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 The administrative policies of the institution would enable adoption of 

latest method of office management, speedy and effective decision 

making.  

 The administrative process will be based on the vision and mission of 

the college and will be directed to fulfil the objectives of establishment 

of institution.  

 The administration would be based on inclusion, participative 

management and democratic principles ensuring decentralisation and 

ensuring transparency.    

 Adequate representation of stakeholders will be ensured in various 

bodies assisting administration.  

 Feedback will be obtained frequently to enhance the standards of 

administration.  

 E-governance will be adopted in a phased and speedy manner.  

 Various decisions taken by the authorities will be communicated to all 

concerned.  

 

 

 

 

 

 The institution is proactive towards the disbursement of scholarships 

and efforts will be taken to ensure availability of all kinds of 

scholarships to students. 

Administration 

Scholarships 
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 The policy regarding the distribution of scholarships is based on parity 

and transparency. 

 Both state funded and private funded schemes will be made available to 

students. 

 Registers of financial transactions will be maintained. 

 The process of application for scholarships will be supervised by a staff 

member. 

 Efforts will be taken to expedite the process. 

 

 

 

 

 As an institution located at the heart of Kottayam, the institution is 

bent on maintaining environmental balance. 

 The campus adopts Green initiatives in the form of planting trees 

around, keeping the campus plastic free, adopting recycling enterprises 

and effective waste management. 

 The institution makes use of rain water harvesting in its efforts to 

preserve water resources. 

 Motor vehicles are not permitted beyond a point on the college campus.  

 The institution maintains a nature club to consolidate its pro-

environment efforts. 

 

 

 

Environment Friendliness 
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 The inclusive policy of the institution is to uplift the marginalised, 

socially backward and physically challenged students.  

 The institution strictly adheres to the reservation policy of the 

government with regard to the admission of SC/ST students. 

 Minority students are admitted purely on merit in seats reserved for 

them. 

 Physically handicapped students and students interested in arts and 

sports are admitted in accordance with the guidelines of UGC. 

 Morning Prayer is offered in four languages upholding the inclusive and 

secular spirit of the institution. 

 

 

 

 

 The policy of staff selection is based on merit and other government, 

UGC and University norms.  

 The vacancy positions are advertised in advance in leading newspapers 

across Kerala. 

 The panel for staff selection is constituted as per government norms. 

 The selection of staff is done on secular basis irrespective of caste, 

religion and gender divisions. 

Inclusion 

Staff Selection and Recruitment 
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 The management organises induction programmes for newly appointed 

faculty for inculcation of institutional values. 

 Appointed staff are sent for timely orientation and refresher courses. 

 The management advances financial assistance to staff till their salary 

is sanctioned. 

 Procedures for the career development of the faculty are initiated on 

time. 

 

 

 

 

 The college has a transparent and effective grievance redressal system 

with the objective of resolving the grievances of students. 

 It comprises of various statutory committees like Students’ grievance 

redressal committee, anti-ragging cell, SC/ST monitoring cell, Internal 

Complaints Committee for sexual harassment, Internal committee for 

physically challenged students etc. 

 It ensures a fair and quick resolution of student’s grievances without 

bias and prejudices. 

 The Grievance Form is available at the College Website. 

 The students can submit their grievances in writing to the Principal or 

may submit their grievances in an electronic format through the 

grievance Form.  

 

 

Grievance Redressal 
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 The policy of research is directed towards development of new 

knowledge and welfare of the community and society at large. 

 The research quotient is given due consideration at the time of the 

recruitment of staff.  

 The institution ensures the setting up of well-equipped laboratories and 

updated library. 

 The maintenance and updation of laboratory facilities are given due 

importance. 

 The institution offers encouragement to researchers through the timely 

sanctioning of FDP and research projects. 

 It supports individual and group projects of both students and staff. 

 IPR cell is constituted to ensure ethical and original research activities 

based on intellectual property Rights and to ward off plagiarism 

 Research promotion council is constituted to expedite research related 

activities.   

 

 

 

 

 The vision and mission of the institution is centred on inculcating and 

fostering human values. 

 The co-curricular and extra-curricular activities of the college are 

intended to promote co-operation, integrity of character and moral 

uprightness among the Baselian community. 

Research 

Human Values 
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 The secular Morning Prayer, value education sessions, annual 

observance of The Patron Saints Day etc contribute to the ethical base 

of the institution. 

 The values of respect, compassion and tolerance are encouraged through 

sessions and daily practice. 

 Activities of the College MGOCSM Unit and NSS and NCC Units are 

intended to inculcate and promote human values and nurture the 

development of responsible citizenship. 

