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1. ABOUT INSTITUTION

Dr V P Ramamurthi, Ph.D.

Founder and Managing Trusiee,
Former Professor of Anna University

Dhanalakshmi College of Engincering (DCE) under the auspices of Dhanalakshmi
Educational Trust was set up near Tambaram, Chennai, in the year 2001. DCE is the
brainchild of the eminent and dedicated academician and former Professor of Anna
University, Dr V P Ramamurthi.

The College is approved by the All India Council for Technical Education (AICTE), New
Delhi and affiliatcd to Anna University, Chennai. The Institution is accredited by National
Assessment and Accreditation Council (NAAC).

The Institution is ISO certified and the courses are NBA accredited. UG courses have got
permanent affiliation by Anna University, Chennai.

DCE is a sister institute of the Indian Institute of Professional Education (I1PE), an institute
offering coaching for Professional Courses Entrance Examinations, also founded by
Dr V P Ramamurthi in the year 1993,

Dhanalakshmi College of Engineering has now grown into a ‘Distinguished Centre for
Engineering and Technological Studies’ providing a serene environment and congenial
atmosphere for leaming. The Institution not only provides quality engineering education to
mould the students into technologically sound, efficient, effective and creative engineers but
also mould them as responsible human beings,

RINCIPAL e
AKSHMI COLLEGE OF it
DHANAL CHENNALE01301

-




N\ DHANALAKSHMI iemoacseon

Affilistad to Anna Univeraity, Chonaal

COLLEGE OF ENGINEERING 2505001 2008 Coried incututon

NBA accredied Cources
Tambaram, Chennai - 601 301

- VISION AND MISSION OF THE INSTITUTE

Vision of the Institute

Our Institute is committed to produce, highly disciplined, conscientious, enterprising
professionals conforming to global standards through value-based quality education and
research exccelience.

Mission of the Institute

MI: To provide competent technical manpower capable of meeting the global industrial
requirements through excellence in education

M2: To establish the Center of Excellence on the cutting-edge technologies that initiate new
ideas, leading to the emergence of innovators, leaders and entrepreneurs

M3: To instill the highest level of self-confidence, professionalism, academic excellence and
engineering ethics

- QUALITY POLICY AND QUALITY OBJECTIVES

Quality Policy

DCE is committed to providing quality education and training to the students through continual
improvement to cater to the changing and challenging needs of industry.

Quality Objectives

® To strive and achieve the global standards of engineering skills through training and hands
on experience

e To improve the employability of students through sustained motivation and intensive
participation in industry related real time projects

¢ To inculcatc moral and cthical values among the students and staff and train them to apply it
professionally with due consideration for ecological and economic issues

LML
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5. GOVERNING COUNCIL

The Governing Council of Dhanalakshmi College of Engineering has the authority to
operate within the framework of the institution’s bye-laws and the rules set by the state
Eovernment or affiliated university. The Governing Council is headed by a Chairman, usually an
eminent academician of Vice-Chancellor rank. The Managing Trustee and the Vice-Chairman of
the college arc Ex-Officio members of the council. The member scerctary of the council is the
Principal of the college. The Dean, Vice-Principal, Senior HoDs and prominent academicians of
other reputed institutions, Industrial experts and HRs of multinational recruiting companies are
the members of the council. The council is scheduled to meet two times in an academic year (July
and December).

The Council’s functions include developing and achieving the college’s vision, mission,
and objectives, ensuring academic and administrative autonomy. It makes policy decisions on
various matters, approving new study programs, awarding scholarships and honors, overseeing
academic and financial matters, managing the institute’s physical resources, evaluating
performance and providing guidance, ensuring regulatory compliance, ratifying meeting minutes,

reviewing accreditations, monitoring non- statutory committees and promoting applications for
funds from funding agencies.

6. ROLES AND RESPONSIBILITIES
i) Principal

Reporting only to the top Management (Chairman and Vice-Chairman) of the institute and
assisting them in the following functions of the institute:

Regulation & Monitoring
Development

Leadership

® Visionary

Regulation & Monitoring

The Principal holds a vital role in the academic and general administration of the institution,
overseeing various systems, policies and procedures to meet the expectations of regulatory
bodies, top management, students and parents. Some key responsibilities in this capacity include:

® Monitoring the performance and fulfillment of responsibilities of academic and

administrative staff

® Supervising the conduct, regularity and discipline of both administrative and academic
staff

® Ensuring student discipline, attendance and maintaining the institution's decorum
® Monitoring effective teachin
methodologics

aligned with prescribed curricula and institutional
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® Overseeing all administrative procedures including admission, fee collection, attendance,
recruitment, salary payments, purchases and accounts
Handling liaising activities with government bodies, corporations, and academic institutions

Maintaining liaison with the top management of the institution and coordinating activities
with various departments

® Overseeing meetings of staff, HoDs, Coordinators, College Academic Council and the
Governing Council

® Managing the procurement and purchase of necessary infrastructure and maintaining the
institution’'s infrastructure and safety

® Maintaining positive relationships with staff, students, parents and all connected with the
institution

The Principal also takes on developmental functions that are crucial for the institution's
growth, including

® Recruit suitable faculty members for the institution, provide guidance and support to nuriure
and facilitate their growth.

e Identify and project the institution's core competencies

® Building the institution's reputation and work culture

* Develop necessary infrastructure, particularly the library and laboratories to provide an
international standard of cducation

Strategic functions undertaken by the Principal

® Developing strong associations with industry, research and consultancy establishments
through Memorandum of Understandings

* Gaining industrial support by involving industrialists and business people in the governing
council and advisory bodies

As a leader, the Principal embodies the foltowing functions;

® Demonstrating excellence as an academician and setting high standards of discipline and
commitment

® Inspiring colleagues to achieve the institution's goals and being a role model for sacrificial
leadership

® Addressing the concerns and requirements of the staff at the ground level

The Principal also takes on visionary functions:

® Developing a long-term vision for the institution and working towards its realization in
collaboration with the top management

® Establishing systcms and policics aligned with the institution's vision

¢ Planning, executing, and reporting on long-term and short-term plans to the top management
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* In addition, the Principal plays a significant role in creating a vibrant organizational culture
that promotes academic excellence, mentorship and academic activities. His focus is on
faculty development, leadership capabilities and foster a strong mentor-mentee
relationship, The Principal also takes charge of organizing graduation day ceremonies and
performs any other functions assigned by the management

ii) Dean
) e Forms the AMC in collaboration with the Principal and Head of departments, including
department academic coordinators
® Provides guidelines to academic coordinators and gathers information from them for
necessary corrective measures
® Prepares the institute Event Calendar based on the Academic Calendar and shares it with
departments at least 15 days before the semester begins
* Ensures the well-being of slow and advanced learners
® Circulates important information related to the semester, examinations, feedback, events,
and more
The Academic Monitoring Committee (AMC) is under the supervision of the Dean and
consists of department Heads and academic coordinators. Its main responsibility is to plan,

monitor and oversee all academic aspects, ensuring smooth operations, proper procedures and
maintaining relevant documents.

The AMC focuses on several key objectives, including providing clear guidelines to teaching
stafT for curriculum planning and implementation, implementing effective teaching and learning
practices, supporting continuous assessment and evaluation, catering to the needs of both slow
and advanced learners, mentoring students for academic and personal growth and ensuring the
achievement of course and program outcomes.

iif) Vice-Principal (VP)
Vice-Principal (VP) is assigned all administrative functions related to Stores, Canteen,
Transport, Hostels and Campus maintenance,

Stores : 1) Distribution of store items and stationeries to departments and other
sections
if) Maintenance of stock register
Canteen g Monitoring the accounts and purchase of vegetables and groceries
Transport : Monitoring of drivers, bus routes and dicse] ¢xpenscs on daily basis
Hostels : 1) Monitoring the activities and welfare of students

i) Checking the facilities in both girls and boys hostels with the help of
wardens (Boys hostel and Girls hostel)
Campus
Maintenance

ae

i) Monitoring and Supervising the house keeping staff
ii) Monitoring the cleanliness of the entire campus
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iv) IQAC Director

® Development and application of quality benchmarks/parameters for various academic and
administrative activities of the institution

® Facilitating the creation of a learner-centric environment conducive to quality education
and faculty maturation to adopt the required knowledge and technology for participatory
teaching and learning process

e Armrangement for feedback response from students, parents and other stakeholders on
quality-related institutional processes

® Dissemination of information on various quality parameters of higher education

e Organization of inter and intra institutional workshops, seminars on quality retated themes
and promotion of quality circles

¢ Documentation of the various programmes/activities leading to quality improvement

e Acting as a nodal agency of the Institution for coordinating quality-related activities,
including adoption and disscmination of best practices

® Development and maintenance of institutional database through MIS for the purpose of
maintaining /enhancing the institutional quality

® Development of Quality Culture in the institution

¢ Preparation of the Annual Quality Assurance Report (AQAR) as per guidelines and
parameters of NAAC, to be submitted to NAAC

v} Placement Director

® Liaisons with industry

® ldentifies and provides training needs of students

® Arranges campus interviews

® Proposes annual T & P budget

® Prepares a database of some top international/national companies consisting of their
addresses, details of operations, their expeclations, their HR team elc.

