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1.1 About the Inst“ltutmn

Cauvery College for Women, one of the premier selfé'ﬁnaricing colleges in the
State of Tamil Nadu, started in the year 1984, is run by the Reddy Educational Trust.
The college is recognized under 0. (f) and 12 (B) under UGC Act, 1956. The college is
moving ahead with thirty-seven years of academic service by imparting education to
women students and by moulding them to take up crucial roles in the society. Our
Institution has been conferred with Autonomous status from the academic year 2019-
2020. The Trust comprises 48 members who have a philanthropic outlook with noble
and progressive ideals. This prestigious college aims for excellence in education
wherein we have opened the portals to many first-generation learners and students from
rural areas to varied branches of study. The primary aim of the college is to nurture
Professional Competency, Self-confidence, Managerial abilities and Entrepreneurial
Development among students.

The college has been recognized by the University Grants Commission under
Sec.2(f) and 12(B) of UGC Act 1956 in its Lr.No.F.8-111/2003(CPP-I) dated
11.12.2003. Autonomous Status was conferred by UGC on 14.03.2019.
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The NAAC has awarded “A” Grade to our college consecutively in all the three
cycles as shown below.
NAAC Accreditation I Cycle : A Grade 2004 — 2009 (85.90 out of 100)
NAAC Accreditation II Cycle : A Grade 2010 — 2015 (CGPA 3.37 out of 4)
NAAC Accreditation III Cycle : A Grade 2017 — 2024 (CGPA 3.41 out of 4)
AISHE Code is C-35783 and we are m 150 200 rank band in the NIRF- IR 2018,

innovative ecosystem among'"*tud 'nts and facult'"' : '_and we are in 4 star rating for IIC
3.0 and IIC 4.0 from 2020 om ards. We have recewed Band Performer under Non
Technical general category in ARIIA ranking for academic year 2020 -2021.
Recognized by NAAC as a Mentor Institution to identify the non-accredlted colleges
in our vicinity and motivate them for NAAC Accreditation. Identified by UGC as a
potential “Mentor Inst1tut10n” to help the NAAC aspiring institutions under “Paramarsh
Scheme”. Instltutlon'_reglstered under Academic Bank of Credits — DigiLocker NAD, A
Digital Repos1t0ryn.$_50r Academlc Inst1tut10ns in the 2022 The NAD ID is NAD
017415. The college is offermg 16 Under Gra'fluéte Programmes, Post Graduate
Programmes and 8 Research Programmes with a total student strength 0f4076. We have
a dedicated band of 197 members of teachmg and 158 non-teachmg members.
Academic achleVements of our staff include the followmg 125 Ph.D degree from
various departments and 81 staff members with NET/ SET quahﬁed ‘Many of our staff
members have been appomted as Members of Board of Studies and render professional
services to various Universities, NGOs and Government Orgamzatlons and are also
recipients of various awards. The students secured 1752 Umversny Ranks with 155
University First Ranks from 1986 to April 2022. This humble temple of learning is
chrlstened Cauvery College for Women after the perenmal river Cauvery which

three fold thrust for the taught Our chief aims are

ACADEMIC EXCELLENCE
EMPLOYABILITY
SELF RELIANCE
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1.2 Vision, Mission, Objectives and Core Values
1.2.1 Vision Statement

“To promote Academic Excellence, inculcate qualities of Competence,
Confidence and Excellence for mployability and developing Self Reliant
individuals.” - :

1.2.2 Mission Statem’ent

.and rural areas.

ObJectlves
»

To empower students to participate in social, cult

» To provide shlled manpower by zmpartmg in depth knmvledge and keeping
abreast with changmg trends in fechnology -

> To inculcate the spirit of nationalism, uprightness and self-confidence enabling
themselves to become responsible members of the society and useful citizens of

the nation.
1.2.3 Core Values
e Academic Excellence - \- UA/\JHU‘
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1.3 Quality Policy
The Quality Policy of Cauvery College for Women (Autonomous) is set
out as:

The Institution is dedicated to inculcate a dynamic equilibrium for Women
with:
» Academic Excellence and Qualmes of Competence
» Confidence and Excellence to g tify the needs of Employability and
enshrine as Self-reliant Ind1V1dua '
> Imparting Knowledge of higher order and Entrepreneurlal skills embedded
with Cultural a.nd Soc:1al Values. %

requirements.

