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SATYA RANJAN COLLEGE 

GUIDELINES FOR CODE OF CONDUCT / PROFESSIONAL ETHICS 

 

This Handbook indicates the standard procedures and practices of Satya 

Ranjan College.  The Institute has formulated Code of Conduct to improve the 

overall development and improvement of students, teachers & academic 

environment as a whole, whereby this organization's mission, values and 

principles will be clarified by linking them with standards of professional 

ethics. Our Motto is “Self-Discipline Is the Best Discipline”. The purpose of 

this code of conduct is to make the Students, Teachers, Non-teaching staffs, 

Library staffs, parents, Alumni, College Departments/Cells /Committees, 

Visitors to familiar about the rules and regulations of the College and to 

progress towards the achievement of the mission and vision of the College. 

CODE OF CONDUCT FOR THE PRINCIPAL & VICE PRINCIPAL 

A) PRINCIPAL: 

1. The Principal should exhibit qualities of effective leadership in all academic 

and administrative activities of the College. 

2. Chalk out a policy and plan to execute vision and mission. 

3. Keep the co-ordination in all college works. 

4. Provide guidance, leadership, direction to the all stakeholders. 

5. Oversee and monitor the administration of the academic programs and 

general administration of the college. 

6. To adapt new technology and methods for effective teaching learning 

process and acquaint the students to recent development in the world. 

                                                                               



7. Observance and implementation of directives issued by Government / 

U.G.C./ Director of Higher Education / University and other concerned 

authorities. 

8. Maintain Assessment Reports of the teaching and non-teaching staff of the 

college. 

9. Compel the teaching and non-teaching staff to follow the code of conduct 

of the institution. 

10. Assessing reports/Academic dairy /teaching plan/ plan of action and 

action taken reports of teachers/head/directors/coordinators. 

11. Assessing the academic syllabus/ course of the students. 

12. To assess the feedback forms of the various stakeholders and take proper 

action for rectifying the issues. 

13. Assessing reports of members of the non-teaching staff, maintenance of 

their Service Books. 

14. A service book shall be maintained by the administrative officer / head 

clerk or any other officer duly authorized by him. 

15. To compel the teaching staff to inculcate social, cultural, national and 

human values among the students through education for their overall 

development. 

16. To encourage at overall physical and cultural development of students 

fraternity through various extracurricular activities. 

17. To provide platform to the students of the college by giving them many 

opportunities to face all the practical challenges of the competitive world with 

almost utilization of their potential in curricular and extracurricular activities. 

                                                                               



18. To encourage teaching and non-teaching staff for their professional 

development. 

B)  VICE-PRINCIPAL: 

1. To act as a coordinator between staff and student. 

2. To resolve conflicts among students, teachers, parents and other 

stakeholders of college. 

3. To shoulder all the duties and responsibilities of the principal in absence 

of him/her. 

4. To monitor and maintain a disciplined environment in the institution.                                                                                   

5. To conduct and participate in extension, co-curricular and extra-

curricular activities, including the community service. 

6. To act as a messenger of all the stakeholders of the institution. 

7. To assist for the preparation of time tables, allocation of class rooms for 

various departments. 

C) CODE OF CONDUCT / PROFESSIONAL ETHICS FOR TEACHERS 

(https://www.ugc.gov.in/pdfnews/5323630_new_draft_ugcregulation-

2018) : 

1. Teachers should handle the subjects assigned by the head of the 

Department. 

2. Teachers should complete the syllabus on time. Teachers shall try to 

produce good results in the subjects handled by them and are accountable 

for the same. 

3. Teachers should help, guide, encourage and assist the students to ensure 

that the teaching -learning process is effective and successful. Value based 

education must be their motto. 

                                                                                    



 

4. Teachers should treat other members of the profession respectfully, co-

operate with each other and render assistance for professional betterment. 

5. Teachers should maintain the decorum both inside and outside the 

classroom and set a good example to the students. 

6. Teachers should carry out all the other activities like academic-curricular 

and organizational that may be assigned to them time to time. 

