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Principal's message

My Dear Student's.
lndeed it gives tne great pleasure to welcome voLt to LJMA Mahavidyalay.

PANDHARPUR. I proudly tell you that since the fbundation ol'the college 30,v-ears ago UMA

mahavidyalay has been continuously working hard to provide value based and need based

education to students. The college is fully committed to the entire development of the overall

personality of the students. The college otters a wide range of'courses across a range of discipline

encompassing Arts. Commerce. Bachelor of Computer Application (U.C.A) I am extremely

happy to infbrm you that our college has been successfully reaccreditated by NAAC Bangalore in

the second cycle. Dear fiiends may ln assure y'ou it'you seek admission at UMA Mahavidyalaya.

you witl certainly be a part of an acadernic institution. where the need o1- students is properly

understood.
If you want to rebuild our lndia. we must lbllow the the Line point agenda suggested

great scientist Dr. Raghunath Mashelkar. it is sirnply
- Child - centred education
- Human - Centred development
- lnnovation - Centred India

Youth represents the national strength .vitality and energy.YU VAShakti is the real

SHAKTI of nation. It properly shaped. the youth can become the charnpions of our culture.

Custodians 'Of our national Pride and trustees ol'the lieedom ot'the country.

ln this present age. it is irnportant that every lndian becomes a knowledge worker. be it a

farmer.rural wolnan. a media man and an aftist and so on . Knowledge worker is simply one who

knows why he is doing,what he is doing. Knowledge w'ithout innovation is of no value.With the

help of innovation. knowledge is changed into wealth and social good.

Please rememberthat. "Knowledge will not be only'too in developrnent, Knowledge itsell.

will be development." lassure you that we are committed to give you the above mentioned flve

point agenda based education. so that your college lit'e would be an enioyable and memorable

experience of your lif'e. Dear tiiends. I hear-tily invite,v-ou to.ioin our college to make your future

bright. make our country the strongest one.

It gives me immense pleasure to hand over this handbook of"Code of Conduct'to all

stakeholders. The handbook is based on rules and regulations laid down by Covernment ot'

Maharashtra and UGC tirne to tirne. It provides ideal code ol.behaviour in the campus.

Decorum given in this handbook will help administration to bring good governance in the

institute. Besides it will definitely strengthen discipline among all stake holders. Thus it will
create quality culture in our institute. Iam sure that allcomponents of'this institute will fbllow
ir.

- Woman - Centred family
- Knowledge - Centred society

T]MA
Principal
. S.-Paricharak

Mahav andharpur.
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The Handbook on Code of Conduct

[For Different Stakeholdersl
Code of Conduct for Students

[Al. Educational and Social Conduct:
'Ihe codes depicted underneath shall apply" to all sorts ol'ctlnduct of students within

the College premises and their ofl'-camprrs manncrisnrs w hich may have serious

.onr.qu.n.es or adverse impact on the Institution's interests or reputation. At the time of

admisiion, each student would have to sign a statement consenting to abide by the lramed

codes and should also aflrrm undertakings that. (i) The student shall be regular in the

classes and must complete his/her studies in the Institute. (ii) In the event, the student is

fbrced to discontinu. ,trdi.t lbr an1, legitirnate reason. he/she ma1' be relieved fiom the

Institution subject to the written consent ofihe College Authoritl'. (iii) In case of relieVing

the student. he/she shall have to clear all pending dues and if the student had.ioined the

Institute on a scholarship. the said grant shall be revoked'

The College believes in promoting a sal'e and eflcient climate by enfbrcing

behavioural standards. All students must uphold academic integrity, be respectful to all

persons, to their rights. to the college property and to the saf'ety of others'

All students must deter fion indulging in any and all lbrms o1'misconduct including

partaking in any activit),ofl'-cantpus'ulhich ma) allcct the Institutc's intercsts and

reputation substantial lY.