1.4 Human Resources Management Policy ¢
Human resources are at the heart of any organisation, serving as its lifeline and
determining its outcome. CCW is commrtted steb hing hlgh standards of
personnel management that prlorltlse transparency and trace:__ i
Ob]ectlve

ual is to establish policies and"procedures that will govern
the management of personnel involved at various leveis as listed below:

> Hiring chfferent types of employees

> Defining ro_l_e_s_and responmblllmes '

» Training and p'os'itioning Adequafe compensation and rewards
> Improving performance and effectiveness

» Maximizing productivity by improving knowledge, skllls and attitudes
Creating comfortable working conditions

1.5 Usage of Definitions of Terms in this Policy Manual
1. Academic Year : Refers to the duration stipulated in the
Academic calendar for activities of odd
and even semesters. June to May is in considered
as academic year in current practice.
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2. Basic Pay : The element of pay scale that is part of all
Emoluments earned by an employee while on duty,
on leave, or on holidays with earnings in accordance
with the terms of the employment.

3. Calendar Year : A period commencing from 1% day of January of
the year and ending with 31st day of December in

the purposes of these rules —'G rning Council .

: Dearness Allowance declared y

the Management penodwaliy _

: Any person who is employe& for salafy in
any kind of work mcludmg teachmg,

_ support serv1ce 1nclud1ng lab, office

8. FDP \
9. Financial Year

10.GB :_Gove 'mg Body of CCW
11.HOD i) M Gad
12.EO N ' :means the duly appmnted Office Manager of CCW

13.Rules : Rules stipulated in the HR Policies
4 | : and Procedures Manual of CCW and include
S Fall schedules and armexure appended to this manual
and any amendments made from time to time thereto.
1.5 Organogram

The below chart shows the present Organization Structure of Cauvery College for

Women (Autonomous).
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ORGANISATIONAL CHART

Recruitment, Appointment, Induction and Transfer "

21 Planning for Human Resources _
2.2 Classification of Human Resource in CCW
23 Appointing Authority

24  Recruitment Policy & Process
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251 Age
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2.53 Checking of References
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257 __,;_'sziniifg-Report

2.6

2.7

2.8 Trammg d Deve bpment of Staff

2.8.1 IE' ":uctlon to Staff

2.9

2. Recruiffhen't, :_Aﬁpui'ntment Induction and Transfer

2.1 Planning for Hu Resources _

p fessional excellence To this extent CCW believes in
employmg competent persons for lts programmatlc and administrative
functions. The organization is to plan the staff requlrements sufﬁclently in
advance taking into consideration of the new openings to enable the
organization to respond & to emergmg ‘human needs with estimation of
resource requirements.

2.2 Classification of Human Resource in CCW

CCW includes the following staff categories.
Regular Employee: One who has a permanent position in the organisation and has
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had his or her appointment confirmed in writing by the appointing authority.
Employees at CCW are classified into the following groups:
i. Teaching Staff: Deans, Professors, Associate Professors, Assistant
Professors, Physical Director and Librarian.

ii.  Technical Support Staff: Computer Programmer, Lab Assistants,
Lab Attendants, Electricians and Drivers.

iii.  Administrative Staff: President, secretary, treasurer, Principal, Controller
of Examination Staffs, Offic "i\ﬂ‘anager Accounts Manager, Office
and Acceun"  staff; lerary staff, ‘Hostel Wardens / Staff, House
Keepets etc., _

a. Guest Faculty Any faculty would be engaged frem'i; ime to time as guest
faculty.

b. Any other class of Employee: Any other category
.hgred._as_.needed by the institution and are governed by

erms specified.

2.3 Appointing Authority

a. Appointment of Principal :
The authority as decided by the Reddy Educat
b. Appointment of Faculty / Support Staff/ Emp J
The Principal and College Governinig Council will appomta 'CCW staff . On
a regular basis, Appointment of faculty will be pmcessed through the Interview
Committee. The Interview committee comprises of -Members of College

Governing Councﬂ Prmc:lpal Subject Expert & Head of the Department.

1st from _time to time.

2.4 Recruitment Policy & Process .
2.4.1 Job Analysis, Job Descrlptlon and Terms of Reference

Every position in the organisation must be based on a need assessment and a

work analysis. The Principal _:a'nd Secretary, in consultation with the Dean / HoD

concerned, will determine whether a new position should be created or an

existing position should be closed.

Each job and position must be examined for job content and broken down into

knowledge and skill requirements. This analysis, however, will be performed on

an as-needed basis by Deans and HoDs in accordance with the procedures in

place. The job description and Terms of Reference are in accordance with the
& r@\ regulations in effect at the time of appointment and are communicated to the
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2.5 General criteria Governing Recruitment

2.5.1Age
2.5.1 For the post of Assistant Professors, Associate Professors and
Professors, the maximum age should not be above 58 (Fifty Eight) years.
The minimum age for recruitment is 18 years.

v CCW does not permit child labour

v Maximum Age_ lImlt fo" teachmg staff and non-teaching shall
be 60. :

eserves the right to do a background _
_venﬁcatlon on the staff recruited.

