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Core Values of the Institute

» Students are of primary concern in our Institution.

» We religiously follow integrity, civility, chivalry and honesty.

» We Pursue excellence with righteousness.

» We appreciate and propagate equnlity and unity in diversity.

» We support and promote creativity, enquiry, critical and scientific

thinking.

» We follow the best methods of interactive teaching for better academics.

» We aim at building a future generation of responsible citizens for a
better India.
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HANDBOOK OF CODE OF CONDUCT
FOR STUDENTS, TEACHERS,
- PRINCIPAL & NON-TEACHING
STAFF

1. PREAMBLE

'This Handbook indicates the standard
‘procedures and practices of Govt. Dr. Waman
Wasudev Patankar Girls PG College (hereinafter
eferred to as the ‘College’) for all Students,
eachers, Principal, Officials & Support Staff
ssociated with the College. All students must
now that it is mandatory for them to abide by
his Code of Conduct (hereinafter referred to as
he ‘Code’) and the rights, responsibilities
cluding the restrictions attached to it. This
ollege’s endeavor of laying out this Code is to
neer and administer a process that is
mocratic, meticulous, efficient and swift to
facilitate a system which promotes student
rowth through individual and collective
sponsibility. All Students, Teachers, Principal

on-Teaching Staff are requested to be well
nversant with this Code, which can be also
ewed on the official website of the College.

CODE OF CONDUCT FOR STUDENTS

 JURISDICTION

1, The College shall have the jurisdiction over
e conduct of the students associated /enrolled
th the College and to take cognizance of all
{5 of misconduct including incidents of ragging

otherwise which may take place on the
llege campus or in connection with the
llege related activities and functions.

2.2. College may also exercise jurisdiction over
nduct which violates the ideal student conduct
d discipline as laid down in this Policy, which

H
shall include:

Any violations of the Sexual Harassment
alicy of the College against other students of
College;

‘Physical assault, threats of violence, or
nduct that threatens the health or safety of
iy person including other students of the

c¢. Possession or use of weapons, explosives, or
destructive devices on-campus and off-campus;

d. Manufacture, sale, or distribution of prohibited
drugs, alcohol etc on-campus and off-campus;

e. Conduct which has a negative impact or
constitutes a nuisance to members of the
surrounding off-campus community.

The College, while determining whether or not to
exercise such on-campus and off-campus
jurisdiction in situations emerging hereinabove, the
College shall consider the seriousness of the alleged
offense, the risk of harm involved, whether the
victim(s) are members of the campus community
and/or whether the off campus conduct is part ofa
series of actions, which occurred both on, and off-

campus.

2.3. Academic Integrity

As a centre for scientific research and education,
the College values academic integrity and is
committed to fostering an intellectual and ethical
environment based on the principles of academic
integrity. Academic Integrity encompasses honesty
and responsibility and awareness relating to ethical
standards for the conduct of research and
scholarship. The College believes that in all
academic work, the ideas and contributions of
others must be appropriately acknowledged.

Academic integrity is essential for the success of

the College and its research missions, and hence,

violations of academic integrity constitute a serious
offence.

2.4. Scope and Purpose

A. This Policy on academic integrity, which forms

an integral part of the Code, applies to all students

at the College and are required to adhere to the said
policy. The twin purposes of the Policy are:

a. To clarify the principles of academic integrity.

b. To provide examples of dishonest conduct and

violations of academic integrity.

B. Failure to uphold these principles of academic

integrity threatens both the reputation of the

College and the value of the degrees awarded to its

students.

C. Every member of the College community
therefore bears a responsibility for ensuring
that the highest standards of academic integrity
are upheld. The principles of academic integrity
require that a student;

a. Properly acknowledges and cites use of th
ideas, results, material or words of others.

lege;
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. Praperly acknowledges all contributors to-a
iven piece of work.

Obtains all data or results by ethical means and
eports them accurately without suppressing any
esults inconsistent with his or her interpretation
‘or conclusions.

