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1. OVERVIEW

Pon Boseo College, Yelagir Hills, is a Catholic institution that follows the pedugogy of Saint John Bosea,
The college olfers soven l'.lnﬂurgmdpﬂle und two postgradunte progrims, uh;ng_with resenreh nppnmmiliua I
il'.fnl11|:lul|:r Stiondi; with'n spuuiﬁl facus on supporting students from disadvantaged hnckgw;undy, i nlms 1o
provide hulilslill‘: and innovative education to groom infegrated persons, inspired by Gospel values, The mission
1% to empower the morgel youth with qualitative Icuuivlm.lp.u. practice and ox perience for eareer and lite, The

college has a wellsdefined organizational structure and governance system, with clear roles and
responsibilities of the key personnel. It also has various couneils and committees to plan, implement, and
review the policies and programmes,

This policy document elaborates the roles and responsibilitics of various personnel and committees,
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3. GOVERNANCE AND MANAGEMENT

3.1 Governing Body

The Governing Body of DBRCY is the governing body of South Indian Salesian Sociéty, The term of every
member depends on the nppolntment of the provinelal and ihe appolntment by liim of s team members which
is ordinarily for six years.

Functions

i Approve new progeammes of study leading to degrees and/or diplomis.

b Fix the Tees and other charges payable by the students of the college afler obtaining advice from the
Finance Commitice.

¢ Delegate administiative and financiul powers 1o the Pringipal and other functionaries in the college for
il smaooth linetoning.

i Lay down services conditions, emoluments for the teaching and nomstenching stnfT

v Lay down provedure for selection/reeruitment ol tenching / non-teaching staff and to appoini,

f. Regulate and enforee discipline among members of teaching and nonsreaching stafTin aceordunce with
the viles / procedure Tiid down

g Invest money in stocks, funds, shares or securitics or in the purchase of immovable property.

b Teansler or accept transler of any movable or immovable property of the college.

b Batertain, adjudicate upon and iFsought for, constitule o committee for sdvice to redress the grievance
of the members of stafl ol the college.

. Aceept endowments for specific purposes,

k. Perform such other Tanetions and institule committees, ns may be necessary ond deemed 0 for the

praper development and to fulfill the vision, missgion and objectives of the college.

3.2 Management Council

The Salesian Provincial is the choivinan of the College. He appoints ond nominites the Rector/Secretnry of
the College 45 the viee chaitiman, the principal and viee prineipals as ex-officio members and other Salesiang
as members of the Board of Management,

The Board of Management decides on the following:

il

L=

e e - IF

—

i

m,

Allacation of work (o the Salesian personnel appointed by the provinciol to the Institution,
Formulating roles and functions of office bearers in the College.
Recruitment ol stall, induction and lormation of staff and follow up
Appointment of Heads of Departments

Appointment of other office benrers

Farmulating Code of Comduet for the stafT

Iiseiplinary action against the errant stafl

Raiging of funds for specilic purposes,

Starting new programs of dtudy, comstriction of new buildings ete.
Fingneial budgeting, Allocation of resourees 1o different sectors,
Drawing up Salesian Educative Pastoral Plan (SEPP)

Day-today adiministration aid evaluation.

Promating new initiatives towards welfare of stalT and students
Working towards high quality of the institution — sxcellence,

BROY-ROLES & AESPONSINILITIES



3.3 Secretary

i,

th

The Secretary (ordinurily is the Rector) is appainted by the Chaimman of the College for o periad of 3
yenrs and miy be re=pppointed.

e Secretary is the ndministrative head of the College and he represents the Management before the

Giovernment, He deals with the University, the Government, and the Director of Colleginte Eduontion
on all matiers relating (o geperal administiation of the College, He plays a supportive role in the

cacademie communily headed by the Principal and complements hls work,

The Secretary of the college offers the fallowing administeative functions in consiliation with the
Principnl: nappointment of the stafl, approval of the probationary period of the stafl and conlirmation
of their appointment, promotion of the staff, disciplinary nction against the stalf, maintenance of
service registers, salary of the stafl, sunction of increment, provident fund, Toan, recovery ol loan and
clasure, Income !n}c, ill kinds of leave except cusunl lenve and legnl matiers.

Flee has to keep in touch with the edueational authonties and seck speedy solutions for ndministrative
p:'nhh;m.-‘, He muist be Gundliae with government orders (Gi0ks) Issued by the Government periodically.

The seeretary is an ex-allicio member of the Governlng Body of the college (for nitonomous
instititions) He also serves ag o member i important policy making eommitees of the college,

The Seeretory administers scholarships and sanclions lee concessions for deserving students,
The Secretury lends the mobilization of funds for the development of the caollege.