 

 

 

 The college ensures holistic development of the students through its 

activities. 

 Its vision and mission is based on the inculcation of human values along 

with development of knowledge. 

 Transparent and fair admission process offers opportunity for the 

meritorious and the deserving students. 

 The college provides curricular, co-curricular and extracurricular 

activities for the development of knowledge, talent and skill of each 

student.  

 The institution caters to the special academic needs of students through 

Remedial Coaching and Mentoring. 

 Various arts and activities clubs are operated to hone the latent talents 

of the students. 

 College magazines and other departmental publications cater to the 

literary and artistic talents of students. 

Student Activities 



9 
 

 Annual Arts fest is intended as a platform to showcase the talents of 

students. 

 The institution has well managed teams of various sports events 

moulding stars of tomorrow. 

 Endowments and scholarships ensure encouragement to the deserving 

and meritorious. 

 The transparent grievance redressal mechanism ensures hassle free 

solutions to students’ grievances.  

 

 

 

 The purchase policy is based on transparency and fairness and is need 

based. 

 The purchase committee finalizes the purchase of an item by inviting 

quotations/tenders. 

 The purchase of an item is generally based on the lowest rate quoted 

provided it meets the required standards. 

 

 

 

 Alumni is an important stake holder in the development of the 

institution and plays an integral part in its progress. 

 The institution maintains an official alumni association and all former 

students are de facto members of it. 

 An annual meeting of the alumni is organized on October 2 every year. 

Purchase 

Alumni Activities 
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 The principal is the patron of this association and a member of faculty 

serves as its secretary. 

 Alumni meetings and other alumni activities on the campus require the 

written permission of the principal. 

 Alumni participates in the extension programmes and serves as fund 

raisers, resource persons and mediators with the society.  

 The institution is proud of their achievements and appreciates its whole 

heartedly. 

 

 

 

 The college has standard operating procedures (SOPs) for the conduct 

of university examinations. 

 The institution has a transparent and fair system of conducting 

examinations.  

 The transparency of the examination is maintained by providing entry 

restricted separate enclosed area for downloading and packing of 

question papers.  

 Computers and printers are maintained exclusively for the conduct of 

university examinations. 

 Invigilators are informed of their duties well in advance and duty roster 

is published and properly maintained.  

 The code of conduct in the examinations are printed on the hall ticket 

issued to students before the examinations. 

 The code conduct is also informed through the public addressing system 

at the beginning of the first semester exams. 

Examinations 
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 The invigilators are instructed to be vigilant and attentive to prevent 

any attempt to commit malpractice.  

 Copying from others, copying from small pieces of paper brought in, or 

any other means is considered as serious violations and these students 

are strictly prohibited from writing further examinations and their cases 

are to be reported to the university on the same day. 

 The invigilators are further supervised by the chief superintendent of 

examinations. 

 The transparency is ensured by the presence of an external examination 

superintendent, appointed by the university. 

 Teachers are required to take up the valuation duty as chairman, 

deputy chairman, chief examiner or additional examiner. 

 Teachers are given opportunity to contribute to university question 

banks. 

 The college has a team of two teachers who serve as coordinators of   the 

marks which form the internal component in the university 

examinations. 

 

 

 

 The college has standard operating procedures (SOPs) for the conduct 

of internal evaluations. 

 The college has team of teachers to plan and supervise internal 

evaluation. 

 Assignment, seminars, class tests, college level internal examinations 

are the means for evaluation of students. 

Internal Evaluation 
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 The details regarding the monthly conduct of seminars and class tests 

are intimated to the principal on monthly basis.  

 The schedule of internal examinations are planned in advance and they 

are published in the hand book of the college at the beginning of the 

year. 

 Two internal examinations are conducted at college level for each 

semester for which the question papers are set by the concerned teacher. 

 The answer scripts of internal examinations are to be valued by the 

teachers who taught them. 

 The date on which valued answer scripts are to be given to the students 

are announced in advance.  

 The results of the internal evaluation are intimated to the parents in 

class PTA meeting. 

 The internal marks awarded to the students and uploaded to the 

university are intimated to students and their signatures are received on 

the A forms. 

 The grievances of the students are rectified if it is found to be genuine.  

 

 

 

 Performance appraisal is an integral part of faculty development and 

student improvement. 

 The performance appraisal is done vertically and horizontally. 

 Annual performance appraisal is mandatory for every employee. 

 Performance appraisal of the teacher is done on multi levels: along with 

self-appraisal, the head of the department, the principal, the manager 

and the students evaluate the performance of the teacher. 

