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Criterion- 6: Governance, Leadership and Management

6.2.2 The functioning of the institutional bodies is effective and efficient as visible from policies,

administrative setup, appointment and service rules, procedures, etc.

Administration:
The institute has structural administrative setup to implement various policies. The institutional bodies

(functional committees) are also functioning as a part of administration.

Principal
The principal shall be the Head of the Institution. He shall be the immediate superior to all the members
of the staff working in the Institution. He shall be assisted by Vice Principal and other non-teaching

staff in discharging his duties and responsibilities.

The Principal shall be in communication, wherever necessary, with the Heads of the Departments and

parents / guardians of the students.

There shall be a Principal’s office consisting of a Administrative officer, other admin and non-teaching
staff. The office shall maintain the admission registers, scholarship accounts, casual leave,
compensatory leave, etc., of the teaching, admin, technical and non-teaching staff of the Institution and

such other records necessary for effective administration.

Vice Principal will be looking after the implementation of academic and administrative issues as per

the directions of Principal.

Head of the Department

The Head of the Department is appointed by the Principal of the Institution. Generally, the senior most
from among the faculty of the department concerned shall be nominated on rotation basis as the Head
of the Department for a specific period. Principal will consider appointing a Professor to be the Head

of every Department.
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Institutional bodies

The following institutional bodies (functional committees) have been functioning through institutes’
policies.

Academic Committee,

R&D Committee,

IQAC Committee,

Training and Placement committee,

Anti Ragging Committee,

Grievances committee,

Internal Complaints Committee,

SC/ST Cell Committee,

OBC Cell Committee,

Minority Cell Committee,

Administrative Committee,

Academic Review Committee,

Food and Canteen Committee,

Examinations Committee,,

Discipline Committee,

Knowledge Information and Media Committee,
Admissions Committee,

Literary and Cultural Committee,

National Social Services Committee,

Sports Committee,

Transport Committee

Career Gudance Committee.
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SERVICE RULES

Human Resource Planning

The Principal shall assess the staff requirement for the immediate semester or academic year, in the
month of April every year or during the academic year end breaks, He/ She will obtain the staff
requirement lists from all the Heads of Department and arrive at the number of faculty members and
administrative staff required with the stipulated guidelines in mind. The faculty member and staff
members shall be selected the interview committee headed by Principal. A Professor shall be appointed

as Head of every Department.

The teacher student ratio shall be 1:20

Pay Scales

Teaching Staff:

DIET is implementing AICTE envisaged scales of pay with little departures basing on the market
demand and supply conditions of qualified candidates with efficacy, that too with an intention of
improving staff retention ratio. For that purpose; at the time of fixing incumbent’s scale of pay, the
earlier service either in academic, research and industry experience of the incumbent, if any, are being
taken into consideration. Consequently, basing on the academic credentials, performance in the
interview, earlier service, and earlier salary drawn. The Governing Body of the Institute will fix the

Scale, Basic Pay, Academic Grade Pay (AGP), DA payable to the newly selected employees.

PROMOTION POLICY

All promotions shall be considered on the basis of merit- cum — seniority basis.

The Principal shall appoint a committee for promotion, in which he shall be the Chairman, with two

Professors and invited experts from other academic Institutions.

The Committee shall consider promotion of teaching staff to the next higher position on the basis of
the guidelines given in this chapter and as per AICTE norms, subject to the condition that there has not
been any disciplinary action taken against such candidate for promotion, for any misconduct he/she

has committed during the service.
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Under normal circumstances the senior most member of the staff shall be considered for promotion to
the next higher level position, subject however, he/she had completed the years of service in the present

position as prescribed by AICTE and concerned University.

Those who are promoted shall be fitted in the Scale of Pay applicable to that category.

All decisions on promotions shall be taken up from the month of June every year or as decided by the

Governing Body.

RETIREMENT
Retirement from Service
All teaching and non teaching staff shall retire on completing the age of superannuation, which are 60

for teaching and 58for non-teaching.

When a faculty member completes the age of superannuation on a day falling during the academic

year, shall be retired on the 1st of May of the succeeding year.

The College will communicate in writing before 6 months of retirement, as a measure of assistance to
the retiring employee.If the retiring employee has accumulation of annual leave to his/her credit, the
same can be availed in the period preceding his/her retirement by making application to the Principal

and appropriate sanction by him.

The age of super-annuation as mentioned above shall not be applicable to the Professors of Emeritus

and Special Category appointments.

