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HR POLICIES
1. PREAMBLE:

Title, usage, and the organization are authorized to interpret, clarify, modify, and amend.

1.1 The regulations contained in this ‘HR Policy Manual’ shall be called “NIFT-TEA College of Knitwear Fashion
Administrative Regulations”.

1.2 These regulations shall be applicable to all the employees of the college, including those appointed prior to
adoption of these regulations by the college.

1.3 In the event of any doubt requiring clarification about the interpretation of these regulations, the matter shall be
referred to the management and its decision shall be final.

1.4 The management has the power to alter, revise, and revoke any provisions outlined in these regulations.
2. GENERAL SERVICE RULES:
2.1 RECRUITMENT OF TEACHING & NON - TEACHING STAFF:

The appointments for all cadres are done by direct recruitment based on merit, through Selection by duly constituted
committees through open advertisement at national level. However, temporary vacancies at the level of Assistant
Professor are filled based on campus selection /Walk-in-Interviews, and advertisement in local dailies by constituting
a selection committee comprising the Principal, the Head of the Department concerned, and one or two external
experts in the field of specialization as members.

2.2 QUALIFYING SERVICE:

The total period of service put in by an employee either in other colleges Or in Personal Extenuating Circumstances
(PEC) shall be considered in all disciplines.

2.3 EXTENSION OF PROBATIONARY SERVICE:

If the appointing authority is of the view that the work and conduct of the probationary staff have not been satisfied,
that the notes / memos of warming issued to them had no avail, and that the temporary staff is found incapable of
discharging the duties entrusted to him / her, the appointing authority may, with reference to the materials placed on
record, terminate his / her service or extend the temporary service.

2.4 PROMOTION POLICY - ANNUAL SELF PERFORMANCE APPRAISAL REPORT:

The faculty member shall submit an open and transparent annual self performance appraisal report every year,
containing the individual's academic, research, and administrative activities and achievements. The HOD shall offer
his / her remarks and observation on the report. The assessment shall be used for the purposes such as award of annual
increments, award of special increments and awards for superior performance, award for career advancement and
promotion.

2.5 RESIGNATION:

A member of the regular service shall give minimum of three months notice in case he/she desires to be relieved on
resignation or he/she shall pay three months salary in lieu thereof. The resignation shall come into force from the date
on which the appointing authority accepts it and the employee is relieved. However, the appointing authority may
reserve the right to waive the notice period or compensation thereof. However, the resignation will not be
accepted in the middle of the course / semester / academic year.

2.6 RETRENCHMENT:

In the event that the management finds it necessary to retrench any employee due to changes in instructional courses
or other related matters, any surplus staff, whether teaching or non-teaching, may be subject to retrenchment with a
notice period of two months or, alternatively, two months' salary in lieu of notice. Nevertheless, such individuals may
be given preferential consideration for future appointments should a need arise.

Staff structure shall be generally as per the norms of the UGC, the University and approved by the Governing
Council.
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2.7 TERMINATION OF SERVICES:

The services of a temporary employee are liable to be terminated at any time without notice and without assigning any
reasons whatsoever. The management reserves the right to terminate the service of an employee whether a probationer
or a regular on giving two months’ notice or two month salary in lieu thereof. The Governing Council may terminate
an employee whether temporary, probationer, or proved by a competent committee appointed for this purpose when
they find the employee has failed to discharge his/her duty leading to moral turpitude or negligence of duties.

2.8 SUPERANNUATION:

The age of superannuation for teaching staff and for all other categories of staff will be 60 years. The staff who
attained the age of retirement by superannuation during the middle of the academic year may, however, be permitted
to continue in service till the close of the academic year, if the management decides the continuation of service.

2.9 MISCELLANEOUS:

2.9.1 Annual increments will be sanctioned only on receipt of satisfactory performance report of the employee from
the immediate superior in the format prescribed and on a review by a committee constituted by the Chairman.

2.9.2  No application of the employee, seeking employment elsewhere, shall be forwarded during the probationary
period.

2.9.3 Every employee shall at all times maintain, absolute integrity and devotion to duty and shall do nothing
against the dignity and prestige of the college, primarily in his/her relationship with the members of the
Governing Council, Principal, Staff, Students and Visitors to the college.

