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Executive Summary 
 

The Human Resources Policy and Procedures Manual of St. Albert’s College (Autonomous) 

has been developed to clearly define and implement the College’s policies on human resource 

management. The Manual provides guidelines to be followed in the administration of these 

policies, and assists all employees in defining their responsibilities, and the procedures which 

have to be followed.  

 

The existing policies of St. Albert’s College (Autonomous) have been updated and 

incorporated into the manual based on the best practiced management principles. The updated 

manual was approved by the Governing Body of the College on 08th of July 2020.  

 

HR policies must be kept current and relevant. Therefore, from time to time it is necessary to 

modify and amend some sections of the policies and procedures, or for new 

policies/procedures to be added.  Any future amendments of the manual can only be made 

with the approval of the Governing Body. 

 

Failure to comply with these instructions in the Manual is a disciplinary offence and will be 

subject to appropriate investigation and further actions.  

 

Any suggestions, recommendations or feedback on the policies and procedures specified in 

this manual can be sent through e-mail (iqac@alberts.edu.in).  

 

These policies and procedures apply to all areas of operations within St. Albert’s College 

(Autonomous) and related entities unless and otherwise specified. 
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Profile of the College 

 

We introduce ourselves as St. Alberts College (Autonomous). The College perpetuates the 

motto “For Truth and Service” and is affiliated to the Mahatma Gandhi University, 

Kottayam, is re-accredited with an ‘A Grade’ by National Assessment and Accreditation 

Council (NAAC). Born out of a unique vision in 1892, the seeds of this portal of higher 

learning had been sown when St. Albert’s High School commenced its functioning, and in the 

year 1946 the Higher Education Programmes were introduced in St. Albert’s College. Over 

50000 of our alumni are actively contributing to the development of various industries across 

the world. Today, with 23 Under Graduate Programmes, 12 Post Graduate Programmes 

including Space Science and Technology, Medical Microbiology, Business Administration, 

Social Work and 7 Research Centres leading to Ph.D., St. Albert’s College (Autonomous) is 

indeed a front-runner in the field of higher education. 

 

This had been a premier centre for learning for the young male children of the wider Cochin 

area from its very inception. The College owes its origin to the foresight and sagacity of its 

founder Patron, The Most Rev. Dr. Joseph Attipetty (Servant of God), and the first Indian 

Archbishop of the Archdiocese of Verapoly. His Grace, a noble prelate of rare vision and 

saintliness, was of the view of promoting higher education among his flock. It was with this 

vision that His Grace ventured upon the onerous mission of starting a College. The 

laboriousness of this colossal project, however, was shared by the selfless and devoted 

service of the Rt. Rev. Msgr. Alexander Lenthaparambil, the then Vicar-General of the 

Archdiocese. Also in the forefront was the Very Rev. Msgr. Joseph Vaipicherry, who took 

charge as the Manager of both the High School and the College and was also the Secretary to 
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the College Governing Body. The mission was accomplished in 1946 when the University of 

Madras upgraded St. Albert’s High School, Ernakulam to a second grade College.  

 

The St. Albert’s College began functioning on the16th of July, 1946 in the old High School 

building with 150 students in the Intermediate Class. Degree Programmes were introduced in 

1947. Subsequently classes were shifted to the new building just opposite the old school 

building in 1951. In 1958, when the Kerala University Act came into force, the affiliation was 

shifted to the Kerala University. In 1983 when the Mahatma Gandhi University was 

established, the College became affiliated to the Mahatma Gandhi University.   

  

The College celebrated its Golden Jubilee in 1996-97 and there began a new era of job 

oriented courses. During the time of the Most Rev. Dr. Daniel Acharuparambil, the former 

patron who was a visionary and philosopher, the College reached new heights in academic 

excellence. In 2006, the College had a revolutionary change shifting from an all men’s 

College to a co-ed institution. In the year 2006, St. Albert’s College started the Department of 

Business Studies christened as Albertian Institute of Management (AIM). To this day, it 

offers a full time Master’s Programme in Management (MBA) that lays the foundation for an 

in-depth analytical and conceptual understanding. In 2016, the College was recertified for 

ISO 9001: 2015 by TUV Rheinland. The College has also been selected under FIST scheme 

of DST and Star College Programme of DBT. In March 2016, University Grants Commission 

granted Autonomous status to the College as the College was reaccredited by NAAC with an 

‘A’ grade.  

 

Since 2016, the College has witnessed a digital revolution, wherein the IT Team of the 

College has conceptualised and developed an ERP system which has fully digitalised the 

operations of the College thereby reducing the man-hours spent. The digitalisation has 

supported the College to a great extent starting from online admissions portals, to the regular 

attendance monitoring system, digital library, to the day to day activities of the Examination 

Department, Operations Department, and Administration Department etc. This system has 

eliminated errors to a great extent and brings in consistency to the records. The introduction 

of the ERP system in the Examination Department has also improved the confidentiality of 

developing question papers and the timely publication of results. From being the first 

Autonomous College in the State to develop its own E-Question Bank, St. Albert’s College 

(Autonomous) has come a long way to be an institution which is striving towards becoming 
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an E-Institution. Honourable Justice (Retd.) P Sathashivam, Governor of Kerala State 

declared the integration of E Learning & E-Governance System at St. Albert’s College 

(Autonomous) in the year 2019.  

 

To encourage the entrepreneurial efforts of the students, the College applied for an IEDC 

centre and in 2017 was selected by Kerala Start-Up Mission. In 2018, the College was also 

selected by the MHRD to be a part of their “Institutions Innovation Council” (IIC). 

 

To enhance the skills and employability of the students, the College started 8 B. Voc. Courses 

with the support and assistance of the University Grants Commission and has collaborated 

with more than 25 industries. St. Albert’s College (Autonomous) is the only College in 

Kerala offering Programmes in “Space Science & Technology” and “Fitness Management & 

Personal Training”. To improve the students’ global perspective, the College has also 

collaborated with more than 10 international universities. Since 2016, the College has been 

organising the Albertian Knowledge Summit (An International conference on multi-

disciplinary sciences) and AKS 2020 was spread across 30 days with 58 Key Note Speakers 

(25 International speakers from 10 different countries and the rest from India) with more than 

300 research papers presented by the participants. 

 

A few specialties of the College in addition to the above: 

1. Ranked 97th in the recent NIRF ranking (2019-20) 

2. One of the Top Ten Colleges in the World working to conserve endangered 

species http://www.thebestColleges.org/10-Colleges-saving-our-endangered-species/ 

3. Ranked one among the best 50 Colleges in India – Best Commerce Colleges (45) 

https://www.theweek.in/theweek/cover/2018/06/08/best-Colleges-in-india-research-

survey-2018.html 

4. Ranked one among the best 150 Colleges in India (Management) 

5. Member of IFCU (International Federation of Catholic Universities)   

http://www.fiuc.org/page-membres_en.html 

6. We conduct M. Sc. Space science and Technology with UGC (University Grants 

Commission) and ISRO (Indian Space Research Organization) support. 

7. Our Business School is known as AIM - Albertian Institute of Management and runs 

Programmes like MBA, BBA, B. Voc. Logistics, Retail Management, Travel & 

Tourism Management etc. 

8. Selected for Star College Scheme of Dept. of Biotechnology, Government of India 

9. Selected under FIST (Fund for improvement of Science & Technology Infrastructure) 

project of Department of Science and Technology (DST) Govt. of India  

 

http://www.thebestcolleges.org/10-colleges-saving-our-endangered-species/
https://www.theweek.in/theweek/cover/2018/06/08/best-colleges-in-india-research-survey-2018.html
https://www.theweek.in/theweek/cover/2018/06/08/best-colleges-in-india-research-survey-2018.html
http://www.fiuc.org/page-membres_en.html


Human Resources Policy and Procedures Manual of St. Albert’s College (Autonomous) 

Page 8 of 320 
 

 

 

 

 



Human Resources Policy and Procedures Manual of St. Albert’s College (Autonomous) 

Page 9 of 320 
 

 

 

A. Code of Professional Ethics 
 

Whoever adopts teaching as a profession assumes the obligation to conduct himself/herself in 

accordance with the ideals of the profession. A teacher is constantly under the scrutiny of 

his/her students and the society at large. Therefore, every teacher should see that there is no 

incompatibility between his/her precepts and practice. The national ideals of education which 

have already been set forth and which he/she should seek to inculcate among students must 

be his/her own ideals. The profession further requires that the teachers should be calm, 

patient and communicative by temperament and amiable in disposition. 

 

There are seven major areas of professional activities which encompass the work of a teacher 

at St. Albert’s College (Autonomous)1. For each of these areas certain principles have been 

identified to serve as guidelines for the teacher’s conduct at the College. These are preceded 

by a Preamble which provides a rationale for the principles identified. 

 

Preamble 

 Recognizing that every student has a fundamental right to receive education of good 

quality; 

 Recognizing that education should be directed for the holistic development of human 

personality; 

 Realizing the need for developing faith in the guiding principles of our nation viz. 

Democracy, Social Justice, Equality and Secularism; 

 Recognizing the need to promote through education, our rich culture, heritage, 

national consciousness, international understanding and world peace; 

 Recognizing that teachers, being part and parcel of the social milieu, share the needs 

and aspirations of the people; 

 Recognizing the need to organize teaching as a profession for which expert 

knowledge, specialized skills and dedication are pre-requisites; 

                                                           
1 Extract From UGC Regulations No. F 3-1/2009 , 30th June 2010 
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 Realizing that the community’s respect and support for teachers, are dependent on the 

quality of teaching and the teachers’ proper attitude towards the teaching profession; 

 Realizing the need for self-direction and self-discipline among members of the 

teaching community. 

Hence, 

 

1. Generic Code of Ethics: 

A teacher should:  

1. Adhere to a responsible pattern of conduct and demeanor expected of them by the 

community;  

2. Manage their private affairs in a manner consistent with the dignity of the profession;  

3. Seek to make continuous professional growth through study and research;  

4. Express free and frank opinions by participation at professional meetings, seminars, 

conferences etc. towards the contribution of knowledge;  

5. Maintain active membership in professional organizations and strive to improve the 

quality of education and profession through them;  

6. Perform their duties in the form of teaching, tutorials, practicals and seminar work 

conscientiously and with dedication;  

7. Co-operate and assist in carrying out functions related to the educational 

responsibilities of the College such as: assisting in appraising applications for 

admission, advising and counselling students as well as assisting in the conduct of 

examinations, including supervision, invigilation and evaluation; 

8. Participate in extension, co-curricular and extra-curricular activities including 

community service. 

9. Refrain from spreading political ideologies and involving in political activism in the 

College. 

 

2. Teacher and the Students 

A teacher should: 

1. Respect the right and dignity of the student when expressing his/her opinion;  

2. Deal justly and impartially with students regardless of their religion, caste, political, 

economic, social and physical characteristics;  

3. Recognize the differences in aptitude and capabilities among students and strive to 

meet their individual needs;  
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4. Encourage students to improve on their accomplishments, develop their personalities 

and at the same time contribute to community welfare;  

5. Inculcate among students a scientific outlook, respect for physical labour and ideals of 

democracy, patriotism and peace;  

6. Be affectionate to the students and not behave in a vindictive manner towards any of 

them for any reason;  

7. Pay attention to only the merit of the student during assessments and evaluations;  

8. Make themselves available to the students even beyond their class hours and 

help/guide them without any remuneration or reward;  

9. Aid students to develop an understanding of our national heritage and national goals; 

10. Refrain from inciting students against other students, colleagues or the administration. 

 

3. Teachers and Colleagues  

A teacher should  

1. Treat other members of the profession in the same manner as they themselves wish to 

be treated;  

2. Speak respectfully of other teachers and render assistance for professional betterment;  

3. Refrain from lodging unsubstantiated allegations against colleagues to higher 

authorities;  

4. Refrain from allowing considerations of caste, creed, religion, race or sex in their 

professional endeavor.  

5. Work in a cordial and collaborative manner for the betterment of the College keeping 

the spirit of Albertian Family 

 

4. Teachers and Authorities 

A teacher should  

1. Discharge his/her professional responsibilities according to the existing rules and 

adhere to procedures and metHead of the Departments consistent with his/her 

profession. For change of any such rule which may prove detrimental to the 

professional interest, steps may be initiated through the College; 

2. Refrain from undertaking any other employment and commitment including private 

tuitions and coaching classes which are likely to interfere with their professional 

responsibilities;  
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3. Co-operate in the formulation of policies of the institution by accepting various 

offices and discharge responsibilities which such offices may demand;  

4. Co-operate in the formulation of policies of the other institutions and accept offices 

with the approval of the competent authorities;  

5. Co-operate with the authorities for the betterment of the College, keeping in view the 

interest and in conformity with dignity of the profession;  

6. Adhere to the conditions of the appointment letter or rule and regulations regulated by 

the College 

7. Give and expect due notice before a change of position is made  

8. Refrain from availing themselves of leave except on unavoidable grounds and as far 

as possible with prior intimation, keeping in view his/her responsibility for 

completion of the academic schedule.  

9. Be at the disposal of the College full-time and serve in such capacity and at such 

place, as he/she may, from time to time, be so directed. 

10. Extend utmost courtesy and attention to all persons with whom he/she has to deal in 

the sphere of his/her duties. He/she shall strive hard to promote and protect the 

interest of the College; 

11. Refrain from accepting or permitting any member of his/her family or any person 

acting on his/her behalf to accept any gift in cash or kind for his/her own benefit from 

any person including another employee (including former employees) for a work to be 

done in connection with the functioning of the College. 

 

5. Teachers and non-teaching staff:  

A teacher should 

1. Treat the non-teaching staff as colleagues and equal partners  

2. Help in the functioning of joint staff- councils covering both teachers and the non-

teaching staff.  

 

6. Teachers and Guardians  

A teacher should  

1. Maintain regular contact with the guardians of the students, send reports of their 

performance whenever necessary and meet the guardians periodically for the mutual 

exchange of ideas, upliftment of the students and for the benefit of the Institution.  
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7. Teachers and Society  

Teachers Should  

1. Recognize that education is a public service and strive to keep the public informed of 

the educational Programmes which are being provided;  

2. Work to improve education in the community and strengthen the community’s moral 

and intellectual life;  

3. Be aware of social problems and take part in such activities as would be conducive to 

the progress of society and hence the country as a whole;  

4. Perform the duties of citizenship, participate in community activities and shoulder 

responsibilities of public offices;  

5. Refrain from taking part in or subscribing to or assisting in any way activities which 

tend to promote feelings of hatred or enmity among different communities, religions 

or linguistic groups but actively work for National Integration.  

