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Preamble

The Code of Conduct for Karimganj College, Assam, is
designed to promote a safe, respectful, and
academically focused environment for all members of
the college community, including students, faculty, staff,
and visitors. It aligns with the values of integrity,

inclusivity, and excellence that Karimganj College
strives to uphold.
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Karimganj College, Karimgan;
CODE OF CONDUCT OF DIFFERENT STAKEHOLDERS

(Prepared in accordance with UGC regulation No. F-3-1/2009 Dated 30" June, 2010.Published in
Gazette of India, Part lll sector 4)

Definitions in this code of conduct unless the context otherwise requires.

“College/Institution” means and includes the Karimganj College, which is affiliated under Assam University.
“Student” means and includes a person who is enrolled in the college for receiving instructions and/or
qualifying for any degree/diploma/certificate awarded by the affiliating university/college. This includes external
students and candidates enrolled for various professionalishort term courses conducted by the college itself.
“Teacher’ means full time permanent teaching staff that includes Assistant Professor, Associate Professor,
Principal and college librarian. The part time temporary teachers arealso come under its jurisdiction.
*Competent Authority” for the purposes of this code of conduct means and includes, the Governing Body of
the Karimganj College, Principal of the college, Head of the variousDepartments of the college, and such other
person authorized by the Principal to deal with matters related to students and college developments. The

Principal shall only be the competent authority in respect of misconduct regarding University/College
examinations.

I. GENERAL PRINCIPLES

a) Integrity and Honesty: All members of Karimganj College shall act with integrity and honesty in all
academic, professional, and personal endeavors.

b) Respect for Diversity: Respect for cultural, religious, gender, and individual diversity shall be mamtalned at
all times, with no tolerance for discrimination or harassment.

c) Safety and Well-being: Everyone is responsible for contributing to a safe and supportive environment, free
from violence, bullying, and substance abuse.

d) Above everything, the guidelines and instructions received from the Govt. will remain mandatory for all.

II. ACADEMIC INTEGRITY

a) Honesty in Academic Work: Students are expected to submit original work in their project reports and avoid
any form of academic dishonesty, including plagiarism, cheating, or fabrication of data.

b) Fair Evaluation: Faculty must provide fair, unbiased evaluations and avoid any form of favoritism or
discrimination in academic assessments.

III. ATTENDANCE AND PARTICIPATION

a) Regular Attendance: Students are required to attend all scheduled classes, labs, and college events as
mandated by their curriculum.

b) Active Participation: Students should actively participate in academic and extracurricular activities,
contributing to the vibrant community life of the college.
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1v. USEOF COLLEGE RESOURCES

o Aneihia s Wi
a) Responsibie Use: College facililies, includin

. : classro i i d sporls facilities,
should be used responsibly and mainlained ig oms, laboratories, the library, and sp

n good condition.
b) Dital Resources: The college’s digital resqy
&t

S ‘ rees, including internel access and software, must be used
hically and solely for educational and admini X

stralive purposes.
¢) Presenvation of Property: Viandalism,

o theft, [ is sl ibi ]
ubject{o disciplinary zction or misuse of college property is slrictly prohibited énd will be

y. CODE OF CONDUCT FOR STUDENTS

Tf) e‘itei: inté)(;h? college campus, students have to be in prescribed Uniform and should carry the College
Identity t-2rc duly signed by the appropriate authority. The details of the Dress Code separately for Day shift

and ‘mgrning Shift are given in the Prospectus. He/she must not possess any weapon, vulgar material,
intoxicating substance and such other objectionable items.

The students are instrqcled o park their two-wheelers at the designated parking places. They are
encouraged to use eco-friendly vehicles.

The siudents ”;USt be regular and punctual in attending the classes. Al the students must have to attend a
minimum of 75% attendance in classes as a mandatory requirement for appearing in the examination.

The students shqu!d 'follow the classes with sincerity and utmost attention. They should behave properly
during classes maintaining the decorum of the classroom.

The students are expected to behave with each and every one politely. They should refrain from using harsh
language, slang words, derogatory remarks and shouting while communicating with others in the
classroom/campus.

During gap period the students must not loiter and crowd in front of ongoing classrooms and refrain from
making disturbing noises.

If the classes are temporarily suspended for co-curricularfother academic activity, the students must join the
said programme instead of roaming around. On resumption they must again come back to their respective
classes.

