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1. INTRODUCTION
1.1. HISTORY

St. Xavier’s College was established at Palayamkottai in 1923 by Jesuit Fathers with
an aim of preparing generations of students for a happy, healthy and harmonious life.
The history of the college is a saga of human excellence, endurance and commitment for
more than eight decades. The University of Madras recognized St. Xavier’s College as the
First Grade College in 1925 on the basis of its academic achievement. The college is situated
in a semi-urban area, surrounded by many villages in the southern tip of Tamil Nadu. Most
of its students belong to poor and middle-class families and 70 % of them are first generation
learners. It is a Christian minority institution, which offers higher education to students
without discrimination of caste or creed or religion, and the right of every student is
protected. The focus is on inclusive education. The college aims to be an agent of social
change, instilling in youth an awareness of the great need of social justice based on
brotherhood and dignity of the human person in contemporary society.
The motto of the college is Veritate Lumen et Vita (Life and Light through Truth). It is a
grant — in — aid institution recognized by the UGC Act under sections 2(f) and 12 (B). The
college was affiliated to the Madurai Kamaraj University in 1966. In recognition of its
service and excellence, the college was granted autonomy in 1987. The college was affiliated
to the Manonmaniam Sundaranar University in 1990. The National Assessment and
Accreditation Council assessed and accredited the college at Five Star Level in April 2000 ,
at “A” Grade in 2006 and at “A” Grade with a CGPA 3.50. . The UGC conferred the status

of College with Potential for Excellence on St. Xavier’s College in September 2004.
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1.2. VISION AND MISSION

VISION :
To mould young men and women as leaders in all walks of life so that they may serve the

people especially the poor and the oppressed of our nation in truth, justice and love.

MISSION :

» To achieve a synthesis of academic excellence and formation of character
To ensure social justice through equity and access
To equip students with global competencies

To engage in relevant research activities

YV V VYV VY

To promote Lab to Land through outreach programmes

1.3. CORE VALUES
e Truth
e Social justice
e Commitment
e Compassion
e Striving for excellence

e Service to others

St. Xavier’s College (Autonomous), Palayamkottai, is run by the Jesuit Madurai Province of the
Society of Jesus. The College follows the Corporate Policies for Higher Education promulgated

by the Provincial of the Jesuit Madurai Province.

The Excerpts from Corporate Policies of Jesuit Higher Education are given below.
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SecTiON - 2

THE VISION FOR THE JESUITS OF
MADURAI PROVINCE INVOLVED
IN HIGHER EDUCATION

1. INTRODUCTION

At this moment of history when we are in the twenty-first
century, we, called to be companions of Jesus in the footsteps
of St.Ignatius, St.Francis Xavier, Beschi, Robert de Nobili and
St.John de Britto have attempted to spell out for ourselves
the specific thrust of our vocation in the present socio,
economic, political, cultural and religious situation of Tamil
Nadu.

The political freedom of our country achieved in 1947 has failed
to break the bondage of our people over the years. This
bondage has been intimately linked with institutionalized religion
and communal bigotry. In spite of the spirit of assertion brought
in by certain positive forces, the masses have, by and large,
tended to live in a culture of silence.

Today about 50 per cent of our people are poor and kept
illiterate. They are deprived of the basic necessities of life and
education, of human dignity and the power to decide their own
future. There is degrading inequality caused primarily by caste
discrimination.

In response to this situation numerous action groups and civil
rights organisations are paving the way for mass.mgvements
which will hopefully bring about the desired liberation. Against
them, however, various forces of repression are at work to
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stifle the emerging social consciousness. But they cannot stifle
it since the Lord of History. who ever hstens to the crv of
the oppressed. marches on beckomng His people 10 follow
Him.

It is the same Lord of History who has opened out for us
new spiritual horizons of total dedication and o outreach to
our downtrodden and dispossessed brothers “nd sisters i
Tamil Nadu. Though we are only just over 500 Jesuits in the
midst of 6.5 crores of people in our State, v arc not
disheartened by the insignificance of our numerical strength, We
derive vitality and dynamism {rom the message and mission of
Jesus which we continue to assimilate through the Spintual
Exercises. the-recent General Congregations and the pointed
message from Fr. General to our Province. From these we
understand that the contemporary equivalent of the mission of
salvation is the integral liberation of man TOWARDS
LIBERATION TOGETHER WITH THE POOR/DALITS.
(Dalit - The word literally means broken. This word embraces
what usually the Government refers to as Scheduled Castes.
These people have suffered the heinous crime of untouchability
down the centuries. )

This struggle for faith, which embodies within it the justice of
the Gospel “cannot be for us simply one ministry among others.
It must be the integrating factor of all our ministries™ (GC
32. Dec 2::'9, GC 33; 35).

The preferential option for the poor/Dalits means that we cast
our lot with them through concerted social action. Our love
is, indeed, for all human beings but assumes different forms.
We love the oppressed by espousing their causes and we love
the oppressor by emancipating him from his greed and
domination which dehumanize him.
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2. Tne PreamsrLe 10 HIGHER EDUCATION

In the context of the emerging social, economic, political
and cultural changes arising from globalization,
privatization, saffronization, commercialization,
communalization, environmental degradation, violation of
human rights and the fast changing science and technology
— the Jesuits of Madurai Province in higher education are
called to respond in the light of the Gospel values and
the Ignatian Magis through their preferential option for the
poor/Dalits to work for a better environment in nature and
society and to train responsible persons. This in concrete
terms would mean integral formation by promoting a
humanistic society in which men and women would become
agents of social change working for the establishment of
a just society with a focus on the excluded and the
marginalized Dalits.

Such an enterprise we undertake in the footsteps of St. Ignatius,
St. Francis Xavier, Beschi, Robert de Nobile and St. John
de Britto. The motto that drives us on forward is : Towards
Liberation Together with the poor/Dalits. This motto has its
theoretical and practical content.

Theoretically education should aim at imparting total formation
to human beings and helping them grow up as responsible
persons. Education of any Christian is cooperation with God’s
own design and action, not only at its starting point but in
its continuing process towards its end.

The human person is born to grow; he is created not as a
finished product; but as a potential being, a raw material. He is
constantly in passage, from raw nature to a mature perfected
person. Education does not and cannot remain a bonus or luxury
of a selected few. Itis the patrimony of all, just as culture is.
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The passage from raw nature to a mature periccted person
1s the growth of the total reality of man.. It is a growth from
helplessness and weakness of the baby to strength and self-
reliance of the adult, from the fears and self-centredness of
the newborn to the courage and ability to trust and love of
the mature person, from the ignorance of the infant to the light
of learning of the educated, from the constraints of social
structures, to the authenticity of freely chosen values and goals,
from the mitations of the present instant to the possession of
the past and under the control of the Divine Spirit of holiness;
from inner conflict to peace. In short, it is a passage from
slavery to freedom. Thus learning means: growth in all areas
of human life in an organic manner giving the central place to
growth in freedom.

Freedom means the power to assume responsibility for oneself,
to determine oneself in the present and for the future. Education
must not only respect, but also promote freedom; nay more,
enlarge areas of freedom. For knowledge and culture put within
our grasp the accumulated wealth of past history and emotional
stability. Character formation frees us from the slavery of
uncontrolled passions because freedom is mediated by
knowledge and wisdom. Thus education of the whole person
has its focused growth towards a real freedom. In freedom
the human being becomes responsible for his/her destiny.

There 1s another important dimension to education. It is the
soctal dimension. A person is bom of others and grows through
others. This growth from raw nature to a perfected person
which education promotes is growth in socialization. The
individual cannot be subservient to a group or be a mere cog
in the social machine. Authentic learning implies a growth in
self-awareness both of the person and the society, which needs
to be civilized and reformed. Growth in freedom supposes a
capacity to assume the ongoing development of society and
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at the same time to stand apart from it to judge and change
it. There is no status quo. Change, even radical change, is part
and parcel of all evolutions and experience of the human person
and preparing for such change is intrinsic to education.

We have reached a point of history when many have written
off education as an instrument of social change. But at the same
time, there are some who strongly believe that education can
be an effective instrument of social change, if we reorient
education as ‘an education for justice’, implying not merely
making the individual students and teachers agents of social
change through various curricular and co-curricular activities but
also transforming the college itself to be an institutional agent
of change, through its impact on the downtrodden community
around, and the kinds of students it admits from there. [t means
paying attention to both in-house programme and internal
organisation, as well as outreach projects and extension
services outside the institution.

Unfortunately, there are many people in educational institutions
who suffer from the Cain complex and repeatedly ask the
question: am I my brother’s keeper? The scholarly privileged
class has repeated this question. Students and teachers have
been trained to think only about themselves and their own
future. What is needed is that we impart such an education
as to give witness to social justice. In short, education must
be value based and value oriented. Educational enterprises
should have faith and justice dimension to bring about the social
change. It means that the educators and the educated should
be committed to faith and justice.

In practice, educational institutions should accept the above
new dimension of faith and justice, and help form young men
and women who will be not only brilliant scholars, but also
‘men and women for others’. There is no use for unconcerned
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scholars in our institutions and in the world at large. They live
in ivory towers, while filth, squalor, and injustice abound all
around at the foot of the towers. It must be said that no
worthwhile scholar today would refer to outreach programmes
as non-curricular or extra-curricular. They are and should be
co-curricular, nay more, intra-curricular.

