
 

Code of Conduct for different Stakeholders 

Code of conduct for Governing Body and Administration 

 

1. The administrative professional shall act as a trusted agent in professional 

relations, implementing responsibilities in the most competent manner. 

2. Shall familiarize themselves with Institute policies that are relevant to their 

responsibilities. 

3. Shall maintain an even-handed and consistent professional tone in all their 

interactions with faculty, staff, and management in the Institute. 

4. Technologies must not be used to access, use or distribute materials that are 

obscene, vulgar, or pornographic, or that might be perceived by others as 

harassment or intimidation 

5. Administrative staff will abide by all copyright laws, which applies to the 

internet as well as paper. 

6. Staff wishing to copy original work shall receive written permission from the 

copyright owner prior to copying. 

7. The administrative professional shall strive to maintain and enhance the 

dignity, status, competence, and standards of the profession. 

8. Shall be clear and specific in communications with faculty and staff so that all 

concerned will know precisely what behaviour is expected of them. 

9. Shall meet all deadlines 

10. Shall practice fiscal responsibility to ensure that all expenditures fall 

within budget and use common sense in the expenditure of college funds 

11. Shall respect the dignity of all stakeholders of an organization. 

 

 

 

 

 

 

 



 

Code of Conduct for AICESR Teacher Educators 
 

Code of conduct form an integral part of culture of the institution. Faculty 

should follow code of conduct strengthening duties, responsibilities towards 

colleagues, students, parents, government and general populace. 

 

Followings are the different aspect of code of conduct described in 

details. 

 

1. All Teachers need to follow the policy prepared by Ashoka Education 

Foundation very strictly. 

2. Treating students, parents and colleagues with courtesy and sensitivity to their 

rights, duties and aspirations. 

3. Protecting students from harm. 

4. Being committed to students and their learning. 

5. Organizing learning to take account of the diverse social, cultural and special 

learning needs of their students. 

6. Working in partnership with parents and guardian. 

7. Acting against any form of harassment or unlawful discrimination. 

8. At the time of leave every teacher need to adjust lectures and fill lecture 

adjustment form. 

 

Teachers demonstrate a high standard in teaching and learning by: 
 

1. Engaging students in their learning. 

2. Working to achieve high level outcomes for all students. 

3. Maintaining records to manage, monitor, assess and improve student learning. 

4. Using research and student achievement data to inform professional practice. 

5. Engaging in reflective practice and developing their professional knowledge 

and teaching skills. 

6. Providing constructive feedback to colleagues that are considered and helpful. 

7. Assisting in developing and mentoring beginning teachers. 



 

8. Working cooperatively and collaboratively with others to achieve institutes and 

its system goals. 

9. Accepting responsibility for their own professional learning and development. 

10. Mentoring meeting need to be conduct for each week to monitor attendance 

and academic performance of the students. 

 

Teachers should also : 
 

1. Accept responsibility for high quality teaching. 

2. Act with probity in their daily work activities and decision-making. 

3. Exercise efficient and effective resource management. 

4. Teachers’ relationships with pupils/ students, colleagues, parents, school 

management and the public are based on trust. Trust embodies fairness, 

openness and honest. 

5. Honesty, reliability and moral action are embodied in integrity. Teachers 

exercise integrity through their professional commitments, responsibilities and 

actions. 

6. Teachers’ practice is motivated by the best interests of the pupils/students 

entrusted to their care. Teachers show this through positive influence, 

professional judgment and empathy in practice. 



 

 

Code of conduct for Students 

The College expects every student to abide by the following Code 

of Conduct: 

1. Every student must always be decently and neatly dressed, befitting the 

academic environment. 

2. In the college premises Students must wear their identity card. 

3. Students must take proper care of college property, and help in keeping the 

premises neat and clean. Students must not disfigure walls, tables or 

benches. Any wilful damage to the property of the college will be dealt with 

as a breach of discipline. 

4. Students are not allowed to invite any outsider to the college or to the 

college canteen. 

5. No student should, without the permission of the Principal, write to the 

Press or communicate any information to it about matters relating to college 

administration. 

