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HR POLICIES & SERVICE RULES

MANGALAM EDUCATIONAL INTITUTIONS (MEI)

PREAMBLE:-

-l.his policy N,ill support the Institution to attract and retain motivated staff who wiil embrace the future rvitir

energy, creativity and wili be focused on the quaiity of educatiot:. and growth of students

\- OBJECTTVE:.
-i'g enal;le seleclion anrl incluction of the right candidate in the right position and aim to ensure:

l-1 Effective & Efficicnt Recniitment Process

I Selection Process based on merit

il All ner.v staff is inducted appropnately

SCOPE:-
.i"his pr.cctiiire appiies to the recruitment and selection of candidates to all l'acant positions across the functions,

lr,,:ralrs aitcl hicrarciry based on mallllower requisLtions

SELECTION PROCESS

L

1. All selection reconunendations will be marJe by a Selection Comrnittee. The final decision will be on the

basis of the Minutes of the Selection Committee meeting

Z. Selection Committee will use various methods to make theil decisions, including:

a. reriew of curriculum vitae

tr. behavioral interviews

c, ass.,ssments (for exanrpie, presentations, hterview, performance-based tasks, psychometric

assesstlents)

d Exlemal references

e. trf the position requires the staff nrember to have a

V/orkiirg ,,l'ith Children check or police verification

iinai stage of the selection The offer will

backgror.rnd checks.

mandatory background cireck (for example, a

etc.) this wili be conducted by HR Dept' at the

be subject to successful completion of these

K,:tta}6sg

Siguature:Approved by:-
Secretary, Mangalam
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THE SELECTION COMMITTEE

1. Chairman
2. Governirrg Boald Member(s) /Management Representative

3. Principal
4. FICD

5. Subject Expert
6. HR. Head

PROCBDURE STEPS AND ACTIONS

L

Respo4sibilityPloce drrre

-l Flas an established position becorne vacant, or is there a demonstrated

need fbr a nerv position?.

i Get approval fiom the Delegated Authority of the Mangalam

Educationai Instrtutions (MED to start recruitment procsss.

1. ldentify Manpower need
Academic Head.&{OD

Human Resource'Deparhlent
2. Seek approval of the foliowing from DelegatedAuthorityof MEI

-l recruitrnent and aclvertising request
-l upclated position description

selection pauel cornposition

i-l advertisingpreferences

Human Resource Depatlment
The position can atso be advertised through:

il online u,ebsites

il print media (newspapers. magazlnes, jownals)

l l referrals /worcl of mouth

3. Sourcing and advertising

i$hort listing carr be done by the:

r Human ltesource Depaftment

.$. Shortlist candidates for interview

Dep artment authorities

Human Resorirce
Deparlment/I{ODs

j'*t 
tr

G3

Signature:Approved by:-
Secretary, Mangalam Educational Society
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bility

Selection Committee
(s)

s)(s,l

candidateRecommend{r. preferred
critelirisr:1,*ctitttlthe$xe*ti.l.r:;tra,'hn tiiu)(\l(ll.li"ut}:*i:t:s,

't'l:i l"- il1

Human Res ource Departillenf7. Make a verbal offer
,- I Finalize the terms and contiitions of the otTer

i']0lrtainapprovirlf,ronrtlreDelegatedAtrtlrorityofMEltogenerate
offer of aPPointmenl

t]Extendaverba,]oft.erofappointrrrenttothepret-erredcandidate0ll0e
the offer has been aPProved'

Human Resource DePafiment

i,-l I'iepale the letter of offer (as per tire agreerl & approved terms and

ccinditions)

L-l Send the letter clf offer to the selected candidate '

i-][teceivesignedletterofacceptanceoftheofferf'iomselected
cancliriate

8.Contract offer and accePtance

Hurnan Resource DePa:tmen.l

i.heHoDswi]lbencrtifiedthattlrestaffmenrberhassignedthecontract

9. Commence induction

anci rvill be adviscd of the starl date and induction'

INDUCTION

Llbjcctrve: To sr-rpport..the successfirl aligrunent of riew staff with the Institutions strategic direction and ensrue

{i:4.1.:

il statT membsrs are incl*cted etfec{-ively into the area of their expertise and understand thejr r"oie antl

resPonsibiiities

i l [Jncierstand the culture. working environrnent, and organizational structure

tll-Iavesatisfactorilycompletedthemanrlatoryjorningformalities,
it unrlerstand their obligations, and are conrmitted to Equal opportunity and Health and safety ir: the

wor:kplace

I I Are aware of key policies and procedures

SCOPE:-

,4ll staff rnembers aPPointed

t-

I t';sl;i

]i
li

illri
:1

:{"-

'. F.i*rain"tib'., $3

Signature
Approved bY:-- ^Fr- - 

Secretary, Mangalam Educational Society
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PROCEDURE STBPS AND ACTIOI{S

Procedure Responsibility Iimeline

1. Preparation of local induction
LiF" Dept. rnfbrms the ri*pafiment regai"ding the new statTmenri:er's

r-- r-) mn1*uc*n1ent da te 
"

