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PART 2

CODE OF CONDUCT FOR HEADS OF DEPARTMENTS (HODs) AND

TEACHERS

I. Responsibility and Accountability

II.

I11. Leave Policy
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?lllh.jcct .~\|!ocnlinn and Academic Schedule: Teachers are required to handle the
subjects assigned by tl.lC lcad of the Department (HOD) and must adhere strictly to the
Departmental Acadenice Schedule.

Timely Syllabus Completion: Teachers must complete the assigned syllabus on time

ind are responsible for achieving good results in their subjects.
I le_ntorshlp:- Thg Mentor System should be effectively implemented, with teachers
actively monitoring and guiding their assigned group of students.

Student Performance Evaluation: A monthly test should be conducted, and marks from

assignments, tests, and seminars (if attended) should be recorded in the students'

performance reports.
Cqunseling and Facilitation: Teachers should act
guidance, encouragement, and support to students to enhance the teaching-learning

process. Their primary objective should be to promote value-based education.

Professional Conduct: Teachers must maintain decorum inside and outside the

classroom, setting a positive example for students.
Additional Responsibilities: Teachers are expected to participate 1n academic, co-

curricular, and organizational activities as assigned by the department.

as counselors and facilitators, offering

Punctuality and Attendance

1.

Work Hours and Availability: Teachers must report for duty on time as per the

prescribed working hours and remain on campus unless assigned duties elsewhere.
Permission for Absence: Prior written permission must be obtained for arriving late or

Jeaving early, with restrictions on frequency. Leaving the campus during working hours

is not permitted.
Attendance Docu
arrival.
Timeliness: Faculty
working time and remain on ¢

mentation: Teachers are required to sign the attendance register upon

members should arrive at least 10 minutes pefore the scheduled

ampus until the end of the college hours.

ers must obtain prior written approval from the HOD at least on€

Advance Notice: Teach '
asual Leave (C L) or other authorized leave.

day before availing of C




Leave Limitations: A maximum of 25% of staff members from a department may be on

authorized leave on any given day.
Mandatory Attendance: All teachers
last working day of cach month.
Medical Leave: Medical leave is granted solely for genuine me
supported by a valid medical certiticate, subject to verification.

must report for duty on the reopening day and the

dical reasons and must be

I'V. Research, Publications, and Professional Development
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Research and Publications: Faculty members are encouraged to write textbooks,
publish research papers in reputable journals, and present at seminars and conferences.
Research Projects: Teachers are encouraged to undertake research projects to enhance
academic growth.

Continuous Learning: Faculty members are expected to participate in Faculty
Development Programs and Quality Improvement Programs to stay updated with the
latest knowledge and skills. ‘

Prflc.tical Training and Consultancy: Teachers are encouraged to engage in practical
training and consultancy work as part of industry-institute collaboration.

Duty and Recognition: Absence for research-related activities is considered as "on duty"
and may be rewarded at the management's discretion, either monetarily or during

promotion considerations.

General Conduct and Professional Behavior

10.

Ethical Conduct: Teachers must refrain from engaging in any behavior that could
tarnish the institution's reputation.

Political Neutrality: Participation in political activities within or outside the campus 1S
prohibited.

Dress Code: Teachers must dress professionally, adhering to dress regulations as per the
occasion. White aprons are mandatory within hospital premises.

Prohibition of Strikes and Demonstrations: Participation in strikes or demonstrations
on or off-campus is strictly prohibited.

Compliance with Circulars: Teachers must comply with all circulars issued by the
Vice-Chancellor or other competent authorities.

Distribution of Materials and Organizing Meetings: No teacher shall distribute
materials, send circulars, or organize meetings without the Principal/Head of the

Departments’s prior approval.

Identity Badges: Wearing identity
Departmental Timetable Manag
and individual teacher schedules to t
month, with any changes reported promptly in writing.
Research and Innovation: Teachers are encouraged to pursue research interests, with
necessary infrastructure support provided by the management.
Interdepartmental Collaboration: Departments  are encouraged to  conduct

interdepartmental meetings to foster collaboration and learning.
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badges is mandatory within the college premises.
ement: HODs must submit departmental timetables
he principal on the last working day of the previous



c association meetings,

n in Institutional Events: Attendance at academi : .
ay, and Republic Day 18

11. Participatio
Day, Independence D

seminars, and college functions like Sports

mandatory.
12. Volunteering for Extra Classes: Tcachers are encouraged to vo

for Certificate, Diploma, and other Career-Oriented Programs.

13. Individual Representation: Teachers should avoid group mee
and should make representations individually.

14. External Communication: No external communicat
universities should be made without the principal’s prior approval.

15. Departmental Property Management: HODs are responsible  for maintaining
departmental assets and ensuring cleanliness and functionality. Any damage or loss
should be reported to the principal immediately.

16. Planning and Budgeting: Departmental activities should be planned well in advance,

with budget proposals submitted to the Director for approval.

lunteer for extra classes
tings with the Principal

jon to government authorities or

VI. Disciplinary Action

Violation or non-compliance with this Code of Conduct will result in disciplinary action, which
, withholding of increments, suspension, or termination, depending on the

may include a warning
Il follow due process per institutional

severity of the offense. Disciplinary proceedings w1
regulations.

The Management encourages all staff members to work collaboratively to uphold the institution's
values and contribute to its growth as a center of excellence in higher education.

Chairman
Ex-Oftticio
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