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Skip	to	content	4.	EMPLOYEES	LEAVE	RULES4.1	Definitions:	In	these	rules,	unless	the	context	otherwise	requires:Competent	authority	means	the	Registrar	or	any	other	officer	of	SRMIST	who	is	sub-delegated	by	the	Registrar.Employees	means	regular	employees	working	as	Faculty	members	and	non-teaching	staff	as	classified	in	these	rules.Faculty
means	the	employees	directly	involved	in	teaching	students	and	academic	activities.Non-Teaching	Academic	staff	means	the	employees	working	in	the	Faculties,	Colleges	and	Schools	and	involved	in	academic	and	student	activities/programs.Non-Teaching	Administrative	staff	means	employees	working	in	non-academic	departments	such	as
Administrative	offices,	Directorates	and	other	departments	and	are	not	directly	connected	with	the	academic	and	student	activities/programs.Year	means	Calendar	Year/Academic	Year,	as	the	case	may	be.4.2	Extent	of	application:These	rules	shall	apply	to	all	the	regular	employees	of	SRMIST	except	those,	not	in	full-time	employment/Visiting	Faculty
or	any	other	category	who	may	be	specifically	excluded	under	orders	of	the	competent	authority	but	within	the	scope	of	these	rules.4.3	Right	to	Avail	Leave:Leave	cannot	be	claimed	as	a	matter	of	right.	For	availing	any	kind	of	leave,	obtaining	prior	permission	from	the	competent	authority	is	compulsory	and	leave	shall	be	applied	only	through	the
Employee	Portal.	However,	for	availing	any	kind	of	leave	except	casual	leave,	it	must	be	applied	in	advance.	In	case	of	exigency,	the	discretionary	powers	to	refuse,	curtail	or	revoke	the	leave	of	any	kind	or	to	recall	for	duty	any	employee	who	is	already	on	leave	is	reserved	to	the	competent	authority.4.4	Casual	Leave	(CL):All	employees	of	the	SRMIST
are	eligible	to	avail	up	to	12	days	of	Casual	Leave	in	a	year.One	day	CL	will	be	credited	on	the	first	day	of	every	month.Normally,	one	day	of	Casual	Leave	will	be	sanctioned	to	the	probationary	employee	in	a	month.If	CL	is	availed	of	more	than	ones	available	leave	balance	due	to	unforeseen	circumstances,	the	leave	account	will	show	a	minus	balance.
This	shall	be	reconciled	in	the	last	month	of	the	year.The	total	leave	[including	Public	holidays	/	RH	and	Compensatory	Leave]	availed	at	a	time	should	not	exceed	10	days.	If	the	leave	period	exceeds	10	days,	the	whole	period	of	absence	will	be	treated	as	Earned	Leave.	If	the	eleventh	day	or	subsequent	day(s)	happens	to	be	holiday(s),	in	such	case	too,
the	whole	period	of	absence	will	be	treated	as	EL.At	the	end	of	the	year,	the	balance	will	be	adjusted	against	Accumulated	/	Earned	Leave.	If	Accumulated	/	Earned	Leave	is	also	not	available,	then	it	will	be	treated	as	Leave	on	Loss	of	Pay	(LOP).Unavailed	Casual	Leave	will	lapse	automatically	at	the	end	of	the	year.4.5	Compensatory	Off
(CO):Compensatory	off	can	be	sanctioned	to	an	employee	in	lieu	of	having	attended	office	on	holidays.This	leave	can	be	combined	with	a	holiday	or	casual	leave,	but	the	total	of	all	these	leaves	taken	at	one	time	should	not	exceed	10	days.If	the	employee	is	required	to	attend	duty	on	holidays	or	while	on	approved	leave,	they	must	register	their
attendance	in	the	biometric	system	and	the	compensatory	leave	should	be	credited	on	approval	by	the	reporting	authority.CO	should	be	availed	within	3	months	from	the	date	of	performing	duty	on	holidays	otherwise	the	compensatory	leave	will	lapse.CO	will	not	be	granted	to	any	employee	for	conducting	special	classes	and	SRMIST	Practical
Examinations.4.6	ON	DUTY	(OD):Employees	are	allowed	to	avail	On	Duty	for	the	duties	attended	outside	SRMIST	that	is	assigned	by	the	competent	authority.	A	maximum	of	10	days	per	year	can	be	used	for	this	purpose.	Special	cases	are	exempted	subject	to	the	approval	of	the	authorities	concerned.	For	On	Duty	leave,	individuals	must	apply
through	the	portal.4.7	Vacation	Leave	(VL):Vacation	Leave	can	be	availed	only	during	the	vacation	period.	The	vacation	period	will	be	declared	by	the	Director/Dean	of	the	faculty	concerned.	This	leave	will	be	credited	before	the	vacation	period.	VL	should	be	applied	well	in	advance	and	sanctioned	by	the	authority	before	availing	the	same.	Casual
Leave,	Earned	Leave,	Compensatory	Leave,	OD,	etc.,	cannot	be	combined	with	Vacation	Leave.The	faculty	member	who	has	fully	served	for	two	semesters	in	an	academic	year	is	eligible	to	avail	60	days	of	vacation	leave,	including	intervening	holidays,	in	two	spells	[i.e.	November	December	and	May	June].	If	the	faculty	member	has	served	only	one
semester,	he/she	is	eligible	for	30	days	of	Vacation	Leave.	During	November	December,	the	vacation	leave	will	be	restricted	to	30	days	at	a	time.	If	the	service	period	is	less	than	one	semester,	the	VL	will	be	calculated/sanctioned	on	a	pro-rata	basis.	The	Vacation	Leave	may	be	availed	in	two	spells	in	each	vacation	with	a	minimum	of	15	days.Non-
teaching	academic	staff	member	is	also	eligible	for	Vacation	Leave	of	15	days	during	probation	[one	year]	on	a	pro-rata	basis	of	1.25	days	per	month	and	30	days	per	year	from	2nd	year.	This	leave	can	be	availed	only	during	the	vacation	period,	as	declared	by	the	Director/Dean.4.8	Accumulated	Leave	(AL):50%	of	the	unavailed	vacation	leave	of	a
faculty	member	and	non-teaching	academic	staff	will	be	treated	as	Accumulated	Leave	and	credited	at	the	end	of	the	vacation	period	to	the	leave	account	subject	to	a	maximum	accumulation	of	60	days.	This	accumulated	leave	can	be	availed	up	to	10	days	at	a	time,	including	holidays	during	regular	working	days.4.9	Earned	leave	(EL):Every
Administrative	staff	is	eligible	for	Earned	Leave	of	15	days	during	the	period	of	probation.	On	completion	of	the	probation	period,	they	are	eligible	for	30	days	of	Earned	Leave	per	year.	The	leave	will	be	credited	on	a	pro-rata	basis	at	the	end	of	every	month.	Availing	of	half-a-day	EL	is	not	permitted.	50%	of	unveiled	Earned	Leave	shall	be	carried	over
to	next	years	leave	account	subject	to	a	maximum	accumulation	of	60	days.4.10	Medical	Leave	(ML):Medical	Leave	exceeding	two	days	at	a	spell	will	be	granted	only	on	production	of	a	Medical	Certificate.	An	Employee	who	has	been	granted	Medical	Leave	shall	resume	duty	after	producing	a	certificate	of	fitness	from	a	Registered	Medical
Practitioner.	If	the	Medical	Leave	exceeds	7	days	including	holidays,	the	employee	shall	be	referred	to	the	Medical	Board	of	SRM	Medical	College	Hospital	and	Research	Centre,	if	desired	by	the	management.No	Medical	Leave	will	be	sanctioned	to	an	employee	during	the	probation	period.	After	confirmation,	all	employees	are	eligible	for	9	(Nine)
days	of	Medical	Leave	per	year,	which	will	be	credited	at	the	beginning	of	every	year.	The	ML	can	be	accumulated	for	a	maximum	of	120	days	in	the	entire	period	of	service.4.11	Maternity	Leave	(MTL):Every	female	employee	is	eligible	for	Maternity	Leave	for	90	days	after	completing	three	years	of	continuous	service.	Maternity	leave	is	allowed	for
only	one	living	child.	If	the	female	employee	is	already	having	one	child	alive,	she	is	not	eligible	for	Maternity	Leave.	Employees	who	benefit	from	ESI	will	be	sanctioned	Maternity	Leave	as	Leave	on	Loss	of	Pay.4.12	Restricted	Holiday	(RH):Every	employee	is	eligible	for	two	days	of	Restricted	Holiday	irrespective	of	the	religion	and	leave	can	be
availed	as	per	the	list	of	Restricted	Holidays	and	approved	by	the	competent	authority.	RH	can	be	combined	with	Casual	Leave	and	Compensatory	Leave.4.13	Permission	(LP):Every	Faculty	member	and	Non-Teaching	Academic/Administrative	staff	can	avail	of	one-hour	permission	either	in	the	morning	or	in	the	evening	on	two	occasions	in	a	month.If
an	employee	avails	permission	both	in	the	morning	and	evening	on	the	same	day,	one-day	Casual	Leave	will	be	deducted.4.14	Leave	on	Loss	of	Pay	(LLP):Leave	on	Loss	of	Pay	will	be	granted	only	on	the	merit	of	the	case.	The	period	of	Leave	on	Loss	of	Pay	will	lead	to	the	postponement	of	the	annual	increment.4.15	Turn	Leave	(TL):Non-teaching
academic	and	Administrative	staff	is	eligible	for	Turn	Leave,	and	this	leave	can	be	availed	every	alternate	Saturday.	This	leave	is	not	applicable	for	Employees	of	the	Maintenance	Department	of	all	campuses,	Estate	offices	and	Attenders	of	all	departments/	directorates.4.16	General	Guidelines:During	the	notice	period,	the	employee	can	avail	of	only	5
days	of	leave	out	of	the	total	leave	credits.Notwithstanding	anything	contained	in	these	rules,	the	authorities	have	their	own	discretion	to	sanction/refuse	any	kind	of	leave	under	special	circumstances.In	view	of	the	implementation	of	the	above	rules,	the	rules	hitherto	followed	by	different	Faculties	in	different	methods	shall	cease	to	be	operative	with
effect	from	01-01-2024.4.17	AttendanceAll	employees	need	to	follow	the	biometric-based	attendance	system.	The	attendance	of	a	particular	employee	will	be	considered	only	based	on	the	biometric	system	and	leave	applied	in	the	system.	The	working	hours	(IN	and	OUT	time)	of	the	SRMIST	employees	will	vary	based	on	the	nature	of	the	work	and	the
operational	requirements.All	employees	will	be	configured	with	any	one	of	the	below	shift	types.Fixed	Employee	has	to	work	in	the	configured	IN	and	OUT	time	generally,	at	least	8	hours.Flexible	Employee	must	work	at	least	8	hours	between	the	configured	IN	and	OUT	time.	The	configured	IN	and	OUT	time	will	be	more	than	8	hours,	and	the
employee	has	the	flexibility	to	work	within	the	time	configured.Floating	Employee	must	work	for	at	least	8	hours.	However,	there	are	no	restrictions	on	the	IN	and	OUT	time.	Employees	must	inform	their	respective	line	managers	and	seek	approvals	for	late	arrival	to	the	office,	extended	working	hours	due	to	any	scheduled	operational	support,	etc.	6.
DISCIPLINARY	PROCEDURE	FOR	EMPLOYEES6.1.	DISCIPLINARY	PROCEEDINGS:Every	employee	shall	at	all	times	maintain	absolute	integrity;	show	devotion	to	duty;	and	do	nothing	which	is	unbecoming	of	an	employee	of	the	University.An	employee	who	commits	a	breach	of	the	bye-laws/regulations	of	the	institution	or	who	are	negligent,
inefficient	or	indolent	or	who	knowingly	does	anything	detrimental	to	the	interests	of	institution	or	in	conflict	with	the	instructions,	commits	a	breach	of	trust/discipline	or	is	guilty	of	any	act	of	misconduct	shall	be	liable	to	be	punished.The	Tamil	Nadu	Civil	Services	(Discipline	&	Appeal)	Rules	shall	apply,	mutatis	mutandis	to	the	employees.Powers	of
the	disciplinary	authority	shall	be	exercised	by	the	appointing	authority	and	the	powers	of	the	Appellate	Authority	shall	be	exercised	by	the	next	higher	authority.	For	this	purpose,	the	authorities	in	order	of	precedence	shall	be	the	Board	of	Member	(BoM),	the	Vice-Chancellor	and	the	Registrar.In	the	case	of	faculty	members	and	staff	above	the	cadre
of	Assistant	Registrar	of	the	University,	the	Vice-Chancellor	shall	be	the	disciplinary	authority	and	the	BoM	shall	be	the	appellate	authority.In	the	case	of	technical	and	other	non-teaching	staff	of	the	University,	the	Registrar	shall	be	the	disciplinary	authority	and	the	Vice-Chancellor	shall	be	the	appellate	authority.The	Tamil	Nadu	Civil	Services
(Discipline	&	Appeal)	Rules	as	and	when	amended	shall	apply	mutatis	mutandis	to	the	employees.If	any	employee	communicates	anything	connected	to	the	activities	of	the	institution	to	the	higher	authorities	directly,	they	will	be	subjected	to	disciplinary	action.6.2.	Misconduct	An	employee	who	commits	misconduct	shall	be	liable	to	be	dealt	with	in
accordance	to	these	rules.	For	the	purpose	of	these	rules	without	prejudice	to	the	general	meaning	of	the	term,	the	following	acts	and	omissions	shall	constitute	misconduct	and	the	term	habitual	shall	mean	as	defined	herein	above.Willful	insubordination	or	instigation	thereof,	disobedience	or	instigation	thereof	whether	alone	or	along	with	another,	of
any	lawful	and	reasonable	order	of	a	superiorParticipation	in	an	illegal	or	unjustified	strike	or	abetting,	inciting,	instigating	or	acting	in	furtherance	thereof,	whether	alone	or	in	combination	with	othersWillful	slowing	down	in	performance	of	work	or	abetment	or	instigation	thereofTheft,	fraud	or	dishonesty	in	connection	with	SRMISTs	business/
property	or	theft	of	another	employees	property	or	theft	of	any	kindTaking	or	giving	bribes	or	any	other	illegal	gratifications	whatsoeverHabitual	absence	from	work	or	absence	without	permission	for	a	period	exceeding	three	consecutive	working	daysFrequent	or	habitual	late	attendanceHabitual	breach	or	gross	and	deliberate	violation	of	any
standing	orders,	or	any	law	applicable	to	the	institution	or	any	rules	made	there	underCollecting	contributions	for	any	purpose	whatsoever	within	the	institution	without	the	permission	of	the	RegistrarEngaging	in	trade	within	the	establishment	without	the	written	permission	of	the	RegistrarDrunkenness	or	riotous,	disorderly,	indecent	or	improper
behavior,	use	of	abusive	language,	threatening,	intimidating,	coercing	other	employees	or	interfering	with	the	work	of	other	employees,	assault	or	threat	of	assault	either	provoked	or	otherwise	within	the	Institute	or	the	commission	of	any	act	subversive	of	good	and	proper	behavior	within	the	InstituteCommission	of	any	act	or	conduct	subversive	of
discipline	of	SRMIST	whether	within	the	premises	or	outside	in	connection	with	SRMISTs	workHabitual	negligence	or	neglect	of	workHabitual	breach	of	any	rules	or	instructions	for	the	maintenance	and	operation	of	any	department	or	the	maintenance	of	the	cleanliness	of	any	portion	of	the	EstablishmentDamages,	whether	willful	or	due	to
irresponsible	action	or	damage	due	to	negligence	or	carelessness	to	work	in	process	or	to	any	property	of	SRMIST	or	within	SRMIST	or	any	instigation	or	abetment	thereofOrganizing,	holding,	attending	or	taking	part	in	any	meeting	within	the	institution	without	the	permission	of	the	RegistrarDisclosing	to	any	unauthorized	person	any	information	in
regard	to	the	processes	or	any	interests	of	the	Institution	which	may	come	into	the	possession	of	an	employee	in	the	course	of	his/her	employmentGambling	in	the	premisesSmoking	in	the	premisesFailure	to	observe	duly	notified	safety	instructions/precautions/	interference	with	any	safety	device	or	equipment	installed	within	SRMISTEngaging	in
other	employment	(full	time/	part	time)	while	in	service	at	SRMIST	without	the	prior	written	permission	of	the	RegistrarSleeping	during	working	hoursLoitering,	idling	or	wasting	time	during	working	hours	or	being	in	the	premises	after	authorized	hours	of	work	without	permissionMarking	attendance	and	or	giving	additional	marks	for	any	student	for
monetary	benefits	(in	the	form	of	cash,	gifts,etc.,)Declared	and	being	carried	in	the	registers	of	the	Police	as	bad	character	or	conviction	by	any	court	of	law	for	any	criminal	offence	involving	moral	turpitudeDoing	private	or	personal	work,	within	SRMIST	using	tools	or	materials	belonging	to	the	Institute	without	the	prior	written	permission	of	the
RegistrarDistribution	or	exhibiting	within	SRMIST-	handbills,	pamphlets,	posters	or	causing	to	be	displayed	by	means	of	signs	or	writing	or	other	visible	representations	of	any	matter	without	the	prior	written	sanction	of	the	RegistrarMaking	false,	vicious	and	malicious	statements	in	public	or	otherwise	against	the	institution	or	any	member	or
employee	of	SRMISTWillful	falsification,	defacement	or	destruction	of	any	records	of	the	institutionKnowingly	making	false	or	misleading	statements	or	misrepresentation	at	the	time	of	employment/serviceUnauthorized	possession	of	any	weapon	in	SRMISTFailure	to	report	damage	or	defects	noticed	in	machinery,	equipment	and	processesRefusal	to
appear	for	medical	examination	when	required	to	do	so	by	the	Registrar	in	the	event	of	suffering	from	infectious	diseases.Applying	for	leave	or	seeking	ratification	of	absence	for	reasons	found	to	be	falseRunning	of	chit	funds	or	other	schemes	for	raising	loans	within	the	premisesSquatting	or	remaining	anywhere	within	the	premises	with	a	view	to
intimidate/coerce/threaten	the	Management	of	the	Institute	or	any	other	fellow	worker	in	connection	to	his/her	employmentShouting	any	slogan	in	the	premises	whether	alone	or	in	combination	with	othersSpitting	or	other	behavior	that	cause	embracement/environmental	damageRefusal	to	leave	the	work	premises	at	the	conclusion	of	duty
hoursRefusal	to	wear	or	show	the	identity	card	as	requiredWillful	or	deliberate	wasting	of	water	and	electricity	in	the	premisesThreatening	any	employee	alone	or	in	combination	with	others	or	through	any	outside	agency	in	connection	with	the	employment	in	SRMISTWillful	or	deliberate	misuse	of	any	amenity	provided	by	the	Institution.Gaining
admission	to	the	premises	by	impersonation	or	by	production	of	false	identity	card	or	fake	certificatesConduct	on	the	part	of	employee	likely	to	endanger	the	life	or	safety	of	other	employeesHabitual	overstaying	sanctioned	leave	without	sufficient	grounds	and	satisfactory	explanation	or	leaving	the	premises	or	work	spot	when	leave	is	refusedRefusal
to	receive	charge	sheet,	order	or	other	lawful	or	proper	communications	served	in	accordance	with	these	rulesMaking	malicious	statements	against	the	Institution	or	its	officers	through	verbal,	printed	materials,	electronic	means	or	online	internet	/	intranet	facilitiesLending	or	collecting	money	or	canvassing	loans	etcSexual	harassmentContesting	any
election	for	local	body	or	others	and	engaging	in	political	activitiesConsumption	or	possession	of	alcohol/	narcoticsBringing	disrepute	to	SRMIST	either	directly	or	indirectly.6.3.	Procedure	to	be	followed	in	Conducting	Enquiries:None	of	the	provisions	contained	herein-below	shall	apply	to	proceedings	before	the	Internal	Complaints	Committee
constituted	under	the	provisions	of	the	Sexual	Harassment	in	Workplace	(Prevention,	Prohibition	&	Redressal)	Act,	2013,	except	to	the	extent	specifically	provided	for.2.	MisconductAny	act	of	deviation	or	transgression	from	an	established	Code	of	Conduct	as	contained	in	the	HR	Manual	is	a	Misconduct.	An	employee	may	be	punished	for	misconducts
as	more	fully	contained	in	this	manual.A	misconduct	committed	within	the	premises	or	the	precincts	of	the	institution	shall	be	acted	upon.	Any	misconduct	committed	outside	the	premises	but	has	a	direct	nexus	to	the	employment,	shall	also	be	proceeded	with.3.	Charge	MemoDisciplinary	action	shall	be	initiated	with	issuance	of	Charge	Memorandum
which	shall	broadly	contain	the	misconduct	intended	to	be	proceeded.Where	the	employee	is	not	conversant	in	English,	it	shall	be	provided	for	in	vernacular.	The	Charge	Memorandum	may	be	issued	by	the	Registrar	of	the	institution;	the	Dean	of	the	respective	schools	or	such	other	officer	as	may	be	duly	authorized.When	charges	are	not	admitted	on
receipt	of	the	Charge	Memo,	when	the	reply	of	the	delinquent	is	found	unsatisfactory	an	enquiry	should	be	conducted	and	such	a	decision	shall	be	informed	to	the	employee	in	writing.	Such	notice	of	enquiry	shall	reveal	the	name	of	the	Enquiry	Officer	/	Committee,	date	and	the	venue	of	enquiry,	which	normally	is	within	the	premises.Right	of
presentation:	Except	under	exceptional	circumstances	to	be	recorded	in	writing,	the	employee	does	not	have	the	right	to	be	represented	by	a	legal	counsel	or	a	co-employee	or	an	outsider	in	the	enquiry.4.	Enquiry	Officer/CommitteeThe	disciplinary	authority	shall	appoint	an	Enquiry	Officer	or	any	person	who	is	superior	in	rank	of	the	delinquent
employee	as	an	Enquiry	Officer.The	legal	principles	namely	No	man	can	be	a	judge	in	his	own	cause;	No	one	should	be	condemned	unheard;	One	who	hears	must	decide,	shall	be	followed	in	the	conduct	of	enquiries	and	imposing	of	punishments.The	role	of	Enquiry	Officer	is	not	that	of	a	Judge	like	in	a	court	of	law.	The	officer	has	to	merely	state
whether	the	charges	against	the	employee	are	proved	or	not,	as	in	a	fact-finding	mission.5.	Presenting	OfficerAny	employee	authorized	by	the	disciplinary	authority	may	be	the	Presenting	Officer.	He/She	can	produce	witnesses	and	documents	on	behalf	of	the	institution,	during	the	enquiry.	The	Presenting	Officer	if	qualified	in	Law,	then	the	employee
proceeded	against	shall	also	be	afforded	with	the	opportunity	to	engage	the	assistance	of	a	Lawyer.6.	EvidenceIt	involves	chief	examination	of	the	Management	Witnesses;	the	cross-examination	of	Management	Witnesses,	by	the	employee	proceeded	against	and	the	examination	of	the	Witnesses	by	the	employee	proceeded	against,	including	himself/
herself	in	the	cross-examination	by	the	Presenting	Officer.The	Presenting	Officer	shall	furnish	to	the	delinquent,	a	list	of	documents	and	witnesses	he/she	wishes	to	rely	on	before	the	commencement	of	the	Enquiry.	Additional	lists	may	be	furnished	as	and	when	necessary.Therefore,	the	Presenting	Officer	shall	examine	his/her	witnesses	at	the	first
instance.	The	employee	proceeded	against	shall	be	provided	with	the	opportunity	to	cross-examine	the	witness.Strict	and	sophisticated	rules	of	evidence	under	the	Indian	Evidence	Act	shall	not	apply	to	these	proceedings.	All	materials,	which	are	logically	probative	for	a	prudent	mind,	are	permissible.	But	basic	principles	of	Evidence	Law	shall	not	be
flouted.	The	witnesses	shall	be	examined	by	the	Presenting	Officer	in	the	presence	of	the	employee	proceeded	against.The	copies	of	statements	recorded	during	the	enquiry	should	be	furnished	to	the	delinquent	on	the	enquiry	day	itself.Any	conclusion	by	the	Enquiry	Officer	must	be	based	as	an	acceptable	material	placed	before	him/her.7.Ex-parte
ProceedingsWhen	Charge	Memo,	Notice	of	Enquiries	etc.	are	refused	to	be	received	by	the	Delinquent,	the	disciplinary	authority	shall	proceed	with	the	disciplinary	action	ex	parte.Normally,	when	the	delinquent	refuses	to	receive	notice/s	in	person,	or	the	emails	go	unattended	then	it	must	be	sent	to	his/her	last	known	postal	address	by	the
registered	post/speed	post	with	the	acknowledgment	card.	Postal	endorsements	like	refused	to	receive,	intimation	given	not	collected,	left	without	intimation,	are	to	be	considered	as	sufficient	proof	of	service	notice,	i.e.	the	delinquent	deliberately	refuses,	knowing	the	contents.	But	return	of	postal	cover	with	endorsements	like	left	without	notice,	will