2.5.2 Assess m ent process _ !
Depending on the situation, the assessment process ay giude either a
sklll test or an mtemew Non-teaching personnel will be selected based

luation of their skills and references i

2.5.3 Checkmg of References .

PG degree in the relevant sub_]ect with minimum of 55% of marks or its
equwalent grade w1th either PhD, or SET/NET quahﬁed’

2. For Non-Teachmg Staff . o 59
1. Programmer - Minitifn quahﬁcaﬂon_ is PG in Computer Science /
Information Technology/Computer Applications/BE in Electronics and
Communications).

2. Assistant Librarian - Minimum qualification is PG with a pass in Library
Science.

3. Office Clerk and Data Entry Operators Minimum qualification is UG with
sufﬁcient knowledge in operation of computer for all office works.

® ﬁ
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4. Peon-Minimum qualification is +2 with experience in cycling/Two- wheeler
license.
5. Lab Assistants-Minimum qualification is +2 with Science Groups.

2.5.5 The Offer Letter . e
The Offer Letter will be sent to the : l'ect d candidate once the
references a.nd perﬁa Cc'of the i _d;vidual re found to be
satlsfactory Cand1d%1tes are required to conﬁrm their acceptance in
wrltmg i
2.5.6. Letter of Appomtment

candltiate 15 glven an appomtment |
Authorlty - &5 5 =

2) The level oﬁ,command / reportmg to and acceptmg respon51b111ty in
the absence of supervisors.
The employee should sign the letter of Appomtment and
Job Description (J_D) as a sign of a_c;ccptance _
2.5.7Joining Report . :
When joining, the candldate must present the duly completecl and signed
joining report to the Prmcxpal & Secretary . '

2.6 Probation and Confirmatlon _____ :

1. All new employees will be on probation at first. It w1ll last 12 months.

2. It is the responsibility of the concerned HoDs to conduct monthly reviews and
report to the Principal & Secretary (or) HRIC. The probationer's confirmation or
termination will be decided by the Principal and Secretary.

3. The Principal and Secretary have the authority to waive the probation period in
the case of experienced employees chartered by the organisation. The staff's
expertise/experience/competence, as well as the reason for waiving probation,

~—_should be documented.
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4. Notwithstanding the foregoing, Management reserves the right, in its sole
discretion, to terminate an employee at any time during the probation period.

2.7 Personal File
A personnel file shall be opened for all mployees The personnel file shall
contain the following:
. Bio-data : - - -
. Copy of certifi cates (blrth and educatlonaI quahﬁcatlons)
) Appom,tment letter / Contract letter
. Joining Report

" Expenence certlﬁcate from the past employer

. Letters of annual salary revisions & copies of performance appralsal
. Two coloured passport size photographs r e o .

. Memos 1ssued reply to above reports of en'q i
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10. Any other personal memos
11. Re31gnatlon / Contract termination letter

12.No Dues Certlﬁcate

13. Any other mformatlon deemed appropriate by CCW

The Principal & Secretéu‘y will keep personnel ﬁlés On”all employees,
including those who work in the office. Employees must notify the
Principal & Secretary in wrltmg of any changes in marltal status or contact
address. - '
2.8 Training and Development
2.8.1 Induction of Staff
Following the completion of the formalities, all newly hired employees
will be subjected to appropriate training and induction programmes
designed to familiarise them with the organization's dynamics. The
methodology would be guided interaction with the various staff sections.
A training module package, including FDPs and other training sessions,
~will be developed and implemented for the induction process.
\- k,uu\
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2.9 Identity Card
All CCW employees are required to have photo ID cards, which they must

bring to their respective workplaces and while travelling, The Principal
will issue these cards to new employees within 15 days of their reporting

at the organisation. Employees are required to return their Identity Card to
lieving thelr servme which should be

the organisation at the ti

of re
destroyed immedi__ately b : :

e

LN SECTION 3 |
Salary iWelfa £:;Measures / Allowances Recﬂgmt" .,;1
Termmai Benefits

Basw Pay and allowances
Wage Fixation
32 Increm P'-dlicy:

3.3 Prowdent ’Fund

3.4 Welfare Measure

3.1 Salary
3.1.1 Basic Pa

' d allowances S

month

¢. Monthly salary payments shall be made after deductions in accordance
with statutory provisions.
3.1.2 Wage Fixation
a. Faculty: The Management shall respect the practise of Grades and
varying Scales for regular service staff,
.. b. Non-Teaching Staff: Pay and grade scales are determined by their

- —La\qualifications and experience. g P 5 3
C
o Zz Prmmpa
3 g Cauvery Coiiege For Women
\ S (Autonomous)
- Annamalai Nagar,

Annamalai Nagar, Tiruchirappalli - 620 018, Tamil Nadu, SouthliHs€hirappalli - 620 018.
@ Website : cauverycollege.ac.in ® Phone : 0431 - 2763939, 2751232 =hFax : 0431 [8Mtpadu.
&3 Email ; cauverycollege_try @rediffmail.com, principal @cauverycollege.ac.in



