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Code of Conduct: 1. For Principal (Head of I""'m“”“"s], -
e I‘|Jl|'|.1'|i|'|]_.". aiil l."HL"L‘i“'il'H'l al ﬂtll:ll.!l"iﬂ s !Idl“illiﬁ"’{l"‘l‘ﬂ aclivilics
clTectively s
% Chalk oul policies and plans to exceule the vision and mission of the
college
* Provide leadership, guidance and direction to the stakcholders _—
v Observance and implementation of dircetives issued by authorities r'r!“:
Govt) UGC/ Directorate of Education/ Higher Education/University
ele, i
b Rl:.“];llldf WESESEITeEnt {mmrf_ﬁ work din:‘icy'plnns of actions/service :
books) of teaching and non-teaching stalf of the college |
» Guiding teaching and non-teaching stafl to adhere to their job specific E
code of conduet I
% Asscssing and roviewing the academic calendar and feedback of |
stakeholders about the institulion
% Guiding the teaching staff 1o inculeate social, cultural, national and
human values among the students through education, extra-curricular
activities for their overall development q
»  Encouraging teaching and non-teaching staff towards their professional
development
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Code of Conduct: 2, For IQAC Coordinator-

Supervisor, MIS The delegated duties of the Coardinator, IOAC, are carricd oul
by Cell of Dayanandn Sagar College of Atls, Scienee and Commerce . The
coordinator 1OACs roles and duties include the Tollowing

To conrdinate the shoving of information on pmerans higher cducation gquality
mdicntors

Coordination of the numerous quality iImprovemenl programs and agtivitics'
documentation.

Ta coordinate the institution's netions reluted to quality

To organize the creation of the AQAR, or Annual Quality Assurance Report,
which will be submilted to MAAC based on quality standards.

To organize the effective and timely implementation of the [QAC committee’s
decisions.

Development of quality henchmarks/parameters for various academic and

administrative activities of the institution and carrying out the gap analysis for
GRIET. ]

Facilitating the creation of a leamer-centric environment conducive to quality
sducation and Tacully maturation to adopt the required knowledge and teclinology
fior participatary teaching and learning process carmying oul periodic check of

course outcome attainment and action taken from each faculty and its mapping on
10 MOs, PEOs.

Monitor the action taken by depariments on feedback response from students,

parents and other stakeholders on quality-related institutional processes,

Dissemination of mformation on varous guality parameters ol higher education;
Organization of inter and intra instilutional workshops, seminars on quality
related fhemes and promotion of quality circles;

Documentation of the varions programmesactivities leading to quality
improvement;

Acting s a nodal agency of the Institution for coordinating quatity-related
aetivities, including adoption and dissemination of best practices;
Development and maintenince of institutional database through MIS for the

purpose of maintaining fenlancing the institutional qualiy;

Development of Quality Culture in e institution;




»  Preparation of the Annual Quality Assurance Report (AQAR) and gsubmil to

NAAC,
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Code of Conduct: 3, For Head of Department
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To prepare Anounl Deparimental  Academic  Calendar  hefore
commencement of the session, and ong copy of it should be submitted
to the principal and organize the planned cvents accordingly.
To prepare the Semester wise/ onnual Time Table Tor the faculty and
the Department.
To  pwideflireel the Meulties of the departimenl o prepare
anmualisemester wisc/subject wise teaching plan and keep one copy of
this plan in departmental file & submit one hord copy to the Principal,
To manage the Lectures/events & supervise their smooth conduct,
Oreanize/take student feedback (Two times) ofier one month of
commencement of the teaching and at the end of every semester, for
understanding their difficulties, prievances or any teaching/leaming
problems, performance of the subject teachers etc. Find out
remedies/solutions alter analyzing the feedback forms of the students.
Every departmental mecliﬁg should be organized under the (Ex-
officio) chairmanship of the Principal, for planning/deciding the
programs/activities (For Why, How, Where, for whom, by whom, ctc.).
Any program or any activity should not be erganized’ arranged by any
department of the college, without permission/consent of the Principal.
Submit reports of completed and not completed parts of the syllabus
and unit lests reports, from time to time to the principal i wrntten
form.
Each year, every teaching department of the college should establish
“Students’ Study Circle™ of the students, by the students, for the
students by constituting their Students' executive body. At the

beginning of the session, inspire them fo conduct/organize the
departmental programs/activities,

- Organize  Personality  Development, Soft skills Development &

Communication skills Development Programs for the holistic
development u_i"_ ihe students.

Find out and make st of Slow leamers & Fast leamers, Organize extra
classesfremedial classes for slow leamers & Provide more puidance to
the fast learmers, Keep all documentary records of these additional
classes in ncademic dairy.