2.5. Violations of this policy include, but are
_not limited to:

. Plagiarism means the use of material, ideas,
igures, code or data as one’s own, without
ppropriately acknowledging the origlnal source.
his may involve submission of material,
:fbm‘im or paraphrased, that is authored by
nother person or published earlier by onesell.

ples of plagiarism include:

Reproducing, in whole or part, text/sentences
a report, book, thesis, publication .or the
rmet.

roducing one'’s own previously published

aking material from class-notes or
rporating material from the internet graphs,
ings,  photographs, diagrams, tables,

tual material from other sources into one’s
. _reports, presentations, manuscripts,
rch papers or thesis without proper

ribution. per

Self plagiarism which constitutes copying

tim from one's own earlier published work

y journal or conference proceedings without

ropriate citations.

ubmitting a purchased or downloaded term

s~ or other materials to satisfy a .course
ment,

araphrasing or changing an author’s words:

tylé without citation.

eating includes, but is not limited to:

Copying during examinations, and copying of

work assignments, term papers, theses or

sruscripts.

owing or facilitating copying, or writing a
or taking examination for someone else.

Using unauthorized material, copying,
:i}brating when not authorized and

rchasing or borrowing papers or material

) various sources.

bricating (making up) or falsifying

sulating) data and reporting them in thesis

blications. _
ting sources, or citations that do not exist.

f. Altering previously evaluated and re
submitting the work for re-evaluation.

g. Signing another student’s name on ar
assignment, report, research paper, thesis ot
attendance sheet.

III. Conflict of Interest: A clash of personal o1
private interests with professional activities can
lead to a potential conflict of interest, in diverse
activities such as teaching, research, publication,
working on committees, research funding and
consultancy. It is necessary to protect actual
professional independence, objectivity and
commitment, and also to avoid an appearance of
any impropriety arising from conflicts of interest.

IV. Guidelines for academic conduct are provided
below to guard against negligence as well as
deliberate dishonesty:
a.Use proper methodology for experiments and
computational work. Accurately describe and
compile data.
b. Carefully record and save primary and
secondary data such as original pictures,
instrument data readouts, laboratory notebooks,
and computer folders. There should be minimal
digital manipulation of images/photos; the
original version should be saved for later
scrutiny, if required, and the changes made
should be clearly described.
c. Ensure robust reproducibility and statistical
analysis of experiments and simulations. It is
important to be truthful about the data and not to
omit some data points to make an impressive
figure (commonly known as “cherry picking”).
d. Laboratory notes must be well maintained in
bound notebooks with printed page numbers to
enable checking later during publications or
patenting. Date should be indicated on each page.
e. Write clearly in your own words. It is
necessary to resist the temptation to “copy and
paste” from the Internet or other sources for class
assignments, manuscripts and thesis.
f. Give due credit to previous reports, methods,
computer programs, etc. with appropriate
citations.
g. Material taken from your own published
work should also be cited; as mentioned above,
it will be considered self-plagiarism otherwise.

2.6. Individual and Collectiv

Responsibility:




Student Roles: Before submitting a tliesis
St, or Ph.D.) to the department, the student is
esponsible for checking the thesis for plagiarism
ng software that is available on the web (see
esources below). In addition, the student should
ive undertaking with regards to the academic
aidelines of the College, has checked the
ocument for plagiarism, and that the thesis is
iginal work. A web-check does not necessarily
e out plagiarism. If a student observes or

mes aware of any violations of the academic
grity policy he/she is strongly encouraged to
rt the misconduct in a timely manner.

aculty Roles: Faculty members should
e that proper methods are followed for
iments, computations and theoretical
ypments, and that data are properly
d and saved for future reference. In
tion, they should review manuscripts and
carefully. Faculty members are also
nsible for ensuring personal compliance
£ above broad issues relating to academic
itv. Faculty members are expected to
students of the College’s academic
‘policy within their specific courses, to
‘minimal academic dishonesty, and to
¢ appropriately and timely to violations of
i‘:mtegrlty

eRoIes A breach of academic integrity
serious offence with long lasting
ices for both the individual and the
nd this can lead to various sanctions. In
of a student the first violation of
breach will Jead to a warning and/or an

; '.functlons hosted by other recognized
_organizations and any off-campus
that has or may have serious
gnces or adverse impact on the
Interests or reputation,

time of admission, each student must
it accepting this Code and by giving
that;

] be regular and must complete
in the College.

b. In the event, a student is forced to discontinie
studies for any legitimate reason; such a student
may be relieved from the College subject to written
consent of the HOD & the Principal.

¢. As a result of such relieving, the student shall be
required to clear pending hostel / mess / Library
dues and if a student had joined the College on a
scholarship, the said grant shall be revoked.