The College promotes reading habits amongst the students and full utilization of the Library resources. The
students should regularly visit the college Library with valid LibraryCard and read/issue books, journals,
efc. as per the laid rules and norms. They should use the books and other library material with due care.

. While dealing with office staff in connection with admission, registration, fee submission, collection of admit

card, mark sheet, certificate and any other purpose, the students must stand in queue and patiently wait for
his/her turn and should behave gently with the office staff. In case of any confusion or complain, he/she is
asked to meet Principal/Vice-principal/Examination In-charge or write to the Grievance redressal cell as the

case may be.

. Students are not allowed to form any association/group/club in college without prior permission from the

Principal. When any student association/group/club is duly formed with the permission of the Principal, every
member of it must abide by the guidelines laid by theauthority.
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K The students should develop and inculcate qu

. alilies of moralfolhi nse ofresponsibllity, national
intearation, brotherhood, social h N noralfelhical values, sen P y

armony and fellow feelings,

) A the time of college functions and celebration of

overwhelmingly =nd contribute histher best effort for the successful accomplishment of the programme. The
smt o‘f kjdm work should pe tl}e quiding principle in such occasions. In celebrating interculturalfinterfaith
festivals such as Saraswali Puja, Swami Vivekananda Jayanti, Birlhday of Netaji Shubhas, Milad Mehfil,

Rabindra Jayanti, Mar!yr Day etc., all the students are encouraged to join irrespective of their religious belief/
cultural inguistic/ethnic background.

daysfevents, the students should participale

m Asa pn of cocurricu.lar aclivity, the students are encouraged o participate in games and sports which wil
keep their body and mind healthy, fit and fresh.

‘. Following the Lyngdoh Commission's Guidelines and the constitution of KCSU the students are allowed to

form the Karimganj Students Union (KCSU) and contribute in student welfare and overall college
development.

o. During examination the students must strictly abide by the rules and regulations laid by the

uni\fe(sit){/college. University Admit Card clearly mentions the rules and regulations for appearing in the
examination.

p. To maintain the track records, the ex-students (alumni) are asked to volunteer their present

academic/professional status. The college expects their spontaneous effort and contribution for the
development of the institution.

ﬁ. Students should properly use the toilet facilities and use water judiciously.

r. Students in th.ei.r respective common rooms must follow rules and regulations laid by the college authority.
They are prohibited to make nuisance and indulge any activity that mayvitiate the college atmosphere.

s. Students need to take utmost care and caution while using lab equipment and tools. They are supposed to
- use all the laboratory material under the guidance of concerned teacher/labbearer.

t. Students must use electric appliances in judicious manner to minimize the power consumption. They are
- supposed to switch off lights/fans while leaving the classroom.

u. In any circumstances the students are not allowed to bring outsiders (who are in noway the stakeholders of
the institution) in the college campus involving in matters of dispute.

v. In this era of digital communication, electronic gadgets like smart phones, laptops, and other devices are
becoming indispensable part of teaching-learning process. However, while using mobile phones in the
campus they have to follow certain protocols laid by the college authority. In classroom mobile phones must
be kept in silent mode. Playing music, games, etc. by mobiles and displaying earphone in the campus is
prohibited.

w. Ragging is strictly prohibited in the college campus and outside the premises. The institution has an effective
mechanism fo deal with ragging as per the anti-ragging policy based on the ‘UGC Regulation on Curbing the
Menace of Ragging in Higher Educational Institutions, 2009, Drastic actions will be taken against those
indulge ragging.

V1. CODE OF CONDUCT FOR TEACHERS
The teachers should abide by the code of conduct laid down by UGC for the college teachers, State
Government and Affiliating University. The UGC guidelines make it obligatory for college teachers to follow

f
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.+ professional ideals g e _
SWN«!nmnmniiv wnd\ e Q;H(j elhical code, The conduct of a leacher Is undor constant scrutiny bY the
i “{inhin standard mor ?Uiy Al large. So, it is highy expecied that hofshe as a responsible teacher
% \ RRL N \ Y o
chould M ral, ethical and professiona| ideals o uphold the dignity of the profession. The

"« pihical values underlyi o
pasic etica erlying the code are care, lrusl, integrity, respect and social responsibilty. A definiive

e this Institution comprises the following:

there is no specific Dress Code for teacher

.
puton modest dress. Local customs and tra

s altending the college. However, all teachers are expected (0
ditions must be respected.