Grievance Redressal Committee

The Institute has a Students' Grievance Redressal Committee. The functions of the Committee are to
look into the complaints lodged by any student and judge its merit. The Grievance Redressal
Committee is also empowered to look into matters of harassment. Anyone with a genuine grievance
may approach the Grievance Redressal Committee members in person. In case the person is unwilling
to appear in self, grievances may be sent in writing and keep in grievance box. Grievances may also

be sent through e-mail to the Coordinator of Grievance Redressal Committee.
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Objective:-

The objective of the Grievance Redressal Committee is to develop a responsive and accountable
attitude among all the stakeholders in order to maintain a harmonious educational atmosphere in the
institute. A Grievance Redressal Committee has been constituted for the redressal of the problems

reported by the Students of the Institute with the following objectives:

e Upholding the dignity of the Institute by ensuring strife free atmosphere in the Institute through
promoting cordial Student-Student relationship and Student teacher relationship etc.

e Encouraging the Students to express their grievances / problems freely and frankly, without
any fear of being victimized.

e Suggestion / complaint Box have been installed in front of the Administrative Block in which
the Students, who want to remain anonymous, put in writing their grievances and their
suggestions for improving the Academics / Administration in the Institute.

e Advising Students of the Institute to respect the right and dignity of one another and show
utmost restraint and patience whenever any occasion of rift arises.

e Advising All the Students to refrain from inciting Students against other Students, teachers and
Institute administration

e Advising all staffs to be affectionate to the Students and not behave in a vindictive manner
towards any of them for any reason.

e Ragging in any form is strictly prohibited in and outside the institution. Any violation of
ragging and disciplinary rules should be urgently brought to the notice of the Principal.

Scope:-
The Committee deals with Grievances received in writing from the students about any of the following
matters:-
Discipline Matters: Misconduct by other students and faculty members
Academic Matters: Related to timely issue of duplicate Mark-sheets, Transfer Certificates, Conduct
Certificates or other examination related matters.
Financial Matters: Related to dues and payments for various items from library, hostels etc, Other
Matters: Related to certain short falls in sanitation, preparation of food, availability of transport etc,.

Functions:-
The cases are attended promptly on receipt of written grievances from the students. The Committee

formally meets to review all cases, prepares a statistical reports about the number of cases received,
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attended to and the number of pending cases, if any, which require direction and guidance from the

higher authorities.

Procedure:-

The setting of the Grievance Redressal Committee for students will be widely published and be kept
in Institute’s website. The students may feel free to put up a grievance in the format attached and
drop it in boxes placed at conspicuous locations. The GRC will act upon those cases which have been
forwarded along with the necessary documents. The GRC will take up only those matters which have

not been solved by the different departments.

In the case, the complainant not satisfied with the decision of the Committee, they may send their
appeals to the “OMBUDSMAN” appointed by the Affiliating University. The OMBUDSMAN will
fix a date for hearing the Complainant which shall be communicated to the Institute and the aggrieved
person. The Institution shall comply with the order of the ombudsman. Any order of the
OMBUDSMAN not complied with by the Institution, will be reported to AICTE for appropriate
action. In case of any false/frivolous Complaint, the ombudsman may order appropriate action against

Complaint.

Anti Ragging Committee
Objectives and responsibilities of the Anti-Ragging Committee
e inculcating Culture of Ragging Free Environment in the Campus.
e engage in the works of checking places like Buses, Canteens, Classrooms and other places of
student congregation.
e involved in designing strategies and action plan for curbing the Menace of Ragging in the
college by adopting array of activities.
e conduct awareness programmes from time-to-time in the campus.
e To educate the students at large by adopting various means about the menace of Ragging and
related Punishments there to. A gamut of positive reinforcement activities are adopted by Anti-

Ragging Committee for orienting students and molding their personality for a better cause.

Internal Compliant Committee
ICC with an inbuilt mechanism for gender sensitization, prevention and prohibition of sexual

harassment of women employees and students
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Responsibilities of the Internal Compliant Committee

o Publicly notify the provisions against sexual harassment and ensure their wide dissemination
o Include in its website, prospectus ans display prominently at conspicuous places or Notice
Boards the penalty and consequences of sexual harassment and make of sections of the Institutional
community aware of the information on the mechanism put in place for reddressal of complaints
pertaining to sexual harassment, contact details of members of Internal Complaint Committee |,
complaints procedure and so on

o Organize Training Programmes or as the case may be, workshops for the officers, functionaries,
faculty and students to sensitize them and ensure knowledge and awareness of rights, entitlements
and responsibilities enshrined in the act and under these regulations

o Organise regular orientation Programmes for the members of the ICC to deal with complaints,
steer the process of settlement or conciliation etc., with sensitivity

o Act decisively against all gender based violence perpetrated against employees and students of
all sexes recognizing that primarily women employees and students and some male students are
vulnerable to many forms of sexual harassment and humiliation and exploitation.