® Agssists students to develop/clarify their academic and career interests and their short and
long-term goals through individual counseling and group sessions

® Assists students to develop and implement successful job search strategies.

® Works with faculty members/department Heads and administration to integrate career
planning and academic curriculum as well as coordinate Project Work, Summer Training
and Internship Programs

¢ Prepares an audio-video presentation or hand-out of the college to be presented to potential
employers

® Compiles and maintains a data bank of student profiles and resumes along with their
photographs

® Prepares a placement brochure having all the student profiles
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* Undertakes a rigorous placement campaign

® Assists employers to achieve their hiring goals

* Empowers students with lifc-long career decision-making skills

® Provides resources and activities to facilitate the career planning process

® Acts as a link between students, alumni and the employment community

e Upgradation of the students’ skill sets commensurate with the expectations of the industry
® (eneration of awareness in the students regarding future career options available to them
® Assists different companies in recruiting candidates as per their requirements

® Assists students in oblaining final placement in reputed companies

® Keeps track of all the advertisements related to placements appropriate to the profiles of
aspirants

e Communicates the resume of suitable candidates to the potential employers
® Provides right placement to the right candidate so that students excel in their future life

® Organizes placement training for the students and make them ready for interview and
group discussion

® Shall be a live wire connecling the students and the industrial houses

® Arranges to find suitable summer assignments to the students and also help, guide and
counsel them in securing permanent placement by bringing them in contact with the
prospective employers

e Provides information on the schedule of recruitment drives well in advance to all
departments’ placements coordinator, HoDs, Dean, Principal and students

® Places request to the Principal for resources required well in advance and coordinates with
the concerned and ensures availability of the same

¢ Details of placed candidates from various companies is sent to all HoDs, departments’
placement coordinators, Dean and Students A ffairs immediately afler the recruitment drive
is completed and placements announced

e Sends hard copies of all appointment orders of students recruited to the concerned HoDs

vi) Physical Director

® Reports to the Principal, Dean, HoDs and Students Affairs
Ensures smooth conduct of sports

® Ensures proper use of sports material and facilities

® Purchase of sport items by coordinating with AQ

* Encourages students to participate in Zonal /University tournaments
¢ Creation and upkeep of sports facilities

e Proposing annual budget for sports

® Ensures discipline among students in campus
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e Ensures NO Ragging activity takes place
® Oversees medical facilities on campus

® Organizes NCC (raining camps, if any and facilitates students to involve in NSS activities
and report the same to office of Dean, Students Affairs with a copy forwarded to the
Principal on monthly basis

vii) Head of the Departments
® To take advise/sanction from the Principal for implementation of academic, co-curricular
and extracurricular activities
® Assigns duties to teaching and non teaching staff of the department
e With the help of the department academic coordinator/program coordinator, ensures

allocation of workload (teaching load and practical load) to all faculty members and
technical non-teaching staff

® To coordinate with the teaching and non teaching staff of the department for smooth
function of conduct of academic, co-curricular and extracurricular activities of the
department

e To present the departmental budget and requirements to the Principal

® To take the lesson plan from the teachers and ensures they follow the plan and syllabi is
completed in the stipulated time

¢ To ensure smooth conduct of examinations including paper settings of theory and lab
 To submit recommendations if any, to the cxamination committee for processing of results
® To ensure purchases and maintenance of stock registers

® To ensure Quality, Maintenance and Cleanliness of the department

® To recommend leave of the departmental colleagues

s To motivate faculty towards research proposals to various research funding agencies such
as AICTE, DST, DRDO, ctc.,

* To encourage research and innovative programs in the department

® To organize need based workshops, seminars, symposia, visits and excursions
e To invite guest speakers for interaction and guidance to students

® To guide the students for career opportunities

viii} Controller of Examinations (CoE)

The Controller of Examinations shall he responsible for the conduct of all examinations
of the University and all internal assessment tests. It shall be his duty to arrange for
preparation, scheduling, conduct of examinations of both University and college internal
examinations. The Controller of Examinations in the cxecution of his office shall report to the
Principal periodically on the performance of his duties. He should take earnest efforts to see
that all examinations a icted as per the schedule mentioned in the mic calendar.

12
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He is responsible for the result analysis of all examinations immediately afler the
valuation of papers and publication of results,

® Collecting student bio-data and creating a nominal roll by mapping courses, professional
electives, and open electives for the current semester.

® Preparation of exam schedule, hall allocations, and seating amrangements for Read and
Write Practice (REWRAP) tests and Internal Assessment Tests (1ATs).

¢ Collecting question papers from departments, printing, and disseminating them for internal
examinations

o After the examination, the answer books are distributed to the appropriate department, and
facilitate the cntry of each and every IAT and assignment marks then and there to record
for web portal entries.

® The final intcrnal marks are auto gencrated, the hardcopics will always be verified by the
respective course handling faculty members before each end semester cxaminations for all
theory and practical courses.

® Allendance proforma is collected from all departments and the eligible students list for the
end semester cxaminations will be prepared after releasing the debarred and discontinued
circular with the approval of Principal.

® The schedule of practical examinations from all departments is collected and external
examiners are appointed for practical examinations based on their experience by the CoE.

® The CoE office is in-charge of ensuring the smooth conduct of End Semester
Examinations (ESE) for all theory courses, including the preparation of timetables,
invigilation duties, hall plans and seat allotment.

* Any Guidelines, Circulars, Orders, or Notifications received by the College from
DOTE/AU are processed in the CoE office, and a response is prepared after the signature
of the CoE/Principal and dispatched to the University.

® Issue of Hall Tickets, Duplicate Hall Tickets, Grade Sheets, Duplicate Grade Sheets, and
Conducting revaluation and issuing photocopics of answer scripts to students as requested.

® The results of the revaluation and the review process will be publicized.

e If there are any malpractices, the Malpractice Enquiry Committee holds an enquiry during
the semester.

ix) Librarian

® To facilitate the students, faculty and staff with all the literatures those may be needed for
their scholarly activities

® To manage library as well as digital library of the college

e Arranges to prepare the library budget and policies relating to the library and Digital
libraryTo encourage widespread usage of available information access facilities

® To be continuously in touch with the students and faculty to understand/assess their needs

of Books, Journals, Magazines, CDs etc. and apprise the Dean and the Principal about the
same for procurement

PRINCIPAL
DHANALAKSHISI COLLEGE OF ENGINEETT
CHENNAI-G01301




DHANALAKSHMI ‘oeereeiea

COLLEGE OF ENGINEERING 'A~'=0 501/ 2006 Gantted inssuson

NBA nccrodiied Courses
Tambaram, Chennzi - 601 301

® Ensures procurement of books, CD-ROMs, Software, Journals etc., which are essential
and/or recommended by the faculty

® Provides URL links/resources for information on various study materials
¢ Weeding out obsolete study material as per the college norms

® Disposal of weeded out material

® Ensures availability of reprographic facilities

® Maintain the books in good condition

Seeks reviews on books recommended

» Seeks suggestions / feedback on databases used

Provides digital library access from anywhere on campus

Establishes specialized search facilities for faculty’s teaching and research needs,
Provides adequate access and borrowing facilities to faculty pursuing Doctoral program
Provides content page service

Encourages use of smart card {or library services
» Facilitates conduct of reading sessions
® Organizes various functions and activities such as library week or to install clubs such as

reading club essentially to develop a very interactive and vibrant reading culture among
the students, faculty and staff

¢ Makes arrangements in the library for hooking up laptops
® Develops a system for posting new additions online
e Ensures availability of previous years question papers (semester end examination),

academic regulations, course files, lab workbooks, syllabus copies, thesis/dissertation
reports

¢ Any other work related to library that may be assigned from time to time

x) Faculty

® To prepare and process the self-appraisal

* To ensure that college equipment/facilities under the department’s control are properly
maintained and serviced as required

® Adherence to the procedures of the Teaching faculty of the college. Coordinating the
activities of the department and assisting HoD and the Principal of the college

* To provide a quality educational experience for students

® Recommending, mentoring and supervising students

¢ Coordinating and recommending responsibilities including teaching assignments,
committee assignments and student advise assignments

® Providing the HoD with inputs regarding the needs of faculty within the department,
participation of faculty in departmental activities and suggestions for faculty development

DH iINCIPAL
ANALAKSHM) COLLEG :
EOF
CHEMMNALRDY g ENGWEERIHO




. DHANALAKSHMI Zeeevicricon

Affillalad 1o Anna University, Ghennal

COLLEGE OF ENGINEERING /A0 5001 2008 caitou mminen

NBI_\umdnnd_C-odrsu
Tambaram, Chennai - 601 301

® Preparing and recommending class schedules including allocating courses for theory and
lab and preparing time-tables
¢ Supporting the strength of curricula and encouraging student success

® Planning, developing, implementing, and evaluating curriculum for students enrolled in
the programs offered by the department