CAUVERY COLLEGE FOR WOMEN

(AUTONOMOUS)
Nationally Accredited (3° Cycle) with ‘A’ Grade by NAAC

3.4.1.3 Diwali Bonus

For all regular staff one month Gross Salary now paid as Diwali Bonus . Butn
in respect of staff who have not completed one year of service it is to be paid
proportionately according to the period of service from the date of joining to
the month of Diwali. It is payable only for those staff who have been in service
and paid salary as per the_pay B111 b@s d on which Diwali Bonus is calculated
every year. :

payment of G:ratulty 1s a minimum service of 5 yéar

hou]d have been
completed -

4.1 Casual Leave
s

4.3
4.4
4.5
4.6
4.7

4.8 Furmshmg addres,\'_'_'__'_ eave
49  Declared Holidays
Leave Rules

CCW offers various types of leave to accommodate its employees' various
needs. Leave should be taken with sufficient notice so that the organization's
work is not jeopardised. It is not permissible to assert a right to leave. The
leave sanctioning authorities must use their discretion in sanctioning the
Pt leave so that the impact on the normal operation of the college is minimal.

i . ‘
) {f can take the following types of leaves. O e
O‘“\% i‘S Principa
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4.1 Casual Leave

> A total of 12 days of casual leave are granted per year. However, for temporary
and probationary employees in each category, the eligible casual leave is only
one day for every month of service completed.

» Casual leave is granted on a calendar
31st of each year. O

> Casual leave can be taken preﬁxmg_or'suftlxm indays and other sanctioned
/ declared holldays only with the permission of the Pr1n01pal

ba;._is, from January Ist to December

4.2 Leave to attend FIPS o
Faculty members may take study leave for higher educatlon and/or to
participate in Faculty Improvement Programmes (FIPs) Fellowshlp at the
dlscretmnf-a- 2_’;the Pnnmpal and Secretary. However, the decision will be
made in the best interests of the institution, and th Prmmpal and Secretary s
decision Wﬂl be final.

4.3 On-Duty (OD)
may use up to 15 days per year (Academic year) as on-duty (OD) for
academic purposes with prior notification and approval from the Principal.
reports must be=s;iﬁz;nitted for any conference, seminar, workshop, FDP,
refresher course, ffﬁin‘ing, industry visit, academic visit, or guest speaker
that was organised or attended.

However, the faculty members who are in-charge of NSS / NCC, etc., can
avail more than 15 clays ‘based on the need and necessities with prior
intimation and approval from the Prmmpal

4.4 Maternity Leave
For Teaching and Nion Teaching staff, the maternity leave is applicable for 90
days with full salary.

4.5 Leave on Loss of Pay (LLP)

< If an employee does not have any leave available to him or her, he or she may
‘ “gitest leave on loss of pay in special circumstances. ‘

- .
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4.6. Vacation with salary

In addition to the, the teaching staff and technical support staff are eligible
for vacation in the following ways:

Faculty members who have served for one year are eligible for four weeks
of vacation per year. Normall- three weeks of Vacation are given during
the months of May ar !
reduced as needed. Tec

1ea1 an sdpport staff Iare ehglble for two weeks

of vacation. Vacation Leave, on the other hand, will be subject to
management decision for both teaching and non-teaching employees.
Vacation salary S pald for the period of vacation from the last closing day
ar and to the opening day in the nest academlc year.
s not payable for the first academic year of pomtment

of the acade
Vacation sal:
It is payable from the second acade1mc year of appbmtm

e from Duty due to Bandh etc

4.7 Abser

CCW . up _ort bandhs or hartals as legmmat form rotest,
and no;spemal Ieave will be gra.nted to employees on days_=,0f bandh or
hartal. :

4.8 Furn'iﬁhing?:address on leave

A staff member 'w o has been granted | _
should provide the | CW office with the address where%he can norma]ly

be reached while away from the statlon'" 2/

4.9 Declared Holldays .
The CCW office, as well as all of its ofﬁees w1ll be cIosed on govemment—

designated holidays.

SECTION 5
Performance Appraisal System (PAS)

5.1 General

52  Principles of Performance Management System

Performance Planning W \.A»/\"@"a
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5.5  Consequences of Performance Assessment

5.1 General
CCW believes it is critical to assess each employee's performance
against planned results in order to recognise / appreciate / reward
deserving employees, make ¢ ""rts to brmg ~ under-performers  to

e
satisfactory levels of result 1Y \;n’ent, and ré_' __efnon-performers

The CCW Performance Ma.nagement System (PMS) includes
mechanisms for performance planning, feedback and oounsellmg,
assessment, recognition, and capacity enhancement.