. Constitute a Committee to resolve the issues case to case and recorded

Internal Quality Assurance Cell Committee
Functions of IQAC

1. Development and application of quality benchmark.

2. Parameters for various academic and administrative activities of the institution.

3. Facilitating the creation of a learner centric environment conducive to quality education and
faculty maturation to adopt the required knowledge and technology for participatory teaching
and learning process.

4. Arrangement for feedback response from students and other stakeholders on quality related
institutional processes.

5. Dissemination of information on various quality parameters of higher education.

6. Organization of inter and intra institutional workshops, seminars on quality related themes and
promotion of quality circles.

7. Documentation of various programmes/ activities leading to quality improvement.

8. Acting as a nodal agency of the institution for coordinating quality related activities including
adoption and dissemination of best practices.

9. Development and maintenance of institutional database through MIS for the purpose of

maintaining/ enhancing the institutional quality.
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10. Periodical conduct of Academic and Administrative Audit (AAA) and its follow up

11. Development of quality culture in the institution.

12. Preparation of the Annual Quality Assurance Report (AQAR) as per guidelines and parameters
of NAAC to be submitted to NAAC.

Data Collection:
The 1QAC establishes procedures to collect data and information on various aspects of
institutional functioning. Timely submission of AQAR after completion of the Academic Year

is the important duty of IQAC committee.

The data for the following Criterions will be collected by IQAC.
)] Curricular aspects
i) Teaching, Learning and Evaluation
iii) Research, Consultancy and Extension
iv) Infrastructure and Learning Resources
V) Student support and progression
Vi) Governance, Leadership and Management
vii)  Innovations and Best Practices

Research and Development Cell
Objectives and functions
e To develop research skills among the faculty and students
e to promote and to encourage the aspiring students and faculty members to carry out research in
the field of science, engineering and technology by providing necessary facilities and
infrastructures required for them
e To create zeal among the students towards research and innovation
e To work closely with the industrial needs that eventually will result in new or improved
products, processes, systems or services that can increase the company's productivity

e Innovation-friendly society aimed at long-term development
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e To have Periodical interactive session with entrepreneurs/industrialists

e To enhance skill development training and self employment opportunities

e To serve government by taking up sponsored projects

e To conduct research work and survey for identifying entrepreneurial opportunities for our
students and to organize talent show, in-house exhibition, business stall, etc

e To ensure smooth functioning and effective Management of R&D at the institution.

e To provide a focal point in the institution to co-ordinate R&D activities between various
departments, faculty members and research students of the respective institution.

e To identify potential projects/sources of funds

e To establish collaboration with other universities, research centers, and industries on research
and development projects.

e To liaise with public and private sectors and identify R&D projects including consultancy
services which could be undertaken at their institution on payment basis.

e Implementation, follow-up, progress and monitoring of on-going projects.

e To assist in matters related to collaborative research with other agencies.

SC & ST Committee
Objectives:

Obijectives of the SC & ST Committee are as follows

1.Circulate GOI and Commission’s decisions and to collect regularly, on an annual basis, information
regarding course-wise admissions to candidates belonging to the Scheduled Castes and Scheduled
Tribes in the College.

2.Analyze information on admissions, education, training and employment of SCs and STs; prepare
reports for transmission to the Ministry of Human Resource Development/University Grants
Commission and such other authorities as may be required.

3.Function as a Grievances Redressal Cell for the grievances of SC/ST students and employees and
render them necessary help in solving their academic as well as administrative problems.

4. To promote higher education among these two communities suffering economic, social and

educational deprivations
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Minority Cell Committee

Minority cell of the Institute was established with the purpose of empowering the minority
communities in the institute.

Institute has been very much keen to provide services to the educational and cultural needs of the
Minority community along with other caste, creed and Nationality. The Minority Cell basically helps

minority students including Christian, Muslim etc. for their academic development.

