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STUDENT MANUAL – 2007
1. Mission

XLRI strives to contribute to the professional management of those socio‑economic institutions that serve the public good, specifically, organised industry, organised labour, and service agencies engaged in rural development, education, health and other public systems. Through a more effective functioning of these institutions, XLRI hopes to contribute, to the orderly growth and progress of the nation and towards a more prosperous, just and humane society.

In promoting professional management, the Institute wants to emphasise a human approach to work and management, along with technical competence, managerial excellence, indigenization of managerial practices, social responsibility to labour, special concern for the weaker sections of the society, dedication to work, and social justice. 

2. Culture

Over many years, XLRI has developed its own culture. Students, alumni, faculty and staff  are proud of the "XL Culture" that can be characterised by the following traits: informality, flexibility, humanistic approach, smooth interpersonal relationships and family spirit.  Development of a whole person, personal growth, personal integrity and ethics in business are high points of this culture.

3. Definitions & Abbreviations 

	A I S
	:
	Academic Information System (Software)

	GMP
	:
	General Management Programme

	C S S
	:
	Class Schedule System (Software)

	CQPI
	:
	Cumulative Quality Point Index

	Calendar 
	:
	Academic Calendar

	Component
	:
	A component in a course, which carries marks/ 

points for the purpose of evaluation and grading

	Chairperson
	:
	Chairperson (GMP)

	Elective 
	:
	Elective course

	End-term 
	:
	End-term examination

	Faculty 
	:
	Internal and external faculty member(s)

	Mid-term 
	:
	Mid-term examination

	Mid-term Feedback
	:
	The performance report given to the students, 
halfway through the Term, as to the quality 
of their performance in various components

	Outline 
	:
	Course outline

	QPI 
	:
	Quality Point Index

	Singular 
	:
	Includes plural and masculine includes feminine,
 wherever applicable


4. Academic Year

The academic year consists of four Terms. The average duration of each Term is approximately 10 weeks.  

5. Registration

5.1.  All students are required to register in person on the first day of the Term. The student who fails to register without prior intimation will be deemed to have left the programme. A student who does not register within 72 hours of the time specified for registration is liable to be directed to withdraw from the programme with no stigma attached. If, however, the student does not withdraw from the programme within 48 hours after being so directed, s/he will be liable for expulsion from the Institute. 

5.2.  Registration for Term-I:

The students are required to register on the Registration Day of Term-I and submit the documents in original relating to their academic qualifications. 

5.3 
Registration for Other Terms:

In all the Terms, except Term-I, students are required to register on the first day of the Term, unless permitted by the GMP Chairperson to register on a later date. A student, who fails to register on the first day of the other Terms, will be allowed to register only after s/he has obtained special permission from the Chairperson, subject to her/his paying a late-fee, which in no case shall be less than Rs. 500/-  per day.

6. Curriculum Design
6.1.       The academic programmes consist of core (compulsory) and elective (optional) courses. 

6.2. Core courses in the programme are designed to: 

a) provide basic conceptual and analytical knowledge, and inculcate attitudes and skills necessary for managerial effectiveness,

b) develop an integrated view of organisational and managerial functioning and an understanding of the interdependencies of subsystems, and

c) create an awareness and understanding of environmental forces  impinging on managerial behaviour.

6.3. The elective courses provide an opportunity for concentration on specific focus areas.
6.4. The total number of Core courses are 14 (fourteen) and are slated from Term-I to Term II. They are:
	Term I (June - August)

· Business Ethics and Corporate Citizenship 

· Management Accounting

· Managerial Communication

· Managerial Economics

· Managing Human Behaviour at Work

· Marketing Management

· Quantitative Techniques for Managerial Decisions
	Term II (September - November)
· Financial Management

· Human Resource Management
· Legal Environment of Business
· Management of Information Systems   : Technical and Social Perspectives
· Optimization Models for Managerial Decisions

· Production and Operations 

Management

· Strategic Management

	Term III (November - January)
· Electives ( 8 Courses)
· GROUP PROJECT
	Term IV (January - March)
· Electives ( 8 Courses)




6.5. Elective courses are offered during Term III and Term-IV. These are organized into six functional areas of Finance, Marketing, Operations, Human Resource, Information Systems and Economics or Economics-Strategic Management.  Each area has six electives.  The students have to choose 16 electives from the 36 electives offered. Electives will be on offer only if a minimum of 10 students opt for that elective. The elective courses will be announced later.
7. Group Project