In _]Ob maglagement performance will be evaltiate” i a"gainst

Addltlonally, Annexure I1I Student Feedback.

Prmclples of Performance Management System

a Connect plans to short term goals that are conmsten th the

strateglc objectwes ;
b. Concentrate on high-priority results (rather than routine act1v1t1es)
related to strategic goals.

¢. Obtain regular feedback from coworkers and students

52 Performance Planning
This entails selecting attainable and results oriented objectives from the
short-term orgamsatlonal plan.

a. Fach year, a performance plan for each employee will be prepared
outlining realistic goals and expected outcomes.

b. These are known as Key Result Areas (KRA) for Staff. Indicators should
be specified in relation to these Key Result Areas.

c. This strategy must be developed in collaboration with the immediate
supervisor/HOD and approved by the Principal.

Employees should review their approved performance plans with their
] us@erwsor at least once a quarter to ensure that results are progressmg

_f //*saéf torily. 1 P8
7 F‘rmcl al
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5.3 Assessment, Recognition, Reward
The annual performance appraisal will take place at a time determined by
the organisation. This is critical because it is during this exercise that the
employee's achievement / shortfalls of their performance objectives and
results for the year will be critically measured based on the set objectives
and the ﬁndmgs of the quarterly / semi-annual rev1ews Each employee's

apprematlon to be ngenr gach year The faculty appralsal is carried out in
accordance...w1th Annexure L. 4 :

54 Consequences of Performance Assessment

termlnated Howeve____:__,_the ﬁnal decmlon may be by the P"r‘i‘hcéipal and
Secretary. 4 .

SECTION 6

Office Discipline and Decorum
6.1 ”:"Ofﬁce Hours -,
62 = Movement Reglster

63  Duties and Respon51b111t1es of the. Deans & Dlrectors / Heads /
Faculties ' D .
6.4  Disciplinary Action

6.5 Grievance Redressal Procedure

6.6 Penal Actions
6.7 Retirement-

6.8  Voluntary Retirement

8.1 Notice Period for resignation \ } I
.82 Documents to be submitted on Separation from EWvery %zﬁ\;’;’i’r Wi
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Office Discipline and Decorum

6.1 Office Hours
a. Normal office hours are from 09.00 A.M. IST to 05.00 P.M. IST, with
a one-hour lunch break between 12.00 P.M. IST and 01.00 P.M. IST.
The class times are from 09. 00 A T to 03.00 P.M. IST, but if
Der ' rm  Principal, the

All emponees must report to work at the assigned time and |
Latecomers’on a regular ba51s w1ll face dlsCIplmax:y gctlon

staff must record_movement durmg Gfﬁée hours'fo : ﬁclal purpose.

6.2 Duties and responsnbllltle_s___of the Deans/Heads /Facultles
Annexure I '

The following are to be avonded in the best mterest of the organisation:

e Soliciting subcontractors and vendors for donations /
advertisements to a charity in which the employee is involved

e Using CCW facilities for personal purposes or for the business of
a spouse or relative.

e Treating personal expenses / trips as official expenses / trips

Making a promotion decision about a spouse or relativefs ;- ipal
e Feor
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Authorization of self in case of leave, travel advance, etc.

e Purchasing equipment from suppliers at steep discounts for
personal use in the name of CCW

e Using CCW purchasing power to acquire goods or services for the
benefit of the employee or his/her famil members
e No employee may sohen or acc__e_pt : or indirectly, any

substantlal economic value gift, gratmty or favour from which
either party may infer any obhgatlon '

e No employee shall authorlse the use by CCW of any product or
' se _

6.4 Discip_!mar.y' A_ctlon

“on any of its
itees the reasonable rights of

CCW reserves the rlght to initiate appr
employees W1thm a standard framework that guara
employees.

6.5 Grievance Redressal Procedure
A Grievance Redressal Committee is formed to address employee grievances. The
Grievance Redressal Committee will be made up of at least three staff members
from both genders. The Commlttee w1ll be a permanent arrangement for in-house
investigation of employee grievances. The Committee's Chairperson will be the
Principal and Secretary The policy declared by CCW governs the definition of

6.6 Penal Actions
The following steps are to be followed with regard to all disciplinary actions:

» Verbal Warning & Written Warning (Memo)
6.7 Retirement
This college will adhere to the Tamil Nadu government's superannuation rules. It
is currently 58 (fifty-eight) years old. An employee of CCW may retire at the age
of 58 (fifty-eight), which is the age of superannuation. After retirement, an

SN employee may be re-hired by Management on an annual basis with a proper
S Memorandum of Understanding (MoU) / Re- appointment order. V- N
; Principal
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6.8 Voluntary Retirement