3.3. College believes in promoting a safe and
efficient climate by enforcing behavioral standards.
All students must uphold academic integrity,
respect all persons and their rights and property
and safety of others; etc.

3.4. All students must deter from indulging in any
and all forms of misconduct including partaking in
any activity off-campus which can affect the
College’s interests and reputation substantially.
The various forms of such misconducts include:

A. Any act of discrimination (physical or verbal
conduct) based on an individual’s gender, caste,
race, religion or religious beliefs, color, region,
language, disability, or sexual orientation, marital
or family status, physical or mental disability,
gender identity, etc.

B. Intentionally damaging or destroying College

property or property of other students and/or

faculty members.

C. Any disruptive activity in a class room or in an

event sponsored by the College.

D. Unable to produce the identity card, issued by

the College, or refusing to produce it on demand by

campus security guards.

E. Participating in activities including:

a.Organizing meetings and processions without

permission from the College.

b. Accepting membership of religious or terrorist

groups banned by the Government of India.

c¢. Unauthorized possession, carrying or use of any

weapon, ammunition, explosives, or potential

weapons, fireworks, contrary to law or policy.

d. Unauthorized possession or use of harmful
chemicals and banned drugs and Smoking on
the campus of the College and possessing,
consuming, distributing, selling of alcohol in the
College.

e, Rash driving on the campus that may cause an
inconvenience to others.
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isclosing a pre-existing health condition,
hysical or psychological which may cause
& to the academic progress.

or unauthorized access to College

k,ijéhav_ic)r at the time of student body
ions or during any activity of the College. i
ngaging ‘in disorderly, lewd, or indecent
\:g.r;-fincluding. but not limited to, "crea'tmg
sonable noise; pushing and - shoving;
ng or participating in- a riot or group
stion at the College.

tudents are expected not to interact, on
‘the College, with media representatives
ite media persons on to the campus without
nission of the College authorities.

dents are not permitted to either audio or
yid lectures in class rooms or actions of’
dents, faculty, or staff’ without prior

nts are not permitted to provide audio
clippings of any activity on the campus
hout prior permission.

ents are expected to use the social
refully and responsibly. They cannot
ogatory ~comments about other
from the College on the social media
g in any such related activities having
ifications on the reputation of the

o0t or abuse of the College computers and
4ronic resources such as computer and
communications facilities, systems, and
hich includes unauthorized entry , use,
ic. of College property or facilities,
sidences of staff/professors etc. offices,
- computers networks, and other
acilities and interference with the
sers is punishable.

age to, or destruction of, any property
gge, or any property of others on the
niises.

ng a video/audio recording, taking
s, or streaming audio/video of any
location where the person has a
xpectation of privacy, without that
owledge and express consent.

1p/in any form of Harassment which is

anduct that is severe and objectively,
it is motivated on the basis of a

p'erson's race, color, national or ethnic origin
citizenship, sex, religion, age, sexual orientation’
gender, gender identity, marital status, ancestryl
physical or mental disability, medical condition. ‘

4. BREACH OF CODE OF CONDUCT

If there is a case against a student for a possible
breach of code of conduct, then a committee will be
formed to recommend a suitable disciplinary action
that shall inquire into the alleged violation and
accordingly suggest the action to be taken against
the said student. The committee may meet with the
student to ascertain the misconduct and suggest
one or more of the following disciplinary actions
based on the nature of misconduct.
4.1. WARNING- Indicating that the action of the
said delinquent student was in violation of the Code
and any further acts of misconduct shall result in
severe disciplinary action.
4.2. RESTRICTIONS- Reprimanding and
restricting access to various facilities on the
campus for a specified period of time.
4.3. COMMUNITY SERVICE- For a specified
period of time to be extended if need be. However,
any future misconduct along with failure to comply
with any conditions imposed may lead to severe
disciplinary ~action, including suspension or
expulsion.
4.4. EXPULSION- Expulsion of a student from the
College permanently. Indicating prohibition from
entering the College premises or participating in
any student related activities or campus residences
etc.
4.5. MONETARY PENALTY- May also include
suspension or forfeiture of scholarship/fellowship
for a specific time period.
4.6. SUSPENSION- A student may be suspended
for a specified period of time which will entail
prohibition on participating in student related
activities, classes, programs etc. Additionally, the
student will be forbidden to use various College
facilities unless permission is obtained from the
Competent Authority. Suspension may also follow
by possible dismissal, along with the following
additional penalties.
4.7 INELIGIBILITY- Ineligibility to reapply
for admission to the College for a period of
three years, and withholding the grade card or
certificate for the courses studied or work

