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1.1 THE EVOLUTION OF THE CORPORATE POLICIES

Sivagangai diocese has taken initiative to offghbr education to the rural
and first graduate students from the districts isd@angai and Ramnad. This led to a
systematic, legal and transparent approach to rhajteer education more effective.
Since college was started in 2004, this is firstrapt to put its policies in black and
white. This will help to create effective adminaion and governance in the higher

educational institution.

| am sure this Policy handbook will assist the 8ty and Principal and
members of our colleges to function effectively aadlize the vision of our diocese

and practise the charism at every phase of growtigber education
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2.1. QUALITY AND ACCESS
EMBLEM: Shine in Love

Being enlightened with the creative intelligencejaoed from the justified
natural and social sciences and humanities alornig the cultivation of personality
integration, the gentle men and women would illueienthe world with the mantra of
love being pulled towards.

VISION

To form students to face the challenges of lifa dignified manner, esteeming
fellow humans and the world as sacred and to pedtue following vital aptitudes in
its students; the ability to think clearly, acqukeowledge of the past and present,
envisage the future, develop skill to do servigg] aontinue all these for creating a

healthy and self-reliant community.

MISSION
s To inculcate academic excellence and instill in yloeing minds a sense of
social justice, responsibility, compassion, sewijtiand concern towards
everyone in the society.

% To integrate academic excellence in teaching, reBemnd extension.

+» To offer diverse courses, according to the signheftime and in keeping with
the learning abilities of the students and bringtbe best in them to promote
national integration and communal harmony.

% To enhance communicative and soft skills.

% To enable the socially and academically disadvadagudents with remedial
and flexible courses.

% To form students to integrate moral, social anditsjail values for building sel

reliant and responsible citizens.
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2.2. HOLISTIC FORMATION OF THE PERSON

Ananda Educational Trust essentially looks at etioiganot merely in terms of
guantity of knowledge, but in terms of quality ohdwledge that helps form the
character of students, ‘total formation of indivaédiu The knowledge here is seen
holistically. Even the subjects a student learnsukh be interdisciplinary and
integrated. This kind of formation of character émgises shaping of totality of

personality, not only sharpening of mind, but etyualso body, heart, and spirit.

2.3. SOCIAL CONSCIOUSNESS

In the process of learning in Ananda, the knowletipels immediately to
forming a social consciousness —This is the redsonhe founding of the college.
This is its strength. In this sense, social jusfimens a constitutive element of the
Ananda Education. The type of education Ananda igesv should be one of
empowering the poor and disadvantaged and shoute them also as “empowerers”
themselves and to be discoverers of the joy ohgiviEmpowered and Empowering.
2.5. INNOVATION

Innovation involves new ways of understanding doprablems and creates
new ways of solving them. Innovation is one of K&y competencies that students
build in the process in our institutions. Studests trained to gain insight that helps
them apply new approaches and new inventions teesscial problems. Education
should help students to look at society and itsbi@ms differently and provide

solutions to them that promote equitable growtbvary realm of society.

2.7. VALUES
2.7.1. OTHER-CENTRED

We form people. We do not merely inform or impduedries to our students;
we help them shape their character. Education $orsunot to give them a degree
certificate, which is a ‘paper qualification’. Camionally, many educational
institutions feed the mind with theories. Oftenggl students face challenges in

practice. They remain theoretical, not practicalt Bur students will be different. For
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we form the self for a purposeful life. That purefidness makes our students
contribute to the growth of society. They will peipate in every area that needs
innovative ideas as well as action to solve prokleamd engineer growth. The

formation we give is a process, not a single abts Pprocess begins from unlearning
the negative principles and practices they havented@his re-forms them. Then we

guide them to relearn to be positively innovatiwéhen they leave our campuses, they
will be graduates, who will bable, capable, and employable and will generate life

around by engaging in creative activities.

2.7.2. COMPETENCY

Our focus is on competence. Competence is a dettadviours, attributes, and
policies that enable people to become agents whik @ftectively in given situations.
Being and becoming responsible for one’s life ie flandamental dimension of
competency. Ananda education is committed to ngaksstudents confident. When
one is competent s/he becomes confident. Ananda tntrain men and women to
become ‘leaders of quality’ with corporate socedponsibility. These leaders would

play vital role in bringing about the desired chamgsociety.

2.7.3. CREATIVITY

Creativity is another important dimension of ountoonness. This creativity
lies in the ways we form our students to look alite very differently and provide
innovative solutions to problems. This is beingatiree in thinking and in action. In
the corporate world and in society at large, thigead as innovation. Innovation refers
to a process by which varying degrees of measunailee enhancement is planned
and achieved, in any enterprise. To this end, Aaaeducation facilitates an
atmosphere of freedom. Creativity flourishes inlinate of freedom. More sharply,
Ananda believes in being a creative force as atitutisn in terms of its providing
service of education, because when students age(fpersonal freedom) to conduct
enquiry of knowledge they become creative in the tieey live and in the way they

act and interact in society.

Corporate Policy on Higher Education of Ananda Educational Trust Page 5



2.7.4. COMMITMENT

Ananda education insists on forming their studemt® are committed and
responsible. Commitment involves the ways by wighmake our choices. In fact,
life hinges upon the choices we make. To do thi® oeeds to be responsible. One
needs to make responsible choices. And one is ctietmio that choice. Ananda
education expects its students to become comnyigesions. The college will teach
and provide facilities for learning. But it is up the students to learn and form
themselves. Students are responsible for eithevtgror non-growth and are not at all

encouraged to shift responsibility.

2.7.5. COMPASSION

Education should make a student become other-cgntret self-centred.
Learning a skill is not merely to increase one’snowealth and make only one’s
individual life comfortable. But education shouldntribute to others and to the
society while it enhances one’s growth. In facg tbal test of a learned person lies in
the ways in which s/he is concerned about the welt# the other who is in a
disadvantaged position. Compassion is not jusebnig for the other, but feeling with
and into the other.

It is not just a feeling but it is a blend of fewi and action. If you are
compassionate you feel with and into the other whfiers and do something to
change that situation. Ananda does not want thdests in its college simply to
succeed in their lives. Instead, It wants the sttgléo succeetbgether. By studying
in Ananda, one has to achieve greatness that bates to the growth of the society,

particularly, to the marginalised.
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TEACHING STAFF

Learning is dependent on teaching. Quality of heaxr and excellence in
learning are enhanced by the quality, competendecammitment of the teacher. A
teaching faculty in higher education is not a dinta machine but a facilitator who
identifies the learning ability of the learner aacdcordingly designs the curriculum
and the methodology to deliver the content. Hemoper selection of a teacher is of

greater importance in the process of educatiordgavour.

3.1. STAFF SELECTION AND APPOINTMENT

* |t will ensure a fair selection of candidates andrdv off accusations of
arbitrariness, casteism and patrtiality with regardtaff recruitment.

* |t will ensure recruitment of talented people for college.

* It will make the staff (Priests and lay) feel thiéwey all belong to one
management with common vision and objectives.

* As regards appointment of priests to teaching postair colleges, the present
practice will be continued. The Bishop assigre phiest and the Secretary
appoints.

* The college makes it known through advertisemantthé dailies as receives
applications

* Candidates applying for the posts send their agiplins to the college office.

* The applications will be processed and intervievdsaent to the applicants by
the college office.

* The interviews will be held in the college for whithe posts have been
advertised.

* Expenses for the advertisement are met by thegmllBean for Academics

checks the certificates of those who appear foiritezview.
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* The interview board for the selection of the stedhsists of the following
members: the Secretary, the Principal, the Vicedijyal for academics, the
Head of the Department concerned and one extepqare (if necessary),
preferably a Christian. When appointing an extemxglert her/his competence
and familiarity with recent trends in the subjentais understanding of the
Ananda Educational Trust’s vision and option aketainto account.