7. Teachers should sign the attendance register while reporting for duty. 

8. Teachers are encouraged to write text books, publish articles in reputed 

journals and present papers in seminars and conference. 

 9. Teachers are encouraged to take up research projects. 

10. Teachers are encouraged to attend faculty development programmes, 

quality improvement programmes etc. to update their knowledge. 

11. No teacher should involve himself /herself in any act of immoral 

activities on part which may cause impairment or bring discredit to the 

institution or management. 

12. Teachers are expected to attend departmental academic association 

meeting, seminars etc. and also all the important occasional days of the 

college. 

13. At the beginning of academic session teachers should aware the students 

about the respective subject, class and exam patterns, syllabus, etc. 

D) CODE OF CONDUCT FOR OFFICIAL NON-TEACHING STAFFS: 

1. To express loyalty to the College by being punctual and reliable in all duties. 

                                                                             



2. To maintain integrity by being honest in words and actions. 

3. To maintain dignity by treating students with care and kindness, while 

upholding professional boundaries with students and staff. 

4. To practise mutual respect, trust and confidentiality.  

5. To adhere strictly to the official resumption/ closing time and must dress 

and appropriately. Non-teaching staff should remain present during duty 

hours. They should report for their duty at least 30 minutes in advance.  

6. To refrain from using any unauthorised persons to perform official duties. 

7. To display notices, mark sheets, attendance sheets, etc. pertaining to the 

students.  

8. To involve themselves in curricular, co-curricular and extra-curricular 

activities.  

9. Any other duties assigned by the principal / Vice Principal from time to 

time. 

10. Must respect and maintain the hierarchy in the Administration.  

11. To physically assist the teaching staff in creating an ideal academic 

environment inside the college. 

12. To report any damage or missing of college properties to the HOD of the 

concerned subject or the principal. 

13. Non-teaching staff will carry out their duties as instructed by the 

authorities to whom they are attached. 

E) CODE OF CONDUCT FOR THE LIBRARY STAFFS 

1. To prepare and issue library cards to students and staff. 

                                                                              



2. To follow up return of books issued to students and staff members. 

3. To maintain books/journal/papers issue & fine collection register and to 

orient the students to wisely use the library for academic purpose. 

4. To catalogue and keep track of library materials digitally and manually. 

5. To maintain day-wise records of visits of students and faculty members in 

the library. 

6. To receive and subscribe to National/International journals, magazines, 

newspapers and highlight important articles and news. 

7. To ensure discipline of the students inside the library. To make sure the 

handling- of the books is not improper. 

s. To regularly check and bind the books which are damaged or likely to be 

damaged. 

9. Any other duties assigned by the principal/Vice Principal from time to time. 

F) CODE OF CONDUCT FOR STUDENTS:  

There are certain rules and regulations that the students of-every institution 

should follow, Students have certain rights and responsibilities irrespective of 

all the disciplines. The following rules and regulations are to be followed by 

the students of Satya Ranjan College. Students violating any of the following 

are subjected to disciplinary action. 

I. Each student should behave sincerely in the college campus. They should 

behave politely with the teachers, non-teaching staff member and with fellow 

co-students. If the students face any problem. they should meet the 

concerned teacher, principal or vice-principal of the college. 

                                                                                                                          



 

2.  Students are expected to maintain the highest standards of discipline and 

dignified manner of behaviour inside as well as outside the College campus. 

3. Students should maintain their best behaviour in the college campus. 

4. Students should not engage themselves in activities which leads to 

defamation of the College. 

5. Students should abide by the rules and regulations of the College and 

should act in a way that highlights the discipline and esteem of the College. 

 6. Uniform (dress code) and identity card is compulsory for each student in 

the campus. Only dresses of college uniform colour are allowed. Students 

should come clean and neatly dressed, It is essential to be noted that students 

should wear uniform in decent manner (avoiding shorts, sleeveless, skin-

tight, etc.) that whichever may be distract them from Indian mainstream 

culture and ethics. 

7. Students should park their vehicles at the allotted places. 

8. Students should not roam around the campus and create nuisance at class 

hours. 

