masters degree in Library Science /
Information Science /Documentation or an equivalent professional degree with
at least 55% of the marks or its equivalent CGPA and consistently good
academicrecord, computerizationof library.

Directorof
Physical
Education

A Masters degree level in Physical Education (two year course) or Master’sdegree
in Sports or an equivalent degree with at least 55% of the marks or its
equivalentCGPA andconsistentlygood academicrecord.

Recruitment&PromotionPolicyfor Non-TeachingStaff

CADRE

QUALIFICATION&MINIMUMEXPERIENCE

Administrative
Officer

Agraduatefromanyrecognizeduniversitywithminimum10years’ experience ina
reputed administrative position,preferably withknowledge ofworking in an
educational institution.

Accounts
Officer

ABachelor’'sDegreewithatleast5yearsinmanagingaccountsinareputed concern,
preferably with CA qualification

Assistant
Librarian

Master’s degree in library science/information science/documentation or an
equivalentprofessionaldegreewithatleast55%ofthemarksoritsequivalent
CGPA and consistently good academic record, computerization of library

Maintenance

Engineer /
Supervisor

Degree or Diploma for the respective branch with minimum of 7 years
ofexperience in maintenance

Lab Technician

Diploma/Bachelor’sDegreeinthebranchconcerned

Junior Assistant

ABachelor’sdegreewithaknowledgeofMS office
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Recruitment&PromotionPolicyforSupportingStaff

Mechanic Diplomawith3years’ experienceorITIwithéyearsofexperience

Drivers 10thPassedwithHeavyVehicleLicense

Conductors 10thPassedwithConductorLicense

Electrician/ ITIcertificateinrelevanttradewith3yearsofexperienceinanacademic
Plumber

institutionorindustry

VerificationofCertificatesandLettersof Reference:

Verification of certificates is done after the interview process. Similarly letters of
reference certifying the conduct and character of the candidate are also verified as to the

authenticity of the facts submitted.
InterviewProcess:

Theperformanceofthecandidateareassessedbasedonvariouscriterialike,
e Personality
e CommunicationSKkills

SubjectKnowledge

Teaching

Research

Offerof Appointment:

HR Interview is conducted by JCEO, Director R&D, Director Admin, CEO and
Chairman. Depending upon the requirement and also on the merit of the candidate,
candidates are short-listed and are informed about the selection & the terms and

conditions of employment.




SETHUINSTITUTEOFTECHNOLOGY

‘4 AnAutonomousInstitution
% j Pulloor,Kariapatti-Taluk.VirudhunagarDist-626115.
ﬁm’

HRManual

Chapter3-Recruitment,Appointment,Promotion&Increment

Acceptance:

Acandidatewhohasbeenselectedforappointmenthastogivehis/ heracceptance by
informing the possible date of joining. He/ She has to report for duty on the date
mentioned during HR Interview. In case he/ she is not able to report for duty on the
prescribed date, he/ she has to inform the Respective Dean/ Head of the Department in
writing prior to the said Date of Joining.

FailuretoReportforDuty:

[fanycandidatefailstoreportwithinaparticulartimeframefixedbythe

committee,thenthenextcandidateintheordertomeetwillbeconsideredfor appointment.
3.2 Proceduretobe followed:

EveryEmployeewhilejoiningshall:
1) SubmitthefollowingtothelQACOffice
i. JoiningReport
ii. All Original Degree Certificates, Mark Statements, Experience Certificates,
Aadhar Card, PAN Card for verification along with the photocopy of thesame
iii. TwoRecentPassportsizePhotographs(forhis/herpersonalfile)
iv. ApplicationforIDcard&InternetAccessRequestForm
v. Relievingorderfrompreviousemployer
vi. MedicalFitnessCertificatefromAuthorizedMedicalPractitioner

2) TakeChargeofallresponsibilities fromhis/herHeads.
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3) New joinee should undergo an induction programme organized by the Dean

Academics Section.

3.3 ProbationaryPeriod:
Theprobationaryperiodofanewlyappointedcandidateisnormallyoneyear.

3.4 Seniority:

Seniorityisfixedasperthedateofentrytoservicerespectivecadreatour Institution.

3.5.Promotion&IncrementPolicy:
Promotiontohigherlevelofservice&Incrementshallbemadesubjecttothe eligibility of the

faculty, based on the merit and faculty appraisal.