6. Refrain from asking or encouraging the gifts2 or benefits in connection with their 

work duties (Refrain from accepting a monetary gift in this regard under any 

circumstances).  

7. Refrain from accepting for private use, any gift or benefits offered by a seller of goods 

or services purchased for College use 

8. Refrain from offering another public service officer a gift or benefit with the intent of 

seeking to alter the honest and impartial performance of that officer. 

 

  

                                                           
2 Anti-Bribery Policy has to be followed 
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B. Teachers and their responsibilities 

 

1. Knowledge of the Subject 

1. To have an expert knowledge in the subject area 

2. To pursue relevant opportunities to grow professionally and be up-to-date about the 

current knowledge and research in the subject area  

3. To acquaint himself/herself with the latest developments/information related to 

his/her areas of specialisation/teaching in particular and endeavour to enlighten the 

students with the latest information on the subject. 

 

2. Teaching 

1. To plan and prepare appropriately the assigned courses and lectures 

2. To conduct assigned classes at the scheduled time 

3. To complete the teaching of the courses assigned to them effectively and promptly 

within the time specified.  Special classes, if required, may be engaged with consent 

of the Class Tutor/Head of the Department/Principal/Registrar. 

4. To demonstrate competence in classroom instruction 

5. To implement the designated curriculum completely and in due time 

6. To be punctual to class and to ensure that students are punctual. 

7. To plan and implement effective classroom management practices 

8. To design and implement effective strategies to develop self-responsible/independent 

learners 

9. To promote students’ intrinsic motivation by providing meaningful and progressively 

challenging learning experiences which include, but are not limited to: self-

exploration, questioning, making choices, setting goals, planning and organizing, 

implementing, self-evaluating and demonstrating initiatives in tasks and projects 

10. To engage students in active, hands-on, creative problem-based learning 

11. To provide opportunities for students to access and use current technology, resources 

and information to solve problems 

12. To provide opportunities for students to apply and practise what is learned 

13. To engage students in creative/innovative thinking and integrated or interdisciplinary 

learning experiences which will improve the research capabilities of the students 



Human Resources Policy and Procedures Manual of St. Albert’s College (Autonomous) 

Page 15 of 320 
 

14. To create an environment where students will feel free to express their views, clarify 

any points related to academic and related matters, suggesting ideas etc. in and out of 

the class. 

15. To build students’ ability to work collaboratively with others 

16. To adapt instruction/support to students’ differences in development, learning styles, 

strengths and needs 

17. To vary instructional roles (e.g. instructor, coach, facilitator, co-learner, audience) in 

relation to content and purpose of instruction and students’ needs 

18. To maintain a safe, orderly environment which is conducive to learning 

19. To comply with the requirements for the safety and supervision of students inside and 

outside the classroom  

20. To make themselves available to guide and assist the students’ activities, approved by 

the Head of the Department/Principal/Chairman, as and when required. 

21. To take written permission from the Head of the Department/Principal to detain 

students after the normal working hours of the College, to go on picnics/tours or any 

such activity with the students and to arrange any co-curricular activity in/out of the 

College’s premises. 

22. To be prepared to take an unscheduled class at any time in case of an emergency like 

unexpected absence of a teacher. 

23. To arrange special guidance and additional coaching for students who are weak in any 

subject as and when required. 

24. To submit the students’ attendance/evaluation as directed from time to time. 

25. To take initiatives in organising academic and related activities, training Programmes 

etc. at the College. 

 

3. Assessment 

1. To define and communicate learning expectations to students 

2. To apply appropriate multiple assessment tools and strategies to evaluate and promote 

the continuous intellectual development of the students 

3. To assign relevant assignments and homework regularly to students as per College 

rules 

4. To evaluate students’ performances in an objective, fair and timely manner 

5. To record and report timely the results of quizzes, assignments, class tests, other 

continuous evaluation tools and semester exams 
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6. To use student assessment data to guide changes in instruction and practice, and to 

improve student learning 

7. To follow the evaluation system in the framework formulated by the College from 

time to time. 

 

4. Professionalism 

1. To be punctual and be available in the College during official working hours  

2. To comply with policies, standards, rules, regulations and procedures of the College 

3. To refrain from making undignified jokes or use words/items with dual/hidden 

meanings. 

4. To prepare and maintain course files3. 

5. To take precautions to protect College records, equipment, materials, and facilities. 

6. To participate responsibly in initiatives for the amelioration of College. 

7. To attend and participate in faculty meetings and other assigned meetings and 

activities according to the College policies. 

8. To ensure that students do not feel any sort of discrimination amongst themselves. 

9. To demonstrate timeliness and attendance for assigned responsibilities. 

10. To work collaboratively with other professionals and staff. 

11. To utilize the e-resources and tools available in the institution. 

12. To have multi-disciplinary partnerships in College to support student learning and 

College-related activities. 

13. To demonstrate the ability to perform teaching or other responsibilities, including 

good work habits, reliability, punctuality and follow-through on commitments 

14. To provide and accept evaluative feedback in a professional manner 

15. To create and maintain a positive and safe learning environment 

16. To carry out any other related duties assigned by the Head of the Department/ 

Principal/ Management. 

17. To behave and conduct themselves in such way as to uphold the image and reputation 

of the College and not indulge in any destructive criticism or derogatory remarks 

about the College, the Management, members of the staff and students. 

                                                           
3 The course file comprises the Teaching Plan, Internal Assessment Marks, Attendance Sheet, 

Continuous evaluation techniques used with samples of student work (top three student work 

and lowest three student work need to be documented). 
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18. Every teacher is expected to publish at least two papers/case studies in referred 

journal. At least one of it shall be in a journal other than the in-house journal. 

19. No member of the full-time faculty shall engage in any business or take up other job 

or assignments without prior written permission of the Principal/Chairman of the 

College. 

20. To take up consultancy/ research projects, individually or jointly (Refer consultancy 

Policy and Research Policy of the College) 

 

5. Good Behaviour 

1. To model honesty, fairness and ethical conduct 

2. To model a caring attitude and promote positive inter-personal relationships 

3. To model correct use of language, oral and written 

4. To foster student self-control, self-discipline and responsibility to others 

5. To model and promote empathy, compassion and respect for the ethnic, religious, 

cultural and learning diversity of students/staff 

6. To demonstrate skill when managing student behaviour, intervening and resolving 

discipline problems 

7. To model good social skills, leadership and civic responsibility  

8. To foster very cordial relationship and cooperation among all the employees of the 

College. 

 

6. Examination and Valuation Duty 

1. Attending to examination/ valuation duty by faculty as per work allotment assigned 

by the Controller of Examinations or the competent authority is mandatory. 

2. The invigilators should report 30 minutes before the scheduled start of the 

examination at the examination cell. Having received the instruction and/or the 

examination-material they should directly go the examination hall and they are to be 

in the examination hall 15 minutes before the commencement of examination. 

Request for any adjustments in the allotted schedule should be done well in time. 

3. As a matter of policy no leave shall be approved during examination/ valuation days 

except in the cases of or for extremely unavoidable exigencies. 

4. Any leave approval during the examination period, must be cleared by the Controller 

of Examinations. 
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5. The invigilators are strictly prohibited from using mobile phones during invigilation 

duty. 

 

6. Specific Deadlines 

Task Deadline 

    

Lesson Plan 

 

 

 

 

During the first lecture of the course, Lesson Plan should be shared with 

the students (The Head of the Department has to approve the lesson 

plan before sharing it with the students,) 

 

Such schedule shall specify the portion intended to be covered in each 

session and the basic and supplementary references for each unit or 

parts of it, assignments tests etc.  

Course File 

 

 

Course file for each course must be updated for periodic review by the 

Head of the Department and random checks by the Office of the Dean 

(Quality Assurance).  

Attendance 

 

Attendance has to be entered online within 3 days of completion of that 

specific lecture 

Quizzes 

 

Within one week of every quiz, a copy of the result must be shared with 

the students and a copy should be placed in the course file.  

Assignments 

 

Within one week of every Assignment, a copy of the result must be 

shared with the students and a copy should be placed in the course file.  

Class Tests 

 

Within one week of every Class Test, a copy of the result must be 

shared with the students and a copy should be placed in the course file.  

End 

Semester 

Exam 

Within 3 days of the end semester examination, the answer scheme has 

to be submitted and within 10 days of the conduct of examination, the 

comprehensive results must be submitted to the Office of the Controller 

of Examinations. 
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C. General Rules and Guidelines for Non-Teaching Staff 
 

1. All the employees shall strictly adhere to the duty timings assigned, other rules and 

regulations/guidelines in force from time to time in the College. 

2. The Chairman or any person authorized by him will assign the members of the staff 

any duty timing between 7.00 am and 6.00 pm on all working days for the smooth 

functioning of the organization. The working time will be as designated by the 

authorised person depending upon the duties to be rendered by the employee.  

3. In case of any special requirement, employees can be assigned duty beyond the 

normal working hours or on holidays also. They will, however, be eligible for 

compensatory leave for the work done on any holiday beyond 6 hours. 

4. Employees are expected to confine to their respective working place during working 

hours unless the nature of the work requires their movement away from the seat or 

from the area allocated. 

5. The furniture and seating arrangements shall not be changed without the permission 

of the Vice-Chairman or any person authorized by him. 

6. Employees shall ensure that others’ work is not disturbed by their behaviour during 

working hours. 

7. Employees shall not get into any argument or dispute among themselves. Shouting at 

somebody or any such undesirable behaviour will be regarded as an offence. 

Grievances, if any, shall be brought to the notice of the Staff Grievance Committee as 

per the Grievance policy of the College. 

8. Staff members shall not make undignified jokes or use words/terms with dual/hidden 

meanings  

9. Staff should come dressed decently while in campus. 

10. A cordial relationship and cooperation among all the employees of the College shall 

be fostered. 

11. No employee shall leave the College premises during the working hours without the 

permission of the Chairman or any person authorized by him. 

12. It is necessary to apply in advance for a leave and get the sanction of the Registrar or 

any person authorized by him. 

13. The inability to attend duty because of any unforeseen reason should be informed to 

the Registrar or any person authorized by him over the phone or otherwise. 
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14. No member of the full-time staff shall engage in any business or take up other job or 

assignments during the course of the employment at the College without prior written 

permission of the Chairman or any person authorized by him. 

15. All members of the staff shall conduct themselves honestly, sincerely and efficiently 

under the guidance and direction of the Registrar or any person authorized by him and 

shall make themselves, in all respects useful to the College. 

16. All members of the staff shall, strive to accomplish the vision and mission of the 

College and contribute their best towards the same.  

17. All members of the staff shall conduct themselves in such way as to uphold the image 

and reputation of the College and not indulge in any destructive criticism or 

derogatory remarks about the College, the Management, members of the staff and 

students. 

18. All the members of the staff shall, in their approach to the students and the parents, 

show respect, love and concern in such a way that they feel at home and see that 

genuine family spirit prevails in the College. 

19. Guests/Visitors at the College shall be treated with dignity, respect and cordial 

behaviour. 

20. Attendance register must be signed by showing in-time and out-time daily and no 

staff shall leave the premises of the College during the working hours without the 

permission of the Registrar or any person authorized by him.  
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Roles and Responsibilities of Class Tutors 
 

The roles and responsibilities of the Class Tutor are as follows 

1. He/She will be the focal point of interaction with the students of the concerned 

Programme. 

2. He/She will also serve as the liaison between the students and the Principal/ Deans/ 

Head of the Department/ faculty members. 

3. He/She will monitor class schedules on a day to day basis, and maintain the decorum 

and discipline of the assigned Programme 

4. He/She will appoint Class Representatives and seek feedback from them on a regular 

basis. 

5. He/She will be responsible for coordinating with visiting faculty and be responsible 

for their evaluation related aspects. 

6. He/She will provide/arrange course specific advice for the students with assistance 

from Principal/Deans/Head of the Department/Faculty 

7. He/She will oversee and monitor students’ academic progression, attendance and 

provide timely feedback (A copy to be given to the Head of the Department) 

8. He/She will be the first point of contact to address all students’ grievances 

9. He/She will be responsible for arranging Open House meetings at least once every 

semester in consultation with the Head of the Department 

10. He/She will be responsible for collecting and analyzing student feedback/parent 

feedback 

11. He/She will support in coordinating Co-Curricular and Extra-Curricular activities of 

his/her class 

12. He/She will be responsible for analyzing the examination results of the batch 

13. He/She shall counsel the students who are absent for the mid test or irregular in their 

class work. 

14. He/She will be responsible for motivating the students to attend seminars and present 

papers in conferences / seminars at regional / national level. 

15. He/She will have to take written permission from the Principal to go for picnics/ 

tours/ Industrial Visits or any such activity with the students and to arrange any co-

curricular, extra-curricular activity in/out of the College’s premises. 

16. He/She shall allocate the students to the teacher-mentors in consultation with the 

Head of the Department in the beginning of the academic year. 
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17. He/She will be responsible for the effective implementation of Participatory 

Governance in his/her class involving all the stakeholders of the Class. 

18. He/She will be responsible for the maintenance of discipline in his/her concerned 

class and has to ensure the cleanliness of the concerned classroom.  

19. He/She has to undertake any other duty assigned by the Management / Principal / 

Head of the Department from time to time 
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Roles and Responsibilities of the Head of the Department 

 

The roles and responsibilities of the Head of the Department are as follows: 

1. He/She will be ex-officio Chairman of all Departmental Committees. 

2. He/She shall supervise and control the working of the teachers and the employees 

working in the Department. 

3. He/She shall allocate the subjects to the faculty members well in advance before 

commencement of the semester. 

4. He/She shall collect and approve the lesson plans from teaching staff before the 

commencement of semester and ensure that the information provided is in accordance 

with the format. 

5. He/She shall interact with students (class wise) of their Department once in a month, 

identify the problems, if any, and find solutions in consultation with the 

Principal/Vice-Chairman. 