L:iR Dept. is responsitrle for compieting the following before the new

s ta i'i" rnernbetr cofiffixefl ces :

[] Co-srclinate rvith facility manager tbr facilitating workstation

n Consirier assigrdng a t*am meinhcr as a bticlcly/6en1ot' For the

n,:,w sftrfTrnember,

HRDept. Before the nerv statT

member commences

2. Reporting on joining formalities
iiit i,)r;pl. monitors ancl reporls oir the completinn rif staff .joining
iiii'Ln;:litjes rls per 13ie cntry check lisl HRDept. Wilhin 4 clays

3. Local induction meeting 
I

Id[+- Tearn undertakes local inrluction meeting with the new staf!
irrcrnbcr. 

- -' - "- - -'-'e 
I

l-l hitrriCuce the new staff Lo key persons

i I Hxplair: th* stat1 member's rol.e and responsibilities

il E.xpiain th* probatioil process

r :l Issue the staff meinher 1B card
i-l C*.llects tlte Eank elnlails ancl Patr Card cletails

I -i Enabtre Bjo-matrix at1*nciance regist^rertion

I Fr*rricin the stafl merntrer r,vith the requiredlappropriate

infomratioru +bout ieave policies and other formalities

n Cive *ccupational heailh ancl safety information: siroi,v rvhere

the flrst aid trox and fir* extinguisher a.re kept; introduce the

n*r,v stafll nlenlber totht lscai lirst aid officers

HRDept. Within first week of
employment

4. Initial induction

Urideflake initial inchrction & review of appointment

IIR Dept.,
HOD Principal
and
Managernent ot
MEI

At the corimencemr:nt
of employment and not
later than 4 rveeks from
commencelnent of
employment.

5. Induction events

The new staff member will be eruolled into the indriction events o{

h,{angalam

IIR Dept Next available
session

Signature:Approved by:-
Secretary, Mangalam
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QUALIFICATION/ EXPERIENCE/PAY:

Nomis;- 1"he qgalificati6n, experience ancl pay for the facrilty positions are as per the AICTE/UGCi Relevamt

I{.egulatory/Statutory normsiguidel ines as applicahle

SALARY POLICY

Salary will be as per the AICTE NGCI reievant statutory/regulatory norms/guidelines' The salzuy policy is

govr:med by the following principle.

i i Cgmpetitiveness:- Ivlangalam Erlucational Society aim to pay salary which are competitive in the market

ftrr sirlrilar lobs

i I Inciividual ptofite:- Externai Bxperience in relevant field, research, Additional quaiifications are given

due advantage wlrile fixation of salary.

il Internal Equity:- Designations are categnrizecl and sarne sa1ary ranges with appr0priate variations as p*r

Indivichral prolile is applieci

PAY REVIEW & INCREMBNT

Pa-r,, reviervs are conclttcted every year based on performance appraisal.

Arx*ral Incrernent accorcling to the scale applicable to the employee will be granted after evely year if the servic*

ot'tlre employee is repo*ei to be goocl ii p*r Appraisal report. The anntial increment will be witirheld as a

riisciptirraiy ,rr"ur.,.* ii the Appraisal report ii not satisl'actory. Special hrcrement is granted in exceptional r:ase s'

.[p case of promotion to higher level, the increment of the employee promoted will fall due after he cornpietes one

yrar of serice in th* higher post,.

trn case the einployee is gn loss r:f pay leave, the increment date will be poslponed in proportion to the number r:t

rlays the employee is on leave.

VACATION SALARY

\1;rr:,iiti.on salary lvi1l be on tl-re saile scale as granted during the preceding month

CONTRACTiPROBATION

The selected candidate will be initi*l1y on probation"/contract. Regularization is basecl on the perfon:rance

appraisal. In case, the appraisal report is not saiisfactory, extension of probation/contract period may be eI'fective

RETIREMENT
Er,*ry teaching and Non teaching staff of Mangalam wi]l retire fiom service after 5B years of

a;{r: respectively" After retirement. frt employees whose serice are considerecl

ul;:'
e

e.llY"ii e,r
e !'Y

SignatureApproved by:-
Secretary, Mangalam

as Lreneficial to the

L
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Inrctitution, may be appolnted on cr:nkact service.

RESIGNATION

'1hi: rnipiovee who decides to resiEr must submit notice of resignation to the Principai through the HoD in the
pr*scril:ed fcrnnat. The approved le11er shall be submiued to the HR clepartment. However, the teaching staff shall
n$t resigll from their post during the midst of an academic year/semester. Any member of the faculty in the
peirnanent service shall give three months notice as a mandatory reqriirement for resigning fiorn theii' servic*r.
Al{.ernatcly, the einployee shall pay three months' salary in lieu t}iereof. Teaching faculty r.vill not be relieved in
ihr nricidie of the semester.

'i'he h4anagellent of'Mangaiam Educations Institutions leserves the right to recover outstanding dues (if any) ancl
ilr r'iiltie of tiie goods/prnperty issuecl t* the resigned employee (if any) prior to relieving.