The various forms of Misconduct, the Stuclents should refrain from, include:

l. Any act of discrimination (physical or verbal) based on an individual's gender identity.

.uri., race. religion or religious belief's. colour. region. language. disability, marital or

family status, physical or mental disabilitl'ctc.
2. Inteniionally damaging or destroying Instilute's propert) or propertl" of other students

and/or Faculty members & Support stafl's'

Any disruptive activity in a class room or in an event sponsored by the College'

matility io produce the identity card. issued by the Institution. or refusing to

produce it ondemand by campus security personnel'

5. Participating in activities including
i) Organizing meetings and processions w'ithout permission fiom the Institution.

iil ec-cepting membership oireligious or terrorist groups banned b1'the Institution and/or

bythe Government of India
iii) Unauthorized possession. carrf ing Or usc ol'any \\'eapon. amnlunition. explosives

orpotential weapons. llreworks contrary to law or policy'

iv) Unauthorized possession or use ol'harmlul chemicals and banned drugs'

v) Smoking within the College campus.

ui; porr.rring, .onrrming. distributing. selling of alcohol in the Institute and/or throwing

empty bottles on the campus of the Irrstitutc.

vii) parking a vehicle in a no parking zone or in thc area earmarked fbr parking of other

typeof motor vehicles, cYcles etc'

viii)i.ash driving on the campus that may cause any inconvenience to others'

ix) Not discloslng a pre-existing health condition. either physical or psychological

whichmay cause hindrance to the academic progress o1'the student.

x) Pilfbring or unauthorized access to the resources of others.

xi) Misdemeanour and/or exhibiting disruptive attitude at the time ot'Students' bodl

elections or during any activity of the Institutc'

xii) Engaging in disorderty. lewd or indecent conduct including. but not limited to, creating

unreasonable noise. pushing and shoving. inciting or participating in a riotous or group
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the Institution. with medid

w'ithout the permission of the

7. Students are not permitted to do recording o1'either audio or rideo of the lectures

delivered in class roonts. actions 9f' othcr students. facultl or statf without prior

permission.
8. Students are not permitted to provide audio and video clippings of any activity on the

campus to print andlor electronic media without prior permission.
g. Students are expected to be careful and responsible and exercise restraints while using

the Social Media. They should desist liom posting derogatory comments about other

individualsof the Institute and rcliain fiom indulging in such other related actirities

having grave ramiflcations on the reputation of the Institute.

10. Thievery or abuse of Institution's computers and/or other ICT instruments and

Institution's services are not allowed. Unauthorized entry. tampering of property or

lacilities of private residences of -l-eachingiSupport staft. olllces, classrooms, LAN

connectivity and other restricted facilities and interf'erence with the work of others is

punishable
11. Causing damage to. or destruction o1'any' propcrty' o1'the Collegc. or any property' ot

others on the Institution premises would invite punishment'

12. Making video/audio recording. taking photographs. or streaming audio/video of any

person in a location causing thoroughl'are into the person's privacy without his/her

knowledge or consent. is punishable.
If there is a case against a student lbr any possible breach of the mentioned

codes ofconduct. then a committee will be fbrmed. which shall inquire into the alleged

violation and accordingly recommend suitable disciplinar;' action against the said student'

The committee may give a hearing to the student to ascertain the misconduct and suggest

one or more disciplinary actions based on the nature of misconduct.

[B]. Academic Intesritv
Academic integrity is essential fbr the success ol' an Institution and its research

missions as w,ell. and hence its violation constitutcs a seric'rus of'fence. The Policy on

academic integrity fbrms an integral part o1'the Code which applies to all students of the

Institution to which they should adhere. Failure to uphold these principles threatens both

the reputation of the Institution and the value of the degrees awarded to its students. Every

pupil of the Institution should f-eel responsible to ensure the highest standards of academic

integrity.

