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CODE OF CONDUCT
TNSTITUTIONAL CODE OF CONDUCT TORSTUDENTS

I. DISCIPLINE

o The sludent must observe and strictly hllow the disciplinary rules and regulations of the

lnstitute.

r The sludent should follow the academic calendar as per the inslructions of Head of the

Department.

. Any act ofindiscipline or misbehaviour by any student will a$ract severe punishment.

. Darnage 10 Instilute & campus propeny due to negligence/lack of care rvould attracl

punishment and compensalion lor Ioss caused.

. Students shall onlv use the tr asle bins lor disposing \vaste malerials in classrooms, hostels

and offices to make the college campus free fronr plastic and other litter.

o Studenls have to park (heir vehicles in parking zone only. Any student found brealiing the

rule \\,rll be punished. students are strictly prohibited to bring and park four-rvheeler in the

campus of the insiitute.

o No person shall be invrted to address or enterlain the studenls of the college" u,ithout the prior

rrritten perniission of college authorilies.

. sludenls are prohibited from indulging in anli-institulionol, anti-national, antisocial,

communal. immoral or political expressions and activities lvithin the Campus and hoslels. o

Drsciplinary action rvill be initialed against students indulging into eve leasing, molestation.

ragging. harassment, bull)'ing and untoward incidenls,

o All Educational lours or Indwtrial visits sha.ll be accompanied by the faculty members after

obtarning necessary urdertaliing frorn lhe Parents / Guardian of the sludenls' and rvith the

\\ rillen consenl olthe managemenl

o Unaulhorized entry of oulsiders into the campus as rvell as hostels is strictly prohibited.

Witlrout specific permission of rhe aulhorities, sludents shall not bring outsiders to lhe College

or hostels.

o An) case of crin-unal

repo(ed lo lhe police.

2. I.CARD

acliyity or violation of law and order in the College Camp

. Every student must carry with him / her college and campus I-card every day \1

and Library Card for Home Lending, from the Library at lhe beginning of the year.

o l-Card *ill be ar,ailable a ueek after he / she produces his / her ldentitr' Card size
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lectures and appearing for various examinations. The sludent should take his I her



r l'hc slt{$tt shoukl collct't hrr. , hcr l" ('rud r*lhm I I dd1( fr{rrrr l}le tl$* nf nlmrt*rri
i l'tlc !ludfill rhlpltl rlrn t(lcnlll\ fjrrd \\tlh htnt I her rttlul*rlr ;yt,J lhc rd*ntrh r.trrl {}t,,trli:t

hc ploduecd \\hcn rlottmlrled hr thc aulhorrzcd pflrons o( tlle ln$tttu,e

r Al lhc trnre of Nsuurg r hool. llrc ldarnty Cnrd murt b{ pfe$c'ltd along rrr th ilr ljhtr)
cnrd \\:rthout l- ('nrd lhe rcrdcr nrnl'trc refuseil lhe wc of the llomc lardrng ficrlrlr
I I f slrrdenl hrs ltsl hhrnn cnrd or l-crrd. it should trc repnrtcrl rmmedmtdl lo lhc e{xrrdrnr&}t

I IOD rurtl thc trbr ar rarr \\ tth ln *pllic{lton

J. llt iltAN vAt.li]:s
r IJe scru|ulouslr honr.sl rrr all ocademic actir'ixcs &,ld rr..ith rll tl$ tlaliehclden {lf ths rnrlr lr.tr

. lJt alitJrli\ c. lirrr ud c00 pcrrti\ c lo \our lcrchers and pcers on r iur$tr$ lr;dfmr. and * m'

lctdcnrrc ilctl\ rlics

r llelrer c rn lor irrg. sharrng ard carrng.

{. Nromt.}:' PnoNES

. l"tre sludent should srr itch oll reir nrobile phoncs rrhile'rn the classr&)m. [,;rkrr:rl.,n.