The Seereinry matntaing the snfe custody of all docoments relnted to the approval and recognition of
the instiution,

The Secretury as Rector |8 the ehiel sndmator and (hiher of the nstitution, The stafT and students can
approseh him freely Ry support and guidance, He is directly responsible for the animation of the stalf
gl the stidlenis, b ;|"i.i||'lh'.ll||:~.i‘ the hiostelliers,

3.4 Principal

The Principal is appointed by the Chairman of the parent bady,

i.

£

The Principal is the ncodemic head of the college and s the exeoutive =.u.|lhi'-|'il-;|r of the collepe. As the
leader of the ncademic community, he provides a climate necessary for the inlellectual pursnit of the
stafT ond the students. He playvs o vital fole in motivating and inspiving the academie comimunity
towirds excellence.

The Prinelpal runs the day 1odiy ndministration of the college and keeps the secretury informed of all
matters of general and finoncinl ndministration.

He represents the college in all scadeémic Institutions like University Grants Commission, the
University, AIACHE, Xavier Bonrd, DRHEL and [US,

The Principal runs the day to day administration of the college, plans and executes all aeademic
programs including research, consultaney and gertificate courses, allois work to the teaching and non-
teaching stafl'in consuliation with the seeretaty, routes the leave applications (except ensunl leave) to
the Secretary, stpervises the waching and non-teaching staff, monhors stiendanee of the stall, drws
up the ealendar and time table , facilitates eo-curricular and extra-currieular netivities, admits students
in aceordance with the poliey of the Government and the management council and maintains students
and siall discipline,

BRCY-HOLES.S RESPONSIBILITIES i
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The Principal is responsible for the efficient funetioning of the Heads of Departments and the faculty
and -.:mlumlng their performance. He maintaing the movements register of Heads of the I,J;:i:mrl_nmm_
He evaluntes the nt:rf't.:rmuncv of tenching and non-teaching staff in each (I:,:r,mrm'u.:m,

The Principal 15 divectly responsible for the composition and Rinetioning of vafious hodies and
commitiees of the institution. He is also divectly résponsible for quality sustenanee and quality
enhancement as per NAAC guldelines,

The Principal prepores the annual budget bor the college along with the finanoe ndministration
committee and gets the upproval m‘uw Manageinen! Cotneil.

he Pringipal is offieinlly in-charge of the hostels, He delegates the peawers 1o the respecilve Directons
of the Hoatels,

|'|l,:~ ia the l'¢uitl11|‘4'||:|1tli|1g autharity for loans to the teaching and non=teaching s,

He appoints the chiel superintendent of semester examinations.

3.5 Vice Principal (Academics)

The Vice Principul is appointed by the Chalrman of the ¢ollege in consuliation with the Secretary, The Viee
Principal {Academics) takes the pluce of the Prineipal in lis absence [oF the ordinary running of the college,

i3

e o] - B

1B

Muaintnins genegral discipline of the college.

Coordinates all functions and eultural programs of the college.

Coordinntes netivities of associations and extehsion activities

Coordinnles seminars, workshops and conferences in the college.

Coordinntes bridge courses and remedial elasses,

Supervises seleetlon of students [or prizes and medals.

Arranged orientution program for first-year students in collaboration with the Deanof Student Welfare,
Responsible for the conduct of the: peneril assembly in the moming,

Coordinntes the examination related activities along with Controller of Examinntions

Visits exnmination halls during internal tests and semester examimations.

Approves eliss tours, Held wips in consultation with Heads of the Dicpartment/Principal

Signs late slips.

In-charge of 1D cards for students

Responsibli for und branding of'the institute (all media and publication activities) which ineludes daily
dizplay on the videoswall.

3.6 Vice Principal (Admin)

The Vice Principal is appointed by ihe Chafrman of the ¢ollege in consultation ‘with the Secretary, The Viee
Principal fukes the ploce ol the Princlpal i his absence for the ordinary running of the college,

Linisons with the University and government bodies

Oversees office administration with regard to finance, fee, certificates nnd legil requirements
Manitors together with the Pringipal the sttendance / class regularity of fuculty.

Identifies students for seholaships aind coordinales seholarship schomes.

Implement Staff Welfare schemes

Enforcing the Code of conduci

Performance Management of the Faculty and Administration StafT

DBCY-ROLES & RESPOMSIBILITIES i



3.7 Administrator

The Administintor is appointed by the Chalrman of the college, He 14 an ex-officlo member of the Management
in the Finonge Committee of the college,

fh
Iy,
c,
d.
L
I,

Presents the Hnanelal status of the Institution to the Management,

Mew constructions snd mulntenance of all intigstructiral facilities

Ensured legal complinnee refated to infrastruetore and facilities

Annual stock-taking of infrastietural tacilities and departments

Administration of transport aeilities

Framates and develops ecosfriendly campus through energy conservation, waste management, riins
wiler harvesting, green gardens and organic Tarming.