An employee may resign from their position by providing the required 2 months
prior notice. The resignation is effective the moment it is accepted in writing by
Management. After his or her resignation has been accepted, an employee may
not be able to withdraw it. All payments of dues will be made with Management's
approval. Employees who choose to resign must submlt a "No Claim Certificate,"

after which the Managem w111 1ssue a reh' i

6.8.1 Notice Period for Remgnatum . : -
In the event of Remgnatlon/Tenmnatmn the notlce penod specified in the
Appointment order is followed. For probationary employees, seven days' notice is
required from':_ ’Ither party if the employee wishes to resign or if Management wishes
to terminate the employee's service. The notice period may be waived by paying
seven day__sE salary in lleu of failure to pr0v1de sufficient notlce on thc part of
Managem'éflt,\ or by surrendering seven days' salary by the staff in
period. For all employees who have been conﬁrmed in serv1ce, a two-month notice
from elther side is requlred for any premature separatmn

6.8.2 Documents to be submitted on Remgnatm :
In the event of Re51gnat10n the followmg documents must be Submltted by the staff:

+ In case of remgnatlon letter of remgnatmn

« 1D Card issued by CCW

« Details of documents :kept in the custody of the person both hard and soft copies
and list of the pendmg work as of date Other Properties of CCW in the individual's
possession

On written request CCW must provide Staff with an Expenence Certlﬁcate/ Service
Certificate in the event of his/her separation. However, CCW reserves the right to
withhold certificates in situations such as, but not limited to, staff failure to return
CCW's property or reconcile all outstanding payments, staff failure to produce the
Non-Liability Certificate, and so on.

P*anc:pal e
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Annexure I

OTHER RULES & REGULATIONS
ROLES AND RESPONSIBLITIES
College Governing Council: il
Mobilization of resources i
Provision of adequa astructural facﬂltles for teachmg and learning
Participation in both ;_nen-statutory committees.
Framing policies for A mlssmn Faculty Recruitment; Research,
Student Support
Fixation ancl revision of Salary
Principal: » N
Student nroiment -

Y VV V VYV

Y

Perspectlve Academw Plans
Prowdmg Adequate lr[frastructural facilities
Budget preparatmn and implementation
Liaison between istitution and University,
Government &Non— Government Instltutlons
Discipline of Students and Staff e
Academic and Admmlstratwe communication to Management
Academic deliberations to Deans / Vice Pnn(:lpals and --
Controller of Examinations y '
Communications to Un1ve151ty and other statutory bodles
( UGC,NAAC,NIRF ,AISHE ;MHRD)
Vice- Principal

» Supporting and Execution of orders from Principal

> Planning and conducting of various programmes ,functions with

» faculty support

» Monitoring the conduct of regular classes

YV VVVVYVVVYVYVYYVYY

Deans
i : 3

» Monitoring Academic plans V- R
» Conduction of internal audit Principal L
LN . i Cauvery Cellege For VWomen
%7 Monitoring and verifying CIA (Autonomous)
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» Approaching various funding agencies for mobilization of research grants
» Motivating faculty members for quality publications

Controller of Examinations

Planning examination schedule

Preparation for end semester examinations

Conduct of examination -

Valuation .
Publication of result -
Mark sheet distribution.«~
Heads of the Departments
» Academic communication from Principal to faculty.
» Framing _g_a.dq;__ﬁ_né Structure and Syllabi b
> Assigning work load/ work distribution
> Periodic monitoring | 5,
4 _
>

YV VVVYVY

ountabilities

» Student Discipline

> Student Attendance and Record of their marks
> Lessonplan -
» Syllabus comple
>

>

Test evaluation
Student mentoring
> Academic

communication to Student

CODE OF CONDUCT FOR FACULTY MEMBERS

» Each faculty member must maintain absolute integrity and devotion to duty at all
times.

» Each faculty member must perform all professional activities through the proper
channels and cooperate with her colleagues and higher authorities.

> At all times, each faculty member must conduct herself with absolute dignity and
decorum when dealing with superiors, colleagues, and students. DY 5%

ach faculty member should arrive at college neatly dressed and in accordance

ith the dress code. Principal
Cauvery Coilege For Women
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Annamalai Nagar, Tiruchirappalli - 620 018, Tamil Nadu, South India. Annamsalal Nagar,

*fa? \0;
¥ = i Mi - & 18.
10¥3 2 Website : cauverycollege.acin ® Phone : 0431 - 2763939, 2751232 f=h Faxli6u@isgepel! - 820 018,

&4 Email : cauverycollege_try @ rediffmail.com, principal @cauverycollege.ac.in Tamimadu,




CAUVERY COLLEGE FOR WOMEN

(AUTONOMOUS)
Nationally Accredited (3" Cycle) with A Grade by NAAC

» Faculty members must always wear their identification cards while on
college grounds.

» Faculty members are not permitted to use cell phones while teaching,
administering exams, or attending meetings.

