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Preface

The Academy of Maritime Education and Training was established as a private
maritime academy by Dr J Ramachandran with an enrolment of 14 cadets on 15th
February 1993. Originally it has offered Higher National Diploma Programme in Marine
Engineering and Nautical Science, a twinning Diploma Course in collaboration with
Glasgow College of Nautical Studies (GCNS), Scotland, U.K. It also offered Diploma in
Marine Studies (DMS), Diploma in Nautical Science (DNS) and Diploma in Shipping &
Maritime Transportation (DSMT) in association with Singapore Maritime Academy.
Thereafter AMET introduced specialized degree programs in maritime field such as 3-
year B.Sc., Nautical Science in 2002 and 4 year B.E. Marine Engineering in 2001. On 21st
August 2007, Gazette Notification issued by Ministry of Human Resources and
Development, Government of India conferring University status to AMET Which is
India’s First University in Maritime Education under section 3 of UGC Act 1956 De Novo
category. Since then, the University is catering the needs and dissemination of

knowledge in the field of marine and maritime studies.

Being recognized by University Grants Commission (UGC), Directorate General of
Shipping (DGS) and All India Council for Technical Education (AICTE) for offering various
UG, PG, research and professional training courses, AMET deemed to be University with
its truly international standards and unparalleled quality in education received many
national and international recognitions and awards. AMET deemed to be University
dedicated itself to become a World Class University by all virtue. University strictly
following the norms and guidelines of regulatory bodies i.e., UGC, AICTE and DGS. The
Management, administrative and executive authorities and committees like Board of
Management, Academic Council, Vice Chancellorship etc are formed and practiced as
per the requirements. The University is having interest in gaining, shaping and
disseminating knowledge in marine and maritime sector. Students and scholars are

encouraged to exercise critical thinking and make exhaustive inquiry in the specialized
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knowledge i.e., marine and maritime fields. The University is having openness and
tolerance with no skepticism towards alternate thoughts. The University reflects the
challenges, changes and opportunities in the marine and maritime industry and
upgrades academic and educational views. University promotes collegiality among staff

and students and provides academic freedom to put forward new ideas and views.

The University in its long journey has identified certain areas for constant up
gradation and up keeping for which different policies are being evolved. The policies of
the University are brought in to this booklet to provide an overview of the University’s

steady march towards achieving the vision and mission.




QUALITY POLICY
Preamble

Academy of Maritime Education and Training (AMET) has been established as a
private maritime institute with just 14 cadets in 1993. AMET has, through its
uncompromising strides of excellence and ambitious zeal to serve the students and
nation, transformed into the first University for Maritime Education in India under
AMET Trust. AMET was granted the deemed to be University status by the UGC on 21
August 2007 under the “de-novo” category with maritime education as emerging field

with great potential.

In order to provide quality education and training, AMET is continuously
upgrading its quality systems. AMET's quality system was first certified to ISO 9001:1994
in the year 1998. AMET has upgraded its quality management system and was certified
to ISO 9001:2000 version in the year 2001 and was re-certified in the years 2004 and
2007. AMET's Quality Management System was revised in line with its upgraded status
as University and got a revised certificate in December 2008. During 2016, AMET has

been re-certified with latest ISO 9001: 2015 standards.

The scope of Quality Management System of AMET deemed to be University for ISO

9001: 2015 certification is as follows:

“Offering maritime and maritime related courses leading to awarding of certificate,

diploma, and degree to students and research scholars.”

Vision

To sustain identity as a World Class Leader in Maritime Education and empower
learners with wholesome knowledge through progressive innovation in training,

research and development which will render students a unique learning experience and

a transformation impact on the Global Society.



Mission

AMET will strive continuously to

Impart value-based higher education and technical knowledge with

uncompromising strides of an outstanding quality.

Emerge as a Centre of Excellence inculcating skill development in recent

technologies in accordance with industrial trends.

Create World class research capabilities on par with the finest in the world and

broaden student’s horizons beyond classroom education.

Nurture talent and entrepreneurship to enable all round personality

development among students.
Empower students across socio economic strata.

Make a positive difference to society through technical education.

Quality Policy

AMET is committed to provide the highest quality in education and be the most

preferred institution for pursuing marine and marine related courses.

This will be achieved by consistent focus on:

Providing a conducive, vibrant, progressive and enriching learning atmosphere.
Teaching Excellence and Research Output.

Global outlook and engaging with the world through learning, teaching and

research.

Providing competitive advantage in gaining employment for further academic

opportunities.



e Maintaining excellent links with commerce and industry both national and

international.

e Complying with all applicable requirements and continually improving the

effectiveness of Quality Management System.

AMET DEEMED TO BE UNIVERSITY has established, documented, implemented &
maintained a QMS and AMET continually improves its effectiveness in accordance with

the requirements of the International Standard ISO 9001:2015.
While establishing and implementing the QMS, AMET has

a) Determined the processes needed for the QMS & their application throughout

the institute.
b) Determined the sequence and interaction of these processes

c) Determined the criteria & methods needed to ensure that both the operations
& controls of these processes are effective and are incorporated in the respective

course frameworks (course documents)

d) Ensures the availability of resources & information necessary to support the

operation & monitoring of these processes.
e) Monitors, measures & analyses these processes

f) Implements actions necessary to achieve the planned results & continual

improvement of these processes.

Authorities Concerned

1. Board of Management

2. HoDs and Course in charges

3. Management Representative (MR)-QMS
4. Registrar

5. Vice Chancellor



ADMISSION POLICY

AMET deemed to be University is committed to follow the regulations and
guidelines on admissions stipulated by the statutory bodies such as University Grants
Commission (UGC) and Directorate General of Shipping (DGS), Government of India and
All India Council for Technical Education (AICTE) who have recognized the programmes.

The University shall form an Admission Committee to be headed by a retired High
Court Judge and senior faculties and renowned Academicians as members. The
Committee shall meet based on the need to plan and initiate admission related
procedures.

The Committee shall provide necessary guidance to ensure that the interests,
rights and needs prospective candidates\students who are looking for educational
opportunities in various courses at AMET deemed to be University are attended.

The University shall ensure

1. Relevant and Compressive information such as courses/programs offered,
eligibility criteria, procedure and details of common entrance test (Names
of the centres, no of papers for the written test, dates and venue of test
etc.,) shall be widely publicized as advertisements in leading National
News papers and Notified in University’s official website.

2. The University shall prepare an update prospectus which provides detailed
information on the vision and mission of the University, details of
recognition and approvals from the various statutory authorities (National
and International bodies), courses offered, with details of duration of the
course, course pattern entry requirement, eligibility details job
opportunity, mode of selection, medical standards collaborative
arrangements with International Universities, details of research programs
etc.,

3. AMET shall follow the reservation norms of the Government of India in
admission of students

4. The details of various infrastructural facilities such as an Unique Ship-in

Campus- operating in water, state of art Full Mission Ship Simulator in the

campus, library facilities, well equipped Laboratories, facilities to develop
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5.

through physical education residential and swimming pool facility, etc.,
shall also be provided in the prospectus.

The prospectus shall provide the details of academic governance of the
University. The comprehensive information in respect of students’ career
placements details shall also be provided.

Candidates who wish to apply for the various courses conducted by the
University may download the application form and after completely filling
the form, upload the same to consider their application for the entrance

test.

The University is committed to enact and follow the admission procedure which

ensures that there will be transparency in the entire admission process. Some of the

important steps to be followed for the admission are as under;

The criteria for admission to any course in the University shall be based on
the academic merit, performance in the entrance test and personal
interview.

The entrance test shall be an all India Online Examination

The list of selected candidate for admission as per the course requirements
shall be notified on the University notice board and individually intimated.
Medical fitness tests are to be done for the courses approved by DGS
Registrar shall issue Provisional Admission Letter to the selected
candidates.

In case of non-admission of the selected candidate for any reasons,
candidates who are waitlisted shall be allowed to join the program.

Concerned Authorities

1.

A

Dean Admissions

AR Academics

Admission Committee

Registrar

Vice Chancellor



FEE FIXATION POLICY

AMET deemed to be University is committed to fix the fee for various
programmes both at degree levels and short term courses, in consonance with the
guidelines given by the regulatory bodies such as University Grants Commission (UGC),
Directorate General of Shipping (DGS) and All India Council for Technical Education
(AICTE). The Admission Policy of AMET and State Government norms for fee fixation

also considered.

AMET follows UGC (Deemed to be Universities) Regulations 2016 with regard to

fee structure, fee payments and refund of fee.

The Fee Fixation Committee of AMET reviews the fee in light of the above norms

and regulations and fixes the fee.

Fee Fixation Committee (included one external member, a retired Judge) shall be

constituted as per the guidelines of Government of Tamil Nadu.

The fee structure will be reviewed by the Fee Fixation Committee and
fixes/revises the fee for various programmes. The fixed/revised fee is notified in the
prospectus after due approval from the Finance committee and Board of Management.

The committee shall consider the fee structure based on the Admission Policy of AMET.

Programme wise fee structure is provided in the Prospectus and website of the

Institution.
Refund of Fee is as per the UGC (Deemed to be Universities) Regulations 2016.

The fee such as Examination Fee and other special fee are subject to revision and

may not be covered in the prospectus/website, as these are dynamic.
AMET shall ensure that

1. The prospectus of AMET contains transparent information about the fees and

charges payable.



2. The same is also made available in AMET website which is updated periodically.

3. This declared policy (Fee Fixation Policy) shall be followed in collecting any fees
or charges.

4. AMET collects only the fee that is transparently notified in the website and
prospectus may be in full or in installments.

5. Besides, AMET does not charge/ collect any fee or other charges which are not
publically stated /notified in the Prospectus.

6. AMET does not receive any fee or payment without receipts.

7. For online payments also receipts shall be generated and issued to the students.

Concerned Authorities

1. AR Academics

2. Fee Fixation Committee
3. Registrar
4
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GOVERNANCE POLICY
Preamble

Academy of Maritime Education and Training (AMET) has been declared as
Deemed to be University (under section 3 of UGC Act 1956) in the de novo category in
marine and maritime studies. Being a unique University, AMET functions in accordance
with the guidelines provided by University Grants Commission, All India Council for
Technical Education (AICTE) and Directorate General of Shipping, the regulatory and
statutory bodies. The leadership and the management act with a clear focus spelt out by
the vision and mission that were critically evolved based on the contemporary academic

needs of the society.
Scope of the Policy

The University is basically oriented towards marine and marine related courses
and aspires to be a pioneer and sector specific University. The strategy evolved for the
present organizational goal achievement adopts a participative approach of all the
stakeholders in order to attain the highest quality in maritime education. The
perspective plan for the development of the University clearly depicts its vision to
become a global player in this specific education sector by opening its entity in

countries where there are opportunities.

The thrust of the University is on its quality management system for achieving
excellence through its national and international collaborations, demographic diversity,
academic freedom, ICT enabled campus, industry-institutional interface and the number
of elite certifications from global shipping bodies along with the distinctive list of awards

received by the institution and its core members/team.

The University is very keen on considering the Vision and Mission set forth in all

governing aspects. Vision of the University is to place AMET deemed to be University at
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the top position of prominence among the world's Maritime Universities. Mission of the
University is to be the fountainhead for nurturing finest intellectual capital base for the

maritime sector worldwide.

The University has been imparting education and training to cadets/students in
marine and marine related courses as a pioneer by starting new courses ahead of
others. This is a sector specific University unlike others that offer traditional courses. It
paves an opportunity to fulfill the dreams of young minds on contemporary fields like
Nautical Science, Marine Engineering, Shipping and Logistics, Naval Architecture,
Petroleum Engineering and more. This vision of the institution is clearly conveyed in the
mission and vision statement of the University. The mission statement of the University
defines the sector specific courses (marine and marine related courses) by offering
world class training. Vision of the University helps to maintain its tradition and inculcate
its value system in the cadets/students thereby enabling it in its march to be a leader in

Maritime education in the world. It strives to be the “Maritime Knowledge Pool”.

And thus, the Governance of the University is envisaged in view of the long term

vision and mission of the University.

The University is committed to follow the participatory governance to implement
and upkeep new and existing systems, respectively. Figure 1 summarizes the overall

structure of AMET deemed to be University Governance Policy.
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Vice Chancellor and Other decision
making bodies &nwisage the vision
and mission of the University,
propose and implement guldelines,
[‘l.ln'., procedures activities etc.:
Consider the proposals made

Participatory
HODs/Deans and other University Governance

officers and executive bodies systemol AMET Executive Bodies and HODs/Deans,

propose ta Vice Chancellor and other : ;
decision making bodies about new uslng both and other University Officers

developments or up keeping the ‘OP down and e e A
existing facilities and other bottormn up
approaches

The stakeholders needs and The effect of such implementation on

grievances are periodically the very functioning of the University

and well being of the stake holders is
reviewed by collecting feedbacks,
arriving action plan for improvement
and sustenance.

Figure 1: Participatory governance at AMET

Participatory Governance system of AMET using both top down and bottom up

approaches
Top down approach

* Vice Chancellor and Other decision making bodies envisage the vision and
mission of the University, propose and implement guidelines, plans, procedures,

activities etc.; Consider the proposals made

* Executive Bodies and HODs/Deans, and other University Officers execute the

guidelines, plans, procedures, activities, systems etc

* The effect of such implementation on the very functioning of the University and
well being of the stake holders is reviewed by collecting feedbacks, arriving
action plan for improvement and sustenance of the guidelines, plans,

procedures, activities, systems etc
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Bottom up approach
* The stakeholders needs and grievances are periodically assessed

* HODs/Deans and other University officers and executive bodies propose to Vice
Chancellor and other decision making bodies about new developments or up

keeping the existing guidelines, plans, procedures, activities, systems etc

Thus having taking all these in consideration, University shall evolve the guidelines
and procedures to establish and execute the following committees for the overall

governance of the University.

Board of Management

(Apex decision making body of the University)

Academic Council, Planning and Monitoring Board, Finance
Committee, Board of Research, International Advisory Board,
Internal Quality Assurance Cell, 1SO Quality Management
System

Board of Studies; Department Committees and Advisory Boards;
Department Meetings: HoD and Faculties; Student Union/Council-
Students ; Alumni Association-Alumni; Other stake holders

To promote the participatory Governance University shall consider the following

e To incorporate the valuable suggestions of the teaching and non-teaching staff,

cadets/students, alumni, parents, industry people in its decision making process.
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To discuss the academic, administrative, infra-structure, hostel matters and other

issues at the meetings of Directors, Deans and HODs at Department Levels

Vice-Chancellor shall convene regular meetings of the Directors, Deans and HODs

to discuss all the academic and non-academic issues before taking decisions.

The Board of Management, Planning and Monitoring Board and Academic
Council which have representatives from different departments shall ensure
effective planning and implementation of academic and non-academic
programmes.

Departmental budgets shall be given due consideration by the Finance
Committee and funds be allocated.

The University shall form and make functional the different student committees/
bodies like Students’ council, Mess Committee, Sports Council, Cultural
Committee, Leo Club, Eco Club, Peace Club etc., through which cadets/ students

give their suggestions/ grievances which are considered while taking decisions.

Overall the University shall consider the following as the prime focus in governance

1. Contributing to National Development

2. Fostering global competencies among students
3. Inculcating Value System among students

4. Promoting Use of Technology

5. Quest for Excellence

Concerned Authorities

1.
2.
3.

4
5.
6
7

The Vice Chancellor

The Registrar

Board of Management
Planning and Monitoring Board
Finance Committee

Board of Research

Student Councils

14



INFRASTRUCTURE POLICY
Scope of the Policy

University infrastructure development is a strategic process that uses a healthy
planning framework designed to deliver the University’s strategic outcomes. This policy
supports infrastructure developments in the University premises while adhering to the

University’s Mission and Vision.
Infrastructure Policy

AMET deemed to be University is committed to create, develop, provide and
maintain necessary infrastructure in all the domains. University is committed to provide

all possible modern and essential amenities and infrastructure for all the stake holders.

Establishing and maintaining a well developed infrastructure is very important for
any institutions of higher learning. AMET deemed to be University is having a vision “to
place AMET deemed to be University to a position of prominence among the world's
Maritime Universities”. Hence the infrastructure policy of the University is to ensure the
present requirements and future needs in terms of infrastructure. AMET deemed to be
University is becoming a fountainhead for nurturing finest intellectual capital base for
the maritime sector — worldwide. This is being achieved by establishing and maintaining
not only good human resource but also by offering the best and commendable physical

infrastructure for the maritime education and training.

The policy covers the following domains.

1. General Infrastructure

2. Infrastructure for teaching, learning and evaluation

3. Infrastructure for research, consultancy and extension
4. IT Infrastructure

5. Hostel infrastructure

6. Others
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Procedure and Planning

The new requirements for infrastructure developments may be discussed at
various levels of authorities such as Management Review Meeting, Academic Council
Meeting, Planning and Monitoring Board Meetings and the same be proposed in a
proper manner by appropriate authorities. The proposals shall be considered by the
Vice Chancellor/Board of Management and will be executed by the Registrar by various

administrative officers.
Priorities for Infrastructure planning

AMET deemed to be University from the inception and also during its 22 years of
journey has been established as a premier institution for Maritime Education. Hence,
self sufficient and modern infrastructure for maritime education and training shall be

created, maintained and upgraded periodically.

1. AMET will establish exclusive research centers in advanced research area in
Marine and Maritime studies

2. AMET is committed in creating, maintaining and upgrading advanced training
infrastructure for students and cadets such as Ship in campus and full mission
ship simulator for their curriculum based hands on training

3. AMET is committed to establish, maintain and upgrade various sports and

recreations facilities such as swimming pool, gyms, play grounds etc.

However, AMET deemed to be University is committed to establish and further

strengthen the infrastructure in the following aspects

1. Sporting facilities: A good university will ensure that there are facilities in place
for students to exercise their bodies as well as their minds. Hence, AMET shall
establish swimming pool, gyms, indoor sports courts, outdoor sports courts,

outdoor sports pitches and full-time staff.
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2. Medical facilities: University shall establish a fully functional medical center with

qualified doctors on service.

3. Residential facilities: Being a maritime University, AMET shall establish hostel
facilities for all the students who pursue maritime courses, since these are
residential programmes. Facilities shall be made for the residential support for
faculty members and research scholars as well. Separate hostel facilities shall be
made in service for international students. Guest houses may also be established

to make residential requirements of visitors, guests and others.

4. IT infrastructure: IT infrastructure once been considered as an advanced facility
has now become an essential facility; thanks to the technology advancements
and the role of IT infrastructure in teaching and learning. AMET deemed to be
University is committed in maintaining a 1:2 student computer ratio. AMET shall
establish a fully functional IT Support Center with well qualified technical staff.
University will be richly provided with wi-fi and 24 h internet connectivity.
University shall establish and improve many smart class rooms and other e-
learning resources.

5. Library facilities: Even in this IT era, books and library are remaining
unquestionable resources of teaching and learning both for academics and
research. AMET deemed to be University shall create a state of the art Library
which harbors facilities such as OPAC Facility, Digital Knowledge Centre, Audio-
Visual Room, Air-conditioning Reading Hall, Reprographic and scanning Facilities,

Scanning Facility etc.

Library shall be appropriately strengthened to have a separate section for

Digital Library to facilitate the access of electronic databases subscribed by the

17



institution. The University shall subscribe electronic databases apart from the
journals available on Open Access platform. AMET shall also make available other
online resources such as SCOPUS, Institute of Electrical and Electronics
Engineering (IEEE), American Society of Mechanical Engineering (ASME),
American Society of civil Engineering (ASCE), EBSCO-Business Source Elite E-
journals and DELNET Online for the benefit of research scholars and Faculty

Members involved in research.

Authorities Concerned
1. Director Administration
Chief Executive Officer
Estate Officer
Civil Engineer
Assistant Registrar-Maintenance

Registrar

N o U s~ W DN

Vice Chancellor
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POLICY ON ETHICS IN RESEARCH

AMET deemed to be University shall emphasis the following ethical principles as

top priority in all its academic and other research activities.

** Maintaining highest Honesty
< Objectivity

% Integrity

%+ Carefulness

%* Openness

+* Respect for Intellectual Property
+» Confidentiality

+* Responsible Publication

** Responsible Mentoring

** Respect for colleagues

*» Social Responsibility

** Non-Discrimination

% Competence

< Legality

¢ Animal Care

» Human Subjects Protection

The following principles are proposed as guidance to all the personal involved in
research at AMET deemed to be University and Board of Research shall monitor these

principles and guidance.
Honesty

Strive for honesty in all scientific communications. Honestly report data, results,
methods and procedures, and publication status. Do not fabricate, falsify, or

misrepresent data. Do not deceive colleagues, granting agencies, or the public.
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Objectivity

Strive to avoid bias in experimental design, data analysis, data interpretation,
peer review, personnel decisions, grant writing, expert testimony, and other
aspects of research where objectivity is expected or required. Avoid or minimize
bias or self-deception. Disclose personal or financial interests that may affect

research.
Integrity

Keep your promises and agreements; act with sincerity; strive for consistency

of thought and action.
Carefulness

Avoid careless errors and negligence; carefully and critically examine your
own work and the work of your peers. Keep good records of research activities,
such as data collection, research design, and correspondence with agencies or

journals.
Openness

Share data, results, ideas, tools, resources. Be open to criticism and new

ideas.
Respect for Intellectual Property

Honor patents, copyrights, and other forms of intellectual property. Do not
use unpublished data, methods, or results without permission. Give credit where
credit is due. Give proper acknowledgement or credit for all contributions to

research. Never plagiarize.
Confidentiality

Protect confidential communications, such as papers or grants submitted for

publication, personnel records, trade or military secrets, and patient records.
20



Responsible Publication

Publish in order to advance research and scholarship, not to advance just your

own career. Avoid wasteful and duplicative publication.
Responsible Mentoring

Help to educate, mentor, and advise students. Promote their welfare and

allow them to make their own decisions.
Respect for colleagues

Respect your colleagues and treat them fairly.
Social Responsibility

Strive to promote social good and prevent or mitigate social harms through

research, public education, and advocacy.
Non-Discrimination

Avoid discrimination against colleagues or students on the basis of sex, race,
ethnicity, or other factors that are not related to their scientific competence and

integrity.
Competence

Maintain and improve your own professional competence and expertise
through lifelong education and learning; take steps to promote competence in

science as a whole.
Legality

Know and obey relevant laws and institutional and governmental policies.
Animal Care

Show proper respect and care for animals when using them in research. Do

not conduct unnecessary or poorly designed animal experiments.
21



Human Subjects Protection

When conducting research on human subjects, minimize harms and risks and
maximize benefits; respect human dignity, privacy, and autonomy; take special
precautions with vulnerable populations; and strive to distribute the benefits and

burdens of research fairly.
Concerned Authorities

Department Research Committee
Research Monitoring Committee
Board of Research

Research Supervisors

Principal Investigators

Director, Centre for Research

Registrar

© N oo 0 &~ w DN R

Vice Chancellor
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POLICY ON CURRICULUM DEISGN AND DEVELOPMENT
Prelude and scope of the policy

AMET, the first deemed to be University in the maritime sector of India, is keen on
introducing new maritime courses and strengthen the pioneering courses introduced by
the University. A strong policy on the design and development of curriculum is being

developed based on the followings

1. Vision and mission of the University

2. Guidelines and regulations of regulatory bodies; University Grants Commission
and Directorate General of Shipping

3. Meeting up the standards and quality indicators set by other National Authorities

on Higher Education
Vision
To sustain our identity as a leader in maritime education through progressive

innovation in training, research and development that will render a brilliant future for

our students and a transformative impact on the global society.
Mission

To deliver technical knowledge and ethical values with uncompromising strides
of excellence that will make our students employable, our faculty advance their
knowledge, our staff achieves excellence and our alumni become global leaders.

Quality Policy

Academy of Maritime Education and Training (AMET) is committed to provide
highest quality in education and be the most preferred institution for pursuing marine

and marine related Programmes.
This will be achieved by consistent focus on:

i.  Providing a conducive, vibrant, progressive and enriching learning environment.
23



ii. Teaching Excellence and Research output
iii. Global outlook and engaging with the world through learning, teaching and
research
iv.  Attracting the best and the brightest students.
v.  Providing competitive advantage in gaining employment or further academic
opportunities.
vi.  Maintaining excellent links with commerce and industry both nationally and
internationally.
vii.  Complying with all applicable requirements and continually improving the

effectiveness of the Quality Management system.

Further the University shall design programme educational objectives and measures
the outcomes of each programme, in order to ensure and confirm that the institutional
mission and vision are adequately reflected in the academic programmes of the

University.

University shall establish structured systems for curriculum design and development
by involving Teachers of the Concerned Departments, Board of Studies and Academic
Council and final approval from the Board of Management which shall be constantly
monitored through several entities including Management Review Meeting. The process
shall always takes into consideration the guidelines and norms of regulatory authorities
viz., UGC, AICTE and DGS. AMET has exclusive International Board of Advisors
comprising eminent personalities in maritime field to advice on the design and

development of programmes conducted.

AMET shall follow a systematic process as per Quality Management System which
helps to monitor by collecting formal feedbacks, analyze them and arriving actions

plans, follow ups for the successful implementation of curriculum.

¢ Study on need assessment for development of a new course

24



*» ldentifying inputs for design and Development of new course
% Envisaging and ensuring the Design and Development output
++ Periodical validation of Design and Development of new courses

** Making Changes in New or Existing Courses with reference to global changes,

industry scenario, stakeholders well being and adhering the guidelines of

regulatory bodies.

% University shall also exercise great emphasize on ensuring employability,

innovation and research in the curriculum and new course design and

development

Besides, University shall endeavor to fulfill the following indicators and key points

for excellence.

1.
2.

Curriculum design is aligned with the institutional goals and objectives.
Curriculum design and development is done through a well defined
process.

Curricula developed/ adopted have relevance to the local/
national/regional/global developmental needs.

Employability & entrepreneurship, pursuit of higher knowledge, overall
development of students are major considerations in the design and
development of the curriculum.

Developing global competencies

Consultation with academic experts, industry/employment sector /alumni
/ other stakeholders within and outside the institution for developing the
curricula.

The curriculum in flexible and offer choices for students

Courses provide adequate opportunities for additional/ supplementary /
enrichment courses along with their regular curricula.

