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CODEOFCONDUCT 
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CodeofConductforGoverningBody 
 

Provides effective academic and administrative leadership 

totheinstitution. 

Decentralizedandparticipativemanagementininstitutional 

practices. 

Fulfills their lawful duties and obligations to government 

withintegrityandloyalty. 

Ensuresthewelfareofstaffandstudents. 

Strictlyfollowsstrategyofmobilizationandoptimaluseof funds. 

Respectstherightsofstaffandstudents. 

Takes responsible action to protect the students and staff 

from conditions detrimental to health and safety. 

Maintainsfinancialtransparencyanddelivery.Makesutmostef

fortstodeveloptheinstitutioninaversatile manner. 

Prioritizes interests of the institution above 

personal.Takesresponsibleactionstomaintaineducatio

nal ambience. 



CodeofconductforPrincipal 

ThePrincipalofaninstitutionshouldalwaysbehonest,fair, 

objective, supportive, protective and law abiding. Besides, 

thefollowingtraitsareexpectedfromthePrincipal. 

Hemustimplementthenewideasandplantoexecutethe 

visionandmission. 

Promote institution interaction and inculcate research 

developmentactivities. 

Listentothestudent’sideasandsetasupportivetone. 

Ensurethatthestaffandstudentsareawareofrules,policies and 

procedures laid down by the college. 

Befairinhisdisciplinaryactionsforallthemembersof faculty, non-

teachingstaff andstudents. 

Recommendandforwardcommunicationtotheauthorities. 

Monitor, manage and educate the administration of the 

institution and take remedial actions based on the 

stakeholder’sfeedback. 

Executeanyotherqualitativeandquantitativeworkforthe 

welfare of the students and institution. 

Empowerallhisstaffandstudentstoreachtheirmaximum 

potential. 

Assume responsibility and accountability for his/her 

performance. 



CodeofConductforOffice 
Superintendent&hissupportstaff 

He and his support staff should acquaint themselves with 

thecollegepoliciesandadheretothemtotheirbestability. 

Heandhissupportstaffshouldgiveduerespecttothe decisions 

made by the college authorities. 

Heshouldperformthedutiesassignedsincerelyanddiligently as 

well as with accountability. 

He should avail leave with prior intimation to the extent 

possible. In case of sudden contingencies, information on 

theirabsenceshouldbepromptlyforwardedtothecollege 

authority. 

He and his support staff should not, on any account, 

undertake any other job within the stipulated officehours. 

Neithershallhe/sheengagehimself/herselfinanytradeor 

businesswithincollegepremises. 

Heshouldnotengageinremarksorbehaviorthatmightbe 

considered disrespectful to his authorities, non-teaching 

colleagues, teachingstaff or students. 

Heshouldbepunctualashispriorpresenceisrequireddaily 

forthecommencementandsmoothfunctioningofcollege 

activities. 

He should also be responsible for the proper use and 

maintenance of college equipment and furniture. 

He should observe that no support staff is under the 

influenceofdrugsor alcohol duringofficehours. 

He should perform his duty with honesty and integrity. 

There should be no falsification of official documents 

entrustedtohim. 

Heshouldshownodiscriminationbasedongender,caste,or religion. 

It is expected that they behave in a helpful, friendly, 

andpatient mannertowardsthe students. 



CodeofConductforTeacher 

Identification of slow and advance learners and organize 

educational activities as per the requirements of slow and 

advancelearners. 

Maximumuse ofICTinteachinglearningprocess. 

Implementationofvariousteachingmethodsforgetting 

betterlearningoutcomes. 

OrganizingSeminars,Workshops,Conferencesforstudents. 

Organizeparentsmeetsinassociationwithteachersand parents. 

Developingresourcesandevaluation.Student’s 

counselingschemeimplementation.Examination work 

pertaining to college university such as 

organizingsupervision andassessment etc. 

Arrangementofremedialclasses. 