6. He/She shall verify the student attendance registers maintained by the staff members 

once a month and submit a report to the Vice-Principal. 

7. He/She shall instruct the faculty members to update the Question Bank as per 

instructions from the Controller of Examinations, maintain the confidentiality of the 

Question Bank and also to evaluate the scripts promptly to meet the deadline given by 

the Controller of Examinations. 

8. He/She shall observe the dress code mentioned in the College handbook among 

students and instruct the respective class tutors to implement the dress code among 

the students. 

9. He/She shall make sure that the staff of his/her department is decently dressed while 

on campus. 

10. He/She shall convene Departmental faculty meeting once in a month on the day 

allotted and record the minutes of the meeting. 

11. He/She shall review the Performance Based Appraisal Reports of the teachers and 

employees working in the Department and submit Confidential Reports to the Vice-

Principal/Principal 

12. He/She shall, in consultation with the members of the faculty, prepare the annual 

financial estimate of the Department, Department time table and Department 

Academic Calendar. 
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13. He/She shall prepare in consultation with members of the faculty, a developmental 

plan with regard to infrastructure requirement, linkages, new courses and research 

plans of the Department in continuation of earlier plans. 

14. He/She shall plan co-curricular and extra-curricular activities of the Department in 

consultation with members of the faculty. 

15. He/She shall monitor the purchase of equipment, chemicals, books, stationery etc. 

which are required for the Department as per the procedures laid down by the College 

in the Purchase Policy. 

16. He/She shall be responsible for the smooth conduct of the examinations/tests of the 

Department. 

17. He/She shall assist the College in the smooth conduct of the End-Semester 

Examinations. 

18. He/She shall ensure that the students of his/her Department register their feedback 

about all the faculty members and the college, as and when instructed by the Office of 

the Dean (Quality Assurance). 

19. He/She shall communicate the attendance particulars and internal marks of students to 

the parents concerned from time to time with the help of class tutors. 

20. He/She shall inform the authorities concerned of any important information of events 

taking place in the Department from time to time 

21. He/She shall oversee the maintenance and updating of the files as given by the Office 

of the Dean (Quality Assurance)/Office of other Deans in the College 

22. He/She shall make arrangements to protect, lock and seal laboratories and other 

resources allocated to their department before leaving the premises. 

23. He/She shall make arrangements to use the given resources optimally and efficiently 

to avoid wastage. 

24. He/She shall convene Departmental Board of Studies at least twice a year and record/ 

upload the minutes of the meeting. 

25. He/She as the Chairman of the Board of Studies shall provide necessary inputs to the 

Principal before the conduct of the Academic Council / Governing Body Meeting. 

26. He/She will be responsible for the effective implementation of Participatory 

Governance in his/her Department involving all the stakeholders of the Department. 

27. He/She will be responsible for the maintenance of discipline in the Department and 

ensuring that the faculty and students follow the rules and regulations of the College. 
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28. He/She will ensure the cleanliness of the Department, its premises, staff rooms and 

allocated classrooms.  

29. He/She has to undertake any other duty assigned by the Management / Principal from 

time to time 
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Roles and Responsibilities of the Librarian 

 

The roles and responsibilities of the Librarian are as follows 

1. He/She shall be the custodian of the Library assets including infrastructure 

2. He/She shall ensure that students and staff have access to all the literature that may be 

needed for their scholarly activities.  

3. He/She shall manage the physical as well as digital library of the College and ensure 

that all employees and students have access 

4. He/She shall prepare the library budget and policies relating to the physical/digital 

library.  

5. He/She shall develop and maintain the database of the College comprising of 

Student/Staffs’ dissertations/ theses/ research papers/ working papers/ reports/ DPRs/ 

Assignments on Idea-Generation etc. 

6. He/She shall be in-charge of the Plagiarism Software of the College and would be 

responsible in checking the articles/theses/dissertations of students/faculty. 

7. He/She shall register all the students/staff in the N-List/Inflibnet/NDL/any other 

databases/E-libraries 

8. He/She shall ensure that the website of the library is systematically updated. 

9. He/She shall be continuously in touch with the students and faculty to 

understand/assess their needs of Books/Journals/Magazines/CDs etc. and apprise the 

library committee about the same for procurement  

10. He/She shall ensure procurement of books, CD-ROMs, Software, Journals etc., which 

are essential and/or recommended by the faculty.  

11. He/She shall provide URL links/resources for information on various study materials  

12. He/She shall weed out obsolete study material as per the College norms and ensure 

the proper disposal of the weeded out material  

13. He/She shall ensure availability of reprographic facilities in the library  

14. He/She shall maintain the books in the library in good condition  

15. He/She shall seek reviews on books recommended and suggestions / feedback on 

databases used.  

16. He/She shall provide adequate access and borrowing facilities to faculty pursuing 

doctoral Programme. 



Human Resources Policy and Procedures Manual of St. Albert’s College (Autonomous) 

Page 28 of 320 
 

17. He/She shall facilitate the conduct of reading sessions and organize various functions 

and activities such as Library Week or install clubs such as Reading Club essentially 

to develop a very interactive and vibrant reading culture among the students and staff.  

18. He/She shall ensure availability of previous years’ question papers (end semester 

examination), academic regulations, course files, lab workbooks, syllabus copies, and 

thesis/dissertation reports.  

19. He/She shall coordinate with Departmental library in-charge for smooth functioning 

of Departments’ library.  

20. He/She shall provide all statistical information pertaining to the library as required by 

the Office of the Dean (Quality Assurance) / Office of the other Deans. 

21. He/She shall conduct an annual audit of the library assets and its infrastructure and 

submit a report to the Office of the Chairman through Library Committee 

22. He/She has to undertake any other duty assigned by the Management / Principal from 

time to time 
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Roles and Responsibilities of the Deans 

 

Roles and Responsibilities of the Dean (Academic Affairs) 

 

The roles and responsibilities of the Dean (Academic Affairs) are as follows: 

1. He/She will assist the Principal in all matters of academic interest. 

2. He/She will be the responsible to prepare all reports / documents / write-ups that the 

College has to prepare with respect to academics or assist the Principal in all such 

matters. 

3. He/She will be responsible for the preparation of the academic calendar, monitoring 

the progress of class work, syllabus coverage in the College 

4. He/She shall receive, process and maintain all records related to all the Programmes 

offered in the College including curricula, courses offered, academic calendar, norms 

on registration, norms on examinations, grades and award of Degrees etc. 

5. He/She will be responsible for initiating timely syllabus revision for all Programmes 

of the College. 

6. He/She will be responsible for planning and development of College curriculum, 

policies and procedures to meet the current and long-range needs of the faculty and 

student body 

7. He/She will be responsible for the interpretation and implementation of the academic 

regulations of the College. 

8. He/She will be responsible to make periodic assessment of teaching faculty 

particularly the new entrants and submit a report with suggestions / remarks to the 

Principal / Chairman. 

9. He/She will be responsible to organize the passing out ceremony of the College by 

coordinating with all concerned. 

10. He/She will be in-charge of the Albertian Centre for E-Learning 

11. He/She has to undertake any other duty assigned by the Management / Principal from 

time to time 
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Roles and Responsibilities of the Dean (International Affairs) 

 

The roles and responsibilities of the Dean (International Affairs) are as follows: 

1. He/She will be responsible to lead the development of College’s Internationalization 

Strategy through development of new initiatives and strategic partnerships; 

2. He/She will be responsible to foster global engagement efforts 

3. He/She will be responsible to organize events/Programmes on campus that are 

relevant to International Relations 

4. He/She shall attend and be visible/present in events/Programmes on campus that are 

relevant to International Relations 

5. He/She shall encourage Departments to collaborate with other academic institutes and 

industry (both National and International Level).  

6. He/She shall create collaborative Programmes pertaining to international students and 

their mobility in consultation with the Departments 

7. He/She shall create collaborative Programmes pertaining to the student exchange for 

the existing students of the College in consultation with Departments/ Principal/ 

Chairman 

8. He/She shall create collaborative Programmes pertaining to the faculty exchange for 

the existing faculty of the College in consultation with Departments/ Principal/ 

Chairman 

9. He/She shall conduct regular awareness Programmes on opportunities for higher 

studies/research abroad 

10. He/She shall support the Departments in the College to initiate and co-ordinate 

signing of MoUs with other institutions, industries, corporate houses, for collaborative 

research and/or development, for synergetic benefit with the overall objectives of 

enhancing the quality and output of teaching-learning, research and development 

activities. 

11. He/She will be in-charge of the Albertian Centre for Language Studies 

12. He/She has to undertake any other duty assigned by the Management / Principal from 

time to time 
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Roles and Responsibilities of the Dean (Quality Assurance) 

 

The roles and responsibilities of the Dean (Quality Assurance) are as follows: 

1. He/She will be responsible for developing a system for conscious and consistent 

improvement in the overall performance of the College.  

2. He/She will be responsible for development, application and monitoring of quality 

benchmarks for various academic and administrative activities of the College.  

3. He/She will be responsible for development and implementation of quality 

benchmarks / parameters for various academic and administrative activities of the 

institution. 

4. He/She will be responsible for development and maintenance of institutional data 

base through MIS for the purpose of maintaining and enhancing the institutional 

quality. 

5. He/She will be responsible to convene IQAC committee meetings at least thrice a 

year and record/upload the minutes of the meeting 

6. He/She will be responsible for the development of Quality Culture in the College and 

faculty maturation to adopt the required knowledge and technology for participatory 

teaching and learning process. 

7. He/She will be responsible for the planning and implementation of participatory 

governance in the College. 

8. He/She will be responsible to organize “Academic Retreat and Strategic Planning” of 

the College 

9. He/She will be responsible for the development of Strategic Plan and Vision 

statement of the College. 

10. He/She will be responsible for conducting internal Academic as well as 

Administrative Audits in consultation with the Principal. 

11. He/She will be responsible for arrangement for feedback response from students, 

parents and other stakeholders on quality-related institutional processes. 

12. He/She will be responsible for dissemination of information on various quality 

parameters of higher education. 

13. He/She will be responsible for organization of inter and intra institutional workshops, 

seminars on quality related themes. 



Human Resources Policy and Procedures Manual of St. Albert’s College (Autonomous) 

Page 32 of 320 
 

14. He/She will be responsible for documentation of the various Programmes/activities 

leading to quality improvement and maintenance of institutional database for the 

purpose of maintaining /enhancing the institutional quality. 

15. He/She will be responsible for preparation of the Annual Quality Assurance Report 

(AQAR) and Self Study Report (SSR) as per guidelines and parameters of NAAC, to 

be submitted to NAAC. 

16. He/She will be responsible for preparation of the Quality Reports/Data as per 

guidelines and parameters of various ranking agencies, to be submitted to those 

agencies. 

17. He/She has to undertake any other duty assigned by the Management / Principal from 

time to time 
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Roles and Responsibilities of the Dean (Resource Mobilisation) 

 

The roles and responsibilities of the Dean (Resource Mobilisation) are as follows: 

1. He/She will be responsible to handle/monitor/update all matters relating to PD Fund / 

RUSA Fund / University Grants Commission. 

2. He/She will be responsible to handle all financial matters relating to the research 

projects awarded to the staff of the College. 

3. He/She will be responsible to handle Public Financial Management System (PFMS). 

4. He/She will be responsible to prepare and submit annual budget for various 

governmental funds (for eg. Autonomy Fund, B. Voc. Funds etc.). 

5. He/She will be in-charge for institutional, governmental and non-governmental 

student scholarships/free-ships. 

6. He/She shall identify challenges that the College may encounter in the 

implementation of its strategy for resource mobilization 

7. He/She shall plan strategies for resource mobilization, including corpus fund, CSR, 

crowd-funding, seed funding for various requirements of the College 

8. He/She shall coordinate with Alumni of the College for resource mobilization 

9. He/She shall monitor and assess various efforts made to mobilize resources 

10. He/She will be responsible to identify opportunities for externally funded R&D 

projects, motivate faculty to apply for funding, submit project proposals, and follow 

up with the funding agencies for securing sanction of projects.  

11. He/She will be in-charge of the Albertian Academy for Sports & Health Studies 

12. He/She has to undertake any other duty assigned by the Management / Principal from 

time to time 
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Roles and Responsibilities of the Dean (Research) 

 

The roles and responsibilities of the Dean (Research) are as follows 

1. He/She will be responsible for the development of a compelling and inclusive vision 

for research in the College 

2. He/She will be responsible to manage effectively and efficiently the research 

Programmes and administration affairs of the research Centres of the College.  

3. He/She will be responsible to propose and initiate actions for attaining new research 

Centres in the College. 

4. He/She shall provide strategic leadership in developing and refining the College’s 

research mission and activities towards meeting current and future needs 

5. He/She shall assist faculty to form successful collaborative research groups that 

integrate and support individual, community-based, and team-based Programmes of 

research 

6. He/She will be responsible to identify opportunities for externally funded R&D 

projects, motivate faculty to apply for funding, submit project proposals, and follow 

up with the funding agencies for securing sanction of projects.  

7. He/She will be responsible to provide consultation regarding preparation of research 

proposals and potential funding 

8. He/She will be responsible for creating an environment conducive to intellectual and 

research growth  

9. He/She will be responsible for creating mechanisms to facilitate multi-disciplinary 

research activities 

10. He/She will be responsible to build strong intra-and-inter-professional relationships 

that enhance new and existing research linkages, between research and teaching 

faculty, College and community engaged research enterprises, and local, national and 

international researchers; 

11. He/She will be responsible to submit quarterly reports to Principal/Chairman on the 

progress of R & D activities, status of sponsored research project proposals, and 

action proposed to meet/exceed targeted performance. 

12. He/She shall organize national and international conferences with the participation of 

eminent scientists/technologists in specialized/emerging areas in collaboration with 

the Departments of the College. 
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13. He/She will be responsible to develop plans, and co-ordinate efforts of the 

Departments of the College, to obtain recognition for their research activities by 

national, international agencies such as UGC, DST, ICSSR, ICHR, ICPR etc. 

14. He/She shall form a College Research Committee composed of distinguished faculty 

members having aptitude for research and, members from industry/R&D 

organizations to address the issues of research.  