[-rbrrn el( *; per nolrlicltron

r Mobrlc grlrone is stlcth prnhibrted in lhcesnm hall dunng thc ii\$lrn i$n I.o1.. rr th{.';i r1

nub,les. n$dern neturs ol'conunuruclliorls, toluables lnd other hlongin3s uc ;it i,tuik*ri

risL.

5 RACGTNC

o Actron to be hlen galnst sludents indulging md abetting rn Rlggrng lu |tr tir* t'|r*rt.,'n'

r.,f l{on ble Suprente ctturl of lndta.

ntAtulrAsilTItA AC"r NO. XXXIll or t9ee,Ttlf, lllallARASllTllt pRolttstIlO\

0l RACCINC ACT, 1919. {Ar nodifted up lo tho lglh Augui.:01:}

r ( rrrcellalion ol'arjnttsston urd also debnrted lront taltng tlnrt\\['ll lll :l,l\ rr]\lr I .::r .,i L,! I , ^l l

r Sullti:n:trlr'! lii;rn lttcndrng clalscs

o $ rtlrhi:ldrng;'\\'r thdratr rrtg sr;:herliushtp. l'elkrushlp urd otltcl b*r,"'iits

r fJebartng lionr appcalng ln rnt l$ltlg\nnnn$l{lll or olhtl e\ilu;ttlirl i],i\( r'r\

r Wrthholdrtg rllrulu

r l)gl;rl*d irlrrr rcpt*r'ttl t! tlt( tttrltltltl$l

l1r1lr ll:lrlirjlrl \(,tlllr l(!lt\ill Clt

r !url.,crr:,ir.,r r r:t lrirl:.rrrr lr r"lnt lltC rn:ltluln,rr

l|l.l \ 1.. ,.,,] I I,r,!, lt rt ,..i.1 I ,,,!l

. ('(,ll("(ll\ c llutl:lllrl!1tl rl ltuyrr rrtullh.'r 1)l-5tuJ\'rll\ ,nf 111! r,l\ (rl lil lh(' ,i.,I (

. An I ll{ liltd urlltr.,rn i \ r\tiilrtr\rr rrrtlt lrrr';tl ltrlttl'..1-rtr,,rt

'*4^l" \
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6. ATTtrNDANCE
o Sludent should be regular in altendance for all sessions during rhe day

. Student should have at least 80% atlondance in the Lecturos olevery subject and I00%

overall per[ormance.

. llthe sludent is found inegular in atlendarce, disciplinary aclion rvill be taken.

o The student coming late shall not be allo$€d 1o enter the class.

o The student nlust report about the sickness 1o the lnstilute.

. On no accoult tvrll srudents be allorved 1o remain absenl for any mid-semester, term-end

e\amination conducled b! the lnstilute ot continuous assessment conducted by laculty in class

The studennvill be entirell, responsible for such absence. This may be delrimenlal 10 the oYerall

perlormance and resulls of the student.

o Leave Trayel Concession as per the rules and regulations oflndian Railrvays and MSRTC

lill be alloived onl1, for desrgrrated vacations, such concession forms rvill not be made

avarlable lor lralel in betu'een vacations $'halever be the reason.

r The sludent sliould complete all the Praclica.ls and Term - s'ork such as Joumals,

Assignments and Proiects.

7. EXAMINATION
. Candidates must appsar at the e\amination hall half an how before the conrmencement of

the examinalion.

. Mobile phone is slriclly prohibited in the eram hall during the examination. lf the mobile is

seized b-v flf ing squad of Sar.itnbai Phule Pme University, it will not be relumed in anl'

circumslance.

o Candidates should not communicale. transfer and pass on an-y cheating / copl' / ririting

material 10 one another in any manner during the examinalion.

o A candidate is permified to bring the follorving items to an e\am: pen, pencil, and. if
specificallv permitted, non-programmable calculators. All equipment's brought to the

examination musl be placed on the candidate's desk and kept in vierv during the examination.

. All studenls should follorv lhe rules of universit- published b1' university esamination

depariment lime to time.