The programme incorporates a group project (maximum 3 students per group), which will be initiated in the third term and completed by the end of fourth term.  The project will be based on live problems from any organization which investigates some significant aspect of a managerial problem. It involves an important part of the learning process. 
The assessment has to be done by the respective organizations indicating whether the students have satisfactorily completed the project or not. One copy of the project will be kept in the GMP office for records.
8. Attendance 

8.1. It is mandatory for the students to be regular and punctual in all the classes without exception. Individual faculty members may, at their discretion, assign some weightage to attendance and class participation in the evaluation of the course. In such an event, absenteeism on the part of the student may adversely affect both the components, namely, “attendance” and the consequential “class participation”, if any.  

8.2. Student On-line leave application is available at URL : http://acad.xlri.ac.in -- CSS  --  Leave Details. Students should apply for leave using the on-line application, in advance.   Students can check the status of their leave application in the same website after two days of applying for leave. The student should show the supporting documents to the faculty concerned, if required.  

8.3. Absence without prior permission of the GMP Chairperson and / or faculty will be considered a serious breach of discipline.  In such an event, the student may be directed to withdraw from the programme with no stigma attached. If, however, the student does not withdraw from the programme within a fortnight on being so directed, s/he will be liable for expulsion from the Institute. 

8.4. Students should ensure that the attendance requirements, as stipulated in this section, are met no matter whatever may be the other compulsions. 

8.5. The Chairperson or the faculty will not be responsible, if the student suffers loss in the evaluation of any segment on account of his absence. The faculty may administer make-up tests/assignments only to those students who remained absent with prior permission. However, for the purpose of calculating the number of classes missed, there is no distinction between leave sanctioned (official or unofficial) or not sanctioned, or not applied for leave. The total classes missed would be used for calculating the grade deduction, if the faculty so desires.

8.6. The faculty may insist that the students should attend a minimum number of sessions in her/his course.

8.7. The faculty will be free to adopt any measure to regulate attendance, penalise absence, and ensure smooth and undisturbed learning in the class. 

8.8. If a student puts in less than 50% attendance in more than 3 (three) courses during a Term, s/he may be required to withdraw from the programme.

8.9. The faculty at her/his discretion could reduce the grade point for low attendance as given below:
	Attendance  Range   
	No. of classes
	Grade Reduction

	75 - 100%             
	15& more classes
	No Grade Loss

	65 – 74%               
	13-14 classes
	Less One Grade Point

	50 – 64%               
	10-12 classes
	Less Two Grade Points

	0 – 49%               
	<10 classes
	Will not be eligible for the 
diploma.


However, a student would not be punished twice on account of attendance.  That is, if a course has a penalty for each class missed and a student looses a grade because of marks for attendance, then the student would not be penalized again by another grade loss because of clause 8.9.

9. Scheduling of classes
The class schedule will be regularly updated in the Class Schedule System (CSS). No rescheduling should be done in the class schedule without the prior permission of the GMP office.

10. Grading System

10.1.  A nine-point grading system is used to evaluate courses. The 9 grades and their corresponding quality points are given below:
	 Rating 
	Fail
	Poor
	Average
	Good
	Excellent

	Grade
	F
	D
	D+
	C
	C+
	B
	B+
	A
	A+

	Quality  Points
	0
	1
	2
	3
	4
	5
	6
	7
	8

	Equivalent  Marks
	0-34
	35-42
	43-50
	51-58
	59-66
	67-74
	75-82
	83-90
	>90


10.2.  The faculty has the discretion of modifying the cut-offs for different grades.  However, the cut-offs given above in Rule 10.1 should be the maximum. That is a faculty can give a lower cut-off from what has been specified above and not a higher cut-off.

10.3.  The index of a student's performance in each Term is the QPI. It is derived by averaging the quality points secured by a student in all the courses of the Term. 

10.4.  The index of a student's overall performance is the CQPI, which is the weighted average of the successive terminal QPIs. 

10.5.  Incomplete Grade (“I” grade): A faculty would award an ”I” grade if a student fails to complete the academic requirements of the course.   A student is not eligible for the Diploma with an “I” grade in any course. 
11. Examinations

11.1.  Students should report at the examination venue at least 5 minutes before the scheduled time. Students will not be permitted into the examination venue after the question paper is distributed. 