2.9.4 No employee shall interfere in the affairs of the administration / departments / library and other agencies,
allied to the college directly or indirectly.

2.9.5 Notwithstanding anything said anywhere, any of the regulations which involve financial commitments will be
subject to the availability of funds and the discretion of the management.

210 QUALIFICATION NORMS & SCALE OF PAY AS PER-PAY COMMISSIONS

CADRE QUALIFICATIONS AND EXPERIENCE SCALE OF PAY
Assistant A Master's degree in a relevant subject with at least 55% marks
Professor or equivalent grade with NET.

Higher Academic Qualification: A Ph.D. degree in subject
relevant / allied / relevant discipline.

Research Publications: A minimum of 10 research publications
Associate in peer-reviewed or UGC listed journals out of which three
Professor research papers shall be published during the assessment period.

Experience: Minimum of 5 years experience in teaching and/or
research and/or industry of which at least 2 years post-Ph.D.
experience is desirable.

Higher Academic Qualification: A Ph.D. degree in subject
relevant / allied / relevant discipline.

As per norms
Research Publications: A minimum of 10 research publications

in peer-reviewed or UGC listed journals out of which three
research papers shall be published during the assessment period.

Experience: Minimum of 10 years teaching and/or research
Professor and/or industrial experience of which at least 5 years should be at
the level of Associate Professor or a minimum of 13 years’
experience in teaching and/or Research and/or Industry. In case
of research experience, good academic records and
books/research paper publications / IPR / patents record shall be
required as deemed fit by the expert members of the selection
committee. If the experience in the industry is considered, the
same shall be at the managerial level equivalent to Associate
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Professor with an active participation record in
devising/designing, planning, executing, analyzing, quality
control, innovating, training, technical books/research paper
publications / IPR / patents, etc., as deemed fit by the expert
members of the selection committee.

3. CODE OF CONDUCT FOR FACULTY AND STAFF:

3.1 A college employee must dedicate all their time to the college and should not participate in any trade, business, or
other jobs that could disrupt their responsibilities. However, this rule does not include academic activities such as
guest lecturers or talks, as long as they have received prior approval from the Principal.

3.2 Every employee shall, at all times maintain absolute integrity and devotion to duty and shall do nothing against
the dignity and prestige of the college, particularly in his/her relationship with the Principal, Staff, Students and
Visitors to the college.

3.3 No employee shall, without obtaining the previous sanction of the Principal, ask for or accept or in any way
participate in the raising of any subscription or other pecuniary assistance in pursuance of any object whatsoever
except for routine, farewell and felicitation functions connected with the college.

3.4 No staff member is allowed to provide private coaching to students for any payment.

3.5 No employee shall, except with the previous sanction of the Principal, accept any remunerative or honorary work
not connected with the college.

3.6 No employee shall, except with the previous sanction of the Principal, own, wholly or in part, conduct or
participate in editing or management of any news papers or other periodical publications.

3.7 No employee shall, while being on duty, take part in politics which includes holding office, elective or otherwise in
any political party or standing for election to the State Legislature or the Parliament or take part in any other elections
independent or on any party ticket.

3.8 No employee shall take part in any act or movement, such as strike, incitement there to or similar activity in
connection with any matter pertaining to his service or to any other matter, which tends to bring the College to
disrepute, nor shall he/she resort to media with his/her grievances.

3.9 An employee shall not, without the knowledge and approval of the Principal & management, have recourse to any
organization /authority, court, or to the press for indication of his grievances.

3.10 The Governing Council in exercising the provisions of these regulations shall exercise the power, after giving
the employee concerned, an opportunity to explain/defend his/her case.

3.11 No employee may absent himself/herself from duty without prior permission. In case of emergency of
proceeding on leave without prior permission, he/she must explain the circumstances which were beyond his/her
control before rejoining the duty.

3.12 Every employee shall be at work punctually at the timings fixed unless permitted otherwise by his/her superior.

3.13 No employee shall after reporting himself/herself or work, be found absent during the period of work assigned
to him.

3.14 Any employee can give his/her representation to the Principal and if necessary to the management with written
permission, shall not directly or indirectly approach/ influence the members of the management, without the
knowledge and permission of the Principal, in matters connected with his/her service or affairs of the college.

