STUDENT CHARTER
A.
ADMISSION & REGISTRATION
Aim:- To communicate the prospective students about the admission procedure and the functioning of the Institute.
1.
PROGRAM OF THE STUDY
	S.No.
	Courses
	Intake
	Duration

	1
	Computer Science Engineering
	120 seats
	4 years

	2
	Electronics & Communication Engineering Computer Science Engineering
	90 seats
	4 years

	3
	Electrical & Electronics Engineering
	60 seats
	4 years

	4
	Information Technology
	60 seats
	4 years

	5
	Master in Business Administration
	60 seats
	2 years


2. ENTRY REQUIREMENTS
       
   B.Tech Programme:
  Admissions to the B.Tech Programmes are made once a year in July/Aug through All India Entrance Examination (AIEEE) conducted by Central Board of Secondary Education. The minimum academic qualification for admission is a pass in the final examination of 10+2 system from a recognized board/university with Physics and Mathematics as compulsory subjects along with one of the following subjects:
                  a) Chemistry
                  b) Biology
                 c)  Biotechnology and
                 d)  Computer Science. 
OR
              Have passed Diploma course in Engineering/Technology of three years duration or more from State Board of Technical Education, Haryana or its equivalent Diploma Examination.
             For further information applicants are required to go through admission guidelines, Rules & Regulations as given in admission brochure and registration form for B.Tech Programmes issued by DTE/ Haryana State Counseling Society, Panchkula.


MBA Programme


Should pass in Bachelor’s or Post Graduate Degree in any discipline from a recognized University or an examination recognized as equivalent thereto by KU , Kurukshetra, Maharshi Dayanand University , Rohtak , Guru Jambeshwar University of Science and Technology , Hissar, CCS HAU, Hissar , DCR University of Science & Technology , Murthal and Ch. Devi Lal university , Sirsa





OR

Should pass in final examination conducted by the Institute of Chartered Accountants of India/ Institute of Costs and Works Accounts of India/Institute of Company Secretaries of India.
Admission Procedure:-

Admission is strictly as per the instructions issued by  Director , Technical Education , Haryana in this regard. Distribution of seats for different categories is as per notification, issued by Directorate of Technical Education (Haryana). Calendar for admission against vacant seats is decided by DTE and all information is given at website www.techeduhry.nic.in
3. FEES:-


Details of Fee as approved  by the State Fee Committee , for the institution

Fees are charged as per State Govt. and University notifications from time to time.
Time Schedule for payment of fee for the entire programme

The fee is to be paid in two equal installments as per semester basis in July/August (at the time of admission) and then in January.

.

            Services & Facilities Available:-

 Following facilities are available in the Institute:-

1. Library :-

The institute  has a well equipped Library having large number of books on each subject for the various courses offered by the Institute. In addition to this , books on General Knowledge , Religion , Personality Development and culture are available. Technical Magazines and journals are also available.

Four books are issued to a student from the library. The issue and receipt of books in the library is fully computerized using a bar code system.
2. Computer Labs:-
The institute has state of art computer labs. Computers having Core 2 Duo Systems , equipped with latest software packages and Operating systems that are required for different courses. All the systems are connected through networking and are provided with Internet facility. Each student is provided with an independent computer system for personalized learning.

3. Science Lab

Well equipped Physics and Chemistry Labs have been established for the conduct of experiments as per the curriculum laid down by the Department.

4. Electronics & Electrical Lab:-  The institute provides excellent experimental facilities to the students. The labs are well equipped with latest equipments/tools/instruments and machines to cater to the requirement of engineers. The institute have various labs like  Basic of Electronics Lab , Network theory Lab, Communication System Lab , Analog electronics Lab , Digital Electronics Lab , Power electronic Lab , Control & Simulation Lab , Microprocessor Lab etc. All experiments are performed according to the curriculum  prescribed by the M.D. University , Rohtak.
5. Workshops

The workshop comprises of the shops such as Machine shop , Fitting shop, Sheet Metal shop, Carpentry shop , Welding shop and Foundry shop which  imparts  and improves the practical knowledge and skill of the students who join the college of engineering in first year. The tools, Equipment and the machinery are as per the AICTE norms.. Each student is provided with the facility to work independently in the workshop. Trained and dedicated instructors have been recruited to provide training.

