
St. MARTIN'S ENGINEERING COLLEGE
UGC Autonomous

NBA & NAAC A+ Accredited
Dhulapally, Secunderabad - 500100

PLACEMENT POLICY & GUIDELINES

(Engineering & Management)

OVERVIEW..~.. . -.: .

Training and Placements .

guidelines are

students who

below.

(inai."

The purpose

processes of the placement

overall structure &

structure the roles &



THE TEAM

Training and Placements Cell - A core team consisting of Director, Manager, Officer,

Associates, & Coordinators.

Coordinators -

i) Trainers / Faculty Coordinators - One active faculty member must be nominated from

each

Department based on their very much interest in all placement activities and having some

industry

exposure. The

due

departmental Heads in

ii) Student T

- Develops placement office procedures.

- Establishes workloads, assigns tasks, and reviews results ofthe team.

- Responsible for setting the targets, planning the road-map and decision-making

- Conducts in-service training program for placement personnel.

- Interviews applicants to determine qualifications and eligibility for employment



- Assists individuals to develop employment plans based on appraisals of aptitudes, interests,

and personality characteristics, and to plan curriculums accordingly.

- Contacts prospective employers to determine needs and to explain placement service.

- Arranges campus drives in parallel to tea m members to facilitate placement of more

students.

- Collects, organizes, and analyses occupational, educational, and economic information for

use in job placement activities.

- Design programs for analysing
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ort, hospitality,

accommodation, venue

• Coordinating with Admin and Academic Coordinators to ensure the drive gets conducted in

~:;:i"i'\~~~!:;e~~~~f~~fll=:!~;l~~!;s~lJ';;;I'!~~·
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• Maintaining the Placement Calendar every month.

• Ensuring for effective handling of all data by Associate and Faculty Coordinators.

• Managing all data related to past recruiters and current recruiters across all verticals.

ASSOCIATE - T & P

• Coordinate for maintaining data of Placement and Academic history for all students.

• Coordinate for collection and verification of resume .

• Arrange all necessary requirements and facilities for various Training & Placement events.



• Coordinate for smooth functioning at various locations (interview halls; written test halls

etc).

• Collect the appointment letters from the placement officers as soon as received.

• Distribute appointment letters and collect acceptance letters from the students and submit to

the placement officers.

• Identify a standby associate to take over the responsibilities during the absence.

• Coordinate in conducting all activities like campus drives, seminars, industrial visits, guest

:::::;r::d::~:;:~:rtr~~~e::~::n:a:d:l~[studentsofthe;;~,partmertincentrally
• Coordinate for yerif;itlg th~ ~e$tl~~ of their s~~ldellts.

• Coordinate ••·""ith ·'f:&pIe~itl ••f6r·.·carripus·pla6~meI)ts;.·semiriar.•aJ4..guest.···lectures;.etc.

• Coordinatef6f't~cMibal't~~iciingbeforci,dming, andjor.~ftetthe f~cr~itirteritpfg~ess, as per
the requireJ~l1t.. ;; i ,! •..........••.'..
TRAINERSYj\' ,,{ ••..•••,...•••.•{'.. ,

Trainers are iH~peri~~;?irect~§'ipy~~~e~ i~ti·~ihiH~,~~tiGit~@~6r··~tude#t~,ih··~;·4~r.foenhance

~:~~ieL
responsi hili ties of In~titlJi,ibl)~;~!g~g~i!ht~sffp'~~d!e~~~~i$g; d~y~h}pweht of a holistic
personality is also necess~ryY . < .'

• Primary Responsibility of train~l'~ i$to~811~'ttl.tt~:·dllde~~2rt~6tl'aining (with respect to

technical expe~i.s),.Aptitllde, ...C.o~munication ....and •..holistic ...p.~rsonCllity.•..devel()pl11ent).for the
students' aI14t~.111~ke·¥eAi~kIJr'?priately: ':enlplbYabl~.·.··~$·.W&i~·tile···iriduStty···ne~4~<.:.··••' •.•........

• T0 under~t~rtd th~.HBrr~.t1t<:lY:lU~l1~.()fthe.inqtl~hY an9 }lpgrad~ t~~il'\trainiIl~ m~.dti1es
accordingl)i.········'"

• To maintain the growth record of each and every student (Registered for Placement),

through various assessment test.