TBRMINATION OF SERVICE
'i"irc service of an employee are liable to be terrninated r.vith one month's pay in lieu of the notice period in the
*vlrnl of suhordinatiou, clereliction of duty, prof-essional misconduct and other undesu'able activities,
t-lr"lsnlisi'actory appraisai' report or the positiou is non-existent due to closure of the departnent/ftulction by the
h,l ii.nitperurerrt. o1' MEl.

'I'he sen'ice of the temporary employee is liable to be terminated at any tirne without assigning any reasons
,"vhati;rtever

ABANDONMENT OF SERVICE

ii'an empioyee dr:es not attettd thc clury tbr n perio<i of 7 <lays or more without informing the zlutircrrities, the
ahscnce rvill be treated as unauthorized absence and will be considered as abandonment of service voluntarilv
l}om tir* date on which his absence exceeds seven (7) consecutive working clays.

GEI{ERAL CONDITIONS

,'\ persotial {rle shaltbe maintained tbr each employee maitaining all the documents in regard to their employment
and senrice with the institrrtion/Group.

Th* )\{erigaiain F.ducnlion Society/h4anagement of Managlam Erlucational Institutions is the ;:uthoril.y for:
intlcritLlcing, repealing or amencl.ing any senrice mles necessary fbr day to day adrninistration of the Group
Iristitutes

'i'her servic;e crinditions ol'the incrmrbent will be govemed try the rules and regulations of the h.4angalam Groutrr' l*stitr.llions amendecl and issuecl from time to time.
PR.OMOTION POLICY

Mangala.rn Eclucation Society aims in providing career aclvancement opporfunities to dqvelop and utiiize their

'1 .

.#,
:!;i;i'iiilY'':r 'l$i

t,

Approved by:-
Secretary,

i: r..lf.

Society \
Signature:-

-f{
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potential rvhenever possibie, u,hile at the same time recognizing the outstanding performance

s*rection fi:r pr.o*:*tion to a higirer: level of seruice as per the caclre defined by AICTE/IJGC /relevart

sr.*t*rory/reguiatory age*cies sha,, be r*acre s*lrject to the availability of posts ancl eligibility of statT on the basis

of':-

L

i j SenioritY

r.l Competence & Ilotentiai

i-l Perfonnance Apprarsal (includes feedback)

, QtralitY of'worl<

i,l Ailclitional acaciemic qrmliflcatir:n for the job

il {lornmitrnent

i-l Declication of the staff to the ail round deveiopment

ll lmprovement of Cr:rporate ambience of the Institution

PERFORMANCE APPRAISAL

Iritro'JLrction

The objective of the perrbrm.nce appraisal system is to constantly monitor progress of the capabilities a*d

achievemenrs of facut{liiffiH, ,Jrl-*iil;il *go*g crevelofment of them-and to identifv when a facultv

nren:1.:er has demonstrated reacliness for grrJo [rpori"rluirLv. The berfonnance Managernent Systen: is clesigned

to mcasule iind rec*gprise the contributir:n "ii*Jri:ra*rs 
and uerp trre organisation to be established as a quality

,:.ll,rcation provitler. Appraisal is done semester rvisc'

TEACHING STAFF

'T'l:r* Appraisal System is based on the following parameters'

::

l. Academic Perfonnance

-t F)tgagenient of class

-1 E*i'rrttf,row1e<1ge provided antl lmr:vations Used

' I students llesult 
lar, extracurricular anrl ski1l developrnenl activities

--l Suppt:rt extended to conduct ilo-culTlctl
:-:.t 

Application of set stantlards for academic growth

..]Contributiontowardsenforcementofdisciplineinclass&Campus
- l F-eedback ttom Students

").. St*rlent SuPPort

Iixl.ra Teirching rtuties 1br rvea'k students-Tutorial Systems

(-i,
r I',

i"i gt

Signaflre:-
Approved bY:-

SecretarY' SocietY
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: Support and Parlicipation in Exffa Curricular Activities

- I Support for innovationsi [nventions

.:,jContrilrrrtiontclstltdentsparticipationinco-curricular,skilldevelopmentetc

.-l Guiclance to Placement Activity

-j Support Students Preparation in GATE' IRSE etc

-: Counseling

---l Grievance Redressal Forum

}.ResearchCtnffibrrtions,PrikrlicatiirnsctotherDevelopmentalactivities

'-j fteferre$/*on-referred journals & cont'erences

j Pnblication of Boolcs

-i Reviexl of Books

-: Research Prcrjects

-l ConsultancYProjects

.l Frolecf OutPrt

I Research Guidauce

--i Ilatents

Self Ilevelopmont Activities

h4emtr ersh i p i n Uni v e rs ity & Adctiti onal QLrali fi cation

--l Stage of Progress in PhD

*r 
T::aining Prograuxnes attencl*d

, PaPer Presentation & Talks

i fulemLrership in Professional lJodies

I Arvards/I'lonoursreceived

5. [nstitutional l]evelopment. .i1:l1T]:l"t 
('4dmissions' Accteditation'

D ev el o pmen','\*tl**it admin i strati ".;;";;;;ntr'univers 
ity i iais on etc)

I-ab oratorY/I ntia strucf uI e

Signature:

\by:- SocietYEducationalMangalamSecretarY
*

(_

.: tli r{
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NON TEACHING STAF '

'I'hc Self "t'ppraisal System based on the following parameter is designecl to monitor the progress anrl capabilities
af'the non-teaching staff fi:r: the suppott and management of Administrative as weli as Academic act4vities.

