


 

 

 

 

 

 

INTRODUCTION 

Challenges and Opportunities are two sides of the same coin. The knowledge that students will gain, the fine 

qualities they imbibe and the technical skills they learn to apply will be the major contribution to the parents, 
to society, and to the nation. With this motive Sri Gonna Tatalu, the Founder of Gonna Educational Institutions, 
has started GIITS (Gonna Institute of Information Technology and Sciences) in 2009. The campus is surrounded 
by scenic beauty and in a pleasant atmosphere, located at Gonnavanipalem, 2 km away from the NH-16.  

The college has the privilege of having a healthy, harmonious ambience and rich values which have played 

pivotal role in shaping the future of the students.  The Management strives to create an enriched learning 
environment that empowers students to strengthen their scholarly knowledge and become life-long learners. 
The rich values and traditions imbibed here would be able to produce Engineers, with high quality and relevant 
technology, required for the society.  

 

VISION OF THE MANAGEMENT 

It is the education and its system that makes the country great, strong and to develop. Highly trained and 
skilled professionals will be needed in vast numbers to enable our country’s transition towards industrial and 
financial self-sufficiency. Our Vision is to promote advanced learning in latest technology to suit industry needs 
that works to empower students with the skills and confidence.  

 

MISSION OF GIITS 

Our Mission is to impart not only bookish knowledge but inculcate humanitarian values like wisdom, 
compassion, courage, humility, integrity and reliability in a student, with a team of talented faculty to produce 
Competent, Disciplined & Quality Engineers through excellence in Education and Research.  



We are committed to promoting creative and critical thinking among faculty, students and staff within a 
culture of inspiration, high expectations, accountability and quality service to students as well as the society.  

The enclosed Operating Guidelines cover various functions like, Academics, Examinations, Administration, HR, 
Purchase, Accounts etc. The institution will abide by these guidelines in order to achieve the vision of the 
Management. 

 

OVERALL POLICY EXPECTATIONS 

The institution requires a great deal of team work, sincerity and diligence for achieving its goals. In order to 
achieve this, the key enabler viz. the Principals must be able to function in a transparent fashion and provide 

the right information in a timely manner to the management. The following are the expectations in this regard: 

 a student centric approach 
 care and respect in handling people 
 transparent dealing in all situations 
 providing a conducive atmosphere free from ego and status 
 a fast response time in handling situations 
 a communication system that is effective in achieving the desired objectives 

 
In order to achieve some of the above, several measures have already been implemented. Principal and Heads 
of Intuitions may send a note for any other specific requirements that their institutions may need. 

 

A.   ORGANIZATION STRUCTURE 

The Organization Structure shown below is indicative of the roles and responsibilities of all the stakeholders 
and the following will clarify the same further. 

 The Principal/Director of the institution is responsible for all matters concerning the institution and 
all Teaching and Non-Teaching Staff will be under his/her control. The Principal/Director will be the 
interface between the Management and the Institution and matters must be routed through him 
as deemed necessary. A Typical Organization Structure for the Institution is given hereunder. 

 The Training and Placement Division will function under the guidance of the Principal/Director and 
will be responsible for all the training and placement activities in the institutions. 

 The Administrative Officer will report to the Principal/Director and will be responsible for all the 

non academic matters of the institution. He / She will: 

 Render General Administrative support to the institution 

 Dispatch and receipts of all documents, with timely distribution 

 Implement Cost Control Measures 



 The Special Assistant to the Secretary will be the interface between the Management and 
Principal/Director and will be responsible for  

 Ensure Security of premises  

 Track and ensure Annual Maintenance Contract and Repairs to all equipments 

 Coordinate all Purchase and Store activities including regular stock checking 

 Ensure upkeep of premises and ensure sanitation and hygiene 
 

 The Institution will also have a Training and Placement Coordinator in each department (Faculty 
Member nominated by the Principal) who will coordinate the training and placement activities of 
the students. He / She will liaison with the Training and Placement Division and provide necessary 
inputs. 
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B.   PROMOTION, PUBLICITY & ADMISSIONS 