3.6FacultyPerformanceAppraisal:

¢ Annual Faculty Performance Appraisal system consists of the following assessment
parameters for various positions. All the Appraisal parameters are framed based
ontheAICTE 360degree facultyassessmentguidelines.
Transparent evaluation system is assured through external audit, IQAC team and
FacultyPerformanceAppraisalCommittee.

o ExternalAuditor&IQACTeamwilldothemacrolevelassessment.

o Faculty Performance Appraisal Committee will assess the individuals and
give the valuable suggestions for improvement based on the result of the
micro level assessment.

ACRMportalisavailabletofacilitatethefacultytoreviewthedetails.
Appraisal Score, Feedback and suggestions for improvement are made available in

the individual’s portal
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AssessmentDimensionsforDeans/HoDs

S.No Factors

1 TeachinglLearningandEvaluationProcess
StudentFeedback
FeedbackbytheFaculty
ResearchandInnovation

EvaluationbythePrincipal&Auditor
InstituteActivity
ObservationofAppraisalCommittee

AssessmentDimensionsforFaculty

S.No Factors
TeachinglLearningandEvaluationProcess
StudentFeedback

FeedbackbytheHoD

ResearchandInnovation

DepartmentalActivities
InstituteActivity
AppraisalCommitteeMarks

3.7Promotion&IncrementPolicybasedontheFacultyAppraisalScore:

CriteriaforPromotion&Increment

Basedontherangeofscorethefollowingrecommendations
will be followed

RecommendedforDoublelncrementandPromotionforeligible
candidates

S.No

RecommendedforRegularIncrementandPromotionforeligible
candidates

Recommended to improve the performance based on the
suggestions
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4.1 ConditionsofService:

The College shall maintain the quality of the Institution as per the requirements of
AnnaUniversity, AICTE,NBA,NAAC,NIRFetc.AndtheEmployeeshould involve in all
types of activities like Academics, Research, Industry Institute
Interaction,SocialDevelopment activities,Enrollment activitiesetc. to maintainthe
quality of the Institution.

The College shall take all efforts to admit the students to full strength and the
Employeeshouldsupport in enhancing the enrollment of higher cutoff students.

The Employee shall perform his/her duties honestly and diligently as may be
specifiedbytheChairman/CEO/Director-Administration/Director-R&D/
JCEO/Principal/Dean/HoDandshallimpartsuchlessonsandinstructions inside and
outside the college premises.

Performance of the Employee will be evaluated annually. Based on the evaluation
report, the pay may be revised as per norms.
[fanyemployeeresignsfromtheemployment,theemployeeconcernedshallgivea
minimum of 3 months advance notice about his/her intention to leave the
employment to the Principal through their immediate reporting authorities in
writing. It is subject to the condition that the faculty will be relieved from the duty
only at the end of the Academic Year.

The Employee have to work in this institution for a minimum period of five years
from the date of joining.
TheEmployeehavetofollowtherulesandregulationsprescribedbythe management from

time to time.
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During the period of service with SETHU INSTITUTE OF TECHNOLOGY, the
Employee shall not apply for any appointment under any other authority without
receiving the No Objection Certificate (NOC) from the HoD/ Dean/ Principal/
JCEO/Director-R&D/DirectorAdministration/CEO/Chairman.

The Employee shall be terminated from employment for any misconduct/
incapable/ indiscipline activities.
Duringthecontinuanceofhis/heragreementtheEmployeeshallnotbepermitted
tocarryonanyothertradeorprofessionnorshallbedirectlyorindirectly
interestedinanyotherCollegeorEducationallnstitutions.

The Employee hereby undertakes not to reveal or disclose any material used in the
college or any activity carried out in the college to other colleges or Educational

Institutions or to any other persons in any form.

4.2 WorkingHours:

All Employees shall be at work in SIT at the time fixed and notified. SIT normally
functions from Monday to Friday. The usual class timings are 9.15 a.m to 4.15 p.m.
AllEmployeesshouldpresentat9.15a.mandcanleaveat4.15p.m.Lunch-breakof  one
hour can be availed.

An Employee shall not leave the work place earlier than the prescribed working
hours. If, for any unavoidable reason, one has to leave the work place earlier, prior
permissionshallbeobtainedfromtherespectiveDeans/HeadoftheDepartments.