The principles of acatlemic intcgrit-v require that a student should

i) Pioperly acknowledges and cites use of the ideas. results. material or words of others'

ii) Properly acknowledge all contributors to a given piece of work.

iii) Make sure that all assignments in a course are submitted by his/her own.

iv) perform academic activities without the aid of impermissible materials or collaboration

by obtaining all data or results by' ethical means and reports them accurately without

suppressing any results inconsistent w'ith his/her intcrpretation or conclusions'

v) Have right to pursue their educational goals without interl'erence,

Violations of this policy include, but are not limited to:
(a) Plagiarism: Pligiarism means the use of materials. ideas. figures. codes or data as one's

own, without appropriately acknowledging the original source, This may involve

disruption at the Institute.
6. Students are expected not to interact. on behalf of

representatives or invite media persons on to the campus

Institute authorities.
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submission of material, verbatim or paraphrased, that is authored by another person o

published earlier by oneself'. Exan.rples of plagiarism include: (1) Reproducing, in whole

or part. text/sentences liom a report. book. thesis. publication or the internet. (2)

Reproducing one's own previously published data. illustrations. ligures. images. or

someone else's data, etc. (3) I'aking material liom class-notes or incorporating material

from the internet graphs. drawings. photographs. diagrams. tables. spreadsheets.

computer programs, or other non-textual material from other sources into one's class

reports. presentations. manuscripts. research papers or the sis r.lithout proper attribution'

(+) Seti plagiarism which constitlrtes copf ing verbatim liom one's own earlier published

w,ork in a .journal or conf'e rencc procecdings w ithout appropriate citations' (5 )

Submitting a purchased or downloaded term paper or other matcrials to satisfy a course

requirement. (6) Paraphrasing or changing an author's words or style without citation.

(b) Cheating: Cheating includes. but is not limited to: (l) Copy'ing during examinations.

and copying of homework assignments. ternl papers. theses or manuscripts. (2)Allowing

or lacilitating copying. or writing a report or taking examination fbr someone else. (3)

Using unauthorized material. copying. collaborating when not authorized. and

purchasing or borrowing papers or material fion various sources. (4) Fabricating

(making up) or lalsifying (manipLrlating) data and reporting them in thesis and

publications. (5)Creating sources. or citations that do not exist (6) Altering previously

evaluated and re-submitting the work tbr re-evaluation (7) Signing another student's

name on an assignment. report. research paper. thesis or attendance sheet.

(c) Conflict of Interest: A clash of personal or private interests with prof-essional activities

can lead to a potential conflict of interest. in diverse activities such as teaching. research.

publication. w,orking on conrmittecs. research funding and consultancl. lt is necessary to

protect actual prof'essional indepcndence. objcctii'it1 and comnritmcnt. and also to avoid

an appearance of any impropriety arising liont conllicts ol'interest. Conflict of intercst is

not restricted to personal llnancial gain; it extends to a large gamut of prof'essional

academic activities including peer reviewing. serving on various committees, which

may, lbr example. oversee lunding or give recognition. as well as inf'luencing public

policy. To promote transparencl,and enhance credibility. potential conflicts of interests

must be disclosed in writing toappropriate authorities. so that a considered decision can

be made on a case-by-case basis. Sonre additional inlbnnation is available also in tlre
section below dealing withresources.

ICl. Anti-Ragging
The Institution has a coherent and an e1'lective anti-ragging policy in place which is

based on the 'UGC Regulation on Curbing the Menace of Ragging in Higher Educational

Institutions,2O0g (hereinalier ref-erred to as the 'tl(lC Regulations'), 'fhe LJGC Regulations

have been framed in view o1'tlre clircctions issucd br thc t-lon'blc SLrprcnrc Court ol'lndia tcr

prevent and prohibit ragging in all Indian Il.ducational Institutions and Colleges' 
-fhe 

said

UGC Regulations shall apply mutatis mutandis to the Institution.
Ragging constitutes one or more of the fbllowing acts: a) any conduct by any student

or students whether by words spoken or written or by an act which has the eff'ect of teasing.