3.15 While in office, all members of the establishment must behave in a quiet and dignified manner. They must
address other members of the establishment courteously. They must attend to their work and not waste their time.
Do so in gentle voice, so as not to disturb others. They are particularly warned against the offence of divulging to
outsiders or to other members of the establishment, any information, (whether expressly marked confidential or
not) that may have come to their knowledge in their official capacity. No employee shall, engage directly or
indirectly in any trade or business.
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4. LEAVE PROVISIONS & ONDUTY(OD):
4.1. Leave Provisions:
Leave regulations shall be applicable to all the employees of the college.
b. Faculty/Staff is eligible for 12 days of Casual Leave (CL) and 7 days of Medical Leave (ML) per academic year.

c. Vacation Leave for Faculty members:

SI. No. Summer Vacation Winter Vacation
1. 20 days per academic year 10 days per academic year

d. Only teaching staff who have successfully completed their probation period are eligible for the Vacation Leave.
Allocation and approval of Vacation Leave period/slot is done by the Principal. Vacation Leave cannot be carried
forward to the next academic year.

e. Prefixing and suffixing leave along with Vacation Leave is not permitted and if it happens so, the entire leave
period will be treated as Loss of Pay (LoP). Reporting physically to the duty before and after the Vacation Leave
is a must. Staff must respond to the phone calls from the institutions during the Vacation Leave.

f. If any academic necessity makes the faculty to be present in the college during VL period, they must do so.
Holidays persisting during VL period will be treated as VL. Flexible vacation leave is applicable to the staff
members who are engaged in exam, admission or other specially allocated work by the college authorities. The
provision for vacation leave may be changed as per the contingencies.

g. General Leave ( Casual & Medical Leave):

SI. No. Casual Leave (CL) Medical Leave (ML)
1. 12 days per academic year 07 days per academic year

Eligibility criteria for availing leave:
(i) Casual Leave (CL):

e CL is applicable for all the staff members of the college (Academic year usually commences from the
month of July of the current calendar year to June of the subsequent calendar year). More than 2 days of
CL cannot be taken continuously. If casual leave is availed for more than 2 days continuously, the entire
leave duration will be treated as Loss of Pay (LoP).

e No provision for half day leaves during the period of regular classes in the morning and can apply half
day leave in the afternoon session. Staff members cannot either prefix or suffix their casual leave along
with long holidays / vacation leave, and if any staff does so, the entire period will be treated as Loss of
Pay (LoP).

e The casual leave cannot be carried forward to the next academic year and the un availed CL is not entitled
for encashment. All leave applications shall be submitted to the Principal at least 2 days in advance in the
prescribed leave application form through the HODs.

e CL cannot be combined with ML & ODA, approved list of holidays by the college.

o The staff members who are applying for leave must duly alter their classes/ lab hours. In case of
emergency situations the staff applying for leave must communicate the same to the Head of the
Department/ HR / Principal compulsorily.

(ii) Medical Leave :
Staff who has completed one year service in our college is eligible for medical leave.

Procedure for availing Medical Leave:

o Upto 1 day: Leave application duly granted by the Principal is enough to accept ML.
o  More than 1 day - Upto 4 days: Leave application along with Medical Certificate issued by the Medical
Practitioner will be enough for acceptance.



w NIFT-TEA

i College of Knitwear Fashion

Affiliated to Bharathiar University

o Above 4 days: Medical Leave application has to be accompanied by the discharge certificate issued by the
Hospital / Medical Centre where the employee was admitted for treatment. If the medical leave period gets
prefixed or suffixed with the regular holidays, the holidays will be covered under the medical leave.

o  Hospitalization / Emergency Leave: As such there is no specific leave for this category. However if a staff is
hospitalized for a prolonged period, the leave taken may be adjusted from the available CL, ML, CTL & EL.
Any untoward incident in the family of staff member which require leave by the staff during the academic
year may be adjusted from the available CL, ML, CTL & EL.

h. Administrative staff are entitled to avail 30 days Earn leave (EL) for every academic year.
Procedure for availing Earned Leave:

Administrative and Office Staff who have completed one year of service are eligible for EL. EL will be calculated
in proportionate to the number of days he/she worked in the corresponding academic year. EL can be availed after
the current academic year / or can be accumulated and availed in the next academic year. No more accumulation
over and above two years is permissible. Administrative staff are eligible for encashment of EL to their credit at
the end of the every academic year.

i. Leave can be informed over the phone only in case of emergency.
Female teaching and non-teaching staff are eligible for 120 days of maternity leave.