p, The teachers must abstain from bad habits l

ke consumi i | nut, smoking,
oting here an dthere, et suming alcohol, chewing tobacco/bete

. The teachers must be sincere and regular in attending the college.

d. The 1280h‘3f must be punctual in addressing the classes and be devoted to teaching byfull utilization of
class hour.

e. The teacher mpst be_cordialn, amicable and sympathetic towards the students. Helshe should take exira
care and attention while dealing with underprivileged/physically handicapped (Dibyagian) students.

f The teacher's approach towards the students must be motivating and encouraging.
g. Efiorts must be given to imbibe good qualities and moral values in students.

h. The teachers must be open to new changes and developments in the arena of higher education and need

to equip themselves to meet the challenges. For that the teachers must undergo various training/faculty
development programmes to keep themselves updated.

i. In imparting education, the teachers should utilize all available resources and try to develop innovative
teaching methodology to reach the students in a better way.

j. The teachers have the responsibility to carry out the instructionsfassignments from the head of the
department/principal in implementing various plans and programmes.

k. In the department, the teachers must work as a team under the leadership of the HOD and should keep
themselves involved in productive academic exercises for the overall benefit of the students.

. In the teachers’ common room, they are expected to engage themselves in academic and constructive
activities.

m. The teachers should not indulge in sort of intimacy with students in social media.

n. The teachers should encourage the students to participate in co-curricular and extra-curricular activities for
their personality development.

o. During celebration of National Days and other events, the teacher must ensure his/her presence and
active participation. '

p. The library resources must be fully utilized by every teacher for keeping them updated. Timely return/re-
issue of the library books, journals, periodicals, etc. must be ensured by the teachers.

g. Every teacher must have the sense of responsibility and belongingness towards the institution.

. The teachers must respect the ethnic/ religious/ cultural/ linguistic identity of students and colleagues and
promote harmonious co-existence.

M J | P{]ge 7 Ot' 12
dinator
Ay e (e (\Q A

P ﬁn C ip a' \\\\'G m‘“\ 0\) \ . c 0“,‘.\‘{‘{3“. ‘

i i PRTALS LD R
¥arimganj College K‘Z\;:W)U“"“' pasain

G Scanned with OKEN Scanner



wmde of the leachers

altiude © AaChers lowards (g | i
o atitud naty ironmer rendy 2

‘ “,\uld aclin such @ manner to Maintain {he c(.m:al crlanment of the college must b6 2% fr and )\/Nater
) iall}ﬂ?S in judicious manner, PAS lean and green. They should use SnEfSY

sy

s ipachers must be gender sensitive and respectful to gach th

me ieachers as representalive to governin .
I __ners' council or convener to varioys ¢

" responsibilty conferred to them,

9 body and teachers' association or as office bearer to
mmiftees should act sincerely and diligently to uphold the trust

.. reacher without due permission f . , ,
 Thee o "om the authority are not allowed to speakiurite or express hisher
iows Lo electronic and print media in issues relateq 1 college affairs

cODE OF CONDUCT FOR HEAD oF THE DEPARTMENTS

fhe HODS aré in fact the team leader of a partcular depariment and should zct impartially. They need to
gistribute the workload uniformly among t

bood

S he faculty members at the beginning of every academic session
eeping I consideration with the areas of specalization of the concerned teacher.

p, Helsne must keep close vigil on acaqemic activities of the department and regularly seek feedback from
poth the students and teachers to review the progress of teaching-learning in the classroom.

the HoDs must display the leiSS routine, all notices concerning attendance, discipline, suspension of
dasses, result sheet of class/unit tests, and other related matter.

4. Helshe should encourage _students to participate in curricular, co-curricular and extracurricular activities in
e department as well as in the college.

g, The HODs nged to arrange and organize seminars, workshops, training, invited talks and such other
programmes  in the department to give better academic exposures to the students and the faculty
members.

{ Helshe has to organize parents meet, Alumni meet, students meet in association with other faculty
members of the department in regular interval.

g. The HODs should keep close liaison with the Principal of the institution and place the requisition and
demands for necessary funds for the maintenance and development the department.

h. The HODs must always be available to render the responsibilities and duties assigned by the Principal
from time to time.

