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ANTI-SEXUAL HARASSMENT POLICY DOUMENT

CHRISTU IYOTHI INSTITUTE OF TECHNOLOGY & SCIENCE has estabtished the anti-sexual
harassmcnt cell and it is aware of the harassme[lt datrger in the CJITS premises and it obeys the JNTUH,ucc., AIcrE roles and regulations, court dfuectives and state acrs and spirit to ban aI sexual barassment
activities itr the cJrrs conege campus. All the grievances related to seiual harassment is cotrstinrted by
the college superinteodent and antiscxual harassment committee.

ActioN rnd Respo trsibilities

1. To handle. with.cases or Complaitrts of sexual aggravation and any oth€f, tJrpe of haBssment
ofthe students itr the CJITS premises.

2. Ifa victim cannot directly approach an alleged harasser, he/she can approach one ofthe senior

- lady staffmembers who is responsible forieceiving complaints ofsexual harassment.3. When_a senior lady staff member receive" u 
"olnpluiot 

of ,"**l harassment) hdshe will:
immediately record the dates, limes and facts of the incident(s).

4. Ascertain the views of the victim as lo what outcome he/she wants ensue that the victim
understands the CJITS procedures for dealing with the complaint discuss and agree.

5, To Proc€ss all the single complaints aod take suitable action thereon in the manner aud mode
as per the college rules and regulation.

6. The loss in the c$eer opportunity due to the incident of sexual hamssment.

7. Medical expenses incured by the victim for physicat heatment.
8. The ircome and financial status of the respoodent.

9, The feasibility ofsuch payment in lump sum or irt iostallments.

l0.To provide assistance to the students for taking
discrimination and sexual ha.rassment.

1 1. The Providing/Conducting varies Opportunities and Events for girls and women to be financially,
mentally and emotionally empowered to promote their growth ai individuals in their own rights.

ctrtrtu.lPttri nsrit'rre ai"Tlil.:tr

preventive steps in the matter of gender
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Budset Policv Document

POLICY STATEMENT

CJITS budget policy aims to prepare Annual Financial Statements containing estimates of all revenue

raised during a particular financial year as vr'ell as the estimates of all expenditure incurred during a

inancial year.

l. Administrotion
a. Purchase committee- This committee shall comprise Principal, Vice Principal and Finance

manager

b. Finance committee- This committee shall comprise Principal, Vice Principal, Finance manager and

a senior faculty

2. Budget Estimate
Ensuie that a budget estimate is prepared by taking into consideration the operational, maintenance and

developmeflt plans submifted by various departments that include:

a. Non- Recurring expenditure (Development)
. CiviYconsauctiolcosts
. Equipment (laboratory/others)
. Capital items
. Fumiture
. Computers
o Software
. Books

b. Recurring expe[diture (Operatioml and Maintenrnce):
. Maintenance & Up$adation
. Consumable Material
. Salaries & Honorarium
. Expense on Seminar/workshops / Conferences/symposiums / Training Prograrns / Faculty

Development Programs
o Travel (Workshop/FDP/ Cuest lechrrers/ Teacher Training/ Industrial visits/ TA, DA for Staff

& Students)
. Annual Events expenses
. Advertisement & Pdnting expenses
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d.

. Water expeNes & Power expenses

. I €met &Telephone

. Security exp€nses
o Research & Developmcnt hoject Expenditure
o Training & Placement Expenses

c. Budget Preparatiotr strd rccoumendrtiotrs:
o The budget shall be approved and finalized by the finance committee headed by the hincipal

in the monlh ofJanuary/ February every year in the following stages:

r Chairman of CJITS will inform Heads ofthe departmetrt to submit the budget proposals before
staning ofevery financial year.

. Finance rnanager receives the budget proposals Aom head ofthe departments.

. Budget proposals are reviewed by hincipal in the presence of the concerned Head of the

department before ftaming recommendations for considention ofGoverning Body.
o Formulation ofthe budget estimates ofthe institute by the Finance Committee.
o Submission ofbudget proposals and revised estimates to Governing Body for sanction. The

sanctioned Budget is received from Governing Body and communicated to all HODs and

Section Heads.

Estimrtes for Receipts & Pryments
. The finance rnanage shall ensure that all the Receipts & Payments are accounted for in every

financial year.

hevitrble payEents
. Provide for expendinrre outside or in excess ofthe sanctioned budget allocation for the year

without the prior sanction of the competeDt authority.
o Similarly, absence of budget Fovision or inadequacy of funds should not be givetr a

justification for postponement ofpaymcnt for the services already rendered. The adequacy of
the budget provisioo should be taken into considention before incurring any liability

Fitrstrcid Audit
. Internrl Audit

Internal audit shall be conducted every quarter, The finance committee shall m€et at least once
gvory quarter in a year along the respective Dept. coodinatols.

. Eftertral Audit
The extomal audit shall be conducted twice in a financial year. The external agency shall

verifu whether "financial statements" (the information being verified) are stated in sccordance

with specified

g. A DelegatioDs ofFinancial Powers
The financial powers given to the administrators ofour college are as follows:
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. Plitrcipal has the power to sanction Rs. 1, 00,000/- for any immediate purchase'

. Heads ofthe Departments are given Rs. 10,000/- at the begirming of any financial year as

implest money. HOD can spend that on the department requirements with the permission of
Principal. Thi imprest money is issued again after the bills are submitted periodically

throufrout the yeai. Regular purchase procedures are monitored by the Finance Committee

as per the budget allocations.

The institute seeks to continuously review and improve the Budget Policy asadopted above and will
commit to its implementation.