treating or handling with rudeness any student: b) indLrlging in rou'dy or undisciplined

activities by any student or students w'hich causes or is likely to cause an!91?.!99:- hardship.

physical oi psychological harm or to raise l'ear or apprchensionThffiffanl othcr

student; c) asking any student to do any act which such student willnot in the ordinary

course do and which has the ettect of causing or generating a sense of shame, or torment or

embarrassment so as to adversely allect the ph1'sique or ps1'che of such a student; d) any act

by a senior student that prevents. disrupts or disturbs the regular academic activity of any
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student; e) exploiting the services of a student lbr c
an individual or a group of students: 1) any act of
burden put on a student by other students: g) any a

of it: sexual abuse. stripping. lbrcing obscene and lewd acts. gesture s. causing bodily harm

or any other danger to health or person; h) any act or abuse b1' spoken w'ords, emails. post.

public insults which would also include deriving perverted pleasure. vicarious or sadistic

thrill from actively or passively participating in thediscomfiture to any other student ; i) any

act that affects the mental health and sell'- confldence of any other student with or without an

intent to derive a sadistic pleasure or showing olf power. authority or superiority by a

student over any other student.

Anti-Ragging Committee: 'I'he Anti-Ragging Conrmittce shall exanline all complaints ol'

anti-ragging and come out with recommendation based on the nature of the incident.

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 incidcnts taking place in the

community and undertake patrolling functions. Studerrts ma)' 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.

A student fbund guilty b1, the committee will attract onc or more of the

followingpunishments. as imposed bi' the Anti-Ragging Conrmittec:

a) Suspension liorn attending classes and acadeniic privilegcs'
b) Withholding/ withdrawing scholarship/ f'ellowship and other beneflts,

c) Debarring from appearing in any test/ examination or other evaluation process.

$ Withholding results.
e) Debarring fiom undertaking any collaborative work or attending national or

international conf-erences/symposia/meeting to present his/her rcsearch work.

0 SuspensiorV expulsion fiom the hostels and mess.

g) Cancellation of admission.
h) Expulsion from the institution and consequent debarring fiom admission to any other

institution fbr a specilied period. i) In cases w'here the persons committing or abetting the

act of ragging are not identifled. the institute shall resort to collective punishment.

I If need be, in view of the intensity ol'the act of ragging committed, a First Information ;

Report (FIR) shall be liled by the Institute with the local police authorities.'fhe Anti-

Ragging Committee of the Institute shall take appropriate decision. including imposition

of punishment. depending on the facts and circumstances o1'each incident of ragging and

nature and gravity of the incident o1-ragging.

[D]. Gender Discrimination and Allied Harassment:
The Institution's stand on prevention and prohibition of sexual harassment at

workplace shall apply mutatis mutandis to the students of the Institute which can be

accessed and reviewed by the students as per the Sexual Harassnlent of Women at

Workplace (Prevention, Prohibition and Redressal) Act.2013. Students should note that

sexual misconduct or harassment encompasses a range of conduct. including but not limited

to sexual assault, unwanted touching or persistent unwelcome comments, e-mails. or

pictures of an insulting or degrading sexual nature. which may'constitute harassment, which
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shall depend of the circumstances of each case.

Cotle of Conduct for the PrinciPal
The chair of the Prilcipal of'a college has got rnultifaceted roles to play' and to

shoulder multilateral responsibilities having characteristics o1'a patron, custodian'

supervisor, administrator. ad.iudicator. protector. inspirer and so on. As the Academic and

Administrative Head of the Institution the Principal remains liable to lbllow cenain codes of

ethics in his conduct as proclaimed by the University Grants Commission (UGC) in tandem

with the guidelines framld by the Ministry of Human Resource Development (MHRD) and

the set of: prescripts enfbrced by the (lovernment of Maharashtra. '['hese codes of conduct

are applicable. ingeneral. fbr the Collegc Teachers as w'ell as fbr the Administrator o1'an1'

organisation, Specitlcs of the salicnt and signilicant codes applicable in the conduct of
piincipal, as perceived and enlbrced b1' ['andurang Shikshan Prasarak Mandal are .iotted

underneath:

L To uphold and upkeep the ethos of inclusiveness in terms of imparting education in the

institution.
2. To protect the collective interest o1'dilterent sections ot'the institution so that each and

alt Can perfbrm fieely and give their highest fbr the institution building'

3, To institute. nourish and enfbrce meting equal treatment to all the stakeholders in the

College so that there remains no scope o1'any discriminatory and disparate practice at

any level within the stretch of the College.

4. To uphold and maintain the essence of social.iustice fbr all the stakeholders irrespective

of their caste. creed. race. sex. or religious identity as within the fiamework of Indian

Constitution.
5. To create and maintain an unbiased gender-f ree atmosphere within the periphery o1'the

college so that all the stakeholders enioy equal opportunities.

6. To generate and maintain required alertness among all the stakeholder of the College so

that the chances of incidents o1'sexual harassment get ever minimized and ultimately

eradicated. (1'he Sexual Harassment of Women at Workplacc: Prer,'ention, Prohibition

and Redressal Act,2013 will provide the redressal measures of issues related to sexual

harassment within the boundary of college campus.)

7. To initiate and propagate the spirit of welf'are within all the sections of human resources

attachecJ directly or indirectly with the College and hence to build mutual confldence

amongst them,

8. To maintain and Promote
already explored and thus
pursuit.

g. 'l'o create an environment conducive fbr research oriented academic parleys and thus

promote research activities in the institution to add further to the knowledge pool.

10. To uphold upkeep and enfbrce discipline in the behavioural manif'estation of all the

stakeirolders of the institution and thus maintain campus-serenity required fbracademics.

ll. To promote and maintain the practice o1'extra-curricular actirities amongst the studcnts

and other human resources o1'the institution and thus adds to the societal dynamism

simile to essence-o1--l it.e.

12. To endeavour fbr the upkeep o1'tranquitlity of the region surrounding the College so that

academic practices comes to gradual prevalence and only prevail. eventually'

13. To p.o-oi. and maintain harmonious relationships of the College with the ad.ioining

society in order to ensure spontaneous f'lourish and prosperity of all the students of the

institution.

academic activities in the College in all possible avenues

encourag.c exploration of newer avenues fbr lurther academic
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14. To endeavour and strive lbr maintaining vibrancy of attitudes of all the stakeholde

of theinstitution and thus to nourish & enhance their capabilities.

As the academic head of the institution. tlre l)rincipal should ensure the existence ol'

an academic environment within the College and should endeavour tbr its enrichment by

encouraging research activities. 'l'hus. the Principal should put best ef-forts to bring in
adequate infiastructural and financial support lbr the College, The Principal should

encourage the laculty members of the Institution to take up research pro.iects, publish

research papers. arrange lbr regular sentinars and participate in

conf'erence/sym posi um/wo rk shop/sem i nars.

Code of conduct for Governing BodY

The governing body of the college is responsible fbr ensuring the effective

management ofihe institution and fbr planning its future development,
(a) The governing body should act to approve the mission and strategic vision o1' the

institution. long-term academic plans and ensure that thesc meet the interests of
stakeholders. including students. local communities. Gov'errunent and othcrs

representing public interests.
(b) The body is formed to monitor institutional perfbrmance and quality assurance

arrangements which should be. where possible and appropriate. benchmarked against

other institutions.
(c) Governing bodies ensure compliance with the statutes. ordinances and provisions

regulating their institution. including regulations by Statutory' bodies. such as UGC. as

well as regulations laid out by the State go'n'ernment and afliliating university.

(d1 The governing body should ensure that non-discriminatory systems are in place to
provide equality of opportunity fbr staff members and students.