not	amount	to	sufficient	service.	The	notice	shall	also	be	pasted	on	a	conspicuous	place.	It	also	necessary	to	publish	the	notice	in	a	daily	newspaper	having	sufficient	circulation	in	the	area	where	the	delinquent	last	resided.	It	is	suggested	that	such	advertisement	be	given	in	vernacular,	as	well.	In	spite	of	such	advertisement,	if	no	intimation	is
received	from	the	delinquent	or	he/she	does	not	participate	in	the	enquiry,	it	can	be	conducted	ex-parte.There	are	circumstances	where	the	delinquent,	in	spite	of	receiving	the	notices	will	choose	to	remain	in	cognito.	In	such	cases,	sufficient	opportunities	may	be	given	by	adjourning	the	enquiry,	before	the	enquiry	is	conducted	ex-parte8.	Enquiry
ReportThe	Enquiry	Officer	has	to	submit	his/her	report	and	findings	in	respect	of	the	charges	and	the	evidence	presented	before	him/her.	It	is	not	for	them	to	suggest	punishments.The	disciplinary	authority	may	independently	come	to	a	different	conclusion	even	though	the	charges	are	not	proved	by	the	enquiry	officer	but	supported	by	necessary
evidence	available	during	the	enquiry	that	has	been	over	looked	by	the	Enquiry	Officer.	The	difference	in	conclusion	should	be	based	on	sound	reasoning	and	the	same	should	be	mentioned	in	the	show	cause	notice.Multiple	Proceedings	When	an	employee	is	habitual	in	committing	misconducts,	action	against	him/her	for	more	than	one	misconduct	for
different	instances,	the	proceedings	may	be	conducted	simultaneously.Show	cause	NoticeOnce	the	report	&	findings	are	received,	the	disciplinary	authority	shall	issue	a	show	cause	notice	to	the	delinquent.	A	copy	of	the	Enquiry	Report	&	findings	of	the	Enquiry	Officer,	should	be	furnished	to	the	delinquent.	Non-furnishing	of	the	Enquiry	Report
amounts	to	violation	of	principles	of	natural	justice	and	the	final	order	is	liable	to	be	set	aside.Even	if	the	delinquent	does	not	ask	for	a	copy	of	the	report,	it	shall	be	furnished.	Domestic	Enquiry	&	Criminal	Trial	Where	misconducts	are	offences	under	penal	laws,	criminal	action	may	also	be	initiated.Disciplinary	action	and	criminal	action	should	not	be
held	simultaneously.Where	the	disciplinary	authority	finds	it	fit	to	defer	the	domestic	enquiry,	pending	criminal	proceedings,	the	substantive	difference	in	both	these	proceedings	is	the	degree	of	proof	required.	Acquittal	by	criminal	court	shall	not	be	a	bar	on	the	departmental	proceedings.Suspension	Where	disciplinary	proceedings	against	an
employee	is	contemplated	or	pending	or	where	criminal	proceedings	against	him/her	is	in	progress	and	the	institution	is	satisfied	that	it	is	necessary	or	desirable	to	place	the	employee	on	public	interest	under	suspension,	the	Registrar	or	such	other	Officer,	may	by	order	in	writing	suspend	him/her	with	effect	from	such	date	as	may	be	specified	in	the
order.	A	statement	setting-out	in	detail	the	reason	for	such	suspension	shall	be	supplied	to	the	employee	while	placing	him/her	under	suspension.	An	employee,	who	is	placed	under	suspension	under	this	clause	shall	during	the	period	of	such	suspension	be	paid	as	a	subsistence	allowance	as	per	provisions	of	Tamil	Nadu	Payment	of	Subsistence
Allowance	Act,	1981.If,	on	the	conclusion	of	the	enquiry,	or	as	the	case	may	be,	of	the	criminal	proceedings,	the	employee	has	been	found	guilty	of	the	charges	framed	against	him/her	and	it	is	considered,	after	giving	the	employee	concerned	a	reasonable	opportunity	of	making	representation	on	the	penalty	proposed	that	an	order	of	punishment,	the
employer	shall	pass	an	order	accordingly.Provided	that	when	an	order	of	dismissal	or	termination	is	passed	under	this	clause,	the	employee	shall	be	deemed	to	have	been	on	loss	of	pay	during	the	period	of	suspension	and	shall	not	be	entitled	to	any	remuneration	for	such	period	and	that	subsistence	allowance	already	paid	to	him/her	shall	not	be
recovered.The	appointing	authority	viz.	Registrar	shall	be	the	competent	person	to	initiate	any	disciplinary	action.If	on	the	conclusion	of	the	enquiry	or	as	the	case	may	be	of	criminal	proceedings,	the	employee	has	been	found	to	be	not	guilty	of	any	of	the	charges	framed	against	him,	he/she	shall	be	deemed	to	have	been	on	duty	during	the	period	of
suspension	and	shall	be	entitled	to	the	same	wages/salary	as	he/she	would	have	received	if	he	had	not	been	paid	for	such	period.In	awarding	the	punishment	under	these	Rules,	the	Registrar	shall	take	into	account	the	gravity	of	the	misconduct,	and	any	other	extenuating	or	aggravating	circumstances	that	may	exist.A	copy	of	the	order	passed	by	the
Registrar	on	the	disciplinary	action	initiated	shall	be	communicated	to	the	employee	concerned	by	RPAD	(Registered	Post	with	Acknowledgement	Due).The	Registrar	shall	be	the	punishing	authority	to	impose	minor	or	major	punishment	against	any	of	the	employee	based	on	enquiry	report.	He/She	is	empowered	to	vary	the	findings	of	the	enquiry
officer	based	on	the	evidence/records.The	Vice-Chancellor	shall	be	the	appellate	authority	in	respect	of	minor	or	major	punishment	imposed	by	the	Registrar.The	Registrar	can	place	any	of	the	employees	under	suspension	if	deemed	fit.Whenever	it	is	proposed	to	impose,	against	an	employee,	any	of	the	penalties	specified,	he/she	may	desire	to	make
representations,	and	such	representations	if	any,	shall	be	taken	into	consideration	before	imposing	penalty.	A	show	cause	notice	may	be	given	before	any	major	penalty	is	imposed.9.	Punishments:An	employee	guilty	of	misconduct	may	be	imposed	the	following	punishments.Minor	Punishments:CensureFineStoppage	of	increment	with	cumulative	or
without	cumulative	effectMajor	Punishments:Withholding	of	promotionDemotion	to	a	lower	post	or	pay	scale	or	lower	stage	in	the	pay	scaleDismissal	from	serviceRemoval	from	serviceWithholding	of	promotionDemotion	to	a	lower	post	or	pay	scale	or	lower	stage	in	the	pay	scaleDismissal	from	serviceRemoval	from	service	Skip	to	content	The	Warden
shall:15.1	Supervise	the	hostels	in	matters	relating	to	the	overall	functioning,	the	resident	students	welfare,	and	discipline;15.2	Inspect	the	hostel	rooms	periodically	and	be	in	contact	with	the	Deputy	and	Resident	Wardens,	staff	and	students;15.3	Have	the	powers	to	recommend	disciplinary	action,	including	the	ordering	of	eviction	of	student(s)	from
the	hostel	to	the	Director	(Campus	Life	&	Students	Welfare);15.4	Sanction	of	leave	for	Deputy	Wardens	/Resident	Wardens	in	the	Hostel;15.5	Ensure	maintenance	of	discipline	and	decorum	in	the	premises	of	the	hostels.15.6	Be	responsible	for	all	matters	relating	to	health,	hygiene,	sickness,	food,	sanitation	and	cleanliness	of	the	hostels.15.7
Supervise	the	functioning	of	the	mess.15.8	Suspend	mess	facilities	in	respect	of	resident	students	defaulting	payment	of	mess	bills;	and15.9	Be	responsible	for	the	overall	security	of	the	hostels	and	instruct	the	security	staff	to	maintain	safety	and	security;	The	Resident	wardens	shall:16.1	Be	responsible	for	the	health,	hygiene,	sanitation,	cleanliness
and	food	of	the	resident	students;	have	the	right	to	inspect	hostel	rooms;16.2	Be	individually	and	collectively	responsible	for	the	smooth	functioning	of	the	hostels;	ensure	that	the	resident	students	in	his/her	charge	observe	the	hostel	rules	properly	and	maintain	discipline	and	decorum	and	also	shall	promptly	report	to	the	Warden	about	misbehavior,
indiscipline	and	sickness	of	the	resident	students	in	his/her	charge;16.3	Be	available	in	the	hostel	room	every	day	at	specified	hours	to	attend	to	official	business	and	to	the	problems	of	resident	students;16.4	Be	responsible	for	the	proper	upkeep	and	maintenance	of	such	properties	of	the	concerned	hostel,	as	are	under	his/her	charge;16.5	Allot	and
supervise	hostel	rooms	with	the	approval	of	the	warden;16.6	Maintain	the	Resident	Students	Register;16.7	Recommend	to	the	warden	for	disciplinary	action	against	resident	student	(s)	for	keeping	/	entertaining	unauthorized	guests,	if	any;16.8	Order	double-locking	of	rooms	of	resident	students	and	their	re-opening,	when	required;16.9	Take	action
for	the	eviction	of	resident	students	in	consultation	with	the	warden;16.10	Periodically	verify	the	furniture	and	fittings	of	the	hostel	and	take	action	for	repairs/replacement	and	obtain	additional	furniture	if	required.16.11	Maintain	such	Registers	and	Records,	as	prescribed	by	the	University	and	furnish	such	statistical	information	as	the	University
may	require,	from	time	to	time.16.12	Perform	such	other	duties	as	are	assigned	to	them	by	the	Warden	from	time	to	time	and	function	under	the	overall	charge	of	the	Director	(CL).16.13	Obtain	prior	approval	of	the	Warden	to	avail	leave.	17.1	The	authorities	shall	frame	rules	from	time	to	time	on	matters	related	to	disciplinary	aspects	of	students	for
regulating	the	conduct	of	students	within	the	campus	as	well	as	outside.17.2	The	authorities	shall	have	powers	to	impose	any	one	or	more	of	the	punishments	on	the	erring	students	such	as	fine,	suspension,	expulsion,	etc.17.3	Students	shall	abstain	from	participation	in	political	or	communal	groups.17.4	Students	are	prohibited	from	defacing	and
damaging	any	building,	furniture,	any	asset	or	property	of	the	University	in	any	way.	If	done	so,	the	cost	of	any	damage	so	caused	will	be	recovered	from	the	students	collectively,	incase	the	individual	is	unidentified.17.5	Students	are	prohibited	from	arranging	any	function	or	meeting	within	the	University,	without	the	specific	permission	of	the
appropriate	authorities.17.6	Students	are	strictly	prohibited	from	participating	in	processions	without	the	official	permission	of	the	authorities.17.7	Smoking	and	consuming	alcohol	inside	the	campus	is	strictly	prohibited.17.8	The	students	indulging	in	any	form	of	ragging	shall	be	summarily	expelled	from	the	University	after	following	the	procedure
and	the	conditions	laid	down	by	the	Anti	Ragging	Committee.17.9	Use	of	cellphones	during	working	hours	is	banned.17.10	Use	of	plastics	is	discouraged	within	the	campus.17.11	Students	coming	in	powered	two	wheelers/four	wheelers	shall	register	their	names	with	the	Director,	Campus	Life	&	Students	Affairs.17.12	Students	shall	carry	their	ID
cards	with	them	and	produce	the	same	on	demand.17.13	With	regard	to	the	conduct	and	discipline	of	the	students,	the	decision	of	the	Disciplinary	Committee,	as	approved	by	the	Vice-Chancellor	is	final.	18.1	Any	employee	who	is	aggrieved	by	a	decision	of	any	authority	or	officer	of	the	University	in	relation	to	his	or	her	service	conditions,	may
represent	the	matter	to	the	Registrar	through	proper	channel	within	10	days	of	receipt	of	such	orders	or	copy	of	such	resolution	received	from	the	University/officer.	While	representing	so,	he/she	must	clearly	state	how	he/she	is	affected	by	such	a	decision	along	with	documentary	evidence,	if	any,	on	the	matter	supporting	the	representation.18.2	The
Registrar	upon	scrutiny	of	the	representation	shall	forward	the	same	to	the	Chairman	of	Grievance	Redressal	Committee	within	10	days	of	receipt	of	the	representation.18.3	The	Grievance	Redressal	Committee	will	submit	its	recommendation	on	the	representation	to	the	Registrar	within	45	days	of	receipt	of	such	a	reference.18.4	The	Grievance
Redressal	Committee	shall	comprise	the	following	members:18.5	The	members	of	Grievance	Redressal	Committee,	other	than	the	Registrar,	shall	hold	office	for	a	term	of	two	years.18.6	The	Committee	shall	formulate	its	own	procedures	to	conduct	the	proceedings	in	accordance	with	the	bye-laws	of	the	University.18.7	The	date	of	meeting	shall	be
fixed	by	the	Registrar	in	consultation	with	the18.8	In	case,	there	is	no	response	within	the	stipulated	period	or	not	satisfied	with	the	recommendations	of	the	Grievance	Redressal	Committee,	he/she	may	prefer	an	appeal	to	the	Vice-Chancellor	within	30	days	time.18.9	If	any	interpretation	of	bye-laws	is	involved,	the	Vice-Chancellor	shall	be	the
competent	authority	and	his/her	decision	will	be	final	and	binding	upon	the	parties.18.10	Any	grievance/complaint	relating	to	sexual	harassment	will	not	be	covered	under	these	bye-laws,	as	there	is	a	separate	mechanism	for	addressing	such	matters.	There	shall	be	a	Disciplinary	Committee	having	responsibility	for	adjudicating	alleged	violations	of
the	code	of	conduct	and	bye-laws	and	incidences	of	indiscipline	reported	among	the	students	of	the	University.19.1	The	Committee	shall	have	the	following	members:i.Director,	Student	AffairsChairman	and	Convenerii.Two	professors	nominated	by	the	Vice-	ChancellorMemberiii.A	woman	teacher	nominated	by	the	Vice-	ChancellorMemberiv.A	teacher
belonging	to	SC	or	ST	or	minorities,	as	the	case	may	be	as	nominated	by	the	Vice-ChancellorMember19.2	The	tenure	of	the	members,	except	the	Director,	Student	Affairs,	will	be	for	a	period	of	two	years.19.3	The	Committee	shall	meet	as	and	when	required.19.4	The	Committee	shall	have	powers	to	summon	the	persons	against	whom	the	allegations
of	misconduct	or	the	act	of	indiscipline	was	reported.19.5	The	Chairman	shall	have	powers	vested	in	him/her	regarding	the	procedures	to	be	adopted	in	regulating	the	conduct	of	disciplinary	proceedings.19.6	The	Controller	of	Examinations	shall	be	invited,	if	necessary,	to	the	meeting	of	Disciplinary	Committee	by	the	Chairman.19.7	The	Committee
shall	submit	its	report	to	the	Vice-Chancellor	for	necessary.	Skip	to	content	1.	Any	act	of	misconduct	committed	by	a	student	inside	or	outside	the	campus	shall	be	an	act	of	violation	of	discipline	of	the	University,	such	as	disruption	of	teaching,	student	examination,	research	or	administrative	work,	curricular	or	extra-curricular	activity	or	residential
life	of	the	members	of	the	University,	including	any	attempt	to	prevent	any	member	of	the	University	or	its	staff	from	carrying	on	his	or	her	work;	or	engaging	in	any	act	that	is	likely	to	cause	such	disruption;2.	Damaging	or	defacing	University	property	or	the	property	of	members	of	the	University	or	any	other	property	inside	or	outside	the	University
campus;3.	Engaging	in	any	attempt	of	wrongful	confinement	of	teachers,	officers,	employees	and	students	of	the	University	or	camping	inside	or	creating	nuisance	inside	the	boundaries	of	the	houses	of	teachers,	officers	and	other	members	of	the	University;4.	Use	of	abusive	and	derogatory	slogans	or	intimidatory	language	or	incitement	of	hatred	and
violence	or	any	act	calculated	to	further	the	same.5.	Ragging	in	the	following	formsDisplay	of	noisy,	disorderly	conduct,	teasing,excitement	by	rough	or	rude	treatment	or	handling,	including	any	indisciplined	activities	which	cause	or	are	likely	to	cause	annoyance,	undue	hardship,	physical	or	psychological	harm	or	raise	apprehension	or	fear	in	a
fresher	or	asking	the	students	to	do	any	act	or	perform	something	which	cause	him/her	shame	or	embarrassment	or	danger	to	his/her	life.Coercing	to	address	a	senior	as	Sir;	perform	mass	drills;	copy	class	notes	for	the	seniors;	run	various	errands;	do	menial	jobs	for	the	seniors,	ask/answer	vulgar	questions;	forcing	to	look	at	pornographic	pictures,
forcing	to	drink	alcohol,	scalding	tea,	etc.,	to	do	acts	which	lead	to	physical	injury,	mental	torture	or	death;	strip	kiss	or	do	other	obscenities.Eveteasing	or	disrespectful	behaviour	towards	women	or	girl	students.An	assault	upon,	or	intimidation	of,	or	insulting	behaviour	towards	a	teacher,	officer,	employee	or	student	or	any	other	person.6.	Causing	or
colluding	in	the	unauthorized	entry	of	any	person	into	the	campus	or	the	unauthorized	occupation	of	any	portion	of	the	University	premises,	including	hostels	or	halls	of	residence,	by	any	person7.	Getting	enrolled	in	more	than	one	programme	of	study	simultaneously,	which	is	a	violation	of	the	University	bye-laws.8.	Committing	forgery,	tampering
with	or	misuse	of	the	University	documents	or	records,	identification	cards,	etc.9.	Furnishing	false	certificate	or	false	information	to	any	office	under	the	control	and	jurisdiction	of	the	University.10.	Consuming	or	possessing	alcoholic	drinks,	dangerous	drugs	or	other	intoxicants	in	the	University	premises.11.	Indulging	in	acts	of	gambling	in	the
University	premises12.	Possessing	or	using	any	weapons	such	as	knives,	lathis,	iron	chains,	iron	rods,	sticks,	explosives	and	fire	arms	in	the	University	premises.13.	Arousing	communal,	caste	or	regional	feelings	or	creating	disharmony	among	students.14.	Not	disclosing	ones	identity	when	asked	to	do	so	by	an	employee	or	officer	of	the	University
who	is	authorized	to	ask	for	identity.15.	Tearing	of	pages,	defacing,	burning	and	destroying	of	books	of	any	library.16.	Unauthorized	occupation	of	hostel	rooms	or	unauthorized	acquisition	or	use	of	University	furniture	in	ones	hostel	room	or	elsewhere.17.	Accommodating	guests	or	other	persons	in	hostels	without	permission	of	the	Warden.18.
Improper	rendering	of	accounts	for	money	drawn	from	or	through	any	office	under	the	control	and	jurisdiction	of	the	University.19.	Any	act	of	moral	turpitude.20.	Any	offence	under	law.21.	Committing	any	of	the	offences	specified	in	the	examination	bye-laws.22.	Violation	of	the	traffic	bye-laws	as	notified.23.	Improper	behavior	while	on	tour	or
excursion24.	Pasting	of	posters	or	distributing	pamphlets,	handbills,	etc.	of	objectionable	nature	or	writing	on	walls	and	disfiguring	buildings	and25.	Any	other	act	which	may	be	considered	by	the	Vice-Chancellor	or	the	Disciplinary	Committee	to	be	an	act	of	violation	of	discipline.	The	disciplinary	committee	will	decide	the	punishment	as	deemed	fit
which	is	based	on	a	case-by-case	scenario,	which	may	include	any	one	or	more	of	the	following:(i)	Warning	&	Reprimand:A	student	is	formally	warned	and	reprimanded	to	indicate	that	continuing	the	misconduct	will	further	escalate	to	more	repercussions.(ii)	Task	assigned:A	student	is	assigned	tasks	or	assignments	aimed	to	impart	skills	that	may
educate	a	student	about	the	difficulties	and	consequences	of	their	actions	to	avoid	further	violations.(iii)	Fines:	A	financial	mode	is	used	as	a	deterrent	to	stop	a	violation.	A	maximum	of	once	per	person	is	permitted	with	other	academic	sanctions.(iv)	Restitution:Restoration	or	compensation	for	the	damage	or	loss	due	to	the	violation	of	this	code	by
repayment	to	SRMIST	or	to	any	affected	student,	faculty	and	/or	staff.(v)	Interim	Restrictions:Denial	of	parking	space,	change	of	room,	hostel	room	suspension,	expulsion	from	hostel	for	a	certain	time,	use	of	university	gadgets	or	facilities,	etc.(vi)	Declaration	and	Undertaking	by	the	student	and	the	parent:The	student	and	the	parent	must	give	an
undertaking	that	no	such	repetition	of	the	offense	will	ever	happen	and	if	does,	they	will	abide	by	any	action	the	University	undertakes	including	expulsion	of	the	student	from	the	Institution.(vii)	Suspension	till	the	completion	of	Disciplinary	Committee	hearing:Indefinite	suspension	till	the	completion	of	hearing.(viii)	Barring	from	placement	or
examination	process:The	student	is	barred	from	any	placement	and/or	examination	process	depending	upon	the	severity	of	the	indiscipline.(ix)	Rustication:The	student	is	expelled	temporarily	from	the	university	for	a	period	up	to	one	year	for	the	misconduct.(x)	Expulsion:	The	student	is	expelled	permanently	from	the	University	for	misconduct.The
consequences	for	the	various	misconducts	are	listed	below:	LEVEL	1MISCONDUCTCONSEQUENCE1.	Failing	to	give	attendance/	log-in	inside	the	hostel	and	reporting	late	after	the	permitted	time.1.	Intimation	to	Parents	3	times	or	/	and	2.	Three	days	academic	suspension2.	Use	of	electrical	appliances	in	the	room	without	the	approval	of	the	hostel
authority	(other	than	laptop/cell	phones/etc.)	Disturbing	others	by	loudly	playing	music	in	the	room.3.	Unauthorized	function,	meeting	or	gathering.4.	Non-Resident	student(s),ex-hostel	student	found	in	the	hostel	room	(action	against	both	hosteller	and	non-resident)5.	Indiscipline	in	the	gym,	food	courts,	dining	areas,	shops	&	stores,	transport	areas,
sports	areas,	etc.6.	Not	following	proper,	formal	dress	code	inside	the	campus.	(E.g.-	wearing	short	or	transparent	/exposing	clothes)7.	Not	wearing	ID	card	during	class	hours	&	not	producing	ID	after	class	hours	when	asked.8.	Not	wearing	helmet,	triple	riding,	tampering	silencer,	speeding	/	vehicle	stunts	inside	the	campus,	rash	driving,	non-display
of	vehicle	pass,	dark	tinted	glass	window	vehicles	etcLEVEL	2MISCONDUCTCONSEQUENCE1.	Misuse	or	Tampering	of	ID	cards.1.	Intimation	to	parents	or	/	and	2.	Five	days	academic	suspension2.	Any	complaint	of	misconduct	received	from	outside	the	campus.3.	Found	in	indecent	position/objectionable	pose	with	a	fellow	student.LEVEL
3MISCONDUCTCONSEQUENCE1.	Damage	to	the	campus	property	(eg-	books,	buildings,	gadgets,	fire	extinguishers,	elevators,	plants,	vehicles,	etc.).1.	Parents	to	come	in	person	and	sign	an	undertaking.	2.	Seven	days	academic	suspension	coupled	with	tasks/assignments.	3.	In	case	of	property	damage	the	cost	of	property	would	be	recovered.	4.
Disqualification	from	further	placement	assistance	and	/or	barred	from	end	semester	examinations.2.	Possession	or	distribution	of	banned	items	such	as	fire	crackers	etc3.	Discourtesy,	disrespect,	using	foul	language/	gestures	&	threatening	fellow	students/	staff/	faculty/	security.4.	Causing	an	alarm	through	any	expression	or	communication	to
anyone	physically	or	by	electronic	or	social	media	platforms.5.	Stealing,	bribing,	forgery	and	gambling	etc.6.	Making	a	group	with	a	view	to	take	law	into	their	own	hands,	arrogant	behavior	and	arguments	with	any	authority	and	staff.7.	Physical	abuse	among	students	or	with	any	faculty	/	staff	/	security.LEVEL	4MISCONDUCTCONSEQUENCE1.
Refusing	to	obey	institutional	orders	alone	or	with	others.	Shouting	slogans	and	raising	voice	in	a	group	or	group	complaints	(includes	instigating	and/or	participating).1.	Parents	to	come	in	person	and	sign	an	undertaking.	2.	Fifteen	days	academic	suspension	coupled	with	tasks	/	assignments.	3.	Barred	from	writing	his	/	her	semester	end
examinations,	and/	or	4.	Barred	from	placement	drive.2.	Any	complaint	of	major	misconduct	received	from	inside	or	outside	the	campus	(E.g.	cheating	shopkeepers,	teasing	girls,	stalking	and/or	sexually	harassing	the	opposite	gender	in	any	way,	creating	nuisance	in	public	areas,	etc.)3.	Physical	abuse	leading	to	injury	among	students	or	staff.4.