» No faculty member shall be absent from duty without prior approval at any
time, and any instruction 1ssued by the competent authority in the form of
circulars from time to tlm must be folloW‘e $

» Faculty members shall not demonstrate favoritism in assessment of students
deliberately over markmg, under markmg or attempt at v1ct1mlzat10n on any
gI'Olll'ldS e - ': :

> Faculty members shall not show favourltlsm in student evaluations by
deliberately over or under-markmg or atten ;tlng victimisation on any grounds.

> Faculty members are not permitted to disclose confidential 1nf0rmat10n about
students to anyone, nor are they permltted to disclose conﬁdentlal information
from Management to students

» Faculty members are not pernntted to accept fees honorarla gifts, or other forms
of remuneration from students.

» Faculty members must respect the parental/right guardian's to look after the
student's best interests.

» Faculty members shall not misuse or carelessly use amenities provided by the
Institution to facilitate the performance of their duties.

- » Every faculty member must set a good example for her colleagues and students.

-
Principwul
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CODE OF CONDUCT FOR NON-TEACHING STAFF
» Non-teaching personnel should be on duty at the college from 9:00 a.m. to

5:00 p.m. They are not permitted to leave the college premises before 5:00 p.m.

w1th staff,

n charge of

> Non-teiaehing’“_ __rsonnel assigned to Iaborator

laboratory cleanlmeSs and upkeep. -
» As dlrected by the Pnnc1pal the staff must complete any work a531gned in
relation to examinations conduct d by the coll g¢ 0 umversﬁy

she must obtam prior approval.

» If a member of staff wish

In the event of 1llnoss a medlcal certificate must be presented

» Non- teachlng staff are not permitted to make personal ea]ls or use so01al

networking sites such as Facebook, Whatsapp, d others during working

hours.

v-w\,ﬁfl*
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Annexure 11

s CAUVERY COLLEGE FOR WOMEN (AUTONOMOUS)
TIRUCHIBAPPALLI — 620 018
INTERNAL QUALITY ASSURANCE CELL
.  DEPARTMENT OF BIOTECHNOLOGY |
PERFORMANCE - APPRAISAL OF TEACHING STAFF
{For the period: 2022 — 2023 )

CATEGORY-I: TEACHING, LEARNING AND EVALUATION RELATED ACTIVITIES
___ Performance - Appraisal Score

SWaTl

S.No Nature of Activity

API Score Allotted
Dr.R Rameshwart
Ms.P.Illamathy
Ms.R Nevetha
Dr.R.Uma Mahe
Ms.P Jenifer

Dr.S. Abinaya

Dr G Gomathi
DrMKeerthiga

Arts
(without

1 |Lectures taken as percentage of lectures allocated (100% Practical):3
compliance = 30 points) (]
Total number of lectures allocated: Number of lectures taken: |Others :20
Practical classes conducted as percentage of those actual

. |allocated (100% compliance = 10 points) 10
= |No. of practical classes allocated: No. of practical classes
taken:
3 |Value Added/ Certificate Courses handled (5/course) 10
Number of e-contents developed using Moaodle / any other
4 |Learning Management System (LMS) 10

(Minimum 5 minutes. 5 points each):
5 |Using ICT tools , power point presentation & smart boards
Frequency of visit to library, Use of Library / Books / &

A

6 Reference Material for teaching. (175 visits)
Examination duties (Question paper setting, Question Paper

- Scrutiny. invigilation, evaluation of answer scripts, Practical 20
examiner, flving squad) (Both internal & External)
(S/Activity)

NPTEL Marks/Course

Topper with Gold/Silver ;8
Gold it
Silver :6
Elite 15
Successfully Completed 14
Additional Certificate :8
8 |Top Performer Mentor Certificate i 10
Mentor Certificate 4
Translator =5
Other than NPTEL : 3/ course
(Not less than 4weeks)
: 2 / course
(Less than 4weeks)
TOTAL SCORE (CATEGORY-I) —-=
\{’ b,_/‘\oﬁ‘}
prindipal
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CAUVERY COLLEGE FOR WOMEN (AUTONOMOUS)
TIRUCHIRAPPALLI - 620 018

SELF - APPRAISAL OF TEACHING STAFF
(For the period: 2022 -2023)