With the above theoretical content and base, the following
practical guidelines have been worked out schematically.

3. GOALS SET TO REALIZE THE ABOVE VISION
a. To provide an integral formation
b. To create agents of social change

¢. To strive for academic excellence and promote
research

a. To provide an integral formation, we require persons

- who ought to be emotionally mature;

- who live for human values;

- who are ethically conscious;

- who are morally upright;

- who can analyze and evaluate situations;
- who are open to realities;

- who are other-centred;

- who have biblical knowledge;

-. who have God experience;

- who have a catholic spirituality;

- who have knowledge of world religions.
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b. To create agents of social change by

raising in them an awareness of the present situation;
- familianizing themselves with tools of social analysis:
- involving them in concrete situations;

- traming them in team spirit;

- training them to work for the excluded and the
marginalized;

- their commitment to society.

¢. To strive for academic excellence and promote
research

- acquiring sound knowledge
- creating a thirst for knowledge;
- creating a research atmosphere;

- placing knowledge at the service of the poor.

4. MODALITIES TO ACHIEVE THESE GOALS

For Jesuits

an awareness of and commitment to the vision;

involvement in neighbourhood ministry;

keep abreast of the changes in higher education;

commitment to higher education as a mission.
For Lay Staff

- train our lay staff to understand and accept our vision
and option;
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- motivate them to commit themselves to work for the
poor;

- train them in special skills related to integral formation;

- include our staff in planning and execution;

- encourage them in relevant research.

- provide them with opportunities for updating/ongoing
formation.

For Students

courses on personality development;

- courses on leadership;

- courses on human rights;

- involvement in outreach neighbourhood programme;
- participation in various human rights issues;

- training them in critical thinking;

- training them to grow in environmental awareness;
- training in civics and duties of a citizen;

- training them in multi-religious tolerance;

- training them to work as a team.
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SecTtioN - 3

SEMINAL POINTS
OF CORPORATE POLICIES

S 3

I. The Jesuits in higher education must strive to uplift the
poor / Dalits through the ministry of higher education.
Our preference is for Catholic Dalits.

2. This must be reflected in the admission and appointment
procedures,

3. Special attention must be given to promoting education
of women at the P.G./M.Phil. level.

4. We should impart quality education through Self-
Financing Courses and the staff in the SFCs must be
given attractive salaries. We should avoid mere
duplication of courses.

5. The Jesuits must cherish team spirit and should strive
to foster union of hearts and minds.

6. As the education ministry is entrusted to the whole
academic community, we must actively promote lay
partnership.

7. We should prepare students with integral formation.
8. Every college must involve itself in extension work.

9. Besides teaching and extension work, there must be
a climate of research so that the fruits of research reach
the poor and disadvantaged classcs.

10. We should actively promote alumni apostolate.

I1. Wherever possible we should be ready to collaborate
with other religious congregations and like-minded
groups.
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SecTION - 5

ADMISSIONS

l. Admissions : Policies and Procedures
1.0 Admissions : The Preamble

Given the Indian context where only 6 per cent of those
who pursue primary and secondary education make
it to the tertiary level, the really poor are almost always
excluded from the benefits of higher education. The
Higher Education Commission should grapple with this
situation and make all cfforts to make the poor its
beneficiaries. The following policies and procedures in
admissions concretely show that we stand for the
poor/Dalits.

1.1 Number : While deciding on the optimum number of
students to be admitted, the following cnteria shall be
Kept in mind:

i1.1.1 The number permitted by the University. ¢.g. B.Sc.
Botany - 50 seats sanctioned +15 (30% extra seats)
(St. Joseph’s College, Tiruchirappalli). M.Sc. Botany
16 sanctioned + 5 (30% cxtra scats) (St. Joseph's
College, Tiruchirappalli).

1.1.2  Fifty per cent of the seats are for the minority
community. The management can admit whomever it
wants under this category. Another 50% of the seats
must be filled up according to community reservation
as spelt out by the Tamil Nadu Government.
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(OC: 31%, BC: 30%, MBC : 20%, SC : 18%,
ST: 1%). OC - open category. Anybody may compete
for this seat on merit.

1.1.3 The probable number of dropouts during the course
of the year because of admission to professional
courses.

1.1.4  The number of staff permitted.

1.1.5  Facilities available.

1:1.6 Possibility of personal attention.

1.1.7  Effectiveness of the teaching learning process.
1.2 WOMEN STUDENTS

1.2.1 With regard to admission of women students the
following guidelines are to be followed:

. Women students are to be admitted to the P.G./
M.Phil. courses.

ii. For such courses more local Catholic women and
daughters of our staff are to be admitted than now.

. Twenty- five per cent of the total number of seats
in the P.G./M.Phil. courses are to be reserved for
Catholic women students of Tamil Nadu.

iv. This reservation is meant only for Catholic women.
This is done keeping in view the fact that the number
_of seats at the P.G./M.Phil. level is limited and
Catholic women do not have easy access to P.G.
courses in non-Catholic institutions.
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1.2.2 If seats are vacant because suitable male students are
not available for any P.G./M.Phil. course, those seats
may be given to women, preferably Catholics.

1.2.3  Women may be admitted in U.G. courses with the
explicit permission of the Provincial. More Catholic and
poor/Dalit women are to be preferred than now.

[.2.4  On the whole 25% of the total number of seats should
be reserved for Catholic women and daughters of our
staff. Because women in Karumathur and neighbouring
arcas are more backward than in other arecas, Arul
Anandar College may reserve 33 per cent of the
seats for women thus ensuring preferential option for
Catholic women.

1.3 Target People

1.3.1  Our preferential option for the poor should be reflected
in our admission policies. Hence preference should be
given in admission to poor/Dalit students.

1.3.2 A mimimum of 25 per cent of the seats should be
reserved for students belonging to the low income
group. When applications for admission are being
scrutinised and processed conscious attempts must be
made to select students of low income from the data
given in the application forms and in interviews. A
special cell should be formed in the Admission
Committee to take care of the poor students.

1.3.3  Physically disabled students, the visually impaired, polio
victims etc., who seek admission to our colleges merit
special consideration.
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1.3.4 There should be efforts to identify the first generation
learners and admit them to our colleges.

1.4 Geographical Distribution

1.4.1 Attempts should be made to realise the concept of
neighbourhood , i.c., a college should primarily admit
students of the neighbourhood and the surrounding
arcas (as per the districts allotted) for the UG courses.
For the PG and M.Phil. courses, a certain amount of
mobility within the State should be permitted. In gencral
students from other States should NOT be admitted
at the expense of students from Tamil Nadu. Clerics
and religious from other States may be admitted. In
line with the recommendation of the H.E. Commission,
the following civil districts in Tamil Nadu are allotted
to our colleges to realise the concept of neighbourhood.
Even though Pondicherry is not a civil district of Tamil
Nadu, it is considered so.

a) St. Xavier’s College of Education: The whole of
Tamil Nadu. Pondicherry diocese can be left out
as there are B.Ed. colleges there.

b) St. Xavier’s College: Kanyakumari, Tuticorin,
Tirunelveli, Virudunagar, Sivagangai, Ramnad.

¢) Arul Anandar College : Madurai, Dindigul,
Sivagangai, Ramnad, Virudunagar.

d) StJoseph’s College : Tiruchi, Thanjavur, Pudukkottal,
Sivagangai, Ramnad, Dindigul, Nagapattinam,
Coimbatore, Namakkal, Erode, Nilgiris, Cuddalore,
Villupuram, Karur, Ariyalur, Perambalur, Pondicherry.
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¢) Loyola College : Chennai, Kanchipuram, Vellore,
Thiruvallur, Thiruvannamalai, Villupuram, Salem,
Dharmapuri, Pondicherry.

1.4.2 Applications should be considered according to the
norms specified here.If there are not enough takers for
certain courses, applicants not conforming to the
stipulated norms could be considered.

1.4.3 Special preference should be given to students from
rural areas.

1.5 Application Form

1.5.1 Each college can design the application form the way
it wants. The cost of the application form should not
be increased without the consent of the Jesuit teaching
staff.

1.5.2 The application form should have the following
information regarding the candidate.

* The place and the institution last studied.

* Religion

*  Community: FC, BC, MBC, SC, ST, Dalit Catholic
* Educational status of parents

* Native place: Corporation/Municipality/Panchayat
* Parental income.

*  Stream/Matric/State Board/CBSE

* Marks: Total Percentage

* Language
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15928

1.6

1.6.1

1.6.2

1.6.3

1.6.4

1.6.5

*  Co-curricular activities
*  Any Physical disability / Visual defect
*  Address for communication

* If Catholic, attestation from the parish priest

The application form should give the information that
poor/Dalit students can apply for scholarships from the
management.

Minority Character

There should be a minimum 50% of Catholics to claim
that we are a minority institution.

Given our Province’s preferential option for Dalits and
the poor, no Catholic SC/ST student should be denied
admission into the UG courses.

With regard to PG courses we should admit as many
Catholics as possible.

While implementing 1.5.1 and 1.5.2 care should be
taken to give the courses sought by the students
specially in disciplines like Mathematics, Physics,
Chemistry, Biotechnology, Computer Science and
Commerce. The cut-off marks should be sufficiently
lowered to take in as many Catholics and Dalits as
possible.