Inteliigence- the extent to'rvhich the employee understands and handles the new and ditEcult situation
Accomplishments - the extent to which the empioyee meets expectations in performing the job functions of his/her
position.

Service & Relationships - the extent to rvhich the ernployee's behaviors are directed to1varci fbsterilg positive
t'ctking relationships in a dil'erse u,'otkplace, respect for one's feliow lvorkers, and cooperation with stude,ts,
r,tsi1.ors, suppliers and otlrer exteurai agencies"

Accountability & Dependabitity - the extent to wirich the employee contribules to the etfectiveness of rirr:
eieprr"rilnent antl the overall mission of the lnstitution

Resilience - The ability of tlie employee to lvith stancl pressures. stress and setbacks

Adaptability - the exlent to ra,hiclt thc enrployee exhil:its openJloss to new ideas, programs. systems, $t.ruct1rrr:s
allii ilse ti:e delegaterl power to ;rcltieve the goai.

Decision Making & Problem, Solving - the extent to w,hich the employee makes sound arid logical iob-relaterlq:l*:isions thal ;.rre in ihe best interrst of the Institution.

Leadership and Drive - the extent to which th,e employee takes initiative and responsibility to share the inlollafiom
tor i:rccornSrtrishing the tearx work

Motivation & Development - 1hc extcitt to rvhich the employee is rnotr'vated and takr: extra efforts by sha*ng:
Idnorvledge & inputs innovative icleas for lnstitutir:rnai development as well as fcrr seif deveioprrrent"

Self Development Activities - the extent to which the employee is motivated and take extra efforls to acquir:e
acklititinal qualifrcation and affend short term sponrored/non-sponsored programmes for improvising st itl *
Krir"rrvlectrge

GENERAL CONDUCT RULES

All Fir4:ioyees shall maintain atrrsolute integrity and sincere ctevotir:n to cluty and loyaltyto Mangaiam Eclucational
Iiistitutions and their pro{bssion and shall not c1o nothing that would tarnish the iilage or reputatio' of tire
firc,riu,4Inslitutes

,q li sla.i'[r s]liil] cany out ttrreir dutir:s and responsitrilities assigneri to them and rvilling to pertbr-m the duries assigneri
Iime to tinre.

{,*ii.;ayil;r,

rA.p!ffied
:.,' i:.'ts S
:;:"5t

by:-
lecretarl, Mangalam Educational Society

Signature:

i

L

(_



10

LEAYE POLICY

PRXAMBLB

Leave Policy of Mangaiam Educational Institutions (MED is developed for the personal emergencies and welfare
of their employees. This revised Leave policy is effective from June 2021.

As Leave is generally treated as a privilege and not as a right, all employees are advised to avail the same with
restraint. For the smooth running of the organization,it is expected that employees do advanced planning and obtain
necessary approval frorn the Competent Authority prior to proceeding on leave (other than in case of emergency).
When the exigencies of service require so, discretion to refuse or revoke leave of any description is reserved to the
Sanctioning Authority. For all leave calculations, calendar year stating from January to December splitting in to
fwo semesters of six months each will be considered.

CASUAL LEAVE

1' Teaching facuity & laboratory staffs are eligible for 15 days casual leave in a year. All administrative staffs
are eligible for 18 days casual leave in ayear. Total eligible casual leave will be proportionate to the number
of months employed with the lnstitute/Group in a particular year.

2' The entitlement of casual leave shall be on semester basis (Odd Sem * January to June & even Sem- Juiy
to December) and carry forward only to the second semester of the year in consideration. Casual leaves can
be availed in half days also.

3' The maximum period of casual leave fixed shall not exceed three consecutive days at a sketch"
4' Any faculty/staff availing casual leave must apply through leave management portal and wait for the

approval before availing the leave" In case of any technical issues, leave may be appiied manually to
HOD,Principal in the prescribed Leave Application Form detailing altemate work arrangement with co-
faculty/staff & obtain approval prior to proceeding on leave. Leav-e taken due to emergency/unforeseen
circumstances should be intimated to HOD before 8:50 am on the day of leave.

5' Casual leave can be combined with Sundays or other Declared Holidays but such continuous period of
absence shall not in any case extend to more than three days at a shetch. In any case where the total absence
exceeds 3 consecutive days, the Holidays/Sundays falling in between the absence will be counted as leave.
However, for very genuine medical cases, written permission and approvals from concerned. Department
Heads)Principals will be considered the Institute Management to club the continuous casual leave with
holidays or any other type of leave. The request for such approvals should be attached with supporting
evidence.