6. Canteen Facility
Well developed canteen and Cafeteria  has been provided for the students. It is ensured that the preparation in the canteen is hygienic. Quality  of items  served in the canteen  is checked by the administration from time to time.
7. Transport Facility
The institute has  a fleet of buses plying at number of routes from Delhi , Gurgaon and near by localities.
8. Power Backup
The institute has its own high capacity Generating sets to meet the complete electrical requirement so that the classes , laboratories and  training work does not suffer due to shortage of power.
9. Sports Facility
There are playgrounds for Cricket , Badminton , Volley ball, Basket ball , Tennis Courts , T.T. , Football , Hockey , Kho –Kho , Kabaddi  along with a Power Gym which is equipped with latest machinery. In addition to this we also have the  Indoor games like Carom , Chess ,  Tambola etc.
10.  Medical Facility
A part time doctor has been engaged to provide the medical facility to the students.  Routine medical checkup of students is done on a regular basis. First aid facility is available 24 hrs.
11. Pollution Free environment
The institute has lush green parks, trees  and a pollution free environment.

4.
APPLICATION HANDLING/PROCEDURE
The application for admission will be dealt as per guidelines by state Government/MD university/AICTE norms.
Procedure for Admissions 
· The admission to various courses in B.Tech, MBA & B.Tech 2nd year(LEET) is made under two categories at the institute level: 

            (a) Management/NRI seats
            (b) Left over/Vacant seats
An admission Committee is  constituted to admit the candidates as per the rules notified by the State Govt.
          Management /NRI Seats:
An advertisement is  given in news-paper and applications are  invited. The merit  list  is displayed  based on their merit in AIEEE rank as first  preference and next preference to qualifying examination . The students  are asked to report for admission according to the merit list.. Out of this merit list, if the seats still remain vacant filled from the waiting list.
         Left over/ Vacant  seats
   After the On Line Reporting to Haryana State Counseling Society, if the  seats are still left vacant these are filled through another advertisement in the news paper and a merit list is displayed from the applications received in response to this advertisement. First preference is  given to AIEEE rank and next preference to the marks obtained in qualifying examination. 

5.
INSTRUCTIONS ON REGISTRATION AND OTHER ESSENTIAL INFORMATION ON SERVICES AND FACILITIES
Instructions on  registration are available in college Prospectus, in various advertisements and college notice boards. The students are briefed about the programme, the Institute the University , etc and relevant information is passed on to them during the orientation programme which is conducted after the admissions  are over. 
6.
STUDENT INDUCTION OR ORIENTATION PROGRAMME WHICH INTRODUCES THEM TO  UIC AND THEIR PROGRAM OF STUDY

Full day orientation programme for the students is organized on the first day of their joining the institute, in which students are briefed about the objectives of the course, course contents , examination pattern , discipline matters, faculties, facilities available and other relevant informations.
B.
TEACHING , LEARNING AND ACADEMIC GUIDANCE

Aim:- To provide to all its faculty and students, an effective learning and teaching environment , guidance and supervision , though a variety of study methods, supported by a wide range of learning resources. Students , on their part , should take responsibility for their own learning and pursue their academic program with a positive commitment.

1. The information about the program of study & availability of courses, method & time of assessment is  provided to students in the form of Institute's brochure. The contents of the various courses & program of study is available in college library and is displayed on college notice board from time to time and hosted on Institute website.

(a) In the beginning of each semester the list of reference books and required information pertaining to concerned subject is provided/communicated to the students by the concerned faculty.
(b) Every student  is monitored in the various lab, workshops, class and turorialscontinuously for internal assessment. The students are evaluated internally on the basis of their performance in the semester. The various parameters used for the evaluation are class tests, assignments, presentations and  attendance. Two  sessional examination  and class tests of each subject are generally conducted in each semester.

(c) It is mandatory on the part of each student to secure at least 50% marks in each subject in internal assessment failing which he/she is not eligible to appear in the University examinations.

(d) Students are required to have at least 75% attendance in each subject failing which they will  not be eligible to appear in the University examinations.
2. In case of any change in the course content or any module by the affiliating university, the same is communicated to students by displaying it on the college notice board in advance and is also hosted on the institute website. 

3. The teaching in the various courses is done as per the schedule of  the courses, lectures & laboratory sessions approved and notified by  Maharshi Dayanand University. The hard copy of the time table is displayed before the start of session on notice board and hosted on the institute website. Academic calendar is prepared for each semester is notified and followed.    

