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PART-3

CODE OI CONDUCT FOR NON-TEACHING STAFF

artments are expected to be on

ek

Non-teaching staff working in the College office or dep

duty during college hours.
Non-teaching staff must dress in a professional and appropriate manner.

2

3. Non-teaching staft are required to wear their identity badges at all times during working
hours.

4. Non-teaching statt assigned to Laboratories must ensure the labs remain clean and well-
maintained.

5. Any loss or damage to equipment or materials in the Lab or Classroom must be reported

to the Head of Department (HOD) in writing immediately.

6. Non-teaching staff in the Laboratory must maintain a stock
equipment, chemicals, etc., and submit it to the HOD.

7. A separate register should be maintained for articles damaged by students. Any money
collected from students for damages, as per the HOD’s instructions, should be handed
over to the College Accounts Staff for deposit into the Institute's account.

. Non-teaching staff must carry out their duties as instructed by the relevant authorities 10

whom they report.

9. Non-teaching staff are not allowed to leave the College premises without prior
permission before the scheduled office hours end.

10. Non-teaching staff should continuously work to improve their skills to provide better
service to the Institute.

11. Non-teaching staff are expect

progress.
12. Clerical staff are responsible for completing official tasks on time, maintaining organized

records, and providing requested information promptly.

register for all articles,

ed to recognize their role in contributing to the Institution's

Disciplinary Action
Any violation or failure to comply with the
as censure, deferment of increment, suspension, or termination O

proper inquiry as per the established rules.

se service rules may result in disciplinary actions such
f employment, following a
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