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vil.  Provide in time the required information about the department to the College Office in
order to comply with various agencies like INTUA, NBA, NAAC, MHRD etc.
viii.  Prepare the departmental budget as per the procedures and ensure that proper financial
management is being done.
ix.  To have regular meetings with staff of the department to ensure that proper academic
progress is being carried out.

Provisions of Disciplinary Action against Staff
Disciplinary Action:

a) All employees are liable to disciplinary action for disobedience, misconduct and
dereliction/negligence of duty. However such disciplinary action shall be taken after
establishing the grounds on which the disciplinary action is initiated and after a reasonable
opportunity has been provided to the employee to defend himself/herself.

b) As part of the disciplinary action, the following punishments for good and sufficient
reasons may be imposed upon the employees of the Institution, after establishing the facts
about committing an offence and dereliction/negligence of duties: -

L. Withholding of Increments/Promotion
i Recovery from his salary whole or in part of any pecuniary loss caused
to the College due to negligence of duty or breach of orders/rules.
. Suspension
iv.  Removal from service
v.  Dismissal from service

¢) If the competent authority feels it necessary to constitute an enquiry as part of the
procedure for taking disciplinary action, the enquiry committee shall consist of three
members - HODs is from among senior faculty members.

d) An employee can appeal against any punishment imposed upon him/her by the competent
authority to the management/ governing body as the case may be.
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COUNSELOR/MENTOR

i The faculty appointed as mentor for a particular batch of students shall advise/counsel
the students on all academic issues and act as friend, philosopher and guide.

ii. The mentor shall keep the parents duly informed about the wards progress in
academics and general behaviour all the time.

iii. ~ The mentor shall bring to the notice of HOD the issue of irregular students who are
having less attendance, more number of backlogs so as to counsel them and put them
on right track.

iv.  The mentor shall be in constant touch with the students and guide them through their
difficulties in academics and other problem related areas.

ROLES AND RESPONSIBILITIES OF OFFICIALS IN VARIOUS ACADEMIC
POSITIONS

PRINCIPAL

i The Principal shall be the leader for the entire academic administration and create a
congenial environment for learning. He shall ensure that quality education is imparted
to the students and work towards the achievement of goals of the institution.

ii.  The Principal being the Head of the Institution shall act as a bridge between the staff,
students and the Management and shall report to the Management on all matters.

ii.  Being the Member Secretary he/she shall propose all proposals relating to
administrative/academic and finance related issues and seek approval along with
ensuring its proper implementation.

iv.  The Principal shall also act as a facilitator between the external agencies and the
institution along with facilitating the stakeholders to provide necessary inputs for the
overall growth of the institute.

v.  The Principal shall ensure that proper address to the grievances of the students, staff
and faculty members is done along with proper administrative and evaluation process.

vi.  He/she shall conduct regular meetings among various committees/bodies in order to
ensure proper working of the institution.

vii.  To prepare all the reports and records required by various agencies like AICTE, UGC,
MHRD, INTUA, NAAC, and NBA and ensure that they are submitted properly in
time.

viii.  The Principal shall take necessary actions in order to ensure that smooth and proper
conduct of ex-aminations is being carried out.

ix.  The Principal shall prepare Strategic plan for the institute from time to time and
ensure that it is implemented properly . .

VICE PRINCIPAL

i The Vice-Principal shall assist the principal in ensuring that the curriculum set by the
affiliating university is being properly met
1. Ensure that the proper implementation of Teaching Learning process is being carried
out in an ordered manner.
iii.  The Vice-Principal shall counsel the faculty based on the feedback given by the
students and ensure that the faculty improve their performance.
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Vision
To be a Global Leader in imparting Quality Technical Education to produce Competent,

Technically Innovative Engineers imbibed with Research Aptitude, Entrepreneurship and
Social Responsibility.

Mission

1. To Nurture the Students with Fundamental Engineering Knowledge Enriched with
Technical Skills.

2. To Create Conducive Environment to nurture Innovation and Interdisciplinary Research.

3. To Develop Professionals through Innovative Pedagogy focusing on Individual Growth,
Discipline, Integrity, Ethics and Social Responsibility.