The course delivery system and examinations processes are transparent

25



10. The curriculum is flexible for enrichment
11. Structured feedback from stakeholders and peers is to evolved and

sustained
Concerned Authorities

Board of Management

Academic Council

Vice Chancellor, Registrar, Controller of Examinations
Dean Academics

Dean, Curriculum Development

Board of Studies of respective programmes

N o u &~ w bnNhDoRe

HoD’s and Faculty
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POLICY ON CURBING THE MENACE OF RAGGING
Preamble

AMET deemed to be University is aware of the fact that prevention and
prohibition of ragging in institutions imparting higher education in the Country is a great
concern. Regulations have been framed by various apex bodies of higher education in
the Country such as UGC, AICTE etc. In view of the directions of the “UGC regulations on
curbing the menace of ragging in higher educational institutions, 2009” and in the
commitment of AMET deemed to be University in prohibiting, preventing and

eliminating the scourge of ragging, this policy is being made.

Ragging

As per UGC Regulations 2009, ragging constitutes one or more of any of the

following acts:

a) Any conduct by any student or students whether by words spoken or written
or by an act which has the effect of teasing, treating or handling with rudeness a

fresher or any other student.

b) Indulging in rowdy or in disciplined activities by any student or students which
causes or is likely to cause annoyance, hardship, physical or psychological harm

or to raise fear or apprehension thereof in any fresher or any other student.

c) Asking any student to do any act which such student will not in the ordinary
course do and which has the effect of causing or generating a sense of shame, or
torment or embarrassment so as to adversely affect the physique or psyche of

such fresher or any other student.

d) Any act by a senior student that prevents, disrupts or disturbs the regular

academic activity of any other student or a fresher.
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e) Exploiting the services of a fresher or any other student for completing the

academic tasks assigned to an individual or a group of students.

f) Any act of financial extortion or forceful expenditure burden put on a fresher

or any other student by students

g) Any act of physical abuse including all variants of it: sexual abuse, homosexual
assaults, stripping, forcing obscene and lewd acts, gestures, causing bodily harm

or any other danger to health or person;

h) Any act or abuse by spoken words, emails, post, public insults which would
also include deriving perverted pleasure, vicarious or sadistic thrill from actively

or passively participating in the discomfiture to fresher or any other student.

i) Any act that affects the mental health and self-confidence of a fresher or any
other student with or without an intent to derive a sadistic pleasure or showing
off power, authority or superiority by a student over any fresher or any other

student.
Commitments of AMET deemed to be University in Prohibiting Ragging

1. University shall not permit or condone any reported incident of ragging in any
form; and take all necessary and required measures, to achieve the objective of
eliminating ragging, within the institution or outside

2. University shall take action in accordance with UGC Regulations against those
found guilty of ragging and/or abetting ragging, actively or passively, or being
part of a conspiracy to promote ragging.

3. University shall make all possible ways to implement the policy of antiragging
such as displaying banners, notifying in the University website and printed in the
brochures, academic calendar etc about various act of ragging, the information

on antiragging committee and contact numbers of all the authorities involved.
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4. University shall make it compulsory that application for admission, enrolment or

registration must be accompanied by an Anti Ragging affidavits signed by

students and Parent/Guardian.

5. The details of Anti-Ragging Helpline shall be widely displayed in the University

Hostels, Campus etc.

Punishment for Ragging

The Anti-Ragging Committee of the institution, depending on the nature and

gravity of the guilt of ragging shall award, to those found guilty, one or more of the

following punishments, namely;

1.
2.

10.

Suspension from attending classes and academic privileges

Withholding/ withdrawing scholarship/ fellowship and other benefits.
Debarring from appearing in any test/ examination or other evaluation
process.

Withholding results.

Debarring from representing the institution in any regional, national or
international meet, tournament, youth festival, etc.

Suspension/ expulsion from the hostel.

Cancellation of admission.

Rustication from the institution for period ranging from one to four
semesters.

Expulsion from the institution and consequent debarring from admission
to any other institution for a specified period.

Any other punishments as suggested by the Committee
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Anti-ragging Committee

The AMET deemed to be University ant ragging committee constitutes
The Vice Chancellor (Chairman)

The Registrar

HoD's nominated by Vice Chancellor

Hostel Wardens

Ao

Inspector of Police of Kanathur Police Station
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POLICY FOR THE PREVENTION, PROHIBITION AND PUNISHMENT OF SEXUAL
HARASSMENT OF WOMEN

PREAMBLE

This policy for the prevention, prohibition and punishment of sexual harassment
of women is formulated to prevent sexual harassment of women on the campus. The
policy extends to all students, faculty, staff, officers, residents and visitors of the
University. The Committee will take cognizance of all forms of sexual harassment
towards women and will promote gender sensitisation. This is also in tune with the
concern expressed by the University Grants Commission about ensuring safe

environment for women students and employees in educational institution

The Committee Against Sexual Harassment (CASH) is the body constituted by
AMET deemed to be University in consonance with the Sexual Harassment of Women at
the Workplace (Prevention, prohibition and redressal) Act 2012 and as per the
Guidelines and Norms prescribed by the Supreme Court. AMET deemed to be University
is committed to provide a place of work and study free of sexual harassment,

intimidation, and/or exploitation.
Constitution of Committee Against Sexual Harassment (CASH)

AMET deemed to be University Committee Against Sexual Harassment (CASH)

constitutes the following members approved by the Vice Chancellor.

A Senior Lady Faculty as Convener

A nominee of the Vice Chancellor preferably an external member
Teaching/ Non Teaching Faculty Member(s)

Lady Warden(s)

Aol A

Girl Student Representative(s)
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Definition of Sexual Harassment

Sexual harassment includes any one or more of the following unwelcome acts or

behavior (whether directly or by implication) namely
e physical contact and advances
o ademand or request for sexual favours
o making sexually coloured remarks
e anyunwelcome messages through telephone orinternet
e showing pornography

any other unwelcome physical, verbal or non-verbal conduct of a sexual nature

Procedure for Registering Complaints

All complaints must be brought by the complainant in person or in instances
brought by another person on behalf of the complainant. In exceptional cases, third
party/witness complaints may be entertained. Complaints can be lodged directly with
any member of the Committee Against Sexual Harassment (CASH), or through existing
channels for lodging grievances. If the complaint is made through any such channel, the
person to whom the complaint is made should bring it to the notice of the Committee

within two working days of its receipt by her/him.
Procedure to be followed by the Committee

On receipt of a complaint the Committee shall record it to writing. Within ten
days of the receipt of a complaint, the Committee must determine whether a prima
facie case of sexual harassment is made out. It shall carefully consider the complaint
and may hear the complainant and the defendant and/or any other relevant person to
determine whether an enquiry by the Committee is to be instituted. Due attention must
be paid to confidentiality of the complainant and the defendant. The Committee shall

enquire into the complaint of sexual harassment following procedures in conformity
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with the principles of natural justice and gender sensitivity. The Committee is
empowered to take steps to settle the matter under the new Act to the satisfaction of
the complainant before initiating a formal enquiry into the matter. After concluding its
enquiry, the Committee shall prepare a detailed and written report of its findings. The
enquiry report shall specify the details of the charge(s) against the defendant, the
statements made and evidence presented in the enquiry and a discussion of the reasons
upon which the findings arrived at by the Committee. The Committee shall provide a
report of its findings to the employer within 10 days of completion of inquiry and such
report shall be made available to the concerned parties. In the event that the
Committee finds the defendant guilty of sexual harassment, it shall also recommend the
nature of disciplinary action to be taken taking into consideration the gravity of the
offence of which he has been found guilty and the impact on the complainant. The
disciplinary action will commensurate with the nature and impact of the sexual
harassment. It shall also recommend whether after disciplinary action has been taken,
the University Administration should publicize the identity of the offender, the

misconduct and the disciplinary action taken.
Punishments for the proven Sexual Harassment

The punishments listed below are indicative, and shall not constrain the AMET
deemed to be University and Committee Against Sexual Harassment (CASH) from

considering others.

In the case of academic/administrative/technical/ non teaching staff/management,

the recommended disciplinary action could be one or more of the following:
1. Warning
2. Written apology
3. Bond of good behaviour

4. Gender sensitization
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5. Counselling

6. Adverse remarks in the Confidential Report
7. Debarring from supervisory duties

8. Suspension

9. Denial of membership of statutory bodies
10. Denial of re-employment

11. Stopping of increments/promotion

12. Reverting, demotion

13. Transfer

14. Dismissal

15. Withdrawal of residential facilities and prohibition from entry on the campus etc.
16. Any other relevant mechanism.

In case of students, the recommended disciplinary action could be:
1. Warning

2. Written apology

3. Bond of good behaviour

4. Gender sensitization

5. Counselling

6. Debarring entry into a hostel/ campus

7. Withholding results

8. Debarring from exams

9. Debarring from contesting elections
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10. Debarring from holding posts

11. Suspension for a specified period

12. Expulsion/ Rustication

13. Denial of admission

14. Declaring the harasser as "persona non grata" for a stipulated period of time

15. Any other relevant mechanism.
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POLICY FOR PREVENTING ALCOHOL AND DRUG ABUSES

4+ The University is committed to promoting and maintaining a work and academic
environment that is free from illegal alcohol and drug use and abuse, in
accordance with all laws of the Nation existing in force. Students and employees
are prohibited from being in the campus under the influence of alcohol or illegal

drugs.

+ The University policy for preventing alcohol and drug abuses prohibits the
unlawful possession, use, or distribution of illicit drugs and/or alcohol on the

campus including hostels and at University-sponsored events held off campus.

4+ The University offers information to students about drug and alcohol abuse and

counseling for the students through Student Mentors

4+ Any student/employee admitting to or convicted of the unlawful possession, use,
or distribution of illicit drugs and alcohol on the campus or at University
sponsored events, will be subject to disciplinary action (up to and including

termination/expulsion from the University) by the Disciplinary Committee.
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AMET ACADEMIC INTEGRITY AND PLAGIARISM POLICY
Preamble

AMET deemed to be University strongly believes that academic integrity is the
foremost of all academic accomplishments. Both in teaching and research, the
University committed to promote high levels of ethics and honesty. University has
constituted a Research Ethics Committee and also fixed norms for considering original
works and limits for the plagiarism in all academic and research endeavors. University
has purchased license for the use of Plagiarism detection software URKUND which is

approved and recommended by the INFLIBNET, UGC.

Besides, during September 2017, University Grants Commission has issued a
draft University Grants Commission (Promotion of Academic Integrity and Prevention of
Plagiarism in Higher Education Institutions) Regulations 2017 to recommend some
institutional mechanism to eliminate plagiarism. In this context, University formalize its
views and commitments towards maintaining our academic integrity and attending
plagiarism issues through a formal policy, termed as AMET ACADEMIC INTEGRITY AND
PLAGIARISM POLICY — 2017.

Definitions

These definitions are essentially provided in the UNIVERSITY GRANTS COMMISSION
(PROMOTION OF ACADEMIC INTEGRITY AND PREVENTION OF PLAGIARISM IN HIGHER
EDUCATION INSTITUTIONS) REGULATIONS — 2017 (DRAFT)

a. Academic Integrity is the intellectual honesty in proposing, performing and
reporting any activity, which leads to the creation of intellectual property.

b. Plagiarism means an act of academic dishonesty and a breach of ethics. It
involves using someone else's work as one's own. It also includes data plagiarism
and self plagiarism.

Objectives
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1. To educate all Faculty, Research Scholars and Students of the University to get
awareness about academic integrity and plagiarism

2. To promote academic integrity in all academic accomplishments through
identified mechanisms

3. To establish, operate, monitor and evaluate centralized mechanisms for

plagiarism issues
Detection of Plagiarism

1.  University would use URKUND, plagiarism checking software recommended by
the INFLIBNET UGC or as recommended by the INFLIBNET now and then.

2. Other appropriate online plagiarism checking tools shall also be used for
detecting plagiarism

3. Al MS/M.Phil., dissertations and Ph.D., Theses needs a plagiarism report from
URKUND while submission

Commitments

1. University, through its various academic and research bodies, would conduct
awareness programmes, workshops, seminars and other events for the
promotion of academic integrity and curb the issue of plagiarism on periodical
intervals

2. University would establish following two committees as per the
recommendations given in UNIVERSITY GRANTS COMMISSION (PROMOTION OF
ACADEMIC INTEGRITY AND PREVENTION OF PLAGIARISM IN HIGHER EDUCATION
INSTITUTIONS) REGULATIONS — 2017 (DRAFT)

a. Academic Misconduct Panel (AMP)
b. Plagiarism Disciplinary Authority (PDA)
3. University would adopt UGC recommendations for categorizing level of

plagiarisms and appropriate penalties for the same
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4.

In Core area such as hypothesis, research objectives, results, conclusion etc,
University adopt zero plagiarism policy

In other areas such as introduction, review of literature etc University adopt the
UGC recommendations as suggested in UNIVERSITY GRANTS COMMISSION
(PROMOTION OF ACADEMIC INTEGRITY AND PREVENTION OF PLAGIARISM IN
HIGHER EDUCATION INSTITUTIONS) REGULATIONS —2017.
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CHOICE BASED CREDIT SYSTEM (CBCS)
PRELUDE

AMET deemed to be University is India’s first University in Maritime Education
and only University in India with membership in the International Association of
Maritime Universities (IAMU) among the 37 members in the World. AMET deemed
to be University is approved by the University Grants Commission (UGC) and All
India Council for Technical Education (AICTE). AMET has been accredited by
National Assessment and Accreditation Council (NAAC). AMET has adopted the
Choice Based Credit System (CBCS) from 2015 onwards, as per the guidelines of the
University Grants Commission (UGC). With reference to the AICTE model curriculum
for engineering, technology and Management programmes, AMET has totally
upgraded its CBCS regulations, curricula and syllabi of all programmes and other
mandatory courses. This AMET CBCS Regulations 2018 (Regulation D) is applicable
for the students registering from 2018-19 academic year onwards. These
regulations provide an insight into the essence of CBCS system at AMET with special

reference to its unique programmes.
1. PRELIMINARY DEFINITIONS AND NOMENCLATURE
In this Regulation, unless the context otherwise specifies:
i. “University” means AMET deemed to be University, Chennai.
ii. “Head of the Institution” means The Vice Chancellor.

iii. “Dean, Academics” means the authority of the University who is responsible
for all academic activities for the implementation of relevant rules and

regulations.

iv. “Controller of Examinations” means the Authority of the University who is

responsible for all activities of the Examinations of the University Departments.
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v. “Dean, Curriculum Development” means the Professor in-charge for the

overall design, development and implementation of the curriculum.

vi. “Head of the Department” means Head of the University Department

concerned.

vii. “DGS Programme” means the programme that follows the norms of

Directorate General of Shipping, Government of India norms

viii. “Non- DGS Programme” means the programme not coming under DGS but

those follows the University Grants Commission norms

i. “Regulation” means a manuscript that contains the principles and standards
designed to control or govern the conduct or provide direction at a more

detailed level.

ii. Choice Based Credit System (CBCS): The CBCS provides choice for students to

select from the prescribed courses (core, elective or soft skill courses).

iii. Credit: A unit by which the course work is measured. It determines the number
of hours of instructions required per week. One credit is equivalent to one
hour of teaching (lecture or tutorial) or two hours of practical work/field work

per week.

iv. Grade Point: It is a numerical weight allotted to each letter grade on a 10-point

scale.

v. Grade Point Average (GPA): It is a measure of performance of work done in a
semester. It is ratio of total credit points secured by a student in various
courses registered in a semester and the total course credits taken during that

semester

.Cumulative Grade Point Average (CGPA): It is a measure of overall cumulative

\"

performance of a student over all semesters. The CGPA is the ratio of total
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credit points secured by a student in various courses in all semesters and the
sum of the total credits of all courses in all the semesters.

vii. Letter Grade: It is an index of the performance of students in a said course.
Grades are denoted by letters O, A+, A, B+, B, C,Pand F

viii. “Degree” means academic award conferred upon a student on successful

completion of a programme designed to achieve the defined attributes

ix. “Discipline” means Branch or Specialization in UG and PG programmes, like

Marine Engineering, Petroleum Engineering, Marine Biotechnology, etc

X. “Programme” means Certificate/Diploma/Under Graduate/Post Graduate

programme.

xi. “Course” means a Theory or Laboratory subject that is normally studied in a
semester, like Theory of Ships, Ship Masters Business, Marine Auxillary

Machines, Marine Food Technology etc... Including practical subjects

xii. “Curriculum” means a planned sequence of Instruction for a programme. It
may incorporate the planned interaction of pupils with instructional content,
materials, resources, and processes for evaluating the attainment of

educational Objectives.

xiii. “Objective” means the specific aim of the respective course which is being
tried to achieve.
xiv. “Program Educational Objectives (PEO)”means broad statements that

describe the career and professional accomplishments that the programme is
preparing the graduates to achieve.

xv. “Program Outcome” means narrower statements that describe what students

are expected to know and be able to do by the time of graduation.

xvi. Academic Year: Two consecutive (one odd + one even) semesters constitute

one academic year
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xvii.Semester: Each semester will consist of 15-18 weeks of academic work
equivalent to 90 actual teaching days. The odd semester may be scheduled

from July to December and even semester from January to June.

xviii. Transcript or Grade Card or Certificate: Based on the grades earned, a grade
certificate shall be issued to all the registered students after every semester.
The grade certificate will display the course details (code, title, number of
credits, grade secured) along with SGPA of that semester and CGPA earned till

that semester (provided they pass without any arrears).
2. ADMISSION PROCEDURE

Students for admission to the first semester of the

i. Undergraduate (UG) programme shall have a PASS in Higher Secondary
Examination (10 + 2) or its equivalent examinations as approved by the
University.

ii. Post Graduate (PG) programme shall have a PASS in relevant UG

programme with required eligibility

The eligibility criteria shall be as prescribed by the Academic Council of the

University from time to time.

iii. All DGS programmes shall follow the eligibility requirements of DGS All
Non-DGS programmes shall follow the eligibility requirements of

UGC/AICTE

Lateral entry for B.E./B.Tech., programmes is permitted for admission to the

third semester by following eligibility conditions as provided in Annexure 1and 2.
3. PROGRAMMES OFFERED

A student may be offered admission to any one of the programmes of study
approved by the Academic Council of the University. List of programmes being offered
by the University are provided in the University website and Prospectus.
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4.STRUCTURE OF THE PROGRAMMES

Every UG/PG programme will have a curriculum with syllabi consisting of
Theory and Laboratory courses that shall be categorized as Fundamental, General
Engineering, Core, Professional Electives, Open Electives, Soft Skills, Employability
Enhancement Courses (Internship, Project Work, Industrial Visit etc.), Extra-Curricular
Activities (NSS & Club activities), Mandatory Courses (like Environmental Studies, PT
and Parade, Indian Constitution, Essence of Indian Traditional knowledge) and Value

Addition Courses (additional courses apart from curriculum).

CREDIT ASSIGNMENT

Each course is assigned certain number of credits based on the following:

contact period in a week Credit
1 Lecture Period 1
1 Tutorial Period 1
2 Practical Periods (Laboratory/ Seminar / Project Work / etc.) 1

The Contact Periods per week for Tutorials and Practical can only be in multiples of

two.

NUMBER OF COURSES PER SEMESTER

Generally, Six Theory courses with / without two or three Laboratory courses is
assigned each semester. However the total number of courses shall not exceed 10 for
the Non — DGS programmes (excluding the extracurricular courses). For DGS
Programmes, it may be higher than 10 based on the DGS norms. Soft Skill course and

Employability Enhancement Course(s) such as STCW may also be included in a

particular semester
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CHOICE BASED CREDIT SYSTEM

Choice Based Credit System (CBCS) is a choice available to students to select
from among a large number of courses. It may be:

> Supportive to the discipline of study
» Providing an expanded scope
> Enabling an exposure to some other discipline/domain

> Nurturing student’s proficiency/skill.

Categorization of Courses

Every B.E. / B. Tech. Programme will have a curriculum with syllabi consisting of

theory and practical courses that shall be categorized as follows:

.

vi.

Humanities and Social Science (HS) include courses such as Technical
English, Employability Skills, Engineering Ethics and Human Values,
Communication Skills Environmental Science and management

courses.

Basic Science (BS) include courses such as Mathematics, Physics,

Chemistry etc.

Engineering Science (ES) include courses such as Engineering practices,
Engineering Graphics, Basics of Electrical / Electronics / Mechanical /
Computer Engineering etc.

Professional Core courses (PCC) include the core courses relevant to
the chosen specialization/ branch.

Professional Elective courses (PEC) include the elective courses

relevant to the chosen specialization/ branch.

Open Elective Courses (OEC) include the courses relevant to the
chosen specialization / programme which a student can choose from
the curriculum of other B.E. / B. Tech. /BBA /B.Com programmes and
the courses offered by the Departments under the Faculty of Science

and Humanities
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Vii.

viii.

Employability Enhancement Courses (EEC) includes Project Work

and/or Internship, Seminar, Professional Practices, Case Study and

Industrial/Practical Training.

Mandatory Courses (MC) include courses in which credits are to be

acquired as part of degree requirements and shall be awarded grades

but shall not be part of either GPA (or) CGPA.

UG Engineering and Technology Programme

Range of Suggested
s, Category Credits Breakfjown of
Credits ( for
No. Min Total=160)
1. Humanities and Social Sciences (HS) 10 12*
2. Basic Science (BS) 20 25%*
3. Engineering Sciences(ES) 20 24*
4, Professional Core Courses (PCC) 40 48*
5. Professional Elective Courses (PEC) 15 18*
6. Open Elective Courses (OEC) 10 18*
7. Employability Enhancement Courses (EEC) 15 18*
8 Mandatory Courses (non- Credit)
Total minimum credits to be earned for completion of UG 160

Engineering and Technology programme
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UG BBA/B.Com Programme

Category

Range of Credits

Suggested
Breakdown of

S.No .
(Min) Credits ( for
Total=132)
1. Core Course 66 74
2. Elective Course 28 32
3. Ability Enhancement Courses(AEC) 06 10
4, Skill Enhancement Courses (SEC) 12 16
Total minimum credits to be earned for completion of UG
132
BBA/B.Com Programme
PG MBA Programme
Range of Suggested
Credits Breakdown of
Credits ( for
S.No. Categor Min
gory Total=102)
1. Core Courses 48 54
2. Elective Courses 36 42
3. Internship/ Field work 06 06
102

Total minimum credits to be earned for completion of PG MBA
Programme
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PG Engineering Programme

Range of Suggested
Credits Breakdown of
Credits ( for
S.No. Categor Min
gory : Total=70)
1. Basic Science (BS) 03 03
2. Research Methodology and IPR 03 03
3. Professional Core Courses (PCC) 18 20
4. Professional Elective courses (PEC) 12 15
5. Open Elective Courses (OEC) 03 03
6. Internship/Dissertation 18 26
Total minimum credits to be earned for completion of PG 70
Engineering Programme

PG Science Programme

Science Programme

S. Category Suggested Breakdown of Credits
( for Total=90)
No.
4. Core Courses 74
5. Elective 09
courses
6. Open Elective Courses (OEC) 04
7. Employability Enhancement Courses (EEC) 03
Total minimum credits to be earned for completion of PG 90

Note: B.Sc (Nautical Science) & B.E (Marine Engineering) courses follow the
guidelines of Director General of Shipping
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Personality and Character Development (No Credits):

Students will be encouraged to enroll in any one of the personality and
character development programmes (NSS/Sports/YRC/NCC) and undergo training for
about 40 hours and attend a camp for seven days. The training shall include classes on

hygiene and health awareness and also training in first-aid.

¢ National Service Scheme (NSS)/NCC will have social service activities in and

around the University.
e Sports will have sports, Games, Drills and Physical exercises.

e Youth Red Cross (YRC) will have activities related to social services in and
around the University. The training activities will be carried out during the

weekends and the camp will normally be during the vacation.
Industrial Training /Internship:

The students should undergo Industrial training/Internship for a period as
specified in the Curriculum during summer / winter vacation. The training has to be

undergone continuously for the entire period.

The Industrial Training / Internship is mandatory for students to complete the
Programme and should earn the credit under EEC category. The credits earned will be

indicated in the Grade Sheet.
Industrial Visit:

Every student is required to undergo one Industrial visit for every semester,
starting from the third semester of the Programme. The Heads of Departments shall

ensure that necessary arrangements are made in this regard.

Online Courses / Self Study Courses:

e The student eligibility criteria for self-Study/online courses is that the student
does not have current arrears and maintains an average GPA of 7.0 and
above.
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e Students may be permitted to earn maximum six credits through online
courses / Self Study courses with the approval of Head of the Department.

e Online courses completed with certificates issued by recognized agencies
will be considered for credit allocation as given below

4 weeks course = 1 credit
8 weeks course = 2credit

12 weeks course = 3 credit

Additional Credits:

The credit earned for the extra-curricular activities will be reflected in the mark
statement. However it will not be considered for the calculation of CGPA. The students
can choose either NSS/NCC/YRC or any other club activities to earn the credit. Several
activities will be organized by the Club Coordinators at regular intervals. The students
should participate minimum of four activities in a year (i.e., 2 per semester) to earn one
credit. The coordinators are responsible for the evaluation process and he/she can issue

participation certificate, endorsed by the Head of the Department.
Enrolment in the Courses:

Students of any programme appearing for a semester shall register themselves
to the Courses pertaining to that semester (not applicable for First& Second Semester)
in prescribed applications through HoD and shall be submitted to the COE before
commencement of the semester/within a week time after commencement of the

current semester.

Students can themselves choose their Programme Specific Electives offered in
those semesters. In case of open electives students shall choose elective courses

offered by other Departments but not from their parent Departments.

For courses where in students have arrears, may enroll and register at the time of arrear

examinations.
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Each student, shall be assigned to a mentor who shall advice and counsel the
student about the details of the academic programme and the choice of courses based

on the student’s academic background and career objectives.

Depending on academic and non academic resources available to each
programme, courses offered may vary. Students will get a chance to make their own
plan of study by changing the pace with which they study (fast/ normal/slow) and to opt

for a faculty member of their choice.

The number of credits registered in a semester should not be less than 14 credits
and can have a maximum of 30 credits for UG Engineering/ Science Programmes. The
number of credits registered in a semester should not be less than 10 credits and can

have a maximum of 25 credits for PG Engineering/Management/Science Programmes.

Every student shall enroll for the courses of the succeeding semester during the

current semester.

The enrollment for all the courses of the Semester will commence 10 working
days prior to the last working day of the preceding semester. However, the student is
allowed to register for the course, wherein the student has been stopped due to

shortage of attendance in previous semester.

The Heads of the department concerned shall confirm the enroliment of students

before the commencement of the respective semester.

After registering for a course, a student shall attend the classes, satisfy the
attendance requirements, earn Continuous Assessment marks and appear for the End

Semester Examinations.

