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About PHCASC

Pillai HOC College of Arts, Science & Commerce aims for creating a high-quality teaching,
learning and research environment for members of its community. Its goal is to create an
environment where students are exposed to vigorous and relevant academic curriculum
and to provide them with the opportunity to study a broad range of subjects and areas. In
order to accomplish the said goal, it is essential that PHCASC finds and retains bright,
talented and motivated faculty members who are committed to improving the quality of
their teaching as well as keeping themselves updated with the latest developments in their
respective fields.

1.1 Recruitment and selection:
1.1.1 Recruitment: Staffing Pattern
The following points are considered for yearly and semester wise job analysis:
e (Changes in the syllabus, change in workload,
e Expansion requirements of the institution ie. new divisions, new programmes
e Transfer, termination, resignation, retirement, death, etc.
Vacancy may occur for both categories of staff i.e., teaching and non -teaching.
1.1.2 Source of Candidate for Selection:
The major sources of candidate for selection are:

e Applicants from News Paper Advertisements: Advertising is done in newspaper
as well as website of college for the position vacant as per the UGC normes.

e References: Staff, HODs, Programme Coordinators, Administrative staff can refer
qualified and experienced candidates known to them for the vacant position.

e Campus Recruitment: own PHCASC-MES students those who are qualified for
teaching in Degree College

A clear structure is formed to apply for the post notified. Eligible candidates apply
with the supporting documents through mail or hard copy written to Principal of
college.

1.1.3Selection of Employee:

1. Applications are scrutinized as per the merit requirements and the letters are sent
to the eligible candidates for appearing for the interview.
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2. Aform is given to the candidate to be filled with required details and submitted to
college through mail or hard copy.

3. Interview: Eligible candidates will appear for an interview with the Principal
and/or interview panel consisting of subject experts and management
representatives. Subject knowledge is tested at this level.

4. In case of academic staff, a demonstrative lecture is taken to ensure the candidate
has proper class control/ Subject knowledge/ students interactions etc.

5. Communication skills and leadership qualities are evaluated as major criteria for
selection of the staff.

1.1.4 Appointments

Selected candidates are informed by sending mails, making telephone calls etc.
Appointment dates are finalised by the management as per the staff requirements.
Appointment letters are given after verifying the original documents of the candidate.
Once an employee gets an appointment order he/she is subjected to join as per the
date mentioned.

1.1.5 Confirmation of Appointment:

On getting the approval, the employee will be in for a probation period of 2 years as
per the date mentioned in the letter. The appointment of the employee will be
confirmed if he/she meets performance standards set by the college.

1.1.6 Approvals from University of Mumbai
1. All faculty appointments are subject to approval by the University of Mumbai.

2. In rare circumstances non-approved faculty members can also be promoted, on
case-to-case basis, on recommendation of the Head of Institution.

1.2 Training and Development:

The institution ensures the conduction of training and development programmes for
teaching and non- teaching staff:

1. Facilities and support for Eligibility Tests for lectureship at National and State
level (NET/SET) are given to the staff.

2. To encourage the use of ICT, special training programmes are conducted based on
latest available technology to ensure employee’s competency.

3. Soft skills training programmes are conducted in order to ensure effective
academic delivery.
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4. A special session on professional code of conduct is organised at the beginning of
every academic year.

5. Frequent motivational sessions are conducted to ensure building morale of staff.
1.3 Separation
1.3.1 Superannuation:

The retirement age for all employees is 60 years. This is applicable to all regular full-
time employees of the institutions.

1.3.2 Resignation:

An employee on probation and/or on contract can resign with a one-month
prior notice. An approved employee and/or confirmed employee is liable to
fulfill three-months notice period before resignation.

Exit interview is conducted to know the employee's review regarding the
institution. A feedback form is administered to find the employees feedback
regarding the institution.

1.3.3 Termination of appointments:

An employee on probation and/or on contract can be terminated by serving one
month of notice however an approved employee and/or confirmed employee can
be terminated by serving three months of advance notice.

The reasons for termination of an employee are as follows:

1. In case of change in the job structure, if the employee is not matching with the
current requirement of the job profile, there can be a shift in job or a transfer can
be possible. Termination is possible if the employee doesn’t match the job
requirement across the institutions of Mahatma Education Society.

2. Any kind of misconduct and unfair practices noticed by the management with
evidence will lead to discontinuation of the employment offer letter.

3. Incompetence, including poor quality of work will also lead to termination of the
employee.

4. Insubordination and related issues such as dishonesty or breaking institution’s
rules will lead to discontinuation of the employment offer letter.

5. Theft or other criminal behavior will lead to termination.

Sexual harassment and other discriminatory behaviour in the workplace will lead
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to discontinuation of the employment. Physical violence by the employee may
lead to his/her termination.

Any employee who does not behave modestly with women across the campus
will be liable for immediate termination.

Any other conduct or behaviour that goes against the norms of governing
agencies concerned or the vision and mission of the institution.

2 Terms and Conditions of Service

The faculty is expected to be conscientious and loyal to the aims and objectives of the

Institution.

2.1 Salary and Increment:

1.

Salary shall be determined in accordance with the provisions in the MES
Appointment and Conditions Document as amended from time to time.

Faculty members shall refrain from any outside activity (whether paid or unpaid),
in the reasonable opinion of the Governing Body, if such activity would interfere
with the efficient discharge of his /her duties.

Faculty members' salary will be credited monthly to their bank account along with
arrears, if any, in accordance with the MES appointment and conditions. Every
faculty member is expected to open a salary bank account with the Canara Bank.

Salary is reviewed annually and increments may be granted based on faculty
members’ performance. Kindly note that increments may not be uniform for all
employees.

2.2 Working Hours

1.

Emergency Policy:

In case of any bad weather condition or emergency, the weekly working hours can
be reduced by the Principal or management. A non-instructional working day is a
part of regular duty for staff.

Flexible time policy:

In case of genuine needs, an employee can be given flexible time. But this should
not impact the lecture hours.

Holidays:

Employees are eligible to avail all public holidays and Sundays other than leaves.
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4. Daily Schedule:

10:00 a.m. to 4:30 p.m.

Arriving after scheduled time (10:00 a.m.) constitutes a late arrival.
5. Hours of actual employment:

a. For academic staff completing 40 hours a week is the norm for working
hours.

b. For support staff completing 48 hours a week is the norm for working hours.

2.3 Leave Policy

1. Casual Leaves :| 08 per year

2. Medical leaves :| 10 per year

3. Maternity Leave ;| 90 days

4. Compensatory Off |:| Atthe discretion of Principal
5. On duty :| Case by Case basis

List of approved public holidays as declared by the University of Mumbai/ College
academic Calendar and confirmed by the monthly holidays schedule issued by
MES /PHCASC.

2.3.1 Casual leave is subject to the following conditions:

e Absence from work more than the stipulated number of days will result in a salary
deduction and might adversely impact the faculty members’ salary increment.

e Permission for leave will be granted on the same day or after the day of leave only
in the case of sickness or an emergency. Respective Programme Co-ordinator must
be informed via any medium available before the class begins.

e Leave of any type will not be permitted on important days such as Teacher's Day,
Sports Day, Student Fest, Exams, College reporting days and other days
designated by the Principal. Absence will result in initiating disciplinary action
and can have adverse effects on the appraisal of staff concerned.

e The Principal has the authority to sanction or reject leaves under all circumstances.

e Only two days of casual leave can be taken at a time and no more than three days
total can be taken in one month.
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e Faculty member cannot remain absent or take casual leave by prefixing and
suffixing them to other holidays, which results in three or more days of holidays

e Longleave (leave of three or more days continuously) during the academic term is
extremely disruptive to scheduling and to the academic continuity of students. It
is therefore highly undesirable to take time off during the academic term when the
session is in progress. However, in the case of extreme necessity, emergencies, or
unforeseen circumstances, only the Principal can condone such absences.

