
sCHOLARSHIP TO THE CHILDREN OF DEFENCE 8. Tests and Examinatlons : No student is permitted to 
absent herself/ himself from the tests and examinations 
conducted by the college without a valid reason. 

(5) 
SERVICE PERSONNEL 

The students who are the Children of defence Service 
Personnel can apply for Full Fee Concession. Applications 
for Scholarship will be distributed to them soon after the receint
of the Director's order caling for applications 

9 Discipline: The aim of the institution is not only to 
impart knowledge but also to develop the whole 
personality of a student and hence a student should be 
highly dignified in her / his conduct, character and 
behaviour. Violation of any rule will be dealt with 

seriously. 
( 6) SCHOLARSHIP TO THE CHILDREN EX-SERVICEMEN

Children of Ex-servicemen in the college are 
requested to contact the D.S.S. A. Board office for the 

supply of application forms and other details. 
10. Violation of any rule will not be permitted. Parents are 

requested to be in touch with the principal at least once 
in a month and discuss the progress in the studies of 

their son / daughter as well as his / her conduct and 
behaviour. If any violation of these rules is found out, the 
concerned student will be sent out of the college without 
any notice. 

RULES AND REGULATIONS 

1. Fees once paid will not be refunded under any circumstances
RULES OF ATTENDANCE 

2. If a student wants to leave the college during a term, 
he / she will have to pay the entire fees (with the special 
fees etc., ) for the whole year. 

1. Attendance will be taken at the begining of each 

period. 

No student will be allowed to absent himself/ herself2 
Students who indulge in ragging will be immediately 
expelled from the College. 

3. from the college without leave. 

A student who wants leave should apply to the 

membership of the staff in charge of attendance in the 

prescribed application form. However, absence with 

leave will not exempt him / her from rule 8 infra. 

3 

4 The College Union Office Bearers will be selected 
on merit basis only. 

5. The Management reserves for itself the right to revise 
the fees for any class at the beginning of each 
academic year. 

In case where absence is due to unforeseen causes, the 4 
application should be submitted as soon as possible 
but not later than the first day of the student's return 

to the college. 
6. The medium of instruction is English for all courses. 

7. Dress:Women Students must dress modestly in sarees or 
5. In case of iliness extending to more than three days, 

the principal may require the submission of a medical 

certificate. The Medical Certificate, thus produced, 
will not be an exemption from rule 8 infra. 

churidhars. 
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6. A student who absents herselt himself from the class 

during any hour of the day either in the forenoon or 

in the afternoon session of a day will be considered 

to have been absent with or without leave for 

half-a-day 

In regard to all matters not specified in the 

foregoing rules, students shall aim at conducting 

themselves in a manner to be highly worthy to the 

alumni of the collge and of the university and in 

harmony with the best traditions of our national 

life and culture. 

7. 

The annual certificate of attendance required for 7. Cases of improper behaviour of any kind or default 
8. 

admission to the University Examination will in 

no case be granted unless (i) the student's progress 
and conduct are satisfactory and (ii) the student 
attends at least the THREE FOURTH OF THE TOTAL 
NUMBER OF WORKING DAYS in the academic year. 

in the matter of payment of college fees and fines 

or Hostel dues will be treated with such disciplinaryY 

action as the Principal may deem fit. 

PROVISIONS OF TAMILNADU 
ESSENTIAL 

PROHIBITION OF RAGGING ACT, 1997. 

8 No candidate shall be granted the annual certificate 
of attendance required by the University unless he 
has put in at least 75% of the attendance in the 
Physical Training class conducted by the College 
or unless exempted from it on medical grounds. 

Sec 3. Ragging within or outside of any educational institution 

is prohibited 

Sec 4. Whoever directly or indirectly commits, participates in, 

abets or propagates "ragging" within or outside of any 

educational institution, shall be punished with 

imprisonment for a period which may extend to two 

years and shall be liable to a fine which may extend to 

Rs. 10,000/- 

CONDUCTOF STUDENTS 

1. Every student shall wear clean and respectable dress 
becorning of a cultured person. Sec 5. Any student convicted of an offence under Section 4 

Every student shall salute the teachers on the occasion 
of his/her first meeting for the day within the 
college premises. 

shall also be dismissed from the educational institution 

and such student shall not be admitted in any other 

educational institution. 

2. 