3.8 Campus Minister

The Campus Minister is appointed by the Chairman of the college, He bs on ex-officio member ol ihe
Munngement Bonrd, In the ahsenee of o dediented Compus Minister, the Viee Prineipal {(Academies) takes up
this responsibility,

1,

b,

Develops SEPP of the collepe and updates it onee i three years with all stokeholders namely the
management counell, heads of the departments, fadulty members, stidents, neighborliood and extemal
Agencies,

A well-prepared SEPP acts s o navigation chart for campus ministey. Implement the Campus ministry
model as presentad by LS sddressing the various dimensions elaborated by SEPP (Campus Ministry
Muadel, 2018)

Mirkes annual schedule of events based on SEPP along with Swdent Wellire Commitiee, College
Couoneil and EPCC

Canvenes BPCC ot lenst once in three months o review implementation of SEPP and ensire iis
elfectiveness. This meeting is conducted with the Munogement Council 1o address all necds of the
sludent s community

ldentily students with the support of the fheulty members, who excel in religious, socinl and cultural
notivities and promote them ot the distriet, stute, natlonsl ond nternntional levels.

3.9 Dean of Student Wellare

The Dicare of Student Wellare 18 appointed by the Secictary in consultation with the Maniigement Board ora
i period of 3 yedrs,

i

.

g
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Vehicle passes, signs, railway and bus voncession lorms,

Meeds of duy scholar students.

Recommends students for midday menls nnd student aid fund

Supervises the selection of students for prizes and medals,

Helps the Viee Principal in arranging orléntation programs for the st yeor students,
Matters relating o eanteen, drinking waer, banking lacility, eyvele parking e,
Convener of the student wellare couneil and ex-ofTicio member of the college council.

Altends the day-to-day problems / needs of students (other than purely scademic) and interucts with
authorities concerned for redriessal of gricvances of students.



I
J:

Giuides students to officials for fUlfilling thelr needs.

Attends to emergency health problens of stidents,

110 Head of the Depariment

The Head of the Department fs appointed by the Secretary in consultation with the Management Board, He
atrives to achicve academic goals and to develop rescarch programs in the departiment with the support of the

atafl,

b.

L

i,

He/She assists the Management Boord in the stafl selection process peitdining to the depariment.
He/She nssists the Principal during admission of students,

He/she §s present In the eampus and available 1o the stall and studenms during the college working
hours as and when required, He informs the Prineipal whenever he hag to be away during the working
houis of the college,

He/She ds responsible for the smooth Gnetioning of the depariment, e énstires the punetiality of the
faculty In exceuting their pssigned dities, He shares responsibilities with the members of the
department and builds up tedam spirit.

HefShe distributes the work equitably preferably avoiding sharing or splitling covrse-work unless it is
vel'y deslible or necessiry in consullation with the fadulty.

He/She holds faculty meetings at least onee o month and fbeilitales interaction and sharing amang
stalf,

Me/She evaluates with the ficulty the semester results and plans appropriste action to Improve the
student performance. When he tikes leave, ho communicates (0 the next senior membér of the fcolty
to take charge of the department,

Fle/she calls for Board of Studies Meeting whenever necessury and monitors updating as well as

intraducing new syllabifeourses,

He/She plans and conducts seminnes, workshops, specinl lectures e, with (he nvalvemen) of sionlt
and students.

He/She helps the president of the nssocintion o corry out nssocintion and extension activities,

He/She consults the fagulty members and prepares the list of books and list ol requirements for the
department snd submits them to the Library Advisory Commitiee through the Principal betore the end
of Murch every yenr.

He/She meets the students ndividually and monktors the atendance of students of the department and
cnlls the parents of defhulters for counseling,

He/She displays on the notiee bonrd ihe consolidated CA murks and hands over a copy o the
Examination Cell. He distributes the semester mark sheets (o the studenis and meety the parents of
those who have filed,

He/She lstens to grievances of students fegarding department matters and redresses them in
consultation with the Prinelpal,

He/She énsures proper conduct of practieal ¢lasses by glving In advanee the requirements to the Lab
Administeator,

CRCY ROLES S RESPONSIRILITEES i
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He/She maintaing the stock registér of the department which includes computors, projectors, Rumiture
anidl filing systems,

He/She muintains the {ollowing files in the departiment.
e Curremt Syllabus of all the papers offered by the department,

s Semestor-wise course leachers and work Toad of Geulty members, additonal responsibilities
given Lo faculty membiers,

s Minutes of the faculty mectings.

e  Minutes of the Bourd of Studics Meetings.

e Stafl Movement Register,

s Class=wise list of students,

o CA morks and semester pesulls copies.

s [Department Colendar and the depurtment notivities,

= Records of meetings with the students who have less than 80% aitendance,
s Leave Leltors,

e Annunl Report of the Departiieit slong the 10 eriteria of the NAAC,

311 Faculty Member (Teacher)

Fvery teacher s appointed by the Secretory. of the College in consultation with the Manngement Board. The
courses e allotied by the Hends of the Department in consultation with the department faculty.

i

b

f,

B

He/She eonoperates with the Hends of the Departiment ond other (neulty members in the efficient
punntig of the department and sorks sith team spivit Tor the good of the students and of the institution.