In PG courses 50 per cent of seats should be set apart
for Catholics of which 25 per cent should go to
Catholic Dalits. In St. Xavier’s College of Education
25 per cent of the total seats should be reserved for
Catholic Dalits.
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Government rules are given below for information and action.

The Government quota of reservation is as follows:

BC MBC SC ST

31 %

30% 20% I 8% 1%

This rule of reservation will apply to:
100 % of seats in a Government College.

50% of seats in the case of an Aided Minority
College.

90% of seats in the case of an Aided Non-Minority
College.

50% of seats in the case of an Unaided Private
(Self-Financing) College both Minority and Non-
Minority and in the Unaided courses offered by the
Aided Colleges.

Reservation is applicable to each course in UG and
PG.

With regard to the above government guidelines:
It is enough if we adhere to overall 50/50
(minority / Government) reservation for the
whole college. It is not necessary to implement
it for every course. (Refer: The Court Case of Jain
College).
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1.6.6  All applications shall be considered favourably in the
following order of priority.

a) Catholic Dalits and Tribals
b) Catholic non-Dalits
S 9_"7’ ‘fr‘\ "¢) Non-Catholic Dalits and Tribals
Q_\); X d) Non-Catholic Backward Classes
¢) Others

(e ij(«‘wk; |

L7 Admission Procedures

1.7.1  Before the University and the Government, the overall
responsibility for admissions is with the Principal He
should however share his responsibility with the admission
committee set up for this purpose. The Principal, in
consultation with the Rector, appoints the members of
the committec and convenes meetings.

Members of the admission committee designed by the
Province:

a) Principal / Chairman
b) Rector

¢) Admission facilitator (functions are spelt out under
the section on office-bearers.)

d) One Jesuit Vice-Principal
One Dalit (Catholic Dalit Staff)
e¢) Two Senior Staff <

One Non-Jesuit teaching staff
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fy One Lay Vice-Principal
g) One Lay Dean

h) Local Dalit coordinator.(functions are spelt out
under the section on office-bearers.)

On the whole, at least one member of the admission
committee must be a Catholic Dalit.

(The Government guidelines are as follows: Selection
Committee for UG and PG courses designed by
the State Government : The Selection Committee
shall consist of the Principal, one seniormost SG
Lecturer of the College and one more SG Lecturer.
In addition, for selection to the UG courses a member
of the teaching staff belonging to SC / ST of the
college, if available, shall be co-opted and for selection
to the PG courses the senior SC / ST Staff from a
postgraduate department shall be co-opted. If no such
person is available, the person co-opted for the UG
Selection Committee shall also serve in the Postgraduate
Selection Committee.

1.7.2 The composition of the college admission committee
may be rotated once in two years, except for the
Principal, Rector and if necessary the Jesuit Vice-
Principal.

1.7.3 There could be an admission counselling office to
advise the applicants in general. A Jesuit and a lay
professor may be appointed to help Catholics and
Dalits select the course according to their aptitude and
academic background. The local Dalit coordinator
could help out the Dalit students.
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1.7.4  All the recommended cases should be placed before
the admission committee through the Rector and the
Principal of the college. The committee should suggest
the appropriate action to be taken in such cases.

1.7.5 If there is any difficult case which has to be decided
outside all the above procedures and in all cases of
appeals, the Rector, as the head of the institution will
use his discretionary powers to dispose of them.

1.7.6  The healthy practice of not accepting donations must
be continued. Also no entrance test fee for interview
and written test should be collected.

1.7.6.1 To let the public be informed of this healthy practice
and to prevent unscrupulous elements from exploiting
the name of our institutions in the matter of collecting
donations it is advisable that our policy of not accepting
donations be made known to our lay staff members
and others.

1.7.6.2 That we do not get donations for admissions must be
printed in the prospectus and the college calendar.

1.7.6.3 A text like the following could be written on a
blackboard and displayed in a prominent place on the
campus : “As has been the practice so far, the
management of this college shall not receive any
donation for admission. We shall appreciate it if any
violation of this norm is brought to the notice of the

management.”

1.7.6.4 In the applications it must be mentioned that the
management comes forward to offer financial assistance
to poor/Dalit students.
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1.8

1.8.1

1.8.2

1.8.3

1.8.4

1.9

1.9.1

1.9.2

1.10

1.10.1

Functions of the Admission Committee

The committee should decide the cut-off marks for
various subjects according to the categories spelt out
in 1.6.6

The committee should ensure that all applications are
registered with all the particulars.

The committee is responsible for processing the
applications and preparing the list of candidates for
admission. The committce should strictly adhere to the
admission policies outlined above.

After admissions are over, the data regarding admissions
should be sent to the PCHE and the Coordinator of
Dalit Commission in the prescribed format.

Admissions to Self-Financing Courses and LIBA

The same procedures as spelt out for the day college
may not be possible. There should be some efforts
to admit and support students from disadvantaged
classes. Lack of money alone should not lead to the
exclusion of deserving candidates from being admitted.

LIBA has its own parameters for admitting students
as laid out by AICTE. The entrance exam should be
at the national level. However, Dalit Catholics, Catholics
and students of Tamil Nadu must be given preference
by lowering the cut-off marks in the entrance exam.

Appointment of staff in LIBA

The Province Coordinator will conduct the interview
for the appointment of staff in LIBA as in other
colleges.
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1.11  Admission to Hostels

1.11.1 Though we are supposed to take in more local students
from the neighbourhood than now, the hostels are
important and have a great role to play in the formation
of our students whether they come from necarby or
faraway places.

i. Poor students need to reside in recognised hostels
attached to a college, if they are to avail themselves
of Government scholarships.

ii. Hostel life may contribute to the integral formation
of students.

1.11.2 The following norms should be followed with regard
to admissions to the hostels:

i As in the case of admissions to the college,
admissions to the hostel should also reflect our
option in the following order of priority.

a) Catholic Dalits and Tribals

b) Catholic non-Dalits

¢) Non-Catholic Dalits and Tribals
d) Non-Catholic Backward Classes
¢) Others

i. As the ‘concept of neighbourhood’ is accepted
~ (cf.1.4.1) the number of undergraduate students
admitted into our hostels will be restricted. Hence
the hostel facilities could be extended more and
more to the PG, M.Phil. and research students.
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SeEcTION - 6

SELECTION AND APPOINTMENT OF THE
TEACHING & NON-TEACHING STAFF,
PROMOTION AND TRAINING

1.0 STAFF SELECTION

1.1 The corporate recruitment policy now adopted with
regard to our colleges in the province should continue
for the following reasons :

> It will ensure a fair selection of candidates and ward
off accusations of arbitrariness, casteism and partiality
with regard to staff recruitment.

> It will ensure fair distribution of talented people
among our colleges.

It will relieve the authorities of individual institutions
of undue pressure and the consequent ill feeling
towards them.

Y

» It will make the staff (Jesuit and lay) feel that they
all belong to one Jesuit management with common
vision and objectives.

1.2 As regards appointment of Jesuits to teaching posts
in our colleges, the present practice will be continued.
The Provincial assigns the Jesuit and the Secretary

appoints.

1.3 The following norms and procedures apply only to
permanent vacancies to be filled in and long leave
vacancies of more than ten months.
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1.3.1

1.3.2

L.3.3

1.3.4

1.3.5

1.3.6

1.3.7

The college should make it known to the Province
Coordinator for Higher Education as soon as approval
is obtained from the government for posts for which
lay staff are to be recruited.

The PCHE will insert an advertisement for all the
approved vacant posts.

Relevant application forms can be obtained from the
PCHE’s office for a fee of Rs.300.

Candidates applying for the posts should send their
applications to the PCHE’s office.

The applications will be processed and interview cards
sent to the applicants by the PCHE’s office according
to norms and guidelines laid down by the Education
Commission.

The interviews will be held in the college for which
the posts have been advertised.

The interview board for the selection of the staff
consists of the following members: The Coordinator for
Higher Education, the Principal, the Secretary and two
external members. It was agreed at the Superiors’
Meeting that the Head of the Department need not
be on the panel for interview. When appointing external
experts their competence and familiarity with recent
trends in the subject of the Department should be taken
into account. Care should be taken to ensure that they
have a good understanding of our options and objectives.
The Coordinator must keep the names of the external
experts confidential. The majority of the Board members
appointed should be Catholics. Whenever possible at
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least one lay Catholic Dalit member should find a place
on the Board.

1.3.8 The applications together with curriculum vitae of the
candidates to be interviewed will be sent in advance
by the PCHE’s office to the colleges where the vacant
posts are to be fulfilled.

1.3.9 The Board should aim at reaching a consensus regarding
the candidate to be selected.

1.3.10 Not merely the candidates’ knowledge of the subject
and their academic qualifications but also their skills
of communication in the class room, their ability to
maintain discipline, their personality traits and value
system should be taken into consideration while selecting
the candidates for appointment. Efforts should be made
to ascertain whether the candidates would be able to
share the institution’s vision and mission, goals and
objectives. Members should feel free to share among
themselves any personal knowledge they may have of
the candidates appearing for the interview.