Sec 6. (i) Without prejudice to the foregoing provisions 
whenever any student complains of ragging to the 

Head of an educational institution, or to any other person 

responsible for the management of the educational

institution, such head of the educational institution 

or person responsible for the management of the 

educational institution shali inquire into the same 

immediately and if found true, shall suspend the student, 

who has committed the offence, from the educational 

institutuion 

3. On the teacher's entry into the class-room, thne 
students shall rise and remain standing till they 
are asked to sit. 

4. No student shall be allowed to leave the class 
room without the permission of the teacher or 
untill the class is dismissed. 

5 Students who have no class to attend during any particular hour on a working day shall go the Library.
(ii) The decision of the Head of the educational 

institution or the person responsible for the management 

of the educational institution that any student has indulged

in ragging under sub-section (i) shall be final. 

. Students should abstain from active paritcipation in the pai y or communal politics. 
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5hgG gmolni 56nLasLLn -1997s9T (YpsoluùiAousd. 

COLLEGE LIBRARRY 
GlaiuLLGom6mI. 

grdd ULS 51OGami 
5650TSDTsETG5G 26T6TITAJITTS6T. 

Rules and Requlations 

1. The Librarian is in charge of the library of the college. 

2. The Library will be kept open on all working days from 
9-00 a.m. to 7-30 a.m. On Sundays and other holidays of the 

College, which are also public holidays in Tamil Nadu, the 

library will remain closed. The library will remain closed 

during summer vacation. 

()10,000/- aumguilsomoT SIUgmss Olgrm 2. 

Sifley 5. Sfla 4-6TI 1G Sppu 
oroTAsT 560o BniagßOlBSI f%súuanissn. 

3. Entrance into the library will be closed 15 minutes, 

earlier than the closing time. The library will work under the 

closed Access System for U.G. students only. 

Afay6. () meds GlsiwùuGagrs oEsò Lor6OTauf6GiSI 

Bgas 5mavaui Aúysni GlsiuwúuLL 260T 6 LDWrs 
Gleus All the students and the staff of the college are 

members of the library. 

LDT6TOT 6 60 4. 

Gausrib. 

FLLL 5 The library consists of four sections: (a) Reference 

(6) Lending (c) Reading Room and (d) Deprtment 

Libraries. @nsunsmg 

Reference Encyclopaedias, Dictionaries, and other 

kinds of work which are in constant demand, costly 

books and such other books which may, from time to 

time, be considered necessary for ready reference, are placed 

in this section. Reference books may be consulted only 

within the premises of the library at any time. 

6 

7.Lending Section:- information about the library which 

Includes issue and return of books is stored in two 

computers with Online Public Access Catalogue System 

(OPAC). Computerized Retrieval System is employed to 

indentify whether a book is available in the Library or with the 

borrower 
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The Library works under the Closed Access Systems for 

U.G students and Open Access Systems for the pe 
students 

m. When a particular volume of a set of books is lost, the 
student my be called upon to replace the whole set. 

a. 

All marking, underlining or annotating of books, 
whther already soiled or not, is forbidden. On 

return every book ill be examined and if any book 

is found to be marked or soiled or damaged, the 

matter will be reported to the Principal for 

disciplinary action. 

n. 

b. All the books and CDs except those marked 'Reference 

belong to the lending section. 

The students should examine the books before taking 
them and brning to the notice of the librarian any damage 
already done to the books. Otherwise they will be 
heid responsible for the damage. The Principal, may, at his discretion, exclude, from the 

privileges of the college library, any student who fails to 

return the book in time or fails to pay the fines, he 

has incurred or misbehaves in the library. 

0. 

The students should not crowd at the counters. They 
should present themselves in order one after another 

The Reading Room: The periodicals supplied by the 
8. 

Students shculd present their identity card with photo 
whiie borrcwing books from the library. 

library are available to students only during the 

working days of the library between 9-30 a.m. and 

4-00 p.m. in the Reading Room only. 

e. 

f. U.G. student can borrow a book for a duration of 7 
days, a P.G student for 15 days and a staff member for 30 
days. The books may be reissued to the bearer after 
surender on the due date. 

9 Periodicals and other dailies lying on the table should 

in no case be removed from the reading room. 

10. Students doing any damage to any periodical shall be 

required to compensate the ioss and be subject to 

further disciplinary action. 
9 When a student returns his books, he must get back 

his tickets Otherwise the student will be held 
responsible for the books. 

books must be returned to the library 
11. All 

two weeks before the close of the University 

examinations. 

h. Books should be returned on the due date before 
3-30 p.m. A student failing to do so will be fined 1 rupee 
each day the beok is delayed 12. Transfer certificate or conduct certificate will not be 

issued to a student unless he returns the book 

and tickets issued to her | him and also pays 

the dues, if any. 

