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Code of ethics for teachers

(1 The teacher shall be available (or the College/ Recognized Institution full- time
and shall serve in such capacity and at such place, as he/she may, from time to time,
be so direeted.

(1)) The teacher shall conform o and abide by the provisions of the Universities Act.
Stttes. Ordinances, Regulations, and Rules and Directives and decisions of the
Competent Authority, The teacher shall also observe, comply with and obey all
orders and instructions which may, from time to time, be given to him/her by the
Principal of the College Recognized Institution,

(111) The teacher shall at all time maintain absolute integrity, show devotion to his’her
profession and shall do nothing which is unbecoming of a teacher and his her
profession.

(V) The teacher shall extend utmost courtesy and attention to all persons with whom
he she has to deal in the sphere of his/her duties. He shall strive hard to promote and
protect the interest of the College/Recognized Institution,

(V) The teacher shall not accept or permit any member of his/her family or any
person acting on his her behalf to accept any gift in cash or in kind for his’her own
benefit from any person including another teacher or employee for a work to be done
in connection with the business of the College/Recognized Institution.

Provided that, the collection of monthly subscription of membership at the
prescribed rate collected by the office bearer of the Association, Union or the Club
shall not amount to gift or realization of other contribution for this purpose.

(vi) The tweacher shall not, without prior permission of the Competent Authority,
remain absent himself” from his/her duties. In the circumstances or reasons beyond
his’her control. he'she shall intimate or cause to intimate to Competent Authority
within five days from the first date ol absence, failing which his/her absence may be
treated as leave without pay, and he/she shall further be liable o such disciplinary
action as the Competent Authority may deem fit.

However, that the Competent Authority shall condone this condition in respect of a
teacher who for reasons beyond his/her control was unable to convey the cause ol
his’her absence.

(vii)(a) The teacher or his/her near relative shall neither bid directly or indirectly, at
any auction of any college property nor submit any tender for any supply to the
College/ Recognized Institution.
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(b) The teacher or his'her relative shall not use the college property including the
residential accommodation for conducting any trade or business, coaching classes.
tuition, occupation or for any other purpose.

(¢) The full-time teacher shall not engage himself in any trade, business coaching
classes. tuition. imparting instructions leading to any certificate, diploma or degree
course(s) or any other occupation which is not part of his/her duties as prescribed
under these Statutes.

(viii) The teacher shall not write guides, notes, questions and answers, circulation,
etc. for commercial benefit.

(ix) The teacher shall abide by The Code of Professional Ethics laid down by
University Grants Commission/respective Apex Bodies from time to time.

Code of Professional Ethics

1. Teachers and their rights :

The Teachers shall enjoy full civic and political rights as provided by the

Indian Constitution. The teachers shall have a right to adequate emoluments, and
academic freedom, social position, just conditions of service, professional
independence and adequate social insurance.

2. The Code of Professional Ethics:

(a) Teachers and their responsibilities:

Any person who takes teaching as profession assumes the obligation to conduct
himself in accordance with the ideals of the profession. The teacher is constantly
under the scrutiny of his/her students and the society at large. Therefore. every
teacher shall see that there is no incompatibility between his/her precepts and
practice. The national ideals of education which have already been set forth and
which he/she should seek to inculcate among students must be his/her own ideals,
duly reflecting in his conduct. The profession further requires thal the teacher shall
be calm. patient and communicative by temperament and amiable in disposition.
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A teacher shall :

(i) adhere to a responsible pattern of conduct and demeanor expected of him/her by
his'her peers and the community.

(1) manage his’'her private affairs in a manner consistent with the dignity of the
profession.

(iii) seek to make professional growth continuous through study and research,
writing and decent conduct.

(iv) express free and frank opinion by active participation at professional meetings,
seminars, conferences, etc. towards the contribution of knowledge.

(V) maintain active membership of professional organizations, subscribing
academic/subject periodicals, and strive to improve education and profession through
them.

(vi) perform his/her duties in the form of teaching, tutorial, practical and seminar
work conscientiously and with dedication.

(vii) co-operate and assist in carrying out functions relating to the educational
responsibilities of the College or Recognized Institution and the University such as:
assisting in appraising applications for admission, advising and counselling students
as well as assisting in the conduct of University and College examinations, including
supervision, invigilation and evaluation, and

(viii) participate in extension, co-curricular and extracurricular activities including
community service.