Performance Appraisal 
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 The performance appraisal of the non-teaching staff member is done by 

the office superintendent and the principal. 

 The students’ performance are assessed by their performance in 

examinations, seminars and assignments and participation in curricular 

and co-curricular and extracurricular activities.  

 Class tutors and mentors are expected to assess the performance of the 

students and communicate the same to the students and parents. 

 Performance appraisal of the teachers is mandatorily undertaken in 

connection with promotion to the higher grade. 

 

 

 

 

 College has a comprehensive policy for professional development of 

faculty. The teachers are encouraged to attend national and 

international seminars. 

 The departments are given support to organise national and 

international seminars.  

 The teachers are encouraged to serve as resource persons or as paper 

presenters in national and international seminars outside the 

institution. 

 The faculty is encouraged to pursue higher education like Ph.D. and 

Post-Doctoral degrees. 

 The faculty is encouraged to do online courses and offline FDP 

programmes. Due credit is given to it in the process of faculty career 

development. 

Faculty Development and 

Empowerment 
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 Teachers are sent for attending orientation and refresher courses in 

Academic staff colleges and other reputed institutions. 

 Annual one day conference is arranged by the management every year 

to equip the teachers with new teaching and learning methods.  

 The IQAC arranges at least four classes every year for the teachers on 

the recent developments in areas like language, arts, IPR, green 

initiatives, management etc... 

 Teacher are put in charge of classes, NSS, NCC, associations, college 

union, arts club etc. for the development and empowerment of the 

faculty 

 

 

 

 

 

 

 The college has a well-planned structure for fund mobilisation and 

financial management.   

 The central governing body and the local governing body of the 

management cater to the financial needs for maintaining the 

infrastructure of the college. 

 A bursar is appointed to supervise the financial management of the 

institution.  

 Financial grants by the UGC and RUSA are utilised for building 

infrastructure and procuring equipments along with management 

funding and donations by PTA and Alumni. 

Fund Mobilisation and Financial 

Management 
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 Annual internal audit of the departments, library and statutory bodies 

like NCC and NSS ensures a transparent system of fund mobilisation 

and management. 

 Annual UGC audit, and state government audit ensure an effective 

system of financial transactions.  

 

 

 

 

 The institution aspires to complete e governance in all academic and 

administrative matters. 

 E governance initiatives are undertaken with regard to admission 

process, examination application, online fees payment, the uploading of 

internal marks and the generation of A forms and B forms.  

 Scholarships and E grants are made available to students. 

 

 

 

Study tours conducted by the college are part of the academic programmes.    

Conduct of study tours are subject to the fulfilment of the following 

conditions: 

 Only final year students are allowed to organize study tours. However, 

industrial visits can be arranged in other semesters, if it is part of the 

syllabus or curriculum.  

E- Governance 

Study Tours 
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 As far as possible, study tours shall be conducted before the Christmas 

holidays. 

 This should be done only with the prior permission of the class teacher, 

HOD and the Principal. The details of the tour programme should be given 

to the Principal in writing, well in advance. 

 The tour schedule must be given to the principal in the prescribed format 

at least 2 weeks before the scheduled departure.  

 The amount collected for the conduct of the tour will have to be managed 

by the teacher-in-charge of the said tour programme. 

 All the tour related accounts are to be audited by the department heads or 

senior permanent teachers immediately after the tour. 

 Booking of vehicles and arrangements for stay while on tour should be made 

only after consultation with the authorities concerned.  

 A maximum of only three days can be allotted for the tour (3 nights and 2 

days). Only one working day can be spared for the tour programme. In cases 

of study tours being compulsory under curriculum of a programme, the 

number of days will be fixed accordingly. 

 The students shall obey all the directions given by the class teacher/ 

teachers accompanying them. 

 Any act of indiscipline while on tour shall be considered as an act 

of indiscipline committed on the campus and will attract punitive action. 

 The use of alcohol, drugs and tobacco is strictly prohibited while on tour. 

Each and every member of the party should try to see that his/ her conduct 

while on tour enhances the prestige and reputation of the institution. 

 The teachers in charge of the tour can cancel the trip at any time if found 

necessary and due to unavoidable reasons after intimation to the HOD and 

the Principal. 
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 The tour party shall leave the college campus either by 6.30 pm or before 

6.30 am on the scheduled day of departure. 

 The tour party shall reach the college by 7.00 am or by 8.00 pm on the 

scheduled day of arrival. 

 Any cyber related offences will be reported to the cyber cell. 

 Campus and the surroundings shall not be polluted by noise, crackers, 

explosives, garland or any conduct of similar nature. 