—

k. Faculty/Staff can avail of one-hour permission twice a month. However, such a facility should be used only for
essential needs.

1.  Final sanction of the leave/vacation/ODO is the discretion of principal and should not be treated as a fundamental
right.

m. All teaching staff members will have holidays on the first and third Saturday of each month.

Only applicable for admin staffs

If staffs are asked to attend duty on holidays for that no remuneration will be paid. They are entitled to avail
compensatory off as they please on any subsequent working day for the work done on holidays. All Saturdays are
working days between 09.30 am and 02.00 pm except 3rd Saturday.

B

0. Punching Time:

It is mandatory for staff members to register their attendance in bio-metric system. Attendance will be calculated
based on bio-metric punching. Violating bio-metric punching is viewed seriously.

The reporting (punch-in) times for and non-teaching staff are as follows:

Checkin 08.50 am
Check out : 04.00 pm
In the case of permission the schedule is
Check in 09.50 am
Check out : 03.00 pm

Staff members must apply for forenoon half-day leave before 12:30 pm on the same day. Afternoon half-day leave
must also be applied on or before 12:30 pm.

p- On Duty:

On Duty (ODO) can be approved by the Principal for staff members when needed. This type of leave is meant for
situations where staff must perform their responsibilities outside of normal working hours or locations. Whenever
possible, requests for ODO leave should be made in advance and will be assessed according to the college's needs and
the specifics of the request. Prior permission from the HOD and Principal with proper alternate arrangement is
essential.
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g. The conditions on which the on duty can be availed by the teaching and non-teaching staff are:

e To deliver a lecture or seminar

e To attend academic meetings

e To attend conferences / paper valuation by Bharathiar University / academic research and Ph.D. activities.
External Examiner duty permitted only for affiliated colleges under Bharathiar University but not permitted
for Autonomous Colleges / other universities and as University Representative (UR) duty during the
University Examinations.

e The permitted on duty (academic) per academic year is 10 days. Faculty availing ODA must submit
documentary proof in support of the claim.

e Staff members will be provided on duty for the above, subject to their fulfillment of academic duties in the
college, failing which suitable action will be taken against the erring staff.

5. Travel facilities / expenses:

Officials who have been instructed to go outstation for attending an official work pertaining to our Institution are
eligible to avail the facilities and travel allowance as detailed below:

Office Assistant, Section Assistant & Lab

Assistant By bus / train — 2nd class sleeper coach

Senior Assistant, Office Superintendent,
Office Grade Officials, Associate
Professor, Asst. Professors, Technical
Associate, A.O, FO, IRC & PRO

2 tier sleeper class coach in long distance train

2 tier AC coach in long distance train. In case of emergency or in

Principal and Academic Director exceptional situation will be permitted to go by air.

Car Rs.8 per km
Motorcycle Rs.4.50 per km
6. Boarding and lodging allowance (Breakfast, Lunch, Dinner / Misc. food expense):
Officials / Staff Local Rs./Day Urban Rs./Day Metro Cities Rs./Day
Members

Drivers / Office
Assistant / Non-teaching 80/- 120/- 150/-
staff
Section officer / Office
Supdt / Faculties 90/- 125/- 170/-
Admin Officer / Vice-
Principal 100/- 140/- 190/-
Principal 120/- 150/- 200/-
Room rent 1000/- per day for team (2 or 3 members)

6.1 If there is an occasion to entertain any guest who accompanies the official concerned during official visits on
institution promotional activities, the expenses incurred may be accepted with the approval of the management. It
is very much required to update knowledge in the subject to meet out the present scenario by the faculty of the
institute. They are permitted to attend seminars and workshops held at other colleges in addition to seminars
conducted at our college. At present the staffs who have attended seminars and workshops are reimbursed the
actual expenditure such as registration fee, conveyance and food expenses as per the norms.

6



10.

w NIFT-TEA

i College of Knitwear Fashion

Affiliated to Bharathiar University

Dress Code:
Staff members are expected to come in formal dress code as given below.