VIII. CODE OF CONDUCT FOR PRINCIPAL

The chair of the Principal is the most dignified position in the institution with multifaceted and
myliiateral roles and responsibility. As an administrator the Principal is not only the head of institution but at
tie same time a patron, custodian, supervisor, adjudicator, protector, motivator and so on. The academic and
administrative authority of the Principal is liable to certain codes of ethics to be followed by him/her as
prockaimed by the UGC as per the guidelines framed by the Ministry of Human Resource Development (HRD)
and ihe set of prescripts enforced by the Department of Higher Education, Govt. of Assam. The salient and

signficant features of the codes applicable in the conduct of Principal are as follows:
& Principal is the highest authority of the institution. He should be a man of integrity with high standard of

> - ‘
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moral and elhical values. As

tevoritsm an administraor, he must acl impartially and without any prejudice and
FRAY A LIIREN

b The principal should possess sharp analylcal abilty and capable of quick decision making; agle and

prén‘]“;tlem executing plans and programmes. In all matters honesty and transparency must be the guiding
principle.

¢. The principal as a good manager must be able o co-ordinate amongst variousdepartments and wings of

the college. In matters of dispute he must always give priority to the interest of the college and resolve to
amicable settlement,

d. For better administration and efficient execution, the principal must recognize the role of HODs' of various

departments and heads of other wings and need to work on the principles of decentralization of powers and
functions.

. The‘principal after receiving any order/circular/recommendation from MHRD/ UGC/ DHE/ University, must
immedl_ately forward the matter to appropriate person for necessary action. Wherever required he gives
instruction to head assistant to display the same in the notice board or upload in the college website.

f. The principal is responsible for making a conducive academic atmosphere in the college, so that each
teacher gets self-motivated to impart quality education to the students to his/her best of the ability.

g. The principal must ensure that all classes are held regularly and punctually. He (or on his behalf the Vice-
principal) should keep constant vigil on the attendance of the students and their conduct and activities in the
classroom/campus.

h. He encourages and promotes the teachers to go for faculty improvement programme and training to
enhance their capability/skill and performance.

i. In matters of casual leave/duty leave /medical leave/maternity leave/child care leave, etc., the principal
should always prioritize the matter and should deal with sympathetically depending on the urgency/exigency.

j.  The principal has to convene regular guardian/parents meet to interact with them in issues related to the
academic performance and activities of their children and seeks their suggestion to improve the quality of
teaching-learning in the college. b

k. He has to keep track of office activity, so that nothing remains pending beyond reasonable time and each
of the staff delivers his/her duty with sincerity and honesty.

The principal should be responsible for raising issues concerning college development and academic

matters in the forum of Governing Body and adopt necessary resolution thereof. He must act on the

resolution and forward the matter to appropriate authority wherever necessary. _

I. In matters of academic interest, the principal must act on by taking the Teachers' Council in confidence
whenever required.

IX.CODE OF CONDUCT FOR OFFICE STAFF
The office staff comprises of the non-teaching staff of the college and includes Head Assistant, Accountant,
Cashier, General Office Staff, Office Bearers, Laboratory Bearers, Cleaning/College Maintenance Staff, and
Security Guards. All non-teaching staff of college must follow the code of conduct stipulated by UGC, State
Page 9 of 12
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Government and Affliated University. The code of elhics and conduct for each category of office staff may be

summarized as below:

A). Head Assistant - , . i i ing and
p l.  The head assistant is expected to participate in all meetings concerning the planning, policy making a

policy implementation process.

- - ' admission
Il Al matters related to admission process, scrutiny of pertaining docume'nts,' mamtefnan(,:le (;f :erﬁﬁcate
register, preparation of student attendance register, grant of scholarship, issue of colleg g

ision of the
migration/transfer certificate, fee waiver, efc. are to be processed and settled under the supervision o
Head Assistant.

lll.Helshe has to maintain and update the personal files and Service Book of all employees of the institution.

Appoiniment order, promofion, roaster and such ofher matter have to be dealt with care and diligence by
head assistant.

v. The leave record register for g Categories of leave must be carefully maintained by the head assistant.

(. The head assistant is responsibe for 4 matters assigned to establishment section, student section, store
section, maintenance section and security section

: ”ﬁgifgs: ‘0 prepare work Schedufe of class-v employees and supervise the day to day activity of all staff
O .

The head assistant must injtiate and record all correspondence and put up the same to the Principal/HODs.
Timely display of notices, orders. ang circulars

, in the college noti ing in the
uebsite issued from the higher authority must b ge notice board as well asuploading in the college

;), Ay

eparation of budget, allotment of budgets to ever

ilizati y concerning units of the college and maintenance of
cords for the utilization of budgetary allocations are the g fics

he primary concern of the accountant.

