CAREER ADVANCEMENT CELL

PLACEMENT — POLICY & CODE OF CONDUCT

Eligibility for placements through CAC.

All graduating students shall be eligible to receive placement assistance unless they have been
removed from roles due to disciplinary action.

Registration for Placement Assistance

All students seeking placement assistance are required to register, through their ERP students’
login with CAC.

Also it’s mandatory to sign an undertaking - CAC FORM -1. — Duly signed by the student.

Students who want to opt out of placement assistance should sign an undertaking — CAC FORM -2,
- duly signed by the student and parent.

However all students should undergo placement training programme which will be conducted from
semester 1.

Placement Assistance and Procedure.

The student should be in constant connect with the department placement coordinator.

The companies approaching the CAC will be notified through the placement ERP and the
department placement coordinator.

Willing students should immediately register through the link and submit the resume within 24
hours of such a notification.

Students are advised to keep sufficient copies of the CV/ Resume, passport size photos, etc. ready
so as to submit it as per deadlines announced.

All registered students should be present on the date of the campus placement drive without giving
any reason for absence. If the student fail to attend the placement drive without any prior
permission, the student will be denied placement assistance from then.

Students are expected to be present in proper dress code for the placement drive

Students should follow all the rules and timing for the interview procedures as instructed by the
placement team.

Students should be prepared for the selection process such as Written Tests, Group Discussions,
personal interview/ technical interview etc.

The students are allowed to leave the campus only after receiving proper instructions from the
placement team.

The interview procedure may extend beyond the regular university timing. All students should
make their own arrangement for their safe return back home.

Students who are shortlisted should attend the continuous rounds of selection process either in
campus or off campus.



Absconding from the venue during the process will be viewed severely.

Students are expected to behave professionally with all members. Any misconduct, misbehaviour,
non-maintenance of decorum and derogatory remarks of others or VISTAS would be dealt with
seriously and could lead to disqualification from placement assistance.

Students shall not, at the time of interview, negotiate with the employer about salary and terms
different from what is announced, unless the announcement specifies that the salary is negotiable.

Students registered to an organization shall not withdraw from the selection procedure at any
stage, unless they have a final offer from another organization under the confines of the due
process.

Only in very exceptional circumstances, shall a student be permitted to withdraw from the
selection procedure of attending preliminary interview if short listed by the organization.

Once a student has applied for a particular company after the Placement Cell notification and/or
attended the Briefing/Presentation, it would be assumed that he/she is interested in the company
and hence the excuse of not liking the profile of the company or job shall not be entertained.

Students who will voluntarily disclose with proof that he/she does not require placement
assistance from the institution for reasons like Pursuance of Higher Studies, Joining Family
Business, Medical Reasons, etc. would be permitted non- participation in the placement activities
subject to approval by the Head of the department and they can opt out of the placement process.

Training Process

Training programs are systematically scheduled to cater the needs of every student

Training programs are scheduled either with in-house trainers or out-sourced trainers. The
students are expected to maintain discipline in the training sessions by giving due respect to the
trainers

The assessments given during the training sessions are accounted for subject credits and so the
students should complete the assessments on time with proper preparations

Any indiscipline during the training session will be viewed seriously, as it may offend the trainer
and affect the other students who are willing to attend the training session

Any issues regarding the portions completion or the trainer can be addressed to the HOD or the
Training head at CAC

Missing training sessions will be recorded as absent and will be accounted for any query raised by
the student or the parents for not getting placement through CAC

Students should take up the training activities very seriously and upgrade their skills to face
interviews in companies of repute

Continuous absence will be treated as indiscipline, leading to denial of registration for placements.

Attendance in training programmes is compulsory, as training equips students for career
opportunities including placements, entrepreneurship, and higher studies

Disciplinary Actions on non-adherence to the above

Disqualification from placement assistance.

Fine amount prescribed by the Registrar office to be paid for examination appearance.



e Parents / Guardian will be called for counselling/ enquiry for repeated indiscipline by the student.

Dress code guidelines

All students must maintain a professional appearance, as it creates the first impression. Strict
compliance with the prescribed dress code is mandatory during the placement process

During placement activities—Pre-placement talk & written test, Placement Related Events:
Boys
e Suits/Blazer, Collar Shirt with tie

e Trousers (full pant) for Boys

e Any formal attire/Trousers (full pant) for Girls

e Combed hair

e (Clean shave or properly groomed beard

e Polished Shoes (For boys) Decent Sandals/Shoes (For girls)

e Suits/formal attire with blazer with polished shoes/sandals

e Formal salwar kameez with dupatta (light / pastel shades preferred) OR
e Formal saree (plain or with minimal design) OR

e Formal shirt and trousers (plain, sober colors).

e Closed-toe formal shoes or sandals.

e  Minimal jewelry only.

e Hair should be neatly tied or styled formally.

e Light make-up, if any.

e Nails should be clean and trimmed

Not Permitted

e Jeans, leggings, T-shirts, crop tops, or casual wear.
e Flashy colors, heavy prints, or glittery outfits.

e High heels, Sports shoes, stilettos, or casual footwear like slippers, floaters.

Time Management - Punctuality

e In each process the student must report on time either to CAC or to the company office (if you are
appearing for an interview outside VISTAS campus).

e Itis advisable for each student that they reach the venue 30 minutes before the process & ensure
to communicate his/her presence to the concerned person.

e The students should carry all required documents.



e |If a student fails to comply with punctuality and carrying the required documents, in spite of
warning, he/she is called for a serious action that would be taken against him/her.

Offer of Employment

e An offer letter refers to a placement selection letter issued either individually or in
composite form.

e Students who receive an offer will not be permitted to participate in subsequent placement
processes unless the salary package offered is higher than the one already secured.

e Offers obtained outside CAC procedures will still be treated as placed under normal course.

o Offers will be announced only at the conclusion of the company’s selection process.

e Selected students must submit their joining confirmation on the duplicate copy of the offer

letter when receiving it.

These guidelines are framed to ensure equality and fairness of opportunity to all the students.
All students who opt for placement through the CAC shall abide by the guidelines prescribed
herein above.
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