* The selection of candidate is based on her/histpadaility, outlook, vision and
suitability for the post.

* Towards the empowerment of women, the appointmé@adholic/Christian
woman staff is given due weightage.

* When qualified candidates are not available, th@agement evolves required
gualification in consultation with the Managemeht.Phil. is the minimum
requirement.

* Preference will be given to candidates:

a) Who belong to the first generation learners or Glath.
b) Who reside in the neighbourhood/suffragan dioceses;
The weightage for above factors is inbuilt into ttreak-up of marks for the

interview as given in the table below.
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* Catholics / Christians have to submit baptism fiedie from their parish
priests with the application form.
Each member of the Selection Board will assessdinelidate for the provided
columns, i.eknowledge of the subject (30), Teaching skills, teaching experience (05),
Communication (30), Written Test (30). Care must be taken to choose candidates with

histrionic talents, experience in field works amdigh activities.
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* The candidates provisionally selected are rankextder by the Board.

* The list of the provisionally selected candidatesubmitted to the Secretary
and Principal of the college. The Secretary appdim selected candidates.

* |f after the interview, some allegations of a sesimature detrimental to the
appointment of the provisionally selected candidatemade, the management

takes the final decision.

3.2. APPOINTMENT IN LEAVE VACANCIES
SHORT LEAVE VACANCIES/LONG LEAVE VACANCIES

)

ii)

For short leave vacancies (i.e. less than 10 mpaghointments are made by the
Secretary from the available list of selected cdaidis if interviews have already
been held for the posts. While making such appa@ntsithe rank order must be
adhered to.

If no interviews have been held with regard to aertposts and no lists are
available, the Secretary of the college can maké sppointments by conducting
an interview in consultation with the Principal. the end of the leave period such
candidates are relieved from duty.

Leave vacancies, arising from medical leave, mdierleave, study leave,
suspension, deputation etc can be filled up by Eppg persons on temporary

basis and they can be relieved at the end of satel

3.4. ORIENTATION

I. Persons appointed shall be placed on probatioa feriod of two years. Such
probationary is liable for assessment at any timnend the probation without
any prior notice and without stating any reasons.

ii. When the performance/conduct is found unsatisfgabany stage s/he can be
relieved from service.

iii. Probationary will be made permanent on successfoiptetion of probation
for a continuous period of two years. Then an owfeconfirmation is issued
by Secretary in the presence of two witnesses ditlyrassessing the academic

performance, conduct and character.
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3.5. ATTENDANCE REGISTER
I. Two attendance registers shall be maintained, on&efching staff and the other

for non-teaching staff

3.5.1. TERMINATION — REMOVAL — DISMISSAL

Staff can be relieved from duty/service by givihgee months’ notice or three
month salary on either side.

When the management observes that a permanentr&affs to be either
removed or dismissed on disciplinary grounds or-eoisduct / mis-behaviour /
unsuitability for continuance in service, the magragnt removes/ dismisses him / her
after calling upon the delinquent employee to twirse of allegations / charges and
in cases where conduct of an enquiry is necesegryove the allegation / charges and
or thereby provide her / him a fair opportunitydiefend herself / himself.

In cases where the public interest or the inteséshe institution is at risk or
endangered the management has the right to placeldlinquent employee under

suspension for a period of 15 days.

3.6. APPOINTMENT OF THE HEADSHIP

As far as the headship of the department is coredetime headship is a pivotal
position which conveys the efforts of the developtred the departments. Hence it is
highly expedient and essential to appoint a perdon eminence in academics and
efficient in administration. The management has rilght to choose the person of

such eminence and efficiency as HoD.

3.7. APPOINTMENT OF VICE-PRINCIPALS / DEANS
1. As arule one of the Vice-Principals is a diocegaest.
2. The number of Vice-Principals and Deans is decluedach college.
3. The following common procedures are however todiewed with regard to
the appointment of lay persons for the posts ofeMeincipals and Dean for
Girl Students.
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* The candidates should have proven record of adiratigee and academic
abilities
* The suggested names are considered and finaligbd Executive Board of

management meeting.

3.8. NON-TEACHING STAFF

INTRODUCTION

The non-teaching staff form an integral part of tbéege administration. They
also share along with others the common missionrusted to the academic
community of forming the youth entrusted to ourecarhus they become partners in
the common enterprise of creating a just and hursaoiety.

In addition to the academic qualifications as prbsc by educational
authorities, the following norms should be kept nmnd while recruiting the
candidates:

a) Suitability of the person for the job.

b) Personal qualifications matching the job requeats.

c) Preparedness for hard work.

d) Interest in the welfare of the institution.

1. The minimum qualification, for any non-teaching fposelow the category of
record clerk, is VIII standard. For any serviceffsie., sweepers, it is sufficient
that they know to read and write. If one is todppointed in the feeder category
of the record clerk and above the applicant shbaice a pass in S.S.L.C.

2. Preference should be given in the following ordegprority:

a. Catholics

b. Children of our employees are given preference.

3.9. APPOINTMENT OF NON-TEACHING STAFF
1. Any candidate seeking appointment as a non-teackiaff should submit the

application with relevant particulars.
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2. The Secretary, the Principal and Priest Vice Ppalcwill conduct the interview
and select the candidate for the post of Non-TeacBtaff for candidates.

3. The Selection Committee will interview the candetatand select a suitable
person.

4. The Secretary will issue the appointment order.

5. The appointment of non-teaching staff is on thasbas probation for two years
and at the end of completing the probation satisféy, the employee is confirmed in

her/his job, otherwise s/he is relieved from duty.

3.10. SERVICE CONDITIONS
The service conditions of the non-teaching stadf @ prescribed by the rules

and regulations laid by the management from tintane.

3.11. TRAINING AND DEVELOPMENT

I. The non-teaching staff should also share the visams and objectives of the
institution. For this purpose opportunities are villed to attend seminars,
workshops and training programmes according to tlegiuirements.

Il. Opportunities are also given to them for self-depatent and professional

advancement.

3.12. CONCLUSION

The inclusion of on-going formation of teachingutig and non-teaching staff,
Is one of the major conditions for enabling thenbé¢oeffective staff in their respective
academic and administrative positions. This omgdormation not only begins from
the entry of a staff but also in every academicryaad in every phase of career
advancement of staff in the form of workshopsnirags and qualifying examinations
along with regular input on pedagogy. This formatitraining is an essential
component for a lay staff to become a collaborataealising the Anandite Charism

in higher education.
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3.13. PROCEDURE TO START NEW COURSES

The Principal presents the proposal to the ExeeWigard of Management of
the college, based on the need analysis.

After the approval of the EBM, it is submitted wits comments to the Trust
for formal approval.

When a proposal is sent to the Trust the follonangas are to be studied and
submitted:

% Type / Nature of the Course U.G./ P.G. / Cexdife / Diploma

% Objectives of the Course

% How is it job — oriented?

s What are the skills promoted?

% Social relevance

s The syllabus

* Financial viability

3.14. STAFF

There shall be a board for selection of staff memb#& will consist of
Secretary, Principal, Priest Vice Principal, HoDUg&s® — Coordinator and an
External Expert. (if necessary)

The selected staff will be on probation for two ngeduring that time her / his
performance is evaluated by IQAC or by a team &timg) of the Principal /
Vice Principal, the Secretary, HoD / Course-coaattn, Senior staff and
students. This evaluation is carried out at thearehch semester.

In keeping with the recommendation of NAAC, theelmial Quality Assurance
Cell holds an evaluation for the staff.

A database of all interviewed candidates of all @lteges is maintained in the
Secretary office for future selection processes dnd avoiding the
reappointment of rejected candidates.