The student shall enroll for the courses with the guidance of the Mentor. If the
student wishes, the student may drop or add courses within five working days after the
commencement of the concerned semester and complete the registration process duly

authorized by the Mentor. Also the student is allowed to register for courses in which
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the student has failed earlier though he has not enrolled at the end of previous

semester as abovementioned.
Flexibility to Add or Drop course:

Students have the option of registering for additional courses or dropping

existing courses.

A student has to earn the minimum number of credits specified in the curriculum
of the respective Programme of study in order to be eligible to obtain the degree.
However, if the student wishes, he/she is permitted to earn more than the number of
credits prescribed in the curriculum. The student shall register for the project work in

the pre final/final semester only.
Reappearance Registration:

If a student fails in a course, the student shall take it as an arrear. The student
can retain the already earned Continuous Assessment marks for two subsequent
appearances only and there after he/she will solely be assessed by End Semester
Examination. If the student has failed/lack of attendance in a professional elective or an
open elective course, the student may register for the same or any other professional
elective or open elective course respectively in the subsequent semesters. The student

who fails in any Laboratory Course shall also take it as an arrear.
Medium of Instruction:

The medium of instruction and usage is English for all Courses, Examinations, Seminar

presentations and Project / Thesis / Dissertation reports.
5. DURATION OF THE PROGRAMMES

A student is normally expected to complete the 4 years UG programme in 8
Semesters but in any case not more than 8 years (16 Semesters),3 years UG

programmes in 6 Semester but in any case not more than 6 years (12 Semesters) and
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2 year PG programmes in 4 Semester but in any case not more than 4 years (8

Semesters).

Each semester shall normally consist of 90 working days (including
examination days). The Head of the Department shall ensure that every teacher
imparts instruction as per the number of hours specified in the syllabus covering the

full content of the syllabus.

The extension of period for the completion of the Programme over and
above the stipulated the period mentioned in 5.1. can be made on a special approval
by the Vice Chancellor of the University besides a penal fee prescribed there for, from

time to time.

6. REQUIREMENTS FOR APPEARING FOR THE END SEMESTER EXAMINATION OF A
COURSE

A student who has fulfilled the following conditions shall be deemed to
have satisfied the attendance requirements for appearing for End Semester
Examination of a particular course. Ideally every student is expected to attend all
periods and earn 100% attendance from the number of teaching days for that

semester.

However, for the DGS programmes, a student should secure not less than 90%
attendance (out of number of teaching days) course wise taking into account the
number of hours required for that course as specified in the curriculum (including

Laboratory course).

For the Non DGS programmes student should secure not less than 75%
attendance (out of number of teaching days) course wise taking into account the
number of hours required for that course as specified in the curriculum(including

Laboratory course).
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A student shall normally be permitted to appear for End semester
examination of the course if the student has satisfied the attendance requirements
and has registered for examination in those courses of that semester by paying the

prescribed fee.

Students of DGS programmes with more than 75% and less than 90%
attendance out of number of teaching days including Laboratory courses will have to
re-appear for the courses as Arrears in the subsequent semesters by fulfilling the

requirements

Students of Non- DGS programmes with more than 65% and less than
75% attendance out of number of teaching days including Laboratory course will have
to re-appear for the courses as Arrears in the subsequent semesters by fulfilling the

requirements.

Students(Non-DGS) with attendance percentage of more than 40% and
less than 65% shall have to re-appear for the courses as Arrears in the subsequent
semesters by fulfilling the requirements and with due approval from the Head of the

Institution with the recommendations of the Department Committee.

Students who do not satisfy stipulated attendance requirements (vide
clauses 7.1 to 7.6) will not be permitted to write the End-Semester Examination of that
course. The students of Non-DGS programme has to re-register (re-do) in a subsequent
semester when it is offered next by taking a break of study. Students of DGS

programme, the period of completion of course will be extended as per DGS norms.

Student who has already appeared for a course in a semester and passed
the examination is not entitled to reappear in the same course for improvement of

letter grades / marks.

If a student indulges in malpractice in any of the examinations, the

student shall face the Exam Malpractice Enquiry Committee and will be liable for
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punitive action the number of hours required for that course as specified in the

curriculum (including Laboratory course).

A student shall normally be permitted to appear for End semester
examination of the course if the student has satisfied the attendance requirements
and has registered for examination in those courses of that semester by paying the

prescribed fee.

Students of DGS programmes with more than 75% and less than 90%
attendance out of number of teaching days including Laboratory courses will have to
re-appear for the courses as Arrears in the subsequent semesters by fulfilling the

requirements.

Students of Non- DGS programmes with more than 65% and less than
75% attendance out of number of teaching days including Laboratory course will have
to re-appear for the courses as Arrears in the subsequent semesters by fulfilling the

requirements.

Students(Non-DGS) with attendance percentage of more than 40% and
less than 65% shall have to re-appear for the courses as Arrears in the subsequent
semesters by fulfilling the requirements and with due approval from the Head of the

Institution with the recommendations of the Department Committee.

Students who do not satisfy stipulated attendance requirements (vide
clauses 7.1 to 7.6) will not be permitted to write the End-Semester Examination of
that course. The students of Non-DGS programme has to re-register (re-do) in a
subsequent semester when it is offered next by taking a break of study. Students of
DGS programme, the period of completion of course will be extended as per DGS

norms.
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A student who has already appeared for a course in a semester and
passed the examination is not entitled to reappear in the same course for
improvement of letter grades / marks. If a student indulges in malpractice in any of
the examinations, the student shall face the Exam Malpractice Enquiry Committee

and will be liable for punitive action
Assessment for laboratory courses:

Every laboratory exercise / experiment shall be evaluated based on the
student performance during the laboratory class and the student’s record maintained
by him/her. The criteria for arriving at the Continuous Internal Assessment marks of

40 in practical examinations
1. Record Note Book : 10 Marks
2. Observation/Class note : 15 Marks
3. Practical Performance during classes : 15 Marks
Total : 40 Marks

The criteria for arriving end semester practical examination out of 60.

1. Practical examination : 30 Marks
2. Result : 10 Marks
3. Viva Voce : 20 Marks

Total : 60 Marks

The University examinations for Laboratory courses will be of 2 or 3 hours duration
and shall normally be conducted between November and December for the Odd

Semester and between April and May for the Even Semester.
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Assessment for project work:

Project work may be assighed to a single student or to a group of
students not exceeding 8 per group for DGS Programmes and 4 per group for Non-
DGS Programmes. However, in PG programmes projects are to be done individually by
each of the students.

The criteria for arriving at the Continuous Internal Assessment marks of
50 for the Project Works

1. Internal Review | 20
2. Internal Review Il 30
Total : 50 marks

HOD shall form a Project Review Committee where HOD is the Chairman
along with two faculty members of whom, one shall be compulsorily the Project
Guide/Supervisor. This Project Review Committee shall review student projects and

award internal marks

The criteria for arriving at the End Semester External marks of 50 for the

Project Works
1. Project Evaluation/Dissertation 30
2. Viva Voce 20
Total : 50 marks

1. The students are expected to submit the Project Report on or before the date

prescribed by the Project Review Committee.

2. The University Examination for a Project Work shall consist of evaluation of the
final project report submitted by the student or students of the Project group
by an external examiner followed by a Viva-Voce examination conducted
separately for each student/group by a committee formed by HOD consisting
of the three members i.e., One External Examiner, the Guide and HOD as

Chairperson. If the project report is not submitted within the stipulated time,
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an extension of time up to a maximum limit of 15 days may be given ( as a
special case) for the submission of project work with due approval obtained

from the Head of the Department.

3. If the project report is not submitted even beyond the extended time then the
student(s) is deemed to have failed in the Project Work and has to submit the
same in the subsequent semester, when offered next, and repeat the project

work again by paying prescribed fee.
Assessment for online courses:

Students may be permitted to earn credit through online courses
(which are provided with certificate from known sources such as Course Era, NPTEL
and other MOOC based platforms with the approval of Departmental Committee and

subject to a maximum of six additional credits for the entire programme.
7. PASSING REQUIREMENTS

The Passing requirement for a student in a course is determined
statistically based on the analysis of the marks obtained both in Continuous Internal

Assessment (CIA) and End Semester Examinations (ESE).

Passing criteria for Under Graduate courses:

Continuous End Semester | Overall passing
Assessment minimum
minimum
Theory NIL 45 %(27 out of 60 | 50 % in CIA and ESE
marks) together
Practical | NIL 50% (13 out of 25 | 50 % in CIA and ESE
marks) together

*for selected specialized courses in certain programmes such as B.Sc -
Nautical Science the pass percentage differs, which is notified in the
curriculum.
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Passing criteria for Post Graduate courses:

Continuous End Semester | Overall passing
Assessment minimum
minimum
Theory NIL 50 %(30 out of 60 | 50 % in CIA and ESE
marks) together
Practical NIL 50 % (13 out of 25 | 50 % in CIA and ESE
marks) together

e If astudent has failed, in a theory or practical the student may be
permitted to register for the same in the subsequent semesters

e If a student fails to secure a PASS in project / mini project work,
the student shall register for the course again, when offered
next.

8. PROVISIONS FOR REVALUATIONS:

Students are entitled to apply for revaluation of answer scripts by
paying prescribed fee. Students can also get the photocopy of the answer scripts (first
valuation only) by paying prescribed fee. If the difference in marks between first and
second valuation (revaluation) is more than 15 marks with change in the result, then

the answer script has to undergo for third valuation.

Further, the third valuation has to be carried even though there is no
change in result and the difference in marks between first and second valuation

(revaluation) is more than 30 marks.

Revaluation is not permitted for laboratory course / Mini project /
Project work. To appear for Laboratory arrear examination, the student should
complete minimum required experiments which will be recommended by the Head of

the Department.
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9. AWARD OF LETTER GRADES:

Numerical weight allotted to each letter grade on a 10-point scale for

UG course except for some subjects in B.Sc. Nautical Science.

Letter Grade Grade Point | Percentage of marks

O (Outstanding) 10 100

A+(Excellent) 9.0-9.9 Marks =90 and Marks <99
A(Very Good) 8.0-8.9 Marks > 80 and Marks < 89
B+(Good) 7.0-7.9 Marks > 70 and Marks <79
B(Above Average) | 6.0-6.9 Marks > 60 and Marks < 69
C(Average) 5.0-5.9 Marks =50 and Marks < 59
RA (Re Appear) 0.0-4.9 Marks <50

Ab (Absent) 0 Absent

Numerical weight allotted to each letter grade on a 10-point scale for few subjects of

B.Sc. Nautical Science.

Letter Grade Grade Point | Percentage of marks

O (Outstanding) 10 100

A+(Excellent) 9.0-9.9 Marks 290 and Marks <99
A(Very Good) 8.0-8.9 Marks > 80 and Marks < 89
B+(Good) 7.0-7.9 Marks = 70 and Marks <79
B(Above Average) 6.0-6.9 Marks = 60 and Marks < 69
RA (Re-Appear) 0.0-3.9 Marks <40

AB (Absent) 0
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Numerical weight allotted to each letter grade on a 10-point scale for all PG courses

Letter Grade Grade Point | Percentage of marks

O (Outstanding) 10 100

A+(Excellent) 9.0-9.9 Marks 290 and Marks <99
A(Very Good) 8.0-8.9 Marks > 80 and Marks < 89
B+(Good) 7.0-7.9 Marks > 70 and Marks <79
B(Above 6.0-6.9 Marks > 60 and Marks < 69
Average)

C(Average) 5.0-5.9 Marks >50 and Marks < 59
P (Pass) 40-49 Marks > 40 and Marks <49
RA (Re Appear) 0.0-4.9 Marks <50

Ab (Absent) 0

10. CALCULATION OF GPA & CGPA

The calculation for GPA and CGPA is as follows

Sum of the multiplication of grade points by the credit of the Course

GPA =

Sum of the credits of the subiects passed in a Semester

Sum of total semester credits x GPA

CGPA =

Sum of credits of all semester

GPA and number of credits will not be displayed for students who have not cleared

all the subjects.
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11 ELIGIBILITY FOR THE AWARD OF DEGREE

A student shall be declared to be eligible for the award of the Under Graduate/ Post Graduate

degrees provided the student has

i. Successfully gained the required number of total credits as specified in the curriculum

corresponding to the student’s programme within the stipulated time.
12 CLASSIFICATION OF THE DEGREE AWARDED

Following classification is made during the award of the degree

Category Requirements

First class with exemplary CGPA of not less than 9.0 in the first appearance

First class with distinction CGPA of not less than 7.5 but below 8.9 in the first
appearance

First Class CGPA of not less than 6.0 within the stipulated
period

Second Class CGPA below 6.0 within the stipulated period

13 BREAK OF STUDY FROM A PROGRAMME

A student is permitted to go on break of study for a maximum period of one year either as

two breaks of one semester each or a single break of one year on health grounds.

The student applying for break of study to The Registrar in advance, in any case, not later
than the last date of the respective semester shall submit application through the Head of the

Department.

The students permitted to rejoin the programme after break of study / prevention due to

lack of attendance, shall be governed by the Curriculum and Regulations in force at the time
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students rejoining in new Regulations shall apply to The Registrar through Head of the
Department at the beginning of the readmitted semester itself for prescribing
additional/equivalent courses, if any, from any semester of the regulations in- force, so as to

bridge the curriculum in-force and the old curriculum.

If a student has not reported to the department for a period of a semester without any
intimation, the name of the student shall be deleted from the enrollment and shall be
permitted to rejoin on the approval of the Registrar. The student rejoining shall apply to The
Registrar through Head of the Department at the beginning of the readmitted semester itself
for prescribing additional/equivalent courses, if any, from any semester of the regulations in-

force, so as to bridge the curriculum in-force and the old curriculum.
of rejoining. The
12 REVISION OF REGULATIONS, CURRICULUM AND SYLLABI

The University may from time to time revise, amend or change the Regulations,

Curriculum, Syllabus and Scheme of examinations through the Academic Council.

The University shall revise the regulations based on the guidelines of DGS, UGC and AICTE

issued from time to time

The University has the right to implement any reforms in the above regulations and may

come into force upon formal notification.
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OUTCOME-BASED EDUCATION (OBE)
Definition

Outcome-Based Education (OBE) is a student-centric teaching and learning methodology in which
the course delivery, assessment are planned to achieve stated objectives and outcomes. It focuses

on measuring student performance

i.e. outcomes at different levels.

Some important aspects of the Outcome Based Education

1. Course is defined as a theory, practical or theory cum practical subject studied in a

semester. For Eg. Engineering Mathematics

2. Course Outcome (CO) Course outcomes are statements that describe significant
and essential learning that learners have achieved, and can reliably demonstrate at
the end of a course. Generally three or more course outcomes may be specified for

each course based on its weightage.

3. Programme is defined as the specialization or discipline of a Degree. It is the
interconnected arrangement of courses, co-curricular and extracurricular activities
to accomplish predetermined objectives leading to the awarding of a degree. For

Example: B.E., Marine Engineering
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Knowledge levels for assessment of Outcomes based on Blooms Taxonomy

Level | Parameter Description

K1 Knowledge It is the ability to remember the previously learned
material/information

K2 Comprehension It is the ability to grasp the meaning of material.

K3 Application It is the ability to use learned material in new and concrete
situations

K4 Analysis It is the ability to break down material/concept into its
component parts/subsections so that its organizational
structure may be understood

K5 Synthesis It is the ability to put parts/subsections together to form a new
whole material/idea/concept/information

K6 Evaluation It is the ability to judge the value of
material/concept/statement/creative material /research report)
for a given purpose

The 12 Graduate Attributes in Outcome Based Education

1.

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

fundamentals, and an engineering specialization for the solution of complex engineering

problems.

Problem analysis: Identify, formulate, research literature, and analyse complex

engineering problems reaching substantiated conclusions using first principles of

mathematics, natural sciences, and engineeringsciences.

Design/development of solutions: Design solutions for complex engineering problems

and design system components or processes that meet the specified needs with

appropriate consideration for public health and safety, and cultural, societal, and

environmental considerations.
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4.

10.

11.

12.

Conduct investigations of complex problems: The problems:

that cannot be solved by straightforward application of knowledge, theories and
techniques applicable to the engineering discipline.

4 that may not have a unique solution. For example, a design problem can be
solved in many ways and lead to multiple possible solutions. that require
consideration of appropriate constraints/requirements not explicitly given in the

& problem statement. (like: cost, power requirement, durability, product life,
etc.)which need to be defined (modeled) within appropriate mathematical
framework.

& that often require use of modern computational concepts and tools.

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

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

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

Ethics: Apply ethical principles and commit to professional ethics and responsibilities
and norms of the engineering practice.

Individual and team work: Function effectively as an individual, and as a member or
leader in diverse teams, and in multidisciplinary settings.

Communication: Communicate effectively on complex engineering activities with the
engineering community and with t h e society at large, such as, being able to
comprehend and write effective reports and design documentation, make effective
presentations, and give and receive clear instructions.

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

Life-long learning: Recognize the need for, and have the preparation and ability to
engage in independent and life-long learning in the broadest context of technological
change
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Programme Outcomes (POs) for Engineering and Technology Programmes

1.

2.

10.

11.

12.

Engineering knowledge

Problem analysis
Design/development of solutions
Conduct investigations of complex problems
Modern tool usage

The engineer and society
Environment and sustainability
Ethics

Individual and team work
Communication

Project management and finance

Life-long learning

Programme Outcomes (POs) for General Higher Education Programmes

(three years programmes)

1.

2.

3.

Critical Thinking

Effective Communication
Social Interaction

Effective Citizenship

Ethics

Environment and Sustainability

Self-directed and Life-long Learning
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UNIVERSITY CODE OF CONDUCT HAND BOOK FOR THE STAKEHOLDERS
CODE OF CONDUCT HAND BOOK FOR THE STAKEHOLDERS
Students
Teachers
Governing Body
Administration
Support Staffs
Powers and Limitations of the Board of Management

The Board of Management shall be the principal organ of management and the
apex executive body of the Institution Deemed to be University, with powers to make

rules of the Institutions Deemed to be University.

The Board of Management shall be the final decision making body of the Institution
in respect of every matter of the Institution Deemed to be University, including the

academic, administrative, personnel, financial, developmental matters.

The Board of Management shall not infringe upon the powers of the respective
authorities provided under the Regulations; and where any authority has been given
advisory/recommendatory powers, the Board of Management shall obtain

advice/recommendations from such authority, before deciding on any matter before it.

The Board of Management may, by a resolution, delegate to the Vice-Chancellor or
any other officer/faculty or to a Committee of Officers/faculties of the institution deemed
to be university, such powers as it may deem fit, subject to the condition that the action
taken by the Vice-Chancellor or the officer/faculty or the committee in the exercise of the

powers so delegated, shall be reported at the next meeting of the Board of Management.
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Powers and Functions of the Academic Council :
The Academic Council shall have the following powers and duties, namely

o To consider matters of academic interest either on its own initiative or at the

instance of the Board of Management or those proposed by the
o departments / faculties and to take appropriate action thereon;

o To exercise general supervision over all academic work of the institution deemed to
be university and to give direction regarding methods of instruction,evaluation, and

improvements in academic standards;

o To promote research within the institution deemed to be university and to acquire

reports on such researches from time to time;

o To prescribe courses/programmes of study leading to degrees and diplomas of the
institution deemed to be university;To make arrangements for the conduct of

examinations in conformity with the Bye-Laws;

o To appoint examiners, moderators, tabulators and such other personnel for

different examinations;
o To maintain proper standards of the examinations;

o To recognize diplomas and degrees of universities and other Institutions and to
determine equivalence with the diplomas and degrees of the

institutionsdeemed to be university;
o Tosuggest measures for departmental co-ordination;
o To make recommendations to the Board of Management on:
o Measures for improvement of standards of teaching research and training;
o Institution of Fellowships, Travel Fellowships, Scholarships, Medals, Prizes etc.;

o To recommend to the Board of Management, the establishment or abolition of

departments / centers; and
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To frame rules covering the academic functioning of the institution deemed to be
university, admissions, examinations, award of fellowships and studentships, free-

ships, concessions, attendance, discipline, residence etc.

To appoint sub-committees to advise on such specific matters as may be referred

to it by the Board of Management;

To consider the recommendations of the sub-committees and to take such action

as the circumstances of each case may require;

To take periodical review of the activities of the Departments / Centres and to take
appropriate action with a view to maintaining and improving standards of

instruction;

To recommend institution of teaching posts (Professors, Associate Professors and
Assistant Professors) to the Board of Management; and To exercise such other
powers and perform such other duties as may be conferred or imposed upon it by

the Rules

Planning & Monitoring Board :

O

O

O

The Planning & Monitoring Board shall be the principal Planning Body of the

institution deemed to be university and shall be responsible for the monitoring
of the development programmes of the Institution deemed to be University.

The Vice-Chancellor and the Registrar shall be the Chairman and Secretary,
respectively, of the Planning & Monitoring Board, which may include 7 members,
internal to the Institution Deemed to be University, and three Experts of eminence

from outside the Institution..

The constitution, powers and functions of the Planning & Monitoring Board shall be

prescribed by the Rules.
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o The Planning & Monitoring Board shall have the right to advise the Board of
Management and the Academic Council on any matter which it considers necessary

for the fulfillment of the objectives of the institutions deemed to be university.

o The recommendations of the Planning & Monitoring Board shall be placed before

the Board of Management for consideration and approval
Powers and Functions of the Finance Committee:

o To consider the annual accounts and financial estimates of the institution deemed

to be university and submit them to the Board of the Management for its approval,;

o To consider and recommend the annual budget and revised estimates to the Board

of Management

o To fix limits of the total recurring expenditure and the total non-recurring
expenditure of the year based on the income and resources of the institution

deemed to be university
Board of Studies :

There shall be one Board of Studies for each Department of the institution deemed to

be university.
o The Board of Studies of each faculty / Department shall consist of :
o Dean of faculty / Head of the Department — Chairperson
o All Professors of the faculty / Department

o Two Associate Professors of the faculty / Department by rotation based on inter-se-

seniority

o Two Assistant Professors of the faculty / Department by rotation based on inter-se-

seniority

o Not more than 2 persons to be co-opted for their expert knowledge including those

belonging to the profession or industry concerned
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Officers of the Institution Deemed to be University
Chancellor

The institution deemed to be university shall have a Chancellor who shall, when
present, preside over the convocations of the institution deemed to be university but shall

not be the Chief Executive Officer.

The Chancellor, who shall be appointed by the sponsoring body, shall hold office for
a period of 5 Years from the date of first assuming office, and shall be eligible re-

appointment for one more term.

Where power is conferred upon the Chancellor to nominate persons to authorities,
he/she shall, to the extent necessary, nominate persons to represent the various interests

for the furtherance of the objectives of the institutions deemed to be University
Pro Chancellor

The Sponsoring body of the Institution deemed to be University may also appoint a
person as a Pro Chancellor, whose role would be limited to carrying out the tasks assigned
to the Chancellor in these Regulations, when the latter is not available for carrying out the
same. The Pro Chancellor, if so appointed, shall hold office for a period co-terminus with

that of the Chancellor.
Vice-Chancellor:

The Vice-Chancellor shall be a whole time salaried officer of the Institution deemed to
be University and shall be appointed by the Chancellor from a panel of three names

suggested by the Search-cum-Selection Committee.

o The Vice-Chancellor shall be the Principal Executive Officer of the institution
deemed to be university and shall exercise general supervision and control over the
affairs, and shall be mainly responsible for implementation of the decisions of all its

Authorities.
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The Vice-Chancellor shall be the Ex-officio Chairperson of the Board of
Management, the Academic Council, the Finance Committee, the Planning &

Monitoring Board, and Selection Committees;

The Vice-Chancellor shall have the power to convene or cause to be convened

meeting of the various authorities of the institution deemed to be university;

The Vice-Chancellor may, if he / she is of the opinion that immediate action is called
for on any matter, exercise any power conferred upon any authority of the
institution deemed to be university under these Regulations and Rules of the
Institution Deemed to be University, and take such action or proceed to take such
action and shall report to the authority concerned on the action taken by him / her

on such matters;

Provided that if the relevant authority mentioned in clause (ii) herein above is of
the opinion that such action ought not to have been taken, it may refer the matter

to the Chancellor whose decision thereon shall be final.

Provided further that if any person in the service of the institution deemed to be
university is aggrieved by the action taken by the Vice - Chancellor under the said
clause, he / she shall have the right to appeal against such decision to the Board of
Management within 30 days from the date on which such action is communicated
to him / her and thereupon the Board of Management shall call the matter in a
subsequent meeting and may confirm, modify or reverse the action taken by the

Vice-Chancellor.

It shall be the duty of the Vice-Chancellor to ensure that Regulations and Rules of
the institution deemed to be university are duly observed and implemented; and,

he/she shall have all the necessary powers in this regard.

All powers relating to the proper maintenance and discipline of the institution

deemed to be university shall be vested in the Vice-Chancellor.
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o The Vice-Chancellor shall exercise all other powers as may be delegated to him/her

by the Board of Management.

o The Vice-Chancellor shall have the power to re-delegate some of his/her powers to
any of his/her sub-ordinate Officers with the concurrence and approval of the

Board of Management.

o The Vice-Chancellor shall exercise such other powers and perform such other

functions as may be prescribed by the Regulations, Rules and Bye-Laws.

Pro Vice-Chancellor

o The post of the Pro Vice-Chancellor may be created in an Institution Deemed to be

University by the Board of Management.

o Provided that in respect of Institutions managed and controlled by the Central
Government or State Government, the prior approval of the appropriate

government shall be obtained before the creating the post

o The Pro Vice-Chancellor shall be appointed by the Board of Management on the

recommendations of the Vice-Chancellor.

o The Pro Vice-Chancellor shall hold Office co-terminus with the Office of the Vice-

Chancellor

o The Pro Vice-Chancellor shall have the powers and duties as prescribedby Rules of

the Institution deemed to be University.
Registrar

o The Registrar shall be a whole time salaried officer of the institution deemed to be
university and shall be appointed by the Board of Management on the

recommendations of the Selection Committee
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The Registrar shall ex-officio Secretary of the Board of Management, the Academic
Council and the Planning and Monitoring Board, but shall not be deemed to be a

member of any of these authorities.

The Registrar shall be directly responsible to the Vice-Chancellor and shall work

under his direction.
The following shall be the duties of the Registrar : -

To be the custodian of the records and the funds and such other property of the
institution deemed to be university as the Board of Management may commit to

his / her charge;

To conduct the official correspondence on behalf of the authorities of the

institution deemed to be university;

To issue notices convening meetings of the authorities of the institution deemed to
be university and all Committees and sub-Committees appointed by any of these

authorities.