The key revenue generator for the colleges is the annual intake of students for various courses/braches and the 
sustenance of the college depends on both quality and quantity of the students joining the institutions. The 
branding of the college is important to remain in the market and attract students and some guidelines are 
given below for the admissions and branding exercise. It may be remembered that branding and promotion are 
a continuous process, and that the students/parents are the best brand ambassadors for the colleges. 
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ADMISSIONS PLANNING FOR STUDENTS/PARENT REACH 

The branding of the College and promotional activities for admissions shall comprise the following activities but 
are not limited to these. Activities shall be planned in a structured manner and executed after budgets are 
approved by the Secretary. 

 

 Delivering Presentations in feeder schools/junior colleges by Presentation teams comprising faculty. 
Visit schedules to be fixed starting August/September of previous year. 

 Conducting Events in the Campus like Communication workshops, Aptitude / Personality tests, GD’s 
Quiz, Sports, etc. 

 Conducting Faculty Development Programs with focus on Influencers – Senior Faculty, PD, etc. 

 Sending mailers and distributing promotional material at counseling centers 

 Conducting awareness Programs for Parents like seminars in schools and junior colleges 

 Designing a good Promotional booklet about the college 

 Maintaining a vibrant and updated website of the college with current information  

 Advertising the College using: 

 Hoardings 

 Radio announcements and TV scrolling 

 Interviews on TV Channels by senior staff 

 Press publicity for our events 

 Social responsibility activities by the college students like visit to old age homes, orphanages, school for 
the blind, mentally challenged children interactions, etc. 

 

NOTE: 

1. Promotion material like brochures, pamphlets, prospectus, fliers, etc. should be made ready by 
August/September of the previous year. 

2. All material used in media of any type must be vetted by the Secretary and approval taken, before 
release. 

 

C.   REGULATIONS CONCERNING ACADEMICS AND EXAMINATIONS 

Teaching and evaluation form a unity of function and operate in a climate of mutual understanding and trust. 
To ensure a shared responsibility, the regulations indicate some formal guidance. 



TEACHING: The objective of classroom education is to ignite the curiosity of students generate habits of 

rational thinking in them, gear their mind to face the unfamiliar and train them to be able to stand on their own 
feet. While classroom instruction helps the students to organize and correlate facts, to comprehend ideas and 
to use the knowledge they acquire creatively, the students should also use the library, computer lab and other 
facilities provided, to optimize their learning process. Self-study by the students would be an important factor. 

The students are required to cooperate and respond to this challenge. Some areas for immediate 
implementation in academics are given below: 

 Overall plan for the year/semester to be made which should give the plan of activities like 

internal exams, seminars, faculty meetings, parent meetings, training programs, etc. This will be 
in line with the Academic Calendar of the University. 

 Adequate time to be spent on preparation by reading reference books, journals, peer learning, 
cross-learning etc. 

 Usage of relevant and recent examples in classroom 

 Preparation of lesson plans and finalization with HOD before taking the sessions 

 Work load to be uniformly divided among faculty members 

 Weekly monitoring of academic delivery 

 Faculty performance monitor 

 Usage of library 

EVALUATION: Evaluation comprises Internal and External evaluation components. At the beginning of the 
course, the faculty must announce to the class, the necessary information in respect of operations of the 
course (pace, coverage, level of treatment, reading assignments, home tasks, and components of evaluation, 
their frequency, duration, tentative schedule, and relative weightage of various components). 

The schedules, components and weightage for internal examinations will be provided through circulars. The 

different components of internal evaluation would be evenly spread out in the semester and would test the 
students on various aspects like spontaneous recall, ability to apply known concepts, the capacity to work on 
their own, competence in conceptualized arguments, ability to face unknown situations, etc. The schedules 
for mid-semester/year and end-semester/year examinations are to be announced through student circulars. In 

addition, daily/weekly/unit tests are to be conducted to keep the students alert and in touch with the subject. 