® Assisting in providing leadership to meet the goals of the department and college
Attending regular meetings of the department faculty

Coordinating the formulation of department short and long-term plans
Facilitating interaction and collegial spirit among the department faculty
Coordinating the preparation of proposed departmental budget request

Execute the administrative responsibilities assigned by the HoD

Represents the department at meetings of department chairs

Assists with student complaints and grievances originate in the department

To help in planning, executing and monitoring academic and support activities of the
department

e Maintains discipline and culture in the department

® Picks and promotes strengths of students
¢ Maintains records of departmental activities and achievements

xi) Department Academic Coordinator {(DAC)
¢ Monitors the class timetables, individual timetables and faculty workloads
® Keeps track of students’ attendance through the DCE Courseware Portal

® Monitors syllabus coverage and communicate with the parents about students'
performance

® Analyzes various feedbacks related to academics and executes Academic Audit for each
semester

xii) Mentor
® Monitors the class timetables, individual timetables and faculty workloads
e Understands students’ needs and potential

* Provides personal guidance and support to students for academic and personal
development

® Holds meetings with students regularly and maintains records of their progress

® Acts as a counselor, guide and mentor to help students overcome challenges and excel in
their goals

® Ensuring effective academic planning, monitoring and development of students
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xiii) Administrative Officer

® Monitors the class titmnetables, individual timetables and faculty workloads

* Administrative officer is the overall in-charge of administrative functions, Transport,
Campus maintenance, Security personnel, canteen operations, Public relations and Health
Centre

® Assists the Principal and Dean in the day-to-day administrative functions of the coilege
and also in developing policies, procedures and systems which ensure productive and
efficient operations

® As the custodian of the college property records, manages the filing, storage and security
of documents

¢ Assists in the preparation of contract agreement document for canteen operations, security
services and general maintenance

¢ Oversees and manages the transport operations with the assistance of Transport-in-charge
and ensures provision of convenient, safe and hassle- free transport to the students and
staff as per the college policy and in conformance with RTO riles

e Makes logistic arrangements for Coliege Day, Graduation Day, FDPs, placements,
conferences, Governing Body meetings, Academic Council meetings, faculty selection
interviews, Industrial visits and such other cvents

e Liaisons with consulting architects/engineers for translating college’s needs in specific
requirements

® Coordinates provision of, and maintains the campus infrastructure, installations, office
equipments, classrooms, staff rooms, laboratories, washrooms, electrical installations, RO
plants, wells, furniture, campus green cover. transport vehicles, telephones, photo copiers,
Fax machines, Air conditioners, Computers, Printers, Cash Counting Machines, CC
Cameras and Water Coolers etc.

® Ensures campus security and safety of personnel through administering the agreement with
security service providers, comprising monitoring of the work of security staff, enforcing
the terms of the agreement, and compliance with the instructions issued by the college
from time to time.

® Monitors CCTV and other surveillance equipment, if any, to guard against vandalism,
break-ins and promptly reports such incidents to Principal, and management, and to Police,
with proper approvals,

e Oversees canteen services, administers canteen service contract, with the assistance of
Canteen committee

& Represents the college at meetings convened by DCE, Social welfare department, Minority

Welfare department or other Government departments/bodies on matters relating to
scholarships etc.

¢ Coordinates response to legal notices, filing of petitions and liaisons with advocates
representing the college
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® Coordinates disposition/resolution of individual problems and disputes involving students,
staff, faculty, or members of the general public as they arise

® Manages distribution of incoming mails, and dispatch of out-going mails

® Identifies training needs of office staff and organizes staff development programmes

® Recruits ministerial, contingency staff and drivers in coordination with HR department

® Carries out periodical shuffling of ministerial and contingency staff across
departments/sections, in coordination with HoDs / Sections-in- charge

¢ Prepares capital and operating budgets for Administration department, exercises budgetary
control so as to regulate expenditure to the levels of provision in the approved budget

® Monitors fuel efficiency of transport vehicles periodically and takes corrective actions as
required

® Monitors and controls repairs and maintenance expenses towards vehicles, furniture,
sanitary fittings, plumbing work, etc.

® Kceps an inventory of office cquipment and furniture, identifics them with unique asset
Nos., coordinates annual verification of the assets

o Convenes meetings with Bus In-charges, at least once in 2 months, to review transport
operatiens, acts promptly to resolve issues, if any and forwards a copy of the minutes to
the Principal

¢ Convenes meeting of General Services Commitiee, at least once in 3 months, acts on the
problems, if any, with promptness and forwards a copy of the minutes to the Principal

® Reviews the working of Transport section, Maintenance section, Security, Canteen on a
regular basis and prepares quarterly reports on the performance

® Set goals (preferably physical), suggestions/complaints received and closed, future plans
for improvement in line with the college’s motto of “striving towards perfection” requiring
continuous improvement

¢ Guides and assists Transport-in-charge in fixing bus routes, allocating buses and drivers on
the routes, factoring in the seating capacity, age of vehicles, route distance and experience
of drivers, ensuring optimum use of college resources

¢ Any other functions assigned by the Principal and Dean from time to time

xiv) Deputy Warden

® Responsible for allotment of rooms to the students

® Responsible for maintenance of the hostels

® Looks after the quality of food served in the mess

® Keeps strict discipline among the studenis in the hostels

® Reports to the Principal in case of any indiscipline or misbehavior by the students

® Looks into the grievances/complaints of the students if found genuine

[ ]

Arranges for first-aid in case of any emergency and arrange for hospitalization of
student/staff, if required
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7. SERVICE RULES

1. General
(a) These rules shall be called the Dhanalakshmi College of Engineering, Chennai,
Employees service and conduct rules and shall come into force from the date of its
approval by the Governing Council. These rules supersede all other rules previously
enforced.
(b) Except as otherwise provided, these rules shall apply to all categories of employees
except part-time employees and employees borne on contingent establishment,

2. Definition
(2) The term ‘College’ wherever used in these rules shall mean the Dhanalakshmi
Coliege of Engineering, Manimangalam, Chennai

(b) 'Trust’ means the Dhanalakshmi Education Trust, Chennai ‘Teaching Post’ means a
post, the duties of which involve teaching and training the students and other
academic responsibilities,

(c) ‘Supporting Staff’ means persons appointed to Non-Teaching and Non-Executive

posts.

3. Appeinting Authority
All appointments of faculty members and staff of the College arc made bascd on
suggestions from a selection committee whose convener is the Principal and ratified by
the Managing Trustee, subject to the approval of the Governing Council.

4. Appeintments on Contract
Apart from appointments on a regular basis, appointment of faculty and other staff can

be made on contract basis by the Managing Trustee, subject to the approval of the
Governing Council,

5. Delegation of financial sanctioning powers
(a) Financial power of the Principal is approved by the chairman upto Rs. 2,00,000
(Two lakh rupees) per year. He is also authorized to sign upto Rs. 50,000 (Fifty
thousand rupees) to purchase research items and other non- consumables.

(b) Financial power of HoDs is approved upto Rs. 20,000 (Twenty thousand rupees) per
year and under single signaturc upto Rs. 10,000 (Ten thousand rupees)

6. Termination of Service/Resignation
(n) The appointing authority shall have the power to terminate the services of an
cmployee by giving one month notice or payment of salary in lieu thereof.

INCIPAL
DHANALAKSHMI COLLEGE OF ENGINEERING
CHENNAI-601301




COLLEGE OF ENGINEERING 2502201 2008 Contad insuuusn

NBA accrodited Courses

DHANALAKSHMI jzeemaer=riom

Tambaram, Chennai - 601 301

(b) I, in the opinion of the appointing autherity, the efficiency of an employee has been
impaired due to any infirmity, he will be considered for a less laborious job if such a
vacancy exists and the employee is willing to accept it.

(c) Resignation of an employec will come into effect only after the specific
Approval/Acceptance by the appointing authority. The appointing authority may, in
the interest of students call upon the employee concerned to continue tifl the end of
the academic session in which the notice is received.

(d) The one month notice by the appointing authority is not necessary if the services of
an employee are terminated on grounds of moral turpitude.

Retirement

The age of retirement of faculty members shall be normally 65 years. If the Management
is satisfied that a person who has crossed 65 years has not reached the stage of efficiency
bar, may retain his/her services beyond 65 years.

Leave
(a) Staff are eligible for 12 days C.L in a calendar year

(b) Each staff shall be entitled 1o one day of optional religious holiday for every four
months, This optional religious holiday eligibility is only to those who actually
celebrate the religious festivals.

{c) Medical Leave
Those who have completed 2 years of service in the college are eligible for a

maximum of 15 days medical leave with full pay in a year, This leave is allowed for
hospitalization/bone fracture cases.

(d) Maternity feave
Female staffs who have completed 2 years of service in the college are eligibie for 3
months matemity leave. This leave is allowed for a maximum of two children only.
The concemed staff must join duty immediately on the expiry of 3 months leave.

(e) Marriage Leave
Those who have completed 2 years of service in the college are cligible for 5 days

leave for his/her marriage.

