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SECTION 1

Introduction

1.1 About the Organization

1.2 Vision, Mission and Core Values

1.2.1 Vision Statement
1.2.2 Mission Statement
1.2.3 Core Values

1.3 Quality Policy

1.4 Human Resources Management Policy

1.4.1Objective
1.4.2 Staff Policy

1.5 Definitions of Terms used in this Policy

1.6 Organogram

1.1 About the Organization

M.A.M. College of Engineering and Technology (MANiCET) was established in the year 2008
and approved by AICTE, New Delhi and affiliated to fuina University, Chennai. It is dedicated for an
unparalleled learning experience. This commitment is best reflected in its vision to become a globally
recognized Institute of Engineering and Technology by the year 2025.This commitment to excellence is

supported by a strong team of experienced professionals. In short, MAMCET stands tall as one of the best
destinations for world class education.

MASTeR GROUP is dedicated to forming students intellectually, morally and spiritually, with rigor
compassion, toward lives of solidarity, service and success. This Hirman Resource Policies
Administration Manual collects in one place the human resources philosophies, policies
Administration procedures of MASTeR.'
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This manual is designed to be a working guide in the day+o-day administration of our human resources in
a way that supports a positive work environment at MASTeR. Faculty members, Manager, Office Staff,
Support Staff, etc., are expected to become familiar with these philosophies, policies and administration
procedures and to apply them consistently so that all employees, regardless ofwork area, location or any
assignment are treated fairly.

About MASTeR Group of Institutions

MASTeR Group of Institutions comprises of,

,[- Vf.A.nf. College of Engineering and Technology (2008),
'{ Vf.a.nf. School of Architecture (2010) and,
+ M.A.M. Business School (2010)

Was originally part of M.A.M. Group of Institutions (10 institutions), which was established
by MALUK EDUCATIONAL HEALTH and CHARITABLE TRUST (1993). The l0
institutions of the group together are catering currently to nearly 10,000 students, at Siruganur,
23 Km away from Tiruchirappalli on the Trichy - Chennai Trunk Road. The education journey
of the group started on 10th Feb 1999 with 77 students and 17 staff on rolls by Dr. M.A. Maluk
Mohamed, who himself with his academic qualification was the head of the institutions since the
inception. The l0 institutions were divided between the trustees of the trust for individual
institution growth and since May 2014 MASTeR Group of institution with the above mentioned
3 institutions has become a separate entity with new administrative team under the leadership of
Dr. M. A. Maluk Mohamed.

"We cannot always build the future for youth, but we can build our youth for the future."

These words by Franklin D. Roosevelt utterly describe our aim at MASTeR. In a globalized
market driven and interconnected world, both individuals and institutions are attempting to make
a cultural impact. The need of the hour is to produce men and women who are visionary,
dynamic and innovative.

Today's corporate world demands individuals who are not only skilled but are innovative
thinkers and are confident to face everyday challenges. The academic teams of MASTeR are
ready to work along with young minds to offer the best knowledgeable education for holistic
development. It is just not the university curriculum and the class room teaching which makes all
intellectual citizens. Understanding the need we are committed in making all intellectually adept
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& socially and technically sound through brain storming sessions, seminars, discussions, case
studies, project presentations and other events. These activities would promisingly strengthen the
overall knowledge and skills of students who had trusted and joined us.

Why MASTeR Group?

What does MASTeR Group provide?

develop their technical skills and leadership quality.

projects and perform fieldwork to enhance the understanding of their subject.

national and intemational level.

the students and to the society at large. Our core philosophy is rooted in the belief that
education, beyond imparting knowledge must nurture the holistic development of the
entire personality. Together we shall strive to fuIfiIl the expectations of the students,
parents, our management and society. We wish you'a long and fruitful career as part of
the MASTeR family.

1.2 Vision, Mission and Core Values
t

1.2.1 Vision Statement

To emerge as an Internationally Reputed technical University with state of art
infrastructure providing knowledge based value added education

1.2.2 Mission Statement

for themselves.
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To provide state of art laboratories and enhanced infrastrucfure for conducive learning
and research environment.

creativity that will enable the institution to connect teaching and research.

1.2.3 Core Values

MASTeR Core values are foqused on the following United Nation's Sustainable Development
Goals:

No povefiy, Zero hunger, Good health and well-being for people, Quality education, Gender
equality, Clean water and sanitation, Affordable and clean energy, Decent work and economic growth,
Industry, Innovation, and Infrastructure, Reducing inequalities, Sustainable cities and communities,

Responsible consumption and production, Climate action, Life below water, Life on land, Peace, justice
and strong institutions & Partnerships for the goals.

1.3 Quality Policy

M.A.M. College of Engineering and Technology shall achieve excellence in providing
value-based education to the students in the fields of Engineering and Technology by continual
improvement in its academic performance, professional & personality development measures
and skills enhancement activities, making the students highly suitable for meeting the diverse
needs of the society and the nation.

We, at MASTeR Group of Institutions, are committed to the socief in making our students to
live a purpose as responsible citizens with Ethical values through provision of Quality Technical
Education and continually improve to become a World class Technological University.

1.4 Human Resources Management Policy

Human Resource is the heart of an organization and forms the lifeline and determines its
destiny. MASTeR GROUP is committed to set high standards of personnel management with
due place for efficiency and transparency.
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1.4.1 Objeitive

The objective of this Manual is to lay down policies and procedures that will govern the
management of personnel involved at different levels, as mentioned below:

Recruitment of the different categories of staff
Defining roles and responsibilities

Training and positioning
Appropriate compensation & incentives
Improving the performance and effectiveness
Maximizing the efficiency through enhancing knowledge, skills and attitudes
Creating comfortable working conditions.

1.4.2 Staff Policy Document

The Staff Policy Document is prepared to make all staff working at MASTeR GROUP
OF INSTITUTIONS aware of rules and regulations that governs their working in the Institute.
The policy is effective from Aug 202l.It is expected that staff members should strictly adhere to
the rules and regulations in this document. The Management reserves the right to changeimodifiz
the policy as and when required and apply their discretion in specific cases.

1.5 Definitions of Terms used in this Policy

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

.& "College" means the MASTeR GROUP OF INSTITUTIONS., NH44, Trichy - Chennai
trunk road, Siruganur, Tiruchirapp alli - 621105.

* "Employer" means the Chairman who is in charge of the College/MASTeR Group or any
ono duly authorized to act on his behalf.

'* "Notice" means a notice in writing required to be given or exhibited on the notice board
for the purpose of these Standing Orders.

'* "Notice Board" means notice board installed at or near the main entrance of the College,
Administrative Building etc.,
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"Premises" means the college buildings, administrative office, other ancillary offices and
buildings as well as vacant spaces located within the college premises.

"Employees" means any person employed in the College to do any Technical and Non -
Technical work under MASTeR Group.

"Work premises" includes the premises of the college or works and other places of work
where a work man is deputed to work.

Basic Pay: The component of pay scale which forms part of all emoluments that are
earned by an employee while on duty or on leave or on holidays with wages in
accordance with the terms of the contract of employment and which. are paid or payable
in cash to him/her brit does not include

* O.q.: Dearness Allowance declared by the Management periodically.

,S AGP: Academic Grade Pay declared by the management

* Un-l: House Rent Allowance declared periodically by the Management of MASTeR
GROUP.

* Calendar Year: A period commencing from lst day of January of the year and ending
with 3 lst day of December in the same year.

4 Academic Year: The normal period stipulated in the Academic calendar for activities of
an odd semester and even semester. In the present system it is stipulated from June to
May.

'& Cqmpetent Authority: The authority appointed by the Trust for the purposes of these
rules.

* Date of Appointment: The first day ofjoining the duty by the employee as mentioned in
the appointment order.

MASTeR:

GB: means the Governing Body of MASTeR GROUP
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OM: means the duly appointed Office Manager of MASTeR GROUP

HOD: Head of the Department

Employee: Any person who is employed for salary in any kind of work including
teaching, support service including lab, office or otherwise, or in connection with the
work of MASTeR GROUP and who gets his salary directly from MASTeR GROUP

Financial Year: A period commencing from the lst day of April of the current year
ending with the 31st day of March of the succeeding year.

Rules: Rules stipulated in the HR Policies and Procedures Manual of MASTeR GROUP
and include all schedules and annexure appended to this manual and any amendments
made from time to time thereto.

+
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HRIC: Human Resource In-Charge

"Words importing the singular number shall
Words importing the masculine gender shall

include the plural number and vice versa"
include the feminine gender.
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1.6 Organogram

The below chart shows the present Organization Structure of MASTeR . Functions of Statutory Bodies.

I.6 ORGANOGRAM

MA$TeR GROIIP OF INSTITUTIONS
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MASTeR/HRM/Recru it I 2021
SECTION 2

Recruitment, Appointment, Induction and Transfer

2.1 Planning for Human Resources

2.2 Classification of Human Resource in MASTeR GI

2.3 Appointing Authority

2.4 HR In-Charge (HRIC)

2.5 Human resources philosophy

2.6 Total quality management (TQM)

2.7 Recruitment Policy & Process

i.l.t lotAnalysis, Job description and Terms of Reference

2.8 General Criteria Governing Recruitment

2.8.1 Age

2. 8.2 Assessment process

2.8.3 Recruitment Policy

2.8.4 Manpower

2.8.5 Checking of References

2.8.6 The Offer Letter

2.8.7 Appointment Order

2.8.8 Joining Report

Itt}l16

'.f,!*3?l-*'uor,
12

lffit
l[Gm
ntf,{E{,t.:*ij&h

rttlrt€t sa1"lE6**r tiu{,1G[[r,}ii]l:
!- iltii\t-a)'!'ji;''



rffi
lruxl

IVIASTeR GI -HR POTICY

2.9 Probation and Confirmation

2.10 Personal File

2. 1 I Training and Development of Staff

2.1 1.1 Induction to Staff

2.l2ldentity Card

Recruitment, Appointment, Induction and Transfer

2.1 Planning for Human Resources

MASTeR GROUP believes in professional excellence. To this extent MASTeR GROUP believes
in employing competent persons for its programmatic and administrative functions. The organization is to
plan the staff requirements sufficiently in advance taking into consideration retirement and new openings
to enable the organization to respond to emerging human needs with estimation of resource requirements

2.2 Classification of Human Resource in MASTeR.

Employees are classified into any of the following categories:

(A) Regular
Regular Employee is one who is employed against a regular post for anlndefinite period,

and includes an employee initially appointed on probation and hassatisfactorily completed the
period of probation.

(B) Probationer
Probationer is an employee's who is provisionally employed on a regular post and is

required toComplete the probationary period to the satisfaction of the management before
r e gulaizationof hisArer appointment.

(C) Fixed Term Employment
The tenure of employment of an employee on contract is for a specified period of time

andhe/she is entitled to only the benefits specified in the contract of appointment. Such
anemployee shall have no right to claim regu,lafization of his/her employment after expiry of
thespecified period. Unless terminated earlier by one month's notice or sa1ary in lieu thereof,
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such appointment will automatically come to an
andno notice or compensation will be payable.

end at the expiry of the specified tenure/period

Classification of Teaching & Non- Teaching Staff

Employees are further classified into the following categories:

A) Teaching

(1) Core Faculty
The employee appointed by the organization on regular basis for teaching one or

morecourse papers with a teaching work load of minimum 12- 16 hours per week. They are
theones who are also given added responsibilities to ensure the growth of self, students and
theorganization as a whole. The employee is initially appointed on a standard probation periodof
6 months. They can avail the benefits of a regular employee in the organizations.

(2) Visiting Faculty
The employee appointed by the organization on part time basis for teaching maximum

2course papbrs applicable as per the semester with a teaching work load of maximum l2hours
per week. He/ she is also responsible of contributing towards the activities related totheir
subjects and academic administration like, setting up of question papers and answersheet
checked, uploading the attendance, etc. (as and when required by the management.They are
appointed for a semester at a fixed pay pff hour. The existing Visiting faculties cancontinue
teaching in the fresh semester only if there is any requirement and with theapproval of the
management for the same. They are not entitled to any benefits of a regularemployee in the
organizations.

B) Non- teaching

(1) Futl t'ime
The employee is a regular employee who works as per the directions and

responsibilitiesstated by the management and also maintain a minimum work timing and
schedule. Theyare also entitled to various benefits as of a regular employee.