Utilizing	SRMISTs	premises	without	the	knowledge	and	consent	of	the	concerned	authorities.	Exhibiting	any	notices	or	publicizing	any	event	in	any	form	in	any	part	of	the	campus	without	proper	approval.LEVEL	5MISCONDUCTCONSEQUENCE1.	Coming	to	campus/class/driving	in	inebriated	condition	under	the	influence	of	alcohol	and/or	other
drugs.Rustication	for	One	Year	OR	Expulsion	from	University2.	Forgery	of	signatures	of	authority/producing	false	documents	/giving	false	information	pertaining	to	academics	and	hostel3.	Possession/consumption/transportation/distribution	of	tobacco,	gutka	and	similar	bannedsubstances.	Possession/consumption/transportation/	distribution	of
Drugs/Narcotics	within	and	outside	the	campus	(includes	making/	threatening	fellow	students	to	bring	the	material	inside	campus)4.	Dangerous	habits	which	may	adversely	affect	other	students	behavior	and	safety.	Possession	of	weapons,	sharp	objects,	pornographic	materials.	(E.g.,	influencing	other	students	to	make	their	private	videos,
blackmailing,	involving	or	pressurizing	for	pornography,	having	connection	with	potential	drug	suppliers).5.	Collecting	money	in	any	form	or	involving	in	any	trading	transactions	(influencing	parents	during	admission	for	better	branches	and	confirming	admission	into	this	campus	by	taking	money	from	them	etc.)6.	Entering	the	campus	when	under
suspension	and/or	facing	disciplinary	charges/	criminal	offence.7.	Unauthorized	use	of	SRMISTs	name	or	its	campus	in	any	form	of	online	media	(email,	blogs,	websites,	chats	and	social	networking	sites).	Sharing	/	transfer	of	pictures,	voice	or	video	of	any	individual(s)	in	the	campus.	Defaming	University	through	social	media.8.	Interfering	or	giving
false	testimony	or	evidence	at	a	disciplinary	proceeding.	Harassing	or	intimidating	any	participant	in	the	disciplinary	process.LEVEL	6MISCONDUCTCONSEQUENCE1.	Repetition	of	any	misconduct	at	(level	5).Expulsion	from	the	University2.	Non-compliance/non	completion	of	any	sanctions	meted	out	earlier.3.	Any	act	by	the	student	which
management	deems	fit	for	expulsion.4.	Ragging	*	Honble	Supreme	Court	in	Civil	Appeal	No.	887	of	2009	passed	the	judgment	wherein	guidelines	were	issued	for	setting	up	of	a	Central	Crisis	Hotline	and	Anti-Ragging	database.	*	UGC	guidelines	notified	vide	no.F.116/2009	(CPPII)	dated	21102009	on	Curbing	the	Menace	of	Ragging	in	Higher
Educational	Institutions,	2009	(Under	Section	26(1)	(g)	of	the	University	Grants	Commission	Act,	1956)	shall	apply.	*	The	Anti-Ragging	Committee	will	look	into	this*	Note:	The	sanctions	may	be	imposed	singularly	or	in	combinations	Skip	to	content	III.	GRACE	PASSINGSPECIAL	MEETING	OF	THE	ACADEMIC	COUNCIL	TO	PASS	THE	GRACE:a)	The
Chancellor,	the	Pro-Chancellor	(Administration),	the	Pro-Chancellor	(Academics),	the	President,	the	Vice-Chancellor,	Pro-Vice	Chancellors,	the	Director/Deans	and	the	Members	of	Board	of	Management	and	Academic	Council	will	assemble	in	the	Mini	Auditorium	I.b)	After	the	Chancellor	sits	the	other	Dignitaries	will	sit,[i]	The	graces	of	the	academic
council	for	admission	of	the	candidates	to	the	several	degrees	and	diplomas	in	various	faculties	will	be	supplicated	by	the	Deans	of	the	faculty	in	the	following	order.Respected	Chancellor,	I	move	that	the	grace	of	the	Academic	Council	be	passed	and	that	be	conferred	the	Degree	of	Doctor	of	Literature	(D.	Litt.)	/	Degree	of	Doctor	of	Science	(D.Sc.,)
HONORIS	CAUSA.[ii]	The	Chancellor	will	then	put	the	question:Does	it	please	you	that	the	Grace	be	Passedand	the	Academic	Council	will	assentYES.The	Chancellor	will	then	say,The	Grace	is	Passed.[iii]	The	graces	of	the	Academic	Council	for	admission	of	the	candidates	to	the	several	degrees	and	diplomas	in	various	faculties	will	be	supplicated	by
the	Directors	/	Deans	of	the	faculty	in	the	following	order	at	one	stretch.The	Dean	of	the	Faculty	of	Engineering	and	Technology	will	commence	the	presentation	for	the	Graces	in	the	following	order:	Faculty	of	Engineering	&	Technology	Faculty	of	Science	&	Humanities	Faculty	of	Medicine	and	Health	Sciences	Faculty	of	Management	Faculty	of	Law
Faculty	of	Agricultural	SciencesThe	format	to	be	used	for	Grace	by	the	Directors	/	Deans	of	the	Faculty	shall	be	as	follows:	Respected	Chancellor,	I	move	that	the	Grace	of	the	Academic	Council	be	passed	that	those	persons	whom	the	Board	of	Management	on	the	reports	of	the	Examiners	has	certified	to	be	qualified	for	the	Degrees	in	the	faculties	of
Engineering	and	Technology	/	Science	and	Humanities	/	Medicine	and	Health	Sciences	/	Law	/	Agricultural	Sciences	be	admitted	to	these	Degrees	and	Diplomas.After	all	the	Directors	/	Deans	of	Faculty	have	completed	the	presentation	for	the	Graces;The	Chancellor	will	raise	the	question:Does	it	please	you	that	these	Graces	Be	Passed	and	the
Academic	Council	assenting,Yes	The	Chancellor	will	then	say,These	Graces	are	passed.ARRIVAL	OF	THE	CHIEF	GUEST	AND	RECIPIENT(S)	OF	THE	HONORARY	DEGREE	The	Chancellor,	the	Pro-Chancellor	(Administration),	the	Pro-Chancellor	(Academics),	the	President,	the	Vice-Chancellor,	Pro-Vice	Chancellors	and	the	Registrar	will	receive	the
recipient(s)	of	the	honorary	degree	and	the	Chief	Guest	on	arrival.	The	guests	will	be	taken	to	the	mini	room	for	robing	and	after	robing,	they	will	join	other	dignitaries	for	the	group	photo.GROUP	PHOTO	(Along	with	the	Chief	Guest	and	the	Recipients	of	the	Honorary	Degree)PROCESSION	After	the	photo	session,	the	Chancellor,	the	Pro-Chancellor
(Administration),	the	Pro-Chancellor	(Academics),	the	President,	the	Chief	Guest,	the	Vice-Chancellor,	Pro-Vice	Chancellors,	the	Registrar,	the	members	of	Board	of	Management	and	Academic	Council	and	the	Deans	of	Faculty	shall	proceed	in	procession	to	the	Auditorium	in	which	the	Degrees	are	to	be	conferred.	The	order	of	procession	is	as
follows:The	RegistrarThe	Members	of	the	Board	of	management	The	MEMBERS	OF	THE	Academic	Council	The	Directors	of	the	FacultyThe	PRO	VICE-CHANCELLORsThe	Vice-ChancellorThe	RECIPIENT(s)	OF	HONORARY	DEGREEThe	Chief	Guest	The	PRESIDENTThe	PRO	CHANCELLOR	(ACADEMIC)The	PRO	CHANCELLOR	(ADMIN)The
ChancellorWhen	the	procession	is	entering	the	Auditorium,	the	candidates	and	the	invitees	shall	keep	standing	until	all	those	on	the	dais	have	taken	their	seats.The	members	of	the	Board	of	Management,	the	Academic	Council,	the	Deans	of	the	Faculty	except	the	presenters	(Directors/	Dean)	will	take	their	seats	at	the	rear	row	on	the	dais.The
Chancellor	shall	announce:Invocation	Thamizh	Thai	Vazhthu	Recorded	Music	will	be	played.INVITING	THE	VICE	CHANCELLOR	TO	DELIVER	THE	WELCOME	ADDRESS	AND	ANNUAL	REPORTThe	Chancellor	shall	say:	I	invite	the	Vice	Chancellor	of	SRMIST	to	deliver	the	Welcome	Address	and	Annual	ReportThe	Vice	Chancellor	will	deliver	the
welcome	address	and	annual	report.FELICITATIONS	OF	THE	DIGNITARIES	ON	THE	DAISThe	Chancellor	will	felicitate	The	Chief	Guest	and	other	invitees.	DECLARING	THE	CONVOCATION	OPENAfter	the	welcome	address	and	annual	report,	the	Chancellor	shall	say:	I	declare	the	convocation	open.	This	Convocation	of	the	SRM	IST	has	been	called
to	confer	the	Degree	of	Doctor	of	Literature	(D.Litt.,)	/	Degree	of	Doctor	of	Science	(D.Sc.,)	HONORIS	CAUSA	and	the	Degrees	and	Diplomas	upon	the	candidates	who	in	the	examinations	recently	held	for	the	purpose	have	been	certified	to	be	worthy	of	the	same.PRESENTATION	OF	HONORARY	DEGREE	TO	After	reading	the	Citation,	the	Chancellor
shall	say:	I	request	___	to	come	forward	to	receive	the	Honorary	Degree	I	request	the	Honorable	Chief	Guest	to	present	the	Degree	of	Doctor	of	Science	(Honoris	Causa)	/	Doctor	of	Literature	((Honoris	Causa)	to	_______	The	said	recipient	shall	remain	standing	while	the	Chancellor	admits	him	to	the	Honorary	Degree.CONFERMENT	OF	HONORARY
DEGREE	The	Chancellor	shall	say:	By	VIRTUE	of	the	authority	vested	in	me	as	the	Chancellor	of	SRMIST,	I	admit	Dr.	to	the	Degree	of	Doctor	of	Science	(Honoris	Causa)	/	Degree	of	Doctor	of	Literature	(Honoris	Causa)	in	the	University	Then	facing	the	awardee,	the	Chancellor	will	say:	In	token	thereof,	you	have	been	presented	with	this	Degree	and
authorized	to	wear	the	Robe	ordained	as	the	Insignia	of	your	Degree.	Then	the	recipient	will	be	seated.	ACCEPTANCE	SPEECH	BY	THE	RECIPIENT	OF	THE	HONORARY	The	Chancellor	shall	say:I	invite	_______	to	deliver	the	acceptance	speechINVITING	THE	CHIEF	GUEST	TO	DELIVER	THE	CONVOCATION	ADDRESSThe	Chancellor	shall	say:	I
invite	the	Chief	Guest	to	deliver	the	Convocation	Address	DELIVERY	OF	THE	CONVOCATION	ADDRESS	The	Chief	Guest	will	deliver	the	Convocation	address.	PRESENTATION	OF	THE	CANDIDATES	FOR	THE	AWARD	OF	MEDALS,	RANKS,	DEGREES	AND	DIPLOMASThe	Chancellor	shall	say:	Let	the	Candidates	be	now	presentedThe	Candidates
who	have	been	awarded	Medals	/	Ranks	/	Degrees	and	Diplomas	shall	be	presented	to	the	Chancellor	by	the	Directors	/	Deans	of	the	Faculty	(Presenters).	The	names	of	the	candidates	will	be	read	by	the	Presenter	as	follows:The	respective	candidates	will	remain	standing	with	their	certificates	in	their	respective	places.PRESENTER:	Dean
(Engineering	&	Technology)	Respected	Chancellor,	I	present	unto	you	__	candidates	of	Doctor	of	Philosophy,	___	candidates	of	Bachelor	of	Technology	and	___	candidates	of	Master	of	Technology	in	person	and	_____	in	absentia	and	whose	names	are	given	in	the	list,	who	have	successfully	completed	the	programmes	and	have	been	certified	after	the
examination	to	be	duly	qualified	to	receive	the	same	and	I	request	that	the	Degrees	be	awarded	to	them.PRESENTER	:	Dean	(Science	and	Humanities	)	Respected	Chancellor,	I	present	unto	you	___candidates	of	Doctor	of	Philosophy___	candidates	of	Bachelor	of	Arts	and	Science	and	___	candidates	of	Master	of	Arts	and	Science	in	person	and	___	in
absentia	whose	names	are	given	in	the	list,	who	have	successfully	completed	the	programmes	and	have	been	certified	after	examination	to	be	duly	qualified	to	receive	the	same	and	I	request	that	the	Degrees	be	awarded	to	them.	PRESENTER:	Dean	(Medicine	and	Health	Sciences)	Respected	Chancellor,	I	present	unto	you	__candidates	of	Doctor	of
Philosophy,	___	candidates	of	Bachelor	of	Medicine	and	Health	Sciences	and	___	candidates	of	Master	of	Medicine	and	Health	Science	in	person,	___	in	absentia,	whose	names	are	given	in	the	list,	who	have	successfully	completed	the	programmes	and	have	been	certified	after	examination	to	be	duly	qualified	to	receive	the	same	and	I	request	that	the
Degrees	be	awarded	to	them.PRESENTER:	Dean	(Management)	Respected	Chancellor,	I	present	unto	you	___	candidates	of	Master	of	Business	Administration	and	___candidates	of	Bachelor	of	Business	Administration,	___	in	person,	___	in	absentia,	whose	names	are	given	in	the	list,	who	have	successfully	completed	the	programmes	and	have	been
certified	after	examination	to	be	duly	qualified	to	receive	the	same	and	I	request	that	the	Degrees	be	awarded	to	them.PRESENTER:	Dean	(Law)	Respected	Chancellor,	I	present	unto	you,	candidates	of	Legum	Baccalaureus	(Honours),	candidates	of	Bachelor	of	Arts	and	Legum	Baccalaureus	(Honours),	candidates	of	Bachelor	of	Commerce	and	Legum
Baccalaureus	(Honours),	___	in-person,	___	in-absentia,	whose	names	are	given	in	the	list,	who	have	successfully	completed	the	programmes	and	have	been	certified	after	examination	to	be	duly	qualified	to	receive	the	same	and	I	request	that	the	Degrees	be	awarded	to	them.PRESENTER	:	Dean	(Agricultural	Sciences	)	Respected	Chancellor,	I	present
unto	you	___	candidates	of	Bachelor	of	Science	(Honors)	in	Horticulture,	and	___	candidates	of	Bachelor	of	Science	(Honors)	in	Agriculture,	in-person	and	___	in-absentia	whose	names	are	given	in	the	list,	who	have	successfully	completed	the	programmes	and	have	been	certified	after	examination	to	be	duly	qualified	to	receive	the	same	and	I	request
that	the	Degrees	be	awarded	to	them.	AWARD	OF	MEDALS	AND	RANKSRespected	Chancellor,	I	present	unto	you	___	candidates	for	the	award	of	Medals	and	Ranks	in	the	Faculty	of	Engineering	and	Technology	/	Faculty	of	Science	and	Humanities	/	Faculty	of	Management	/	Faculty	of	Medicine	and	Health	Sciences	/	Faculty	of	Law	/	Faculty	of
Agricultural	Sciences	and	I	request	that	the	Medals	and	Ranks	be	awarded	to	them.	The	Candidates	who	have	been	awarded	Medals	and	Ranks	shall	go	up	to	the	dais	when	called	and	receive	the	same	from	the	Chancellor.Presenter	(Faculty	of	Engineering	and	Technology):	DeanPresenter	(Faculty	of	Science	and	Humanities):	DeanPresenter	(Faculty
of	Medicine	and	Health	Sciences):	DeanPresenter	(Faculty	of	Management):	DeanPresenter	(Faculty	of	Law):	DeanPresenter	(Faculty	of	Agricultural	Sciences):	DeanADMINISTRATION	OF	THE	PLEDGE	When	all	the	candidates	for	the	Degrees	and	Diplomas	in	various	faculties	have	been	awarded,	the	Chancellor	will	administer	the	pledge	as	follows
and	the	candidates	will	repeat	the	pledge	(in	standing).	We	shall,	in	thought,	word	and	deed,	ever	endeavour,	to	be	scrupulously	honest,	in	the	discharge	of	our	duties	in	our	profession,	and	shall	uphold,	the	dignity	and	integrity	of	our	profession,	and	the	honour	of	our	University.	We	shall,	uphold	and	advance,	social	order,	and	the	wellbeing	of	our
fellow	members,	and	shall	devote,	all	our	energy,	to	promote,	unity,	integrity,	and	the	secular	ideal	of	our	Country.	CONFERMENT	OF	THE	DEGREES	AND	DIPLOMAS	After	administering	the	pledge,	the	Chancellor	shall	say	[the	candidates,	shall	remain	standing]:	By	virtue	of	the	authority	vested	in	me	as	the	Chancellor	of	the	SRM	Institute	of
Science	and	Technology,	I	admit	you	to	the	several	Degrees	and	Diplomas	(both	in-person	and	in-absentia)	in	the	Faculties	of	Engineering	and	Technology	/	Science	and	Humanities	/	Medicine	and	Health	Sciences	/	Management	/	Law	/	Agricultural	Sciences	for	which	you	have	been	declared	qualified	in	this	University	and	in	token	thereof	you	have
been	presented	with	these	Degrees	and	Diplomas	and	I	authorize	you	to	wear	the	robes	ordained,	as	the	insignia	of	your	Degrees	/	Diplomas.	Then	the	candidates	will	resume	to	their	seats.SIGNING	THE	REGISTER	OF	GRADUATES	The	Registrar	shall	lay	the	records	of	the	Degrees	that	have	been	conferred	before	the	Chancellor,	who	shall	sign	the
same.DISSOLUTION	OF	CONVOCATION	The	Chancellor	shall	say,I	dissolve	this	convocationAt	the	conclusion	of	the	proceedings,	the	Chancellor,	the	Pro-Chancellor	(Administration),	the	Pro-Chancellor	(Academics),	the	President,	the	Chief	Guest,	the	Recipient(s),	the	Vice-Chancellor,	Pro-Vice	Chancellor(s),	Registrar,	the	Members	of	the	Board	of
Management,	the	Academic	Council	and	the	Director(s)	/	Dean(s)	of	the	Faculty,	all	the	Graduates	and	invitees	shall	rise	up	for	national	anthem.The	Chancellor	shall	then	say	National	Anthem	NATIONAL	ANTHEM	RECORDED	MUSICRETURN	OF	PROCESSION	TO	THE	MINI	AUDITORIUM	IThe	Chancellor,	the	Pro-Chancellor	(Administration),	the
Pro-Chancellor	(Academics),	the	President,	the	Chief	Guest,	the	Recipient,	the	Vice-Chancellor,	the	Pro-Vice	Chancellors,	the	Members	of	the	Board	of	Management,	the	Academic	Council,	the	Directors	of	the	Faculties	and	the	Registrar	shall	retire	in	procession	to	the	VIP	robbing	room.	The	Graduates	and	Invitees	shall	remain	standing.	Youth	Fest	&
Summit	Events	Health,	Wellness	and	Safety	Community-Engaged	Learning	Skip	to	content	An	employee	who	commits	misconduct	shall	be	liable	to	be	dealt	with	in	accordance	with	the	provisions	of	these	rules.For	the	purpose	of	these	rules	without	prejudice	to	the	general	meaning	of	the	term,	the	following	acts	and	omissions	shall	constitute
misconduct	and	the	term	habitual	shall	mean	as	defined	herein	above.1.1.	Willful	insubordination	or	instigation	thereof,	disobedience	or	instigation	thereof	whether	alone	or	along	with	another,	of	any	lawful	and	reasonable	order	of	a	superior.1.2.	Participation	in	an	illegal	or	unjustified	strike	or	abetting,	inciting,	instigating	or	acting	in	furtherance
thereof,	whether	alone	or	in	combination	with	others.1.3.	Willful	slowing	down	in	performance	of	work	or	abetment	or	instigation	thereof.1.4.	Theft,	fraud	or	dishonesty	in	connection	with	SRMISTs	business/	property	or	theft	of	another	employees	property	or	theft	of	any	kind.1.5.	Taking	or	giving	bribes	or	any	other	illegal	gratifications
whatsoever.1.6.	Habitual	absence	from	work	or	absence	without	permission	for	a	period	exceeding	three	consecutive	working	days.1.7.	Frequent	or	habitual	late	attendance.1.8.	Habitual	breach	or	gross	and	deliberate	violation	of	any	standing	orders,	or	any	law	applicable	to	the	Institute	or	any	rules	made	there	under.1.9.	Collecting	contributions	for
any	purpose	whatsoever	at	any	time	in	the	Establishment	without	the	permission	of	the	Registrar.1.10.	Engaging	in	trade	within	the	establishment	without	the	written	permission	of	the	Registrar.1.11.	Drunkenness	or	riotous,	disorderly,	indecent	or	improper	behavior,	use	of	abusive	language,	threatening,	intimidating,	coercing	other	employees	or
interfering	with	the	work	of	other	employees,	assault	or	threat	of	assault	either	provoked	or	otherwise	within	the	Institute	or	the	commission	of	any	act	subversive	of	good	and	proper	behavior	within	the	Institute.1.12.	Commission	of	any	act	or	conduct	subversive	of	discipline	of	SRMIST	whether	within	the	premises	or	outside	in	connection	with
SRMISTs	work.1.13.	Habitual	negligence	or	neglect	of	work.1.14.	Habitual	breach	of	any	rules	or	instructions	for	the	maintenance	and	operation	of	any	department	or	the	maintenance	of	the	cleanliness	of	any	portion	of	the	Establishment.1.15.	Damages,	whether	willful	or	due	to	irresponsible	action	or	damage	due	to	negligence	or	carelessness	to
work	in	process	or	to	any	property	of	SRMIST	or	within	the	SRMIST	or	any	instigation	or	abetment	thereof.1.16.	Organizing,	holding,	attending	or	taking	part	in	any	meeting	within	the	Establishment	without	the	prior	sanction	of	the	Registrar.1.17.	Disclosing	to	any	unauthorized	person	any	information	in	regard	to	the	processes	or	any	interests	of
the	Institute	which	may	come	into	the	possession	of	an	Employee	in	the	course	of	his	employment.1.18.	Gambling	within	SRMIST.1.19.	Smoking	within	SRMIST.1.20.	Failure	to	observe	duly	notified	safety	instructions	or	normal	safety	precautions	or	interference	with	any	safety	device	or	equipment	installed	within	SRMIST.1.21.	Engaging	in	other
employment	(full	time/	part	time)	while	in	service	of	SRMIST	without	the	prior	written	permission	of	the	Registrar.1.22.	Sleeping	during	working	hours.1.23.	Loitering,	idling	or	wasting	time	during	working	hours	or	being	within	the	Establishment	after	authorized	hours	of	work	without	permission.1.24.	Marking	attendance	of	any	Employee	other	than
his	own	(proxy)1.25.	Marking	attendance	and	or	giving	additional	marks	for	any	student	for	monetary	benefits	(in	the	form	of	cash,	gifts,etc.,)1.26.	Declared	and	being	carried	in	the	registers	of	the	Police	as	a	bad	character	or	conviction	by	any	court	of	law	for	any	criminal	offence	involving	moral	turpitude.1.27.	Doing	private	or	personal	work,	within
SRMIST	using	tools	or	materials	belonging	to	the	Institute	without	the	prior	written	permission	of	the	Registrar.1.28.	Distribution	or	exhibiting	within	SRMIST-	handbills,	pamphlets,	posters	or	causing	to	be	displayed	by	means	of	signs	or	writing	or	other	visible	representations	of	any	matter	without	the	prior	written	sanction	of	the	Registrar.1.29.
Making	false,	vicious	and	malicious	statements	in	public	or	otherwise	against	the	Institute	or	any	member	or	employee	of	SRMIST.1.30.	Willful	falsification,	defacement	or	destruction	of	any	records	of	the	Institute.1.31.	Knowingly	making	false	or	misleading	statements	or	misrepresentation	at	the	time	of	employment.1.32.	Unauthorized	possession	of
any	weapon	in	SRMIST.1.33.	Failure	to	report	damage	or	defects	noticed	in	machinery,	equipment	and	processes.1.34.	Refusal	to	appear	for	medical	examination	when	required	to	do	so	by	the	Registrar	in	the	event	of	suffering	from	infectious	diseases.1.35.	Applying	for	leave	or	seeking	ratification	of	absence	for	reasons	found	to	be	false.1.36.
Running	of	chit	funds	or	other	schemes	for	raising	loans	within	the	establishment.1.37.	Squatting	or	remaining	anywhere	within	the	premises	of	the	establishment	with	a	view	to	intimidate	or	coerce	or	threaten	the	Management	of	the	Institute	or	any	other	fellow	worker	in	connection	to	his/her	employment.1.38.	Shouting	any	slogan	within	the
establishment	whether	alone	or	in	combination	with	others.1.39.	Spitting	in	the	establishment.1.40.	Refusal	to	leave	the	work	premises	at	the	conclusion	of	duty	hours.1.41.	Refusal	to	wear	or	show	the	identity	card.1.42.	Willful	or	deliberate	wasting	of	water	and	electricity	in	the	premises.1.43.	Threatening	any	Employee	alone	or	in	combination	with
others	or	through	any	outside	agency	in	connection	with	the	employment	in	SRMIST.1.44.	Willful	or	deliberate	misuse	of	any	amenity	provided	by	the	Institute.1.45.	Gaining	admission	to	the	premises	by	impersonation	or	by	production	of	false	identity	card	or	fake	certificates.1.46.	Conduct	on	the	part	of	employee	likely	to	endanger	the	life	or	safety
of	other	employee.1.47.	Habitual	overstaying	sanctioned	leave	without	sufficient	grounds	and	satisfactory	explanation	or	leaving	the	premises	or	work	spot	when	leave	is	refused.1.48.	Refusal	to	receive	charge	sheet,	order	or	other	lawful	or	proper	communications	served	in	accordance	with	these	rules.1.49.	Making	malicious	statements	against	the
Institute	or	its	Officers	through	verbal,	printed	materials,	electronic	means	or	online	internet	/	intranet	facilities.1.50.	Lending	or	collecting	money	or	canvassing	loans	etc.1.51.	Sexual	harassment.1.52.	Contesting	any	election	for	local	body	or	others	and	engaging	in	political	activities.1.53.	Consumption	or	possession	of	alcohol/	narcotics.1.54.