. Absence from the college will not ordinarily De 
admited as an excuse for delay in the return of books. 

JIf the due date falls on a holiday, the next working day 
will be taken as the due date. 

13. Strict silence and decorum should be observed in 

the Library. 

14. Sticks of all kinds, umbrellas, boxes and such other 

articles shall be left at the entrance 

k. A book may be recalled at any time by the Librarian. 

lf a book is lost or damaged, the student is liable to De called upon to replace the book or to pay suc compensation as may be fixed by the librarian. 
15. No tracing or 

mechancial 
reproduction 

shall 

be made without the permission of the librarian. 
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16. DEPARTMENT LIBRARIES: SASC MEN'S HOSTEL 
There are 20 Department Libraries: General rules and regulations 
1. Tamil 

English 1. The Principal is the Warden of the Hostel. 
2. 

Corporate Secretaryship 2. Students will be admitted in the Hostel based on 
3. 

eligibility. 
4. Commerce 

3. Students are to go through the rules and regulations 
of the Hostel and sign under them before joining 

the Hostel. 

5. Business Administration 

6 Economics 
4. The fee for an academic year, (for accomodation 

and food) can be paid in 4 installments. It is liable to 

change at any time. 

7. Computer Science 

8 Electronics and Communication 

5. The inmates of the Hostel are not permitted to vacate 

the Hostel before the close of an academic year with 

out the permission of the Warden. 

9. Mathematics 

10. Microbiology 

11. Biochemistry 

6. In case a student vacates the Hostel with the 

permission of the Warden or is expelled from the 

Hostel due to misconduct in the middle of an academic 

12. Biotechnology 

13. Chemistry 

year, the Hostel Fees, already paid, will not be 

refunded. 
14. Physics 

7. The Mess Bill for every month shall be sent to 

Parent Guardian. It should be paid before the 15th 

of every month. Fines will be imposed for delayed 

payment. 

15. Master of Business Administration 

16 Master of Computer Applications 
17. Master of Commerce (C.S.) 

8 Parent/ Guardian may pay the Mess Bill in person or 18. M.Sc. Applied MicrobiologyY 
19 M.Sc. Biotechnology through M.0. 

o the recipients of Government Scholarships, after 

deducting the Hostel Fees from the Scholarships, the 

balance amount ill be given at the end of every 

academic year. 

20. M.Sc. Biochemistry 9 
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10. The inmates of the Hostel are not allowed to shift from 
one room to another without the permission of the 
Warden. It can be done only by the Deputy Warden 

18. Permission for guests can be denied by the Deputy 
Warden without giving any reason. Even the 
permitted guests ought to follow the relevant 
rules of the Hostel. On no account, female guests 
shall be permitted in the Hostel. 

on his own will. 

11. Students are not permitted to change or remove 
any furniture and the other goods, given to themn in 
the Hostel. While vacating the Hostel, all the goods 
should be handed over to the Deputy Warden in 
good condition. Those who fail to do so should pay 
the price of the damaged goods along with the fine, 
imoesed on them by the Deputy Warden. 

19. No meetings of any sort can be held without the 

permission of the Deputy Warden. No notices can 

also be put upon the notice-board or in other places 
inside the Hostel without his permission. 

20. Students are strictly prohibited from having 

contacts with any association outside or taking part in 

the meetings, held by it. 2. if the electric ights and fans in a room are switched 
cn during the absence of the inmates, the inmates shall 
have to pay a fine of Rs.15/-. 

13 Writien permission should be obtained from the 
Deputy Warden when the inrnates go on leave from 
tig Hostel and ine coliege 

21. The inmates of the Hostel should not leave any 

valuable article or a large sum of money in their 

rooms. he Hostel authorities are not responsible in 

case of any loss of such valuables or money. 

22. The Deputy Warden has the right to inspect the 

belongings of any student in the Hostel. 14. No reduction in the Mess Bil can be claimed for the 
days of leave taken without permission. To those who 

have obtained written permission for a leave of more 
than 5 days, reduction in the Mess Bill will be made 

from the 6th day onwards. 

23 The Hostel inmates are expected to observe silence 

strictly during the following hours. 

Compulsory Study -time: 
15. Students should conduct themselves in a disciplined 

manner inside the Hostel. They should observe 
silence while taking food and during other occasions. 
They should not behave in an indecent manner with 
the hostel workers. Unnecessary arguments with them 
should be avoided. If there is any grievance, they 
should inform it to the Deputy Warden. They are strictly 
prohibited from entering the Kitchen. 