I hedshe is given the responsibility of o elass teacher, he has to be the academie counselor and mentor
lai that class,

Hefshe prepares course syllabus as per the Instructions ot the CDC and participates in Board ol
Studies meetings in updating the existing courses of introducing new courses,

Hefshe ndopts suitable, innovative and appropriate methodology with respedt o whching and
evaluntion.

Hefshe covers the varlous units of the syllabuos in the stipulated time frome.

Hefshe coordinates with the Heads of the Depuriment nnd Vice Principal in sdministering internal
assessment, setting the question papers on time, voluing the answer papers, entering the marks in the
mark-sheet and returning the answer papers to the students within 10 days of the date of the test.

Hedahe tokes semester exams/internal tests/invigiation work seviously and checks malpractice,
Hefshe undertakes and helps in the research activities of the depariment,

Hefshe is actively involved in practical/project/libiary work,

Hefshe is nvailoble on campus during colloge wnrllcling howrs and as and when required.
Hefshe is present with the students for all the college funotions.

Hefshe arvanges for guest lectures, Neld visits, seminars whepever aselul and needed in consultation
with the Heads of the Depariment,

BREY-ROLES & KESPONSIBILITIES {



m. Hefshe reports Lo ¢lass on time and should not lenve the classes before seheduled thime or concel elasses

ik

without informing Heads of the Department.
Hefshe is responsible for maintaining the aliendance records of his/her students,
Me/shie does not admit students who come laie 10 the class without the late-slip from the vice Principal.

Hefshe informs the Hends of the Departmient aboul casual leave in ndvance so that altemnate
nrrangements could be made,

He/she makes up foi the ¢lagdes cancelled or missed due to hisfher absence.

Hefshe identifics the weak students (after the fiest test) and provides special puldanee and help for their
niprovement in studics.

3.12 Associantion President (Academic)Animator (Cliubs)

The Associntion President/Anbmator of the Club b5 appointed by the Principal in consultition with the
respective Heads of Department

.

B3,

e

He/She i In-charge of the Association/Club activities,

He/She pliang the activities of the yeir in consultition with the Vice Principal / Campus Minksten/Heads
ol the Departiment,

He obtaing the required Tund o this Prineipal and gives the secounis regularly,

He/She gives oppottunities (or students fo have group experlence, lenderslip, social sorvice, planning
and exgeuting and evaluating their performance,

He/She organizes porsonality development programes and extension activities for siudents.

313 Controller of Examinations

il

Iz,

c.

i

The Controller ol Examingtions 15 appointéd by the Principal in consullation with the Management
Couneil

In=churge for all examinations both CA and Semesier
Cionvener for the Examinatlon Cominines,

Published the examination timetable afler the approval of the Principal.

3.14 Physieal Director

The Physical Director is uppointed by the Secretary of the college In consultation with the Management Board.

{1
s,

i,

He/she ix in-charge ofall sports and gnmes nctivities in the college,
He/She is the manoger of all college teams.

Piepiares the pluyers or university rmnking and placement,
He/she prepares the nnnunl requirement for sports and games,
He/She looks after the grounds and equipment meant Tor sports and games,

He/She proposes plans for the development of sports and games in the college to the college sports
comniitee,

He/She asslsts In the diseipline of students during the good morming talks and durlng the unetions,

LBCYROLES & RESMOMNSIRILITIES



He/She wrranges for Inter-class, Inter-department, inter-college and intec-upiversity tournaments in
consulmtion with the Yice Prinelpal,

Hesshe plans and exceuteés the Sports Day with the help of stall meimbers and students,

He/She looky alter the visiting physical diveetors und visiting students in consultation with the Vice
Principal.

Hie/She prranges tor the coaching of players.

He/She necompinies the students when they go for different tourmaments,

318 Coordinator: Guezou Computing Centre

The Coardinator i appointed by the Secretary of the college in consultation with the Management Bowd, He
i @ member ol the Management Board,

il

k.

Responsible Tor the smouth functioning and all activities of the compuier cenier on working days and
holidays.

Prepares the apnunl budget in the month of Mareh for the next sepdemic year and submits o the

Munngement Board for approval, He prepares (his based on the computing and nlrastructure

requirements of the Computer Center for varlous Information Technology related courses and the
requirements of the college for its administration and management,

Muanages the procurement and maintenance of hardware, sollware, internel connectivity and other
secessories a3 per the approved budget using fTunds provided through management accounts,

Keeps ek of consumables for the Centie tmainly Computer stationery) needed for proctical sessions
progiied by the department from a special fee account.

