o podq U Wfd HgTiaened

TATIRT T, SURNTG

College Code Of Conduct

HEIfaenay TR AfgdT



Sections Page No.
A . CODE OF CONDUCT FOR TEACHERS it
. TEACHERS AND THE STUDENTS
RELATIONS
II. TEACHERS AND COLLEAGUES RELATIONS
. TEACHERS AND AUTHORITIES:
IV. TEACHING AND NON-TEACHING STAFF
V. .TEACHERS AND GUARDIANS
VI. TEACHERS AND SOCIETY
Vvil. CODE OF CONDUCT FOR LEAVE
B. CODE OF CONDUCT FOR THE STUDENTS 7
C. CODE OF CONDUCT FOR THE STUDENT 9

D. CODE OF CONDUCT FOR GIRL’S HOSTEL

10




D SECTION -A

CODE OF CONDUCT FOR TEACHERS

hoever adopts teaching as a profession assumes the obligation to conduct him/her in
accordance with the ideal of the profession. A teacher is constantly under the scrutiny of
his students and the society at large. Therefore, every teacher should see that there is no

incompatibility between his precepts and practice. The National ideals of education which have
already been set forth and which he/she should seek to inculcate among students must be his/her
own ideals. The profession further requires that the teachers should be calm, patient and
communicative by temperament and amiable in disposition. Teachers should:

I. Teacher’s Behavior

Teachers should:

Adhere to a responsible pattern of conduct and demeanor expected of them by the
community;

Manage their private affairs in a manner consistent with the dignity of the profession;
Seek to make professional growth continuous through study and research;

Express free and frank opinion by participation at professional meetings, seminars,
conferences etc. towards the contribution of knowledge;

Maintain active membership of professional organizations and strive to improve education
and profession through them;

Perform their duties in the form of teaching, tutorial, practical, seminar and research work
conscientiously and with dedication;

Co-operate and assist in carrying out functions relating to the educational responsibilities of
the college and the university such as: assisting in appraising applications for admission,
advising and counseling students as well as assisting the conduct of University and college
examinations, including supervision, invigilation and evaluation.

Participate in extension, co-curricular and extra-curricular activities including community
service

Maintain punctuality and discipline.

Il. TEACHERS AND THE STUDENTS RELATIO

Teachers should:

1.
2.

Respect the right and dignity of the student in expressing his/her opinion;

Deal fairly and impartially with students regardless of their religion, caste, political,
economic, social and physical characteristics;

Recognize the difference in aptitude and capabilities among students and strive to meet their
individual needs;

Encourage students to improve their attainments, develop their personalities and at the same

time contribute to community welfare;
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5. Inculcate among student’s scientific outlook and respect for physical labor and ideals of
democracy, patriotism and peace,

6. Be affectionate to the students and not behave in a vindictive manner towards any of them
for any reason;

7. Pay attention to only the attainment of the student in the assessment of merit;

8. Make available to the students even beyond their class hours and help and guide students
without any remuneration or reward;

9. Aid students to develop understanding of our national heritage and national goals;

10. Refrain from inciting students against other students, colleagues or administration

[1l.  TEACHERS AND COLLEAGUES RELATIO

Teachers should:

1. Treat other members of the profession in the same manner as they themselves wish to be
treated.

2. Speak respectfully of other teachers and render assistance for professional betterment.

3. Refrain from lodging unsubstantiated allegations against colleagues to higher authorities.

4. Refrain from allowing considerations of caste, creed, religion, race or sex in their professional

endeavor.

IV. TEACHERS AND AUTHORITIES

Teachers should:

1.

Discharge their professional responsibilities according to the existing rules and adhere to
procedures and methods consistent with their profession in initiating steps through their own
institutional bodies and/or professional organizations for change of any such rule detrimental to
the professional interest

Co-operate in the formulation of policies of the institution by accepting various offices and
discharge responsibilities which such offices may demand

. Co-operate through their organizations in the formulation of policies of the other institutions
and accept offices;

Co-operate with the authorities for the betterment of the institutions keeping in view the interest
and in conformity with dignity of the profession;

Should adhere to the conditions of contract

Give and expect due notice before a change of position is made.

Refrain from availing themselves of leave except on unavoidable grounds and as far as
practicable with prior intimation, keeping in view their particular responsibility for completion of

academic schedule.




