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7. Ensures discipline among the staffand students.

I. Regulates the non-Acadermc activities of tile Institution

2 Executes the decisions of the management

3 Exercises general superintendencc and control over the affairs of the Institution.

4 Ileips the Principal to coordinate the activities in the institution.

5. Ensures the smooth working of the mstiiuuon.

6. Supervises the working of admission. hbrary, transportation, hostel. sports. maintenance.
etc.

6. Coordinates the activities in the institution.

7. Ensures the smooth working of tile mstituuon

8 Interacts with the management and the staff

9 Recommends the conduction of various acuvuies ofthc msrinnion

10 Proposes the salary fixation and rcmunerarionsof the staff

II. Selects the staff and recommends the promotions of tile staff'ro tile management.

12 Conducts periodic mecungs wnh till: Ikads of'thc dcparuncrns.
13 I he stu ff representative 10the management.

14. Sancuons vacation leaves of the stall

IS. Ensures discipline among the facull> and students

II> Ensures that the mstuurion follo\\5 the rules and regulations of tile university. AICTE
IIIvarious activities like conduction of classes. rests. examinations. etc

17 issues of bonafide certificate /study ecru ficatc to the students

Tht Vice Principal

The Principal is the principal executive and Academic officer oflbe lnstitution.

2. Regulates the Academic activities of tile institution

3. executes the decisions of the management and representative of management

4. Exercises general superintendence and control over the affairs of tile Institution.

5. Represents the institution on behalf of the management at the university and AICTE
level.

The Principal

Code of conduct to be followed by the Staff of Sapthagiri College of Engineering is given as

follows.
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I. The Librarian shall perform the duties and functions and discharge the rcsponsrbilities
with respect to the library. lie is solely responsible for preservation and protection of
the Library. Books. Journals and other periodical

2. A Librarian shall be responsible for loss. theft and damage of the Books. Journals,
Papers, COS. Periodicals and other properties of the Library He will ensure proper
circulation and renewal of books periodically among the faculty and the students and
also their return within the stipulated outer time c. He is responsible for levying and
charging the fines at the prescribed rates for belated return and damage of'the books.

3. The Librarian shall arrange for periodical stock verificauon of Books. Journals. CDs.
Periodicals and other properties in Library at least once a year and submit a report of
stock verification to the Principal with his specific findings. duly indicating the status
of the Library, through the Library Commiuec,

4. The Librarian shall involve himself in the up-gradation. strengthening. innovation and

I. To communicate with local and regional training providers to set lip training for
students to make them IIIdu~ll) rc::ad~

:2 To mcdrarc wuh local and rcgxma! emplovers to arrange potcnual work placements

3. To help students to parucipatc in local and regional Job lairs and cmployabiluy events

4. To ensure thai all work placements arc monitored and accurate data and recording
mechanisms in place.

5. To help students to get jobs in respective/suitable fields.

Chief Librarian

Regulates the Academic activities of the department.

2. Executes the decisions oCthc management and Principal.

~. Coordinates the activities In the department.

4 Ensures the smooth working of the department.

5. Interacts with the department staff and students.

6. Must wear relevant coat as per the dress code.

Recommends the conduction ofvarious activities of tbe department.

8 Selects the starr and recommends the promotions of tile staff'to the Principal.

9 Conducts periodic meetings with the in the department.

to. The department representative to the Principal and management.

tl. Recommends vacation. leaves of tile stan:

t2. Ensures discipline among the faculty and students.

Placement Officer

Head of the Department
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J lit: Will be responsible lor conduct 01' toumament and aihleuc meets lit the college, and
impart coaching and or trammg 10 tbe ,tuden ... to parucrpate m mter- collegiate and

lor mrer-umversny competitions. and abo nauonal and mternauonal compeuuons

4 The Director of Ph~,\lcal r ducat IOn shall arrange for sports meet and otber coachmg
camps for the students

5 The Director of Physrcal Fducauon )hall be responsible for selecuon of a team of
talented students to represent the college lor various sports events and motivates thcm
10 \\ In trophy, shield. medals and other pnzes,

6 IIc shall discharge an} other funcuous and accomplish any oihcr dunes and
assrgnmcnts allocated 10 him from time 10 time by the Management, Principal or an}
other higher authonues

7 lie: IS the Member- Convener of the! Spons Committee and arranges the Penodical
meetings of tile committee and maintains the minutes of tile meeungs

8 He i.~responsible for maintenance orlhe Day Book. Stock Book and the accounts of the
spons fund

9 The Director of Physical Educanon shall arrange: for periodical stock verification 0 f
spons matenals and other equipment') 31 11!8stonce m year and submit a report of stock
verification to the principal \\ uh hiS specific findmgs duly indicating the current status
though the Sports Commutee,

2 lie shall orgaruze various ph~"cal tuncss exercises to the studcms Irom t11Ilt: 10 time.
lie shall coach the studen" cubcr before or after thc cia,s "'lurs III the! morning and
evening

The Director of PhYSical Fdocauon shall ensure disciphnc among the students and he
will be personally responsible lor enforcement of strict discrphne In all aspects among
lhe students

implememation of tbe latest technology including E-Librar) to promote the scicnuflC
outlook of the Library in pursuit of achieving a meaningful and worthiness of the
library.