11.2.  Students are expected to equip themselves with pen, pencil, ruler, calculator etc. Borrowing of books, study material, calculators etc., is strictly prohibited in the examination venue.  

11.3.  On entering the examination venue, each student should collect the answer booklet from the invigilator.  Students are required to take their seats as per the instructions.   Answer booklets are not exchangeable. 

11.4.  Students must fill the particulars on the cover page of answer booklet before proceeding to attempt any question. The same is the case with every additional booklet used. 

11.5.  A student must not refer to any book, paper or other notes, unless it is an open book examination. Except for open-book examinations, all books and study material must be left outside the examination venue. The Institute will not be held responsible for the loss or theft of any material from within or outside the examination venue.  Students are, therefore, advised to refrain from carrying important books, papers or other belongings to the examination venue to avoid the risk of losing them. 

11.6.  Except for essential communication with the invigilator, a student is not permitted to communicate in any form with anyone else during the examination. Passing or receiving information in any form or peeping into the answer books of others during the examination constitutes misconduct and is strictly prohibited. A student, who assists or abets giving or passing of information, in any form whatsoever, will be considered as guilty and punishable as the one receiving it.

11.7.  Students must stop writing, as soon as the invigilator signals the end of the time allotted for the examination.

11.8.  Students are not allowed to leave the examination venue during the examination, without the express permission of the invigilator.

11.9.  Answer books should be handed over to the invigilator once the student finishes the examination.  It is the sole responsibility of the student to ensure that his answer book is promptly handed over to the invigilator. 

11.10.  Any violation of the norms of examination will be considered a serious offence and an act   of misconduct. In such an event, the student will be liable for forfeiture of the answer book and expulsion from the examination hall at once.  In the worst case, the student may be given an “F” Grade for the course. 

11.11.  If a student is not in a position to take an examination for reasons beyond his control, he should inform, in writing, the GMP Chairperson through the faculty concerned beforehand and obtain his clearance, failing which he will be awarded an “I” grade in respect of the course concerned. If the student obtains clearance from the GMP Chairperson, then the procedure mentioned in Clause 12 will apply. 

12. Evaluation 

12.1.  Every faculty, while giving the course outline, will indicate the criteria for evaluation at the beginning of the Term. 

12.2.  The components for evaluation of a course may, in general, include a combination of attendance, quizzes, assignments, fieldwork, level of class participation, mid-term, end-term, etc. There will be a minimum of three components. The weightage of any component will not exceed 40%.  

12.3.  The decision of the faculty regarding grades or any segment of evaluation will be final. A student who needs clarification of one’s grades may discuss with the faculty concerned within a week of receiving the grades. 

12.4.  Faculty will give feedback to students periodically on their performance through written comments on answer sheets or through individual meetings. 

12.5.  If a student has missed a mid-term or an end-term on account of authorised absence, s/he should approach the faculty concerned for administering a make-up examination and notify the Chairperson  accordingly. In such an event, the student is responsible for ensuring that the grade is submitted to the Chairperson  by the faculty without undue delay. The student’s transcript will carry an “I” grade until and unless the Chairperson  receives the final grade from the faculty.  

12.6.  If, for any reason, the student fails to avail himself of the opportunity to make-up the missed examination(s), s/he will be finally awarded “I” grade for that course or for that segment of evaluation, as the case may be, and no second opportunity for a re-test will lie. 

12.7.  A student, who has obtained an “I” grade should complete the requirements of the course to the satisfaction of the faculty within 3 (three) weeks from date on which the grade is announced or, where the course falls in Term-IV, within 10 days before graduation day. It should be clearly understood that the student will not be entitled to receive the diploma until s/he completes the requirements stipulated here-in-before.          

12.8.  Students are required to strictly adhere to the deadlines prescribed for the submission of all written assignments, projects, and reports. Late submission is liable to attract reduction in grade as indicated hereunder:  

Delay


Reduction
  Example
 
1 week or less

1 grade point 
    From B+ to B 


2 weeks or less 

2 grade points 
    From B+ to C+


3 weeks or less 

3 grade points 
    From B+ to C 

 
If a written assignment is overdue for more than 3 weeks, the faculty may refuse to accept the assignment and award an “F” grade to the student concerned for that segment of evaluation. 