• Coordinate for various in-house training, assessment, and student interaction activities from

time to time.

• Coordinate with T&P Cell for smooth conduction of events especially during campus

drives. It includes supporting the students for GD and Interview rounds, collecting the test

papers, GD topics, Interview questions etc for future training purpose.



JOB/INTERNSHIP OFFER

The position offered would be considered as per the following:

• Intern during their 7th and 8th semesters.

• Graduate Trainee: After completion ofthe course.

• Trainee: up to max three months.

Rejection of an offer - An offer made will be considered rejected if the concerned student

informs

the placement cell about the

Pre-placement Offer - A

earlier stage

by the same company

internship offer at

All students

• Ifhe or

• AI:

• A2:

• Bl: eTC = 2.S-3.0LPA

Multiple Placements Scheme*:

i) Students placed in A2 category ca n aga in secure another job offer under A category

'once',

ii) Students placed in B category can again secure ajob offer under Al or A category/once',



iii) Students placed in BI category can again secure a job offer under A2IAI or A

category/once',

*Conditions applied:

a) Placed students can get N number of chances to upgrade his/her job. But once the student

gets upgraded to any upper category 'once: then that will be his/her final offer and his/her

previous offer stands rejected and he/she would be out of the further placement process.

Students selected in "A" or "At category Core profile will not get any further chance of up

gradation until and unless a dream ..,v, .. ..,,,..

to different types of

Offer of a Job: -

process,

-The purview of

part of the campus

Rejection of an Offer: -

.If a student participates in the LH"-',","'11 ",'i'ii','n"r\X",,,,,, OI,a COIT103111 then he/she cannot leave it

in between ..•If •.~.llch•••.a••.•c;se ••5rises,.then •••it..willbe •...•cle.elll.~.d••.as ••.rejecti0n. •...oft~e •••offer.
- Student ca!1qIlIYi·r~j~cti611~.()ffetatntaxi11111111;ifthey·tejectthe· seC:Ondoffer tflaHil1e/she

becomes iti~~i~i~f6.for tll¢ f~t~Ie {)lac~l1lentprocess ,., ,

- On upgracliti~f8~'hi~h~·~··'~at~go~···~~~p~~y,·'·th6·'·pr~vious···~ff'~r·stancls'·rej'ectecl,··'····"·'···'··"

• If a student does not inform the Placement Officer regarding his/her decision on acceptance

of an offer within the declared time period, then it will be deemed as rejection of the offer.

PLACEMENT PROCESS

Process Driven Placement System - Over time our placement process has been refined to

make recruitment as simple as possible for students and companies alike. The life cycle of the

placement process is:

• We are in constant touch with companies ahead of the placement schedule.



i'-i· , .. 'i

• We scrutinize the requirements and then send a formal invitation to the companies.

• Interested Companies provide us with the necessary data through a Job Description form

(JD).

• We scrutinize all the JDs through our Group Head-Corporate Relations and then finalize the

best possible companies.

• The Placement Cell and the Company fix a mutually convenient date and time for the

presentation& selection process.

• We share the details provided by :-._.~'v_"<r-

and Placement Team.

-We ask eligible

link before the vi

-We provide

-The conlpal1yrr:~:y«J!1t):t_ttls

-We

- No

are provided

for conducting pre-p' ...).l,l ....U.Ii':«u,r..

- Executive Cabins, Classrooms.and

discussions and interviews are al;~: ,

-A team of dedicated Placement Cell work to ensure simpler logistics and all other related

f::;:~~lltl~{~;1~~~;'~f;t;1~~~;~;;;·~1~:;:;;1;~!iili(fteasea
company insists on shortlisting to be done by the institution without explicitly citing any

criteria, it will be done on the basis of Criteria determined in consultation with the Director -

Training &Placements of the institution.

Selection Procedure:

Selection Procedure will be followed as per the demand of the visiting Company.



Important Guidelines for Students:

- Timely register themselves as per the instructions of Placement Cell for campus placement.

• Keep record of organizations and positions for which they apply.

• Keep notes on the job details announced. These are useful at the time of interview.

• Prepare completely for attending the various Written Tests, Group Discussions and

Interviews, particularly in respect of the specific company for which they are appearing.