AnyotherdutiesassignedbytheManagementandPrincipal 

fromtimetotime. 



JobresponsibilitiesofLibrarian 

To be a Member-Secretary of the Library Advisory 

Committeeandshallensureproperimplementationofthe 

decisions taken by the Library Advisory Committee. 

To ensure proper procurement and technical procedure of 

all books, periodicals, manuscripts, journals in print, audio 

anddigitalformat, andequipmentinthe library. 

Evolve and implement such processes and procedures to 

ensurethatthebooks,periodical,manuscripts,journalsand 

equipmentinthelibraryareaccessibletothelibraryusersin 

effectiveandefficientmanner. 

Be responsible for the development, modernization, up 

keepingandmanagementoflibrary. 

Torenderassistanceandguidancetoallthestakeholdersof 

thelibrary. 

Toconducttrainingprogramsandworkshopstoupdatethe 

skills and knowledge of colleges library users. 

To create awareness among the users regarding the 

availabilityofresources,information,searchtechniquesand 

databases through the information literacy program. 

Toensuresmoothfunctioningofoveralllibrarywork. 

Shallensurethatnoirregularitiestakeplaceinthelibrary. 

AnyotherworkassignedbythePrincipaltimetotime. 



CodeofConductforStudent 

Students must reach their lecture halls five minutes before 

thescheduledtime. 

StudentsarerequiredtowearI-Cardinsidethecampusfrom 

theirentrytoexit. 

Studentsshouldkeepthemselvesinformedaboutthelatest updates 

onthe notice boards. 

Edibles/softdrinksarenotallowedduringtheteaching 

hoursinclassrooms. 

StudentsareallowedtoavailthefacilityofLibrary,Internet, and 

Cafeteria during free hours only. 

Caremustbetakenwhileusinginstitute’spropertye.g., furniture, 

fixtures, computers, lab equipment, etc. 

Students are expected to observe a decent dress code in 

collegehours. 

Studentsmustusedigitalplatformtoenrichtheirknowledge. 

Studentsareexpectedtotakeinitiativeinsocialwelfare 

activitiesconductedbycollege. 

Students should keep them update for the preparation of 

examination conducted by college and university. 



JobResponsibility of 

ClerkStudentSection(Admission) 

Custody of original documents of students and their final 

disposal. 

Maintainalltheoriginaldocumentsinindividualfoldersie: 

10th& 12th marksheet, graduation marksheet, passing 

certificate,degreecertificate,transfercertificate,migration 

certificate,castecertificate,castevaliditycertificateofeach 

student. The original documents shall be returned to the 

studentoncompletionofthecourseensuringthatalldues have 

been cleared by the student. No original documents shall 

be returned during the academic year without valid 

reasons except LC/ TC and sequencing documents. 

TCeligibilityforms 

Toobtaineligibilityformsofstudentsalongwiththexerox 

copiesofnecessarycertificatesandtimelysubmissionofthe 

sametothecamporganizedbyUniversityofNagpurforthe 

purposeofverification. 

IssuingBus,Air,RailwayConcession 

Issue of local railway concession and long route railway 

concession to bonafide students for winter and summer 

vacationafterapprovalfromPrincipal.Timelyprocurement of 

railway concession books strictly following the rules of 

therailwayauthoritytokeeptherailwayconcessionbooks 

insafecustodyandensurepreventionofmisuseofthesame. 

Maintaining of the files and registers pertaining to the 

section,dulynumberupdatedinallrespectstomaintainall 

thecurrentandbackvolumesoffilesinaneatlylabeledand 

numberedmanner. 



 

 

 

Toreceivescholarshipformsfromeconomicallybackward 

classstudentsandstudentsbelongingtoSC,ST,NT,OBC& 

SBC, submit the same to the social welfare department 

alongwithcastevalidityandotherdocumentscompletein 

allrespectinthetimelimitprescribedbydirectorofsocial 

welfare department under the supervision of Principal. 