Male staff: Pant and shirt neatly tucked in with belt and shoes.
Female staff: Sarce only.
Mobile Phone:

Staff members are must not carry mobile phones into the class room and are also expected to avoid using mobile
phones in other academic areas i.e. laboratories, office, internet centre etc., Erring faculties will be served with
memo and suitable action will be initiated against the repeaters.

General:

The staff member who is moving out of the campus shall make entry in the movement register compulsorily.
Staff members are authorized to sign in the attendance register when they come for duty in time.

In case of permission, ODO and ODA, the HR Department only shall make entry, using codes for easy
identification. Any correction in attendance register will be made by HR Dept. only, staff members does not have
any right to correct the attendance register. It is a must to sign the attendance at 03.30 pm / 5.00 pm.

The staff members are authorized to sign in the attendance only when they come in time on official working days.
If the staff member wishes to work over time (beyond 3.30 pm / 5.00 pm) or on holidays they must get prior
permission from the Principal. The staff member who is working on holiday shall fill and submit the Additional
Work Form.

The additional work shall be compensated by availing leave only and the same should be availed within a month
(not exceeding a month). No Salary advance will be entertained by staff members. Free bus services will be
provided for all staff members from Tirupur to college and vice versa. Any other clarification in this matter the
decision of the management shall stand final.

STAFF WELFARE MEASURES:
Free transport facility has been provided to teaching and non-teaching staff.

Financial assistance will be provided for attending FDPs, Workshop, professional and administrative development
programs, outside PEC, along with on- duty(OD) within India and financial assistance will be provided for
book publishing.

Staff members (academic, administration, housekeeping & mess workers) can avail special leave and will not face
LOP deductions in their monthly salary, for the following reasons. Marriage for their son or daughter, death of a
family member (father, mother, spouse, daughter, son, father in law & mother in law)

On-duty will be provided for attending programs and PhD research work. Guidelines have to be followed to
obtain OD.

Faculty can avail the eligible vacation for his/her marriage or medical treatment.

Staff members who reside in the hostel are offered boarding and lodging services for a nominal fee.

Staff member are cligible for EPF and ESIL.

Faculty and staff are eligible for Annual Group Accident Insurance of Rs.1,00,000/- with a death claim of
Rs.2,00,000/-.

Staff members who have attained qualifications of M.Phil or Ph.D. will receive an increment of Rs. 2000 and Rs.
5000, respectively, upon submission of the relevant documents.

Drivers will receive complimentary breakfast in the morning. Additionally, drivers and maintenance staff will be
offered lunch at a subsidized rate.
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ROLES AND RESPONSIBILITIES:
Governing Body:

The Governing Council serves as the foremost administrative authority of the college, convening meetings
bimonthly and holding an Annual General Meeting once in a year. The functions of the Council are outlined
below.

() To monitor the academic and other related activities of the college.
(ii) To consider the recommendations of the Staff Selection Committee.

(iii) To review the important communications, policy decisions received from the University,

Government, etc., and consider the introduction of new courses and changes in intake for the
next academic year.

(iv) To review the MoUs signed and industry collaborations.

(v) To review the state-of-the-art equipment procured.

(vi) To review the faculty position of the college.

(vii) To review the faculty development initiatives and programs.
(viii) To review the admissions of the institute.

(ix) To review the academic performance of the students.

(x) To review the students development activities.

(xi) To review the placement activities.

(xii) To review the construction of new buildings.

Management Co-ordinator:

Serves as a bridge between college management and various departments to ensure effective communication
and proper implementation of institutional policies. Manages and supervises administrative tasks related to
events, meetings, and strategic planning. Provides support to faculty and staff by addressing operational
challenges and ensuring efficient resource distribution. Tracks and assesses both academic and administrative
activities, offering insights and reports to the management for informed decision-making.

Dean:

Provides academic leadership and oversees the overall functioning of a faculty within the institution. Ensures
the development, implementation, and evaluation of academic programs in alignment with institutional goals.
Supports faculty recruitment, development, and performance evaluation to maintain academic excellence.
Manages budgets, resources and policy compliance within the academic unit. Represents the faculty in
institutional decision-making and fosters collaboration between departments and external stakeholders.