To maintain the minutes of the meetings of all the authorities of the institution
deemed to be university and of all the Committees and sub-Committees appointed

by any of these authorities.

To make arrangements for the examinations conducted by the institution deemed

to be university;

To represent the institution deemed to be university in suits or proceedings by or
against the institution deemed to be university, sign powers of attorney and

perform leadings or depute his / her representatives for this purpose;

To enter into agreement, sigh documents and authenticate records on behalf of the

institution deemed to be university;
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o To make arrangements to safeguard and maintain the buildings, gardens, office,
canteen, cars and other vehicles, laboratories, libraries, reading rooms, equipment

and other properties of the institution deemed to be university;

o To perform such other duties as may be specified in the Rules of the Institution
Deemed to be University, or as may be assigned by the Board of Management or

the Vice-Chancellor from time to time.
Controller of Examinations :
o The Controller of Examinations shall be appointed by the Board of Management

o The Controller of Examinations shall ensure that all the specific directions of the
Board of Management, Academic Council and Vice-Chancellor in respect of

examination and evaluation are complied with.
Finance Officer / Finance Controller

o The Finance Officer/ Finance Controller shall be a whole time salaried officer of the
institution deemed to be university and shall be appointed by the Board of

Management.

o The emoluments and other terms and conditions of service of the Finance Officer/
Finance Controller shall be as may be prescribed by Rules of the institution deemed

to be university.

o The Finance Officer/ Finance Controller shall work under the direction of the Vice-
Chancellor and shall be responsible to the Board of Management through the Vice-

Chancellor.

o He/she shall be responsible for the preparation of annual budget, estimates and
statements of account for submission to the Finance Committee and the Board of

Management.
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o He / she shall be responsible for the management of funds and investments of
institution deemed to be university, subject to the control of Board of

Management.
Other Academic Roles and Responsibilities

Dean: The Departments dealing with allied subjects could be grouped into faculties. Each

faculty may be headed by a Dean.

Director: The Director will be appointed by the Vice Chancellor with special power to

handle the departmental/School Activities.
Head of the Department:

There shall be a Head of the Department for each of the Department in the
institution deemed to be university who shall be appointed by the Vice-Chancellor from

amongst the Professors of the Department.

Provided that if there is no Professor in the Department or there is only one
Professor in the Department whose term as Head of the Department is ending, the Vice-

Chancellor may appoint an Associate Professor as Head of the Department.

The term of the Head of the Department shall normally be 3 years and he / she

shall be eligible for reappointment for one more term, but not for two consecutive terms.

The powers and functions of the Head of Department shall be prescribed by Rules

of the institution deemed to be university.

Miscellanneous matters pertaining to authorities of the Institution Deemed to be
University: If any question arises, as to whether any person has been duly nominated or
appointed as, or is entitled to be a member of any authority or any committee of the
Institution Deemed to University, the matter shall be referred to the Chancellor, whose

decision thereon shall be final and binding.

Any member, other than an ex-officio member of any authority, may resign by a

letter addressed to the Registrar and the resignation shall take effect as soon as it is
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accepted by the Chancellor or the Chairperson of the Board of Management, as the case
may be. Sudden vacancies among the members of any authority or any Committee of the
Institution Deemed to be University shall be filled by the respective authority, as soon as

may be, and within a period of six months.

A person shall be disqualified for being chosen as, and for being a member of any of the

authorities of the Institution Deemed to be University;

If he/she is of unsound mind

If he/she is an un-discharged insolvent

If he/she has been convicted by a court of law for an offence involving moral turpitude
If he/she has not been appointed as per the provisions of these Regulations

NOTE:

If any question arises as to whether a person is or has been subjected to any
disqualifications mentioned above, the question shall be referred for decision to

the Chancellor, whose decision shall be final and binding
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CODE OF CONDUCT FOR THE STUDENTS

The following Rules and Regulations are to be strictly followed by all the students including

the International students in order to maintain absolute discipline in the class room as well as in

the campus to maintain the reputation of the UNIVERSITY.

IN THE CAMPUS

To conduct yourselves in the Campus, Hostels and in other premises of the University in a

dignified and courteous manner.

O

To follow decent and appropriate dressing manners in classroom and outside.

To access all educational opportunities and benefits available at the Campus and make

good use of them.
To keep a low profile and avoid loud conversations or arguments.
To avoid public demonstrations and other civil disturbances.

To be studious and devoted to your objective of completion of your course, with

distinction.

To participate in all fire drill / demo of fire extinguishers.

Do not involve in activities considered as ragging which is a criminal offence.

Do not indulge in any conduct which leads to lowering of the esteem of the University
Smoking is prohibited within all AMET buildings and hostels.

Any act within the campus that may violate or spoil the academic atmosphere in the
University will not be tolerated. Students found guilty of such offences will be dismissed

with immediate effect.

Do not tamper with fire fighting equipment / alarm panels / fire hydrant hose pipe and
systems, since they are provided only for safety and making damage to them will be

construed as criminal offence.
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Students should be present in the class room at least five minutes prior to the starting of

the class. Students coming late will not be permitted to sit in the class room.
Students are to be present themselves with smart turnout.
Male cadets are not permitted to wear ear rings / nose stud etc.

During the stay at AMET, electronic gadgets like cell phones, iPods, Walkman, etc., or any

other such things are not allowed in the classrooms, library, examination halls, etc.
Class leader is required to call the faculty if he is not present in the class on time.

All the students are to bring their own text books, note books and other instruments as

necessary for the subjects. Borrowing of any kind is not permitted.

The Class Leaders and Cadet Captains are to maintain absolute discipline in the class room

at all times even if faculty is not available for any reason.

Proper mark of respect should be given when the faculty or other teaching staffentering

the class room.

Students are required to maintain strict audience at the time of lecture hours. Students
are to prepare and attend all class tests without fail whenever the faculty informs them.
Submission of assighments to be made on time. Failing to do so will result in imposing of

penalty. Plagiarism of any kind is strictly not permitted.

Academic performance along with general behavior reports of the students will be sent to

their sponsors / parents / guardians periodically.

Consumption of Alcohol, distributing to others, Smoking, usage of Drugs or any other
prohibited materials in the campus or outside are to be strictly avoided. Violation of the

above will result in dismissal with immediate effect.

Deck and Engine Cadets are expected to attend Parade, Physical Training and Roll Calls

without fail. Failure to do so will lead to punishment and fine.
IN THE HOSTEL (Including International Students)

Students themselves keep rooms neat and clean.
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No waste materials are to be strewn on the hostel floor. No refuse is to be thrown out of

the window.
Clothes are to be dried strictly on the clothing lines only, provided in the corridors/rooms.

To keep hostel corridors and the bathrooms neat in hygienic condition. To keep the hostel

walls free of scribbling and graffiti.

Do not carry cooked food into the hostel. Do not host birthday parties or other

celebrations inside the hostel.
To report health problems to warden and seek immediate medical treatment.

Consumption of Alcohol, distributing to others, Smoking, usage of Drugs or any other
prohibited materials hostel or outside are to be strictly avoided. Violation of the above will

result in dismissal with immediate effect.

Do not remain in the Hostel during University hours. Entry into hostel during University

hours is not permitted.
Absentees without prior permission will be severely dealt with as per the prevailing rules.

Do not possess or use weapons, explosives or anything that causes injury / damage to the

life and limb or body of any human being or property

Students are to maintain strict silence in the hostel premises during study hours from 8.45

p.m. to 10.15 p.m.
Cadets are permitted to go out everyday from 1600-1830 hours for his evening hours.

No guest/visitors are permitted to go to the hostels. They are permitted to meet at the

reception only.

For the grant of leave, all the cadets have to get a letter from parents/relatives. They also
have to obtain the permission of Deans/HODs. Emergency leave can be granted by the

Duty Officer.
Do not enter into any arguments or disobey the instructions of Duty Officers and Wardens.

Do not walk alone after dark and avoid unlit areas.
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o Do not carry more cash than you need and stay away from strangers in any cash / banking

transactions.
o Do not discuss travel plans or other personal matters with strangers.
o To pay extra attention to your surroundings especially when you are off- campus.
o To carry an identity card issued by the University when you go outside the campus.

o Students found guilty of violating the rules of the Hostel will be dismissed with immediate

effect.
FOR THE INTERNATIONAL STUDENTS

o Do not forget to carry copies of your passport as well as a copy of the residential permit

issued by the Office of the Foreigners' Registration Office.
o Torespect the laws of the country as well as the Norms of the University.

o To respect the cultural and social values nurtured and followed by the people of this

country.
o Torespect the cultural and social values nurtured and followed by people of this country.

o Anti-social and anti-national activities, misbehavior, violence and unethical activities will
be dealt with in accordance with State and Central Laws in force. AMET will not take
responsibility for any criminal acts committed inside or outside the campus by the

international students.

o To ensure possession of IELTS Standard English minimum grade of 5.5 in each Listening,
Writing, Reading, Speaking and Passport well in advance for applying visa. It is the

responsibility of each cadet.

o Do not own or rent a two wheeler or four wheeler. AMET will not approve request letter

from International students seeking permission to secure driving license.

o Students should surrender their original passport and Residential permit into the custody

of University - Centre for International Relations during their period of stay at AMET.
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PUNISHMENT FOR FORGERY

Students are expected to make original of their credentials available for screening during
registration every session or at any time the University may require from them. Any student who
gains admission into the University with forged certificates of credentials does so at his/her own
peril. Any student found to have done so, at any stage of the programme stands expelled from

the college.

Any student found not to have met the college advertised entry requirements at the time

of his/her admission may have his/her admission withdrawn.
ACADEMIC PERFORMANCE

Cadets/Students who do not meet the stringent Academic Standards of the University will

be warned, and their parents informed.
CADETS' APPEARANCE

Male cadets: Only a short hair cut is permitted. Cadets with long hair will be dealt with on
arrival. No cadet is to sport a beard during the tenure of training. (Sikh cadets are exempted).
Moustache, if any, should be properly trimmed. Female Cadets: Hair should be put up and not let

loose when in uniform.
COMMUNICATION

Only English language must be spoken in the University.
DISCIPLINE

Strict discipline to be maintained at all times. Any breach of discipline will be seriously
dealt with. Repeated disciplinary offences will result in imposition of fines or suspension from
class or immediate dismissal from the University. Cadets/Students must show ability to dress

smartly and neatly. Good hygiene and personal habits are appreciated.
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SAFETY

Cadets/Students must observe Safety requirements at the Workshops, and during ship
visits. Accidents do not happen - they are caused. Cadets must comply with University safety

regulations which include the use of Safety equipment while doing practicals in Workshops.

It becomes incumbent on everyone to be safety conscious, and to take action whenever an
unsafe situation is observed. Each cadet/student has responsibility to have due regard for his/her

own safety and for the safety of others.

The University will not be responsible for any accident or injury that the cadet/student may

sustain during the course of the training.
PUNCTUALITY

Cadets/Students are expected to be punctual to all classes and for all other course related

activities.
MEETING WITH PARENTS / GUARDIANS

Periodical Meetings will be conducted for the parents / guardians with prior intimation to

discuss on matters of academic/disciplinary problems of their son/ward.
MUSICAL GADGETS

Cadets/Students must not use radios or cassette recorders within the University precincts
in @ manner which will disturb others and If complaints are received the equipment will be

confisticated.
SWIMMING POOL

The Swimming pool is strictly out of bounds to cadets when not accompanied by an
instructor. Cadets should enter the pool only during the timings allotted for them. Strict

disciplinary action will be taken against defaulters in this regard.
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BREACH OF CODE

The following acts of misconduct will result in dismissal: Assault Willful damage to
University Property Disobedience of lawful command Intimidation, Coercion and/or interference

with other cadets. Gambling If found with alcohol content of more than 0%.
SMOKING: Smoking is prohibited within the University precincts.
GAMBLING: Gambling in any form is not permitted within the University precincts.

ALCOHOL AND DRUGS: No alcohol or drugs are permitted within the precincts of the University.

Defaulters will be dismissed.

OFFENSIVE WEAPONS: Offensive weapons must not be brought in to the University or kept in the

University.
DISCIPLINARY RULES

All disciplinary rules will be followed very strictly. Any violation may lead to dismissal from
the course of study. All matters and disputes related to admission to AMET are subject to legal

jurisdiction of courts at Chennai only.
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SERVICE RULES
(UNIVERSITY TEACHING AND NON TEACHING EMPLOYEES)
PREAMBLE
General

These rules applied to all officers, teaching and non-teaching staff including regular and

contract employees.
CHAPTER-I

CLASSIFICATION, EMOLUMENTS, QUALIFICATION AND CONDITIONS OF SERVICE OF TEACHING
AND OTHER ACADEMIC STAFF

a) Approved post of the University
The following are the approved posts of AMET University and the number of posts against
each category will be decided by the Board of Management, from time to time based on the
requirements of the University

Vice Chancellor
Registrar
Additional Registrar

Controller of Examinations
Finance Controller
Chief Executive Officer

Director of Administration / Joint Registrar
ADMINISTRATIVE STAFF
Deputy Registrar

Advisor (Security and Vigilance)
Public Relations Officer
Medical Officer
Assistant Registrar
Purchase Officer
Duty Officer
Section Officer
Assistant Section Officer
Cashier
Accountant
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Receptionist
Assistant

Attender

Office Assistant
TECHNICAL STAFF
Asst. Executive Engineer
Technical Officer
Inventory Auditor
Asst. Technical Officer
Technical Assistant
Laboratory Assistant
Chief Electrician

Band Master
Swimming Coach
Electrician

Plumber

Carpenter

Xerox Operator
Games Marker

Lift Operator

Laundry Assistant

HOSTEL ADMINISTRATORS
Chief Wardens

Senior Wardens
Residential Wardens
Women Wardens

Partial Wardens
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MAINTENANCE STAFF
Sergeant

House Keeping Supervisors
House Keeping staff
Gardeners

TRANSPORT SERVICES
Vehicle Manager

Asst. Vehicle Manager
Drivers

Vehicle Cleaners
SECURITY SERVICES
Assistant Security Officer
Fire Officer

Security

TEACHING STAFF

The Principal, DGS Courses
Director/Deans

Professor/Director of Physical
Education/Librarian

Associate Professor
Assistant Professor

Asst. Librarian

Research Assistant

Head — Work shop Training
Workshop- in-charge
Technical Teacher (Senior)
Technical Teacher
Workshop Instructor

Laboratory Instructor



b) Recruitment and Qualification

The teacher of the Deemed University shall be appointed by the duly constituted
Selection Committee. The qualification for appointment of teaching staff shall be prescribed by
the University Grant Commission and the Directorate General of shipping. The Vice-Chancellor
shall have powers to appoint non-teaching staff, on the recommendations of a Selection
Committee constituted by him. Such appointments made shall be placed before the Board of
Management for approval or ratification, as the case may.
c) Emoluments

The pay and allowances of the employee shall be fixed by the Board of
Management with reference to the guidelines issued by the UGC from time to time. Subject to
the provisions of these Rules pay and allowances of an employee shall accrue from the date of
commencement of his/her service and shall cease to accrue from the date of cessation of his/her
service.

d) Probation and Confirmation
All employee of the Deemed University shall be required to be on probation for a

period of one year from the date of joining duty. This rule does not apply to such person
employed on contract basis. An employee shall be considered to have been, when his/her
probation is declared and written order issued to that effect. The period of probation may be
extended at the discretion of the Board of Management. If at the end of extended period of
probation, the probationer’s work is found to be unsatisfactory his/her service shall be dispensed
without notice. A probationer is not entitled to be confirmed or to be treated as a permanent

staff by the reason of his/her completing probation period.

1) Teaching Staff:

If an employee opts for resignation from the services or the Management
willing to terminate the services of employee at the end of the academic year one-month notice
shall be given on either side or one-month salary shall be payable in lieu of one-month notice
period as the case may be. However, the said resignation/termination is opted /imposed during

the middle of the academic year as the case may be; the notice period shall be three months or
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three months’ salary in lieu of said notice period. However, this clause will not be applicable to
the incumbent who is implicated with any disciplinary issue and found guilty of charges framed
against him/her at the end of disciplinary proceedings.

2) Non-Teaching Staff:

If an employee opts for resignation from the services or the management
willing to terminate his/her services, one month’s notice shall be given on either side or one-
month salary shall be payable in lieu of the one month’s notice period as the case may be.
However, this clause will not be applicable for an incumbent who is implicated with any
disciplinary issue and found guilty of charges framed against him/her and the end of the
disciplinary proceedings.

If the appointment is by promotion from the lower post, the employee is
required to be on probation for a period of one year from the date of joining in the higher post, If
his/her service is found to be unsatisfactory by Board of Management his/her probation shall be
extended further and thereafter, the appointment of probationer is liable to be reverted back to
lower post/terminated at any time during the probation if his/her service found to be
unsatisfactory without assigning any reason and without notice or compensation in lieu of notice
at the discretion of the Board of Management.

On satisfactory completion of the period of probation, the Board of Management
may confirm an employee if found satisfactory in the service by a written order in the post
he/she was recruited. If he /she is not confirmed by receiving a letter of confirmation in writing
his/her probationary period shall automatically stand extended till the date of his/her
confirmation.

e) Promotion

1) Teaching Staff:
All the employees of Deemed University are eligible for further promotion considering the
unblemished service rendered in their respective categories. Promotion for the teaching staff is

considered with reference to the guidelines issued by the University Grant Commission.
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2) Non-Teaching Staff:

The following qualification and experience have been prescribed for the promotion of non-

teaching staff

i) O.A. to Attender - 10" std. (SSLC) qualification with minimum three years’ experience in

Vi)

vii)

AMET

Attender to ASSISTANT —Any Degree with minimum three years’ of working
experience at AMET

Assistant to Assistant Section Officer - Any degree with minimum five years’ of
working experience at AMET with Diploma in Computer Application or working
computer knowledge/office automation.

Assistant section Officer to section Officer — A PG Degree with minimum ten years’ of
working experience at AMET with Diploma in Computer Application or working
Computer knowledge/ shall acquire the PG Degree within a reasonable period

Section Officer to Assistant Registrar — A PG degree with minimum fifteen years of
working experience in AMET with Diploma in Computer Application or working
Computer knowledge.

The Board of Management will have the right to relax any of the conditions such as
qualifications, experience, age, etc. in deserving cases of all posts.

However, for the posts like Assistant Registrar/Deputy Registrar retired persons with
working experience of not less 20 years of service, in similar capacity, in the State and
Central Governments/Universities/Public Sector Undertaking whose age limit does

not exceed 65 years can also be considered for direct appointment.

3) Workshop Instructors:

After completion of two years of service the work instructors shall be designated as

workshop instructors and after completion of two years of service in the post of workshop

instructors they may be re-designated as technical teacher and on completion of 5 years of

service they may be re-designated as technical teachers (seniors) subject to the conditions that

their performance in their field shall be satisfactory and they are not implicated any disciplinary

issue and found guilty of charges framed against them.
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f) Increment

1) Granting of increment shall be considered and effected only in the month of July every year
for the permanent employee of Deemed University. The probationers are not eligible for an
increment. An employee who has absented himself for 15 days without prior
permission/sanction either continuously or intermittently during the course of that year are
not eligible for increment. In case same mistake is committed for the subsequent year
he/she shall liable to be terminated from the service of the Deemed University.

2) Increment is granted to the permanent employee, if the performance and conduct are
reported to be satisfactory by the concerned superior/Head of department

3) The quantum of increment shall be decided after evaluating the performance of the
employee.

4) An increment shall ordinarily be drawn as matter of course unless it has been withheld. Such
increment shall be given to an employee only on production of a certificate from the officer
under whom he/she is working to the effect that work and contact of the employee during
the period which counts for the increment, have been such as to justify the grant of
increments. An increment may be withheld for the Deemed University employee if his/her
conduct has not been good or his/her works is not satisfactory and the Board of
Management is empowered to withhold increment. In such cases the authority shall intimate
the period such withhold and its effect in postponing future increment.

g) Service Record
The Service Register / Record shall be maintained for every employee showing
among other particulars like basic Bio data, the date of birth, the scale of pay on which he/she is
appointed, the increment given from time to time, leave availed, transfer/promotion,
suspension, punishments, dismissal / retirements etc. The Service Register / Record shall be

initiated after completion of one year.
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h) Resignation /Retirement

Every permanent employee may resign his/her position after giving three months’
notice in writing to the University or three months’ salary in lieu of the notice in the case of
Teaching staff. However, the said Notice period for non-teaching staff shall be one month. Every
temporary employee may resign his/her post after giving one-month notice in writing to the
University or one-month salary in lieu of the notice. The Board of Management is to accept the
resignation and waiver of the notice period. All permanent employees shall retire at the end of
the month in which they complete the age of superannuation. Provided the Board of
Management may permit the teaching staff to continue to serve after retirement as aforesaid till
the end of the academic year to ensure that the teaching work is not dislocated.
i) Re Employment of Retired Persons

The University may engage any person, who has superannuated, on contract to
serve the University in teaching and other academic activities subject to such guidelines as the
Board of Management may issue in this regard from time to time, and pay shall be fixed
according to qualification, experience in their relevant field. The merit of the candidate shall be
taken in to account during this appointment. The Board of Management is empowered to
appoint any such person with the recommendation of Selection Committee constituted in this
regard provided that no person who has attained the age of seventy years be appointed under
this option.

i) Contract Employees
Contract Employees may be appointed in vacant posts whenever the
requirement warranted. The employees appointed on contract basis shall be considered purely
on contract and they are not eligible for any other benefits apart from contract amount.
k) Visiting Faculties
Visiting faculties may be appointed by the University when exceptional

circumstances required such appointment provided that qualification experience and expertise in
their respective fields. The emoluments of the visiting faculties shall be fixed by the Board of

Management from time to time and person to person.
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CHAPTER-II

LEAVE RULES
General
1. Leave shall be granted in accordance with the “Leave Rules”.
2 Leave cannot be claimed by any employee as a matter of right.
3. The authority concerned shall be the competent authority to sanction leave.
4 Leave applied for or sanctioned under these Leave Rules may be revised or revoked by the

authority concerned depending upon the necessities and / or exigencies of work.
5. No employee shall absent himself or herself from work unless leave is sanctioned.
6. For the purpose of leave, the leave year shall be reckoned from 1st January to 31st

December every year.

7. Holidays falling within the period of leave shall be counted as part of the leave.
8. Normally leave application shall be made in prescribed forms.
9. All leave applications shall be forwarded to the authority concerned for sanctioning with

the recommendation of the concerned Head of the Department.

10. A record of all sanctioned leave shall be maintained in a register in the office and the
sanction of leave will be entered in their service book.

11.  Different kinds of leave can’t be combined.

12.  Except for earned leave and medical leave Sundays and holidays are not part of the leave.
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PART-I
KINDS OF LEAVE
Casual Leave

Every permanent employee/ probationer is entitled to avail 12 days of Casual Leave
per year. The un-availed portion of leave will lapse at the end of calendar year. For the
probationers, the casual leave will be calculated on the prorate basis and can avail one day in a
month otherwise the leave will lapse at the end of every year. Casual Leave may be sanctioned
up to a maximum of three days provided that total absence in combination with holidays that
does not exceed at a stretch. However, no Casual Leave can be applied on the reopening day of
either midterm vacation/ summer vacation. Casual Leave can be prefixed or suffixed with

holidays. The intervening holidays will not be counted as Causal Leave.

Medical Leave
Medical Leave is applicable to all the permanent employees. There is no provision for
“lapse” in Medical Leave. An employee whether teaching or non-teaching is entitled for Medical
Leave for four months through out his/her service. The eligibility of availing the Medical Leave is
given below
i) More than two years of service up to and inclusive of 5 years=30 days
ii) 5-10 years= 60 days
iii) 10-15 years=90 days

iv) Above 15 years=120 days

Medical Leave cannot be combined with any other leave. All Medical Leave
applications shall be accompanied with Medical Certificate issued by Registered Medical
Practitioner. Medical Leave will be regularized on submission of fitness certificate furnished at
the time of joining duty. In case the authority competent to sanction such leave is not satisfied,
on demand the employee shall have to furnish Medical Certificate from a Medical Officer
appointed by the Management. The cost shall be borne by the employee. The minimum period of
Medical Leave shall be three days and maximum ten days in a month depends upon the

treatment.
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Earned Leave

i. Earned Leave is applicable to all the employees who have completed one year of
continuous service in the University. Temporary employee and the employees on
probation are not entitled for availing the Earned Leave. Earned Leave is calculated as
one earned leave for every 20 days of service and the maximum accumulation of Earned
Leave during the service shall be restricted to 120 days. A staff who is on leave on loss of
pay, period of loss of pay shall not be taken in to account for calculation of Earned Leave.

ii. Earned leave is calculated for the vacation staff (teaching staff) as one Earned Leave for
every 30 days of service and maximum accumulation of Earned Leave during the service
shall be restricted to 120 days.

iii. Earned Leave is calculated for the retired staff as one Earned Leave for every 30 days of
service and maximum accumulation of Earned Leave during the service shall be
restricted to 40 days.

iv. Earned leave shall be availed with prior permission of the concerned authority.

v. Earned leave can be availed at a stretch three days in a month and the leave can be
mingled with either prefix or suffix of the holidays.

Holidays / Vacation

The Deemed University may from time to time declare the number of holidays to

be observed for the each category depending on the nature of work.
On Duty

Employee deputed for any other University, for the purpose of examinations/
inspection/seminars/Board meetings or other purpose shall be treated as “On Duty” subject to

approval by the Vice- Chancellor and subject to maximum period of 10 days once in a year.
Special Casual Leave

Special Casual Leave up to a maximum of 10 days will be granted for attending
conferences subjects to the recommendation of the HOD/DEAN and sanctioned by the VICE-

CHANCELLOR. It will be considered only on the production of the attendance certificate from the
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conference. Prior sanction should be obtained from the authority before availing Special Casual

Leave.
Compensatory Leave /Off

Employees working on Holidays are entitled to avail Compensatory Off Leave. Such
Compensatory Off Leave/ off should be availed within six months from the date on which the
actual duty performed. For availing the COF, prior permission must be obtained from the

competent authority.
vi. STUDY LEAVE

The study leave will be granted to any staff on loss of pay at the discretion of the Board of
Management. The study leave shall be granted to an employee once in five years. Any part time

studies should be done only with the prior permission form the Board of Management.

Employees working on Holidays are entitled to avail compensatory leave / off. Such
compensatory leave / off should be availed within three months from the date on which the

actual duty performed.
Maternity Leave

The University may grant to the confirmed married female employee, Maternity
Leave for a period up to three months, such leave be granted for first two confinements only. The
leave salary admissible during the period of Maternity Leave shall be at the maximum of 3
months period and the same shall be disbursed along with salary after rejoining duty on

production of Medical and Birth Certificates.