2.4 Service Rules

The following guidelines have been adopted with respect to promotion and retention
of faculty member:

e The faculty will be designated into the following categories based on their
qualification and exeperience:

e Professor
e Associate Professor
e Assistant Professor/ Lecturer

e Appointments and promotions will be made by a committee comprising the
Principal and one or more representatives of the MES management board for ad-
hoc appointments. Further selection committee will be constituted as per
university guidelines to make the appointments regular (university approved)

e Appointments are subject to the additional terms and conditions set in the
employee's appointment letters.

e Faculty members must adhere to the terms and conditions set forth in the duties
and responsibilities of teaching faculty. The management of Mahatma Education
Society reserves the right to amend these terms from time to time.

3 Duties and Responsibilities of Teaching Staff

3.1 Expectations from the Faculty Members
Every faculty member is expected to perform the following responsibilities:
e Perform academic duty with reference to teaching, research and mentoring
e Serve on college or university committees.

e Engage in scholarly activities, and/or creative endeavors which contribute to the
academic mission of the institute.

e Participate in curriculum development activities.
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e Supervise laboratories, independent study activities, etc.
e Off-campus learning such as internships.
e Perform such other related tasks and duties assigned.

The institution is keen on bringing about a holistic growth and development of our
Human resources too. All possible guidance and facilities are meted out to our faculty
to render them the best of ambience for self-development and advancement to aid
them in their profession.

3.2 General

As a part of duties and responsibilities a teaching faculty should:

e Report to college 15 minutes prior to the commencement of lectures.

e Avoid leaving the college till 15 minutes after the end of the last lecture.

e Follow the rules and regulations of the Institution as prevalent from time to time.
3.3 Individual

e Update their knowledge by attending seminars/ workshops/ conferences, after
obtaining necessary permission from the Programme Coordinator and Principal.

e Attempt to publish textbooks, research papers in reputed International/ National
Journals/ Conferences.

e Strive to prepare academically to meet all the challenges and requirements of the
methodology of teaching so that the input may be useful for the student
community at large. Extend his/ her beneficial influence to build up the
personality of students and he/ she should associate himself/ herself actively with
such extra-curricular activities which he/ she is interested in or assigned to him/
her from time to time.

e Any kind of partiality or discrimination on grounds of caste, creed, religion,
region and gender is not allowed under any circumstances. Faculty members
found indulging in such activities will be liable for strict disciplinary action.

3.4 Institution
As a part of the programme and institution every faculty member should:

° Keep their respective Programme Coordinators updated about their
professional activities and developments.

° Follow the teaching load allotted to him/her by their respective
Programme Coordinators.
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Should take additional responsibilities as assigned by the
Programme Coordinator/ Principal in academic, co- curricular or extracurricular
activities in addition to teaching.

Give seminars on relevant and trending technical topics

Should get the leave sanctioned in advance and make proper
alternate arrangements for class/ lab/ sessions. In case of emergency, the
Programme Coordinator or the next senior faculty member and class
coordinator must be informed with appropriate alternate arrangements.

Strive to be respectful and presentable.

3.5 Classroom Teaching

All faculty members should

Prepare the lesson plan once the subjects are allotted.
Prepare lecture notes and upload it to the digital library.
Engage the complete session allotted and should notleave the class early.

Revise the previous lecture during the first a few minutes and then proceed with
the remaining lecture.

Cultivate suitable techniques in the lecture, to break the monotony.
Practice/ rehearse the lecture well before going to the class.

Use PPT, Models, etc., as teaching aids.

Encourage students to ask doubts/queries.

Assess the comprehension of students and adjust the teaching pace appropriately.

Take care of academically weak students and pay special attention to their needs.
Remedial lectures should be arranged to improve their understanding of the
subjects which they find difficult.

Inform the class coordinator about the habitual absenteeism, academically weak
students and objectionable behaviour etc.

Aim for 100% pass results in their respective subjects and work accordingly.

Regularly visit libraries and read the latest journals/ magazines of your domain
and keep their students abreast with latest developments.

Make themselves available for doubt clearance.

Motivate the students and bring out creativity/ originality in them.
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3.6 Tests/ Examinations
All faculty members should:

e Follow the guidelines prescribed by University of Mumbai for internal and
Semester end examinations.

e Submit the question papers and solution sets as per the guidelines and schedule
given by the Examination Cell of the institution.

e Be highly vigilant during invigilation duty and watch closely so that nobody
commits any malpractice during the exam /test.

e Report to the authorities concerned whenever they notice any malpractice.
e Be very fair and impartial in the assessment process.
3.7 Student — Faculty Rapport
All Faculty members should:
e Dress and conduct in such a way to ensure that proper decorum in the classroom

e As soon as a faculty member enters the class, he/ she should take attendance. If
any student enters late, the student may be permitted to attend the class but
marked absent. In case of repeaters or habitual late comers, the teacher should try
to correct the students through personal counselling and if it does not bring any
change, the students must be directed to meet the Programme Co-ordinator.

e Faculty members should be strict but not harsh. Never use harsh words, which
would hurt the self-respect of students.

3.8 Research

One of the most important aspects of a faculty member's career is to perform
research within the field of study being taught. As with other aspects of the
position, the exact nature of the research will depend on the subject itself.

3.9 Documentation and Writing

Once research is completed on a particular subject, the faculty member has to
document important findings in the form of a scholarly article as per relevant
standards.

3.10 Scholarly Publication

Faculty members are expected to publish at least one research article per semester
in any national or international journal.
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3.12 Industrial Visit

Industrial visits are arranged on a regular basis to relevant industries to expose the
students to the real world of application. Industrial Tour is also arranged by every
programme. This provides an opportunity to the students to network, understand
and appreciate the applications of theoretical knowledge which they have gained in
the classroom.

4 Institutional Facilities
4.1 Facilities Assured

When a faculty joins the Institution, in order to assist him/her to settle in and get
their service under way quickly and efficiently, the Institute extends certain
facilities. They are:

e Work Space

e Personal Locker

e Identity Card that is expected to be worn as along as he/she is in the college
e Library Card

o Free Transportation by bus till reliable railway transport becomes available
® (Google Account accessible through MES email ID

As part of induction, the concerned head of Programme would conduct an
orientation programme to the incoming faculty member.

4.2 Health — Wellness Programme

PHCASC has a well-equipped gymnasium which ensures the physical wellbeing of
students and staff. The institution also conducts yoga and meditation programmes
for mental and emotional wellness of the stakeholders mentioned.

4.3 Vehicle Parking

All institute vehicles are parked in the premises of the campus. Private vehicles of
staff and students are parked inside the campus ensuring safety.

4.4 Transport Facility

Bus facility is available for the students and staff from Panvel, Kamothe, Kalamboli,
Kharghar, Karjat, Khopoli, Uran, Poynad/ Pezari, Pen and Alibag on all working
days.
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4.5 Canteen Facility

College has a spacious canteen in the campus offering all types of healthy and tasty
food at a reasonable price.

4.6 Vacations

University allots vacation in summer for 40 days and Winter 30 days.

All faculty members are requested to note that Vacation is not a holiday. In
academics, vacation is given to help the faculty members to do Research/Upgrade
their Technical etc.

4.7 Banking
Canara Bank, Patalganga is our banking stakeholder.

4.8 Medical Facilities

We have a doctor on call who is readily available in case of an emergency. A
Psychological Counselor is also available in the campus.

4.9 Safety Undertakings
e Fire Extinguishers on all the floors and in every laboratory.
e Firstaid box
e Emergency alarms in the elevators
e Security guards at the entrance, parking area and at all the exit gates.
e (CCTV cameras at all prominent places in the campus.
4.10 Cooperative Credit Society

Membership of cooperative credit society is open for all the staff of the institution. As
a member of cooperative credit society a staff can avail facilities such as loans.

5 Faculty Development Schemes

5.1 Upgradation of Qualification

[t is the policy of the College to permit its current faculty members to pursue higher
qualifications (Ph.D.) from renowned and accredited universities. However, the
following conditions must be complied with

e An approved faculty member can avail study leave of one day per week to devote
in the quest of that higher degree. The teaching load must be adjusted within the
remaining days of the week.
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e The faculty member must spend the day conducting research in their research
center.

e The faculty member must make themselves available for examination duties,
inspections and other routine administrative tasks.

e No more than 2 faculty members from a faculty can avail of one day study leave
on the same day as this would affect the regular conduction of lectures.

Procedure

e Faculty member must submit the application to the Principal through Programme
Coordinator

e The Principal and Programme Coordinator will review the application and check
whether the policy guidelines are met.

e The Principal will make the final decision and communicate that to the faculty
member, programme coordinator and registrar.