(2)Part Time
Part-time employee means a person who is engaged for work for less than normal

workinghours. Part-time employees are ordinarily not entitled to the benefits provided to full
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time employees. They are allowed such benefits provided as are specifically determined by
themanagement.

2.3 Appointing Authority

a. Appointment of Principal &Director:
The authority as decided by the Chairman / CEO & Registrar

b. Appointment of Faculty / Support Staff / Employees:
All other staff of MASTeR will be appointed by the Principal /Director / Registrar on behalf of the Board
of Trustees. The Board of Trustees be briefed of staff requirements, appointments and other details on a
routine basis.

2.4 HR In-Charge (HRIC).

+ The Registrar shall be the in-charge of HR Management.
+ Any other person who is expressly appointed / dedicated with powers to manage the HR

related responsibilities.

2.5 Human h..ror..". Philosophy

We recognize the contributions of the employees and treat each individual employee
fairly and consistentlyin all matters, with a uniform application of the following human
resources philosophies :

Human resources are best allocated to achieve optimum productivity and efficiency.
Employees are always encouraged to well-equip themselves for the present job and
futuredevelopment.
Reward is based on merit. High performers are given priority to take up more responsible
positions.

management are promoted as a

health and enable employees to

Two-way communications between employees and the
means ofbuilding mufual understanding and trust.
Workplace safety is given top priority to protect hqman
delivertheir best performance.

2.6Total Quality Management (TQM)

The organization follows TQM principles and practices. TQM as both philosophy and set
of guiding principles represents the foundation for a continuous improvement of the
organization. It is the application of quantitative methods and human resources to improve all the
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processes within an orgarization and exceed customer needs now and in the future. TQM
integrates fundamental management techniques, existing improvement efforts, and technical
tools under a disciplined approach.
Al1 employees shall be given continuous training and education on the principles of TQM.
Employees empowennent and team work shall be encouraged in the organization. As part of
TQM tools and techniques our organization is implementing the following.

+ Objectives (Bench marking)

* Implementing information technology

+ 55 Housekeeping

+ KAZEN Management

* Quality Circles

Improvement, Innovation & Learning
Improvement, innovation and learning areapplied in all functions of the organization.
Fundamental to be effective and efficient.

Improvement
The organization employees are provided with opportunities and necessary resources to

participate in improvement activities like Suggestion Box, Employee Feedback, Grievance cell,
KAIZEN management system and 55 are implemented. Recognition and rewarding the
improvements are done to the employees by the Top Management.

Innovation
Innovation to be applied to issues at all levels through changes in the technology, process

and organization system to meet the changing needs of customers or interested parties to ensure
that competitive advantage is maintained and to utilize the new opportunities. Employees of the
organization shall always show their willingness to challenge and change the status quo.

Learning
Improvements and innovations are encouraged through learning. "Leaming integrates the

capabilities of individuals with those of the organization". Employee's 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.
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2.7 Recruitment Policy & Process

2.7.1 Job Analysis, Job Description and Terms of Reference

All positions in the organization shall be based on a need assessment and work analysis. The
Principal, Director , Dean & HOD together with the Registrar concerned will determine the need to open
a new position or to close an existing position.

Each job and position needs to be analyzed in terms ofjob content and broken down to knowledge and
skill requirements. However, this analysis will be done by the Leadership Team as per the laid down
procedures from time to time. Recruitment is done as per the recruitment process format-HR Format

The Job description and Terms of References are as per the regulations in force from time to time and
intimated to the appointees at the time of offer of appointment.

2.8 General Criteria Governing Recruitment

2.8.1 Age

recruited should not be above 58 (Fifty Eight) years.

teaching shall be 65.

foremployment.

2.8.2 Assessment process

The assessment process consists of either or both Skill Test and Interview, based on need.
Teaching staff shall be recruited based on the assessment of their skills and references, non teaching staff
recruited based on their experience and skills.

2.8.3 Recruitment Policy

People are a significant resource of an organization and their full involvement enhances
their ability to create value for interested parties. In order to meet the needs of interested parties
the college has identified and defined the necessary competences of people in term of their
qualification, experience, skills and training requirement. The required competences shall be
matched with the existing employee competency and the necessary actions (Trainings) shall be
taken (given) regularly to close the gap and concern department heads shall regularly review and
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evaluate the actions taken toimprove the competence of people to ensure that the necessary
competences have been acquired and report to the Top Management.

2.8.4 Manpower

Head of the Department shall calculate the Human resource requirement in the beginning
of the academic year. Consolidation of subject wise teaching load Calculation. Student - Teacher
Ratio (as per AICTE guideline) .The Academic Council will frnalize if the vacancy is to be filled
through in-house staff or a new employee has to be selected. The f,rnal consolidated manpower
requirement is then forwarded to Management for approval. Vacancy positions will be advertised
widely and upon the receipt of the application screening of the candidates will be done by the
head of the department based on the qualification, experience and specializatron. Staff
emplol,rnent during the semester will be avoided as far as possible.

2.8.5 Checking of reference

a) Qualification :

The prescribed minimum qualifications and experience requirements for the various
teaching posts will be on the norms of AICTE and Anna University. For Non-teaching post
requirements will be based on the department's request.

b) Call for candidates :

The required positions are advertised externally for a minimum period 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's website from time to time. The committee
may also conduct Walk in Interviews for augmenting the required candidate

t

c) Background checks and relieving reports :

A relieving report of the newly recruited employee may contain information regarding
candidate's credit wofihiness, credit standing, credit capacity, character, general reputation,
personal characteristics, ot mode of living. The college will use this information for employment
purposes which is to be submitted by the selected candidate before joining in the college.
Refusal to authorize the obtaining of a relieving report by the College may be a basis for denial
of employment or other adverse employment action. The content of the'relieving report may also

I-t
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be the basis for denial of employment, denial of
employment action.

a particular job position, or other adverse

Unless candidates are suspected of wrongdoing, before requesting the relieving report, the
College will notify its intent to make the request.

d) Evidence ofage :

The age recorded with the College shall be evidenced of age for all purposes of
determining the age of Employees. In the absence of any such record, the age recorded in the
Secondary School Leaving Certificate shall be regarded as evidence of age. If an employee has
not passed any such examination, we can also collect the Aadhar card

e) Interview & Reporting order :

Shortlisted Candidates will be called for interview based on the vacancies.
Anlnterview committee will comprise of the academic council members, head of the departments,
subject expert and Principal as the Chairman.
The interview process consists of a written test, classroom presentation and HR round.
The rbspective head of the department will veriff the documents pertaining to the qualification
and experience of the candidate before interview.

The interview committee will select the candidatesin the ratio of 7:2 and submit the interview
reports with recommendations to the Chairman / Secretary and Correspondent for the conduct of
the final HR round.
The Chairman / Secretary & Correspondent will finalize the selection and approve the
appointment
Appointment Orders will be issued by the Secretary and Correspondent.
Joining Report: At the time of joining, faculty should submit joining report to the office, through
the Respective Head of the Department and Principal.
The HR department will create a new personal file for the faculty and start the service record
from the date ofjoining.
ThO service record will contain appointment order copy, joining report, increment orders, training
attended, incentives, long leave availed, memos issued duly attested by the Principal.

0 Interview Process:

the HR Team.
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Interview Committee consists of Principal/Designated Authority, Registrar, respective
Heads of the department and subject experts and one external subject expert. Selection is
based upon the technical skill and depth in knowledge
Direct interview is conducted for senior posts. Interview committee shall be constituted
by the Chairman as per the guidelines approved by the designated authority/Registrar.
Pay for the selected candidates is fixed by the selection committee as per the pay scale
approved by the CHAIRMAN/CEO for the respective post based upon the qualification
and experience ofthe candidate.

Assistant Professors/ Associate professor/ Professor are appointed as per AICTE norrns
and other designated post as per the requirement of the Top Management.

2.8.6 Offer Letter:

An offer letter is a letter given by the Registrar to a potential employee that provides key
terms of the prospective employee's employment.
Key terms should include the position/title, name/position of supervisor, fuIl-time or part-time
work schedule, exempt/non-exempt classifications, duties, equity, bonus/commissions, base
salary, benefits, policies, at-will employment status, confidentiality/invention assignment
agreements, prior employer confidential information/restrictions, and any contingencies.

2.8.7 Appointment order

before joining duty, if previously appointed.

(Chairman/CEOiRegistrar) is issued to the candidate subject to the reference checks and
pre-employment medical examination.

Se'lection committee

The Appointment letter should contain:

supervisors

i... it ..'''
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a sign of acceptance

2.8.8 Joining Report

On the day ofjoining, the employee is requested to fill the requisite forms as the part of
the joiningformalities. The check list as to what all documents are to be submitted while joining
the organization willbe provided to the employee at the respective campuses. The hardcopy of
the same has to be handover the very same day for official documentation purposes to the HR
Department.Once the details are sent to the HO, the other formalities including the Appointment
Letter, ID card, emailid and other logins (wherever applicable) will be generated and sent to the
newly joined employee within 5 working days of theirjoining.

Employee Record and Information

The Department of Human Resources maintains a record of each MASTeR Group
employee at Head office. It includes information such as education, experience, work
performance; and progress. These records are carefully reviewed when an employee isbeing
considered for promotion, salary increase, or transfer.In accordance with policy and applicable
law, all employee records (including but not necessarily limited toapplication forms and other
records pertaining to hire, promotion, demotion, transfer, work schedule,layoff, termination,
rates of pay or other terms of compensation, performance appraisal, and selection fortraining)
kept by the organization will be preserued for at least three years from the date of the
personnelaction. This does not apply to records for positions known to be of a temporary or
seasonal nature.

A personnel file may contain personal data as well as employment information. The Department
of HumanResources regards this information as confidential and will release it only with the
written petmission ofthe employee.When the Department of Human Resources receives a request
for inforrnation from agencies, stores, banks, or other institutions, only non-confidential
information such as date of employment and name ofdepartment will be released. Confidential
information such as pay rate, past earnings, home address'orphone number will not be released
unless authorized in writing by the employee. The employee can also make changes in personal
databy informing and submitting the proof for the same to Human ResourcesDepartment, with
the approval of management.
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Medical Fitness for Efficient Discharge of Duties

The continuance of appointment is subject to the employee being found and remaining
medically (physically and mentally) fit. The management reserves the right to have any
employeemedically examinedat any time during the course of emplo5rment through a medical
practitioner nominated by it to test theemployee's physical or mental fitness necessary for the
efficient discharge of the duties of his post; and areport of medical examination will be submitted
to the management, whose decision in this regard will befinal and binding. In case the employee
is found medically unfit to perform the assigned job satisfactorily.He/she will lose lien on the
job.
In case a employee is found suffering from an infectious disease or protracted illness and/or
remainshabitually irregular in attendance, the management shall have the right to terminate
his/her serviceswithout notice.

Incapacitation

In Case an employee is incapacitated by reason of illness, accident or any other cause and
cannot performhis/her duties, the management may, at its sole discretion, grant leave for a
reasonable p'briod on full pay,or half pay or without pay, or terminate his/her services.It depends
on the management.

Date of Birth

Every employee will indicate his/her exact date of birth at the time of entering service of
the organrzation.The age mentioned in the Matriculation/Higher secondary Certificate/School
Leaving Certificate will be theconclusive proof of the date oiUirttr.

Residential Address

Every employee is required to indicate his/her residential address at the time of entry and
thereafteriromptly communicate any change in the said residential address. Accordingly, for
service of any notice orcommunication, he/she will be informed by ordinary post or through
Courier at the latest residentialaddress available in the service record. A copy of the letter may
also be posted on the Notice Board whichshall be considered to be sufficient service on the
employee. No employee will refuse to accept personaldelivery of any communication addressed
to him/her by the Organization.

Verification of Employee Particulars
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An employee is offered appointment on the belief that the particulars furnished in his/her

application/personal data form and otherwise are factually correct and nothing material has been
concealed. In case it is subsequently found that material information furnished therein is false, or
thatsome relevant facts have been concealed, suppressed or withheld, the appointment may be
considered null and void abolition. In that eventuality, the management may terminate the
employee's service, forth without any notice and may recover the payment made towards his,/her
remuneration during emploSrment.

Terms and Conditions of Service

Every employee of the organization shall be bound by the Statutes, Ordinances and service
regulations forthe time being in force in the organization.