Bnxures that any item (hardware or software) procured under specinl project are snlegunrded as the
amnets ol the nistitation.

Engures annual stock verification with the help of the fheulty members of the departments of
Computing.

Allots works to the stafT ol the computer center, routes leave applications to the Pringipal and muinmim
sinfT discipline.

Facillintes Practicn] sessions of the various programmes of both UG and PG as per the sehedule deawn
by the |'|:fi11ui.'tiuu department.

Supervises the funetioning and maintenance of the Caimpus Network of the college, as per the direction
af the Prinelpal,

Provides suppoit geiviee (be it hardware, sollware or database) 1o the Information systems of the
college 1n the collepe Administration olfice, Controller of Examimations and library, os snd when
requested by the Principal,

Promates web cultire in the campus.

3.16 Coordinutor: Library
The Coordinator of Library is nppointed by the Secretary of the college in consultation with the Manogoment

Bawardd

il.

He purchnses the required materinls and equipments for the lbrary in conguliation with the Principal

GRCYRCLES & RESPONSIRILITIES i
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]

He is in charge of the maintenance of the library.
He recommends lepve for library siait,

He purchases the books nccording to the budget allotment in consultation with the Principol and Heads
of the Departingit,

He signs every notice displaved in the library o the students and sl

He 15 the member of the college Council

J.17 Librarian

The libearian §s appointed by the management, He/She is In charge of the books, mugieines and all eguipment
in the library,

i

b

I,

5

He/She glussiNes the books and periodicals and computerizes them,

HMe/She s responsible Tor lending books and magazines fom the libraty.

HeShie introduces the Ty 1o the new students and Tocilitotes their reding in the library.
He/She ncilitates the resenrch work of stadT,

He/She keeps track of the utilization of books and nudio visunl materials,

He/She maintaing the accounts and prepares nnnual reports,

He/She nssigng the work and supervises the lbrary staff,

318 Placement Officer

The Macement Officer is appointed by the Seeretary of the college in consuliation with the Management

Hiaiid,

b,

.

He/She s in=charge of career puidance and placement activities in the campuos.

HedShe motivates the students for different careors and higher studies ond follows them op townrds
achieving their goals in life.

FlefShe offers courses in skill training For jobs and conducts onreer guidanoe seminars.

He/She boilds contacts with industries, employers, and various institutions, and invites them for
CHMpUS inferviews,

He/She crentes (MOU*S) with reputed organizntions for collaboration,

He/She provides information on different competitive examinations and placement posalbllifies,
He/She arennges and coordinates compus inferviews and placement programmes,

Hel/She gets in touch with eall eenters, industries, and other employers to explore job opportunitics.
He/She disseminates information regarding placement opportunitics and higher education options.

He/She maintaing records of cortespondence with employers and details of students whoare employed.

3.19 Office Superintendent/Administrative Officer

The Office Superintendent/ Administrative Officer is appointed by the Secretiary of the eollege in consultation
with the Management Board.

He/She s In-i:hr.'.r.u,u_' of Admintstentive and Support Stafl of the college,
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b Plans and distributes the administrative work of the office.
¢ Asuiststhe Principal in the financial administration of the college,
d. Keeps track of eommunications from UG, University, Government and other officials,

v.  Reeps all the records of stalt and students.

I Assists the Principal in the admission of students.

g, Arranges to look nfier the VIPs who come o visit the college or the Péncipal,
h. Helps the students to get their scholarships nnd certificntes.

i.  Reeruitment and selection for nll cotegories of mnpinyq:\m

Jo Induetion or Orientation in the Salesian pedagogy ond spliituality
k. Appolntment process- temporary (probation) and permanent

I, Providing Job deseription & Employee Service Rules

m. Performance management

o Documentation

o, [Miblie Relations

3.20 Extension Activities Coordinator
a, Coordinnte Boseo Outreach and UBA programmes,

b. Collaborate with local communities and government ngencies,

321 Resenrch nnd Publication Coordinator
a,  Promation of research among stalf and studenis
b Promotion of faoulty participation in consultancy work
6 Lays down riles and fegulations for the Research Centie
d. Fixes awards for those who do research and publish.

o, Wrile research projects o UG and ather unding spencies

3.22 Placement Cell Officer
a. Aranges for campus interviews
b, Giets in touch with various instititions, employers, call ¢entres, and industries
c. Creates Memorandum of understanding with reputed orginizations

d. Conduets career guidance seminars

e, Disseminate information about available placement opportunitics

3.23 Alumni Coordinator
The Alimni Coordinator convenes Alumni Association meetings at lenst thrée times a year.
i, Estoblishes constnnt contact with Al

b, Documents the profile of’ Alumni

o Arranges for oo internction with the present students
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3.24 Director: Hostel (PDH, AAH, Ennagam, Jonchim Villa)

The Dirgetors of any hostel are appointed by the Chairman of the college in consultotion with the Secretory.
The Principal of the college is the official Director of the hostels, Each Director administers the hostel and

animates the students of the hostel in accordance with the direetions given by the Management Board.

il

i,
.