Approved by:-
Secretary, Mangalam

Signature:

i,.fx

;.tl
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1' Emproyees are erigibre f,or comoensarnnr r^^--^Holidays/vacations ir.,r.r, ourir;;'e:nsatory 
leave against, exfra institutional dufy carried out during

?;ffi ff Tr#f*lnn:*;l"*f ##1.:,l. ;:Tfl "##l:,,;Jh:#;I;,**
I{ATERNTT'LEAVE 

--*' rvevv D,4'Ilor exceed a continuous period orru*" auv,

AII confirmed employees are eligio-le for n

;':i::"?::'.To'rvo'priorwrilten.;;;;JlfflXJ#ffi:ffij;.:'rT:H#ii:ll#::.,ffi*il;
For teaching facurty, maternirv* Ieave avaireg d*io* the crecrared vacation w,i be h
Leave and hence no extra uu.utio, t.uuu Jn be availed. 

:d vacation will be keated as Materni{z

t

)

1. Block leave
Facu*v r"*ffi il ::f*ffi 

!:fiJlffi "ffi :*::LtJr#Jf* an academic year to the

;H;,fi :,,:":*#:r;il;fr 
i{t*.#;1#il"'};ii*i:*,tH."j:*.,:::T:,:,;:trjthe Head of the Institutr"r^**" Managemenr. 

*oer is bound to attend to anyduties assigned by2. Loss of pay leave if any *rrr.O *rr. in the declared vacati

h,r.__, 
;:j:I#i#;#i;lljl this poricv is not appric;ffi,Tffi';*if-J:ffi*c vearwin not be treated

OU* ffOrrn 
- 'v'6vr Ptrrroos" 4vurLy lvlemDers who are in Loss of pay

VACATT9N LEAVE

SABBATICAL LEA}.E

Faculty mernbers
of specialization.

are eligible for Sabbatical leave
Confirmed faculty of an Institute

Emproyees attending authorized outside Institutionar work w,l toutstarionDuffshaul 
ilH:H::_:Tlirl be considered as on duty.rrom HoDlrin"*l lJffi:"1ff*llout dist'rbin* 

"" "",i* "iil":'".|l#,i},:y",,*Bs anrr nri^*be reporred ,o il'i, ut.ndance reco.ds. 
- outstation duties. ;r"f"TH::i:T'"".HTffi:ilffiff."::::;

for further advanced
who have completed

profession4l training/research in their field

, Mangalam Educational Sociefy

by;-
Signaturei

twelve years of continuous may tre granted

L

COMPENSATORY LEAVE

L

.;al

iril



sabbatical leave to undertake research or other academic pursuit solely for the object of increasing their proficiencyand usefulness to the Mangalam Educational Institutions. The duration of leave shall not exceed one year at atime and two years in the entire career of a faculty_

The sabbatical leave shall not be granted until after the exprry of five years from the date of rejoining from previousstudy leave or any other kind of leave taken for professional growth with duration of more than 3 months. Thedetails of the TraininglResearch to be undertaken during sabiatical leave & admission letter from the invitingorganization shall be submitted to the Instit*te Manag"mlrt for approval sufficiently early and approval of suchsabbatical leave will be solely at the discretion of the Murug"*"rrt of Mangalam educational Institutions.

TZ

LOSS OF PAY LEAVE

Loss of Pay leave for longer period is sfrictly discouraged as it will affect the career advancement. However, it wiilbe considered only by the Management on individual basis after considering the merits of each requirement.

L

L

l-,

*

Secretary, Mangalam Educational Society

by:-
Signature:-

\

j r i):i
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Employee Welfare Measures

Mangalam college of Engineering has framed this Policy as a mark of recognition of it's Staff as partners
in achieving it's goal to become a world class Institution aiming to groom a technically competent and
rnorally strong generation out it's students. Mangalam believes that the quality of life of it's team of
employees is directly proportional to the lnstitution's overall health and takes responsibility to institute
welfare measures to promote a feeling of well being among it's team.
The Policy will drive the institution's efforts to provide benefits, facilities, md services to the
employees are part of its Empioyee Welfare Policy. These activities are undertaken by the lnstitution to
ensure that the employees have a comfortable and ethical working environment.
The Policy envisdges Welfare Schemes under two broad categories namely, Voluntary and Mutual.