2.9 Probation and Confirmation

a) Probation:

All appointment to the posts shall ordinarily be made on probation for a period of six months for
determining one's fitness for the iob.

b) Evaluation in Probation Period:

On successful completion of the probation period, the employee's department head will evaluate
the overall performance of the employee and submit the report to the Principal/Director/Dean/Registrar.
Based on the report, the employee shall be continued in-service else, he / she may be terminated from the
service. In case of termination of services, the employee losses the right to appeal. Also, during the
probationary period if the employee is not found suitable to the job, the management has the liberty to
terminate the employee from the services.

c) Continuance of Probation:

If the,employee's service during the probationary period is deemed unsatisfactory but if it is
determined that the employee should continue in a probation status rather than being terminated, the
recommendation that the employee remain in probationary status should be forwarded by the Head of the
Depatlment to the Principal. Upon consultation with the Management the probation period may be
extended. In all such instances, the employee must be counseled and notified in writing regarding the
extension of the probationary period.
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Adherence'to Management's Philosophy:

The management expects employees at all levels to maintain absolute integrity and
devotion of duties, andto work with a high standard of imitative, efficiency and economy; and
conduct themselves in an exemplarymanner so as to enhance the image of the orgatrzation for its
Growth into the most sought aftercrganization to work for. An employee holding a supervisory
post shall take a1l possible steps to ensure theintegrity and devotion to duty of all employees for
the time being under his control/authority.

All employees are expected to ensure that they comply with tax, exchange control and
other legal requirements as applicable to them at all times. As employees of the organization of
outstanding integrity, they should take care that their actions do not reflect adversely on the
reputation of the organization andthe highest ethical standards are followed always. They are
also expected to comply with all laws andregulations concerning environmental protection and
actively engage in educational activities related toenvironmental protection and efficient use of
resources and energy.

A1l e.mployees are reminded of certain sensible measures which they should take to
ensure that they neverbreach the confidence places in them by the management and upon which
are entitled to rely. The natureof work of the organization is not a matter to be discussed
generally.
They should re employee that they have access to certain information because the management
truststheir discretion. They should do nothing to injure their trust.

It is also important to communicate ideas, suggestions, personal goals or problems, as
they affect theemployee's and the organization's performance.The organization encourages all
employees to bring forward their suggestions and good ideas about makingit a better place to
work and enhancing service to the community.An employee who sees an opportunity for
improvement is encouraged to talk it over with management. A1l suggestions are valued.

2.10 Personal FiIe

A personnel file shall be opened for all employees. The p"r.on .l file shall contain the following:
l. Application of the candidate
2. Bio-data
3. Aadhar/Pan card
4. Written comments of reference, if any
5. Appointment letter / Contract letter
6. Joining Report
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7. Job Description
8. Personal details of employees like permanent / current address,/blood group
9. Relieving letter or experience certificate from the previous employer or last employer
10. Letters of annual salary revisions & copies of performance appraisal
I 1. Two color passport size photograph
12. Memos issued, reply to above, reports of enquiry committees / suspension order / termination on
disciplinary grounds etc
13. Resignation / Contract termination letter
14. Exit interuiew format

2.11 Training and Development & Induction of Staff

All newly joined employees shall upon completion of the formalities undergo appropriate training
and induction prograrnmes, intended to familiarize them with the dynamics of the organization. The
methodology would be that of guided interaction with the various sections in the staff. A package of
training module will be developed and put in place for induction process. The following are to find place
in the package.

2.12 Identity.Card

All MASTeR Group employees are required to have photo ID cards which they should carry with
them to their respective work place and in the course of travel. Admin (or) HRM Department will

issue these cards to new staff within 3 days of their joining the organization. At the time of cessation of
service, employees are required to return their Identity Card to the organization which should be
destroyed by Admin (or) HRM immediately. HRIC keeps a register for issuing ID Card.

In college premises each and every staff teaching &non teaching staff need to wear the ID card
compulsory. Otherwise AO/HRM can question you at anywhere in the college.
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MASTeR/IIRM/SAL/2021

SECTION 3

Salary / Welfare Measures / Allowances Recognition / Terminal Benefits

3.1 Salary

3.1.1 Basic Pay and allowances

3.1.2 Wage Fixation

3.2 lncrement Policy

3.3 Provident Fund

3.4 Welfare Measures

3.1 Salary

3.1.1 Basic Pay and allowances

a) MASTeR GROUP shall pay wages including allowances to its employees as per the agreement /
appointment order.

b) Total Monthly qSlary shall be directly deposited into employee's bank account or by cheque
payment on the 7ft or l0tkorking day of thi following month.

c) Payments of Monthly Salary shall be made after deductions under statutory provisions.

The various heads on which the Gross Salary of each employee is based is:
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d) Attendance and Salary Cycle

The attendance for preparation and release of salary is taken on monthly basis. The salary is
preparedmonthly with reference to the attendance records of each employee.

e) Full Time Employees/ Contractual Employees-
The attendance taken into consideration forpreparation of Salary for a month is

from 1st of present month to 30th or 31st of present month.The salary is also released on
the basis of attendance cycle.

f) Part Time

a) Visiting Faculty: The remuneration which is fixed on per session is released on the
basisof the number of sessions from 1st to last day of the month.

Confidentiality of Salary Information

Salary information is strictly confidential. Only the individual employee, his Head of the
Institution or his/her immediate reporting Head and employees who process salary and benefit
administration will haveaccess to the employee's salary information. Employees should not
disclose their salaries to persons otherthan their Head of the Institution or his/ her immediate
reporting Head. Employees who have access tosalary information in the course of their duties
handles the information with extreme care to ensureconfidentiality.

3.1.2 Wage fixation of Initial salary:

lnieneral, the type and fixation of initial salary is subjected to the statutory requirements like
those of the government pay scales as per the latest norrns of the Anna University and All India Council
of Technical Education (AICTE). Salary is fixed at the discretion of the Management.

a) Consolidated salary:The non-teaching staff is paid consolidated salary at thetime of joining till
regrilaization; on teaching faculty is also eligible for getting pay scale as pff eligibility. Salary
fixation is dependent upon post, qualifications and experience. It is fixed as pff Management
decision.
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b) Pay Scale cadre wise: Teaching Faculty is eligible for getting pay scale as per eligibility,
experience and Anna University approval &Management's discretion. Salary fixation is
dependent upon post, qualifications and experience. It is fixed as per Management decision.

3.2 Increment Policy

a) Annual Increment:

Every employee is entitled to an annual increment in salary subject to the recommendations of the
Head of the Department as per the requirements of government pay scales, All India Council for
Technical Education, Anna University etc. The recommendations based on the performance appraisal of
the employee are reviewed by thePrincipal /Registrar and Management. Annual increments, in general,
will be paid in the month of July of every calendar year.
As per the direct supervisor review the annual appraisal will be increases in the basic pay of the staff both
teaching &non teaching.

Annual increment will be paid every year from their date ofjoining excluding LLP period. Leave on Loss
of Pay (LLP) lvill not count towards sanction of annual increment. However, it will not have cumulative
effect.

lncrement will be given as follows.

If the date of joining falls between I to 15, increments will be given effect, from lst of that
month.
If the date ofjoining falls between 16 to 28,29,30,31 increments will be effect from lst of the
next month.

of the management.

"MASTeR DA" for those who complete 4,6,8,10 years exclusively in MASTeR GI at the rate
of 2oh, 4oA, 60/0 and, SYo respectively.

b) Retention policy:
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succession. Providing ample promotional opporhrnities.

c) Payroll Schedules:

Employees are paid for all the days of the month. Salary is credited to the employee,s bank
account' lncome-tax, Professional tax and contributory provident fund are deducted wherever applicable.
A11 other deductions will be notified to the employ"es. Employees are not allowed to commit any
deductions from salary directly to any outside ugi"y tbank / financial institution / co-operative society.
etc without explicit written permission by the Minagement / principal.
Income-tax: It is mandatory that all staff must present their deduction scheme to the Administration by the
end of February, and final proof for savings Ly the end of December of each calendar year in order tofrnalize tax deducted at source for the year.

d) Allowance ganted in lieu of salary:
Allowances are fixed at the discretion

addition to their regular duties to the Institute. It
a parf of salary.
Annexure:

of Management based on the employee,s contribution in
requires approval of Management and is considered to be

as per the

Group insurance scheme for employees:

All teaching, non-teaching staff and students are provided with a group insurance scheme with life cover
and accident cover up to 1 Lakh.

3.4 Welfare Measures

A1l the staff members in MASTeR, irrespective of their cadre enjoy the following welfare measures:1. ESI / PF / Group Gratuity

3.3 Provident Fund - Coverage policy
The staff members who are covered under Employment Provident Fund scheme

acts, drawing salary up to Rs. 15000/- per month have teen covered.
Below or above 15,000/- the employee need to contribute both l2o/o of the pay.
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2. Medical claim (Accidents) - for staffand students

3. Reward for employees on completion of 5years service in MASTeR.
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SECTION 4

Leave Policy

4.1 Casual Leave
4.2 Study Leave I Leave to attend QIPs
4.3 On-Duty (OD)
4.4 Maternity Leave
4.5 Compensatory Leave
4.6 Leave on Loss of Pay (LLP)
4.7 Yacation
4.8 Absence from Duty due to Bandh, etc.
4.9 Fumishing address on leave
4.10 Declared Holidays
4.ll RoD
4.12 Covid l9
4.13 Medical Leave
4.l4Marriage Leave
4. l5Restricted Holidays

Leave Rules

MASTeR provides different kinds of leave to meet ' with the various eventualities of its
employees. Availing of leave should be with proper notice so that the work of the organization does not
suffer. Leave shall not be claimed as a right. Leave sanctioning authorities have to use their discretion in
sanctioning the leave so that the effect is minimum on the normal functioning of the college. The
following types of leaves are available for staff.

Working Hours:

No Colleee Time Office Time Holidavs

I
Monday to

Saturdav

8.45am to

4.45om

Monday to

Saturday

8.45am to

4.45pm

Two Saturdays

and all Sundavs in a month
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@ During vacation period all Saturdays and Sundays are holidays.

going out for work related matter need to filI an on-duty form or else they will be marked absent
for the day.

diverse, different work schedules are adopted to meet different needs. However, the standard
workweek of the employees is Monday to Saturday with l't&3'dSaturdays as Holiday.

Overtime: No overtime charges are provided to any employee.

4. 1 Casual Leave /MASTeR/HRM/CL/202 1

Casual leave of 12 days is granted per annum. However for temporary and probationary staff of
each iategory the eligible casual leave is only 1 day for every completed month of service.

Casual leave is granted on the basis of calendar year that is from 1 st January to 3 I st December of
every year.

Only with due permission of Principal,/Registrar,/Dean/Directorcasual leave can be availed
prefixing or suffixing Sundays and other sanctioned / declared holidays. However Duty Leave &
Compensatory off can be combined with the Casual Leavp.

Casual leave is granted for the new joiner from the day one of his/trer work started.

4.2 Study Leave lLeave to attend QIPs /MASTeR/HRNOSL.|202|

The faculty members, on discretion of the Principal & Secretary, shall be allowed to avail study
leave for higher education, and I or attending Quality Improvement Progfammes (QIPs) / Internships.
However, the decision will be taken in the best interest of the institution and the decision of the CEO &
Registrar will be final.Annexure XXIII

4.3 on-Duty (oD) / MASTeR/HRM/OD/2021
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The faculty members can avail up to 10 days per annum (calendar year) as on-duty (OD)

for academic purposes with prior intimation and approval from the CEO & Registrar on
recommendation of the Head of the Department.Annexure XXIII

All staff members should fiIl up the printed ON-DUTY form and take Head of the
Department / appropriate authority's authentication and submit the same to Principal for
approval. The form duly approved and signed by the Principal/Dean/Registrar/Director should be
submitted to the college office for records. The On-Duty form must be accompanied by suitable
proof. Such proof must be submitted to college office within two working days. The late
submission of proof is treated as leave for applicable period. In case where proof is not available,
it is the responsibility of the sanctioning authority to judge the genuineness of the case
Department wise support document given MASTeR/HRMITORM-3A

Teaching Faculty:

Teaching / Non - Teaching & Admin Staffs:

On duties for Admin staff will be provided for official work only. Every admin staff availing On
Duty must submit the OD form to the HR Department before availing the on duty or must get proper
approval from the HR department.

Anr.*or. XXII report is to be submitted for organized or participated Conference / Seminar /
Workshop / FDP / Refresher Course / Training / Industry Visit / Academic Visit / Guest Lecture.

