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1. Introduction

HR Policy manual of Nadar Saraswathi College of Engineering and

Technology, Theni 625 53L provides guidelines that outline employee

expectations, organizational obligations, disciplinary procedures and

behavior standards.

The information in this HR policy is important to all the employees of

NSCET and they should read the manual and duly sign. This HR policy is to

be referred whenever a clarification on college policies/benefits is

required.

In this HR policy, detailed information for each category is not expected.

Instead, a summary of key policies is provided. Throughout the document,

employees are advised to consult with their respective Department Heads

or the administrative section for comprehensive details on HR policies and

benefits.

Circumstances will obviously require that the policies, practices and

benefits described in the HR policy change from time to time. The college

reserves the right to amend, modify, rescind, delete, supplement or add to

the provisions of this HR policy as it deems appropriate from time to time
in its sole and absolute discretion. However, no amendment or modification
of the "Terms of Employment" provisions of this HR policy shall be effective
unless made in writing, and signed by the Principal/Secretary of the
college. The college will attempt to provide the employees with notification
of any other changes as they occur.

2. About us

Theni Melapettai Hindu Nadargal Uravinmurai (TMHNUJ Educational and
Charitable Trust, has contributed immensely in the field of education, since
its establishment in the year 1898. The first seed of education was planted
in the year 1.91.9 in the name of Nadar Saraswathi Vidhyalaya with just 38
students and 2 teachers. Committed to unblemished hard work, dedication,
devotion and determination to serve the society, today we are very proud
to say that a total of 12 educational institutions have been established to
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Theni. It has been an unparalleled journey of accomplishments and service

to the society for the past L03 years. The parental objective of TMHNU is to
provide quality education to all sects of people, especially those who could

not meet their educational needs due to socio-economic issues. In addition
to that, we also provide job oriented courses to ensure our students

respectable jobs in the society. The Nadar Saraswathi College of
Engineering and Technology (NSCET), known for its updated infrastructure
and facilities, was established in the year 2010.The college is situated in
Vadapudupatti, Annanji, in Theni.

Affiliated to Anna University, Chennai, approved by AICTE, New Delhi and

with all eligible UG and PG programmes NSCET focuses on providing high
quality learning and teaching atmosphere coated with layers of discipline
and structured behavior. We believe in setting new trends and adapting to
innovative teaching and training methodologies. Since the day of the

establishment of this great institution, we have been very successful in
guiding the students from rural areas to the road of success. "LISTEN,

LEARN AND LEAD" is the motto of our college.

3. Vision and Mission

Vision of the College

. To establish ourselves as a leading technological institution.

Mission of the College

To provide professional, constructive and learner centered
education.

To make learners contribute to the development of the nation
through academic and industrial excellence.

To encourage learners involve in innovative researches with ethics.

To produce competitive and confident graduates to face the ever-
growing challenges of the labor market.

4. General Information

4.L Name of the College:

Nadar Saraswathi College of Engineering
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4,2 Address of the College:

Vadaputhupatti, Theni-625 531, Tamilnadu.

4.3 Contact Details:

Phone- 04 5 +6-2639 00, 0 4546 -263901,

4.4 AICTE Approval ID for Nadar Saraswathi College of
Engineering and Technology

S o u th e rn / 1, - 3 62 0 9 7 B B 1 4 2 / 2 0 23 / EO Adtl'l -M ay -2 0 23

4.5 Anna University Approval ID for the Institution

Lr. N o. 0 2 /AFFLN /CA | / MDU / AU / 2022 -2 023 / s21 0 dt. 1 2. 0 8 .2022

5. Recruitment Process

. The Principal assesses staff requirements every semester.

o The administrative section obtains staff requirement lists from
the Heads of Department and decides on the required number
of faculty members, lab assistants and administrative staff,

o Principal forwards the requirements to the management and

gets the approval.
. The administrative section is responsible for planning

advertisements that highlight job profiles, required
qualifications, and experience, along with salary norms. These

advertisements are published in leading Tamil/English dailies.

. Applications for various posts received through email, post, or
the college website are collected by the administrative section

at the office. The necessary inward entries of the applications

are recorded and scrutinized with the assistance of the
respective Heads of Department.

o A Selection Committee which comprises of the following
members is formed by the Principal to conduct interviews.
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S. No. Members of Selection Committee

1 Chairman:
. Principal

2

Internal Members:
o HoD Concerned
. Sublect Experts

3
External Members:
o Subiect Experts

4
Special Invitee:
o Management Representative

The date and time of the interview will be communicated to the

applicants through phone calls. Applicants are asked to attend the

interview along with their original testimonials.

The dates of the interview are communicated to all the designated
panel members.

Applicants who join as Assistant Professor shall take a written test on

topics related to their specialization.

On the date of selection, appraisal sheets are given to the panel

members to award marks/ grades for each of the items [the
attributes are decided at the time of interview depending upon the
position).

Assessment and valuation of applicants done by each panel members
is consolidated and a list is prepared including the ranking, special
qualifications etc.

Selection of candidates shall be made on merit/ranking and

recommendations signed by the panel members.

The list of candidates selected for the appointment shall be

forwarded for the approval of the Secretaries and Joint Secretary.

S.l Appointment

On reporting for duty at the college, the candidate shall meet the
Principal and submit the joining report duly filled.
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5,2 Orientation

o The HoD gives a brief introduction about the department and

introduces the new incumbent to all the teaching and non-teaching

members.

o The administrative section will ensure that all the registration

formalities, including submission of joining report, issuance of
Appointment Order, ldentity Card, Bank Account creation etc. are

carried out in time.
. The HoD assigns the subject to the new faculty based on his/her field

of interest/department requirements.

6. Employee Duties and Responsibilities

o Duties and responsibilities of the teaching staff shall be basically
governed by the norms of AICTE and Anna University and as

approved by the Governing Council.

o Duties and responsibilities of the Non-Teaching staff (Technical and

Administrative) are assigned by the competent authorities.
o Every employee shall maintain absolute integrity and devotion to

duty and also be strictly honest and impartial in his/her official
dealings at all times.

o Every employee is expected to be courteous in his/her dealings with
other members of the staff, students and members of the public at all

times.
. AII the employees are required to observe the scheduled hours of

work during which they must be present at the place of their dury.

The staff members have to register their attendance in the register by
9.15 a.m. in the morning and 4.45 p.m. in the evening and have to
register their biometric attendance by 9.15 a,m. every day.

. All grievances shall be addressed to the Principal/Secretary/|oint
Secretary through proper channels.

o The dress code must be adhered to by the staff as outlined. Male staff
members are required to wear formal pants, a tucked-in full-sleeve
shirt with a tie, formal shoes, and maintain a professional appearance

with a clean shave. Additionally, they should display their identity
card

The female staff members

overcoat is mandatory inside

have to come, in sareen and wearing
the college premises. 
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