Evening 6-00 p.m. to 7-30 p.m. 

Night 8-30 p.m. to 10-00 p.m. 

During holidays, compulsory study time is observed 

from 10 a.m. to 12 p.m. Students are not allowed 

to go anywhere during study time. The rooms should 

not be kept closed during study time. 

24. One student not be a disturbance to another's 

studies. If a student unsrupulously picks a quarral 

with another or prevents him from attending his 

Classes, it will be considered as a serious crime. Those 

who are found guilty of such misconduct shall 

be expelled from the Hostel. 

16. No food shall be served in the rooms. 

17, No guests are allowed inside the Hostel. However, parents of the inmates can visit the Hostel as guests with the permission of the Deputy Warden. But they 
are not allowed to stay in the Hostel. 
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25. No student is allowed to stay in the Hostel during class 
hours without the permission of the Deputy Warden 

Disciplinary action will be taken against the students 
who violate this rule. 

34. The students, coming from other institutions, will be 

allowed to visit the Hostel inmates only with the 

permission of the Deputy Warden. If they enter the 
Hostel without his permission, severe action will be 
taken against them. The Hostel inmates are not 
allowed to serve or share their food with the students, 
belonging to other institutions. Those who 
violate these conditions will be severely dealt with. 

26. Attendance will be taken at 7 a.m. and 10 p.m. every 
day. Absence of students in their rooms during 
attendance is considered as a serious crime. If such 
acts continue, the students concerned shall be 

expelled from the Hostel. 
35. The students, who return to the Hostel after the 

holidays, should inform about their return to the 

Deputy Warden. 
27. Students are not permitted to go out during 

holidays. Only on 2nd and 4th Saturdays, during 
4-30 p.m. - 7 p.m., students may go out with the 
permission of the Deputy Warden. Severe action will 
be taken against those who return to the Hostel 
after 7 p.m. 

36. The Hostel inmates should abide by the rules and 

regulations which may be passed by the Warden or 

the Deputy Warden from time to time. 

28. Those who are denied permission to appear for the 

University Examinations for lack of attendance shall 
not be given admission in the Hostel for the 
subsequent academic year. 

When some problems arise for which there are no 

provisions in the above said rules and regulations, they 

will be dealt with by the Warden on his own discretion 

and his decision will be final 

29. During the Semester Holidays, students are not 
permitted to stay in the Hostel without the permission 
of the Deputy Warden. At the end of each Semester, 
students have to vacate the Hostel within 12 hours 
from the time when the last examination ends. 

30. Use of Radio, MP3 and Tape-Recorder is strictly 
prohibited inside the Hostel. 

31. If a student is expelled from the college, he is 
expelled from the Hostel too. Hence, he should leave 
the Hostel immediately. 

32. If a student's activities and conduct are found to De detrimental to the college or the Hostel, the Principal 
is empowered to expel him from the Hostel. 

33. During working hours, students are prohibited from 
oaming about inside the college campus in lungie 
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SASC WOMEN'S HOSTEL 

General rules and regulations 

1. The Principal is the Warden of the Hostel. 
34. s ursTascm6nS So Gafl uál aSl(bSI sdgfis6 

OT sTÜurmflo 2 Students will be admitted in the Hostel based on 

eligibility. 
LOr6a0T Urs6T 

S uprio i0ssGT9gsgù Glal 

Students are to go through the rules and regulations 

of the Hostel and sign under them before joining the 

Hostel. 

3. 
lupi 6TGsT 

4. The fee for an academic year, (for accomodation 

and food) can be paid in 4 installments. It is liable to 

change at any time. 

smoumT 
6TBssuuGuo. 

35 

5. The inmates of the Hostel are not permitted to vacate 

the Hostel before the close of an academic year 
5. 

Srs5I AgsscugluúuOs5I56 GacirOt. 

without the permission of the Warden.
36. O$sanùurmi bo d OAs smemssriumam 

uaudungs 
In case a student vacates the Hostel with the 

permission of the Warden in the middle of an 

academic year, the Hostel Fees, already paid, will not 

be refunded. 

5L- púu@ssicnp 6 
Gauso. 

GoGe 2611 6T 6LOUuLnS 

The Mess Bill for every month shall be sent to 

Farent/ Guardian. It should be paid before the 15th 

of every month. Fines will be imposed for delayed 

payment. 