Principal:

The Principal is the Head of the Institution and is the central figure in the organization and therefore, his duties,
responsibilities and activities, thereto are multi - divergent. He is responsible for policy planning while
providing the much required academic administrative leadership and direction besides the financial
management, in line with the policies of the management, university and the government.

Administrative Officer:

Manages the day-to-day administrative operations of the college, ensuring efficient and organized workflow.
Oversees records management, correspondence, and documentation related to staff, students, and institutional
affairs. Coordinates with various departments to support academic and non-academic activities. Ensures
compliance with regulatory and institutional policies, procedures, and deadlines. Assists in budget preparation,
resource allocation, and general office management to support the college's objectives.
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IQAC Co-ordinator:

Leads the planning and implementation of quality enhancement initiatives in line with NAAC and institutional
guidelines. Coordinates internal academic and administrative audits to ensure continuous improvement.
Collects, compiles, and analyzes data for preparing AQARs (Annual Quality Assurance Reports) and other
quality-related documents. Facilitates workshops, seminars, and awareness programs to promote a culture of
quality among staff and students. Acts as a liaison between the institution and external quality assurance bodies
for accreditation and assessment processes.

Head of the Department:

Each department will be under the overall control of a Head of the Department. The Head of the Department is
responsible for co-ordination of all the activities of the Department while involving himself/herself in all spheres
of activity. He/She recommends the provision of the necessary academic and administrative space, equipment
and machinery, stationery & furniture, and the financial requirements of the departments, besides the
requirements of the faculty, non-teaching and other supporting staff.

Placement Officer:

Planning and execution of various training programs for the students, liaising with companies, arranging various
industry institute interaction programmes, industry linked labs/Centre of Excellence, arranging on campus and
off campus placements for the students.

Controller of Examination / University Examination Co-ordinator:

Ensures smooth conduction of Internal Assessment Test (IAT), Model examinations, University theory, and
practical examinations and related activities.

Librarian:

Purchase, maintenance and monitor the issue and return of books, journals, e-journals, CDs and other services to
the students and staff. Responsible for the library upgrading activities such as digital library, library e-
management system etc.,

Hostel Residential Warden:

Overall in charge of hostel facilities, hostel mess, students discipline in the hostel and medical needs of the
hostel students during their stay in the hostel.

Director of Physical Education:

Physical Director motivates and imparts intensive instructional and Physical Training, Organizes various Sports
and Gym activities and helps the students to take Physical exercises including aerobic so as to enable them to
maintain good physique, develop the most needed psychological resilience, besides, achieving the much desired
Psycho-Muscular Balance, the competitive and combative skills, Sportsman spirit, the ability to aim at and work
to well determined goals and objectives, strive hard for personal excellence as well as the cause of the team and
institution, think beyond self (by way of developing healthy inter personal relations).

12. CODE OF CONDUCT FOR STUDENTS

Students are subject to rules of conduct and behavior framed by the authorities of the college.

Special emphasis is put on maintaining the discipline and good conduct in the institution and students should
abide by it.

Students should reach the college on time.

Students should converse only in English inside the campus.

Students should compulsorily wear their I.D. Cards in the campus and in the college buses.
Students should maintain absolute discipline inside the class rooms as well as the college premises.

Boys should wear only formal shirts and tuck-in their shirts when they are inside the campus. Wearing jeans,
T-shirts and shirts with tattoos and any other form of symbols are strictly prohibited inside the campus.

Girls should wear chudidhars with dupatta pinned on either sides of the shoulder.

Students should be punctual to classes and attend their work with devotion.

9
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Students should acquaint themselves in time with the notifications put upon the Notice Board.
Students should not be permitted to roam outside the classroom or out of the college during class hours.
During class hours, students are not permitted to visit office, Principal, HOD or Class Advisors.

Students should keep the class rooms and college premises absolutely neat and clean. Disfiguring and
scribbling on the walls, college buses and doors or breaking the furniture is a violation of discipline and those
who indulge in such activities will be severely punished.

Students should use dust bins for throwing garbage and unwanted materials.

Students shall not enter the college premises in intoxicated state and should not possess such materials.

Usage of cell phones inside the class rooms is not permitted.

If a student's physical or mental behavior is found / reported wrong, the parent of that student should meet the
Class Advisor and the Head of the Department.