(b) Teachers and the students:

The teacher shall

i. respect the right and dignity of the student in expressing his/her opinion.

ii. deal justly and impartially with students regardless of their religion, caste. sex,
political, economic, social and physical status.

iii. recogriize the difference in aptitude and capabilities among students and strive to
meet their individual needs.

iv. encourage students to improve their attainments, develop their personalities and
at the same time contribute to community welfare.

v. inculcate among students scientific, progressive and rational outlook and respect
for physical labour and ideals of democracy, patriotism and peace.

vi. be affectionate to the students and not behave in a vindictive manner towards any
of them for any reason.

vii. pay attention to only the attainment of the student in the assessment of merit.

viii. make himself available to the students even beyond their class hours and help
and guide them without any remuneration or reward.
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iX. aid students to develop an understanding of our national heritage and national
goals. and

X. refrain from inciting students against other students, colleagues or administration.
(¢) Teachers and Colleagues :

The teachers shall always

i. treat other members of the profession in the same manner as they themselves wish
10 be treated.

il. speak respectfully of other teachers and render assistance for professional
betterment,

ili. refrain from lodging unsubstantiated allegations against colleagues to higher
authorities,

iv. refrain from exploiting considerations of caste, creed, religion, race or gender in
their professional endeavor,

v. be thoroughly social and humane, democratic and rational, towards other teachers.

Vi. strive at any cost to remove and wash out the local tensions and controversies and
disputes.

vil. believe in union and unity of the colleagues.

(e) Teachers and nonteaching employees :
1. the teachers should treat the non-teaching employees as colleagues and

equal partners in a co-operative undertaking, within every educational
institution.

ii. the teachers should help in the function of joint

Code of ethics for non-teaching staff

{Ref. STANDARD CODE Rules hand book, 1984}

Office Superintendent (In the absence of Registrar)

1. The office Superintendent shall regulate the work and conduct of the staff in
accordance with the Act, Statutes, Ordinances, Rules and Regulations. It shall be the
duty of the Office Superintendent to assess and evaluate the performance of Non-
Teaching employees and sections and take such measures as he/ She deems fit o
regularise and to improve the working of the College.

2. The Office Superintendent shall have the power to issue warnings, reprimands,
memos to the non-teaching employees subject to the approval of the Principal.

3. The Office Superintendent shall be the custodian of the records, the commons seal
and such other property of the College as the Principal may commit to his charge.
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4. The Office Superintendent shall keep the Minutes of all the meetings, and records
of such meetings attended by him / her as ex-officio member- secretary.

5. The Office Superintendent shall co-ordinate the work in the college amongst the
teaching and the non-teaching staff,

6. The Office Superintendent shall bring to the notice of the Principal any of the act
of the staff or the students. if prejudicial to the college and/ or is not in the interest of
the institution/ College.

7. The Office Superintendent shall maintain the enquiry service for students. staff
and also for visitors to the college regarding courses, being conducted, examination
and admission rules and such other allied matters of important nature.

8. The Office Superintendent shall sign letters issued from the College Office of
routine nature.

9. The Office Superintendent shall watch over the work of college affiliation, staff
recognition and follow procedure for appointments. He shall also watch Accounts.
Audit. assessment work of Maintenance and other Grants and to keep the check on
Accounts of the College.

10. The Office Superintendent shall look after the Examination work (College

Board/ University) and shall ensure for the smooth conduct of the examination and
prepare necessary work distribution chart in this connection.

11. The Office Superintendent shall be in-charge of the College office and shall be
personally responsible for the smooth conduct and working, for the allotment of
work to these subordinates who shall be directly responsible to him/her with the
prior approval of Principal.

12. He/ She shall convene the regular meeting of the office staff and laboratory
assistants and shall determine the time dimensions of each of the tasks assigned and
supervise the overall working as per the prescribed norms, if any.

13. He/ She shall inspect attendance register of the non-teaching $taff and take such
action as he/ she may deem fit in case of habitual late comers or those who habitually
remain absent, by issuing warnings in writing and recommending to the Principal to
take the disciplinary action, in case. the same employee shows no improvement.

14. It shall be the duty of the Superintendent to maintain cordial public relations and
to attend to the queries of the members of the public and students and supply
information through Principal t0o Government, University, University Grants
Commission, Managements and superior authorities as per requirements. It shall also
be the duty to help the members of the public to solve their difficulties concerning
office to entertain complaints, if any, against the staff subordinate to him, in the
college.




Code of Ethies Policy

VES COLLEGE OF PIARMACY
Hashu Advani Memorinl Complex, Behind Collector Colony, Chembur (K), Mumbai - 400 074

15, He' She shall carey out the duties and responsibilities in a just mannet without
any diserimination and motivate his stafl o take their work seriously and willingly
and shall pay personal attention to their wellare,

16. He' She shall be responsible for the work of the highly confidential nature that
may be undertaken by his seetion, He' She shall be responsible for preserving of the
documents, cte. concerning his section,

17. The Superintendent shall personally look into the court cases concerning the
college and obtain orders from Principal whenever necessary.,

Ihe Superintendent shall mark and distreibute the letters in the names ol dealing
Assistant or to Heads of Departments in the College. He shall exercise cheek and
follow up letters received from the Government, University Grant: Commission,
University. Management cte.