 Students are not permitted to enter the vehicle in the midway. The students 

who are not in the tour list are not permitted to enter the bus. 

 Students who are not in the nominal roll for that particular semester shall 

not be a part of the tour party. 

 In no case, strangers and persons not mentioned in the tour list shall be 

permitted to enter the bus. 

 Tour shall be strictly in accordance with the tour schedule submitted to 

tourism club and no route change will be permitted numbers permitted by 

the Principal. 

 All decisions regarding tour plan, tour operator, accommodation, food etc. 

will be taken by the teachers-in- charge. Vehicles with excessive sound and 

light arrangements will not be entertained. 

 Each student should give consent letter signed by their parent for 

participation in the tour. 

 A meeting of the teachers and students who take part in the tour has to be 

held with the principal before the scheduled departure. 

 The Principal has the right to cancel or to make any modification in the tour 

programme at any time. 

 The directions given by UGC, Government, and M.G University from time 

to time will have to be strictly adhered to. 
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 The careful use of the infrastructure facilities and proper maintenance 

of the same is the combined and common responsibility of the 

management, staff and the students of the institution 

 The infrastructure of the institution should be used with care. The 

institution and its premises are to be kept neat and clean. 

 Scribbling and graffiti on the walls and furniture are to be avoided. Fine 

will be levied in case of disfigurement or damage of the building, 

furniture or other infrastructure. 

 The campus and its premises cannot be made use for holding political 

meetings and processions. 

 Unauthorized use of decorations and posters on the walls are prohibited. 

 Meetings, conferences and other activities in the college premises require 

express permission from the principal based on a written request. 

 The facilities of the college ground, fitness centre and the auditorium 

can be made of use of by the public on payment of fees, in compliance 

with stipulated conditions. The facilities will be available only if there 

are no academic or other college activities arranged in the 

ground/auditorium/rooms as the case may be. 

 The use of alcohol, smoking and drugs are strictly prohibited on the 

college campus. 

 Infrastructure facilities of the institution will be made available for 

conducting various external examinations without affecting the routine 

Infrastructure- Acquisition, 

Utilisation and Maintenance  



19 
 

academic work of the campus. Similarly, infrastructure will also be 

made available for University and Government Programmes including 

valuation camps without disturbing the routine academic work of the 

college. 

 The institution is also committed to provide its infrastructure for social 

causes. 

 Necessary safety and security measures shall be provided in laboratories 

and computer labs. The lay out of the computer labs shall be user 

friendly to the best possible extent. Care must be taken while using 

computers and other electronic gadgets and timely servicing of the same 

will be undertaken. 

 All necessary facilities will be provided in the Ladies’ Hostel and 

Women’s Hall. 

 The college ground will be maintained properly under proper 

supervision so that it remains suitable for practice and conduct of 

matches. 

 Efforts will be taken for the timely maintenance of the infrastructure. 

Annual repairs and periodical painting will be done. 

 AMC or service contracts or appointment of technicians will all be 

considered for effective maintenance of infrastructure.   

 The beautification committee will be responsible for proposing various 

changes, modifications etc wherever necessary. 

 Ragging is strictly prohibited on the college campus. 

General Guidelines on Maintenance 

 The academic programme of the College is from June to March. The 

maintenance work in the college shall take place during the summer 
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vacation for the students in the month of April and May to avoid any 

disruption of academic and co-curricular activities. 

 The Heads of Department and other in-charges shall forward their 

suggestions relating to maintenance work to be done at their 

departments. 

 The computer systems shall be maintained under Annual Maintenance 

Contracts &/or under the supervision of a full-time technical staff 

appointed. 

 The stock register shall be maintained in every Department and 

updated periodically. 

 Sports and Games equipment shall be purchased periodically as per 

requirements and the Department of Physical Education shall supervise 

the utilisation of such facilities. 

General Policy on Purchases 

 The purchase policy is based on transparency and fairness and is need 

based. 

 A Purchase committee shall be duly constituted for coordinating 

Purchase activities. 

 The Purchase Committee shall call for requisitions from departments 

and sections. 

 The purchase committee shall finalize the purchase of an item by 

inviting quotations/tenders. 

 The purchase of an item is generally based on the lowest rate quoted 

provided it meets the required standards. 

Science Laboratories 
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 There are adequate laboratory assistants in the Science Departments 

viz. Physics, Chemistry, Botany, Zoology, and Electronic laboratories 

to maintain the equipment and laboratories. The Department Head 

shall be responsible for maintenance and utilisation of the labs and 

appropriate guidelines shall be given to the users. 

