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CODE OF CONDUCT FOR OTHER STAFF

Staff members should be fully conversant with all aspects of the college's policies and procedures and will be
prepared to implement them.

Every staff member of the college abides by the rules of the college.

Establish and maintain co-operative and congenial relationships with other administrative staff members.

Staff should discharge their duties with full dedication.

Staff should work diligently to ensure that the college provides faculty and staff with the necessary items to
perform their assigned work.

Staff should act promptly to solve the problems like classroom problems as and when faced by the faculty or other
staff of the college.

Staff should use the college funds judiciously.

The grievance of students for matters related to admission, examination or any other matter related thereof should
be taken care of immediately.

A confidential report of the department should be part of the personal file of that employee and should be kept
confidential by staff members working with this department.

The supportive staff of the college should report half an hour before the college time and maintain cleanliness in
the college.

Supportive staff should do all the work assigned by the Principal / Head of the department and other staff
members.

Professionalism:

Uphold high standards of professionalism in all interactions and tasks.
Treat all colleagues, students and visitors with respect and courtesy.

Attendance and Punctuality:
Adhere to scheduled work hours and arrive punctuality for duty.

Communication:

Communicate clearly and effectivity with colleague, supervisors and students.

Respond promptly to emails, phone calls and other forms of communication within reasonable time
frames.

Ethical Conduct:

Adhere to ethical standards in all professional dealings and decision-making processes.

Avoid conflicts of interest and maintain integrity in all actions.

Responsibility:
Fulfill job responsibilities/diligently and efficiently.
Take ownership at assighed tasks and strive for excellence in performance.
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