• Students shall not, at the time of interview, negotiate with the employer about salary and

terms different from what is annouEc~<:learlier, unles§thq.::lpllOuncement specifies that the

salary is negotiable. :'·-\;·'-,-:-:::::·-\,·-x~:.-_:.,:-. ,',_'-.

behaviour e~~iBij'~:~~~;tIi~·····i~f~rtl~wees····has<ii"timt}~f~~p~Gdth6'd~pdf~ri1ti~~ ~~~it~ble to

future batch~§'§f"~~~~~~t~;It~~;p()#si~iebehaviour;/${lc6;~$b(f()~~·t~ .ttW(}"cg
i

#¢~~lf,
derogatory r~~:~i~d;;~~~~~§tJ~t.}••·•.•.·•••··•.•.... ..•........••.••••)< , \) .

candidates or~h~iiisti~tW," negotI~tihksq~h~ttli~~ t#B~e.p~~tph~~d.undertfi~ d~~~focess, will

be seriously vi~W~d. S·tigM$fu4~rit·~···ffiiyb~.~~6gtte~fr~~triiW~t~I~~~~~rit B~08~ss.

Keeping the comp£tl¥.ts.68~~'¢Ri~ncy.•.~p.&:i~~,s~IQ~~i~tiPT()S~S~~~i~~~···~a~~~ldtein Institute

Campus, or any other v~iiU~?S d~bi<i~ctBytlieiG()mpat1y. fu}j~~tGaents maY be required to

travel and attend the sam~.T~~~lace~~hf~~li~g~H~~i;~l1th~i·~f6~~ation received from

the company/organization to th~~6~b~trt~dst~d;~tsirE~&sthd~~;s are expected to make their

own travel and other arrangements.

It is comp(j!~~~ 581 ~~~~ ~lqdg~t\¥;'~6a~~~~l!~iIfJ~}~~drii4,1t~;2()ttljl~y,i~:.~~~dthe Pre

Placeme~tT~ik(PI>T} ()ft11.'1t90Ipp(lny.If~1 ~ttlliet1tdoe~ .notattend ..tw6 ...consec~tiye PPTs,
he/she wil1···ri6t··B6.·hll·~·~·~d···t()··<i;ply·····till····fulthel······~leh;~h~·~·····ir()~··t~~··b~;e~t()·;··-··tf~il1il1~····and

Placements.

Withdrawal Procedure:

• Any student who has applied for a particular company can withdraw from the company·

after there-Placement Talk.

• In case of the students going directly to the company premises for the selection process, if

the profile/package communicated to them by the Placement Cell is not the same, the



students can withdraw from the selection process after a communication with the placement

cell in person or on phone.

• Once the selection procedure has started, students cannot withdraw at any stage, unless they

have a final offer from another organization. It is presumed that students would apply for a

position after careful consideration of all the relevant aspects.

• If a student does not appear for the process after confirmation post PPT, he/she has to

inform placement cell and he/she will then deemed to have withdrawn.

• Only in very exceptional circumstances, with the permission of Director - Training and

Placements, a student shall be permitted to withdraw from the selection procedure of

attending preliminary intervf'e~ if shortlisted by the company at any stage.

- Subjected to permission. as above, a student can withdraw a maximum-two times from the

selection process"es providecf"by the Institution. The moment he/she re:tUs~sto sit for the

interview for the third time, he/she win be out of the Placement Process.

Summer Internship Offer:

, The following policy is only for summer. internship that is offered to students after the third

year. . ,
-If a student participates in the internship process of a company, then he/she cannot leave it in

between. If slllcna case arises, then-it-will be considered the studentis not interested in the
r
internship process and won't be allowed to sit for further companies offering summer

internship.

-If the student participates in,~b:e'''i~tel\Asbi'19'''J!)1t(!)(!)es:s''Gif''a''00'mpany,,·,aftd''gets'an internship offer,

he cannot reject it or leave the internship.mid-way. H is mandatory for the student to accept
!

the offer and work for the stipulated time or else he/she would not be allowed to appear for

the placement process also.

-All the GO:R1l<pal'liesoffering summer h..atemships w0l:dd..fall undervtlre same category and-no

upgradation of the offers are allowed" «,

-If the.internship offer gets converted into a pre-placement offer (PPO) and the company

offering the PPO lies in the core profile category then it is considered a job offer as per the

placement scheme mentioned above.
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