The selection process is made transparent by Zingliof the list of selected

candidates by the entire board.
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3.25. PAY SCALES

o All the staff who have cleared NET / SET or with.Ph shall be paid a
increment of Rs.500/ in addition to the startinizasa

» College management can fix the salary for the safployed in teaching and
non-teaching.

» The Staff shall be encouraged to attend Refreshenfation Courses conducted
by the University or UGC sponsored programmes argkgmt papers in
seminars/ programmes for which they could avaihelves of On Other Duty
certificate. If they publish articles in refereed international journals they
shall be paid as an honorarium Rs.250/- (natiooalnal) and Rs.500/-
(international journal).

* Itis mandatory for the staff working in Anandapieesent or publish minimum

of two papers in an academic year

3.26. EAVE
* Maternity leave should be given for women staft,\8eeks before the delivery
and six weeks after the delivery.
» All staff members both teaching and non-teachinggnnand women) are
eligible for 12 days of casual leave in a year atnan staff for 3 months of

maternity leave with half pay twice during the te:of service.

3.27. PROVIDENT FUND
All the staff members will join the provident fusdheme; 12 per cent from the

staff salaryand the management shall pay equal amount (12%)tha& Employees
Provident Fund.

3.28. TERMINAL BENEFITS
Any permanent staff or his/her legal heir shalkbgible for gratuity on:
I. Leaving the service,

il. Retirement
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lii. Disablement: Rendering the person unfit for furtlservice as certified by a
medical officer, approved by the management.
iv. Died in harness.
The amount of gratuity payable to an employee dh@lht the rate of 15 days’

salary (pay and dearness allowance) last draweviery completed year of service.
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ADMISSION
The Government of India is focussing its attentionncreasing the 9.6 % of
admission to Higher Education into 15.6 %. Sudbcas calls for excellence, access,

inclusion, gender equity, expansion and qualitiigher education.

4.1. MINORITY RIGHTS IN ADMISSION

As a minority institution we are eligible to adnii00% at our discretion in
keeping with the constitutional provisions in thenStitutions of India No. 31, 1a and
2. “To establish and administer”. Therefore we @aoé at all bound by the norms of
the Department of Higher Education, Tamil Nadu Gowgent to follow the Quota
System of reservation such as 31% to OC, 30% toZ2B@; to MBC, 18 % to SC and
1% to ST. The Supreme Court in its judgement leyEleven Judges Bench clearly
states that the minority colleges shall have thenkling of other communities in
admission to keep the spirit of secularism Theeefour college admits maximum
number of Catholics, Christians, and other religiguinorities and a sprinkling of

non-minorities.

4.3. OUR STAKEHOLDERS
» Preference is given to Catholics in admission
» Special consideration is granted in admission te physically disabled
students, visually unpaired and polio victims.
 The first generation learners and rural students @given preference in

admission.

4.5. APPLICATION FORMAT
I.  The Ananda College Management designs the apgicédrm and decides
the cost for undergraduate, postgraduate, doctanal certificate and

diploma courses.
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ii.  All application forms for the above mentioned casrsind others, contain a
specific column for Catholic students and the PaHsiest’'s Attestation is
required.

iii. The application form indicates that the Managemamivides financial

assistance to the Poor / Catholic students.

4.6. ADMISSION PROCEDURE
We, the Christian Minority Colleges, form an adrmoasCommittee for each of
our college, consisting of the following members{&s and PG courses:

PRINCIPAL : CHAIRPERSON
ADMISSION OFFICER : CONVENER
RECTOR : MEMBER
PRIEST VICE PRINCIPAL : MEMBER

LAY VICE-PRINCIPAL : MEMBER
WOMAN STAFF : MEMBER
DEAN FOR ACADEMIC AFFAIRS MEMBER

* The above committee functions taking into consittera seriously and consistently
the above mentioned preferential option for therptioe Catholics, the first
generation learners, women, the rural studentstlandifferently-abled.

* The member of the committee, except The Principal,Priest Vice-Principal,

and one women staff may be rotated once in thrassye

4.7. COUNSELLING

Prior to the purchase of application and appearahtiee applicants before the
admission committee, a team of two Professors gihid@pplicants according to their
ability and aptitude.

4.10. THE FUNCTIONS OF THE ADMISSION COMMITTEE
I.  The committee decides the cut-off marks for eacurs®m and ensures that
college office provides all the particulars needed the selection process
according to the admission policies of the AET.
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It displays the selected and admitted candidateshennotice Board of the
college.

It also submits the admission status to the AEth@prescribed format.

4.12. ADMISSION TO HOSTELS

Vi.

Hotels in Ananda College are Home away Home. la iBouse of integral
formation in faith, individual development, Commukiarmony and community
living and sharing.

Admission to local poor students from the neighbood districts is granted in
order to benefit from the government scholarshipslaans.

Like that of admission to the college, admissiothi Hostel reflects the same
option in the following order of preference:

a. Catholic

b. Disabled

While U.G. students are admitted to hostel, admnssif more number of PG /
M. Phil and research students is taken care of.

The composition of the hostellers is to be to mixed well-distributed to
promote communal and religious harmony and integraduring their stay in
the hostel.

A cost effective simple mess is conducted to fwetgoor students. There are

only vegetarian and non-vegetarian messes.

4.13. ACADEMIC AND COUNSELLING ASSISTANCE

At the beginning of the entry into the college,rgrievel tests are conducted
for each course. Accordingly students are couadadind supported to study
the subjects with ease and confidence.

Weaker students in the subjects are encourageitettdaremedial classes both
in the college and hostels as the case may be.

Poor students who deserve academic guidance aga gagular and periodical

coaching and their progress is monitored.
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4.14. FINANCIAL SUPPORT
Poor and Catholic students who need financial stppeer and above the

government scholarship are assessed and suppodedimgly through REEPS.
No student will receive two or three scholarshigsrf the management and the
government.
4.19. APPLICATIONS
»= The cost of application forms should be affordable.
» Information regarding financial assistance to themorpstudents should be
mentioned in the application forms.

4.20. EVALUATION
= In order to ensure quality education there mustrdmgular evaluation and

reorganisation of the courses every three years.
» When courses lack in quality, student strength, metent staff, and service to
the poor, the management must be ready to rec¢téydeficiency or wind up

the courses accordingly.
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5.1. INTRODUCTION

This section intends to give an overall view of hélgher Education is

organized and decisions are made in a democratyc livgives a clear picture of the

role of diocesan priests, college community, SecyetPrincipal and other office

bearers. It also deals with Institutes on campU$iese contents were differently

grouped in the previous editions of the policy. Nthey are brought under one

umbrella term GOVERNING. The reason for bringind) r@lated matter into one

section is for easy reference.

ROLE OF THE COMMUNITY

Every member of the community has a shared redpititysiwith regard to the
functioning of the institution and happily exercgbat responsibility.

As the Secretary is the head of the campus, timeiBal and the Director of the
Hostels will have to meet him regularly and brieghtabout the developments
of the college and the hostels at least once artaight.

The members need to be clear about the missidmeoddllege and its concrete
expression and rise above personal interests whatgunter to the mission of
the college.

A Priest, being a member of an academic commuii&g an obligation to
collaborate with the Secretary, Principal and felltheir directives faithfully
and cheerfully.

We believe in the Divine providence. We extend &sill cooperation to the
Secretary and the Principal. We are sent to work labour together as one
team under the leadership of the Secretary.

Anything of importance must be discussed in the E&Mhe college before

implementation.
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5.12. THE SECRETARY

* The Secretary is the Administrative Director of Woan the college and he
represents the Management before the Governmenis lepointed by the
Bishop, Chairman of Ananda Educational Trust. Halslvith the University,
the Government and the Director of Collegiate Etooaon all matters
relating to the general administration of the apdlelt is his duty to play a
supportive role to the academic community headedth®y Principal and
complement their work with his help and encourag#me

* As the Secretary is the Head of the campus, thecipel meets him twice in a
week to brief the developments of the college.

