
CODE OF CONDUCT 
 

PRELUDE 

This Handbook contains standard procedures and practices for all the students, teacher, governing body, 

administration including Vice Chancellor, Director, Principal, official and sporting staff of the institute. 

All students, teacher, governing body, administration including Vice Chancellor, Director, Principal, 

official and sporting staff must know that it is obligatory upon them to abide by this Code of Conduct and 

the rights, responsibilities including the restrictions flowing from it. That the Institute’s endeavor by 

means of enforcing this Code is to pioneer and administer a student discipline process that is egalitarian, 

conscientious, effectual and expeditious; and providing a system which promotes student growth through 

individual and collective responsibility. 

All Students are requested to be well familiar with this Code, which can be also reviewed on the official 

website of the Institute. 

 

1.1 Code of Conduct for Students  

 

The College expects students to behave in exemplary manner both academically and socially. We expect 

Student to abide by the code of conduct. 

 

1. Student may avail the admission to this College by considering Code of conduct. 

2. Submitting false documents, to avail governmental facilities by providing false documents will be 

considered as Cognizable offence. 

3. Students should have at least 75% presence for taking university examinations otherwise the 

examination forms would not be submitted to towards the university. 

4. Students should possess their Identity Cards always. 

5. Students should attend all the lectures regularly and help to complete their curriculum in time. 

6. Dress code must be followed by the Students. 

7. The college provides Wi-Fi facility to all the students. The college expects that the students 

should not misuse the facility. 

8. Treat all the members of college community with due respect and courtesy. 

9. Students should follow strictly all the rules and instructions framed by the college from time to 

time. 

10. Student should not indulge in ragging or other illegal activities. 

11. Students should properly utilize resources/facilities provided by the college. 

12. Students should not arrange any programme without the prior permission of the competent 

authority. 

13. Students are expected to participate in all co-curricular and extracurricular activities. 

14. Students are expected to maintain discipline and cleanliness in the campus. 

15. Students are expected to inform the college administration about their serious illness such as fits 

etc. as to take care of such students. 

16. If any student in found misbehaving and affecting smooth functioning of the college then the 

principal may take disciplinary action as per rule. 



17. Students are expected to take care of their precious belongings. The College will not take any 

responsibility in the manner. 

18. The College expects that all the socially and economically backward Students should be aware 

and avail the governmental facilities or any other facilities time to time the administration is 

always ready to extend help. 

19. The college has girls hostel facility. Girls students may avail this facility and abide by the rules 

and regulations of the Girls hostel amenities.  

 

 

1.2 Service Rules of Teachers & Non-Teaching Staff 

 

1.2.1 Responsibility and Accountability 

 

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

2. Teachers should complete the syllabus in time. Teachers shall produce good results in the 

subjects handled by them and are accountable for the same. 

3. Tutor-ward system must be effectively implemented. Teachers shall monitor the respective group 

of students who are attached to them. 

4. Assignment topics for each course are to be given to the students within a week of the beginning 

of the semester. 

5. Assignments should be written in Note Books. The Note Books are to be collected from the 

students in time and returned to the students after correction. 

6. Two CIA Tests are to be conducted in a semester. Answer books are to be valued and marks are 

to be informed to the students. Marks for the assignments, CIA Tests, Seminars if attended are to 

be entered in the counselling report. 

7. Teachers should be good counsellors and Facilitators. They should help, guide, encourage and 

assist the students to ensure that the Teaching-Learning Process is effective and successful. Value 

based education must be their motto. 

8. Teachers should maintain decorum both inside and outside the classroom and set a good example 

to the students. 

9. Teachers should carry out other academic, co-curricular and organizational activities that may be 

assigned to them from time to time. 

 

1.2.2 Punctuality and Attendance 

 

1. Teachers must report in time to duty as per the working hours prescribed and should be available 

in the campus unless and otherwise they are assigned duties elsewhere. 

2. Prior written permission should be obtained for reporting late in the morning or leaving early in 

the evening without detriment to their duties. This is subject to restrictions as regards frequency. 

Permission for going out of the College shall not be given during the class hours. 