8. GENORAL

. Loud/impolite talk/use of abusiye language rvhich ollends lhe lis{ener l
serious action.

. Erpecled to spend their free time in the LibraqlReading Room. ffi
(t,r

,T
n!



9. r{}tt }RoJli('I' w0nK
. Slu.l$lls nli'Inlilnl(lcd li) lhlktli lht tnlirrnnlxrtt md grrrdakne* y'lr*r lx the fr(4trl r$rd{r

liorn ltt)lr'lo llllr0 xnd rrule thc trmeh rllhntistt$n ollhcrr prolccls ulmpl{lf,d lrl ll r{*p{al

lr\s'n'l'ti l'toNAl, ('ot)l: 0r ('oNDli('T rotl sT^rr

r. Dls('lpl.lNI
. All rlilll't]l'thc lnstrtulc arc respolrsrhlc for protcclrrg md takng lcmonable lteps kr rtEtstll

thc tht'li rrr nususe o1. or dlmogc to Inslllul(l asreh tneltttltng nll hndl l[ phrrlc:rl ;r'xlI

rurrr thlr' *rti,l ttrtntor nblc propertl'

. .ul thc sl0l't lucurtrers should lollorr the rules artd r{rgulnlions nl rhe lnstrtutrnn Jt prjr ll'jri'

li"onr l[tle to tltrc

o ..\ll stol'l'shall dc\ola lheir unle md thcir best offorts for lhe pogrcss r''f lhe ln;tttuttt

o St[tt slrould c0ul t]ul0 lu lhe lls,on. ntisston rntl g,oals 0[ ln$ltluh! fir{}ugh eng]ldnYnl t''l

rrr''rltnli Iti,ritt s

. S(0ll'llust be pullctual' slncere &rd regrdar tn theil npproach

. stalT nrust atte|ld all lirnctions ol'lhe college ss pcr lhe instruelion-s of coordlnstofi a'j1J t'.&l

ol the respcctir e deParlntenls.

o slallnrust relrain fro$ a,r) lornr of harassrnenl or unla$ful drscnnnnauon based i]n f\iJtrn:;

legislatn e requirernerls relallng to: o gsnder/ss\udif /agelmarital stalu;

o pregnanc! or likelihood of pregnancl

o phl'sical fealures, disabilitl or inrpainnent (ph1'sicat dis$ilrt5' or medrcxl shtur)

r Slaff should \ork rn cooper ioll 8nd colloboralire nunner $rth olhers &ruugh rtsd;mic

urd adnrnistraliIe actllitles to tchleve lnsttlullond goals

o l.:lr.en. sraffshould nnrnttin lhe confidentialiS- regardilg the Cnllilsc's ill:ur! utJ the -ttllr-"

ol lls coos{ituenls and ShOUld nol lO dirulge. direCtlv or tndtrectlr' l)rN tnl"rrntJtrlt 
"l

c,nlldentral nature either lo a member of the public or oI dre Collcge s stltl'. utlss cr''nrl.'llsl

to do so b1. a ludicral or other auihoritl' or unless inslru{tsd lo do 10 b! I suLTcrtrlr r.'llit*r rn lhe

drsclrarge ol' hrs/her duties.

r'lhe f'acultl lvlembgr should shol no pnrtialill to irn) s{glnrnt lndr'\

2. l.I:AVlis

r Srll'l'shall gel casunt leales, ntedrcd lelres: ernerl lescs;util

SI'l'tJ urd Culhlle lidrrctttion Socttlr . Nuhrl
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lNs'tltt I 11()NAt, ('()Dl: (}l' ('ONllu(:r ron rA{'{ I l.'l'Y

r. tlts('tPt,tNI
. 'l'hr' li fultt Mr:nrtrcr rhould re pofl to the eollcgc at lcffl lll mtndcr be for* lhe

tr\tnucnccnrcnl ol' collcgc ttmrng

r'l'hc tltrL plnn ol'lat:trltv Nlembcr should errsure. in thc mosl producttrc mnnncr. nrth rcgard

to tht' rol{:s. .iobs nd lugets assrgncd to lhem br the Dcprlmenl/ ln$t,lulron.