1.3.11 Empowerment of women has to be seriously considered.
While we are in the process of admitting more number
of girl students it is the need of the hour to appoint
women staff also. While appointing women, it should
be kept in mind that the total number of women staff
members on a campus should not exceed 10 per cent
of the total staff strength. In the appointment of women
staff preference should be given to Catholics.

1.3.12 Preference will be given to candidates

a) who have field experience in youth activities. rural
development work etc.,
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1.3.16 If after the interview, some allegations of a serious
nature detrimental to the appointment of the selected
candidate are made, the PCHE should be contacted.
The PCHE will gather relevant information to ascertain
the seriousness or otherwise of the case. If the matter
is of a serious nature, the selection of the candidate
will be reviewed by an ad hoc committee consisting
of the PCHE, the Secretary and the Principal of the
college involved and one of the external members
earlier present at the interview and the original decision
of the Board may then be altered if necessary.

1.3.17 The Coordinator recommends the selected candidate
to the Provincial. With his approval he asks the
Secretary to appoint the selected candidate.

1.3.18 Expenses for the advertisement are met by the
Coordinator. The T.A. and D.A. claim and local
hospitality for the outstation members of the interview
board are the concern of the colleges in which
interviews are held. A clerk should be appointed to
check the certificates of those who appear for the
inferview.

2.0 STAFF APPOINTMENT

2.1 Appointment in permanent vacancies will be done from
the selected list of candidates provided by the Common
Staff Selection Board.

2.1.1 In making such appointments, the rank indicated in the
selection list should be adhered to.

2.1.2 The Secretary of the college sends the appointment
order to the selected candidate and makes the
appointment.
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13

2.1.4

A copy of the appointment order should be sent to
Fr. Provincial, Fr. Rector and the Province Coordinator.

Special cases pertaining to selection and
appointment of staff that fall outside the stipulated
norms should in every instance be referred to the
Higher Education Commission.

If priests (diocesan or religious) join the Department
of Philosophy at Arul Anandar College, a sponsoring
letter addressed to the Governing Body of the college
from the regional conference of Bishops / Provincial
of the religious congregation should be obtained.

Migration or mutually agreed transfer of our staff
(teaching and non-teaching) from one Jesuit college
to another may be effected by mutual consent of the
Secretaries. The matter should first be referred to the
Higher Education Commission in every case.

Appointment in Leave Vacancies
Short Leave Vacancies:

1) For short leave vacancies (i.e. less than 10 months)
appointments should be made by the Sccretaries
from the available list of selected candidates if
interviews have already been held for the posts.
While making such appointments, the rank in the
list of the selected candidates should be adhered
to.

i) If no interviews have been held with regard to
certain posts and consequently no lists are available,
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the ‘Secretary of the college can make such
appointments in short leave vacancies in consultation
with the Rector and Principal. It may be yet good
to have some sort of interview.

i) At the end of the leave period/academic year, such
appointments should be terminated.

2.2.2 Long Leave Vacancies:

i) For long leave vacancies (i.e., more than 10
months) the selection processes are done by the
Coordinator of the Province and the selected
candidates are appointed by the Secretary.

ii) These appointments are not terminated at the end
of the academic year, if the candidates are found
suitable. Since the government is not prepared to
pay for the vacation period, the candidates may
have to be relieved and reappointed after the
vacation period.

23 FIP Vacancies

2.3.1 We are permitted to relieve the staff on FIP only when
a qualified staff is available for appointment in the FIP
vacancy.

2.3.2 The University Grants Commissions pays the substitute
in the FIP vacancy.

2.3.3 Since the salary for an FIP substitute is received at
a later date, a subsistence monthly salary of Rs.5000
must be paid to the candidate. This amount can be
recovered as and when his salary is received.
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Period of Probation

‘o
=

3.1 Oricntation programmes for the newly recruited staff
members should be held. They must be made to share
the Jesuit vision of higher education. If necessary, the
newly recruited candidates should be put through some
programmes to improve their communication skills.
Continuous follow-up is required to help the new
recruits tide over the initial difficulties. Some members
of the Jesuit community should be entrusted with the
care of the new recruits.

32 Two types of assessments should be conducted during
the period of probation of the new recruits :

32.1 One should relate to the knowledge and the
communication skills of the probationers and this
assessment should be made by students and the Head
of the Department. Remarks are to be obtained from
the HOD after the first six months of probation and
then again towards the end of the year from the
Principal and the students. Forms for assessing the
probationers are to be distributed to students without
prior intimation and these records of students’ evaluation
arc also to be filed.

3.2.2  Another kind of assessment should be undertaken with
regard to the probationer’s commitment to the Jesuit
vision of higher education. This assessment should be
undertaken by the Head of the Department, some
senior staff members and Jesuits who know the
probationer. While assessing the probationer, the lay
staff should be assured of strict confidentiality.
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4. 0  Termination of Service

4.1 Termination of service of a probationer 1s to be done
on the basis of periodic assessment of the staff during
probation and records of this assessment should be
carefully maintained.

4.2 If there is any doubt regarding the merits of a
probationer, his services should be terminated at the
end of the first year itself and he should not be
reemployed in the same vacancy.

4.3 If the service of a probationer is terminated, three
months notice or three months salary is to be given.

5. 0 Appointment to the Headship of a Department

5.1 The headship is a selection post since the appointment
is made only after an interview in all cases. If the
selection is to be made from within the same department,
there is no need to advertise the vacancy in the papers.
The senior staff who qualify should be invited to attend
the interview and be asked to forward their curriculum
vitae in advance to the Secretary. If there are no
qualified persons within the department the post should
be advertised.

5.2 The appointment is made on the basis of seniority cum

merit. As a general rule, a senior person from within

" the same department should be promoted to headship.

The ‘merit’ in question depends on: teaching expenence,

academic qualification, acceptance of the Jesuit aims

and objectives of higher education in Madurai Province,
leadership qualitics and administrative abilities.
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53

54

5.5

5.6

51

6.
6.1

6.2

6.3

Though there is no difficulty in appointing the seniormost
professor, it should be made known to the staff that
it is not automatic. It is always a selection post and
appointment is after an interview,

Expression of honest dissent should not be held as an
objection to promotion to a higher post in our
institutions.

As with the assessment of the candidates on probation,
prospective promotions to the headships of departments
in individual colleges should be brought to the notice
of the Higher Education Commission.

The provision indicated in no. 5.1 above, is applicable
also to all Jesuit teaching staff qualified for the post
of headship.

The colleges are free to appoint heads on the basis
of rotation. The period may be three to five years.

Appointment of Vice-Principals/Deans
As a rule at least one of the Vice-Principals is a Jesuit,

The number of Vice-Principals and Deans and their
job descriptions are left to the individual colleges. Clear
job description for posts of Vice-Principals and Deans
should be formulated by individual colleges themselves.
Various models are given under the section on role of
office-bearers.

The following common procedures are however to be
followed with regard to the appointment of lay persons
for the posts of Vice-Principals and Deans.
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6.3.1

6.3.3

6.3.4

6.3.5

6.3.6

7. 0

7.1

The appointment of lay Vice-Principals/Deans should
not be thrown open to clection since these are
academic and administrative posts and not representative
or political ones.

Criteria regarding qualities required of persons to be
appointed for such posts should be evolved by the
colleges themselves.

An ad hoc committee (consisting, for example, of two
senior staff members and the President of the Staff
Association) should be constituted.

The committee after due consideration, consultation
and discussion may present a list of three names from
among which the management could appoint Vice-
Principals/Deans.

The post is to be held for a maximum period of three
years.

The Lay Vice-Principals/Deans should be given a
greater share of authority and responsibility than what
is given them now.

Redressal of Grievances

The Provincial, who is also the Chairman of the
Govemning Body will appoint, when needed, a Review
Committee at the Province level to settle disputes
involving individual members of teaching as well as non-
teaching staff or students which cannot be settled at
the local level. It is called a Review Committee since
it is a high level arbitration body whose main function
is to review the earlier decisions taken locally in an
effort to reach a just settlement.
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7.2 The following norms are to be observed when anybody
appeals to the Review Committee:

7.2.1 The aggrieved party appeals to the Review Committee
only after he/she has explored the ordinary channels
for redressal locally available such as the Head of the
Department, the Principal/Rector and the Standing
Committee of the Governing body.

7.2.2 He/she must submit the grievance in writing and
address it to

The Review Committee

C/o The Provincial
Provincial’s Residence

St. Mary’s, Post Box No. 6,
Dindigul - 624 001.

7.2.3  The submission of grievance must be accompanied by
an arbitration fee of Rs.300 (in the form of bank drafl
in favour of the Provincial). The money is not refundable.

7.2.4 The Provincial after ascertaining that all local channels
available for redressal of grievances have been explored,
appoints a Review Committee consisting of at least
three members (Jesuit and lay) to deal with the case
in question.

7.2.5 The committee meets both the parties in question
individually to be informed of the facts of the case.

7.2.6 It ascertains the common grounds of agreement and
disagreement and evolves modalities of settlement
through discussion among the members of the commttee.
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72.7 1t holds discussioiis unce again with the parties involved
regarding the settlement.

7.2.8 The Chairman of the Review Committee intimates (o
Fr. Provincial in writing (three copies) the
recommendations.

7.2.9 The final settlement is communicated in writing to the
aggrieved party and to the PCHE by Fr. Provincial.
The settlement announced by the Provincial is binding
on both the parties.