15. He/She shall co-ordinate setting of yearly targets for research publications by the 

Department faculty in national, international journals, major paper presentations in 

regional, national, and international conferences, regularly monitor the progress, and 

take steps, as required, for achievement of targets in consultation with the Principal 

16. He/She will be responsible to maintain data base of paper presentations, paper 

publications, publication of books, by the faculty of all the Departments of the 

College including research awards, recognition received by them from reputed 

professional bodies and agencies.  

17. He/She will be in-charge of the Albertian Centre for Social Research & Civic Studies 

18. He/She has to undertake any other duty assigned by the Management / Principal from 

time to time 
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Roles and Responsibilities of the Dean (Student Affairs) 

 

The roles and responsibilities of the Dean (Student Affairs) are as follows: 

1. He/She will be the liaison between College administrators, the students and their 

Union 

2. He/She will be the primary administrative contact and shall advocate for students of 

the College keeping in mind the policies of the College.  

3. He/She shall provide general assistance to students who have concerns and/or have 

questions and act as a point of contact for students who want to talk about issues of 

harassment, discrimination, and sexual misconduct. 

4. He/She will be responsible for formulation and review of policies directly related to 

students 

5. He/She will be responsible for planning and publishing of the College Magazine 

6. He/She will be responsible to plan, organize and supervise various campus 

Programmes organized for the student welfare 

7. He/She will be responsible for the planning and implementation of participatory 

governance in the College in collaboration with the Office of the Dean (Quality 

Assurance). 

8. He/She will be responsible to plan, organize and supervise various Extra/Co-

curricular events in the College (Inter / Intra level collegiate competitions) 

9. He/She shall identify and encourage the students with special talents in fine arts, 

performing arts, literary events and sports and encourage them to develop their skills 

and to participate in State, National and International level events.  

10. He/She will be responsible for ensuring the maintenance of cordial relations among 

the various student groups and the student body as a whole, to ensure that they obtain 

maximum benefit from their College experience 

11. He/She will be responsible to ensure that any disciplinary action imposed on any 

student(s) by the Disciplinary Committee of the College is complied with and is the 

secretary of the Disciplinary Committee of the College 

12. He/She will be in-charge of the Albertian Centre for Competitive Studies and 

Albertian Centre for Culture & Heritage 

13. He/She has to undertake any other duty assigned by the Management / Principal from 

time to time 
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Roles and Responsibilities of the Dean (Training and Development) 

 

The roles and responsibilities of the Dean (Training and Development) are as follows 

1. He/She will be responsible to facilitate the creation of a learner-centric environment 

conducive for quality education and life-long learning in the College 

2. He/She will be responsible for conducting induction Programmes of the newly 

admitted students and newly recruited faculty members. 

3. He/She shall organize inter-institutional and intra-institutional workshops, seminars 

on quality related themes and promotion of quality circles 

4. He/She will be responsible to organize Faculty Development Programmes (FDP) on 

various themes in collaboration with various Departments of the College 

5. He/She will be responsible for the effective conduct of soft skill development 

Programmes, career guidance and placement Programmes for the benefit of the 

students in coordination with the Placement Cell. 

6. He/She will be responsible to develop partnerships with external education providers 

and community groups with a view to integrate these Programmes and promote them 

in the College  

7. He/She will be responsible for conducting training Programmes and mock interviews 

for students to help them prepare for placement process  

8. He/She will be responsible for organizing all the Social Extension activities of the 

College. 

9. He/She will be responsible for Albertian Centre for Human Resource Development & 

Research 

10. He/She has to undertake any other duty assigned by the Management / Principal from 

time to time 
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Roles and Responsibilities of the Vice-Principal 

 

In the absence of the Principal of the College, the Vice-Principal shall exercise the roles and 

responsibilities of the Principal. 

In the Presence of the Principal of the College, the Vice-Principal shall undertake such duties 

assigned to him/her by the Principal/Management from time to time. 
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Roles and Responsibilities of the Principal 

 

The roles and responsibilities of the Principal are 

1. He/She shall be responsible for the academic growth of the College. 

2. He/She shall be the Chairman of the Academic Council and Secretary of the 

Governing Body of the College. 

3. He/She shall be responsible for the participation in the teaching, research and training 

Programmes of the College. 

4. He/She shall be responsible for planning and implementation of academic 

Programmes such as Refresher / Orientation courses, seminars, in-service and other 

training Programmes organized by the Government / University / College for 

academic competence of the faculty member. 

5. He/She shall be responsible for the admission of students and maintenance of 

discipline in the College. 

6. He/She shall be responsible for the receipts, expenditure and maintenance of public 

accounts. 

7. He/She shall be responsible for the administration and supervision of curricular, co-

curricular / extracurricular or extra-mural, students' welfare activities of the College 

and maintenance of records. 

8. He/She shall be responsible for the observance of the Acts, Statutes, Ordinances, 

Regulations, Rules and other Orders issued by the Governing Body / University 

authorities /State Government /Higher Education Councils / Central Government and 

their bodies, from time to time. 

9. He/She will be responsible to conduct Academic and Administrative Audits in the 

College 

10. He/She shall be responsible for the maintenance of Assessment Reports of teachers 

and administrative staff as prescribed and their Service Books. 

11. He/She shall monitor and supervise the responsibilities of the Offices of the Deans / 

Head of the Departments / Other office-bearers of the college 

12. He/She shall be responsible for the identification of various avenues for resource 

generation. 

13. He/She shall monitor and supervise the preparation for the assessment, accreditation 

and academic audit of the College 
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14. He/She shall be responsible for the teacher welfare Programmes and shall recommend 

to the Chairman on time, promotions of administrative staff and Career Advancement 

Schemes of the faculty. 

15. He/She shall act as a mentor for teachers and administrative staff of the College. 

16. He/She shall monitor and supervise the maintenance and updating the College website 

giving all mandatory disclosures of the College and adopt ICT in governance and 

administration. 

17. He/She shall practise inclusive leadership by involving all teachers in various 

committees for the smooth conduct of the College. 

18. He/She shall be responsible for connecting the College with societal needs. 

19. He/She has to undertake any other duties and responsibilities relating to the 

administration of the College assigned by the Management from time to time 
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Roles and Responsibilities of the Placement Coordinator 

 

The roles and responsibilities of the Placement Coordinator are as follows 

1. He/She will be responsible in organizing regular Classes/sessions for Soft Skills 

Development of students for better performance in Placements. 

2. He/She will be responsible for directing the student placement coordinators of the 

Departments and assigning them tasks as and when required 

3. He/She will prepare the database of all final year students and share the database with 

the Companies/Industries as per their requirements & eligibility criteria along with a 

tentative, mutually convenient date for the campus interviews. 

4. He/She will monitor and supervise the regular online updating of student progression 

of each Department 

5. He/She will develop various materials/website which support placements (Brochure – 

soft and hard copy, placement practice books etc.) 

6. He/She will invite Companies/Industries for recruiting students through Campus 

Drives  

7. He/She will finalize the suitable date of campus drive by interaction with the 

Company Personnel. 

8. He/She will make all the necessary arrangements of Venue & Resources for 

organizing campus drive. 

9. He/She will form an active team comprising Faculty and Students placement 

coordinators for effective coordination. 

10. He/She will collect and document appointment letters or correspond with the 

respective employers to get them. 

11. He/She will distribute appointment letters and collect/document acceptance letters 

from the students and dispatch to employers. 

12. He/She have to send a weekly status report to the Principal/Chairman on placement 

related aspects. 

13. He/She won’t invite/approach any company for campus drive which has any kind of 

unethical financial dealing and business relations 

14. He/She has to undertake any other duties and responsibilities relating to the 

placements of the College assigned by the Management / Principal, from time to time.  
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Roles and Responsibilities of DQAC coordinator 

 

The roles and responsibilities of the DQAC Coordinator are as follows: 

1. He/She bears the delegated responsibilities of the Office of the Dean (Quality 

Assurance) at the Department level.  

2. He/She will be responsible for directing the student CQAC coordinators of the 

Department and assigning them tasks as and when required 

3. He/She has to coordinate for the dissemination of information on various quality 

parameters set by the Office of the Dean (Quality Assurance) among various 

stakeholders of the Department 

4. He/She has to coordinate with the Office of the Dean (Quality Assurance) to ensure 

that the students of the Department, their parents and other stakeholders record their 

online feedback on quality-related institutional processes. 

5. He/She has to take action with the approval of the Head of the Department on 

feedback response collected from students, parents and other stakeholders on quality-

related institutional processes; 

6. He/She has to coordinate the quality-related activities of the Department and 

document these activities leading to quality improvement in the Department 

7. He/She has to support the Office of the Dean (Quality Assurance) by submitting the 

Department Quality Assurance Report (DQAR) as and when asked for 

8. He/She has to coordinate the timely and efficient execution of the decisions of IQAC 

in the Department. 

9. He/She shall coordinate with the respective Head of the Department to call for DQAC 

meetings of the Department twice a semester and record/upload minutes of the 

meeting. 

10. He/She in consultation with the respective Head of the Department can initiate 

Academic and Administrative Audits of the Department other than that proposed by 

the College 

11. He/She has to develop and maintain various Departmental files for the purpose of 

Academic and Administrative audit by internal and external agencies. 

12. He/She has to undertake any other duties assigned by the Management / Principal / 

Head of the Department, from time to time. 
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Roles and Responsibilities of Club Coordinators 

 

The roles and responsibilities of the Club Coordinators are as follows: 

1. He/She will be responsible for providing high quality student led activities (minimum 

four events a year) 

2. He/She will ensure proper deployment of staff and students for the successful conduct 

of the Programme 

3. He/She will be responsible for encouraging students to take initiatives in planning and 

organizing events 

4. He/She will act as the mentor for new student volunteers and ensure continuity in 

activities by providing opportunities for new student leaders, appropriate stimulation 

and support to students 

5. He/She will oversee the schedule of events and deploy students and staff as and when 

needed 

6. He/She will have to approve all club communications and will serve as the primary 

source for event information 

7. He/She will act as a liaison among club members, Office of the Dean (Student 

Affairs), the College’s administrative office, and the Club Committees 

8. He/She may create ad hoc committees for the planning and execution of events 

9. He/She has to undertake any other duties assigned by the Management / Principal / 

Office of the Dean (Student Affairs), from time to time. 
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Roles and Responsibilities of Arts Coordinator 

 

The roles and responsibilities of the Arts Coordinators are as follows: 

1. He/She will be responsible for providing high quality student led activities in the 

Department/College 

2. He/She will be responsible for directing the student arts coordinators of the 

Department and assigning them tasks as and when required 

3. He/She will ensure proper deployment of staff and students for the successful conduct 

of the Programme 

4. He/She will be responsible for encouraging students to take initiatives in planning and 

organizing events 

5. He/She will be responsible to plan, organize and supervise various Extra/Co-

curricular events in the Department/College (Inter / Intra level collegiate 

competitions) in consultation with the Office of the Dean (Student Affairs) and the 

Programme Committee. 

6. He/She will be responsible for planning and organizing events for each academic year 

in the Department/College in consultation with the Head of the Department and the 

Office of the Dean (Student Affairs) and in collaboration with Programme Committee 

7. He/She will oversee the schedule of events and deploy students and staff as and when 

needed 

8. He/She will have to approve all club communications and will serve as the primary 

source for event information in the Department 

9. He/She shall identify and encourage the students in the Department with special 

talents in fine arts, performing arts, literary events and encourage them to develop 

their skills in consultation with the Office of the  Dean (Student Affairs)  

10. He/She in consultation with the Office of the Dean (Student Affairs) shall identify and 

encourage students in the Department to participate in State, National and 

International level events. 

11. He/She shall identify physical and allocate infrastructure for the purpose of practising 

for these events with a written permissions from the Office of the Vice-Chairman 

12. He/She will be responsible to monitor and manage the students representing the 

college in various arts/literary events from their respective Departments and ensure 

that they meet all the academic pre-requisites for the completion of their Programme. 
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13. He/She will be responsible in documenting the participation and accomplishments of 

students’ from his/her Department in State, National and International events. 

14. He/She has to undertake any other duties assigned by the Management / Principal / 

Office of the Dean (Student Affairs) / Head of the Department from time to time. 
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Roles and Responsibilities of Sports Coordinator 

 

The roles and responsibilities of Sports Coordinators are as follows: 

1. He/She will be the liaison between the faculty members and students of his/her 

Department and the Department of Physical Education.  

2. He/She will be responsible for directing the student sports coordinators of the 

Department and assigning them tasks as and when required 

3. He/She shall identify and encourage the students with special talents in athletics & 

games and encourage them to develop their skills.  

4. He/She shall identify and encourage students with abilities in athletics and games to 

participate in State, National and International level events.  

5. He/She will be responsible to plan, organize and supervise various intra/inter 

departmental athletic events and games in consultation with the Department of 

Physical Education 

6. He/She will be responsible to monitor and manage the students representing the 

college in various sports meets from their respective Departments and ensure that they 

meet all the academic pre-requisites for the completion of their Programme. 

7. He/She will be responsible in documenting the participation and accomplishments of 

students’ from his/her Department in State, National and International events. 

8. He/She has to undertake any other duties assigned by the Management / Principal / 

Office of the Dean (Student Affairs) / Head of the Department from time to time. 
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Roles and Responsibilities of Department Secretary 

 

The roles and responsibilities of Department Secretaries are as follows: 

1. He/She will be responsible to keep formal records of the Department’s process and 

decisions, maintain/record/upload the minutes of various meetings conducted in the 

Department. 

2. He/She shall coordinate with the respective Head of the Department to convene the 

Board of Studies meeting / faculty meetings of the Department and record/upload the 

minutes. 

3. He/She will be responsible for directing the student secretaries of the Department and 

assigning them tasks as and when required. 

4. He/She shall assist the Head of the Department to prepare various 

documents/presentations to be submitted to the College pertaining to the Department. 

5. He/She will be responsible to develop and circulate various publications of the 

Department. 

6. He/She will be responsible to maintain the list of proposed activities of the 

Department during the academic year and ensure the effective conduct of the 

Programme. 

7. He/She will be responsible for upholding the legal requirements of all the governing 

documents pertaining to the Department. 

8. He/She has to undertake any other duties assigned by the Management / Principal / 

Head of the Department, from time to time. 

