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administration in the college. Written complaints are encouraged. Online complaint submission facility is 

also provided on the website. 

Recommendation: 

Recommendation of the members of the complaints cum redressal committee is forwarded to the principal 

for final decision.  

Co-operation in internal investigation: 

All employees of the Institute cooperate to the fullest possible manner in any internal investigation 

conducted by his / her employment unit when directed to do so by his / her immediate superior or such 

other persons who have been given investigative authority by the Principal. Failure to cooperate fully is 

often grounds for adverse action, including possible termination of employment. 
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Chapter – 15 

DISCIPLINARY ACTION POLICY 

It is obligatory for an employer to set and maintain satisfactory standards of conduct and performance at 

work. Employees are clear about the standards that are expected from them and about the consequences in 

case they are not met. Disciplinary arrangements are therefore an important part of an employer's overall 

responsibility. Although disciplinary action involves sanctions against an employee, the primary purpose is 

to maintain and improve standards. 

➢ The purpose of these procedures and disciplinary rules is to establish equitable and consistent standards 

throughout the institute and to ensure that disciplinary action is fair and reasonable in the circumstances 

of each case. 

➢ Normally no formal disciplinary action is taken without some informal counseling where the employee 

is made aware of any shortcomings in standards or in behavior, and these shortcomings have been 

discussed between the employee and the Head of the Department. 

➢ It is hoped that most of the difficulties, that arise, could be resolved through counseling. However, the 

disciplinary procedure may be implemented at any stage if the alleged misconduct or unsatisfactory 

performance warrants such action. 

➢ The Head of the Department will outline the cause of concern and the employee will be given an 

opportunity to state his/her case. Head of the Department are required to provide appropriate prior 

notification of any allegations and any evidence, in accordance with natural justice. A written record of 

all disciplinary hearings and appeals are kept. 

➢ If the conduct or performance of an employee is not satisfactory, he/ she is required to attend a formal 

disciplinary hearing held by the Head of the Departments, the Principal. If the explanation is not 

satisfactory, based on the committee’s recommendation, action will be taken. 

Other Policies: 

1. Security & Vigilance on campus: 

Campus has been equipped with security office. They manage the security on campus. Everyone on 

campus should positively participate to assist the security personnel if he suspects anything odd in 

campus. College has also installed cameras in prominent and important locations as outdoor 

security monitoring. 
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2. Biometric Attendance facility: 

Every staff member of this college is required to register the fingerprint in biometric system and 

must record attendance through this system. This Biometric system is implemented not only for 

monitoring attendance, but also for security reasons. 

3. ID-Card Policy teaching faculty, non-teaching staff and student community: 

The staff, students must wear ID-Card inside the campus. If any particular student or staff member 

is found without ID-card, disciplinary action is taken against him / her. 

4. Private Coaching / Outside Employment Policy: 

No staff should be involved in private coaching. Also, staff must not take up any other employment 

such as part time or full time at any other place. Disciplinary action will be taken on such staff 

members. 

5. Internet Facility policy: 

Staff of SKSVMACET must use the internet facility only for office and academic purpose. Staff 

must not be involved in sending unsolicited mails through SKSVMACET internet facility. Staff 

must not download material from internet without proper acknowledgement of original source. Staff 

must not watch unsolicited videos or must not waste the internet resources. 

6. Nonsmoking, non-alcohol and no-tobacco chewing policy: 

At SKSVMACET, no tolerance is observed regarding smoking, drinking and tobacco chewing on 

campus. It is viewed as serious issue and strict action will be initiated against the staff members and 

student found indulged in smoking, drinking and tobacco chewing. 

Keys deposition Policy: 

College main office keys are deposited in the security office. Department key, Department 

classroom, labs, staff room are deposited in the college office keyboard. This hierarchy is 

followed by everyone in the college. Also staff members are authorized to close and lock the 

rooms. 

Vehicle parking policy: 

➢ For staff members: All the staff members are required to park preferably at the designated 

parking slots for property management. 

➢ Students are required to park vehicle properly so that it should not create parking 

problems. Moreover, students are not allowed to bring four wheelers on campus. 
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Chapter – 16 

BENEFITS &INCENTIVES 

➢ Honorarium: 

Honorarium means payment granted to the teachers as remuneration for special work or work of an 

occasional nature. 

➢ Faculty Promotion: 

Faculty is promoted to higher cadre depending upon their capability and initiative. 

➢ Medical benefits: 

All employees avail the medical facilities provided on campus, during the working hours. 

➢ Provident Fund: 

Provident Fund Scheme is made available to all employees. 