(e) The governing body should actively monitor that the Institution implements the

requirements of State and National Governments fbr reservations of seats and stafT

positions and provide required support to minority groups'

(0 The general principle o1'transparcncl'ol'thc governing body applies that students and

staff of' the institution should harc appropriate acccss to inlbrmation about the

proceedings of the Governing body. All sorts o1'agendas ot'meetings. drafi minutes (i1'

cleared b1,the chair) and the signed minutes of governing body meetings together with

the papers considered atmeetings should generally be available fbr inspection by staff

and students. There may, however. be matters covered in standing orders where it is

necessary to observe confldentialitl,. Such matters are likell'to concern individuals or

have commerc ial sensitivitv.

Code of Conduct for Teachers
The reachers should fbllow the code of conduct laid down by UGC lbr college

teachers, State Government and Alllliating University. As per UGC guidelines whoever

adopts teaching as a prof-ession assumes the obligation to conduct him/her in accordance

with the ideals of the prof-ession. A teacher is constantll' under the scrutiny of his students

and the society at large. Therefbre. ever)'tcacher should see that there is no incompatibility'

between his precepts and praclice. 'l'he national idcals of'cducaticln must be his/her oun

ideals.
The basic ethical values underlying the code are care. trust. integrity and respectl

embodyingthose aspects relevant to the teacher. wlro is entrusted with social responsibility.

A def-rnitive code for this Institution encompasses the lbllowing:
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[A]. Professional Values \
O B. *.*ed and committed to the intercsts of'the studcnts as the lbremost aim ol'the

teaching prof.ession is to educate.'l'his attitude should bc directed towards the specilic

needs of each student. He should be conscientious and dedicated and if necessarl'.

should help the students beyond class hours without accepting any remuneration'

O He shall not prevent any siudent lrom expressing his viewpoint although it may dilfer

fromthat of his own, On the contrary. the student should be encouraged. Among other

things, a teacher should accept constructive criticism'
(0 He should try to develop an educational environment. liqual treatment should be meted

out to all students irrespective o1'caste. creed. religion. gender or socio-economic status.

There should not be any partialitl,or l'indictive attitude towards an1'of them'

fv) His aim should be to inipire students to generate more interest and develop a sense of

inquiry in the pursuit of knowledge.

19 Thf teacher sliould instil a scientiflc and democratic outlook among his students, making

them community oriented. patriotic and broad minded. This is a part of his social

responsibility.
(vr) Above all a teacher should

manner, He should keeP in
confitrnr to the cthos 9t'his prgl'cssion and act in a dignitlcd
mind that society has entrusted him rvith their children.

[B]. Professional Development and Practices

fi) ri -uv u. .o".eded thai learning has no end. It is imperative that a teacher continuously

updaies himself in his fleld and other related ones in order to upgrade himself and the

student community. He must also acquaint himself with recent methodologies and othcr

applications.

0 A teacher must, alongside teaching, pursue research as innovation contributes to the

continuous progress and development of a sub.iect. He should involve himself in

seminars and

64 Workshops where there is interchange of academic topics. A career long professional

development is therefbre a necessity'.

(v) Developing new teaching strategics and curriculunt as rvell as planning fbr an upgradcd

academic system should be an integral part of'his prof'essional duties.

(v) The teachei will have to carr)'out the lnstitution's educational rcsponsibilities such as

conducting admissions, college seminars and so on. Hc should also be participating in

extra-curricular activities of the College as in sports. extension actir,'ities and cultural

programmes. This will generate a holistic development and a congenial relationship with

the students.

IC]. Professional Integritv
ii)- Teacher, 111rrt ,*iniain ethical behaviour in professional practice by accurately

representing certifications. licenses and other qualiflcations.