5 He shall be responsible for adoption and enforcement of a systematic library and
maintenance 0 fall the connected registers. records. and documents

6 The Libranan shall discharge lin) other funCIIO~ and accomplish an} other dunes and
assignments allocated to hun from tune 10 time by the Management, PnncipaJ or any
otber higher autborities

7 Ilc is the Member-Convener of the Library Commiuee and arranges for penodical
meetings and maintams the nnnures of the rneeungs.

8 lie shall ensure thar the Llbrar) funcuons dunng the prescribed \\orkmg bours

9 lie shatl hand over ibe physical possevoon of tbe Llbrar} 10 a responsible pet-on wuh
lhe!approval of the Prmcipal dunng hi~ leave perjod

Physical Eduralion Director
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2. Every Faculty shall update Ills/her knowledge and skilll> to equip himsell7hersclf
professionally for the proper dIScharge of duties assigned to hun/hI:r

3. Ilvery Faculty shall conduct hlnl';elf7hcrsclf \\ IIh absolute dignity and decorum in tus/her
dcalmg \1 IIh tlac superior). colleagues and stueems every urne

4. No Faculty shall absent hlnlself7herself from duties at nny lime \\ uhout pnor p<.'m1ISSlOn
from higher-ups

5. No Faculty shall accept 3Jl} hooorar} or other 3!>\lgnmcl1tgiven to hrm/her by any extemal
agency wuhout the prior permission of the College Management

6. No Faculty shall associate With an} political pan) or take pan 10 an} other orgamzauonal
actively. which is not in line wuh the duties and ethics of the teaching protession

7. No Faculty shall auempt to brmg any political or oubKle prc~,ure on his/her supenor
aurhont ies in respect 0f service matters

8. No Faculty shall participate in an~ strike or dcmonsrranon and lor mdulge 10 an} criticism
ofCollege Management policy or of'thc Govcrnrnem for any reason whatsoever.

9 No Faculty shall act in an} manner that \ IOlat~ the norms of decency or morality In

his/her conduct or behavior inside and outside the College Campus.

10. No Faculty shall incite. provoke or instigate an~ students or any other member of the staff
into an) form of action against the College Management, or that sect-s to disrupt the
academic acnvuics ofthe College

II. No faculty shall by act or deed degrades, harass or lJ1l>ultany other person for an} reason
whatsoever or act in a manner unbecommg of the teaching profcssjon.

12. Every Faculty 111 the service ofthc College shall at all the lime stnvc for acadermc
excellence in the discharge ofhis/her duties and conduct hnllSelOlu:rself 111 the manner ofa
perfect role model for others to emulate

13 The College Mauagerncm may. however. at Its sole discretion prov ide lin opportunuy to
the teachmg staO lor prcsenung hl'llher case through a personal hearing before taking a
linal dec "Ion. I he dccrsion oftl1<: College Management \\111be final and bmding and will
not be suhJect to any appeal to an} indl\ idual or torum

I. Every Faculty shall discharge hiS/her duties efficacntly and diligently to match wuh the
academic standards and performance norms lay down by the College Management from
lime to lime

Faculty
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m Ilks and documents I,Ir conduct OfC\JllllnJl,,'n and anoouncerncnt
OIIIllKI~ rc,ulb

n RC!!-btcrof lnchgjble studcnt~

,I I'rllcuremcnt und dismbuucn of adnu".,}n IlCl.cl' (If all exammauons

p Collecuon <II cvammanon Applt.:atllln forms and submissjon ttl

the l ruvcrvuy

Marks regisrcr of all tbe Semesters

J Debarred students regtster

I.. [ vanunauon ~tJllOncr, \tIlCI..and I),U': rcgrster.