Boys and girls students’ interaction on personal grounds is strictly not permitted.

Students of both the genders should not exchange greetings, photos, gift articles or letters.

Students are not permitted to visit the residence of the students of opposite gender.

Day-Scholars are not allowed to enter the hostel without prior permission from the Principal.

Students are not allowed to form any type of unauthorized union / meeting and not allowed to celebrate
birthday and any form of parties inside the college premises.

Ragging in any form and anywhere is strictly prohibited.

Body shaming is strictly prohibited.

13. POLICY ON FEEDBACK BASED GOVERNANCE:

. Feedback on curriculum gap and enrichment (from various stake holders).

. Feedback on Teaching-Learning imparted by faculty for each subject at the middle of the semester and the end

of the semester (from the students attending the class).

Feedback taken on syllabus coverage, overall Teaching-Learning process, examination and evaluation and
support systems at Class Committee Meetings (CCM).

Feedback from the outgoing students, each year on infrastructure, academics, and facilities.

Feedback form structure is based on 5 point scale (Very Good, Good, Fair, Need to improve).

. Feedback is consolidated and presented in the HODs meeting with the Principal. In the HODs meeting,

feedbacks are analyzed and wherever needed corrective actions are taken.

14. UPGRADATION POLICY:

1.

IT Infrastructure includes hardware, software, network resources and services.

2. In addition, the college has various software such as college wide common software like ERP (iCAMPUS) and

14.1

14.2

Tally etc., Besides, all the departments have various domain specific software.
Hardware & Software procurement:

a. For any IT equipment procurement or up gradation, Head of the Department (HOD) ought to take prior
approval from the Principal.

b. Identify the vendor and make an order based on the comparative analysis. Reliable and high quality items
are to be purchased.

Hardware repair & maintenance:

a. Technicians are expected to check all the lab equipment and machines on daily basis and ensure that all are
working properly.

b. If any hardware problem is detected by the faculty or student, an initial entry should be made to the
concerned technician. Upon identifying the service requirement, technician will respond and make an initial

10
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inspection of the hardware equipment and resolve the problem. Any further queries or checks needed, it
will be directed to System Administrator.

14.3 Hardware upgradation:

a. The upgradation of the equipment can be made through some components, like memory, SSD, graphic
card, projector etc., or by replacing the whole device/equipment through a buy back mechanism depending
on the specifications and performance parameter of the equipment.

b. Lower configuration systems can be utilized for basic programming practices.
c. A prior approval of specifications and requirement by the Principal is essential.
d. For any disposal, the college e-waste management policy has to be adopted.

e. Up gradation or new purchase of software will be made as per the curriculum requirements and industry
standards. Faculty members and technicians must also keep themselves updated about any

new technology such as Operating System (OS), software etc., that has been incorporated in their work
place and be ready to address and handle it.

f. Technicians will be responsible on managing system upgrades, renovate drives for the printer, scanner and
any other equipment / apparatus used by the faculties and students.

15. E-GOVERNANCE POLICY:

Electronic governance or e-governance can be defined as the usage of Information and Communication
Technology (ICT) by the organization to provide and facilitate required services, exchange of information,
communication, transactions and integration of various standalone systems and services, thereby creating the
transparent, paperless, and automated data system.

15.1 Objectives:

Implementation of E-governance in all the functioning units of the Institute. E-Governance will provide simpler,
transparent and effective system to handle the data in one roof. To make the paper free campus. To make
campus Wi-Fi enabled. To have ICT enabled Classrooms to establish a fully automated Library. To monitor all
the activities of the college.

15.2 Policies:

The implementation of e-governance should be for all the functioning units of the institute like administration,
examination, students, library, Finance & accounts, admissions, teaching-learning process, etc., The policy is
formulated to have complete, transparent and well documented data.

15.3 Website:

In general, institute website: www.nifttea.ac.in will act as central source of information to the stakeholders and it will
reflect the activities carried out inside the college. So, policy is made to disseminate all the details such as web
circulars, GC details, all the departmental activities, important notices, courses offered, etc., For this purpose, policy is
made to have a separate system administrator, whose role is to make the regular updates and to maintain the website.