(f) Summer vacation is allowed in a staggered manner, as described below:

DHANALAKSHE\
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Teaching Staff
SL No. | Eligibility No. of days
1 Staff who have rendered more than three years of 30
service
2 Staff who have rendered 1 to 3 years of service 25
3 Staff who have rendered 6 months to 1 year of service 15
4 Staff who have rendered less than 6 months service Nil
Nen-Teaching Staff
Sl No. | Eligibility No. of days
1 Above | year service 2 weeks
2 6 months to | year service 1 week
3 Below 6 months Nil

Winter vacation to the faculty members will be decided depending upon the exigencies
of academic activities and other relevant factors,

9. Qualification
Qualification of the faculty member shall be as per AICTE norms.

10. Pay Scaies

Pay scales of faculty are as per AICTE norms. Pay scales of supporting staff shall be
decided by a committee appointed by the Governing Council.

11. Promotion

Promotion to higher posts shall be based on qualification, experience, performance and
participation in the Institutional development activities,

8. AWARDS AND INCENTIVES

a) Cash incentive for faculty members for result oriented performances

Sl. | Description Amount (Rs.)
No.
1 | Teachers producing 100% pass in the theory subject Rs. 2,000/- per
handled by them subject
2 | Teachers producing more than 95% pass in the theory Rs. 1,000/- per
subject handled by them subject

“-\
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Financial Assistance/Sponsorship for Higher Studies

The Management will allow the faculty members to avail OD facility with full pay
for a reasonable duration, subject to the condition that the faculty member afier the
completion of higher studies, agrees 10 serve this college as per the terms specified
in the contractual obligation tendered.

The following assistance/awards will also be extended to the faculty members.
Paper presentation:
i) In India
® OD for the period of conference including travel period
Registration / delegation fee

One way second class train fare
ti) Abroad

® OD for the period of conference including travel period
® 50% reimbursement of actual expenses

Faculty Development programmes
® OD for the period of the programme
e Registration fee
¢ One way second class train fare

Incentives for Publication of paper
¢ In National Journal - Rs. 1,000/- per paper
¢ In International Journal - Rs. 2,000/- per paper

Incentives for Publication of paper
® With Standard publishers like Prentice Hall, McGrew Hill etc. -Rs. 10,000/-
e With South Indian Publishers -Rs. 5,000/-

Faculty welfare
The institution is implementing a number of efficient welfare programmes for teaching
and nen-teaching staff that are listed below.

Teaching Staff:
1. Medical insurance for the faculty and their dependents
Free transport facility
Marriage gift with leave
Providing festival gifls
Cash awards for academic achievers
Educational support to their wards
Food at subsidy rate

®No e W
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9. Maternity leave
10. Providing on duty to pursue Ph.D. programme

11. Registration  fees for attending conferences/seminars/FDP/research
publications

12. Providing financial support to present and publish research papers
13. Employee Provident Fund (EPF)

14. On campus medical facilities and free check-up

15. Free accommodation in hostel for outstation employees

Non-Teaching staff;

1. Medical Insurance for non-teaching staff and their dependents

2. Educational support to their wards

3. Marriage gift for staff with leave

4. Providing festival pifts

5. Vacations for non-teaching staff and special leaves for religious festivals
6. On campus medical facilities and free medical check-up

7. Employee Provident Fund (EPF)

8. Free accommodation in hostel for outstation employees

9. Free transport facilities

10. Food at subsidy rate

Employee Provident Fund (EPF)
o Staff must contribute 12% of their pay plus DA towards EPF
e The Management will make equal contributions to the fund as per the rules.

Group Gratunity Cum insurance
All the regular staff who retire after a minimum of § years of continuous service in the
college are eligibie for payment of gratuity subject to the rules of the scheme.

Other Concessions
Transportation for the staff to and fro will be provided at free of charge for travel by the
college bus. This is applicable only (o the staff residing in the areas where college buses

are operated. Both breakfast and lunch for the staff will be provided with nominal
charges of Rs. 1000/- per month.

o
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9. APPRAISAL FOR FACULTY AND STAFF

Faculty Self-Appraisal Form
Academic Year:
PART A

A, General Information:
Name:
Designation:
Department:
Qualification:
Area of Specialization:

. In Institution:
A t:
e laiiunen In Present Post:
Expericnce (In Years) At Prcvious Institution At Present Institution Total

PART B
ACADEMIC PERFORMANCE INDICATORS (APIs)
CATEGORY I: TEACHING, LEARNING AND EVALUATION RELATED ACTIVITIES (120}
A. Educational Qualifications and Experience Details : (Max. of 20 points)
Master Degree: 5 points, Ph.D. Pursuing: 10 points, Ph.D. Completed: 20 points

S.No | Degree | Branch/Specialization | Institution | University | Year of Scorc
Completion | Obtained

1 UG

23iPG

3 | PhD,

B. Teaching Workload: (Max. of 20 poiats) (T-4x4=16& L-2x2=4)

S Total number Self-
N ; Class & Course of lectures appraisal | Verified API Score
0,
Allocated Score
1
2
3
4
5
6
Total
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(& Course File & Material/Lab Manual Completion (Max. of 20 points): (T -
4x4=16 & P - 2x2=4)

8. No. Class & Course Self-sn PRIRES] Verified API Score
core
i
2
3
4
5
6
Total

D. Student Feedback: (Max. of 10 points): (T - 2x3=6, P - 2x2=4)

S. No. Class & Course Sell- appraisal Verified API Score
Score
1
2
3
4
Total

E. University Results: (Max. of 50 points)
(If the pass % is above 90, 50 points; 80-90%, 25 points; 70-80% 10 points; 70 — 60 % 5
points; below 60%, 0 points)

Pass Self- .
S. No. Class & Course Percentage appraisal Verified API
S Score
core
1
2
3
Total
PRINCIPAL
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Score for Category I (120 points)
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Category | Maximum API Score | API Score obtained Remarks
A 20
B 20
& 20
D 10
E 50
Total 120

CATEGORY II: PROFESSION RELATED CONTRIBUTION

F: Additional Responsibilities (Max. of 40 points):
NBA : 10 points

NAAC : 15 points
Mentoring with report : 10 points

Remedial Classes : 5 points

(Need to submit the detailed report on your additional work)

S. No. Nature of Role

Self- appraisal
Score

Verified API
Score

1

| vl Bl w] W

Total

G:

Memberships (Max. of 20 points): 10 Points / Membership: 10 Points per
Membership

5. No.

Organization Self- appraisal
Score

Verified API Score

1

2
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H: Workshops/FDPs/Conferences Attended as a Partici

Agproved by AICTE, Naw Daihi
Affillatad ta Anna University, Chennsi

An IS0 B001 - 2008 Certified  Institution
NBA ncurodited Colrsea

pant or Resource person (Max.

of 100 points)
Conference/ workshep : 20 points per conference,
FDP Attended (Minimum 5 days) : 20 points
FDP/Events Organized : 20 points
Resource Person : 20 points
NPTEL Certificate : 20 points
S. No. Name of the No. of | Self- appraisal | Verified API
Workshop/FDP/Conference days Score Score
Attended/Organized
l
2
3
4
5
6
Total
Score for Category 11 (160 Points)
Category | Maximum API Score | API Score obtained Remarks
F 40
G 20
H 100
Total 160

CATEGORY - IIT: RESEARCH AND RELATED CONTRIBUTIONS (110 points)

I: Publications/Reviewer (Max. of 91} points)
SCI Journal ¢ 20 points
Scopus / Web of Science/UGC : 20 points
Patent : 18 points
Book publication : 10 points
Journal Reviewer : 10 points
Ph.D. Supervisor i
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S. No. Title Type Self- Verified
appraisal API Score
Score
1
2
3
4
Total

J: Funded Projects: (Max. of 20 points) (10 points per Govt, project, 5 points per Private
projects)

S. No. Title Sanctioned Self- Verified
Organization appraisal API
Score Score
I
2
3
Total
Score for Category 111
Category | Maximum API Score | API Score obtained Remarks
I 90
J 20
Total 110
Score for Category IV
Action taken for the previous year by HoD (Comments) (Marks: 10)
S.No. Comment Action Taken
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Summary of AP! Scores

Total API Score for | Total API Score obtained
the Assessment for the Assessment period
Category Criteria period
I Teaching, learning and 120
evaluation related activities
I Profession related 160
contribution
Research and related 110
Il -,
contributions
Action taken for the 10
v - o !
previous vear(if applicable)
Total 400
Declaration
I, hereby declare that all the above information are true to the
best of my knowledge.

Name & Signature of Faculty

Recommendation by HoD

Recommendation by Principal

Signature of HoD Signature of Principal
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PERFORMANCE EVALUATION FORM

(for Non-Teaching Staff)
Note : The performance should be indicated in a five point scale viz
(a) Poor (b) Satisfactory {c) Good {d) Very good (e) Excellent
with a brief justification in phrases for awarding the scale.