Bringing	disrepute	to	SRMIST	either	directly	or	indirectly.	None	of	the	provisions	contained	herein-below	shall	apply	to	proceedings	before	the	Internal	Complaints	Committee	constituted	under	the	provisions	of	the	Sexual	Harassment	in	Workplace	(Prevention,	Prohibition	&	Redressal)	Act,	2013,	except	to	the	extent	specifically	provided	for.Any	act
of	deviation	or	transgression	from	an	established	Code	of	Conduct	as	contained	in	the	HR	Manual	is	a	Misconduct.	An	employee	may	be	punished	for	misconducts	as	more	fully	contained	in	this	manual.A	misconduct	committed	within	the	premises	or	the	precincts	of	the	Institute	shall	be	acted	upon.	Any	misconduct	committed	outside	the	premises	but
has	a	direct	nexus	to	the	employment,	shall	also	be	proceeded	with.Disciplinary	action	shall	be	initiated	with	issuance	of	Charge	Memorandum	which	shall	broadly	contain	the	misconduct	intended	to	be	proceeded.Where	the	employee	is	not	conversant	in	English,	it	shall	be	provided	for	in	vernacular.	The	Charge	Memorandum	may	be	issued	by	the
Registrar	of	the	Institute;	the	Dean	of	respective	schools	or	such	other	officer	as	may	be	duly	authorized.When	charges	are	not	admitted	on	receipt	of	the	Charge	Memo,	when	the	reply	of	the	delinquent	is	found	unsatisfactory	an	enquiry	should	be	conducted	and	such	a	decision	shall	be	informed	to	the	employee	in	writing.	Such	notice	of	enquiry	shall
reveal	the	name	of	the	Enquiry	Officer	/	Committee,	date	and	the	venue	of	enquiry,	which	normally	is	within	the	premises	of	the	Institute.Right	of	presentation:	Except	under	exceptional	circumstances	to	be	recorded	in	writing,	the	employee	does	not	have	the	right	to	be	represented	by	a	Legal	counsel	or	a	co-employee	or	an	outsider	in	the
enquiry.The	disciplinary	Authority	shall	appoint	an	Enquiry	Officer	any	person	who	is	superior	in	rank	of	the	delinquent	employee	shall	be	appointed	as	an	Enquiry	Officer.Legal	principles	namely	No	man	can	be	a	judge	in	his	own	cause;	No	one	should	be	condemned	unheard;	One	who	hears	must	decide,	shall	be	followed	in	conduct	of	enquiries	and
imposing	of	punishmentsThe	role	of	Enquiry	Officer	is	not	that	of	a	Judge	like	in	a	court	of	law.	He	has	to	merely	state	whether	the	charges	against	the	employee	are	proved	or	not,	as	in	a	fact-finding	mission5.	Enquiry	Officer/CommitteeAny	employee	authorized	by	the	Disciplinary	authority	may	be	the	Presenting	Officer.	He	can	produce	witnesses
and	documents	on	behalf	of	the	Institute,	during	the	enquiry.	Where	the	Presenting	Officer	is	qualified	in	Law,	then	the	employee	proceeded	against	shall	also	be	afforded	with	opportunity	to	engage	the	assistance	of	a	Lawyer.It	involves	chief	examination	of	the	Management	Witnesses;	the	cross-examination	of	Management	Witnesses,	by	the
employee	proceeded	against	and	the	examination	of	the	Witnesses	by	the	employee	proceeded	against,	including	himself/	herself	in	the	cross-examination	by	the	Presenting	Officer.The	Presenting	Officer	shall	furnish	to	the	delinquent,	a	list	of	documents	and	witnesses	he/she	wishes	to	rely	on	before	commencement	of	the	Enquiry.	Additional	lists
may	be	furnished	as	and	when	necessary.Therefore,	the	Presenting	Officer	shall	examine	his/her	witnesses	at	the	first	instance.	The	employee	proceeded	against	shall	be	provided	with	the	opportunity	to	cross-examine	the	witness.Strict	and	sophisticated	rules	of	evidence	under	the	Indian	Evidence	Act	shall	not	apply	to	these	proceedings.	All
materials,	which	are	logically	probative	for	a	prudent	mind,	are	permissible.	But	basic	principles	of	Evidence	Law	shall	not	be	flouted.	The	witnesses	shall	be	examined	by	the	Presenting	Officer	in	the	presence	of	the	employee	proceeded	against.The	copies	of	statements	recorded	during	the	enquiry	should	be	furnished	to	the	delinquent	on	the	enquiry
day	itself.Any	conclusion	reached	by	the	Enquiry	Officer	must	be	based	as	an	acceptable	material	placed	before	him/her.When	Charge	Memo,	Notice	of	Enquiries	etc.	are	refused	to	be	received	by	the	Delinquent,	the	disciplinary	authority	shall	proceed	with	the	disciplinary	action	ex	parte.Normally,	when	the	delinquent	refuses	to	receive	notice/s	in
person,	they	are	to	be	sent	to	his/her	last	known	address	by	the	registered	post/speed	post	with	the	acknowledgment	card.	Postal	endorsements	like	refused	to	receive,	intimation	given	not	collected,	left	without	intimation,	are	to	be	considered	as	sufficient	proof	of	service	notice,	i.e.	the	delinquent	deliberately	refuses,	knowing	the	contents.	But
return	of	postal	cover	with	endorsements	like	left	without	notice,	will	not	amount	to	sufficient	service.	The	notice	shall	also	be	pasted	on	a	conspicuous	place.	It	also	necessary	to	publish	the	notice	in	a	daily	newspaper	having	sufficient	circulation	in	the	area	where	the	delinquent	last	resided.	It	is	suggested	that	such	advertisement	be	given	in
vernacular,	as	well.	In	spite	of	such	advertisement,	if	no	intimation	is	received	from	the	delinquent	or	he/she	does	not	participate	in	the	enquiry,	it	can	be	conducted	ex-parte.There	are	circumstances	where	the	delinquent,	in	spite	of	receiving	the	notices	will	choose	to	remain	in	cognito.	In	such	cases,	sufficient	opportunities	may	be	given	by
adjourning	the	enquiry,	before	the	enquiry	is	conducted	ex-parteThe	Enquiry	Officer	has	to	submit	his/her	report	and	findings	in	respect	of	the	charges	and	the	evidence	presented	before	him/her.	It	is	not	for	them	to	suggest	punishments.The	disciplinary	authority	may	independently	come	to	a	different	conclusion	even	though	the	charges	are	not
proved	by	the	enquiry	officer	but	supported	by	necessary	evidence	available	during	the	enquiry	that	has	been	over	looked	by	the	Enquiry	Officer.	The	difference	in	conclusion	should	be	based	on	sound	reasoning	and	the	same	should	be	mentioned	in	the	show	cause	notice.When	an	employee	is	habitual	in	committing	misconducts,	action	against
him/her	for	more	than	one	misconduct	for	different	instances,	the	proceedings	may	be	conducted	simultaneously.Once	the	Report	&	Findings	are	received,	the	Disciplinary	Authority	shall	issue	a	show	cause	notice	to	the	delinquent.	A	copy	of	the	Enquiry	Report	&	Findings	of	the	Enquiry	Officer,	should	be	furnished	to	the	delinquent.	Non-furnishing



of	the	Enquiry	Report	amounts	to	violation	of	principles	of	natural	justice	and	the	final	order	is	liable	to	be	set	aside.Even	if	the	delinquent	does	not	ask	for	a	copy	of	the	report,	it	shall	be	furnished.Where	misconducts	are	offences	under	penal	laws,	criminal	action	may	also	be	initiated.Disciplinary	action	and	criminal	action	should	not	be	held
simultaneously.Where	the	disciplinary	authority	finds	it	fit	to	defer	the	domestic	enquiry,	pending	criminal	proceedings,	the	substantive	difference	in	both	these	proceedings	is	the	degree	of	proof	required.	Acquittal	by	criminal	Court	shall	not	be	a	bar	on	the	departmental	proceedings.Where	disciplinary	proceedings	against	an	Employee	is
contemplated	or	pending	or	where	criminal	proceedings	against	him/her	is	in	progress	and	the	Institute	is	satisfied	that	it	is	necessary	or	desirable	to	place	the	Employee	on	public	interest	under	suspension,	the	Registrar	or	such	other	Officer,	may	by	order	in	writing	suspend	him/her	with	effect	from	such	date	as	may	be	specified	in	the	order.	A
statement	setting-out	in	detail	the	reason	for	such	suspension	shall	be	supplied	to	the	employee	while	placing	him/her	under	suspension.	An	employee,	who	is	placed	under	suspension	under	this	clause	shall	during	the	period	of	such	suspension	be	paid	as	a	subsistence	allowance	as	per	provisions	of	Tamil	Nadu	Payment	of	Subsistence	Allowance	Act,
1981.If,	on	the	conclusion	of	the	enquiry,	or	as	the	case	may	be,	of	the	criminal	proceedings,	the	employee	has	been	found	guilty	of	the	charges	framed	against	him/her	and	it	is	considered,	after	giving	the	employee	concerned	a	reasonable	opportunity	of	making	representation	on	the	penalty	proposed	that	an	order	of	punishment,	the	Employer	shall
pass	an	order	accordingly.Provided	that	when	an	order	of	dismissal	or	termination	is	passed	under	this	clause,	the	employee	shall	be	deemed	to	have	been	on	loss	of	pay	during	the	period	of	suspension	and	shall	not	be	entitled	to	any	remuneration	for	such	period	and	that	subsistence	allowance	already	paid	to	him/her	shall	not	be	recovered.The
appointing	authority	Viz.	Registrar	shall	be	the	competent	person	to	initiate	any	disciplinary	action.If	on	the	conclusion	of	the	enquiry	or	as	the	case	may	be	of	criminal	proceedings,	the	employee	has	been	found	to	be	not	guilty	of	any	of	the	charges	framed	against	him,	he/she	shall	be	deemed	to	have	been	on	duty	during	the	period	of	suspension	and
shall	be	entitled	to	the	same	wages/salary	as	he/she	would	have	received	if	he	had	not	been	paid	for	such	period.In	awarding	the	punishment	under	these	Rules,	the	Registrar	shall	take	into	account	the	gravity	of	the	misconduct,	and	any	other	extenuating	or	aggravating	circumstances	that	may	exist.A	copy	of	the	order	passed	by	the	Registrar	on	the
disciplinary	action	initiated	shall	be	communicated	to	the	employee	concerned	by	RPAD.The	Registrar	shall	be	the	punishing	authority	to	impose	minor	or	major	punishment	against	any	of	the	employee	based	on	enquiry	report.	He	is	empowered	to	vary	the	findings	of	the	enquiry	officer	based	on	the	evidence	/	records.The	Vice	Chancellor	shall	be	the
appellate	authority	in	respect	of	minor	or	major	punishment	imposed	by	the	Registrar.The	Registrar	can	place	any	of	the	employees	under	suspension	if	deemed	fit.Whenever	it	is	proposed	to	impose,	against	an	employee,	any	of	the	penalties	specified,	he/she	may	desire	to	make	representations,	and	such	representations	if	any,	shall	be	taken	into
consideration	before	imposing	penalty.	A	show	cause	notice	may	be	given	before	any	major	penalty	is	imposed.13.	PunishmentsAn	employee	guilty	of	misconduct	may	be	imposed	the	following	punishments:Minor	Punishments:i)	Censureii)	Fineiii)	Stoppage	of	increment	with	cumulative	or	without	cumulative	effectMajor	Punishments:	iv)	Withholding
of	promotionv)	Demotion	to	a	lower	post	or	pay	scale	or	lower	stage	in	the	pay	scalevi)	Dismissal	from	servicevii)	Removal	from	service	Skip	to	main	content	Reddit	and	its	partners	use	cookies	and	similar	technologies	to	provide	you	with	a	better	experience.	By	accepting	all	cookies,	you	agree	to	our	use	of	cookies	to	deliver	and	maintain	our	services
and	site,	improve	the	quality	of	Reddit,	personalize	Reddit	content	and	advertising,	and	measure	the	effectiveness	of	advertising.	By	rejecting	non-essential	cookies,	Reddit	may	still	use	certain	cookies	to	ensure	the	proper	functionality	of	our	platform.	For	more	information,	please	see	our	Cookie	Notice	and	our	Privacy	Policy.	Hey!	To	refund	the
amount,	you	need	to	follow	the	refund	policy	procedure.	To	get	your	amount	refunded,	you	need	to	apply	online.	After	that,	as	per	the	refund	policy,	after	reduction,	your	amount	will	be	transfered	to	you	in	maximum	30	working	days.	To	apply	for	cancellation,	check	the	cancellation	portal	given	at	the	link	below.	Also,	you	can	check	the	percentage
amount	deduction	as	per	the	policy.	~:text=Body%3A,towards%20the%20payment%20of%20fees	Thank	youSant	Rawool	Maharaj	Mahavidyalaya,	Kudal.	REFUND	OF	FEES	Students,	will	be	given	admission	to	the	College	only	after	paying	prescribed	fees	as	per	rules.	Fees	will	be	refunded	after	the	cancellation	of	the	admission,	as	per	University
ordinance	O.2859.	REFUND	OF	DEPOSITS	The	amount	of	caution	money,	library	deposit,	laboratory	deposit,	if	any,	will	be	refunded	when	a	student	leaves	the	College	or	cancels	the	admission.	Deposits	not	claimed	within	six	months	from	leaving	the	College	or	cancellation	of	admission	will	not	be	refunded	/	returned.	The	amount	of	deposits	will	be
refunded	to	the	student	after	15	days	from	the	date	of	receipt	of	his	/	her	application	duly	signed	by	student	and	guardian.	The	students	who	have	not	submitted	their	identity	cards,	original	deposit	receipts,	must	submit	the	same	against	the	refund	of	deposits.	Otherwise,	he	/	she	stand	to	forefeit	the	deposits.	Affidavit	Bond	will	not	be	accepted	at	any
cost.	Refund	of	deposits	will	commence	after	15th	August.	REFUND	OF	FEES	AFTER	CANCELLATION	OF	ADMISSION:-	A	candidate	who	has	taken	admission	in	under	graduate	courses	in	the	College	may	request	for	refund	of	fees	after	applying	in	writing	for	cancellation	of	his	/	her	admission	to	the	course.	The	refund	of	fees	as	applicable	shall	be
made	on	or	before	30	days	after	the	date	of	cancellation	and	thereafter.	The	percentage	of	fee	for	the	programme	shall	be	refunded	to	the	candidate	after	deducting	charges	as	follows:	Sr.	No.	Period	Deduction	1	Prior	to	commencement	of	academic	term	Rs.	500/-	lump-sum	2	Upto	20	days	after	commencement	of	academic	term	20%	of	the	total	fees
3	From	21	day	upto	50	days	after	commencement	of	the	academic	term	30%	of	the	total	fees	4	From	51	day	upto	80	days	after	commencement	of	the	academic	term	st	or	31	August	whichever	is	eariler	50%	of	the	total	fees	5	From	1	to	30	September	60%	of	the	total	fees	6	After	30	September	100%	of	the	total	fees	NOTE:	The	total	amount	considered
for	the	refund	of	fees	from	the	commencement	of	academic	term	of	the	courses	includes	the	following:	All	the	fee	items	chargeable	for	one	year	are	as	per	the	circulars	of	University	of	Mumbai	for	different	Faculties	(Excluding	the	courses	for	which	the	total	amount	is	fixed	by	other	competent	authorities.)	Skip	to	content	3.1.	SRMIST	has	its	own
Ph.D.	Regulations	in	compliance	with	UGC	regulations	that	comprises	all	the	rules	and	regulations	for	both	Ph.D.	students	as	well	as	Ph.D.	supervisors	to	follow,	starting	from	the	registration	of	the	candidate,	for	all	aspects	of	the	research	until	awarding	the	degree	to	the	candidate.3.2.	The	University	Research	Council	has	been	established	in
SRMIST	comprising	of	5-8	eminent	Scientists,	Professors	and	Industrialists	from	external	research	bodies	(IITs,	IISc,	Industries	etc.)	along	with	the	Vice	Chancellor,	the	Pro-Vice	Chancellors,	the	Registrar,	the	COE,	the	Director	(Research)	and	the	Heads	of	the	various	departments.3.3.	The	committee	governs	and	shall	convene	to	discuss	any	issues
related	to	the	R&D	activities	of	SRMIST,	give	suggestions,	views	and	approve	norms	in	the	Ph.D.	regulations	from	time	to	time.3.4.	Graduate	and	undergraduate	candidates	are	admitted	to	carry	out	research	as	part	of	their	curriculum	in	the	fundamental	streams	of	study.	PhD	scholars	are	supported	by	fellowship	directly	from	SRMIST	for	a	maximum
period	of	3	years	to	help	the	research	scholars	to	carry	out	the	research.3.5.	SRMIST	usually	motivates	faculty	members	by	providing	incentives	for	publishing	articles	in	indexed	journals	based	on	the	impact	factor,	granted	patents	and	also	for	the	externally	funded	projects.	6.1.	An	advertisement	may	be	released	calling	for	eligible	Junior	Research
Fellows	(JRFs)	following	which	suitable	candidates	will	be	shortlisted.6.2.	Interview	is	to	be	conducted	for	the	shortlisted	candidates	and	Minutes	of	the	Meeting	is	to	be	prepared	for	the	same.	The	enclosure	for	the	Minutes	of	Meeting	must	include	a	list	of	the	students	that	were	shortlisted	but	were	not	selected.6.3.	The	expert	committee	will	be
constituted	by	the	principal	investigator	of	the	sponsored	project	keeping	the	aim	and	deliverables	in	focus.6.4.	The	selected	student	has	to	join	within	2	weeks	and	a	joining	report	is	to	be	submitted	to	the	concerned	authorities	at	the	Directorate	of	Research.6.5.	In	case	a	selected	candidate	cannot	join	within	2	weeks,	he	needs	to	take	late	joining
permission	from	the	Principal	Investigator	[PI].	The	PI	can	also	decide	to	select	the	next	most	suitable	candidate	from	the	waiting	list	(i.e.,	shortlisted	but	were	not	selected).6.6.	In	cases	where	in	the	JRF	leaves	within	the	first	6	months	of	selection,	the	students	in	the	waiting	list	may	be	called	upon	in	order	to	take	their	place.	However,	if	more	than	6
months	have	passed	since	the	JRF	left	then	the	procedure	needs	to	be	redone	from	the	beginning.6.7.	The	JRFs	who	have	been	appointed	to	carry	out	the	work	under	a	sponsored	project	are	encouraged	to	register	for	Ph.D.	at	the	earliest	from	the	submission	of	his/her	joining	report	but	only	after	getting	due	permission	from	the	Principal	Investigator
of	the	sponsored	project.	The	Institute	has	expertise	in	various	research	areas	to	provide	knowledge	and	intellectual	inputs	which	are	of	interest	to	the	industry.	It	encourages	its	faculty	to	undertake	consultancy	work	which	is	an	important	tool	for	the	industrial	growth	of	the	country.Guiding	notes:	7.1.	A	consultancy	project/task/work	is	one,	where
faculty	and	research	staff	provide	knowledge	and	intellectual	knowledge	to	industry	(within	India/outside	India),	primarily	for	their	purposes.	This	is	effectively	a	contract	work	in	which	all	outputs	belong	to	the	sponsor.7.2.	It	is	desirable	that	payments	for	consultancy	be	routed	through	the	Institute.	This	means	that	whenever	payments	are	done,	they
should	come	in	the	name	of	the	Institute,	so	as	to	comply	with	the	statutory	laws	and	then	give	the	honorarium	to	the	faculty/staff,	as	the	case	may	be.7.3.	Distribution	of	earned	consultancy	fee	amount	by	the	faculty	member	would	be	distributed	in	the	ratio	of	30%	and	70%	between	SRMIST	and	PI/Co-PI	respectively.7.4.	The	requirement	originates
from	the	industry	concerned.	The	faculty	is	expected	to	estimate	the	time	and	cost	required	to	accomplish	the	task.7.5.	While	taking	up	consultancy	projects	PI	has	to	give	undertaking	that	he/she	will	not	compromise	with	his/her	teaching	and	academic	research	responsibilities.	He/She	has	to	submit	a	yearly	report	to	the	concerned	Deans	of	the
faculty	without	fail.	In	some	cases	teaching	responsibility	can	be	relaxed	with	due	permission	for	a	period	of	time.7.6.	Preparation	and	submission	of	the	proposal	in	case	of	a	consultancy	project,	normally	based	on	the	requirement,	is	prepared	by	the	PI.	It	should	specifically	mention	the	breakage	of	funds,	and	the	consultancy	fee	as	the	primary
component.	It	may	also	have	a	budget	for	supporting	manpower,	equipment,	travel	contingency	and	other	such	costs	to	execute	the	consultancy	project.	At	the	stage	of	proposal	submission,	the	budget	will	reflect	project	costs	(X),	25%	overheads	(0.25X)	and	applicable	taxes	if	any.	If	the	funds	are	received	in	foreign	currency,	we	have	to	adhere	to	the
norms	stipulated	by	the	Government	of	India	then	and	there.	In	case,	the	equipment	is	to	be	returned	to	the	funding	agency/organization	after	the	completion	of	the	project,	either	the	sanction	letter	or	the	MoU/proposal	should	clearly	spell	out	the	treatment	of	equipments	purchased	for	the	project.	8.1.	The	research	collaboration	of	SRMIST	with
other	overseas	party/funding	agency	should	be	in	conformity	with	the	laws	of	both	the	countries	and/or	International	laws	as	the	case	may	be.8.2.	A	MoU/agreement	that	satisfies	all	the	terms	and	needs	to	be	executed	as	per	the	conditions	stipulated	mutually	by	the	funding	agency	with	the	institute.	Any	deviation	from	the	norms	(e.g.	reduction	of
overhead)	will	have	to	be	discussed	and	explicitly	approved.	The	approving	authority	for	any	relaxation	is	the	Vice-Chancellor,	the	Registrar	in	consultation	with	the	Director/Dean.8.3.	The	softcopy	of	the	proposal	will	be	sent	to	the	office	for	records.8.4.	IPR	issue:	All	IPR	related	issues	are	agreed	between	the	Institute	and	the	funding	agency.
Preferably,	IPR	will	be	jointly	shared	by	SRMIST	and	the	funding	agency.8.5.	When	MoU	is	clear	from	all	angles	and	acceptable	to	both	the	parties,	it	is	sent	to	the	Institute	Head	for	approval	along	with	the	note	file	(summary	of	the	MoU,	The	Registrar	is	authorized	to	sign	on	behalf	of	the	University).8.6.	Before	approval,	the	Registrar	shall	discuss
with	PI/HOD//Dean/Director	to	give	the	final	output	of	the	MoU.8.7.	Project	responsibility:	These	projects	are	headed	by	a	Principal	Investigator	(PI),	and	may	have	Co-Principal	Investigators	(co-PIs)/administrative	PI	(to	operate	the	project,	in	case	PI	is	out	of	station)	and	the	deliverables	are	the	responsibility	of	the	PIs.	The	Institute	provides
necessary	support	to	the	PIs.8.8.	After	completion	of	the	project,	a	final	report	should	be	submitted	to	the	funding	agency.8.9.	A	completion	certificate	should	be	obtained	from	the	funding	agency	for	the	successful	completion	of	the	project	based	on	which	the	project	account	will	be	closed.8.10.	Function	of	the	Office	of	R	&	D:	The	office	acts	as	a
liaison	between	the	Institute	and	the	Industry	/	Government	Bodies	to	undertake	consultancy	projects	with	specific	problems,	which	are	generally	of	short	duration.8.11.	Short-term	hiring	of	research	assistant(s)	or	project	staff	for	consultancy	projects	based	on	the	designated	project	objectives	will	be	the	responsibility	of	the	Principal	Investigator.
The	Institute	will	not	be	responsible	for	any	financial	support	in	this	regard.8.12.Travel	for	Principal	Investigator	and	hired	staff	for	site	visit/project	related	activities	will	be	treated	as	on-duty	with	due	permission	from	the	Dean/Director	of	the	respective	faculty	9.1.	Each	funding	agency	has	their	own	set	of	guidelines	and	regulations,	which	both	the
PI	and	Co-PI	must	ensure	that	they	are	being	strictly	followed.9.2.	The	Principal	Investigator	and	Co-	Principal	Investigator	must	strictly	adhere	to	the	objectives	mentioned	in	the	proposal	that	has	been	approved	by	the	funding	agencies.	Even	small	changes	in	work	that	deviate	from	the	sanctioned	work	cannot	be	considered,	without	the	knowledge
of	the	sponsoring	agencies.9.3.	The	Principal	Investigator	and	Co	Principal	Investigator	should	open	a	new	savings	bank	account	for	the	monetary	transactions	related	to	the	particular	funded	project	jointly	with	the	concerned	higher	authority	of	the	respective	faculty	in	the	Institute.9.4.	Funds	directed	towards	non-recurring	costs	are	to	be	used	only
for	the	purchase	of	instruments	sanctioned	in	the	project.	It	is	not	to	be	spent	for	any	other	instruments/recurring	costs	and	the	remaining	unspent	amount	(if	any)	is	to	be	returned	promptly.	PI/Co-PI	has	to	get	prior	approval	from	the	Registrar	for	DSIR	certificate	while	purchasing	the	instrument	for	tax	reduction9.5.	Recurring	charges	including
expenses	for	manpower,	consumables,	travel	(domestic,	international),	contingency	and	administrative	overheads	are	to	be	sent	appropriately	and	according	to	the	norms	of	the	funding	agency.9.6.	Overhead	charges	are	to	be	credited	to	SRMIST.9.7.	A	proper	registry	should	be	maintained	for	all	project	related	to	financial	transactions	with	the
signatures	of	PI.9.8.	During	the	closure	of	every	financial	year,	a	Utilization	Certificate	(UC),	Statement	of	Expenditure	(SoE)	and	project	report	has	to	be	submitted,	according	to	the	guidelines	of	the	funding	agency	and	uploading/updating	of	the	same	in	their	respective	PFMS	portal	in	EAT	Module	are	mandatory.	The	same	should	also	be	certified	by
the	internal	auditor	or	Charted	Accountant	before	submitting	to	the	Registrar	of	SRMIST.9.9.	Following	are	the	documents	that	need	to	be	maintained	for	Industrial	Projects	in	the	Research	Arena:Terms	and	conditions	approval	by	SRMIST	and	partner	industryInterim	reports	as	required	by	industryCompletion	reportIn	case	the	industry	project
requires	an	extension,	they	must	do	so	without	any	Financial	support.9.10.	Upon	the	completion	of	the	project,	lab	instruments	purchased	under	major	equipment	head	with	cost	above	2	Lakh	in	the	funded	projects	should	be	handed	over	to	the	respective	department.	However,	priority	may	be	granted	to	the	PIs	work	over	others.9.11.	Upon	the
completion	of	the	project,	lab	instruments	and	equipment	purchased	out	of	project	fund	shall	be	the	property	of	funding	agency	and	it	is	at	the	discretion	(with	the	prior	approval)	either	to	give	it	to	the	institution	or	to	dispose.	11.1.	Based	on	mutual	agreement,	a	Memorandum	of	Understanding	(MoU)	has	to	be	executed	between	SRMIST	and	the
corresponding	industry.11.2.	The	MoU	must	clearly	enlist	all	deliverables	including	all	shared	publications,	shared	expenditures,	manpower	cost,	property	rights,	and	royalties	etc.,	acknowledging	both	organizations	in	proportion	to	the	shared	expenses,	before	the	commencement	of	any	related	work.11.3.	The	industry	academia	research	projects	are
welcomed.	Industrial	PI/Co-PI	are	encouraged	to	visit	SRMIST	and	similarly	SRMIST	faculty	PI/Co-PI	can	visit	the	industry.	During	the	visits,the	PI/Co-PI	from	both	the	organizations	have	to	meet	the	local	expenses	from	the	project	funds.11.4.	During	these	collaborative	research	visits,	SRMIST	and	the	collaborating	industry	will	provide	salary	only	to
their	respective	employees	involved	in	the	project.	However,	in	case	the	industrial	visitor	also	disseminate	industry	oriented	knowledge	to	the	faculty	and	the	students	through	lectures	or	seminar	series,	a	suitable	remuneration	will	be	provided	by	SRMIST	to	such	eminent	experts	from	industry.	Similarly,	Industry	is	also	expected	to	support	the	stay
of	SRMIST	faculty	by	means	of	remuneration	from	its	end.	13.1.	SRMIST	has	initiated	several	research-intensive	programs	to	support	the	research	activities	of	the	students,	scholars	and	faculty	members.	The	Faculty	Abroad	Programme	and	Student	Abroad	Programme	have	been	executed	with	an	aim	to	allow	them	to	visit,	study	and	work	for	3-6
months	in	highly	reputed	institutions	of	the	developed	countries	and	world-renowned	laboratories.	This	in	turn	provides	exposure	and	hands	on	experience,	imparting	a	greater	interest	towards	state-of-the-art	research	activities	in	niche	areas	of	social	relevance.13.2.	Visiting	Professorship	program,	wherein	Professors	from	different	developed
countries	are	invited	to	teach	and	conduct	research	in	their	area	of	expertise	intended	to	upgrade	and	promote	research	activities.13.3.	All	the	expenses	for	the	visiting	Professorship	is	taken	care	of	by	the	SRMIST.	This	program	provides	a	chance	for	the	scholars,	students	and	faculty	members	to	interact	with	eminent	scientists	and	researchers,	so
as	to	learn	and	understand	recent	developments	in	their	research	domain.	This	will	help	in	reorienting	and	focusing	on	the	important	aspects	of	their	area	of	research,	having	prospects	in	terms	of	high	quality	journal	publications,	National	and	International	collaborations.13.4.	Inviting	international	experts	for	research	collaboration	and	to	deliver
lectures	in	futuristic	or	advanced	areas	of	research	through	government	funding	proposals	like	VAJRA	(SERB)	is	highly	encouraged.13.5.	National	and	International	meetings	(Workshops/Conferences	etc.)	are	supported	throughout	the	year	to	bring	all	researchers	together	on	a	common	platform.	In	this	connection,	a	yearly	event	budget	for	each
academic	year	is	prepared	and	approved	by	the	management.	In	the	event	budget,	it	must	be	clearly	stated	about	the	contribution	of	SRMIST	and	also	about	each	event	held	during	the	specified	period.13.6.	Since	2012,	for	about	a	decade,	Research	day	(Science	Day)	has	been	organized	every	year	to	inculcate	research	interest	in	the	young	minds	of
undergraduate,	post	graduate	students	and	research	scholars.	They	are	encouraged	to	present	their	research	interests	and	findings.	The	best	paper	presentations	are	awarded	gold	and	silver	medals	as	a	token	of	appreciation	and	encouragement.13.7.	Workshops,	Open	day,	Industrial	entrepreneurships,	Industrial	visits,	Seminars,	Funds	for	Young
