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HR POLICY
1. Introduction

The Human Resources (HR) Policy for Jaya Engineering College is designed to foster a positive,

productive, and ethical work environment for faculty, staff, and students. It aims to ensure fair treatment,

encourage professional growth, and align with the college's objectives of excellence in education,

research, and community service.

 Purpose: To create a structured HR framework that supports the college's goals, ensures

compliance with labor laws, and promotes a healthy work culture.

 Scope: This policy applies to all employees, including faculty, administrative staff, technical staff,

and others involved in the college's functioning.

 Values: Transparency, respect, fairness, integrity, and inclusivity.

2. Recruitment and Selection

 Job Descriptions: Clear and precise job descriptions will be provided for every position. These

will define key roles, responsibilities, and expectations.

 Recruitment Process: A transparent and merit-based recruitment process will be followed, which

includes:

o Advertisement of vacancies in academic journals, online job portals, and the college

website.

o Scrutiny of applications and short listing of candidates.

o Written and/or oral interviews, followed by reference checks.

 Diversity and Equal Opportunity: The College is committed to providing equal opportunities

and encouraging diversity in recruitment, without any bias based on gender, religion, caste, or

disability.

3. On boarding and Orientation

 Induction Program: All new employees (faculty and staff) will undergo an orientation program

to familiarize them with:

o College culture, mission, and values.
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o Policies, procedures, and guidelines.

o Facilities, safety protocols, and administrative functions.

 Mentorship: New hires will be assigned a mentor for the first 6 months to guide them through the

initial phase of their employment.

4. Compensation and Benefits

 Salary Structure: Salaries will be based on qualifications, experience, and the scope of the role,

in line with industry standards and applicable government norms.

o Faculty pay will adhere to UGC or state-specific guidelines, as applicable.

o Administrative and technical staff compensation will be aligned with market standards.

 Allowances: Benefits may include housing allowance, transportation, medical insurance, etc.

 Incentives: Additional bonuses or incentives will be offered for exceptional performance,

research achievements, publications, and contributions to the academic community.

 Leave Policy: The college will offer paid annual leave, sick leave, maternity leave (as per the law),

and other types of leave based on necessity or emergencies.

5. Employee Conduct and Ethics

 Code of Conduct: All employees are expected to:

o Demonstrate professionalism and ethical behavior.

o Maintain a respectful and harmonious environment.

o Exhibit commitment to academic freedom, integrity, and transparency.

 Academic Integrity: Faculty must adhere to high academic standards, ensuring honest work and

plagiarism-free teaching and research.

 Harassment and Discrimination: The College has a zero-tolerance policy against harassment or

discrimination of any kind (sexual, racial, or otherwise).

 Confidentiality: Employees must respect the confidentiality of college-related documents and

student information.

6. Performance Management

 Annual Appraisal: Faculty and staff will undergo an annual performance review based on

predefined key performance indicators (KPIs) such as:

o Teaching effectiveness, research output, and contributions to academic development (for

faculty).

o Administrative efficiency, innovation, and teamwork (for non-faculty staff).

 Feedback: Constructive feedback will be provided to employees to help them identify strengths

and areas of improvement.
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 Promotion Criteria: Promotion to higher ranks for faculty will be based on performance,

research output, and teaching excellence. Administrative staff may also receive promotions based

on performance evaluations.

7. Training and Development

 Professional Development: The college encourages continuous professional development and

supports employees by offering:

o Sponsorship for attending workshops, conferences, and seminars.

o Encouraging faculty to pursue higher studies and research.

o Regular in-house training programs on soft skills, management, and technical skills.

 Research Support: Faculty will be encouraged to undertake research activities and the college

will provide necessary support, including funding, administrative assistance, and access to

research databases.

8. Health, Safety, and Welfare

 Health and Safety: The College will maintain a safe working environment for all employees,

ensuring that workspaces, laboratories, and classrooms adhere to safety standards.

o Safety training will be provided to employees handling machinery, laboratories, or

hazardous materials.

 Mental Health Support: The College will offer counseling and support for mental health issues,

including stress management programs.

 Welfare Schemes: The College may implement welfare schemes such as health insurance, life

insurance, retirement benefits, and financial assistance for education for dependents.

9. Leave and Time-Off Policy

 Leave Types:

o Sick Leave: For medical reasons with a valid medical certificate.

o Casual Leave: Short-term leave for urgent or personal matters.

o Maternity/Paternity Leave: As per statutory regulations.

 Leave Approval: Employees must apply for leave in advance, except in emergency situations.

10. Grievance Redressal

 Complaint Mechanism: Employees facing any issues related to their work or environment may

submit a formal complaint to HR.

 Resolution Process: The college will ensure timely and fair investigation of grievances, and

appropriate actions will be taken to resolve them.
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11. Retirement and Exit Policy

 Retirement Age: The retirement age for faculty and staff will be as per the applicable government

rules

 Exit Interviews: All departing employees will undergo an exit interview to understand their

reasons for leaving and gather feedback on how the institution can improve.

12. Compliance and Legal Framework

 Legal Compliance: The College will comply with all applicable labor laws, including those

related to employment contracts, working hours, salaries, benefits, and workplace safety.

 Data Protection: Employees' personal and professional data will be protected in compliance with

privacy laws and regulations.

13. Amendments and Review

 Policy Review: The HR policy will be reviewed periodically to ensure its relevance and

compliance with changes in legislation, institutional requirements, or feedback from employees.

 Amendments: Any amendments to the policy will be communicated to all employees, and

feedback will be sought before final implementation.

Conclusion

The HR Policy for Jaya Engineering College is designed to create a fair, efficient, and supportive

environment where employees can thrive professionally. By maintaining high standards of conduct,

offering ample opportunities for growth, and ensuring a safe and inclusive workplace, the college aims to

foster a culture of academic excellence and mutual respect.
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