However, the faculty members who are in-charge of NSS / NCC, etc., can avail more than l0 days, based
on the need and necessities with prior intimation and approval from the CEO & Registrar.

4.4 Maternity Leave /MASTeR/HRMI CL I 2021

months with salary & three (3) months without salary.
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Who are working in the institution for more than three years?
Three month's salary will be provided only if the faculty rejoins during the seventh month.

Who are working in the institution for less than one yearmaternity leave up to two (2)
months in which One (l) month with salary & one (l) month without salary.
Who are working in the institution for 1 to 3 years maternity leave up to four (4) months
which two (2) months with salary & two (2) months without salary.

4.5 Compensatory Leave /MASTeR/HRM/CPL I 2021

of duty, on official holidays to complete assigned work within the time frame.

of Chairman/Chief Executive OfficerlPrincipal/Director/Dean/Registrar they can credit
'Compensation Leave' for those days & can avail these days within one year from the date of
credit. However it is not applicable if they have received remuneration for the work.

days on holidays.

be credited. If the faculty is staying in the evening for coaching half a day CPL will be credited. If
noh-teaching staff have been assigned any special work in the evening after college hours half a
day the compensation will be reimbursed as monetary benefits.

4.6Leave on Loss of Pay (LLPyMASTeR/HRNVLLP|202I

If an employee has no leave available to his / her credit, he/ she may request for leave on Loss of
pay under exceptional circumstances.
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4.7.Yacation

In addition to the above, the teaching staffand the technical support staffare eligible for vacation
as follows:
Faculty members who have put in one year of service are eligible for four week vacation per year. Three
weeks of vacation shall ordinarily be given during the month of May / June. However, the period of
vacation may be reduced as per needs. The faculty whose service is less than one year cannot avail
vacation. Technical and support staff are eligible for vacation 2 weeks. The College has the right to
prevent any staff member from availing a portion or whole of the vacation if his / her services are

considered essential during that period. However Vacation Leave will be subject to the Management
Decision for both Teaching &Non Teaching.

Vacation for Teaching Faculty:

Vacation for Non-Teaching & Admin Staffs:

4.8 Absence from Duty due to Bandh etc

As such MASTeR does not subscribe to bandh I hartal as legitimate means of protest and
therefore no special leave will be sanctioned to the staff on days of bandh or hartal. However it will be
subject to the Management Decision for both Teaching &Non Teaching.

4.9 Furnishing address on leave

A staff member, who has been sanctioned leave and leaves his place of duty, should fumish to
office of MASTeR the address at which he can normally be contacted while out of station.Need to get the
approval from the management.

4.lODeclared Holidays
The Registrar will declare the holiday's calendar in consultation with the Leadership Team

4. 1 1 Remunerative o n duty (RODyMAS TeR/IIRM |ROD I 2021

outside experience are eligible for ROD(for examination purpose only)
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If ROD days will be granted as leave on Loss of Pay (LOP), for a maximum period of six months
at a stretch.

4. 1 2 Covid-l e/MASTeR/HRM/C -19 I 2021

certificate, hospital bills etc.,)

4. 1 3 Medical Leave/MASTeR/HRM I NIEL I 2021

Medical leave will be permitted with salary upon submission of proper documents (Medical
certificate, hospital bills etc.,)
Maximum of 7 days per academic year can be availed.
The Management reserves the right to sanction or reject the medical leave and it depends upon
the reason under which the leave was taken or applied.

4.14 Marriage Leave / MASTeR/HRM/MGL I 2021

All staff teachingA{on teaching member are eligible for marriage leave.

Eligible Criteria
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4. 1 5 Restricted Holid ays /NIASTeR/IIRM/RH/202 1

All teaching/non teaching staff members are eligible to take 2 days per annum for RH which is mentioned
below.

I Thai poosam

2 MasiMagam
aJ MahaSivarathri

4 Great Thursday

5 First Day of Ramadan

6 27"'Day of Ramadan fasting

7 Moharam

8 Varalakshmi viratham

9 Onam

l0 All souls day

l1 VaikuntaEkadasi
t2 AvaniAvittam
l3 Aadi Perukku
t4 Deepavali eve

l5 Karthikai
I6 Miladinabi
t7 Christmas eve

l8 Newyear eve

MASTeR
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Etigible Criteria for SVL& WYL

Criteria's

period shall be deducted.

recommendation is necessary

vacation

HOD'S

0-180da

91 - 180 da 181 - 36s d

365 * davs 2l 14

Residential Staff and Security:

Norms for Availing Leave:

CL can be accumulated and utilized during the Even semester.

calculation of CLILOP.
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Carpenter, Welder, Plumber, Driver and etc.,) are not eligible for VL

consider as LOP.

day before 3pm,otherwise consider us LOP.

OD,RH, Other leaves, etc )and it depends upon the reason under which the leave was taken or
applied.

Special Note:
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MASTeR/HR1\{/PAS/202 I

SECTION 5

Performance Appraisal System (PAS) and Promotions

5.1 General

5.2 Principles of Performance Management System

5.3 The System Basis

5.4 Performance Planning

5.5 Assessment, Recognition, Reward & Penalty

5.6 Consequences of Performance Assessment

5.7 Promotiofls

5.1 General

MASTeR considers it very important to assess the perforrnance of each employee against planned
results so that it can recognize I appreciate / reward deserving employees, make efforts to bring under-
performers to satisfactory levels of result achievements and replace non-performers.

The MASTeR Performance Management System (PMS) .o*prir", of performance planning, feedback
&counseling system, assessment, recognition and capacity enhancement mechanisms.

Performance assessment shall be against set performance objectives and value basedbehavior in job
management. Corrective Action & Preventive Action

Reports are considered for Performance Assessment. It is the policy of MASTeR to encourage its staff to
develop their skills and potential.
Supported documents in Annexure XX, Annexure XXI, & Annexure XXII

5.2 Principles of Performance Management System

a. Link plans to the Short- term goals which is in line with the overall vision and Mission of the
Organization as well as its immediate strategic objectives.

b. Focus on priority results (not routine activities) related to strategic objectives.
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c. Ensure regular feedback from colleagues and students.

d. Link Annual Incentive and/or Increment to performance appraisals / results.

5.3 The System Basis

The basis of the system is the Job description.

5.4 Performance Planning

organizational plan.

year specifiiing realistic objectives and respective results to be achieved.

indicators should be specified.

by the Principal.

respective personal file. A digital file equivalent is also equally acceptable

The employees should revisit their approved performance plans at least once in a quarter along
with the supervisor to ensure that result achievements are irrogressing satisfactory.

Faculty who have completed 12 months of continuous service in this Institution areeligible for
pay revlslon.

Performanqe of each faculty will be measured through Faculty Performance Measurement System
(FPMS).

The faculty members should submit their FPMS report two times in an academic year.
Slot l: Jan to June
Slot 2: July to December

The faculty performance value will be calculated by taking average of slot 1 and slot 2 and the
observations and remarks are submitted by the head of the department to the Academic Council. The
Academic Council will review the faculty performance report and givethe recommendationsto the
management for pay revision.
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'MASTeR GI -HR POLICY
The minimum faculty performanc€ value required for each pay revision will be fixed bythe
Management, depending on the current scenario.

The faculty members who have failed to obtain the minimum faculty performance valueare not
eligible for the pay revision.
The faculty who have not obtained the minimum performance value are called for counseling and
the gap is identified and appropriate training is given for improvement in the performance for the
next academic year. If the faculty has not achieved the performance for the three consecutive
years will be recommended for termination of service.

5.5 Assessment, Recognition, Reward & Penalty

Annual performance appraisal will be conducted at a time fixed by the organization. This is very
important as it is during this exercise that the employee's achievements / shortfalls of their performance
objectives and results for the year will be critically measured based on the set objectives and the findings
of the quarterly I half yearly reviews. Each employee will be rated for their performance on pre-
determined common scale. The Principal/ Secretary/Registrar and Rewards Committee will decide the
kind of award to be given each year.

5.6 Consequqnces of Performance Assessment

a. If an employee fails to perform as per his/her performance plan, the HOD shall draw up a Performance
Improvement Plan for the concerned employee for a period of three months. During this period the
employee is required to improve his/her performance to the expected levels.

b. Failing to meet these expectations within the stipulated/ extended time frame, the employee may be
terminated from MASTeR GI service. However, the ultimate decision may rest with the Principal
/Secretary/Registrar.

5.7 Promotion & Transfer

Promotions to higher positions are based on competencies, past performance and on merit. Hence,
on promotion the individual's work profile and responsibility will change. The organization will always
consider the UGC rules and regulations in this matter.

For Non-Teaching staff, time-bound Grade Promotions as stipuiated in the Pay Revision will be granted
along with performance criterions.

In filling positions at MASTeR Group, preference is given wheneverpossible to qualified persons
currently employed at the MASTeR GROUP, with factors such as ability, experience, potential for
growth, and the affirmative action goals taken intoconsideration. Employees are encouraged to express
interest in positions for which they believe they are qualified.
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A promotion is a change from one p<isition to another (either in the same office or in another oflice). A
promotion normally, but not necessarily, is accompanied by an increase in salary.
A transfer is defined as a change from one position to another within the same classification level
andsalary range and normally does not include an increase in salary.To be eligible for a promotion, a
person must have completed I or 2 years in the same position.

Promotions - 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 opporhrnities for advancement as possible.
All promotions shall be considered on the basis of merit- cum - seniority basis.

The Committee shall consider promotion of teaching staff to the next higher position on the basis of the
guidelines given in this chapter and as per AICTE norns, subject to the condition that there has not been
any disciplinary action taken against such candidate and any misconduct he/she has committed during the
service for promotion.

Under normal circumstances the senior most member of the staff shall be considered for promotion to the
next higher level position, however, he/she had completed the years of service in the present position as

prescribed below and should have obtained AICTE prescribed qualifications are promoted.

Those who are promoted shall be fitted in the Scale of Pay applicable to that corresponding category
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MASTeR/HRM/BIPi2O21
SECTION 6

Benefits and Incentives policy

Iligher Studies

Full - Time mode:

Study leave for acquiring Ph.D. from a University will be admissible only to a faculty who has
put in not less than 3 (three) years of service in MASTeR Group of Institutions. Howeverunder
special situations, the service period can be waived at the discretion of the Management.

Requisition for issue of Bonafide certificate / No Objection Certificate for pursuing Ph.D. shall be
submitted to the Management for approval.

The employee, before proceeding on Study Leave, shall be required to execute a bond,

If the faculty avail leave for three years without pay, he/she has to serve the institution for a
period of 2 years from the date of completion of Ph.D. programme.

If the faculty avail leave for three years with pay, he/she has to serve the institution for a period
of 5 years from the date of completion of Ph.D. programme

During the study leave period of 2 years, last drawn pay at the time of leaving will be paid .

ln case of discontinuation, staff concerned will be required to pay back to the college an amount
as mentioned in the bond.

should not exceed atotal of6(six) for the entire college.

Part - Time mode:

For acquiring Ph.D. from a University will be admissible only to a faculty who has put in not less
than 1 (one) years of service in MASTeR Group of Institutions, will eligible of part time Ph.D
Requisition for issue of Bonafide Certificate / No Objection Certificate for pursuing Ph.D. (Part -
time) shall be submitted to the Management for approval.
Bond to be executed to servethe institution for a period of 3 years from the date of Completion of
Ph.D. programmes under Part - time mode (6 months course work with pay atNITs, IITs).
Bond to be executed to serye the institution for a period of 2 years from the date of Completion of
Ph.D. programmes under Part - time mode without course work leave.
No ON - Duty (OD) will be given till all formalities for registration of Ph.D. is over.
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depending upon the availability of the Research Guide) will be sanctioned during the course work

and monthly one day after course work for a maximum period of 2 years on execution of bond.
ON-Duty (OD) will also be granted for attending Doctoral Committee (DC) meetings.

existing nofins.

formalities though the candidate was initially sponsored by his / her previous employer for Ph.D
programme.

Benefits through Higher Studies

increment will be frozen as they are not involved in any teaching work during the study period.

will be sanctioned as a routine matter as they are involved in teaching work even during the study
period also.

'i For computation of "Total Experience", study period will be included irrespective of the mode of
study in case of Ph.D.