7.2.10 The T.A.and D.A. claims and hospitality of the
members of the Review Committee are the responsibility
of the colleges involved.

7.2.11 The possibility of appeal to a Review Committee at
the province level and the modalities of its functioning
should be made known to our staff and students and
should be mentioned in the college handbook.

7.2.12 The functioning of the Review Committee should be
evaluated periodically.

8. 0 Non-Teaching Staff

8.1 Introduction : The non-teaching staff form an integral
part of the college administration. They also share along
with others in the common mission entrusted to the
academic community of forming the youth entrusted to
our care. Thus they become partners in the common
enterprise of creating a just and humane society.

8.1.1 In addition to the academic qualifications as prescribed
by educational authorities, the following norms should
be kept in mind while recruiting the candidates.
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a) Suitability of the person for the job.

b) Personal qualifications matching the job requirements.
c) Preparedness for hard work.

d) Interest in the welfare of the institution.

8.1.2  For a post for which no specific academic qualifications
are prescribed by the Government, we should insist
on the candidate having the ability to read and wnte.

8.1.3 Preference should be given in the following order of
prionty:

a) Catholic Dalits and Tribals
b) Catholic Non-Dalits

¢) Other Dalits and Tribals
d) Other Backward Classes
¢) Others

8.1.4 Children of our domestic and Class [V employees are
to be given preference.

8. 2  ArPOINTMENT AND PrROMOTION OF NON-TEACHING
STARF

8.2.1 Any candidate seeking appointment as a non-teaching
staff should send in the application with relevant
particulars.

8.2.2 The Province Coordinator will conduct the interview
and select the candidate for the Non-Teaching
Staff also.
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8.2.2 The Selection Committee consisting of the PCHE, the
Principal, Secretary, the Rector and the local Dalit
Coordinator will interview the candidates and select a
suitable person.

8.2.3 The Secretary will i1ssue the appointment order.

8.2.4  As per the Taoml Nadu Private Colleges Regulation Act
1974 the promotion from one category to another in
the non-teaching cadre is on seniority basis.

8.2.5 The appointment of non-teaching staff 1s on the basis
of probation for one year and at the end of completing
the probation the employee should be confirmed in his
job, 1f found satisfactory or his service terminated 1f
unsatisfactory.

8.3 Service Conditions

8.3.1 The service conditions of the non-teaching staff are as
prescribed by the Government.

8.4 Management Staff

8.4.1 The selection, appointment, salaries and service
conditions of those non-teaching staff who do not get
the salary form the government are governed by the
Jesuit Madurai Province Domestic Employees
Regulations.

8.4.2 The Domestic Employees’ Welfare Council could
periodically check the implementation of the service
conditions found in the Jesuit Madurai Province Domestic
Employees Regulations.
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8.5 Training and Development

8.5.1 The non-teaching staff should also share the vision,
aims and objectives of the Jesuit institution. For this
purpose opportunities should be given them to attend
seminars, workshops and training programmes.

8.5.2 Opportunities should also be given them for self-
development and professional advancement.
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SecTiON - 9

EXTENSION SERVICE CENTRES
IN OUR COLLEGES

1.0 Rationale

1.1 We are committed to challenge and change the
oppressive structures of society through our colleges.
Today we are challenged more than ever by the existing
inequalities, injustices and the dehumanising poverty
around us to do something significant in order to benefit
the rural and the urban poor with our institutional
resources and power. The extension service centres of
our institutions with their outreach programmes can lead
to the transformation of the college community as well
as of the neighbourhood.

2. 0 Objectives

2.1 To involve the staff and students in the service of the
rural and the urban poor, since this exposure and
involvement are necessary for the social transformation
of the academic community itself.

2.2 To empower the poor with knowledge and skills for
improving their quality of life and for their own
liberation.

3. 0 Activities
3.1 Education and Organisation

3.1.1 Since primary education is very poorly organised, it
could be strengthened by establishing pre-schools
(balwadis) and organising supplementary education to
school-going children and dropouts.

3.1.2 Arranging in-service training for primary and high
school teachers.
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3.1.3  Organising non-formal and adult literacy programmes
along with the National Literacy Mission (NLM) to
achieve total literacy in the target areas.

3.1.4 Placing our infrastructural facilities such as labs,
playgrounds, classrooms, etc. at the service of the poor
we serve.

3.1.5 Organising with the help of the local people and
Government agencies small income generating projects
such as agro-industries, tailoring, gem-polishing etc.

3.1.6 Encouraging students to make use of their cultural
talents to promote social awareness among the people.

3.1.7 Organising forums for village women and youth so that
they undertake developmental activities for improving
their quality of life and get involved in social and human
rights issues.

3.2 Health, Hygiene and Nutrition

3.2.1 Organising free medical camps and community health
programmes with the help of voluntary doctors, primary
health centres and social workers at grass-roots level.

3.2.2 Involving students in health education and nutrition
programmes for children and women.

3.3 Environmental Activities

3.3.1 Organising programmes on environmental awareness
and education, social forestry schemes, energy saving
and smokeless ‘chulas’ (stoves), etc.

34 Liaison between People and Government

3.4.1 Students could enable people to identify local problems
and represent them effectively to the respective
government departments for the speedy redressal of
their grievances.
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4.0
4.1

4.2

43

-

4.5

4.6

RUNNING OF THE CENTRE

Each college should have an extension centre with the
following full-time staff-members : a director, two or
three coordinators and one office staff. These full-time
members could be assisted by volunteer staff members
from every department.

The University Grants Commission has recognised
extension work as a third dimension of higher education
along with teaching and research. Hence the programmes
organised by the centre should form an integral part
of the college curriculum and students of the college
must participate in them as a requirement for their final
certification. The students should be given credits for
participating in an extension programme.

Every student should put in 2 minimum of 120 hours
spread over four semesters.

Fees should be collected from students to meet the
expenses of the programme. A corpus fund must be
built by the management over a period of years to carry
on effectively the programmes of the extension centre.

The organisation and the activities of the centre could
be modified to suit the local conditions of each
institution.

One of the important activities of this centre, besides
the ones mentioned above in 3.1, 3.2, 3.3. and 3.4
is to establish linkages with voluntary organisations,
action groups and people’s movements in the area in
order to collaborate with them in the task of social
transformation.

ST. XAVIER’S COLLEGE (AUTONOMOUS), PALAYAMKOTTAI: 2017-2018

Page 43



3. ROLES AND RESPONSIBILITIES OF JESUIT COMMUNITY, THE SUPERIOR,
THE DIRECTORS OF WORK, THE OFFICIALS, STAFF AND STUDENTS

1.

INTRODUCTION

1.1.1. Education ministry is an important work of the Society of Jesus. In order that this

mission be carried out to its fullness, there is a need for common norms and
guidelines so that there is on the part of the officials transparency and accountability
and on the part of the members of the community shared responsibility.

2. ROLE OF THE COMMUNITY

2.1

2.2.

2.3.

2.4.

2.5.

2.6.

2.7.

Jesuits have been engaged in university teaching, research and scholarly publication
almost since the foundation of the Society (GC 34: 404). Our Educational Mission is
entrusted to the entire apostolic community. Hence every member of the community
has a shared responsibility with regard to the functioning of the institution and should
exercise that responsibility.

Since our communities are apostolic, the members should be clear about the mission
of the Society and its concrete expression in the Province and rise above personal
interests that run counter to the mission of the Society.

A Jesuit, being a member of an academic community, has an obligation to collaborate
with the Directors of work and follow their directives on the apostolic task faithfully
and cheerfully.

It is possible that Rectors/Superiors/Directors are appointed who may not be liked by
a particular Jesuit. But believing in Divine Providence he must extend full
cooperation. Jesuits are sent to labour together and work under the direction of one of
their number.

In their shared responsibility, Jesuits working under a Director have the right and duty
to represent to the Director or to the Rector/Superior any matter they consider
important regarding the work, for collective discernment or discussion. The Superior
and the Directors of work should be open to such suggestions as the advice of their
brother Jesuits and be ready to receive their help.

Anything of importance must be discussed among the teaching Jesuits / community
before implementation.

Even when only some members of the Jesuit community are directly involved in an

apostolate, as far as possible the whole community should be informed about the
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3.0
3.1

3.2.

3.3

3.4.

major events and changes in the apostolic work thus enabling the entire community to

participate in the apostolic work.

THE RECTOR/ SUPERIOR

The government of the Society cannot be restricted to community life alone. It
extends to apostolic activities also. The Superior is the animator of the apostolic
community. He should inspire the Directors and the Jesuit team with the Society’s
ideals and guide them in their mission. He should ensure that the norms and
guidelines, the objectives and policies of the Province, pertaining to the educational
apostolate, are faithfully adhered to in the college. At the beginning of the year, the
Rector/Superior should call the whole community and set priorities, goals and
objectives and draw up a concrete plan of action. He should organize a meeting of the
Jesuits involved in the apostolic work at least once a month to reflect, evaluate and
plan the apostolate. He can draw up the agenda in consultation with the Directors of
work. As the spiritual head of the institution, he should provide a climate in the
campus for the implementation and realization of the Jesuit vision in the best manner
possible.

The Rector/Superior should pay special attention to the training and development of
the members of the community. He has to see to it that the religious community is a
model of work ethics among the staff of the college. He must provide them with
opportunities to acquire relevant academic, spiritual and administrative skills.