Just as evaluation is carried out in a continuous manner, feedback should also be available in a continuous and 
timely manner. The evaluated answer scripts of internal evaluation will be made available to the students and 
clarifications, if needed, will be given where required. The performance of the students in the evaluation 
components will be discussed in the class. Some areas for immediate implementation in examinations are 

given below: 



 Internal Examinations Process to ensure that there is no false sense of comfort to the student and 
parent 

 Quality of question paper should be maintained 

 Internal exam answer sheets should be given to students after evaluation and collected back and 
preserved in the college for inspection 

 Marks to be informed to student and parent after every mid 

 HOD should check a sample of 2 to 3 evaluated answer scripts in every subject on a random basis 
before they are given to students 

 Internal evaluation should objectively be done  

 No consideration to be given for absentees in internal exams unless there is prior information and 
reasons are genuine. 

 Internal Examination timetable should be prepared and displayed in the notice board well in advance 

 Invigilation should be strict for all examinations including internal examinations. This is the only way in 

which the image of the institution can be built up 

 Syllabi for all subjects should be completed at least 20 days prior to commencement of the semester 
end exams to enable sufficient time for revision including previous years question papers. 

 Mids have to be conducted and students have to pass the same. Any student who does not pass in the 
mids shall not be allowed for the semester end University exam. 

 Internal marks that are sent to the University shall be vetted by the Principal / Director prior to being 
sent. 

 

UNFAIR PRACTICES 

Students are prohibited from resorting to unfair practices in the examinations or any of the other evaluation 
components. The following practices (inclusive but not exhaustive) during examinations will be generally 

considered as Unfair Practices: 

 Carrying any hand written or printed material to the examination hall 

 Carrying cell phone in the examination hall 

 Talking to other student 

 Copying from others 

 Allowing others to copy from one's paper 

 Talking or giving any kind of assistance 

 Referring to any material, other than allowed, such as code of practice etc., inside or outside the 
examination hall during the conduct of exam 

 Communicating with a person in or outside the examination hall during the period of examination 



If students are found to be resorting to unfair practices, or behaving in an undisciplined manner, or causing 
disturbance to others, they will be expelled from the examination hall and their answer script will be seized. 
Use of unfair practices noticed / identified on the basis of the report submitted by the invigilator to the 

Principal or by the faculty member during evaluation of the answer scripts, would result in punitive action 
leading to appropriate disciplinary action. 
 
REPORTING REQUIREMENT FOR ACADEMIC CONTROL & MIS: 

The following reports/information may be maintained at the college and sent to the management as 

required: 

 Academic Calendar shall be prepared 15 days before commencement of the semester and displayed 

on the notice board 

 Exams schedule — Daily/Weekly tests, Internal assessments, Assignments, Mids, Mock Exams 

 Faculty workloads and Timetables: The workloads must be worked so that two Labs are equivalent to 

one theory paper. Timetables must include one hour for tutorials /extra classes as applicable. They 
must also factor in classes for personality development and extracurricular / sports activities 

 Course Coverage schedule with details of coverage so far: The course schedule must cover the 
entire semester/year and should contain weekly coverage with dates. 

 Weekly Lab hours planning. It may be noted that students have to submit their laboratory records 
on the Monday following the week in which the experiment was done. These records shall be 
corrected and returned to the students by Wednesday i.e. within two days. Observation books 
must be checked and signed, and grades awarded on the same day of the experiment. 

 Backlogs coverage and remedial measures for weak students 

 Student attendance with fortnightly consolidation 

 Online posting of information related to attendance, classes, etc. in the prescribed campus 
management software 

 Result analysis of past year/semester. Pass Percentage of students must contain student-wise, subject 
wise, faculty-wise, semester/year wise details 

 Lesson plans/teaching diaries/teaching notes 

 Laboratory requirements and conduct 

o Detailed Laboratory requirements with the following information: List of experiments as 
per syllabus and itemized equipment, accessories and chemicals/consumables required 
for each of them 

o Equipment available and equipment required with cost thereof 



o Charts for all experiments 

o Manuals for all experiments - One set to be made available in department library and 
central library 