Special Training

Faculty sponsored for special kaining including FDP, STTP, Internships, Sabbatical:
Staff members can attend Workshops / Conferences i SDP/ FDP programmes both offline and
online mode with *ON DUTY", without affecting their regular academic schedule.

If the Faculty parlicipates in two weeks FDP (one per semester) One week will be on duty and the other
week shall be adjusted with their vacation.
Faculty attending training or internships at premier academic institutes, industries with or without stipend
for more than two weeks need to serve the institution for at least one year and has to disseminate the
knowledge to minimum of 3 department faculty and at least 30 students.Failing which twice the on duty
leave period salary and the actual stipend if any, during the period have to be paid back to the institution.
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The faculty attending special training I
generation through FDP, seminars within
back to the institution.

Travelling Allowance and DA

internships should produce the outcomes as projects / fund
one year failing which the entire period salary should be paid

avail TA/DA claim for official work.

Registration fees for workshgp/conference

Conference (ii) Rs.5000 for reputed International Conference for the first author (second author,
if guide is the first author).

submission of supporting documents. (Registration form, handouts, certificate and attendance)

Research Funding, Patents and Publications benefits:

Research Funding Policy

For the development of academics, the Institute encourages the Faculfy members to improve their skills in
the area of Consultancy, Applying Funding Proposals &Patent, R€gistering for Higher Education, and

Joumal Publications.

The lnstitute supports the deserving Faculty members financially for their improvement and motivates
them to be updated with the current trends in technology and society. The Institute believes that if a
faculty is rlot updated, then the faculty is outdated.

Consultancv:

The revenue generate for such consultancy works are shared as per the below table.
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No Name Percentage ofShare

I Contribution to Institution 50% ofthe revenue generated

2 Staff involved 20o/o of the revenue generated

J Faculty in-charge 30% ofthe revenue generated

Terms & Conditions:

Technology

cheque to the respective faculty at the end of every consultancy work.

compulsory.

Funding Proposals and Patent:

The Institute follows lncentive scheme to reward the Faculty for the Research work carried out in the
respective year.

Terms & Condition:

Patents

with the Researcher's name prominently featuring as the Inventor.

The registration charges will be borne by the lnstitute.

Funding p.oporrt.

concerned Head of the Department for consideration, to the Dean research. Before submission the
report must be thoroughly scrutinized.

the PI (Principal Investigator).
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No Category Name Percentase ofShare

1

Research Funding and

Funded Projects (from Apex Body,
R&D Organization, Industry MOU,

University etc.,)

Principal Investigator 60/o of the Received Fund

2

Research Funding and

Funded Projects (from Apex Body,
R&D Organization, Industry MOU,

University etc.,)

Co-investigator 4o/o of the Received Fund

J

Research Funding and

Funded Projects (from Apex Body,
R&D Organ ization, Industry MOU,

University etc.,)

Contribution to Institution

Actual cost incurred to
establish the facility /
procurement from the

allotted fund

4 Patent (US/Overseas/Indian) Lead Author l0 Thousand

5 Patent (US/Overseas/lndian) Co Author 05 Thousand

Journal Publications:

In every department, Faculty mernbers are assigned with targets for paper publications and
attending conferences, both National & International every semester. Faculties who achieve their target
are appreciated with incentives and are elevated in hierarchy within the department. The incentive
schemes for Journal publication are as per the below table:

No. Criteria Author I Author 2 Author 3 and above
SCI with impact factor one and
above

Rs.5,000 Rs. 3000 Rs.2000

2. Scoous Indexed ioumal Rs.3000 Rs.2000 Rs. 1000
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Terms and conditions

research paper/book chapter/textbook and proofoflmpact factor and lndex in Scopus.

Coverage norms for salary below Rs.15000/-

a. To be covered only after completion of one year of satisfactory performance.

b. An employee should make a request on completion of one year of satisfactory service and the
same will be put up for approval by the Management, Necessary report will be obtained from
HoD/Head of institution concerned in this regard about the performance of the individual.

c. {fter grant of approval by the Management, the said employee will be covered from the date
of completion of one year of service and the Management contribution of 12% (as per the act)
will be extended to them.

d. Deduction of l2oh of EPF contribution will be basic pay alone as per the nonns.
e. No minimum time limit is applicable in case of an employee who is already a member of the

EPF scheme in hislher last place of employment subject to the condition that there is no break
of service or discontinuity exceeding a period of three months.(Subject to management)

Coverage Norms for salary above Rs.l5000/-

a. Coverage under EPF is not mandatory for staff drawing a monthly salary of Rs. I 5000/- more.

b. In case an employee wishes to become a member of the EPF scheme for availing exemption
under IT act, then he/she should make a written request on completion of one year of

' continuous service. On receipt of necessary report will be obtained from the HOD/ head of
institution about the performance of the individual concerned.

c. It is discretion of the Management to approve the sarhe or not.

d. If approved by the Management the above said employee will.be covered from the date of
completion of one year of service.

e. The Management contribution under such cases will be restricted to a maximum ceiling of
12% of Rs.15000/- only as per the EPF act. Management has got no option in this matter.

f. An employee can make contribution to EPF scheme at any rate of his,&er salary subject to a
maximum limit of Rs.20000/- per month. No restriction will be made by the Management in
this regard.
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h.

An employee will be submitting in writing to the Management speciflring the exact amount to
be deducted towards EPF, and the deduction will be made accordingly.

No minimum time limit is applicable in the case of an employee who is already a member of
the EPF scheme in his/her last place of employment subject to the approval of Management.

Since it is not a mandatory for deduction of EPF contribution for staff drawing a monthly
salary of Rs.150001 and more, the willingness of employee is a must for converge under
EPF.

An undertaking for non-willingness to become a member of EPF will also be obtained from
the staff for the purpose of submission to EPF authorities. The undertaking as received from
the staff in this regard will be produced at the time of inspection by EPF authorities.(Subject
to management)
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MASTeR/HRM/PBE/2021
SECTION 7

Professional Standards and Business Ethics

We, at MASTeR Group assumes that those associated with the institution willconduct
themselves ethically and in accordance with what are generally accepted as "standard
businesspractices". Being one of the largest education institutions we are liable to set examples
and requires everyindividual associated with the institution to demonstrate and exercise a high
degree of personalresponsibility, integrity, and sound judgment.

Each employee should be familiar with the policies and procedural guidelines that cover
his,/herresponsibility. This requirement will vary significantly depending on the employee's
position.It is hoped that by clearly setting forth the standards of behavior that the MASTeR
Group expects from its employees, any misunderstandings will be minimized, and any
questionablesituation can be brought to the attention of the responsible administrator and
resolved.

Any employee who has a question about these issues, or the policies governing them, that cannot
beanswered by his/her supervisor is encouraged to direct the question to Human Resources
Department

MISCOI{DUCT

If during the period of service, the manag.*.ni comes to the conclusion that an
employee has committedany misconduct, hislher services are liable to be terminated. Without
prejudice to the generality of theterm misconduct, the following acts of omission and
commission shall be treated as misconduct
I . Theft, {raud, dishonesty or misappropriation in connection with the business or property of the
organization or of property of another person in the office premises
2. Willful insubordination or disobedience, whether alone or in combination with others, of any
lawful and reasonable order of the superior executive in connection with the organization's work.
3. Habitual absence without leave or overstaying the sanctioned leave without sufficient gtounds.
4. Habitual negligence or neglect of work including slowing down of work.
5. Habitual late or irregular attendance.
6. Interference or tampering with any devices installed in or about the premises of the
organization, or willful damage to any property of the organization.
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7. Furnishing false information regarding name, age, father's name, qualifications, previous
service or any other matter gerrnane to the employment, at the time of employment or during the
course of employment.
8. Drunkenness or riotous or disorderly behavior in the office premises or outside such premises
where such behavior is related to, or connected with, the employment.
9. Gambling within the office premises

10. Smoking within the office premises where it is prohibited.
1 1. Sleeping or dozing while on duty.
12. Commission of any act which amounts to a criminal offence involving moral turpitude.
13. Commission of any act which is generally subversive of discipline or good behavior.
14. Breach or violation of the rules, regulations or orders applicable to the employee.
15. Commission of any acl of sexual harassment of female employees such as physical contact
and advances, sexually colored remarks, showing pornography, sexual demand and any other
unwelcome physical, verbal or non-verbal conduct of sexual nafure.
16. Abetment, or attempt at abetment, of any act which amounts to misconduct.
17. Obtaining or attempting to obtain leave of absence on false pretext.
18. Refusal to work on holidays or on off-days when required to do is in the exigencies of the
Institute's wbrk.
19. Breach of confidentiality or loss of confidence by an act against the interests of the
organization.
20. Absence from work-place without permission of the HOD.
21. Interference, tampering with records, attendance register, etc either pertaining to himself or
to any other employee.
22. Willful non-cooperation with fellow employees for proper discharge of duty at any time.
23. Not wearing the complete uniform provided by the management, if any. During working
hours, or wearing the uniform improperly while on duty.
24. Eve-teasing or sexual harassment in the Institute's premises, or transport provided by the
employer, if any.
25. Attempting to obtain any benefit under false pretext, or by making false statements.
26. Refusal to accept any communication/order from the management either in person, or by
post.
27 .lnterfering in the work of any other employees and/or the management.
28. Willful slowing down the performance of work, or abetment or instigation thereof.
29. Going on, or participating in an illegal strike or abetting for the same.
30. Copying or otherwise taking the extracts of official documents without permission.
31. Any other act or omission subversive of discipline or prejudicial to the interest of the
University/Institute.
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Note: The above instances of misconduct are illustrative in nafure and not exhaustive.

MASTeR Group reserves the right to request a medical examination or doctor's certiJicate
during or following an illness and through examination of the same by the doctors on panel of
the organization.

Telephone and Computer Use Policy:

The employees should limit their personal use of the telephone and computer during
office hours. Thetelephone and email system has not only been installed to ensure smooth
working of the organization butall messages sent by or received on those systems is considered
as College documents. The Collegereserves the right to access and to disclose the messages that
are send or receive on the voice mail or email systems. Employees should also be aware that
"deleted" messages from the computer screen may notactually be deleted from the e-mail
system. Employees who abuse this policy are subject to disciplinaryprocedures up to and
including termination.

Smoking Policy

The College maintains a non-smoking policy within the officeicollege.

Dress Code Policy

The College maintains a business working environment. All employees should use
discretion in wearingattire that is appropriate for the office and student interaction.

Safety Policy

Th,e College is sincerely interested in the safety and well being of our employees. The
College will makeevery effort to keep the office equipment in excellent condition and make sure
that all safety devices areworking properly. If, in spite of our efforts to ensure safe working
conditions, an employee has an accidentor becomes ill on the job, it should be reported to the
manager immediately. They will see that promptmedical attention is provided.

Drug and Alcohol Policy

The College realizes that the misuse of drugs and alcohol impairs employee health and
productivity. Drugand alcohol problems result in unsafe working conditions for all employees
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communicate directly or indirectly any official document or any parl thereof, or other
information whatsoever to any other person to whom he is not authorized to divulge or
communicate such document or information.

4. Acceptance of Outside Assignment

During the period of emplo5rment with the Organization or the Institute, every employee will
devote his/her entire time, attention and abilities exclusively to the performance of the assigned
duties; and will not undertake any other direct/indirect business, work or assignment- honorary
or remuneratory- orany further studies, examination or external academic course (including part-

time or corespondence) except with prior permission of the management. The employees will,
in all respects, obey and conform to the management's orders and put in their best endeavor to
promote the interest of the organization.

5. Takipg Part in Politics and Elections

a. No employee shall take active part in politics so as to cause interference in the discharge of his
duties nor shall he in any manner associate himself with any movement or organization which is,
or tends directly or indirectly, to be subversive of law and order, or the interest of the University
education.
b. No employee shall, without previous information to the Vice Chancellor stand for election or
accept nomination to any local body, legislature of the Sta{e or Parliament, nor shall he, in any
manner force his subordinates or his students against their will for canvassing of his election.

6. Demonstrations and Strikes

No employee shall engage himself/herself or participate in any demonstration or strike which
is prejudicial to the interest of the University, or to the interest of public order, decency or
morality

7. Joining of Association By Teacher

No faculty shall join or be an employee of an association, the objects and activities of which
are prejudicial to the interest of the University or the sovereignty and integrity of India.
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8. Criticism of University, College or Government

No employee shall in any electronic broadcast or any document published anonymously or in
his name, or in the name of any other person, or in any communication to the press, or in any
public utterance, make any statement or express an opinion:

a) Which is in nature of character assassination, reflection on the personal life of his superiors?
b) Which is in nature of criticism of an individual as distinct from policy decision?

