
CODE OF CONDUCT - STAFF 

1. Regularity and punctuality are taught to pupils more effectively by personal 

example than by any precept. Staff is expected to sign the teacher’s attendance 

before the bell and be present at the classroom to maintain silence at the stroke of 

the second bell. If late, they are expected to sign in “Late Attendance register” kept 

on the Principal’s table before signing Teacher’s Attendance. 

2. Promptness and regularity in submitting the lesson plan, mark list etc., on the said 

dates must be strictly observed without need for reminders. 

3. Going out of the College campus during college working hours is not permitted. 

However, in times of emergency, permission to leave the campus must be obtained 

from the Principal at any cost. 

4. Staffs are not permitted to make any collection from the students, unless they are 

instructed and permitted to do so by the Principal. 

5. Basic law of courtesy demands that one should not be a source of disturbance to 

others around her. This must be borne in mind chiefly in the Staff Room. It may be 

considered a place of relaxation, but certainly it is not a place for recreation.   It 

would be an insult to the dignity of the person and the place to descend to the level 

of treating it as a place for idle gossip. Free time must be utilized for academic 

purposes only. 

6. It shall be the personal responsibility of the Tutor to instruct and see that the 

students of her class behave well not only in their classes but also during the 

conduct of any official function. The Physical presence of the staff with the students 

on such occasions is a must. 

7. Substitution work is part of the regular work of every staff. It will be negligence of 

duty if she fails to report to the class for substitution work, if and when she is 

appointed as substitute. 

8. Any Teaching / Non-teaching staff employed in the institution shall at all times 

maintain absolute integrity and devotion to duty and shall do nothing which is 

unbecoming of a staff of the institution. The one who habitually fails to perform 

task assigned to her within stipulated time for the purpose and with the quality of 

performance expected of her shall be deemed to be lacking in devotion to duty. 

9. She shall comply with and obey all lawful orders and directions which may from 

time to time be issued to her in the course of her official duties by any person or 



persons to whom she may be subordinated in the service of the management. 

10. She shall serve the management honestly, efficiently and diligently under the orders 

and instructions of the Principal or Correspondent or the Officers or Secretary of 

the Institution under whom she shall be placed from time to time. She shall 

discharge satisfactorily all the duties attached to her post and make herself useful 

in other respects as may be required of her. 

11. No Staff employed in the college shall absent herself from duty without prior 

permission. In case of sudden sickness or any emergency or absence on medical 

grounds information for leave must reach the Principal within an hour. 

12. No Staff employed in the college shall send any application for employment under 

any other agency or appear for an interview except with the consent of the 

management. 

13. No Staff employed in the college shall engage directly or indirectly in any trade or 

business, in the case of remunerative work like private tuition etc. 

14. No Staff employed in the college shall appear for any examination without the 

expressive prior consent of the management. 

15. Without prior permission no staff employed in the college shall accept any 

honorary work which is detrimental to her work. 

16. No Staff employed in the College shall accept any gift or gratification in kind or 

cash from the pupils or their parents for the work done by her in the Institution. 

17. No Staff employed in the College shall engage herself in any political activity. She 

shall not be associated with any political party or organization whose objectives or 

activities are prejudicial to the interests of the institutions, sovereignty and integrity 

of India or morality and decency. 

18. No Staff employed in the College shall contest in any political election or 

movement. With permission she may stand for selection to Teachers constituency. 

19. No Staff employed in the College shall bring any political or outside pressure on 

the management in respect of her individual service interests. 

20. No Staff employed in the College shall engage herself or participate in any 

demonstration which is prejudicial to the interests and objectives of the 

management, the security of the State or morality, or which involves contempt of 

court, defamation, or incitement of an offence. 

21. No Staff employed in the College shall resort to any form of strike in connection 



with any matter pertaining to service or the service of others under the management. 

22. No Staff employed in the College shall indulge in any criticism of the policies of 

the management or Government directly or indirectly or participate in any activity, 

which brings disrepute to the management or Government. 

23. Any Staff employed in the college is liable to be declared unfit if adjudged as 

insolvent. 

24. REFUSAL TO RECEIVE PAY – concerted or organized refusal on the part of the 

staff to receive her/his pay shall entail serious disciplinary action. 

25. The college will be functioning through various committees. The Chairperson will 

convene the committee meetings for follow – up actions periodically and the 

decisions will be taken accordingly for implementation. 

26. Our College begins with Assembly and prayer i.e., commencing the day with our 

devotion to 

God and the Nation. Student’s participation in the Assembly and prayer depends upon 

teachers’ involvement in them. 

27. Attendance of the students must be marked every hour in the morning and 

afternoon. During the month end, total average must be filled in and carried over 

to the next month and the total must be noted. 

28. The respective class teachers must submit the list of weak students (desirably those 

who failed in more than three subjects) to the Principal so that personal intimation 

will be given to their respective parents during PTA meetings. 

29. There will be no financial transaction between students and teachers. The Tutors 

will be in- charge of conducting tours and picnics. In consultation with the Principal 

the expense for the tour must be finalized. Surrender of accounts must be done once 

they return. All the teachers who accompanied the students are responsible. So, all 

should jointly submit the account to the Principal. 

30. Any last working day will be compensated on the following Saturday and for the 

academic improvement of the students. The Principal is empowered to declare other 

days also if it is needed, as working days for efficiency and effectiveness. 

31. All staff must get fully involved in all important functions, seminars/retreat and in 

orientations / refresher courses in the College and contribute their mighty share of 

service for the success of the programmes. 

32. Teachers are advised to avoid any complaints or adversary remarks from the 



students and parents. They are expected to devote their time for the welfare of the 

students. 

33. ENGLISH CONVERSATION IN THE CAMPUS: The medium of instruction and 

conversation in the campus is English. Hence the staff must be the role model to 

inspire students speaks in English in the campus. 

34. The code of conduct must be strictly followed. 

 

 

 

 