Researcher,	Aarush	and	Colloquiums	like	DPRC	which	are	exclusive	for	Ph.D.	students	(for	more	than	3000	students)	are	conducted	in	order	to	help	the	students	understand	the	recent	research	activities	in	various	disciplines	that	are	being	pursued	within	the	department	as	well	as	within	SRMIST.	This	paves	the	way	to	identify	interdisciplinary	areas
of	research	and	initiate	internal	collaborations	based	on	the	expertise	available	within	SRMIST.13.8.	supplements	an	additional	amount	as	regular	fellowship	for	GATE	and	CSIR/UGC	qualified	candidates.	This	is	done	with	an	intention	of	raising	the	quality	of	research	scholars	being	inducted	and	to	promote	interest	among	the	students	to	succeed	in
the	competitive	exams	like	GATE	and	CSIR/UGC.	The	Institute	foresees	the	fact	that	the	quality	of	the	students	also	ensures	the	research	quality.13.9.	Double	degree	programmes	(DDP)	have	also	been	offered	by	SRMIST	to	encourage	Ph.D.	scholars	to	work	in	SRMIST	as	well	as	in	an	institution	abroad	and	acquire	research	knowledge	on	par	with
international	standards.	International	tie-ups	of	SRMIST	have	paved	the	way	for	the	students	to	carry	out	research	in	both	the	institutions	and	will	be	awarded	Ph.D.	degrees	from	both	the	Institutes.	DDP	goes	beyond	a	regular	exchange	programme	by	providing	an	enriched	experience	for	the	candidates.13.10.	SRMIST	also	promotes	the	research
interests	of	faculty	members	and	research	scholars	by	providing	special	awards	for	best	researcher,	best	publications	in	top	impact	factor	journals,	publications	in	Nature	indexed	journals,	securing	projects	such	as	SCHEME	FOR	PROMOTION	OF	ACADEMIC	RESEARCH	COLLABORATION	(SPARC),	top	consultancy	projects	etc.,	annually	during	the
Research	day.13.11.	Several	research	activities	that	involve	societal	applications	such	as	Unnat	Bharat	Abhiyan	and	medical	care/support	to	the	neighbourhood	are	highly	encouraged	by	SRMIST	along	with	research	assistance.	14.1.	Faculty	members	of	SRMIST	have	been	encouraged	to	undertake	shared-academia	positions	wherein	the	faculty
member	is	allowed	to	hold	a	simultaneous	position	in	industry	to	undertake	research	activity	with	relevant	applications	for	industrial	interests.14.2.	This	joint	venture	helps	faculty	members	to	directly	address	and	understand	issues	faced	by	industries	and	tailor	the	research	work	accordingly	to	provide	solutions	to	the	Industrial	challenges.14.3.	All
outcomes	of	projects	on	which	SRM	faculty	will	work	during	this	shared	position,	such	as	Patents,	Intellectual	Property	Rights	(IPR),	product	development,	research	publications,	proof	of	concept,	etc.	are	to	be	credited	to	both	SRMIST	and	the	supporting	industry	in	proportion	to	the	expenses	related	to	the	projects	shared	by	both	the
organizations.14.4.	These	shared	expenses	towards	a	specific	project	will	include	the	salary	provided	to	the	SRMIST	faculty	for	working	on	that	shared	project.	During	the	shared	position	the	faculty	members	will	be	provided	full	or	basic	of	the	gross	salary	by	SRMIST	based	on	the	nature	of	involvement	and	expected	outcome	of	the	project
undertaken.14.5.	Experts	from	Industries	are	also	encouraged	to	give	lectures	and	share	their	experience	with	our	faculty	members	to	explore	possibilities,	for	joint	appointment,	to	have	future	collaboration	through	addressing	their	issues,	product	developments,	etc.	to	mutually	benefit	from	the	programme.	For	such	lectures,	eminent	industrial
experts	will	be	given	honorarium	at	par	with	eminent	scientists	and	Professors	in	IITs	on	hourly	or	day	basis.	All	research	projects	should	be	conceived,	designed	and	implemented	according	to	the	highest	standards.18.1.	Clear	documentation	of	the	rationale	for	the	study	and	any	subsequent	modifications,	either	in	laboratory	notebooks	or	in	the
project	files.	Each	key	document	and	any	changes	should	be	signed	with	date	by	the	researcher	responsible,	to	establish	the	provenance	of	the	study	and	to	protect	intellectual	property	rights.18.2.	Adherence	to	the	current	safety	practices	and	ethical	standards.18.3.	Securing	all	necessary	ethical	and	regulatory	approvals.18.4.	Assessment	of	the
resources	needed	to	ensure	the	study	is	viable	within	the	available	means.18.5.	The	economy	in	use	of	resources:	for	example,	not	purchasing	excess	consumables	than	that	are	needed	for	the	planned	sample	size	and	regular	review	for	determining	when	to	stop	the	experiments.18.6.	Regular	review	of	the	research	progress	is	essential	to	identify	new
findings	that	can	be	taken	into	account	and	the	project	plan	shall	be	modified	accordingly.	19.1.	The	legal	and	ethical	requirements	relating	to	human	participants,	animals	and	personal	information	should	be	familiar	to	each	person	involved	in	the	study	and	they	should	know	to	whom	to	turn	for	advice.19.2.	Equipment	used	to	generate	data	should	be
suitable	for	the	purpose,	of	appropriate	design	and	of	adequate	capacity.	It	should	be	calibrated	and	serviced	regularly	by	trained	staff	so	that	the	performance	is	optimal	and	the	results	can	be	trusted.19.3.	A	Standard	Operating	Procedure	(SOP)	should	be	maintained	for	each	piece	of	equipment.	There	should	be	easily	accessible	instructions	for	the
safe	shutdown	of	equipment	in	case	of	emergency.19.4.	The	SOP	should	be	documented	for	all	routine	methods	to	ensure	that	data	are	collected	consistently.	It	should	be	written	in	simple	language,	readily	accessible	and	ideally	in	a	standardized	format.19.5.	There	should	be	clarity	at	the	outset	of	the	research	programme	to	the	ownership	and	use
of,	wherever	relevant:Data	and	samples	used	or	created	in	the	course	of	researchThe	results	of	the	researchThe	responsibility	and	procedures	for	the	storage	and	disposal	of	data	and	samples	should	be	made	clear	at	the	commencement	of	any	project.	Any	research	collaboration	agreement	relating	to	the	research	should	contain	some	clauses
describing	necessary	arrangements.	Researchers	should	keep	clear	and	accurate	records	of	the	procedures	followed	and	the	approvals	granted	during	the	research	process,	including	records	of	the	interim	results	obtained	as	well	as	the	final	research	outcomes.	This	is	necessary	not	only	as	a	means	of	demonstrating	proper	research	practice	but	also
in	case	questions	are	subsequently	asked	either	about	the	conduct	of	research	or	the	results	obtained.	Properly	maintained	notebooks	may	be	used	as	evidence	when	establishing	the	ownership	of	inventions.Data	should	be	stored	in	a	way	that	permits	a	complete	retrospective	audit,	if	necessary.	Data	should	be	stored	safely,	with	appropriate
contingency	plans.	Original	data/images	should	be	recorded	and	retained.	This	is	particularly	important	when	data/images	are	subsequently	enhanced.	Both	original	and	enhanced	data/images	should	be	stored.	Over-enhancement	or	over-interpretation	of	images	must	be	resisted.	Confidentiality	is	also	important	if	there	is	a	potential	for	commercial
exploitation.Retention	of	accurately	recorded	and	retrievable	results	is	essential	for	research.	Primary	research	data	must	be	retained	in	their	original	form	within	the	institute.	Researchers	who	are	leaving	the	institute	and	would	like	to	retain	data	for	personal	use	must	get	permission	from	the	Registrar	through	their	team	leader	or	through	the	head
of	the	department.	Publication	of	data	does	not	negate	the	need	to	retain	source	data.All	raw	data	should	be	recorded	and	retained	in	indexed	laboratory	notebooks	with	permanent	binding	and	numbered	pages	or	in	an	electronic	dedicated	notebook.	Machine	printouts,	questionnaires,	chart	recordings,	autoradiographs	etc.	which	cannot	be	attached
to	the	main	record	should	be	retained	in	a	separate	ring-binder/folder	that	is	cross-indexed	with	the	main	record.	Records	in	notebooks	should	be	entered	as	soon	as	possible	after	the	data	is	collected.	The	recorded	data	should	be	identified	by	the	date	of	the	record	and/or	date	of	collection.	The	supervisors	should	regularly	review	and	sign-off
notebooks	of	researchers	to	certify	that	records	are	complete	and	accurate.	Computer	generated	data	should	be	backed-up	regularly;	duplicate	copies	should	be	held	on	a	disc	in	a	secure	but	readily	accessible	archive.	Wherever	feasible,	a	hard	copy	should	be	made	of	important	data.	The	copies	of	relevant	software,	particularly	the	version	used	to
process	electronic	data,	must	be	retained	along	with	the	raw	data	to	ensure	future	access.	Whilst	recognizing	the	need	for	researchers	to	protect	their	own	academic	and	Intellectual	Property	Rights	(IPR),	the	institute	encourages	researchers	to	be	as	open	as	possible	in	discussing	their	work	with	other	researchers	and	to	the	public.	The	aim	of
disseminating	research	is	to	increase	knowledge	and	understanding:	its	purpose	should	not	be	primarily	to	seek	publicity	for	the	researcher	or	the	institute	or	the	sponsor.Once	the	results	have	been	published,	the	institute	expects	the	researchers	to	make	the	relevant	data	and	the	materials	available	to	other	researchers,	on	request.	However	it
should	be	reliable	with	any	ethical	approvals	and	consents	which	cover	the	data	and	materials,	and	any	Intellectual	Property	Rights	associated	with	those	publications.	Procedures	for	managing	the	transfer	of	material	in	and	out	of	the	institute	are	outlined	separately.	It	is	recognized	that	publication	of	the	results	of	research	may	need	to	be	delayed
for	a	reasonable	period	in	order	to	protect	the	intellectual	property	rights/issues	that	may	arise	from	the	research.	Any	such	periods	of	delay	in	publication	should	be	kept	to	a	minimum	and	this	should	normally	be	not	more	than	3	months.Researchers	should	be	careful	when	discussing	work	that	is	not	complete	or	has	not	been	published,	particularly
if	it	has	not	undergone	peer	review.	The	exchange	of	confidential	information	by	e-mail	is	not	recommended,	especially	if	patent	applications	are	anticipated.	The	institute	encourages	publication	of	and	dissemination	of	results	of	high-quality	research	but	believes	that	researchers	must	do	this	responsibly	and	with	an	awareness	of	the	consequences	of
any	such	dissemination	in	the	wider	media.The	institute	tries	to	ensure	that	sponsors	understand	that	researchers	must	have	academic	freedom	and	sponsors	should	not	discourage	the	publication	or	the	dissemination	of	research	or	research	findings.	The	Institute	recommends	that	every	effort	should	be	made	to	inform	the	sponsors	of	any	potential
publication	or	dissemination	of	the	research	findings.	This	will	enable	the	sponsor	in	question	to	have	adequate	time	and	accurate	information	to	protect	any	intellectual	property	rights	that	may	arise	or	plan	their	own	public	relations,	in	conjunction	with	the	Institute.	Publicity	may	be	important	to	industrial	sponsors	and	to	fund-raising	agencies	and
is	increasingly	important	to	institute	itself.The	researchers	should	take	into	account	the	following	guidelines	when	publishing	or	disseminating	their	research	or	research	findings,	including	any	plans	they	may	have	to	publish	or	publicise	the	research	in	conferences	or	in	websites.27.1.	The	sponsoring	agency	should	be	notified	in	advance	when	the
research	might	be	published,	publicised	or	disseminated.27.2.	Researchers	should	make	every	effort	to	make	sure	that	the	research	is	peer	reviewed	prior	to	it	being	published,	publicized	or	disseminated.	If	the	research	is	placed	in	the	public	domain	before	peer	review	has	been	undertaken,	the	researcher	must	mention	it.27.3.	All	funding	sources
must	be	acknowledged	in	any	publication	or	publicity.27.4.	The	results	of	the	research	should	be	published	in	an	appropriate	form,	usually	as	papers	in	refereed	journals.27.5.	Anyone	listed	as	an	author	on	a	paper	should	accept	the	responsibility	for	ensuring	that	he	or	she	is	familiar	with	the	contents	of	the	paper	and	can	identify	his	or	her
contribution	to	it.	The	practice	of	honorary	authorship	is	unacceptable.27.6.	The	contributions	of	formal	collaborators	and	all	others	who	directly	assist	or	indirectly	support	the	research	should	be	both	specified	and	properly	acknowledged.27.7.	Work	should	normally	be	published	as	a	coherent	entity	rather	than	a	series	of	small	parts	unless	there	is	a
legitimate	need	to	demonstrate	first	discovery	by	publishing	preliminary	data.27.8.	Quality	rather	than	quantity	is	paramount;	the	proliferation	of	multi-author	papers	to	increase	quantity	should	be	discouraged.27.9.	Authors	must	not	publish	the	same	data	in	different	journals.27.10.	If	an	error	is	found	that	degrades	the	worth	of	the	published
findings,	the	principal	author	must	take	efforts	to	publish	a	correction	as	soon	as	possible.27.11.	Where	the	findings	are	found	to	be	in	serious	doubt,	a	retraction	should	be	published	promptly.27.12.	Where	fraud	is	suspected	it	should	be	dealt	with	the	procedures	dealing	with	Misconduct	in	Research.	SRMIST	provides	an	adequate	structure	to
promote	and	promulgate	good	research	practices,	emphasizing	integrity	and	rigor	in	research	and	expects	that	the	researchers	adhere	to	the	highest	standards	of	integrity.	Researchers	should	be	ethical	and	honest	to	their	own	course	of	actions	while	pursuing	research	and	their	responses	to	the	actions	of	other	researchers.	This	applies	to	the	whole
range	of	research	activities	including	designing	of	experiments,	generating	and	analysing	data,	publishing	results,	reviewing	the	work	of	other	researchers	and	applying	for	grants.	The	direct	and	indirect	contributions	of	colleagues,	collaborators	and	others	contributors	should	be	appropriately	acknowledged.	Researchers	are	accountable	to	the
society,	their	profession,	the	institutes	where	the	research	is	taking	place,	the	staff	and	students	involved	and	in	particular,	the	sponsoring	bodies.	Jeopardising	research	integrity	can	collapse	the	advancement	of	knowledge,	society	and	human	health.	Hence	researchers	are	expected	to	understand	and	apply	the	following	principles:Plagiarism,
deception,	fabrication	or	falsification	of	results	are	regarded	as	serious	offenses	which	entitle	disciplinary	action.Researchers	are	encouraged	to	report	cases	of	suspected	misconduct	and	to	do	so	in	a	responsible	and	appropriate	manner.	a)	This	policy	is	designed	to	support	the	research	activity	of	SRMIST.b)	The	Institute	is	committed	to	ensure	that
investigations	are	carried	out	as	expeditiously	as	possible,	at	the	same	time	ensure	the	utmost	degree	ofc)	Where	time	limits	are	indicated	these	will	be	regarded	as	maximum	limits	and	that	all	parties	will	work	to	ensure	the	prompt	progression	of	the	procedure.d)	Employees	accused	of	Scientific	Misconduct	(Respondents)	will	be	provided	with	a
copy	of	this	procedure	and	will	be	informed	in	writing	of	the	details	of	the	e)	Incase	a	respondent	resigns	from	or	otherwise	leaves	the	Institute,	the	complaint	is	nevertheless	investigated	as	far	as	possible	according	to	this	procedure.f)	The	Institute	will	take	disciplinary	action	against	any	individual	who	attempts	to	influence,	victimize	or	intimidate
the	individual	making	the	allegation	of	Scientific	Misconduct	(the	Complainant)	or	witnesses.g)	The	Institute	is	committed	to	protecting	its	employees	from	malicious	accusations	and	will	take	action	against	any	individual(s)	responsible	for	such	allegations.h)	Individuals	shall	cooperate	in	the	review	of	allegations	and	the	conduct	of	assessments	and
investigations.	They	have	an	obligation	to	provide	relevant	evidence	to	the	Director	or	such	other	person	who,	in	the	Directors	absence,	is	designated	to	receive	and	enquire	on	behalf	of	the	institute	into	the	allegations	of	Scientific	Misconduct.i)	Proven	misconduct	in	research	is	considered	as	a	serious	or	gross	breach	of	ethics	and	normally	leads	to
merit	dismissal.30.2	What	Constitutes	Misconduct?	Research	misconduct	or	fraud	in	science	refers	to	the	fabrication,	falsification,	plagiarism	and	deception	in	proposing,	carrying	out	or	reporting	results	of	the	research	and	deliberate,	dangerous	or	negligent	deviations	from	accepted	practice	in	carrying	out	research.	It	includes	failure	to	follow
established	protocols	leading	to	unreasonable	risk	or	harm	to	humans,	other	vertebrates	or	the	environment.	It	shall	also	include	facilitating	of	misconduct	in	research	by	collusion	with	or	in	the	concealment	of	such	actions	by	others,	and	any	plan	or	conspiracy	or	attempt	to	do	any	of	these	things.Misconduct	does	not	include	honest	error	or	honest
differences	in	interpretation	or	judgment	in	evaluating	research	methods	or	results,	or	misconduct	unrelated	to	the	research	process.a)	Fabrication	reporting	of	experiments	never	conductedb)	Falsification	Misrepresentation	or	suppression	of	data	to	project	the	desired	resultc)	Plagiarism	reporting	anothers	data	as	ones	ownd)	Fraud	Deliberate	and
willful	suppression	of	previous	work	in	publications	to	claim	originality	or	to	avoid	quoting	previous	publications	that	are	contrary	to	present	results.e)	Breach	of	confidentiality,	i.e.,	misusing	data	obtained	from	privileged	access	to	original	grants,	manuscripts	etc.,	and	presenting	as	ones	own	ideas	is	also	considered	a	misdemeanor	in	the	same
category.30.3	Reporting	of	cases	of	Scientific	Misconducta)	All	employees	or	individuals	working	within	SRMIST	are	required	to	report	observed,	suspected	or	apparent	Scientific	Misconduct	to	the	Director	in	accordance	with	this	policy.b)	If	an	individual	is	not	sure	whether	a	suspected	incident	of	misconduct	falls	within	the	definition	of	scientific
misconduct,	he	or	she	should	discuss	this	with	the	Director	informally.c)	SRMIST	will	endeavour	to	organize	seminars	and	workshops	at	regular	intervals	to	create	awareness	among	the	research	workers	on	issues	related	to	integrity	in	the	conduct	of	research.	The	website	will	provide	access	to	articles,	debates	and	examples	of	such	misconduct	to
sensitize	research	workers	about	the	nature	of	questionable	research	practices.30.4	Reporting	and	Evaluation	of	the	ComplaintThe	charge	of	misconduct	has	serious	implications	for	all	concerned.	Therefore,	investigation	related	to	the	review	of	alleged	misconduct	will	be	kept	confidential	to	the	maximum	extent	possible.	While	investigating	an
allegation	of	misconduct,	caution	will	have	to	be	exercised	to	distinguish	between	differences	in	interpretation	or	unintended	errors	from	the	misrepresentation	of	information.	Thus,	the	procedure	adopted	to	address	the	issue	of	misconduct	will	perforce	have	to	be	flexible	and	determined	on	a	case-to-case	basis.a)	Reports	of	alleged	misconduct	are	to
be	made	directly	to	the	office	of	the	Director	(Research),	SRMISTb)	If	a	complainant	makes	an	allegation	to	a	Director	(Research)	informally,	the	Director	(Research)	may	ask	them	to	submit	such	allegation	in	writing.c)	Misconduct	may	be	reported	by	either	a	staff	of	the	SRMIST	or	anyone	else.	The	identity	of	the	complainant	will	not	be	revealed	at
this	time.d)	The	Director	(Research)	shall,	either	himself/herself	or	through	an	officer	delegate	the	responsibility	and	shall	cause	to	investigate	(a)	assess	the	allegations	of	research	misconduct	to	determine	if	they	fall	within	the	definition	of	research	misconduct	and	warrant	an	inquiry	on	the	basis	that	the	allegation	is	sufficiently	credible	and	specific
so	that	potential	evidence	of	research	misconduct	may	be	identified,	and	(b)	oversee	enquiries	and	investigation.e)	A	preliminary	evaluation	of	the	complaint	will	be	made	by	the	Director	(Research)	which	may	include	consultation	with	other	colleagues	either	independently	or	through	the	constitution	of	a	committee	and	if	the	findings	indicate	that
there	are	no	reasonable	grounds	for	the	allegation,	the	complaint	will	be	dismissed.f)	Written	report	stating	the	reasons	for	the	dismissal	shall	be	policy	documented	and	maintained	in	the	office	of	the	Director	(Research),	but	will	not	enter	the	subjects	confidential	file.	The	complainant	will	also	be	informed	of	the	decision.g)	If	the	preliminary
evaluation	indicates	that	the	allegation	of	misconduct	warrants	a	full	investigation,	the	following	processes	will	be	initiated	with	the	appropriate	records	of	procedures.30.5	Investigationa)	The	person	against	whom	the	complaint	is	being	made	(respondent)	will	be	informed	of	the	allegation.b)	The	Director	will	appoint	a	committee	to	conduct	a	full
investigation	into	the	allegations	of	misconduct.c)	The	committee	will	comprise	of	a	Chairman,	and	2	members,	at	least	two	of	which	will	be	experts	from	outside.	The	committee	will	be	invested	with	complete	confidentiality	and	will	not	be	permitted	to	interact	with	press	or	other	faculty	members	individually	during	the	course	of	the	investigation.	The
committee	is	expected	to	function	within	the	full	cognizance	of	the	rights	of	the	respondent	as	well	as	the	complainant.d)	The	scope	of	the	committee	shall	be:To	investigate	the	accuracy	of	charge	of	misconduct.To	assess	the	extent	and	nature	of	alleged	misconduct.e)	The	relevance	of	any	other	material	or	information	revealed	during	the	course	of
the	investigation	into	the	alleged	instance	of	misconduct.30.6	Process	of	EnquiryThe	committee	will	be	given	access	to	material	that	is	required	to	complete	the	investigation	with	due	diligence	and	accuracy	which	will	include	grant	approvals,	reports,	primary	data,	electronic	records,	manuscripts	and	any	other	material	requested	and	considered
relevant	to	the	investigation.	The	committee	will	be	given	access	to	the	laboratory	and	will	be	permitted	to	interview	the	complainant,	the	respondent	and	any	other	laboratory	staff	which	the	committee	considers	necessary	for	the	purpose	of	gathering	information.	The	committee	is	expected	to	complete	the	investigations	and	submit	the	report	within
a	period	of	60	(sixty)	days	to	the	Director	(Research).30.7	Outcome	of	the	Investigationa)	The	committee	will	submit	its	report	with	a	recommended	course	of	action	to	the	Director	within	60	days,	explaining	the	modalities	of	the	investigation,	the	source	and	method	of	obtaining	information	relevant	to	the	investigation	and	the	conclusions	arrived	at.b)
A	copy	of	the	report	will	be	provided	to	the	respondent	and	an	opportunity	will	be	given	to	him	to	comment	in	writing	on	the	report	and	its	findings	within	15	days.c)	The	Director	will	examine	the	report	along	with	the	comments	of	the	individual.	If	the	faculty	against	whom	the	complaint	was	lodged	is	found	guilty	of	research	misconduct,	the	Director
will	forward	the	records	to	the	Registrar	to	take	appropriate	action.	The	misconduct	/	punishment	will	be	entered	in	the	personal	file	and	service	book.d)	The	individual	may	appeal	to	the	Appellate	Authority	within	30	days	against	the	decision	of	the	Registrar.30.8	Safeguard	against	False	AllegationsEfforts	should	be	made	to	safeguard	the	interests	of
the	complainant.	If	it	is	established	that	the	complaint	itself	was	false	and	was	done	with	malafide	intention,	the	Director	will	formulate	an	appropriate	action	against	the	individual	who	lodged	the	false	complaint.	Skip	to	content	SRM	Sri	Ramaswamy	Memorial	was	founded	in	the	year	1985	as	SRM	Engineering	College	in	Kattankulathur	near
Chennai.	In	2002,	the	UGC	declared	SRM	Institute	of	Science	and	Technology,	Chennai	comprising	SRM	Dental	College,	Ramapuram	as	Deemed	to	be	University	under	Sec.	3	of	the	UGC	Act,	1956.	In	2003,	SRM	Engineering	College,	Kattankulathur,	Chennai	was	brought	under	the	ambit	of	SRMIST,	Chennai,	a	Deemed	to	be	University.	SRMIST,	a
Deemed	to	be	University	is	called	as	SRM	Institute	of	Science	and	Technology	(formerly	known	as	SRM	University)	having	six	campuses	situated	at	Kattankulathur,	Ramapuram,	and	Vadapalani	in	Chennai,	Trichy,	NCR	campus	in	Delhi	and	Acharapakkam.	Skip	to	content	The	leave	rules,	policies	and	procedures	are	being	issued	to	All	the	Members	of
Teaching	and	Non-Teaching	Staff	of	SRM	Medical	College	Hospital	and	Research	Centre.1.1	EligibilityAll	permanent	employees	on	the	rolls	of	SRM	Medical	College	Hospital	and	Research	Centre,	who	are	confirmed	and	on	probation,	would	come	under	the	purview	of	this	policy.1.2	Policy	SummarySRM	Medical	College	Hospital	and	Research	Centre,
provides	a	total	of	47	days	leave	for	Regular	Employees	in	a	year	(12	CL,	12	EL,	9	ML,	2	RH,	12	SL)Leave	year	is	described	as	Jan	1st	to	Dec	31stLeaves	are	categorized	into	Casual	Leave	(CL),	Earned	Leave	(EL)	&	Medical	Leave	(ML),	Restricted	Holiday(RH),	Saturday	Leave	(SL)Half	Day	Leave	is	permitted	ONLY	while	availing	Casual	Leave	&
Medical	Leave.Leaves	would	be	credited	as	per	the	schedule	detailed	belowCL	Eligible	from	Date	of	JoiningSL	Eligible	from	Date	of	JoiningEL	Eligible	after	1	year	of	joiningML	Eligible	after	1	year	of	joiningRH	Eligible	from	date	of	Joining1.3	Working	Hours	The	Working	Hours	for	the	SRM	Medical	College	Hospital	is	from	00	AM	to	4.00	PM.	The
Hospital	Administrative	Office	shall	function	from	9.00	AM	to	5.00	PM.	The	working	hours	for	Teaching	Staff	is	from	8am	to	3pm	on	all	weekdays	(Monday	to	Friday),	Saturday	8am	to	2pmSome	of	the	Departments	and	Wards	will	function	24	Hours	with	necessary	Staff	and	Faculty.They	will	be	covered	under	PDO	rules	given	in	Page	6.1.4	Biometric
AttendanceAll	employees	should	mark	in	biometric	attendance	whenever	they	come	to	work	and	leave	after	duty.	(Even	during	permission,	late	and	shifts)Three	late	arrivals	after	10	Minutes	of	grace	time	will	be	calculated	as	half	a	day	leave	(deducted	from	CL	credit	and	once	CL	is	exhausted	from	EL	Credit)	and	will	be	automatically	deducted	from
the	leave	balance.All	staff	are	requested	to	verify	their	biometric	attendance	details	every	day	and	before	salary	is	being	processed	every	month	(21st	of	previous	month	to	20th	of	current	month)All	staff	and	faculties	should	update	the	biometric	attendance	and	their	leaves	individually	and	on	their	own.All	HODs	are	instructed	to	get	prior	approval
from	Dean	and	apply	their	leave	online	before	availing	them.	HODs	are	requested	to	approve/sanction	the	leave	of	their	department	staff	individually	and	not	to	share	their	login	credentials	to	their	department	computer	operators.1.5	Types	of	Leave	&	DescriptionSRM	Medical	College	Hospital	and	Research	Centre	provides	the	following	types	of
leave	to	its	employees.	Effective	date	of	the	policy	is	1stJanuary,	2022.1.6	Casual	Leave	(CL)Casual	Leave	can	be	availed	for	emergency	and	unforeseen	situations,	subject	to	the	pre-approval	of	the	Manager/Immediate	Supervisor/HOD.Casual	Leave	can	be	availed	up	to	two	days	at	a	time.All	confirmed	employees	and	employees	who	are	on	probation
are	eligible	for	12	days	of	Casual	Leave	per	annum.This	leave	will	be	credited	on	pro-rata	basis	for	new	joiners.Casual	Leave	cannot	be	combined	with	any	other	leave.Casual	Leave	balance	reflecting	on	December	31st	cannot	be	carried	forward	or	en-cashed.1.7	Earned	Leave	(EL)All	employees	on	the	rolls	of	SRM	MCH	&	RC	who	are	confirmed
employees,	are	eligible	for	12	days	of	Earned	leave	per	annum.Earned	leave	credit	will	be	provided	only	on	completion	of	one	year	of	service.Earned	leave	should	be	applied	for	a	minimum	of	4	days	and	can	be	availed	a	maximum	of	2	times	in	a	year.	Earned	leave	should	be	applied	one	month	in	advance	and	prior	approval	from	the	HOD	and	Dean	has
to	be	obtained	and	then	applied	online.Earned	Leave	cannot	be	combined	with	other	leave.It	can	be	prefixed	or	post	fixed	with	any	one	declared	Holidays	/	Sunday.1.8	Medical	Leave	(ML)Medical	leave	can	be	availed	to	take	care	of	employees	medical	emergency.All	employees	who	are	confirmed	are	eligible	for	9	days	of	Medical	Leave	per
annum.Medical	leave	credit	will	be	provided	only	on	the	completion	of	one	year	of	service.Medical	leave	will	be	credited	in	advance	on	1st	January	every	year.Medical	Leave	for	more	than	2	days	will	have	to	be	supported	by	a	medical	certificate	provided	by	a	Registered	Medical	Practitioner	at	SRM	Hospital.In	case	of	a	planned	medical	leave,	Medical