The accountant must timely prepare and check mon

s the salary depariment thly pay sheet and acquaintance role and forward it
lowards {.

he accountant need to control and check the advance register and ensure
llshe must write cash book and ledger book daily. Verif
eticulously.

timely recovery of advances.
cation of bills for payment must be done

is the custodian of all receipt books and vouchers.

eaccountant should prepare all the records as required by the statutory auditors forannual audit.

eneral office staff

preral office staff and support staff have their specific duties and responsibilities assigned by the
. They must be punctual and maintain integrity and efficiency in delivering their duties. The overall
nng of the office depends on the coordinated and concerted efforts of each and every employee
indiferent sections.
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v

\

gealin wilh students or their guardian they must adopt highest standard of professionalism. Their approach
m“;w“'d pe cordial and sympathetic towards the students. Special care must be taken for students wilf
3

oDl
. The queries and problems of the students must be addressed without unnecessary delay.

m)) The cashier should be very cautious in dealing with cash transactions and required to maintain proper
iv

records of account.

Uy concerned office staff must give special emphasis in compilation and preservation of important documents,
oot soft and hard copies using standard procedure for office documentation. .

i) The officer in charge of examination and his/her supporting staff are responsible for organizing all works

related university and college level examination. The work includes amongothers preparation of supervision

\

chart, appointment of AOCs and invigilators, seating arrangements and issue of admit card for examination
under the guidance of the Principal.

4i) The office of the examination has the responsibility to make correspondence with affiliating university
regarding university examination schedule, filling of examination form, verification of forms, evaluatipn and re-
evaluation, results of students, students’ complaints, unfair practices and difficulties during exam period.

V. CODE OF CONDUCT FOR LIBRARIAN AND LIBRARY BEARERS

vl

2. The Librarian is responsible for planning and execution of policies for maintenance, development and
accessibility of the library.

b. The librarian has to issue Library Cards to the students and teachers. The office of thelibrarian mainta‘ins
issue registers and records all necessary information regarding issue and return of books. Fines -are levied
in case of late return or damage of library resources.

c. Librarian makes an incomprehensive cataloging of all available books, journals, magazines, periodicals
and e-books. Digitization of books and other library resources are to be done systematically to make

them easily accessible.

d. Librarian and the library staff take all necessary measures to maintain and preserve old and rare books.
The old issues of journals, magazines and periodicals should be keptpreserved by binding.

e. The librarian needs to seek list of requirements from different departments from time totime and arranges
the procurement of these books in coordination with the Principal of the college.

f. Regular meeting of the Library Committee under the chairmanship of the principal must be organized to
deal with matters pertaining to overall development of the library.

g. To popularize the reading habits among the students, the Librarian shuld organize orientation pfogramme
with newly admitted students, celebrate Library Day, award the best reader efc.

CODE OF CONDUCT FOR GOVERNING BODY

The Governing Body is the highest authority of the institution and is responsible for ensuring the effective
management of the college, planning and execution of policies for its all-round development.

a) The governing body should act to approve the plans and policies regarding the long term academic and

R4
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;ntraslruclural development of the institution, with the view to meet the aspirations and interest of various
slakeholders including the local community.

p) The body is constituted to address the issues pertaining to the college development and monitor
institutional performance and quality assurance arrangements which should reflect the vision and mission of

the college.

¢) The governing body ensures compliance with the statutes, ordinances and provisions regulating the
institutions, which include regulations by statutory bodies, such as UGC and regulations laid down by the
State Government and the affiliating universities.

d) The governing body should ensure that non-discriminatory systems are in place to provide equal
opportunities for all staff members and students. The body should act in apro-active manner to settle all such
disputes that may arise out of any discrimination or lacuna inthe system. For that a redressal mechanism
must be in place to deal with any grievances that may crop up.

e) The governing body should cautiously monitor that the institution implements the constitutional obligations
regarding reservations of seats and staff positions and follow appropriate roaster. The body should also
ensure the implementation of Government sponsored schemes for academic development of minority

groups.

f) Based on the general principles of transparency and ideals enshrined in the Right to Information Act, the
Governing Body must allow access to information about the proceedings of the Governing Body to the
students and staffs of the college, which may include agenda of meetings, cleared draft minutes, signed
minutes and any such other papers considered in the meeting. The principle does not apply in matters of

confidentiality covered in the standing order.

/
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