4. To Foster Industry-Institution Partnerships Leading to Skill Development and
Entrepreneurship.

Quality Policy

We at Dr. K. V. SubbaReddy Institute of Technology, endeavour to uphold excellence in all
spheres by adopting best practices in effort and effect.

Dr. K.V. Subba Reddy Institute of Technology 2
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based on the recommendations of the Disciplinary Committee , with due notice
and in severe cases Prima facie he / she may be relieved immediately.

lii.  Irregularity in attendance: In case any staff member is found to be irregular and
on long absence without any intimation / permission and neglects the classes /
duties, such staff member may be relieved / discharged form service subject to
depositing amounts equivalent of One Month's salary plus salary for the period of
Summer Vacation.

Conduct Rules for all Categories of Staff
NORMS RELATED TO FACULTY

RULES/REGULATIONS ON THE ROLES AND RESPONSIBILITIES OF TEACHING
FACULTY.

All the faculty shall follow the rules/responsibilities at all times. Non-compliance or Non-
adherence to the rules/regulations will be treated as negligence of duties and suitable
disciplinary action will be taken against such staff members

GENERAL RULES

i The Faculty need to come to the college on time and stay within the campus during
the working hours of the College.

ii.  The faculty shall carry out the various responsibilities being assigned to him/her with
respect to teaching/research/consultancy with honesty and in unbiased manner with
total commitment.

1. The faculty members need to conduct themselves in a professional and cooperative
manner and take necessary precautions to protect the equipment and facilities of the
College.

Iv.  Attend and participate actively in meetings called by ‘the HOD, Dean and Principal
and also take up additional duties and responsibilities prescribed by the
Principal/Management apart from Academic and Examination duties.

v.  The faculty at the level of Professor/Associate Professor are expected to undertake
Research/Consultancy activities in addition to teaching.

vi.  The faculty need to wear a decent and formal dress.

vii.  The faculty shall not engage in private tuitions outside the College.

viii.  The faculty shall complete the evaluation work of Internal Examinations and External
Examinations (if appointed) on priority without prejudice to the normal functioning of
the College.

IX.  Anemployee against whom Criminal Proceedings are initiated in a Court of law shall
immediately inform the competent authority of the College regarding the details
thereof.

X. A faculty deputed/permitted for an assignment outside the college, needs to submit
the proof of attendance after reporting back to the college.

Dr. K.V. Subba Reddy Institute of Technology “18
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Pre-amble
I. Pre-amble

1. The service Rules shall be called as "Dr. K. V. Subba Reddy Institute of Technology
(DRKVSRIT) Service Rules" and shall supersede all the existing service rules.

2. They shall be deemed to have come into effect and shall apply to all the employees of the
College as per the date of their joining.

3. These service rules have been framed in conformity with the Human Resources Policy of
DRKVSRIT. While they are meant to protect the interests of the organization; at the same
time they will also act as a measure of welfare and guide the staff members in their day to
day interaction and maintaining cordial relationship with the organization. DRKVSRIT
strongly believes that the individual's growth indirectly helps in the organizational growth
also. DRKVSRIT strives to achieve the aim of retaining the employees with the organization
for longer periods, so that they contribute to the growth of the organization and grow with the
organization.

Definitions of Important Words
Definitions
1. 'College' means Dr. K. V. Subba Reddy Institute of Technology (DRKVSRIT).

2. 'Management' means The Management Committee of the College constituted as per
AICTE Norms.

3. 'Governing Body' means the Governing Body of the College constituted as per AICTE
Norms.

4. 'Chairman’' means the Chairman of the Managing Committee / The Governing Body of
the College.

5. 'Secretary ' means "The Secretary of the College".

6. 'University' means Jawaharlal Nehru Technological University, Ananthapuramu.

7. 'Principal' means "The Principal of the College or any other person authorized by the
Management to discharge the duties and responsibilities of the Principal, whatever may be
his/her designation, otherwise".

8. 'Employee' means a person who is employed by the College including Principal but
excluding those who are engaged on part time basis or on daily wages.

9. “Vacation' means any recess in the middle or at the end of an Academic Year, which is for
a minimum period of 10 days and beyond.

10. ‘Vacation Staff means Employees who are allowed to avail vacation. All other
employees are deemed to be 'Non-Vacation Staff".