Leave	form	will	be	provided	by	the	hospital	(collect	it	from	the	HR)	only	before	availing	the	leave	and	not	after	the	leave.	Fitness	Certificate	should	be	produced	if	more	than	3days	of	leave	is	availed.Failure	to	provide	documents	could	lead	to	disciplinary	action	including	up	to	termination.Medical	Leave	cannot	be	combined	with	any	other	leave.If	an
employee	availing	leave	prefix	&	suffix	to	weekly	off/festival	holiday,	then	weekly	off	/holiday	also	be	considered	as	leave.Medical	Leave	balance	reflecting	on	December	31st	will	be	carried	forward	to	next	year	and	can	be	accumulated	up	to	a	maximum	of	120	days	in	the	entire	period	of	service.1.9	Maternity	Leave	(MTL)All	female	employees	who	are
confirmed	and	who	are	on	probation	are	eligiblefor	24	calendar	weeks	of	maternity	leave.Maternity	leave	would	need	to	be	a	mix	of	pre	and	post	natal	leave	but	not	exceeding	24	calendar	weeks	in	all.Weekly	offs	falling	in	between	maternity	leave	would	also	be	considered	as	leave.A	female	employee	will	be	eligible	for	maternity	benefit	if	she	has
worked	for	not	less	than	eighty	days	in	the	twelve	months	immediately	preceding	the	date	of	her	expected	delivery.The	management	may	at	its	discretion	waive	this	condition	while	granting	leave.In	case	of	an	unfortunate	event	(miscarriage	or	medical	termination	of	pregnancy),	a	female	employee	shall,	on	production	of	such	proof	as	may	be
prescribed,	be	entitled	to	leave	for	a	period	of	six	weeks	immediately	following	the	day	of	her	miscarriage.A	female	employee	suffering	from	illness	arising	out	of	pregnancy,	delivery,	premature	birth	of	child	or	miscarriage	shall,	on	production	of	such	proof	as	may	be	prescribed,	be	entitled,	in	addition	to	the	period	of	absence	allowed	to	her	under	the
law,	can	avail	leave	for	a	maximum	period	of	4	weeks	beyond	the	24	weeks	maternity	leave.1.10	Academic	Leave	(AL):	(Only	applicable	for	Teaching	faculties)Academic	Leave	can	be	availed	by	the	Facultyon	invitation	to	deliver	guest	Lectures	in	other	Institutions,to	Chair	a	session	in	CME	programs,to	present	scientific	papers	in	CME	Programs	as
first	Author	(not	as	Co-author	or	Second	author)For	poster	presentation	in	Conference,	Seminars,	Workshop	as	first	Author	and	going	as	an	examiner	to	other	medical	college.For	attending	the	CME	programs/	Conference,	Seminars	and	WorkshopsFor	BOS	meetingsIn	a	department,	not	more	than	2	staff	can	avail	academic	leave	at	any	given
time.Academic	Leave	to	a	maximum	number	of	10	days	in	every	calendar	year	will	be	allowed	after	completion	of	1	year	of	continuous	service	for	Senior	Residents	and	above.Material/Abstract	in	Hard	Copy	&	Soft	Copy	to	be	produced	to	the	Dean	15	days	in	advance.Academic	Leave	will	be	sanctioned	for	a	maximum	of	only	5	days	at	a	stretch.	Prior
permission	has	to	be	obtained	by	the	Teaching	Faculty	from	the	Dean	to	avail	Academic	Leave.Academic	Leave	can	be	combined	with	CL	only.Academic	Leave	will	be	sanctioned	only	at	the	discretion	of	the	Dean.8.	Academic	Leave	balance	reflecting	on	December	31st	cannot	be	carried	forward	or	en-cashed.1.11	Restricted	Holiday	(RH)Restricted
Holiday	can	be	availed	by	the	employees	who	are	confirmed	and	who	are	on	probation,	subject	to	the	pre-approval	of	the	Manager/Immediate	Supervisor/HOD.It	is	allowed	only	for	2	days	in	every	calendar	yearOptional	Restricted	Holidays	can	be	availed	as	per	the	list	of	Restricted	Holidays	declared	by	the	State	Government	and	approved	by	the	SRM
University.It	can	be	combined	only	with	COLIt	can	be	availed	in	such	a	way	that	patient	service	is	uncompromised.1.12	Saturday	Leave	(SL)Saturday	leave	is	eligible	for	all	employees	who	are	permanent	and	are	on	probation	period.Only	one	Saturday	leave	can	be	availed	every	month.The	Saturday	leave	should	be	availed	every	month	and	it	cannot
be	carried	forward	to	the	next	month.It	can	be	availed	after	getting	prior	approval	from	department	head	and	in	such	a	way	that	patient	care	remains	uncompromised.Saturday	Leave	can	be	combined	with	Restricted	Holiday	and	Compensatory	Off	only.Not	more	than	2	or	25%	of	the	staff	in	a	department	can	take	Saturday	leave	at	any	particular	day
whichever	is	higher.1.13	Post-Duty	Off	(PDO)	The	staff	working	for	24	hours	only	shall	take	post-duty	off	on	the	next	day	itself.On	rare	occasions,	it	can	be	taken	on	other	days	within	a	week	with	the	permission	of	the	HOD.PDO,	weekly	off	and	any	other	holidays	shouldnt	be	combined	and	claimed.Weekly	off	should	be	availed	only	in	view	of	working
on	a	Sunday.	PDO	can	be	availed	the	next	working	day	when	worked	for	a	night	duty.Weekly	off	can	be	availed	in	the	same	week	separately	and	shouldnt	be	combined	with	any	other	leave.1.14	On	Duty	(OD)The	Staff	going	on	duty	to	Court	or	other	Hospitals,	Inspections,	T.V.	&	other	Programs	should	intimate	the	concerned	HOD	and	GM-HR
beforehand.If	they	go	by	order	from	the	authority	themselves,	they	should	produce	attendance	certificates	(eg.	Course	certificate,	etc.,	or	self-attested	copy	of	the	order	to	the	authority	on	the	next	day)	then	only	the	day	can	be	marked	as	ONDUTY	in	the	biometric	attendance.If	IN	/	OUT	punch	is	not	recorded	in	biometric	then	the	individual	has	to
bring	to	the	notice	of	his/her	superior	within	the	next	48	hours	or	the	miss	punch	day	will	be	considered	as	LOP	strictly.1.15	Permission	(PER)	Permission	of	one	hour	can	be	availed	for	two	days	in	a	month.Either	it	can	be	availed	in	the	beginning	of	the	working	hours	or	before	the	end	of	the	working	hour.1.16	Compensatory	Leave	(COL)It	can	be
availed	within	next	3	months	from	the	day	of	duty.	Also,	it	can	be	availed	only	from	the	subsequent	month.	It	is	limited	to	20	days	in	total	for	a	calendar	year.It	can	be	availed	by	obtaining	prior	permission	from	the	HOD.COL	can	be	combined	with	RH.1.17	General	Information	About	the	PolicyYear	for	the	purpose	of	leave	is	from	01st	Jan	to	31st
Dec.Employees	are	advised	to	plan	their	leave	well	in	advance	so	that	their	leave	can	be	approved	while	hospital	operations	can	also	be	maintained.Employees	who	are	on	Leave	with	Loss	of	pay	will	not	receive	any	credit	of	any	leave	for	the	period	they	are	on	loss	of	pay.Weekly	offs	and	any	holidays	falling	in	between	loss	of	pay	would	also	be
considered	as	loss	of	pay.Sanctioning	of	leave	is	a	matter	of	mutual	convenience.	Leave	has	to	be	taken	in	such	a	manner	that	it	does	not	interfere	with	or	negatively	affect	hospital	operations.An	employee	who	has	resigned	from	the	services	of	the	Institution	cannot	avail	of	any	leave	during	the	Notice	Period.	In	case	an	employee	resigns	while	on
leave,	the	Manager/Supervisor/HOD	has	the	right	to	cancel	the	leave	accordingly.1.18	Process	to	Apply	for	LeaveLeave,	be	it	of	any	nature,	will	have	to	be	availed	with	the	prior	approval	of	the	Manager/Supervisor/HOD.However,	in	extreme	situations,	where	prior	approval	cannot	be	obtained,	the	employee	must	inform	his/her	supervisor	or	head	of
his/her	absence	through	telephone	within	one	day.Absence	from	work	without	prior	approval	and/or	reasonable	justification	for	the	same	may	lead	to	loss	of	pay	and/or	disciplinary	action	at	the	discretion	of	the	management.For	any	leave	request,	prior	approval	has	to	be	obtained	from	the	immediate	supervisor	in	the	interest	of	smooth	and	efficient
functioning	of	the	department/organization.Leave	information	should	be	updated	and	approved	by	the	supervisor	or	head	in	the	concerned	records/registers	before	the	start	of	the	leave.However,	in	case	this	is	not	possible,	the	same	should	be	updated	within	3	days	subject	to	necessary	approval	of	returning	from	leave.1.19	Consultant	Doctors	Leave
(CD)	Consultant	Doctor	Leave	(CD)	can	be	availed	for	emergent	and	unforeseen	situations,	subject	to	the	preapproval	of	the	Immediate	Supervisor.Consultant	Doctors	are	eligible	for	1day	leave	per	monthUnavailed	Consultant	Doctor	Leave	will	be	accumulated	at	maximum	of	12	per	annum.Beyond	the	limit,	Consultant	Doctor	Leave	will	be	considered
as	Loss	of	Pay.Consultant	Doctor	Leave	balance	reflecting	on	December	31st	cannot	be	carried	forward	or	encashed.Duty	timings	for	Consultant	Doctors	is	8	am	to	4	pm	or	shift	timings	as	per	roster	with	8	hours	of	duty.1.20	Visiting	Professors	(VP)	None	of	the	above	leaves	and	permissions	are	applicable	for	visiting	professors.1.21	Leave	with	Loss	of
Pay	(LOP)The	following	will	qualify	as	Leave	on	Loss	of	Pay:Leave	availed	in	excess	of	permissible	limits.Leave	availed	without	prior	approval	and	reasonable	justification	for	the	same.Leave	on	Loss	of	Pay	can	be	requested	when	an	employee	wants	to	avail	leave	in	excess	of	the	permissible/accumulated	leave.	Weekly	offs	and	any	holidays	falling	in
between	Leave	on	Loss	of	Pay	will	be	considered	as	loss	of	pay.A	Maximum	of	15	days	of	continuous	LOP	is	approved	only	with	prior	permission1.22	ResponsibilitiesEmployee:	For	availing	leave,	an	employee	must	apply	online	though	the	Greytip	software:Get	the	leave	sanctioned	at	least	15	days	in	advance	in	case	of	EL,	from	the	reporting
manager.For	Medical	leave,	in	case	prior	sanction	cannot	be	obtained,	it	must	be	done	on	the	day	of	reporting	back	to	duty.	However	the	associate	should	inform	the	reporting	manager	about	the	leave	either	over	phone	or	mail.If	the	medical	certificate	/	fitness	certificate	(for	greater	than	2	days)	duly	approved	by	the	HOD	does	not	reach	the	HR
Team,	it	would	be	treated	as	period	of	absence.Any	leave	taken	in	excess	of	the	above	provisions	will	be	treated	as	leave	without	pay.1.23	Disciplinary	ActionEmployee	should	follow	the	process	mentioned	above	while	availing	any	leave.	Any	non-compliance	to	the	policy	can	lead	to	disciplinary	action	that	can	lead	up	to	termination.If	any	employee
avails	unauthorized	leave	for	more	than	5	days	the	1st	show-cause	notice	will	be	sent	to	their	concerned	mail/postal	address.If	there	is	no	reply	for	the	show-cause	sent	from	the	organization	necessary	action	will	be	taken.1.24	SRM	Medical	College	Leave	PolicySRM	Medical	College,	provides	a	total	of	63	days	leave	for	Regular	Employees	in	a	year
(12	CL,	30	VL,	9	ML,	2	RH,	10	AL)Leave	year	is	described	as	Jan	1st	to	Dec	31stLeaves	are	categorized	into	Casual	Leave	(CL),	Vacation	Leave	(VL),	Medical	Leave	(ML),	Restricted	Holiday	(RH),	Academic	Leave	(AL).Half	Day	Leave	is	permitted	only	while	availing	Casual	Leave	&	Medical	Leave.Leaves	would	be	credited	as	per	the	schedule	detailed
belowCL	Eligible	from	Date	of	JoiningVL	Eligible	after	1	year	of	joiningML	Eligible	after	1	year	of	joiningRH	Eligible	from	date	of	JoiningAL	Eligible	after	1	year	of	joining1.25	Working	Hours	The	Working	Hours	for	the	SRM	Medical	College	is	from	8.00	AM	to	4.00	PM	on	all	week	days	(Monday	to	Friday),	Saturday	8am	to	2pm.	The	Hospital
Administrative	Office	shall	function	from	9.00	AM	to	5.00	PM.	1.26	Vacation	LeaveThe	teaching	and	non-teaching	staff	working	in	the	Medical	College	are	eligible	for	30	days	vacation	leave	per	year	after	completion	of	one	year	of	probation.This	leave	can	be	availed	during	the	months	of	May	and	December	at	the	rate	of	15	days	each,	as	declared	by
the	Dean.Vacation	leave	may	be	availed	in	the	window	of	November	to	December	or	April	to	May.Any	teaching	faculty	who	has	not	availed	his/her	vacation	leave	during	the	vacation	and	attends	duty	should	produce	the	consent	letter	obtained	from	the	HOD/Dean.50%	of	such	duty	attended	will	be	treated	as	accumulated	leave	and	credited	to	the
balance	of	Earn	Leave	subject	to	a	maximum	of	60	days.	This	Earn	Leave	can	be	availed	up	to	a	maximum	of	ten	days	at	a	time	including	the	holidays.In	a	department	not	more	than	10%	of	the	staff	can	avail	vacation	leave	at	any	given	time	depending	on	the	availability	of	the	staff.	Vacation	leave	thus	can	be	availed	in	a	staggered	manner	so	that
college	operations	are	not	impaired.1.27	Saturday	Leave	(SL)All	second	Saturdays	are	off	for	employees	working	in	SRM	Medical	College.Saturday	leave	is	eligible	for	all	employees	who	are	permanent	and	are	on	probation	period.Saturday	Leave	can	be	combined	with	Restricted	Holiday	and	Compensatory	Off	only.2.	CONDUCT	RULES	FOR	ALL
EMPLOYEES2.1	Conduct	Rules	The	employees	shall	not	engage	either	directly	or	indirectly	in	the	conduct	of	any	business,	trade,	running	educational	institution,	engaging	in	private	tuition/	part	time	job	in	any	other	concern	or	any	other	activity	not	related	to	SRMIST.The	employees	shall	not	involve	themselves	in	activities	not	related	to	the	assigned
Institute	work,	during	working	hours.	The	habit	of	reading	irrelevant	magazines,	papers,	books	and	browsing	unsafe	websites,	etc.,	during	working	hours	is	to	be	avoided.The	employees	shall	not	use	their	mobile	phones,	to	engage	in	personal	conversation/	messaging	in	the	class	room	/	laboratory/	office	during	work	hours.The	faculty	members	are
strongly	encouraged	to	take	up	consultancy	projects.	However	permission	of	the	Management	should	be	obtained	for	the	same.The	employees	are	prohibited	from	accepting	gifts	in	any	form	from	the	students	/	parents	/	vendors	and/or	service	providers	having	business	transaction	with	SRMIST.The	salary	/	perks	received	from	the	Management	shall
be	treated	as	confidential	and	shall	not	be	revealed	and	compared	with	the	peers	salary	/	perks.The	employees	shall	not	interfere	in	any	matter	not	connected	to	their	job	requirement.The	details	of	student	feedback	forms	and	performance	appraisal	reports	given	by	the	superiors	shall	be	treated	as	confidential.	Skip	to	content	1.	Admissions	IndiaSRM
Joint	Counselling	Committee	for	Admissions	(SRMJCCA)	is	empowered	to	undertake	joint	counselling	for	SRMIST	(all	six	campuses)	for	admission	to	all	the	Programmes	offered	by	SRM	Institute	of	Science	and	Technology.	All	the	programmes	offered	by	each	faculty	member	are	updated	on	the	university	website,	www.srmist.edu.in	.1.1
ApplicationThe	admission	process	starts	with	the	application.	Applying	to	SRM	is	simple	with	the	following	option.Apply	online	with	e-payment.For	domestic	candidates,	Rs.1400/-	application	fee	is	for	Engineering	&	Technology	Programmes	and	Rs.1200/-	application	fee	is	for	all	other	Programmes.	Refer	www.srmist.edu.in	to	know	the	last	date	for
submission	of	application.1.2	Eligibility	Who	can	apply?	Resident	Indians,	Non-Resident	Indians	(NRIs)	and	holders	of	Person	of	Indian	Origin	(PIO)	or	Overseas	Citizen	of	India	(OCI)	cards	issued	by	the	Government	of	India	are	eligible	to	apply	for	SRM.The	eligibility	criteria	for	different	programmes	under	the	different	faculties	are	available	in	the
respective	regulations	available	at	the	Institution	website	www.srmist.edu.in.The	Academic	Council	of	SRMIST	is	committed	to	abide	by	the	guidelines	and	regulations	on	admission	stipulated	by	the	statutory	bodies	such	us	University	Grant	Commission	(UGC),	All	India	Council	for	Technical	Education	(AICTE),	Council	of	Architecture	(COA),	National
Medical	Commission	(NMC),	Dental	Council	of	India	(DCI),	Pharmacy	Council	of	India	(PCI),	Indian	Nursing	Council	(INC),	The	Rehabilitation	Council	of	India	(RCI),	Council	for	Technical	Education	and	Indian	Council	of	Agricultural	Research	(ICAR).The	eligibility	requirements	for	the	various	programs	offered	by	SRMIST	shall	be	decided	by	the
Academic	Council	from	time	to	time.	The	eligibility	requirements	are	subject	to	change.	Normally	these	are	considered	and	approved	by	the	Academic	Council	while	finalizing	the	admission	policy	for	each	academic	session.1.3	Selection	Process	Admission	India:All	the	applications	for	admissions	will	be	on	the	Admission	India	page	as	followsFaculty	of
Engineering	and	TechnologyFaculty	of	Medicine	and	Health	SciencesFaculty	of	ManagementFaculty	of	Science	and	HumanitiesFaculty	of	Agricultural	SciencesFaculty	of	LawDirectorate	of	Distance	EducationDirectorate	of	Online	EducationThe	admission	is	done	through	a	Joint	entrance	examination	conducted	by	SRM	Institute	of	Science	and
Technology	or	authorized	/statutory	boards	or	agencies	and	through	the	qualifying	examination	marks.	Refer	tto	he	following	table	for	the	admission	process:Admission	Process	Table:1-	Click	HereThe	admission	process	is	as	follows:1.3.1	SRM	Joint	Entrance	Examination	(SRMJEE):The	SRM	Joint	Entrance	Examination	and	the	Counseling	will	be	as
per	UGC,	AICTE	&	Government	Notifications.	If	the	Common	Entrance	Examination	is	not	conducted,	admission	will	be	based	on	the	qualifying	examination.	Having	been	called	for	the	entrance	exam	and	counselling	does	not	necessarily	mean	acceptance	of	eligibility.	It	is	the	responsibility	of	the	candidates	to	ascertain	whether	they	possess	the
requisite	eligibility	for	admission.SRM	Joint	Entrance	Examination	is	being	conducted	to	meet	the	rising	competition	amongst	various	Universities.	It	helps	to	maintain	standards	both	nationally	and	internationally.1.3.11	SRM	Joint	Entrance	Examination	Exam	DetailsSRM	Joint	Entrance	Examination	(SRMJEE)	syllabus	is	published	in	SRM	Institute	of
Science	&	Technologys	official	WebsiteSRM	Joint	Entrance	Examination	(SRMJEE)	will	be	conducted	in	Remote	Proctored	Online	Mode	(RPOM)Test	Sessions	/	Slots:	Candidates	have	to	book	the	test	slots	of	their	convenience,	subject	to	the	availability	of	slots	on	a	particular	date	in	the	SRM	Online	Admission	Portal	(OAP).The	date	and	slot,	once
allotted	to	the	candidate,	shall	not	be	changed	under	any	circumstances.1.3.1.2	SRM	Joint	Entrance	Exam	PatternTable	2:	SRMJEE	PatternSRM	Exam	NameDurationType	of	QuestionsCoverage	of	SubjectsNo.	of	QuestionsScoring	methodTotal	MarksSRMJEEE	(UG)2.30	HrsMCQPhysics,	Chemistry,	Mathematics	(or)	Biology,	English	and
Aptitude35+35+40+20Each	right	answer	carries	1	mark;	No	negative	marking130SRMJEEE	(PG)2.30	HrsMCQMathematics	+	Syllabus	specific	to	the	ProgrammeFor	Bio	Technology	and	Food	Processing	there	will	be	no	mathematics	component100Each	right	answer	carries	1	mark;	No	negative	marking100SRM	Health	Science	(UG)2.30
HrsMCQPhysics,	Chemistry,	Biology,	English	and	Health	Science	Aptitude20+20+20+20+20Each	right	answer	carries	1	mark;	No	negative	marking100SRM	Health	Science	(PG)1.30	HrsMCQPharmacy,	Physiotherapy,	Occupational	Therapy,	Nursing	and	Allied	Health	Sciences	(Specific	to	the	programmes)50Each	right	answer	carries	2	mark;	No
negative	marking100SRMJEEM	(PG)2.30	HrsMCQData	Interpretation,	Quantitative,	Reasoning,	English	&	GK/CA/BA20+20+20+20+20Each	right	answer	carries	1	mark;	No	negative	marking100SRMJEEL	(5	year	Integrated)2.00	HrsMCQEnglish,	Legal	Aptitude,	Logical	Reasoning,	G.K	and	current	affairs,	Elementary	Maths20+20+20+20+20Each
right	answer	carries	1	mark;	No	negative	marking.100SRMJEEL	(3	year)2.00	HrsMCQEnglish,	Legal	Aptitude,	Logical	Reasoning,	G.K	and	current	affairs,	Elementary	Maths20+20+20+20+20Each	right	answer	carries	1	mark;	No	negative	marking.1001.3.1.3	Entrance	Examination	ProcessSRM	Joint	Entrance	Examination	will	be	conducted	in
Remote	Proctored	Online	Mode	(RPOM)/Physical	Mode	across	centers.	Remote	proctoring	is	a	method	of	carrying	out	invigilation	through	online	or	digital	means	of	an	online	examination	taken	by	a	candidate	from	any	location	of	choice.	In	other	words,	remote	proctoring	emulates	the	role	of	an	onsite	proctor	which	comprises	confirming	identity	of
the	candidate,	smooth	conduct	of	the	examination	which	is	taken	by	the	candidate	on	his	laptop/desktop	using	internet	and	assessed	by	an	offline	proctor.	Usage	of	mobile	phones	for	taking	up	the	examination	is	strictly	prohibited.The	Standard	operating	procedure	lays	down	the	guideline	for	remote	proctoring	to	be	followed	by	the	candidates	and
remote	proctors.1.3.1.4	Registration	process:Candidates	for	appearing	in	the	test	need	to	book	their	test	slot	provided	by	SRMIST.	Each	candidate	will	be	assigned	to	a	proctor	who	will	monitor	candidate	continuously	via	web	camera	activated	in	candidate	system.Requirements	for	the	remote	proctoring	examination	will	be	shared	to	all	the	registered
candidates.1.3.1.5	Hall	TicketThe	e-hall	ticket/	hall	ticket	will	be	issued	only	to	those	eligible	candidates	who	have	submitted	their	application	form	complete	in	all	respects,	on	or	before	the	last	date	as	specified.The	hall	ticket	will	contain	the	name,	photograph	and	address	of	the	candidate	and	the	test	schedule.The	hall	ticket	should	be	downloaded
from	the	candidates	login	/	dashboard	from	the	OAP.Once	downloaded,	it	should	be	carefully	examined	by	the	candidate.	If	any	discrepancy	is	noticed	it	should	immediately	be	brought	to	the	notice	of	the	Director,	Admissions.The	hall	ticket	is	not	transferable	to	any	other	person.	Impersonation	is	a	legally	punishable	offence.1.3.1.6	Schedule	of	SRM
Joint	Entrance	Examination	SRM	Joint	Entrance	Examination	is	conducted	in	multiple	phases	as	scheduled	below.Table	3:	SRMJEE	ScheduleSRM	Joint	Entrance	ExaminationPhaseSchedule	(Tentative)SRMJEEE	(UG)Phase	IAprilPhase	IIJunePhase	IIIJulySRMJEEE	(PG)Phase	IMarchPhase	IIMayPhase	IIIJulySRM	Health	Science	(UG)Phase	IAprilPhase
IIJuneSRM	Health	Science	(PG)Phase	IAprilPhase	IIJuneSRM	Health	Science	(Post	PG)Phase	IAprilSRMJEEM	(PG)Phase	IFebPhase	IIAprilPhase	IIIJuneSRMJEEL	(UG)	(5-year	Integrated	Programme)Phase	IAprilPhase	IIJuneSRMJEEL	(UG)	(3-year	Programme)Phase	IAprilPhase	IIJuneThe	Last	date	to	apply	for	the	different	phases	will	be	announced	in
the	SRMIST	website	(www.srmist.edu.in)	and	the	student	can	write	in	either	of	the	phases.The	seat	allocation	will	be	done	equally	for	all	phases	or	depending	on	the	number	of	applications	and	the	decision	may	be	reached	at	that	point	of	time.Candidates	who	have	not	appeared	for	the	SRM	Joint	Entrance	Examination	are	not	eligible	for	admission	to
that	particular	programme.	The	admission	will	be	purely	on	the	basis	of	the	rank	secured	in	the	SRM	Joint	Entrance	Examination	conducted	by	SRMIST.The	Eligible	candidates	will	be	called	for	counseling	on	the	basis	of	rank	at	the	end	of	each	phase.	1.3.1.7	ResultsA	merit	list	will	be	prepared	based	on	the	total	marks	secured	in	the	SRM	Joint
Entrance	Exam.The	examination	result	and	counselling	details	will	be	available	on	OAP.1.3.2	Selection	through	Qualifying	Examination:A	Merit	list	will	be	prepared	based	on	the	qualifying	examination	marks	and	candidates	will	be	called	for	counseling.Candidates	can	choose	their	program	in	a	particular	campusFulfilling	the	eligibility	criteria
andSubject	to	the	availability	of	seats	at	that	point	of	time.1.3.3	Department	level	Selection:Preliminary	scrutinisation	of	all	applications	received	through	online	will	be	done	and	candidates	will	be	called	for	Department	level	examination/	Interview.	Based	on	the	Examination/Interview,	merit	list	will	be	prepared	and	candidates	will	be	called	for
counseling.	Admission	are	based	on:Fulfilling	the	eligibility	criteria	andSubject	to	the	availability	of	seats	at	that	point	of	time.1.3.4.	NATA/IITJEE	Mains	Paper	II,	PGETAFor	B.	Arch	&	M.	Arch,	a	merit	list	will	be	prepared	based	on	the	qualifying	examination	and	NATA/IITJEE	Mains	Paper	II,	PGETA1.3.5.	GMAT,	CAT,	MAT,	XAT,	TANCET,	CMAT	(for
MBA)	Admission	to	MBA	programmes	will	be	purely	on	the	basis	on	the	rank	secured	in	SRMJEEM	(PG)	conducted	by	SRMIST.	Common	Entrance	Test	scores	are	used	as	a	primary	screening	tool	for	shortlisting	of	candidates	for	subsequent	rounds	of	the	pre-admission	process.	Candidates	who	have	not	appeared	for	SRMJEEM	(PG)	or	Common
Entrance	tests	are	not	eligible	for	admission	to	the	MBA	Programme.	Please	note	that	these	scores	are	used	just	for	the	screening	process	for	pre-admissions	and	the	shortlisted	candidates	will	be	called	for	a	personal	interview.The	percentile/marks/percentage	listed	below	for	each	test	is	the	minimum	desirable	attainment	from	applicants	and	is	not	a
qualifying	score.	Scrutiny	and	subsequent	selection	will	be	based	on	the	applicants	profile	and	performance	in	the	preadmission	rounds,	in	addition	to	these	scores.This	is	used	to	ascertain	the	minimum	level	of	aptitude	that	is	expected	from	the	candidate	in	respective	faculties	that	form	the	basic	foundation	for	the	rigorous	two-year	program.	The
overall	percentile/marks/percentage	cutoff	is	given	below.Table	4:	Other	Competitive	Exam	CutoffCATCAT65th	percentile	and	aboveMATMAT75th	percentile	and	aboveXATXAT65th	percentile	and	aboveGMATGMAT640	and	aboveNMAT	by	GMACNMAT	by	GMAC180	and	aboveCMATCMAT75th	percentile	and	aboveTANCETTANCET80th	percentile
and	above*Candidates	who	do	not	meet	the	eligible	cutoff	score	in	any	of	the	specified	exams	are	required	to	mandatorily	appear	for	the	SRMJEEM	exam.1.3.6	Selection	through	CUETIn	the	Faculty	of	Science	and	Humanities,	candidates	with	a	valid	CUET	score	are	encouraged	to	apply1.3.7	Selection	through	CLAT	Candidates	with	valid	CLAT
(Common	Law	Admission	Test)	score	is	eligible	for	admission	to	the	five-year	integrated	law	program	(B.	A	LLB,	B.	Com	LLB	&	BBA	LLB)1.3.8	NEET	(UG	&	PG)	(for	the	programmes	offered	under	Faculty	of	Medicine	and	Health	Sciences)NATIONAL	ELIGIBILITY	CUM	ENTRANCE	TEST	(UG	&	PG)	will	be	conducted	by	National	Testing	Agency	(NTA)
and	NBEMS	as	applicable	for	admission	to	MBBS,	BDS,	MD,	MS,	MDS,	DM	&	M.Ch	Courses	and	other	undergraduate	medical	courses	in	approved/recognized	Medical/Dental	&	other	Colleges/	Institutes	in	India.Admission	to	MBBS,	BDS,	MD,	MS,	MDS,	DM	&	M.Ch	at	SRM	Medical	College	Hospital	and	Research	Centre,	SRM	Dental	College,



Ramapuram	and	SRM	Kattankulathur	Dental	College	will	be	selected	through	Common	counseling	by	Director	General	of	Health	Services	(Medical	Council	Committee).	Those	candidates,	who	get	selected	for	admissions,	should	report	to	the	respective	Deans	as	per	the	schedule	issued	by	DGHS.1.4	Counseling	Procedure:The	Programmes	offered	by
SRMIST	and	the	number	of	seats	(as	approved)	are	listed	in	the	website.	The	Programmes	listed	on	the	website	are	indicative	only.	The	Institute	reserves	the	right	to	add	and	delete	Programmes.The	admission	will	be	purely	on	the	basis	of	the	admission	criteria,	which	is	mentioned	in	the	selection	process	tableEligibility	criteria	such	as	the	minimum
percentage	of	marks	in	PCM/PCB	(or)	CGPA	(or)	overall	marks	obtained	by	the	candidate	in	the	qualifying	examination	shall	be	as	prescribed	by	the	SRMJCCA	from	time	to	time.The	aggregate	percentage	of	marks	obtained	in	the	qualifying	examination	or	equivalent	should	be	calculated	up	to	3	decimal	points	and	should	not	be	rounded	off	to	the
nearest	integer.The	shortlisted	candidates	will	be	invited	for	counseling.	The	mode	of	counseling	will	be	online.SRM	Admission	Portal	will	be	kept	open	for	the	candidates	to	fill	the	choice	of	campus	and	Programme	preference	for	a	particular	period.The	Admission	committee	will	allot	the	choice	of	campus,	Programme	and	specialization	based	on	the
admission	criteria	such	as	SRM	Joint	Entrance	Examination	Rank,	Qualifying	Examination,	etc.,The	allotment	will	be	published	in	the	SRM	Online	Admission	PortalCandidate	have	to	accept	the	allotment	and	have	to	pay	the	one-time	non-refundable	and	non-transferrable	registration	fee	and	the	counseling	fee	(part	of	tuition	fee)Online	payment	details
will	be	briefed	along	with	the	allotment	details.Upon	payment	of	the	registration	fee	and	counseling	fee,	a	Provisional	allotment	letter	and	fee	receipt	will	be	available	in	the	OAP	(Online	Admission	Portal).Failure	to	pay	the	counseling	fee	within	the	stipulated	time	will	lead	to	the	cancellation	of	the	allotment.Academic	tuition	fees,	hostel	fees,	mode	of
payment	and	refund	policies	will	be	available	on	the	University	website.The	admission	offered	to	a	candidate	who	has	been	provisionally	admitted	to	a	Programme	will	stand	canceled	if	he	/	she	does	not	submit	the	relevant	documents	in	their	original	pertaining	to	admission	(such	as	Marks	Statements,	Transfer	Certificate,	Conduct	Certificate,	etc.)