Objectives
1. To enhance equal opportunities for education of minorities.
2. To facilitate financial support to students from minority communities from governmental
agencies and other sources. To encourage to enroll for career orientation programs like
WWS, ASAP, etc. which would empower and equip them with the necessary skills to
choose a career option.

Roles And Responsibilities
e To function as a Grievances Redressal Cell for the grievances of minority students to render
them necessary help in solving academic as well as administrative problems.
« To arrange special opportunities to enhance the carrier growth of these students.
e To conduct the programme for disseminating the scholarship schemes provided by

governmental agencies and other sources.

OTHER BACKWARD CASTES (OBC) CELL

Establishment of cell

The OBC Cell in the institute was established in 2016 with the purpose to empower the OBC students.
The college takes special interest in facilitating financial support to students from these communities
from government agencies and other sources. The cell is always engaged to solve the various problems

of OBC students. The tenure of the committee is two years.

Objectives:

OBC Cell has been created in the institute to resolve issues related to the OBC Students. Following are
the important Objectives of OBC Cell:

* To aware the OBC students regarding various scholarships program of State & Central Government
* To council and guide OBC students about various issues and help them to manage academic activities.

* To resolve problems related to OBC students
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Activities
e To circulate State Government and UGC’s decisions about different scholarship programs.
* To communicate with the students and motivate them for better future planning.
* To deal with representations received from Other Backward Classes (OBC) Candidates regarding

their admission, scholarships and other similar matters in the institute.

Training and Placement Cell Committee

Vision

Equipping the students with relevant and conceptualized professional skills and guiding them towards
a bright future and career all around the world with the values of — ‘Sincerity’, ‘Hard Work’ and
‘Ethics’.

Objective
Training and Placement Cell is to guide students to choose right career and to give knowledge, skill,

and aptitude and meet the manpower requirements of the Industry.

Motive

e To assist students to develop/clarify their academic and career interests, and their short and
long-term goals through individual counseling and group sessions

e Maintaining and regularly updating the database of students. Maintaining database of
companies and establishing strategic links for campus recruitments.

e Gathering information about job fairs and all relevant recruitment advertisements.

e Coordinating with companies to learn about their requirements and recruitment procedures

e ldentifying the needs and expectations of the companies to assist them in recruiting most
suitable candidates.

e Organizing pre-placement training/workshops/seminars for students.

e Arranging periodic meetings with Human Resources Department of companies and TPO's to
promote recruitments.

e To assist students for industrial training at the end of the fourth and sixth semester.

e To provide resources and activities to facilitate the career planning process.

e To act as a link between students, alumni, and the employment community.

e To assist students in obtaining placement in reputed companies.
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Career Guidance:

e Highlighting articles on departmental notice boards regarding Competitive & Industrial Career
Opportunities.

e Inform students about the available job opportunities in government sectors and off campus
drives.

e Arranging Motivational Talks.

e Conducting Psychometric Test.

e Conducting Expectation Management Workshops.

e Conducting Personality Development Programs

e Conducting Skill Imbibing Programs

Training & Development:

e Keeping in view the industry requirements, the training curriculum is designed for preparing
the students for entry-level Graduate Engineer Trainees.

e Personality Development

e Communication Skills & Vocabulary

e Resume Preparation & Email Writing

e Group Discussion

e Interview Skills

e Aptitude Training & Practice Tests

Placement:

The industry is always on the lookout for students who are vibrant, energetic individuals and ready to
accept challenges, attentive, a good academic background, fast learners, open to learning even at work
and more importantly, good communication skills. This activity focuses on the personality
development to make the students reliable, with a positive attitude and right decision making. Guiding
for preparation, arranging mock Interviews, Conducting weekly Aptitude tests, Communicating with

Alumni for available openings. communicating with industry for campus interviews.
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Academic Committee
Objectives and functions of Academic Committee
e To make the plan of actions for the development of academic career of the faculty and students.
e Update the infrastructure facilities as per new regulations
e Implementation of quality initiatives
e Implementation of innovative research activities
e Strategies for curricular, co-curricular and extra curricular activities
e To develop best practices for improvise the students towards outcome based education

e Implementation of extension activities

Literary and Cultural Committee

Vision:— Our Vision is to encourage students in Cultural events/ activities / competitions and to

develop more and more talent among students in Cultural activities.

Mission:- Our Mission is to enhance the talents of the students, so they can show and participate in

maximum number in different cultural events/activities/competitions.