/- ..---...--t -rnal8feL- Principat
Ckittu Jyo$i lnstM. ot lodndooy & lid.tE,

Colombo Nagar, Yeshrvanlhapuram (Vili

,langaon{Mdl), Jangaon (Olst)'5061 67
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Document Retention policv Document

Introductiolr

It iS CHRISTU JYOTHI INSTITUTE OF TECHNOLOGY & SCIENCE(CJITS) POIiCY tO MAiNtAiN
complete, accrrrate atld high qualityrecords. Records are to be rnahtained for thi period ofth"ir i-."diut"
use,.unless lotrger r€tention is required for historical reference, contractual, legal or regulatory
requircments or for other purposes as may be set forth below. Records that are no longi required,-or have
sati$fied their required periods ofretentior\ shall be destroyed.

No officer, or employee ofcHRrSTU JyorHr INSTITUTE oF TEcHNoLocy & SCIENCE shall
knoyingly destroy a documed with the intent to obshuct or influence the investigation or proper
admhistration ofany-matter within the judsdiction ofany governmeot department or agercy or in rilation
to or coltemp]ation ofa[y such matter or case. This policy covers all records and documents ofcHRrsru
JYOTHI INSTITUTE OF TECIINOLOGY & SCIENCE.

cHRrsru JYoTHI INsrrrurE oF TEcHNoLocy & scrENcE reserves the right to amend, alter
and teminate this policy at any time.

Resoonsibilitv for Administration

The Principal shall be responsible for admhistering this policy.

Strtemetrt of Policy

It is the policy ofthis organization:

' To cortply }vith applicable legat and regulatory duties to retain documents as contained in various
Statutory Rule$/Procedures in General any spe;ific to Educatioml institutioDs.

. To possess all documents needed for normal academic purposes, including administtation of
ongoing Academic relationships.

' Therefore, the organization directs and expects a[ officers and employees to follow the rules and
procedures set forth herein. pleas€ be aware that "documents" incruies not only documents in pupei
fonr! but e-nla messages and all other forms ofelectroDica y stored hformation. Also be aware
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that the rules and procedures apply to all computers and other electronic devices provided to

employees by the olganization for use in the business of the organization, regardless of whether

those computers or devices are used on the organization's premises or elsewhere.

Rules and Procedures

Frcm time to time, the hincipal may issue a "legal hold", suspending the destruction ofany records

due to pending, thrcatened, or otherwise reasonably foreseeable litigation, audits, Govemment
ilvestigations, or similar proceedings. lfand when informed ofthis by the Principal, no one shall do
not discard any documents relevant to the subject mafter of the lawsuit, investigation or proceeding.

Employee will be informed ofthe specific qpes ofdocuments that are relevant and must be retained for
these purposes by the Principal. Until that point in time, do not discard any document that may be

relevant without the witten approval ofthe Principal. ifin doubt, save the document.

In all other circumstances, employees must retain the documents listed in the schedule below for the
periods of time set foih. The schedule reflects to legal obligations for document retention. Attention is
drawn that the information listed in the schedule below is intended as a guideline and may not contain
all the records CHRISTUJYOTHI INSTITUTE OFTECHNOLOGY & SCIENCE that may be required

to keep in thc future. Questions regarding the retention ofdocuments not listed in this schedule should

be directed to the P ncipal.

Please trote that failure to follow this policy can result in possible civil and criminal sanctions against

CHRISTU IYOTHI INSTITI-nE OF TECHNOLOGY & SCIENCE and its Officers and employees,
and possible disciplinary action against responsible individuals, up to and including termination of
employment for any delignancy.

Typ€ ofDocument Mi mum Retention Requirement

Accounts payable ledgers and schedules 7 yeam

Audit Reports Permanently

Bank Reconciliations 2 years

Bank Statements 3 years

Contracts and leases (expired) 7 years

Contracts and leases (still in effect) Permanently

Correspondence (General) 2 years

Correspondence (legal and important matters) Permanently

Depreciation Schedules Permanentlv
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Duplicate deposit slips 2 yearc

Emplo),ment applications 3 years

Expense Analyses/expense distribution schedules 7 yeals

Financial Statements (Year End) PermaIlently

Insurance Policies (expired) 3 years

Insurance tecords, current accident

reDorts.claims, policies, and the like
Permanently

Intemal audit reports 3 years

Minute books, bylaws and charter Permanently

Pawoll records and summades 7 years

Retirement records Permanently

Tax returns and worksheets Permanently

Trademark registrations and coplrights Permanently

Withholding tax statements 7 years

Examination Results of students Permanently

The management whenever necessary may add to the records to be prcserved for a definite period or

delete priservation of a record under intimation/approval of the affiliating University/State

Governmetrt.

1NCPAL
rincrpdl

Ckiltu JvolhiIn3l ute ol Tecrndogr & Scirr'
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E- Governance Policv Document

Policy Statement CHRISTU JYOTHI INSTITUTE OF TECHNOLOGY & SCIENCE has framed an E-
Govemance Policy with the primary objective of implementing e-govemance in various operations,
transactions and services ofthe institution for better efficiency, tansparency and accountability. This
policy shall apply to the Administration, Finance and Accounts, Student Admission and Support and
Examinatiofl sections of the institute.

Objectives;

. To install an integrated, user-friendly Enterprise Resource Planning (ERP) solution to automate

various modules of intuitional functioning.

. To implement E-governance in every function ofthe institution and provide simpler and efficient

system ofgovemance within the instihrtion and outside as well.

. To promote transparency and accountrability in all the functions ofthe college.

. To achieve and create a paperless environment in the college.