Paternity Leave

Teaching and Non-Teaching staff, having less than two surviving children is eligible for
Paternity leave during the confinement of his wife for child birth. Paternity leave is available for a
period of 15 days. It can be availed either during the period of confinement of wife or from the
date of delivery of the child. i.e, 15 days before the delivery or 6 months after the delivery of the
child. If such leave is not availed of within this period it shall be treated as lapse. Paternity leave
can be combined with any other leave.
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PART-II
PROCEDURE FOR THE GRANT OF LEAVE

1) Authorities Empowered To Grant Leave

i) All the leave of the teaching staff shall be submitted to the Registrar through the
respective Heads of the Departments in the prescribed format for sanction.

ii) The Registrar shall be the sole competent authority to grant all kinds of leaves such as
Casual Leave, Earned Leave, Medical Leave, On Duty Leave etc. to both teaching and
non-teaching staff based on the recommendations of Heads of the Departments/
Deputy Registrar. Vice-Chancellor is the authority to sanction maternity leave with the
recommendations of the Registrar.

iii) All the Administrative Officers, staff and other non-teaching staff should submit their leave
letter through their direct superior to the Registrar for sanction.

iv) Willful absence from duty after the expiry of leave may be treated as misconduct.

2) Power To Refuse Or Recall An Employee On Leave

Leave cannot be claimed as a matter of right by an employee. When the exigencies
of service so required, discretion to refuse, reduce or revoke leave of any description is reserved
to the authority empowered to grant it and an employee already on leave may be recalled by

such authority when it considers such action necessary in the interest of the Deemed University.

3) Obligation To Furnish Leave Address

An employee before proceeding on leave shall intimate his/her leave address,
contact telephone number and e-mail address to the authority granting leave and shall keep the
said authority informed of any change in his/her address and contact telephone number so

intimated.

4) Lapse Of The Leave On Cessation Of Service
Leave Earned by an employee shall lapse on the day on which he ceases to be in

service.
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CHAPTER-III
THE EMPLOYEES CODE OF CONDUCT RULES

1) This employees conduct rules shall apply to every person appointed by the Deemed University

including the Part-Time, Contract, Adhoc and temporary appointees

2) Every employee shall confirm to and abide by the rules including the employees Code of
Conduct Rules and shall observe, comply with obey all orders and directions which may from time
to time be given to him/her by any person under whose jurisdiction, superintendence or control

he/she may be placed. Ignorance of the rules cannot be an excuse.

3) Every employee shall serve the Deemed University honestly and faithfully and shall use his/her
utmost endeavors to promote the interests of Deemed University and shall show courtesy and
attention in all transactions and interactions with every person with whom he/she may be in
contact in his/her capacity as an employee whether uniformed or not, shall dress properly, neatly
and presently always and every employee present a cheerful and dignified appearance.
Employees shall spend their time on work and shall avoid wasting time on gossiping/ purposeless
talk. They should go about as silently as possible with their duties. Board of Management may

prescribe other rules time to time observe decorum and discipline.

4) Every employee of the Deemed University shall be required:
(i)  To maintain absolute integrity
(ii) To maintain devotion to duty
(iii) To confirm and abide by the Rules and Regulations of the University.

(iv) To abide by lawful orders and direction in the course of official duties by any person or
persons to whom he/she is sub-ordinate in the service of Deemed University, he/she shall
not involve anti-social activity or create any communal disharmony.

5) No employee should use his/her position or influence directly or indirectly to secure and benefits.
6) No employee shall take part in election except prior written permission from the Board of

Management.
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7) No employee can join any association, the object or activities which are prejudicial to the interest
and sovereignty and integrity of India or to the interest of the Deemed University or public
order.

8) No employee shall participate in any demonstration which is prejudicial to the interest of the
sovereignty and integrity of India, security of the State, the interest of the Deemed University,
public order or morality or which involves contempt of court and defamation including inciting
the students against other students or employees of the Deemed University or administration
or in any way abet or any form of strike or coercion or physical duress in connection with any
matter pertaining to his/her service or the service of any other employee or any other
employees of the Deemed University

9) No employee shall except previous sanction of the Deemed University, ask for or accept
contribution or otherwise associate himself/herself to receive any funds or other collection in
cash/ cheque or any kind.

10)No employee shall except previous sanction of the Deemed University engage directly or
indirectly in any trade or business or to undertake any other employment.

11)No employee shall bring or attempt to bring any political, personal or other influences to bear
upon any authority of the University to further his/her interest or interest of any other person in
respect of matters pertaining to his/her service or in respect of any other matter involving
pecuniary or other benefits to him/her.

12)No employee shall involve intoxicating drinks or possess any of them in the Deemed University
premises.

13) An employee shall not make representations to the Board of Management/Academic Council or
Government or to any authority of the Deemed University directly and such representations
shall be made through the proper channel.

14) An employee of the Deemed University except in accordance with any general or special order
of the Board of Management or in the performance in good faith of the duties assigned to
him/her, shall not communicate directly or indirectly any official documents or information to
any employee or to any other person to whom he/she is not authorized to communicate such

documents or information.
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15)Concerted or organized refusal on the part of the employee to receive their pay shall constitute

misconduct.

16) An employee of the Deemed University may be placed under suspension where an enquiry in to

charges is pending or contemplated against him/her.

17)An employee of the Deemed University who is placed under suspension shall be paid

subsistence allowance during the period of suspension, not exceeding one half of the basic pay

and such proportions of the allowances as the Board of Management may determine.

CHAPTER-IV

MISCONDUCT AND PUNISHMENT

The following acts shall be deemed to be acts of misconduct.
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10)
11)
12)

Careless work

Laziness or negligence of duty

Improper behavior

Late attendance

Unhygienic act or committing nuisance on the premises of Deemed University
Wearing unclean uniform or lack of personal cleanliness

Absence without permission from place to place of work during working hours.

Failure to carry identification card/token

Smoking in prohibition areas other than those specified as dangerous.

Breach of any rule or instruction

Loitering and idling or wasting of time

Willful insubordination or disobedience whether alone or in combination with other or any
lawful and reasonable order of a superior.

Striking work either singly or with other employees.

Theft, fraud or dishonesty in connection with Deemed University business or property.
Taking or giving bribes or illegal gratification whatsoever.

Absence without leave or permission

Breach of any of Leave Rules
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18)

19)
20)

21)
22)
23)

24)
25)

26)
27)

28)
29)

30)

31)

32)
33)

34)
35)

Collection of any money within the premises of the Deemed University for any purpose
not authorized by the Management.

Engaging in trade within the premises of the Deemed University.

Drunkenness or riotous or disorderly behavior in the premises of the Deemed University
or any act subversive of discipline.

Gross negligence of work or habitual negligence

Failure to wear the uniform, dress code or clinical /lab coats while on duty

Breach of any rule or instructions for the maintenance or the running of any department
or of any portion of the Deemed University.

Sleeping while on duty

Distribution or exhibition within the premises of the Deemed University of any bill or
pamphlets or posters without the previous sanction of the Board of Management
Breakage or damage to work or to any equipment or property of the Deemed University
Failure to observe duty notified safety instructions or interference with any safety device
or equipment installed within the University.

Willful slowing down in performance of work, or abatement or instigation thereof.

Using machines or equipment, or process not connected with work allocated, assigned or
directed.

Refusal to receive or take delivery of notices, letters or of any communication from the
Board of Management.

Breach of any law applicable to the Deemed University

Gambling or any such act within the premises of the Deemed University.

Accepting service or accept any kind of employment or doing any business which involves
the receipt of fee; salary, wages or honorarium, emoluments or profits without obtaining
the prior sanction of the Management.

Malingering

Attending or holding meeting within the premises of the colleges without the prior

permission of the Board of Management.
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36)

37)

38)

The sale or canvassing of any commodities or tickets or chances in lotteries or raffles or
ticket coupons or tokens in connection with any scheme or the sale of any commodity or
article within the premises of the Deemed University without the previous sanction of the
Board of Management.

Approaching outside authority for redressed of grievances except as provided under the
existing law on the subject

Possessing fire arms, weapons or any other dangerous equipment within the premises of

the Deemed University.

PUNISHMENT FOR MISCONDUCT

1. The following kind of punishment shall be awarded in case of any staffs who is found guilty.
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Caution or censure

Warning

Suspension without pay or allowance
Fine

Stoppage of increment

Demotion to a lower post
Compulsory retirement

Discharge, dismissal, termination.

2. In the case of misconduct of grave nature, the Management will arrange to hold a domestic

enquiry on the charges of misconduct in accordance with the principles of natural justice, The

Deemed University shall also have a right to appoint an Enquiry Officer and presenting officer

from amongst of the Deemed University.

3. The Deemed University shall be entitled to ask any members of the staff to present himself /
herself at any reasonable time for enquiry in to misconduct that may be alleged against him/ her
or on another staff member. If a member of the staff charged with misconduct fails to appear at

the enquiry without sufficient reason the enquiry shall be preceded with ex-parte.
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4. The staff subject to enquiry shall be permitted to be assisted by a co-employee of the Deemed
University and no outsider or legal practitioner shall be permitted to assist or to defend the

delinquent in the domestic enquiry.

5. In awarding punishment, the Deemed University shall take into account the gravity of the
misconduct, the previous record, if any of the staff member and any other extenuating or
aggravating circumstances that may exist. A copy of the order passed by the Deemed University

shall be furnished to staff concerned.

6. Where disciplinary proceeding against a staff is contemplated or is pending or where criminal
proceeding against that staff in respect of any offence are in progress and the Management is
satisfied that it is necessary or desirable to place the staff concerned under suspension pending
enquiry, the appointing authority may, by order in writing, suspend him/her with effect from

such date as may be, specified in the order.

7. During the period of suspension he/ she is not eligible for salary except the subsistence

allowance as decided by the Board of Management.
Employees Arrested On Criminal Charge

Any employee who is detained under police custody or who is committed to prison
for any criminal charge or convicted for any offence involving moral turpitude shall be liable for

dismissal.

No employee shall apply or seek any outside employment whether casual,
temporary, permanent, part time or any other services including private coaching without prior

sanction from the Board of Management.
Conducting Conference

Without prior permission from the Board of Management/ Head of the Institution
in writing no employee should conduct/ participate in any seminar, workshop etc outside the

Deemed University.
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CHAPTER-V
DISCIPLINARY ACTION

1. Appointment, Promotion, Suspension, Dismissal from service of the permanent staff of the
University shall be made by the Board of Management on the recommendation of the
Committee that may be constituted by the Board from time to time. In respect of the temporary
staff such appointments are made by the Vice-Chancellor in consultation with the Registrar, who
shall also be officer entitled to against such order of the Vice-Chancellor, appeal lies to the Board
of Management and it shall be preferred by the employee within 30 days from the date of
communication of such order. All cases of Dismissal by the Vice-chancellor shall be reported to

the Board of Management.

2. When an employee committed misconduct, the authority shall issue memo calling for
preliminary explanation. On receipt of such explanation, if the authority finds that there is no
prima-facie evidence, further proceedings shall be dropped. On the other hand, even after the
preliminary explanation, if the authority finds that there is prima-facie case and facial misconduct
is serious so as to proceed further, it is open to the Authority to keep the employee under

suspension pending disciplinary proceedings

3. The authority thereafter shall frame charges with specific instances against delinquent
employee with the support of materials calling upon the employee to submit his/her explanation
within the specified time or any other extended period as may be decided by the authority. On
receipt of the explanation either appointing authority herself/himself or through the enquiry may

be proceeded to the delinquent employee to defend herself/himself.

4. After receiving the report of the enquiry officer, if the appointing authority decides that
the delinquent is guilty of charges framed against him/her and is liable for major punishment of
removal from services or dismissal or compulsory retirement or reduction in rank, the appointing

authority shall give second notice to the delinquent calling upon him/her to give explanation
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regarding proposed punishment within the prescribe time. After the explanation is received from

the delinquent, the appointing authority after investigation shall pass final orders.

5. In case of disciplinary proceedings, the authority is entitled to constitute or appoint an
enquiry officer who shall give reasonable opportunity to the delinquent employee and submit

his/her report to the appointing authority.

i) Without prejudice to the provision of any other rule, an employee who
commits a willful breach of any these rules or of any his/her duties, or who displays
negligence, inefficiency or negligently causes any loss or damage to its properties, or who
knowingly willfully or intentionally does anything detrimental to the interests or prestige of
the Deemed University or in conflict with its instructions or who commits a breach of
discipline or guilty of disobedience or of any other acts of misconduct or misbehavior shall be
liable to penalties

ii) An employee is liable to be punished by a fine, suspension, degradation,
reversion, stoppage of increments, forfeiture of leave or dismissal, for misbehavior,
misconduct, and negligence of duty, dishonesty, indiscipline, disobedience and other similar

deficiencies. The nature of punishment will be decided by the concerned authority taking into
consideration the seriousness of the charge. Appeal against the orders of any punishments by
the Officers/ Authority of the Deemed University should be preferred to the Vice-Chancellor.

iii) In all cases where the services of the employee have been dispensed with, as a
punishment, he/ she shall be entitled to receive the pay, only up to the date of termination of
his /her services and shall not have claim whatsoever to any other benefits in the Deemed
University.

6. In the event of the employee inflicted with major punishment the employee shall have the
right of appeal to the Vice-Chancellor within 30 days from the date of receipt of the order by
him/her. The Vice-Chancellor on receipt of such an appeal and on the basis of the enquiry

conducted shall pass final orders. The order of the Vice-Chancellor in this regard shall be final.
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(a)

(b)

CHAPTER-VI: SUSPENSION, APPEAL AND REVIEW

Part 1: - SUSPENSION

Preamble:

(ii)

These Rules shall apply to all the employee of the University except person on daily
wages / consolidated

If any doubt arises as to whether these rules or any other apply to any person or
persons to whom these Rules apply belonged to a particular cadre, the matter shall

the referred to Board of Management which shall decide the same.

Authority: -

The Appointing Authority or any Disciplinary Authority to which it is subordinate or

any other authority empowered by the University in that behalf may place an employee

under suspension

(c)

(i)
(ii)

(iii)

Where a disciplinary proceeding against him/her is contemplated or is pending
Where a case against him in respect of any criminal offence is under investigation,
enquiry or trial.

Where the order of suspension is made by an authority lower than appointing
authority, such authority shall forthwith report to the appointing authority the

circumstances in which the order passed made.

Circumstances Leading To Suspension: -

An employee shall be deemed to have been placed under suspension by an order of

appointing authority.

(i)

(i)

With effect from the date of this detention if he/she is detained is custody, whether
on a criminal charge or otherwise for a period of exceeding 48 hours.

With effect from the date of his/her conviction, if in the event of a conviction for an

offence; he/she is sentenced to a term of imprisonment exceeding 48 hours and is not
forthwith dismissed or removed or compulsorily retired consequent to such

conviction.

107



Part 2:- APPEAL AND REVIEW

1. Appeal and Review

(i) Where a penalty of dismissal and removal from service, imposed upon employee under
suspension is set aside on appeal or on review under these Rules and the case is remitted for
further enquiry or action or with any direction the order of his suspension shall be deemed to
have continued in force on and from the date for the original order of dismissal and removal shall
remain in force until further order.

Where a penalty of dismissal and removal from service imposed upon an employee
is set aside or declared or rendered void in consequence of or by a decision of a court of law and
the disciplinary authority on consideration of the circumstances of the case , decides to hold
further enquiry against him on the allegation which the penalty of dismissal and removal was
originally imposed , the employee shall be deemed to have been placed under suspension by the
appointing authority from the date of the original order of dismissal and removal shall continue
to remain under suspension until further order.

(ii) An order of suspension made or deemed to have been made under this Rule may at any
time be modified or revoked by the authority, which made or is deemed to have made the order.
(iii)  An employee, including a person who has ceased to be in the service of the University may
prefer an appeal against all or any of the order specified in Part 1(c) to the authority specified in
this behalf by general or special order of the University. A review committee appointed by Board
of Management may scrutinize the appeal and review petition submitted by the suspended
employee.

(iv)  No appeal preferred under this part shall be entertained unless such appeal is preferred
with in a period of thirty days from the date of on which a copy of the order appealed against is
delivered to the appellant. Provided that the appellate authority may entertain the appeal after
the expiry the said period, if it is satisfied that the appellant had sufficient cause for not

preferring the appeal in time.
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(v) In the case of an appeal against an order by suspension the appellate authority shall
consider whether the order by suspension is justified or not and confirm or revoke the order

accordingly.

2. The appellate authority with six months of the date of the order proposed to be reviewed,
may at anytime either on its own decision or otherwise call for the record of any enquiry and
review any order made under these rules from which appeal is allowed but and may confirm,

modify or set aside the order.

3. Every order, notice and other process made or issued under these Rules shall be served in
person on the employee concerned of communicated to him/her by registered post and such
communication if delivered at the address recorded in the official record of the University , is
deemed to be a proper service.

4. Any decision taken in issuing order of suspension, revoke or confirm the order, and the

decision of Board of Management shall be final.
CHAPTER-VII

CODE OF CONDUCT AND DISCIPLINE FOR AVOIDANCE OF SEXUAL HARASSMENT AND
MAINTENANCE OF EQUALITYOF OPPORTUNITY

Preamble

In a fast changing society, wherein the education and employment of women has
become the norm rather than exception, and where the proportion of women is likely to increase
steadily in everyof life, it is essential to ensure nondiscriminatory safe environment in which
women can learn or work. Unfortunately, the tendency to treat women as inferior, whose real
place is within the confines of house is still prevalent in the minds of quite a few men, who find it
difficult to accept them as equal. This tendency, which emanates from a sense of insecurity in the
minds of men, develops into hostility towards women. Further, men take advantage of the
vulnerability of women and indulge in undesirable behavior. Under these circumstances, the
question of sexual harassment has gained momentum in all Educational Institutions and working

places. It could be the other way also. In stray cases, a female in power and authority, may also
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take advantage of her position and exploit the vulnerability of her male subordinates. Such a

situation is negligible.

Sexual harassment is a serious criminal offence which can destroy human dignity
and freedom. In an effort to promote the wellbeing of the students and the staff, this code of
conduct is framed to deal with claims of sexual harassment in which students and staff are either

the alleged victims or the alleged assailants.

In all matters of sexual harassment, the University shall be aware of the extreme
personal sensitivity of such issues. The University shall maintain confidentially in matters
concerning alleged victims and alleged assailants in instances of sexual harassment. This shall in

no way preclude any statistical report of such incidents as may be required by any local or state

agency.
CLAUSE -1

Definition

1.1  “Education Institutions” means the AMET Deemed University

1.2  “Sexual Harassment” means

(A) Commission of any verbal, physical or other conduct including comment, gesture or
conduct of Sexual nature, individually or collectively by men against woman and includes.
l. Eve teasing
[I. Unwelcome remarks;
lll. Jokes causing or likely to cause awkwardness or embarrassment;
IV. Innuendoes and taunt;
V. Gender based insults or sexist remarks;
VI. Unwelcome sexual overtone in any manner such as over telephone and the like;
VIl. Touching or brushing against the body and the link;
VIII. Displaying pornographic or other offensive of derogatory pictures, cartoons,
pamphlets or sayings

IX. Forcible physical touch or molestation
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(B)
(C)

1.3

1.4

1.5

1.6

X. Physical confinement against one’s will and other acts in tentative to violate one’s
privacy

Denial of equal opportunity in pursuit of education / career development
Otherwise making the study / work environment hostile or intimidating for students /
employees
“Head of the Institutions” means, the Head of the Institutions whether known as Vice-
Chancellor
“Management” means
In relation to Deemed University — Board of Management
“Sexual Harassment of Students” means the use of authority by any person In-charge of
the Management or any person In-charge of the Management or any person employed by
it to exploit the sexuality or sexual identify of an student to harassment in a manner
which prevents or impairs that student full employment of educational benefits, climate or
opportunities, It includes faculty / non faculty behavior that covertly or overtly uses the
power inherent in the status of a Professor / Associate Professor/ Assistant Professor /
Non-Teaching staff etc. to affect negatively a student’s educational experience or career
opportunities in the basis of sexual identify and / or to threaten, coerce or intimidate a
student to accept sexual advances or risk reprisal in terms of a grade, a recommendation,
a professional growth opportunity or a job.
“Sexual Harassment of Employees” means use of an authority by any person in charge of
the Management or any person employed by it to exploit the sexuality or sexual identity of
a subordinate employee to harassment in a manner which prevents or impairs the
employee’s full utilization of employment benefits, climate or opportunities. It included
employer / fellow staff / non-teaching staff behavior that covertly or overtly uses the
power inherent in the status of employer / Head of the Institution / Management to affect
negatively an employee’s work experience or career opportunities on the basis of sexual
identity and or to threaten coerce or intimidate an employee (Teaching staff / Non-
teaching staff) to accept sexual advances or making employment decision affecting the

individual or create an intimidating, hostile or offensive working environment.
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CLAUSE -2
Prohibition of Sexual Harassment

There shall be no harassment of women members whether student or employee within
the education institution or in any place away from such institutions, if such place has relevance
or any bearing on the relationship as employer / employee / student / persons in charge of

Management of the educational institutions.
CLAUSE -3

The head of the institutions shall, having regards to the location, environment and the like, of
the educational institution concerned, take every step within his / her means to initiate action to
identify sports or places and spheres of activity which are prone to harassment whether
between students, or between students and employees (teaching and non-teaching staff) of the
educational institutions or between employees themselves or between persons in-charge of
Management and employee and shall make adequate arrangements with the view to prevent

sexual harassment.
3.1. Constitution of Anti-Sexual Harassment Committee

The Anti- Sexual Harassment Committee is the body constituted by AMET University in
consonance with the Sexual Harassment of Women at the Workplace (Prevention, prohibition
and redressal) Act 2012. AMET University is committed to provide a place of work and study free

of sexual harassment, intimidation, and/or exploitation.

AMET University Anti-Sexual Harassment Committee constitutes the following members

approved by the Vice Chancellor.

1. ASenior Lady Faculty as Convener

2. Few Teaching and Non-Teaching Faculty Members
3. Residential Women Warden

4. Girl Student Representatives

5. Lady NGO
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3.2. Procedure for Registering Complaints

All complaints must be brought by the complainant in person or in instances brought by
another person on behalf of the complainant. In exceptional cases, third party/witness
complaints may be entertained. Complaints can be lodged directly with any member of the Anti-
Sexual Harassment Committee, or through existing channels for lodging grievances. If the
complaint is made through any such channel, the person to whom the complaint is made should

bring it to the notice of the Committee within two working days of its receipt by her/him.
3.3. Procedure to be followed by the Committee

On receipt of a complaint the Committee shall record it to writing. Within ten days of the
receipt of a complaint, the Committee must determine whether a prima facie case of sexual
harassment is made out. It shall carefully consider the complaint and may hear the complainant
and the defendant and/or any other relevant person to determine whether an enquiry by the
Committee is to be instituted. Due attention must be paid to confidentiality of the complainant
and the defendant. The Committee shall enquire into the complaint of sexual harassment
following procedures in conformity with the principles of natural justice and gender sensitivity.
The Committee is empowered to take steps to settle the matter under the new Act to the
satisfaction of the complainant before initiating a formal enquiry into the matter. After
concluding its enquiry, the Committee shall prepare a detailed and written report of its findings.
The enquiry report shall specify the details of the charge(s) against the defendant, the
statements made and evidence presented in the enquiry and a discussion of the reasons upon
which the findings arrived at by the Committee. The Committee shall provide a report of its
findings to the employer within 10 days of completion of inquiry and such report shall be made
available to the concerned parties. In the event that the Committee finds the defendant guilty of
sexual harassment, it shall also recommend the nature of disciplinary action to be taken taking
into consideration the gravity of the offence of which he has been found guilty and the impact on
the complainant. The disciplinary action will commensurate with the nature and impact of the
sexual harassment. It shall also recommend whether after disciplinary action has been taken, the
University Administration should publicize the identity of the offender, the misconduct and the

disciplinary action taken.
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3.4. Punishments for the proven Sexual Harassment

The punishments listed below are indicative, and shall not constrain the AMET University

and Anti-Sexual Harassment Committee from considering others.

In the case of academic/administrative/technical/ non-teaching staff/management, the
recommended disciplinary action could be one or more of the following:

1. Warning

Written apology

Bond of good behavior

Gender sensitization

Counseling

Adverse remarks in the Confidential Report
Debarring from supervisory duties

Suspension
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Denial of membership of statutory bodies
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. Denial of re-employment

=
[EEY

.Stopping of increments/promotion
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.Reverting, demotion

. Transfer
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. Dismissal
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. Withdrawal of residential facilities and prohibition from entry on the campus etc.
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.Any other relevant mechanism.

The above item is placed before the Board of Management for its consideration and

approval.
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CHAPTER-VIII
GRIEVANCE CELL
Grievance Cell: Constitution

(A) The Head of the Institution shall, for the purpose of implementing the code, constitute
a Grievance cell which shall consist of
i. A women Professor in the Educational Institution concerned approved by the Head
of the Institution who shall be the chairperson
ii. One male member of the employees on the teaching side
iii. One male member of the employees on the non —teaching side
iv. One female student
v. One female representative of non-government organizations actively engaged

either in welfare of women or in the field of education.

(B) The member of the cell in category (ii) (iii) and (v) shall be nominated by the Head of
the Institution in consultation with the Chairperson

(C) The term of office for the members shall be two years and the members are eligible
for re-nomination

(D) Any casual vacancy in the grievance cell shall be filled by the Head of the Institution in

consultation with the chairperson from the concerned category.

Conduction Enquiry by The Grievance Cell

(A)  Any person aggrieved by any contravention of this code, shall prefer a complaint
before the grievance cell at the earliest point of time in any case within 15days

from the occurrence of the alleged contravention

(i) Complaint shall contain all the material and relevant details concerning the alleged
contravention including the names of the contravener and the complaint shall be

addressed to the chairperson of the grievance
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(i) However, where the complaint prefers not to disclose his / her identity, the
complaint shall be addressed to the head of the institution, handed over in person, or sent
in a sealed cover. Upon receipt of any such complaint, the Head of the Institution shall
retain the original complaint with himself / herself and send a gist of the complaint
containing all material and relevant details other than the names of the complainants and
other details which might disclose the identity of the complainants to the grievance cell
(B)  The grievance cell upon receipt of any complaint or gist of complaint under sub-

clause (b) may in case of a complaint address to the grievance cell and shall in the
case of gist of complaint received from the Head of the Institution, cause an enquiry
to be made directly.