0 Honesty should not be compromised in research. Plagiarism is an evil that cannot be

accepted at any cost.'fhe aim should be to improve qualit,r of research'

6o1 Theie should be no conl'lict between prolbssional work and private practice. Private

tuitions should be avoided as they negativelf impact upon the quality of college

teaching.
(iv) The teacher must respect the confldentiality of all infbrmation regarding exam af'fairs as

well as matters dealing with colleagucs and students unless lcgalll'or legitimately

demanded.

l0
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[Dl. Professional Collaboration I

(i) Teachers should be respectful and cooperative towards their colleagues" assisting them

andsharing the'responsibilities in a collaboratir,'e manner

(ii) Teachers should relrain lionr lodging unsubstantiate d allegations against thcir

colleagues in order to satisfy vested interests'

(iii)Teachers should discharge their responsibilities in accordance with the established rules

outlined by the higher authorities and adhere to the conditions of contract.

(iv)Teachers should refrain from responding to unnecessary political motivations as these

ruin the sanctity and smooth progress o1'an educational institution. 
-l-his is more so as the

Institution is located in a vulnerable border area.

(v) Teachers should accord the same respect and treatment to the non-teaching staff as they

do to their f-ellow teachers. The Institution should hold.joint meetings befbre upholding

any decision regarding the College
(vi) There should be regular interactions with the guardians of the students as this is

necessary fbr the improvement of the students and the Institution.
(vii) ' Despite the commuting distance. thc teachers should refrain fiom taking unnecessarv

leave and maintain regularity fbr smooth functioning ot'the college.

Code of Conduct for Non-Teaching Staff
All the non-teaching statl'o1'the college should Ibllow the code of conduct stipulated

by UGC. State Government and Affiliated University. 'fhe Clollege has put fbrward its code

of ethics fbr the sllpporl staf f along the lbllowing Iines.

Professional Conducf
0 The support stafT should acquaint themselves r.,r'ith the College policies and adhere to

them to their best ability.
(iD Each of them should perlbrm the duties he has been assigned sincerely and diligently as

well as with accountability.
(iii) They should avail of leave with prior intimation to the extent possible. In case of sudden

contingencies. infbrmation on their absence should be promptly forwarded to the

College Auth.ority,
(iv) The support,Staff shoulcl not. on anlr account. undertake any other.iob within the

stipulated office hours. Neither shall he engage himself in any trade or business within

college premises.
(v) They should not hamper the functioning o1' the collegc b1' engaging themselves in

political or ant sbcular actir ities.
(vl) They should not engage in renrarks or bchar,'ior that nlight be considcrcd

disrespectful to their non-teaching colle agues. teaching stafl'or students'

Workplace Conduit
(i) They should be punctual as their prior presence is required daily for the

commencementand smooth tunctionirrg of college activities'
(ii) They should also be responsible lbr the proper use and maintenance of college

equipmentsand furniture.
(iii)No support staf f should be under the influence o1'drugs or alcohol during offlce hours.

(iv) The support sta.ff ofien has access to confldential infbrmation regarding examination

matters and other matters relating to other stafl. through official records, It is expected

that they respect the confidentiality of such matters.

(v) They should perfbrm their duties w,ith honesty and integritl', There should be no

lalsiflcation o1' cilllcial documents cntrusted to thcnr'

lr
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(vi)The support staff should show no discrimination on basis of gender, caste or religion.

Professional R€latiohsh ip
(l) Interactions between support staf'f and students are fiequent as fbr example during

counseling, admissions, disbursement of' llnancial aid. examinations and so on. On a

regular basis the students come into contact with support stafT in libraries, science

laboratories and computer laboratories. It is expected that they behave in a helptbl.
friendly and patient manner towards the students.

(ii) The support 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 behavior, as the progress of an institution depends upon mutual goodwill

and trust.
(iii) The non-teaching staff should consider the teaching staff as their colleagues and not as

separate entities. It is the shared functioning that will generate a harmonious

envlronment.
(iv) The Support StafT are the f-rrst to

during examinations. They must

considered to reflect that of the
politely.

come into contact with the guardians of students as

keep in mind the lact that their behavior will be

institution. They should thus interact patiently and
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