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T.P.S. COLLEGET.P.S. COLLEGET.P.S. COLLEGE
CODE OF CONDUCT FOR STAFF 

   Code of Conduct for Principal

· Academic growth of the college.

· Participation and Supervision teaching, research Programmes and Co-curricular 
activities of the college.

· Planning and implementation of academic programmes.

· Promotion of students welfare and holistic development Programmes.

· Maintenance of over all disciplines and administration of the institution. 

· Maintenance and observance of the receipts and expenditure of the accounts.

· Ouer all supervision of the examination .

· Observance of the Act, Statutes, Ordinance, Regulations, Rules and other Orders issued 
by the University.

· Observance of the maintenance of teachers Service-Books.

· Any other works relating to the institution assigned to him/her by the University from 
time to time.

   Code of Conduct for Teachers

· Teachers should abide by the Rules Regulations, Directives and Decisions of the 
Competent Authority.

· Teachers shall be committed to promote holistic development of the students.

· Teaching assignment should be taken up as per decision taken in the department meet .

· Teacher should monitor the performance and attendance of the students in academics 
and co- curricular activities 

· Supervision of college and University exams should be done as per requirements and 
duty assigned.

· Teachers academic enhancement through various academic activities such as 
refresher/orientation courses, conference / seminars should be informed to the authority 
concerned. 

· Teacher shall make use of all ICT infrastructure as required.

· Teachers must report for duty on reopening day or last working day of each session and 
long holidays.

· Teachers should abide by the law rules and regulations of the UGC and the University.

· Teacher should abide any kind of administrative duties assigned to them by the 
Principal.
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   Code of conduct for students

· Students should greet the teachers when they see them for the first time in the day  

· Each student should behave sincerely and politely with teachers, non-teaching staff, 
lab-assistants and library staff   

· I card is compulsory for each student in the college campus.

· Smoking, Drinking, Tabacco and Gutakha chewing and Spitting heither and thither is 
strictly prohibited in the college campus.

· Students should not wander in the college campus by bunking the classes. 

· Students should park their vehicles in the allotted parking.

· Students are prohibited to bring any weapon in the college campus.

· Students should not damage the benches, chairs, tables, fans and lights in the 
classrooms and in the campus. In case of any damage done by them, they will be 
severely punished and penalty will be charged.

· No student should participate in any activity against the college and the society.

· The original certificates submitted in the college by the students will not be returned to 
them. Action will be taken against them if any type of change is made by them in 
documents. 

· The principal of the college has the right to allow or forbid the students from appearing 
in the examination, who remain absent for lectures, internal assessments and for bad 
conduct in the college. 

· Students have to take readmission every year. The fees once paid will not be returned.

· Students have to complete 75% attendance in each year/semester. Those having low 
attendance will not be allowed to fill the examination form. 

· Ragging is strictly prohibited in the college campus.

· Use of mobile phones in the classroom and library area is strictly prohibited.

· In need of any medical emergency of other problem in the college students must inform 
the principal /HoD of the College.  

   Responsibilities of librarian

· Library should have a well prepared catalogue of books. 

· Issuing of library I-Card to students and staff is a must

· Return of books issued to students and teachers should be followed up.

· Maintenance of fine collection register.

· Compilation of books, volumes of journals and periodicals, its binding and stocking be 
done in a proper way.

· Maintaining discipline of the students in the library. 
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· Time to time submission of proposals for the purchase of new books as per the 
requirement of students.    

· Personal belonging are not allowed inside the library.

· Final year students should obtain “No-Dues-Certificate” from the library.

   Responsibilities of office incharge /accountant

· Scrutinizing admission related documents of students.

· Maintaining personal files of faculties and non-teaching staff.

· Maintaining leave record of faculties and staff.

· Maintaining of service book of faculties and staff.

· Any other duties assigned by the Principal time to time

· Preparing budget estimate of the college under the guidance of the Principal.

· Maintaining PF account register 

· Verifying bills for payment.

· Preparing and checking monthly pay sheet of all teaching and non-teaching staff.

· Checking of the cash books on daily basis.

· Filing E-TDS returns. 

· Holding custody of receipt books and vouchers. 

   Responsibilities of Non-teaching staff

1. Non teaching staff in the college office or departments should remain on duty during 
college hour.

2. Non-teaching staff should perform their duties as instructed by the college authorities to 
whom they are attached.

3. th Non-teaching staff of 4  grade should wear the uniform provided by the authorities.

   Responsibilities of non-teaching staff (lab assistant)

1. Non-teaching staff working in the laboratory should keep the laboratory clean. 

2. Non-teaching staff working in the laboratory should maintain a stock register for all the 
articles, equipments, chemicals etc. Any damage to any article in the laboratory should 
be immediately reported to the HOD in writing.