carried out.
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ANTI-RAGGING A
CQllege has a coherent and an effective anti-
ging policy in place which is based on the ‘UGC
ulation on Curbing the Menace of Ragging in
r Educational Institutions, 2009 [hereinafter
rred to as the ‘UGC Regulations’]’.The UGC
ations have been framed in view of the
ions issued by the Hon'ble Supreme Court
1dia to prevent and prohibit ragging in all
an Educational Institutions and Colleges. The
UGC Regulations shall apply mutatis
ndis to the College and the students.

agging constitutes one or more of the

has the effect of teasing, treating or
dling with rudeness any student;

ulging in rowdy or undisciplined activities
any student or students which causes or is
y cause annoyance, hardship, physical or
vchological harm or to raise fear or
_néion thereof in any other student;

sking any student to do any act which such
t will not in the ordinary course do and
i has the effect of causing or generating a
f shame, or torment or embarrassment so

udent;
loiting the services of a student for
ing the academic tasks assigned to an
1 or a group of students;

¢t of financial extortion or forceful
re burden put on a student by other

act of physical abuse including all
of it: sexual abuse, stripping, forcing
nd lewd acts, gestures, causing bodily
1y other danger to health or person;

ct or abuse by spoken words, emails,
lic insults which would also include
erverted pleasure, vicarious or
rill from actively or passively
ng in the discomfiture to any other

t affects the mental health and self-
of any other student with or without
nt to derive a sadistic pleasure or

showing off power, authority or superiority by
a student over any other student.

5.2 ANTI-RAGGING COMMITTEE
The“Anti-Ragging Committee, as constituted by the
Principal and headed by Students Affairs Advisors
shall examine all complaints of anti-ragging and
come out with recommendation based on the nature
of the incident

5.3 ANTI-RAGGING SQUAD

To render assistance to students, an Anti-Ragging
Squad, which is a smaller body, has also been
constituted consisting of various members of the
campus community. The said Squad shall keep a
vigil on ragging incidents taking place in the
community and undertake patrolling functions.
Students may note that the Squad is active and alert
at all times and are empowered to inspect places of
potential ragging, and also make surprise raids in
hostels and other hotspots in the College. The Squad
can also investigate incidents of ragging and make
recommendations to the Anti-Ragging Committee
and shall work under the guidance of the Anti-

Ragging Committee.

5.4 A student found guilty by the committee will
attract one or more of the following punishments, as
imposed by the Anti-Ragging Committee:

a. Suspension from attending classes and

academic privileges.

b. Withholding / withdrawing scholarship /

fellowship and other benefits.

c. Debarring from appearing in any test /
examination or other evaluation process.
Withholding results. :

Debarring from undertaking any collaborative

work or attending national or international

conferences/symposia/meeting to present

his/her research work.

f. Suspension / expulsion from the hostels and
mess.

. Cancellation of admission.

Expulsion from the institution and consequent

debarring from admission to any other

institution for a specified period.

d.
e

= aQ

5.4.1 In cases where the person:
committing or abetting the act of ragging are no!
identified, the College shall resort to collective

punishment.
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the intensity of the act of
First Information Report
the College with the local

ymmittee of the College shall
ision, including imposition of
epending on the facts and
of each incident of ragging and
ty of the incident of ragging.

An Appeal against the any of the
ment enumerated hereinabove

prderof an institution affiliated to or
f the College to the Principal of

ASSMENT
Policy on prevention and

sexual harassment at workplace,
ly mutatis mutandis to the students
ilege which can be accessed and
by the students at
llege@gmail.com. Students should
exual misconduct or harassment
s a range of conduct, including but
d to sexual assault, unwanted touching
tent unwelcome comments, e-mails, or
‘of an insulting or degrading sexual
which may constitute harassment, which
epend of the circumstances of each case.