Self-AppraisalScore
V.GOOD - 4 GOOD - 3 SATISFACTORY-2  NEED TO IMPROVE- |

CATEGORY-I: TEACHING, LEARNING AND EVALUATION RELATED ACTIVITIES
Self - Appraisal Score
g
g _ g i}
= - =]
8.No Nature of Activity H | B é SlwlE5]|2 |8
2l 8| 8|s|=5|8|2|5
$|5|2|5(8|2|8 |4
ARIE IR
Al S| =2|A|Z|A|A|A
1 |Lectures / Practical Classes taken as percentage of allocation
2 |Value Added/ Certificate Cowrses handled
3 Number of e-contents developed using Moodle / any other
" |Learning Management System (LMS)
4 |Using ICT tools , power point presentation & smart boards
5 Frequency of visit to library, Use of Library / Books /
" |Reference Material for teaching.
Examination duties (Question paper setting, Question Paper
6 |Serutiny, invigilation, evaluation of answer scripts, Practical
examiner. flying squad, CIA)
7 |Courses taken in NPTEL and other MOOCS platform
8 |Mentor / Translator / Invigilator in NPTEL
TOTAL SCORE (CATEGORY-I)
\/* p oﬂ""’
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Annexure I11

SAUVVELAU L

STUDENTS FEED BACK

STUDENT FEEDBACK
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Annexure IV

Hostel Code of Conduct

2. Any grlevance or compla:mt should be brought to the notlce of Warden or Deputy
Warden through House Keepers 1mmedlately

their articles safely

5. The students are not pemntted to use tape recorders, tran31stors heaters fans, iron
boxes etc., violators of the rule, w1lI bo expelled from the Hostel and College.

6. Use of any electromc gadgets to take photos selﬁes and takmg videos in the hostel
is strictly prohlblted Dlsclplmary and legal actlon w1ll be mmated agamst such
students. -

7. Inmates are not permltted to entertain day-scholars, friends and others inside the
rooms. Inmates must not invite guests to dine / have food in the hostel mess.

8. Newspapers, Magazines, Play materials and other articles should not be taken out
of the common reading room cum recreation hall.

9. Residents feeling sick should immediately report the matter to the Warden and
should not take any medicine on their own.

10. Residents shall not enter the kitchen. They shall sit in the dining hall in the order
in which they enter in. They are supposed to adopt a considerate attitude towards the

weopk and other hostel staff. \, L‘/\,\'ﬁl"“'
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11. No Resident shall dlsﬁgure tl_16 walls and doors or cause any damage to any hostel

convene or hold
of the Warden.

'ng 1n‘0r'0ut51de the hostel premlse§ 1th0ut prevnous permission

17. Arrangements are
through the Warden. I'n‘m_i
a nominal cost. The mana
the clothes. }

| letters and the incoming messages
> service of the Dobhi for washing clothes at
itertain any complaint of loss or damage to

le for the deSinatCl_; o

Principal
Cauvery Coliegs For
(Autonomous)
Annamalal Nagar,
Tiruchirappalll - 820 018.
Taminadu,

Annamalai Nagar, Tiruchirappalli - 620 018, Tamil Nadu, Sogth India.
& Website : cauverycollege.ac.in & Phone : 0431 - 2763939, 2751232 &=y Fax : 0431 - 2751234
£4 Email : cauverycollege_try @ rediffmail.com, principal @ cauverycollege.ac.in



CAUVERY COLLEGE FOR WOMEN (AUTONOMOUS)
TIRUCHIRAPPALLI - 620 018.

Circular —08
Academic Year 2023-2024

This is for your kind notice that the Perdiocal ISO INTERNAL AUDIT is planned to be held on
30/09/2023.

Members - Principal, Vice Principals, Controller of Examinations, Deputy Controller of

Examinations, Deans, Heads, ISO Internal auditors, ISO team members and staff members are

requested to make your valuable presence.

DATE

30/09/2023

TIME

10.00AM
to

11.00 AM

11.00 AM

to

12,00 PM

1.00PM

to
2.00 PM

ISO INTERNAL AUDIT SCHEDULE

DEPARTMENT  AUDITEE AUDITOR
Top Management Principal " Dr. H. Krishnavani
Organization Representation OR - Dr. J. Tamilselvi
Controller of Examination- Section Controller Dr. R. Rameshwari
Information Technology HOD Dr. R. Gayathri
Physics g HOD Dr. K. Kalaiarasi
Bm-TechnoIogy HOD Ms. N. Girubagari
Business Administration HOD Dr. O. Aisha manju
Admlnlstratmn Chief clerk ~ Ms. N. Girubagari
Library Librarian  Dr. H.Krishnavani
Microbiology HOD  Dr.B.Thanuja
Computer Appllcatlon HOD =~ Dr.V.dangy
Mathematics ______HOD Dr.R. Gayathri

_ Social Work S |HOD  [Ms.PK.Durgadevi

_Computer Smence _AHOD ' DrV.Sangy
Chemistry HOD meshwari
FSM &D : HOD  Dr K. Kalaiarasi
Commerce ~ HOD Dr. 0. Aisha manju
Tamil e mop. - TNV Durgeteyi

o EngllSh

. Dr.J. Tamilselvi

Audit Closing Preparatlon >

Closing meeting

. e
b e