3. Teachers should sign the attendance register while reporting for duty. 

4. Teachers must be aware that their workload is 40 hours a week even though their maximum class 

hours are only 16 a week. 



5. Teachers are expected to be present in the college campus at least 10 minutes before the College 

beginning time. 

6. Teachers should remain in the campus till the end of the College hours. 

 

1.2.3 Leave 

 

1. Prior written permission is required from the Principal at least a day in advance while availing for 

CL or OD. 

2. Not more than 25% of staff members in a Department will be allowed to go on OD / CL / RH on 

a particular day. 

3. Only five days or the maximum period of valuation work at a stretch in a valuation session 

whichever is longer will be allowed as OD for evaluation work in a year. 

4. Half a day CL will not be sanctioned. 

5. Causal leave can be combined with other holidays. However the total period of continuous 

absence from duty should not exceed ten days. 

6. All must report for duty on the reopening day and the last working day of each semester. 

7. Medical Leave will be sanctioned only for medical reasons. Medical Certificate will be verified 

for its genuineness. 

8. Study leave for higher studies will be granted at the discretion of the management. 

 

1.2.4 Publication of Research Papers & Books and Participation in Research Projects, 

Seminars, Conferences etc. 

 

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

papers in Seminars and Conferences. 

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

3. Staff members should also attend Faculty Development Programmes, Quality Improvement 

Programmes etc to update their knowledge. 

4. Staff members are  encouraged to undergo Practical Training in Industry and can take 

consultancy Work as part of Industry – Institute interaction. 

5. Absence from duty to the above matters will be treated as on duty and may be suitably rewarded 

at the discretion of the management either monetarily or by Way of consideration during 

promotion.   

 

1.3 General Rules 

 

1. 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. 

2. Teachers Associations should not be formed without the permission of the Management. 

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

campus. 

4. Teachers should attend the College neatly dressed, and wearing shoes. Dress regulations should 

be followed as the occasion demands. Lady teachers should wear over-coats inside the Class 

rooms. Jeans pant & T-Shirts are prohibited. 



5. Teachers should not participate in any strikes or demonstrations either inside or outside the 

campus. 

6. Any instructions issued by the Competent Authority by way of Circulars from time to time must 

be complied with. 

7. No teacher shall send circulars / distribute handbills to the staff, organize meetings in the campus 

without permission from the Principal. 

8. Teachers are barred from using cell phones while taking classes. 

9. Teachers must always wear their identity badges while inside the college premises. 

10. Heads of Departments must submit the Department’s time table and individual teacher’s time 

tables to the Principal on the last working day of the previous semester. Any change must also be 

reported to the Principal in writing. 

11. Teachers are encouraged to conduct research on their topic of interest. Management will provide 

necessary infrastructure for the same. 

12. Each Department Association must conduct atleast three special meetings in each semester. 

13. 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 without fail. 

14. Teachers are expected to Volunteer, to take up extra classes for students of Certificate, Diploma 

and other Career Oriented Programmes. 

15. Unless it is urgent, any representation in person to the Principal can be made only after College 

hours (2.20 p.m) 

16. For making any representation to the Principal, teachers should desist meeting the Principal as a 

group. 

17. No representation to any Government authority or University in the name of the College should 

be made, by any teacher, without the Principal or Secretary’s permission. 

18. Duties and Service conditions (standards of conduct) of the Teachers as framed under Sec.18 (2) 

of Tamil Nadu Private Colleges (Regulation) Act, 1976 are to be followed. 

19. HODs are responsible for all the college properties belonging to their department. It is their 

responsibility to keep them clean and in working order. Any loss or damage to their property 

(like, tables, chairs, lab equipments, chemicals, electrical appliances) must be reported to the 

Principal in writing immediately. It is their duty to extract work from the Non-Teaching staff in 

keeping the Department clean & Tidy. 

20. Vice Presidents of Associations should plan well in advance their activities for the semester and 

submit the same to the Principal with the Budget. 

21. All department meetings of Teachers shall be held only after 2.30 p.m. and not during class hours. 

No department staff meeting should be held at the cost of class hours. 