(C)  Where the grievance cell is satisfied that the complaint is justified.

(i) In the case of the person complained against is a member of the body of
Management, the grievance cell shall report the matter to the body of Management of
which he is a member

(i) In the case of the person complained against, happens to be an employee of the
Deemed University, it shall report the matter to the Vice-Chancellor who shall institute
disciplinary action under the relevant services rules

(iii) In the case of the person complained against happens to be a student, it
shall submit the report to the Head of the Institution recommending the penalty to be
imposed. Provided that in case of failing under clause (d-11) Head of the institution may
independent of the disciplinary action instituted, direct that the person complained
against is relieved of his/her duties in whole or in part and assign him with such duties
as may be Head of the Institution deem fit.

(D) The Head of the Institution, upon receipt of a report from the grievance cell in
respect of contravention by a student, shall after giving an opportunity of being
heard to the student complained and imposition of the penalty recommendations
to the Management for confirmation and imposition of the penalty

recommendations by the grievance cell.
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(E) The Management upon receipt of the case from Head of the Institution may
confirm with or without modification the penalty recommended.

(F) The penalty to be imposed under this code shall be any one or more of the
following warning, Serious Warning, Fine in monetary terms having regard to the
nature and gravity of sexual harassment- maximum of Rs.1000/, suspension for
specified period, Expulsion from the Deemed University for a specified period,
lodging a complaint with police for criminal action.

(G) The Head of the Institution shall give wide publicity to the arrangements made
under the sub-clause 3.2 and the establishment of the grievance call and shall

permanently affix copies thereof in the notice board.
Savings

Nothing in this code shall preclude the Head of the Institution from lodging a

complaint straight-away with the police in respect of any act amounting to an offense under the

law.
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CHAPTER-IX
MISCELLANEOUS

1. Employees Provident Fund

Every University employee on successful completion of probation shall subscribe
monthly contribution to the Employee Provident Fund as prescribed by Employee Provident Fund

act of the Government of India

2. Group Insurance personal accident policy

The University shall cover all employees of both teaching and non-teaching under
Group Personal Accident Policy through United India Insurance company limited for which the
Deemed University shall contribute entire annual premium to the insurance company every

year. The policy shall be covering all employees irrespective of the cadre and category

3. General

The University has the right to add, change, modify after or amend the rules at any
time without assigning any reason what so ever in the interest of the University and such
addition, modification, alteration, deletion or amendments will replace the existing clauses then

and there.
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AMET RECRUITMENT AND PROMOTION POLICY

Preamble
This policy is about the norms and procedures for the recruitment and
promotion of both teaching and non-teaching staff.

This Policy has been developed in consonance with the Rules and Regulations of
the University prescribed in the Memorandum of Association of the University
approved by the Board of Management and the University Grants Commission
(UGC) during 2021. Both the Rules and Regulations of the University and this
policy shall be updated from time to time as per the UGC Regulations prevailing
at that time.

Regulations for Reference

For both recruitment and promotion of teaching and staff, the UGC Regulations
on Minimum Qualifications for Appointment of Teachers and other Academic
Staff in Universities and Colleges and Measures for the Maintenance of
Standards in Higher Education, 2018 has been considered as a reference
Document. However, with reference to Maritime Programmes, the Guidelines of
Directorate General of Shipping, Government of India and for the Technical and
Management disciplines the guidelines of All India Council for Technical
Education (AICTE) are also adhered for both recruitment and promotion.

The details of Teaching and Non-Teaching Posts are prescribed in the SERVICE
RULES (UNIVERSITY TEACHING AND NON TEACHING EMPLOYEES) of the
University.

Recruitment Policy

The University shall provide equal opportunity for all categories of candidates
(gender, social status etc.,) in the recruitment process. Recruitment/Selection
through the Selection Committee shall be based on eligibility and qualifications
prescribed by the regulatory/statutory authorities from time to time.

Recruitment Process

1. Appropriate approval from competent Authority for filling up the vacancies
for approved posts or new posts

2. Advertisement in National Dailies and/or digital platforms

Internal Scrutiny for Selection Process

4. Performance Assessment by the Selection Committee

w
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5. Approval of competent Authorities for the Recommendations of the
Selection Committee
6. Appointment of selected candidates by Competent Authority

Promotion Policy

The University shall provide equal opportunity for all Faculty and Staff for Career
Advancement and Promotion. As per the UGC Guidelines, promotions are based
on performance based appraisal system in which AICTE/UGC/DGS norms shall be
adhered. Promotion through the Selection Committee shall be based on
eligibility and qualifications prescribed by the regulatory/statutory authorities
from time to time. For the non-teaching staff, internal review mechanisms shall
be developed for the promotional avenues. Self-appraisal forms shall be
obtained from eligible staff; Personal and confidential remarks from the Heads
of the section shall be taken and a selection committee comprising of internal
members shall review the submissions and recommend eligible non-teaching
staff for promotion and salary increment.

i. Teaching Staff:
All the employees of Deemed University are eligible for further promotion
considering the unblemished service rendered in their respective
categories. Promotion for the teaching staff is considered with reference to
the guidelines issued by the University Grant Commission.

ii. Non-Teaching Staff:
The following qualification and experience have been prescribed for the
recruitment/promotion of non-teaching staff

i) O.A. to Attender - 10" std. (SSLC) qualification with minimum three
years’ experience in AMET

i) Attender to ASSISTANT —Any Degree with minimum three years’ of
working experience at AMET

iii) Assistant to Assistant Section Officer - Any degree with minimum five
years’ of working experience at AMET with Diploma in Computer
Application or working computer knowledge/office automation.

iv) Assistant section Officer to section Officer — A PG Degree with
minimum ten years’ of working experience at AMET with Diploma in
Computer Application or working Computer knowledge/ shall acquire
the PG Degree within a reasonable period

v) Section Officer to Assistant Registrar — A PG degree with minimum
fifteen years of working experience in AMET with Diploma in
Computer Application or working Computer knowledge.

vi) The Board of Management will have the right to relax any of the
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iv.

conditions such as qualifications, experience, age, etc. in deserving
cases of all posts.

vii) However, for the posts like Assistant Registrar/Deputy Registrar
retired persons with working experience of not less 20 years of
service, in similar capacity, in the State and Central
Governments/Universities/Public Sector Undertaking whose age limit
does not exceed 65 years can also be considered for direct
appointment.

Workshop Instructors:

After completion of two years of service the work instructors shall be
designated as workshop instructors and after completion of two years of
service in the post of workshop instructors they may be re-designated as
technical teacher and on completion of 5 years of service they may be re-
designated as technical teachers (seniors) subject to the conditions that their
performance in their field shall be satisfactory and they are not implicated
any disciplinary issue and found guilty of charges framed against them.

Increment

a. Granting of increment shall be considered and effected only in the month
of July every year for the permanent employee of Deemed University.
The probationers are not eligible for an increment. An employee who has
absented himself for 15 days without prior permission/sanction either
continuously or intermittently during the course of that year are not
eligible for increment. In case same mistake is committed for the
subsequent year he/she shall liable to be terminated from the service of
the Deemed University.

b. Increment is granted to the permanent employee, if the performance and
conduct are reported to be satisfactory by the concerned superior/Head
of department

c. The quantum of increment shall be decided after evaluating the
performance of the employee.

d. An increment shall ordinarily be drawn as matter of course unless it has
been withheld. Such increment shall be given to an employee only on
production of a certificate from the officer under whom he/she is
working to the effect that work and contact of the employee during the
period which counts for the increment, have been such as to justify the
grant of increments. An increment may be withheld for the Deemed
University employee if his/her conduct has not been good or his/her
works is not satisfactory and the Board of Managementis empowered to
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V.

vi.

vii.

withhold increment. In such cases the authority shall intimate the period
such withhold and its effect in postponing future increment.
Service Record
The Service Register / Record shall be maintained for every employee
showing among other particulars like basic Bio data, the date of birth, the
scale of pay on which he/she is appointed, the increment given from time to
time, leave availed, transfer/promotion, suspension, punishments, dismissal
/ retirements etc. The Service Register / Record shall be initiated after
completion of one year.

Resignation /Retirement

Every permanent employee may resign his/her position after giving three
months’ notice in writing to the University or three months’ salary in lieu of
the notice in the case of Teaching staff. However, the said Notice period for
non-teaching staff shall be one month. Every temporary employee may
resign his/her post after giving one-month notice in writing to the University
or one-month salary in lieu of the notice. The Board of Management is to
accept the resignation and waiver of the notice period. All permanent
employees shall retire at the end of the month in which they complete the
age of superannuation. Provided the Board of Management may permit the
teaching staff to continue to serve after retirement as aforesaid till the end
of the academic year to ensure that the teaching work is not dislocated.

Re Employment of Retired Persons

The University may engage any person, who has superannuated, on contract
to serve the University in teaching and other academic activities subject to
such guidelines as the Board of Management may issue in this regard from
time to time, and pay shall be fixed according to qualification, experience in
their relevant field. The merit of the candidate shall be taken in to account
during this appointment. The Board of Management is empowered to
appoint any such person with the recommendation of Selection Committee
constituted in this regard provided that no person who has attained the age
of seventy years be appointed under this option.
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viii. Contract Employees
Contract Employees may be appointed in vacant posts whenever the requirement
warranted. The employees appointed on contract basis shall be considered purely on
contract and they are not eligible for any other benefits apart from contract amount.

iX. Visiting Faculties
Visiting faculties may be appointed by the University when exceptional circumstances
required such appointment provided that qualification experience and expertise in
their respective fields. The emoluments of the visiting faculties shall be fixed by the
Board of Management from time to time and person to person.

Authorities Concerned
1. The Board of Management
The Vice Chancellor
The Registrar
The Director — Human Resource Development Centre
The Coordinator, IQAC
The Deans/Directors/HoDs of respective Department

o vk wnN
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CONSULTANCY POLICY

PREAMBLE

AMET Deemed to be University, Chennai (hereinafter referred to as “Academy of

Maritime Education and Training”) is dedicated to excellence in teaching and research in

consonance with the contemporary and future needs of India. In addition to offering

various teaching and research Programs, AMET actively encourages its faculty members

and other academic staff members to undertake consultancy projects with industry and

other comparable institutions of higher learning in order to create new knowledge and

widening the research profile of its faculty and staff members. This policy document,

compress the processes to support these efforts.

1.1.

1.2.

1.3.

14.

15.

SCOPE OF CONSULTANCY SERVICES OFFERED

Consultancy Services may be offered to industries, service sectors, government
departments and other national & international agencies in areas of expertise

available in AMET.

The service offered shall be along the lines of 'Professional Services' and will hence
carry with them obligations and ethical requirements associated with such

services as indicated in the standard terms and conditions
Consultancy services offered may cover a variety of activities.

All Consultancy works job need to be structured and executed in the spirit of
promoting AMET-Industry Interactions, as a vehicle for augmenting current levels

of excellence in teaching and research and in the process of generating funds.

All the research projects sponsored by the government (DST,DBT,ICMR,DRDO,
etc.) public, private,national and international agencies and autonomous bodies

do not fall under the purview of consultancy services.
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2.1.

2.2

CONSULTANCY PROJECTS CATEGORIES
Each project shall be undertaken eitherunder:
(@) Standard Terms and Conditions, or

(b) Specific Agreement or Memorandum of Understanding (MoU) describing

the details of the Contract and requires legal and expert clearance

In the former case, the work is taken up in good faith between the Principal
Investigator (as defined in item 3) and the client, the obligations and

responsibilities of both parties being limited by the standard terms and conditions.

The latter case refers to projects that usually involve non-disclosure agreements,
detailed negotiations of contract terms and signing of contracts in the form of
agreement or MoU covering various aspects such as deliverables, milestones,
payment schedules, role and responsibilities of the parties, non- disclosure of
confidential information, dispute resolution, liability, Intellectual Property Rights
(IPR) matters, arbitration, and other applicable laws. These projects involve
significant amount of effort and time associated with the negotiation and

implementation of the research contracts.
Consultancy and related services offered will be categorized mainly as under:

(a) Category 1: Individual Consultancy: Consultancy that solely based on the
expertise of the Principal Investigator (as defined in item 3) and does not

involve significant use of any institutional facilities.

(b) Category 2: Departmental Consultancy: Consultancy that requires
departmental and/or inter departmental expertise and involves the use of
University infrastructure / facilities such as equipment, instrument,

laboratory staff, etc.

NB: The consultancy and related services should not normally interfere with the
regular teaching and research in the University.
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ELIGIBILITY FOR UNDERTAKING CONSULTANCY

Consultancy and related assignments can be taken up by full-time faculty

member(s) of Department(s) and Centre(s) of AMET.

GENERAL CONSULTANCY GUIDELINES

4.1

4.2

4.3

4.4

4.5

4.6

4.7

Director, Consultancy will co-ordinate and guide the consultation activities of
the University and to take suitable administrative action to regulate and
monitor such activities as per rules framed by the University in this
regard.He/She may exercise such authority as may be vested in him/her by the

Vice- Chancellor.

All consultancy assignments by faculty members should be undertaken with
prior permission of Director Consultancy with a copy to the concerned Head of

the Department / Director of the Institute/centre for information.

A faculty member may be allowed to spend normally a maximum of 20 days
(This period will be treated as Duty Leave) in a year for consultancy. In special
cases of consultancy beyond 20 days, Vice-Chancellor's permission may be

sought.

The remuneration for consultancy should be received by a Cheque/Demand
Draft/Online Transfer in favour of Finance Officer of the University. Individual
Faculty members/Department should not receive consultancy amount

directly.

GST and other taxes as applicable should be paid by the client and PI should

include the same in the total cost of consultancy project.

Permissible Daily Allowance (D.A) / Travelling Allowance (T.A) are to be paid
according to University rules or as per agreement with the client and PI, and it

should not be included in the consultancy fees.

Before accepting the consultancy job, the faculty member shall obtain the

approval from Authorities
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5. SHARING OF CONSULTANCY REVENUE

5.1. The consultancy fee shall be distributed as under:

Consultancy Categories Pl and team University
members
Category 1 30% 70%

Individual Consultancy

Category 2

Institutional / Departmental 40% 60%
Consultancy

The above breakup of the consultancy charges is for the internal administrative
use of the University only and may not be revealed to the client for whom a lump

sum figure of total consultancy charges may be quoted.
6. CERTIFICATION

AMET(through its Pl) is not authorized to undertake certification in any form. At
best, one can say that, on a given day, with a given sample, a well-defined test

yielded the reported results.
7. SUBMISSION OF FINAL REPORT

After the completion of consultancy project, the Principal Investigator should

submit the Final Report
Authorities Concerned

1. Board of Management

Board of Research

Research Monitoring Committee
Research Review Committee
Research Ethics Committee

The Vice Chancellor

N o v & w N

The Pro Vice Chancellor Research

127



8. The Registrar
9. The Director Research
10. The Director-Projects and Publications

11.The Director, IPR Cell

Approved by the Academic Council in its 27th meeting held on 28-04-2017
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RESEARCH PROMOTION POLICY
Preamble

AMET has been established with specialized focus on marine and maritime fields which are
economically sound, historically important and socially essential. It has identified this emerging
area as its main focus with the promise to prove excellence. The University has identified the
core issues and emerging challenges of marine and maritime field and undertakes academic and
sponsored research, consultancy, innovation and extension activities. AMET is highly committed
to taking proactive measures to enrich the research atmosphere at AMET. In this context, this

Research Promotion Policy has been developed.
Scope

This policy shall be a guiding document for all the research promotion activities in the

university in the following aspects:

1. Academic Research

Sponsored Research

Consultancy

Innovation by students and Teachers and Incubation of Talents
Centres of Excellence

Intellectual Property Rights

Extension Activities

©® N o U0k W DN

Incubation Centre
Strategic Directions

1. Academic Research
a. The Academic Research programmes such as Ph.D., and MS By Research shall be
governed by the Centre for Research headed by the Director Research
b. The Academic Research Programmes shall be offered and monitored by the Centre
for Research by complying all regulations and guidelines of the University Grants

Commission and All India Council for Technical Education
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University shall provide Fellowships/Scholarships for the selected meritorious
scholars to purse PhD research full time in the University. The number, amount and

tenure of fellowships shall be decided by the Authorities and Board of Research

. The Academic Integrity Policy 2017 shall be applicable to all those who involve in

research activities

University shall promote the interdisciplinary and part time research also.

2. Sponsored Research

a.

All the Faculty Members at AMET shall be encouraged to undertake sponsored
research

The Research and Development Centre headed by Pro Vice Chancellor Research
shall promote sponsored research in the University

The University shall arrange professional development programmes to equip the

Faculty Members to get sponsored research projects

. The University shall provide Incentives for those who get sponsored research

projects from Government and Private funding agencies. The proportion/amount of

the incentive shall be recommended by the Board of Research

3. Consultancy

d.

b.

University shall evolve a separate policy for consultancy research

University shall share a suitable percentage of revenue generated through
consultancy projects

University shall promote the consultancy areas and expertise through its website

and other brochures/booklets

4. Innovation by Students and Teachers and Incubation of Talents

a.

University shall promote all the curricular projects or other special projects to be

innovative by the students and teachers within the academic framework
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University shall encourage students and faculty to participate in the innovation
challenges and other such competitive events for exhibiting the finest innovative

accomplishments of them.

University shall explore the avenues for establishing innovation centres, fabrication
facilities
University shall identify and obtain financial and mentoring support from other

government and private agencies for the promotion innovation, incubation in the
University

University shall financially support the students and faculty members to undertake
innovation and incubation

University shall establish non-financial incentives such as awards and recognition

for innovation and incubation

5. Centres of Excellence

6.

a.

C.

AMET shall identify potential departments and their focus areas to establish
Centres of Excellence
Departments may be encouraged to get government or private recognition,
accreditation, financial support and mentoring support for the establishment of
Centres of Excellence
The Centres of Excellence shall engage research, development, innovation, training,

skill development etc in the identified core areas

Intellectual Property Rights

a.

AMET shall establish an Intellectual Property Rights Cell (IPR Cell) for the promotion
of protecting the intellectual property rights of the University

All Faculty and Students shall be encouraged to get their various Intellectual
Properties to be protected legally

The IPR Cell shall organize training programmes, workshops, seminars etc to create

awareness and exposure on IPR among faculty and students
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7.

8.

d. The University shall provide suitable incentives to the faculty and students who

generate income to the University through IPRs

Extension Activities

a. All the Departments, Cells, Centres shall be promoted to conduct extension
activities to benefit the community through the academic and research outcome of
the University

b. AMET shall financially support Departments, Cells, Centres to organize extension
activities

c. AMET shall encourage ALL its students to take part in extension activities

d. AMET shall establish awards and recognitions to encourage the extension activities

e. AMET shall align its extension, social outreach and community services with the

National Programmes of the Government of India

Incubation Centre

AMET Incubation centre is located in AMET University campus and has a facility
with 2000 square feet with private and public spaces, furnished by internal funds from
AMET University. AMET incubation centre helps the emerging entrepreneurs in terms of
providing space, machinery, equipment, computing facilities, communication networks,
start-up friendly infrastructure, individual incubation cells with common resource sharing
arrangements, know-how to overcome their problems and facilitate in filing patents etc.,
including commercial exploitation to benefit society. The facility provides Plug and play
and high speed internet connectivity allowing the innovator, start-ups and incubates to
enjoy a comfortable calm atmosphere to develop their ideas. The centre supports the
young minds by connecting to mentors both internally and externally. AMET Incubation

centre motivates students to innovate their ideas through seed funding.

AMET incubation centre is aimed to be a solution in itself to trigger the young

minds to think different. AMET incubation centre is being shaped with a vision to inculcate
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entrepreneurship among the students/faculty/any young mind and technocrats from this
region. The main objective of AMET incubation centre is to build a campus filled with
opportunities to scale-up to tap business opportunities. Hence, the centre is situated
inside the University campus, to leverage all the resources that are available within the
campus such as access to laboratory, workshops, development and testing centres,
computing resources, library, internet access and above all the human resources. In
addition to these resources, the centre also has a network of eminent professionals,
academicians, bankers, venture capitalists and businessmen, who can extend support to
these ventures. Moreover, an advisory board consisting of eminent academicians and
expert professionals from diverse industries guide the students, researchers and

incubates.

Supports for Research

a. AMET shall provide support and encouragement for the promotion of research in
the campus in the form of Seed Money Projects, Student Funded Projects etc

b. AMET shall provide incentives for research publications to Faculty and Research
Scholars

c. AMET shall sponsor Faculty and Students to participate and present research
articles in the National and International Conferences,

d. AMET shall sponsor Departments for establishing specialized laboratories for
promising faculty members

e. AMET shall promote industry, consultancy and product oriented research

f. AMET shall allocate allocating exclusive budget Research to include expenses for
the purchase of equipment, software for research etc

g. AMET shall frequently organize sensitization programmes for Research promotion,
publishing research journals, financially assisting faculty for publication of books

and patents
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Authorities Concerned

1. Board of Management
. Board of Research
. Academic Council
. Research Monitoring Committee

. Research Review Committee

2

3

4

5

6. Research Ethics Committee
7. The Vice Chancellor

8. The Pro Vice Chancellor

9. The Registrar

10.The Director Research

11.The Controller of Examinations

12. The Director-Projects and Publications

13.The Director, IPR Cell

14.The Director, AMET Innovation and Incubation Centre

Approved by the Academic Council in its 27th meeting held on 28-04-2017
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COMPLIANCE TO UGC 10-POINT QUALITY MANDATE OF THE UGC

The University has complied with all the 10 points of the UGC Quality Mandate. A

detailed compliance report

uploaded in the University website. Link:

https://www.ametuniv.ac.in/mandatory_disclosure.html

S.No| Quality Mandate

Compliance Status

for effective

teaching-learning process

1 Induction programme | AMET conducts Mandatory Three weeks Induction
for students programme and two weeks refresher programmes to all
the first year students for the past three academic
years.
Details are given in section 9 (Capacity Building)

2 Learning outcome- | AMET has introduced Outcome Based Education (OBE)
based curriculum during 2018-19. Revision of the curriculum is done in
framework - revision of regular intervals.
curriculum in regular | Details given in section 10 (Additional Information)
intervals

3 Use ICT based learning tools | 100% of the classrooms are ICT enabled; All the

teachers are using ICT resources; AMET has ERP, LMS-
uLektz and CAMU (for OBE)

Details given in section 10 (Additional Information)

4 Soft skills for students

All students of AMET are provided with training

programmes on soft skills.
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Details given in sections 5 (Students), 7 (Activity) and 9

Capacity Building

Social and Industry

connect

University ensured that all students are connected with
industry and society through various curricular, co-
curricular and extra-curricluar activities. AMET adopted
five villages in Chengelpet District and implemented

various National Missions.

Details given in sections 5 (Students), 7 (Activity) and 9

Capacity Building

Examination Reforms

Having introduced the CBCS and OBE, AMET has made
significant examination reforms for UG, PG and PhD

programmes.

Details given in section 10 (Additional Information)

Tracking of the student
progress after

completion of course

AMET has effective tracking mechanisms and promotion
of on campus and off campus student progression
measures through various activities. AMET ensures
more than 85% of the students placed through on

campus activities.

Details given in section 6 (graduate outcomes) and

section 10 (additional information).

Induction training for all
new teachers, and annual
refresher training for all

teachers

AMET ensured induction programmes and refresher
programmes for Teachers through IQAC, HRD Cell and

other centralized measures.

Details given in section 9 (capacity building)
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Leadership/management

training for

all

educational administrators

Top administrators attended professional development
programmes; Senior faculty Members attended

leadership management training

Promoting quality

research by faculty

and

creation of new knowledge.

AMET has made tremendous achievements during the

past two years in all the facets of research.

Total Publication-3124; SCOPUS Publications: 1472;
Articles in UGC CARE/WoS and other databases-1652;
h-index-22; Citations-3496; Books-221; Patents-
45;MoUs-96 (Industry 74; Others-22); Completed
Projects: 6; Ongoing Government Funded projects-24;
Consultancy, Seed Money and Industry sponsored
projects-276; Mega Projects-4; Total Grants: Rs.18.40
Crores; Faculty with PhD-69; Faculty doing PhD-49;
PhDs produced-67

10

Mentoring of non- accredited

institutions, so that
institution can

accreditation by 2022.

every

get

The IQAC of AMET has so far conducted five
programmes related to quality enhancement in higher
education Institutes in which the representatives from
TWO of the Non-Accredited Institutions have
participated and get benefitted. They are Mentored by
AMET.
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DELEGATION OF ADMINISTRATIVE AND FINANCIAL POWERS

Title. — this policy shall be called the Delegation of Administrative and
Financial Powers policy in the Academy of Maritime Education and

Training (Deemed to be University)

Extent and Application. — this policy contains the details to powers which
have been delegated to the various authorities and officers in the
Academy of Maritime Education and Training. The application of this
policy shall extend to the Schools, Departments, Cells, Centres and Co-
ordinated Research Projects etc. implemented in the University and shall

come into force with effect from the date of notification.
3. Definition. —

(a) The term "delegation" with its cognate expression means
delegation of financial and administrative powers as specified in the
Schedule of these rules.

(b) "University" means the Academy of Maritime Education and
Training established in the year 1993 at Chennai.

(c) "Board" means the Board of Management of the University.

(d) "Chancellor" means the Founder of the University.

(e) “Pro Chancellor” means the person appointed by the Chancellor to
be the Pro Chancellor of the Academy of Maritime Education and
Training.

() "Vice-Chancellor" means the person appointed by the Chancellor to
be the Vice-Chancellor of the Academy of Maritime Education and
Training.

(g) “Pro Vice-Chancellor” means the person appointed by the Vice-
Chancellor to be the Pro Vice-Chancellor of the Academy of

Maritime Education and Training.
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(h) “Registrar” means the person appointed by the Vice-Chancellor to
be the Registrar of the Academy of Maritime Education and
Training.