Provided that nothing in this rule shall apply to any statement made or views expressed by a
faculty in his official capacity, or in the due performance of the duties assigned to him, on
academic matters.

9. Articles/talks/Interviews, etc

While all employees are encouraged to write articles, participate in professional forum and
give talks on professional subjects, they should discuss the details with their HOD in advance
and ensure compliance with the guidelines. In all matters connected with the media, they should
first consult their HOD. Unless authorized by the management, no employee is permitted to
interact with the media, on behalf of the organization.

10. Office Property

Each employee is expected to take proper care of all office property, equipment, papers or
files. He/she should not take any office assets, books or working papers away from the office
without approval of HOD. In such cases proper care should be exercised for their safety and
confidentiality. The office is not responsible for any loss of personal effects, including cash, of
any employee.
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Redressal of Grievance

1. Any complaint arising out of employrnent including that relating to unfair treatment, or
wrongful exaction on the part of the organization or its authorized representative, shall be
addressed to the appropriate authority/HOD concerned for redressing the grievance through
proper channel. The employee shall not forward advance copies of his representation to any
higher authority, unless the lower authority has rejected the claim, or refused, or disposal of the
matter is delayed by more than one month.

2. No employee shall be signatory to any joint representation addressed to the authorities' for
redressed of any grievance or for any other matter
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MASTeR/HRM/ODD/2021

SECTION 8

Office Discipline and Decorum

8.1 Hours of Work

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

a. The usual office timings are from 8.45 A.M. IST to 4.45 P.M. IST with one hour lunch break from 1.00
P.M. IST to 1.30 P.M. IST.

b. The class tlmings are from 9.00 A.M. IST to 4.45 P.M. IST but in case of necessities, the Heads of the
Departments shall extend the time till 5.00 PM with proper written approvals.

c. Management enjoys the right to shift to a different pattern for working days and working hours.

d. Any change in the Class and Office timings shall be notified to the respective staff.

e. All employees shall be at work at
liable for disciplinary action.

the time and place assigned to them. Habitual late comers shall be

f. Al1 Teaching staff shall sign in their respective Attendance Register and place their finger on the reader
window (and the reader quickly and automatically captures and encrypts the finger prints) at the biometric
reader, both in the morning before 9.00 A.M. IST and afternoon after 4.30 P.M. IST respectively. For all
other staffs* the working hours will be 8.30 AM to 4.30 PM & the same procedure is followed.

Work load of a teaching faculty should not be less than 40 hours a week, of which teaching -
Contact hours should be as follows: (As per AICTE notification F,No.1-65ICDAIECISS-99 dated
1s.03.2000)

Director /Principal
Professor
Associate Professor
Assistant Professor

4 Hours/Week
8 Hours/lVeek
12 HoursAVeek
16 Hours/Week
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For the above stipulations, two tutorial hours/three laboratory hours will be counted as one teaching hour.
The teaching / contact hours of teachers promoted under the performance appraisal policy shall remain
the same as that of their substantive posts.

The work plan of teachers shall ensure, in the most productive manner, the utllization of stipulated 40
working hours per week, with regard to the roles, jobs and targets assigned to them by the Department/
lnstitution. Teachers shall be present in the institution during the working hours unless engaged in official
work outside.

8.2 Late Attendance with Permission:

Normally petmission for coming late is granted only for one hour on two occasions in a month
with due permission from principal in one day in advance. In this case, while closing the attendance,
office will mark "P" against the name of the staff member. When the staff member reports for duty, the
member shall sign in the late attendance register kept in the office mentioning the time of signing the
attendance.

a. The permission shall not be granted as a matter of routine. Only in exceptional cases permission will be
given. Monthly 2 permissions of ,,one hour" is permitted. No carry forward of permission is granted.

b. Late Attendance without Permission: The staff members are required to be prompt in reporting for
work. Only those who are held up due to unforeseen circumstances will be allowed to sigrr the Late
Attendance Register till9.03 A.M. IST.

c. Reporting thirty minutes later than the scheduled time will be tr'eated as leave for half-a-day.

d. Regulations for late Attendance:

After exhausting the two officially permiued permissions, any late attendance will result in half-a-day
leave with loss of pay or CL as the case may be.

Frequent late attendance without permission will result in one day leave

If any member is found to be late frequently, besides regulating the period as'leave, disciplinary action
will also be initiated.
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In general staff members are not allowed to leave the campus before the official working hours. The only
exception to this rule is Special permission or On-duty leave with proper approval from the Principal. The
staff should get Gate Pass before leaving the campus during working hours. This should be recorded in
biometric attendance also. Authorized persons perform a random check and the irregularities are reported
to the disciplinary committee for further necessary action.

8.3 Movement Register

A movement register is to be maintained by the Principal/ HRM Department and al1 staff shall
record movement during office hours for official purposes.

Timing will be maintained for the register, before 10.00 am all record/register need to in HRM
cabin.

Only HR team is authOrized to edit any information in the register.

8.4 Duties and Responsibilities of the Deans / Directors / Heads / Faculties

For faculty members, the duties and responsibility are as per the norms of the UGC / University.
However, any additional work allocated by the principal in view of college / student development and at
the time of exigencies, the staff members must complete that additional work as directed by the Principal
and Registrar.

8.5. Conflict of Interest

A conflict of interest could be defined as a situation that arises when a decision making authority
is seen to have a personal stake in the outcome of the decision itself. This policy covers various situations,
which a MASTeR employee may face in the areas of financial bontrol, personal integrity, conflicts etc.
and the role which they should play in such circumstances. This policy provides a cofilmon code of
conduct, which should be adhered to by all MASTeR employees.

The activities of MASTeR employees must be lawful and free of conflicts with their responsibilities.
They are npt to misuse MASTeR resources or influence, or discredit the good name and reputation of the
organization. It is the policy of MASTeR that no employee shall take any action or make any
statement intended to influence the action of another, irrcluding donors and beneficiaries, to
benefit the private interest of the employee or the employee's family members, rather than the
interest of the MASTeR

The following are to be avoided in the best interest of the organization:
Soliciting subcontractors and vendors for donation / advertisements to a charity, in which the employee is
involved
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or his/her family members

substantial economic value, where either party could infer any obligation

which the employee or the employee's immediate family members has a financial interest.

8.6 Consumption of intoxicating drinks and drugs

MASTeR work places must be totally drug free and all staff member shall strictly abide by any
law relating to intoxicating drinks or drugs in force in all the workplaces of MASTeR. Immediate action
will be taken,.sack from the MASTeR Group

8.7 Disciplinary Action

MASTeR Group reserves the right to initiate appropriate disciplinary action on any of its
employees within a standard framework that guarantees the reasonable rights of employees.

8.8 Competent authority to initiate disciplinary proceedings and impose penalties

Principal & Secretary/Registrar is the competent authority to take disciplinary proceedings and impose
any of the penalties specified hereunder, according to the nature of the misconduct unless otherwise
specified by the Executive committee.

Misconduct
t

Code of Conduct is framed and attached in Annexure for Faculties & Non-Teaching Staffs.
Students - Rules & Regulations, Hostel Code of Conduct and Transport Rules are framed and attached in
Annexure respectively. Any violation of the rules and regulations of the Institution is a misconduct, which
needs to be corected through disciplinary action by the Management

Harassment

MASTeR Group Management is committed to provide a work environment free from all sort of
intimidation or offences which might interfere with an individual's dignity or work performance and as

such no act that tamper with the integrity and honour of employees will be permitted and tolerated.
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Harassment of any sort - verbal, physical, visual - will not be tolerated. No harassment based on caste,
race, color, religion, gender, age, sexual orientation, nationality, disability, medical conditions, marital
status etc. will be permitted in the workplace.

Sexual Harassment

The Policy on Prevention of Sexual Harassment at Workplace declared by the MASTeR Group is
in place and framed as per the statutory requirements / the orders passed by the Honorable Supreme Court
of lndia. The definition of sexual harassment, mode of complaint, enquiry procedures, punishment, etc are
as per the policy declared by MASTeR Group. Zero percent tolerance with immediate termination, if
found.

8.9 Grievance

A Grievance Redressal Committee is set up to address the grievances of the employees. The
Grievance Redressal Committee will consist of at least five staff with representation from both genders.
The Committee will be a permanent arrangement for in-house investigation to handle grievances of
employees. The Chairperson of the Committee will be the Principal ,Secretary & Registrar or any other
person as appointed by the Chairman & CEO. The definition of grievance, mode of expression of
grievance & redressal mechanism are as per the policy declared by MASTeR.

General Grievance Cell and Its objectives:

A Grievance is any complaint by an employee conceming any aspect of the employment. Every
employee shall represent his/her grievance for redressal only'through proper channel. The Institute
recognizes the right of employees to express their grievances and to seek a solution concerning
disagreements arising from working relationships, working conditions, employment practices or
differences of interpretation of policy, which might arise, between the Institute and its employees. In
addition, grievances may be filed alleging discrimination on the basis of race, color, religion, sex, sexual
orientation, national origin, age, disability, and status.

8.10 Procedure of Working:

Misunderstandings and difficulties sometimes occur in a work setting. Wt it. most of these situations
can be handled in the department or unit, a few require special attention. The procedures outlined apply to
all employees of the Institute,
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immediate superior. If the problem pertains with the immediate superior he / she may proceed
directly to the second level.

with the Head of the Department he / she may proceed directly to the third level.

presents his / her grievance to the Principal.

grievance to the Management.

8.11 Complaints cum Redressal Committee
Complaints cum Redressal Committee are formed in order to keep the healthy working

atmosphere among the staff, students& parents. This cell helps staff, students & parents to record their
complaints and solve their pro!,lems related to academics, resources and personal grievances.

Facility:
Suggestion cum complaint boxes have been installed at different places in the college campus in

which the students, staff can put in writing their grievances and their suggestions for improving the
academics and administration in the college. Written complaints are encouraged; however one may
choose to rem'bin anonyrnous.

Recommendation:
Recommendation of the members of the complaints cum redressal committee is forwarded to the

Principal for final decision. If the matter is not resolved to the satisfaction of the employee, he /she may
file an application for review, in writing, to the Management through the HR Manager within twenty days
following the written decision of the Principal. The decision of the Management on the appeal shall be
final and binding on the employee.

8.12 Co-operation in internal investigation:
Al1 employees of the Institute cooperate to the fullest possible manner in any internal

investigation conducted by his / her employment unit when directed to do so by his / her immediate
superior or such other persons who have been given investigative authority by the Principal. Failure to
cooperate fully is often grounds for adverse action, including possible termination of employment.

8.13 Consequence of Misconduct

Offences aforesaid can invite penal action ranging from suspension to dismissal depending on the gravity
of offence.
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Penal Actions

The following steps are to be followed with regard to all disciplinary actions:

Suspension

On receipt of a report in writing from the Principal or Registrar or HRIC, the competent authority
may suspend an employee for any act of alleged misconduct, pending domestic enquiry. During the
period of suspension, the employee shall not leave station except with the written permission of the
Management.

Domestic Enquiry

No order of punishment shall be made without the employees having been given an opporhrnity
of explaining to the satisfaction of the Management the circumstances alleged against him/her.
Accordingly, a charge sheet will be issued calling for the explanation of the delinquent employee. In the
event, the Mahagement is not satisfied with such an explanation, an enquiry officer will be appointed who
will be required to conduct the domestic enquiry.

Punishments

Upon completion of enquiry and in the event of the employee being proved to have committed
offence, the punishments will be awarded according to the gravity of the offence, inviting maximum
penalty, in which the concerned staff will be dismissed from servipe. The likely order of punishments is:
a. Withhold the Increment (cumulative/without cumulative)

b. Barring the Promotion

c. Such oth,er punishments ordered by the Principal , Secretary & Registrar

d. Dismissal.

Right to Appeal

Any employee aggrieved by the decision of the Principal ,Secretary& Registrar may file an
appeal in writing to the President of MASTeR within fifteen days of the date of the decision. The
Chairman/CEO has the option to appoint a fresh committee to review the penal action. The decision of the
Chairman/CEO of MASTeR shall be final and binding.
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Retirement

The rule of superannuation of the Govt. of Tamil Nadu will be followed by this college. It is 59
(Fifty Nine) years as on date. The age of retirement of an employee of MASTeR shall be 59 (Fifty Nine)
which will be the age of superannuation. An employee may be re- hired by the Management after
retirement on an annual basis with proper Memorandum of Understanding (MoU) / Re- appointment
order.