» The Secretary is met by the Hostel Director aloriy Whe Principal once in a
week to inform him of the matters related to thethts.

* The Secretary is managing director of the AET. 4@ serves as a member in
important policy- making committees of the college.

» As the Correspondent of the college, the Secretagps in touch with the
educational authorities and seeks speedy solutmresdministrative problems.
He needs to be familiar with all the GOs issuediftone to time.

 He also takes pains to mobilize funds from différeources like writing
projects and mobilizing local resources for theadlepment of the college.

* He supervises the maintenance of the college piepaand provides facilities
for a smooth functioning of the departments. Foy artraordinary expenses
the permission of the Chairman is needed.

» The Secretary of the college has the following anistiative functions:
appointment of the staff, both teaching and nowchew, approval of the
probationary period of the staff and confirmatioh their appointment;
promotion of the staff; disciplinary action agaiestant staff; maintenance of
their service registers; salary of the staff; sancof increment; provident
fund, approval of loan, recovery of loan and clesuncome tax; all kinds of

leave except casual leave; maintenance of the grepdlirectly connected
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with the college, requirements of the departmentfices and classrooms;
telephones, electricity, genset and water; statypriéerox machines; computer
centre and legal matters.

When there is a vacancy for headship of a depatinties Secretary follows
the guidelines as enunciated in the corporate yolicis the Secretary who
appoints the Head of the Department.

The Secretary shall normally function for a peraddive years.

5.13. THE PRINCIPAL

The Principal is the Academic Director of Work inetcollege, and is the
executive authority of the college. He is appointadthe Bishop. As the
leader of the academic community of the institutibe provides a climate
necessary for the intellectual pursuit of the staftl the students. He has to
play a vital role in motivating and inspiring theaalemic community towards
excellence. His administration is governed by disoent, emotional maturity,
team work, mutual trust and inner freedom that oioseek any personal goals.
He supervises all the academic programmes of thiegeoand keeps the
Secretary informed of all matters of general amdvicial administration. He
represents the college in all academic bodies the University Grants
Commission and the University.

The Principal has the following functions in thdlege: day-to-day administration
of the college; planning and executing all acadepnayrammes; supervision
of the teaching and non-teaching staff; allotmefmivork to the teaching and
non-teaching staff in consultation with the Seanetaouting of the leave
applications to the Secretary; drawing up the ademand timetable; curriculum
and research; attendance of staff and studentsimaiht of classrooms;
facilitating co-curricular activities and extensioservices; admission of
students; maintaining student and staff discipliagéministering scholarships
and helping poor students; officially in charge tbe hostels; UGC work;

Autonomy; examinations and President of all theo&sations in the college.
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It is the duty of the Principal to establish cleaannels of communication and
facilitate interaction. The Vice-Principals, the dds and the Heads of
Departments will assist him to form an effectivarte Delegation of authority
with responsibility together with accountabilitycghd mark the style of his
administration. The Principal elicits the opiniohtbhe academic community
with regard to the selection of lay Vice-Principalay Controller of
Examinations and Deans. The proposals are disclE3kd

A manual of work book for the different officiald the college is prepared in
each institution and made available for referefte role responsibilities and
rights of all the different officials who assistethiPrincipal should be clearly
defined.

The Principal is the Secretary of the AET.

The Principal shall normally function for a periofifive years.

5.14. FINANCIAL ADMINISTRATION

After analysing the various factors affecting theahcial administration, the
following guidelines are given for financial adnstration. All accounts of the
institution are in the name of Chairman/Secretay @ot in individual names.
The Secretary operates the staff salary accountisHaccountable to the
Government and hence he supervises the clericgt of the account with
great care.

The Secretary operates the non-salary account. grhatuis a Government
audited account, the income for this account cofmea the management and
other college sources. Careful attention, therefsr® be paid for maintenance
of this account. The grant to be given by the manant to this account is
clearly spelt out in the budget. The income from émdowment deposited for
the affiliation of courses is credited to the n@ahasy account. If the hostels are
shown as endowment for the courses in the collegeDirector of the hostels
will credit the specified amount to this accounheTamount accrued from the

sale of application forms and registration feesngo this account. Fees like the
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Recognition Fees, University Entrance Fees, Sgdfisation Fees and Official
Caution Deposits are credited to this account. Sfeanfrom the Management
Account of the Secretary to the non-salary accasnlone as per the budget
proposals. The amount spent in the non-salary atcout not assessed for
grant may be shown as establishment fees in trenEial Statement.

* The Principal operates the Special Fees Accountit Agvolves mostly the
collection from the students and is audited by @mvernment, it is spent
according to the strict regulations prescribedh®&overnment. Contributions
to the Special Fees Account from the Managementcssu(for Games,
Laboratory, Library, Magazine etc.) are budgetethatbeginning of the year
by the Principal. A copy of the statements of actsus forwarded to the
Secretary at the end of every financial year.

» All the three accounts namely salary, non-salay special fees accounts are
statutory accounts and care must be taken toeutitiem according to norms. If
expenses are incurred in some areas of these dscotirch are disallowed,
the college has to face the risk of deduction ftbengrants due to it.

» All grants received from the University Grants Coission (Autonomy, Basic,
Development, Building, Research etc.) are operdigdthe Principal in
accordance with the UGC regulations. Care may Bentanot to multiply
accounts. Advance grants if received from the Managnt sources are
refunded as soon as the grants are received oakdptther advance grants for
expenses. Copy of the audited statement of aceosmrit to the UGC is
forwarded to the Secretary.

* Research grants received from various agenciespmm@ted by the Principal in
a separate bank account.

* A copy of the audited statement of these accowenist® the various agencies

IS given to the Secretary.
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* The Examination Account is operated by the Prirciphe amount collected
for the audit administrative purpose along with rexetion fees is kept in a
separate account for purposes. Excess money, if ianyransferred to the
Secretary's account.

* The Secretary also operates the accounts of théaReand the Computer
Centre.

* The Vice-Principal, the Controller of Examinatiotise Deans and the Library
Director do not operate any bank account on betifdtie college.

» At the beginning of the year, the Secretary andPihecipal present the plan of
financial expenditure.

* The sanction of the EBM is necessary to open amk lz&count apart from
those mentioned so far by the Secretary or thecipah

* The EBM is kept informed of the transaction ofth# accounts operated by the
Secretary and the Principal. The statement of adsoigs be submitted to the
EBM once in three months.

* All Endowments invested in fixed deposits of thege are operated in a joint
account of the Secretary. The interest from thewsl fdeposits will be credited
as mentioned earlier. A list of all the endowmexéd deposits of the college
are maintained at the office of the Secretary wpbated copies supplied every
year to the Principal.

* Investments are not made in any private persowcsuat. All investments are
in the nationalized banks or in the public sector.

» The Secretary arranges to audit all the non-govemraudited accounts of the
Secretary and the Principal and submits the stateofeaccounts to the EBM
and the AET every year.

* At the beginning of the academic year, the Secgyedad the Principal will
brief the college Community on their financial tsactions in detail during the

previous year and their proposals for the curreary
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*» The Secretary is responsible for preparing the rigi@ Statement of the
college at the end of the financial year.

* The Principal and the Secretary are accountalilest@d\ET.

» The Secretary sanctions PF loans after due comsidewith the Principal.

* The Secretary sanctions the scholarships fromahgus fund on the advice of
the Principal/Vice Principal and the coordinator.

* The Secretary and the Principal work in close taltation and cooperation,
exercising mutual trust and help. Only then ouaficial administration in the

college will be effective and credible.