6. Students need to fill leave form for taking leave and get it approved from 

class teacher, Mentor and Principal. 

7. If a student remains absent without leave for any length of time, her name is 

liable to be removed from the college rolls. 

8. Ragging is banned in this institution. A student involving in any such act 

will be expelled from the college and in addition may undergo 

imprisonment and fine. 

9. All Students are required to report 15 minutes before the actual college 

timing. 

10. Completions of Academic and Practical task are mandatory for all the 

students. 

 

 



 

 

Attendance Policy for Students 
 

1. It is expected that students should come 15 minutes earlier of the schedule 

of first lecture and be there up to the end of the last lecture. 

2. If student comes late, then corresponding late mark should be made, 

however she should be allowed to get in class and presence be marked. (This 

will help to avoid uncontrolled confrontation at the gate and undue loitering 

of student outside).This should be followed by due counseling by the class 

teacher and mentor to reduce the possibility of the student coming late, and 

to decide genuineness to continue allowance to the student to attend class 

next time when she comes late again. 

3. In case of persistent late coming, the parents should be taken in a loop to 

improve attendance, and further action (case specific) be initiated by the 

class teacher with the consent of the Principal. 

4. It is mandatory for the students to have attendance in scheduled classes 

beyond prescribed limit of 85%. In case, if student cannot attend classes, she 

should communicate (by mail /written application in advance) with the class 

teacher to get leave of absence, and be recorded which can be considered to 

waive deficit in attendance in genuine cases, by the Principal. The upper 

limit of 10 days per semester should be set for granting such leave of 

absence. 

5. The monitoring of attendance is started from the beginning of the college. 

6. At the end of each month the attendance report is displayed, and given to the 

mentor teacher. Students having 100 percentage attendance be appreciated 

7. For monitoring attendance of students, 90% should be considered as the 

reference. Counseling should be the mode of action till the attendance is 

between 85 and 90%. 



 

 

8. If the attendance is less than 85%for 3 continuous months parents are 

involved and written letter is also issued. 

9. If the situation does not improve after warning letter, the case should be 

discussed by the class teacher with the Principal for case specific resolution. 

Following are the suggestive actions: 

a. Student can be given home assignment to confirm understanding of the 

course missed during her absence. Satisfactory compliance by the student 

can be considered for waiving relative shortfall in attendance. 

b. Admission status can be suspended for short duration, which can be 

revoked if student completes home assignment to the satisfaction of the 

subject/class teacher. 

c. In the worst case, either parents may be asked to apply for withdrawal of 

admission, or Principal may cancel admission having followed relative 

statutory provisions. This stage should be finished before the second term 

starts or before filling the examination form of respective University, 

whichever is earlier. 

 

Code of Conduct for Support Staff - 

 
1. The support staff should acquaint themselves with the college policies and 

adhere to them to their best ability. 

2. Each of them should perform the duties he has been assigned sincerely and 

diligently as well as with accountability. 

3. They should avail of leave with prior intimation to the extent possible. In 

case of sudden contingencies, information on their absence should be 

promptly forwarded to the college authority. 

4. The support staff should not, on any account, undertake any other job 



 

 

within the stipulated office hours. Neither shall he/she engage 

himself/herself in any trade or business within college premises. 

5. They should not hamper the functioning of the college by engaging 

themselves in political or anti secular activities. 

6. They should not engage in remarks or behaviour that might be considered 

disrespectful to their non-teaching colleagues, teaching staff or students. 

7. They should be punctual as their prior presence is required daily for the 

commencement and smooth functioning of college activities. 

8. They should also be responsible for the proper use and maintenance of 

college equipments and furniture. 

9. No support staff should be under the influence of drugs or alcohol during 

office hours. 

10. The support staffs often have access to confidential information regarding 

examination matters and other matters relating to other staff, through 

official records. It is expected that they respect the confidentiality of such 

matters. 

11. They should perform their duties with honesty and integrity. There should 

be no falsification of official documents entrusted to them. 

12. The support staff should show no discrimination on basis of gender, caste 

or religion. 

 

 

Dr. Santosh Rukari 

Principal 
 

 