15.4 Administration:

For the establishment of Management Information Systems (MIS), the college has opted for some ERP solutions
which have been highly beneficial for both academic and administrative purposes. Online registration by students
during admissions has helped us to create an accessible student database. The system also helps to save time and the
whole process reduces paper usage.

15.5 Finance and Accounts:

The accounts of the college are maintained under cash basis of accounting. Fees are collected and details are
maintained digitally. The records of students’ receipt and their account profile are updated regularly. Daily cash
collection and payment reports are generated from the software and recorded in the cash book from time to time and is
posted to various ledgers. Class wise report of fees to be received and the actual fees received are reconciled after
every semester with the help of the software. Staff salary is also maintained in the system.
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15.6 Student admission and Support:

Online registration by students during admissions has helped to create an accessible student data base. The system
also helps save time and the whole process reduces paper usage. The student data comprising student and parents’
mobile number, Email ID, Hostel room information, permanent address, etc., will be updated once in a year based on
request.

15.7 Examination:

The college has a University Examination Cell which is facilitated with smooth conduction of University
Examination.

15.8 Library:

Library Policy has been taken to automate the library process. It is also decided to bring the software for the library
process automation. Policy has been made to maintain the stock in the software. The policy has been taken to update
the e-learning resources every year regularly for the benefit of the learners. Policy also has been taken to subscribe to
new journals and books regularly, Policy have been taken to have barcode mechanism to lend the books and to have
the entry through barcode.

16. ALTERNATE ENERGY SOURCES AND ENERGY CONSERVATION POLICY:
e Replacing conventional lighting system with energy efficient lighting at 20% per year.

e Replacing the conventional electrical equipment (like fans, ACs) with energy efficient systems in a phased
manner.

o Installing solar PV power generation systems to meet the base demand in 5 years.
o Encouraging faculty, staff and students to use common transport facilities to reduce the carbon footprint.
17. DEGRADABLE AND NON-DEGRADABLE POLICY DOCUMENT:

Effective waste management through efficient disposal or recycling is an important process For any organization as it
impacts the health and environment of not only those who work and live on campus, but also those in the surrounding
community. Therefore, providing a healthy and safe environment is our top priority.

Solid Waste Management: Routine solid waste is daily collected in dustbins at different locations, which are
emptied in movable containers and carts, after segregating into different types of bio and non-bio degradable waste
and taken to the dumping yard.

Liquid Waste Management: The non-reusable liquid waste is sent through proper drainage to the Panchayat
drainage system.

E—Waste Management: Non-working computers, monitors, and printers are discarded and scrapped on a systematic
basis. Students are also imparted awareness and education about E-Waste.

Water Recycling System: Rain water is collected from the main building, hostels, open auditorium, canteen and all
other building in the college. The entire rain water is diverted to the rainwater harvesting pit near the entrance of the
college.

18. GREEN CAMPUS INITIATIVE POLICY:

A Green Campus is a place where environmental friendly practices and education combine to promote sustainable and
eco-friendly practices in the campus. The green campus concept offers an institution the opportunity to take the lead
in redefining its environmental culture. Continuing to develop and implement an integrated green campus policy, our
Institute implements the following practices towards establishment and maintenance of green campus.

Ban on use of Plastic:

In order to have the awareness on the hazardous effects of the plastic usage, our college is implementing some
awareness boards like sign boards, digital displays to discourage the use of single use plastic items inside the campus.

Landscaping with trees and plants:

As per the green practices in the campus, the college is moving in the direction of a Green Institution by planting

12



w NIET-TEA

College of Knitwear Fashion
Affiliated to Bh: |t.|l||| i University

more trees in and around the campus. Many plants and fruit trees have been planted to make optimal use of the land
available. The garden consists of local species of trees which make the campus cool during hot summer months and
improves the Ambience of our campus.

19. DIVYANGJAN POLICY DOCUMENT:

Our institution has constituted the following policy to ensure disabled friendly and barrier free environment for
the disabled people to live with equal opportunities in the college premises.

College provides mechanized tools, like wheelchair, disabled friendly infrastructure like ramp facilities.

College provides disabled friendly restrooms that can be approached with wheel chairs.

Signage boards are placed in all prominent places to ensure barrier free movement and to access to the needed
facilities.

College provides scribe for writing the examinations and as per the regulations of Bharathiar University it
provides additional hours for writing the examinations.
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