1.  Name of the Staff

2.  Designation

3.  Department of the Staff

4.  Period of reporting

5. Whether the staff member is regular in attendance
6.  Does the staff sincere to hisfher work

Is he / she courteous and helpful to the students
Knowledge of staff member in hisfher job
Does the staff start new innovation in his/her work?

10.  Does the staff member take(s) initiative in the job assigned?

11, Aptitude of the staff member in upgrading his/her knowledge in
histher domain area

12.  Whether the staff member has taken iniliative to upgrade
his/her qualification?

13. Does the staff attend any programme during the period to
enhance his / her technical competence?

14. If yes, how has the performance of the stafi member improved
after the training undergone?

15.  Performance level of staff member in the job assigned

16. How is lhe staff member's inter-personal relalionship with
his { her

i) superiors
il} colleagues
iif) subordinates

17.  Any other qualitative narrative report (Any contribution warthy of
mentioning) !

HoD Principal
CiPAL
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10. POLICIES
i) Recruitment

1. Dhanalakshmi Collcge of Engincering believes in strengthening its human resources
annually by reviewing the current status of every department during the end of each
academic year.

2. After assessing the requirements of teaching faculty members for various departments,
advertisements are made in leading newspapers and applications are received from
eligible candidates.

3. The eligibility criteria fully conform to the norms and standards prescribed by the
statutory bodies namely, AICTE and Anna University.

4. The cadre-wise vacancies are filled up after giving due weightage to the promotion of
existing taculty members.

5. The applications received and scrutinized are shortlisted before being invited for an
interview.

6. The interview process comprises online tests in communication, aptitude and domain
specific technical aspects.

7. An expert team comprising external members along with the Head of the Department
and Management Representative conducts the interview after assessing their scores in
the online tests.

8. During the process of interview the candidates are also required to present a lecture to
assess their audibility and oral communication.

9. At the end of the interview, recommendations are forwarded to the Governing Council
through the Principal.

10. Offer letters are then issued after obtaining the approval from the Managing Trustee,

11. The following documents are required to be submitted by the candidate after accepting
the offer.

2

Joining report

o

Aadhar card photocopy
PAN card photo photocopy

R o

Bank pass book photocopy
Ph.D. degree certificate
P.G. degree certificate
U.G. degree certificate

@R oo

Experience certificates
Photo / ID card form

—
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ii) Promotion

The college adopts the norms and standards prescribed by the statutory bodies namely,
AICTE and Anna University for career enhancement of faculty members. Based on the cadre- wise
vacancies, applications are invited from the internal faculty members who would be followed bya
formal interview by a panel of expert members. The recommendations of the commitiee would be
forwarded to the Governing Council through the concerned lHoD and the Principal. After the
approval of the Governing Council, promotion orders would be issued to the deserving faculty
members.

Eligibility criteria

Erofessor

M.E/M. Tech. first class with Ph.D. and minimum of 10 ycars teaching / rescarch / industrial
experience of which at least 5 years should be at the level of Associate Professor.

(Or)

Minimum of 13 years experience in teaching and/or research and/or industry

In case of teaching and research experience, good academic record, research paper publications (at
least 3 papers in refereed journals/with impact factor/[PR/patents records) and guiding Ph.D.
scholars are highly desirable.

If the experience in industry is considered, the same shall be at managerial level equivalent to
Associate Professor with active participation record in devising, designing, planning, executing,
analyzing, quality control, innovating, training etc,

Associate Professor
M. E/M.Tech. First class with Ph.D. and minimum of 8 years experience in teaching / research /
industry of which at least 2 years post Ph.D. experience is desirable.

In case of teaching and research experience, good academic record and research paper publications
(at least 2 papers in refereed journals/with impact factor/IPR/patents records) and guiding Ph. D.
scholars are highly desirable.

If the cxperience in industry is considered, the same shall be at managerial level cquivalent to Sr.
Associate Professor with active participation record in devising/designing, planning, executing,
analyzing, quality control, innovating, training etc.

iii) Research

Research and Academics are the two eyes of a faculty. DCE is committed to serve society
through the pursuit of excellence in Research. DCE shall ensure that research in all fields EIOWS
exponentially with ethical norms and research standards intact. This policy aims to promote quality

research among the faculty members itution. The objectives of the research policy are,
S,
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Translate innovation among faculty and students into new products
Motivating Faculty to undertake funded projects in Science and Engineering
Exploring knowledge by organizing conferences, workshops, seminars on recent
research areas, IPR and patents

® Motivating faculty for doctoral programmes at various universities and reputed
organizations

Research and developmeat Cell

The R&D cell was formed with the objective of promoting high quality cutting edge
research activities among faculty members , scholars and students of the institute. R&D cell
supports the institution through academic rescarch, sponsored projects and consultancy projecis.
This will enhance the research potential of the institute in thrust areas.

MoU

The institution has signed MoU with various industrics for collaborating in thrust areas
which will benefit both industry and acadenucs.

Research Tneentives

In order to enhance the research ambience of the institution and to motivate the
researcher, incentives are given to the faculty members who have secured sponsored research
projects from funding agencies. 50% of the overhead allowances defined by the agency for the
project is given to the Principal Investigator(PT) of the sponsored project.

Partial financial support is given to faculty members who publish their research work
in SCI indexed and Scopus journals,

100% of registration fee will be borne by the institution for the faculty members who
attend international conferences in reputed institutions.

iv) Consultancy

The organization requiring consultancy services from faculty or the department shall write
to the Principal indicating the expertise required.

The Principal on receiving the request from the organization shall inform the department
concerned.

The head of the department shall nominate the faculty or a group of faculty having the
required expertise and get permission from the Principal.

In considering whether or not permission will be given for consulting activity, the Principal
will take into account such factors as the compatibility of the activity with the responsibilities and
commitmenis of the faculty member(s), potential conflicts of interest and the use of institution
resources.

MoU is signed between the organization and the department towards the nature of
consultancy work and the commercials involved in the presence of the Principal.

@ ClmaL
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The faculty or a group of faculty engaged in the consultancy work shall periodically report
the progress of the consultancy work to the Principal through the head of the department.

v) Faculty Training And Development
Dhanalakshmi College of Engineering strongly believes that high quality of education can
be offered through highly qualified, trained and experienced faculty members. Since inception, the
college continuously stays focused on this quality parameter. The College also feels the continuous
training is essential for its faculty to stay up-to-date and relevant for imparting the new
pedagogical practices and technology training.
In order to achieve this goal, the college identified the following areas and initiated
conlinuous programs for the faculty:
1. Register for higher education for M.Tech, and Ph.D. degree programmes
2. Present papers in the conferences and workshops of their discipline both in India and
abroad
3. Register for various training programmes for both short term and long term within and
outside the state
4. Register to SWAYAM NPTEL and other online certificate training Courses like TIOKT
of IITB and ICT-MNIT, Jaipur, etc.
5. Attend various in-house training programmes, conferences, both national and
international, seminars ,workshops, short-term and long term programmes
6. Attend In-house training programs on curriculum design, pedagogy and assessment pattens
by distinguished academicians
7. Attend Hands-on sessions by the industry personnel at the College and faculty internship
programs during the summer break

The faculty was given full financial support in-terms of registration fees, TA & DA as
applicable, training cost for experts in case of in-house training programmes. These facilities are
applicable for the faculty who have completed their probationary period of their service.

vi} Placement

Placement Training/Teaching Methodology
e The students will be provided training based on the interview process that includes
Aptitude solving, Technical skills and also to enhance their Soft skills.

® The students will also be provided with Company Specific Training (Aptitude &
Technical/Core training -ECE/EEE ) by the experts.

Placement Eligibility

® The students should maintain a track record of 60% marks in 10*, 12" and UG degree
(till current semester) without any standing arrears,
® The student’s attendance is recorded during placement traiming cl
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e The Students are asked to attend the training with complete cooperation and also
attend the quiz and the students are asked to provide the valid academic and personal
details for the placement database as the data once entered will not be updated further
at any cost,

Placement Training Performance

o Students should take the Placement Training seriously and give their best to score
good marks in their Placement Assessment Tests.

e Students should score 80% in Training Assessments and the marks will be awarded
based on the following formula:

20% Training Attendance + 20% MCQ Assessment Scores + 30% Coding
Assessment Scores (Hackathon) + 10% Internship + 10% Online certification
course + 10% Projects / App Development

Placement Training Communication

e The students are also advised to provide their valuable feedback after the completion
of each topic which will enhance the training process.

e All the anmnouncements of placement and training will be sent only to DCE Email/
Whatsapp.

Student Willingness

e If the students are planning for higher studies and not interested in attending the
placement training / Drive, must provide a permission letter signed by the parent,
placement coordinator, HoD, Principal and submit the letter to the Placement Cell.

o If the students who are not interested in attending certain specific placement Drive,
must providc a permission letter signed by the parent, placement coordinator, HoD,
Principal and submit the letter to the Placement Cell before the commencement of the
drive

Placement Offer Constraints

e The students must attend the scheduled placement drivesfON-CAMPUS/OFF-
CAMPUS interviews on time without any excuse. Only the students who attend the
placement training program regularly will be allowed to attend the placement drives.