. To provide easy and quick access to informatio[.

lkktu JyothilBtirute olledndogy & Sd6rr
aolombo Nagar, Yeshwanthap!rram (Villr

.langaonlMdl), Jangaon (Dist)-5061 67
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The Environment and Enersv usase Policy of cHRISTU JyoTHI INSTITUTE OF TECHNOLOGY &sclENcE(cnrs) is to ma-nape e"nerpv in such u tpi.r*,i"-*"y r""*'a".i",.tr. irs impact on the
::,r.Y..:, rhe p_oticy impti-es to efrtore rhe ,.r;;;;;;e;r;;"il"J" ,o ,"au"",r,. burden of rhegovernment and to find out alternate resources as solutions to thit"rgy 

".irir.
This enviroment and energy policy is binding for alr the components ofthe institution and applies to altits stakeholde$ ard to the various activities und".t"t* uy-tr," irrtit.ti.r]ii w,r hefu us to emb€defficiency and environmental awareness into ; 

";;;# ;;lil;;il; ierping us to rcatize ouiresponsibilities and cornrnitmelt to coDservation or*t*ut.""ou."". *i ,o1iii'r," orug". creen campuscommittee is deyoted to the cause of environrnert"r 
"**"r"rt,1"-*i"n"f" green initiatives, and toconduct green litemcy programs to save energy and to protect the 

"oriro;;;i
Objectives:

. To assess oul energy usage and measure its impact on the envirorment.. To coullt CO2 emissions generated by our neans oftlansportation_Vehicles.
o To reduce local air pollution emissions using environment_ftiendly vehicles, including bicycles,public traDsportation and use of pedestriaffiiendtl, ,nra". To install LED bulbs in the wbole campu. ,o ,uu. .n"rgy.
. To develop systematic waste [anagement mechanism.
. To develop rain water harvesting unit alrd to undertake hee plantation &ive.. To take additional measures to continuously improve our energy coDsumption.. To encourage use of advanced tecbnology to minimize enJrgy consumption, atnrosphe cemissions aod noise, particularly fiom ouriefrlcle neeis- 

-

. To engage in dialogue with tbe govemmeot agencies. municipal corporatron and the aftiliatinguniversity and actively work witb the to*t o-rguniruiions-il-i[. 
"r"'* ot..ouironment, energyefficiertcy and sustainabte development.

. To monitor and respond to emerging enviro_nmental and energy issues. to shengthen ouren4rloyees'and students, environmeniand skills in order to i-pilu" ou. o*o 
"ovironmentalperformance.

. To provide information and training opponunities on energy saving measures.. To train our employees and students to make them ,Go Grien Spec"ialists, and partners to planttrees each year.

Mobile: 9346474916 E-Mail:principal@cjits.org Website:wvw.cjits.ac.in



CIIRISTU JYOTHI INSTITUTE OF TECHNOLOGY & SCIENCE
A Catholic Cbistian Minority Institutioa

Colombonagar, Yeshwanthapur(PO), Jangaon Diet - 606 162 T.S

NBA Accredited hogzamme, A.triliated to AICTE & JNIU-Eyd

This policy will be communicated to the students and employees via internal communication
channels, and will be made availabte to all the stakeholdeis on the institutional website. The
Environment attd Energy Policy, objectives and targets will be reviewed on a regular basis by the
Green Campus Committee Convener and its members under the guidance of thi principal oi the
college.

-zPrinciPol
Ctrhtu JYolhi ln$itule oliecMooY & Scierr'

lo[r# lr"or,, v".t'*anthapUram (viri

Jaogaon(Mdl), Jangaon (Dist)'f'061 6 /
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POLICY STATEMENT:

CHRISTU JYOTHI INSTITUTE OF TECHNOLOCY & SCIENCE believes rhar no merit studenlshould be deprived of education or discontinu., hivh"" .M;; ;-";;; l] inlncat dilnculties. ln thisregard, a Policy has been framed by the 
-Managemeni 

i" 
-p.""fi" 

f,n"i"l"l Assistance to theeconomicatly back ward students in rhe form of .or";il;in iuiii;; )-i#rioLion I nor,"r r""
Objecrivesl

! To provide financial Assistance. to 
-the 

economically back ward students in the form of. concessions in Tuition/Transponation/Hostel fee> lb 
.ensure the free ship for the economically poor students To inform the students about the. various govemmenl and non-govemment scholarship> opportunities To suppon deserving candidates in the pursuit of govemment and non-govemmentscholarships and free ship> To inlimare students about the renewal ofscholarships

Eligibility Crireria

l) Student should have above 60 ofmarks in the l0+2 examination2) The annual lncome ofthe parents should not 
"*"..a 

p.s i,Jd,O-Ool_ *r*nurn3) Maintenance of 75% attendance in the en,ir. ,"..ri"r-in iiirii"",i' -"'4) No disciplinary action was initiared sancti"r"J";;;;;tu;;;i'-"
5) The^studens apptying for retaxation shourJ 

"", 
r,?r" any ii""tiig *ui*,r.6) He She should also have a clear record ofdiscipline

At the time of admissions, the students alproach the Management to give the conc€ssions in TuitionTransportation Hosrer fee. Deoendins on the nnanciut poJ-r-io'n oi-ttre'Jtr|j"iol'i"."no, ,r,. ut-"g"r"n,
:trit-'.ffi::ffi*in the'roe. cincessio;iiU;iffiH,i","J'l,"oril* 

",*"rs as per rhe

Clrittu Jyo d T.dIdog, & Scl('ft
cohrnbo N.e.r, y*hsrrr$dffi &t,nrc N{.r, ycahwmhapunm (Vl

- EE'i rgEt*mtsi
Website: www.cjits.ac.in
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Financial Audit policy Document

l Purpose

This policy defines the rules for all financiat audits at CHRISTU JYOTHI INSTITUTE OFTECHNOLOGY AND SCIENCE

2. Defiritions
a. Extemal Audit

Extemal Audit is defined as periodic or specific purpose audit conducted by extemal qualified
Chartered Accountant(s)

b. IntemalAudit

Intemal audit is defined as iiequent or ongoing audit conducted by the accountants to
monttor operaltng rcsults: verify financial records: evaluate intemal conrrols and to
detect fraud.

