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CODE OF CONDUCT

CODE OF CONDUCT FOR STUDENTS

* Students must carry their ldentity cards every day when on cam pus and produce it on demand b
any authorities of the collews.

* Mubile phones are sicfcily prolibited in tie locture halls, seminar halls, library, computer labs,
cxamination halls, syndicale and common rooms, ete. und will be confiscated.

o Stedent needs v minimum of 75% ultendance in cach subject to be eligible for university exams.

o Absence from tests/examingionutonials and non-submission of assignments in time will make a
student ineligible for internul assessment, No excuse will be enterluined,

o Principal should be satisfied with the chsracter and vonduct of the student prior 1o histher
appearance fur {he exams.

» Swdents sheuld ubide by the rules and regulations of the affilialed universitv and the college,
given in the application form,

e Collepe Unifurin is recomimended.

o Dtuils shoubl be enlered In the regisier whila availing Lab or library fagility.

CODE OF CONDUCT FUR PARENTS

¢ Parents of studems are expected 1o gt in touch with s, 81 feasl oneein & month, o know 1he
progress of their son / daughter.

* Parents’ attention lowards thele ward fs expected as it has u direct lmpact an their son's |
daughiers academic perfirmance,

»  Parents are ulso expeeted to dulv take note of any rotice issued by college authorities und
umversity which concerns their ward,

CODE OF CONDUCT FOR TEACHING STAFF

All teachers are expevted to know and follow the outlined vade of conduct for their profession,
A, Commitment towards the Profession

* Adhere 10 a responsible pattern’ of condiict and demeanour cxpected ol them by the

community,
* Do nolhing in your privite or puslic pursuits which will bring your profession 1o disrepute und

munage Lheir private affais in o manner consistent with the dignity of the profession
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keep in confidence, information that had been obtained in the course of professional service,
unless disclosure serves professional purposes or is required by law.

Seek to make professional growth cantinuous through study and research,

Express free und frank opinion by participation at professional meetings, seminars,
conference ete, towards the conteibution of knowledge.

Keep all recards accurute and up 1o date,

Maintain sctive membership of professional organizations and strive 1o lmprove education
and profession through them,

Perform  their duties in the form of teaching, twtorial, practical snd seminar work
conscientiously and with dedication.

Co-operate and assist In currying our functions relating 10 the educational responsibilitics of
the college and the university such as: assisiing in appraising applications for sdmission,
advising and counseling swedents as well as assisting in the conduct of university and college
examinations, including supervision, invigilation and evaluation.

Participute in extension, co-curricular and extra-curricular activities including communily

SeTVice,

B. Commitment towards Students

Place high value on and demonstrate to student's commitment for excellence in work, manners
and achievement,

Bealing justly with each swadent and treat each with courtesy and consideratian,

Respeet the right end dignity of the student in ex pressing histher opinion.

Deal justly and impartially with stadents regardless of their religion, caste, political, economic,
social and physical characteristics.

Recognize the difference in gptitude and capabilities wnong students and 4irive 1o meet their
individual's needs.

Encourage students (o improve their attainments, develop their personalities and at the same time

contribute t community welfare.
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* loculeate nmong students scientific outlook and respect for physical labour and ideals of
demucracy, palriotism and peace.
& Make yoursell uvailable 10 the students even beyond their class hours and help and guide

students wilhout any remuneration or reward,

» Aild students w develop an understanding of cur national heritage und natlona! goals

Refrain from inciting students againat other students, collenyues or administration.

C. Commitment towards Guardians
¢ Teachers should maintain regular contact with the guardians of their students, send repants of
their performance 1o the puprdians whenever necessary and meet the goardians in meetings
convened lor the purpose tor motaal exchange of ideas, academie growth of students and for the

benefits of the institution.

D, Commitments regarding attendance, leave and absence

e DBe regular and puncrual, Attendance should be taiil lully recorded, Teacher should report for
duty at least flleen mindtes befire the session begins.

* INote that there are nofree periods, bul non-teacher periods which cught to be utilized on a
contingency basis,

* The Heud has the prerogative of temporarily assigning & member of stafY to tesch a ¢lass in
the absence of o wacher timetable 16 do o, providing that the member of stafl’ is
professionally snd academically able to so do.

*  Prior approval in writing should be ablained before proceedimg on leave. In case of illpess or
emergency, inform the Head without undue delay

*= Do not abuse leave concessions,

* Repont you resumption of duly promptly,
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E. Commitments to Colleagues and Non Teaching Sraff

Treat your colleagues as prolessional equals, regardless of their status.

Teeat your colleagues with courtesy at ol times,

LF vou wre u Head, behave in such a manner that you earn respect, Earn the same by upholding
integrity, dignity, decorum and eflicieney al all levels.

Respeet the Tunctional supericrity ol those set in authority over vou,

I correcting a subordinate, do not make the intent known o others; unless it is necessary,

Be impartial in your decision with members of staff,

Cliques and [ractions among members of stafl must nel be tolerated.

Do not diseriminate on grounds of race, colour, ereed. or national origin, nor interfese with the
tree participution of colleagues in the aftairs of their associution (s).

Do not deliberiely distort evaluation of colleagues.

Teachers should weur the non teaching stafT as colléagues and equal partners in o co-operative
understanding, within every educations] institution,
Teachers should help in the functicn of joint stall~councils covering both teachers and the non-

teaching stalll

F. Commitments to Autharities

Lrischarge their professional responsibilities according w0 he existing rules and adhere to
procedures and methods consistent with their profession in iniliating steps through their own
institutional bodies and/or professional arganizations for change of any such rule determental 1o
the professional interest.