® The students will be allowed to attend interviews of minimum one product based
company and one service based company based upon their eligibility criteria,

e If any student is attending the interview individually that has not been assigned by
DCE Placement must get prior permission from the placement director.
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e The students who are offered a job/internship from the company must undergo the
process of NOC letter from the Placement Cell and only then will be allowed for the
job/internship.

e Students are allowed to attend the interviews scheduled until they get selected for one
product based and one service based company.

o If a student gets shorilisted in two companies, they will not be allowed further for any
interviews unless it is a dream offer with a pay package of more than 10 lakhs per
annum.

e Once the student gives acceptance o join & company after signing the papers, they are
not supposed to withdraw from the joining process. Incase of withdrawal or any
violation in the process the student will be subjected to a fine of Rs, 10,000/~

o If the student is found to attend the campus interview (other than the campus
scheduled interviews) without the knowledge of the DCE Placements they will not be
entertained in any of the DCE campus placement process.

e NOC (No Objection Certificate) letters will not be provided to students who attend
the interview without the knowledge of DCE Placements.

Parent’s Responsibilities:

o The parents are requested to provide mutual support and motivate the student during
the process of placement training.

® The parents are also asked 1o frequently supervise the student’s performance in the
training process and also to track their ward’s score on the courseware platform.

e All the announcements of placement and training will be sent only through
whatsapp/SMS/DCE email.

vii) Scholarship

The following scholarship schemes are available to eligible DCE students.
Government Sponsored schemes:
1.First Graduate Scheme
Students who are the first graduates in their family are eligible to avail the first graduate
scholarship under this scheme.

2.SC/ST Scholarship

Students belonging to SC/ST are eligible to avail Department of Adi-Dravidar and Tribal
Welfare (SC/ST,PMSS) Scholarship scheme.

3. BC/MBC Scholarship

Students belonging to BC/MBC are eligible to avail Department of Backward Classes
Welfare (BC/'MBC } Scholarship schemce
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4. Government School students (7.5% Reservation Scheme)

Students who were admitted under the government 7.5% reservation are offered full
tuition fees by the Government of Tamilnadu.

5. Pudhumai Penn Scheme

The Tamilnadu Government offers this scholarship to eligible Girl students under this
scheme.

Institute Sponsored Schemes :

The management of DCE provides institutional scholarships to deserving students, The
scholarship schemes are given below.

i} Merit Scholarship by DCE Trust (Category )
Eligibility: 1. For 180.00 and above cutoff marks in +2 examination for regular B.E
First ycar admission
2. 85% and above in Diploma for Lateral Entry (LE} admission

Scholarship amount: 100% Tuition fees and other college fees during the period of study
* Transport/hostel fees and examination fees are to be paid

ii) Merit Scholarship by DCE Trust (Category 1I)
Eligibility: 1. For 165.00 - 179.00 cutoff marks in +2 examination for regular B.E
First year admission
2.75% - 84% in Diploma for Lateral Entry (LE)

Scholarship amount: 75% of Tuition fees and other college fees during the period of study
* Transport/hostel fees and examination fees are to be paid

iii) Scholarship for outstanding sports persens by DCE

Eligibility (Category I): Students with First, Second, and Third Position in sports events at
National level

Scholarship amount: 100% Tuition fees and other college fees during the period of study
* Transport/hostel fees and examination fees are to be paid

Eligibility (Category IT): Students with First, Second, and Third Position in sports events at
State level

Scholarship amount: 50% Tuition fees and other college fees during the period of study
* Transport/hostel fees and examination fees are to be paid
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Eligibility (Category III): Students with First, Second, and Third Position in sports events at
District level

Schelarship amount: 25% Tuition fees and other college fees during the period of study
* Transport/hostel fees and examination fees are to be paid

viii) Slew Learners and Remedial Classes

The slow learners are always the poor achievers and lag behind in academics. They may
fail in exams or will score only poor grades. They will find it difficult to understand the lessons
and may have difficulties in their comprehension, retention, reproduction and integration. Their
motivation levels also may be poor and may find it difficult to adjust with the teaching learning
process and can drop out or fail in the programme. The poor performance may not be a sign of
the poor capacity or talent but may be due to inappropriate teaching methods, poor family
situations, inadequate motivations and supports, unscientific learning practices or even the
inability to converse in an unfamiliar language.

The process of giving additional inputs to the slow learners is not an effort to make the
students average achievers but to make everyone better achievers. Even if the students are
identified as slow learners in the class they shall not be Iabeled as poor but they need to be
treated cqually in the class with supportive carc and appropriate pedagogical systcms so that the
less talented also achieve their goals in life. The mentoring and facilitating efforts of the teachers
and the university administrative system is a great investment in achieving best results and
enhancing the performance of the students.

Remedial Classes

In the college remedial classes are conducted for slow leamers. In the regular classes, if
the student fails to understand the subject, such students are admitted to remedial classes, It
focuses on basic concepts, develops better study habits (i.c. preparing notes, etc.) and develops
confidence in the students in the respeclive subjects. Remedial classes help to close the gap
between whal a student knows and what he is expected 1o know.

In our college, students come from different family backgrounds with different living
standards. There are some students with high learning ability who can grasp quite fast and learn
better but there are other students who need frequent guidance and support. To make pace with
the fast learner, college conducis remedial classes on a regular basis for slow learners. Apart
from remedial and regular classes, teachers arrange extra classes on request of either students
(slow learner or fast learner) or mentor.

Foliowing are the benefits of conducting remedial classes
e  Toboost the confidence of slow learner students and to realize their weakness
®  To enhance the skills in respect to the learning process
e  Toremove the fear of study
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¢ To motivate an innovative and creative mindset
] To organize the workshop/seminar/guidance program for slow learners
. To understand question paper patterns

Following key points are considered to identily the slow learner
e By asking oral questions in the classroom
e  Marks obtained in the class/unit test
s Check their home assignment
®  As per previous university/Board result

Remedies for Slow Learner

®  Separate classes are conducted for them and fast learner students are also welcome in
this class.

®  Students get help from the faculty individually for difficult topics.
®  Easy class tests are conducted to motivate the slow learner
e  Some topics are explained with practical sessions so that it is easy to understand.
e  Basic concepts are taught/revised
e  Hints are given to remember a concept.
Bridge Course

Most of the students admitted in first year are from rural areas and some of them are not
so advanced in some subjects due to lack of facilities. Some students are unknown to new
subjects as they do not have previous background. To boost their academic skill and the
confidence of such students in the learning process, the college conducts bridge courses for first
year students before the commencement of regular classes every year. The purpose of the bridge
course is not only to bridge the gap between subjects studied previously and the subject that
would be studying in first year but also to clarify and revise the fundamental concept of the topic
whether it belongs to the previous course or new course.

It is seen that bridge courses are beneficial for both students and faculties. As in the
teaching learning process, students can easily advance in topics in regular classes and it is
convenient for the faculty to teach the advanced topics.

ix) Anti-Ragging

Dhanalakshmi College of Enginecring has a strict, Zero-Tolerance policy towards
ragging. Any student found to be indulging in such behavior will face swift and severe action.
Ragging in any form is totally prohibited in and outside the campus of DCE, It is the main

objective of every member of DCE community consisting of the management, faculty and Staff
members and as well as all students a -?E'E--pq_rcnls/guardians to make the college a 'ragging
free’ institution and ensure a conduci ¢ Oh¥rons; éh;‘t‘\for fresher to adapt to the changes that the
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college life may demand them and grow up along with their seniors. The institution is committed
to follow all Regulations and Guidelines promulgated by the UGC and other higher authorities
from time to time. The college will not permit or condone any incident of ragging in any form
and will take all necessary and required measures to achieve the objective of eliminating ragging,
within the institution.

Prohibited conduct under this policy
DCE in compliance with UGC Regulations on curbing the menace of ragging in Higher
Educational lnstitutions,2009.(F.‘-.-‘LGIZOO'?(CPP-II) dated 17th June,2009) take stringent action
against those found guilty of ragging and/or abelting ragging, actively or passively or being part
of a conspiracy to promote ragging, in accordance with these and other Regulations in force.

As defined by the UGC, Ragging constitutes one or more of any of the following acts:
(UGC regulations on curbing the Menace of Ragging in Higher Educational Institutions,
2009 dt.17 .06.2009" Para 3)

. 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.

2. Indulging in rowdy or indiscipline activities by any student or students which causes or is
likely to causc annoyance, hardship, physical or psychological harm or to raise fcar or
apprehension thereof in any fresher or any other student.

3. 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
80 as to adversely affect the physique or psyche of such fresher or any other student.

4. Any act by a senior student that prevents, disrupls or disturbs the regular academic activity
of any other students or a fresher.

5. Exploiting the services of a fresher or any other student for completing the academic tasks
assigned to an individual or a group of students,

6. Any act of financial extortion or forceful expenditure burden put on a fresher or any other
student by students,

7. Any act of physical abuse including all variants of it: sexyal abuse, homosexual assaults,
stripping, forcing obscene and lewd acts, gestures, causing bodily harm or any other danger
to health or person.