Lr Drinking Water, Comfort Rooms

L: Canteen facility at subsidized rates

n Rest Room

I Group Insurance (Accident Coverage)

n Professional development through periodic trainingl workshops /seminar etc for Faculty Members

n Free Wi-Fi:and email addresses using the institutional domain name

n Staff Hostel with all facilities

! Subsidized Lodging and boarding for non teaching staff

n ATM facility

n Transportation at subsidised rates

! Employee Referrals

tr Temporary Flexible work schedules for Professional/Personal needs

Annual retreat and orientation for teaching and non- teaching every year

GE

Signature:-

..t.1

Secretary, Mangalam Educational Society
by:-

(*
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undervoruntaryschemes,MangalamT,l'il:'#J;f,iiiTit,t[&lixir*u;l#fu,fl*i

*:x*:*'ril:'il'Hn1?:liilxt*:['H:;::5*;:,"qfr .':.#"o,'t;*1ff:"'
Stafr members are *:,i["J ro canteen e""i ,iiri.isr:g. .*';' ;;;;osi stan 

lembers 
in need' ho

accommodutroo ,rruu u. available-fr.. "i."rr. 
irr. rrui*,iJo't u, u p.rrorrRance based reward scheme

to recogniz" pt"o"'-*ith outstanding talent'

Famiry welrare u*ri iunw l i, .r"u,Ji *ir, a monthlv contributio"/*t:11^l^";$iiXiill'dliTfil

r:;t{ffi il"tr};"r:{**#$,;,;#:TJ,"sY:Hfi 
l"Tr}#T:T:,Tj'l;;j;;:r':'^:"',

vears, on his ,,,p.,1,Jo*io,,. this *l'.I'Ji'" ?"*"q P 
H1:f:iil;;iJ u"i"u"" of Rs'2'00'000

io the spouse "' 
Ut'irrdt"" "i*gtlu' 'tuff 

deceased while in servrce"

(_

K*l'tt*'lar:t
,$:j

(}

&

Educational SocietYby:
MangalamSecretary'

Sigoature:-
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E G Cell

PREAMBLE:-

MEI aims to provide a safe, secure, healthy and a supportive working environment of all the staff' Statfs refer

all acaclemic and non-academic staff members. It incrude, ruJty"ln u time, part time or visiting)' teachi

assistants, academic and non- academic ';;"; 
staff members' ln o'de' to redress the grievances of the staff

thelnstitutionsunderMEl,aGrievanceRedressalMechanismhasbeendevised"

GRIEVANCE:.

A grievance may be any kind of discontent or dissatisfaction or negative perception, whether expressed or t

arising out of anything connected with the Institution that a stafi thinks, or even feels' is unfair' unjusl

inequitabie"

REDRESSAL CELL.

ThroughtheGrievanceplatformstaffmembersareallowedtovoicetheirconcernsinanopenmal}nel.
complainant shall exercises due diligence in deciding whether to qualiff the grievance as serious rnatter and

it deserves the attention of this committee comprising of senior administrators and faculty of the Institution

@ffi"r*vide 
a pratform where grievances.are express.ed*'j':::l"i::::isation

r To faciiitate a work culture where no grievances exist and also help in improving performance ad

productivity of the concerned employees

trTo.,,,*"afairandspeedy-redressalofgrievances

Definitions:
il "MEl" means "Mangalam Group of Educational lnstitutions'"

n ,,Administration Level committee,, means the authority empowered to make decision in.the set

levelwhereinthecommitteewillrecordtheproceedingsinMinutesandinformtheemployeeinu

tr 
t#"Tfr*:t;:Hffi:,: 

means the authority empowered to make the Final decision and forwarr

the Chairman for aPProval

/.slr:
t::

Fi::
"-1 

r,r

ApprovedbY:-^Pvr v' - 

i.'"i.t^w, Mangalam Educational so ciety

t

Signature:-
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- CHAIRPERSON
- CHIEF COORDI}.iATOR
- MEMBER
- MEMBER
- COI.IVENOR

PR

Firsj Level (sectiqn/depa_rtment level) :

The aggrieved employee represents his/her grievance either in person or in writing to the concerned HoD in the
dept, which is acknowledged. A written reply is sent to the employee under the signature of the HoD within 15
days.

Second Level (Administratirin level):

If the employee is not satisfied with the first level of resolving, he/she may either request the HoD to forward
his/her grievance or represent directly in writing to the grievance committee constituted at the Adminiskation
ievel comprising the following

tr Principal

n Chief Coordinator

n HR Manager

The Administration level committee would address the issue/grievance and the recommendations of the grievance
committee shall be communicated to the concemed employee within 7 working days. A copy of the minutes of
the grievance committee meeting is also supplied to the employee.

Third Level (Staff Affairs Committee):

If the employee is not satisfied with the reply given by the Administration Level Committee (second Levei),
he/she can represent the matter to the Management at Staff Affairs commiuee.

At this stage, the representation or the grievance of the employee is forwarded to the Secretary of the management
committee. The HR deparlment head will forward the minutes of the second level meeting to the StafT Affairs
Committee. HR deparlment head will convene a meeting. The matter will be resolved at this ievel with proper
action required thereto" The ernployee will be informed about the decision and will take down the consent in

Secretary, Mangalam Educational Society

by:- Signature:-

,.5;\,

CONSTITUTION OF THE EMPLOYEE GRIIVANCE REDRESSAL COMMITTEE (EGRO:

1. Principal of the Institution
2. Senior Professor
3. ManagementRepresentative(s)

4. Three Faculty Members of the Institution
5. Human Resource Head

L

l:
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writing. Based on a careful anaiysis of the grievance in the right of feedback and views of the Administration

lever commitee, the st r e.rtuts committel-"i a* Grievance c.ir- wooia make its recommendation within a

period of 3 working u"i. "rJr.rd 
itto the ior** *r.onrid.rutio, *o appropriate action' if any' The decision

of the chairm", "r#Jrri;ilri;"-rJ;uinain, 
onthe concerned emplovee

REPORTING

The convenor of the Grievances Redressar committee win report to the chairman with a quarteriy written

report ofgrievances handled ' 
ifany'

GUIDELINES:.