The Dhrectors look after the doy-to-day maintenance of the hostel under the direction of the

Muanagement Bourd.

They present the aceonnts to the Monagement Board onee in three months,

Aldong with the Admisistraor, the Divector does the financial admimsteation of the hostel,
e adimits / readmits the students every year (o the Hostel.

He tokes disciplinary action including dismissal in consultntion with the Manngement Board.

The director secks the assistonce of the Assistunt=directors in ihe normal funning of the hostel,

4. ACADEMIC BODIES & COMMITTEES

4.1 College Council

Term: As per the Office Meeting: Onee in o week
Composition

= Principal, Viee Principals

& Hemds of the Departinetits

& (MTee Superinlenden

e JOAL Hemd
Funetions

T plan andd monitor the averall scadomic activities of the collepge.

To discuss and implement academic policies and deeisions,

To review the progress of departiments and academic performance.

To plan exantinations, internal assessments, and academic calendars.
To eniire gquality assuranee in teashing and learming practices,

To guide departments in curricular and co-curricular activities,

To implement decisions related to acereditation and quality initiatives,

4.2 Board of Studies (Tor certilientie courses)

Term:

Twuo years Meeting: Al loast once o yeor

Composition

LG LY =)

Head of the Department

The entire fuculty of the respective Department
An expert in the subject from owtside the oollege
An Alimnus
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Functions
e Prepare syllabi for various courses Keeping In view the objectives of the collége and the naticnal
requiretment for consideration and approval ol the seademic couneil,
*  Suggest methodologies for innovative teaching and evaluation teehniques
e Propose methods 1o improve research, teaching and learning, evaluation oF extension activities of the
department/college.
4.3 Finance Commitiee
The finunce committee is an advisory body to the Governing body/Managemont Couneil.
Term: Two years Meetings: At least twlee o yenr
Composition

®  Secrelary
&« [rincipnl

& Administrator
&  Vice Principal(s)

& Tencher's Repreésentative
Fitnetions

s [reparing the budget propagal for the eollege, taking inlo conglderntion possible income and expected
expenditires, The budget should cover allotment of funds for various depariments for the year.
= Livaluation of the general linancial management,
4.4 Admissions Committee
Term: Two years. Mevtings: Al leasl Lwice a year

Composition

s Principnl
& Vice Principal{s)
e Teacher representative from senlor most
s Tencher representative belonging 1o !"il'.':J'H'l‘ {for UG & PG sepurniely)
Funetiois
= Fix progrommes [or adimission
s Assist the Principal in selecting the students
= Check eligibility criteria
= Advise students 1o choose the modl Hiting and available diseipline baged on thelr ellgibility.
s Adhere to Government guidelines regarding adiission

4.5 Internal Quality Assurance Cell (IQAC)

Term: Three venrs Meetings: At least three fimes in o year
Composition

& Principal

s Vide Principal(s)

s [OAC Hend

e Stafl representatives (different sectors as per the need)
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e Representative from Collepe Office
e Representative from Bxtension Adtivities
e Student Representatives
Funetions
s Development and application of quality benchmnrks/parameters fn varous activities of the institiution,
8 [Mssemination of inlformntion on qunlltyl nspects,
s Orgnnization of discussions, workshops, seminars and promaotion of quality circles.
¢ Recording and monitoring quality measures of the fnstiition,
s Acting as a4 nodal ageney of the instiution for quality-related activities.
s Preparation of the Annual Quality Assurance Report and such other reports as may be  decided from

time to fhime,

4.0 Examination Commitice

Muecting: Dwice o semester and ns and when requirei

Composition
= [Principnl
= Vice Principal (5)
s Controller of Exnminations
s Slalt Representotives

Office Representative

Funetions

Preparing examination time-table

Smooth conduot of examinations

Pxmmination reforms

Dealing with wlpractices In fhe exaim inations

4.7 Library Advisory Commitiee

Meeting: At least twice a year

Composition

Prineipal

Coordinatpi: Library

L ibrarian

Faculty Representative from the Departments
Stielent representative (LG)

atdent representative (PG)

Funetions

Library working hours

Library services

Administrative problems in the library
Quality Initiatives
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4.8 Research & Publication Committee

Composition

o Research Coordinator
¢ Facilly Representatives fram the Departments
Functions

= To promote resenrch inall disciplines

*  Look for various research facilities from government and non-government agencies and wrile projects
nceordingly.

s Eneourage the Stall members o write feseareh articles and publish them in the Sacred Heart Journal
of aiy other International or National journals,

s Look out for Consultaney lrom government and non-governmental agencies.