Dr. K.V. Subba Reddy Institute of Technology 3
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i, The faculty can avail the financial assistance twice in an academic year on successful
production of vouchers regarding registration fee and travel tickets.

. . . . . . ignations In R t Of Teach
iv.  Further the financial assistance to a Conference/Workshop is subject to review by Designations In Respec cachers

Head R & D in order to review the Standard/Creditability of the Conference.

Awards / Incentives for Students and Staff Members and Students

L Students who secure 1* place in class (University Exam) will be awarded with Merit

Certificates.

1. Students having 100% attendance in each academic year will be awarded with Merit
Certificates.

li.  Staff Members producing 100% in the Theory Subjects during the University
Examinations, will be awarded with appreciation certificates.

iv.  Staff Members who continue rendering their services to the Institution for a consecutive
period of 10 years and 15 years will be awarded with appreciation certificates.

v.  Cash Prizes for Academic performance by the students:

Cash Prizes for Staff Members for result oriented Performances:

Dr. K.V. Subba Reddy Institute of Technology
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1. There shall be only three designations in respect of teaching staff in the college
namely Assistant Professors, Associate Professors, and Professors.

National/International National/International : : : o7 ;
. t b h the d tions of Library personnel and Physical
S.No Details Conferences/ Conferences/Workshops/Seminars W_.u,:wﬂw _.mﬂm_m,wmo M Mﬂw\qw_.Mwmwﬂwm_.mﬁmao_m_.wmhw_.%: foraryp Y
Workshops/Seminars in India Abroad ectorte. g ) '
Resistration Based on the recommendation | Based on the recommendation of
g . » . )
U | Fee of mwma R&D following the Head R&D following the Details of Qualifications Required at Entry Level for Various Posts
publication guidelines. publication guidelines.
— ero . . . ) . . . RIT
Assistance to the extent of To & Assistance 8‘ the GQQ:‘ of 50% of . Qualifications and Experience required at the Entry Level for various posts in DRKVS
5 | Travel Fro First Class / 2 Tier AC or actual fare by Economy class by Air ;
“ | Allowance ! ) India/ any other airline or Rs. 1. ASSISTANT PROFESSOR
Rs. 4,000/- whichever is lower. b . ) o )
20.000/- whichever is lower. As per latest norms of AICTE, New Delhi, the minimum qualification required for
iy US §$ 40 per day for duration of appointment of Asst. Prof/Lecturers for various UG & PG programs is as under
” Daily pPp
3 Allowance Rs. 1500/- per day Conference or Rs. 10,000/-
whichever is lower (a) ENGINEERING AND TECHNOLOGY
4 Local Rs. 100 per amw subject to CmAmm per am% or Rs. 500/- M.Tech. in relevant branch with First class or equivalent either in B.E. / B.Tech.or
Allowance | maximum of Rs. 200/- whichever is lower. ME. /M Tech
5 The Maximum financial assistance limit will be Rs. 50,000/~ including Registration T )
fee, Travelling Allowance and Daily Allowance. (b) MANAGEMENT

First Class or Equivalent in Master Degree in Business Administration or Equivalent
and Two years teaching in the relevant subject experience is desirable.

(c) H & S First Class or Equivalent in Master Degree in the Subject.

2. ASSOCIATE PROFESSOR — FOR ENGINEERING AND TECHNOLOGY AS
WELL AS MANAGEMENT

a) Qualification as above 1.e. as applicable for the Post of Assistant Professor, and
Ph.D. or equivalent in the appropriate discipline.

b) Post Ph.D. publications and guiding Ph.D. students is highly desirable.

¢) Minimum of 5 years of experience in Teaching / Researclv/ Industry of which 2
years post Ph.D. experience is desirable.

Students obtaining University First Rank in any branch Rs. 1, 00, 000/~ . 3. PROFESSOR
Students securing any of the University Ranks from 2nd to 20th in Rs. 25.000/- ! o ) ) .
any branch T | 1. Qualifications as above i.e. as applicable for the post of Associate Professor.
For m.Emn:a securing any of the University Ranks from 21st to Rs. 10.000/- ,, 2 Post Ph.D. publicati d euiding Ph.D. students is highlv desirable
| 50th in any branch - 10, 4 . .D. publications and guiding Ph.D. stu ghly :
For students securing Highest Mark in any of the theory subjects Rs. 5.000/- / 3. Minimum of 10 years Teaching / Research / Industrial experience of which at least
in University Exam = 5 years should be at the level of Associate professor.