Objectives

To promote and arrange extracurricular activities to bring out the talents of the students in performing
arts/Literary arts/Fine arts.

To create a more inclusive and equitable environment that promotes and supports diversity in its
broadest sense — including with respect to race and ethnicity, gender and gender identity, sexual
orientation, socioeconomic status, language, culture, national origins, religious commitments, age,

disability status and political perspective.

Strategies: Mechanism & Procedures
Intentionally foster and sustain a welcoming campus environment based on the principles of equity
and inclusion to create an environment that is respectful of differences and promotes the safety and

security of all people.

Prepare students to lead and manage in a diverse and changing society by incorporating diversity and

inclusion in significant ways in teaching, learning, and research.
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Functions (Role & Responsibilities)

The Cultural Committee shall be responsible for all intra and inter collegiate cultural events in the
College.

To plan and schedule cultural events for the academic year. (Tentative dates to be included in the
academic calendar of the institute.)

The Convener of the committee shall conduct a meeting of the committee to discuss and delegate
task Procedure to organize cultural events.

To prepare the Annual Budget for various cultural events.

To obtain formal permission from the College authorities to arrange programs.

To decide the date, time and agenda of the programs.

To inform members of staff and students about the events.To arrange the venue and logistics
(audio/video system, dais, podium etc)

To invite the Chief Guest and other dignitaries.

To arrange mementos for guests and gifts/certificates for the participants.

NSS Committee
Aim of NSS:
Development of the personality of students through Community Service.

Objectives of NSS:

e To work with / among people.

o To engage in creative and constructive social action.

« To enhance his/her knowledge of himself / herself and the community.

e To put his/her scholarship to practical use in mitigating at least some of the problems.

e To gain skill in the exercise of democratic leadership.

e To gain skills in programme development to enable him/her for self-employment.
To bridge the gulf between the educated and the wuneducated masses.

To promote the will to serve the weaker section of the community.
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Administration Committee

Objectives

1. To promote the interests of students among the college administration, staff and parents.

2. To inform students about any subject that concerns them.

3. To consult students on any issue of importance.

4. To organize financial campaigns for Institute life and charitable activities.

5. To organize educational and recreational activities for students.

6. To participate in developing the Institute’s educational projects and to promote it to students.

7. To organize an activity to recognize the efforts of students involved in organizing Institute activities.
8. To propose activities to the school administration that would improve the quality of life in the
Institute.

9. To maintain good relations, out of mutual respect, with the Institute staff and students and their

parents
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MISSION

To impart high quality technical and professional
education to uplift the living standards of the youth by
focusing on employability, higher education and
research

To bridge the gap between industry and academia by
introducing add on courses based on industrial
and academic needs

To develop responsible citizens through disciplined
career and acceptance of ethical values

To be a student centric institute imbibing experiential,
innovative and lifelong learning sKkills
addressing societal problems
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QUALITY POLICY

Dadi Institute of Engineering and Technology is committed to provide quality education
in the field of Engineering and Management with a commitment to constantly work for
the continual improvement of students in terms of technical enhancement, personality
development and career advancement with a special focus on innovation and research and

to meet the global needs by exhibiting ethical and moral values.
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GOALS

1. Short term goals

1) To achieve academic excellence by securing 100% Pass in the University
Examination.

2) Enable scholastically vibrant environment for learning, teaching, research and
development for students and staff for their personal and professional growth.

3) Prepare students to excel in communication, inter-personal and entrepreneur
skills.

4) Motivate students to foster and develop qualities of leadership, inter-personnel
and problem solving skills to face the professional and personal challenges in
life.

Inculcate the qualities of integrity, honesty, loyalty and patriotism among
students.

Stimulate a desire among students and faculties to make full use of
infrastructural facilities and expertise within themselves to serve the society
and the nation.

Foster a harmonious, cordial and tripartite relationship among the management,
faculty and students for their respective growth and for the establishment of a
congenial academic environment in the college.

8) Achieve 100% Placements for Students.

9) Quality assertiveness through National statutory bodies of Accreditation.

. Long term goals
1) Connectivity with the Academic Institutions of National and International
importance.
2) Toevolve as an Autonomous Institution.
3) To evolve into a Center for Excellence in Engineering and Technology by
undertaking nationally and inter-nationally acknowledged research and
development works.
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1 ACADEMIC ADMINISTRATION

Principal

The principal shall be the Head of the Institution. He shall be the immediate superior to all the
members of the staff working in the Institution. He shall be assisted by Vice Principal and
other non-teaching staff in discharging his duties and responsibilities.