The Rector/Superior must also ensure harmony and smooth functioning of the
different units of the institution. Through necessary apostolic leadership, he takes
steps to preserve fraternal harmony. He must be aware of the tensions arising in the
day-to-day functioning of the institution and use them constructively for the growth of
the individuals and the institution. When there is a difference of opinion between the
Principal and the Secretary in matters relating to the college administration, the
Rector/Superior should play an important role and resolve the differences with tact
and prudence.

The Rector/Superior and the Director of Work (Principal/Secretary) must meet once a
week and exchange views on the day-to-day administration of the college. For the

weekly meeting the Hostel Directors could be included.
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3.5

3.6

3.7

3.8
3.9

4.0
4.1

4.2

4.3

4.4

4.5

Except for the assignments of Principal and Secretary all other assignments (Minister,
Procurator, Directors of Hostels) are given by the local Rector/Superior. The
appointments by the local Rector/Superior should be approved by the Provincial.

The Rector/Superior must get a quarterly statement of accounts from every Director
of Work and the accounts must be made known to the members of the community.
The Rector/Superior must strive to preserve unity in an appropriate manner even
though there is distinction of functions between the Director and the Rector/Superior.
The Rector/Superior is the Vice-Chairman of the Governing Body of the College.

The Rector/Superior appoints the Jesuit Office-Bearers in the college such as: Vice-
Principal, Director of Computer Centre, Library Warden, Sports-in-Charge, Controller

of Examinations, Deans.

THE SECRETARY

The Secretary is the Administrative Director of Work in the college and he represents
the Management before the Government. He deals with the University, the
Government and the Director of Collegiate Education on all matters relating to the
general administration of the college. It is his duty to play a supportive role to the
academic community headed by the Principal and complement their work with his
help and encouragement.

As the Correspondent of the college, the Secretary has to keep in touch with the
educational authorities and seek speedy solutions for administrative problems. He
must be familiar with all the GOs issued from time to time.

He should also take pains to mobilize funds from different sources for the
development of the college.

He should supervise the maintenance of the college properties and provide facilities
for a smooth functioning of the departments. For any extraordinary expenses the
permission of the Superior is needed.

The Secretary of the college has the following administrative functions: appointment
of the staff, both teaching and non-teaching, whether permanent or temporary;
appointment of the management staff; approval of the probationary period of the staff
and confirmation of their appointment; promotion of staff; disciplinary action against
errant staff; maintenance of their service register; salary of the staff; sanction of
increment; provident fund, approval of loan, recovery of loan and closure; income tax;

all kinds of leaves except casual leave maintenance of the properties directly
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connected with the college, requirements of the departments; offices and classrooms;
telephones electricity and water; stationery; Xerox machines; computer centre and
legal matters.

When there is a vacancy for headship of a department, the Secretary follows the
guidelines as enunciated in the corporative policy. It is the Secretary who appoints
the Head of the Department.

The Secretary is an ex-officio member of the Governing Body of the college. He also
serves as a member in important policy — making committees of the college.

THE PRINCIPAL

The Principal is the Academic Director of Work in the college, and is the executive
authority of the college. As the leader of the academic community of the institution,
he should provide a climate necessary for the intellectual pursuit of the staff and the
students. He has to play a vital role in motivating and inspiring the academic
community towards excellence. His administration must be governed by Ignatian
discernment, emotional maturity, team work, mutual trust and inner freedom that does
not seek any personal goals.

He supervises all the academic programmes of the college and keeps the Secretary
informed of all matters of general and financial administration. He represents the
college in all academic bodies like the University Grants Commission, the University,
the AIACHE, the Xavier Board and the JEA.

The Principal has the following functions in the college: day-to-day administration of
the college; planning and executing all academic programmes; supervision of the
teaching and non-teaching staff; allotment of work to the teaching and non-teaching
staff in consultation with the Secretary; routing of the leave applications to the
Secretary; drawing up the calendar and timetable; curriculum and research; attendance
of staff and students; allotment of classrooms; facilitating co-curricular activities and
extension services; admission of students; maintaining student and staff discipline;
administering scholarships and helping poor students; officially in charge of the
hostels and the Evening College (Shift 11); UGC work; Autonomy; examinations and
President of all the Associations in the college.

It is the duty of the Principal to establish clear channels of communication and
facilitate interaction. The IQAC Director / Co-ordinator, the Vice-Principals, the
Deans and the Heads of Departments will assist him to form an effective team.
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Delegation of authority with responsibility together with accountability should mark
the style of his administration.

The Principal elicits the opinion of the academic community (including Jesuits) with
regard to the selection of lay Vice-Principals, lay Controller of Examinations IQAC
Co-ordinator and lay Deans. The proposals are discussed among the teaching fathers.
It is the Principal who appoints them to these offices.

A manual of work book for the different officials of the college should be prepared in
each institution and made available for reference. The role, responsibilities and rights
of all the different officials who assist the Principal should be clearly defined.

The Principal is the Secretary of the Governing Body of the College.

DEPUTY PRINCIPAL

The Deputy Principal of the Shift Il Courses takes the place of the Principal in all the
day-to-day academic and administrative programmes.

He supervises the teaching and non-teaching staff in all that concerns their work —
attendance, assignment of work, casual leave, internal tests, invigilation and
discipline.

He directly controls the activities of all the students: attendance, assignments, leave of
absence, leave on duty, medical leave, functions, internal tests, prizes and medals,
results of the exams, meeting parents of weak students, absence without leave and
general discipline.

He keeps the Principal informed of all matters pertaining to the Shift 11 Courses and
gets his clearance whenever necessary in academic matters. The Principal is the
overall executive authority of the Shift Il programmes

The various departments approach the Secretary through the Deputy Principal for all
their requirements.

He visits the exam halls during the internal test programmes.

He keeps the Secretary informed of general facilities like canteen, furniture,
electricity and drinking water.

The Director of the Computer Centre and the other coordinators work in good
collaboration with the Deputy Principal.

Attention must be paid to the needs and problems of the girl students of the Shift Il

Courses.
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CONTROLLER OF EXAMINATIONS

The Controller of Examinations is appointed by the Secretary of the college in
consultation with the Management.

He gets the list of courses approved by the Academic Council for each semester from
the HoDs.

He Plans the semester examinations and declares the results on time.

He gets the copy of the syllabus and question papers from the departments for
Examinations

He calls for question papers and sends them for scrutiny and gets them printed.

He plans detailed semester examination schedule and assigns invigilators.

He conducts central valuation and arranges for third valuation if necessary.

He prepares an overview of results and presents the salient features before the award
committee.

He arranges for printing of statements of marks and cumulative marks sheets for
distribution.

He presents the final list of eligible students to the University for issuing the
diploma/Degree.

He is the Co-convener of the committee on malpractices during semester
examinations.

He prepares the budget for the Controller’s office and gets it approved by the
Principal.

He appoints the question paper setters and examiners in consultation with the
Principal and HoDs.

He approves the payment of remuneration to the question paper setters and the
examiners.

He supervises the Controller’s office staff and sanctions leave for its office staff.

IQAC DIRECTOR / COORDINATOR (IQAC OFFICE)

The IQAC office has a well-established structure with Computers, Xerox machine and
other facilities. It has a data analyst, website assistant and Photographer cum
secretarial assistant.

The IQAC Director / Coordinator organises orientation programmes for faculty,
administrative staff and students.
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He conducts student feedback on teachers, feedback on curricular aspects from
students, alumni, parents, employers, general feedback on different aspects of the
campus from students, alumni, parents, employers, performance based evaluation for
teachers as per the direction of the Coordinator for Madurai Province Jesuit Higher
Education Commission, exit(survey) poll on all aspects of the life in campus to
provide valuable feedback for quality sustenance and improvement in teaching,
learning and research experiences in the College.

He documents and reports various activities of the College for various higher
education requirements.

A continuous follow up has been made on infrastructural resources of the college to
assure adequate, appropriate and better facilities to assure conducive and enabling
environment for teaching, learning and research.

He facilitates the creation of a learner-centric environment conducive to quality
education and faculty maturation to adopt the required knowledge and technology for
participatory teaching and learning process.

He acts as a nodal agency of the Institution for coordinating quality-related activities,
including adoption and dissemination of best practices.

He ensures the development of Quality Culture in the institution.

He develops quality benchmarks/parameters in various activities of the college.

He disseminates information on quality aspects.

He acts as a member of all the committees in the college to ensure quality standards to
be evolved by the College (Governing Body, Academic Council, Award Committee,
Officials and HOD Meetings, College Council, Planning and Evaluation, Finance
Committee, Examination committee, Curriculum Development Cell, etc.)

He finalizes and sends reports to NAAC/UGC and University.

He prepares Academic Calendar.

09. VICE PRINCIPAL

1. The Jesuit Vice-Principal should work in close collaboration with the Lay Vice-

Principal and is mainly responsible for the general discipline of the students.
He monitors the attendance and regularity of the Il and 11l year Degree students. He
is responsible for all that concerns their attendance, regularity, leave of absence, leave

on duty, medical leave, late coming, absence without leave and discipline.
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3. He supervises the student council election and its activities in close collaboration with
the students, council advisers and the Lay Vice-Principal. He convenes the council
meetings two or three times a semester and looks after the council members.

