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Purpdse :

The purpose of this-policy is to |dent|fy prof cnenl people and recruit them for appropriate

job positions on time. -

To establish suitable terms and conditions of emptoyment and ensure that the employee

'understands all the clauses of the terms of empioyment and adheres to them while in the

service of the Instltutlon
Seope

This policy applies to recruitment of all employees on the rolls of the Self Financing
Division as well as the Aided leSlon for certam posrtlons on[y (Princlpal and HOD of the '
lnstltutlon) ' i :

Pollcy

Manpower Planmng A process of re\ﬂewmg the currenf manpower and determining the"_
right number of persons requnred at every Sechon ! Department keepmg in mind the plans

for the Academic year.

‘Manpower planning will be, "én‘"éﬁhuel exercise initiated by the 'F’n'ncipal duririg the month

of February after finalizing the’ overall academlc plan for the fol]owmg year. HR shall

facahtate the process

o Overall plan for the academic yeer

e  Current courses and new additional courses :

e  Adequacies and inadequacies in current teaching and non teaching staff.
The Manpower Approval Form is prepared by the HR Department, validated by the
Principal / Secretary and 'approved_ by the Chairperson. -
Before recruitment of every person in'tﬁe organization Manpower Request Form would be

filled by concerned HODs, validated by HR and approved by the Prmmpa[ and Secretary
based on the approved plan.
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31.4. Speclal approval is required from the Charrperson incase of devrahon from the approved

manpower plan. This shall be done based on the justifi cattons given by the Pnncrpal and
recommendatrons from the Secretary and HR Department

Recrmtment & Selection

- Recruitment shall be mrtlated by HR based on the -approved Manpower request form.

Mode of recruitment — internal reference, data bank, advertisement through website / other

'-relevant soclal media / Newspaper

Any. mode that has cost rmphcatrons shatl be decrded by the Chalrperson based on'

recommendatlons from the Pnnclpal / Secretary

_Initial sourcmg, screening and prellrnrnary mtervrew shall be done by HR

Technrcal Intennew and appllcahle techmcal tests shall be. admmlstered by the HODs and

F:nal lnterwew wrll be held by the Pnncupal and Secretary

_AII mtervrews conducted by the HR, HOD, Pnnclpat and Secretary. shall be recorded in the"';'

Interwew Evaluation Sheet as per the prescnbed format.
Selectlon of Teachmg Staff !
L Inltlal sourcing ancLscreemng shall be done by HR

o Preliminary interview will be done by HR

- Technical Interview and applicable technical tests will be administered by the HODs

e Final Interview will be done by the Principal and Secretary.

‘Selection of Non-Teaching Staff

e For below Manager Posmons the preliminary tnterview panel would be HR the
concerned HOD and Admin Head. Final Interview shall be done by the Secretary

where required the Chairperson may also be involved in the interviewing process.

e For Manager and above positions, in addition to the Secretary, the Chai'rperson will
also be involved in the final interview and selection process of all such posmons
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3.29. Selection of Principal-'Aided

As these are govt. posts — Applications shall be circulated as per the Govt.
Regulations. : :

The Secretary shall scrutinize and shortlist the apphcatlons and discuss the same

with the Chaurperson

: An appropnate psychometrlc tool shall be applied to the shortlisted candidates and

the resuits are consn:lered as one of the parameters for evaluahon

Technlcal wrltten tests and evaluatlon will be adrmmstered

‘Candidates will be presented to the recrunment panel Chatrperson Secretary,
Representatton from the. Unwer_snty and the Commuttee mEmbers as per the statutory'

reqwrement e Zohh :' :. ‘) e

Final mtervlew will be done by the pane! and decision will be taken aséa team

3. 2 10. Selectlon of HODs Alded / Unaided

i Apphcat:ons shall be recewed from the ehglble candldates who have a minimum 10 :
yrs of teachlng experience; ‘5 yrs of research experlence and recogmsed gund/eshlp '
. for Ph.D. preference can bé based on seniority.

The‘ Principal / Secretary shall SCI"Utll"IIZB and shortlist the apphcahons and dlscuss ;

the same with the Chalrperson

An appropnate psychometnc tool shall be applled to the shortlisted candldates_ and

the results are considered as one of the parameters for evaluatlon
Technical written tests and evaluation will be admlnlstered._

Candidates will be présanted to. the recruitment panel — Chairperson, Secretary,
Principal and External personnel. '

Final in_tarview will be done by the panel and decision will be taken as a team.
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'3211. Once the candidates are selected for any tposition an order of Appointment will be given -
duly srgned by the foltowmg authorized Signatories. '

e Teachlng Staff - Prlncrpal to initial and Secretary to sign
3 Non-Teaching Staff Below Manag_e_rs- Secretary’ -
5 Non-Teaching Staff Managers & abqt.fe' s Chairp‘ersen
N Princi'pal and all Aided staff — As per the rules and regulations of the affiliated
- Universy: - ' S '
33 : Jomlng Formahtres