I8. He/ She shall draft notes and deal independently cases which are of routine
nature. He shall also dralt notes, essentially with reference to relevant rules,
regulations, precedence and

19, Implications cte. or special cases and submit o higher authority i.¢. Principal and
give interim replics.

20. The Superintendent shall point out mistakes or mis-statements, il any. and draw
attention wherever necessary (o the Statutory or customary practice and point out
rules where they are concerned.

21. The Superintendent shall scrutinise notes or cases submitted by the lower stafT,
put his own remarks or suggestions, il any and submit the same to the Principal.

22. The Office Superintendent shall exercise such other powers and perform such
other duties as are prescribed or are required from time to time by the Principal of
the College and Management of the Society.

Personal Assistant:

1. The Pérsonal Assistant shall be responsible to the Principal.

2. He/ She shall be responsible for their personal correspondence, appointments,
engagements ete.. other than normal office dutics.

3. He/ She shall perform the duties and responsibilities assigned 10 him by the
Principal from time to time.

4. He/ She shall maintain programme sheets ol Principal, prepare dralts of mecting
and correspondence ol routine nature. He shall organise plan and (ollow tour
programme of Principal.

5. He/ She shall maintain the confidential and other files as per requirements and
make suitable arrangement for the sale custody.

6. He/ She shall sort out the mail and despateh it promptly to the relevant section
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7. He' She shall issue reminders ete. in respect of such cases, where the Principal has
called for information’ date or has suggested or ordered immediate action in any of
the cases. He / She shall maintain absolute confidentiality and integrity in respect of
the work assigned to him/ her.

8. Any other work assigned from time to time by Principal

Senior Clerk / Junior Clerk and Equivalent Cadres:

1. To enter the mail and letters and inter-departmental correspondence / files etc.
letters. documents etc. addresses to Principal by name will be received by the
officers themselves or through P.A’s Stenographers / Secretaries.

2. To acknowledge letter received.

3. To submit dak to the Section Officer/ Assistant Section officer daily, despatch and
watch every entry in the register bearing the initials of the recipients of the letter
documents etc.

4. To prepare list of letters issued during a fortnight to which replies have not been
received and for which reminders are required to be sent.

5. To send relevant extracts or any part or a receipt, through Superintendent to the
Section. branch concerned for remarks and / or necessary action.

6. To open and maintain service-book / new file(s) note book(s), do copying
work/rubber stamping and to attend to all types of administrative / clerical work.

7. To maintain different registers, forms etc.

8. To keep a note-book to watch timely disposal of Urgent papers.

9. To collect the relevant material required for taking action on a receipt viz. file on
the subject. if one already exists, other papers/ files, if any, refer to any receipt and
any other relevant material etc.

10. To supply other relevant facts and figures and also papers pertaining to previous
decisions of policy.

11. To piepare routine letters/ replies for approval where noting 1§ not required issue
reminders.

12. To maintain daily work sheet, and to submit weekly arrears report o the Section
Officer and / or Assistant Section Officer.

13. To prepare monthly arrears report and submit it to the assistant Section Officer
and / or Section officer for perusal and guidance / instructions.

14. Any other work assigned from time to time by Principal.

Clerk (Accounts) :-

1. To maintain various books of accounts such as ledger, salary registrar, income tax
registers.

2. To ensure filling of vouchers and papers.

3. To prepare bills for payment.
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4. To file various returns,

5. Any other work assigned {rom time to time by Principal.

Clerk (Examination) :-

1. Arrangement of blocks as per instructions given by Examination In-charge

2. Holding of stock of stationery required for examination and supplying the same
day-to-day to Senior supervisor of the examination

3. Follow up of Question Paper and Evaluated Answer Sheets of examination

4. Follow up with the University for Results, Revaluation results & other
correspondence with the University.

5. Timely submission of examinations forms submitted by students.

6. Maintenance of Register and Records of examination.

7. Making of Results and Mark sheets in co-ordination with Examination co-
ordinator

8. To maintain confidentiality of all examination records

9. Any other duties assigned by Principal & Examination In-charge

Laboratory Technicians / Assistant:-

1. To assist students and teachers in conducting practical’s and experiments.

2. To maintain dead stock register and register of consumable material and to
undertake physical stock verification of laboratory materials.

3. To assist the Incharge of Laboratory in purchase and procurement of laboratory
materials.

4. To supervise the work of Laboratory attendants working under him.

5. To assist the Incharge of laboratory in routine administrative matters and to ensure
that the laboratory facilities are not misused by any person.