5.2 Faculty Training and Certification

Faculty members are free to take any training or certification courses of their choice
during their free time, online or after college hours. In case, the faculty member
wishes to take leave to attend or complete the training or certification course the
following conditions must be met.

e The training or certification should be relevant to the programme or courses being
taught.

e No more than 3 days can be given in one semester or more than 5 days in one
year.

e The lost days should not adversely affect the teaching load or syllabus completion
of the faculty member.

5.3 Institutional Sponsorship for Faculty Development Programmes and Research
Activities

e All faculty members of PHCASC are required to attend one Orientation
Programme within 5 years of joining and participate in the Refresher Course
before the completion of the next academic year.

e All faculty members must attend at least one FDP every academic year.

e One should take permission from the Principal of College, through the programme
coordinator before applying for any of these programmes.

e One should complete all the formalities of application at least two days prior to the
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last day of submission of application.

e One should inform all the stakeholders (i.e., programme coordinators) about your
non-availability during the period of programmes and one should also try to
adjust the lecture schedules.

e Programme coordinator must ensure that not more than two faculty members
participate in one such programme.

e PHCASC will sponsor such participation to the following extent:

a. For participation in the first event for the academic year: 100% of participation
fee subject to a maximum amount of Rs 1500 (Fifteen hundred)

b. For Participation in the second Event of the same academic year: 50% of
participation fee subject to a maximum amount of Rs. 1000 (One thousand)

e For publishing paper in UGC care listed Journal: 100% participation fee.
5.4 Consultancy

Pillai HOC College of Arts, Science and Commerce, Rasayani (PHCASC) encourages
its faculty members to take up consultancy projects. The guidelines for the same are as
follows:

e The faculty member concerned must submit a proposal to the Principal in advance
before accepting any consultancy work. The proposal from the faculty member
should clearly indicate the effort involved (in terms of use of office time) and the
extent of use of college infrastructure.

e Faculty members should also submit the proposed budget to the Principal
with the details of fees received (or to be received) and details of expected
expenditures towards travel, survey etc are provided. In general, the college would
not pay for travel or cost of equipment (specific to the project). Faculty members
would be allowed to use the available infra-structure of the institute.

e For a paid consultancy a faculty member should share 30% of the consultancy fee
and applicable taxes to the college; however the Principal is the final authority to
decide the college share of consultancy fee, which a faculty member should pay to
the college.

e Paid consultancy assignments must have a letter or purchase order from the
organization, clearly mentioning the work to be carried out, the timeline, the
amount of consultancy fee, and name of people involved.

e The institution will generate an invoice with applicable tax rates for any
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consultancy project.
Unpaid Consultancy/Projects

In certain circumstances, faculty members of PHCASC may be requested by
government agencies, NGO and/or non-profit organizations to conduct consultancy
on an honorary basis. In such cases, faculty members should try to obtain a letter of
request/demand from the requesting agency wherever possible. The faculty may
carry out such projects after approval from the Principal.

5.5 MOUs/Collaborations

All Faculty members are encouraged to pursue formal tie-ups with industries,
academia and various other organisations which can be in the form of MOUs and
collaborations. The MOUs can have the following goals:

e To provide industrial or skill development training for students and faculty
members.

e To conduct Faculty Exchange and Student Exchange Programmes.

e Touselaboratories, libraries, classrooms and equipment of the college.

e Touse the equipment and facilities of the industry.

e To collaborate on research, consultancy and projects of social importance.
e To sponsor college activities such as conferences, seminars etcs.

e Toprovide internships and employment opportunities.

5.6 Organizing Conferences/Seminars/Workshops

Each faculty (Commerce, Arts, Science and IT/CS/DS) must organize at least one
national /international conference every year. Faculty membersshould also organize
conferences, seminars or workshops on topics which are of research or industry
relevance. Faculty members may invite experts from various fields for these events to
the college. The guidelines for this scheme are as follows:

e There should be a «clear and focused area of interest for the
seminar/workshop/conference/ colloquium.

e An organizing committee is set up to conduct such events.

e The organizing committee should submit the details of proposed expenditure to
the Principal for approval.
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e Once approved by the Principal the organizing committee may proceed to
organize the event.

e After completion of an event a report along with an income expenditure statement
should be submitted to the Principal.

5.7 Patents

Pillai HOC College of Arts, Science and Commerce, Rasayani (PHCASC) is an institute
that nurtures new ideas and innovations in various domains. Efforts are being made to
create an atmosphere where new ideas, research and scholarship flourish and the
future leaders and innovators emerge. As a part of this, PHCASC has taken the
initiative to promote innovations and facilitate protection of Intellectual Property
generated at the institution.

Policy
The salient features of Intellectual Property Policy of PHCASC are:

e The policy is applicable to all PHCASC personnel, which include faculty members,
all registered students (UG and PG) and staff and other employees, including staff
working on various projects.

e The PHCASC personnel are required to disclose their IP to the Principal of the
college. Disclosure is a critical part of the IP protection process and it formally
documents claim of inventorship, the date of the invention and other details of the
invention. The inventor(s) shall assign the rights of the disclosed invention to
PHCASC.

e Intellectual property of any kind created by any personnel of the institution as a
part of the academic programme of PHCASC or using institute funds or facilities,
are owned by PHCASC.

e The ownership of IPR will be governed by specific provisions in the contract
between the third-party and PHCASC, when funds for creating an IP are provided
partially or fully by a third-party.

e The institution shall bear all costs of drafting and filing an Indian IP application.

e Itis envisaged that “Pillai HOC College of Arts, Science and Commerce” would be
the “Applicant” for the patent and names of faculty members/ students would be
given as “Inventors”.

e In case a faculty member files a patent, they must report the patent and use the
PHCASC affiliation in order to receive any benefit regarding salary, increments or
upgradation. In all cases, any patents developed by PHCASC faculty and students
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while employed or studying at PHCASC can be disclosed to NAAC, NIRF,
University of Mumbai or any other accreditation or government agency.

5.8 Intellectual Property

During the course of their employment, faculty members may generate intellectual
property such as lecture notes, video lectures, pictures, software etc. PHCASC will
own 100% of the rights to any and all intellectual property generated and will be free
to license this material to any and all third parties.

5.9 New Initiatives

Faculty/IQAC/CDC members may propose new initiatives to the Principal in
accordance with the vision and mission of the institution. These initiatives should
enhance any of the following

e Teaching and Learning Process (ex. New Labs, new Add-on courses etc)
e Research and Consultancy (ex. Centers of Excellence in various fields)

e Environmental Initiatives (ex. clean campus, nature clubs, recycling programmes,
energy savings)

e Sport Facilities
e (Cultural Activities
Procedure

e Faculty member/IQAC/CDC proposes a new initiative to the Principal

e The faculty in charge conducts a cost-benefit, impact and SWOT analysis of the
new initiative

e Final proposal is made to Principal who puts it up to the BoG for approval

o The institution will implement the initiative once it is approved by BoG

6 Employee Code of Conduct

(Applies to all MES employees)

6.1 Equal Opportunity

It is a policy of the Mahatma Education Society and its institutes to give equal
opportunity to all employees and applicants for employment without regard to
gender, religion, race, creed, caste, colour, disability, and age. The policy applies to
initial employment, promotion, compensation, and termination. Employees / students
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are not denied benefits or subjected to discrimination under any programme or
activity of the Institute. Employees shall not discriminate against a student on political
grounds or for reasons of race, religion, caste, language, or gender or any cause of
arbitrary or personal nature and shall not incite students/teachers against other
students/teachers/colleagues/administrators or the governing body of the institute
and university.

6.2 Drug and Alcohol Free Workplace Policy

The unlawful manufacture, distribution, dispensation, possession or use of illegal
drugs by employees and students are prohibited as per the institute’s policy. All
employees as a condition of employment abide by the institute’s policy on prohibited
substances and inform the institute if he/she is convicted of possessing/using drugs
within five days of conviction. An employee convicted for felony, misdemeanour or
drug violation faces a strong disciplinary action which may include termination of
employment or may be required to participate in a rehabilitation programme at the
discretion of the institute. When reasonable cause exists to believe that an employee is
under the influence and is impaired by drugs or alcohol on the job, the employee is
required to undergo a medical test. Smoking on campus is strictly prohibited.