Signed gate pass has to be submitted at each gates.
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4.3 Attendance:

Biometric Attendance System is provided to all categories of Employees for
recording attendance.
AnyEmployeewhofailstoregisterhis/herattendanceinthemannerspecified herein shall
be liable to be treated as absent for half a day unless he/she gives to the satisfactionof
theAuthorityappointedfor thepurposethereasons forhis failureto do so.

If Employees found absent during working hours from his/ her appointed place of
workwithoutpermissionorwithoutsufficientreason,shallbeliabletobetreated as absent
for the period of such absence.

In order to maintain discipline and promptness in attending the work, all the
Employees are requested to co-operate by following the rules in full spiritand

dedication.

4.4 LeaveRules

TheseleaverulesareapplicabletoalltheemployeesofSIT.

For Teaching faculty and lab technicians, HoD, Dean and Principal shall be the
leave sanctioning authority.
ForallotherstaffmembersofdepartmentssuchasAdministrativeoffice,Accounts
section, Exam cell, SNA, Estate Office, Transport section and others, Head of the
respective section and Principal shall be the leave sanctioning authority.
Alltypesofleavecanbeavailedfrom1stjanuaryto31stDecemberoftheyear.
Alltypesofleavearetobeavailedwithpriorsanctiononly.

Leaveisonlyaprivilegeextendedandcannotbeclaimedasamatterofright.
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An employee who desires to obtain leave of absence shall apply through online
CRMportalalongwiththerequireddetailsandsubmittheapplicationbefore
9.30a.m.onthedateofleave.

The leave sanctioning authorities (HoD, Dean & Principal) approve the leave
applicationsbefore11.00a.m.onthedateofleave.Thedecisionontherequestshall  be
recorded and communicated to the employee concerned.

Grant of leave is not a matter of routine. Grant of leave is subjected to needs of
service. It may be shortened/ refused/ withheld/ postponed, if the leave
sanctioning authority needs the employee to complete any important official work
in the interest of college.

In case of any doubt or ambiguity the clarification, decision given by the leave
sanctioning authorities is FINAL and there can be no further appeal in the matter.
The faculty is to entrust their teaching load or other assignment to his/ her
colleagues before applying for leave and such alternative arrangements made by
them should be indicated while applying for the leave on CRM portal duly
approved by the recommending authority.

The eligibility of the leave shall be in accordance with the following SIT Leaverules.

4.5 TypesofLeaves

Casualleave(CL)
CompensationCasualLeave(CCL)
LeaveOnDuty(OD)
LeaveOnOtherDuty(OOD)
ExamOD(EOD)
MedicalLeave(ML)
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MaternityLeave(MAL)
VacationLeave(VL)
StudyLeave(SL)

Permission
4.5.1 Casualleave(CL)

AnEmployeeisentitledtoavaill2daysofCasualLeaveinacalendar year.

It cannot be accrued for more than 12 days and has to be availed on or before 31stof
Decemberofeveryyear.Un-availedCLwillbelapsedandcannotbecarriedover.

Minimum half day and maximum of 3 days CL can be availed on the CRM portal ata
time.

CLcannotbecombinedwithanyothertypeofleave.
Seekingsanctionafteravailingleave(withoutpriorapprovalintheportal)shallbe
summarily rejectedandtheperiodofleavewillbetreatedas“LeaveonLossofPay (LLP)".
The number of available CL will be accumulated upon the completion of each
monthofservicefromthedateofjoiningfortheemployeesinprobationaryperiod.

The employees in the probationary period shall normally avail one day from the
accumulatedCLsinamonth.However,thePrincipalcanusehisdiscretionalpowertosanctio
nleavedependingonthecircumstance.
ForPart-timefaculty,CLshallbeproportionatetotheirworkingdays.

JRF/ SRF/ TA can avail 12 days leave as CL (30 days for JRF/ SRF under CSIR
fellowship - as stipulated by CSIR norms).
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4.5.2 CompensationCasualLeave(CCL)

Any employee of SIT, who works on non-working days and notified holidaysunder
the instruction from Principal, Deans, HoDs and Section Heads are eligible for a
day’s compensatory off/Leave.

CCL shall be claimed for the extra working hours under the instruction from
Principal, Deans, HoDs and Section Heads for official work.

6 cumulative extra working hours can be calculated as 1 day CCL. However, it is
restricted to maximum of 12 CCL in a year.

Claim of CCL shall be applied through CRM portal. Un-availed CCL will be lapsed

and cannot be carried over.