3. Non-teaching staff should ensure discipline in the laboratory.

4. Non-teaching staff should ensure safety of the students in the laboratory.      

vlv



vkpkj lafgrkvkpkj lafgrkvkpkj lafgrk
iz/kkukpk;Z] f'k{kd] fo|kFkhZiz/kkukpk;Z] f'k{kd] fo|kFkhZ

f'k{kdsÙkj deZpkjh@iz;ksx'kkyk lgk;df'k{kdsÙkj deZpkjh@iz;ksx'kkyk lgk;d
iz/kkukpk;Z] f'k{kd] fo|kFkhZ

f'k{kdsÙkj deZpkjh@iz;ksx'kkyk lgk;d



6

Vh0 ih0 ,l0 dkWyst] iVukVh0 ih0 ,l0 dkWyst] iVukVh0 ih0 ,l0 dkWyst] iVuk


   iz/kkukpk;Z ds fy, vkpkj lafgrk

v egkfo|ky; dk vdknfed fodklA

v egkfo|ky; ds v/;kiu] 'kks/k dk;ksZ ,oa vU; vdknfed dk;ksZa esa Hkkxhnkjh ,oa mudk fujh{k.kA

v vdknfed dk;ksZ dh ;kstuk cukuk ,oa mUgsa dk;kZfUor djukA

v lexzrk esa egkfo|ky; ds iz”kklu ,oa vuq”kklu dh ns[k&js[k djukA

v egkfo|ky; ds vk;&O;; dh fuxjkuh djukA

v ijh{kk dk;ksZa ds lapkyu dh ns[k&js[k djukA 

v fo”ofo|ky; }kjk vf/klwfpr fu;e] vf/kfu;e] ifjfu;e ,oa vU; vkns”kksa ds ikyu dks 
lqfuf”pr djukA

v f”k{kdksa dh lsok&iqfLrdk dks v|ru djukA

v fo”ofo|ky; }kjk le;&le; ij fuf”pr fd;s x;s dk;ksZ dks fu"ikfnr djukA

   f'k{kdksa ds fy, vkpkj lafgrk

v vf/kd`r inkf/kdkjh;ksa ds vkns”kksa ,oa funsZ”kksa dk ikyu djukA

v fo|kfFkZ;ksa ds lexz fodkl ds izfr izfrc) jgukA

v foHkkxh; fu.kZ;ksa ds vuqlkj f”k{kdksa ds nkf;Ro dk fuoZg.kA

v vdknfed ,oa vU; dk;ksZa esa fo|kfFkZ;ksa dh mifLFkfr ,oa mudh layXurk dh ns[k&js[k djukA 

v fo”ofo|ky; ,oa egkfo|ky; dh ijh{kkvksa esa fn;s x;s nkf;Roksa dk ikyu djukA

v f”k{kdksa dh fofHkUu vdknfed xfrfof/k;ksa tSls&mUeq[khdj.k] ikB;Øe&iqu”p; ikB;Øe ,oa 
lsfeukj lEesyu esa Hkkxhnkjh& bu lcdh fof/kor lwpuk vf/kd`r inkf/kdkjh dks nsukA

v f”k{kdksa }kjk lwpuk ,oa izlkj.k rduhd dk iz;ksx djukA

v izR;sd 'kSf{kd l= ,oa yEcs vodk”k esa egkfo|ky; ds [kqyus ds fnu ;k vafre dk;Z&fnol esa 
viuh mifLFkfr dks lqfuf”pr djukA

v iz/kkukpk;Z }kjk fn;s x;s iz”kklfud dk;ksZa dk ikyu djukA
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   Nk=ksa ds fy, vkpkj lafgrk

v fnu esa igyh ckj f”k{kdksa dks ns[kdj mudk vfHkoknu djsaA

v izR;sd Nk=ksa dks vius f”k{kdksa f”k{kdsrj deZpkfj;ksa iz;ksx”kkyk lgk;dksa ,oa iqLrdky; dfeZ;ksa 
ds lkFk fouezrk iwoZd O;ogkj djukA

v egkfo|ky; ifjlj esa igpku&i= vfuok;Z gSA

v egkfo|ky; ifjlj esa /kweziku djuk] eknd inkFkksZ dk lsou djuk rEckdw ,oa xqVdk pckdj 
;=&r= Fkwdus dh l[r eukgh gSA

v d{kkvksa dks NksMdj ifjlj esa b/kj&m/kj ?kweuk l[r euk gSA

v viuk okgu vkoafVr ikfdZax {ks= esa yxk,¡A

v fdlh izdkj dk gfFk;kj ysdj egkfo|ky; vkuk euk gSA

v d{kkvksa vkSj ifjlj esa yxs cSap] dqflZ;ksa] Vscy] ia[kksa vkfn dks uqdlku ugha igq¡pk,¡A fdlh izdkj 
ds uqdlku ds fy, ftEesnkj Nk= naM ds Hkkxh gksaxsA

v Nk=ksa dks egkfo|ky; ,oa lekt ds fo#) dksbZ dk;Z ugha djuk pkfg,A

v Nk=ksa }kjk egkfo|ky; esa tek ewy izek.k&i= mUgsa ykSVk;k ugha tk,xkA muds }kjk dkxtkr esa 
fdlh izdkj dh NsM+NkM+ djus ij muds fo:) dkjZokbZ dh tk,xhA

v Nk=ksa dks izR;sd o"kZ iqu% ukekadu djkuk vfuok;Z gksxkA ,d ckj 'kqYd tek djus ds ckn okil 
ugha fd;k tk,xkA