6.3 Prohibition of Sexual Harassment at Workplace

Sexual harassment of employees or students at the institute is prohibited and the
offender is dismissed, or other disciplinary action is taken. Unwelcome sexual
advancements, requests for sexual favours, and other verbal or physical conduct of
sexual nature constitute sexual harassment such as,

e Physical contact and advances.

e Demand or request for sexual favours.
e Sexually coloured remarks.

e Showing pornography.

e Any other unwelcome physical, verbal or nonverbal conduct of sexual nature.

6.4 Soliciting / Canvassing

Canvassing, placing signs and posters for solicitation purposes, chain letters,
collections of any kind and sales of tickets or merchandise are prohibited on the
college premises. All employees are prohibited from indulging in any personal activity
utilising the PHCASC/MES resources and facilities. Any faculty found indulging in
conducting tuition classes or coaching classes, remunerative or otherwise would be
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suspended with immediate effect. Employees have freedom of thought and
expression. He or she shall not misuse the facilities or forums provided by the institute
or university.

6.5 Employment of Relatives

No individual shall be employed in the institution, which will precipitate a
subordinate-superior relationship between an individual and any of his/her relatives
who are employed in the Institute through any line of authority. "Line of authority"
means authority extending vertically through one or more organisational levels of
supervision of management. For the purpose of this policy, relatives are defined as
husbands, wives, parents and children, brothers, sisters, and in-law of any of the
foregoing.
6.6 Attendance

Employees are to be prompt in reporting to work on time. It is expected that
employees will remain on the job until the end of the workday unless excused by the
Head of the Institution. An employee, who knows he/she will be absent from work on
a particular day should report such anticipated absence to the Head of the Institution.

A record of tardiness and unexcused absences may result in loss of pay or other
disciplinary action including removal from service.

6.7 Conflicts of Interest

An employee of the Institute avoids actual or apparent conflicts of interest between
his/ her institute’s obligations/responsibilities and outside activities.

6.8 Code of Conduct

All employees are required to follow rules and regulations, and standards of courtesy,
conduct, cooperation ethics and etiquette as expected by the institute. Following are
examples of actions, which are unacceptable to the institute and often result in
disciplinary action or termination of employment.

e Insubordination

e Theft

e Conviction of a felony involving moral turpitude

e Bringing discredit to the Institute

e Falsifying, grafting, or forging of any record, report, or information
e Discourteous behaviour

e Any other misconduct interfering with performance of job tasks
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e Unauthorised absence from the assigned work area
e Sleeping on duty
e Negligence
e Dereliction of duty
e Interfering with the work performance of another employee
e Favouritism
e Wasting materials
e Wilful damage to equipment or property of the Institute
e Entering an unauthorised work area
e Continued failure to perform assigned duties
e Failure to report absence
e Habitual absence or tardiness
e Jobabandonment.
6.9 Safety

Safety on the job and care of property and equipment is the responsibility of all
employees. Every effort should be made by the employees to avoid careless work
habits. It is necessary to report unsafe working conditions and any on-the-job-injury,
regardless of severity, to the Head of the Institution.

6.10 Confidential Information

Some employees handle confidential information while performing their duties. Such
information is not to be discussed or made available to anyone until it has been
approved for release by the authority concerned. Any person found using such
classified information invites suitable disciplinary action against him/her depending
on the severity of the matter.

6.11 Bribes

Employees of the institute must not accept courtesies or gifts in any form from any
person or persons, corporations, or associations that, directly or indirectly, seek to use
the connection so as to secure favourable comment or consideration on any
commercial commodity, process or undertaking.

6.12 Political Activities

As an individual, each employee of the institute retains all rights and obligations of
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citizenship enshrined in the Constitution of India. However, no employee of the
Institute is allowed to be a candidate for a political party seeking votes while being
employed with the Institute, or take part in a political employment campaign while on
duty.

6.13 Disruptive Behavior

While honouring the freedom of expression and the right to peaceful dissent of an
individual, the institute in the best interests of orderly operation and preservation of
an environment favourable to productive study, has adopted a policy prohibiting
disruptive behaviour on the part of any student, faculty or staff member. The institute
stipulates that any employee, acting individually or in connivance with others, who
clearly obstructs or disrupts or attempts to obstruct or disrupt any teaching, research,
administrative, disciplinary, or public service activity, or any other activity authorised
to be discharged or held on the campus of the institute is considered to have
committed an act of gross indiscipline and is subject to disciplinary action that may
include termination of services.

6.14 Outside Employment

Employment outside the institute is not permitted except in cases where such
employment does not interfere with the regular and punctual discharge of duties and
responsibilities of the institute. The employee must discuss with the Principal before
indulging in any outside employment to be sure there is no conflict of interest. Use of
institute property in such endeavours is prohibited. An employee must seek written
permission of the Principal before taking up any kind of employment.

6.15 Media

Without prior sanction from the Principal, no employee can give a talk to media or
publish any statement in print publications or on social media either by name or
anonymously about issues related to institutional matters.

6.17 Examinations

No employee indulges in or encourages any form of malpractice connected with
examinations or other activities of the institute. Employees shall perform his or her
academic duties and work related to examinations statutory reports and campus
events as assigned. A faculty member shall not be partial during assessment of a
student or deliberately over mark, under mark, or victimise a student on any grounds.
Employees shall not indulge in or resort to, directly or indirectly, any unfair means in
teaching/examinations/administrative work.

Failure to conform to the above-mentioned norms shall be construed as misconduct and
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will trigger disciplinary action.
7 Policy on Sports and Extracurricular Activities

PHCASC has a large and well-maintained sports ground that caters to aspirations of
sports enthusiast who wish to participate in games such as cricket, football, basketball,
volleyball, athletics etc.

The Sports Authority of India and Khelo India centres in the campus are an invaluable
resource for nurturing the sports and athletic talents of the students. Therefore,

e PHCASC shall endevour to identify sports and athletic talent of students from
their past records.

e PHCASC shall provide financial and other supports for meritorious sports
personnel and athletes to participate in reputed competitions.

e PHCASC shall give students grace in attendance and other rewards to students
who participate in the university, state and national level competitions.

e PHCASC shall consider the participation of students in various university, state,
and national level competitions in case of any clash in schedule of competitions
and internal examinations.

e The institution has a well-equipped, maintained and state of the art gymkhana
and rifle shooting range which are available for the holistic development of
students.

8 Institutional Budgets

8.1 RESOURCE MOBILIZATION POLICY DOCUMENT

The Institution has a transparent and well-planned financial management system in
which Tuition fee is the main source of funds. The Institutional budget is the primary
instrument of fiscal control and, accordingly, contains all projected revenues and
expenditures of the administrative and academic programmes. The finance policy
focuses on achieving the goals of the institution ensuring accountability and
transparency. The Management body coordinates and monitors the optimal utilization
of the funds for the promotion of student and faculty centric learning methods.

The Institutional Budget is prepared by the Finance and Accounts Committee.
The Budget includes the following:

e Funds are provided to meet the infrastructure and other requirements of the
institution from time to time.
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e The management provides financial support to seminars/workshops/expert
talks/association activities/faculty development programmes(FDP).

e The extracurricular activities of the students are organised and adequate funds are
provided for sports and cultural activities.

e Institutional Funds are also used for administrative expenses such as printing and
stationary for office administration.

e Scholarships and free ships are provided to the deserving students.

e Provident Fund(PF) benefits are provided to the appointed staff.

e Financial Resources of the institution is tuition Fee.

e Tuition fee is used for the enhancement of infrastructure and academic activities.
e Institutional funds are optimally used for which it is sanctioned.

e Transparency and accountability is ensured by conducting an annual audit of the
statements.

Procedure

e Faculty members provide various purchasing requirements to the Programme
Coordinators/Librarian/IT Head by March of the previous academic year.