 Staff availability and continuation compliance 

 Staff training and faculty development 

 Conferences & seminars/workshops held/proposed 

 Articles and papers published 

 Record of HOD and Faculty meetings with recorded Minutes of Meeting and Action Plan 

 Record of parent meetings 

 Student feedback records taken at least twice in a semester 

 Mentoring record of student counseling done for the students 

 Alumni  database 

 Faculty Development Plans 

 

ROLE AND RESPONSIBILITIES - PRINCIPAL & ADMINISTRATION OFFICER: 

The Principal of the College plays the most vital and important role in the smooth and efficient functioning of 

the institution. He is the role model for the students, the guide and the leading light to the staff and all 
employees. The administration and the successful functioning depend entirely on the Principal and the brand 
image of the institution rests on the performance and actions of the Principal and his team. He is the leader, 
the motivator, the teacher, the enforcer- all roles encompassed in one figure. 

An Administration Officer should assist the Principal in carrying out all the non academic roles and duties. The 

detailed role and responsibilities in academic and non academic areas are enumerated as   

 Renewal of affiliation and introduction of new courses 

 Ensuring academic rigor and fair conduct of examinations 

 Conducting Co-curricular, extracurricular and sports activities 

 Conducting Faculty development programs 

 Maintaining staff records, admission registers, student certificates, records for inspection, etc. A 
designated room shall be used for storing these called a Record Room 

 Accounting and proper maintenance of asset records as per guidelines 

 Timely submission of Reports and returns 

 Ensure educational ambience of the institution and harmony amongst staff and students 

 Plan and conduct day to day functions effectively 

 Ensure implementation of all guidelines received from Management from time to time 



 Conduct frequent meetings and disseminate information and guidelines to the staff 

 Maintain high morale 

 Maintain protocol of correspondence at all times 

 Ensure efficient events management 

 Be familiar and train staff on handling of emergencies 

 Control of movement of staff, students and Materials 

 Effective implementation of Cost Control measures 

 Ensuring appointment of AICTE/UGC/University Representative on the Governing Body of the College 
and inviting them for GB Meetings 

FACULTY PERFORMANCE ASSESSMENT 

Faculty seminars shall be conducted department-wise twice every semester wherein each and every faculty 

member shall give a presentation comprising the following: 

 A 15 minutes presentation on the subjects handled during the semester 

 Pedagogy used 

 Reference material from journals and websites used 

 Live Examples used for reinforcement of the subject 

All faculty members shall maintain teaching notes and teaching diaries and make them available as required 
for checking. Faculty performance shall be reviewed periodically based on the following parameters: 

I. ACADEMIC (70% Weightage) 
a. Pass Percentage (30%) : 

b. Student Feed Back (10%) : 

c. Presentation Performance in Seminars Papers etc. (30%) : 

Overall Rating (a+b+c %)  :  

II. ADDITIONAL RESPONSIBILITIES (10% Weightage) : 

(like admissions, placements, exam cell work, etc.) 

III. PERSONAL CHARACTERISTICS (20% Weightage) 

 Attitude :5% 
 Communication Skills :5% 
 Presentability / Body Language : 1% 
 Team Work Skills : 5%  
 Loyalty level : 2% 
 Discipline level : 2% 

Overall Rating  (a+b+c+d+e+f %)  :  

 



OVERALL GRADING = (I) X 0.7 + (II) X 0.1 + (III) X 0.2 

Note: 

1. Principals and HOD's shall submit a Confidential Report on all their Teaching and Non Teaching 
Staff every semester. 

2. The Pass Percentage in any subject shall be a minimum of 75% and action will be taken in case 
the pass percentage falls below this. 

3. Non involvement in duties other than academic will be viewed seriously. 

4. All faculty members shall mentor 15 to 20 students each and be responsible for their academic and 
personal progress. They shall monitor the following and act as the student's friend, philosopher 
and guide: 

 Attendance 
 Discipline 
 Exam performance 
 Backlogs coverage 
 Placement 
 Any other guidance desired by the student. 

 

A proper record of mentoring shall be maintained by the faculty members and shall be submitted at the time 

of academic audit. 