5.16. HOSTEL ADMINISTRATION

» The Principal is the ex-officio Director of all tleellege hostels. The Principal
is answerable to the University and the Governnoenall matters relating to
the hostel administration. He, therefore, keepstdach with the hostel
administration particularly in its major and sesa@vents.

» The Director of the hostels is independent in thg-tb-day administration of
the hostels. He makes admissions to the hostels plad the regular
programme for the year in consultation with Assistairector. The number of
Assistant Directors is decided by the EBM. All nragecisions in the hostel
are taken only in consultation with the Principaidathe Secretary. The
Secretary and the Principal are taken into confideand are briefed on any
serious developments in the hostel administration.

* The financial transactions of the hostels is maneid in two separate account
books. The first one contains all details of reteignd expenses connected
with the mess.

* The second account book has all details of receiptsexpenses that are not
connected with the mess. This is strictly the menagnt account and it
includes all collections due to the managemerg, démission fees, establishment
charges and all other miscellaneous collectione Bank account is to be

operated by the Director and the Secretary.
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All major expenses from the establishment chargesfeom other collections
are done with clearance from the EBM. Statemeraamounts once in three
months for both the accounts are made known to Rhacipal and the
Secretary. The hostel accounts are audited separate

The model considered suitable for accounting pwposan be evolved by the
consultation with the Director of hostel and folleav

All fixed deposits in the hostels are in the jaaictounts of the Director and the
Secretary. Disbursal of concessions and scholarship done according to
norms and guidelines given by the Secretary. Loam®stel workers are given
if necessary by the Director in a limited way.

The Director of the hostel can operate a bank adcfmu cashing D/Ds of the
mess bill, scholarship transaction, etc.

5.20. FUNCTIONS OF OFFICE BEARERS
ROLE OF THE ADMISSION OFFICER

The Admission Officer takes charge of the procdsadmission right from the

beginning till it is finished.

He works in close collaboration with the Principal.

The Admission Officer sees to it that the followiaige done:

Admission work is systematised,

Admission work is decentralised,

HoDs are given importance,

Counsellors are appointed to guide the students,

An Admission Information centre is set up to diss®te information,

The admission committee decides on the cut-off méokeach category.

The purpose of having admission officer is to radighe Principal of the
burden of admissions.

Perfect understanding, trust and confidence betwmemdmission officer and
the Principal are needed.
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RESPONSIBILITIES ASSIGNED TO THE VICE-PRINCIPALS, A ND JESUIT
VICE-PRINCIPAL
RESPONSIBILITIES ASSIGNED TO THE PRIEST VICE-PRINCI PAL

In the absence of the Principal, the Priest Vidediral is responsible for the
running of the college.

The Priest Vice-Principal should work in close ablbration with the Lay vice
Principals and is mainly responsible for the gelngisipline of the students.
He is in charge of students' discipline, leaveelsttof students, late chit,
coordinating student activities and orientation ggeanme for newcomer’s
requirements of staff (teaching and nonteaching).

He monitors the attendance and regularity of thdestts. He is responsible for
all that concerns their attendance, regularityydeaf absence, leave on duty,
medical leave, late coming, absence without leankediscipline.

He supervises the class representatives, departsesretaries and their
activities in close collaboration with the Studeats the Lay Vice-Principal.
He convenes the council meetings two or three tianesmester and looks after
their needs.

He studies the results of the students and keepsuich with the weaker
students.

He also meets the parents of the students, weatuies, to discuss the
progress of their wards.

He selects the students for prizes and medals.

He approves the class tours and field trips ofesttalin consultation with the
Principal.

He visits the exam halls during internal tests seghester examinations.

He looks after the general discipline during fuocs.

He attends to the general needs of the students.

He identifies the poor students and recommends tfe@nscholarships and

concessions.
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Blood donation by students and staff comes undgrcbntrol. Care is to be
taken in selecting the needy and deserving casese&guest blood donation.

He keeps the Secretary informed of all the gerfadlities to the staff and the
students like the canteen, furniture, electricitinking water and other requirements.
He meets the Principal regularly and keeps himrinéd of all developments.

He is also in constant touch with the Heads of Depants.

LAY VICE-PRINCIPAL

He is responsible for academic matters, Studemgsipiine, leave letters of
students, late chit, exam, bus concession, conafubtid and End Semester
Examinations, and Coordinator of elective courses.

He is responsible for Campus maintenance

Students' discipline, leave letters of students, dhit

Arranging for photos/video recording in functionlearicity, noon-meal
scheme,

Signing bus passes, and permission for re-tests.

In charge of all the government scholarships

Signs the OD form

Arranges the college functions like inauguratioralbfassociations, Deepawali,
Ramjan, Christmas, Pongal and Valediction of adbaggtions in collaboration
with the Priest Vice Principal

He meets the Principal regularly and keeps himrméal of all developments.

THE DEANS
THE DEAN FOR ACADEMICS

The Deans deal with all matters related to the Ersity Grants Commission
and Autonomy. Grants received from the UGC are lehah the Dean's
Office. Allocation and supervision of these funds done by the Dean. All the
communications from the UGC are dealt with by th&hey also look after the

FIP and other fellowship programmes of the UGC.
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* They plan, coordinate, supervise and arrange thetings of the following:
Governing Body, Academic Council, and Boards ofd&is of all Departments,
Finance Committee, Planning & Evaluation Commit@exriculum Development
Cell and Research Cell. The minutes of these nget@me maintained in the
Dean's Office.

» The agenda and the minutes for the weekly meetinth® Heads of the
Departments and for the monthly meetings of th& &auncil are prepared by
the Principal and the Deans.

» All the Research Departments and the Research éshd¢al with the Principal
and the Dean's Office. All grants received by theme handled in their office
and they deal with all communications and annoumegsin this regard.

» All deputations of staff members to different praxgpmes, staff participation in
seminars, meetings, conferences and programmesnwithd outside the
college are arranged in the Dean's Office.

» Visiting commissions from different agencies likeet Government, the
University, the UGC, the NAAC, and others are reediby them. They also
take up the preparation and the follow-up meastaréisese commissions.

» Supervision of the Extra-Departmental Courses &ednaintenance of their
accounts are done in the Dean's Office.

* Preparation of Annual Report, College Calendar,ffS&eniority list is
entrusted to the Dean's Office.

» The syllabi for UG/PG courses are maintained inQkan’s office.

* The preparations of prospectus and application $ofon various courses are
supervised by the Deans. Applying to the Univerdity New Courses /

additional seats are handled by the Dean's Office.

DEAN OF GIRL STUDENT'’S AFFAIRS
* In charge of the welfare of the all girl studentshe College.
» Heads the grievance redressed cell of the girlestisdand resolves the issues

connected with sexual harassment.
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Organizes programs on women health education.

Organizes motivational programs for the girls evagnth.

Meets the girl students individually and in groupsfind out their problems
and guides them. If professional counselling isdeeeefers to Fr. Principal
Organizes state level seminar at least once aoyeaomen issues.

Involves the girl students in voicing the womerues with the help of NGOS
and women organization.

Meets Fr. Principal periodically and briefs himtbe problems faced by the

girls and helps him to manage the College in a smaay.

STAFF COORDINATOR

Appointed by the Management for the period of thyears.

Is expected to show maturity and prudence

Acts as a bridge between the management and tifie sta

Represents the staff to the management and thegmaeat to the staff
Plans yearly tour of staff

Arranges staff uniform dress for the year

Looks after staff welfare

Redresses the grievance of the staff

HEAD OF THE DEPARTMENT

Allotment of workload to teaching and lab assistdot each semester.
Preparation of timetable for each semester by ttatisg a committee of three
staff members.

Looks after the day-to-day administration of thadsamic work of the department.
Forwards CL, ML and OD of teaching and lab asststam the Principal and
ensures the work adjustment.