1. The employee shail submit their grievance immediately or within a period of one week from the date of

2 ffiffi:;*ce arises out of a1 o.f.fr;ial:ii'l',':::*:J:::#ffi:ement' 
initiailv the said order shall be

', 
ffi'iffitr#,fiT*Xtff [H.,;iil#;ffi:1'i,':::,1:'"u such ac'fion sh11l be

channerled io the competent i.,,i*q, * p., tl" 'c*drr.,, Discipline and Appeal Rules of the

Institutionandinsuchcases.o.o*,,*"1*a,",,ulprocedureshallnotappiy'
4. Grievance pertaining to the folloiving shall not come *u"*,"*iew ofthe gdevance procedure:-

nMattersrelatedtocollectivedisputes/bargainingsuchassalary,allowances,hourofworkand
otherbenefit,*aui.o"u.,,",,"1u."dtodisciplinaryprocedures.

I If the grievance does not relate to individual empioyee'

n Grievance arising out of removal or dismissal of an employee"

! Any matter p"*u*'rrglo1h" p*riod-befo1'the date of joining at MEI

trAnymatterrelating'ior."rrrrandconditionsofappointmentsettledpriortojoiningor
aPPointmenUab s orPtion'

I Any other as 
"'u, 

i" 'lecided 
with the approval of the Chairman'

(

T

The Management of MEI maY modiff, alter, delete or add anY clause or sub-clause
Chairman shall be the final
to this PolicY as and when

considered necessary for the efficient conduct of the functioning of Institution' The
his decision shallbe final

authoritY in the interPretation of this PolicY and in the cases not covered bY this PolicY

rk

SecretarY , Mangalam Educational SocietY

t
E

by:-

i1i

Signature:

1A{,1
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AMENDMENT

CONSTITUTION OF THE EMPLOYEE GRTEVANCE REDRESSAL CELL (EGRC)

PREAMBLE

F. No. 001/ PolicylEGRC -The Constitution of the ERGC cell stipulated in the policy (Employee Grievance

Redressal Policy) of MEI is amended for the technical lnstitution(s) under Mangalam Educational Institutions.

As per the new All India Council for Technical Education fi.edressal of Grievance of Faculty/Staff Member)

Regulations,2O2l, the following members will constitute the Employee Grievance Redressal Cbmmittee of

Mangalam College of Engineering.

CONSTITUTION OF TIIE EMPLOYEE GRIEVANCE REDRESSAL C

MANGALAM COLLEGE OF ENGINEERUIG

L

1. Principal of the Institution

2. Senior Professor from affrliating University

3. Official from University/State DTE

4. ManagementR.epresentative

5. Head of the Concemed Departrnent

6. Senior Faculty

7. Faculff Mernber

8" HRHead

- CTIAIRPERSON

. MEMBER

. MEMBER

- MEMBER

- MEMBER

- MEMBER & CHIEF COORDINATOR

- MEMBERS

- CONVENOR

G,!

'*

(sSignature:Approved by:-
Secretary, Mangalam Educational Society

L
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CODE OF CONDUCT

A werl-written code of conduct crarifies an organisation's varues and principles, linking tl-rem 
lithrstandards 

of

professional conduct when it comes to the behaviour of the employees. The work rules and standards of conduct

for Mangalam Group of Educational lnstitutions are important, and the organisation regards them seriously' All

emproyees are advised to become familiar with these rules and standards. In addition, employees are expected to

follow the rules and standards on letter and spirit while conducting the lnstitutional activities' Please note that any

employee who deviates from these rules and standards will be subject to corrective action, up to and including

termination of emPloYment.

1. 'rltrhile not intended to list all the forms of behaviour that are considered unacceptable in the workplace' the

following are examples of rule infractions or misconduot that may result in disciplinary action, including

termination of emPloYment.