12.9.  Normal requests for Re-evaluation 

Re-evaluation of examination/term paper is not normally permitted. If on a request made by a student for re-evaluation, the faculty member concerned may at his discretion re-value the answer book, and submit the revised grade, if any, before the publication of the same by the GMP office.
13. Mid-term Feedback and Final Communication of Grades

13.1.  Faculty will communicate, mid-term feedback comprising of 35%-40% of the total marks at least 10 (ten) days before the commencement of the end-term.  

13.2.  The faculty concerned will announce the grades to the students directly before submission to the Chairperson. No change in grade will be allowed, once the grade-sheet is submitted to the GMP Chairperson.  The GMP office will announce the grades through Intranet (AIS: Academic Information System) as and when received and the students concerned should promptly check their grades through AIS (http://acad.xlri.ac.in).  

13.3.  The grades of sponsored candidates, if any, may be communicated to the sponsoring organisations at the request of the student and/or of the sponsoring organisation.  As a general rule, the grades of a student will not be communicated to any other person or organisation without the consent of the student concerned. 

14. Academic Discipline

14.1.  The Institute attaches great importance to integrity, honesty and discipline. A sense of responsibility and a high degree of maturity are expected from all the students inside or outside the campus. 

14.2.  Without prejudice to the generality of the foregoing, the following commissions and/or omissions on the part of students will constitute breach of discipline or, say, acts of misconduct. 

a) Absence without prior permission from the Chairperson and the Faculty;

b) Mass absence from classes;   

c) Drunkenness;

d) Entering the Xerox rooms without the express permission of the Administrator.

e) Damage to the property of the Institute;

f) Riotous or violent or disorderly behaviour;

g) Reporting fictitious data for empirical study or in the assignments;

h) Theft or fraud or dishonesty;

i) Copying in any form in the assignments or in any examination;

j) Permitting, whether willfully or otherwise, a co-student to copy from one’s own answer book or document or material;

k) Smoking in the rooms earmarked for lectures, seminars, examinations or in the library or  auditorium;

l) Communication of written analyses or answers, in any manner whatsoever, to other student(s) in respect of home assignments or projects of individual nature;

m) Whispering or communicating with one another by means of signs, symbols or gestures or in any other body language in the examination hall;

n) Impersonation or proxy submission of assignments, reports and other documents to the faculty;

o) Defacing of walls and/or furniture with graffiti;

p) Leveling false and baseless allegations against any faculty member or officer or employee of the Institute.  

q) Doing, or causing to do, any act, which is likely to adversely affect the relations of the Institute with its customers, i.e., industrial organisations; 

r) Indulging in any act or acts, such as, defacing, burning or otherwise damaging any banner or property or equipment of a company, erected by the company with permission from  XLRI;

s) Indulging in any act subversive of general discipline (the word “discipline” being used here in its generic sense and in its widest amplitude), inside or outside the campus, and/or is detrimental to the reputation, image or standing of the Institute. 

14.3 A student, who is alleged to have committed an act of misconduct as aforesaid will be directed to show cause against disciplinary action and will be given an opportunity to present his case. The Chairperson may, after giving a hearing to the student and after conducting such investigation as is deemed fit and proper in the circumstances, impose such punishment as is deemed fit and proper.

14.4 Punishments include warning or down-gradation upto grade “F”, or withholding of Diploma or expulsion from the Institute. While imposing punishment, the Chairperson will take into account the nature and gravity of misconduct, the surrounding circumstances, and the impact of the misconduct on the general discipline inside the campus or on the reputation, image and standing of the Institute. 

14.5 Where the Chairperson has imposed the punishment of (a) down-gradation to “F”, or (b) withholding of Diploma or (c) expulsion from the Institute, the aggrieved student may appeal to the Director. The decision of the Director thereon shall be final.  

15. Grievance Resolution

15.1 Any student, having a grievance, may submit a written application to the Chairperson setting out all the circumstances and/or details therein clearly. The grievance application should be signed by the student concerned.  

15.2 Anonymous applications/petitions/letters will not be entertained or attended to under any circumstances.      

15.3 If a student, having obtained grade “D+” or “D” or grade “F” in any course, feels that s/he has been unfairly discriminated against in evaluation/grading or has become a victim of subjectivity or internal inequity, s/he can make a representation to the Chairperson within seven days after receiving the grade. No grievance shall lie, if the student has obtained any grade above “C”. 