Constitutes a committee of three staff membersn@lige the list of scientific
equipments and books to be purchased and UGC Gashtforwards the

priority list to the Principal for ordering.
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Maintains a stock register and takes steps fokstedfication every year.
Initiates steps for the upkeep and maintenanceiehsfic equipments once a
year with the prior approval of the Principal.

Prepares a list of equipments (not in working cbodiand beyond repair) to
be discarded.

Monitors the Association activities, Endowment leges and participation of
students in academic activities organised by dtisitutions.

Forwards the students' educational tour plan td tinecipal.

Issues letter of certification and consent to stisldor field visit/training
programme/project work.

Collects the question papers for the mid-semestdrthe end-semester tests
and forwards them to the Principal / Controller.

Checks the semester examination question papers.

All kinds of requests of department staff may blersiited through the Head of
the Department.

Prepares the total workload of the Department.

Reasonable suggestions of Heads on departmenti@rsnenust be given due
consideration.

Functions as a member of the Staff Selection Board.

ROLE OF THE CONTROLLER OF EXAMINATIONS
INTRODUCTION

The right to design and execute an appropriate effelctive method of

evaluating the academic achievement of the studersntral to the implementation

of Autonomy of an Educational Institution. The Aeadic Community headed by the

Principal / Director, has the ultimate respondipifior ensuring that the evaluation

system is administered without any flaw. Howeves, @ way of sharing of

responsibility, the task of administering the ewdilon system is delegated to an

Examination Cell headed by the Controller of Exaations. The latter functions
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under the direction of the Academic Council andarswerable to the Academic
Council of the College/Institute. He has an indejesm office with the required

number of co-workers of various categories.

APPOINTMENT

The Controller of Examinations may be a teachings®ror a teaching lay
Faculty. The term of office of the controller ame tAssistant Controller will normally
be 3 years. The persons chosen must be of proyeacity with personal integrity
and ability to maintain confidentiality. Though ti@ontroller is not entitled to any
special privileges except for a concession in #aehing workload as are the Heads of

the Departments at the discretion of the Secretadythe Principal.

FUNCTIONS OF CONTROLLER OF EXAMINATIONS
CONTINUOUS INTERNAL ASSESSMENT
» The Controller suggests the mode of ContinuousrnateAssessment and gets
it approved by the Academic Council of the collelgestitute.
» The office of the Controller of Exams is resporsitdr conducting the written
tests and the practicals.
* |t gets the question papers from the staff memthemsigh the HoD and makes
sufficient copies for administering the test.
* It stipulates a date by which the test marks havgetsubmitted by the teaching
faculty.
* At the end of the Semester, it collects the codatdid CIA Mark statement
with the break up into various components for eadbject.
» In case of CIA failures, the Controller’s officellfold the arrear tests.
* He finalizes the dates of Exams in consultatiorhlite Principal and prepares
the Schedule of Exams to be announced to theastdfstudents.
» The Controller monitors the conduct of exams whietludes supplying the
materials needed, appointing the invigilators asdiing the question papers.

* Once the exams are over, he keeps the answersscrigdife custody.
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He makes arrangement for entering the CIA marlstim computer.

The Controller does not operate any account. Theoéats relating to the
Examinations are operated by the Principal.

The Exam Fees and the remuneration payable fardinkes connected with the
semester exams are fixed as per the norms of gqgafpa University.

The controller sanctions all the amounts payabletn® NME/ SBS, the

evaluators and other ancillary staff as per thevehsity/ Institute norms.

He is also permitted to sanction Special Allowatzéhis own Staff for the

Works related to the conduct of Examinations.

The surplus in the Examinations Account is transfirto the Management
Account operated by the Secretary of the Collegef@nvarded to the University.

Role of the IQAC Coordinator

To conduct IQAC meetings periodically to review #fle activities of the
Institution and to make recommendations to thediyal and the Management
for further progression with respect to quality.

To organize Staff Enrichment Programmes in a phasadner for the faculty
to enhance their professional competence in caatsuit with the Principal and
the Management.

To conduct Performance Appraisal of Teachers yestiiteachers, peers and the
Principal in consultation with the Director of HumResource of the Institution.
To keep track of all the academic events of thiegeland maintaining records.
To update the profile of the staff from time to &m

To arrange guest lectures for the staff and stgdemtvarious current issues.
To organize curriculum oriented seminars and wasgshor student-teachers.
To monitor continuously the institutional processemducting evaluation and
providing timely feedback to the Principal and thenagement.

To undertake all the preparatory works with regardNAAC peer team visit

for the second cycle of assessment and accreditatio
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Campus Ministry

Ananda College organizes various spiritual acwegitithrough the Campus
Ministry for staff and students.

At the beginning of every academic year, prayevises are conducted by the
campus ministry team for every group (Freshersidgeiand Graduates) as and
when it begins classes. These prayer services rdeg-religious in their
content.

Mass of the Holy Spirit is celebrated with much oy and fervour at the
start of every academic year. Apart from this, gveronth Holy Mass is
celebrated for all the Catholic staff and studevith specific themes.

The Mass is organised by different student groupm. the Non-Catholic
students, a prayer service is arranged at the Sarae

Catholic students are given an opportunity to epee God during weekend
retreats organised year-wise where may personpragts guide them.

On the eve of the Feast of St. John De BrittoRé&on of our college, conduct
a common prayer meeting, for all the staff and estizsl in front of the statue of
St. John De Britto.

At this meeting reflections on the Saint are shdmgedome eminent priests who
are invited specially for this purpose. On the Fdasy, the Ananda Family
(especially the Catholic staff and students) celds a concelebrated Holy
Mass.

The Saturday following Ash Wednesday is reservedie Penitential Walk to
Rastha where Catholic staff and students partieipéte walk begins at 5 a.m.,

at the entrance of the campus and ends at the IcdtaiRastha after two hours.

5.21. BUDGET

The budget is prepared with the guidelines givemlaypagement.
Every Department prepares budget and submits teetey.

He presents any proposal for the approval of theséoconsult when the
expenses exceed Rs.1,00,000.
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* The Principal / Secretary finalizes the budgetliieryear.
* Finally budget of the entire institution is submittto the college community
for its approval.

* The secretary sends the consolidated budget t8idiep at the beginning of
every academic year.
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EXTENSION SERVICE
6.1. RATIONALE

Social transformation of the neighbourhood of tlelege is our corporate
responsibility and commitment as we are challengede than ever by the existing
inequalities, injustices and the dehumanizing pigvaround us. With our institutional
resources and power, the extension service cemtorroinstitutions, through their
outreach programmes, can lead to the transformafitime college community as well

as of the neighbourhood.

6.2. OBJECTIVES
s To involve the staff and students in the servicéhefrural and the urban poor,
since this exposure and involvement are neceseatié social transformation
of the academic community itself.
% To empower the poor with knowledge and skills foproving their quality of

life and for their own liberation.

6.3. ACTIVITIES

EDUCATION AND ORGANISATION
% Since primary education is very poorly organis¢dhall be strengthened by
establishing supplementary education to schoolggomidren and dropouts.

% Placing our infrastructural facilities such as lapsygrounds, classrooms etc.
at the service of the poor we serve.

% Launching with the help of the local people and &owment agencies small
income-generating projects such as agro-industtakring, gem-polishing
etc.

% Encouraging students to make use of their culttai@nts to promote social

awareness among the people.
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% Organising forums for village women and youth satthhey undertake
developmental activities for improving their qugldf life and get involved in

social and human rights issues.

HEALTH, HYGIENE AND NUTRITION
% Organising free medical camps and community heafttgrammes with the
help of voluntary doctors, primary health centred aocial workers at grass-
roots level.
% Involving students in health education and nutnitrogrammes for children

and women.

ENVIRONMENTAL ACTIVITIES
Organising programmes on environmental awareness eglcation, social

forestry schemes, energy saving and smokelesa&{stoves), etc.