4. He studies the results of the Il and 111 year Degree students and keeps in touch with
the weaker students.

5. He also meets the parents of the Il and Ill year Degree students, weak in studies, to
discuss the progress of their wards.

6. He selects the students of the Il and Il year Degree classes for prizes and medals.

7. He approves the class tours and field trips of the 1l and 11l year Degree students in
consultation with the Principal.

8. He visits the exam halls during internal tests and semester examinations.

9. He looks after the general discipline during functions.

10. He attends to the general needs of the girl students.

11. He identifies the poor students among the hostellers and recommends them for
scholarships and concessions.

12. Blood donation by students and staff comes under his control. Care should be taken
in selecting the needy and deserving cases who request blood donation.

13. He keeps the Secretary informed of all general facilities to the staff and the students
like the canteen, furniture, electricity, drinking water and other requirements.

14. He meets the Principal regularly and keeps him informed of all developments. He is
also in constant touch with the Heads of Departments.

15. He conducts student council election.

THE LAY VICE-PRINCIPALS

1. The Lay Vice-Principals should work in close collaboration with the Jesuit Vice-
Principal and they are responsible for the general discipline of students.

2. They monitor the attendance and regularity of the | year Degree and the Postgraduate
and M.Phil. students. They are responsible for all that concerns their attendance,
regularity, leave of absence, leave on duty, medical leave, late coming, absence
without leave and discipline.

3. They study the results of the I year Degree and the Postgraduate students and keep in
touch with the weaker students.

4. They also meet the parents of the | year Degree and the Postgraduate students, weak

in studies, to discuss the progress of their wards.
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They select the students of the | year Degree and the Postgraduate classes for prizes
and medals

They approve the class tours and field trips of the Postgraduate students in
consultation with the Principal

They look after the general discipline during functions.

They are in charge of the conduct of all internal assessment programmes of all
students.

They supervise the invigilation work of all the internal tests and the semester
examinations.

They look after the Day Scholar Centre and the general needs of the day scholars.
They identify the poor students among the day scholars and recommend them for
scholarships and concessions.

They meet the Principal regularly and keep him informed of all developments. They

are also in constant touch with the Heads of Departments.

THE DEANS (DEAN OF SCIENCE & DEAN OF ARTYS)

The Dean’s Office has a well-established structure with computers, Xerox machine,
and other facilities.

The Deans deal with all matters related to the University Grants Commission and
Autonomy. Grants received from the UGC are handled in the Dean’s Office. All the
communications from the UGC are dealt with by them. They also look after the FIP
and other fellowship programmes of the UGC.

They plan, coordinate, supervise and arrange the meetings of the following:
Governing Body, Academic Council, Boards of Studies of all Departments, Finance
Committee, Planning & Evaluation Committee, Curriculum Development Cell and
Research Cell. The minutes of these meetings are maintained in the Dean’s Office.
The agenda and the minutes for the weekly meeting of the Heads of the Departments
and for the monthly meetings of the College Council are prepared by the Principal and
the Deans.

All the Research Departments and the Research Scholars deal with the Principal
through the Dean’s Office. All grants received by them are handled in their office and

they deal with all communications and announcements in this regard.
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The Dean’s Office deals with the files relating the AIACHE, the XAVIER BOARD,
the Principals’ Association and the Managements’ Associations.

All deputations of staff members to different programmes, staff participation in
seminars, meetings, conferences and programmes within and outside the college are
arranged in the Dean’s Office.

Visiting commissions from different agencies like the Government, the University,
the UGC and other are received by them. They also take up the preparation and the
follow-up measures to these commissions.

Supervision of the NME & SBE Courses and the maintenance of their accounts are
done in the Dean’s Office

Preparation of Annual Report, Staff Seniority list is entrusted to the Dean’s Office
The syllabus for UG/PG courses are revised once in three years. This work is
completely done by the Dean’s Office.

Applying to the University for new courses / additional seats is handled by the Dean’s
Office

Dean office must submit all records to the IQAC office.

DEAN OF STUDENTS

To deal with students having grievances

To coordinate with Fr. Vice Principal to conduct student council election

To conduct student council inauguration

To conduct leadership programme for class representatives and Student Council
members

To conduct Inter departmental cultural Competitions (INDECO)

To conduct activities in Quiz club

To conduct common functions and celebrations like Christmas, Pongal, etc.

To conduct Inter Collegiate Literary competitions
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DEAN OF WOMEN STUDENTS

Apart from coordinating activities with Dean of students, she will perform the following:

13.

14.

1. To coordinate activities of women students and to get them involved in cultural
activities in collaboration with the dean.

2. To help in maintain discipline, dress code among women students.

3. To organize women empowerment programmes.

4. To look after the needs of women students.

DIRECTOR OF STAND

He is in charge of all extension services to the neighbourhood

He runs the projects such as Self Help Groups, Evening study centers, family
Counseling, etc. in STAND adopted villages.

He organizes the orientation programme for students

He is in charge of STAND programme

CAMPUS MINISTER

The Campus Minister is appointed by the Rector of the College. His functions are as follows:

15.

1. To be available for students for spiritual related counselling.
2. To conduct the prayer sessions

3.
4

To organize retreats for staff and students

To organize orientation programme for students

HEAD/COORDINATOR OF THE DEPARTMENT

Allotment of workload to teaching and non-teaching staff for each semester.
Preparation of timetable for each semester by constituting a committee of three staff
members.

Looks after the day-to-day administration of the academic work of the department.
Forwards CL, ML and OD of teaching and non-teaching staff to the Principal and
ensures the work adjustment.

Constitutes a committee of three staff members to finalise the list of scientific
equipments and books to be purchased under Science fee Account and UGC Grant
and forwards the priority list to the Principal for ordering.

Maintains a stock register and takes steps for stock verification every year.
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Initiates steps for the upkeep and maintenance of scientific equipments once a year
with the prior approval of the Principal

Prepares a list of equipments (not in working condition and beyone repair) to be
discarded.

Monitors the Association activities, Endowment lectures and participation of students
in academic activities organised by other Institutions.

Forwards the students’ educational tour plan to the Principal

Issues letter of certification and consent to students for field visit/training
programme/project work.

As the Chairman of the Board of Studies, suggests names of experts to be members of
the Boards of Studies, suggests names of external examiners for various subjects to
the Controller of Examinations.

Undertakes steps for the revision of UG and PG syllabi.

Scrutinizes the semester examination question papers.

As a member of the Academic Council presents the report of the Board to the
Council.

Views of the department staff and his/her own views on academic matters and student
strength may be presented to the Principal.

All kinds of requests of department staff may be submitted through the Head of the
Department.

Prepares the total workload of the Departments as per Government norms.

Reasonable suggestions of Heads on departmental matters must be given due
consideration.

The Chairman for the semester PG and UG Valuation Boards shall be the HOD or
department staff in the Associate Professor grade recommended by the Head of the
Department.

He/She as a nodal officer, submits academic records to the IQAC office.

TEACHING STAFF

Every teacher is appointed by the Secretary of the College in consultation with the

Board of Management. The courses are allotted by the HOD in consultation with the

department faculty.
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1. He/she cooperates with the HOD and other faculty members in the efficient running
of the department and works with team spirit for the good of the students and of the
institution.

2. He/she takes semester exams/internal tests/invigilation work seriously and checks
malpractice.

3. He/she undertakes and helps in the research activities of the department.

4. He/she is actively involved in practical/project/library work.

5. He/she is available in the campus during college working hours and as and when
required.

6. He/she is present with the students for all the college functions.

7. He/she arranges for guest lectures, field visits, seminars whenever useful and needed
in consultation with the HOD.

8. He/she reports to class on time and should not leave the classes before scheduled time
or cancel classes without informing HOD/Principal.

9. He/she is responsible for maintaining the attendance records of his/her students.

10. He/she does not admit students who come late to the class without the late-slip from
the vice Principal.

11. He/She must submit academic records to IQAC office through HOD/Coordinator.

12. If a College professor or a lecturer by speech or otherwise seeks to mislead his / her
students into activities deemed objectionable, he/she is to be punished for dereliction

of duty.

17. LIBRARIAN

1. Heisoverall in charge of the entire library.

2. He has to see that discipline is maintained in the library.

3. For any ordering of books or any item of furniture in the library, the Principal's
consent is necessary.

4. He signs all bills and checks whether the books ordered were bought or not.
He has to check whether the functioning of the staff in the library is satisfactory. If
there are complaints against any staff in the library, he has to call them and advise
them. If they fail to correct themselves, he reports to the Principal or to the Secretary.

6. He submits all records to the IQAC office
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PHYSICAL DIRECTOR

1. The Physical Director is appointed by the Secretary of the college in consultation with
Higher Education commission.

2. He is in-charge of all sports and games activities in the college.

3. He is the manager of all college teams .

4. He prepares the annual requirement for sports and games and presents to the principal.
5. He looks after the grounds and equipments meant for sports and games.