Voluntary Retirement

An employee can resign from their post by giving required notice, as specified in their contract
letter / appointment letter. The resignation becomes effective as soon as it is accepted in written by the
Management. An employee may not be permitted to withdraw his/her resignation after it is accepted. A11

payment of dues will be made with the approval of Management. Such employees who opt to resign shall
submit a ,,No Claim Certificate" upon which a relieving order will be issued by the Management.

8.14 Termination of Services

Medical Grounds:

During the on-going employment period, Management retains the right to terminate the services
of an employee by giving one month notice in writing or one month's pay in lieu, on medical grounds.
(e.g. continuous illness of an employee for more than six months in a year or due to physical or mental
disability as certified by a medical practitioner appointed by the Organization).

Termination on Disciplinary Grounds

During the on-going employment period, Management ,"tulrrs the right to terminate the services
of an employee on grounds of violation of discipline as detailed in this HR manual.

Termination on grounds of Judicial Conviction i Observation

Not with standing anything contained in these rules, the competent Authority may impose any of
the penalties specified hereinabove if the staff member has been convicted on a criminal charge or on the
strength of facts or conclusions or comments arrived at by a judicial trial.

Termination for Prolonged Absence

When a staff member is absent from work for a period of fifteen days (15) or more days without
submitting any application for leave or for its extension or beyond the period of leave sanctioned
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originally/subsequently or when there is satisfactory evidence that he/she has taken up employment
elsewhere or when the Management is reasonably satisfied that he/she has no intention ofjoining duties,
the Management may at any time thereafter issue a show-cause notice stating, inter-alia, the grounds for
coming to the conclusion that the staff member has no intention ofjoining duties and furnishing available
evidence. Unless the staff member is able to respond with explanations satisfactory to the Management
within the period stated in the notice, the staff member shall be deemed to have been terminated from the
service of MASTeR

Premature Termination of Contract

In the event of premature termination of the contract, one month notice in the form of a letter will
be given to the Contract Staff Member.

Termination on grounds of non - performance

The Management reserves the right to terminate the services of a staff for the following reasons
other than matters of discipline:
L Ifa staffemployed on the basis ofa particular expertise or skill or qualification ceases to possess such
an expertise or skill or qualification.

2. For any reason whatsoever or if a staff becomes under- qualified consequent to changes in the
policies of andlor the guidelines issued by the Government or the authorities concerned from time
to time.

8.16 Notice by the Individual

A staff employee should submit adequate written, notice to his/her supervisor before
voluntarily leaving MASTeR GROUP. Teaching staff whose responsibilities are determined are
expected to fulfill their commitments before separating from the organization. Employees who
have completed one year of service are expected to provide a minimum of one month's notice.
More advance notice may be appropriate for senior level positions and teaching staff.

Master Group /Termination

The termination of an employee for cause by MASTeR GROUP is generally the result
of an individual's inability to attain the required level of performance in the job, failure to
comply with required policies and procedures or standards of professional behavior applicable to
employment, or repeated failure to perform required duties. Any termination must be approved
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by the .Vice President for Human Resources, or hislher designee, and must be in accordance with
established policies and procedures.

Abandonment & automatic termination:

1. If an employee remains absent from duty without prior permission for a period exceeding
eight consecutive working days, the management will draw an irresistible presumption that by
remaining absent continuously and unauthorized, he/she has thus abandoned the job. Such
abandonment of service shall be treated as resignation from the service and not as termination by
the university; and the employee will also be liable to pay one month's salary in lieu of notice (if
applicable as per the terms & conditions of appointment),which may be deducted from his/her
salary or other dues. Provided, however, the said employee returns within fifteen days and gives
proper explanation for his absence to the satisfaction of the management, the lapse may be
condoned and he/she may bb re-employed in his post with/without continuity of service, entirely
at the discretion of the management; and the employee shall have no right to any claim, or
challenge the discretion of the management in this regard.

2. ln the ev.ent of an employee remaining absent in excess of the period of leave originally
granted or subsequently extended, he will lose his lien on appointment, unless he returns within
eight days (including holidays/weekly off, etc. as also the period for which leave though applied
has not been granted) and gives acceptable explanation to the management of his inability to
return immediately after expiry of the leave period.

8.17 Rehire

Employees who leave MASTeR GROUP in good standing and later wish to return are
eligible for consideration for rehire provided an appropriate position is available. A previous
employee who is rehired will not be given credit for prior service for purposes of leaves,
vacation e,ligibility and other pertinent.
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Relieving Formalities

1. The employee will hand over the charge together with all the propertyl mateial of the
organization in his/her possession, custody or charge at the time of cessation of employment,
such as identity card, data-bases, files, books, magazines, reports &records, Documents, manual,
audio/video tapes, floppies/discs/pen drive, tools, instruments, etc, before the last payment of
outstanding wages is released. The value of all shortages andlor damages to any property shall be
recoverable from him, including adjustment against whatever dues are payable to him. The
employee will be required to compensate the management for all losses/damages caused by him
to the official promises and all movable property therein.

2. At the time of leaving s.ervices, the employee shall have to obtain a 'No Dues Certifrcate"
From the entire concerned department . Accounts department will finally settle hislher account
only after getting Signature from HRM and submission of this certificate.

3. Failure to comply with any of the above provisions shall entitle the management to wit hold
The employee's due to make appropriate deductions therefrom, and to take such other action as
may be deemed fit, which also includes the initiation of legal proceedings in the court of law.

8.18 Notice Period, Resignation& Retention Policy

ln the case of Resignation/Termination, you need to undergo notice period for the months,
depends on the management norms Voluntary resignation is accepted only during the end of the
Academic year with prior 2 months notice or 2 months gross sal4ry in lieu of 2 months notice. Voluntary
resignation will not be entertained during the middle of the semester and is not permitted. However the
Management reserves the right to relieve the person even before the conclusion of the two month notice
period. Further the Management reserves the right to terminate the services of a person without any notice
period in case of non-satisfactory performance or any violation of the norms of the Institution.

t

Exit Interview is conducted for every faculty submitting resignation and the reason for leaving the
Institute is identified. The information collected during the Exit interview is recorded and filed.
Before resigning the staff must get their No Dues form duly signed by the concerned Head of the
Department, other related department heads and submit to the HR Department before the relieving date.

Any unsettled amount or dues must be cleared before getting the relieving order and service certificate.
The staff must refum all documents and items related to Institution to the concerned department before
relieving. Failure to do so will result in strict action against the employee.
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Before being relieved all staff should hand over charges to the appropriate person on consulting the Head
of Department and inform the same to the Principal. Head of Department is responsible for initiating
necessary action to ensure that all Institute properties', equipment and rectors etc., are refurned safely.
Declaration form should be given by all the faculty at the time of Relieving.
Charge list is prepared and get attested by the concemed HoDs / AO.

Resignation in the wake of Disciplinary Proceedings

1. A Staff member against whom disciplinary proceedings are pending shall not resign from the service in
MASTeR without the prior approval in writing from the Principal , Secretary & Registrar and any notice
ofresignation given by such staffbefore or during the disciplinary proceedings shall not take effect unless
it is accepted by the Principal 

" 
Secretary & Registrar.

2. Staff member against whom disciplinary proceedings have been initiated will cease to be in service on
the date of superannuation but the disciplinary proceedings will continue as if he was in service until the
proceedings are concluded and final order is passed in respect thereof.

Death

In the event of an employee's death, the immediate next- of-kin shall intimate the death to the
Principal, Director& Registrar. The next-of-kin shall submit a copy of death certificate for the payment of
dues to the deceased. The final pay settlement will include their total Monthly Compensation for that
month, and other paynents due, will be made to the employee's designated nominee after deduction of
the applicable items.

Documents to be submitted on Separation from MASTeR

by the staff:

pending work as on date

MASTeR must provide Experience Certificatei Service Certificate to Staff on the event of his/her
separation on his,/her written request. However, MASTeR retains the right for withholding certificates in
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situations including, but not limited to, failure on the part of staff to return to MASTeR its property or
reconcile all outstanding payments, failure of the staff to produce the Non- Liability Certificate etc.

Exit Interview

The exiting staff member shall generally be required to participate in a face-to-face exit interview
and submit the exit interview form duly filled on or before the last day of employment. Exit interviews
shall be conducted with departing staff before they leave. Exit interviews will provide useful information
about the organization, to assess and improve all aspects of the working environment, culture, processes
and systems, management and development. The exit interview form shall be analyzed and corrective
action devised. If necessary, policies, procedures and other aspects of Human Resources.

The exit interview shall be coordinated by the Registrar (or) HRIC Department.

The exit interview shall be recorded in the outgoing staff member's personal file. The Management shall
critically analyze the exit interuiew forms filled in by staff members who have separated and learning's
should lead to appropriate follow up action.

Professional'Demeanor of MASTeR Employees

All employees of are expected to present a professional appearance at all times. They are to
conform to the standards of Professional education attire most common to the location of their job and
site assignment
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SECTION 9

General

9.1 Monitoring & Evaluation

It is essential for MASTeR Group to reflect on and review its HR practices from time to time, to
ensure systems remain robust, flexible, consistent and relevant to the organization's needs related to the
mission, values, principles and culture.

9.2 Policy Practice Compliance Audit

Policy practice compliance wlit Ue assessed through regular, structured HRM audits.

staff members from partner organizations, external experts on HR or relevant members from like-
minded organizations.

9.3 HR Information System

The HR Department (or) HRIC/Admin will maintain effective staff data systems through a
database. Such data will be disaggregated by gender and diversity. The report generated by staff data
systems will be used proactively by Principal & Director (or) HRIC to analyze trends and to improve and
refine systems and practices. In monitor of Registrar.

Besides gender and diversity at all levels, data systems will record staff training and development
activities and their impact, performance review records, staff attitude surveys, grievances, recruitment and
staff turnover analysis and staff casualty together with data that meet local needs such as leave usage
trends, organizational age index, ratio of Human Resource Organization Development (HROD) staff to
overall staff, functional staffing ratios and staffsupport costs.

9.4 Amendments

These rules and regulations may be amended, altered or rescinded at any time by the Governing
Body and shall be superseded by such amendments. Amendments if any shall be communicated to all
employees by a notice issued by the Chairman/CEo/Registrar in this regard.
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M.A.M. BUSINESS SCHOOL

Slruganur, Tiruchlrrppalli. Taruil Nadu, lndir _621 r0s

Call letter
Format Ho: 11ft.06

Date; I3.07.2021
!v!AMCETIADWHRI2020-2 ! /Depr

SirMadam,

Sub: Saffselection lor lhe acedemic year _ 2020 _ 202 I _ rcg.

Rcfi '{ourapprication for the post ofAssrstant pmfcssor r Associ'te proressor / prot!.ssor

lvilr ref*rence to your applieation for the posr of Assisrsnt professor / Associate professor /Professor in rhe deparrment y:.g:3*i of our College, 1ru ar" ,.qr.sted to report lbr anmc'ting st lr.@ a.m. ou 15.0?.2021 in rtre coltege 
-premises 

at M.A.M.Business schoor.Siruganur, Trichy - d2l 105 along with ihe foiiorving jo;^;;,,

-1. 
All original certificates (qualificarion and experience)

2. Copy ofall certificates & iD cardr - i iri 
-"'-' '-""'

3. Pass port sizc photo - 2 Nos.
4. Rrsurne in the format enclossd
5. Prooffor last drawn srlarv
6. Pan Card,Yoter Id & Aad"harcard

;il1flf#fation 
mesrage rtrrough WhatsApp to HR Manager in 6J8.{800e01}, on or

Thankyou

HR lllnnager
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Offer Letter

With reference to the application you made and the subsequent selection process you undervrent
for teaching faculty position, I am happy to inform you that you are offered the position as detailed
below.
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Dr" 8. l.luruganrntham.,Fl.E.rphD.,
Reglstrar

tttASTeR/H RM/BSl oL/ OOU Z011

You are asked to report for duty on or before 0A,0g.2021.
submifiing the jcining report and educationai certificares, you
appointment order.

lsthJuly 2o2t

On completing the formalities of
will be provided with the formal

Kindly ac&nowledge the receipt of this letter and let us know the wiilingness to join the abovepositiori at $e ear{i6t.
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Mr- Prasanna S
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6.
7.

