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ABSTRACT
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1. INTRODUCTION

The Career and Placement Cell (CnPC) appoints student Coordinators and
Volunteers to facilitate recruitment drives, internship processes, and career
development sessions. As official representatives of the institute, Coordinators
and Volunteers are entrusted with advocating for their batch's professional
interests and ensuring a seamless recruitment season. To maintain operational
efficiency and accountability, this document establishes the governing framework

for all student representatives.

All Coordinators and Volunteers are bound by these regulations. The CnPC reserves
the right to amend this policy to better serve the student body and corporate
partners. All decisions executed by the CnPC are final, and any internal disputes will

be resolved jointly by the Faculty Advisors, whose decisions are binding.
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2. GENERAL RULES

2.1 Tenure

Once selected, a CnPC Coordinator/Volunteer is expected to serve the

following duration without interruption:

e BTech & Dual Degree Programmes: Until the conclusion of the
placement season in their graduating year.

e Post Graduate Programmes: One (1) academic year.

Note: Representatives must fulfill their tenure and discharge their
responsibilities satisfactorily. Premature departure or failure to meet
expectations may result in immediate dismissal, rendering the individual

ineligible for future CnP roles, incentives, or certification.

2.2 Recruitment Procedure

The CnPC will initiate the recruitment cycle by circulating an application
form to the student body. Selection is merit-based, determined through

interviews conducted by the Faculty Advisors and the core CnPC team.

2.3 Responsibilities of Branch Coordinators

The CnPC will appoint Branch Coordinators to manage the specific interests

of their respective academic branches and oversee general CnP operations.
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e Task Management: Branch Coordinators will assign operational tasks
to volunteers. Volunteers are responsible for executing these duties
within the stipulated timeframes.

e Exemptions: A volunteer may request an exemption from an assigned
task only under the following conditions:

o Documented academic commitments (e.g., examinations
scheduled within 48 hours).
o Verified medical emergencies.

24 Incentives

Upon the successful and satisfactory completion of their tenure, Coordinators
and Volunteers are eligible for the following incentives, subject to Institute
norms:
e Official Certificate of Recognition from the CnPC.
3 CODE OF CONDUCT

e Corporate Relations: Representatives must proactively engage with
companies to align with the batch's professional aspirations, working
diligently to maximize internship and job offers.

e Operational Excellence: Representatives must execute their duties
without negligence. Any dereliction of duty that delays or negatively
impacts a recruitment drive is strictly prohibited.

e Integrity & Neutrality: Coordinators and Volunteers must maintain

strict neutrality. Any involvement in conflicts of interest, favoritism,
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nepotism, or bribery during the recruitment process is a severe
violation.

e Mandatory Attendance: Attendance is compulsory for all scheduled
training sessions, quarterly reviews, and internal CnPC meetings
throughout the tenure. Unexcused absences will be recorded and
factored into performance evaluations.

e Professional Attire: When hosting or assisting with offline recruitment
drives, representatives act as the face of the institute. Proper attire
(business formals or smart casuals) is mandatory. Unprofessional
clothing—including crocs, slippers, shorts, and casual t-shirts—is strictly

prohibited.

4 STRICT DATA PRIVACY & CONFIDENTIALITY

Due to the sensitive nature of recruitment, all Coordinators and Volunteers are
bound by a strict Non-Disclosure Agreement (NDA) by virtue of their position. Any
breach of data privacy is considered a severe offense.

e Under NO circumstances is a Coordinator or Volunteer permitted to share
the names, email addresses, phone numbers, LinkedIn profiles, or any other
direct contact information of HR representatives or company officials with
the students or anyone outside the core CnPC team.

o Indefinite Scope: This rule applies indefinitely—before the drive,
during the recruitment process, and even after the company has

finished hiring and left the campus.
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o Official Channels Only: All communication between the student body
and corporate partners must be routed exclusively through official
CnPC channels.

o Rationale: Unauthorized direct contact by students leads to
unsolicited messaging, which severely damages the professional
reputation of the institute and jeopardizes future recruitment drives.

o Consequence of Breach: Violating this specific rule will result in
immediate termination from the CnPC without a warning, followed by
an escalation to the Institute Disciplinary Committee.

e Credential Security: The official CnPC portal login IDs (including POD.AI,
Lusha, LinkedIn etc.), email credentials, and passwords must never be shared
with any student, faculty, or individual outside the authorized CnPC team.
Passwords must not be saved on shared or public lab computers.

o Corporate Data Protection: Unreleased data, company compensation
packages, HR contact details, and internal negotiation statuses must remain
strictly confidential until officially released to the batch.

e Student Data Privacy: Coordinators have access to student resumes,
academic records (CGPA), and personal contact information. Using this data
for personal reasons, or sharing a student's resume/details without their

consent to unauthorized parties, is strictly prohibited.
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e Internal Communications: Screenshots, forwarded emails, or verbal
disclosures of internal CnPC meetings, WhatsApp group discussions, or
Faculty Advisor directives to non-members are forbidden.

Any unauthorized sharing of CnPC login credentials, leakage of corporate data, or
breach of student privacy will bypass the warning stage. The representative will
face immediate termination from the CnPC and the matter will be escalated to the

Institute Disciplinary Committee for severe academic/administrative action.
5 HANDOVER & TRANSITION PROTOCOL

To ensure the long-term operational success of the CnPC, outgoing representatives
must ensure a smooth transition of knowledge and resources.

e At the end of their tenure, Branch Coordinators and Volunteers must
officially hand over all institutional data, corporate point-of-contact (POC)
details, and pending workflows to the incoming team.

e Outgoing members must log out of all official CnPC accounts on their
personal devices and ensure they are removed from official communication

channels upon graduation or tenure completion.

6 PENALTIES

Student representatives who fail to fulfill their obligations, violate the Code of
Conduct, or engage in unethical practices that jeopardize corporate relations are

subject to a structured disciplinary process:
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1. Official Warning: Unexcused absence from training sessions, drives, or
failure to complete assigned tasks will result in a formal written warning.

2. Quarterly Review: The Faculty Advisor, Advisor CnP, and office members will
conduct quarterly performance reviews. Representatives failing to meet
standards, or those who wish to resign, will be removed from the team and
forfeit all incentives.

3. Dismissal & Forfeiture: Continued non-compliance post-warning will result
in immediate debarment from the CnPC. Debarred representatives will be
denied their CnPC certification and forfeit any associated benefits.

4. Immediate Termination for Breaches: Any unauthorized sharing of CnPC
login credentials, leakage of corporate data, sharing of HR contact details, or
breach of student privacy will bypass the warning stage. The representative
will face immediate termination from the CnPC and the matter may be
escalated to the |Institute Disciplinary Committee for severe

academic/administrative action.

X-X-X-X
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