® The Programme Coordinators submit consolidated requirements to the Principal.
Once the requirements are assembled, the Principal forwards the requirements to
the Finance and Accounts committee for approval.

e The Finance and Accounts Committee prepares the institutional budget and sends
it to the governing body for approval.

e The Governing body grants final approval to the institutional budget for the
academic year

8.2 Programme Requirements

Each programme/lab is permitted to plan expenditure as per their requirements. Each
programme can prepare their requirements based on the number of students they have
as well as the number of laboratories run by the programme.

e Therequirements are planned for activities such as: Upgradation and maintenance
of laboratories This can be used for calibration of equipment, purchase of
consumables, purchase of new equipment etc.

e Organizing seminars, workshops, conferences, skill development programmes for
faculty and students.
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e Printing and stationery.

e Purchases of ICT equipment such as computers, printers, networking equipment.
The bulk purchasing saves the institute's cost of purchasing a single equipment. It
is therefore desirable that requirements from all departments for computers be
consolidated and all equipment purchased together.

8.3 Library Budget
The Library budget is prepared by the Librarian.

e It should include Purchase of physical books, journals, periodicals and magazines
for the library.

e Development and maintenance of library software.
e Purchase of e-journals and e-resources.
8.4 Non-Budgetary Expenses

e In certain circumstances, it might be required that non-budgeted or non-planned
expenses need to be accounted for.

e In such cases, the Principal and a management representative can approve and
emergency expenditure of up to Rs 2,50,000/-

e After the amount is sanctioned and spent, a report about the expenditure should
be placed in the Management board for ratification.

9. Policy for Research Grants

Pillai HOC College of Arts, Science and Commerce, Rasayani (PHCASC) encourages its faculty
members to apply for various research grants (Government and Private).

The guidelines for the same are as follows:

e The faculty member concerned must submit a proposal to the Principal in advance before
applying for research grants to the various funding agencies. The proposal from the faculty member
should clearly indicate the effort involved (in terms of use of office time) and the extent of use of
college infrastructure.

e Faculty members should also submit the proposed budget to the Principal with the details of
funding amount and details of expected expenditures towards travel, survey, experiments,
computer facilities etc are provided. In general, the college would not pay for travel or cost of
equipment (specific to the project). Faculty members would be allowed to use the available infra-
structure of the institute.

e The entire funding amount will be assigned to the PI to carry out its research work. However, the
faculty member should share 20% of the grant amount and applicable taxes to the college; however
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the Principal is the final authority to decide the college share of grant amount, which a faculty
member should pay to the college.

e A copy of all the documents which is submitted to the funding agency as a part of competition of
the project must be submitted to Research and Development cell.
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10.Code of Conduct for Non-Teaching Staff

Preface

The administration office of PHCASC is headed by the Registrar. All the Administrative staff
report directly to the Registrar, being next in the hierarchy to the Principal for
Administration, should

e Beable to work with a variety of people

e Have exceptional communication skills, including when collaborating with multiple
college departments.

e Be highly organized

e Beable to quickly adapt to change

e Pay attention to minute details in all correspondences

e Facilitate the movement of students through their programs

e Ensure that records are properly kept

e Ensure that class scheduling is completed

e Ensure that scholarship and grant information is properly disseminated

At a college, the registrar’s office is where students go to get information about their
enrolment, their academic and financial records, and their class schedules.

Registrars therefore help to manage a huge amount of information.

Administrative staff
Every administrative staff member is expected to
e Report to the Registrar

e Demonstrate courtesy and respect in all dealings with students, academic and support
staff

e Be fully conversant with all aspects of the College's policies and procedures
e Respect professionalism.

e Work diligently to ensure that the College provides faculty and staff with the tools
needed to do their jobs and will act promptly to remedy such short-term deficiencies as
equipment failures or classroom problems.
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Ensure that no activity in the department is running counter to those priorities;
articulate departmental goals that further those priorities; and seek training in those
areas where they are not equipped to meet the priorities of the College.

Demonstrate professionalism in conflict resolution by doing the following respecting the
dignity of all parties involved, ensuring that the terms of all resolutions of specific
complaints are appropriately documented

Refuse to invite, solicit, or allow gossip, innuendo, or direct disparagement of any
academic

Employee, support staff member, or other administrator, other than in the context of
receiving a report regarding an issue of concern.

Administrators are responsible for ensuring ensure that the required statistical data
provided for external agencies providing funds is accurate.

Administrators will avoid attempts to use their authority as managers or the reputation
of the College to forward any personal or political agendas.

Accounts Department

Accounts department is headed by an Accountant who reports to the Principal. All the staff of

the Accounts department like, Cashiers etc., report to the Accountant.

The specific responsibilities of the accounts department are as follows:

Organisation and performance of the College's finance office
Setting up accounting systems and processes
Maintaining financial control over the College

Compiling financial statements (such as the balance sheet, income-expenditure, and
profit- loss).

Further, some of the important duties of the Accounts Department are as given under:

Prepare and issue all documents related to accounts such as bills, invoices, inventory
reports, account statements and other financial statements using computerized and
manual systems

Code, total, batch, enter, verify and reconcile transactions such as accounts payable and
receivable, payroll, purchase orders, cheques, invoices, cheque requisitions, and bank
statements in a ledger or computer system

Compile budget data and documents based on estimated revenues and expenses and
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previous budget
e Prepare cost statements or reports

e Calculate costs of materials, overhead and other expenses based on estimates,
quotations, and pricelists

e Perform related clerical duties, such as word processing, maintaining filing and record
systems, faxing and photocopying.

Laboratory Assistants

Laboratory assistants at PHCASC usually work under the direction of their Faculty
Laboratory In-charges and report to their respective Heads of Departments. Tasks
commonly performed by laboratory assistants are listed below:

e To keep their labs clean.

e To keep all their laboratory equipment always in working condition.

e To assist students and teachers in conducting practical and experiments.

e To maintain dead stock register and register of consumable materials

e To undertake physical stock verification of laboratory materials.

e To assist the Laboratory In-Charge in purchase and procurement of laboratory materials.
e To supervise the work of laboratory attendants working under him.

e To assist the in-charge of laboratory in routine administrative matters and to ensure that
the laboratory facilities are not misused by any person.

e Toreportabout breakages/losses in laboratory to superiors.

e Toreport to in-charge of laboratory about any kind of misbehaviours happening inside
the laboratory.

e To ensure that all the cupboards, doors, windows and gates are properly closed by the
laboratory attendants.

e To attend to such other duties as may be specially brought to his notice with approval of
the Head of the Department.

e To adhere to correct procedures, policies and health/safety guidelines.
e To keep abreast of all industry developments and best practices.

e To document all activities, record results and insert/retrieve data.
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Laboratory Attendants

Major responsibilities of a laboratory attendant are as under:

To clean laboratory and to keep Laboratory materials including apparatus and
equipment in proper place.

To render physical assistance to students, teachers and other Laboratory Staff in
movement of laboratory equipment, instruments chemical and other materials within
and outside the laboratory.

To assist Laboratory Assistant and other laboratory staff in physical stock verification of
laboratory equipment, instruments, chemicals and other materials.

To render physical assistance to students and teachers in conducting practical and
experiments.

To report about loss of laboratory equipment and other materials to his superiors.

Lift Operator

To operate the lift properly

To behave well with all passengers of the lift

To properly manage as per the standards of the lift authorization.

To load and unload goods in and out of the lift while ensuring that the lift is not damaged.
To manage the lift in case of any emergency.

To perform routine repairs of the lift.

Peons and Sweepers

Some specific responsibilities of peons and sweepers are as follows:

To open class rooms, office rooms, windows, etc., in the morning

To switch on fans and lights.

To switch off fans and lights when not required.

To close class rooms, office rooms, windows etc., in the evening.

To dust office furniture, machines, files, table equipment, replace covers of machines.

To do the work of opening, pasting and sorting and arranging papers and circulars in
accordance with instructions of the Section Officer/Branch Head.
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e To do the work of affixing stamps, sticking and sealing envelopes or wrappers, packing
up of parcels.

e To carry messages, papers, registers, files, circulars, bags, portable size etc., from one
place to another inside office or outside as the case maybe.

e To serve drinking water to employees and to visitors, when required.

e To dispatch letters.