v egkfo|ky; ds iz/kkukpk;Z dks ;g vf/kdkj gksxk fd os fdlh Nk= dks mlds oxZ esa de mifLFkfr 
,oa ve;kZfnr vkpj.k ds dkj.k ijh{kk ls oafpr dj nsaA fo”ks"k ifjfLFkfr esa os bldh vuqefr Hkh 
ns ldrs gSaA

v Nk=ksa ds fy, izR;sd o"kZ@lsesLVj esa 75 izfr”kr mifLFkfr vfuok;Z gSA ftldh de mifLFkfr 
gksxh mUgsa ijh{kk izi= Hkjus ls oafpr dj fn;k tk,xkA

v egkfo|ky; ifjlj esa fdlh izdkj dh jSfxax dh l[r eukgh gSA

v fpfdRlk laca/kh fdlh vkikr fLFkfr esa rRdky iz/kkukpk;Z vFkok foHkkxk/;{k dks vo”; lwfpr 
djsaA

   iqLrdky;k/;{k ds nkf;Ro 

v iqLrdk;y; esa v|ru iqLrd lwph miyC/k jguh pkfg,A

v Nk=ksa ,oa egkfo|ky;dfeZ;ksa dks iqLrdky; igpku i= fuxZr djuk vfuok;Z gSA 

v Nk=ksa ,oa egkfo|ky;dfeZ;ksa dks nh x;h iqLrdksa dh le; ij okilh ds fu;eksa dk vuqikyu 
djukA

v naM olwyh jftLVj dks v|ru j[kukA
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v iqLrdksa dk feyku djuk] fofHkUu i= izf=dkvksa dks vyx&vyx ftYnksa esa lapf;r djuk] LVkWd 
jftLVj dks v|ru djuk ,oa lcdh mfpr ns[k&js[k djukA 

v Nk=ksa dh vko”;drkvksa dks /;ku esa j[kdj le;&le; ij iqLrdksa dh [kjhn dk izLrko cukukA

v iqLrdky; esa futh mi;ksx dh oLrq,¡ ys tkuk euk gSA

v vafre o"kZ ds Nk=ksa ds fy, iqLrdky; ls cdk;k laca/kh (No Dues Certificate) izek.k&i= ysuk 
vfuok;Z gSA

   dk;kZy; izHkkjh@ys[kiky ds nkf;Ro

v Nk=ksa ds ukekadu laca/kh dkxtkr dks lqjf{kr j[kukA

v f'k{kdksa ,oa f”k{kdsrj dfeZ;ksa dh futh lafpdkvksa dks ns[k&js[k djukA

v f”k{kdksa ,oa dfeZ;ksa ds vodk”k laca/kh vfHkys[kksa dks lqjf{kr j[kuk

v f”k{kdksa ,oa f”k{kdsrj dfeZ;ksa dh lsok&iqfLrdkvksa dh lqjf{kr j[kukA

v le;&le; ij iz/kkukpk;Z }kjk fn;s x;s dk;ksZa dk fu"iknu djukA

v iz/kkukpk;Z dh ns[k&js[k esa vuqekfur ctV dks rS;kj djukA

v Hkfo"; fuf/k ys[kk iath dk j[k&j[kko djuk 

v Hkqxrku ;ksX; izi=ksa dks lR;kfir djukA

v f“k{kdksa vkSj f”k{kdsrj deZpkfj;ksa dk ekfld osru&i= rS;kj djuk ,oa mldh tk¡p djukA

v izfrfnu dS”k cqd dh tk¡p djukA

v dj dVkSrh lzksr (TDS) le; ij tek djukA

v izkfIr jlhn ,oa okmpj dks lqjf{kr j[kukA

   f'k{kdsrj deZpkfj;ksa ds nkf;Ro

v dk;kZy; ,oa foHkkxksa esa dk;Zjr f”k{kdsrj deZpkjh viuh dk;kZof/k esa mifLFkr jgsaxsA

v f”k{kdsrj deZpkjh lEc) egkfo|ky; vf/kdkfj;ksa }kjk fn;s x;s drZO;ksa dk ikyu djsaxsA

v prqFkZ oxhZ; deZpkfj;ksa ds fy, vf/kdkfj;ksa }kjk fu/kkZfjr onhZ iguuk vfuok;Z gSA

   iz;ksx'kkyk lgk;dksa ds nkf;Ro

v iz;ksx”kkyk esa dk;Zjr f”k{kdsrj deZpkfj;ksa }kjk iz;ksx”kkyk dh fu;fer lkQ&lQkbZ j[kukA

v iz;ksx”kkyk ds lkjs midj.kksa] jklk;fud nzO;ksa ,oa vU; lkeku ds LVkWd jftLVj dk j[k&j[kko 
djukA

v iz;ksx”kkyk esa fdlh izdkj dh {kfr dh lwpuk foHkkxk/;{k dks nsukA

v iz;ksx”kkyk esa vuq”kklu cuk;s j[kukA

v iz;ksx”kkyk esa Nk=ksa dh lqj{kk dks lqfuf”pr djukA

vlv