JDENT GRIEVANCE PROCEDURE

tudent of the College aggrieved by any acts
exual harassment, misconduct or ragging as
and summarized hereinabove can
ch the Student Grievance Redress cell at
“ollege. Further, any student who is aware of
¢ violations must report the same to the Cell.
& Cell shall consist of members as appointed by
irector. Said grievance must be in writing
hould be made within 60 days from the day
he alleged violation. The Cell shall take
-nizance of the grievance and inform the
Cammittee formed to enforce this Code or the
iternal Complaints Committee, in cases of any

ual harassment complaints.

STUDENT  PARTICIPATION IN

OVERNANCE
Students are members of the College campus,

sy have a substantial interest in the governance
the College. The Code, policies and the varied
vedures laid down herein intends that the

principle of student involvement in governance in
both administrative and academic areas is
essential and it is pivotal that Students must be, at
all junctures, be encouraged to put forth their
views and advice, for an informed decision
making. Student Participation is encouraged and
must be strengthened through the involvement of
students in all levels. Therefore, all students who
are a part of the College and who are going to be
enrolled in the College are advised to uphold the
policy and inform the College of any violations and
assist individually and collectively to improve the
quality and effectiveness of this Code and

appended policies.
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D F CONDUCT FOR TEACHERS

wchers of this College should follow the
f conduct laid down in Chhattisgarh
ent Service Rules & Regulations as well
idelines provided by UGC for College
As per UGC guidelines, a person
ng teaching as a profession presumes the
itment  to conduct himself/herself in
lance with the ideals of the profession. A
er is continually under the watch of
nts and the society at large. Therefore,

eacher must see that there is no clash
n his principles and doings. The national
- education must be his/her own morals.
31 moral values underlying the code are
jelief, honesty and regard; exemplifying

acteristics related to the Teacher
ith social responsibility. A definitive
nduct for Teachers of our College
tes the following:

onal, Personal & Social Values

scher should be careful and dedicated to
tion of the students. This approach
aimed at towards the particular
ents of each student. Teacher should be

d committed and should be even
to help out the students past class hours
esiring any remuneration.

shall not thwart students from
heir viewpoints even if it differs from
‘own views. The students should be
d. Teachers are supposed to recognize
icism from students.

- must try to build up an educational
t. Equal treatment must be given out
dents irrespective of caste, creed,
ender or socio-economic status. There
be any bias or malicious outlook

iny of them.
s aim is supposed to be to motivate

0 breed more awareness and extend a
nquiry in the quest of knowledge.

should inspire a scientific and
attitude among students, making

society oriented, loyal and open minded,

'ers,must abide by the philosophy of
sion and act in dignified manner.

B. lfrofessional Expertise Development

i. Learning is a continuous process. It is essential

ii.

ii.

e
-

iii.

_Professional & Educational Integrity

Teachers must maintain in their minds that
society has trusted them with their children.

that Teachers must always update themselves in
their respective fields in order to upgrade
themselves and their students. Teachers must
also  acquaint themselves with  latest
advancements, methodologies and relevant

informations.

Teachers must apart from teaching, perform
research &  innovation  for constant
improvement and  progress of subject
knowledge. They should involve themselves in
seminars and conferences and workshops for
multi-disciplinary knowledge of academic topics.

Planning, developing, executing novel teaching
techniques and strategies as well as curriculum
improvement & planning for an advanced
academic structure should be a essential part of
Teachers’ professional duties.

Teachers will have to carry out the College’s
educational responsibilities such as conducting
admissions, College seminars and conferences
and workshops etc. They should also participate
in co-curricular activities of the College like

sports, extension activities and cultural
programmes. This shall help in creating a
holistic  development and an amiable

relationship with the students.

Teachers must follow honesty in professional
practices by truthfully representing the
documents of their qualifications, experiences

and other credentials.

Ethics must not be compromised in Research.
Plagiarism is an immorality that cannot be
accepted at any point. The aim of Teachers
should be to develop the quality of research and
not adultrate or contaminate it with plagiarism.

There must be no conflict of interest between
professional assignments and private works.
Private tuitions and tutoring should be evaded
as they reflect poorly on the value of College

teaching.
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- iv. Teachers must abide by the confidentiality
of all informations regarding exam affairs as
well as issues related with Colleagues and
Students unless legally warranted.

D. Professional Alliances, Collaborations &
Teamwork

i. Teachers should be polite and supportive
towards their Colleagues while helping them
and sharing the tasks in a mutual manner. -

ii. Teachers should abstain from. laying
uncorroborated accusations against their
Colleagues to suit their selfish interests.