To sweep, clean rooms and furniture and electrical fittings.
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1. History of the Institution

Mahatma Education Society (MES) embarked upon its mission of 'Education for
All' withthe Chembur English School in the year 1970. MES is a proof of a vision
linked irrevocably to national goals. The vision, dedication, global outlook,
tenacious struggle and undaunted spirit of Dr. K. M. Vasudevan Pillai (Founder,
Chairman and CEO) and Dr. Daphne Pillai (Secretary), the Trust grew from a
single school into a multi- institution, multi-location group delivering quality
education at all levels.

Today MES owns and manages over 48 institutions spreading across six elegant
Campuses at Borivali, Chembur, Powai, New Panvel (W), Khanda Colony and
Rasayani. It manages educational Institutions' from pre-primary to post
graduation. It comprises International Schools, Degree Colleges, Night Degree
Colleges, ManagementlInstitutions, Engineering Colleges, Architecture Colleges,
Colleges of Education (including Physical Education) and Polytechnic
Institutions. Popularly known as the Pillai Group of Institutions, this education
major has its own teacher training institutes, which allow it to define its own
standards and to achieve 100% results. The group has more than30,000 students,
2,000 teachers and 1,500 members of support staff.

2. Programmes offered at PHCASC

1. Bachelor of Science (B.Sc.)

2. B.Sc.in Computer Science (B.Sc. C.S.)

3. B.Sc.in Information Technology (B.Sc. I.T)

4. Bachelor of Arts (B.A.)

5. Bachelor of Arts in Mass Media & Communication (B.A.M.M.C.)
6. Bachelor of Management Studies (B.M.S.)

7. Bachelor of Commerce (B.Com.)

8. Bachelor of Accounting and Finance (B.Com.(A &F))

9. Master of Commerce (M. Com)

10. Master of Information Technology (M. Sc. I.T.)

11. B.Sc. in Data Science (B.Sc. D.S.)
12. B.Sc. in Hospitality Studies (B.Sc. H.S.)
13. M.Sc. in Organic Chemistry (M.Sc. 0.C)

Pillai HOC College of Arts, Science & Commerce, Students Code of Conduct Prepared in 2012
Amended in 2021 Page 3



3. Student Council
The purpose of the Student Council is to give students an opportunity to develop
leadership skills by organizing activities and service projects. In addition to

planning events that contribute to spirit and community welfare, the Student
Council is the connecting bond between teachers and students.

It is a democratic and non-political institution; all students are given equal
opportunity to participate and to serve other students as effectively as possible.
Student Council plays an important role in establishing links with the community.

Structure of the Student's Council
The Student Council of PHCASC constitutes the following:
Chairperson

Vice Principal

Faculty Coordinator

President

Secretary

NSS Programme Officer

Sports and Physical Education officer
Lady Representative

Category Representative

Cultural Representative

Sports Representative

NSS Representative

All Department Representatives

Pillai HOC College of Arts, Science & Commerce, Students Code of Conduct Prepared in 2012
Amended in 2021 Page 4



4. Other Statutory Committees

Preamble

The 'Duties & Responsibilities of Various Committees and Procedures' mentioned
herein, shall remain in force till further notification. The contents mentioned herein,
either in full or in part, are liable to be altered by the College Management at any
time, through due notification.

Roles and Responsibilities of Committees

Various committees are formed in the College for the smooth and efficient
management of activities each year. Committees are duly constituted by the
Principal in consultation with the Heads of Departments or Programme
Coordinators.

Anti-Ragging Committee

The Anti Ragging Committeeis constituted as per the guidelines of the University of
Mumbai.

The Anti-Ragging squad of Institute is constituted as follows:

Chairperson

8 Faculty Members

2 Female Student Representatives
2 Male Student Representatives
Member Secretary

Objectives:

1. To educate students about anti-ragging laws and policies.

2. To sensitize the student community towards developing empathy for the new
comers.

Roles and Responsibilities:
1. To give wide publicity regarding anti-ragging laws and policies across the college.

2. To monitor activities during the start of the academic year. Solicit affidavits
fromparents/guardians and students.
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Grievances Redressal Committee

The Grievances Redressal Committee of Institute is constituted as follows:

1. Principal of the College or Head/Director of the Recognized Institution -

Chairperson

2. One Senior Faculty Member Nominated by the Principal of the College or
Head/Director of the Recognized Institution - Member

3. One Senior Faculty Member Nominated by the Principal of the College or
Head/Director of the Recognized Institution - Member Secretary

Objectives:

All grievances of students relating to College/Institution shall first be reported to College
Grievance Redressal Cell (CGRC) and effectively resolving grievances of students related to
higher educational institutions.

Responsibilities

1) To receive the applications of the students from the portal available on the website of College
/ Institute and process them further.

2) To attend all applications relating to the grievances of the students.

3) To entertain and consider the grievances of the students. It may hear the students in person
by giving opportunities of hearing.

4) To hear all the concerned parties and settle grievances as early as possible.

5) To counsel the students whenever necessary to resolve their grievances.

6) To give advice to the students through correspondence.

7) It shall make efforts to settle the disputes amicably.

8) To prepare and submit the recommendations relating to the redressal of grievances to the
concerned.
9) To consider and submit recommendations and suggestions in respect of reforms in the
working of various sections/units/departments/cells of the College/Institution relating to the
redressal of grievances of students.
10) To prepare Minutes and Action Taken Report of the meetings of CGRC and submit it to the
Director, Students’ Development, University of Mumbai.
11) To prepare Annual Report regarding working of the CGRC and submit it to the Director,
Students’ Development, University of Mumbai.
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Internal Complaints Committee (ICC)
The Internal Complaints Committee of Institute is constituted as follows:
Presiding Officer
02 Teaching staff
2 Non -Teaching staff
3 Students
Representative Member
Member -NGO
At least one half of the total numbers shall be women.
Objectives:

1. To create and maintain safe, healthy and supportive environment for women and
girl students in the campus.

2. To address issues faced by the women at work place and to organize awareness
generationprogrammes and to take preventive steps towards protection of women
staff/ female students from sexual harassment in the college.

3. To act as an anti-sexual harassment committee that is functioning as per the norms laid
downby University Grants Commission and the University of Mumbai.

5. Code of Conduct

PHCASC expects all students to follow the Code of Conduct stated below:

Rules and Regulations for Students:

1) Wearing I-Cards on Campus is compulsory.

2) Decency in dress code must be observed.

3) The formal dress code should be strictly adhered to on all days in the institute.

4) Wearing of Uniform/ Formal Dress Code is expected at all times while
representing the college.

5) Punctuality, discipline and adherence to deadlines in every respect are expected.
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6) In case, a student fails to attend 75% of lectures for a particular subject then he/ she
will be debarred from the Examination as per the University norms in the absence of
genuine reasonsor documents.

7) Any act of discrimination (physical or verbal conduct) based on an individual's gender,
caste,race, religion or religious beliefs, colour, region, language, disability, or sexual
orientation, marital or family status, physical or mental disability, gender identity, etc.

8) Students must refrain from intentionally damaging or destroying institute
property orproperty of other students and/or faculty members.

9) Students must refrain from any disruptive activity in a class room or in an event
sponsored by the Institute.

10) Students must produce the identity card, issued by the Institute on demand by
campus security guards or any staff member of PHCASC.

11) Students must refrain from participating in the following activities:
a) Organizing meetings and processions without permission from the Institute.

b) Accepting membership of religious or terrorist
groups banned by the Institute/Government of India.

c) Unauthorized possession, carrying or use of any weapon, explosives, or poatd
weapons, fireworks, contrary to law or policy.

d) Unauthorized possession or use of harmful chemicals and banned drugs in the
campus of the Institute.

e) Possessing, Consuming, distributing, selling of alcohol in the Institute and/or
throwing empty bottles on the campus of the Institute.

f) Rash driving on the Campus that may cause any inconvenience to others.

g) Theft or unauthorized access to others resources.

h) Misbehavior at the time of student body elections or during any activity of the
Institute

i) Engaging in disorderly, lewd, or indecent conduct, including, but not limited to,

creating unreasonable noise; pushing and shoving; inciting or participating in a riot or
group disruption atthe Institute.

12) Students are expected not to interact, on behalf of the Institute, with media
representatives or invite media persons on to the Campus without the permission
of theauthorities concerned.
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13) Students are not permitted to either audio or video record lectures in class
rooms or actions of other students, faculty, or staff without prior permission.