8.

Duties and Responsibilities of a Teaching Facultl'

Rep0r( 10 HOD
Plan, schedule, and organize. co-ordinale and munitor Lectures and Prautieal's li:r ihc sttrdentri
assigned to you.
Cornplete the sl1lab,i in the subjects assigned ro -vou.
Prepare Lecture Plan/ l..ecture Materials/ Course Nlaterial
Conduet at least three intemal Tests during eaeh semester in the subjeets assigned to 1-ou
Encourage students to p$riiciptte in co-cunicular and extra-curricLrlar activities.
Plan. deliver and ovaluate theoretical i practical instructions.
Ouide the students in the performance oipractical tgsks and skill rx{irrcisrs and *lluate their
performance, Advise and assist the students in tlreir project rsorks.

9. Participate in professional developnrent aclivities
I 0. Involve in at least one task tbr Institutional Development during a serneskr
I l. Any other responsibilities thnt may be assigncd b1.rhe HOD.
I 2. To produce 95% rssult in rhe subject taught.
Il.To take all needful steps for Research and Developnrenl tor!,ards estahlishing a Csntre of

Excellence.
14- To take up collaborrtive prognlmmes with leading organizations b1, exchangc of Ln'w .horv's

and in tum help placcment.
I 5. To publish at least one paoer in intemational conference endjoumais oI repure sr,e^. \ sar.
16. To organize an lntemarional Conference on any thrust arca on relevant suhject.
| 7. To take all effors in bringing the name and farne ofthe institution to rhe top [eve] in rhe narion.

Grneral

L The Faculty Member should come to the college at least 5 minutes belore rhc cumntencernent oI
classes and should Ieave the college nol earlier than I 5 minutes alier the encl of the latt hour.

2. AII the Faculty Members ore expected to follorv the rules and regulations of thc instituti6n as
prevalent from time to time.

3. Thc rvork load ofall the staffshall be fixed by the management. The rvnrk load ol'rhe facultr
should not be less than 40 hours a wee!, of which teaching-conract hours should br at least is
follows:

lffil
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,'lii;,

Iimt
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Foritiotr

Pmfcsur

Assxinte Protessr

$sigqnt Frofessor

tlinirnun l\iirliinq IIrun pcr llccl

ll huurs i uetli

lfhours:rvttk

l6 haurs I weel:

For rhe abol.c stipulations, t\r.o lutorial hours/two laboratnrlll)rart'ing herur: ilill b! tilunlcd irj

one teaching hour.

The $o*. plan of leaeher$ shall ensure, in the most productilr manner, ths utiiisatir.rn r.'l

stipulatcd 40 \yorking hours per rveek. rvith regard to the r,les. jobt and targcl$ cstilitd lo thrnl
by the Departmentl Institution.

l. Frculty Members are expected to update their knorvleelgc b1 auerding
seminard*orkshops/conference, afler obtaining recessiry permission frum thB
Principal/Management.

Facult'Members should aucmpt to publish text books, rescarch papers in rrputrd lnrrrnational .,

lndian Joumals / Conferences.
The Faculty Member must strive ro prepare himsclli hersell'academirall.r' lil rneir all th:
challcnges and requirBmcnls in the nethodolog-"- of teaching so rhar the input ma; hu u:re ful irrr
thc student community ar large. ivery l-aculty N'lember is expecred ro exir:nd hi.i,hrr hcneliliaj
influence ln building up the persoflalit) oisiuilcnts and hdshc should;i:sric.rhtc irir:r:.cli,,htrscli
acdv€ly wilh such sxtla-cunicular activities rvhich he / slre is intercsted in or astigncd ril him.,hcr
from time lo time.
Groupism ofany kind should be absolutely avoided. Faculrl, Memtrcrs k:unrJ indulging in such
,ctivitics rrill be subject to discipline procccdings.

Department

'Iht Faculty Membrr should always first ulk to rhc llot) anrj licep rhe t.loD in conl;d{o.r ahlur
thc mcmbcr's professional and pcnonal actir.ilics.

r. T}c tcaching load will br allorr:d hy rhc iloD aficr taLinl rnr{r irr(ounl rhr r aiulr,. \lcmhtr.:i
intererls.

3- In addition 
_to 

ttlc teaching, ths rrculty Mcmber rho,ld alc arJditional rcspr:r:ribilr,.r ar
rsrigncd by lloD I Principal in aradcmic, co+uricolar or crtraeurriuular acti! iris\

llls**l
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HAltrItFl
ll[Jjl

,. Everl.Facultr Memher rnust give seminar on sDme topic aI least Once in each semcslsr to othel

focultv.
i. Every: Fncu\ Member should nraintain studen('s atlr:ntlance records and the absetrtecs r.ll

number should be noted every day in the Master attendance llegister nraintiiined in the

department as soon as the classesllaboratory hours are ovet'.

6. \\irenever a Faculry Mernber intends to tuk. l.ur., the Faculq,' lvlcnrber should gct the leave

sanctioncd in advancs and rvith proper altemate arrangemBnls lnadc t-nr class,/ lab I inYigilation'

ln cuse of e*ergency, the HOti oi the next senior liculty must be inlbrmcd with appropriate

altemate anangements suggested.

7, The Faculty lolember shoutd make himself I herselt presentable''['lre [--acultl' N{enrhcr should

show no partiality to any segment / individual student.

8. The Facutty Advisor must ttpdate the student's personal lile regularll

by HoD/Principal as the case may be.

Roles and Responsibilities of the Class - Advisors

I . lfftruct all the students to anend the classes regularly and to follorv the dress code.

2. Coltectthetistofabsenteestudents(Periodrvise)andsublnitittotheHODdoilv
3. Submit the lisr of student$ absent for the int*nal tests to the H()[)'

4. Prepare consoiidaied atterrdairce or, or heiois 3rd nl lvtry iircrrih (il'hci;iver ilit ciirss *.rrk is

conducted in that particular month) and also the list ofstudents rvho have got less than 759i, ol'

a$endance in aggregate. Submit the lists to the Head immediately'

5. prepare the tist of Students who have secured less than 60% of marks in mid exatns (suhject

wise) antl submit it to ths HOD.

6. Result anolysis must be done after the announcement ol results by the universitfiCollege and

also update student record regularly afler knowing supplenrentarv exatn resulls in $e currenl

Scmcster.

?. Motivats the sludents to attend the seminars rvithout fail'

L In$ruct the students lo attend the intemal / cxtemal exams rvithout fail,

9. Motivae thc students to present papers in Conferences i Seminars at regional / national level.

10, lnform the subject staffs of their class to post mid exan marks in the n:aster register within

stipulated time after the completion of mid test,

I l. Communicate the afiendance particulars and internal marks ofstudents to the conccnred parcnls

from tirne to time as directed by the HOD'

I2. Soet the pennission (Max One Hour and Two Permissions in a month) u'henever hershe intends

19 come lite or to go carly by applying in the prescribed letter signed by the concerneii HOD and

tle principal,

ancl put trP for insPection

twt
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Pmt appliad fry

1. Hame

?. Date sf Eirth

3. Falhers Nsrne

4. Fermanefit Address

5, ffonlml Fh"Mol f,ell Hin

0. Religiwr

?" Community {00ffiCJ[,iEA/SCIST]

1. l+lafital Status (Tickl

g" fu*a of spmialization

1 0. Edurafi*nal fruallficeiisn

11. Resuarch ErPrienne & Training

s. PuHimtions
i. No" of Jmrrnals

ii. t'la. of conferences

b" He$sarch Pl'oiech 6Enied oul

tbt.A.H. B " $,cH0fit
slfttJGAHL$H. TfirilHY * iltl xS$

: f-tanied I Unmarri*d

D*pariner::

lntemational:

lnt*rxationat:

Er*ml
Fa**ed

Bsg rns & SpecXalir*tion Ho*rdlUnivtr*ig
Year uf
Pa**inE

t{ uf
Marlts

Clasn

x srd
I

xfi srd

US Degme

FG,Dsgrce

Ph.D

)ther$ (lf

Hrrmr nf thE Funding
Titlo uf ths FroJ*ct



1I. Seminarp, Ccnferences, $ymposia Workshop slc., Attended
ruar"ne or fi e $eminffi,ffi nllEffi

h,lame of lhe Sponaoring Agency

r. Training (ptrease Specify)

13, Teaehlng Experience fyears & Months]

14. lnnovations / Contributlons in Teaching

fl. Design of Curriculum

b. Teachirq methMs

c" Laboratury experiments

d. Evaluation melhods

B. preparation 
of resource malerial

I RemedialTeaching I Studenls Cnunsaling :

15, Extensian v,nrk / 0annmunity servire l

16. Participation in Gorporate file :

a" Co,ourricular Activitjas :

h, ExtrarunhulaiActivities 
;

o. $fudenls nmlfare and Di*ciplins ;

d, prolessional 
0rganiralion of Tea*her :

U. Msmhrship o[Frofessjonal Bodi*s, $ocieliee otc., :

1fl, Editoruhlp sI Journals & Conferences

Ierms & Sondllians

: fftrlfl-ffilfl'J: 
should sunender lho orginar desree and p'ovisionar cerliricares befffs co*ecrins rho

: il,iffijili{:'ffif:ln 
the colhse ls expacted. Houmvar rhev can be rerfeved irnmadialery for $overnrnanr joh';. rr rlr*y ffsign in tho middre of tha acsdemh yr*r, rhay have tn pay 3 mont's sarary,

Date :

Slgnaturo



M.A.M. B - SfHOOt
Slrnganur., Tirurhirapp*lli, Tamil }{adu, tnrlia _ 6Il IilI t4Atd

lfR Fcr-n:lflt -tfl

Po:t *pplkd f+r ,".....".., in ,,."..",,,_.. 
"_, ilrpartment

l. Ir{nme

3, $*ts rf llirth end itgr

3. Conmunity / Cmlr

d, r) Educrfion*t eurtilir*tions l

:i Oe I 8Cl LIBC I SC I S:f

Coursr of

Sludy

Yrar of

Parrlng

%of

!Ilrrks

Clsrr I Gradr

ohtrlnrd

Iianrs oftht

lnstitntion rtur.lird

Nrmt of ltrr

Unlrtnlty

s.5. L. C.

t-1. $" c.

UIPLOMA

UG DEGREE

FO NEOREE

hr. Fhil.

Ph. D.

Othrn

8lr



GEOUP OF
li,asTl T uTtoi.,t5

ilI"A,n1l. H - fifiHSffL
Sirupnnur, Tiruehiruppalli* Tsmil N*duo lndiu * 6}l 105

,L{t'hr

Nslnt of tht

(lntlilulion / Industry)
Dtrignntlon

Frl:iod Trl*l Erperitnrt

From "I'u 1'cor lllnth

Totel

5. [rperknrr i* rhrunulagirxl ryrd+r

6, Publisrlion*

7. Lrst Srkry dr*uu

t,$ulery rrpcchd

f" Jplnlng timc rrqulrcrl

Atl rhr rbow originnl r*riilltrlm of the candldrl! !rt rtrilltrl.

Drtrr

$ lfi NrtTl"Ikf, OF tr'ERl $'1'tI{G Of Fl fi HI{

I.inmt / Deslgtrrtinn I Depnrlnrrnl

9/l



CAOUP SF
INSTITUT'ONS

M.A.M. B. SCHOOL

Siruganur, Tiruchirappalli, Tamil Nadu, India - 621105

Joining Report

tr'rom

To

Secretary & Correspondent
MASTeR Group of Institutions,
Siruganur,
Tiruchirapp alli -621 105

Through : Proper Channel

Sub. : MAMBS - Appointment order - Joining duty - Reg.
Ref. : 1) Your appointment order dated

Sir,

****:F

I thank the Management for having offered me an appointment as

department of _ .I joinduty inthisFN / AN today (

that I will abide by all the rules and regulations of this college.

Thanking you,

in the

). I hereby declare

Yours faithfully,

Station :Tiruchirapalli - 621 105

Date :



M.A.M B SCHOOL
Siruganur- Trichy -621105

(Approved by AICTE, Affiliated to Anna University, Chennai) ffir${ili:'
TPICHY

INSTITUTIONAL STRATEGIC PLAN
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