. {ii. Teachers must fulfil their responsibilities
according to the established rules described by
the top authorities and also hold on to the terms
& conditions of their contracts.

iv. Teachers should desist from reacting to
avoidable political interferences as these
damage the sanctity and improvement of an
educational organization.

v. Teachers must extend respect to the non-
teaching staff. The decisions regarding the
College must be done with consensus of all.

vi. Teachers must hold periodical
- communications with the Parents of the
- Students for improving the progress of students.

vii. Teachers ~must abstain from taking
_unnecessary long leaves and keep up regularity
for even functioning of the College.

General Duties & Responsibilities

. 1. Teachers should teach the subjects assigned
by the Head of the Department.

2. Teachers should complete the syllabus in

" 3. Tutor - Ward system must be effectively
mplemented. Teachers shall monitor the
espective group of students who are attached to

hem.

4, Teachers should be good counselors and
facilitators. They should help, gufde, encourage
nd assist the students to ensure that the
eaching-Learning Process is effective and

successful. Value based education must be
their motto.

5. Teachers should maintain decorum both
inside and outside the classroom and set a
good example to the students.

6. Teachers should carry out other academic,
co-curricular and organizational activities
that may be assigned to them from time to

time.

7. Teachers must report in time to duty as per
the working hours and should be available
in the campus during the working hours.

8. Prior written permission is required from
the Principal / atleast a day in advance
while availing casual leave.

9. Staff members are encouraged to write text
books, publish articles in reputed Journals
and present papers in Seminars and

Conferences.

10. Staff members are encouraged to take up
Research projects.

11. Staff members should also attend Faculty
Development Programmes, Quality
Improvement Programmes etc to update

their knowledge.

12. Staff members are encouraged to undergo
Practical Training in Industry and can take
consultancy Work as part of Industry -
Institute interaction.

13. No teacher should involve himself/ herself
in any act of moral turpitude on his / her
part which may cause impairment or bring
discredit to the institution or Management.

14. No teacher should involve himself or herself
in any form of political activity inside or
outside the campus.

15. Teachers should attend the College neatly
and decently dressed.

16. No teacher shall send circulars / distribute
handbills to the staff, organize meetings in
the campus without permission from the

Principal.
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17. Heads of Departments must submit the
Department’s time table to the Principal. Any
- change must also be reported to the Principal.

18. Teachers are encouraged to conduct
research on their topic of interest.

19. Teachers are expected to attend
Department academic association meetings,
seminars etc and also college functions like
Sports Day, College Day, Independence Day
and Republic Day celebrations.

20. Teachers are expected to Volunteer, to

take up extra classes for students of
Certificate, Diploma and other Career
Oriented Programmes.

21. HODs are responsible to extract work from
the Non-Teaching staff in keeping the
Department clean & Tidy.
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- CODE OF CONDUCT FOR PRINCIPAL

The Principal of a Government College has to
perform versatile roles and has joint
responsibilities of sustaining, protecting
~ guardianing, controlling, managing, adjudicating,
defending, inspiring and motivating the
Students, Teachers, Non-Teaching Staff in the
College. Since Principal is the academic and
administrative head of the College, certain codes
of ethics in his conduct as decreed by the UGC in
accordance with the guidelines by MHRD as well
as the rules and regulations by the Government
of Chhattisgarh. The salient and significant codes
of conduct applicable to the Principal of Govt. Dr.
W.W. Patankar Girls PG College are postulated

below:

1. To encourage and ¢
inclusiveness with regards to
education in the College.

2. To shield the combined concerns of all
sections of the College in order to make them
perform unreservedly and offer their maximum
for the organization development.

3. To ensure equivalent treatment to all the
sections of the College without any
discrimination.

4. To keep up the spirit of societal integrity for
all the sections of the College irrespective of
their caste, creed, race, Sex and religious
identity.

5. To build and uphold an unprejudiced gender
neutral environment in the College so that all
genders enjoy equal opportunities.

6. To create and sustain requisite vigilance
among all the sections of the College so that the
probability of occurrence of sexual harassment
becomes minimized and eventually eliminated.
7. To generate and promulgate the spirit of
welfare within all the sections of human
resources associated directly or indirectly with
the College to develop mutual confidence
amongst them.