14) Students are not permitted to provide audio and video clippings of any activity on
the campus to media without prior permission.

15) Students are expected to use the social media carefully and responsibly.

16) Theft or abuse of the Institute computers and other electronic resources,
unauthorizedentry, use, tamper, etc., of institute property or facilities, private residences
of staff/professors,etc. offices, classrooms, computers networks, and other restricted
facilities and interference with the work of others, is punishable.

Breach of Code of Conduct

If there is a case against a student for a possible breach of the code of conduct, the committee may
meetthe student to ascertain the misconduct and suggest one or more of the following disciplinary
actions based on the nature of misconduct.

1. Warning- Indicating that the action of the said delinquent student was in violation of the
Code and shall result in severe disciplinary action.

2 Restrictions -Reprimanding and restricting access to various facilities on the Campus
for a specified period of time.

3. Expulsion - Expulsion of a student from the Institute permanently.

4, Monetary penalty may also include suspension or forfeiture of scholarship/fellowship
for a specific time period.

5. Suspension- A student may be suspended for a specified period of time which will
entail prohibition on participating in student related activities, classes, programmes etc.
Suspension may also follow by possible dismissal, along with the following additional
penalties.

a. Ineligibility to reapply for admission to the Institute for a period of three years.

b. Withholding the mark sheets or certificate for the courses studied or work carried out.

Classroom Discipline
1. The students are expected to be in the class 5 minutes before the scheduled time of the session.

2. Use of cell phones in the class rooms for speaking, texting, etc. is strictly prohibited.
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3. Use of laptops in the classrooms for anything other than the session in progress is not permitted.
4. Academic decorum such as discipline, silence, courtesy etc. must be observed in the class.

5. Students are not permitted to enter or leave the class during the session without the consent of
the fnlymember.

6. When the session is in progress eatables/ beverages are strictly prohibited in the class.
7. Students are expected to maintain cleanliness in the classroom and Institute premises.
Library Discipline

1. ID card is compulsory for the issue of books.

2. Reference books will not be issued.

3. Students can issue two books for seven days.

4. Students must check the books before they are issued. If books are damaged, it should be
brought to the notice of the Library Staff.

5. Late return fine in respect of books will be Rs. 5 per day.
6. Students are not allowed to bring any bags in the Library.
7. Eating is prohibited in the Library.

8. Students should not keep any valuables on the Library racks. Library staff or management will
not be responsible for any theft.

9. Students should not demand at the counter any materials such as pen, pencil, stapler, blank sheet
etc.

10. If the books/ magazines issued are lost, the student will have to replace the same title, or pay
the price of the same with 'late returned fine', if applicable.

Laboratory Discipline

1. Students are to report for the required laboratory sessions on time.

2. Students are required to wear laboratory uniforms as prescribed by the Institution.

3. All Laboratory equipment/appliances/chemicals need to be handled with care by the students.

4. Students must intimate the faculty member/ laboratory assistant of any breakages or
malfunctioning of equipment immediately as and when it is noticed.
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5. Any damage caused to equipment/appliances will be recovered by the Institution from the
concerned student/students.

6. Students should adhere to the instructions given by the faculty members during the
laboratory class.

7. All materials used in the laboratory are the property of the Institution and should not be
taken out of the laboratory except under the guidance of a faculty member in charge and with
the permission of the Head of the Department.

8. Students who remain absent in laboratory sessions, cannot claim to be permitted to re do
the experiments as a matter of right. The discretion/decision of the Head of the Department
will be final in this case.

Examination Discipline
1. Books/ Notes and all study materials should be kept away as instructed by supervisors.

2. No mobile phones will be allowed during examinations.

w

. Nothing should be written on body, scale, calculators, pencils, eraser, etc.

N

. Nothing should be written on the question paper.

ul

. Talking to other students while in the Examination Hall is not permitted.
6. Use of any unfair means during the examination is strictly prohibited.

7. Students should be present inside the exam hall 10 minutes prior to the
commencement of the examination.

Viva

1. Viva shall be considered as per the earlier notified schedule. Students have to present
themselves at the specified venue at least 10 minutes before the scheduled time of
commencement.

2. Before commencing the viva, the student's identity card and roll no. will be verified.
3. Mobile phones are not permitted while appearing for the viva.

4. Students are expected to behave politely and professionally during the viva which
includes observance of the stipulated dress code as well.

5. Once Viva is over, the students are expected to leave the venue quietly without holding
discussion with testudents awaiting their turn for the Viva.
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6. The Examiner/ s for Viva shall have ultimate responsibility and full authority for the smooth
conduct dthe Viva.

6. Placement Rules

1. Misconduct of any kind by the students in the company during the Summer Project/
Placement Tangwill lead to disqualification of the students from final placements
programme.

2. Once an intimation regarding placements is received from the interested organization, a detailed
information sheet with reference to company profile/ job description, CTC, etc., will be sent to the
student. The received information sheet will be mailed to the student PHCASC IDs and a copy will
be putup on the notice board. The students are expected to go through and understand the job
requirements before appearing for the placement procedures.

3. After accepting an offer, the student must ensure that he/ she joins the company on the
date required failing which the institute will not give the student any recommendation letter
and such dudtwill be black-listed from the placement cell.

4. Students selected from the Campus are bound to accept the first offer made by the company
failingto which the student will be excluded from further placement procedures.

5. It is the responsibility of the students to keep themselves informed about all placement
activities gigon in the Institute.

6. Once the interview schedule is fixed, it is mandatory for the students to attend the interview.

7. In case the candidate is unable to attend the interview, he/she needs to inform the
Institute/ Placement Coordinator (formal letter /e-mail) 48 hours prior to the schedule time
of the interview.

8. The students who don't attend the interview due to health grounds will have to submit a
certificate from the doctor citing the reasons for the absence.

9. If the candidate is unable to attend the interview without any form of communication to the
Institute/Placement Coordinator then the necessary assistance will not be provided by the institute
for the future assignments.

10. If a particular candidate is selected in a company through campus placement procedure, the
CV of that candidate will not be forwarded to any other company thereafter.

11. If the candidate has appeared for the interview and the outcome is not known then, the CV
can beforwarded to another company.

12. Participation in all quasi- academic activities is compulsory. Default may result in debarring
from placement activity.
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13. Follow all the rules regarding appearing for an Interview.

14. Present yourself in neat and pressed formal dress with tie and polished formal shoes. Nails
ought tobe trimmed.

15. Report at the placement centre 30 minutes before the interview starts.
16. Keep an updated copy of your resume with you.

17. Keep sufficient number (min 2 copies) of your documents/ certificates/ photographs ready
arrangedin order.

18. Unless specifically asked to report later, students waiting for their tum should wait patiently
at theplacement centre. You alone will be responsible if you miss your interview.

19. It is expected that the students have acquired all the relevant information about the
scheduledcompany, sector and competitors prior to appearing for the interview sessions.

Code of conduct for the students Prior to the Campus Placements and during Campus
Placements:

1. Prepare well for the campus placements and avoid being overconfident and complacent.
2. Give utmost importance to punctuality; reach the venue 30 minutes before the scheduled time.

3. Well-groomed and professionally dressed in formal wear during the entire process of the
campus placements.

4. Display your identity card throughout the placement process.

5. Visit the websites of the recruiting companies to be well-aware of the recruiting companies.
This willhelp you during HR interviews as there will be questions on this.

6. Remember that you are an ambassador of your Institute and you are expected to project a
positive image of your Institute.

7. Three sets of your CV to be prepared. It should look impressive and be properly formatted
andupdated.

Discipline during Pre-placement talk
The candidate must:
1. Switch off his/her mobile phone.

2. Sign on the attendance sheet that will be circulated on the day of campus placements at
our institute and also at other institutes during the pool campus.

3. Be serious and attentive during the pre-placement talk.

Pillai HOC College of Arts, Science & Commerce, Students Code of Conduct Prepared in 2012
Amended in 2021 Page 13



4, Maintain silence during the pre-placement talk and do not engage in side-talk
with fellow candidates.

5. Make a note of important points mentioned. There will be questions during the HR
interviewson what has been told during the pre-placement talk.

6. If the company speakers encourage you to ask questions at the end of the talk,
communicate ina responsible and intelligent manner.