6.4. LIAISON BETWEEN PEOPLE AND GOVERNMENT
Students shall enable people to identify local [@ois and represent them
effectively to the respective government departséot the speedy redressal of their

grievances.

6.5. CAMPUS CULTURE, CAMPUS RELATIONSHIPS AND CAMPUS
ASSOCIATIONS

THE PREAMBLE
% Our basic option which is for a just society - frdeaternal, and non-
exploitative — calls for an educational processt tleads to an anticipated
experience of such a society. This is the princthbt should govern campus
culture, relationships, celebrations, associatiand, elections.
% While preserving the ethos and individuality of lr@ollege, efforts should be
made to evaluate the existing campus culture anegnwieeded change it to

bring it in line with the present day options amkotations of the A&T.
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CAMPUS CULTURE AND CELEBRATIONS

% Students and all in the campus should be helpegpoeciate the basic human

D)

values of respect for human persons especiallyh®ipoor, respect for nature,
simplicity in lifestyle and generosity in sharing.

% Bold initiative, responsible and adequate partiogra in decision-making,
critical approach to reality and commitment to basic option should be some

of the values to be fostered among the studentshenstaff.

D)

% All committees on the campus including those whieke rules and guidelines
affecting campus culture, relationships, assoaiatiand elections, and make
decisions on them should be composed of studenstaffdrepresentatives.

% We should actively support and enthusiasticallynprte a culture that is

D)

authentically Indian, rooted in the soil, libergtirdemocratic, and shorn of all
elitistic aberrations and not alienating our studdrom their roots or from the
ordinary masses of this great nation.

% Both staff and students are required to be attmedestly and decently. Sarees
and churidhars are the preferred dress for womeniircolleges.

% Cultural festivals and other campus celebratiores tames of fellowship and
joyous sharing, opportunities to bring out the be#tnts and values of the
students. As such, they should be encouraged aertultg prepared under the
guidance of competent staff. Collection and spemdri money on such
occasions should be carefully monitored. Care nhst taken that the
celebrations do not degenerate into culturally pmapriate and alienating

extravaganzas.

D)

% The reward system prevalent in the campus shoutburage cooperation
rather than competition, simplicity of life rathédran hoarding. We should
selectively present appropriate role models to students. We should be
careful in the choice of people whom we honournwite to preside over the

various college functions.
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6.6. RELATIONSHIP IN THE CAMPUS
% The relationships that exist among the differenbugs in the campus -
students, staff, administration, and managemertiould reflect respect for
persons, equality, cooperation and justice.

% Campus relationships would also demand:

% Creating an atmosphere of freedom and fellowshagdliour relationships.

% Adopting a style of administration that upholds grciples of decentralisation
and subsidiarity, e.g. forming committees f@rious responsibilities such as
admission committee, sports and games committeéMdcshould ensure the
effective functioning of these committees in linghastipulated policies.

+ Initiating a corporate decision-making processrbsolving every group in the
campus community. Objective procedures already drlout (corporate
policies) and others evolved must be made knowevieryone involved in
major decisions.

s Just and Fair Deal: Evolving appropriate machinand procedures for
ensuring a just and fair deal in all administratel disciplinary matters:

1) No one should be punished without being heard.
i) No alleged whether of the management or othervhiselld be a judge in
his own case.
i) Existing provisions forrepresenting grievances and appeals are made

known to our staff and students.

CAMPUS ASSOCIATIONS
STAFF WELFARE ASSOCIATION

The college may have a staff welfare associatinorgigonomous body entirely
managed by the staff according to the constitudiod by-laws decided by them. The
management will support this association. The dbje®f this association is to offer
to the member’'s financial assistance, recreatiovedds, housing loans etc. This

applies both to the non-teaching staff and thehiegcstaff of the college.
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STUDENT ASSOCIATIONS

% We recognize the legitimate rights of student®tmfcouncils and associations to
protect, promote their welfare, and to experieneenacratic living on the
campus.

% The students’ council should have a staff advisoguide them. Among other

things, he has to ensure that students from th&evesctions get opportunities

to become leaders. Moreover, he has to help thdests function in a

democratic way in all their council decisions acthaties.

% Rules and regulations need to be framed in suchyaas to encourage student
initiative and genuine criticism.

% In the elections, care should be taken that theente of money power and
political parties are avoided. If students from,tpeor, SC/ST groups and
women are not represented among the representaiivése student body,
provision should be made to nominate them accorttingles and regulations
evolved for that purpose.

% Student organisations like the AICUF and others #ra in keeping with our

D)

basic values and apostolic thrust should be erdhtisally promoted and
supported, and all facilities should be given thenenable their smooth and

effective functioning within the campus.

6.7. ALUMNI /AE ASSOCIATIONS
OBJECTIVES

The objectives of the Ananda alumni/ae associatwe: a) to provide
fellowship among the alumni/ae themselves in otdesustain them in living out in
their personal and professional lives the valuesived in our institutions, b) to create
opportunities for them to share their talents axpkeise for the development and the
transformation of the institution, c) to providesth with ongoing formation, and d) to
let them help us in our mission by generating a eneent to transform society in

keeping with the vision of education they received.
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STRATEGIES TO REALIZE THESE OBJECTIVES
FELLOWSHIP

The alumni/ae association and the institutionsefoshe fellowship of the
alumni/ae by way of fulfilling their human needs @) conducting recreational get-
together, (ii) giving recognition to their talerasid capabilities and (iii) deepening

their sense of belonging.

ONGOING FORMATION
* The fellowship programmes mentioned above shouldegmnd the fulfilment
of human needs and indeed be entry points forrsipar vision as well.
» Besides, the associations and the institutionsldhmovide enough opportunities
for retreats, sessions on themes like discernmertds-religious meetings

dialogues etc.
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SHARED VISION
* The lay staff are made aware of the educationalidaiions of the AET’s
vision and option. Orientation programmes are aggghby the Principal for
both priest and lay staff periodically on topicstpming to the AET vision of
education.
* Those who have newly joined the institution areegivproper orientation
regarding the ideals, goals and principles of Amaeducation so that they too

participate effectively in the decision-making pees.

INVOLVEMENT IN THE DECISION-MAKING PROCESS

* All members of an academic department are involugtie setting of goals of
the department, in taking decisions related torthveirk, and in the evaluation
of performance. The department meeting is convenddast once in a week.
The Principal occasionally attends these meetingslkts for the minutes of the
meetings.

* For the effective functioning of the institutionn@us committees consisting of
priests and lay staff are constituted in areas sashadmission, discipline,
finance, library, sports etc. and these committesactively involved in the
decision-making process in their respective areas.

* The staff council consisting of heads of departmé&ntonvened at least once a
month in which matters pertaining to the day-to-dgaministration of the
college are decided upon.

* Lay staff members are involved in decision-making only at the operational
level but also at the level of policy making.

* The College administration body consisting of thiegypal, two Vice Principals,
The deans and the co-ordinator meets once in a wediscus and evaluated

and every day activists in the college.
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INVOLVEMENT IN ADMINISTRATIVE MATTERS

* The college offers to lay persons more and moretipns of responsibility
such as those of Vice-Principals, Deans, Headsepfaiments, Controller of
Examinations, etc.

* These positions of responsibility are endowed wetuisite authority and have
a clearly defined job description (see the secwdnFunctions of Office-
Bearers). The persons appointed to such postsedeeted on the basis of
appropriate and objective criteria. The criteria @nocedures for selection and
appointment to such posts are formulated in coasoit with the lay staff
where possible and made known to all.

* The nature and number of such posts are deterroyéte management.

* While more and more positions of authority and oesibility are made
available tday persons the following considerations are to bieept in mind:

I. Ensuring that our lay collaborators are made conscof their duties
and responsibilities and held accountable for therformance.
ii. Sufficient authority and control, however, remaiithathe management

to enable them to be faithful to the college triads.