during	enrollment	before	the	date	stipulated	by	the	authorities.Even	after	admission,	the	management	reserves	all	rights	to	cancel	the	candidates	admission,	in	case,	any	discrepancy	is	noticed	on	verification	of	facts	from	the	original	certificates	/	documents.	The	decision	shall	be	final	and	binding	on	the	candidate.	SRMJCCA	cannot	be	held
responsible	for	any	loss	or	damage	arising	out	of	such	cancellations	of	admissions.Accommodation	in	Institute	hostels	are	subject	to	availability.	The	allocation	will	be	done	only	after	the	complete	payment	of	the	tuition	fees	and	enrollment	procedure.All	disputes	are	subject	to	the	jurisdiction	of	the	courts	only	at	Chennai.1.5	Scholarship:To	encourage
and	support	students	of	exemplary	talent,	SRM	Institute	of	Science	and	Technology	offers	several	scholarships,	fee	waiver	schemes,	and	teaching	and	research	assistance	to	recognize	excellence	in	academic	and	sports	and	deserving	candidates.	Large	number	of	students	tremendously	benefit	from	such	schemes.	The	quantum	of	scholarship	and	the
number	of	scholarships	are	subject	to	change	from	time	to	time.1.5.1	Scholarship	Selection	Procedure	Online	applications	for	the	award	of	scholarship	will	be	kept	open	in	June/July	every	year.	Processing	will	be	done	by	the	scholarship	committee	and	selection	of	awardees	will	be	done	by	a	committee	consisting	of	SRM	Institute	of	Science	and
Technology	officials	and	invited	academicians	from	other	Universities.Scholarships	are	not	applicable	for	MBBS,	BDS	and	all	PG	Medicine	Programme	and	Allied	Health	Sciences.Detailed	information	about	the	scholarship,	prerequisites,	additional	requirements,	condition	for	renewal	will	be	available	in	the	website/Scholarship	policy.Scholarships
vary	from	campus	to	campus.	Refer	the	following	table	for	Detailed	Scholarship	Scheme	and	the	concession	details.1.5.2	Important	Note:	The	Authority	of	SRMIST	has	the	right	to	revoke	the	scholarship	if	the	student	is	found	to	have	track	record	of	misbehavior,	indiscipline,	indulgence	in	any	malpractice	or	fraudulence,	or	any	other	reason	that
compromises	the	reputation	of	the	institute.	The	decision	of	the	scholarship	committee	is	final,	binding1.5.2	TimelineThe	timelines	will	be	mentioned	in	the	website	www.srmist.edu.in1.6	Refund	Policy:	The	refund	timeline	is	strictly	based	on	the	refund	policy	recommended	by	UGC/AICTE	and	other	governing	bodies.	Directorate	of	Admission	is	liable
for	refund	process	until	the	enrollment.Once	enrollment	is	complete,	the	student	is	advised	to	approach	the	respective	college/school	personally	for	a	refund	or	apply	through	the	student	ERP.	The	refund	is	at	the	sole	discretion	of	the	respective	college/school	thereafter.Request	for	cancellation	of	admission	must	be	submitted	ONLY	through	online
mode.	Request	for	cancellation	through	Email/posts/letter	etc.	will	not	be	entertained.The	refund	money	will	be	transferred	to	the	bank	account	as	per	the	canceled	Cheque	leaf	submitted.The	refund	of	money	will	be	effected	only	by	RTGS	/	NEFT.The	date	of	online	cancellation	will	be	considered	as	the	date	of	formal	withdrawal	of	admission.Refund
will	be	processed	based	on	the	details	in	the	online	cancellation	form.	No	further	documents	are	required	for	processing	the	refund.SRMIST	will	not	be	responsible	for	the	change/misrepresentation	of	account	information,	as	received	and	confirmed	by	the	candidate.If	all	the	details	submitted	for	refund	are	in	order,	then	the	time	taken	to	process	and
effect	the	transfer	of	refund	money	will	be	30	working	days.Any	request	for	refund	after	the	above	said	period	will	not	be	entertained	under	any	circumstances.Any	dispute	with	regard	to	admission,	eligibility,	fees,	refund,	etc.,	shall	be	withinthe	legal	jurisdiction	of	Chennai	only.The	queries	will	be	clarified	through	the	email	ID
refund@srmist.edu.inThe	first	day	of	the	orientation/induction	program	will	be	considered	as	the	Date	of	commencement	of	classes	for	the	purpose	of	applying	the	refund	policy.	The	above	policy	will	be	applied	irrespective	of	whether	the	student	has	attended	any	classes	or	not.Table	6:	Authorised	office	for	RefundFacultyCampus	in	which	the	student
has	been	admittedProcessing	Directorate	or	officeContact	office/section	for	enquiring	refund	statusAdmitted	but	NOT	Completed	the	EnrollmentAny	FacultyAny	CampusDirectorate	of	AdmissionsFacultyCampus	in	which	the	student	has	been	admittedProcessing	Directorate	or	officeContact	office	/	section	for	enquiring	refund	statusAfter	completion	of
the	Enrollment	Admitted	but	NOT	Completed	the	EnrollmentFaculty	of	Engineering	and	TechnologyKattankulathurThe	Dean	CETAny	FacultyAny	CampusDirectorate	of	AdmissionsThe	Directorate	of	Admissions,	SRMIST,	Kattankulathur,Tamil	Nadu	603	203RamapuramDean	(E&T)After	completion	of	the	Enrollment	VadapalaniDeanFaculty	of
Engineering	and	TechnologyKattankulathurThe	Dean	CETThe	Dean	CET,SRMISTKattankulathur,Tamil	Nadu	603	203.NCRThe	office	of	the	Director,	NCR	CampusRamapuramDean	(E&T)The	Dean	(E&T),	Ramapuram,	Chennai	600	089TrichyThe	office	of	the	Director,	Trichy	CampusVadapalaniDeanThe	Dean,	Vadapalani,Chennai
600026.ManagementKattankulathur,	Ramapuram,	Vadapalani,	NCR	&	TrichyThe	Respective	DeanNCRThe	Office	of	the	Director,	NCR	CampusThe	Director,NCR	Campus,	Ghaziabad,	UP.Science	and	HumanitiesKattankulathur,	Ramapuram,	Vadapalani,	NCR	&	TrichyThe	Respective	DeanTrichyThe	Office	of	the	Director,	Trichy	CampusThe
Director,Trichy	Campus,	SRM	Nagar.Medicine	and	Health	SciencesKattankulathur,	Ramapuram,	NCR	&	TrichyThe	Respective	DeanManagementKattankulathur,	Ramapuram,	Vadapalani,	NCR	&	TrichyThe	Respective	DeanLawKattankulathurThe	Dean,	School	of	LawScience	and	HumanitiesKattankulathur,	Ramapuram,	Vadapalani,	NCR	&	TrichyThe
Respective	DeanAgricultural	SciencesKattankulathurThe	Dean,	CASMedicine	and	Health	SciencesKattankulathur,	Ramapuram,	NCR	&	TrichyThe	Respective	DeanLawKattankulathurThe	Dean,	School	of	LawThe	Dean,	School	of	Law,	SRMISTAgricultural	SciencesBaburayanpetThe	Dean,	CASThe	Dean,	Agricultural	Sciences,	SRMISTCandidates	are
requested	to	visit	the	respective	campus	website	for	the	detailed	refund	policy,	timeline	and	eligibility	percentage	of	tuition	fee.Discontinuance	/	Withdrawal	from	the	Programme	after	EnrollmentA	candidate	who	desires	to	leave	the	institution	after	joining	the	Programme	will	have	to	submit	a	No	Dues	certificate	issued	by	competent	authorities.	This
should	be	accompanied	by	the	application	for	withdrawal	and	the	original	fee	receipt.The	original	certificates	will	be	returned	only	on	production	of	No	Dues	certificate	in	the	prescribed	form,	obtained	from	the	Administrative	Office.Authority:	Head	of	the	Institution.	3.1	Apply:Candidates	can	apply	for	any	of	the	programs	offered	by	SRM	Institute	of
Science	and	Technology	(formerly	known	as	SRM	University)	in	any	one	of	the	two	modes:	Apply	online:	Using	a	credit	or	debit	card,	paying	the	fee	of	USD	50/or	INR	3000/Download:	Fill	application	details	online,	download,	and	send	us	a	copy	of	the	manually	filled	form	through	email	(admissions.ir@srmist.edu.in).	All	applicants	are	encouraged	to
use	the	online	mode	for	quick	processing.3.2	Fill	the	Application	Form:Fill	up	the	application	carefully	without	missing	any	detail.	If	the	marks	are	not	known	or	unavailable	when	filling	out	the	application,	please	indicate	Results	are	awaited	in	the	marks/grade	column.	Candidates	whose	results	are	generally	released	not	before	June	may	send	the
forecast	/	predicted	/	term	results	duly	endorsed	by	the	head	of	their	school.	The	candidate	is	expected	to	send	the	marks	to	the	university	as	soon	as	it	is	available	to	ascertain	eligibility.	It	is	to	be	noted	that	the	application	will	be	considered	only	if	the	marks	are	made	available	to	the	university	within	the	stipulated	date.	If	the	mark	sheets	of	the
qualifying	examination	are	not	submitted	within	the	stipulated	date,	SRM	Institute	of	Science	and	Technology	(formerly	known	as	SRM	University)	cannot	be	held	responsible	for	the	lost	opportunity	to	study	or	future	career.3.3	Attach/Upload	the	Documents:Attach/Upload	the	following	documents	10th	and	12th	/	Bachelor	/	Masters	degree	certificate
along	with	mark	sheet/transcript.	Both	the	front	and	back	sides	of	the	mark	sheet	are	to	be	copied	and	sent	to	get	additional	information	about	the	grade	equivalence,	passing	requirements,	etc.	If	the	content	in	the	marks	sheet	is	not	in	English,	then	the	certified	English-translated	version	must	also	be	submitted	in	addition	to	the	native	language
certificate.	In	case	the	results	have	not	been	released,	then	the	predicted	marks/grades	or	the	term	result	of	the	qualifying	examination	must	be	submitted.	Proof	of	NRI	status	of	the	student/	parent/	sponsor	Copy	of	the	passport	of	the	applicant	(personal	details	page)	Copy	of	passport	of	parent	/sponsor	(personal	details	page)	If	available	at	the	time
of	application:	Eligibility	certificate	obtained	from	Association	of	Indian	Universities	(AIU)	(applicable	only	for	MBBS,	BDS	and	B.	Sc	Nursing)	Migration	Certificate	Approval	from	Indian	Nursing	Council	(INC)	(applicable	only	for	Nursing	programs)	NATA	score	card	(applicable	only	for	B	Arch	Program).3.4	Acknowledgement:On	receipt	of	the
completed	application	along	with	the	prescribed	application	fee,	an	application	number	will	be	allotted	and	emailed	to	the	applicant.	We	may	request	additional	or	missing	information,	if	any.	Please	quote	the	application	number	in	all	your	correspondences	related	to	admissions.Table	6:	Document	Submission	TimelineThe	last	date	for	receipt	of	all
necessary	documents,	includingMark/	Grade	sheets	for	all	the	programs	in	theFaculty	ofEngineering	and	Technology,Science	and	Humanities,Management,Medicine	and	Health	Sciences,	andCollege	of	Agricultural	Sciences	and	School	of	Law.AugustFor	admission	to	PhD	in	June	and	January	intakes,	respectively.April	and	October3.5	Provisional
Admission:Based	on	the	predicted	scores	/term	result	/	final	scores,	if	the	eligibility	requirements	for	the	program	applied	for	are	satisfied,	then	the	provisional	admission	letter	will	be	emailed	with	details	of	tuition	fees	and	other	fees	payable.	This	provisional	admission	letter	is	not	valid	for	visa	purposes.	The	students	who	have	submitted	the
predicted/forecasted/	term	results	must	submit	the	actual	marks/grade	sheet	of	the	qualifying	examination	as	soon	as	it	is	available	and	have	to	meet	the	eligibility	requirements	for	the	program.	Candidates	who	studied	in	schools	other	than	CBSE	and	applying	for	MBBS/BDS/B.Sc	Nursing	must	produce	an	equivalence	certificate	obtained	from	the
Association	of	Indian	Universities	(AIU),	New	Delhi	(	and	candidates	applying	for	nursing	courses	should	submit	approval	from	the	Indian	Nursing	Council	(INC)	before	the	confirmed	admission	letter	is	issued.3.6	Fee	Payment:The	tuition,	hostel/	accommodation,	registration	fee,	examination	fee,	and	other	applicable	fees	must	be	paid	in	US	Dollars	by
electronic	transfer	only	within	10	days	from	the	date	of	issue	of	the	provisional	admission	letter	(Email).	FEES	REMITTED	MUST	BE	EXCLUSIVE	OF	BANK	CHARGES.	The	university	is	not	responsible	for	the	non-delivery	of	the	e-mail	for	any	reason	whatsoever.	The	bank	details	for	electronic	transfer	will	be	provided	in	the	provisional	admission
letter.3.7	Payment	Intimation:Immediately	after	effecting	the	wire	transfer,	fill	up	all	details	in	the	DETAILS	OF	THE	ELECTRONIC	WIRE	TRANSFER	(EWT)	form,	scan	and	send	it	to	ir.accounts@srmist.edu.in	by	email.	This	is	mandatory	and	very	important	to	effect	proper	and	timely	credit.3.8	Confirmed	Admission:Once	the	(a)	full	annual	tuition
fees	(b)	registration	fees	and	(c)	examination	fees,	for	the	first	year,	are	received	and	credited	into	the	SRMIST	account,	and	on	receipt	of	final	mark	sheets	and	all	other	mandatory	documents,	the	letter	of	confirmed	admission	will	be	sent	by	email.	Please	note	that	the	fee	has	to	be	paid	within	the	stipulated	date	and	the	admission	will	be	confirmed
on	a	Merit-cum-First	Come	First	serve	basis.	Failure	to	pay	the	full	tuition	fees	will	automatically	deprive	the	applicant	of	the	admission	opportunity	and	the	university	reserves	the	right	to	admit	other	eligible	applicants	without	further	notice.	SRM	Institute	of	Science	and	Technology	(formerly	known	as	SRM	University)	cannot	be	held	responsible	for
any	lost	opportunities	or	loss/damages	arising	thereof.	The	confirmed	admission	letter	may	be	used	by	foreign	students	to	apply	for	student	visas,	ticketing,	insurance,	and	others.3.9	Pre-enrolment:Pre-enrolment	is	the	process	of	verifying	the	academic	transcripts	and	obtaining	declarations	from	the	parents/student,	on	arrival	to	the	campus.	The
university	will	send	a	separate	communication	detailing	the	procedure	for	pre-enrolment,	commencement	of	classes	and	other	information	necessary	for	completing	the	admission	formalities.	The	candidates	are	advised	to	look	at	the	website	for	the	actual	date	of	commencement	of	first-year	classes.3.10	Registration:Students	are	advised	to	reach
SRM	Institute	of	Science	and	Technology	(formerly	known	as	SRM	University)	at	least	2-3	days	before	the	commencement	of	classes	and	report	to	the	Directorate	of	International	Relations	to	complete	the	above	admission	formalities.	The	following	documents	in	original	are	to	be	verified	at	the	time	of	registration:	Degree	or	Pass	certificate	of	the
qualifying	examination	Grade/mark	sheet	of	the	qualifying	examination	translated	versions	of	all	documents	if	they	are	not	in	English.	Copy	of	Passport	with	a	valid	student	visa	(Original	will	be	returned	after	verification).	Equivalence	certificate	from	the	Association	of	Indian	Universities	(AIU)	wherever	applicable.	Approval	from	the	Indian	Nursing
Council	(INC)	for	Nursing	programs	NATA	score	card	for	B	Arch	Program,	Migration	Certificate	(If	applicable),	and	the	transfer	certificate.	At	the	time	of	admission,	you	may	be	required	to	pay,	wherever	applicable,	additional	fees	towards,	first-year	books,	clinical	or	laboratory	materials,	transport	etc.	These	additional	fees	should	be	remitted	as	per
norms.	For	PhD,	the	thesis	fee	is	applicable	as	per	Directorate	of	Research	norms.	Only	after	the	admission	formalities	are	completed,	the	student	will	be	permitted	to	move	into	the	allotted	hostels.3.11	Medical	Insurance:International	candidates	are	advised	to	carry	valid	medical	insurance	during	their	tenure	at	SRMIST.3.12	Security	Registration:It
is	a	part	of	the	normal	mandatory	process	that	within	the	stipulated	time	frame	of	arrival	in	India,	the	foreign	student	has	to	register	his/	her	name	with	the	Foreigners	Registration	Office	(FRO)	/	Foreigners	Regional	Registration	Office	(FRRO).	The	time	frame	may	vary	from	24	hours	to	14	days	of	arrival	depending	on	the	country	of	origin.	Only
PIO/OCI	card	holders	need	not	register	with	FRRO.	SRM	Institute	of	Science	and	Technology	(formerly	known	as	SRM	University)	would	only	provide	the	necessary	assistance	in	this	regard.	The	applicable	immigration	processing	fees	and	other	related	expenses	have	to	be	borne	by	the	student.	However,	Nepal	and	Bhutan	students	are	exempted	from
FRRO	registration	and	FSIS	ID	has	to	be	maintained	by	the	institution.3.13	Course	Change:No	change	of	course	is	allowed	after	the	issue	of	the	confirmed	admission	letter.3.14	Examination	and	Award	of	Degree:The	process	of	examination,	grading,	and	award	of	the	degree	is	no	different	from	that	of	Indian	students.	Each	semester	all	students	have
to	pay	the	applicable	examination	fees	as	and	when	announced.	4.	SRMIST	-DDE4.1	Glimpse	of	SRMIST	-DDESRMIST-DDE,	a	division	of	SRMIST,	the	top	ranked	University	in	India,	offers	a	unique	and	vibrant	learning	experience	with	personalised	support.	We	are	a	nationally	recognised	institution,	highly	ranked	and	connected	with	powerful
research	activities	offering	Diploma,	Undergraduate	and	Post	graduate	programs.	An	accredited	degree	from	SRMIST-DDE	can	be	a	great	advantage	in	your	career	and	on	the	job	market.	Through	this	high-quality	distance	education,	the	University	offers	a	student-centric	approach	and	consistent	support	for	the	progress	of	the	students.	It	also
provides	career	advice	to	ambitious	students	in	order	to	set	study	goals	throughout	the	duration	of	their	studies.4.2	Highlights	of	SRMIST	Directorate	of	Distance	EducationThe	aim	of	distance	education	is	to	provide	an	effective	alternative	path	to	wider	opportunities	in	education.	The	objective	of	distance	education	courses	is	to	provide	education
facilities	to	all	qualified	and	willing	persons.	It	may	be	a	fresh	release	of	students	from	the	school,	working	professionals,	or	anyone.	Candidates	who	desire	to	pursue	a	full-time	degree	program	but	are	unable	to	enroll	in	full-time	courses	can	participate	in	a	variety	of	distance	learning	programs	at	SRMIST-DDE.	Students	must	have	completed	the
12th	grade	to	enroll	in	UG	programs.	A	graduation	degree	is	required	for	PG	programs,	and	some	require	entrance	exams.	Those	who	are	unable	to	join	regular	universities	due	to	various	reasons	can	also	enroll	in	distance	education.	It	especially	benefits	the	people	who	are	working	and	want	to	pursue	higher	education	along	with	their	careers.4.3
Salient	features	of	SRMIST-DDETo	give	educated	persons	who	want	to	raise	their	level	of	knowledge	access	to	academicTo	provide	educational	resources	for	people	who	consider	learning	to	be	a	lifetimeTechnology-based	delivery	system	guarantee	increased	studentCreating	an	interactive	learning	environment	through	learner	centricTo	build
legitimacy	and	standing	for	SRMIST	Degrees,	Diplomas,	and	Certificates,	a	scientific	and	objective	evaluation	method	is	used	to	create	a	dynamic	learning	environment.Inputs	from	the	industry	experts	and	corporateThe	creation	of	the	content	is	based	on	the	finest	techniques	currently	in	use	to	support	learners	self-directedIn	addition	to	the	reduced
cost,	it	saves	time	and	helps	to	be	more	productiveStudents	can	learn	at	their	own	pace,	which	isSRMIST-DDE	provides	additional	support	to	the	students	by	guiding	them	through	NPTEL,	MOOC	for	extensive4.4	Mode	of	applicationThe	entire	process	of	admission	to	SRMIST	DDE	programmes	has	been	digitised	and	carried	through	online
applications.	The	website	provides	all	the	information	related	to	any	programme	like	the	courses	offered,	credits,	evaluation	methodology	and	fees.	The	candidates	aspiring	for	potential	career	and	promotions	in	their	profession	are	advised	to	visit	the	official	website	and	will	be	guided	to	Admission	India-	Directorate	of	Distance	Education.	The
candidates	would	require	to	fill	in	the	online	application	form	with	relevant	details	and	upload	essential	documents	such	as	marksheet,	provisional	certificate	and	degree	certificate.	Once	the	documents	are	uploaded,	the	candidates	have	to	remit	Rs	500/-	to	complete	application	procedure.4.5	Pre-Admission	CounselingThe	prospective	distance
learners	would	like	to	know	various	programme	related	information	prior	to	submitting	the	application	/	joining.	This	is	taken	care	by	providing	relevant	information	in	the	website	in	the	form	of	textual	content,	FAQ,	E-Brochures,	Video	and	detailed	programme	project	reports.4.6	Fee	payment	of	selected	candidatesThe	fee	payment	shall	be	only	by
way	of	online	transfer,	bank	draft	or	pay	order	directly	in	favour	of	the	directorate	and	with	a	proper	receipt	for	such	payment	to	be	The	learner	can	access	their	fee	receipts	through	their	user	logins.There	is	no	capitation	fee	or	any	donation	by	way	of	cash	or	kind,	for	obtaining	admission	to	any	seat	in	ODL	/	Online	modeIt	shall	be	mandatory	for	the
directorate	to	upload	the	details	of	all	kind	of	payment	details	of	the	learner.4.7	Formal	enrolment	of	the	programThe	Directorate	of	Distance	Education	will	verify	the	uploaded	documents	and	check	the	required	criteria	for	the	applied	programme	and	the	Provisional	Allotment	Letter	will	be	dispatched	to	the	candidates	personal	e-mail	in	a	quick
time.	The	candidates	would	be	required	to	make	payment	towards	the	tuition	fees	within	a	stipulated	time.	For	pending	documents,	if	any	which	the	enrolment	team	requires,	it	would	be	communicated	to	the	students	by	the	support	team.4.8	SRMIST-DDE	B.A.	/	B.Com.	/	B.C.A./	B.B.A.	AdmissionSRMIST	Distance	Education	provides	education	to
students	who	want	to	complete	their	graduation	in	the	field	of	Bachelor	of	Arts.Applicants	must	fulfill	the	eligibility	criteria	as	prescribed	by	the	UGCThe	students	of	any	stream	who	have	passed	the	intermediate	class	from	any	acknowledged	board	ofDuration:	The	minimum	time	required	to	complete	the	degree	of	B.A.	/B.Com.	is	three	years.Eligibility
Criteria:	To	become	eligible	for	admission	in	B.A.	/B.Com.	courses,	the	candidate	must	have	passed	10+2	qualifying	exams	from	recognised	institution.4.9	SRMIST-DDE	M.A.	/	M.Com.	AdmissionSRMIST	Distance	Education	provides	education	to	students	who	want	to	complete	their	post-graduation	in	the	field	of	Master	of	Arts/	Master	ofApplicants
must	fulfill	the	eligibility	criteria	as	prescribed	by	the	UGCThe	candidate	of	relevant	stream	who	has	passed	the	undergraduate	course	from	any	recognisedDuration:	The	minimum	time	required	to	complete	the	degree	of	M.A.	/M.Com	is	2	years.4.10	SRMIST-DDE	M.C.A.	/	M.B.A.	AdmissionSRMIST	Distance	Education	provides	education	to	students
who	want	to	complete	their	post-graduation	in	the	field	of	Computer	Applications/	BusinessApplicants	must	fulfill	the	eligibility	criteria	as	prescribed	by	theThe	candidate	of	relevant	stream	who	have	passed	the	undergraduate	course	from	any	recognisedDuration:	The	minimum	time	required	to	complete	the	degree	of	M.C.A.	/M.B.A.	is	2	years.	5.