3. General Policy Principles

a. CHRISTU JYOTHI INSTITUTE OF TECHNOLOGY & SCIENCE wilt have periodic intemat
and extemal audits for all financial transactions

b. CHRISTU JYOTHI INSTITUTE OF TECHNOLOGY & SCIENCE will employ respectively
for intemal and extemal audits. intemal auditor and external auditors

c The financial statements for the corege wi, be independentry audited by a quarified auditor ihcompliance wirh the Accounling Standards.

d. After the year-end closing proced-ures, all audited and final financial statements and reports will
be prepared and submitted to the Budget and finance Committee

e. The Badger and Finance Committee will oversee and schedule all financial audits and liaisewith the intemal auditor

f. The budget and Finance Commiftee will liaise with the extemal auditors and ensure that theauditors will have fall access to all books of accounts, *u"t"o, ,uppo.ting documents andrclevant records.
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Audited financial reports will be published in the college website

4. Internrl Audit Policy

a. The purpose ofthe intemal audit is to report to the Finance Committee on the accuracy ofthe
accounts and records.

b.lnternal audit will be anaudit ofall transactions and a review ofthe adherence to financial control
procedures.

c. On completion ofthe internal audit procedures, a final report will be submitted to the Budget and

Finance Committee about the findings in the intemal control systems.

d. The Budget and Finance Committee will review the internal audit report.

e. Corrective measures may be requested by the Budget and Finance Committee.

5. Externd Audit Policy

a. External auditors will be appointed by the Chairman ofthe Budget andFinance Committee andagree
to an audit plan.

b. Extemal audits will be performed annually by independent auditors who will report directly to the
Budget and Finance Committee, as to the fairness ofbooks ofaccounts, recording oftmnsactions
and compliance with applicable laws and regulations.

/''-\ffi
Chislu Jyorhi t, jrirure 0,iurlydooy & Sdeft,
ColombO Nagar, YeshwanthJpuram iVilt
J.ngaon( Mdt), Jan gaon (Disl).506 167
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Green Environment Policv Document

Preamble Envionment being the basis of life its conservation is an indispensable aspect of education.

Future Technologies should emphasize the dependence between technology and nature Proper

Enviroment Ma*g"ment is essintiat for sustair,ble development and the Enyfuonment Policy is

designed in tune with the united Nation's sustainable Development Goals 2030, realizing that Fotection
of Environment is part of the Institution at social Responsibility for the survival of humanity. This

document ttrough the policy statement makes clear the Institution's approach to Envfuonmetrt prot€ction

which will be ensured tbrough the Environment Audit which is defrned by the ICC as a tool comprising a

systematic, documenled, poiodic and objective evaluation of how well eDyironmental organization,

management atrd equipment are pedorming with the aim of safeguarding the environment and natural

resources" io the functioning of the Institution and dissemination of Kaowledge

Besides initiatives for Environment Protection, the Enviroment Policy includes Energy Management,

waste Managemetrt and watsr Management which are dealt with separately taking into account the

importance ofeach, and policies and procedures have been formulated for these topics.

Poticy statement CJITS vows to prctect the Environmert by maintaining a Green, Eco-friendly campus,

and by creating an awareness among it's stakeholders both as individuals and members ofthe socigty, so

as to contribute to making the earth, our common home, a sue haven and a comfortable abode for the

posterity.

Objectives

. Promoting & Benchrnarkiug for environmental protection idtiatives

. To encourage projects on environmental assessment

. To impart awarcness about green clean campus

. To initiate sustainability practices in the campus and among stakeholders

. To maintain and mooitor the sustainability aod eco f
r Friendly initiatives (clean fuel, renewable resouaes etc.)

. Reduction in resouc€ use

. Financial saviogs tbrough a reduction in resource use

o Curriculum eruichment through Factical experience
. Development of ownership, personal and social responsibility for the CJITS campus and its

environment
. EnhancemenvupdatingoflnstitutionFofile
. Developing an environmental ethic and value systems in young people

. Conduct audits for recommendations and continuous improvement

o Encourage research and disemination ofzusainable development knowledge.
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. Green campuses and support local sustainability efforts, artd

. Engage and share infom)8tion with intemational networks.

. Itrtoduce carbon neutrality measures

Procedure / Organization stuctule 6 facutty members (l each fiom every department) and l0 students

(oue boy and one gid represeltativcs) fiom atl 5 depaltments will lead the team,

Suggesled mode of Implementation: Each floor in every block will be assigned to a lab staff so that
quantification of reusable resources (plastic wastes peD/percils etc., papers/assignmcnt books...) can be

done. Bi-weekly reporting oflab st fTto the concerned department faculty will ensure smooth execution

ofresource uranagement within the campus.

Roles

Acdon

Env onment Protection and awareness
Envirolment Policy to be implemented in the Campus.

Water Meter should be installed and maintain the inventory ofwater resource

Storage ofchemicals like; paints, gums resins, oils, lubricants, acids etc. in designated place and

disptay of safety/waming signs.
Internal inspection system should be developed for various equipments available in campus.

Waste Managemgnt plan should be prepared for the campus.
Environmental drills for responsg against spillage and leakage of chemicals in the campus

Plastic usage can be reduced in college campus.
The monthly inventory of e-waste is required to be maintained in formats on regular basis.

Implement measures for carbon neutrality.
Communicate the Environment Policy to all faculties members and staJL
Form of i erest goup of students and faculty to follow on nature friendly pursuits and

sustainable awareness.
E-waste montl y inventory be maintained i[ the campus as pet E waste rules 2016.

Water Meter should be installed at the iostitute for monitoring of water consumption per aapita.

Increase in Envircnmental promotional activities fot spreading awareness in the campus.