,. l,EAVti.s

I \\'hclcr cL l Iaculll Menrbcr tntends 1o lalie len,e. the fnculq membe, should gel lhe lc.t!*

srulclioned rn adlurce md n ith proper alternlle rrrangcmcntr made for clals / lab I rnr rgrl*tron

In cnse of emergencv. lhc lacully nlust be informed \\'lth appropnate alternale arringemenls

suggested.

.}, CONTINUO[)S ASSf,SSMENT

o Once the subjec( is alllolted the Facultv should prepare lecture wise lcson plan

oThe Faculty Member should get lhe lesson plan and course lile - appror ed br Pnnopal Tle

course file should be maintained as per the prescribed fbrmat.

. The Facult], should not inr,olye himself/hersell rn anv unethical praorce rihrk doing

continuous assessrnenl.

o The Facul\' Member must slfl\,e lo prepare himselll herself academicall)' to meet dl the

challenges and Lequirements in the methodolog, olteaching so that the input ma1' be uselul l'or

the sludenl conurunitl at large.

. The Facull)' Men:ber should gel lhe leedback from studenrs and act I adjust &e reachrng

appropriatell'.

o The Faculty Members should interact rvith the coordinators ond Head ofthe depannrent: or

studenl counselor and inforrn him / her aboul the habitual absentees. slos leamer studenr.

objectionable behal,ior etc.

r Eve[' Faculty Member should mainlain academic record book.

4, CLASSROOM TEACHING

r The Faculty Member should engage the lull 60 minutes lecture and should not [er\ r (he clrss

earl),

o The Facull]' Member should use "lnformation Comnrunicrtion 'll

effective delivery of lectures,

o 'l-hs stalf should encourage students asking doubts I questions.

in re medral ooaching cl;uscs.



.'l'hu l;lcult) Menrbur should nlotiyote lho sludcnts ond bringoulthe credivity / originality in

the sludenls urd should nrake hinrsell/hersell available lor doubt clearance.

e Frculll lr4enrber must demonsti{e a htgh standard in teaching and leaming by engaging

sludents in their lerning. rvorking to achieve high level outcomes lor all students, maintaining

records lo manage, nronitor. assess and improve studenl leaming, using research and student

achielerrent data to inlorm professional practicq engaging in relleclive practice and

deleloping their prolessional knorvledge and teaching skills, supporting the personal and

prolessional development ol others, providing conslruclive feedback lo colleagues that is

considered posititely and become helplul lor further gro*lh and development, assisting in

deleloping iurd nranloring less erperienced staff rnembers. &ccepting responsibility lor their

our prol'essional learning and developnrent.

5, LABORAI'ORY

. The Facult) Menrber should involve therselyes in the preparation ofexperimental setup ard

upgrade the laboraton.

r The lacultr, Member should inlolve themselves in demons(ration models, chans and

inrlovati\e melhods olteachlng for better and improved inleraction rsilh students.

6. TEST/ASSIGNMENTS/MID-TERM/MOCK

r Test. prelim, mid-term, submission and mock practical examination must be conducted as

per the academic calendar.

6, APPRAISAL RtrPORT

. All ihe Facultl' Member are required to submit their Self Evaluation Report at the end o[
ele[' term of the academic 1'ear in the prescribed format.