 Air conditioners, computers and network facilities shall be maintained 

either by Annual Maintenance Contract (AMC) or serviced by 

technicians or by agencies/manufacturers as and when need arises. 

Requests for servicing shall be given to the Bursar, sufficiently in 

advance. 

 The stock in the labs shall be verified annually, and damaged ones are 

discarded. Electrical and Electronic equipment are checked regularly at 

the end of every semester. 

Computer maintenance 

 The computers available in Administrative offices, Departments and 

Laboratories shall be maintained through Annual Maintenance 

Contract (AMC) and/or by a dedicated staff of the College. 

 The Computer rooms shall be dust free and properly cleaned. 

Classrooms 

 The classroom facilities such as whiteboards, blackboards, electrical 

fittings and furniture, etc. shall be regularly cleaned and maintained. 

 The departments will be given the charge of classrooms coming under 

their purviews. The Head of the Department and Class Teachers ensure 

that cleanliness is maintained in the classrooms and surroundings. 
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 Disfiguring of walls and equipments in the classrooms will be dealt with 

severely. 

Library 

 The Librarian, and the team of support staff, shall look after the 

maintenance of the library books, journals, periodicals, furniture, 

electronic equipment, computers and software. 

 Pest Management measures shall be periodically carried out in the 

library. 

 Requests for additional facilities shall be given to the authorities 

concerned in advance 

 Efforts shall be taken to preserve the books and journals, dust free. 

College Ground 

 The Physical Education Department is entrusted with the proper 

maintenance of ground and gymnasium. 

 Necessary instructions are given to the students as to how to use the 

ground, basketball court, gymnasium equipment etc. 

 It has to be ensured that preventive maintenance is done in time. 

 Proper records regarding upkeep and maintenance shall be done. 

Parking Facilities 

 Adequate parking facilities for bicycles, motorised two wheelers and 

four-wheelers are available at various locations. 

 Proper directions and sign boards shall be given to staff and students as 

to where they can park their vehicles. 
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 Vehicles are not permitted beyond a particular point and direction 

boards are installed. 

Electrical and Water facilities 

 The College Bursar is in charge of the maintenance of the physical 

infrastructural facilities. There are housekeeping staff members and the 

college has also made arrangements with electricians and plumbers who 

come to the campus on a call for necessary repair and installation works. 

The Bursar will coordinate the repairs and maintenance works. 

 The generators shall be properly maintained by the housekeeping staff. 

 The garden and other facilities are maintained with the help of a 

gardener who is appointed by the management. Timely watering of 

plants shall be ensured. The College beautification committee will be in 

charge of the same. 

 The rain water harvesting and open well re-charge facilities shall be 

supervised by the College Bursar. 

Security 

 Security personnel shall be deployed in the college and hostel. Night 

security personnel shall also be available. 

 CCTV is installed in all the prime locations of the Campus. An 

arrangement is made with the supplier for the proper follow up and 

maintenance. 

 It is also ensured that proper safety measures such as fire extinguishers 

are arranged at every floor. 
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 There shall not be any discrimination against individuals with any sort 

of disabilities 

 Divyangjan shall be treated with due respect and care. 

 For admissions, 5 % of seats shall be available to them over and above 

the sanctioned seats.  

 Children with Special Needs shall also be considered for admissions 

 Special motivation shall be given to students with disability 

 All relaxations available for examinations shall be provided to them and 

steps shall be taken to ensure that they get extra time, bonus marks and 

the facility of Scribe or Interpreter, as the case may be, for examinations 

 To ensure free movements, ramps shall be available wherever possible.  

 New buildings may have the provisions of lift to ensure barrier free 

movement.  

 Special facilities like equipment, audio notes, scree-reading software etc. 

shall be arranged.  

 Separate toilet facilities shall be arranged for Physically Disabled 

Persons. 

 Scholarships shall be arranged for students with disabilities.  

 A special page shall be available for the disabled students in the college 

website and a separate Internal Complaints Committee shall be 

established for the benefit of such students.  

 The disabled students shall be encouraged to participate in all academic 

and all possible co-curricular and extra-curricular activities including 

field trips, Industrial Visits etc.  

Divyangjan Friendly Policies 
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 Staff members shall be oriented for providing special care to disabled 

students by identifying the nature of disability and the requirements of 

each student.  

 Staff members with disability shall be assigned duties considering the 

nature of disabilities.  

Any act of discrimination or offence against divyangjan shall be dealt with 

severely and there will be no tolerance if any such incident is reported. 

 

 

 

 

 

 

 

  