Environment/Green committee formation for regulating eco-ftiendly initiatives in the campus
prernises and periphery.

plan
Obs€rvation ofvarious days of importance ozone day, environment day, earth day etc

Conduct awareness campaign on pollution and preventive measures

Conduct regular geen/envircnment audit and follow up corrective measures

Ensure regular follow up and updates for clean campus practices like proper waste disposal, e-

waste campaigning among stakeholders, rain water harvesting and monitoring judicious water
usage

. Activities encoumging recycling, reuse, repair and refurbishing etc
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Conduct invited talk (dept/coltege level on various updates policies and various dimensions of
enviroDmetrt studies)
Monitor Greeohenewable Energy initiatives aod audits on its maintenance records once in six

months

"jlil'iil",i is;i' i"'n"'1P*'3i 
I Xl'

1"iiil?"iiiiu, I 
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Research and develonment policv

Reerrch Policv

Academic institutions ale expecled to perform threefold activity which includes te{ching research andextension. Research happens to be one 
-of 

the-pioneer aspects'of ;;;;;-Jctivities which herp theinstitution to achieve excellence in the field of;du;"^'f, 
"i. m"f"i".'ifrJ'qua,ty of leaming andknowledge 

_development. Research and a.r.rop...r,ur u.iirlt;h;'lp;;;;" and disseminates newavenues in knowledge. promotes innovation and these witi n'",ir"i. u'"ri*'i"ilirg and teaching amongfacukies and students orcHRrsru JyorHr rNsrrrurE oi TEa-i'{N6;b;?i scrrNcr lcrrrsy.
Research is the foundation of knowledge fiat brings new energy, builds state of the art facilities,promotes rcsearch publications. develops collaborations and beci"mes f"n oi*ir" community thaishares the_ mission objectives. Taking these into conslae.aiio.s.-Cln5-i"."a and implemented itsResearch Policy.

Purpos€

The purpose of the Research policv is to create . a vibrant atmosphere of res€arch among faculty andinculcate rcsearch aptitude among the students the pori"y ,h"ii:;;;;;iirar framework withinwhich research activities may be carried out. It also aims 
" 

ia"riity ,fri"-"*^ of res€arch havingsocial relevance and rhereby supprementing the vision ,na rtrission oiihl JiLle. me nesearch poticyaiso emphasizes contribution mwards society and to rhe nation ailara.. 
-. - - --

Scooe

This Reserch Pllicy fo'ms the basics oflhe research ethics of the college and is impremented alr thedepartments and it serve as the guidelines for trre n nctioning oiirre-n"Jea.?i ilincir or,r" cor"ge.

Custodian of the Policy

The implementation and uodatino of the research policy are carried out by lhe DirEctor, ResearchCouncil. The Research ooiicv "r;r u* "{ir:".[ "irifi fii; #:,#, :rnder rhe principal, ofcHRIs'ru JyorHr rNsrrrurr oF TEcHNoLoct I s'c*i.rbs ;;'ili";"" and to assist ardadvise in matteN related to research within the college.

Objcctiv6 of R€sesrch policy
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l. To encoumge original quality basic and applied research in the fields Science, literature cornmerce

and all relat€d and other relevant fields.
2. To identiry the emerging areas ofresearch and encourage the faculty members to undertake research

in these areas.

3. To establish linking with industries and business organizations to identiry potential areas of
research, surveys and her basic research enquiry.

4. To acquire Projects, market surveys and other research activities to acquire assistance from other
business houses, industries, NGOs , boards and forums.
To idetrtiry faculty members who can work as leaders irr the field ofresearch and encoumge them
to undedake lesealch proj ects, shrdies and surveys.
To provide financial assistalce for publication ofresearch papers and research findings.
To offer a suitable platform to the faculty members, scholars and students oftopublish theirresearch
findings and encourage them to bring to the notice of society issues ofcontemporary importance.
To organize various workshops to develop appropriate research skills among the scholars and
faculty members

9. To depute faculty members to various workshops, seminan and conferencss in thei respective
fields as areas ofcontemporary importance.

10. To establish suitable infiashuch.ue in the college that will help to undertake different research
projects.

I l. To e[ich information and data resources suitable for undertaking quality research projects and
enquires.

12. To undedake all other such activities which will inculcate research culture in the college.

Chistu Jyothi i sri!.,te o{ Tcclnology & Saierr,
Colombo Nagar, Yeshwanthapuram (Vit
Jangaor(Mdt), Jangaon (Dist).006167

5.

8.

6.

7.
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As per policy procedues, CHNSTU JyOTHI NSTITUTE OF TECHNOLOGY & SCIENCE Adoni
conducts recruitrnents for the sanctioned posts bas€d on the requirements put forth by the respective departrnents
keeping in view all the norms that have been laid down by AICTE and uGc norms through HR selection
procedures. All such procedues arc followed in accorddnce with the JNTUA guidelines.

A, The selection coEmittee forEed comprbes the followitrg prtrel:
Chairman

Member

Member

Member

Member
B. Advertisements in l€ding newspopers regarding faculty vacancies and positions arc floated.
C. Recruitmert Prccedure:

Once resumes are rec€ived by the Head ofthe Institution by post or in person or through e-mail,
they are sorted out based on the academic profilg experience gainejand research status.

a. The HR team consisting ofthe members as cited above conducts a meeting so as to d€cide the
date and venue for the walk in interview and demonstration.

b. The candidates thst are shon listed 6fter the above cited procedure are communicated weI in
advance to appear b€fore the selection committee on a particular date and time.c. Negotiations are entertained as regards salary and emoluments.

d. Ifthings go well, an ofrer letter is served asking the candidate for acceptance ofthe offer.e. On receiving ofaccelance from the candidate, joining process is followed.
D. JoiDing Proc€ss:

a. After having verified all the presented documents, ID proof and Address proof, an appointment
lette. is released towards confirmation to the joining ofthe new faculty.

b. Once the appointment letter is served and confirmation is received lrom the candidate, date ofjoining is announced.
c. After receiving the joining report, finally the process comes to an end and a new employee code

is genemted on the pa),roll system,
E T€rms md Conditions of Service:

a. The employee shall abide by the rules and regulations of the college while performing hiyher
duties.

b. The emproyee must update the records regarding his,/her contact number and rcsidentiar address.
In case ofany change, the employe€ must inform the higher authority.

c. The employee shourd be punctual to his/her duries. He/she shodi not abstain from institution
without pmper leave or prior permission ofthe leave sanctioning authorities.

a. Chairman

b. Academic DirEctor
c. hincipal
d. Subject Experts
e. Head ofthe Department
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The employee must obsene professional ethics. Helshe, directly or indirectly should not engage in
any tlade or business or any sort of exploitation for his,4rer persoral ends.
Leave on medical grou4ds is entertained.