6. To report about breakage/losses in laboratory, to his superiors.

7. To report to In charge of Laboratory about misbehaviour inside the laboratory.

8. To ensure that all the cupboards, doors, windows and gates are properly closed by
the Laboratory attendants.

9. To attend to such other duties as may be specially brought to his notice. with the
approval of the head of the Department.

10. Any other work assigned from time to time by Principal.

Laboratory Attendents/Library Attendent:

1. To clean laboratory and to keep laboratory materials including apparatus and
equipments in proper place.

2. To render physical assistance to Students, Teachers and other Laboratory Staff in
movement of Laboratory equipment, instruments, chemical and other matenals
within and outside the laboratory.




Code of Ethics Policy

VES COLLEGE OF PHARMACY .
Hashu Advani Memorial Complex, Behind Collector Colony, Chembur (E), Mumbai - 400 074

3. To assist Laboratory Assistant and other Laboratory stafl in physical stock
verification of laboratory equipment, instruments, chemical and other materials.

4. To render Physical assistance to students and teachers in conducting practical’s
and experiments,

5. To report about loss of laboratory equipment and other materials to his superiors.
6. To open and to lock cupboards, doors, windows and a gate of laboratory.

7. To attend 1o delivery of letters connected with laboratory and its staff.

8. To attend to such other duties which are assigned to him by the laboratory staff.
with the approval of In charge of the Laboratory.

9. Any other work assigned from time to time by Principal.
Peons/Peons-cum-Hamal:

Persons shall-

1. To open windows etc. in moming and switch on fans and lights and closing to
lose the same, when not required.

. Do dusting of Office furniture. machines, files, table equipment, switch on light
and fans and switch them off when not required remove and replace covers of
machines, filling up inkpots.

¢
2

3. Do the work of opening, pasting and sorting and arranging papers and circulars in
accordance with Instructions of the Seniors, and also do the work of sticking agenda
and minutes of meeting according to instructions.

4. Do the work of affixing stamps, sticking and sealing envelops or wrappers.
packing up of parcels.

5. Carry messages, papers, registers, files, circulars, bags, portable size etc., from
one place to another inside and outside as the case may be.

6. Carry out any other work of similar nature which the Officer incharge’ Principal
Office Superintendent, may instruct.

7. Serve'drinking water to employees and to visitors, when required.

8. Dispatch letters including letters by hand delivery (all peons getting bank duty
allowances shall take cash / cheques etc. to banks, as per instructions.)

9. Any other work as may be assigned to him by the concerned officer -~ Principal
from time to time.

10. Peon-cum-Hamal shall also have to attend to the duties assigned to Hamals.
Hamals/Hamal-cum-peons:

Sweeping, cleaning rooms and furniture’s and electrical fittings like fans and lights
and shifting records, binding in bundles, furniture etc. as per needs.

Any other work as may be assigned to him by the concerned officer from time to
time.

Hamal-cum-Peon shall also have to attend 1o the duties assigned to peon.
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Sweepers:

Sweeping and cleaning the Lavatories, Latrines, floors in the building and College
premises and any other office work related to cleaning as assigned by the Officer.
Any other work as may be assigned to him by the concerned officer from time to
time.

Assistant Librarian:

The Assistant Librarian is responsible for all the matters connected with the library.
Job Description:

- Responsible for the development, modernization. upkeep and management of the
college library.

- Custodian of all books, periodicals, manuscripts, journals and library equipments
and ensure that these are maintained properly and not lost.

- Take periodic verification of the stock.

- Cataloguing and classification of books and Periodicals.

- Process the purchase of library books by making comparative statements

- Supervise over the maintenance of Photocopy machine and maintain records of the
same.

- Any other work assigned by the Library In charge teacher and Principal

Library Assistant:

The Library Assistants are responsible to Assistant Librarian and the Librarian.

- Issue and receiving of books.

- Restoring the books and periodicals.

- Any other work assigned from time to time by Principal.

Code of ethics for students

~ Students should be respectful

—  Student should abide by the rules and regulations of the institute

—  Students should show tolerance and accept feelings, habits, or beliefs that are
different from your own

—  Students should be punctual, meet deadlines and value others’ time

—  Students should abide by plagiarism regulations of the institute

—  Student should not give any false information at the time of’ admission

— Students  should weat all employees, honorary appointees, consultants,
contractors, volunteers any other members of the public and other students with
respect, dignity, impartiality, courtesy and sensitivity maintain a cooperative and
collaborative approach to inter-personal relationships.
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Student should not indulge in any anti-social and anti-national activities in the
college premises

Students should not use mobile phones in the instructional area

Students should not indulge in smoking and consumption of drugs and narcotics
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