SuGu p4.umT5 7. 

Parent/ Guardian may pay the Mess Bill in person or 

through M.O. 
8 

o the recipients of Government Scholarsnips, te 

deducting the Hostel Fees from the 
Scholarships, 

the 

Dalance amount will be given at the end of every 

academic year. 

9 
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10. The inmates of the Hostel are not allowed to shift from 

one room to another without the permission of the 
17. Students should not take food to their rooms. 

18. No guests are allowed inside the Hostel. However, 
parents of the inmates can visit the Hostel as guests 

with the permission of the Deputy VWarden. But they 
are not allowed to stay in the Hostel. 

Warden. 

11. Students are not permitted to change or remove 
any furniture and the other goods, given to them in 
the Hostel. While vacating the Hostel, all the goods 
should be handed over to the Deputy Warden in 
good condition. Those who fail to do so should pay 
the price of the damaged goods along with the fine, 
imposed on them by the Deputy Warden. 

19. Permission for guests can be denied by the Deputy 
Warden without giving any reason. Even the 
permitted guests ought to follow the relevant rules of 
the Hostel. On no account, male guests shall be 
permitted in the Hostel. 

12. If the electric lights and fans in a room are switched 
on during the absence of the inmates, the inmates shall 
have to pay a fine of Rs.15/-. 

20. No meetings of any sort can be without the 

permission of the Deputy Warden. No notices can 

also be put upon the notice-board or in other places 

inside the Hostel without his permission. 
13. The student's are allowed to go home only on the 

Second and the Fourth Saturdays. They should 
return to the Hostel om Monday morning without fal. 

Those who fail to report on Monday morning should 
meet the Deputy Warden along with their Parents. 

21. The Hostel inmates are strictly prohibited from having 

contacts with any association outside or taking part in 

the meetings, held by it. 

14. Written permission should be obtained from the 

Deputy Warden when the inmates go on leave from 
the Hostel and the college. 

22. The Hostel inmates should not wear costly jewels, 

They should not leave any valuable article or 

a large sum of money in their rooms. The Hostel 

authorities are not responsible in case of any los of 

such valuables or money. 
15. No reduction in the Mess Bill can be claimed for the 

days of leave taken without permission. To those 
who have obtained written permission for a leave o 
more than 5 days, reduction in the Mess Bill will De 

made from the 6th day onwards. 

23. The Deputy Warden has the right to inspect the 

belongings of any student in the Hostel. 

24 The Hostel inmates are expected to observe silence 

strictly during the following hours. 

Compulsory Study-time: 16. Students should conduct themselves in a disciplined 
manner inside the Hostel. They should obserVe 
Slence while taking food and during other occasions 
ney should not behave in an indecent manner wi 
tne nostel workers. Unnecessary arguments with the should be avoided. If there is any grievance, they 

Evening 6-15 p.m. to 7-30 p.m. 

Night 8-30 p.m. to 10-00 p.m. 

During holidays, compulsory study time is observed 
from 10 a.m. to 12 p.m. Students are not allowed 

TO go anywhere during study time. The rooms should 

not be kept closed during study time. 
snouid inform it to the Deputy Warden. They are str 
prohibited from entering the Kitchen. 
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25. One student should not be a disturbance to anothere 

studies. One student should not pick quarrels 
with another student. Those who violate this rule shall 

be expelled from the Hostel. 

33. Visitors are allowed only on the Second and Fourth 
Saturdays every month. Parents/ Guardian will alone 
be permitted to meet the inmates during Visiting Hours. 
in case the students meet any outside or their 

relatives without the permission of the Deputy 
Warden, they will be expelled from the Hostel and the 
College too. 

26. Attendance will be taken at 7 a.m. and 10 p.m. every 

day. Absence of students in their rooms durina 
attendance is considered as a serious crime. If such 

acts continue, the students concerned shall be 

expelled from the Hostel. 

34. Unless the visitors bring the ldentiy cards, issued to 
them, they will not be permitted to meet the students. 

27. No student is allowed to stay in the Hostel during class 
hours without the permission of the Deputy Warden. 

35. Visitors can take the Hostel inmates outside with the 

prior permission of the Deputy Warden. Such students 
should return to the Hostel before 6 p.m. without fail. 

36. Visitors are not allowed to go anywhere inside the 
Hostel except the Hall, allotted to them. 28. Those who are denied permission to appear for the 

University Examinations for lack of attendance shal 

not be given admission in the Hostel for the 

subsequent academic year. 