V. TEACHING AND NON-TEACHING STAFF

Teachers should:

1. Teachers should treat the non-teaching staff as colleagues and equal partners in a cooperative

undertaking, within every educational institution

2. Teachers should help in the function of joint staff-councils covering both teachers and the non-

teaching staff.
VI. TEACHERS AND GUARDIANS ,

Teachers should:

1. Try to see through teachers' bodies and organizations, that institutions maintain contact with the

guardians, their students, send reports of their performance to the guardians whenever necessary

and meet the guardians in meetings convened for the purpose for mutual exchange of ideas and

for the benefit of the institution.

VIl. TEACHERS AND SOCIETY

Teachers should:

1.

Recognize that education is a public service and strive to keep the public informed of the
educational programs which are being provided,

Work to improve education in the community and strengthen the community's moral and
intellectual life;

Be aware of social problems and take part in such activities as would be conducive to the
progress of society and hence the country as a whole;

Perform the duties of citizenship, participate in community activities and shoulder
responsibilities of public offices;

Refrain from taking part in or subscribing to or assisting in any way activities which tend to
promote feeling of hatred or enmity among different communities, religions or linguistic

groups but actively work for National Integration.

VIIl. Code of Conduct For Leave ,

1. The faculty and staff of the college are eligible for 13 casual leave and 03 optional leave in a

year.

2. The calculation of casual leave will be from July to June, the calculation of optional leave will

be from January to December.
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Casual leave is earned only once in a month. Therefore, as per rules, only one day in a month
will be eligible for casual leave. More than one leave may be granted in special circumstances.
Remaining casual leave will not be adjusted with the new leave, this rule will not apply to those
who have been detained by the college administration for college work.

Application for casual leave need to be forwarded by Head of Department and approved by
Principal. In special circumstances where leave is not approved in advance , information of
absent have to given telephonically. No information will lead to leave without payment.
Applications for casual leave will not be accepted after the last date of the month related to the
leave taken, if the leave is being taken on the last date of the month, then the application should
be pre-approved, should be submitted on the first date of next month.

Optional holidays are declared in advance, so they have to be get approved at least one day in
advance.

Application will be required for cancellation of preapproved leave.

College office hours are fixed from 10.30 to 4.30, if the employee leaves before time for more
than three days or comes late, then it be considered as half-day leave.

Casual leave will not be granted to the employees who are absent without information.

If the attendance is less then 50% of the total working days of the month or less than the full
attendance of the working day of the month, then only the salary of the days present will be
given i.e. more than 50 percent attendance in the month for working days is mandatory. .
Example:- If there are 6 holidays in the month of September, including Sunday, then more than
50% of the remaining 24 days, that is, 13 day's attendance is mandatory, otherwise the salary
benefit of all the holidays will not be given.

If there is continuous absence on one day before and one day after any holiday, then the leave
will also be treated as absent.

Incoming and out going punch in bio-metric machine is mandatory for attendance. Non-
punching or punching one time will be consider as leave.

Permission is mandatory in case of going out of college during college office hours, without
permission, the employee's working time will be reduced and salary will be deducted due to
attendance less than the stipulated working hours.

All the employees will register their attendance through their own I. Card, if any other person
is found to be registering the attendance. Disciplinary action will be taken on both the
employees.

If an employee forgets to bring his I-Card , then as soon as he reaches the college, he has to
register his attendance in the Accounts Department by recording reporting time in the Accounts
Department and he will have to repeat this process while leaving the college. Approved

application must also be submitted.
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Code of Conduct for the Students

Every student must carry his/her identity card while being present in the College Premises.
Students should come to college in college uniform only

Every student is expected to maintain the general cleanliness within the classrooms,
laboratories, toilets and the campus in general.

Every student will remain answerable to the college authority for his/her activity and conduct
on the College Premises.

Any act which obstructs teaching, research, administrative activity and other proceedings of
the college is strictly prohibited.

Chewing paan, paan masala, gutka or any other tobacco products, smoking or consumption of
any other intoxicating products is strictly prohibited.

Playing cards, spitting and loitering are strictly prohibited inside the college & hostel campus
and shall invite severe punishment/disciplinary action.

Use of Cell phones is strictly prohibited during class hour.

Attempted or actual theft of and/or damage to property of the College, or property of a member
of the College community, or other personal or public property, on or off campus will be
considered as a punishable act.

During leisure hours, students are advised to use the library as much as possible.