& Create i the students a taste for resenreh by organizing seminnis, workshops and guest lectures ete,

e |ori o Research elub that will meet once a month o discuss the recent developments in resenrch,

s Enable the ;‘ml'th:j ;:-:tl'u:-n of hoth stafl and students st various seminars and workshaps both in the
country and abroad.

s o establish MOU with Mutional and Internationnl bodies particularly in the leld of research,

4.9 Medin and Publieation Committee

Term: Mominated members for two years  Meeting: Al least thitee o year

Composition
@ Prineipal
e Vice Principal (Academics)
e Coordinator: Medin and Publication
e Representitives from the Depiariments

Funeiiony

5 & & 8 =

Publish Bi-monthly newslettors

Maintain all Events of the College as per event manunl
Invita articles, tithits, reports [or the magazine

select materials for the magazine

Publish the Annual College Magazine

4.10 Studenis Grievance Redressal Commitiee

Term: The members will remain ns long as they hold the respective ollice

Meetings: The Swdents” Grievance Redvesaal Comminee meets as and when required to addiess grievances,
it lenst twice ench semester,

Composition

Principal

Vice Principal (s)

Pean of Stident Wellure
Women Cell Coordinator
Physieal Director

Office Superintendent
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Funetions

" & ¥ w

Elielt information trom different quarters conceming common dissaisiaction, cause lor the same
Adjusgt prevenitive measires

Call for megting and lave an interaetion with the studeits and sislt

Assist the Management tn setting issues amicably

Act iz linison ollice between management and sialf, stall and students, management and stidents,

d.11 Career Guidance and Placement Services Commities

Term: Two vears Meetings: Al least onee in a month
Compaosition

= Principal

& Vice Principals

& [lncement CHlieer

s Hepresentntives from the Depariment

s [ndustry Expert
Functions

s Armnge for campus imaryiows

ciet in touch with various Institution, employers, call centers, industries
Create Memorandum of understanding with veputed organizations
Conduel career guidance seminars and workshops bised on an annval plan
Drissenvinate information tegarding placement opportunilics

4,12 Hostel Commilice

Term: One Yew Muoeting: Al lenst (wice o yeir

Composiiion

s Socrelary
s Directors of the Hostels
s Aust. Directors
= Moss Manager
Functions
e Propose Hostel Time-table and Holidays
s Chrgunize Family Visits and Parents Meeting

Review Student Performance
Suggest measures to reduce cost without saerificing qunlity

4,13 Alumni Commitiee

Term: The ollice-bearer team sorves [or thiee yoars

Mecting: The Alumni Committee will meet al least three times a year

Composition

Principal
Alumni Officer
Representatives from the Deportment
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s  Office-benrers of Alumni Socicty
Functions

s Faablish constant contact with Alumni
s [acument the profile of Alumni
= Arringe for an interaction with the present students

4,14 Extension Activities Committee
Term: Twi vears Meeting: At lenst pwice i year
Composition
s [Principal
s Vice Principal (5)
e  Campus Minister
s Coordinnior: Extension Activities
e Physical Director
s Office Superintendent
Funciions

Coordinale the extension activitics

Plan for the new developments

Assessment of the oxtension services

Act o liaison oflice between management aned stafT, stalTand students and iditageinent atid students

L}

L]

L ]

L]
4.15 Student Wellure Commitiee
Term: One Year Muecting: Once in o semoster
Composition

= Principal

e Vice Principals

& e Student Wellure

& Wamnmen Cell Coordinator

e [Physical Director

e All Closs leaders
All Acudemie Assoclation Secretaries
All Club Presidents
Funetions

e [ivaluntion of Students Scrvices
= Suggestions [or improvement
s Class Quality Circles (CQC)

4.16 Scholn r.'lillip Commillec

Term: One Year Meeting: Periodionlly
Composition

& Rector

= Prineipal

s Viee Principals
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Heads ol the Departmient
Hostel Erifectonrs
Coordinptor Scholarship Cell
Al Class Teachers

Mentors

Funciion:

L
L
L
&

Identity deserving students

Review Students performonce

Annlysis of students’ family financial status

Arvange for students” internction with the Managemoent and the Salesian pricsis

Pocumeni profile of the students

4,17 Women Cell
Terms: One Year Meeting: Cnee a Month

Composition:

L]

Prinelpl
Viee Principals

=  [ean: Students Welfare
s  Women Cell Coordinator
e Facully Representatives (rom the Department
s Student Representatives from the Department
Functions:
e  Organmize health, safety, nnd empowermant programs forwomen.
a  Conduct annual induction progrioms for women students.
& Offer skill-building warkshops and courses.
& Arunge specinl events for Women's Day celebrations.
o Address the basic needs and amenitics of female students.
&  Raise nwareness and prevent sexual harassment, gender discrimination, and othor forms ol violence

tlBl'Iin!'-':l WOIMCH o Campus.