37. Visitors are not allowed to visit the inmates on other 
days except the Second and the Fourth Saturdays. 
During the time of emergency, they are allowed to 
meet them only with the prior permission of the 

Warden or the Deputy Warden. 
29. During the Semester Holidays, students are not 

permitted to stay in the Hostel without the permission 
of the Deputy Warden. At the end of each Semester, 
students have to vacate the Hostel within 12 hours 
from the time when the last examination ends 

38. A student can converse only with her visitors. Those 
who are found to be conversing with the visitors of 

other students, will be dealt with severely. 

39. If close relative of the inmates wish to meet them. 

they should write a letter to the Deputy Warden, 

requesting prior permission. If no such letter is sent to 
the Deputy Warden, the close relatives will be denied 

permission to meet the inmates. 

30. Use of Radio, MP3 and Tape-Recorder is strictily 
prohibited inside the Hostel. 

31. Student who wish to use cell phone should get prior 
permission from the Deputy Warden. One student should not use another's cell phone. If students 
VIolate these conditions, they will be severely ata 

40. The inmates of the Hostel are not permitted to go any 

where other than the college without the permission 
of the Deputy Warden. Those who fail to abide by this 

condition shall be evicted from the Hostel as well as 

the college. 

with. 

32. After the class hours, the Hostel inmates shoud return to the Hostel before 6 p.m.Those who tal return by 6 p.m. due to unavoidable circumstan 
to 

should meet the Deputy Warden and give reasons for their late return. 

When there are problems for which there are no 

provisions in the above said rules and regulations, they 
will be dealt with by the Warden and for such 

problem, his decision will be final. 
the 
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Code of Conudct for Teaching Staff members: 
 

All the staff members are expected to display a good conduct so that the students consider 

their teachers as their role model. Following are the code of conduct for faculty members: 

1. All staff members should maintain high standard of punctuality, honesty and 

professional ethics. 

2. Every staff members shall discharge his/her duties efficiently & effectively as per the 

norms laid down by Management from time to time. 

3. Every staff members should report to the college at least 20 minutes before the 

commencement of Institute timing. 

4. All staff members must be enthusiastic in taking up the subjects allotted to them. 

5. All staff members should prepare a lesson/teaching plan, notes, and academic file well 

in advance before commencement of the classes. 

6. Staff should take proper care of his group of students by guiding, motivating, 

counseling and monitoring their attendance and performance. 

7. Every faculty members should be responsible to conduct regular classes and practicals 

and also take extra classes whenever necessary. 

8. Every faculty members shall respect the right and dignity of the student in expressing 

his/her opinion. 

9. Every faculty members shall deal impartially with students regardless of their 

religion, caste, economic, social and physical identity. 

10. No staff members shall act in any manner that violates the decorum or morality within 

the campus. 

11. Every staff members should work within the institutional policies and practices so as 

to satisfy the vision and mission of the institute/trust. 

12. All faculty members must refrain from any from harassment or unlawful 

discrimination based on existing legislative norms relating to 

gender/sexuality/age/marital status. 

13. Every staff should maintain discipline, dress code & wear ID card with in the campus. 

14. Every staff members should present at proper time in class 

15. Every staff members should take student attendance at every hour. 
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16. Staff members should be good counselors and facilitators they should help, guide, 

encourage and assist the students to ensure that the teaching, learning process is 

effective and success. 

17. A faculty member is expected to develop closer liaison with the parents/guardian of 

the students in order to achieve not only the broader objectives of education but also 

to the progress of the students. 

18. Every staff members should intimate prior information before take leave. 

 
Code of Conudct for Non-Teaching Staff members 

 

1.. Every staff members employed in the Institute shall discharge his/her duties efficiently 

and diligently as per the rules and regulations laid by the Competent Authority. 

2. All Staff members should display the highest possible standards of professional behavior. 

 
3. All Staff members should be punctual and discipline towards their work. 

 
4. Every Staff members shall maintain the appropriate levels of confidentiality with respect 

to student and staff records and other sensitive matters. 

5. Every Staff members should cooperate with students, colleagues & superiors 

 
6. All staff members should maintain the image of the institute through standards of dress, 

general courtesy, etc. 

7. All the staff members should respect for the rights and opinions of others. 

 
8. Every staff member should follow all norms and job details assigned by the Management, 

Director & Superior from time to time with full dedication. 

9. All Staff members must refrain from any form of harassment or unlawful discrimination 

based on existing legislative norms relating to gender/sexuality/age/marital status. 
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