() “Joint Registrar” means the person appointed by the Vice-
Chancellor to be the Joint Registrar of the Academy of Maritime
Education and Training

() “Deputy Registrar” means the person appointed by the Vice-
Chancellor to be the Deputy Registrar of the Academy of Maritime
Education and Training

(k) “Assistant Registrar” means the person appointed by the Vice-
Chancellor to be the Assistant Registrar of the Section of the
Academy of Maritime Education and Training

() “Finance Controller” means the person appointed by the Vice-
Chancellor to be the Finance Controller of the Examinations of the
Academy of Maritime Education and Training

(m) “Controller of Examinations” means the person appointed by the
Vice-Chancellor to be the Controller of the Examinations of the
Academy of Maritime Education and Training

(n) “Principal” means the person appointed by the Vice-Chancellor to
be the Principal, DGS approved Courses of the Academy of
Maritime Education and Training

(0) “Dean” means the person appointed by the Vice-Chancellor to be
the Dean of Schools/Departments/Specialized responsibilities of the
Academy of Maritime Education and Training

(p) “Director” means the person appointed by the Vice-Chancellor to
be the Director of Schools/Departments/Cells/Centers of the

Academy of Maritime Education and Training
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(@)

(s)

(t)

(u)

(v)

“Chair Persons” means the person appointed by the Vice-Chancellor
to be the Chairperson Schools/Departments of the Academy of
Maritime Education and Training

“Head of the Department” means the person appointed by the Vice-
Chancellor to be the Head of the Departments of the Academy of
Maritime Education and Training

“Proctor” means the person appointed by the Vice-Chancellor to be
the Proctor of the Academy of Maritime Education and Training
Campus and Hostel.

"Financial Year" means, unless otherwise specified by the Board of
Management the financial year of the Academy of Maritime
Education and Training i.e., the year beginning with 1st day of April
and ending with 31st March.

"Appropriation” means the assighnment to meet specified
expenditure of Fund included in a primary unit of appropriation i.e.
Major Heads of expenditure.

"Non-recurring expenditure” means expenditure other than

recurring expenditure.

(w) "Major Head of expenditure" includes:

i. General Administration,

ii. Engineering Education

iii. Marine Education,

iv. Business Education

v. Basic Science & Humanities,
vi. Research Activities,
vii. Library

viii. Laboratory equipment’s
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ix. Infrastructure

Xx. Maintenance works.

(x) "Minor Heads of Expenditure” means heads subordinate to a Minor

Head and are the following :
(i) Salaries,
(ii) Allowances and Honoraria,
(iii) Contingency Recurring,
(iv) Contingency Non-recurring,
(v) Leave Salary and Pension Contribution,
(vi) Pension,
(vii) Fellowship,
(viii) Repairs,
(ix) Hostels,
(x) Transportation.

(y) "Re-appropriation" means the transfer of funds from one head to

another under head of expenditure.

(z)"Recurring expenditure” means the expenditure of regular nature

which is incurred at periodical intervals.

4. Source of Power. - The Academy of Maritime Education and Training
has full authority to perform all acts and issue such directions as may be
considered necessary to the attainment of the Board of Management. The
Board of Management constituted shall pursue and carry out the object
and in doing so shall set forth the policy directions and guidelines. The

affairs and funds of the University are managed administered, directed
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and controlled, subject to the rules, by-laws and orders of the Board, by

the University officers.

5. Authority of the University means. - (1) Board of Management, (2) The
Academic Council, (3) Planning and Monitoring Committee (4) Finance
Committee (5) The Board of Studies of each Department, (6) Such other
bodies of the University as may be declared by the statutes to be

authorities of the University.

6. Powers of the Chancellor. - The Chancellor shall exercise powers, an
ultimate decision making authority. He shall have power to issue any

directions to carry out the purpose of the growth of the University.

7. Powers of the Vice-Chancellor. - The Vice-Chancellor, shall exercise
powers delegated by the Chancellor. In turn he will delegate the power to
any authority or committee. He shall also exercise powers as delegated to
him under these Rules. In the exercise of any financial powers the Vice-

Chancellor shall consult the Chancellor.

8. Power of the Board of Management (BOM). - The B.O.M. shall exercise
powers as consultative decision making. It delegates the power to the

Vice-Chancellor with the approval of the Chancellor.

9. Powers of the University Officer I.E. Registrar/ Principal/ Deans/
Directors/ Proctor/ Finance Controller/ Controller of Examinations/
Librarian. - Each Officer of the concerned
Section/School/Department/Library shall exercise all the powers
delegated to them under the rules. They shall also exercise the powers

conferred on them by the Vice Chancellor and Board of Management.

10. Powers of the Principal, /Deputy Director/Dy. Registrars/ Medical

Officer/ Executive Engineers/ Transport Managers/ Duty Officers. - The
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Deputy Directors and other officers as mentioned above shall exercise

such powers as delegated to them under these rules.

11. Powers of the Heads of Department of the various Department. - The
Heads of the Departments of the various Departments shall exercise such

powers as delegated to them under these rules.
12. Delegation of Power and Participative Management

The University groom the Leadership at various levels. The
University promotes the culture of Delegation and Participative
Management at all activities like Administration, Admission, Student
Activities, Curriculum Development, Research, and Sports etc. The
University has given equal representation in various Committees at all
levels of Professors, Associate Professor and Assistant Professors from

various departments/Schools.
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Structure of Delegation and Participatory Management
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13. Delegation of Power

The Institution defines the Decentralization in working through Delegation
of Power Personnel at different level to implement the decisions. The

Delegation of Authority can be organised in the form of a Pyramid.

Top-Level Management is responsible for controlling and

overseeing the entire University, it includes the Board of Management.
The Board of Management assists the Management with regard to Broad

guidelines, policies and framework for the improvement of Quality of
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Education in the Institution. The Management through the Vice
Chancellor involves the Faculty members in various activities related to
the development of the University. The Principal Heads of the Academic
and Administrative activities of the University forms the various

committees and appoints Faculty members.

Middle-Level Management act as an intermediary between Top-
Level Management and Low-Level Management. It includes Deans, School
Chair Persons, Head of the Departments (HOD), Librarian, Physical
Education Director. They help in the execution of institutional plans. Low-
Level Management includes Faculty, Non-Teaching Staff and others. They
help the Middle Level Management by coordinating the activities

delegated to them.
14. Participative Management

AMET promotes a culture of Participative Management. In all
Academic and Non-Academic activities. University follows Committee

system for implementation of all its decisions.

According to the guidelines of the UGC, the Institution has a well-
established organizational structure. The organizational structure of the

Institution is shown in the Figure below.
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ADMINISTRATIVE SET-UP OF AMET

ORGANOGRAM OF AMET
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The power delegation to various Academic and Administrative
Committees as per MoA signed between the UGC and the Institution is

shown in the power delegation table given below

15. Governing bodies of AMET

S.No Name of Powers of Committee
Committee
1 Board of i) Apex Executive body of the University

Management (four ii) Powers to make Rules and Regulations

times in a year)
iii) Make decisions on Academic, Administrative,

Personnel, Financial and Developmental

matters.

iv) Delegate its powers to the Vice-Chancellor or
any other Officer/Faculty or to a
Committee of Officers/Faculty Members of

the University.

2 Academic Council i) Exercise general Supervision over all Academic
(minimum three work of the University
times in a year) i) Give direction regarding methods of

Instruction, Evaluation, and improvements

in Academic Standards

iii) Apex body for the matters concerned to
Research, Degree programmes,
Examinations, providing equivalence to

Courses/Degrees, appoint examiners etc.
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iv) Pass recommendations to the Board of
Management on aspects such as measures
for improvement of standards of teaching,
research and training, institution of
Fellowships/ Awards/ Medals, starting of
new programmes/ Departments/ Centers

etc.

v) Approval of updation/modification of changes

in the curriculum and syllabus.

vi) Frame rules covering the Academic functioning
of the University, Admissions,
Examinations, Award of Fellowships and
Studentships, Scholarships, Concessions,

Attendance, Discipline, Residence etc.

vii) Has powers to appoint sub-committees to
advice on such specific matters as may be
referred to it by the Board of Management
and consider the recommendations of the
sub-committees and to take appropriate

action.

viii)  Review the activities of the Departments /
Centers and to take appropriate action with
a view to maintaining and improving

standards of education.

Finance

Committee

i) Review and report the annual accounts and

financial estimates of the University and
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(minimum two

times in a year)

submit them to the Board of the

Management for its approval

i) Review the budget proposals submitted by
each Department based on the merit and

requirement.

iii) Release/ allocation of funds by

recommendation of Board of Management

iv) Fix limits of the total Recurring expenditure
and the total Non-Recurring expenditure of
the year based on the income and

resources of the University

Planning and
Monitoring Board
(minimum three

times in a year)

i) Responsible for the monitoring of the
developmental programmes of the

University.

ii) Have the right to advise the Board of
Management and the Academic Council on
any matter which it considers necessary for
the fulfilment of the objectives of the

developmental plans of the University.

iii) Recommendations of the Planning &
Monitoring Board will be placed before the
Board of Management for consideration

and approval
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5 Board of Studies

(once in a year)

Separate Board of Studies for each

Department of the University

Design the Curriculum and Syllabus of

concerned programmes.

Review, Revise and Develop the Syllabus of the

programme.

Consist both Internal and External members

with a representation of all stakeholders.

16. Residuary Financial and Administrative Powers. - The Financial and

administrative powers

which have not been delegated to any

offices/Authority under these rules without the knowledge of the B.O.M.

of the University.

17. General Limitations on Powers to Sanction Expenditure. —

a. No expenditure from the funds of the University shall be incurred

without the sanction of the authority competent under rules and

by-laws of the University.

b. A sanction of expenditure will not become operative unless funds

are made available to meet the expenditure by valid appropriation

or re-appropriation.

c. The powers regarding sanction of expenditure shall be exercised

after strictly following the guidelines or restrictions which have

been or which may be imposed by the Board of Management from

time to time.
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d. The B.O.M. shall have powers to sanction expenditure on any

service upto any amount included in the sanctioned Budget.
18. Appropriation and Re-appropriation General Restrictions. —

a. The Vice-Chancellor shall have powers to appropriate a sums
provided in the sanctions estimated during the financial year to
meet expenditure on each item upto the amount provided for in
the sanctioned estimates.

b. No-re-appropriation shall be done from plan to Non-plan and
general areas to VI™ Schedule areas and Vice-versa.

c. No-re-appropriation shall be done from one Major Head to another
major head. However, the Vice-Chancellor shall be competent to re-
appropriate from the Major Head to another on the specific
recommendation of the Finance Controller except the Head (viii),
(x), (xi) and (xii) as mentioned in item (L) (Major Head of
expenditure).

d. No re-appropriation shall be done from one Major Head to another
Minor Head under the same Major Head without approval of Vice-
Chancellor.

e. The re-appropriation between heads within the same minor head
can be done by the Deans and Directors/Registrar/Controller/HODs.
In case of T.A. approval of the Finance Controller shall be necessary

for re-appropriation.

19. Head of the Office and Department. - The Vice-Chancellor shall have
the power to declare a teacher as Head of the department as per provision

of the rules of Academy of Maritime Education and Training.
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20. Any Financial Powers shall be Exercised Subject to the Following. -
These are provision of fund in the approved budget of the AMET for the

particular purpose of scheme.

21. General Principles of Financial Management and Control of

University

a. General Principles:

(i) All transactions involving in taking and giving of cash, stores
and other properties, rights, privileges and concessions which have
monetary value, shall be brought to account as early as possible under
proper heads. Every University employee is personally responsible for
the money which passes through him and for the proper record of
receipts and payments in the accounts as well as for the correctness of

the accounts in every respect.

(ii) Financial records and accounts of the University shall be
maintained separately for each accounting year in the prescribed Forms
and Registers as approved by the Finance Committee. The Finance
Branch will circulate a Proforma approved by the Executive Council to all
the controlling officers. In case of any dispute relating to the proper
nature of records, the opinion of the Finance Committee as approved by

the Executive Council shall be taken to be final.

(i)  All financial record books, accounts and registers shall be

properly bound and preserved.

(ivy  The Finance Officer and Heads of Departments empowered
to collect money shall ensure that the dues of the University are
correctly and promptly assessed, collected and deposited into the

University account under the proper head.
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(v) The Finance Branch shall ensure that the grant receivable
by the University and the income accruing to the investments are
received in due time. The F.B. shall maintain a Register of Grants with
date of receipt of grants and their specific purposes. All amounts so
received shall be reported to the Finance Committee preferably once in
six months. The Finance Committee shall also be kept informed of the

financial inflows to the outflows from the University.

(vi) A claim to revenue shall not be remitted or abandoned

save with specific sanction of the Finance Committee.

(vii)  There shall be no diversion of fund unless approved by the

Vice-Chancellor.

(viii)  Subject to the general direction by the Finance Committee,
the Finance Officer may, in consultation with the Vice-Chancellor, make
investments as and when funds are available for investment and shall

promptly report the same to the Finance Committee.

(ix)  All surplus balances of the various funds which are
available for investment for a short period shall be invested in call and
short term deposits with the approved Bank. All sums received by the
way of bequests, endowments, etc. and the surplus balances standing to
the credit of various University funds which are not generally required at
short notice, shall be invested on long term deposits with the approved

Bank or in Govt. securities.

(X) Records of all investments of the University shall be

maintained in a Register of Investments.

(xi)  The Finance Controller shall submit periodic reports to the

Finance Committee regarding the position of University Revenues and
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seek directions for the management of the resources of the University.
b. General Rules of expenditure:

(i) A Controlling Officer shall not incur expenditure or enter
into any liability involving expenditure, transfer of money or investment
or deposit from the University account unless such expenditure or
transfer has been sanctioned by the general or special orders of the

Finance Committee and the Executive Council.

(ii) There should be provision of funds authorized by the
competent authority fixing the limits within which expenditure can be

incurred.

(iii)  The expenditure incurred should conform to the relevant
provision of the Rules, Statutes, Ordinances, Regulations and Rules

framed by the University.

(ivy  There should exist sanction, either general or special,
accorded by the competent authority, authroising particular item of
expenditure. Explanation: Mere budget provision does not automatically
carry with it the authority to incur the expenditure, for which prior
sanction of the competent authority must invariably be obtained before
incurring it save as otherwise provided in these Rules. The budget
provision indicates the maximum limit upto which expenditure may be

permissible under any head of account.

(v) Every University employee shall exercise the same vigilance
in respect of expenditure incurred from the University fund as person of

ordinary prudence would exercise in spending his own money.

(vij  The expenditure should not be prima-facie more than what
the occasion demands.
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(vii)  No University employee should exercise his powers of
sanctioning expenditure to pass an order which will directly or indirectly

add to his own advantage.

(viii)  No University employee shall pass bills of his own
expenditure. In such cases the bills shall be countersigned by the person

higher in rank than the concerned employee.

(ix) Each Head of the Department/Head of Office shall be
responsible for enforcing financial order and strict economy at every

step.

(X) A Head of the Department shall ensure not only that the
total expenditure is kept within the limits of the authroised budget
appropriation but also that the fund allotted are spent in the interest of
the University and only upon the objects for which the money was
provided. In order to exercise proper control over expenditure, he shall
ensure maintenance of detailed upto date accounts not only of what has
actually been spent from an appropriation but also what commitments
and liabilities have been incurred against it. He must be in a position to
assume before Finance Committee/Executive Council complete
responsibility for expenditure and to explain or justify any instance of

excess or financial lapse that may be brought to notice.

(xi)  Every claim received in the University office shall be duly

checked before payment.

(xii)  All bills presented for payment shall be examined in
accordance with the relevant provisions in these Rules to ensure that
the claims for payment are admissible, the authority is proper and the

signature is true and in order and the receipt has legal acquaintance. All
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bills shall be countersigned by the Disbursing Officer.

(xiii)  No claim against the University which is not presented
within the prescribed time limit will be entertained without a special

sanction of the competent authority.

(xiv) No cheque shall be signed unless required for immediate
delivery to the payee or drawn in favour of a person other than actual

payee.

(xv)  No erasures or overwriting shall be made in bills, vouchers,

cheques, registers, statements or accounts of any description.
c. Contracts:

Contract or agreement shall be made by the person or empowered
to do so. The following general principles should be observed by all
persons empowered to enter into contracts or agreements involving

expenditure from the University funds:

(i) The terms of contract should be precise and definite and

there should be no room for ambiguity or misconstruction therein.

(ii) No relaxation of specification agreed upon in contract and
relaxation of the terms of agreement entered into by the University be
made before examination of the financial effect involved in such
relaxation. The interest of the University should be taken due care of
before agreeing to any relaxation of agreement or contract. The Finance

Officer shall invariably be consulted in such cases.

(iii)  In selecting the tender to be accepted, the financial status
of the individual and firms tendering must be taken into consideration in

addition to all other relevant factors.
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(iv)y  Save in exceptional circumstances, no University work of
any kind should commence without prior execution of contract
documents. Even in case where a formal written contract is not made,
no order for supplies etc. should be placed without at least a written

agreement as to the price.

(v) Provision must be made in contract for safeguarding
University property entrusted to a contractor and for recovery of hire

charges, if any, thereof.

(v When a contract is likely to endure for a period more than
3 years or where contract provides for a clear schedule for the
fulfillment of various stages of contract, it should include provision for
unconditional power of revocation or cancellation at the discretion of
the University at any time on the expiry of reasonable notice to that
effect. The period of notice should not normally be longer than 3

months.

(vii)  All contract should have a provision for recovery of
liguidated damages for defaults on the part of the contractor, unless any

special instruction is issued by the competent authority.

(viiiy  The terms of contract for the purchase of perishable stores

should invariably include a “warranty clause”.

d. Budget and Control over Expenditure
i. The budget estimates shall be prepared under the provisions of
the rules and the Statutes in the form as may be prescribed. The

budget should be broadly divided into four parts viz.

Part-l. Non-plan receipts and expenditures dealing with receipts and

expenditure connected with the normal functioning of the University
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including general and auxiliary services.

Part-Il. Earmarked Special Funds: dealing with receipts and

expenditure against funds earmarked for specified purposes.

Part-lll. Plan Receipts and Expenditures: dealing with receipts
and expenditure relating to development activities in the University out

of plan provisions.

Part-1V. Debts, Deposits, Advances etc.: dealing with receipt and

expenditure relating to debts, deposits, advances etc.

ii. The budget Estimates shall also contain — (a) A budget note or
explanatory memoranda which shall explain salient features of
the items provided and the major variations. It will consist of:

i)  Review of the financial administration of the past year.
ii)  The financial position for the current year.
iii) The budget estimate for the ensuring year with justifications.

iv) A report on the current and expected financial position of
the University, including a statement of accumulated

deficits, if any.

Each head of account shall be dealt with separately and the

proposal for the expenditure should be explained clearly.

iii. (1) Save as otherwise provided in the Act and the Statutes, the
Head of the Department/ Section shall submit to the Finance
Controller within 31*" July of the financial year, a draft of the
budget statements of the Department/ Section for the
following year. For teaching Departments/Centre, the draft

should be approved by the Departmental Committee.
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2 Draft shall be discussed by the Vice-Chancellor with

concerned head of the Department/ Section, if necessary.

(3) The draft proposal after revision, if any, shall be taken into
account by the Finance Controller for inclusion in the annual budget
estimates of the University. These budget estimates together with the
revised estimates for the current year shall be discussed by the Finance
Committee, the Executive Council and the Court under the provisions of
the Act and the Statutes. After final approval by the Court, the budget
estimates and revised estimates shall be forwarded to the state govt. for

final approval and sanction.

(4) The Finance Committee shall make a mid-term appraisal of
the financial position of the University and shall monitor the income and
expenditure for the period against broad items of the budget. The
Finance Committee shall evolve methods to see that grants received
from the UGC, State Govt. or other funding agencies are properly and

timely utilized.

e. Financial Powers and Sanction of the Authorities
1. Subject to the provisions of the Rules, Statutes, Ordinances,
Regulations, financial powers shall vest with the Executive Council and

the Finance Committee.

2. The powers and functions of the Departmental Committees are
prescribed in the Statutes. In exercise of these powers, the
Departmental Committee will supervise general financial affairs of a
Department/Centre, approve the purchase or contingency expenditure
and take all action deemed necessary for the smooth running of a

teaching Department/Centre.
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3. The Composition, power and functions of the Building Committee
are prescribed in the Rules. The Building Committee shall oversee all civil
construction works in the University and initiate preparation of plan and
estimates, supervise tender operations and recommend financial
sanction of construction projects. The Building Committee will also
review the progress of construction works and make periodic reports to
the Executive Council. All proceedings of the Building Committee shall

be forwarded to the Finance Committee for final approval.

4, There shall be a Vehicles Committee consisting of four or five
members to be nominated by the Executive Council. The Committee
will meet once in every two months and advise or detailment and
maintenance of University vehicles, economy regarding fuel
consumption, timing of bus services and recovery of fares/fees against
the use of University buses and vehicles. All proceedings of the Vehicles

Committee shall be forwarded to the Finance Committee for approval.
22. Delegation of Financial Powers

Since AMET is following the participatory governance and
decentralization of administrative powers, various authorities of the
University are provided with Financial Powers. Academic Departments are
provided with separate bank accounts through which they can spend

amounts not exceeding Rs. 50000.

AMET has permitted the Principal Investigators of the funded
projects to have a separate bank account for each of the Government
funded projects. They are empowered to get advance payments from the
project accounts. They can make their own purchase for amounts not
exceeding Rs. 50000 whereas beyond that they need to take permission of

the University Authorities. They need to provide statement of expenditure
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to prepare the Utilization Certificate for the purpose of

reporting funding agencies.

The Faculty Members provided with seed money are

empowered to utilize the full project amount at their own

discretion and then to give statement of expenditure to the

University

Financial Power Delegated to the Officers/HODs of AMET

S. No. Position Financial Powers
1 Registrar Up to Rs. 2 lakh
2 Principal Up to Rs. 1 lakh
3 Deans Up to Rs. 50000
4 Heads of Departments | Up to Rs. 50000
5 Public Relations | Up to Rs. 50000
Officer
6 Director Research o Approve the Honorarium for PhD
Related Meetings
o Empowered to receive payments
on behalf of University through
formal manner
7 Controller of o Empowered to Receive Penalties
Examination and Fine amounts related to
examination processes
o Approve honorarium for
Examiners and Evaluators
8 Proctor Up to Rs. 50000
9 Duty Officers Up to Rs. 10000
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STAFF WELFARE POLICY

Preamble

The University is committed to ensure welfare measures to all the Staff. The
University shall have policy guidelines to ensure and affect the welfare measures to
all the staff. Hence, this policy is developed.

Approval Status

Approved by the Board of Management in its meeting held on 22-09-2021. The
Policy is reviewed and the revised policy is approved by the Executive Council
(erstwhile Board of Management) in its meeting held on 17-11-2023.

Staff Welfare Policy
Objectives
The objectives of Staff Welfare Policy of the University are as follows:

o To enhance the overall Development of the Life of Staff

o To provide opportunity and incentives for the professional development of
Staff

o To extend possible supports to the Wards/family of Staff

The Welfare Measures shall cover the following aspects

1. In Service Welfare Measure
a. Academic Support- Incentives etc
b. Health Care
2. Family Welfare Measures
a. Annual Tour
b. Festival Gifts
c. Fee concession for Wards
d. Employment for the wards of deceased employees

Examples of Faculty welfare measures proposed by the Policy but not limited to:

Free Transportation

Food at subsidized rate

Free refreshments

Free Uniform for Support Staff

Incentives for faculty empowerment strategies
Incentive for Article Publication

Conference Registration Fee

Staff Family Tour

O O O O O O O O
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Medical Camps

On Duty for Research and Academic Activity
Provident Fund

Health Centre

Vehicle Loan

Over time Allowance

Pongal & Ayudha Pooja Gift

Health Insurance

Festival Advance

Education loan for Staff Pursuing Higher Studies
Personal Loan

Maternity and Paternity Leave

Reimbursement of membership fees of professional bodies
Fee concession for Staff children

Employment for Wards of Deceased

Authorities Concerned
1.

ounhswnN

The Board of Management

The Vice Chancellor

The Registrar

The Director — Human Resource Development Centre
The Coordinator, IQAC

The Deans/Directors/HoDs of respective Department
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PLACEMENT POLICY
Purpose & Applicability
The purpose of the policy is to:

a. Improve placement benchmark, year after year.

b. Ensure transparency of process between the students/cadets, the faculty and the
Placement Department.

c. Provide guidelines to students/cadets, from the admission stage itself, as to which
areas are considered important by employers and thus need to be focussed on.

d. Avoid conflict amongst various applicants and employers during placement by
allowing students/cadets to make an informed choice regards the interviews they
wish to attend.

e. Provide guidelines for students towards a good performance during the selection
process.

The placement policy will be applicable to all students finally admitted to AMET and those
who opt for Placement Assistance in writing. This means that those who wish to be
entrepreneurs or wish to pursue higher studies after passing out of their chosen course at
AMET can indicate to the Centre for Placement and Training accordingly, latest by the
beginning of the pre-final year or semester as the case may be.

Placement activities performed by the Centre for Placement and Training (referred to as
CPT from now in this document) is a placement assistance service extended to graduating
students. Please note that Placement assistance does not guarantee a job for any student.
Eligibility for Participation in the Placement Process

The Centre for Placement and Training team facilitates the placement process for all
students. However, it is desirable that students meet the eligibility criteria for getting good
offers. Accordingly, the CPT Team reiterates that students meet the following pre-
requisites:

e Meeting all Eligibility criteria specified by the employer

e No disciplinary report from any department and all dues to be cleared before the
interviews

e Class attendance as specified by AMET for your programme.

e Willingness to attend any screening programme conducted by placement cell.

e Willingness to attend any training/mentoring programme designed by AMET.

e Willingness to attend off campus interviews being arranged by the Placement cell at
Mumbai, Delhi or at any other place as situation demands at their own expense.

e No malpractices or canvassing reported for any company.

o A full set of documents as detailed in the Placement Rules to be made available
when asked for.

e Application in writing to the CPT for participating in the selection process of a
particular company.

e Following all rules for Placements as specified in the Placement Rules.
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The Placement Process

Companies are invited and scheduled / prioritised by the CPT on the basis of the following
parameters:

Companies offering sponsorship/ MOU’s with AMET
No. of vacancies on offer
Profile of the company in terms of growth and stability
The package being offered by the company.
Past record of recruitment at AMET

6. Feedback from the Alumni regarding the company
The companies may, at their discretion, decide to hire students for internship or a final job
offer before the final graduation, some of them may even select students immediately
after admissions itself, based on their own tests and interviews. They may further specify
more criteria to be met during the students/cadets remaining stay on the campus in terms
of academics, discipline, CGPA expected, practical exposure, projects to be worked,
communication etc.
There are also other companies who don’t come to campus and ask students to undergo a
section process either remotely or in person at a location chosen by them for a physical
interaction.
In both cases, on and off-campus, typical stages involved in the selection from the
employer may include:

1. Written test- could be an aptitude test based on Class Xl level or a test of
competence based on your chosen field. E.g. Engineering, Nautical, MBA, Mining,
petroleum etc.