OR

Minimum of 13 vears of experience in teaching and /or Research and /or industry

Dr. K.V. Subba Reddy Institute of Technology 5
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ACADEMIC LEAVE (OD):

Academic leave may be granted to a faculty for attending university related works like
Examiner / spot/ Observer etc. subjected to a maximum of 12 days per year.

Incentives to the Faculty

Guidelines for the award of Cash Incentives for Research Publications and Research,
Activities along with sharing of revenue for Consultancy services.

RESEARCH PUBLICATIONS

The following are the guidelines for sanctioning of cash incentives to the faculty for
publishing research papers in various National and International Journals and Conferences
with effect from 01/07/2016.

International Journals:

Any International Journal by title will be treated as International Journal in true sense, if it
has a minimum age of five years and has a policy of announcing the Impact factor. This
criterion will be relaxed if the Journal is published by reputed societies like IEEE, IEE,
ASCE, ASME, Elsevier, Springer etc.

1. If the paper is published in IEEE or IEE or Elsevier or Wiley Interscience or ASCE
or ASME (or any journal equivalent to these journals), then the cash incentive of Rs.
5000/- will be sanctioned for publishing the paper in this type of journal.

2. If the International Journal is peer- reviewed, containing ISSN number, making
basic comments of reviewers available to authors and also the journal is brought out
in the form of hard copy, then the cash incentive of Rs. 2500/- will be sanctioned for
publishing the paper in this type of journal.

3. If the International Journal is peer-reviewed, containing ISSN number, not making
the basic comments of reviewers available to authors and also the journal is brought
out in the form of hard copy, then the cash incentive of Rs. 1000/~ will be sanctioned
for publishing the paper in this type of journal.

International Conferences:

Any International Conference by title will be treated as International Conference in true
sense, if it is organized by reputed societies like IEEE, IEE, ASCE, ASME, Elsevier,
Springer etc. .

1. If the International Conference is organized by any reputed societies or any reputed
institutes (like IITs, IISc, NITs, etc.) then the cash incentive of Rs. 2000/- will be
sanctioned for publishing the paper in this type of conference.

2. If the International Conference is organized by any reputed organizations like
Deemed universities or Private organizations then the cash incentive of Rs. 1000/-
will be sanctioned for publishing the paper in this type of conference.

National Journals:

Dr. K.V. Subba Reddy Institute of Technology 14

2. GENERAL GUIDELINES

(1) The rules prescribed for selection of employees from time to time as notified by
AICTE/University/Government of Andhra Pradesh shall be followed.

(1i) A post shall be filled up either by direct recruitment through open advertisement
or by promotion from amongst the qualified and eligible internal candidates, as
directed by the Governing Body.

The recruitment may be

a. Birannual by a local selection committee.
b. Continuous Process.
c. Selection / Ratification by the University.

3.QUALIFICATIONS AND mxwmz_mznm, TEACHING AND NON-TEACHING
STAFF

The qualifications, age, experience etc., shall be as per AICTE/ UGC Norms in respect of
Teaching Staft

4.SELECTION OF ASSISTANT PROFESSORS

The Selection Committee for the post of Assistant Professors shall have the following
composition.

(1) Chairperson of the Governing Body of the college or his / her nominee from
among the members of the Governing Body to be the Chairperson of the Selection
committee.

(11) The Principal / Director of the College.
(i) Head of the Department of the concerned subject in the College.

(iv) Two Nominees of the Chancellor or Vice Chancellor or Acting Vice -Chancellor
of the Affiliating University of whom one should be a subject expert.

(v) Two experts in the subject, not connected with the college to be nominated by the
Chairperson of the Governing Body of the College out of a panel of five names
recommended by the Vice-Chancellor or Acting Vice-Chancellor from the list of
experts in the subject approved by the relevant statutory body of the University
concerned.

