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                     ETIQUETTES OR CODE OF CONDUCT 
 

The provisions contained in this schedule shall apply, without exception, to all 

employees of the Institute whether, ad-hoc, probationary, temporary, contractual, 

part-time or permanent who shall be governed by the Code of Conduct, as specified 

herein and every employee, without exception shall be liable to strict disciplinary 

action, including suspension and/or termination, for the breach of any provision(s) of 

the code of conduct. 

 

The Principal shall initiate disciplinary proceedings for non-compliance of the code of 

conduct/service rules/leave rules or any other rules/regulations of the Institute that 

may be in force from time to time; by any employee and shall have the power to 

appoint an enquiry officer(s) to conduct an inquiry into the charges against such an 

employee. 

 

It is expected that every employee abides by the rules & regulations of the college that are 

in force from time to time and always acts in such a way as to enhance the reputation of the 

college. Following are some good procedures that lay a strong imprint on one’s 

performance. 

1. Apply CL in advance: Please apply Casual Leave in advance, adjusting your work load, 

and get it granted. Also, please make a note that though you are entitled to avail the CL, 

but you should not take it for granted and should not feel it as a right. Depending on the 

circumstances, your leave may or may not be granted. It is your duty to ensure that 

your leave has been granted and then avail the leave. You are advised to apply the leave 



in advance at the earliest, need not to wait till the last minute, by adjusting your work 

load. In case of emergency, you may inform the same to you HOD. 

 
2. Do not avail excess CLs: At any point of time, you should not avail excess CLs than the 

actual CLs accumulated by that time, at the rate of 1 CL per month. Finally, at the end of 

the year, the CLs should not be more than 12. Of course, it is not that you need to utilize 

all of your 12CLs. Having Loss of Pay   (LoP) is a serious derogatory remark and it is 

more likely, you can expect the lowest increment in the year. 

 

3. Should be in the College by 8.50 am:  Also note that all staff are expected to be in the 

campus by 9.00 am, failing which a circle will be marked against their names indicating 

their late arrival. You are supposed to sign in the circle only after personally meeting 

the undersigned and giving the explanation for their late arrival. This is required to 

start the first periods by sharp 9.00 am. Also, you should be present in the campus till 

4.30 pm. 

4. Be in time to the Class:  You are required to be present at the class at least 5 min. 

ahead of your period and at the same time, you need to continue your class even the 

period is over till the next faculty arrives on. In simple, no class should be seen without 

a faculty. In any class is found without a faculty, both faculty of the preceding and the 

succeeding faculty are made responsible and will be construed as non-satisfactory 

performance of their duties. 

 
5. Be present till the end of function: As a committed employee of the organization, you 

are supposed to take very active part in organizing & maintaining discipline during any 

function/ programme and for its smooth conduct; and should be present till the end of 

that function. In fact, that is an opportunity to show your belongingness towards the 

institution.  

 

6. Should be pro-active in additional responsibilities: Always be at forefront to take up 

additional responsibilities, organize various events and assist the HOD in various 

administrative and academic tasks. 

 



7. Be a Mentor and Role-Model: The prime duty of a teacher is to mould a student as a 

good citizen, in addition to making him/her very strong in the subject. You need to 

regularly monitor/watch and put them in right path. Please, do not think, putting them 

in the right track is the responsibility of the Principal or HOD. It is the collective 

responsibility to make our student, a proud citizen of India. You should be a Mentor and 

Role-Model for students through your acts, behavior, attitude and commitment. 

 

8. Should attend any outside official duty with permission: You should and must get 

the permission of the undersigned to take up any official assignments in any other 

college, in particular or out of our college, in general. Official assignment means any 

task, may be as an External Examiner or Observer or Interview board member or guest 

or in simple, anything that you participate by virtue of your identity here or being a 

faculty in SMCE. For such a task, the permission and/or authorization letter from the 

undersigned is a must. 

 

9. Should satisfy the norms:  You ought to take the following specified minimum no. of 

classes in a semester per each subject as per the norms. 

5 hr./week   : 75 periods/ subject 

4 hr./week  : 60 periods/ subject 
 

That means, the above are the minimum no. of classes you are supposed to take to 

satisfy the norms   and you are expected to take some additional remedial classes, 

over and above these, exclusively for poor and average students to improve their 

performance and the result.  

 

Not even this, in any work, like coverage of the syllabus; maintenance of attendance 

registers; conduction of lab classes; no. of experiments/ programs covered in the 

respective labs as per the syllabus; evaluation of Mid-exam, internal / external lab 

exams  marks, etc., 

 



Everything should be TRANSPARENT and satisfy the norms & procedures of 

the University, 

So that you should not give any scope or chance during the inspection to any 

member of JNTU/ AICTE or any committee to comment or blame on us in respect of 

at least norms-wise-commenting on quality aspect being the second step, failing 

which you are solely responsible for that. 

In simple, it is your prime and minimum duty to satisfy the norms and over and 

above, you are expected to do more for the benefit of the students. 

Your day-to-day performance is recorded in your confidential report by the HOD. At 

the same time, your sincerity, regularity, active involvement in the college 

programmes, attending department and college staff meetings without fail, proper 

usage of CLs, no. of student’s paper presentations guided, no of prizes won for your 

guided papers, no. of papers published, guidance in the project works, no. of power 

point presentations given by you in every subject, your positive feedback, pass 

percentage in your subject, guidance and training given to the students for their 

higher studies, etc., all carry a lot of positive weight and are also mentioned in the 

confidential report. All these will have a strong impact on your increments, 

promotions, in-chargeships, benefits etc. and ofcourse, as a whole on your career. 

 

Finally, a good CONTRIBUTION and VALUE ADDITION to the growth of the college 

is expected from your end and you should become an ASSET to the organization. 

 

  

         Copy to                                                               

(PRINCIPAL) 

   Individuals 