 

D.   STUDENT ATTENDANCE AND DISCIPLINE 

As per the University guidelines, every student has to be regular in attending classes and mid exams and in 
completing the tasks assigned to him/her in every course. 

Attendance is mandatory for all classes. 100% attendance is expected from all students. Students who fail 
to achieve a minimum attendance level of at least 75% in any individual subject will not be permitted to sit 
for the semester/year end examinations. When a student is absent from class on account of undertaking 
institution activities under institution directives, e.g., representing the college at a competition etc., the 
student is awarded attendance for such classes. When a student is absent on account of illness, the student is 

marked absent even if supported by medical certificate. Students with shortage of attendance shall be 
required to pay fine to condone the shortage. 

Students who fail to maintain the prescribed attendance norms are not eligible for grant of Scholarships. 

The following rules regarding attendance shall be followed in addition to those stipulated by the University. 

 Attendance shall be taken subject wise and no consolidation will be done by combining all subjects. 



•

 Any student who is likely to be absent must submit a leave letter to the HOD prior to going on 
leave, In unavoidable circumstances, the student must submit a letter duly counter signed by the 
parent also, on the day he / she rejoins classes after his / her absence. Intimation by phone will not 
be considered. Medical Certificates due to absence due to illness, etc. have to be submitted 

immediately after a student resumes classes after the illness. 

 Any student who is absent for more than 15 days at a stretch without intimation, will have his/her 
name removed from the rolls of the college and would have to take readmission. 

 

CONDUCT REGULATIONS 

Good behavior, discipline and respect towards the faculty, staff and fellow students are expected. Students are 
expected to carry and prominently display their identity cards inside the Campus. 

Students are subject to disciplinary action when they violate rules and regulations, or indulge in any of the 
following: 

1. Obstruction or disruption of teaching, administration, seminars, class room discussions, and other 

activities of the college. 

2. Aiding the unauthorized entry or use of college facilities 

3. Disorderly or obscene conduct or expression. 

4. Forgery, alteration or misuse of college documents, records or letterheads. 

5. Use of unfair means in any of the evaluation components. 

6. Damage/pilferage of college properties. 

7. Absenteeism beyond the permissible limit during regular classes. 

8. Smoking, gambling, chewing gutkha/tobacco, consumption / carrying of alcohol, drugs and intoxicants 
in the campus. 

9. Gossiping, eating inside the library and computer lab. 

10. Getting involved in any act of violence inside or outside the campus. 

Any other violation, not included in the above list, may also invite disciplinary action. In all such cases, the 
college, at its sole discretion shall determine the punishment, commensurate with the actual violation, and 
may even include rustication and discontinuation of the student from the program. 

 

RAGGING 

GIITS strictly follows and implements as its motto, a Zero Ragging Campus with Good Academic Discipline. 
Ragging, in any form, is strictly prohibited. Ragging is any disorderly conduct i.e., whether by words spoken or 
written, or by an act which has the effect of teasing; treating or handling any student with rudeness, Indulging 



 

 

in rowdy or indiscipline activities which cause or are likely to cause annoyance, hardship or psychological harm 
or to raise fear or apprehension thereof in a fresher or a junior student and which has the effect of causing or 
generating a sense of shame or embarrassment so as to adversely affect the psyche of a fresher or a junior 

student. Those found indulging in ragging are liable for punishment (s) noted here under as per the graveness 
of the offence under the "Andhra Pradesh Prohibition of Ragging Act 26 of 1997." 

 

1. Cancellation of admission. 

2. Suspension from attending classes. 

3. Withholding / withdrawing scholarship / fellowship and other benefits. 

4. Debarring from appearing from any test / examination or other evaluation process. 

5. Withholding results. 

6. Debarring from representing the institution in any national or international meet, tournament, youth 
festival, etc., 

7. Suspension, expulsion from the hostels. 

8. Rustication from the institution for periods varying from 1 to 2 academic years. 

9. Expulsion from the institution and debarring from admission to any other Institution.  

10. Rigorous imprisonment up to three years (by court of law), etc. 

 

It may also be a threat or intimidation or outrage of modesty or injury to a student. Any act of unnecessary 

interaction of seniors with junior students is considered as an act of Ragging. 