  



Human Resources Policy and Procedures Manual of St. Albert’s College (Autonomous) 

Page 48 of 320 
 

Roles and Responsibilities of Examination Coordinator 

 

The roles and responsibilities of Examination Coordinators are as follows: 

1. He/She will be the liaison between the faculty members, students of his/her 

Department and the Office of the Controller of Examinations of the College.  

2. He/She will be responsible for directing the student examination coordinators of the 

Department and assigning them tasks as and when required 

3. He/She shall make recommendations to the Office of the Controller of Examination of 

the College for improving the examination/assessment process. 

4. He/She will be responsible for adding subjects to the Edu-Alberts portal before the 

commencement of a semester 

5. He/She will be responsible to develop and circulate the schedule of internal 

examinations for all Programmes and display the same on Department notice 

boards/Department Webpage in consultation with the Head of the Department. 

6. He/She shall coordinate with the respective Head of the Department and ensure that 

the required number of question papers for all the Internal Examinations in the 

Department is ready on the previous day.  

7. He/She shall coordinate with the respective Head of the Department and ensure that 

the internal marks of each course are entered on Edu-Alberts by the concerned faculty 

before the deadline. 

8. He/She shall coordinate with the respective Head of the Department to review the 

question banks of the Department to check the accuracy and coverage of questions in 

the question bank. 

9. He/She shall brief the students on the exam procedure during the induction 

Programme of the new batches in his/her Department 

10. He/She shall coordinate with the respective Head of the Department and forward the 

panel of external examiners to the Office of the Controller of Examinations of the 

College. 

11. He/She will be responsible to document question paper sets and schemes of 

evaluation for all Internal / External Examinations and results. 

12. He/She has to undertake any other duties assigned by the Management / Principal / 

Office of the Controller of Examinations / Head of the Department, from time to time. 
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Roles and Responsibilities of Innovation Entrepreneurship Development 

Cell (IEDC) Coordinator 

 

The roles and responsibilities of IEDC Coordinators are as follows 

1. He/She will be responsible for creating entrepreneurial culture in the Department/ 

College. 

2. He/She will be responsible for directing the student IEDC coordinators of the 

Department and assigning them tasks as and when required 

3. He/She will be responsible to organize Entrepreneurship Awareness Programmes and 

Entrepreneurship Skill Development Programmes in the Department/College 

4. He/She will be responsible to coordinate with the faculty of the Department to give an 

assignment to students on Idea Generation during the even semester of all batches and 

to evaluate them as per the directions of the IEDC Coordinator of the College. 

5. He/She shall guide and assist prospective entrepreneurs in the Department/College on 

various aspects such as preparing business-plan, their execution, fund raising and its 

optimum utilization in the Department/College. 

6. He/She will be responsible to organize guest lectures, Seminars, etc. for promotion 

and growth of entrepreneurship in the Department/College 

7. He/She shall inculcate a culture of innovation driven entrepreneurship through 

seminars, entrepreneur talks, meet the start-ups, etc. in the Department/College  

8. He/She will be responsible to organize workshops to create awareness in the 

Department/College  

9. He/She will be responsible in identifying students in the Department/College with 

innovative ideas and creating a platform for them. 

10. He/She will be responsible for converting the ideas of students into products by 

mentoring, prototyping, and networking 

11. He/She has to undertake any other duties assigned by the Management / Principal/ 

IEDC Coordinator of the College, from time to time. 
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Roles and Responsibilities of Department Treasurer 

 

The roles and responsibilities of Department Treasurers are as follows 

1. To work with members of the faculty to prepare the annual budget of the Department 

2. To process and record all financial transactions on behalf of the department 

3. To manage all the financial matters of the Department 

4. To prepare a monthly financial report and present at each meeting of the department 

5. To remind faculty members to adhere to the budget when considering new ideas 

6. To comply with all the requirement of the college in managing the account of the 

Department 

7. To submit any financial document as desired by the College’s Internal Audit 

Committee during the audit of the Departmental Accounts 

8. To reconcile all accounts of the Department 
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Roles and Responsibilities of Media Coordinator 

 

The roles and responsibilities of Media Coordinators are as follows 

1. To support all internal communications with media and update to the Internet. 

2. He/She will be responsible for directing the student Media coordinators of the 

Department and assigning them tasks as and when required 

3. To develop, maintain and manage relations with external audiences, media as well as 

non-media to convey the required message. 

4. To coordinate focused PR tasks and events with varied departments as guided by the 

Head of the Department. 

5. To supervise media to report coverage on all activities being organized by the 

Departments. 

6. To coordinate suitably with the production and distribution of various materials of the 

Departments. 

7. To develop, update and maintain all media lists. 

8. To support to preparation and distribution of plans, minutes, agendas and reports etc. 

9. Involve in media and communications departmental discussions and meetings along 

with work cross-functionally among various team members. 
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Roles and Responsibilities of Social Outreach Coordinator 

 

The roles and responsibilities of Social Outreach Coordinators are as follows 

1.  He/She will be responsible for providing high quality student led activities in the 

Department/College 

2. He/She will be responsible for directing the student social outreach coordinators of 

the Department and assigning them tasks as and when required 

3. He/She will ensure proper deployment of staff and students for the successful conduct 

of the Programme 

4. He/She will be responsible for encouraging students to take initiatives in planning and 

organizing events 

5. He/She will be responsible to plan, budget, organize and supervise various outreach 

events in the Department in consultation with the Head of the Department and Social 

Outreach Coordinator of the College. 

6. He/She will oversee the schedule of events and deploy students and staff as and when 

needed 

7. He/She will have to approve all communications of outreach activity and will serve as 

the primary source for event information in the Department 

8. He/She will be responsible in documenting all the outreach activities being organized 

by the Department 

9. He/She has to undertake any other duties assigned by the Management / Principal / 

Social Outreach Coordinator of the College / Head of the Department from time to 

time. 
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Roles and Responsibilities of E-Governance Coordinator 

 

The roles and responsibilities of E-Governance Coordinators are as follows 

1. He/She shall ensure that the website of the Department is systematically updated. 

2. He/She will be responsible for directing the student E-Governance coordinators of the 

Department and assigning them tasks as and when required 

3. He/She shall monitor and supervise the maintenance and updating of the Department 

pages on the College website giving all mandatory disclosures of the Department  

4. Regularly update the information/data given on the website under various items/heads 

so as to have the latest and correct information about the Department at all times 

5. Collect information about the latest events in the Department, achievements etc. and 

host them on the website by way of write-ups and pictures etc.  

6. Update all communications, notices, announcements etc on a regular basis on the 

website and to the Albertian News Channel.  

7. He/She has to undertake any other duties assigned by the Management / Principal / 

Digital Infrastructure Management Committee / Head of the Department from time to 

time. 
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Roles and Responsibilities of Green Coordinator 

 

The roles and responsibilities of Green Coordinators are as follows 

1. He/She shall Develop, implement, and manage activities, events, and programs that 

support sustainability in the College 

2. He/She will be responsible for directing the student Green coordinators of the 

Department and assigning them tasks as and when required 

3. He/She shall coordinate with the Head of the Department / Principal to develop a 

roadmap/plan for Green Initiatives of the College. 

4. He/She shall with the support of the department staff write proposals for Grants / CSR 

funds to develop, implement, and manage necessary infrastructure for the effective 

implementation of the Green Initiatives of the College 

5. He/She shall monitor and measure programs and initiate alternatives to existing 

practices that will positively affect the environment 

6. He/She shall Prioritize College’s green goals and action plans, including 

a) Increase in recycling. 

b) Reduce hazardous chemical use 

c) Promote energy conservation 

d) Promote water conservation 

e) Implement education programs. 

7. He/She shall monitor containers for proper waste segregation and recycling in the 

Department / Vicinity of the Department 

a) Make sure all recycling bins are properly labelled. 

b) Request additional bins as needed. 

c) Assess the proper placement and location of bins to encourage 

recycling. 

1. He/She has to undertake any other duties assigned by the Management / Principal / 

Head of the Department from time to time. 
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Governing Body 

 

The Governing body of the College is constituted as per University Grants Commission 

(Conferment of Autonomous Status upon Colleges and Measures for Maintenance of 

Standards in Autonomous Colleges) Regulations 2018 (13.3A) 

 

Composition of the Committee: The Committee shall have the following composition 

Category Numbers Nature 

Management 5 Members  Trust or management as per 

the constitution or byelaws, 

with the Chairman or 

President/Director as the 

chairperson 

Teachers of the College 2 Members  Nominated by the Principal 

based on seniority by 

rotation 

Educationist or 

industrialist 

1 Member  Nominated by the 

management 

UGC Nominee 1 Member  Nominated by the UGC 

State Government 

nominee 

1 Member  Academician not below the 

rank of professor or State 

Government official of 

Directorate of Higher 

Education/State Council of 

Higher Education 

University Nominee 1 Member  Nominated by the University  

Principal of College 1 Member  Ex-Officio 

 

Term: The Governing Body shall be reconstituted every three years except in the case of 

UGC nominee who shall have a term of five years. 

Meetings: Meetings of the Governing Body shall be held at least twice a year.  
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Functions of the Committee: The functions of the Committee are as follows: 

Subject to the existing provision in the bye-laws of respective college and rules laid down by 

the state government/parent university, the Governing Body shall:  

1. Guide the college while fulfilling the objectives for which the college has been 

granted autonomous status.  

2. Institute scholarships, fellowships, studentships, medals, prizes and certificates on the 

recommendations of the Academic Council  

3. Approve new programmes of study leading to degrees and/or diplomas.  

4. All recruitments of Teaching Faculty/Principal shall be made by the Governing 

Body/state government as applicable in accordance with the policies laid down by the 

UGC and State Government from time to time.  

5. To approve annual budget of the college before submitting the same at the UGC.  

6. Perform such other functions and institute committees, as may be necessary and 

deemed fit for the proper development of the college   
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Academic Council 
 

The Academic Council of the College is constituted as per University Grants Commission 

(Conferment of Autonomous Status upon Colleges and Measures for Maintenance of 

Standards in Autonomous Colleges) Regulations 2018 (13.4) 

 

Composition of the Committee: The Committee shall have the following composition 

1. The Principal (Chairman)  

2. All the Heads of Departments in the college  

3. Four teachers of the college representing different categories of teaching staff by 

rotation on the basis of seniority of service in the college.  

4. Not less than four experts/academicians from outside the college representing such 

areas as Industry, Commerce, Law, Education, Medicine, Engineering, Sciences etc., 

to be nominated by the Governing Body.  

6. Three nominees of the university not less than Professors.  

7. A faculty member nominated by the Principal (Member Secretary) 

 

Term: The term of the nominated members shall be three years. 

Meetings: Academic Council shall meet at least twice a year. 

 

Functions of the Committee: The functions of the Committee are as follows: 

1. Scrutinize and approve the proposals with or without modification of the Boards of 

Studies with regard to courses of study, academic regulations, curricula, syllabi and 

modifications thereof, instructional and evaluation arrangements, methods, procedures 

relevant thereto etc., provided that where the Academic Council differs on any 

proposal, it shall have the right to return the matter for reconsideration to the Board of 

Studies concerned or reject it, after giving reasons to do so.  

2. Make regulations regarding the admission of students to different programmes of 

study in the college keeping in view the policy of the Government.  

3. Make regulations for sports, extra-curricular activities, and proper maintenance and 

functioning of the playgrounds and hostels.  

4. Recommend to the Governing Body proposals for institution of new programmes of 

study.  
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5. Recommend to the Governing Body institution of scholarships, studentships, 

fellowships, prizes and medals, and to frame regulations for the award of the same.  

6. Advise the Governing Body on suggestions(s) pertaining to academic affairs made by 

it.  

7. Perform such other functions as may be assigned by the Governing Body.   
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Board of Studies 

 

The various Board of Studies in the College is constituted as per University Grants 

Commission (Conferment of Autonomous Status upon Colleges and Measures for 

Maintenance of Standards in Autonomous Colleges) Regulations 2018 (13.5) 

 

Composition of the Committee: The Committee shall have the following composition 

1. Head of the Department concerned (Chairman).  

2. The entire faculty of each specialization.  

3. Two subject experts from outside the Parent University to be nominated by the 

Academic Council.  

4. One expert to be nominated by the Vice-Chancellor from a panel of six recommended 

by the college principal.  

5. One representative from industry/corporate sector/allied area relating to placement.  

6. One postgraduate meritorious alumnus to be nominated by the principal. The 

Chairman, Board of Studies, may with the approval of the principal of the college, co-

opt:  

7. Experts from outside the college whenever special courses of studies are to be 

formulated.  

8. Other members of staff of the same faculty. 

 

Term: The term of the nominated members shall be three years. 

Meetings: Board of studies shall meet at least twice a year. 

 

Functions of the Committee: The functions of the Committee are as follows: 

1. Prepare syllabi for various courses keeping in view the objectives of the college, 

interest of the stakeholders and national requirement for consideration and approval of 

the Academic Council;  

2. Suggest methodologies for innovative teaching and evaluation techniques;  

3. Suggest panel of names to the Academic Council for appointment of examiners; and 

4. Coordinate research, teaching, extension and other academic activities in the 

department/college.   
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Finance Management Committee 

 

The Finance Management Committee maintains a continuing review of the financial affairs 

of the College. It makes appropriate recommendations to the Governing Body of the College 

about the proper utilization of funds of the College, financial planning, financial reporting, 

and the creation and monitoring of internal controls and accountability policies. 

 

Composition: As directed by the Autonomy Regulations   

Tenure: 3 years  

Meeting: The College Finance Management Committee shall meet at least once in a week 

and two third members shall constitute the quorum. 

 

Functions of the Finance Management Committee: the functions of the Finance 

Management Committee are as follows: 

1. To consider the financial estimates (budget) relating to the grants received/ receivable 

from University Grants Commission, funding from Government organizations/ 

Programmes, funding from NCC/ NSS, other funding agencies and PD accounts, etc. 

2. Budget estimates relating to the grant received/receivable from UGC, and income 

from fees, etc. collected for the activities to undertake the scheme of autonomy 

3. To recommend for the approval of the prepared utilization certificate to be submitted 

to various funding agencies 

4. To consider the financial estimates (budget) relating to the start of new Programmes, 

research proposals, autonomy grants etc. 