concernmg the exanunnuons and carr) out the cvanunauon related work Illo:ltculousl) lie I She

shall be vigilan; &:. conversant \\ ith the ruks rcgulauons and procedure pubhsbcd by the

uruversus Ibe tolkm 109 registers and documents shall be maintained

Admission section: - The caseworker is in-charge of all admISSion matters. AdmiSSIOnof
students to FIrSt Semester and onwards shall be made &:. updated regularly. The following
registers should be mamtained and they shall discharge the duties as specified below'-

a AdmISSIOnregisters of students
b Demand Cash and Balance (OCS) regtster

c I lies contauung all the ongmal acadcnuc documents of the students
admitted 10 the r tr1>1Semc...ter rhe~ 'hall be returned 10 the concerned
'ludclII~ at the time of leav ing the: cetlege \\ tlh the approval of the
Prrncipal

d Register of procurement of transfer ccnificarc migrauon ccnificare.
chglbllll) ceruticarc and equiv alent ccruficatc

e lssoe of bona-fide I .Iud\ cenificate

f Maltcrs relating 10 scholar ~biJl and follow lip

g MillOlcnalKc of tiles relJt 109 to all correspondence

h Rules. Regulauons, orders Nouficuuons. Circulars. etc. relating to Adm

Examtnarlou Sccuon: - Case worker plays a dommant rille tn manuauung confidcnrialnv. lie

Administrative SllIfT

10 lime to respect of all mattersshall report to the: supcnntend and the Principal from time
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(a) Purchase files

(b) Separate stock ledgers for tools. equipment's. consumables. furniture. peripherals
etc.,

r. Service Register

s. Attendance Register

Leave Sancuon Register

u Casual Leave Register

v Special Casual leave Register

w, Movement Register

x Provident Fund Register

y Staff Pattern and Vacancy Register

z, Auendancc Register- Branch /Secrion w ise

aa. Provident Fund Register

Pu rchase Section: All petty purchases of the college be made at the request of laboratory in

charge or head of the Department or rhe Principal The officer in charge has to correspond

with the firms lor procurement of cquipmems, tools, consumablcs pcnphcrals etc, Every

purchase shall be: made after inviting quotations \\ uh specifications, Definite

specifications and addresses of the firms may be obtained from the Principal or Head of

ihe Department. The follow ing registers, lik~ and records shall be maintained:

q. All Examination related work and seating arrangement and other
allied work.

Establishment Section: The employees working in the establishment section shall maintain

confidentiality with respect to the duties discharged by them. The bio-data of all the employees

will have to be collected. compiled & kept in the personal tiles of the concerned. Separate CD

in respect of each may be prepared, The service register of each employee shall be opened.

maintained and updated with entries periodically. All the correspondence made with the

Government, Director of Technical Education. University. CET cell. etc, shall be kept in files of

each employee. All mailers relating to recruitment. promotjon/tcrmlnarion welfare measures art:

to be dealt with promptly. Maintenance of leave account and sancuon of leave are promptly

entered in the service register and copies there of shall be kept in the personal files. The

following important registers shall be maintamed permanently:
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(d) Pass Book

(e) Challan Books

(0 A qumanee Regssters

(g) Scho larship Registers

(h) Provident Fund Registers

(c) Remittance Regssier

(a) Cash Book

(b) Day Book

Accounts and cash section- It shall be responsible for collection of all Ices and

accounting of money. Official receipt shall be issued 10 token of having received the cash.

Demand Draft and cheque as the casemay be. The money so collected shall fonhwith be

recorded in the da) book and reflected In the cash book The money so collected after

the closure of the bank hours shall be remuted to the bank on the oext working day to

the credit of concerned Head of Departrncnt The Employees dealing \1 ith cash and

accounts shall perform their duties honestly &. efficiently, They shall be personally

responsible for loss of money related 10 an) kind of transaction All paymerus shall be

made only by cheque signed b} the Principal and I or Secretary. as the case may be,
The following registers. files and records shall be mamtained and updated on day to day

basis.

(c) Daybook of receipt
(d) Invoice books
(e) Quotallons/correspondencel purchase orders

(0 Scrap and waste disposal Register

(I) Unserviceable Equipment Disposal Regist~r
(gj lssue Register

(h) Maintenance Register
The concerned shall be in constant contact with Heads of Department for procurement of

tools. equipments, consumables etc. A list of firms shall be obtained from time to time

and updated by the Head of the Department for timely procurement Stock register should

be maintained up to dare and daily entries are made regularly. The stocks avarlable shall

be ISsued to the various laboratories & Workshop onl) on the basis of approved Indents.
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Call1l\\ard Re!ll\lcr

Ibl Outward Regrstcr

(e) Local Delivery 13001..