 

1.4 Disciplinary Action 

 

Violation or non observance of the service rules will invite punishment either in the form of censure or 

deferment of increment or suspension or termination from service after a due enquiry at the discretion of 

the management. 

The Management appeals to all staff members to work as a team in institution-building and in upgrading 

our institution into one of Excellence in Higher Learning. 



 

 

 

1.5 Ethics and Conduct 

 

This Code shall apply to all kinds of conduct of students that occurs on the Institute premises including in 

University sponsored activities, functions hosted by other recognized student organizations and any off-

campus conduct that has or may have serious consequences or adverse impact on the Institute’s 

Interests or reputation. 

 

At the time of admission, each student must sign a statement accepting this Code and by giving an 

undertaking that 

 

a) He/she shall be regular and must complete his/her studies in the Institute. 

b) In the event, a student is forced to discontinue studies for any legitimate reason, such a student 

may be relieved from the Institute subject to written consent of the Deans 

c) As a result of such relieving, the student shall be required to clear pending hostel / mess dues and 

if a student had joined the Institute on a scholarship, the said grant shall be revoked. 

 

 Institute 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. 

 

All students must deter from indulging in any and all forms of misconduct including partaking in any 

activity off-campus which can affect the Institute’s interests and reputation substantially. The various 

forms of misconduct include: 

 

Any act of discrimination (physical or verbal conduct) based on an individual’s gender, caste, race, 

religion or religious beliefs, colour, region, language, disability, or sexual orientation, marital or family 

status, physical or mental disability, gender identity, etc. 

 

 Intentionally damaging or destroying Institute property or property of other students and/or faculty 

members 

 

Any disruptive activity in a class room or in an event sponsored by theInstitute 

 

Unable to produce the identity card, issued by the Institute, or refusing to produce it on demand by 

campus security guards 

 

1.6 ANTI-RAGGING 

 

The Institute has a coherent and an effective anti-ragging policy in place which is based on the ‘UGC 

Regulation on Curbing the Menace of Ragging in Higher Educational Institutions, 2009 [hereinafter 

referred to as the ‘UGC Regulations’]’.The UGC Regulations have been framed in view of the directions 



issued by the Honorable Supreme Court of India to prevent and prohibit ragging in all Indian Educational 

Institutions and Colleges. The said UGC Regulations shall apply mutatis mutandis to the Institute and the 

students are requested kindly to 

 

1.6.1 Ragging constitutes one or more of the following acts: 

 

a) Any conduct by any student or students whether by words spoken or written or by an act which has the 

effect of teasing, treating or handling with rudeness any student; 

b) Indulging in rowdy or undisciplined activities by any student or students which causes or is likely to 

cause annoyance, hardship, physical or psychological harm or to raise fear or apprehension thereof in any 

other student; 

c) Asking any student to do any act which such student will not in the ordinary course do and which has 

the effect of causing or generating a sense of shame, or torment or embarrassment so as to adversely 

affect the physique or psyche of such a student; 

d) Any act by a senior student that prevents, disrupts or disturbs the regular academic activity of any 

student; 

e) Exploiting the services of a student for completing the academic tasks assigned to an individual or a 

group of students; 

f) Any act of financial extortion or forceful expenditure burden put on a student by other students; 

g) Any act of physical abuse including all variants of it: sexual abuse, stripping, forcing obscene and lewd 

acts, gestures, causing bodily harm or any other danger to health or person, 

h) Act or abuse by spoken words, emails, post, public insults which would also include deriving perverted 

pleasure, vicarious or sadistic thrill from actively or passively participating in the discomfiture to any 

other student ; 

i) Any act that affects the mental health and self-confidence of any other student with or without an intent 

to derive a sadistic pleasure or showing off power, authority or superiority by a student over any other 

student. 

 

1.7 REFERNCES  

 

http://deanofstudents.ucsc.edu/student-conduct/student-handbook 

http://deanofstudents.ucsc.edu/student-conduct/student-handbook
http://deanofstudents.ucsc.edu/student-conduct/student-handbook


 

 

 

College has mounted flex and banners of Vision and Mission, Only A Teacher to aware to Students 

and Teachers. 

Some of them are attached bellow, 

    

 

 

 



 