5. To see that expenses incurred have budgetary provisions. 

6. To recommend for approval/rejection of financial proposals made by other 

committees / Departments with or without modification  

7. To check whether necessary formalities have been observed in incurring the expenses 

as per the approved proposals 

8. To submit the report on the purchases made semester wise to the Governing Body. 

9. To carry out any other function as may be assigned by the Governing Body of the 

College. 
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Purchase Committee 

 

To ensure that quality materials are procured and standard purchase procedures are followed 

in major & minor purchases, a Purchase Committee has been constituted in the College. This 

Committee acts as an advisory body to the Finance Management Committee to take decisions 

on purchase of goods and services. 

 

Composition: As determined by the Governing Body 

Tenure: the tenure of the Committee shall be for 3 years  

Meetings: The Committee may meet once in every fortnight and as and when required. The 

quorum for the meeting shall be two third of the total number of its members. 

 

Functions of Purchase Committee: The Purchase Committee shall have the following 

powers and duties, namely:-  

1. To collect and compile the list of equipment, computers, chemicals, apparatus, 

glassware, stationery, consumables and other miscellaneous items approved by the 

Finance Management Committee and required by the various 

Clubs/Committees/Associations, Library, College office, Offices of the Deans, 

Departments and the like for the year. 

2. To take indents and supply through the centralized store, various items mentioned ibid 

to the Clubs/Committees/Associations, Library, College office, Offices of the Deans, 

Departments and the like against requirement as and when the need arises. 

3. Invite quotes with the rates for the supply of items from the manufacturers, suppliers 

and dealers4 where the total cost is INR 10,000.00 and above 

4. Invite sealed tenders quoting the rates for the supply of items from the manufacturers, 

suppliers and dealers where the total cost is INR 100,000.00 and above 

5. Invite e-tenders quoting the rates for the supply of items from the manufacturers, 

suppliers and dealers where the total cost is INR 500,000.00 and above 

                                                           
4 In case of articles or services frequently required throughout the year viz. stationery, 

chemicals, glass wares, plastic wares, annual maintenance contract for computers/printers, 

photo copying machines etc, it is desirable to enter into annual rate contract for such a 

period as may be considered necessary to avoid calling of tenders every now and then. 
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6. To open the tenders in the presence of the Finance Management Committee, 

respective bidders, scrutinize the validity of the tenders and to approve the purchase 

of items. 

7. To inspect the items purchased and approve the same;  

8. To ensure proportionality, transparency, accountability and fairness in the 

procurement process 

9. To deal with the matters relating to purchases of the College as per the procedure and 

general principles laid by the College 

10. To submit the report on the purchases made semester wise to the Finance 

Management Committee. 

11. To conduct an annual audit of all the assets purchased for various Clubs/ Committees 

/Associations, Library, College office, Offices of the Deans, Departments and the like 

12. To maintain and update various inventories/assets of the College 

13. To approve and document condemnation of obsolete inventories/assets of the College 

14. To carry out any other function as may be assigned by the Governing Body of the 

College. 

 

Procedure for Purchases 

The procedure to be followed in making purchases for the college is as follows: 

 The description of the goods / services to be purchased to the extent practicable 

should  

a. Be objective, functional, generic and measurable and specify technical, 

qualitative and performance characteristics5.  

b. Not indicate a requirement for a particular trade mark, trade name or brand.  

 The specifications6 in terms of quality, type etc., as also quantity of goods to be 

procured, should be clearly spelt out keeping in view the specific needs of the 

College.  

 Where applicable, the technical specifications shall, to the extent practicable, be based 

on the national technical regulations or recognized national standards or building 

                                                           
5 Technical input for the goods to be purchased has to be given by the concerned departments 

6 The specifications so worked out should meet the basic needs of the organisation without 

including superfluous and nonessential features, which may result in unwarranted 

expenditure. 
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codes, wherever such standards exist, and in their absence, be based on the relevant 

international standards. 

 Quotations/tenders/e-tenders should be invited following a fair, transparent and 

reasonable tender procedure. 

 The purchase committee should be satisfied that the selected offer adequately meets 

the requirement in all respects.  

 The purchase committee should satisfy itself that the price of the selected offer is 

reasonable and consistent with the quality required.  

 All Academic as well as administrative Departments shall prepare Annual 

Procurement Plan before the commencement of the year and the same should be given 

to the Purchase Committee. 

 In no case purchases should be split up so as to avoid the sanction from the Finance 

Management Committee  

 Any donation/gift in the form of dead stock articles, books, equipment or any other 

item of capital nature shall be tagged and added to the property records as a gift and it 

is properly acknowledged and recorded. 

 

Inventory Management  

 

 General Principles 

o Each department / section has the primary responsibility for the custody, care, 

maintenance, records and control of all property assigned to it. It shall 

maintain up-to date departmental/sectional records and initiate the appropriate 

actions of all transactions involving the said property. 

o Warranty information and supporting documentation is to be maintained by 

the concerned department / section.  

o The Head of the Department may designate a property coordinator in the 

department for their department and annual physical verification of the assets 

is the primary responsibility of these officers. The faculty coordinator ensures 

the proper use and maintenance of all property and equipment assigned to the 

department /section. He/she shall promptly report, receipt of equipment that is 

to be tagged and any loss, damage, misuse or transfer of property or 

equipment, to the concerned head of the department. Maintain current, 
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complete, and accurate property records and track the assignment of 

equipment within the department/section.  

 

 Receipt of goods and materials from suppliers  

o While receiving goods and materials from a supplier, the Purchase Committee 

should refer to the relevant contract terms and follow the prescribed procedure 

for receiving the materials.  

o All materials shall be counted, measured or weighed and subjected to visual 

inspection at the time of receipt to ensure that the quantities are correct, the 

quality is according to the required specifications and there is no damage to or 

deficiency in the materials.  

o Technical inspection where required should be carried out at this stage by the 

Head of the Department or by his/her nominee  

o An appropriate receipt, in terms of the relevant contract provisions may also 

be given to the supplier on receiving the materials.  

o Details of the material so received should thereafter be entered in the 

appropriate stock register7  

 

 Disposal of Goods 

o An item may be declared surplus or obsolete or unserviceable if the same is of 

no use to the College/Department.  

o The purchase committee/Management may, at its discretion, constitute a 

committee at appropriate level to declare item(s) as surplus or obsolete or 

unserviceable.  

o In case an item becomes unserviceable due to negligence, fraud or mischief on 

the part of a College employee, responsibility for the same should be fixed.  

o Sale of Hazardous waste/scrap batteries/electronic waste: Scrap lots 

comprising hazardous waste, batteries etc. shall be sold keeping in view the 

extant guidelines of Ministry of Environment & Forest. Prospective bidders of 

such lots of hazardous waste/scrap batteries/ e-waste should be in possession 

of registration, on the date of delivery, as recycler/ pre-processor agency. 

  

                                                           
7 Preferably in an IT-based system. 



Human Resources Policy and Procedures Manual of St. Albert’s College (Autonomous) 

Page 66 of 320 
 

Grievance Redressal Committee (for Students) 

 

Grievance Redressal Committee addresses all student and parent grievances. The Cell has to 

maintain a conducive and unprejudiced educational environment where complaints of 

students and parents are redressed. All complaints are addressed by the Grievance Redressal 

Committee and a report is submitted to Executive Committee (please refer Grievance Policy 

of the College) 

 

The complaint management mechanism is carried out at three levels in the Institution: 

1. All Departmental level grievances are attended by the Departmental Student 

Grievance Redressal Committee. The students can approach the Department 

Grievance Redressal Committee with their complaints only by submitting an 

application seeking redressal of grievance through the online grievance portal of the 

College. 

2. Unresolved grievances at the Departmental level are referred to the College Grievance 

Redressal Committee. The students can approach the College Grievance Redressal 

Committee with their complaints of common interest too by submitting an application 

seeking redressal of grievance only through the online grievance portal of the College. 

3. Unresolved grievances at the College level are referred to the Governing Body of the 

College. 

 

Departmental Grievance Redressal Committee 

 

A complaint by an aggrieved student relating to a Department shall be addressed to the 

Departmental Grievance Redressal Committee (DGRC) constituted at the level of the 

Department, as the case may be, and with the following composition, namely 

1. Head of the Department – Chairperson;  

2. Secretary of the Faculty Council of the Department 

3. Class Tutor  

 

In considering the grievances before it, the DGRC shall follow principles of natural justice 

and shall upload its report with recommendations, if any, to the online grievance portal (Edu-

Alberts), within a period of 10 working days from the date of receipt of the complaint. 
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College Grievance Redressal Committee  

 

A complaint from an aggrieved student relating to the College shall be addressed to the 

College Grievance Redressal Committee (CGRC), with the following composition, namely: 

1. Principal of the College – Chairperson 

2. Vice-Chairman 

3. Vice Principals 

4. Academic Coordinator 

5. Concerned Head of the Department 

6. Registrar 

 

Quorum: The quorum for the meeting including the Chairperson, but excluding the special 

invitee, shall be four.  

 

In considering the grievances before it, the CGRC shall follow the principles of natural 

justice and shall upload its report with recommendations to the Online Grievance Portal. 

 

Procedure for redressal of Grievance by the Grievance Redressal Committee 

1. An aggrieved student may submit an application seeking redressal of grievance only 

through the online Grievance portal of the College.  

2. On receipt of the online complaint, the same shall be forwarded within 24 hours of the 

receipt of the complaint, to the appropriate Student Grievance Redressal Committee 

(either Department Grievance Redressal Committee or College Grievance Redressal 

Committee). 

3. The Student Grievance Redressal Committee, as the case may be, shall fix a date for 

hearing the complaint which shall be communicated with the aggrieved student within 

3 working days. 

4. Grievances not resolved by the Department Grievance Redressal Committee within 10 

working days shall be referred to the College Grievance Redressal Committee. 

Grievances not resolved by the College Grievance Redressal Committee within 15 

working days shall be referred to the Governing Body of the College.  
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Internal Quality Assurance Cell 
 

The Internal Quality Assurance Cell (IQAC) is conceived as a mechanism to build and ensure 

a quality culture at the institutional level. The College should have an IQAC, with appropriate 

structure and processes, and with enough flexibility to meet the diverse needs of the 

stakeholders. The IQAC is meant for planning, guiding and monitoring Quality Assurance 

(QA) and Quality Enhancement (QE) activities of the Colleges. The IQAC may channelize 

and systematize the efforts and measures of an institution towards academic excellence.  

 

Constitution of the IQAC Committee: the members of the IQAC committee are as follows: 

 

1. Chairperson: Head of the Institution  

2. Teachers to represent all level (Three to eight)  

3. One member from the Management  

4. Few Senior administrative officers  

5. One nominee each from local society, Students and Alumni  

6. One nominee each from Employers /Industrialists/Stakeholders  

7. Dean (Quality Assurance) 

 

Term: The term of nominated members in the committee shall be for a period of two years. 

Meetings: The IQAC should meet at least once in a quarter. The quorum for the meeting 

shall be two third of the total number of members. 

 

Functions of the IQAC: The IQAC will be responsible for 

1. The Development and application of quality benchmarks/parameters for the various 

academic and administrative activities of the College.  

2. Facilitating the creation of a learner-centric environment conducive for quality 

education and faculty maturation to adopt the required knowledge and technology for 

participatory teaching and learning process. 

3. Arrangement for feedback responses from students, parents and other stakeholders on 

quality related institutional processes. 

4. Dissemination of information on the various quality parameters of higher education. 

5. Organization of inter and intra institutional workshops, seminars on quality related 

themes and promotion of quality circles. 
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6. Documentation of the various Programmes/activities of the College, leading to quality 

improvement. 

7. Acting as a nodal agency of the College for coordinating quality-related activities, 

including adoption and dissemination of good practices. 

8. Development and maintenance of institutional database through MIS for the purpose 

of maintaining / enhancing the institutional quality. 

9. Development of the Annual Quality Assurance Report (AQAR) and Self Study 

Report (SSR) of the College based on the quality parameters/assessment criteria 

developed by the relevant quality assurance body (like NAAC) in the prescribed 

format. 

10. Preparation of the Quality reports/Data as per guidelines and parameters of various 

ranking agencies (Ex. NIRF, AISHE, Private/Public rankings), to be submitted to 

those agencies. 
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Parent Teacher Association 
 

Parent-Teacher Association (PTA) is a formal organization that consists of parents, teachers 

and staff that is intended to facilitate parental participation in a College. The goal of this 

Committee is to support the college, encourage parent involvement, support teachers, and 

organize events. 

 

Term: The term of nominated members in the committee shall be for a period of one-year 

Meetings: The PTA Core Committee should meet at least once in a quarter. The quorum for 

the meeting shall be two third of the total number of PTA Core Committee members. 

 

Functions of the PTA Committee: The PTA Committee will be responsible for 

1. To foster and promote cordial relationships among the parents, teachers and students 

of the college/department. 

2. To help guide and participate in various developmental activities of the college. 

3. To promote the student's wellbeing, and educational success through strong parent, 

family, and social involvement.  

4. To promote the ethical values of students for furthering self-esteem, integrity and 

respect for others. 

5. To render ‘all possible assistance for the smooth working of the college and for 

maintaining good discipline on the campus. 

6. To provide and ensure essential facilities to the students of the college.   
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Academic and Administrative Audit Committee 

 

Academic and Administrative Audit (AAA), is mandatory for the excellence in Higher 

Education Institutions (HEIs). These are interrelated concepts, because in order to have a 

quality oriented academic, there should be a strong administrative background. 

 

Composition: the members of the AAA committee are as follows: 

 

1. Chairperson: Chairman of the College 

2. Asso. Chairman 

3. Vice Chairman 

4. Registrar 

5. Principal 

6. Vice Principals 

7. Deans of various offices (Dean – Quality Assurance being the Secretary of the 

Committee) 

8. Deputy Dean of Quality Assurance 

 

Tenure: 3 years  

Meeting: The Academic and Administrative Audit Committee shall meet as and when 

required and two third members shall constitute the quorum. 

 

Functions of the Academic and Administrative Audit Committee: The functions of the AAA 

Committee are as follows: 

1. To act as an independent committee in order to audit all of the College’s processes 

and mechanisms that contribute to the quality of the student learning experience and 

the standards set by IQAC.  

2. To understand the existing system and assess the strengths and weaknesses of the 

Departments and Administrative Units and to suggest the Head of the Departments for 

improvements. 