The Principal shall be in communication, wherever necessary, with the Heads of the Departments
and parents / guardians of the students.

There shall be a Principal“s office consisting of a Administrative officer, other admin andnon-
teaching staff. The office shall maintain the admission registers, scholarship accounts,
casual leave, compensatory leave, etc., of the teaching, admin, technical and non-teaching
staff of the Institution and such other records necessary for effective administration.

The powers and functions of the Principal shall be as prescribed by the Governing Body.

Academic Awards for students

Add —On Programs

Approvals to faculty to attend workshops/Conferences, etc
Campus Recruitment Training

Cll, MSME

Consultancy, Projects, etc

Coordination in organizing Guest Lectures, Work-shops, Seminars, etc.
EDC

E-Learning material — Utilization Record

Faculty Attendance Registers

Faculty Incentives

Incubation Centre

Induction and Orientation of Faculty

Internal Quality Assurance Cell

Memorandum of Understandings (MoUs)
Placement Cell

Policy Development

Professional Body Activities — Students and Faculty
Projects Implementation-Record

QIP Proposals to AICTE

Result Analysis

Social Entrepreneurship

Staff Recruitments (Faculty)
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Student Feedbacks

Student Projects/Internships

Time Table Committee & Work-load Distribution
To oversee strategic planning for the Institute
University Ratifications

Women Empowerment Cell

Any other as entrusted by the Management

Dean Administration/Administrative Officer

AFRC & TYASK force related activities
Campus Networking

Canteen

Civil Constructions and Maintenance
Electrical & General Maintenance
Establishment

Fabrications, Furniture & Furnishings
Hostel Committees — Boys and Girls
House Keeping

Innovation Sand Box

Landscaping

Library Committee

Magazine Committee

Non-Teaching Staff-Leaves
Publications and Presentations

Purchase Committee
Sanitary/Plumbing/Water Works
Security

Staff recruitments (NT Staff)

T-L-E process including subject, course files
Transport Committee

Any other as entrusted by the Management .

Head of the Department

There shall be such departments of study as may be constituted from time to time each under a
head nominated by the Correspondent on the recommendations of the Principal of the
Institution concerned. Generally, the senior most from among the faculty of the department
concerned shall be nominated on rotation basis as the Head of the Departmentfor a specific
period.

In case where there are no Professors or Associate Professors in any Department, an Assistant
Professor may be appointed as Head of the Department, on rotation basis.

13|Page




Dadi Institute of Engineering & Technology Qi@!

The term of appointment of the head of the Department shall normally be 3 years and he/she shall
be eligible for reappointment for one more term.

The Correspondent may however relieve any head of the Department of his / her duties, even
before the expiry of the term, after giving an opportunity to explain.

The correspondence of the Heads of the Departments with the Correspondent shall be made
through proper channel i.e. through the Director / Principal of the Institution concerned.

The Heads of the Departments shall not ordinarily enter into direct correspondence with outside
bodies on matters relating to their departments except through the Director / Principal.

The Head of the department shall hold a valid membership in any of the relevant professional
bodies.

All correspondence from the members of a Department relating to the working of a Department
or to the members of a Department in their official capacity should be addressed to the
Head of the Department, who in turn shall forward wherever necessary, such papers to the
Director / Principal and further to Correspondent.

Powers and Functions of Heads

The Head of the Department is the academic and administrative Head of his respective
department. He has control over the teaching faculty, technical staff, supporting staff and
students in the individual department, subject to the general supervision and control of the
Director / Principal of the Institution. The powers and functions of the Head of the
Department shall be as follows:

To organize the teaching and research in the courses in the Department.

To preside over all the meetings of the Departmental Committee.

To allot teaching work, i.e. subjects, classes, time-tables etc., in consultation
with the Departmental Committee.

To allot class-room accommodation and to make all other necessary
arrangements.

To supervise teaching, and non-teaching employees of the Department, ensuring
that all the members of the staff are discharging their duties properly and
efficiently.

To maintain overall discipline among the staff and the students in the Department.
To recommend and forward casual leave to teaching, technical and non-teaching
employees of the Department.
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To forward applications for sanction of all other kinds of leave of the members
of the teaching and non-teaching staff of the department and to recommend
suitable acting arrangements if necessary, to the Director/Principal, for issue of
suitable orders.