7. Clarify doubts (if any) only at the end of pre-placement talk and do not interrupt the
speakers during the pre-placement talk.

8. Do not approach the company HR personnel directly. Always approach the college
placement officer for any reason before and after the campus placements.

During the Aptitude and Technical Tests

The candidate must:

1. Switch off his/her mobile phones.

2. Be seated in the classrooms quietly till the team comes to conduct the aptitude test or
technicaltest.

3. Strictly avoid malpractices (like copying, discussing) during the tests.

4. Do not get into any arguments for any reason with the supervisor/company

representativepresent in the classroom.

5. Carefully listen to and comply with all instructions given by the person conducting the
test.
6. Be present at the stipulated time of declaration of results of the aptitude test, group

discussion and the final selection.
Post Placement Activities:

1. Immediately after coming out of the interview room, write down the questions that
were askedon the perforated sheet of the student diary and submit the same in the placement
cell. This will help create a question bank for guiding your juniors.

2. Once selected by a company for a job, you will be ineligible for appearing for further
placement.
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Contribution expected from students:

1. Students will not only act as brand ambassadors of PHCASC but will also contribute
effectively to strengthen its brand image. Therefore, students, both the existing as well as
alumni, are expected to conduct, both, within and outside the campus, in a manner which will
set examples to others by demonstrating their worthiness and capability within the
community, and in the affairs of the country.

2. Students must understand that all tangible as well as intangible assets of the
Institute areprecious and need to be effectively used, preserved and maintained with
utmost care.

7. Life and Culture at PHCASC-
Overview - Sports andRecreation

At PHCASC, our major effort is spent to inculcate in children the right attitude towards learning,
abilities to excel in life along with focused efforts and hard work to excel in the academic
pursuits. Students are also expected to develop their overall personality by participating in
social and cultural activities. The objective is to foster leadership and nation building traits in
them.

Sports enthusiasts at PHCASC can look forward to intra-college events, to external

events and competitions. The institute is equipped with a number of indoor and

outdoor sports facilities.

Gymkhana Activities

The institute's gym is equipped with facilities like treadmills, cross-trainer, abdominal
machine, dumbbells and gravity expansion. Students can vent their energy in the gym to break
free from routine postures.

Industrial visit/Field Trips

Industrial visits are arranged to the relevant industries to expose the students to the real world
of application, arranged in the 6th semester by every Department/Programme. This provides
them with an opportunityto network, understand and appreciate the applications of theoretical
knowledge which they have gathered.

Community Service

The community service is introduced to inculcate compassion and empathy in the students for
the less privileged sections of our society, and to develop understanding for the hardships and
difficulties different sections of Indian society experience. Observing community service day is
an opportunity for the students to spend time with the children from the orphanages and
people from old age homes. The students serve them food, give clothes, study material, etc.
These gestures evoke feelings of generosity, goodwill, and an understanding of our shared
humanity in the students of PHCASC.

Pillai HOC College of Arts, Science & Commerce, Students Code of Conduct Prepared in 2012
Amended in 2021 Page 15



Uber Rang
Mahatma Education Society celebrates 'UberRang ', the Annual Talent Show of MES, as a part of
community service, every year at Dr. K. M. Vasudevan Pillai Campus, Panvel.

Euforia

Euforia is the three days' annual cultural extravaganza of PHCASC. Everybody looks
forward to it in anticipation as it offers a platform to students for unleashing their talent
and creativity.

Student Counseling

To help a student cope with stress, professional counselors are available at the Institute for
sessions and meetings with students. Such sessions and meetings are strictly private and
confidential. The faculty advisors also wield the role of personal counselor with whom students
can disclose their personal problems.

Training and Placement Cell at PHCASC

The Training & Placement Cell of PHCASC helps the student to explore placement opportunities
to have a kick- start in their career. The cell conducts training activities for the students
focusing on soft skills, career planning, personality development, Industry- Institute
Interaction (with expert from industry), campus placements, and entrepreneurship
development. Continuous interaction of the cell with the Alumni also plays a very important
role in achieving its goals.

The Placement Officer explains career prospects, preparation and career development
activities. Personality development programmes also have been arranged under the guidance
of Placement Cell.

Mentorship

A batch of 30 to 35 students are put under the charge of a faculty advisor who monitors the
academic progress of the batch and for any aberration in their progress in academic pursuits;
some needy students are given intensive counseling by the faculty of the department and from
external experts. Professional counseling is given by the college placement officer on a regular
basis and experts from the industry are invited to brief and guide the students.

The institution has a well-structured and mentoring programme which is called ‘Tri Variate
Mentoring’. Mentor-Mentee Mode (MMM), Mentoring through Peer Groups (MPG), and Vertical
Mentoring (VM) are the three levels of mentoring designed and followed for the holistic
development of the students.
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Library

PHCASC Library serves the information needs of the faculty members and the students of the
institution. The library is fully automated using Koha Library Management Software.

All the books are bar-coded in the library and laser scanners are used in the circulation
counter for book transactions. 6000 + electronic Journals are available including MOODLE
Libspace virtual library, etc., 13 print journals and magazines, 199000+ e-books, and 49 videos
and web courses are in the library to cater to the knowledge needs of the studentsand
teachers effectively.

Hostel

Well-furnished and supervised hostel facilities are available for boys and girls near the college.
Facilities such as Canteen, Daily Cleaning Service, 24 /7 Security Personnel and CCTV, Fast Wifi
Connection are also available to the students. Another facility is the caring student community
which exists in every Pillai Hostel.

College Cafeteria

College has a spacious canteen on the campus offering all range of healthy, tasty and
hygienic food at a resxdEprice.

Transport Facility

Bus facility is available for the students from Uran, Poynad/ Pezari, Pen and Alibag on all
working days. A Pass will be issued to the students to use PHCASC transport facilities after
paying the prescribed bus fee.

ADD ON /CERTIFICATE PROGRAMME POLICY (Amended in A.Y. 2021-22)

REGISTRATION

1. Students are expected to register and successfully complete at least one of the Add-on
/Certificate programmes offered during that academic year.

2. Approvalis required for the designed In- house Add-on /Certificate programme from the
Principal/Management.

3. Once the Principal/Management approves the proposal, the college conducts the add on
courses as per set timetable for minimum of 30 contact hours.

4. The college also offers add on courses/ certificate programmes in collaboration with
institutions national repute.
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AIMS AND OBJECTIVES

1. Certificate programs can become a significant tool in achieving our mission of education
for all. Many students need short Add-on/Certificate programmes for the enhancement of
employability skills, professional development, career advancement, re-tooling, or
personal interest. Certificate programs may serve as stepping-stones for students who
later move into employment/start-up or entrepreneurship.

2. Add on/ Certificate Programmes will be of career-oriented or interdisciplinary career-
oriented courses with the aim to offer aid to employability prospects, therefore the
regulator introduced what is known as the Add-on Programmes, which, as the name
suggests, allow students to supplement degree programmes with a shorter, practical and
industry-focused certificate and diploma programmes.

3. Every programme has to conduct add on/ certificate programme which is in compliance
with the suggestions given by the students in their academic feedback. The objective is to
enhance skill sets of the students by providing additional knowledge on their topic of
interest.

STRUCTURE

1. According to the framework suggested by the UGC, our college which is affiliated to
University of Mumbai conducts Non- Credit Add on/certificate programmes.

2. The Add-on/Certificate Programme syllabus comprise theory and practical sessions
(Project work/Hand-on-training/ Assignments). The students get an opportunity to
possess additional skills to those attained through their core field of study.

3. The College has the autonomy to choose which Add-on programmes to offer; however,
they must be done with approval from, and in consultation with the Principal/
Management.

4. The college is also responsible for framing the syllabus for the In-house Add-on
programmes. Colleges may also seek collaboration from industry/service organizations
and non-governmental organizations as well as individuals for the development of the
programmes, their design, course content, instruction, and implementation methodology.
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5. The syllabus should clearly indicate the distribution of time allotted for lectures, practical,

fieldwork, project work, and internship training, as per the requisite of the programme
offered.

6. Programme can be taught by college faculty, faculty collaborating institutions, guest
faculty from other institutions and allied organizations, in addition to experts in the field.

7. For online/offline/blended, the attendance records are maintained.
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