Refrain from understanding wny other employment and commitment including private tuitions
and coaching classes which ere likely to interface with their professional responsibilities.
Co-operate in the furmulation of policies of the inslitution by accepling various officers and
discharge responsibilities which such office may demand
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« Co-operate hrough their organizations in the formulation of policies of the ather institutions and
accepl ullices,

» Co-operate with the muthorities for the betterment of the institwtions keeping in view the interest
and in conformity with diznity of the profession.

e Should adhere to the conditions al cuntract,

o CGive and expect due notice before a change of position is made,

e Refrain from availing themselves of leave except on unavoldable grounds and s far as
practicable with prier intimation, keeping in-view their particular responsibility for completion of

seademie sehedule.

CODE OF CONDUCT FOR PRINCIPAL

* The Principul should oversee and monitor the administration of the academic programmes and
general administration of the Institute to ensure elficiency and good order of the Institute.

o The Princips! should plon the hudgetary provisions and go through the financial audited
statements of the Institute,

o The Principal has authority 10 take all the necessary disciplinary action us and when required to
maintain discipling in the Institute,

& The Principal should form various college level committees which are necessary for the
development of the Institute.

¢ The Principal shoufd encourage Faculty Members to update their knowledge by atlending
seminars/workshopsiconference,

*  The Prineipal. should encourage Facully Members to publish text books, research pupers in
reputed International / Indian Snrnals / Conlerences.

o The Principal should provide leadership, direction and co-ordination within the Institute,

« The Principal should perivdicully review this Code of Conduer.
# -As it deems necessary 1o ensure that this Code of Conduet conlurms w applicable
Laws
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ks

# Meets or exceeds Instilute standards and any weaknesses

# Any of our cther policies revealed through monitering, suditing, and reporting systems
are ¢lminated oF ¢orreciiod.
The Principal is responsible for the development of academic programmes of the Institute.

I'he Principal should convene meetings of any of the authorities, bodies or committees, as and
when considers it necessary 1o do so.

The Principal should ensure that directions issued by the management are strictly complied with
ir, 18 the case may be, implemented.

The Principal should ensure that quality in education and academic services is maintained by the
Inslilule,

I'he PPrincipal should ensure that the long-term and short-term development plans of the Institute
in their academic programmes are duly processed and implemented through relevant authorities,
bodies, committees and its members.

The Prineipal should forward confidentinl report of ull staff members of the lustileie and submi
ta the Management.

The Principal shall responsible for submission ol an onnual report on the progress achleved in
different developmentul -and collaborative programmes to the various committees and
Munagement.

CODE OF CONDUCT FOR SUPTORTING STAFF

A ADMINISTRATIVE STAFF

s Confidential report of the document should be part of personal file of that employee and should
be kept contidential by staff members working with this Department.

= Siaff should take additional responsibilities if required as assigned by Principal.

B. ACCOUNTANT

o Accountant should prepare. exomine, and analvze aceounting records, financial statements, and
other financial reports.

e Accountans should prepare aecounts, taxes and tax returns, ensuring compliance with payment,
reparrting and ulher tax requirements.

o Accountunt should establish wbles of sccounts, and nssign entries o proper accounts.

o Accountant should report to the Principal regarding the finances of establishment.

o Accountont should nssess accuracy, completeness, and conformance 1o reporting and procedural
standards.

o Account should provide all the necessary sccount statememt and documents for various

committess of the institute.
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o Account should provide all the necessary Sceount statement for the yearly account audils.

C. STUDENT SECTION

o  The Studen section shoutd
#  Enter studdent information through proper sallware
Ensute the cligibility of the students and prepare related document te submit Director of
Technical Education (DTE) within tme limit
Send the students information to DTE within time limit
Enstre the student document vorification by DTE within time linit
Subrmit the studens Prorata, eligibility and student insurance to SPPLU
Ensure cust certificate/cast validity from coneern divisional office
Provide all necessary student data to prepare various committoe reparts

b AR ¢

VWY

D. LAD ASSISTANT

s Lab assistant should help the kb in-chaorge w carry-out the lab related works.

o Lab assistunt should maintain attendance register

o Lubassistunl should keep experimental setup ready before conduction of the experiment.
o Lab assistant should ensure the cleantiness ol laboratories.

E. LAB ATTENDANT
o lLab attendant should assist the lab assistant to carry out the lsb related responsibilities,
F.CLERK

o Clerk should maimain service book of all stalT of the Institute,
o Clerk should maintain collegs level/department level all document files.

G. PFEON

Peon should report the college half an hour before the college time.

Peon should maintain cleanliness of laboratories, class and staff rooms.

Peon should da all the work assign by the Head of the department and oher staff members.
I*eomn should not leave thie oifice until and unless the higher authority permils.
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PROFESSIONAL ETHICS

o Act with the highest standards of honesty and ethical conduct while working on' the college
premises and ot offsite locations such as workshop, semingr and social events, or at any other
lace where the stufls are representing the Institute,

»  Avoid mny activities that would invalve us in #ny practice thut is not in compliance with the
Cede of Conduct of the Institute,

*  Suffmust respect the persomn, privacy of students snd othier staft members of (he Institte,

* Slaff should treat sludents, pareits and colleagues with courtesy and sensitivity to their rights,
duties and aspirations.

o Sull should respect the dignity, rights and apinions of colleagues and students,

» Sl should respect cultural, ethnic and reli gious differences of colleague and students,

o\
Dr. 5. B. Thakare
Principal
Principal

o Pawar Collage of
& Research, Parvat|, PE:’a 9
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