4.5.3 LeaveOnDuty (OD)

Faculty members are permitted to avail the On Duty for a period of 15 days to
academic/ research/ self-development related works.
ODcanbeappliedintheCRMportalforthefollowingactivities:

Attending conference/ workshop/ FDP/ STTP/ Seminar/ Symposium/ Project
Contest/ Exhibitions/ Invited as Chief Guest/ Key note Speaker/ Doctoral
Committee meetings/ Resource Person/ awardee/ PhD. work.
ODshallbeappliedalongwiththepre-requireddocumentslistedintheCRM portal. OD
will be sanctioned after verifying the submitted documents.
Inanycase,ODwillbeapprovedonceallthepost-requireddocumentsare submitted
within 3 working days after the completion of OD.

If anydiscrepancyonthe submitted documents willbe raisedby IQAC, itshould be

clarified within 2 working days. If not, the period of OD will be treated as LLP.
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4.5.4 LeaveOnOtherDuty(OOD)

e Leave on Other Duty directly related to Institute/ Funded project/ Consultancy
which are instructed by the Management/ Principal/ Deans/ HoDs/ SectionHeads
can be availed through CRM portal.
00D shall be applied along with the pre-required documents if any, listed in the
CRM portal. 00D will be sanctioned after verifying the submitted documents.

In any case, OOD will be approved, once all the post-required documents are
submitted within 3 working days after the completion of OOD.

If any discrepancy on the submitted documents, respective query will be raised by
IQAC,itshouldbeclarifiedwithin2Zworkingdays.Ifnot,theperiodofOODwill be treated
as LLP.

4.5.5 ExamOD(EOD)

¢ Thestaffmembersarepermittedtoattendtheendsemesterpracticalexamination/
invigilation duty/ work in other colleges/ central valuation work ‘Exam On Duty’
leave upto a maximum of 15 days can be availed without detrimental to the class
work.
FacultymemberscanattendtheexaminationworkofotherUniversitiesbyavailing
eligible leave. In all the cases prior permission must be obtained from CoE and the

Principal.

4.5.6 MedicalLeave(ML)

e Faculty members who have completed probation period are eligible for medical
leave of 6 days per year.

e Un-availedMedicalLeavesareaccumulated everyyear.
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Medicalleavewillbecountedfromthedateofjoining.

MedicalLeave shouldbe availedfora minimumof 3 daysat astretch.
Medicalleavecanbeavailedformaximumof60daysper year.

Medical Leave will be sanctioned by the Principal only after satisfying himself/
herself about the severity of illness and based on Medical Certificate from a
Registered Medical practitioner.

Intervening holidays will be counted as Medical Leave. However, the holidays can

be prefixed and/ or suffixed to the Medical Leave.

4.5.7 MaternityLeave(MAL)

e Maternityleavemaybegrantedtoamarriedwomanemployeewhohascompleted
twoyearsofserviceinSIT.Shecanavailamaximumperiodof90daysofleave,out
which 60 days will be with salary.
For the employee who have completed one year of service in SIT can avail
maternityleavefor90days,outofwhich30 dayswithfull salary,30dayswithhalf salary
and 30 days without salary, provided they continue in the service of our
Institution.
Inallothercasesitwillbewithoutsalary.
Theservicewillbecounted.

Thisfacilityisonlyforfirsttwochildren.

4.5.8 VacationLeave(VL)

e Vacation leave will be declared at the end of both odd and even semesters. Staff
members can avail the VL without detrimental to academic/ administration/

accreditation work.
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4.5.9 StudyLeave(SL)

A faculty member who has put in at least 2 (Two) years of regular service in SIT
will be eligible for ‘Study Leave’.
Afacultymembershallavailamaximumof15daysstudyleavetoattendthe
coursework,purelyunderthediscretionofthePrincipal.

The Principal can use his discretional power to sanction more than 15 days studyleave
with the approval of the management for the special degree courses such as AICTE-
PGDiplomaDegreeCoursesprovidedthatthefacultywillbebeneficialto the college.

For Doctoral programmes, the study leave shall be granted on ‘Loss of Pay’ for 3
(Three) years.
Studyleavewillbecountedtowardscontinuityofservice.Totalnumberoffaculty on study
leave at a time from a department shall be restricted to a maximum of 2 (Two).

If there are more applicants, they may be granted leave on the basis of seniority.
However, if the management is of the view that sanctioning leave to a
juniorwillbetterservetheinterestofthecollege,themanagementwillhavethediscretionto
do so.