4. The Institute library is computerized and all the information about the books, journals National / International ) are available.  OPAC  facility and Photocopy is also available.
5. Clusters of computers are made laboratory wise having  Core 2 Duo Systems , equipped with latest software packages and Operating systems that are required for different courses. These include Windows 2000 professional operating system , Windows XP Professional Operating system, Windows 2003 Server Edition , Linux Operating System, Visual Basic (6.0) with MSDN , TASM (Turbo assembler) , Turbo C++ , Visual Dot Net with MSDN, JAVA, Crystal Report , Developer 2000 (D2K) , Oracle Server Edition (10g) , MS Office Package(Word, Excel , Power Point). The list of various softwares available in the institute are also displayed in their respective laboratories.

C.
TUTORIAL SUPPORT

Aim:-  To monitor student’s progress and , therefore, provide a high standard of advice, support and academic guidance.
1. All the students are  assigned to a tutor who gives them all the information regarding academics, programme of studies and induction at the beginning of the semester.

2. Each lecturer organizes meeting twice in a month with the respective group of the students to discuss their personal and academic issues. The students can meet their tutor any time in the institution. He/she is also available on a call after working hours, if needed.
3. The tutor provides personal support to the students. He acts as a link between the students and the administration. A feedback proforma/student evaluation questionnaire has been prepared to get their feedback.

4. The counselor/lecturer will also take care of their personal problems in complete confidentiality. The  counselor/Lecturer provides advice, support and academic guidance to the students and takes keen interest in their overall development.

5. The effectiveness of the system is judged through personal discussions with the students.

D.
STUDENT ACADEMIC REPRESENTATION AND EVALUATION

Aim:
To seek and respond to student’s view on their educational experience.

1. The committees consisting of personal counselors / Head of departments / and two representative of students from every section Department wise is constituted. This is known as faculty -student committee. The students are  nominated to this committee on the basis of their merit/academic performance in the examination. The meetings of these committees are arranged as  required from time to time. 
2. The computerized feedback system is setup to evaluate the teaching progress for the welfare of students. Based upon the feedback, the college authorities   take the corrective measures.
E.
ACADEMIC SERVICES
Aim:- To provide a high standard of academic services to all students

1.
The institute provides the various  services like library, computing and Interaction  facilities etc.  after the  working hours .

2. The institute lays great emphasis on the personality development classes of the students. The communication skills in English is given due importance by engaging extra classes and attending language laboratory.  
  

3. Suggestions for improvement are sought from staff and students through suggestion box, feedback system and through emails.
F.
STUDENT SERVICES


Aim:-  To provide quality services for the students.

1. One member of staff will be available at the reception to cater to the enquiries and provide information about the institute and will also distribute identity cards, leaflets, brochures, examination forms and other useful publication. 

2. The chief warden / warden will provide the necessary hostel information.
3. A part time doctor has been engaged to provide the medical facility to the students.  Routine medical checkup of students is done on a regular basis. The routine medicines are stocked in the college medical room. Full time hospital named Sohna  Devi Memorial Hospital is located at a distance of about 2 kms. for emergency  services.

4. The wardens and personal counselors will provide a professional & confidential counseling to all the students. A female lecturer is appointed as advisor to girl students of Institute. 
5. Since the college is in initial stages of development, the training and placement cell will be established and  full time staff will be recruited. 
6. Due care will be taken to provide help & support to physically handicapped students if any.
7. The estate department and security supervisor will monitor the services to students. The medical officer will monitor the hygienic condition & cleanliness of campus.  The HOD of each department  monitors the services provided to the students , he/she will get their feedback at the end of every semester an implement all possible majors to improve the services further.
G.
HEALTH , SAFETY & SECURITY
1.
The safety code of practice has been evolved, the students have been apprised of the safety measures to be adopted while working in various labs and workshops in the institution. They have been provided with general guidelines and frame work for the safe working in the institution. Care has been taken  to ensure safety and security of the students while designing the campus.