 Any student dismissed from a college for ragging shall be debarred from seeing admission in any other 
course, or study in any other college, or University located in the state. 

 Student involved in ragging is punishable U/S 323, 324, 325, 326, 336, 342, 506/34, 148, 149, 3PDPP of 

Indian Penal Code 1860. 

 The various legal consequences range from imprisonment up to 6 months with fine up to   Rs. 1,000/- 
to imprisonment up to 10 years and fine up to Rs. 50,000 for different offences of ragging. 

 Any first year student, in trouble or distress should immediately report their grievance to Members of 

the Anti-Ragging Committee or to the Principals. 
 

NATURE OF RAGGING PUNISHMENT 

1. Teasing, Embarrassing and humiliating. 1. Imprisonment up to 6 months or fine up to 

Rs.1,000/- or Both 

2. Assaulting or using criminal force or criminal 2. Imprisonment up to 1 year or fine up to 



intimidation. Rs.2,000/- or Both 

3. Wrongfully restraining or confining or causing 

hurt. 

3. Imprisonment up to 2 year or fine up to 

Rs.5,000/- or Both 

4. Causing grievous hurt, kidnapping or rape or 
committing unnatural offence 

4. Imprisonment up to 5 year or fine up to 
Rs.10,000/- or Both 

5. Causing death or abetting suicide. 5. Imprisonment up to 10 year or fine up to 
Rs.50,000/- or Both 

 

USE OF TELEPHONE 

The telephone facility at the college is for official use only and not for use by students. Mobile phones for 
students are not allowed in the campus. 

USE OF INTERNET 
The Internet facility is to be used by students judiciously and purely for academic interests. Students are 

advised not to misuse this facility. 
 
USE OF PHOTOCOPYING FACILITY 
The photocopying facility provided at the college is only for official purposes. However, students can use the 

photocopying facility with the permission of the Principal, but will have to pay for the same at a price as 
notified from time to time. 
 

PROHIBITION OF SMOKING IN PREMISES 
Smoking in college / campus premises are strictly, prohibited. The premises are declared NO SMOKING ZONE. 
 
PROHIBITION IN USE OF ELECTRONIC DEVICES IN THE CLASSROOMS AND EXAMINATION HALLS 

Cell phone usage by students on campus is prohibited and any detection will lead to confiscation of the cell 
phone. Using cell phone/iPOD/other electronic communication devices are strictly prohibited in the 
classrooms, laboratories, library, computer labs, examination halls, etc. The students are allowed to bring and 
use all types of laptops and calculators for their academic work in the campus. It may be noted that the College 

is not responsible for the loss of cash, jewellery, cell phones, laptops, etc. and no complaints in this regard will be 
entertained from the students. 

If students are found using cell phones in the above areas, their cell phones will be confiscated. If Students are 
found carrying cell phone in the examination halls, their cell phones will be confiscated and this will also lead 
to debarment from exams. 

 

 



PHOTO IDENTITY CARD 

All the students, who are enrolled, will be given a Photo Identity Card that contains the name of the student, ID 
number with other details. Students are required to prominently display their Identity Card for identification 
purposes, at all times within the campus. 

COLLEGE TIMINGS 

Students should strictly follow the timings stipulated by the College, from time to time. Any student coming 
late or found loitering in the campus during class hours may be subjected to punishment / disciplinary action. 

SPORTS / GAMES 

Students will be provided sports/games facilities only after college working hours and during sports period. 

MEETINGS SCHEDULE 

The following schedule may be followed for various meetings at the college level: 

Principal shall conduct a meeting with HOD's on the Last Saturday of every month. The agenda for the meeting 
shall be as follows: 

 Action taken on the previous meeting 

 Promotion and admissions activities 

 Curriculum progress  

 Faculty workloads review 

 Staff position 

 Student attendance 

 Internal exams 

 Student performance in tests and internals 

 Placements and training 

 Conduct and scheduling of Guest Lectures and industrial visits 

 Co-curricular and extra -curricular activities 

 Premises, Procurement and maintenance issues 

 Administrative issues 
 

HOD’s shall conduct a Faculty Meeting on the First Saturday of every month with the same agenda as indicated 
above. 