15.4 The representation should set out all the circumstances and grounds, and should be accompanied by all the relevant documents in support of the allegation. If the Chairperson  is satisfied that the representation is not frivolous or vexatious, and that there is a prima facie case, s/he may constitute a Committee in consultation with the area concerned and get the papers re-examined.  

15.5 In all such cases, however, the onus of proving such discrimination, subjectivity or internal inequity, as the case may be, lies squarely on the student concerned.  If, at any time during investigation, it is found that the allegations are mala fide or wild or without substance, the student concerned will expose himself to the risk of extreme punishment of expulsion from the Institute as provided herein.    
16. Qualifying  Standards

The qualifying standards of the students for the continuation in the programme, and successful completion of the programme are given below. 

a) The minimum CQPI of the student must not be below 4.5 at the end of the programme.

b) At any time during the programme, the student must not accumulate any of the following:
	i) 2 F Grades

ii) 1 F  and  2 D Grades

	iii) 1 F, 1 D  and 2 D+  Grades

	iv) 1 D and 3 D+  Grades
v) 2 D and 2 D+ Grades
vi) 4 D Grades

vii) 5 D+ Grades

viii) Any “Incomplete” Grade



17. Diploma  &  Transcripts

17.1 If a student successfully completes the programme by satisfying the minimum qualifying standards, s/he will be awarded the Executive Post Graduate Diploma for one year GMP.

17.2 In case a student has completed the programme but does not meet the minimum qualifying standards, s/he will be given a participation certificate only.

18. Fees

18.1 Fees payable to the Institute are announced in the annual Prospectus. The schedule of payment is announced on the notice board from time to time. 

18.2 All fees are to be paid by bank draft in favour of XLRI Jamshedpur. Cheques or cash will not be accepted. 

18.3 All fees must be paid on time. A late payment fee, as decided by the Financial Controller, will be charged in case of payments made after the due date. 

18.4 Late Registration Fee: A student, who fails to register on the first day of the Term, will be allowed to register only after the student has obtained special permission from the Chairperson . The Institute may charge a late registration fee, which in no case will be less than Rs. 500 per day.

18.5 Duplicate copy of Diploma: In case of loss of the original Diploma, a duplicate copy of the Diploma can be obtained on payment of Rs.200.

18.6 Fee for Extra Copies of the Official Transcript: Extra copies of official transcripts, after successful completion of the programme, can be obtained on payment of Rs.50 per copy. An additional amount of Rs. 100 will be charged if the documents are to be despatched by Speed Post or Courier within India. All amounts should be paid by way of crossed Demand Draft drawn in favour of XLRI Jamshedpur payable at Jamshedpur.  

18.7 The fees/charges stipulated in this clause may be revised by the Institute without notice.  

18.8 Default in Payment of Fees: (a) A student will not be allowed to take the end-Term exams, if the student has not paid the Institute's fees and the mess dues payable at that time; or if taken, the results will not be released until all the dues are fully paid. 

(b) A student will not be awarded the Diploma, if all dues and fines are not cleared, even if all academic requirements are fulfilled.

18.9 Refund of Fees and Caution Deposits: (a) No fee paid to the Institute, other than caution deposit, is refundable. This applies in case of dismissal from the Institute, as well as to any kind of withdrawal (voluntary or otherwise) from the Institute's rolls. 

 (b) Caution deposits will be released after obtaining clearance regarding the following: i) tuition fees; ii) hostel fees; iii) mess dues; iv) sports; v) library; vi) general breakage; vii) room key and/or (viii) any other.

(c) Clearance certificate form can be obtained from Accounts office.
19. Placement

19.1 It should be clearly understood that the Institute is under no obligation to find a suitable job for students. 

19.2 As a matter of policy, the academic work of the students must take precedence over placement and in no case will it be subordinated to placement.   Academic activities must not be affected for placement activities.
19.3 Students qualifying for a participation certificate is not eligible for any placement support.

20. Extra Curricular Activities

 
The Institute offers a wide scope for extra-curricular activities, like sports and games, film club, music room facility, debating forum, quiz contests, dramatics etc. All these activities are organised and managed by students. The budget and the financial reports for all these activities are controlled and audited  by the Financial Controller.

21. General 

 
The Administration of XLRI reserves the right to change requirements for admission or graduation, content of courses, fees charged, and regulations affecting students, or make any other suitable modification, should they be deemed necessary in the interest of the students, the Institute or the profession. 

— ka —
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