(vi) An academician representing SC/ST/OBC/Minority/Women/ Differently abled
categories; if any of the candidates representing these categories is the applicant, to be
nominated by the Vice-Chancellor or Acting Vice-Chancellor, if any of the members
of the above selection committee does not belong to these communities.

5. SELECTION OF ASSOCIATE PROFESSORS

The Selection Committee for the post of Associate Professors in the College shall have the
following composition.

Dr. K.V. Subba Reddy Institute of Technology 7
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% The Management shall have the Authority to withhold an Increment for a certain period
not exceeding one Year as a disciplinary measure for sufficient and valid reasons and after
the employee has been given a fair opportunity to defend himself/herself.

Grant of Advance Increments in Certain Cases

University/College Staff Selection Committee is the Competent Authority to recommend
advance increment to the candidates selected based on their qualification / specialization and
experience.

Promotions and Procedures for Grant of Promotions.

PROMOTION POLICY

111.

V1L

All promotions shall be considered on the basis of merit.

The Principal shall appoint a committee for considering the candidates for
promotion. Principal as the chairman with two Professors and experts invited from
the Industry / other institutions.

The committee shall consider promotions of Teaching Staff to the next higher
position on the basis of the guidelines issued by the AICTE subject to the
condition that there has not been any disciplinary action against the staff. .
Under the normal circumstances seniority will be the basis for promotion to the
next higher post /position, subject to however, that he /she had completed the
required number of years in the present position as prescribed by AICTE and has
the prescribed qualifications.

Those who are promoted will be fitted in to the appropriate Pay scale.

All promotions shall be considered during the month of June every year.

Leave Rules for Staff

General Norms to be followed for granting various leaves for Faculty and Staff on various

grounds.

VI

The rules shall be applied to all the teaching and Non-teaching employees of the
college.

A leave account shall be maintained for each employee in an appropriate form.
Leave cannot be claimed as a matter of right. The sanctioning authority has full
discretion to refuse or revoke leave of any kind when the emergency of service
demands.

The sanctioning authority may recall any employees to duty before the expiry of
his/her leave.

Unauthorized absence from duty may be treated as misbehaviour inviting
disciplinary action.

An employee on leave shall not take up any service or accept any other
employment.
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invitation/deputation/contract basis year after year up to a maximum period of Five Years or
up to the maximum age of Sixty Five Years.

11l

V.

All the staff recruited will be initially on Ad-hoc basis for first one year on a
contract.

All the Teaching Staff will be exposed to the University selection Committee for
ratification. Ratified staff will be appointed on permanent basis with AICTE Pay
Scales.

Faculty who are not recommended for appointment by the University Selection
Committee will continue to serve in the college on temporary basis and two more
chances will be given to appear and get Selected / Ratified by the University
Selection Committee.

Faculty who are not recommended for appointment as Assistant Professors will be
given an opportunity to opt for lower/non-teaching appointment.

Non-Teaching Staff will be appointed on permanent basis after assessing their
performance after completion of one year and on the recommendation of the Head
of the Department.

9. PROBATION

1il.

Vi,

Vil

VIIL

The initial appointment to posts in the college shall ordinarily be made on
probation for a period of Two Years. Persons appointed to a higher post by
Promotion/Selection shall be on probation for a period of One Year only in a
continuous period of Two Years.

The management/Governing Body upon the recommendation of the Principal for
valid and sufficient reasons may extend the probation period of an employee for
such period as may be found necessary or terminate his/her services after due
notice.

The employee is deemed to have been on probation until the order declaring
satisfactory completion of probation period is communicated to him/her, even if
the stated period of probation is completed.

After confirmation, the appointee shall hold the office till the age of
superannuation which shall ordinarily be Sixty Five Years in the case of Teaching
Staff and Fifty Eight Years in respect of Non-teaching Staff unless otherwise
found unsuitable to discharge his / her regular duties.

If a person having been appointed temporarily to a post is subsequently appointed
regularly, he/she shall commence probation from the date of joining in the regular
post.

Any application of the employee seeking employment elsewhere shall not be
forwarded during the probation period.

The rules governing probation shall not apply to appointments made on
Temporary/Contract/Contingent Basis.

The service of any candidate appointed on Temporary/Contract Basis, can be
terminated at any time without any notice and without assigning any reason
thereof.
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