8. To preserve and encourage scholarly
activities in the College for exploration of new
avenues of academic pursuits.

9. To build an atmosphere favorable for
research oriented academic activities in the
College to enhance its pool of knowledge.

imparting

onserve the culture of .

10. To enforce discipline in the conduct and
behaviour of all the sections of the College and
to uphold campus-tranquillity essential for
academics.
11.To encourage and continue the practice of
extra-curricular activities amongst the students
of the College for the promotion of ‘social
dynamism and cultural heritage.

12.To make an effort to maintain the serenity of
the College surroundings so that educational
values gradually and eventually prevail for best
academic practices.

13.To promote and keep up amiable relationship

of the College with the adjacent societies so.as
to ensure natural flourish of all the Students of

the College.
14. To make efforts for preserving enthusiasm of
all the sections of the College s0 as to nurture &

augment their capabilities.

ead of the College, the Principal
nuation of an academic
College and should put
efforts for encouraging research activities. The
Principal must endeavor his/her best to fetch in
ample infrastructural and financial support for the
College. The Principal should motivate and
persuade the Teachers of the College to take up
research projects, publish research papers, arrange
for and participate in seminars / conferences /

symposiums / workshops.

As the academic h
should ensure the conti
atmosphere within the
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\, 1 Non-Teaching staff functioning in the College
office or departments should remain on Duty
: _during working hours.

2. Non-Teaching Staff assigned to Laboratories
should keep the Labs clean.
3. Any Loss or damage to any article in the Lab
~or Class Room should be reported to the HOD in
‘writing immediately.
4. Non-Teaching Staff, working in the Lab, shall
“maintain a stock register for all the articles,
~equipments, chemicals, etc. It shall be submitted
to the HOD and the Principal and their
- signatures obtained.
_ 5. Non-teaching staff will carry out their duties
~ as instructed by the authorities to whom they
are attached.
6. Non-Teaching staff shall not leave the College
premises without permission during the

working hours.

7. Non-Teaching
themselves with th
to them to their best ability.

8. Every Non-Teaching staff should perform
the duties assigned to them sincerely and

 diligently as well as with accountability.

9. Non-T eaching staff should avail of leave
with prior intimation to their Reporting officer.
In case of sudden emergency, information on
“their absence should be promptly forwarded to
_the College Authority.

Non-Teaching staff should not, on any

account, undertake any other job within the
hours. Neither shall he engage

tipulated office
himself in any trade or business within college

staff should acquaint
e College policies and adhere

11. Non-Teaching staff should not hamper the
functioning  of the college by engaging
* themselves in political or antisecular activities.

~ 12. Non-Teaching staff should not engage in
remarks or behaviour that might be considered
disrespectful to their teaching colleagues or

students.

Workplace Conduct

13. Non-Teaching staff should be punctual as
their prior presence is required daily for
the commencement and smooth functioning
of college activities.

14. Non-Teaching staff should also be
responsible  for the proper use an
maintenance. of college equipments and
furniture.

15. Non-Teaching staff m
influence of drugs or 2@

ust not be under the
Icohol during office

hours.
16. Non-Teaching staff often has access to
confidential information regarding

examination matters and other matters
relating to other staff, through official
records. It is expected that they respect the
confidentiality of such matters.

17. Non-Teaching staff should perform their
duties with honesty and integrity. There
should be no falsification Of official
documents entrusted to them.

18. Non-Teaching staff should show 1o
discrimination on basis of gender, caste OF

religion.
Professional Relationship

19. Interactions between Non-Teaching staff

and students are frequent as for example
during counselling, admissions,
disbursement of financial aid, examinations
and so on. On a regular basis the students
come into contact with Non-Teaching staff
in Offices, libraries, laboratories. It is
expected that they behave in a helpful,
friendly and patient manner towards the

students.

20. Non-Teaching staff should give due
respect to the decisions made by the college
authorities. Any matter of contention
should be settled amicably and not through
antagonistic behaviour.

21, The non-teaching staff should consider the
teaching staff as their colleagues and not as
separate entities. It is the shared
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nvironment.

. The Non-Teaching staff is the first to
yme into contact with the guardians of
dents as during examinations. They must
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keep in mind that their behaviour will be
considered to reflect that of the College. They
should thus interact patiently and cooperate
with the Students and their parents.
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