ErJt(L.tT,At_
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Seed Amount Policv
ThE CHRISTU JYOTHI INSTITI]TE OF TECHNOLOGY & SCIENCE WiShCS tO ENCOUTAgC its FACUITYmembers to engage in the activities ofresearch and innovation. pr"r"nt pot"y io"ur"nt rclated to rereaseof seeds grant and financial assistance for promotion of ."""u."f, i 

"up'u"*y 
building / Outreach /knowledge upgradation will be followed with effect trom July, 20t7.

The faculty members can apply for financial assistance for one or more ofthe lbllowing purposes:

r Technorogy allowance to buy a portable technology device, which can aid in mobilitv and
increase the research oulput,

o To develop proofofconcept or protot,?e for a novel research idea,
o For capacity building (organizing training programs for research scholars, inviting prominent

researchers to interact with th€ goup etc)

. For pursuing Ph.D fiom the home institution in the form ofdiscount in the ph.D fee

. For filing patents

. For publishing and getting rewarded in quality joumals and conferences

. For havel to disseminate research findings to the society
o Eor applying for paid cenificarion programs

. For attending FDps, training programs, refiesher courses

Research is the foundation ofknowredge that brings new energy, builds state-orthe-art facilities, promotespublications, and innovation amongst faculty members. S""J_oo"y g.unt poiicy ofCHRISTU JyOTHIINSTITUTE OF TECHNOLOGY & SCIENCE is designed to stimui"L .o.f"ii ,"","r"*ch in emergingareas of nationayinternational importance, 
^and 

to promote innovative product and technologydevelopment lt w l and to facilitate the start ofresearch ihich may potentially'develop creative venturos
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Objectives of Seed Money Policy:

. To create an enabling environment \r,ithin college to encourage research.

. Provide requircd support through research framework and guidelines_

. To nurture an environment of undertaking socially useful research with potential for
commercialization.

' To create opportunities for faculty members of the college to involve themselves in real life
research projects.

. To aid a faculry to start a research progmm that has the potential to sustain and athact funds from
extemal agencies.

' To test a novel idea and to genemte preliminary results before submifting proposals to extemal
agencies.

. To promote inter-departmental collaboration in emerging areas.

. To promote generation of IpR and product/process development

-:tuirlu Jyolhi lnstilule of T€clndqy & &i€lr'
Colombo Nagar, Yeghvvanthapuram (viil

Jangaon/Md,), Jangaon (Di5t)-506167
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Trainins and Placement Policy

Obiectives:

The Placement Cell endeavors to becohe a link between the job seekers (ie. stude s) and job
providers (ie companievcoryoratel by building up their capaciry and networking with Industries.
Building a strong network among the corporate & institute for placements.
Become the preferred choice ofEmployers with reference to Campus Requitments.
Provide equal employment opportunities for all the students.
To ensure sustainable employment for all our students.

Reqistration:-

I Before getting registered with the Department ofrraining and pracement it is mandatory for a the
6" semester students to attend the r"placement orientation Session ofr&p. Absentees will not be

3. After registratioo a student can switch over their option orce (to opt out ofplacemelt or
intqchange ofoption) before the l "company visit. No request ofchange ofoption will be entertained
after the I "campus placement d ve.

4. Student who wishes to app€ar for a particular campus placement &ive must register with T&p Dept.
for the drive. The registatioo would imply that the student has verified by himsetflherselfand has
consented to the compatry profile, job profile, terms & cotrditions, package, bond & etigibility
crite a. After reSistration, if stude fails to tum up for the drive, he/she \M l rct be cotrsidered fol
fuhrle placements.

Elieibility Criteria for Placement Assistrrce:

l, Eligibility criteria will be as per the noms ofthe company providing placemelt opportunity
2. Pre-r€quisite for placemont-

allowed to get registered with the Dept. ofT&p
2 All the 6th semester students of all branches are required

Training and Placement as per the schedule declared and as
l "Placement Orientation Session ofT&p

to get registered with Department of
per the Instructions issued during the

Exemption to
training in an

a) Campus Requitment Training (CRT) Completion with minimum 90oZ attendance.
CRT will be ganted to only those students who opt for 4_g weeks iDdustrial
industry ofre!,ute with prior permission ofTpO

b) Academic Attendance of '1 5Vo on the date of campus placement d ve is mandatory for every
student in final year to appear in the campus placement drive ofany company.
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3. Students must update their record in T&P dept. after declaration ofresult (backlogs only). Regular
semester rcsults will be updated by T&P. This is very important because it is possible lhat the
companies may rcject the candidature ofa student in case of incomplete data.
It is compulsory for all stude[ts to have PASSPORT & PAN CARD within 90 days ofregistration
with T&P.

Dir€ctive Principles. Rules and Requlations:

4.

3.

5.

1. Placement Cell will shive hard to provide placement opportunity to all its eligible and irterested
students ofFinal Year.

In order to achieve its placement objectives, the Training Cell shall organize various training
programmes, Guest lectures, seminars, workshops, intemship and other allied activities in addition
to other similar academic/ non-academic activities for ensuring employability ofits students.
The Placement cell shall also strive hard to invite various reputed Companies/ Organizations for
recruitment placement ofits students in the field oftheir specializations.
lt will be the endeavour of each student to co-operate with the placement ccll and to appear for
opportunities offered fol their Placement.