1.1 Theft or inappropriate removal or possession of property;

1,2 Falsification of timekeeping records;

i.3 Workirig under the influence of alcohol or illegal drugs' Substance Abuse, Smoking , chewing

in the workPlace;

1.4 possession, distribution, sa1e, transfer, or use of alcohol or illegal drugs in the workplace;

l.5Fighting,abusing,orthreateningviolenceintheworkplace;

1.6 Boisterous or disruptive activity in the workplace;

1.7 Negligence or improper conduct leading to damage of Institution'-owned properfy;

1.8 Insubordination or other disrespectful conduct;

1.9 Violation of safety or health rules;

1.10 sexual or other unlawful or unwelcome harassment, Including Sexual Harassment;

1.1 1 Excessive absenteeism or any absence without notice;

1.12 Unauthorized use of telephones, or other Institution'-owned equipment;

1.13 Using Institution equipment for other purposes (i.e. playing games on computers or personal

Intemet usage);

l.14Unauthorizeddisclosureofconfidentialinformation;

1.15 Violation of personnel policies; and

1 . 16 Unsatisfactory performance or conduct'

l.lTActingagainsttheinterest/rrnityofthelnstitution

Signature

\
by:

SoEducational cietyMangalamSecretary,

,11-\) t:
...t

iii

L
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2. ATTENDANCBIPUNCTUALITY

3

Mangalam Group of Educational lnstitutions expects that every employee will be regular and punctual inattendance" This means being in the campus, ready to work, at their starting time each day. Absenteeism andtardiness places a burden on other .mploy".s and on the Institution.

Any faculty/staff availing casual leave must apply to Reporting Manager/ HoD/ principal in the prescribed LeaveApplication Form detailing alternate work arrangement riittr co-facurty/s taff &, obtain approval prior to
ilffi:,Tffitlfi.tJll,#:: ffjilff"",TJri"t"*."", 

circumstances shourd be intimated to Repo*ng

ABSENCE WITIIOUT NOTICE
when you are unable to work owing to illness or an accident, please notify yo,r HoD. This will allow theInstihrtion to arange for temporary t*.,ug. of your duties, and herps oth., .mpioyees to continue work in yourabsence'' If you do not report for work and the Institution is not notified of your stafus, it will be assumed afterthree consecutive days of absence that you have voi,ntarily discontinuing the services and you will be removedfrom the payroll"

i?.T*:trfi:;1'f " 
work or must leave the office for some other reason before the end of the workday, be

HARASSMENT, INCLUDING SEXUAL HARASSMENT
Man'*alam Group of Educational Instifutions is committed to providing a work environment that is &ee ofdiscrimination & Harassment- Actions, words, j"k";; ;; ";;;nts based on an individual,s sex, race, ethniciry,

trJ'.:"d:[fl1?1,fi1;] 
legaltv protected characteristic witl not be torerated and stri"t u"i,", *,ii:i-lri", o,

4.

5. SIJtsSTANCB ABUSE

6. TOBACCO PRODUCTS
The use of tobacco produpts is not permitted inside the campus loffice.

Mangalam Group of Educational lnstitutiuns is committed to providing a safe and productive workprace for itsemployees' In keeping with this commitment, the followlog rut"s regarding alcohol and drugs of abuse have beenestablished for all staff members, regardless of rank orporiiion, including both regular and temporary employees.The rules apply during working hours to all employees of the Institutions in the campus wh,e they are in thepremises or elsewhere on Instifutional Assignment.

5' 1 Being under the influence of drugsl alcohol, or substances of abuse on Institutionar properry is prohibited.5'2 working while under the influence of prescription drugs that impairperfomrance is prohibited.

ii

1'

-"' In"
, Mangalam Educational Society

by:-
Signature:

L
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7. INTER.NET USE

7.1 Employees may use the Intemet when appropriate to access information needed to conduct the

General corresPondence.

7.3 Use of the Internet must not disrupt operation of the Institution computer network'

7"4 Use of the lnternet must not interfere with an employee's productivity.

7.5 Employees are responsible for using the Internet in a manner that is ethical and lawful'

7.6 lntemet messages are public and not private" Mangalam Group of Educational Institutions

Reserves the right to access and monitor all files and messages on its systems

8. UNAUTHORISED ACTIVITIES

Certain activities are not permitted bn Institution prernises without prior management permission' These include:

8.1 Bring friends or relatives beyond the reception areas'

g.2 Sports or games aotivities which could constitute a health and safety hazard or which involve the

use of Institution equiPment.

8.3 Using lnstitution equipment for private purposes'

8.4 Leaving the campus during office hours without prior permission.

9. SOFTWARE USE

A1l proprietary software used in the Institution' is copyright and unauthorized copies must not'be made or

installed on Institution' equipment, such copies could be illegal.

To protect the Institution's computer systems from 'viruses' you must not install or use any disk or other media

which has been used on a non- lnstitution system until it has been checked and authorized by your system

Administrator

1 O. ACTTVITIES CONFLICTING WITH INSTITUTE INTEREST

Generally, the Institution is not concerned about what you do in your own time but if you undertake any additional

employment or activity which in the Institution's view is contrary to Institution's interests, or which impairs

your performance in your job for the Institution', the Institution' reserves the right to require you to choose

' between your emplol'rnent with the Instifution' and that other employment or activity'

11. GIFTS
Employees should not accept personal gifts from Students, Parents, Suppliers or any Visitors' as such gifts could

Signature:

, Mangalam Educational SocietY

Institution Activities.

7.2 Employees may use e-mail when appropriate for Institution's Academica'lon Academic and

L
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