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setting up experiments, maintenance and repairs, and ensures the cleanliness of
classrooms, laboratories and administration area. Non-teaching staff performance
is assessed in every academic year based on fourteen parameters. Assessment uses
a questionnaire based on the above specified parameters and are evaluated on a
five-point scale. The assessment is used for promotions and increments.

e Attitude towards co-workers
e Attitude towards public

e Perceptive and sensitivity

e Staff/student relation

e Dependability

e Attendance/job performance
e |Initiative

e Response to supervision

e Judgment/decision making
e Method of expression

e Potential

e Innovation and creativity

e Job knowledge

e Related accomplishments

It is the policy of the Institute to permit its current faculty to pursue higher
qualifications on a part time basis from renowned and accredited Universities.
However, the following conditions must be complied with

Once approved a faculty member can avail one day a week to dedicate in the pursuit
of that higher degree. The teaching load must be adjusted within the remaining days
of the week

The faculty member must spend the allotted day conducting research in their
research center.

The faculty must make themselves available for routine administrative tasks such
as examinations, inspections etc.

No more than 3 faculty from each department can avail of one day leave at a time
as this would affect the smooth functioning of the department

Faculty member should have received admission into a reputable college or
university in Mumbai.

Procedure

Faculty member must make an application to the principal

The principal will review the application and check whether the policy guidelines
are met.

The principal will make the final decision and communicate that to the concerned
faculty member and registrar.
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15.3.2 Faculty Training and Certification

Faculty are free to take any training or certification courses of their choice during their
free time, online or after college hours. In case, the faculty wishes to take leave to
attend or complete the training or certification course the following conditions must be
met.

e The training or certification should be relevant to the department or subjects
being taught

e No more than 3 days can be given in one semester or more than 5 days in one
year.

e The lost days should not adversely affect the teaching load or syllabus
completion of the faculty.

e The training or certification is conducted by a reputable organization or
Industry association

e Inaddition, the faculty may apply for full or partial funding up to Rs 10000/- from
the department budget for the training or certification provided the following
additional conditions are met

e Department has not exhausted its budget for the academic year.

Procedure
Faculty member must make an application to the principal

The principal will review the application and check whether the policy guidelines
are met.

The principal will make the final decision and communicate that to the concerned
faculty member and registrar.

From time-to-time faculty may want to work on different research-oriented projects
or purchase equipment or develop software that can be beneficial to the institute
or can be a new exploratory project. The faculty may propose purchase of new
equipment or software or support from the MES Executive Committee for their
projects. Following are the guidelines for this scheme. Amount can be sanctioned
after discussion and approval from management

Faculty member should make a concrete proposal with details of proposed
equipment needed. This should include associated costs of the equipment, how it
will benefit the institute or contribute to the faculty member’s research.

This scheme cannot be used to purchase equipment to upgrade laboratories due to
change in syllabus etc. Faculty should use regular institute funds for such projects.

Once the purchase is made the faculty member will maintain records of the
purchase of the equipment, any and all research, patents or other benefits of the
project and submit it to the principal.
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Procedure

Faculty member must make a proposal to the principal with a copy to Dean
Research and Development.

The Principal and Dean R& D will review the application and check whether the
policy guidelines are met.

If approved the principal will forward the application to the MES Executive
Committee board.

The Management Board will consider and approve the proposal.

The principal will communicate that to the concerned faculty member, Dean R& D
and registrar.

15.3.4 Sponsorships for Conferences and Workshops (Travel and Registration)

Faculty members are actively encouraged to participate in conferences and
workshops to present and disseminate their research. In case funds are required for
conference expenses such as travel or conference registration, faculty members
may apply to the department for the funds. Principal may sanction partially or
completely the faculty request provided the following conditions are met.

A total amount of up to Rs 50,000 can be sanctioned for each faculty member.

The faculty member can avail this facility once every 2 years.

Institute has not exhausted its budget for the academic year.

The conference is conducted by a reputable organization or Industry association or
university.

In case leave is required then no more than 3 days can be given in one semester or
more than 5 days in one year.

The lost days should not adversely affect the teaching load or syllabus completion
of the faculty.

Procedure

Faculty member must make an application to the principal

The principal will review the application and check whether the policy guidelines
are met.

The principal will make the final decision and communicate that to the concerned
faculty member and registrar.