8. 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.

9. 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.
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Punishment for Ragging

Every incident of ragging will be investigated by one of the Anti-ragging squads of DCE
who will enquire the details and submit all information rclated with the incident to the Principal
along with their findings and recommendations. On receipt of the recommendation of the
anti-ragging squad or on receipt of any information conceming any reported incident of ragging,
the Principal will determine if a case under the penal laws is made out and if so, either on his
own or through a member of the AntiRagging Committee authorized by him in this behalf,
proceed to file a First Information Report (FIR), within twenty four hours of receipt of such
information or recommendation, with the police and local authorities, under the appropriate
penal provisions relating to one or more specified clauses of the UGC Regulations, for further
action.

Further, the Anti-Ragging Committee of DCE will, depending on the nature and gravity
of the guilt established by the Anti-Ragging Squads, punish, to those found guilty, one or more
of the following punishments, namely,

1. Suspension from attending classes and academic privileges

Withholding withdrawing scholarship/ fellowship and other benefits

Debarring from appearing in any examination or other evaluation process

Withholding results

Debarring from representing the institution in any regional, national or international

mcet, tournament, youth festival, cie.

Suspension, expulsion from the hostel

Canceliation of admission

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

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

SN

SORSIN O

If the persons committing or abetting the act of ragging are not identified, the college will
resort to collective punishment. DCE will seek to prevent & correct any such behaviors from
its students.

x) Anti-Sexual Harassment
DCE strives to create and maintain a work environment in which people are treated with
dignity, decency and respect. The college will not tolerate unlawful discrimination or
harassment of any kind. Through enforcement of this policy and by educating employees, DCE
will seek to prevent, correct and discipline behavior that violates this policy.

All employees, regardless of their positions, are covered by and are expected to comply
with this policy and to take appropriate measures to ensure that prohibited conduct does not
occur. Appropriate disciplinary action will be taken against any employee who violates this
policy. Based on the seriousness of the offense, disciplinary action may include verba! or
written reprimand, suspension, or termination of employment.
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Principal, Manager and Dean who knowingly allow or tolerate discrimination,
harassment or retaliation, including the failure to immediately report such misconduct to
human resources (HR), are in violation of this policy and subject to discipline.

It is a violation of DCE's policy to discriminate in the provision of employment
opportunities, benefits or privileges; to create discriminatory work conditions; or to use
discriminatory evaluative standards in employment if the basis of that discriminatory treatment
is, in whole or in part, the person's race, color, national origin, age, religion, disability status,
sex, sexual orientation, gender identity or expression, genetic information or marital statuys.

xi) Woinen Empowerment

The Women Empowerment Cell is active in the college to develop and implement the
gender policy. It empowers girl students to enhance understanding of issues related to women
and to make college a safe place for girl students and staff. With a view to taking up women’s
issues and problems, the cell aims at creating awareness of their rights and duties. It also
provides a platform for women to share their experiences and views regarding their status in
the society and to suggest ways to improve and empower themselves. Policy of WEC has been
developed to handle gender sensitivity positively. This policy has come at an appropriate
moment when gender concerns have been recognized as important issues at national and
international levels. The implementation of gender policy is the responsibility of the academic
leaders, policy makers, WEC members of the institution, Gender equality aims to consider and
treat both women and men (Staff and Students} equality in terms of dignity and rights, All at
DCE are working towards non-discrimination based on sex and any kind,

To establish a clear vision and mission to develop policies, procedures and practices for
ensuring equal rights and opportunitics for women in all aspects and levels of the institution for
both students and staff

1. To facilitate the development of intellectual potentials of individual men and women

2. To provide equal opportunities for women and men, in terms of knowledge, employment
apportunities and services

3. To establish guidelines of the institution to take actions in redressing the compliance
related to gender imbalances and sexual harassment

4. To propose transformation of values, norms and practices of the institution which hinder
the promotion of gender equality

5. To guide intellectual and sacial upliftment of women as student and staff

6. To implement the policy guidelines, proposals, and provisions of Gender Policy
specifically and directly to all departments, administration and other institutional
Structures

7. To conduct awareness programs on health and hygiene, women protection, sexual
Harassment, social rights and privileges of women in India

e ——
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xii) Gender Sensitivity

A major concern to have 4 harmonious working in any organization is to treat its
employees with care and due respect. Dhanalakshmi College of Engineering provides
gender equality by giving equal opportunities and welfare to all genders.

Regardless of gender, everyone at DCE is treated with respect and consideration.
Without regard to gender, the college offers every staff and student numerous opportunities
in their specialty. Both students and staff are most concerned with gender sensitivity.

Provisiens to make the campus gender sensitive

The college designs its policies and programs keeping in mind gender equality and
equilibrium. The college makes a conscious effort to have sufficient representation of
women on various academic panels. As a result, women faculty in the college are
consistently seen reaching greater heights in their career.,, Besides, there is enough
representation of women staff and students

in notable academic bodies. The ratio of women and men is approximately 60:40 and
women are appointed to many responsible positions in the college.

It is also a rcgular practice that the policy makers of the college discuss gender
issues with the newly joined staff in order to sensitize to gender specific needs of
colleagues and students. We believe that this can promote a healthy work and learning
environment for the women staff and girl students of the college, thus providing a
conducive environment,

Women students arc encouraged to participate in all extra-curricular and
co-curricular activities with fervor as it boosts their progress. The campus has
round-the-clock security that ensures safety ol women. Further, the ladies’ hostel is

well-guarded with high class security services. In addition, the Internal Compliance Cell
(ICC) looks into the problems of women and encourages them to be vocal about their
problems.

When it comes to women stafl’ it is normally difficult for them to have a work-life
balance. Therefore; the college makes every effort to support women staff with all
necessary relaxations. We provide equal pay and incentives for both men and women staff

of the college. The pay is decided purcly on merit and expericnce. The college organizes
events exclusively for women staff on the occasion of Women’s Day every year and
expresses gratitude and respect for their immense contribution.
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xiii) Disabled (Divyangjan)
Dhanalakshmi College of Engineering is against all kinds of discrimination on any
grounds including disability. DCE intends to advance a comprehensive and inclusive
teaching and learning environment in which incapacitated students or employees are not

distraught or treated unfavorably. The college aims to design its programs, administrations
and activities accessible to all students.

The institutional policy ensures an environment of inclusive education by providing
and creating awareness on the needed amenities extended to the Persons with Disabilities.
The institution aims

e To promote and foster an ambience that encourages positive, informed and
unprejudiced attitude towards Persons with Disabilities (PWD)

¢ To prohibit discrimination against individuals with physical and mental disabilities as
per Rights of Persons with Disabilities Act 2016 i ’

e To promote an inclusive learning, teaching and working environment where disabled
students and staff feel advantaged and treated favorably
To plan programmes, services and activities accessible to and usable by PWD
To provide equal opportunitics for development and assistance in the learning process
apart from regular class hours

¢ To conduct awarcness programmes for all faculty members, non-teaching staff
members and students on issues of accessibility

e To provide Information Brochure dealing with available facilities and examination
procedures pertaining to them

¢ To ensure buildings, toilets, laboratories, library are barrier-free and safely accessible
To ensure that the examination section accommodates their needs like providing scribe
and has issued guidelines and regulations regarding exams by our institution)

e To ensure that the Committee for the Disabled guides and monitors the facilities
extended to the PWD

® To ensure that the class rooms for the PWD are allocated in the ground floor and easy
access to the laboratory

xiv) Information Technology

To integrate the changing technology and its requirements, redrafting of policy on a
regular basis becomes essential. As effective policies are a sign of due diligence, DCE has
embarked upon the establishment of the high-end network infrastructure. DCE has always
given priority for the upgradation of IT facilities. Regular updating is done in facilities at

institute level as well as department level. §
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IT Management

¢ To maintain secure and appropriate use of IT infrastructure
e To establish the responsibilities of all IT users for protecting integrity and
confidentiality of the controlled information assets

e To monitor infrastructural assets and information assets like data, network devices and
documents

IT Usage

¢ To ensure that DCE proprietary information stored on electronic and computing devices
remains its sole property

e Members of DCE may access proprietary information only to the extent it is authorized
and necessary to fulfill assigned job duties
e Authorized individuals may monitor systems and network traffic at any time

IT Security
e Installation of Anti-malware software, Firewalls and access authentication systems

All the members of faculty, students, technical staff and other workers of DCE are

responsible for exercising appropriate use of information and network resources in
accordance with the policies and standards.

xv) Grievance Redressal

® Any student can represent his/her grievance be it academic or otherwise for any
grievance he/she can approach his mentor who would resolve the issue or forward to the
concern HoD for immediate action

e For any exam oriented grievance, the Department Academic Audit Committee (DAAC)
would address the grievance

e Any student can represent a non academic grievance through the class
committee/mentor/HoD for an appeal
All students who are not convinced with any of the above can represent
to the grievance redressal cell of the institution headed by the Principal. Students can

also mail their grievances to grievance_redressal@dce.edu.in

xvi) e-Governance

Implementation of e-governance in all functioning of the institution in order to
provide a simpler and efficient system of governance within the institution.
1o promote transparency and accountability in all the functions of the college
-abhieve and create a paperless environment in theuallege
ide easy and quick access to data
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e To make campus Wi-Fi enabled
e To make our Classrooms ICT Enabled

The college implements e-govermance in all aspects of functioning like library,
accounts, admissions, administration, teaching, etc. The policy is designed and framed to
make each and every function transparent and accountable. The College decides to make
the following policies and procedure

Website
The website acts as an information center which will reflect about the college, all its
activities, important notices, courses offered, etc. Training is given to the administrative
and teaching staff to make important updates on the website. A Website Committee is

constituted and headed by the Principal and members from each programme for the
administration of the website,

The Committee looks after the process of updating, maintaining and working of the
website on a regular basis. The Committee will also look for other changes that are
required on the webSite. The College strives to showcase its vibrant seif and activeness
through its website. All the important notifications have to go live on the website as and
when they are released.