2. Psychometric test- This could again be basis available off-the shelf tests or custom-

uhwbNE

designed.

3. Test of written and/or spoken English- Typically TOEFL/IELTS/BEC/MARLINS (For
Marine).

4. Physical Fitness Test- speed, stamina, strength, BMI- usually custom made by each
company.

5. Medical tests- ILO Medical tests including HIV and Drug & Alcohol Tests

6. Some companies also ask for Class XII marks, usually above 65 pct. Overall, including
English.

7. Usually Semester wise Marks/CGPA is also asked for by the companies. Normal
CGPA cut-off is 7 for most companies.

8. Mostly, companies prefer students with no backlog at any level- school, college and
AMET.

9. Forjobsin the government or public sector, companies ask for GATE scores as well.

10.Basis the resumes submitted by the students through the Placement Department
and performance/results on the above (all or some, not necessarily in the order
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listed above) criteria companies shortlist students/cadets for interviews, physical or
online.

11.Those who qualify the interviews, the Psychometric test (if conducted) and the

Medicals are made the final offer for employment.

Since AMET does not have a Placement Season and companies keep coming in with
vacancies all the year round, with some companies opting for off-campus placements,
AMET CPT would make available from time to time the selection criteria for each company
which expresses interest in AMET students/cadets or advertises vacancies. The cadets can
choose whether they wish to apply/appear or be considered for the company in question.
If they opt for one company in writing, their further interviews will be guided by the
conflict resolution policies given below, should such conflicts arise.

Placement Assistance (Mentoring & Training) Initiatives & Programmes at AMET

Training:

Interview and Test Oriented Training on Technical and Core Subjects using Question
Databank

Communication and English Language Training starting from first year

Third-party Training tie-ups based on latest Industry trends and needs

Soft Skills Training courses

Guidance regards typical HR questions asked in interviews

Actual Training sessions, in case there is sufficient time for the interview or tests.
Revision of key employment oriented concepts in last semester.

Extra Placement oriented lectures on Saturday’s.

Training material provided by the Faculty over and above the curriculum

Mentoring & Counselling:

Psychological Counselling including career Counselling
Guidance on creating meaningful resumes

Resources:

Providing online and video resources helpful for preparation for written tests and
interviews

Placement Brochures detailing previous year’s performance

Tie-ups arranged for other exams like GATE/IELTS etc.

Information regarding various companies, their eligibility criteria and specific
requirements

Other Initiatives:

Continual aligning of curriculum to Industry requirements

Refining Admission Criteria and Process to align with Placement Results.

Tweaking the content delivery and mechanisms in line with the Placement needs.
Harnessing Alumni network to open new doors and get feedback for improvements.
Monitoring performance of cadets already placed to co-relate it with placement e.g.
TAR book.
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e Using LMS to administer periodic tests to judge placement orientation and
readiness.
Screening and Pre-Placement Process
When a company approaches AMET for proposing eligible candidates for employment, two
scenarios can happen —
a. The number of vacancies on offer are more than the number of eligible (as per
company criteria) students
b. The number of students/cadets are more than the vacancies on offer.
The companies don’t want us to propose all the eligible students/cadets and generally ask
for CV’s three times the number of vacancies they have.
Mostly, it is scenario b. which plays out and thus AMET has to screen students/cadets for
proposing only the desired number of students/cadets.
We have designed our screening process based on the very same parameters which the
companies look for in their interactions and tests every year.
Marine Courses:
Some of the criteria currently in use, along with weightages for their relative importance
are as follows:
A. Initial Shortlist proposed by Department concerned to Placements, basis (65%):
1. CGPA-25% (no backlog candidates only) (basis cut-off CGPA given by
company)
Class XII- 5 % (no backlog candidates only)
Projects/ Internship performance — 5%
Extra-curricular and sports activity — 5%
Discipline and physical training (PT) — 5%
6.  Written technical test- 15 %
The Department HOD will send an Excel sheet including all the marks for above criteria and
a weighted average total score of all the proposed students/cadets to the Placement
Department.

oo

Notes:

a. In case Class Xll marks are not a criteria, the 5 % can be added back to the CGPA
weightage.

b. If CGPA cut-off is not specified by a company, the shortlist will be drawn up starting
with higher CGPA students in descending order.

c. If backlog is not a criterion, all students can be screened but overall scores in
descending order to be reported.

The sheet should also have remarks column, especially for discipline, projects and

extra-curricular. In Extra Curricular marks, National level achievement will be marked 5,

State level 4, AMET/District level 3 and School level 2. For Nationals and State level,

even participation is good enough. For the rest, a medal is important.
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B. Final shortlist will be drawn up by the Department and Placement basis above
scores and weighted average of below scores during the mock interviews: (35%)

1. Mock interview including technical and Soft Skills/General questions— 25%
2. Communication — 5% (HOD plus Placement)
3. Personality / body language / confidence 5%
The mock interview stage will be a go/no-go stage where all /some or none of the
students/cadets who made the first shortlist may or may not be proposed to the employer.
Overall pass marks for both stages would be 70 pct.
Technical and Management Programmes:

1. All UG/PG students of Technical and Management Programmes seeking
employment must meet the minimum eligibility criteria stipulated by the
recruiters.

2. Students with minimum 6.0 CGPA & not more than 2 standing arrears have
the basic eligibility to register for the placements.

3. However, the placement cell arranges special drives for the non-eligible
students based on their skill sets.

4, The placement cell has the authority to change the eligibility criteria for
placement registration with prior notification from the employers.

5. The Screening Criteria, formula and weightages for Technical and

Management Programmes will be agreed upon and designed by the

respective HOD’s and the Director - Centre for Placement and Training.
Non-Measurable criteria (Common to All Programmes)
Other than the measurable criteria above, there are other very important criteria for
students/cadets to make the shortlist. This is in view of the fact that AMET makes special
efforts to mentor/train the cadets to align their expectations with the industry
requirements. Thus we also expect cadets to reciprocate the efforts by participating in
these initiatives. It may be noted here that there are hardly any PPT’s happening as of now
and these initiatives try to fill in some of the gaps.

e Only candidates who agree to attend mentoring, briefing and debriefing sessions or
special training will be proposed. This will include classes on Training videos or any
online tests or resources recommended by Faculty or Placement Department.
Examples can be GATE coaching, Electronic Engines Training etc. Please note that
some of these may require contributions from the students/cadets on a voluntary
basis. It is mandatory for the students/cadets to debrief after the selection process.

e Preference would be given to candidates who make an effort to clear TOEFL and ILO
medicals including D&A and HIV tests.

Each student/cadet who makes the final shortlist for any company would have to apply for
that company and, if he/she chooses that company, he/she would be further guided by the
Conflict resolution rules given below, if such conflict arises.
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The CPT will be the final word in case of a disagreement between HOD’s and Centre
for Placement and Training.

Conflict Resolution Policies
Many times, we end up with the same set of eligible students/students/cadets for
different companies as also situations where a student appears for more than one
interview over a period of time and receives multiple offers. Sometimes, both the offers
appear at the same time, causing embarrassment to AMET and the student as to declining
an offer. To avoid such situations and also to focus students on their company of choice
before the interviews, following steps will be implemented:
1. A student/cadet cannot be proposed to more than one company at any one time —
students / cadets have to make a written choice of one company only which he/she
will appear for while on campus.

2. If a student /cadet meets the criteria of more than one company- on campus or
otherwise, he/she will be asked about which company he/she prefers to take the
entrance and selection process and he /she would have to give their choice in
writing to HOD/ Centre for Placement and Training by email.

3. If after the first round of interviews for the companies chosen by the
students/cadets, there are slots still open, Centre for Placement and Training can
offer other students/cadets in consultation with the HOD to other companies in
order of merit.

4. Once offered to by a company, a student will not be considered for subsequent
interviews.

5. Only a maximum of 3 chances will be given to a student for forwarding /attending
interviews.

6. A Student/cadet will be considered to have secured a job if his/her name appears in
the selection list given by the company at the end of their interviews slot.

7. Any sort of involvement in placement activities (applying for even one company)
will be considered as participation in placement activity. The student in this case will
not be eligible to participate in placement services extended by CPT in their
graduating year.

8. Itis mandatory for the student to accept an offer from a company he has opted for.

9. Job openings created by rejection of offers will be filled in from company’s selection
waitlist, if any.
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10.Students waitlisted by a company can appear for other interviews unless their
selection confirmation is obtained from CPT. Policies for selected students are
applicable to students included in the selection list.

11.First preference will be for people from the current final year batch about to pass
out, before their final exams and if they have at least a month still left on campus
after the interview is conducted.

12.Alumni will only be entertained after the current passing out batch has been
exhausted or we do not find any or sufficient candidates meeting above criteria
from the current batch.

13.0nly those students/cadets from the passed out batch who keep in regular touch
with the placement team will be entertained. The procedure for asking assistance is
through written requests and registration on a portal provided for the purpose, no
phone call or WhatsApp will be allowed. This assistance will be limited to one year
after passing out of AMET.

14.In case if a student is interested in applying for a firm not included in the list of
companies participating in campus recruitment, they are encouraged to forward the
personal contact information they have in the company to CPT team. CPT may
formally invite these companies for participating in campus placements. Proper
reference of the source of interest will also be shared with the company during this
process.

15.Students engaging in off campus placement mode (applying to companies currently
participating or have visited AMET in the past 3 years) can adversely affect the
relationship the Institute has built up with these companies and also deter the
companies from participating in campus recruitment process in the following years.
Hence the defaulters will also be subject to Institute disciplinary actions as per
prevailing rules of the Institute.

16.A student who applies and gets selected or shortlisted is bound to go through the
entire selection process unless rejected mid-way by the companies.

Pre-Placement Offers (PPO) Policy

Pre-placement offers, if any, need to be intimated to the Centre for Placement and
Training, as per rules provided in the Placement Rules.

Post Selection Policy

Post Selection Policy concerns mainly with the proper and timely acceptance or declining
of an offer and the process subsequent to such action. The rules to be followed are

172



available under the Post Selection Rules section in the Placement Rules.
Availability of the Policy

e A ssigned notice about availability and location (including website, URL’s and paths)
of AMET University's Placement policy statement is displayed prominently on
various notice boards in hostels, foyer, department notice Boards (including
Placement Department) etc.

e A copy of the policy will be made available in online downloadable form on the
University Website.

e Each student and HOD is expected to sign, along with full name and date, the
following text “I have read the latest version of the AMET Placement Policy entirely
and have understood it completely in a register kept in each department”.

e The Policy also forms a part of the AMET Quality Manual for external audit as it will
prevent any deviations.

Changes in Placement Policy:

Placement Policy is subject to change from time to time and the University has authority
and right to change, add, delete or modify the Policy from time based on the inputs,
feedback and experience.

Any changes in the policy will be recorded with a date for the change and saved as Version
number and notified on the various forums where the policy is to be made available as per
the section “Availability of Policy”. This would be the responsibility of the Designated
Person under the Quality Policy.

Feedback/Suggestions/Grievances Procedure

Anyone having any feedback or suggestions or any grievances regarding the contents or

the conduct of the Placement Policy or Rules may write to registrar@ametuniv.ac.in
k ¥ %k

Placement Rules and Procedures

Placement Participation Procedures and Rules for Application
The role of the Centre for Placement and Training (referred to as CPT from now in this
document) is of a facilitator and counselor for placement related activities. CPT provides
Placement Assistance and participation in the Placement process does not guarantee a
job.
Eligibility:

e CPT placement services are available only to students registered with CPT.

e Applying for a company is entirely the responsibility/decision of the student

concerned.

Pre-Placement Activity Rules:
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e Attending PPT/ Briefing/ Mock Interviews/ Mentoring Sessions/ Training Sessions/
Group Discussion/ Interviews etc. given by/for a company is mandatory for students
who have applied for a job opening in the company.

o Students must get to the PPT/ Briefing/ Mock Interviews/ Mentoring
Sessions/ Training Sessions/ Group Discussion/ Interviews etc. venue or log in
5 minutes before the start of the session

o No students will be allowed to enter the PPT/ Briefing/ Mock Interviews/
Mentoring Sessions/ Training Sessions/ Group Discussion/ Interviews etc.
venue/session 10 minutes after the start of the session

o Attendance of the participating students will be taken by the CPT volunteers
10 minutes into the start of the session and a copy of that will be kept for the
records.

Dress Code:
e Dress code for PPT/ Briefing/ Mock Interviews/ Mentoring Sessions/ Training
Sessions/ Group Discussion/ Interviews etc. has to be strictly adhered to as follows:
o Uniform with name plate (if applicable)- first preference
o White Shirt with collar and light blue/grey tie
o Trousers for Boys
o Any formal attire/ Trousers (full pant)/for Girls
o Shoes only, no slippers
**Flip flops (Bathroom/Rubber), Crocs, etc. NOT permitted.

Any change in the dress code for any particular PPT/ Briefing/ Mock Interviews/
Mentoring Sessions/ Training Sessions/ Group Discussion/ Interviews etc. will be
informed via mail.

e Students participating in placement activities must keep their Identity Card with
them at the time of PPT/ Briefing/ Mock Interviews/ Mentoring Sessions/ Training
Sessions/ Group Discussion/ Interviews etc., and produce the same when asked by
the visiting team, CPT staff or their representatives.

e Providing Resumes in the designated format within deadlines given by the CPT.

Exemptions from Pre-Placement Activities

e Rules for exemption from attending PPT/ Briefing/ Mock Interviews/ Mentoring
Sessions/ Training Sessions/ Group Discussion/ Interviews etc. sessions are given
below

o More than two unexcused absence from PPT/ Briefing/ Mock Interviews/
Mentoring Sessions/ Training Sessions/ Group Discussion/ Interviews etc. will
result in the student being de-registered from the placement session.

o In case a student misses a PPT/ Briefing/ Mock Interviews/ Mentoring
Sessions/ Training Sessions/ Group Discussion/ Interviews etc. he/she must
write to the CPT explaining why.
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o Prior approval (leave requests forms available on CPT web site) for excused
absences should be obtained from CPT office at least 24 hours in advance
from the time of conduct of PPT/ Briefing/ Mock Interviews/ Mentoring
Sessions/ Training Sessions/ Group Discussion/ Interviews etc.

= Exemption approvals will only be given in case of health issues or any
unforeseen circumstance that are beyond the control of the student

= Medical documentation explaining the reason for inability of student
to attend PPT/ Briefing/ Mock Interviews/ Mentoring Sessions/
Training Sessions/ Group Discussion/ Interviews etc. should be
produced from an institute approved body for health related issues

= Leave approvals/leave requests submitted to the institute should be
submitted as proof for exemptions’ sought in any other cases.

o PPT/ Briefing/ Mock Interviews/ Mentoring Sessions/ Training Sessions/
Group Discussion/ Interviews etc. missed due to academic clashes will be
counted as an excused absence.

= Student should submit the details of class, a copy of class
announcement for the particular time period (send by the concerned
faculty) as supporting documents along with the leave request.

=  Proof of attending class may be sought from the faculty if the student
is requesting for absence due to academic clashes.

o In case of failure to attend PPT/ Briefing/ Mock Interviews/ Mentoring
Sessions/ Training Sessions/ Group Discussion/ Interviews etc. due to any
emergencies, student should send in an email to the CPT office detailing the
emergency. Appropriate documentation should be submitted to CPT office
within 24 hours for approval of leave request.

No Direct Contact with Employers:

Other than during PPT/ Briefing/ Mock Interviews/ Mentoring Sessions/ Training
Sessions/ Group Discussion/ Interviews etc. presentations, under no circumstances
the students are allowed to have any direct interaction (phone calls, email, through
social media etc.) with the company officials prior to interview time.

Students are not allowed to share their personal contacts via any means with the
companies during the preliminary screening phase

Any concerns or queries related to company specific placements should be directed
to the CPT Team who will clarify the details with the company officials

In case if the student needs to contact a company (due to any unforeseen
circumstances) prior permission has to be sought from the Director, Placements.
Defaulters would be subject to disciplinary actions as per prevailing rules of CPT /
University.

Rules on submission of job applications / resumes

e Students are advised to thoroughly check the profile and background of each
company and take informed decisions BEFORE applying to any company participating
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in campus placements. This is to help the students focus on the jobs/companies that

they have applied to. This will also help the students in effectively utilizing the available

time to do their ground work on companies and maximize the chances of landing a job

offer during this time.

o CPT will NOT be liable for any default from the company's end at any later stage.

o Once a student applies to a company all rules as per CPT student policy will be
applicable.

o Completed applications should be submitted prior to deadlines mentioned by the
respective company.

o No extension for application deadlines will be given, unless requested officially by
the respective company

o No student will be allowed to participate in the selection process of a company
unless he has formally applied for that job through the placement department.

o No withdrawal of applications will be allowed after the stipulated deadline.

Student’s Eligibility Check
o Student is responsible to check/meet all eligibility criteria which might be required at

the time of joining (academic, medical, etc.) for the opportunity he/she is applying.

o Ex-1. Is a company requires the applicant to have a CGPA of 7.0 at the time of
joining, be well assured before applying to that company.

o Ex-2. If a company does not select candidates with a particular medical disability,
please ensure that you do not have that disability.

Final Selection
« Final selection of students may be based on Resume screening / Written tests / Group
discussions / Interviews etc. and may vary as per the firm’s requirement.
o Participation in final interviews is mandatory for all short listed students.
o Short listing of students for final interview will be based on selection / cut-off
criteria set by companies and may vary among participating firms.
o Only those students who have applied for the job through CPT and have been
shortlisted by the company will be allowed to participate in final interview.
o Students should not engage in any discussion with the recruiters regarding final
selection list and / or selection process during personal interviews.
Rules and regulations on withdrawal of job applications
o Student will not be allowed to withdraw a submitted job application AFTER the last day
of application deadline mentioned by the company.
e Once a student withdraws his application for a job profile offered by a company, the
student will not be allowed to re-apply to the same job opening.
« If a student backs out of a job application (not appearing for interviews) after the last
date of application, all rules and regulations as mentioned in disciplinary actions
section will be levied.
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Pre-Placement Offer (PPO) Rules

All Pre-Placement Offers or possibilities intimated therein by any company
whatsoever, extended to any student, have to be immediately intimated to the
Placement Office by the student after registration. This also includes offers
extended by companies that are not participating in the campus placements.

If a student gets placed by his/her own efforts, he/she should inform the CPT
immediately.

All companies contacted will also be asked in advance about any Pre Placement
offers that have been extended by them and the company will be informed about
our PPO policy.

If a student receives a Pre-Placement Offer he/she needs to make a decision as to
whether he/she wants to accept it either within the earlier of a week or of the
company deadline.

Students accepting a PPO will have to immediately notify the CPT of the same. If the
PPO is accepted, the job will be recorded and he/she will NOT be allowed to
participate in the campus placements. However, he/she will be allowed to
participate in the process if the offer is declined. The rejection letter will be sent to
the company through the CPT.

Any student found to have breached any of these rules will be debarred from the
placement process. If at the time of breach the student is already placed, the company in
which he/she is placed will be intimated of the violation.

Post Selection Procedures

Once an offer letter is received from a company, students are required to confirm
the offer within 15 days of receiving the offer letter or before the deadline
mentioned by the company, whichever is earlier.

Students are required to verify the job details (package, job profile, terms and
conditions, etc.) prior to signing the offer letter

Verifying the details is entirely the responsibility/decision of the student concerned.

Any discrepancy observed should immediately be brought to the notice of CPT.
Signed acceptance letter should be handed over to CPT Office for documentation
purposes
Details of joining (date, location etc.), if not mentioned in joining letter, should be
communicated to CPT Office once the details are received from the company
Students must provide their valid/alternate contact information (email, phone
numbers, point of contact at the firm, etc.) in the specified form provided by PD
while requesting for no dues certificate.
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No dues certificate from CPT will not be issued to placed students unless the
signed offer letter is submitted at CPT Office

In case a student is not willing to join the company to pursue higher studies or for
any other reasons (after accepting the offer), he/she should inform both the
company and CPT in writing.

If the candidate fails to inform the concerned authorities on his/her decision,
he/she will be liable for any further consequences, including referral to the
University for disciplinary actions.

University assistance will be a onetime opportunity extended to students who loses
his job (secured during campus placements) due to reasons other than in his/her
control (ex. company shut down, firm backing out of offer, etc.). Providing
appropriate documentation validating this will be the responsibility of the student.
Assistance will not include cases were the student voluntarily declines an offer citing
personal reasons (ex. Job satisfaction, geographic preferences, work culture, family
reasons, etc.)

Assistance from the institute will only be limited to initiating contact with potential
employers of the student’s choice.

Follow up with the company after an offer is made will solely be the responsibility of
the student.

After getting an offer, if the student has arrears in the subsequent examinations, it
will be reported to the company and the continuation or rejection of the offer
depends on the company concerned.

Students / Cadets Conduct and Disciplinary Action Rules

Cheating / attempt in all forms during the selection process PPT / Briefing / Mock
Interviews / Mentoring Sessions / Training Sessions / Group Discussion / Interviews
etc., is a serious offence.

o All students involved in these cases will be subject to University / CPT
disciplinary actions as per prevailing rules of the University.

o CPT registered students caught indulging in such activities would be debarred
from the placement process with immediate effect and their registration will
be cancelled.

o Also note that no concessions in any form shall be provided in such cases.
Students are expected to behave with the companies in a professional and
courteous manner.

o Example: Refrain from asking inappropriate questions during Interview.

o Not to canvass with the companies directly or indirectly.

o Students should not argue with the recruiters.
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o Students should maintain decorum even under provocation.
e In case of any misbehaviour on part of recruiters during interview process,

O
O

Please do NOT retaliate under any circumstance, even under provocation.
Please report the matter to CPT volunteers / Office immediately.

e Mobile phones are not allowed during any placement related activities. This
includes written tests, PPT / Briefing / Mock Interviews / Mentoring Sessions /
Training Sessions / Group Discussion / Interviews etc.

(@)

The processes hold the same sanctity as any of the AMET examinations.
University recommended disciplinary actions for students carrying cell
phones to examination halls / online interviews will be imposed on students
found using cell phones during placement activities

Additional disciplinary actions as recommended by CPT will also be imposed
for repeated offence which may even lead to deregistration of students from
placement processes. The penalty may be decided on a case-by-case manner
and the decision of CPT on this will be binding and will not be reconsidered
under any circumstances

e Malpractices of any sort during written tests, PPT / Briefing / Mock Interviews /
Mentoring Sessions / Training Sessions / Group Discussion / Interviews, etc. is
strictly prohibited

(@)

Students caught attempting / presenting falsified information, canvassing or
attempting proxies during CPT activities will be reported to University
authorities for disciplinary actions.
Students involved in these violations will be deregistered from placements
with immediate effect. Student will be escorted out of the examination
centre and will not be allowed to participate in the current or any of the
future placement activities.
Cancellation of registration for these students will not be revoked.
Students involved will also be subject to University disciplinary actions as per
the prevailing rules of the University.
If a student makes any false claims in resume submitted for job application
= Job offer will be revoked, if the case of falsified resume was found
after receiving a job offer.
= Students involved will be deregistered from placements with
immediate effect.
= Further disciplinary action as per decision of the CPT will also be
imposed on the students.
If a student is found to have hidden the nature of his / her enrolled program
his / her registration at CPT will be cancelled immediately and would lead to
further disciplinary action as per decision of the CPT.

e Student, if found to have violated any of the rules and regulations of CPT / AMET
other than those mentioned above or indulging in conduct unbecoming of an AMET
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student or any behaviour that may affect the relationship of the University with a
company

o Case will be reported to CPT Director and the Management.

o Students involved in violation of CPT norms will also be subject to University
disciplinary actions as per the prevailing rules of the University.

o Students if already placed, the concerned firm will be intimated officially on
the details of the violation. Under no circumstances will CPT be responsible
for the firm’s follow-up actions which may even include cancellation of the
extended offer.

o Decision of CPT will be binding and will not be revoked under any
circumstances

Students found to have engaged in any discussion with the recruiters regarding final
selection list during personal interviews will be debarred from participating in
placement activities

Any sort of misbehaviour on the part of students which affects the decorum of the
selection process or the reputation of CPT attracts a severe penalty as per discretion
of CPT.

o The disciplinary action may be decided on a case by case manner and may
vary depending on the severity of the situation.

The University / CPT reserves the right to disqualify any student on any disciplinary /
malpractice grounds after giving an opportunity to the student to defend in front of
a committee constituted for the purpose.

Students should not approach the University CPT directly and the CPT will not
entertain these types of activities.

If any student fails to attend the interview / Online test he will not be allowed to
attend for any other company. If there is any genuine reason will be considered by
the Director-CPT and / or Head of the department.

In case of discrepancies, all decisions taken by Director, CPT would be final and will
not be revoked under any circumstances.

Guidelines for Master Resume / Documents

The students registered should submit a proper CV to the department in AMET format.
The format will be given to the students at the beginning of the last semester or when
required by the company.

Master resume will be of two pages and section headers and formatting instructions
will be provided.

CPT will also provide sample resumes and tips on what or what not to include in the
content.

CPT recommends practicing and creating a 5-minute Video Resume of yourself as well.
Please keep validations and proofs / certificates ready for any hobbies / extra-curricular
claims.
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o Please also keep an attested copy of the Class X / Xl and Previous Course Mark sheets
ready.
o Please also keep other certificates like STCW / DOB / etc. also ready for the interviews.
o Correct and verifiable information should be produced in the resume. Any student
found violating this rule will be de-registered from the Placement Session.
Availability of the Procedures and Rules
A signed notice about availability and location (including website, URL’s and paths) of AMET
University's Placement Procedures and Rules statement is displayed prominently on
various notice boards in hostels, foyer, department notice Boards (including CPT) etc. A
copy of the policy will be made available in online downloadable form on the University
Website. Each student and HOD is expected to sign, along with full name and date, the
following text “I have read the latest version of the AMET Placement Procedures & Rules
entirely and have understood it completely in a register kept in each department”. The
Procedures & Rules also form a part of the AMET Quality Manual for external audit as it
will prevent any deviations.
Changes in Placement Rules:

o Placement Rules are subject to change from time to time and the University has the
authority and right to change, add, delete or modify the rules from time to time
based on the inputs, feedback and experience.

« Any changes in the rules will be recorded with a date for the change and saved as
Version number and notified on the various forums where the policy is to be made
available as per the section “Availability of Policy”. This would be the responsibility
of the Designated Person under the Quality Policy.

Feedback / Suggestions / Grievances Procedure
Anyone having any feedback or suggestions or any grievances regarding the contents or
the conduct of the Placement Policy or Rules may write to registrar@ametuniv.ac.in
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