Any student having a job -offer in hand will not be allowed to appear for any further placement
opportunities unless and until all the eligible and interested students get one job-offer each in their
hand. However students will be given chances ofupgrading their placements offers ifthe subsequent
company/organization has been conferred with a "Dream Status', oI "Core Company" status by the
Institute

a, The Institute may offe! "Dream Status" to any reputed compary/organization which has a very
strong brand equity &/or is offering a very high salary package.

"Core Company Status" will be given to only those companies whose operations are in the core
sector of ME/CEIEEE/ECE branches.

c, "Dr€am Status" Core Compaly Status', will be granted to a particular company by the TpO of
the respective colleges.

6. Once a studelt is erolled with T & P Cell & if he/she fiils to appear in auy of the campus (in
housdpooled/any other) drive of any company without submitting e wdtten application v/ith
justified reason and document's will not be eligible to appear for the next 3consecutive campus
placement drive. Habitual absenteeism u,ill not be entorhined (Even if it includes the DREAM or
coRE CoMPANY).

4.

2.
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10.

9.

8.

'7. It will be mandatory for all the stude s registered with T&p to appear for all the caupus placement
drive lermed as "Mandatory, by the Dept. Of Training and placement irrespective ofthe q,pe of
company. The "Mandatory, status to any particular company will be provirled by the TpO. Any
student skippiry any "Mandatory" status campus rcquitment drive without a justilie.d reason and
advance infornatioD will be detained from any further campus plac€ment drive.

Once all eligible students secue onejob-ofcr each, the students would be allowed to appear for all
the further CoEpanics visiting for placement (inclusive ofal t/pes ofcampuses).

Ifa selected student in any company through the campus placement drive faits tojoio the company
without any justified reason he/she will not get ctearance fiom the T&p Dept.

A notice ofPlacement Process once fixed will be communicated through E_mail or SMS to all the
eligible students foi that particular campus placement drive.

a' It is impofant that all students must rogularly check their E-Mail & sMs for getting information
on Placement rolated activities.

b.

c.

. It will b€ studelts own tesponsibility to get updated on placement related proc€sses and
activities. (In case ofary query student can visit to T & p office)

Every studed who eDrolts with T & p Office and who has opted for ,,Campus placement. tr
the registation form will be eligibte (as per companies eligibitity oiteria) for alt the companies
off€ring Placement.

I l. No preference related to place of work will be entertahed.

12. Students thos€ who do not eDroll with the T & p Office, shall not b€ allowed to take part in the
placeme process under any circumstances later.

13 The students must thiok well before eruolling with r&p and then act acaordiogty i.e. enrolting with
T & P is an act ofexpessing your desire and confirmation to join the organization on its terms and
conditions, ifselected. In order to rnaintain the institute's commitment to the organization, students
will have to join the company from which they have received the offer letter. They will not be
allowed to reject an ofer at a later stage as per the policy already specified and decided by the
authority. It should be noted, that stude s represent their personal commitment and the institute,s
commit nent by such positive actjon.
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t7.

18.

14. Adherence to time must be taken into strictly consideration.

15. Dresscode is STRICTLY FoRMArs. Those who don't followthe dress code \vill not be considered
for placements.

16. Individual details and Academics details must be updated on regular intervals by students to
Trainhg & Placement coordinators.

students are not authorized to communicate with the companies in any iodividuar capacity when
company visits our college for placement. Any corporate interaction by aoy student at any stage
before and aftsr selection must be carried out io consultation with TpO
Ifa student appea$ in wdtten test and does not aM,€ar himsetfherselfin tont ofthe interview paoel
without secking pdor permission from TpO, he or she will not be permitted for any ftture drives
and lvill be detained for fuhlre placements.

Ifa studert gets selected in any particular company and gets ajoining date after one year oftheil
passing year thcD in that cas€ college authorities are not rcsponsible for their joining. Also in any
case if any company withdraws its offer letter/letter of intent at any stage before joining of any
selected students the T&P department and college or any authority will not be responsible for it.

Students should retain ftom using recommendatioos for getting placed itr a compatry/corporate.
Stdct action will be tak€n agaiDst such students.

While attending campus intcrview, eyery student must carry the followiog:
a. Collcge Identity Card
b. 5 Nos. passport size color photogaphs
c. 2 copies ofthe updated and signed resume
<L Original Mark-sheets from SSC Onwards in Fotder
e.2setofphotocopiesofallrelevantrnark-sheets,certificates(self-attested)
f Xerox of PAN Card or Passport or Driving License (self-attested)
g. Pens ( Black & BlueyPoncilvstapler/cum etc.

22. students are expected to get enough information about the company, job profile and other details
about the yisitirg company before appearing for pay rccruitment drive. It is compulsory for students
to visit the website ofthe visiting company before the campus placement drive.

19.

20.

2t.
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23 students who are not eligibte or are already serected by a company will attend their regular crasses.
Attendatrce Record of each drive is shared by T&p Dept. to all respective depafments on regular
basis.

24. Shrdents should inform immediaiely about any change of Marks/Mobile
Dept. AfteI selection, student will not change his Mobile No. & Emait
company.

No. /Email ID to T&P
ID till he/she joins the

25. The deparhrent ofT&P will also try hard to arrange campuses ofNo Criteria Companies for not
eligible students. The not eligible students should see that they get placed in the first opportunity of
such conrpanies which they get.

26 The institute reserves its right to allo disalrow a,,y student from taking part in the placement
process without assigning any reason thereto.

27. Decision ofthe Institute would be final and binding on all

28. Reques,grievances/issues will be referred to the principal/Tpo.
29 Any suggestionv modifications/ deletior/ g evances in respect ofthe above policies, in writing by

the individual concemed student shall be considered, iffound fit, on a case_to_case basis bv TpO in
consulution with rhe principal.

30 TPo in consultation with the principal reserves the right to take decisions on the cases which falr
beyond the purview ofabove mentioned policy, Rules and Regulation statements.