➢ Group Insurance: 

This facility is given to all SKSVMACET Staff. 
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Chapter – 17 

TRAVELLING ALLOWANCE 

➢ All staff members are eligible for claiming travelling allowance and DA for official work only. 

➢ The employee travelling locally for official work must produce proper bills/tickets for claiming the 

amount to the accounts department. The travelling expense will be verified by the finance controller 

and approved by Principal. 

➢ If the employee is travelling out of station for official work, he/she can avail advance amount, by 

getting approval from the Head of the Department/Principal. Once coming back from the official tour, 

proper bills must be submitted to the accounts office and the advance taken must be settled within two 

(2) days. 

➢ For every employee an expense limit is fixed for their Lodging expense during travel based on their 

category/designation (Ref – Annexure –21). 

➢ If the expense amount crosses the limit fixed, the exceeded amount must be borne by the employee. 
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Chapter – 18 

PURCHASE PROCEDURE 

For the purchase of new material, the following procedure is to be followed by all staff members, 

➢ Raising Proposal: When a new requirement arises in a department, a proposal is made through 

proper application followed by approval by Principal. 

➢ Accounts / Store: The proposal is sent to the accounts department and store for verification. The 

account officer checks the proposal and verifies whether the raised proposal is within budget or not 

and accordingly puts a comment on it. 

➢ Approval: The proposal raised is approved in the following order 

a. Department HOD 

b. Principal 

➢ Purchase Department: The approved proposal is sent to the purchase department. The purchase 

manager collects 3 best quotations and submits the proposal along with the quotations to the 

Management for approval. 

➢ Management Approval: The Management will verify the proposal and upon concurrence from 

Principal and based on the quote attached, will approve the best proposal. 

➢ Purchase Order: Upon getting approval from the Management, the purchase manager will raise 

Purchase order to the vendor approved by the management. 

➢ Material Delivery: The supplier will deliver the material to the college upon receiving the 

Purchase order. 

➢ Gate Entry: Gate entry seal will be embossed on the Original Bill, when the material is delivered. 

➢ Store Entry: The material delivered is then taken to the store and entered in Stock register (GRN – 

Goods Received Note). Without PO and Gate entry, the material will not be taken inside the Store. 

➢ Material checking: The material delivered is inspected for its quality by the store in- charge and 

the concerned department staff, who raised the proposal. 

➢ Department Use: After verifying the material and quality confirmation, the material is issued to the 

concern department. A record is maintained for every material issued in the store. 
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Chapter – 19 

TRANSPORT POLICY 

1. Using of college transport is not compulsory and only those students who agree to abide by the 

transport rules of the college are advised to use the college transport. 

2. The students who want to use the college transport should submit the College Transport Request Form 

along with a photo to the college at the beginning of the academic year. 

3. Bus pass/ID Card will be issued for those students who have submitted the application form and paid 

the transport nominal fee for using the college transport. The bus pass will be valid for one academic 

year. 

4. The boarding/dropping point should be given clearly in the requisition form. 

5. Once a student applies for and obtains a bus pass the transport fee will be charged for 6 

Month/12Month. 

6. The transport fee should be paid in the beginning of the year and the fee once paid will not be refunded 

under any circumstances. 

7. The transport charges will be notified every year and is subject to change depending on the Increase in 

the cost of fuel and other operating costs. 

8. Students are requested not to damage the seats or any other parts of the Bus during travel. Failure to do 

so, the student/students will be fined, disciplinary action will be taken and the student/students may not 

be permitted to use the College Transport facility again. 

9. All the students traveling in the college bus should carry the bus pass/ID Card and produce the bus 

pass/ID Card at any time if demanded by the Driver or the Bus Coordinator. 

10. Those traveling in the bus without a bus pass/ID Card will be fined an amount of Rs. 100/- each time 

and if necessary disciplinary action will also be taken, 

11. The students should not change the boarding /dropping point, or routes without proper permission and 

such request will not be entertained during the middle of the semester. 

12. The students traveling in the college bus should not create any disturbance to other students or staff 

members. 

13. Strict discipline should be maintained inside the college bus. 

14. All the students/parents are expected to be aware of the transport rules of the college and Ignorance of 

the same will not be an excuse for any dispute/claim. 

15. In case of any dispute, the decision of the Management will be final and binding on the students. 

16. The college can change, alter, amend any of the above rules at any point of time and it will be binding 

on the students. 
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Chapter – 20 

ACADEMIC IMPROVEMENT POLICY 

For the development of academics, the Institute encourages the faculty members to improve their skills in 

the area of 

➢ Consultancy, 

➢ Applying Funding Proposals &Patent. 

➢ Registering for Higher Education. 

➢ Journal/Conference Publications and Registering for STTP/Workshop/Conference/Training etc. 