Crrpanize “Industrinl/Environmental study Tour™ for the students, &
afier tour make evolution/output/benefit report of the tour & submit it
to the Principal and also keep one hard copy of it in departmental
document [l

Oirganise guest leclures on various subjects for the students, with
permission of the Principal.

Orpanise student-centric programs for their overall development by
using innovative ideas, There are expected minimum two programs in
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ench semester that should be conducted by every teaching department,
apart from indicated programs by the college, in College Annual
Calendar, for ench semester.

Keep all documentary records of the Programs/activitics/mectings 'P'".":h
as, Photographs, Newspaper cuttings, Studenis’ aftendance Tist,
Minutes book, elc.) in o systematic manner for creating & maintaining
records, both in hard copics s well as soll copies with the depariment.
Redress the gricvances of the students ot department level & Counsel
them as necded.

All teaching departments of Arts and Commerce faculty should submit
monthly reporis of the organized programsfactivilicsfevents o the
Principal at the end of every month in hard copy. Also submit the
‘Consolidated Annual Report' of all Programs/activitiesievents o the
LOQAC, in hord & solt copics, before end of the scademic year.

Il any dirccted or planned Program/activitylevent could not be
organised/ conducted duc 1o any reason(s), then Head of the concerned
teaching department must submit the reasons, in writing to the
Principal,

E_“":":'“mﬂf teachers to Gl their academic dairics regularly, record
hlﬂ'll_l:l' daily lectures!daily performance & other necessary informalion
:l::lﬂj;:f;nn IIJ1v:r!1 Iy sum:ml. ".'" the Principal’s OfMice for monthly

MSIgnlng_h}f the principal, on the last date of every mivll,
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Code of Conduct: 4. Coordinators
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To prepare yearly “Plan of Action” at the beginning of the session,
for their Course/Cell/Committee, for the current session & conduct
ihe studeni-centric programsfactivitics according 10 planned
programmesiactivilies, by using innovative ideas.

There are expecied minimum iwo programs in first session and
olher two programs in second session should be performed by the
concerning Course/Cell/Commitiee, apart from indicated programs
in The College Annual Calendar for each scssion.

It is nlso expected that every Course/Cell/Committee  should
organise a meeting with concerned committee members for Why,
How., Where, for whom, by whom, under (Ex-officio)
chairmanship of the Principal, before the program. And ‘Minutes
Book® of each meeling must be maintained by the
Coordinator/Head/Director/ Convener in proper manner.

For creating & maintaining quality among the students, as well as
keeping  rtecord  for NAAC  pumose,  planned
programs/activities/events must be organized by the goncerned
Dept./CelliCommittee & must be kept on record such as: Minutes
book, Photographs, Mewspaper cuttings, Students’ attendance list
ele.

To submit month  wise ropons of the organized
program/activity/event o the Principal at the end of every manth in
hard copy, Also submit the ‘Consolidated Annual Report” of all
Programs/activitics/events 1o the 1LQ.A.C. in hard & soft copics,
before end of the academic year.




Code of Conduct: 5, For Teaching Stalf - -

F Seck 10 promote continuous professional growth  through study an
resenrely

# Adhere to a responsible patiem of conduct nnd demeanor expeeted of
them Dy the community .

= Expressing five amd fronk opinion turing porticipation in professional
mectings, sewsinars, conlerences ele, _—

> Manage theie private altairs in o snner consistent with the di ity ol
e profession

#To Maintain activi membership of professional organizations and
strive W improve their duention and knowledge through them

# To Peeform their ditics i the form of teachimg, lnlorials, practical,
seminar and resenrch work conscientivusly and with dedication

¥ To Co-operate mul nssisl in carrying oul functions relating to the
educational responsibilitics of the college and the university, such as:
assisting in appraising  applications  for admission, advising and
conmseling students as well ns assisting in the conduet of university
and - college exmminations, nchuding supervision, invigilation and
evaluation

-tll

To Participate in co-curriewlar and exta-cumicular activitics, including

community service,

* Deal justly mwd impartially with students regandless of their refigion,
caste, polilical affiliation. cconomic! socil background and plysical
chancteristics

# Recognize the difference in aptitude and capabilities among students
and strive 1o meet their individual needs

# Encowrage students 10 improve  their iiainments, develop  their
peesonalitics and at the same time contribute 1 communily welfare

# lnculeate among students seientifie willook and respeet for phvsical
labour and ideals of demoeracy, patriotism and pcace

= Be alfectionmte towards the students and not to behave in a vindictive

e towards oy of them for any reason

A ':'-.3‘:" * Pay attention 1o the attainment of the students in the asscssmient of

e Sl merit, make themselves avaitable fo the students even bevond their

! ::*‘ £ B, chass hours and help and puide students without sy remuneration or

(] I.:n- i rewand, asd students 1o develop o understanding of sur national

l':l.';\\\ i 45 heritnge amd nationa] goals s refrin from inciting students against
\' N g other students, colleagues or abimvinistieion