INTERACTION
* Parents must participate in our efforts to tramsf@ur students into men and
women for others.
* Parents should be in touch with the Heads of thpaDiments, class teachers,
hostel Director, Vice Principals and the Princigal ensure consistency
between the values promoted in the college campdstlaose promoted at

home.

MODALITIES OF INTERACTION AND INVOLVEMENT
* The newcomers are given orientation together vighr tparents in aspects such
as attendance, Continuous Internal Assessment (@@ditional courses etc.,

so that they understand better the autonomouspset-u
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* We maintain constant communication with parentsuaitioe progress of their
children.

* Parents could be members in the advisory councils.

*

Parents are enabled to share our educational vasidrpolicies.
* Views of parents may be sought regarding cultuctiviies, extension work,

hostel administration and functioning of autonomy.

7.4. COLLABORATION WITH THE DISPOSSESSED |IN THE
NEIGHBOURHOOD (URBAN AND RURAL)

* In keeping with our apostolic option, we have toximase the use of our
facilities for the benefit of the dispossessed.

* Such a gesture is a powerful symbol of our commitnie the dispossessed of
our country and a concrete expression of our vghigss to share our resources
with them.

* By infrastructure, we mean classrooms, lectureshddiboratories, places of
worship, playgrounds, games and sports faciliiegjtorium, library, audiovisual
facilities, computer network, canteen and messliti@s, hostels, vehicles,
workshop etc.

* Among the dispossessed of the neighbourhood wadedll the poor, children
of our non-teaching staff and domestic employees.

* Some of the modalities for sharing our infrastruatdiacilities are:

a. Offering the neighbouring poor schools the use wflaboratory and other
facilities.

b. Providing a place for supervised study for the pctwdents of the
neighbourhood.

c. Providing places for the meetings of the local camity-organisation
groups.

d. Making our facilities available to the local humaights groups and

movements.
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* Some of the steps suggested to facilitate thisga®are:
a. ldentifying the target groups in the neighbourhood;
b. Planning together with them as to how they couldimée the use of our
facilities on a regular basis;
c. Encouraging the people to contribute their shareame way in terms of
money, time, expertise, labour etc.
* There should be a periodic evaluation of such uséglee facilities, especially
with regard to:
a. The frequency and duration of usage,
b. The extent of the facilities used, and

c. The number of persons and groups using them.

7.5. INSTITUTIONAL AND INDUSTRIAL COLLABORATION

Ananda College looks at their partnership not omithin their campuses but
also extend their partnership off the campus becalsir vision and mission is to
create “Men and Women for Others”.

Forming the student community into a community bfeh and Women for
Others” occurs only through partnership. This Radhip with Industry is need of the
hour and it is appropriate to provide soft and técdl skills to the students within the
class rooms and laboratories of the college.

By acquiring relevant and accessible skills dutimg studies in the college, the
students either “earn while they learn” or he iacpld at the end of the successful
completion of the course.

Therefore the responsibility of the college manageins
a) To identify appropriate and apt industrial partners
b) To train students in industry which promote healtiaynan values and ecology.
c) To form students in organization that impart nottyaskills for making money
but also skills for making

d) To make the poor empowered.
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e) To enable students in the campus and off the cartpl® sensitive to the
developments that estranges or stifles the “imdg&oal”.
The above objectives of Industrial Partnershipesized in establishing either
a simple letter of agreement or a simple contracsigning a Memorandum of
Understanding (MoU).

7.5.1. ASIMPLE LETTER OF AGREEMENT

It is a letter that expresses its readiness to thedpstudents at his/her request
through the college according to the will and wafhthe organization. There is no
guarantee of continuity and it is very much sulgddo the conditions prevailing at

the particular time. The organization may not infats withdrawal.

7.5.2. ALETTER OF CONTRACT

It is a letter that agrees to support and trainstindents sent by the college. It
conditions the trainee in training or Hands on exgmee for a short span of time. Itis
not at all responsible for any casualty or evemtipadluring the training. The

organization can withdraw from each other at tiaglirwith a very short notice.

7.5.3. MEMORANDUM OF UNDERSTANDING (MoU)

It is an agreement mutually formulated and accegtad binding on both the
institution and the industry/organization. It demarboth the parties to share their
resources according to the permissible norms df that parties.

MoU places responsibly both the parties for thenfmron and training of the
students in a specific area / skills for a stipedaperiod. The parties concerned
withdraw their support and association within atited and agreed upon duration.

This partnership in due course of time resultsalaboration between staff of
the department and the organization either in teom&esearch, Consultation and

extension or expansion.

7.5.4. PARTNERSHIP IN RESEARCH, CONSULTANCY AND EXTENSION
When partnership is in research, the advantagedoisirial research or applied

research is that college receives knowhow, instnisner equipments from the partner
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agency forever or for a particular period of timk.is advantageous to the academic
institution as well as to the partner agency. Te¢wdlaboration makes the higher
education relevant, accessible, qualitative angbleeariented.

Consultancy consists of two partners — the consuléad the organization
which is in need of consultancy. It enriches tlaeufty of the college and the
organization as well. In consultancy, the consillteot only owns the implementation
of her / his consultancy by the partner agency disd rectifies in times of crisis

without counting the cost.

CRITERIA

The choice of partnership.

The location of the organization.

The objectives of both the organization.

A transparent modus operandi of both the partners.

Partnership results in community participation.

S e A

A minimum period of 3 years is acceptable and nealte.
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Ananda College constitutes a local Grievance @e#lddress the grievances of
the teaching and non-teaching staff who found ttbaity in the respective college

Is not justifiably redressing their grievance.

8.1. PROCEDURES TO BE FOLLOWED PRIOR TO SUBMISSION OF
THE COMPLAINT TO THE LOCAL GRIEVANCE CELL IN THE
COLLEGE

a. The grievance must be addressed to the immedi#teray like Principal and
the Secretary.

b. If the steps or redressal mechanism of Principdl@&cretary is dissatisfying,
the complaint can be addressed to the Trustees.

c. If the response or measures of the trustees isatgtfactory, the complaint
may be submitted to the local grievance cell intingi with facts and figures in
a polite and simple language.

d. The complaint submitted by the Petitioner (an erygdoof Ananda College) is
related to academic and administrative structuréoocampus work of the

college or to the AET Higher Education Policy.

PROCEDURES TO BE FOLLOWED BY THE LOCAL GRIEVANCE CE LL

a. The said complaint submitted to the convener ofcélein writing with facts
and figures and without any derogatory and abusivguage is accepted.

b. The grievance cell discusses the complaint ‘in caimeith the members of the
cell and it listens as many times as required Withconcerned petitioner only
and no assistant or external member is permittedtémd the enquiry.

c. The proceedings of the inquiry is recorded andllffnaigned by both the

parties — Petitioner and Respondents.
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d. The convener and the members of the Grievancestally the issue based on
the enquiry and testimony and the facts and figaras$ arrives at the verdict
unanimously.

e. The unanimous verdict is communicated to the aggdeparty in writing

through the secretary.

THE COMPOSITION OF THE LOCAL GRIEVANCE CELL
A senior priest from the college

A teaching staff

A non-teaching staff

A lawyer

A member of the Governing Body

N.B. One of them is a woman staff member if the issusaind is related to women

ABBREVIATIONS

AET Ananda Educational Trust

EBM Executive Board of management
AICUF All India Catholic University Federation
GO Government Order

Govt Government

HE Higher Education

HoD Head of the Department

NAAC National Assessment and Accreditation Council
PG Postgraduate

Ph.D. Doctor of Philosophy

SC Scheduled Caste

UG Undergraduate

UGC University Grants Commission
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