Student Admission

An open and transparent strategy for the admission process is followed which is
further strengthened by the ethical practices and regulations as opined by the University.
The College brings out its brochure which is displayed on the website that has guidelines
for the admission process. After receiving approval from DOTE, a student portal will be
created through which the students can pay the tuition, mess, bus, hostel and exam fees.
Admission portal is used to manage the admissions in the college. The number of students
applying to each course, withdrawals, fee submission, all is managed through this portal
only. Students are required to submit a separate application form for taking admission to
the college through the link given in the college website.

Accounts
The office continues to maintain its account on Tally. The Jatest version of the software is
used by the college. Advanced features help the staff to maintain financial records
effectively and efficiently. Profit and loss, Balance Sheet is generated through this
software. All the analysis reports are also generated through Tally. Appropriate security

measures are taken for maintaining confidentiality gﬁlsactions.
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Library

The College continues to maintain its academic excelience through maintaining a
well-stocked library. The College will add more and more e-learning resources for the
benefit of the faculty and the students.

The College continues to subscribe to new e-journals/printed versions of journals and
books regularly. Recommendations are taken from the faculty and students while
subscribing to the e-resources.

Faculty can apply to get books of different authors for the courses that they are
teaching to increase the knowledge database.
® The Library is installed with fully automated ILMS software for User Interface,
Unicode support with Multilingual Search and export facility for most reports.
¢ Online Public Access Catalog module is used to search library database for
information retrieval.
® The Circulation module of the software covers all the operations of circulation, , right
from creating ‘member records to pnntmg of reminders for outstanding books.
® The Database Maintenance module covers all operations of database creation and
maintenance.
e To encourage original writing among students and faculty, the Library is provided
with the access to fully automated software for plagiarism check.
The entries of the students and staff are counted and registered.

Administration

¢ The regular attendance of all the staff is monitored through the Biometric system.

¢ The Administrative Office uses advanced Excel and File Management System Tools
to maintain an effective database. .

e To provide a hassle free, convenient and smooth process, administration of the
college is made paperless.

e Students are able to obtain maximum services in online mode.

e The college looks into opportunities to automate some of its functions related to
administration.

¢ Administration Staff are provided with adequate training and development to keep
them abreast with the new technology.

¢ DCE ERP powered by ERP Next
DCE Courseware provides a continuous learning experience in the student academic
and non-academic courses with 24/7/365 access to course materials, videos,
presentations, assessments, MCQs.

xvii) Alternative Source of Energy
The Altemate Energy Sources Policy of Dhanalakshmi College of Engineering is
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aims to explore the effective implementation of renewable energy resources for various
applications in the campus. The objectives of the policies are,

To utilize green energy
Reduce CO:2 emission
Conserve fossil fuel
Minimize air pollution
Utilize clean energy

The following benefits can be achieved by implementing the policy.

1.
2.

[ B g= i

Communicate the objectives of policy and action plan to staff and students
Install and utilize the renewable energy systems such as rooftop solar photovoltaic

panel for electricity generation, solar pump, wind turbine and connecting the
produced power to the grid etc.,

Transform the campus into a renewable energy campus

Educate students on fossil fuel pollution, depletion and need for [ encrgy conservation
Celebrate renewable energy day to create awareness among staff and students
Organize seminars and conferences to provide an opportunity to understand and
analyze the technology, recent developments, scope and feasibility of implementation
in Indian context

Encourage students to carry out renewable energy projects and motivate
entrepreneurship in manufacturing the system

To convert the existing LED street lights into solar powered street lights

Carry out an external audit through renewable energy bodies

- Students and Staff members are informed through internal circulars, notifications and

conducting the awareness programme about the importance of energy conservation

xviii) Green Campus

Dhanalakshmi College of Engineering has adopted many green cover initiatives,

thereby embellishing the eco-friendly ambience of the campus. Faculty members, staff
members and students are directed to prevent pollution, avoid wastage of water and

conserve energy by adopting various sustainable measures for the wellbeing of individuals
and society.

Green initiatives implemented within the campus are:

Enriching greenery inside the campus by planting saplings

Sustaining a clean environment by practicing 3R’s approach (Reduce, Reuse and
Recycle)

Involvement of students in various environmental awareness programme like Swachh
Bharat Abhiyan, Swachhta Pakhwada and Swachhta Hi Seva

Maintaining rainwater harvesting systems and recharging pits/wells to meet the
ingreasing demand of water

f environment-friendly products such as @@h and jute bags
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® Diminishing the amount of single use items like plastics, coated paper cups and
straws

® Strive to increase waste diversion by recycling waste water, all papers, cardboard,
metals, e-waste, bottles, plastics and cans

® Improvisation of energy saving process by installation of solar panels, solar water

heaters, LED bulbs and sensor based systems within the campus

Promotion of natural lighting inside the classrooms and hostel

Turning off lighting and appliances in unoccupied rooms

Switching over to e-transaction and maintaining paperless ambience.

Encouraging students to volunteer for cleaning up the campus

Creating awareness among staff and students to reduce CO2 emission through the

usage of bicycles and battery powered vehicles

® Fumnishing waste collection points and specific guidelines for disposal of waste

xix) Water Conservation
Ensure continuous water supply

The institute ensures adequate and reliable water supply by implementing continuous
transmission and distribution systems for water throughout the campus.

Reduce wastage of water

Inside the institution,water wastage is reduced by checking and sealing the leaks,
placing pressure reducing valves, flow restrictions and aerator taps on necessary locations.

Recycle the waste water
The institute reclaims the water from a variety of sources then treats and reuses it for
beneficial purposes such as irrigation, groundwater replenishment,gardening and
environmental restoration.Water reuse can provide alternatives to existing water supplies
and be used to enhance water security,sustainability and resilience.

Rain water harvesting

The Institution collects rainwater from roof surface and redirects it to a deep pit, to

reach the water table through percolation, so that it seeps down and restores the ground
water.

Effiuents from laboratories

The Institution follows Standard Operating Procedures for disposal of hazardous
chemicals collected from the laboratories.

Sewage Treatment Plant

The Institute has a Sewage Treatment Plant to recygle.the waste water, This plant
aste water and makes it fit for reuse in watering tg and trees. Also to protect
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Store water

The institute has storage structures to avoid occurrences of water scarcity and to store

excess runoff during periods of heavy rain.

Awareness about Water Conservation

The awareness program has been organized at all levels of the society about the

importance of saving water and to cope with its scarcity and ensure sustainability. The
Institution conducts awareness programmes to students to improve water conservation.

Xx) Waste Management

Waste Management Policy of DCE articulates a promise to reduce its environmental

impacts through effective Waste Management and sustainable practices in converting waste
to resource. The campus strives to realize sustainable and holistic waste management and
reduce its footprint policy and thus provide a safe and healthy work environment for
teachers, non teaching employees, students,visitors and stakeholders.

The following benefits are obtained by implementing the Waste Management policy.

1.

10.

11.

Committed to obtaining a Zero waste plan thus obtaining its Eco-Friendly status
through the policy of “Reduce, Reuse and Recycle”.

Reuse and Recycling — The recyclable material like plastic, tin, glass, metals, paper
and others shall be handed over to external agencies.

Avoiding and minimizing the generation of Waste, Organizing Awareness program
for waste management through various club activities )
Segregation of solid waste at source — Biodegradable and non-biodegradable wastes
are segregated and handed over separately as mentioned in solid waste management.
The biogas produced from food waste, decomposable organic material like kitchen
waste, consisting of methane is an alternative fuel for LPG.

Composting pit is used to manage the biodegradable waste that could not be put into
gas plants.

Reduce e-Waste to a maximum with proper maintenance, before moving on to the
replace and recycle stage.

The Institute has a Sewage Treatment Plant (STP) to recycle the waste water. This
plant treats the waste water and makes it fit for use in watering plants and trees.

Rain water is used to recharge the groundwater.

Standard Operating Procedures are followed for disposal of hazardous chemicals
collected from the laboratories.

Sanitary Napkin incinerator is installed in the gi ostel to facilitate the disposal of
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