{:‘_L‘Ec__, ©* Discharge their professional responsibilitics weconding w the cxisting

rules. Adbere to preceduncs and methods consistent with  (heir
Profession in inititing steps throngh their own nstititional bodics
o andior profesional organizations  for change of any sueh e
2 detrimental 1o the profession] Hierests
2] ¥
=]
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» Co-operate with the authoritics for the betterment of the instilutions
keeping 1n view (he interest and in conformity with digniy ol the
profession. Should adhere 1o the conditions of contract, give amd
expeet due notice before o change of position is made, nd Refrn
from availing themselves of leave except on unavoidable grounds and
as far as  practicable with prior intimation, keeping in view their
responsibilities for completion of pcademic schedule

Should maintain harmony with colleague, stafl, siudents, higher
authorities, and management and stakcholders

v
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Code of Conduct:6., For Adjunct Teaching Staff -
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Teaching in u particular fickl of competence to both graduate and
undergrmdunte students .
Estallishing and maintnining (he syllabus Tor the class and ensuring
that it complies with departmental and college criteria

Preparing lectures, class discussions, and homework assignments
grading homework nssignments, tests, and examinations

Determining o student’s grade based on their participation, in-class
performance, homework, and tests

Reporting  studem learning results, doing class evaluations, and
cxamining student datn

Collaborating on the course program wilh colleagues

Providing guidance to pupils on how to suceeed and accomplish goals
Keeping abreast on advancements and advances in their ficld of study
taking part in events lor professional growth
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Code of Conduct: 7. For Non-teaching and administrative stafl
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Should discharge hisher duties efficiently and diligently 1o match wifh
the administrative standards and performance norms lakd deewn by
UGC/University/College/Management from time In time

Must maintain punctuality on duty

Assist in carrying out responsibilitics relating 1o nelminictration of
college and university such as appraising admission applicatiom,
advising and counseling students on eligibility criterion and assrsting
in conducting internal and university examinations

Abide by the policics of the institution that arc mandated by the higher
authorities

Should adhere to the professional ethies and eode of contduct of the
Imsliulion

Should maintain discipling and a positive relationship with collesjues,
other stall and students

Should not indulge in any orpanized anti-institutional activity and hall

not promote, or moetivale any groupism or unhealthy activity that may
harm the reputation of institution’ eollege

Should not ordinarily abstain from work without prior intimation (o

higher authority or principal or prant of leave

Should follow the hierarchy for professional work through proper
channel

Without concemned auhority's permission one should not leave the

campus or 110
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Code of Conduct: 8. For Library Stalfl
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Atmosphere of silence to be maintained in library

Visitors' personal belongings must not be allowed inside the
library

Library timing must be properly displayed

Library should follow the system of membership and cards

Library must have sssociation and affiliation with concerned
bodics

Register must be maintained for access and walk-ins

Books must be handled carefully, If any loss happens with books or
any property of library either by the staff or students, strict action
must be taken and loss should be recovered

Books must be returned by the members before due date, If they
fail to retum on time, they must retum the books with standard
overdue charges (o the library, Final year students should return
their library tokensicards and library books and obtain NOC from
the library for getting hall tickets of University Examination




Code of Conduct: 9. For Students -

% Students must abide by the college timings a8 Inidl down from time 1o
e

b Permission to he sought by concerncd authority helore leaving ciamps

during working hours

Minimum 75 % attendance must be maintained

College 1D Card is mandatory 10 he carried while on campus

Appropriately greet and respect the stall o

Srudents must develop the habit of secing notice boord and visiting

library regulorly

Students must adhere to the dress code

Eatables and snacks are not allowed in the classrooms

Consumption of alcohol and other intoxicants are strictly prohibited

Siudents should keep the campus elean and sale

Use of mobile phone in campus and classroom is prohibited

Students minst make sure that they do not behave in any way that will

damage the reputation of the college

Students should maintain discipline and respect their colleagues and
staff

vYVYVYYY ¥VYYY¥
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Siudems should strive o conserve water and electricity in the campus
Siudent must not damage the buildings and assets inside the campus
Students should not indulge in any malpractice duning exams

Srudents are allowed to events, functions andfor any other activity with
prior permission of concemed authority

Students must park vehicles in given slots only

Srudent should not deliberately provide false information to the college

ool

JQaRE ey ErdiRhtor

b i R

s

ﬂﬂ)‘an;:ﬁt Eint:nﬂugu of Arls, Principal,
nce & Cemmerce of Arts,
K : payananda Sagar College
umara  wmy Layout, Bengaluru - 560 111, 4 Science & Commerce
K.S. Layout, Bangalore - 560 078.
. f{;\ ¢
— f &
g