. Facultl Members are e\pected to update their knorvledge b,v attending seminars

hlorkshops/conlerence. afier oblaining necessary permission from lhe Head ofthe Department

and Principal.

o Faculty Members should attempt to publish research papers and articles in reputed

lntemational / lndian Journals, Magazrnes and Periodicals, further thvy should also aulhor and

co-aulhor lerlbooks as per changing curiculum.

r Everr- Facull)'Member is expected to e*tend hiVher beneficial influence in

personalitl- of sludents and helshe should associate himselfiherself acti

curricular activities F-N:i::

r In addition to rhe teaching. the Facultl,Member should t&ke additiomlri,
', i.

assrgned by Principal in academic, co-curricular or e\ua-curncular actili

up the



CODA OT CONDUCT TOR SUPPORTING S'TAFT

I. ADMTNISTRATIVE STATF

. Confidential repon of the departmenl should be part of personal file of thal emplo-vee and

should be kept confidential bv stalf members *orking rvilh this Department.

o Stafl'should take additional responsibilities ifrequired as assigned by Principal.

r Maintun service book ol all staff of the tnstitute. clerk should maintain college

leyel/departmenl level all docrurent files

. Student section should o Ensure lhe eligibility olthe sludents and prepare relaled documents

lo submil lhem to Sayitribai Phule Pune Universltv rvilhin prescribed lirne limit.

Ensure the sludent documenl verification by Savilribai Phule Pune UnirersiY w'ithin tims limiL

Submit the studenl Prorota, eligibiliry and student insurance to Savitribai Phule Punc

Universilr,. ensure (imely submission of examination forms 1o Savitribai Phule Pune

Universitl . ensure caste certificatdcgsls validrtl' lrom concem diviSional office. provide all

necessary sludent data to prepare various commitlee reports.

2. ACCOUNTANT

r Accountant should prepare, examine, and analyse accounting records, financial statemenls,

and olher financial reports.

. Accountant should prepare accounts, Iares and t&\ Ietums, ensuring compliance rvi&

payment, reporting and olher tax requiremenls.

. Accormtant shouid eslablish tables ofaccounts, and assign enlries to proper accounls.

. Accountant should report 1o the Principal regarding the hnancial status of &e college at

regular rnlervals.

. Accountanl should assess acculaa:\'. completenoss, and conformance to repo(ing snd

procedural standa;ds,

. Accounlant shouid provide all the necessary account stalements and documenls for variou

commitlees of lhe institute.

I Accountant should provide all necessary accounting documents and financial statemen6 lor

yearly accounl audits.

J. LAB ATTENDANT

Lab attendant should help the lab assistanl lo carry out the lab related

1

4. PEON



Peon should report the college ha.lf an hour before the college 1ime. Peon should maintain

cleanliness of laboratories. class and staff rooms. Peon should do all the rvork assigl by the

Head of the departmenl and olher slaff members, Pmn should not leave the ollice until and

unless the higher authorilv permits.

CODE OT CONDUCT FORPRINCIPAL

l. The Principal should ensure fial the development plans ofthe College both long-term and

shofl-term, stth respect to the academic programmes are duly processed and implemented

firough relevanl &uthorities, bodies, commiltees and its members'

2 h is the responsibilitl' ol the principal to ensure thal obsorvance of fte acts, stalutes'

ordinances- regulalions. rules and other orders issued there under by the unilersit' authorities,

other regulalo[' bodies and the Managenrenl. lrom time to time'

3. 
-t 

he Principal hxs 10 assule the competence and efTectiveness in the rvhole ol adminislraliYe

plarrs and assignntents Admrnistralion of the acadernic programmes of the College as Nell the

general administralron olrhe college has to be under the pun ierv of the Principal,

,1. As the head of College. the Principal has the responsibility of addressing and resolving all

issues concemed *ith llie partakers oleducation'

5. The principal hu the responsibilil],' to ensule thal ample inrporlance rs given to the gender

sensitilill'me&sures in all the aclivities olthe College'

6. With regard to fie disciplinary msasuros, the Principal has the authority to tale all the

necessa$,actionsasperthedirectionoftheregulaoryar.rthority.lnthisregardhelshe

ralie acttons. $hich should be impartial ard he/she should mainlain complete

7, The Principal has the rcponsibitity to deliver leadership' direction and

the ( ollegc

8. Principal has lhe responsibilit)' lol the smooth conduct of curricular'

curricular actirilies of the College

co-'curricul ar

\ ct'
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