3. To develop and undertake an annual Academic and Administrative Audit in the 

College  
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4. To identify the bottlenecks in the existing administrative mechanisms and to identify 

the opportunities for academic, administrative and examination reforms.  

5. On the basis of these audit reports, make recommendations to the management of the 

College, and to other committees as appropriate.  

6. To report to Executive Committee of the College if major planning or resources issues 

are identified.  

  



Human Resources Policy and Procedures Manual of St. Albert’s College (Autonomous) 

Page 73 of 320 
 

Anti-Ragging Committee 
 

In view of the directions of the Hon’ble Supreme Court in SLP No. 24295 of 2006 dated 16-

05-2007 and in Civil Appeal number 887 of 2009, dated 08-05-2009, the UGC has mandated 

that every educational institute has to constitute an anti-ragging committee and an anti-

ragging squad. Guidelines of the various measures on preventing ragging from happening and 

action to be taken against students for indulging and abetting ragging are also mentioned.   

 

Composition of the Anti-Ragging Committee: The College shall constitute an Anti-Ragging 

Committee to be nominated and headed by the Principal, consisting of representatives of civil 

and police administration, local media, Non-Government Organizations involved in youth 

activities, representatives of faculty members, representatives of parents, representatives of 

students belonging to the freshers’ category as well as senior students, non-teaching staff and 

shall have a diverse mix of membership in terms of level as well as gender. 

 

Composition of the Anti-Ragging Squad: The College may constitute an Anti-Ragging 

Squad to be nominated and headed by the Principal, with such representation as may be 

considered necessary for maintaining vigil, oversight and patrolling functions.  The Anti-

Ragging Squad shall have representation of various members of the campus community 

(teaching and non-teaching staff) and shall have no outside representation. The Squad must 

remain mobile, alert and active at all times. 

 

Affidavits to be maintained by the College: The College has to collect and maintain the 

following printed affidavits from students, their parents, teaching and non-teaching staff 

(preferably both in English and Malayalam) and are as follows: 

1. The affidavit should be filled up and signed by the candidate to the effect that he/she 

is aware of the law regarding prohibition of ragging as well as the punishments, and 

that he/she, if found guilty of the offence of ragging and/or abetting ragging, is liable 

to be punished appropriately8. 

                                                           
8 A student seeking admission to the hostel shall have to submit another affidavit along with 

his/her application for hostel accommodation that he/she is also aware of the law in this 

regard and agrees to abide by the punishments meted out if he/she is found guilty of ragging 

and/or abetting ragging. 
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2. The affidavit should be signed by the parent/guardian of the applicant to the effect 

that he/she is also aware of the law in this regard and agrees to abide by the 

punishment meted out to his/her ward in case the latter is found guilty of ragging 

and/or abetting ragging. 

3. Affidavit from every employee of the Institution including teaching/non-teaching 

staff, contract employee in the premises either for running canteen or as watch and 

ward staff or for cleaning or maintenance of the building, lawns etc. that he/she would 

report promptly any case of ragging which comes to his/her notice. 

 

Roles and Responsibilities of Anti Ragging Committee 

 

1. To ensure compliance with the UGC regulation 2009 and to uphold and comply with 

the directions of the Hon'ble Supreme Court and be vigilant on any acts amounting to 

ragging; 

2. To monitor and oversee the performance of anti-ragging squad in prevention of 

ragging in the institution. 

3. To make known to all students, the prevalent directives and the action that can be 

taken against those indulging in ragging; 

4. To consider the complaints received from the students, to constitute an Enquiry 

Commission on that complaint, to conduct an enquiry and initiate necessary action 

based on the recommendations.  

5. To oversee the procedure of obtaining an undertaking from the 

students/parents/employees in accordance with the provisions; 

6. To conduct workshops/seminars/awareness Programmes against ragging menace and 

orient the students and use any other creative avenue to spread the idea. 

7. To provide students the contact information of the person(s) identified to receive 

complaints/distress calls / Nodal Officer / Online Grievance Portal. 

8. To offer counselling services and create awareness among the students; 

9. To take all necessary measures for prevention of Ragging inside the Campus/ Hostels. 

10. To ensure anti-ragging warning in the Institution’s prospectus and information 

booklets/brochures 

11. To update the website of the College with all the necessary information pertaining to 

Anti-Ragging. 
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12. To interact and counsel students to detect early signs of ragging and identification of 

trouble-triggers. 

13. To conduct inspection at hostels, students’ accommodation, canteens, rest cum 

recreation rooms, toilets, bus stands 

14. To adopt any other measure which would augur well in preventing / quelling ragging 

and any uncalled for behavior. 

 

The procedure for handling issues of ragging will be as follows: 

 

1. The information on ragging can be received in the following manner : 

a) Through the notified contact details of the Nodal Officer / Committee 

members / national help-line number. 

b) Through the Online Grievance Portal of the College 

c) Through any other member of the College. 

d) From any external source. 

2. In the event of receipt of information of ragging, he/she shall promptly alert/inform 

the Chairman of the Anti-Ragging Committee of the College or any of its members. 

The activity shall be completed, at the most, within two hours of receipt of this 

information. 

3. The Anti-Ragging Committee of the College shall conduct a preliminary on-the-spot 

enquiry and collect details of the incident as available prima facie. The preliminary 

investigation/details of the incident shall be immediately brought to the notice of the 

Principal of the Institution. The activity shall be completed, at the most, within twenty 

hours of receipt of information. 

4. On receipt of information / preliminary on-the-spot enquiry report, the Chairman of 

the Committee shall immediately proceed to file a First Information Report (FIR), 

within twenty four hours of receipt of such information. 

5. The Anti-Ragging Committee of the College shall promptly conduct enquiry into the 

incident as per provisions laid down in Clause 6.3(e) of the UGC Regulations. 

6. The Anti-Ragging Committee of the Institute shall complete the enquiry and submit 

its report along with recommendations to the Chairman of the Anti-Ragging 

Committee of the Institution within fifteen days of the incident. 
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7. Thereafter, the said report and recommendations shall be considered by the Anti- 

Ragging Committee for deciding the punishment for the erring students following the 

provisions of Clause 9.1 of the UGC Regulations. 
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Internal Complaints Committee 

 

In pursuance of UGC (Prevention, prohibition and redressal of sexual harassment of women 

employees and students in higher educational institutions) Regulations, 2015 read with 

Sexual Harassment of Women at Workplace (Prevention, Prohibition and Redressal) Act, 

2013, Internal Complaints Committee (ICC) is constituted as under to deal with the 

complaints relating to Sexual harassment at work place.  

 

Composition of the Committee: the committee shall have the following composition 

1. The Presiding Officer shall be a woman faculty employed at a senior level at College 

from amongst the employees: Provided that in case a senior level woman employee is 

not available, the Presiding Officer shall be nominated from other offices or 

administrative units of the workplace (Provided further that in case the other offices 

or administrative units of the workplace do not have a senior level woman employee, 

the Presiding Officer shall be nominated from any other workplace of the same 

employer or other Department or organisation) 

2. Two faculty members and two non-teaching employees, preferably committed to the 

cause of women or who have had experience in social work or have legal knowledge  

3. Three Students (if the matter involved students), who shall be enrolled at the 

Undergraduate, Masters and Research Scholar levels respectively, elected through 

transparent democratic procedure. 

4. One member from amongst non-governmental organisations or associations 

committed to the cause of women or a person familiar with the issues relating to 

sexual harassment  

5. Provided that at least one-half of the total Members so nominated shall be women. 

 

Term: The Presiding Officer and every Member of the Internal Committee shall hold office 

for such period, not exceeding three years, from the date of their nomination as may be 

specified by the employer. 

 

Functions of the Committee: The functions of the committee are as follows: 

1. To frame a comprehensive Anti-sexual Harassment policy  
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2. To conduct Capacity Building/Training Programmes on the issue of Prevention and 

Redressal of Sexual Harassment at Workplace through online or face to face sessions 

for all levels of employees 

3. To conduct Capacity Building/Training Programmes to create awareness on filing a 

complaint with the Internal Complaints Committee (ICC) 

4. To develop informative guides, manuals, posters and other ICC materials  

5. To advise and guide the management on legal and practical aspects of dealing with 

the issue.  

6. To organize orientation Programmes for the members of the ICC 

7. To deal with the complaints and conduct inquiry. 

8. To provide assistance to the woman if she chooses to file a complaint under IPC or 

any other law 

9. To initiate action under the IPC or any other law against the perpetrator or if the 

aggrieved woman so desires, where the perpetrator is not an employee, in the 

workplace at which the incident of sexual harassment took place 

 

Procedure for filing complaint and conducting enquiry  
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Discipline Committee 

 

The College Discipline Committee shall ensure that the students follow the rules and 

regulations of the College and remain orderly and peaceful in the pursuit of their educational 

objectives in the College.  

 

Composition of the Committee: The Committee shall have the following composition 

Designation Numbers Nature 

Principal 1 Member  Chairperson of the 

Committee 

Vice Chairman and 

Registrar of the College 

2 Members  

Vice Principals 1 - 2 Members  

Teaching Staff of the 

College  

1 Member  Coordinator nominated by 

the Executive Committee  

Teaching Staff of the 

College 

4 - 8 Members  Nominated by the Executive 

Committee  

 

Dean (Student Affairs) 1 Member  The Member Secretary 

 

Term: The Principal of the College would be the ex-officio Chairperson and the term for 

members of the Committee shall be one year. The quorum for the meeting, including the 

Chairperson, shall be two third of the total members. 

Meetings: The College Discipline Committee shall meet at least once in a month9. 

Functions of the Committee: The functions of the Committee are as follows: 

1. To maintain discipline within the College campus and ensure a calm and peaceful 

academic atmosphere in the campus. 

                                                           
9 The meeting can also be convened within 24 hours if a disciplinary issue has been brought 

to the attention of the Principal/Management and the number of meetings can be increased in 

a month depending on the gravity of the complaint 
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2. To develop the nation builders of tomorrow and instill the values of our mother-land  

3. To ensure that the students respect their faculty, other students and staff and refrain 

from physical/verbal confrontation. 

4. To conduct enquiries on reports of indiscipline among students, recommend 

disciplinary action and initiate model action against students involved in indiscipline 

based on the rules and regulations of the College. 

5. To initiate steps to develop self-esteem among students thereby reducing violence/ 

confrontations in campus 

6. To ensure that the students follow the rules, regulations and processes of the College 

and attend classes regularly and systematically.  

7. To assist the College Anti-ragging Committee in preventing ragging in the College 

and help in spreading Anti-ragging campaign throughout the student community. 
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Admission Committee 

 

The Admission Committee of St. Albert’s College (Autonomous) is the face of the College 

which is visible to the aspirants before joining the College. The predominant responsibility of 

the Committee is to facilitate the admission processes at St. Albert’s College (Autonomous) 

in an ethical, transparent and smooth manner. 

 

Composition: As resolved by the Executive Committee of the College 

Tenure: 1 year 

Meeting: The College Admission Committee shall meet as and when required and two third 

members shall constitute the quorum. 

 

Functions of the Admission Committee: The functions of the Admission Committee are as 

follows: 

1. To decide on all the matters relating to the admissions of students at Under Graduate 

Programmes, Post Graduate Programmes, Certificate Programmes, Diploma 

Programmes, Post Graduate Diploma Programmes, Research Programmes leading to 

Ph.D. Degree and any other Programmes approved by the Governing Body of the 

College. 

2. To conduct admission processes as per the reservation policy of the College at par 

with the prevailing reservations norms of the University/UGC/Government. 

3. To develop and review the admission policy and practices of the College following 

the norms recommended by the Academic Council and approved by the Governing 

Body of the College. 

4. To implement benchmarks for admission criteria and requirements, approved by the 

Academic Council of the College. 

5. To verify all the documents that are necessary for admission process 

6. To ensure that the students fulfill all the required procedures for the acquisition of 

recognition/ equivalency certificates of the previous Programme and eligibility 

certificates to the current Programme of the candidate.  

7. To promote and implement fairness and consistency in the admission process 

8. To provide all information related to admissions in the College to the prospective 

students and parents.  
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9. To issue admission notifications through various media 

10. To issue notifications for spot admissions as per the guidelines issued by Governing 

Body and by the concerned competent authority  

11. To submit the list of admitted students to the concerned competent authorities 

(University/ ASC/ Government/UGC and the like) if required in a time bound 

manner.  

12. To take up any other activity related to admission deemed fit by the College  
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Attendance Monitoring Committee 
 

The Attendance Monitoring Committee aims to support the teaching staff in all matters and 

queries pertaining to student attendance and also monitors the online records of attendance as 

per the rules and regulations of the College. 

 

Composition of the Committee: the committee shall have the following composition 

Numbers Category Nature 

1 Member Vice-Chairman  Chairperson 

1 Member Registrar  

1 Member A Senior Teacher   Convener 

7 - 12 Members Nominated by the Executive 

Committee of the College 

 Of which one is elected as 

the Secretary. 

 

Term: The term of the Convener and members of the Committee shall be of one year. The 

quorum for the meeting, including the Chairperson, shall be two third of the total members. 

Meetings: The College attendance monitoring committee shall meet once in every month and 

as and when need arises. 

 

Functions of the Committee: The functions of the committee are as follows: 

1. Support the teaching staff in all matters and queries pertaining to student attendance 

2. Monitor the online records of attendance as per the rules and regulations of the 

College 

3. Dissemination of rules and regulations relating to attendance to all students 

4. Compilation of attendance records on a monthly basis 

5. Ensure that the departments periodically publishes the list of students who default10 

and bring this to the notice of respective Department11 

                                                           
10 The students whose attendance falls below 75% are defaulters as far as Attendance 

Monitoring Committee is concerned 

11 The HoD should inform the parents of the defaulting students in writing, at least twice 

every semester. During the first week of every month, the HoD shall ensure that the students 
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6. Recommend measures to check absenteeism  

  

                                                                                                                                                                                     

are appraised about their attendance and shall collect their signatures. If they still fall short 

of attendance, their parent/guardian should meet the Class tutor/HoD. 
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Institutional Ethics Committee 
 

St. Albert’s College (Autonomous) Institutional Ethics Committee reviews and approves 

academic research projects handled by the College Faculty only, which doesn’t involve the 

participation of human subjects and Volunteers. If it involves the participation of human 

subjects and Volunteers, the committee has to be reconstituted and to be operated as per the 

"Indian Council of Medical Research (ICMR) National Ethical Guidelines for Biomedical 

Research involving Human Participants". It is also mandatory for the faculty to secure IEC 

clearance for the projects involving Human participants before the start of a research project.  