Pillai College of Architecture (PICA) has expertise in various research areas to
provide knowledge and intellectual inputs which are of interest to the industry and
other organizations. As a policy PICA encourages its faculty members to take up
consultancy projects under PiCA consultancy. Following are the guidelines for
consultancy projects for the faculty members.

A consultancy project/task/work is one where faculty and research staff provide
knowledge and intellectual inputs to industry or other organizations (within India and
abroad), primarily for their purposes. The requirement may originate from the
industry/other organizations, or faculty could approach industry/other
organizations.
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The concerned faculty member has to inform the Principal in advance before
accepting the consultancy work. The proposal from the faculty member should
clearly indicate the effort involved (in terms of use of office time) and the extent of
use of infrastructure of the institute.

Faculty member should also submit the budget to the principal where details of fees
received (or to be received) and details of expenses towards travel etc are given. In
general college would not pay for of travel or cost of equipment (specific to the
project). Faculty member would be allowed to use available infrastructure of the
institute.

Faculty member should pay 30% of the consultancy fee (and GST if applicable) to the
college, if he/ she uses college infrastructure for implementation of the project.
However, if faculty member does not use college infrastructure, he should pay 10%
of the consultancy fee (and GST if applicable) to the college. The Principal is the final
authority to decide the quantum of consultancy fee, which a faculty member should
pay to the college.

Paid consultancy assignments must have a letter or purchase order from the
organization, clearly mentioning the work carried out, timeline and amount of
consultancy, people involved.

MES will raise an GST invoice for any consultancy project and raise an invoice
containing 18% GST as per the existing rates.

Unpaid Consultancy/Projects

In certain circumstances, faculty members may be requested by government agencies
or non-profit organizations to conduct consultancy on an honorary basis. In such cases,
faculty members should try to obtain a letter or request from the requesting agency in
writing wherever possible. The faculty may carry out such projects after notifying the
principal.

Faculty are encouraged to pursue formal tie-ups with genuine industries or
companies which can be in the form of MOUs. The MOUs can have the following
goals

e Provide industrial or skill development training for students and faculty.

Use of laboratories, libraries, classrooms and equipment of the institute.

Use of equipment and facilities of the industry

Collaborate on research and consultancy projects

Sponsorship of college activities such as conferences, seminars etc
Provide internships and employment

Procedure

Faculty can reach out to industries to initiate discussions on signing MOUs.
Faculty can then notify the principal about the specifics of the industry and the
nature of the MOU and interaction.
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A internal committee constituting the principal, Dean R& D and member of MES
Executive Committee board will consider the MOU and the draft terms and
conditions.

If the internal committee approves the draft MOU it will be sent to the MES legal
department for review.

Once approved the MOU will signed and implemented. The faculty who proposes
the MOU will be responsible for its follow up and smooth implementation.

For time to time, faculty members may want to organize colloquiums, conferences,
seminars or workshops on special topics which are of research or industry relevance.
Faculty member may invite experts from various fields for these events to the
college campus. The guidelines for this scheme are as follows

There should be a clear focused area of interest for the
seminar/workshop/conference/ colloquium

Ideally a committee of a few faculty members would organize the event.

Funding will be derived from the departmental budget and will depend upon the
level of support required. The funds can be used for pay TA/DA/Honorarium to the
invited speakers, food or refreshments, banners and printing

It can be done in collaboration with some professional society or organization or
industry

Procedure

A single or group of faculty members can propose the event deciding the date,
time and quantum of funds required for such an event.

An application can be sent to principal for approval.

Principal will review it along with the Dean R& D and Member of the Management
board for approval.

Once approved the faculty may proceed to organize the event. Once completed an
event report should be submitted to the principal.

Faculty during the course of their employment with the institute might generate a
novel and patentable products. In such cases, MES owns 100% of all the rights to the
invention and it is the faculty’s duty to disclose the nature of the patentable
invention to the principal. MES will pay for 100% of the charges associated with filing
the patent provided the invention is useful, novel and non-obvious.

Procedure

Faculty will disclose potential patents to the principal in the prescribed format.
The IPR committee will review the patent and recommend to the MES Executive
Committee board whether to file the patent.

If approved by the management board, the patent filing process can start

If the patent is approved and subsequently licensed MES will initially recover all of
its expenses from the licensing fees.

For any fees over and above the expenses, MES will retain 50% of the fees and
distribute the remaining 50% amongst the inventors.
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