Extension of study leave, will normally be not granted. The individual on
completion of study leave should rejoin the institute immediately on the expiry of
study leave, unless themanagement permitshim/ her to extend theleave for want
of vacancy or for other reasons.

In such a case the individual will retain his/ her lean and seniority until he/sherejoins
on the expiry of his/ her extended leave or rejoins duty cutting short the extended

leave under the directions of the Principal.
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e Toavailthisconcession,onehastoexecuteanassurancetoserveourlnstitutionfor

specified period after completion of the degree.

4.5.10 Permission

Two permissions ofl hour either inthefirst hour or inthelast hour oftheday ina
calendar month can be granted in case of emergencies. More than 2 permissions
will be counted as half a day casual leave.
Normally permission for coming late is granted only for 60 minutes. The request
for permission for late coming should be submitted to the Principal/ Deans/
respectiveSectionHeadsthroughonlineCRMwebportalpriorto09.45a.m. onthe date
of permission.

o Morning-09.15a.m.to10.15a.m.

o Evening -03.15p.m.to04.15 p.m.

e Thepermissionshallnotbegrantedasamatterofroutine.

4.5.11 Resignation

Ifanyemployeeresignsfromtheemployment,theemployeeconcernedshallgivea
minimum of 3 months advance notice about his/her intention to leave the
employment to the Principal through their immediate reporting authorities in
writing. It is subject to the condition that the faculty will be relieved from the duty
only at the end of the Academic Year if he/she clears the No due procedures.
The Employee shall work in this institution for a minimum period of five years

from the date of joining.
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5.1 Purpose

The Conduct Rules at Sethu Institute of Technology serve as a framework for

maintaining high standards of professionalism, integrity, and ethical behavior among all
employees. These rules are designed to foster a harmonious, inclusive, and productive
work environment that aligns with the institution’s research policies.
Employeesareexpectedto:

o Demonstrateprofessionalexcellenceandaccountability.

e Adheretoethicalstandardsin theirteaching,research,andadministrativeduties.

e Promoteacultureofmutualrespect,collaboration,andinclusivity.

5.2 GeneralCodeofConduct

e Adherencetolnstitutional Policies
o All employees must comply with institutional policies, rules, and
regulations.
o Employees must remain updated with changes in policies communicated by
the administration.
e IntegrityandEthical Standards
o Employeesmustmaintainthehigheststandardsofhonesty,integrity,and
transparency in all professional dealings.
Misrepresentation,falsificationofinformation,orbreachoftrustwillleadto
disciplinary action.
e Confidentiality
o Employees shall protect confidential information pertaining to the
institution,students,faculty,research,andotherstakeholders.
Disclosure of sensitive information without authorization is strictly

prohibited.
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Conflictof Interest
o Employeesmustavoidsituationsthatcreateconflictsbetweenpersonal interests
and institutional responsibilities.
o Anyconflictofinterestmustbepromptlyreportedtotherelevantauthority.

¢ RespectfulandInclusiveConduct

o Allemployeesshalltreatcolleagues,students,andotherstakeholderswith dignity,

respect, and courtesy.

Discrimination, harassment, or bullying ofany kind—based ongender, race,
religion, caste, disability, or socioeconomic status—is strictly prohibited.
e Professionalismand Accountability

o Employeesmustdischargetheirdutiesefficiently,diligently,andwitha focus on

excellence.

o Timelycompletionofassignedresponsibilitiesisexpected.

5.3 TeachingStaffConduct

e CommitmenttoTeachingandLearning
o Facultymustensureeffectiveteaching,studentmentoring,andcontinuous
improvement in pedagogy.
Teaching must align with Outcome-Based Education (OBE) and curriculum
objectives.
e Researchand Innovation

o Facultymustactivelyengageinresearch,securefundedprojects,and contribute

to scholarly publications.

o Plagiarismorunethicalresearchpracticesarestrictlyprohibited.
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Mentorship

o Facultymembersshallguidestudentsprofessionally,academically,andethically

o Equalattentionandopportunitiesmustbeprovidedtoallstudents.
e Useof Resources
o Institutionalresourcessuchaslaboratories,libraries,anddigitalplatforms shall
be used efficiently and solely for institutional purposes.

o Misuseorunauthorizeduseofresourceswillbedealtwithstrictly.