2.
Fire Extinguishers have been installed at various places in the institute. Special lecturers  on safety measures in industry/workshops/labs are being arranged. The incharge electrical maintenance will ensure proper lighting in campus and arrange an alternate arrangements in the form of generator as and when required.
H.
PERSONAL DEVELOPMENT
1.
The college provides services for various sports, cultural, academic and extra curricular activities so as to help the students to develop a balanced personality. Students are  encouraged  to participate actively in international conferences / guest lectures and educational tours.
I.         COMPLAINTS, APPEALS AND GRIEVANCE PROCEDURE
1. It is possible that students may have complaints, grievances & want to be heard for their problems.  Such students are encouraged to give their complaint in the suggestion boxes The feedback of the students is designed to note problems of the students which they can forward anonymously. The students can also send their complaints through E-mails. They are however always welcomed to contact their Tutors/Principal.
2. The discipline in the institute is considered to be extremely important for which the behavior of the students on & off campus will be observed closely. Any deficiency in this regard is pointed out to students for further improvement and such students are kept under observation.

J.        DISCIPLINE

1.  CODE OF CONDUCT FOR STUDENTS : 

The status and future of an Institute depends upon its reputation. The reputation of an Institute depends solely on the performance of its students and not on buildings, equipments, structures etc. although they are the pre-requisite aids. The students of an Institute are known not only by their performance in their academics but by their conduct which is an integral part of the personality. In order to make the Institute feel proud of its students, the following code of conduct is expected of them : 

1. They should behave, dress and project their image like dignified and respectable citizens of the country.  
2. This is your Institute. Develop a sense of belonging for it. Keep it up right, clean and create congenial atmosphere and environment conducive for studies.  
3. The students must be regular and punctual in their studies.  
4. The Institute has a scheme of Personal Counseling for students and they should frequently meet the class counselor to discuss their problems, if any. 

5. The students must observe discipline. Indiscipline attracts punishments. They must observe self imposed discipline in all activities; studies as well as other ones related to their stay in the Institute / Hostel.  

6. They should regularly read the notices, so as not to miss any important information.  

7. Their action must reflect respect for the faculty members and must inculcate a spirit of fellow feelings and mutual respect among themselves.  

8. They must observe proper silence in the classes/ library and avoid making noise. They must observe timings in the office and the Library so as to avoid unnecessary disturbance/ over crowding.  

9. Male students must not pass undesirable remarks at the female students and must observe  the courtesy and manners.  

10. The students must not write on walls etc. or make undesirables sketches on the walls / furniture tops / doors. They should not damage the Institute property which will attract punishment.  

11. The students should not even attempt to copy in Test / Examination.  

12. They should not take drugs or consume intoxicants.  

13. They will keep their parents informed regularly about their performance in studies and other problems, if any. They should also make the payment of Institute / Hostel dues well in time.  

14. They will not rag freshers rather they will make them feel comfortable.  

15. They will not discriminate on the basis of religion, caste and sex etc.  

16. They should not take part min politics and should observe professional ethics.  

17. The students should not go on strike or do anything which damages the reputation of the Institute. 

Lastly, the sole aim of students is studies and overall development of balanced personality, so as to compete for better opportunities in their professional career.

 2. 
 CODE OF CONDUCT FOR TEACHERS: 
The teachers are the builders of the nation. They have vital role to play in improving the personalities and overall vision of the students. The students get inspiration from their teachers and treat them as their models in life. So, the teachers are expected to come up to that level of expectation. Following code of conduct is expected of the teachers : 

1.       They will act like guardian of the students and will behave like responsible members of society and good citizens of the country with a sense of belonging to the Institute.
2.        They will engage the classes regularly and perform other duties assigned to them with full dedication.

3.        The interest of students will be at the top in their list of priorities and will never victimize any student.

4.        They will show love and affection towards students; keeping the discipline of students in mind.

5.        They will take proper care of their dress manners, professional ethics and maintain dignified personality.

6.        They will project a very dignified image so that the students may follow their teachers without any reservation.

7.         They will not indulge in discussion directed against any colleague with the students and will not use any student for the promotion of their personal interests.

8.       They will prepare their lectures very thoroughly well in advance.

9.         They will not conduct any tuition classes for the students of the Institute.

10.      High moral ethics and values are expected of teachers when they interact with colleagues and students of opposite sex.

11.     While dealing with students, they will not show any discrimination on the basis of religion, caste, sex etc.

12.     They will meet the students of personal counseling group frequently and solve their problems.

13.      They will participate enthusiastically in the extra curricular activities in the Institute.