Online	EducationSRM	IST	Online	programmes	are	recognized	by	the	UGC.	Moreover	SRM	IST	is	a	Category	I	institution	and	is	approved	for	graded	autonomy	by	the	MHRD.	All	the	online	programmes	offered	by	recognized	HEIs	are	considered	equivalent	to	the	regular	programmes	as	per	UGC	ODL	&	Online	regulation,	2020.5.1	Application:The
candidate	can	visit	the	SRMIST	website	click	admissions	India	and	then	click	online	education	or	visit	www.srmonline.in	and	click	apply	now	for	selected	program	from	that,	the	candidate	will	be	guided	through	the	application	process	and	after	providing	the	basic	data	the	candidate	can	click	pay	application	fee	and	can	upload	the	documents	called
for.	The	candidate	will	get	communication	from	the	SRM	IST	if	the	candidate	is	found	to	be	eligible	and	then	the	tuition	fee	can	be	paid.5.2	Admission	process:Application	submission	+	Upload	of	the	following	documentsGrade	sheet	upload	of	10th,	12th,	and	Qualifying	DegreePassport-sized	photographAadhaar	or	other	government-recognized
identity	for	Indian	nationalsBirth	certificatePassport	or	National	Identity	of	the	country	(for	foreign	students)Selection	processMinimum	eligibility	requirement	as	per	UGC/SRMIST	norms5.3	Eligibility	criteriaMBA:(i)	Students	with	bachelors	degree	from	any	recognized	University	(in	any	discipline	with	50%	in	the	qualifying	exams)	or
equivalentOR10+2+3	or	10+2+2+4	or	10+2+5	pattern	OR	10+3+3	or	10+3+2	patternORCA	/	CS	/	ICWA	(10th	&	12th	from	NIOS	will	be	considered	equivalent	to	any	other	board	Exams)	[NCrF	6.0	Level	(minimum)](ii)	At	the	time	of	the	admission	process,	a	candidate	should	have	appeared/passed	in	the	final	semester/year	examination	of	the
qualifying	examinations.(iii)	The	applicant	must	possess	enough	knowledge	and	understanding	of	the	English	Language.CategoryEntrance	TestRequired(Yes/No)Online	Personal	Interview(Yes/No)Working	professionals	with	a	minimum	of	two-year	management	or	professional	experience	(after	graduation)	in	reputed	companies.NoYesWithout
experience*Yes#Yes*Candidates	without	work	experience	and	having	qualified	in	CAT/MAT/GMAT/GRE	are	exempted	from	Entrance	Test	to	be	conducted	by	SRMIST#	May	be	exempted	on	account	of	COVID-19	for	eligible	candidates	and	can	be	shortlisted	through	online	personal	interview	on	merit	basis.MCA:(i)	Students	with	any	graduation	degree
(e.g.:	B.E./	B.Tech./B.Sc./B.Com./B.A./B.Voc./BCA	etc.,)	preferably	with	Mathematics/Statistics	at	10+2	level	or	at	Graduation	level.Obtained	at	least	50%	marks	in	the	qualifying	examination.(As	per	University	regulations,	all	learners	without	a	mathematics	background	are	required	to	complete	a	bridge	course,	which	is	mandatory)(10th	&	12th	from
NIOS	will	be	considered	equivalent	to	any	other	board	Exams)	[NCrF	5.5	Level	(minimum)](ii)	At	the	time	of	admission	process,	a	candidate	should	have	appeared/passed	in	the	final	semester	/	year	examination	of	the	qualifying	examinations.(iii)	The	applicant	must	possess	enough	knowledge	and	understanding	of	English	Language.M.COM:(i)
Students	with	any	Bachelor	degree	with	accounts	from	UGC	recognized	institutions	with	10+2+3	(or)	10+2+4	pattern	are	eligible	to	apply.	The	minimum	percentage	of	marks	/	Cumulative	Grade	Point	Average	(CGPA)	required	to	be	eligible	for	admission	will	be	prescribed	by	the	Admission	committee	of	DOE.(ii)	At	the	time	of	admission	process,	a
candidate	should	have	appeared	/	passed	in	the	final	semester	/	year	examination	of	the	qualifying	examinations.(iii)	Applicant	must	possess	enough	knowledge	and	understanding	of	English	Language.BBA	DIGITAL	MARKETING:	i)	Students	with	10+2	/	10+3-year	Diploma	from	any	recognized	board	including	NIOS,	a	pass	with	50%	in	the	qualifying
exams.	[[NCrF	4.0	Level	(minimum)]	are	eligible.(ii)	At	the	time	of	admission	process,	a	candidate	should	have	appeared	/	passed	in	the	qualifying	higher	secondary	examinations/final	semester/year	examination	of	the	qualifying	examination.(iii)	Applicant	must	possess	enough	knowledge	and	understanding	of	English	Language.BCA	DATA	SCIENCE:
(i)	Students	with	a	pass	in	(10+2)	Higher	secondary	from	a	recognized	board/Institution	including	NIOS,	pass	with	50%	in	the	qualifying	examination.OR(ii)	A	pass	(10+3	or	10+2+2	pattern)	in	Diploma	in	Engineering	from	a	recognized	institution	or	competent	authority	with	a	minimum	aggregate	of	50%Mandatory	Subject:At	least	one	amongst
Mathematics/	Business	Mathematics/	Statistics/	Allied	Mathematics.	[NCrF	4.0	Level	(minimum)]5.4	Selection	intimation	and	fee	paymentCandidates	will	be	intimated	about	their	selection	for	the	programme	applied,	based	on	fulfilling	the	requirement	of	minimum	marks	in	the	qualifying	examination.Upon	selection,	tuition	fees,	and	other	applicable
fees	must	be	paid	online	(through	payment	portal	link).5.5	Formal	enrolment	of	the	program	The	Directorate	of	Online	Education	will	review	the	uploaded	documents	and	identify	any	pending	requirements,	if	applicable.	Should	any	additional	documents	be	needed	for	the	admission	enrolment	process,	our	support	team	will	promptly	communicate	the
details	to	the	candidates.5.6	Refund	Policy:The	refund	TAT	(Turnaround	Time)	period	is	strictly	adhered	to	in	accordance	with	the	refund	policy	prescribed	by	the	UGC	and	other	governing	bodies.	6.	Other	Admissions6.1	Lateral	EntryLateral	Entry	into	courses	of	Engineering,	Architecture	and	Health	science	courses	is	depending	upon	the	availability
of	seats.	The	candidate	who	fulfill	the	eligibility	conditions	shall	be	given	opportunities.6.2	Readmission	for	former	studentsFormer	students	of	SRMIST	who	have	not	been	in	attendance	within	semester	or	who	withdrew	during	a	semester	for	any	reason	like	health	issue,	must	submit	a	formal	application	for	readmission.Re-applicant	must	receive
approval	for	readmission	from	the	Respective	Heads	(department/school/college)	and	the	procedure	is	as	per	the	norms.6.3	Transfer	of	Credits	(from	other	Universities)Students	who	have	attended	other	universities	must	provide	an	official	transcript	from	the	university	attended.	The	regulations	on	the	acceptance	of	transfer	credit	apply	to	any
readmitted	student.7.P	ublic	Advisory	/	No	intermediatesThe	official	website	of	SRM	IST	www.srmist.edu.in	is	the	only	official	and	recognized	website	for	admissions	to	SRM	IST.	Also	admissions.india@srmist.edu.in	is	the	official	email	ID	for	any	communications	related	to	admission.Any	other	deceptively	similar	websites,	or	Emails	/	SMS	/	WhatsApp
messages	etc.,	sent	in	the	name	of	or	on	behalf	of	SRM	IST,	are	all	fake.	SRM	IST	has	neither	directly	nor	indirectly	authorized	/	appointed	any	consultant	or	agency	or	individual	agent	for	admitting	candidates	for	any	programmes.The	public	is	cautioned	not	to	approach	anybody	or	entertain	other	methods	to	seek	admission	into	SRM	IST	apart	from
the	official	channel.	The	public	is	informed	that	admissions	to	all	programmes	are	done	only	on	merit	and	the	Directorate	of	Admissions	is	the	ONLY	NODAL	OFFICE	for	all	admissions.In	spite	of	the	above	advisory,	if	parents	/	students,	knowingly	or	unknowingly,	get	involved	in	cash	transactions	through	non-official	channels,	please	be	advised	that
this	is	at	the	individuals	own	risk	and	SRM	IST	or	any	of	its	authorities	are	NOT	responsible	for	any	or	all	of	the	consequences	arising	thereof.SRM	IST	does	not	accept	cash	transactions	for	any	of	its	services.Aspirants	who	want	to	pursue	their	higher	education	in	SRM	IST	are	advised	to	directly	approach	the	Directorate	of	Admissions	at
Kattankulathur	(Near	Chennai),	Tamil	Nadu	or	visit	www.srmist.edu.in,	for	all	relevant	information.	If	anyone	finds	any	website(s)	deceptively	similar	to	www.srmist.edu.in	and	promises	admission	in	SRM	IST,	or	if	anyone	demands	cash	promising	admission	in	SRM,	we	kindly	request	you	to	bring	it	to	our	immediate	attention	by	writing	to
cyberwatchdog@srmist.edu.in	so	that	we	can	take	necessary	steps	to	weed	out	such	websites/persons	through	legal	channels.	9.1	Glimpse	of	SRMIST	-DDESRMIST-DDE,	a	division	of	SRMIST,	the	top	ranked	University	in	India,	offers	a	unique	and	vibrant	learning	experience	with	personalised	support.	We	are	a	nationally	recognised	institution,	highly
ranked	and	connected	with	powerful	research	activities	offering	Diploma,	Undergraduate	and	Post	graduate	programs.	An	accredited	degree	from	SRMIST-DDE	can	be	a	great	advantage	in	your	career	and	on	the	job	market.	Through	this	high-quality	distance	education,	the	University	offers	student	centric	approach	and	consistent	support	for	the
progress	of	the	students.	It	also	provides	career	advice	to	the	ambitious	students	in	order	to	set	study	goals	throughout	the	duration	of	their	studies.9.2	Highlights	of	SRMIST	Directorate	of	Distance	EducationThe	aim	of	distance	education	is	to	provide	an	effective	alternative	path	to	wider	opportunities	in	education.	The	objective	of	distance
education	courses	is	to	provide	education	facilities	to	all	qualified	and	willing	persons.	It	may	be	a	fresh	release	of	students	from	the	school,	working	professionals,	or	anyone.	Candidates	who	desire	to	pursue	a	full-time	degree	program	but	are	unable	to	enrol	in	full-time	courses	can	participate	in	a	variety	of	distance	learning	programs	at	SRMIST-
DDE.	Students	must	have	completed	the	12th	grade	to	enrol	in	UG	programs.	A	graduation	degree	is	required	for	PG	programs,	and	some	require	entrance	exams.	Those	who	are	unable	to	join	regular	universities	due	to	various	reasons	can	also	enrol	in	distance	education.Especially,	it	benefits	the	people	who	are	working	and	want	to	pursue	higher
education	along	with	their	careers.9.3	Salient	features	of	SRMIST-DDETo	give	educated	persons	who	want	to	raise	their	level	of	knowledge	access	to	academic	possibilities.To	provide	educational	resources	for	people	who	consider	learning	to	be	a	lifetimeTechnology	based	delivery	system	guaranteeing	increased	studentCreating	interactive	learning
environment	through	learner	centricTo	build	legitimacy	and	standing	for	SRMIST	Degrees,	Diplomas,	and	Certificates,	a	scientific	and	objective	evaluation	method	is	used	to	create	a	dynamic	learningInputs	from	the	industry	experts	and	corporateThe	creation	of	the	content	is	based	on	the	finest	techniques	currently	in	use	to	support	learners	self-
directed	learning.In	addition	to	the	reduced	cost,	it	saves	time	and	helps	to	be	more	productiveStudents	can	learn	at	their	own	pace,	which	isSRMIST-DDE	provides	additional	support	to	the	students	by	guiding	them	through	NPTEL,	MOOC	for	extensive	learning.9.4	Mode	of	applicationThe	entire	process	of	admission	to	SRMIST	DDE	programmes	has
been	digitised	and	carried	through	online	applications.	The	website	provides	all	the	information	related	to	any	programme	like	the	courses	offered,	credits,	evaluation	methodology	and	fees.	The	candidates	aspiring	for	potential	career	and	promotions	in	their	profession	are	advised	to	visit	the	official	website	and	will	be	guided	to	Admission	India-
Directorate	of	Distance	Education.	The	candidates	would	require	to	fill	in	the	online	application	form	with	relevant	details	and	upload	essential	documents	such	as	marksheet,	provisional	certificate	and	degree	certificate.	Once	the	documents	are	uploaded,	the	candidates	have	to	remit	Rs	500/-	to	complete	application	procedure.9.5	Pre-Admission
CounselingThe	prospective	distance	learners	would	like	to	know	various	programme	related	information	prior	to	submitting	the	application	/	joining.	This	is	taken	care	by	providing	relevant	information	in	the	website	in	the	form	of	textual	content,	FAQ,	E-Brochures,	Video	and	detailed	programme	project	reports.9.6	Fee	payment	of	selected
candidatesThe	fee	payment	shall	be	only	by	way	of	online	transfer,	bank	draft	or	pay	order	directly	in	favour	of	the	directorate	and	with	a	proper	receipt	for	such	payment	to	be	The	learner	can	access	their	fee	receipts	through	their	user	logins.There	is	no	capitation	fee	or	any	donation	by	way	of	cash	or	kind,	for	obtaining	admission	to	any	seat	in	ODL
/	Online	modeIt	shall	be	mandatory	for	the	directorate	to	upload	the	details	of	all	kind	of	payment	details	of	the	learner.9.7	Formal	enrolment	of	the	programThe	Directorate	of	Distance	Education	will	verify	the	uploaded	documents	and	check	the	required	criteria	for	the	applied	programme	and	the	Provisional	Allotment	Letter	will	be	dispatched	to	the
candidates	personal	e-mail	in	a	quicktime.	The	candidates	would	be	required	to	make	payment	towards	the	tuition	fees	within	a	stipulated	time.	For	pending	documents,	if	any	which	the	enrolment	team	requires,	it	would	be	communicated	to	the	students	by	the	support	team.9.8	SRMIST-DDE	B.A.	/	B.Com.	/	B.C.A./	B.B.A.	AdmissionSRMIST	Distance
Education	provides	education	to	students	who	want	to	complete	their	graduation	in	the	field	of	Bachelor	of	Arts.Applicants	must	fulfil	the	eligibility	criteria	as	prescribed	by	the	UGCThe	students	of	any	stream	who	have	passed	the	intermediate	class	from	any	acknowledged	board	of	education.Duration:	The	minimum	time	required	to	complete	the
degree	of	B.A.	/B.Com.is	three	years.	Eligibility	Criteria:	To	become	eligible	for	admission	in	B.A.	/B.Com.	courses,the	candidate	must	have	passed	10+2	qualifying	exams	from	recognised	institution.9.9	SRMIST-DDE	M.A.	/	M.Com.	AdmissionSRMIST	Distance	Education	provides	education	to	students	who	want	to	complete	their	post-graduation	in	the
field	of	Master	of	Arts/	Master	of	Commerce.Applicants	must	fulfil	the	eligibility	criteria	as	prescribed	by	the	UGCThe	candidate	of	relevant	stream	who	have	passed	the	undergraduate	coursefrom	any	recognised	institution.Duration:	The	minimum	time	required	to	complete	the	degree	of	M.A.	/M.Com	is	2	years.9.10	SRMIST-DDE	M.C.A.	/	M.B.A.
AdmissionSRMIST	Distance	Education	provides	education	to	students	who	want	to	complete	their	post-graduation	in	the	field	of	Computer	Applications/	BusinessApplicants	must	fulfil	the	eligibility	criteria	as	prescribed	by	theThe	candidate	of	relevant	stream	who	have	passed	the	undergraduate	coursefrom	any	recognised	institution.Duration:	The
minimum	time	required	to	complete	the	degree	of	M.C.A.	/M.B.A.	is	2	years.	7.	Public	Advisory	/	No	intermediatesThe	official	website	of	SRM	IST	www.srmist.edu.in	is	the	only	official	and	recognized	website	for	admissions	to	SRM	IST.	Also	admissions.india@srmist.edu.in	is	the	official	email	ID	for	any	communications	related	to	admission.Any	other
deceptively	similar	websites,	or	Emails	/	SMS	/	WhatsApp	messages	etc.,	sent	in	the	name	of	or	on	behalf	of	SRM	IST,	are	all	fake.	SRM	IST	has	neither	directly	nor	indirectly	authorized	/	appointed	any	consultant	or	agency	or	individual	agent	for	admitting	candidates	for	any	programmes.The	public	is	cautioned	not	to	approach	anybody	or	entertain
other	methods	to	seek	admission	into	SRM	IST	apart	from	the	official	channel.	The	public	is	informed	that	admissions	to	all	programmes	are	done	only	on	merit	and	the	Directorate	of	Admissions	is	the	ONLY	NODAL	OFFICE	for	all	admissions.In	spite	of	the	above	advisory,	if	parents	/	students,	knowingly	or	unknowingly,	get	involved	in	cash
transactions	through	non-official	channels,	please	be	advised	that	this	is	at	the	individuals	own	risk	and	SRM	IST	or	any	of	its	authorities	are	NOT	responsible	for	any	or	all	of	the	consequences	arising	thereof.SRM	IST	does	not	accept	cash	transactions	for	any	of	its	services.Aspirants	who	want	to	pursue	their	higher	education	in	SRM	IST	are	advised
to	directly	approach	the	Directorate	of	Admissions	at	Kattankulathur	(Near	Chennai),	Tamil	Nadu	or	visit	www.srmist.edu.in,	for	all	relevant	information.If	anyone	finds	any	website(s)	deceptively	similar	to	www.srmist.edu.in	and	promises	admission	in	SRM	IST,	or	if	anyone	demands	cash	promising	admission	in	SRM,	we	kindly	request	you	to	bring	it
to	our	immediate	attention	by	writing	to	cyberwatchdog@srmist.edu.in	so	that	we	can	take	necessary	steps	to	weed	out	such	websites	/	persons	through	legal	channels.	Skip	to	content	1.	Founders	Scholarship	(applicable	for	4	years)Objective:	Instituted	in	the	year	2010,	the	scholarship	aims	to	encourage	and	attract	(1)	toppers	in	qualifying
examination	or	Joint	Entrance	examination	seek	admission	in	the	first	year	of	B.	Tech	(2)	exemplary	sports	personalities	to	seek	admission	in	any	Diploma/UG/PG	programmes	of	SRM	IST.Who	can	apply?Candidates	who	have	passed	qualifying	examination	(HSC	or	degree	as	applicable)	in	regular	mode	in	FIRST	ATTEMPT	in	the	current	year	of
admission,	and	securedA).Early	Bird:-	Applicable	to	students	who	have	passed	out	in	the	previous	year	and	could	not	take	admission	anywhere	due	to	any	reasons	whatsoever	(Early	Bird)	provided	they	secure	the	said	percentage	of	marks	in	+2	examination.B).Extremely	Meritorious	Students:-	1.	Top	100	ranks	(spread	across	all	phases)	in	SRMJEEE
(UG),	2.	Top	20,000	ranks	in	IIT	JEE	(Mains),	3.	State	first	rank	in	HSC	of	respective	state	boards	or	CBSE	within	India	4.	District	topper	in	HSC	in	Tamil	Nadu	State	Board	or	CBSE	within	Tamil	Nadu.C).Exemplary	sports	persons:-	representing	University/District	(Province)/Zone/State/National/InternationalConditions:	Must	apply	every	year	within
the	stipulated	dateSl.	NoSub	CategoryPrerequisitesAdditional	Requirements	/	RemarksConditions	for	renewalAEarly	BirdCompleted	+	2	in	the	previous	yearHigh	percentage	of	MarksHas	to	apply	online	within	thestipulated	time	and	get	enrolled	orelse	it	stands	cancelled.Cannot	be	claimed	for	the	same	ata	later	date.Based	on	the	performanceBTop
100	ranks	in	SRMJEE	(UMust	be	eligible	for	admission	to	First	Year	B.TechAttending	SRMJEEE	counselling	is	mandatoryNILMust	apply	every	year	within	the	stipulated	dateNo	arrears/backlogs	at	the	time	of	applicationMust	possess	required	CGPA	as	stipulated	by	committee	from	time	to	timeNo	break	of	study	or	detention	or	disciplinary
action/malpracticeSubject	to	maintaining	a	CGPA	>	9	and	the	recommendation	of	the	scholarship	committeeTop	20,000	ranks	in	IIT	JEE	(Mains)State	first	ranks	in	HSC	of	respective	state	boards	or	CBSE	within	IndiaExtremely	Meritorious	StudentsMust	submit	certificate	of	distinction	from	The	Secretary,	School	Education	of	the	respective
stateDistrict	topper	in	HSC	in	Tamil	Nadu	State	Board	or	CBSE	within	Tamil	NaduCExemplary	sports	persons	representing	University	/	District	(Province)	/	Zone	/	State	/	National	/	InternationalOnly	select	programmes	as	decided	by	the	management	are	permissible	under	sports	quotaMust	be	eligible	for	First	Year	Diploma	/	UG	/	PG	programme
permitted	under	the	quotaMust	approach	the	Directorate	of	Sports,	SRM	IST,	Kattankulathur	Campus,	for	trials	/	selection	is	a	prerequisite	for	admission.If	the	student	continuous	to	represent	the	UniversitySubject	to	maintaining	a	CGPA	>	7	and	recommended	by	Directorate	of	Sports	Hi,	The	refund	of	money	in	SRM	Kattankulathur	will	be	effected
only	by	RTGS/NEFT	.	ORIGINAL	documents	required:	All	receipts	towards	the	payment	of	fees.	Counselling	Call	Letter	Provisional	Allotment	Letter	(PAL)	Cheque	leaf	(cancelled)	of	the	bank	to	which	transfer	of	money	is	to	be	done.	The	college	will	not	be	responsible	for	the	change	of	account	information.	The	registration	fee	of	Rs.	10,000	will	not	be
refunded	and	the	other	fees	paid	will	be	refunded	after	deduction	according	to	the	number	of	days	after	the	last	notified	date	of	admission.	For	more	information	visit	their	official	website:	Best	wishes!	Skip	to	main	content	Reddit	and	its	partners	use	cookies	and	similar	technologies	to	provide	you	with	a	better	experience.	By	accepting	all	cookies,
you	agree	to	our	use	of	cookies	to	deliver	and	maintain	our	services	and	site,	improve	the	quality	of	Reddit,	personalize	Reddit	content	and	advertising,	and	measure	the	effectiveness	of	advertising.	By	rejecting	non-essential	cookies,	Reddit	may	still	use	certain	cookies	to	ensure	the	proper	functionality	of	our	platform.	For	more	information,	please
see	our	Cookie	Notice	and	our	Privacy	Policy.	
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