To forward representations and applications of the teaching, technical and non-
teaching staff of the Department, if necessary, to the Director/Principal.

To recommend to the Principal, all projects and schemes.

To recommend to the Principal the names of the candidates for the awards /
rewards of faculty in consultation with the Departmental Committee through the
Dean.

To ensure that the academic progress of the students of the Department is
maintained.

To take steps for overall academic development subject to the rules and
regulations of the University.

To hold departmental conferences and seminars concerned with the Department
with the prior permission of the Director / Principal.

To place indents for purchase of books for the Departmental Library on the
recommendations of the departmental Committee.

To maintain the stock registers of all furniture, equipment, apparatus, books and
periodicals and arrange for their annual checking.

To ensure that the records of attendance of the students, teaching and non-
teaching staff, are maintained as per the rules.

HoDs have to ensure that the classes are organized as per the prescribed
timetable and institute timings.

To recommend to the Correspondent through the Director / Principal for the
purchase of the required equipment and other items.

To perform such other functions as may be entrusted to him/her by the
Director/Principal.

To give guidance to the teaching staff and plan for the distribution ofteaching
workload keeping in view the course syllabus for the academic year.

To monitor the syllabus coverage from time to time and organize the mid-
term online and end-semester examinations as per the schedule given by the
concerned University.

To assist the Principal in discharge of the obligation towards the institute in the
form of conduct of exams, and submitting of internal marks, staff particulars,
attendance statements etc.

To call meetings of the teaching faculty and discuss over issues in a friendly
manner and record the consensus of the meeting in the form of resolutions in
the ,,Staff Minutes Book'. They have to further ensure the timely
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implementation of the resolutions in consultation with the Principal and other
authorities concerned.

Whenever the HoDs are absent, the routine work of the Department shall be
carried on by In-charge HoD, the next senior in the teaching faculty in the
respective departments.

The HoDs shall come to the college at least 15 minutes before the college
timing and be available to the Director/Principal, teaching Faculty, and
students during the college working hours.

To ensure that the academic registers of the concerned faculty are updated
by verifying the same in frequent intervals of time.

HoDs have to make an assessment of student performance regularly with the
help of the faculty concerned and appraise the same to the Director/ Principal
and parents.

HoDs have to perform such other functions and duties as may be entrusted to
him by the Director/Principal from time to time.

In addition to the above powers and functions, the Head of the Department shall sendthe
progress reports of the research work done by each faculty in the Departments to the
Director/Principal from time to time.
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2 SERVICE RULES

Human Resource Planning

The Principal shall assess in the month of April every year or during the academic year
end breaks, the staff requirement for the immediate semester or academic year.

He/ She will obtain the staff requirement lists from all the Heads of Department and
arrive at the number of faculty members and administrative staff required with the
stipulated guidelines in mind.

He will consider appointing a Professor to be the Head of every discipline, besides
the number of Associate and Assistant Professors required in accordance with the
teacher student ratio prescribed herein.

The teacher student ratio shall be 1:20 and for this purpose the Professor shall also be
included in counting the number of teachers.

The minimum contact hours during the week for each category shall be maintained as
follows:

Principal 2 hrs per week
Professors 12 hrs per week
Associate Professors 24 hrs per week
Assistant Professors 24 hrs per week

He/ She will appoint a selection committee for recruitment in each discipline,
composed of the HOD, one senior staff member, one subject expert or the
Department®s Advisors/Experts.

Recruitment

The selection committee shall prepare a job description and job specification for the
candidate to be recruited.

Every job description needs to include the following elements:
e JobTitle
o Work isto be performed at DIET campus
e Reporting responsibilities to Head of Department (HOD), Principal, and
Human Resources Head
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Number of hours of work required per week and which days or time frames
that work is required for (Academic and Administrative)

Required years of experience (For posts higher than Assistant Professor)
Required education, degree, certificate, registration or special training in case
of Laboratory work

Other Essential functions (If any as determined by DIET Administrative
Office)

Specific job duties and detailed work activities (i.e., NBA,NAAC, Research
and Consultancy)

Starting Salary (Basic Pay fitment)

Benefits available (Free Bus Facility. Subsidized Canteen, 100% support for
research, incentives for publication and material support for international
travel for symposiums/conferences/meetings)

The DIET recruitment committee shall augment candidature in a ratio of 1:3 for every
position to be filled, from any or all of the following sources:

Advertisement in the Newspapers (Either in vernacular local Dailies or National
Newspapers as the position deems fit)

Specific and earmarked files maintained for storing the unsolicited applications
Campus recruitment (for the case of Research Assistants, personnel IIPC and EDC
cell)

The committee deems it fit, may also conduct Walk in Interviews for augmenting the
required candidates.