 

Constitution of the IEC Committee: the members of the IEC committee are as follows: 

1. Chairperson: Principal  

2. Coordinator: Dean (Research) 

3. 1 Faculty from Chemical Sciences with highest post-Ph.D. Experience  

4. 1 Faculty from Physical Sciences with highest post-Ph.D. Experience  

5. 1 Faculty from Mathematical Sciences with highest post-Ph.D. Experience  

6. 1 Faculty from Life Sciences with highest post-Ph.D. Experience  

7. 1 Faculty from Social Sciences with highest post-Ph.D. Experience  

8. 1 Faculty from Literature with highest post-Ph.D. Experience  

9. One Nominee from the College Management (to be nominated by the Chairman) 

10. External Member (Scientist) 

11. External Member (Lay Person) 

12. External Member (Legal Expert) 

13. Dean (Quality Assurance) 

 

Term: The term of nominated members in the committee shall be for a period of three years. 

Meetings: The IEC should meet at least once in a Semester. The quorum for the meeting 

shall be two third of the total number of members. 

 

Functions of the IEC committee: The IEC Committee will be responsible for 

1. To formulate Institutional Research Ethics Policy for St. Albert’s College 

(Autonomous). 



Human Resources Policy and Procedures Manual of St. Albert’s College (Autonomous) 

Page 86 of 320 
 

2. To report breaches of Ethics Policy or non-compliance of ethical practices among 

students, faculty and staff to the Chairman’s Office through the office of Principal for 

taking necessary actions. 

3. Propose corrective actions on report of non-adherence to the Policy. 

4. To review all research/research projects involving subjects to be conducted in the 

Research Centre’s of the College. 

5. To review and approve all types of research proposals involving human participants 

(could be the population of a survey) with a view to safeguard the dignity, rights, 

safety and well -being of all actual and potential research participants.  

6. To ensure that all the cardinal principles of research ethics viz. Autonomy, 

Beneficence, Non-maleficence and Justice are taken care of in planning, conduct and 

reporting of the proposed research.  

7. To review the proposals before start of the study as well as monitor the research 

throughout the study until and after completion of the study through appropriate well 

documented procedures. 

8. To examine compliance with all regulatory requirements, applicable guidelines and 

laws of the land.  
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Placement Committee 

 

The Placement Committee of the College, plays a vital role in building institute-industry 

interaction for mutual benefit. This committee shall also guide students in the matter of career 

options and act as a liaison between the corporate world and the student community. The 

committee shall counsel the students to choose a professional career and also guide them on 

various higher education opportunities they could have. 

 

Composition of the Committee: the committee shall have the following composition 

Numbers Category Nature 

1 Member Vice-

Chairman/Registrar 

 Chairperson of the committee 

1 Member Placement 

Coordinator of the 

College 

 Nominated by the Executive 

Committee of the College. He/she 

may also be the Convener of the 

committee. 

Members from each 

Department 

Faculty members  Nominated by the Head of the 

Departments12  

 

Meetings: The College Placement Committee shall meet as per the requirement with a 

quorum of two third of the total members of the committee 

 

Functions of the Committee: The functions of the committee are as follows: 

1. Responsible for establishing industry – academia interaction between the College and 

Industries 

2. Responsible for organizing Campus placement drives  

3. Responsible for all the activities relating to students’ placement. 

4. To prepare institute placement brochure and circulate amongst the identified 

Corporates/Industries. 

                                                           
12 The Departments are responsible for arranging summer internships/OJT/Hands-on-

Training etc. for their respective students 



Human Resources Policy and Procedures Manual of St. Albert’s College (Autonomous) 

Page 88 of 320 
 

5. To prepare and maintain the student database of each Department and share the same 

with corporates/industries as per their requirements & eligibility criteria. 

6. To orient and motivate student placement coordinators and entrust them with 

responsibilities related all placement activities 

7. To formulate the action plan to be implemented in arranging training Programmes for 

soft skills, mock interviews etc.  

8. To arrange for interview facilities13 at the campus for smooth functioning of the 

placement process 

9. To collect the appointment letters from industry and distribute the same to respective 

students and collect acceptance letters from the students and dispatch the same to 

employers. 

10. To monitor the maintenance of all documents pertaining to placements14 in their 

respective departments and for the college. 

11. To make arrangements for industrial-training/Internship for the faculty 

  

                                                           
13 Facilities may include rooms for interview, GD, written test, hospitality etc. to name a few 

14 Copies of Appointment letter and their acceptance, attendance sheet of placements, 

recruiters’ feedback, student placement tracker, activity reports and the like. 
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Public Relations Committee 

 

This Committee acts as a liaison between the College and the outer world which includes 

digital as well as traditional media. This Committee promotes the institution to the public as 

well as manages its brand positioning. 

Composition: The composition of the Committee is as follows: 

Numbers Category Nature 

1 Member Vice-Chairman  Chairperson of the committee 

1 Member Registrar  

1 Member PRO of the College  Nominated by the Executive 

Committee of the College. He/she 

may also be the Convener of the 

committee. 

1 Member Deputy PRO of the 

College 

 

1 Member Asst. PRO of the 

College 

 

4 – 8 Members Faculty members  Media Coordinators of the 

Departments 

 

Tenure: one year  

Meetings: the committee shall meet once a month with two third of total members present 

 

The functions of the Public Relations committee: The functions of the Public Relations 

Committee is to   

1. Improve the overall visibility and enhance the reputation of the College 

2. Work closely with all committees to keep abreast of upcoming College/Department 

events, Programmes and leverage social media/traditional media to communicate 

these activities.  

3. Extensively cover all the College events and Programmes 
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4. Release press material about all the activities in the College/Department to various 

print and digital media for publications 

5. Regularly update the information/data given on the website under various items/heads 

so as to have the latest and correct information about the institute at all times 

6. Collect information about the latest events in the College/Department, achievements 

etc. and host them on the website by way of write ups and pictures etc.  

7. Update all communications, notices, announcements etc on a regular basis on the 

website and to the Albertian News Channel.  

8. Regularly post updates on social media about all campus activities, student 

achievements and College performance. 

9. Proactively engage followers in the use of social media by posting regular discussion 

topics.  

10. Respond to comments and inquiries posted on College’s social media sites 
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Library Committee 

 

Composition: The composition of the Committee is as follows: 

Numbers Category Nature 

1 Member Vice-Chairman  Chairperson of the committee 

1 Member Registrar  

1 Member Librarian / Acting 

Librarian 

 He/she is the Convener of the 

committee. 

3 – 4 Members Asst. Librarians / 

Acting Asst. 

Librarians  

 

3 - 5 Members Faculty members  

 

Tenure: 1 year 

Meetings: the committee shall meet atleast once in two months with a two third of member 

being present 

 

The functions of the library committee: The functions of the library committee is to   

 Frame general rules for the effective management of the Library 

 Prepare the annual budget estimates of the library for submission to the Governing 

Body 

 Recommend measures for upgrading the offline and online library facilities 

 Enrich Library collection and to ensure optimal use of library collection by 

students & staff 

 Solve the issues and problems raised by the students and staff members pertaining 

to Library 

 Carry out physical verification during summer holidays and submit the report to 

Principal.  

 Advise on maintenance of documentation of books, journals, magazines, 

newspapers, CD’s & library materials.  
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 Advise on maintaining and updating e-journals and all teaching aids – NPTEL 

videos etc 

 Liaison between the library, the student and the faculty 

 Prepare and submit to the Academic Council, an Annual Report summarizing the 

activities and achievements of the library 
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Cell For Prevention Of Caste-Based Discrimination And Committee For 

SC/ST, Minority Cell, OBC Cell 

 

The University Grants Commission (UGC) has given priority to the downtrodden students 

and staffs during IX plan period and gave direction to all the universities to establish SC/ST 

Cell.  According to the 1998 UGC Guidelines for the establishment of Special Cell for 

Scheduled Castes and Scheduled Tribes and minorities for the Universities and deemed 

Universities15, the purpose of these Cells is to monitor the admission of students and the 

recruitment of teaching and non-teaching staff at various levels. Its function is also to help the 

SC/ST categories to integrate with the mainstream of the University/Higher Educational 

Institution community and to remove difficulties, which they may be experiencing. 

 

Composition: The composition of the Committee is as follows: 

Numbers Category Nature 

1 Member Principal  Chairperson of the committee 

1 Member Registrar  

1 - 2 Members Vice Principals  One of the Vice-Principals is the 

Coordinator of the committee. 

5 – 10 Members Faculty members  

 

Tenure: 1 year 

Meetings: the committee shall meet atleast once in a months with a two third of member 

being present 

 

Functions of the committee: the functions of the committee are as follows:  

 To create and promote a secure environment for the SC, ST, OBC, and Minority 

students of the University/Higher Educational Institution. Ensuring protection and 

reservation as per the Constitution is the prime motto of the Cell. 

                                                           
15 Even though the plan suggests Universities, it is also mandated that even all the Higher 

Educational Institutions has to follow the guidelines. 
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 To offer guidance and counselling to SC, ST, OBC, and Minority students of the 

College in various matters. 

 To implement the reservation policy for SCs/STs in the College; Collect data 

regarding the implementation of the policies in respect of admissions, 

appointments to teaching and non-teaching positions in the College and analysis 

of the data showing the trends and changes towards fulfilling the required quota 

 To take such follow up measures for achieving the objectives and targets laid 

down for the purpose by the Central/State Governments/UGC/ University. 

 To implement, monitor continuously and evaluate the reservation policy in the 

College and plan measures for ensuring effective implementation of the policy 

and Programmes of the Central/State Governments/UGC/ University. 

 To work in tandem with the College Grievance Redressal Committee and the 

Internal Complaints Cell of the College to redress the grievances of SC, ST, OBC 

and minority students, if any. Such students may submit their grievances in 

writing to any of the under-mentioned member of the Cell. 

 The cell shall give wide publicity through circulars to all the faculty and inform 

the students about the various scholarships16. 

 To arrange Awareness Programmes in and beyond the Campus for facilitating the 

mottos stated above. 

 To look for special career opportunities for the SC, ST, OBC, and Minority 

students of the College. The Cell needs to conduct NET/SET Coaching Classes 

for the SC, ST, OBC, and Minority students (although non-reserved / non-

minority students / general alumni are welcome in such classes) in each 

Department of the College. 

 To enhance the psychological wellbeing of SC/ST/OBC and Minority students of 

the College. 

  

                                                           
16 According to students the said information is disseminated properly and more information 

pertaining to various government scholarships can be accessed from the National 

Scholarship Portal - https://scholarships.gov.in/  

https://scholarships.gov.in/
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Women Empowerment Cell 

 

The Women Empowerment Cell will look after the welfare of the women 

employees/students, facilitate redressal of their grievances and cater to the issues concerning 

women employees. This Cell will organise various Programmes to ensure the overall 

development of the women employees/students in the College. 

 

Composition: The composition of the Committee is as follows: 

Numbers Category Nature 

1 Member Principal  Chairperson of the committee 

1 - 2 Members Vice Principals  One of the Vice-Principals is the 

Coordinator of the committee. 

5 – 10 Members Female Faculty 

Members 

 One of them is the Coordinator of the 

committee. 

1 - 2 Members Male Faculty 

Members 

 

 

Tenure: 3 years  

Meeting: The Women Empowerment Cell once in every month and two third members shall 

constitute the quorum. 

 

Functions of the Women Empowerment Cell: the functions of the Women Empowerment 

Cell are as follows: 

1. To create social awareness about the problems of women and in particular regarding 

gender discrimination. 

2. To safeguard the rights and develop the self-confidence of female staff and students. 

3. To guide and create awareness about women welfare laws. 

4. To assert the importance of spiritual, economic, social, racial and gender equality. 

5. To highlight the importance of health and hygiene. 

6. To direct women’s role in the society and to develop multidisciplinary approach for 

the overall personality development of women. 
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7. To organize seminars, workshops relating to women empowerment and to promote 

general well-being of female students, teaching and non-teaching staff. 
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Intellectual Property and Security 
 

During the employment with St. Albert’s College (Autonomous) all intellectual property 

developed by the employees of the college, discoveries or inventions made by the employees 

in the performance of their duties related in any way to the business of St. Albert’s College 

(Autonomous) or any related bodies corporate will be the property of St. Albert’s College 

(Autonomous) or its related bodies corporate. The employee will be required to do everything 

necessary to ensure St. Albert’s College (Autonomous) or its related bodies corporate has 

ownership of such intellectual property (including, if required assigning such intellectual 

property to St. Albert’s College (Autonomous), a related body corporate or any entity that St. 

Albert’s College (Autonomous) nominates). 

 

From time to time during the course of your employment, the employee may be given access 

to sensitive information, data, company property, keys to premises or any other company 

related property/information. It is expected employees will treat this as intellectual property 

and therefore it should be stored securely either physically and/or electronically. Failure to 

properly look after company information or property will result in disciplinary proceedings 

including dismissal. 
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Conflict of Interest 
 

Prior to employment with St. Albert’s College (Autonomous), the employees may be 

conducting business activities which potentially give rise to real or perceived conflict of 

interest with St. Albert’s College (Autonomous)’s objectives and future activities. In such 

circumstances, any business or other external interests that have a real or perceived conflict 

of interest should be declared to St. Albert’s College (Autonomous).   

 

The employees will at all times advise management of any other interests they or any related 

bodies corporate in which they participate, have or are potentially entering into that could 

cause conflict with their employment, interests or commitment in St. Albert’s College 

(Autonomous). 

 

Where there are external involvements that do not represent a conflict of interest, these must 

not affect performance or attendance whilst working at St. Albert’s College (Autonomous). If 

such involvement does affect performance or attendance it will be considered as a conflict of 

interest giving rise to the remedies described above or disciplinary proceedings including 

dismissal.  

 

Approval must be given from management before approaching any external bodies for 

commercial or non-commercial external interests. This includes fund raising, sponsorship and 

similar activities. 
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