The Principal shall also conduct a meeting separately with all Faculty of the College once a month and with Non 
teaching staff, twice in a semester 

HOD’s shall conduct a Parents meeting twice every semester — the 1st after the first Mid semester exam and 

the 2" two weeks before the end Semester exam.  

 



E.   PLACEMENTS — THE ULTIMATE GOAL 

Admissions, Academics and Placements: the Never Ending Cycle in every college with each one dependent on 
the other. 

The growth and image of the College is dependent on these three factors. The following are the guidelines 
made to clearly spell out some key areas of focus on student preparation for placement. The process of 
placement preparation starts in the very first year and peaks in the final year. In the period that a student 
spends in a college, the areas to be addressed are as follows: 

SUPPLY SIDE REQUIREMENTS 

 Student understands the profession and need for study 

 Attains a comfort level in the area of study 

 Understands the various career options that are open to him/her 

 Understands the Knowledge, Skills and Ability/Aptitude/Attitude required in a job 

 Managing the aspiration levels of the student/parent 

 Improve his/her confidence and communication skills 

 Prepare the student technically 

 Mould the student's overall personality 

 Grade the student in all aspects 

 Prepare the student before each placement drive 

 Hand hold the student during the placement drive to give him/her a feeling of confidence 

DEMAND SIDE REQUIREMENTS 

 Identify suitable placement opportunities and liaise with companies/HR officers 

 Liaise with Placement teams in other colleges 

 Arrange On-Campus drives 

 Arrange Off-campus drives 

 Arrange tie-ups for placement 

 

RESPONSIBILITY FOR PLACEMENT ACTIVITIES 

An area that causes concern is the taking up of responsibility for placements. At the very outset, it should he 
understood that it is EVERYBODY'S responsibility to take care of Placements since the students are the 
ambassadors of the College. The Principal, HODs, TPCs, Faculty Members and TPO must be in-charge of all 
activities. However, in order to specify the same, the assigned responsibilities are indicated against each 

activity: 

The role of the TPO is further elaborated here below: 



 Conduct frequent meetings with the Principal and Placement Coordinators to inform regarding 
drives, assess students status, take feedback on training needs and assess training outcomes 

 Assess the students on a continuous basis and not only go by the reports 

 Liaise with concerned departments during drives and be responsible for the complete 
management of the drive process 

 Prepare company related information before the drive for sharing with the student 

 Inform all concerned regarding the drive process and the company's expectations from the 
students 

 Ensure conduct of mock interview prior to the drive and be present during the process 

 To get a first hand assessment of the process and the student's preparedness level 

 All communication with the stakeholders should be open and proactive. Relying on only written 

communication/email should not be resorted to 

 TPO must ensure that the Principal/HODs maintain student records on placements progress as 
required so that there is no ambiguity at a later date. 

 

TRAINING AND PLACEMENT COORDINATORS 

Every College is expected to appoint Training and Placement Coordinators drawn from the faculty of each 
department. Their duties and responsibilities are given below: 

 Ensuring online updating of student database of 3rd and 4th year students 

 Preparation of Department wise Question Bank with answers related to Technical Interviews of various 

companies in consultation with TPO  

 Helping the TPO to conduct Mock interviews (Technical) & preparing Assessment / Feedback reports of 
students with corrective action for improvements. 

 Ensuring discipline among the students who participate in on campus drives and off campus drives 

 Motivating the students to attend drives and perform well. Hand-holding is necessary at every stage.  

 

S.No. Activity Responsibility 

1 Categorization of students into "A", "B" & "C" based on academic 
performance and current personality position which will be assessed by an 

in-house team 

TPC/HOD/TPO 

2 Designing modules for these categories with special emphasis for "B" &"C" 
categories. Implementing these modules with timelines. 

TPC/HOD/TPO 

3 Increasing placement value addition sessions in the timetable TPC/HOD/TPO 

 