6. He proposes plans for the development of sports and games in the college to the
college sports committee.

7. He arranges for inter-department, inter-college and inter-university tournaments in
consultation with the Principal.

8. He plans and executes the Sports Day with the help of staff members and students.

9. He arranges for the coaching of players.

10. He accompanies the students when they go for different tournaments.

11. He submits all records to the IQAC office.

OFFICE SUPERINTENDENT

a. The Office Superintendent is appointed by the Secretary of the college in
consultation with the Board of management.

b. He plans and distributes the administrative work of the office.

c. He keeps track of communications from UGC, University, Government and
other officials.

d. He keeps all the records of staff and students.

e. He arranges to look after the VIPs who come to visit the college or the
Principal.

f.  He helps the students to get their scholarships and certificates.

HOSTEL ADMINISTRATION

1. The Principal is the ex-officio Director of all the college hostels. The Principal is

answerable to the University and the Government on all matters relating to the hostel
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administration. He should, therefore, keep in touch with the hostel administration
particularly in its major and serious events and transactions.

2. The Directors of the hostels are independent in the day-to-day administration of the
hostels. They make admissions to the hostels and plan the regular programme for the
year in consultation with Assistant Directors. The number of Assistant Directors
should be decided by the House Consult. All major decisions in the hostel should be
taken only in consultation with the Principal and the Rector / Superior. The Superior
and the Principal should be taken into confidence and be briefed on any serious
developments in the hostel administration.

3. The financial transactions of the hostels should be maintained in two separate account
books. The first one should contain all details of receipts and expenses connected
with the dividing system of the mess. These accounts should be made available, if
necessary, to the student representatives for verification. As this is a very special area
of concern, strict supervision of the expenses must be made and careful and
transparent accounting methods should be adopted.

4. The second account book should have all details of receipts and expenses that are not
connected with the dividing system of the mess. This is strictly the management
account and it includes all collections due to the management, like admission fees,
establishment charges, guest room rentals, guest collections and all other
miscellaneous collections. The bank account is to be operated by the Director and the
Procurator.

5. All major expenses from the establishment charges and from other collections should
be done with clearance from the House Consult. Statement of accounts once in three
months for both the accounts must be made known to the Principal, the Secretary and

the Superior. The hostel accounts must be audited separately.
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6. The model considered suitable for accounting purposes, can be evolved by the
Consult in consultation with the Director of hostel and followed.

7. All fixed deposits in the hostels must be in the joint accounts of the Director and the
Procurator. Disbursal of concessions and scholarships must be done according to
norms and guidelines given by the Superior. Loans to hostel workers are given if

necessary by the Director in a limited way.

21. PLACEMENT OFFICER
1. To collect the data from students
2. To provide placement training
3. To organize off campus and on-campus recruitment
4. To build contact with industries and employers and invites them for campus
recruitment.
5. To maintain contact with Industries.
6. To organize special lectures by industrialists.

7. To conduct training programmes.

22.  STUDENT
a) All students are expected to come to the college decently dressed. Women students should
come wearing chudithar / sarees only. Articles of clothing such as jeans, pants with multiple

external pockets, T-shirts, leggings, short chudidhars are to be avoided by the students.
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b) Attendance

1. Regular attendance at all classes is insisted upon in this college.

2: No one shall absent himself/herself from class without
proper leave.
3: The staff members shall take attendance at the beginning

of each period.

4, A student who is not in the class when attendance is
taken shall be marked absent. If a student absents himself/herself
even for one hour he/she shall lose attendance for that
session.

5: Everyday the students must look at the absentee list
put up on the notice board; if any one is marked absent
by mistake, then he/she should immediately rectify it by
obtaining a correction slip issued by the professor
concerned and countersigned by the Vice-Principal.

6. The attendance of each student will be totalled at the
end of the semester. Periodic intimation will be sent to
the parent or guardian of the student for information
and suitable action.

c) Leave of Absence :
A) Casual Leave (CL) :

A student requiring leave must apply for it in writing in
the application form in advance to the Vice-Principal in
person. The application must state the reason clearly and
be signed by the student and countersigned by the parent/
guardian/director.

B) Medical Leave (ML) :

In the case of iliness, if the absence lasts three days or more, the
absentee shall submit a medical certificate, and the period of absence
will be treated as on medical leave.

1. If the student is absent without leave, his/her absence will
immediately be reported to his/her parents or to his/her hostel
director and disciplinary action such as fining, suspension,
etc., will be taken. Absence for 10 successive days will
entail removal of the student from the college rolls.

o Students who have to leave class during a session for any
valid reason must do so only after obtaining permission

from the Vice-Principal or in his absence, from the
Principal.
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All the scholarship/fee concession holders should earn
90% of attendance, failing which the entire scholarship/
fee concession amount has to be refunded to the government
as per G.O.M.S. No. 1537 Social Welfare Dept., DT. 20.4.83

d) Leave on Other Duty (OD) :

1

Those students who represent the college in sports and games, or
in competitions, such as fine arts, quiz, elocution, etc., or in NSS/
NCC camps, are given credit of attendance for the period. It is called
leave on Other Duty (OD).They should fill in the proper forms meant
for OD and get them countersigned by the professor-in-charge and
submit it to the Vice-Principal before they leave the college for
participation. Those who fail to do so will be considered absentees.

2’ In any official tournament or match where the college
takes part, no student of the college shall play for any
outside team.

3. Those who represent the district teams will be given leave on
other duty if the Principal is requested by the district
secretary in advance. Otherwise their claim for leave on other duty
will not be considered.

e) Certificates :

Any student, past or present, wishing to obtain a transfer
or conduct certificate, must apply to the College office
in the prescribed form. Certificates will not generally
be issued at less than 48 hours notice. No certificate
will be posted unless a stamped self-addressed envelope
is sent together with the application. Those who want
the transfer certificate should bring one of their parents.

f) Good Manners and Behaviour

St. Xavier's College, being a “community of partnership”
of the staff, students and management, tending towards
a common goal, life in the campus must be inspired by
unity, mutual trust and co-operation among these partners.
The following general code of conduct should be observed.

Every student should conform to the rules and regulations
relating to attendance, library, college-fees, examinations
and tests, etc., Hostel inmates must obey the hostel
regulations.
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2. (i) Smoking and use of tobacco are strictly forbidden in the College
and Hostel premises.

(i) The use of alcohol and drugs is strictly prohibited. Any student
found using or having used drinks, drugs or any other intoxicants
will be summarily dismissed from the college.

3. Students are strictly warned against writing or making any marks on
the walls desks or throwing paper or ink about the floor of the class
rooms or corridors. Strict action will be taken against defaulters.

4. During class hours students are not allowed to stand about or walk
along the verandas of the college, particularly in the ground floor,

5. Students are not allowed to eat mid-day meal in classrooms; they
must go to the tiffin room provided or to the canteen.

6. Strict silence must be observed during class hours in the auditorium
as well as in the classrooms.

7 St. Xavier's students are expected to be true ladies and gentlemen,
by being courteous to all, especially to their professors and elders.

8. When a lecturer or any other member of the staff enters a class, the
students must stand up and not sit down until he/she invites them
to do so or he/she himself/herself has taken the seat. They should
likewise stand up when he/she leaves the class.

9. No student should leave the class room during a lecture without
permission of the lecturer. Similarly no student should call out any
student from the class without permission from the lecturer.

10. Any difference that may arise among the students, staff and
management should be resolved by peaceful methods. Requests,
petitions, appeals and complaints of any kind must be made to the
head of the department concemed and never directly to higher
authorities.

11.  College property and furniture should be handled with care and
anyone who damages them will be held liable to pay for the damage
caused. Stealing of college property or belongings of others constitutes
a serious offence and immediate sanction will be imposed. Lights
and fans in the class room must be switched off when there is no
lecture in that room.
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g)

Students will not be permitted to take away any broken apparatus
from the laboratory.

Lecturers and students should park their cycles, scooters, cars etc
in the respective places and not anywhere else in the Campus.

Any organized form of social or cultural celebrations or activities by
students either inside the campus or outside should be done
only with the explicit permission of the Principal and under the
guidance of the Department.

Disciplinary Regulations (Cfr.Tamilnadu Educational Rules (1973)
Nos. 93-98)

Students are forbidden to organise or attend any meetings in the
College premises or collect money for any purpose without the
explicit permission of the Principal.

No student who has been convicted of any offence in a criminal court
will be allowed to continue his studies in the College.

Students should abstain from active participation in party or communal
politics.

Students who indulge in political propaganda or who organise fellow
students into political factions in the premises of the College or
Hostels, or who otherwise engage themselves in party politics are
liable to be expelled from the College and Hostels.

Under the educational rules of the Tamilnadu government (1978) the
Principal has full power to inflict the following punishment; fine, loss
of term certificate, suspension and expulsion from the college, if any
student is guilty of rudeness of behaviour and gross breach of conduct
rules.

Students should not indulge in any activity leading to the disruption
of peace and discipline and dislocation of normal work in the College
and Hostel premises. Those who are guilty of violation of this rule will
be severely dealt with.

Ragging of any kind is strictly forbidden; any one who is guilty of
ragging will be summarily and severely punished.

Consumption of alcohol is Prohibited. Those who are found to have
consumed any intoxicating liquor or drugs shall be liable for criminal
prosecution.

Use of tobacco in any form is dangerous to health. Avoid tobacco
completely.

Students who are guilty of (i) rude language towards the staff of the
College or Hostels; (ii) assault or attempt to assault staff or fellow
students of the College or Hostels will be expelled from the institution.
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