Consultancy: 

To promote research-oriented consultancy works, to effectively utilize the equipment, to impart practical 

knowledge and to generate revenue, each and every department is encouraged by the Institute to actively 

take up consultancy woks with Industries. The revenue generate for such consultancy works are shared as 

per the below table, 

No Name Percentage of Share 

1 Contribution to Institution 70% of the revenue generated 

2 

Contribution to Principal, 

HOD, Staff, Lab Assistant, 

Peon, A/C, Admin 

30 % 

Note: This can be reviewed timely. 

Terms & Conditions: 

✓ The consultancy work will be carried out under the head SKSVMACET. 

✓ The revenue generated will be deposited in the Institution account. This is done to avoid misuse of 

funds. The Institute should deposit money in bank account of the respective faculty as per the chart, 

based on the revenue generated at the end of every consultancy work. 

✓ The consultancy work must be done in correlation with an industry and student participation is 

compulsory. 
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➢ Applying for Funding Proposals and Patent: 

The Institute follows a unique Incentive scheme to reward the Faculty for the Research work carried out in 

the respective year. This scheme is introduced by the Management to impart research culture and to 

motivate faculty towards identifying new innovations. The incentive scheme is as per the table below, 

Sr. No Category Name Percentage of Share 

1 

Research Funding and 

Funded Projects (from Apex 

Body, R&D Organization, 

Industry MOU, University 

etc.,) 

Principal Investigator (PI) 6% of the Received Fund 

2 

Research Funding and Funded 

Projects (from Apex Body, 

R&D Organization, Industry 

MOU, University etc.,) 

Co-investigator (CI) 4% of the Received Fund 

3 

Research Funding and Funded 

Projects (from Apex Body, 

R&D Organization, Industry 

MOU, University etc.,) 

Contribution to   Institution Actual cost incurred to 

establish the facility / 

procurement of 

equipment’s from the allotted 

fund 

4 
Patent (US / Overseas / 
Indian) 

Lead Author As per the norms 

5 
Patent (US / Overseas / 
Indian) 

Co-author As per the norms 

Terms & Condition: 

1. The Patent shall be irrevocably must be registered in the name of SKSVMACET with the Researcher’s 

name prominently featuring as the Inventor. The commercial aspects shall be mutually worked out 

between the institute and the researcher. 

2. The incentive for receiving research funding will be based on the actual amount received and not the 

amount sanctioned. 

3. To receive the incentive the concerned PI and CI must submit a detailed report through the concerned 

Head of the Department for consideration, to the Principal/Management. Before submission the report 

must be thoroughly scrutinized. 

4. In case if the project does not have a CI (Co-investigator), the entire incentive amount will go to the PI 

(Principal Investigator). 

➢ Registering for Higher Education: 

All employees are encouraged to register for Higher Education, particularly to register for PhD. The 

Institute supports the employees in all possible way for their growth. The following facilities are 

provided for the employees to improve their career profile, 
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1. SL (Study Leave) per semester for faculty who have registered for Higher Education (PhD) during

course work. Leave will be sanctioned during the course work examination.

2. Special permission can be availed upon proper authorization, in case of Examination or Viva Voce.

3. Pay scale revision and promotion, is applicable for every faculty who completes their PhD. But, the

decision and timing of raising their pay scale and giving promotion lies with the Principal

/Management.

➢ Journal Publications: 

In every department, Faculty members are assigned with targets for paper publications in journal and 

conferences, both National & International every semester. Faculties who achieve their target are 

appreciated with incentives and are elevated in hierarchy within the department. The incentive scheme for 

Journal publication are as per the below table, 

No. Criteria Reward 

1 

International Journals having Impact factor 1 and above 

Only if the prescribed journal published in IEEE, Elsevier, 

ACM, Springer, Taylor & Francis, INSPEC & Emerald 

publications, and indexed in Thomson Reuters (SCI/WoS) 
Registration fee + Partial 

travelling and 

accommodation. 

2 

International Journals having Impact factor less than 1 

Only if the prescribed journal published in IEEE, Elsevier, 

ACM, Springer, Taylor &Francis, INSPEC & Emerald 

publications, and indexed in Thomson Reuters (SCI/WoS) 

3 
National/International 

conferences/STTP/Workshop/Training 

Terms & Conditions: 

1. Journal paper must be in the affiliation of SKSVMACET.

2. Published paper must have year, Volume no and Page no.

3. Impact Factor should be available in the front page of the corresponding journal website.

4. To receive the incentive the corresponding faculty must produce the hardcopy of published research

paper/book chapter/textbook and proof of Impact factor and Index in Scopus.

5. For detailed information refer Annexure – 18 (Publication criterion and Rewards Chart).
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