Students should handle the college properties with care. Damage to the furniture or any other
materials may lead to penalty or suspension from the college.

Indulging ragging, anti-institutional, anti-national, antisocial, communal, immoral or political
expressions and activities within the Campus and hostel are strongly prohibited as well as
punishable.

Without the permission of the Principal, Students are not allowed to circulate any printed
materials within the college campus.

Late comers will not be entertained to enter into the classroom.

A student should maintain at least 75% attendance in the Lectures of every subject and 100%
overall performance. Otherwise, he or she will be debarred from the University Examination.
Students are required to check the Notice Board and also website of the college for important
announcements.
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D SECTION -C
CODE OF CONDUCT FOR NON-TEACHING STAFF

1. Loyalty to the College by being punctual and reliable in all duties.

2. Integrity by being honest in words and actions.

3. Proper interactions with students.

4. Maintaining professional boundaries with students and staff.

5. Being supportive and cooperative with other staff members.

6. Fulfilling responsibilities by meeting the required standards for every assigned task.

7. Practice mutual respect, trust and confidentiality.

8. Must respect and maintain the hierarchy in the Administration.

9. Should adhere strictly to the official resumption/ closing time and must dress decently &
appropriately.

10. Must not use unauthorized persons to perform official duties.
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19.

20.

Women Hostel Code

Ragging is strictly prohibited. No student shall make unnecessary noise and cause any
other student to suffer mentally or physically. If any student is found involved in this,
action will be taken as per the decision of the Supreme Court (b) 656/1998.

The admitted girls will have to give an undertaking that she will not indulge in ragging and
that she is aware of the laws of ragging.

Electricity, water appliances, furniture etc. installed for the use of hostlers in the hostel
should not be damaged. If there is any loss, they will have to compensate for it.

Hostellers will be responsible for his/her own baggage. Keep them safe in the locker
provided to them. They are advised not to carry valuables along with their belongings.
Keep your purse, ATM card in the locker itself.

Food served should not be wasted.

Use of any kind of intoxicating material is prohibited in the hostel. If a girl hostlers is found
involved in this, she can be expelled from the hostel and college.

No student shall leave the hostel without the permission of the warden.

No one shall use own electrical equipment.

Attendance will be taken at 7:30 am and 5:30 pm.

Involvement in any social work will require written permission of parents. Permission over
phone will not be accepted.

Only the parents whose names will be approved in writing will be allowed to meet the
student. This permission has to be given at the time of admission. Entry of outsiders other
than authorized persons is prohibited in the hostel.

Only once in a week will be allowed to go to the market for the prescribed time. During
the holidays, the parents can come themselves and take hostellers.

Girls with serious illness will not get admission in the hostel.

In case of illness, hostellers will immediately inform the warden. So that necessary actions
can be taken.

Unhealthy discussion on politics and religion is prohibited.

No poster will be pasted without the permission of the warden.

Action will be taken for participating in any agitation or strike.

The college administration will conduct inspections from time to time. If any irregularity
is found, necessary action will be taken, no weapon of any kind should be kept in the hostel.
Hosteller will not be allowed to stay off-campus after 7 pm in summer and 6:00 pm in
winter.

In absence of parents a senior and mature person can be approved as guardian of the

hostlers.
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Hosteller going home during holidays need to take written permission from department
head and warden. While returning she need to present duly signed application from parents
or guardian.

To go home on holidays or to go out for outings, students will be able to leave hostel only
with their parents or guardian.

Hostellers will be fully responsible for any damage to the hostel property.

No meeting or gathering will be organized in the hostel without the permission of the hostel
warden.

No student of the hostel shall be allowed to leave the hostel and college compound for any
work at any time on any day without the written permission of the warden.

Cinema for entertainment for girl students, VCR. The arrangements for picnics, cruises
etc. will be as per the orders of college administration. Violation of any kind of discipline
will be punishable.

A student can be evicted from the hostel at any time for violation of hostel rules, for
breaking discipline or for any other objectionable and indiscipline behavior.

Hostlers can present their difficulties and needs in front of the Principal, Hostel Warden or
Marten in a proper manner.

No relaxation in hostel fee will be given under any circumstances.

Internal Complain Committee

I.  Dr. Manoj Mishra — President
I.  Dr. Shyama Shandilya - Member
I.  Dr. Prerna Soni — Member

IV.  Dr. Poonam Singh — Member
V.  Smt. Shushma Sharma - Member
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