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HANDBOOK OF CODE OF CONDUCT

CODE OF CONDUCT-STUDENTS:

The Student Code of Conduct at The Standard Fireworks Rajaratnam College for Women
establishes clear expectations of behavior that foster academic and communal integrity. The Code
of Conduct for Students is a guide for all members of the student community to achieve high
standard of behaviour, to protect the campus environment and to promote consideration and
respect for individuals in accordance with the mission & vision of the College.

This confirms that the College commits itself to the academic and personal development of the
students which will train them to become responsible citizens of our country. Following actions
constitute the Institute code of conduct.

o Students should abide by the rules and regulations prescribed by the Institution.

e Students are required to wear their identity cards regularly inside the campus.

e Students should maintain silence during prayer and also when announcements are made
through Public Address System.

e Students are expected to be inside the class room during the class hours.

e Students are not permitted to possess or use Mobile Phones inside the college campus.

e Students should cultivate the habit of reading circulars displayed on the college notice-
boards.

e Students are required to follow the dress code confirmed by the Institution. Wearing
uniform saree on Ethnic Day is a must.

e No student is allowed to absent herself from college without a leave letter and must have
put in at least 75% attendance to appear for End Semester examination.

e Students should not take leave during college events and also on exam days without prior
permission from the Head of the Department.

e Ragging or any conduct which threatens or endangers the health or safety of any person
including physical abuse, threats whether verbal, written or otherwise is prohibited.

e Students are expected to maintain general cleanliness within the classrooms, laboratories
and campus.

e Students should not litter the campus and should help to keep the campus clean.



o Disciplinary actions will be taken on students whose behaviour obstructs teaching,
research, administration and other proceedings or activities in the campus.

o Students who intentionally damage or destroy Institute's property will be punished and the
cost of damage done shall be recovered from the students individually.

o Library books should be handled with utmost care and strict silence should be maintained
inside the library.

e Bicycles, two wheelers, cars etc., must be parked only in the parking lots meant for the
purpose.

o Students are expected to be careful and responsible while using Social networks.

e Any kind of malpractices and other acts of dishonesty in class/exams that may violate or
spoil the academic atmosphere is not allowed.

e Rules and regulations are laid down for conduct in Hostels has to be strictly followed by
hostel students.

e Students are expected to maintain discipline inside the college bus.

e Visitors are not permitted to visit the students during the college working hours.

e Students are strictly instructed not to participate in any political related activities.

e Notice of any kind should not be circulated among the students or put up on the notice
board without the prior permission of the Principal. Students should not leave the campus
without prior permission from the authorities.

e Students who fall sick can leave the campus with their parents/guardian only after getting
the gate pass with office seal.

CODE OF CONDUCT-TEACHER:

Teaching profession is rightly called the noble job because it creates all other jobs.
A teacher is considered to be the backbone of any institution. With so much of moral
responsibility in building a better society, a teacher needs to follow certain code of conduct.
A teacher does not perform just the role of a teacher but she is also the role model for her
students. Teachers should contribute to the vision, mission and goals of Institute by

devoting their time and effort for the Institutional progress.
Teacher should discharge duties effectively to match with the academic standard of the

institution.

e Teachers should be punctual to the class and also to the meetings organized by the
institution.
e Teachers should complete the syllabus on time.



Teachers should cooperate with colleagues while performing duties related to academics
and administration.

Teachers are expected to behave with utmost dignity inside the campus.

Teachers are not allowed to accept any assignment given by any external agency without
the prior permission of the College Management.

Gifts of any sort should not be accepted from the students.

Teachers should not associate themselves with any political party or external agencies or
participate in any strike and should not criticize the College Management doctrines or the
Government for any reason.

Teachers should apply for leave and permission in advance and proper alternate
arrangements must be made for class.

Teachers should be impartial while dealing with the student community.

Teachers should make use of the Tutor Ward system to identify the needs and problems
of the students and address it without any bias.

Teachers should get feedback from students and act or adjust teaching appropriately.
Teachers are expected to update their knowledge by attending seminars, workshops,
conference, after obtaining necessary permission from the Head of the Department and
Principal.

Teachers should not involve in plagiarism in research related works as it would tarnish
the Institution's reputation.

Teachers should rightly make use of the latest technological developments for the
student's growth.

Teachers should not use mobile phones inside their classrooms.

Teachers should be modest both in words and actions while taking disciplinary actions
against the students.

CODE OF CONDUCT-NON-TEACHING STAFF:

The following traits are expected from the non-teaching staff:

e Abide by the rules and regulations of the institution.

e Respect and maintain the hierarchy in the administration.

e Maintain honesty, integrity, fairness in all the activities.

e Exercise self-discipline and restrain at all times and deal positively with staff,
students and to the general public.

e Must not divulge official secrets, mutilate, expunge, conceal or forge official
documents/receipts.

e Non-Teaching staff, working in the Laboratory should keep the laboratories clean,
any loss or damage to any article should be reported to the HOD immediately.



e Non-Teaching staff should not employ any official subordinate staff on regular
domestic work for his personal service.

e Every non-teaching staff shall abide by the orders or circulars issued by the
concerned authority as to punctuality and other instructions.

e Unauthorized absence to be treated as misconduct.

o No staff employed in a college shall engage in any political activity.

e No staff employed in a college shall bring or attempt to bring any political or other
influence on superior authority in respect to individual service interests.

e Every non-teaching staff shall faithfully render their services for holding such
examinations of the institution.

CODE OF CONDUCT-PRINCIPAL:

As the head of the institution the Principal should possess remarkable leadership qualities
which would lead to the overall growth of an institution. The Principal should also work
keeping in mind the vision and mission of an institution and also should work towards
maintaining a balance between the different bodies prevailing within an institution.

o Principal should work towards the overall growth of the institution

e Principal should make sure that the academic community is aware of the rules and
regulations of the college

e Principal should be unbiased in her decisions while taking disciplinary actions.

e Principal should encourage the staff and students in the campus to work towards
their personal and also towards the institutional growth.

e Principal should ensure that all the research related activities are carried out actively
and ethically.

e Principal should make sure that circulars related to the college activities reach the
students and teachers.

e Principal should keep track of the records related to the expenditures of the college.

e As the Chief controller of examination the Principal has to supervise question paper
setting, assessment of answer scripts and other duties related to Examination Cell.

e Principal should make sure that the student admission and teacher's recruitment are
properly channeled.

e Feedbacks received by the Principal on the various affairs of the institution should
be rightly acknowledged and actions should be taken immediately.

e Principal should form the various college committees for the growth of the
institution.

o Principal should ensure that the instructions given by the Management are
implemented in the campus.



e Principal should make sure that the annual report on the progress of the college in
different developmental and collaborative programmes be updated to the various
committees and Management.

e Principal should ensure complete coordination within the institution.

CODE OF CONDUCT-GOVERNING BODY:

The Governing Body of the college is responsible for ensuring the effective management
of the institution and for planning its future development.

e The Governing Body should act to approve the mission and strategic vision of the
institution, long-term academic plans.

o The body should oversee the performance of the institution and assure quality in
every section of the institution.

e Governing Body should ensure compliance with the regulations termed by the
UGC, State government and affiliating university.

e The Governing Body should ensure that non-discriminatory systems are in place to
provide equality of opportunity for staff members and students.

e The Governing Body should monitor that the Institution implements the
requirements of State and National Governments for reservations of seats and staff

positions and provide required support to minority groups.
o The Governing Body should make sure that the minutes of the Govemmg Body
meeting be available for staff and students for inspection
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