5.4 Non-TeachingStaffConduct
¢ AdministrativeAccountability
o Non-teaching staffshall perform theirduties with accuracy, efficiency, and
punctuality.
Supportingtheteachingandresearchenvironmentthroughtimelyserviceis
mandatory.
e ResourceManagement
o Ensuretheefficientuseofinstitutionalresources,avoidingwastageand
unauthorized use.
e CommunicationStandards
o Maintainprofessional,respectful,andclearcommunicationwithstudents,
faculty, and peers.
e ProfessionalDevelopment
o Non-teachingstaffareencouragedtoparticipateintrainingprogramsto

enhanceskillsandcontributeeffectivelytoinstitutionalgrowth.
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5.5 ResearchConduct

e Academiclntegrity

o Allresearchersmustadheretoethicalpracticesinresearch,ensuring originality,

accuracy, and reliability of data.

Plagiarism,datafabrication,orfalsificationisstrictlyprohibitedandwill result
in disciplinary action.
e CollaborativeResearch
o Employeesinvolvedincollaborativeresearchmustadheretoagreements,
sharing credit fairly while ensuring transparency.
e PatentsandInnovations
o Facultyandstaffmustensurethatinnovationsandpatentsareregisteredin
compliancewithinstitutionallntellectualPropertyRights(IPR)policies.

¢ ResearchFunding
o Properutilizationanddocumentationoffundsforresearchprojectsare
mandatory.
5.6 UseofInstitutional Property
¢ ResponsibleUse

o Employees mustensure the safe and responsible use of institutional assets,

including physical infrastructure, IT systems, and intellectual resources.

e ITandData Security

o Unauthorizedaccess,sharing,ormisuseofinstitutionaldataorITsystemsis

prohibited.

o Employeesmustfollowcybersecurityprotocolstopreventdatabreachesor misuse.
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e ResourceConservation
o Employeesshalladoptsustainablepractices,includingenergy,water,and paper
conservation.
5.7 WorkplaceBehavior
e DressCode
o Employeesareexpectedtodressinaprofessionalandpresentablemanner while on
campus.
e ProhibitionofSubstanceAbuse
o Consumptionorpossessionofalcohol,tobacco,orillegalsubstanceson campus
is strictly prohibited.
e SafeandHealthyEnvironment
o Employeesmustcontributetomaintainingaclean,safe,andhazard-free work

environment.

5.8 GrievanceRedressal
e Employeesmayfilegrievancesrelatedtoworkingconditions,harassment,or disputes
through the Grievance Redressal Committee.
The institution shall investigate grievances promptly and maintain confidentiality

during the process.

5.9 Internal ComplianceCommittee:

e InternalComplaints Committee is constituted to provide healthy and safe work
environment among students and employees. This Committee functions as per the
guidelines of the Sexual Harassment of Women at the Workplace (Prevention,
Prohibition and Redressal) Act, 2013 and the UGC Regulations on Anti Sexual
Harassment (2015).
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[tadvocates the empowerment of women and has zero tolerance for any kind of
sexual harassment.

If any staff or students faces any type of discomfort they can directly approach the
committee. Sexual harassment is a violation of an individuals’ right to work and
live with dignity.

The College will respect the confidentiality and privacy of individuals reporting

and the accused of sexual harassment to the extent possible.

5.10 DisciplinaryAction
e BreachofConduct Rules
o Any violation of the Conduct Rules will result in disciplinary action,
whichmay include:
1. Warningorraeprimand.
2. Suspensionortermination,dependingontheseverityofthebreach.
e InquiryProcess
o AnlnternalDisciplinaryCommitteewillinvestigatereportedbreaches,
providing fair opportunities for explanation.
o TheCommittee’sfindingswilldeterminetheappropriatedisciplinary

measures.

5.11 Complianceand Amendments

e All employees must comply withthe Conduct Rulesoutlined inthismanual.
e SITreservestherighttoamendormodifytherulesperiodicallytoalignwith evolving

institutional needs and statutory requirements.
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Chapter6-EmployeeWelfare

6.1 Purpose

Sethu Institute of Technology is committed to the well-being, professional
development, and financial security of its employees. This chapter outlines the benefits
extendedtoallcategoriesofemployees,ensuringasupportive,rewarding,andgrowth-
orientedworkenvironment.
Thesebenefitsaredesignedto:

e Attractandretaintoptalent.
e Promotework-lifebalanceandoverallwell-being.
e Fostercontinuousprofessionalgrowth.