Rulesr In case ofMultiple companies on same day

l. In a scenario where a studetrt is sitting for multiple companies which visits the campus oo the
same day, the student can appear for any number of companies. But, hdshe will have to accept
the offer tom the company which comes out first with its list and gives a fnal offer to him/her
first.
The shrded will then be barred tom appearing for any other company,s placement processes and
will be pulled out form their Focesses immediately, even if he/she is waiting to go in for arl
interviow or GD.

2.

3. The othsr companies will atso be informed that the student is placed and
considered further.

rincrpol
Jyolhilnsritute o{ Todndogy & Sd
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STAFFWELFARE POLICY

l.Purpose
The puryose ofthe policy is to promote healthy working environmelt , to improve
employee momle, to strengthen employer employee bonding and to enhanci theirjob

satisfaction.

2.Scope
This policy is applicable to all employees ofthe institution across all ca&es including
Teaching staff, Non teaching staffnd support staffworking ir CJITS, Jangaon.

3,Policy
The policy is in accordance with the well being ofall employees working in our college .

4.Welfare measur€s -categories
The Management ofCJITS ensures that the benefit ofall the welfare measures under
statutory and non -statutory schemes ofthe institution is made known to and made

accessible to all ofits employees-academic and administrative .Towards this , the
rnanagement allocates a fund .

The following are the provisions available under the different categories.
4a. statutory welfare measure

Employee Provident Fund (EpF)

Employee State Insurance (ESl)

Maternity Leave

Medical Leave

4b . Non statutory welfare measure
Group Insurance Scheme

Wedding Leavc for Managemelt Staff

Flexible Working Hour lot Staffwith Special neds

Reduced Teaching Hours in workload for Staff in Administrative roles

Corpus Fund lo meet-out the salary during emeryency
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4c.profeesinal Development support scheme.

Seed Motrey forResearch (Minor Research Projecis sponsored by the Management)

Rein$ursement of Registration and Travel Expense for Attending Leadership Training Progamnes,

Conferencev Workshops etc.,

Financial Assistance for Thesis Submission

Cash Awards to the Reseach Guides for they rvard's completion ofthethesis

Apprcciation lncentive to Research Supervisom

Cash lncentives forpublishilg in the peer reviewed indexed Joumals, Patents and

IPR

Staf Exchargo ko$ammes

Leave on Loss ofPay (LLoP) to pursue PhD/PDt/ Advanced Studies

4d .Financial Assistrnce under loans and Advance payments
Fee Concession for Stafs Children

Salary Advance Scheme / Interest free F€stival Loans

Loan by Thrift and Crcdit Society.

4e .Financial Assistance For Medical Emergencies.
Free coosultation at College Health Care Centre

Finatrcial assist trce for Medical Issues / Treatment ofneedy stalf

Reimbuseme ofModical expenses based on lhe circumstatrce ofenrployee.
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4f .Awards and recognitions

The staff members ate acknowledggd with Awards and recognitions under the following Categories

Awards for B€st Faculty Researcher (Arts and Science Disciplines)

Newly awarded Ph,D. holders honoured in the College Day

College Day - Faculty mcmbcrs honoured for Patcnt, Book Publicatior/ Orgarii2ing

funded conferences

College Day - Faculty members honoured lot qualrying in UCC/CSIR-NET & SET

examinations

Collcge Day - Staffhonoured for 100% Attendance

Retjrement function held for retiring siaff

Wrist Watches as a take-home memorabilia presented to teaching, non-teaching and support slafl

who pul in 25 years of meritorious serr rce.

Faculty members who contribule for Nation Building through Community Extension Services

ate honoured

Faculty memben who render consultancy services are honoured

Fianarcial Assistance to Family members offaculty who demised durig their period ofservice.

4e .Career advancement Support

F ee Capacity building trainings and orientalion programmes for Teachjng andNon

- Teaching staffat different levels.

Workshop on lacilitating ICT lool usag€ for effective teaching-leatriing and Leaming

Management System (LMS)

Workshop on Office Automation System and Tools

Free Access to ICT facilities, Laboratories, E-Studio and Library facilities of the

Institution

Leave on Other Duty (OD) for attending Seminars, Conferences and Workshops etc.
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4e,Infrastructure facilities
Pure Drinking RO water

Free Wi-Fi, Free email ad&esses in the institutioMl domain name

ATM facility, Bank, Post-office, Car ParkingLots, Cafeteria facility, StaffDiscussior Rooms.

Common Room for Men, Lounges for Women and Feeding Room

Stationary, P nting Press

Dining & Lodging Facilities for Men and Women

Auditorium and Conference Hall Bookings done for conducting Family functions

/ ceremonics ofstaffMcmbcrs at a nominal cost during Holidays/ Non-working hours.

. Photocopy Centre

4f .Miscellaneous welfare measures.

lJriiform forSecurity, Class lV Staffand Helpers in Dining Hallatfree of cost

Food atfreeofcost lotClass lV Staff and Seclrity Personnel -Threemealaday

Tea and Refreshments for officeStaff

Gifts toStatf and their Children during Christmas Celebrations

Gift to Staff on Teache/s Day

Celebrating Days of lmportance :Teachers' Day

Fellowship Lunch for Staff during occasions

Christmas Family get,together Dinner for the staffand their families

StaffRetreat - JeachinB and Non-teaching

Fellowship Tours for leaching, Non-teaching, Deputy and 5ub-Wardens ofhostels.

Yeariy Sports Competitions for allthe staff durinB College Sports Oay

Special lMedical Gmps/check-ups for allStaff/ Health Screening campr_
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Conclusion.
The purpose ofcollege employee's welfare policy is to develop personality ofthe worke$ to make
a better workforce. Welfare schemes qeates efficient , healthy, loyal and satisfied labor force for
thr organization. Providing zuch facilities make their work li'r'e bitter aad leads to good standard
ofliving.

- Prlnclool
Itrirtu Jyolhitnnirule otiettndogy & Sda
:olombo Nagar, yeshwanlhap;.am (V
JangaontMdt), Janqaon (Dist)-50616
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