9. Smoking, drinking, chewing gutka, spitting and throwing clutter is strictly 

prohibited in the college campus. 

10. Use of mobile phones in the classrooms, Library, area etc. is strictly 

prohibited. Students should avoid clicking pictures, making videos and use 

of cell phone or any other gadgets without permission. 

 

                                                                                                                       



11. Ragging or harassing juniors is strictly prohibited in the college premises 

and outside the campus as well. Students found indulging in such activities 

may be expelled from the college and legal action may also be taken against 

them. 

12. Postering, using loud speaker without prior permission is strictly 

prohibited inside the college campus. Students are also strictly forbidden to 

make any noise during ongoing classes and reading room. 

13. Every student help to keep college premises/campus/Class Room & desk- 

chairs clean and neat, everyone must use dust bin for garbage. 

14. Students must take proper care of all the college property. Any damage 

done to the property of the college by disfiguring walls, doors, windows, 

fittings, furniture and such other things is breach of discipline of the college 

and will be considered a punishable offence. Writing on walls, pillars, bath 

rooms, and furniture or White boards is strictly prohibited. 

15. Students shall not remain absent without notifying the concerned 

teachers. All absentees should submit leave applications (Regular & Medical) 

in time, for sanction by HoD and concerned teachers. Application for medical 

leave shall be accompanied by valid medical certificates. 

16. After taking proper permission from authority students are allowed to 

organize any education trip and picnic- only. 

21.If the students have any prejudices about the college, he/she should give 

complaint to the authority. Students should avoid publishing the same to any 

social media or newspaper. No student should participate in any activity 

against the college, society or the integrity of the Nation.  

22. Students should also avoid caste and religion based unfair activities at 

college campus. 

                                                                                                                                   



 23. Students should make an effort to participate in sports, Cultural and 

other extra-curricular activities. 

24. At the time of examination, electronics devices are strictly prohibited. 

Copying in the examination or any type of malpractice is strictly prohibited in 

Unit Test/College/University Examinations. 

25. Students will not be allowed to constitute any board or association or 

political groups without the permission of the college authority. 

26. Misbehaviour towards girl students, use of threat or violence against 

members of the staff or fellow students will be considered as serious cases of 

misconduct. 

  27. The authority has the right to allow or forbid any student from appearing 

in the examination who remain absent from class, internal test and term-end 

examination and also to those who misbehave in college campus. Every 

student must complete at-least 75% attendance in each semester. Students 

having low attendance will not be allowed to fill the examination form. 

28. Students must conserve electricity and water. They must switch off lights 

& fans when they leave the class room, study room of library. 

29. A student may not knowingly provide false information or make 

misrepresentation to any College office. In addition, the forgery, alteration, or 

unauthorized possession or use of College documents, records, or 

instruments of identification, forged or fraudulent communications (paper or 

electronic mail) are prohibited. 

30. Only urgent/important notice shall be read out in classroom. Students 

should see the notice board daily and keep themselves well informed about 

the various notices that may be put up there from time to time. 

                                                                                                                             



 

G) CODE OF CONDUCT FOR ALUMNI:  

1.To attend maximum meetings organized by Alumni Association in the 

College. 

2. To participate actively in the projects run by the College.  

3. Provide suggestions and recommendations for betterment of the institute. 

H) CODE OF CONDUCT FOR PARENTS 

1. To participate and contribute in PTA meetings.  

2. Provide suggestion or complain to the Principal. 

3. Maintain contact with teachers regarding the progress of their wards. 

I) VISITORS AND GUESTS: 

1. Visitors and Guests are expected to take prior appointments before meeting 

the Principal / Vice Principal. 

2. Visitors and outsiders other than local guardians are not allowed to meet 

any student directly and they should take prior permission from college 

authority before doing so. 

 

                                                                           

                                                                          DR. BIJIT GOSWAMI 

                                                                                  PRINCIPAL 

      SATYA RANJAN COLLEGE 

       KALAIN, CACHAR, ASSAM 
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