331 The new recrunt shall submrt the jommg Ietter on the day of joining to the HR department
; -__duly authonzed by his ! her HOD Pnnmpal and Secretary i :

332 '_ _Yeﬁﬁ_ea_t_io 1 ‘-Credentiats will be done

"_.3.__3.3' At the trme of Joining, the employee shall srgn the tnstrtutton Apphcatton form’ wlth all the. ; :
personal partrcutars and proof of the same i

334 _HR shall explaln the tnstltutlonal pohmes and proceduree-_ and also introduce the new recruit
B to the relevant HODS and Department members : - '

3.3.5 Arrangements will be made to include the. Staff in the Attendance momtonng software by
issuing an employee no. for the new joiners and ID card details collected and processed at
the eartlest

336 Once the employee ID is rssued new jOITIEI'S wrti be dlrected to System department for -
obtaining their respectwe Instltutlonal mail id. :

337 All relevant Bank and statutory forms are explatned to the new recruit by HR and form
i iling exercise completed. : i

3.3.'8_ HR ehall instruct the respective HOD to ensure that the staff is included in the Institution :
; Website. !
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3.3.9 A personal dossier is created for the new recruit where all the employee records as per the
reqmrements are checked and filed properly.

3.3.10 The Appointment Order is generated by HR for the new recrwt on the date of Joining and
issued after getting the same signed from the authorized signatories.

34 Induction

3.4.1 An mductlen programme wrll be orgamsed for new faculty recruits by the HR Department in’

' COI‘I]LIHCtIOI'l with IQAC once they jom the Institution. For the nonteachmg, the HR
_Department will mduct the new Jolners as and when they join. The induction programme'
helps the new recruits to understand about the Institution. thoroughly and its potlcres rules

A5 and regulations. : Lot e ' i

342 In the Department the ooncemed HOD'e sha[l explaln the Job and share the wntten Job-‘

: _r’esponsrbrlrtles to the new recrutt ' :

343 ~ The Performanoe expectation and Measures of performance shaII be t:tearlyr explalned to
the staff. Where appl:cable the KRA's and goal sheets shall be set by the HOD with the
support of HR department :

- 344 The Department’s procedures and practlces work ptane curriculum schedute etc shall be

o . clearly exptalned to the new recruit by the HOD. :

345 The relevant written documents and records shall be shared with the new recrurt

346 T_he New recruit has a session with all th_e -rel_evant cross functional-team members with
whom he / she has to interface on a regular basis. i '

347 Certain specific tasks / assignments are alloeated to the new recruit and shall be evaluated
 atend of 6 months. ; j ; ;

3.5 _Probation and Confirmation

3.5:1 The Appointment order will be 'issue_d once they join the Institution duly signed by Principal

and Sec'retary for the teaching staff and Secretary / Chairperson for Administration Staff,
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352  Allstaff in the self-financing team of the Institution shall be on probation for 6 months.
3.5.3 'They wull be evaluated on the overall suatabrl:ty and competence by the end of 6 month, :
354 The HOD shall monitor the performance of the new recruit very ‘closely and make
- observations frequently. -
© 355 . Incase of non satisfactory performance they may extend the probationary period for 3
more months beyond which the employee shall be termmated from the services of the
' instltut:on 1f he 1 she is st|ll observed to be exhibiting drssatlsfylng performance
356 The probatlon and conf rmatlon of the Alded Staff shall be as per the rules laid by the i
; Umversrty i :
36 B Workmg Protocol and Leave The workmg protoool and Separat:on po!:cy are: detatled as
: -..separa_te_ pol_lc__:_les_ £
A Responsnblhty
AR _ The HODs are responsrble for followmg as per the gurdeimes given in thls policy regardmg
: Manpower p!annlng, Recrunment Jolnlng, Inductlon Probatlon and Confirmation and
- Separatron i '
42.  The Principal and Secretary. afe responsible for reviewing all matters pertaining to this
pol:cy and taklng appropriate decrsnons / making appropnate recommendat:ons '
4.3. HR is responsible for -ensuring |mplementatron of this policy across the Institution and
ensuring quality employees within the OTQaI’IISElthH They are also responsible for .
complylng with the statutory requrrements applicable to the employees. and ensure proper
documentatlon and ma:ntenance of appropriate records as specified in thls policy.
5. D_ocumentation
5. ‘Manpower request Form
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5.3. College Application form
5.4. Provisional offer Letter
5.5. 'Abpointment Letter for permanent positions
5.6. Joining Report
5.7. Confirmation Letter
Particulars Prepared By - Approved By
Name Thelma Anto R Nandini
Design_a_tion | Head - HR Chairperson
Signature /L '