6.2 FinancialBenefits

e SalaryandAnnual Increments
o Competitivesalariesalignedwithgovernmentnorms.
o Annualincrementsbasedonperformanceappraisaloutcomes.

e ProvidentFund(PF)
o ContributiontotheEmployees'ProvidentFund(EPF)asperstatutoryregulations.
o Bothemployeeandemployercontributionsaremademonthly.

e Medical Insurance
o MediclaimPolicycoverageforemployeesanddependents.

o Covershospitalization,criticalillnesses,andmedicalemergencies.

6.3 ProfessionalDevelopmentBenefits
e FacultyDevelopmentPrograms(FDPs)
o FundingforparticipationinnationalandinternationalFDPs,conferences, and
workshops.
Provisionforstudyleavewithfinancialsupportforhigherstudies(Ph.D., Post-

Doctoral research).
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ResearchIncentives
o FinancialincentivesforSCOPUS/WebofScience-indexedpublicationsand
patents.
FundedProjects
o Assistance for facultyin applying for funded research grants (DST,
DRDO,AICTE, MSME).
o Overheadincentivesforprincipalinvestigatorshandlingmajorprojects.
HigherEducationSupport
o Encouragementandpartialfundingforpursuinghighereducationandcertificati
ons in specialized areas.
MembershipsinProfessional Bodies
o Financial support of membership fees for recognized professional

organizations.

6.4 HealthandWell-beingBenefits
e Maedical Facilities
o Accesstoon-campusfirstaidandhealthcheck-upfacilities.
o Tie-
upswithnearbyhospitalsformedicalemergenciesanddiscountedtreatments.
o MediclaimPolicycoverageforemployeesanddependents.
e MentalHealthandCounselingServices
o Availabilityofprofessionalcounselorstoaddressstressmanagement, mental
health, and personal well-being.
o Dedicatedworkshopsonwellnessandwork-lifebalance.
e MaternityLeave

o MaternityLeave:3monthsforfemaleemployees.
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e Fitnessand Recreation
o Accesstoon-campusgymnasium,sportscomplex,andrecreationalfacilities.

o Promotionofwellnessactivitieslikeyogasessionsandfitnesschallenges.

6.5 Work-LifeBalance Benefits

e LeaveBenefits

Type ofLeave Details

CasualLeave(CL) 12daysannuallyforallemployees.

6 days annually for medical emergencies,

MedicalLeave(ML) supported by valid certificates.

MaternityLeave 3monthsforfemaleemployees.

Grantedforattendingconferences,FDPs,

Special Leave
or research engagements.

e FlexibleWorkHours
o Provisionforflexibleworkinghoursforemployeesengagedinresearchor special

projects.
e HolidayPolicy
o Observance of national holidays, institutional holidays, and special vacation
days.
¢ On-CampusAmenities
o FacilitieslikeDaycarecenterforbabies,PostOffice,cafeteria,MobileATMs, and

convenience stores within the campus.

6.6 HousingandTransportBenefits
e ResidentialFacilities
o Provisionofon-campusfreehostelaccommodationforfacultyandstaff.
e Transport Facilities

o FreeTransportservicesforemployeesresidingindesignatedlocations.
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6.7 RecognitionandRewards
e EmployeeAwards
o Annual awardsrecognizing outstanding contributions:
» BestFacultyAwardforexceptionalcontributions.
= BestResearcherAwardforsignificantresearchcontributions.
= BestAdministrativeStaff Awardforexcellentoperationalsupport.
¢ PerformanceBonuses
o Financialrewardsforachievingkeyperformanceindicators(KPIs).
e ServiceRecognition
o Special recognition and mementos for employees completing 10, 20, and 25

years of service.

6.8 EducationalBenefits
e Children’sEducation Assistance
o TuitionfeeConcessionforemployees'childrenstudyingatSIT
6.9 SpecialBenefitsforResearchand Innovation
e StartupandInnovationSupport
o Employees involved in entrepreneurial ventures under the Sethu Research
Innovation Centre (SRIC) &Sethu Incubation Centre (SIC) will receive
incubation support.
o Access to seed funding, mentoring, and industry tie-ups for innovative
projects.
e ConsultancyProjects
o Faculty and staff involved in consultancy projects receive a share ofconsultancy

revenue as per institutional norms.