The committee shall short list the candidates in the following processes:
2.2.4.1. Personal Interviews
The Art & Science of Interviewing

In order to make good hiring selections DIET must take time, gather as
much information as possible and try to optimize efforts.

DIET recruitment members should not hire a person to fill a job. Hire the
best possible person to successfully become a part of your respective
department AND fill the position needed.

DIET seeks to affirm that, it is nearly impossible to teach desire,
compassion, work ethic, integrity or communication and so DIET
recruitment team needs to make certain that interview questions are in-
depth and revealing enough to evoke true information — not just responses
that the interviewee believes an interviewer may want to hear.
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DIET"s quality philosophy encapsulates that, the best indicator of future
success is past behaviour and resulting actions. Interviewers need to try
and avoid asking hypothetical questions. These “what if”” questions open
the door for conjecture and often lead the interviewee to answer in a
manner they anticipate meet your favour.

Prospective Teacher’s Relationships with Students

Give an example of how you have dealt with a student who complains about
assignments/projects.

Detail about times when you helped students experience success and how
the interviewee individualizes instruction for students?

What procedures do you use to evaluate student progress besides using
tests?

How have you challenged the slow learner and the advanced learner within
the same class?

Describe step-by-step how you set behavioural standards at the beginning of
the year?

How have you gotten students to do what you want them to do? Describe
your system of classroom management.

Who should be responsible for the discipline in the Institution?

Give a specific example of a student disrupting your classroom; what steps
did you take to solve this problem? Did this resolve it? What further steps
did you take?

What is your attitude towards individual vs. total class punishment?
Compare negative and positive reinforcement and describe effects ofeach.
Tell me about your classroom's physical appearance what
modifications do you suggest.

Can you please share with the panel any errors/mistakes you couldhave
made with students?

Possible Questions on Teacher Relationships with Colleagues

Describe how you communicate with the parents of DIET students.
Describe one or more specific faculty you“ve preferred to work with. Why?
What in-Institution activities outside of the classroom have you enjoyed?
What quality or qualities do you have that would enhance teaching staff in
general?

Tell me about a co-worker youve had difficulty in dealing with. What
happened? How did you resolve the situation?
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What has your administrator done to help you? Give us an example of when
you didn“t receive the support you expected. How did you deal with that?

Teacher Relationships with Parents

How have you communicated with parents in past situations? Describe
how you have used this/these technique(s).

What have been your guiding reasons to contact parents?

Outline your discussion to parents?

What community activities have you been associated with? Which of
these was your favorite association and why?

Tell us some ways you have involved parents in your classroom.

How have you integrated technology into the curriculum you teach?
Describe any innovative projects you have been involved in developing
and their outcomes.

Give an example of how you have used cooperative learning in your
classroom.

What four words (any) do students use to describe your teaching
strategies?

What are your five primary rules for your classroom?

Describe your teaching style and give specific examples of how you
accommaodate the different learning styles of the students in your classes.
What do you consider to be your strengths and how have you used them in
your teaching?

How do you teach the aspect of “reading”?

What is your favorite subject to teach and why?

Give an example of how you help those who are performing below
passing level.

How do you help those who are above level?

Describe a typical lesson in your classroom. What would a Principal see
you and your students doing?

Give an example of how you differentiate instruction to meet various
learning styles.

How do you feel about inclusion?

Teach us how to write on the board — “Activity”

How do you determine each individual student's potential?

Do you like to teach with an overall plan in mind for the year, or would
you rather teach interesting things and let the process determine the
results? Explain your position.

Is it ever okay to force a student to learn something? Give me an example.
Tell us how you use standards in your curriculum.
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What recent professional readings have you done?

What does individualized teaching mean to you? Give an example of how
you“‘ve implemented it.

Explain how you can tell students are learning. Evaluation techniques?
How have you individualized the learning process in your classroom?
Name some ways that a student in a group has shown you he has the
concept.

In which curriculum area do you feel particularly strong?

What goals do you hope to achieve in your subject?

If you were asked to get in-service training in one area of the curriculum,
which area would you choose?

Describe the developmental stages of a rural student.

How do you define success in learning?

Name some educational theorists and describe how they influence your
practice