To receive application for minority scholarship of central 

and state government and submit the same to director 

completeinallrespectinthetimelimitprescribedunderthe 

supervisionofPrincipal. 

Topreparemeritlistofallthestudentsadmittedtofirstyear 

categorywiseasrequiredandsubmitthesametodirector 

fortheirapprovalinatimeboundmanner. 

To take regular follow up of approval of sanctions of the 

scholarship from social welfare department till the 

sanctionsarereceivedandreportthestatustothePrincipal 

regularly. 

To issue no due certificate to students whenever they 

approachthesection. 

To issue transfer certificate to student whenever they 

approach, ensuring that no due certificate is receivable 

fromthestudent. 



 

JobresponsibilitiesofPlacementOfficer 

 
Prepare a data bank of potential industries for placement 

andkeepupdatingthem. 

Initiate correspondence with industries and organized 

recruitmentprocessforplacements. 

Organize meetings to spend a rapport with corporate 

world. 

Organize printing of placement brochures /soft copies of 

informationregardingstudent’splacement. 

Obtain feedback from Industries regarding strength and 

weaknessofstudentswhohavebeenplacedfinally. 

ObtainfeedbackfromIndustriesregardingperformanceof 

placed students and obtain inputs for additional training 

groomingofcurrentstudentatleastforayear. 

Grooming the students for placement by organizing soft 

skilltraining. 

Counseling of students regarding emerging areas of job 

opportunities. 

Organizetalksbyexpertstomotivatestudentstoseekjob 

opportunityinemergingareas. 

Givefeedbacktothefacultyaboutstrengthandweakness 

ofstudentstoenablethemtoinitiateappropriategrooming 

activities. 



 

Jobresponsibilitiesoflabinstructor 

To draw the lab schedules for the students and display on 

theboard. 

Recordandmaintaintheattendanceofthestudents. 

Ensurethedisciplineofthestudentsinthelaboratory. 

Toassiststudentsduringpracticalinthelaboratory. 

Conduct lab examination as and when required. 

Toassistthesystemadministratortomaintainthenetwork 

andthecomputers. 

Maintain database of marks of various exams and assist 

faculty members in compilation and submission of term 

workpreparationofmarkslist. 

Toassistthefacultymembersinconductinglabsessionsof 

theirstudents. 

Tomaintainthedeadstock,consumableandsemi 

consumableregister ofrespective laboratory. 

Maintainthecontinuousassessmentrecordsofstudentsin 

respectivetermwork. 

 

 

 

 

 

 

 

 

 

 

 

 



Policy on Code of Conduct and Ethics  

  

Yeshwant Mahavidyalaya, Wardha referred to as Institute, is 

pleased to declare its policy of code of conduct and Ethics to be 

abided by the faculty Members and Students. This policy 

indicates the standard procedures and practices for appropriate 

Conduct and Ethics for the  entire faculty as employees and all 

the students who have enrolled in this institute to study various 

programs. It is binding on them to strictly adhere to and follow 

this Code of Ethics and Conduct and the rights, responsibilities 

including the restrictions flowing from it.  This document lays 

down guidelines and norms to be followed to ensure good 

conduct and ethical practices in the Institute. The document is 

made available in both the forms. Soft and hard. All the 

stakeholders are expected to be well conversant with the code 

of conduct and academic ethics, which can also be reviewed on 

the official website of the Institute.  If there is a case against 

stakeholder for possible breach of code of conduct, then the 

committee handling grievances and its redressal, is forwarded 

for a suitable disciplinary action and shall inquire into the 

alleged violation and accordingly suggest the action to be taken 

against the said student. The committee may meet with the 

student to ascertain the misconduct and suggest one or more of 

the following disciplinary actions based on the nature of 

misconduct.  The Institute’s endeavor by means of enforcing 

this code is to pioneer and administer the student and staff 

discipline process that is egalitarian conscientious, effectual and 

expeditious, and providing a system which promotes their 

growth through individual and collective responsibility 