(d) Stump Accounts Register and Hie.
(e) Courier Register

(t) Xerox Cop), Register

On Receipt of leiters and other comrnunicattons from outside, acknowledgment tor having

received them shall be given to the concerned postal or other authonues 1hey will he registered

in the lnward Register They shall be marked and sent to the concerned lIead or tile Department

or sections and acknowledgement obtained. All the other outgoing leiters and other

dcspatchablc items shall be dispatched on the same day. Local delivery leiters and other items

of communicauons shall be forwarded through the local messenger or special messenger

depending upon the expediency. fhe Circulation of memo, circulars, ceruficares and all other

communications within the college shall be delivered internally without any delay The

(I) Other Deducuon Registers

(J) Insurance Registers

(k) Cheques Book Register

The concerned employee shall prepare the pay bills of every month for salar} dtsbursemeru
Payments shall invariably be made through cheques. Cash. cheques! demand drafts received

shall be preserved in safe custody. Any defalcation. manipulation, fabrication,

nusappropnation, embezzlement eic., shall be viewed seriously and the concerned dealt with

firmly and severely by lodging Criminal case agam:.t the concerned besides personally holdmg

responsible for recovery. All the bills, vouchers, receipts and other relevant documents shall be

mainrained systematically and chronologically All the tina I accounts shall be audned b~ the
chartered accountant every )cnr.

Dlsplltch Scetlon: • All the leuers and other communicauons received and dispatched shall be

registered in the Inward reglMcl books b) an employee who is in charge of dispatch section

Ilc/She shall dchv er the tcucr paperv anu other comnnuucauon nllcr obunnmg the

:lcl..lwl\\ledgrnent nom the concemcd Ihe li11l'Hung rcgl'ter-, record- .IIlU tllc-, ,halt he

maintained m thc dlsputch secuon

..
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4 If a Facutty wants to leave the service after the cornplet on of probJtl;ln;\~ penod at the

end of an academic year he/she shall give one: months' ootice or one months' pav in lieu of

nonce

3 DUring the probauonary period If the laculty WRnI~ to leave the serv ICC at the end of an

acadermc year he/she should gil c one month notice or one month pa~ m ItI!Uot the nouce.

2 On completjcn of one vear 111.:management ma~ extend, If neccss.lr}. the probanon for

one more: )C3r after rCI 1c!1\ 109 the performance of the Faculty and hl~ her commument 10

the VISIOn.miSSIOnand gOilb 01 the insiituuon

4. Warden mamtams data base of students through Chief of Warden office

5. Warden makes the policy lor allotment of hostels to students

6. Warden ensures dbclphne In the hostels

7. Warden Implements of decisions taken b} 111.:Institute authonlM!:>

The racult} appointed III the college will be 011 probauon for one year from the dale of

JOining subject to the approval of her/his quahficauons by the: Sapihngm college of

EngineerlOg.

3. Warden aCb II)Chairman of Central Hostel Purchase Cornmntee (CHPC) and
to ensure the lime I) purchase of quahty ucms at reasonable COSI for all the
hostels.

I. Warden ISresponvibk; for the overall administration ofhoSiel and office of Chief
of Warden

2. Warden mairuams the coordination of wardens/scmor wardens of various hostels
fur smooth running olda) to day rouune \IOri.. of hostel and student,' cooperative
mess

lIo~lcI Warden

(I. All the Sccuons 111 the College shall be subject to vcnficauon b~ the person

authorved b) the principal at lcavt one 111 a year or at request mtervals as
ma~ be evpedicrn,

concerned employees In the dispatch section shall be responsible for prompl deliver) and

dtspatch of day to day correspondence without SWing scope: of an} dela) and responsible for

loss or misplace of any receipts. papers. letters etc.
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"rhe above policies are governed by the governing council and will be amended

time to time"

11.The Fscull) shall not collect an) mone~ under any pretext from an) one mcluding

students. except when heJshc ISspecifically authorized by (he Management in writing. for

any particular fund raising programme

12 The Facul!) shall abide by the code of conduct rules enclosed wuh terms and conditions of

service her.

10 The Facult) shall not indulge In an} orgamzed anu-mstnuuonal acuvuy and vhall ndt

promote. abet. assist or motivate any groupism or unheahhy acuvuy.

8. He/She shall motivate hts/her students like\\ ise to actively involve. associate and

participate in the varjous programs and activuies of the college

9. The Faculty shall not only confine his! her activities to the classroom teachmg but involve

himsclflherself in all the efforts of tile college Ingiving extra inputs to the students so as to

make the students not only academically bnlliant, but a confideru. competent and full}

developed personality

6. The Faculty undertakes to fully abide by the leave rules and the code of conduct. copies of

which have been linked to him/her and to which helshe is fully submiued as an integral

part of the contract of employment \\ Ith the College

7 The Faculty shall actively associate. involve. participate herself 10 all the College activities

and programs irrespective of the Department. helshe belongs to

5. The Faculty agrees to execute all the won. assigned to hlmlher b) the Head of the

Institution from time to time honestly and Sincerely and carry out all the orders of the

superiors.
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