4. 18 Perlormance Review

Tori: One Year Meeting: Weekly
Compositions:
s Principal
= Vice Principal (s}
s PRC Coordinator
s Facully Reprosentatives from the Depariment
Funciions:
& Review (he perlormange of individual sl members based on thelr contributions 1o teaching,
mentoring, research, and other activities,
& Meet once & week o diseuss areas of improvement and contiibutions (o the organbaation,
e Review and consolidate the Weekly Activity Reports of each department member,
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Conduel the review process i three phases verilication, validation, and festing, with external
villidation and testing conducted by an external member of the institution.

Generate monthly and yearly veports based on the veriticd Weekly Activity Reports to track and
ackiowledie giall coniributions (o the ofganization's success,

4.19 Campus Language
Torm; One Yoiir Mecting: Monthly Thrice
Composilion

Prineipal

Vige Principils

= All Heads of the Departments
s CEA Coordinstor
s CEA Fuculty
s [Paculty l{t.'pm'-:unlmivu from the Department
Functions
e Periodically assess students’s pl:rli'.irhmnuu on LERW.
& [mpoge Campus Language (Bnglish) in the Campriy '
& Followsup of the defhuliers

& Monitor and document every student’s progress

4.20 Professional and Voceational Education

Termi One Year Mueeting: Monthly
Componitions
=  Principal
o Viee Principals
#  PYC Coordinator
= Faculty Representatives from the Depariment
Funetions
e [hrect and appiove the courses proposed by varioos depadiments in consulintion with the College
Couneil,
¢ Head the PVYC Committee and oversee all related academic and ndminisirative sctivitics,
e Convene regular meetings with the Viee Principal (Academies), Hemds of Depnrtments, und
Department PVC Representatives.
& [nsure preparation of course plans by ench department and completion of syllabus ag par the approved
nondemic schedule.
= Maonitor and guide Department PVC Representatives {or the smooth and effective implementation of
PV courses,
o Engure thol PYC sessions are conducted effectively and as per the scademic calendar,
o Collect and consolidate repopts from Departiment PVC Reprosentatives after each semester.
#  Submit consolidated reports to the Principal within two weeks aller every semestor.
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Ensure timely propaation and distribution of PVC certificates 1o eligible students.

4.21 Green Campus

Term: Cne Year Meeting: Onee a Month
Compositions
s [rincipal
s Vice Principal (5)
s DHCCH Coordingtor
s Fooulty Representative from the Depiriment
Functlons
Hend the Swachh team of all departments.
Prepore Swachh Action Plan for the scademic yenr and Implement
Survey the compus [oitnightly nnd present the report 1o the Muonhagement
Motivate and mvalve the students Tor smooth conduct of the Swachh campus Initiative
& Publish every Swachh Campus Initiative in the Social Media on o weckly basis

Prepure and participate in the annual Swach Campus Award programme

4.22 Fueilities Management

Term; Cne ¥ear Meeting: At leasl twice a vear

Composition:

& Selreliy

s [Fipcipnl

* Vioe |J|'i noipal (2)

= [hrectors of the Hosiels

s Heads ol the Depatment

Functlons:

®  Maintain existing infrastructore and  purchose of new equipment/computer/machinery,
Periodieally conduct an audit for quality check and service of compuiers & machineries if need be.
Manage equipment procurement by ablaining supplier quotations through the Administrator and
stthmilting them for College Council approval,

o Coordinate and supervise repair and mainienonce Wsks, onsuring they ore promptly carried out within

24 hours upon receipt of the appraved requisition from the Principal.

4.23 Anti-Rugging Cell

Term: One Yenr Meeting: Perlodically

Conmijosition:

Principal
Vice principal (s)
Dean - Student Wellare
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ARC Coordinator

Physigal Director

Fu ﬁﬂfﬂg;__:

4.4

Educae students about the cqum.‘ni:t-:s of rugging and promoting awiareness campaigns

Provide counseling and support 1 vietims of ragging incidents,

Investigare reported cases of rapging and taking appropriste disciplinary actions against perpetsators.
Conduct regular mopitering and evaluation 1o ensure the effectiveness of anti-ragging metsures.
Organize prientation programs for new students 1o emphasize 4 Zero-tolerance policy towards ragging

Entrepreneurship Development Cell

Term: One Year Meeting: Dnce 4 Month

Compasition

L

Principal

EDC Coordinator

Faculty Representatives from the Department

Student Representatives from the Department
Collaborative Committee: Placement Cell, Alumni and 11C.

Funetions

@bt U

Organize workshops ind events 1o inspineand equip individeals with entrepreneirtal il;;illa
Encourage participation in entreprencurial activities through sétive enpagement with peers,

Collaborate with other committecs: 1o nurture innovation and entreprencurship in the college
community,

Foster an environment conducive to exploring entrepreneurial opportunities on compus

VICE PRINCIPAL PRINCIPAL RECTOR & EEEEEE(R_.‘F
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