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SERVICE RULES

R o 7 e TR 4 g o ST UL T e, R U R g
Human Capital Resource Policy
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Contormiance L the phiedtrees of the Foanagaal

The wstituticn encourages ity employess 1o thunk express and siare ther views and concecns with the management 1o
tacilitate dedsions and aperabions throwsh collective wisdom; and follow a prudent approach recogmzmg thew

ontribution through apprecation

The HR Pohicy encourapes the institution’s stall (o be proud of “who we are” and ‘what we do’ withioes the Broad teamewionk

of nstitubional culture, where mtivation, o netsbsp, mvotvement and developownt sre the keys
Vith focus on Human Capital Resource, the pobiy ame at

Bulding competence ol statf through repeatod exposures in relimng theie techmical skilly

i
2. QOpportunities for career development

i Develgpment of Grouwpd dynamucs and tearm it
4. Sharing persanal and professwonal proliem-
5 Intulcation of 3 Ds Discipline, Dedication and devotion

The Palicy stays committed to supgort the overall development of its human resonrce
Man - Disrloser Policy

Eroadly nmintaining the “open” cisiture, the founcation, w order 1o serve and behold its interest, restncts the descloswre

f ¢lassified infarmation related 1o

1. Personngl campensation

2. Research informatien

3. Trawwng materal developed

i, Personnel data

5. Certas king of fimancial myformation

b Developmental plans & accreditations, ape: uvals o grogess,

All employees ae required 19 sign a nondiscloser agreement as a precondition of employment. Employees who
unproperly use or disclese secrets or confidential institutional infarmation will be subject to disciplinary action, includhng
termination of employment and legal action, even if they do not actually benefit from the disclosed infarmation

Employee Privacy/Individual Confidentiality

The Foundation will ngt release employee infanmation 1o third parties unless the recipient has 3 business reason to knows
The information will not be released o outside sources without the employee's approval, except to verify employment
dates and mest recent job title, ar as required by law. Only the Human Resources Department s authorized to disclose
employee information

In case monitoring of computer & internet usage within the foundation’s network is needed, it can be done only on specifi
written approval of a respestive Verligal Heaed
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B. Joining Formalities:
The HR Departmeat initlally issues the offvr Letter and on acceptance by the setected candidate Appeintment Lettes
for the selocted candidates duly signed by the Droctor/ Chairman within 7 days
The candrdates at the time of joimap are requirerd to sehmit
{. Certificates/ marks sheets of educational gualitficatons

iU apenence Certificates

. Proof of Age & permansnt adidiess

v_Blood group

p.Certificate of tiiness from "he competent medical Authority
vi.Police verilication certificate {exempled for passpodt halders)
vii. 2 latest coloured photographs
viti_Last Pay Ship {Three months)
ix NG Dues / Relieving Certificate from provicas employer (can be submitted within 4% days fram the date of joming)
€. PAN card
Wi Nen Judicml stamp papers of R X ryr LERN i thie case may he for sotenng oo 8 Lontiad! withy ALF

Agreement/Contract lemer grovided oy Lhie R Ue par et

New recruits are renuired to sige and subunit a relevamt undedaking at the tine of joining. The éntire employee '«
information is then entered into the enipioyes database by the HR Oepartment for timely executing the pefodica
apprasals and contract renewat. HR Depaitment has to take the biometric images of right / Left thumb for dasty
attendance systerm

Carogories in which recouiment of engagemoent Can be dose

1. Members of the strategic business units- Daectorns, Principals, HODs

Z. Core functions-Faculty members, Research heads

3. Admumstration and support funchion Adounistrative officer HR Dept., Account, Audit, Purchase, Store, Suppor
staff, Class & v

4. OQutsourced Support - Consultants, External Agencies, House Keeping, Garden Maintenance

lob Descriptions

! Director General

C}  Director General of AEF is the (1O of the Higher Education and is responsible for the day-to - day affairs of the
Institutes.

D) Al the activities of the institute viz, bBducation, traming, research, consultancy, speialized services etc. ar
carried out under his guidance and supervision

1 S/He is also the administrative and tinancial head of the Institute.

F}  As Member-Secretary of the Governing Body and £C

G| The Director General is also responsiole for organizing the meetings of thedse bodies and mamntatning records
of the proceedings

I Administrative Officer
To support Director in
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H) Al admimistrative and establishment matiers concerning the Institute.
I} Recruitment, pramotion, vigilanie et¢

1) Financial and budgetary controt of funds , etc
K} Matters relating to the meetings of the Goversing Body/Executive Committee, etg,

il Professor attached Sepantek
i Asso. Protessos Attached Separaisy
v Asst, Professor - Attached Separatety
v PMS
Vi Training & Development
Wil vehicle management

vt Building maintenance
X f&ccredlati(}ns,ha‘-nning
X CSR initiative
Xl Renewal of affiliation and licences

Induction Program for New Entrants:

The new recruits are welcomed and pravided with accurate informaticn relevant to his/her employment. New AEF
amployees are required to attend an Induction program designed to make new recruits: feel comfortable in their new

LJork environment; ledrn about AEF employment, benefits

Objectives of induction Program

AEF induction program is designed to helg new hires feel welcome and inform them of what AEF offers, and what

performance and hehavior standards it expects

1. Introduction to AEF: Miew recruits are provided with information en Rensselaer's istory, yalues, senices, CUSTOMErs, and
other programs. Representatives from various departments will brief about how their area suppotts employees either in
the performance of their job duties, or 1of the employee personally

2. Human Resaurce Policies, procedures and Benefits: Employees will receive their Welcome Kit with HR mManual depicting
the different policies, genefits and processes. The welcome kit will also include enrollment materials fike Bank Account
Qpening Forms, PE Account Opening / Iransfer forms, Mediclaims, (dentity cards developed for the retention of the
employee if required the necessary information and guidance will be given 1o employee

3. Tour of Campus: Employees may be given a tour of the AEF campus.

The new recruits joining a design ated category, L€ Teaching & Non Teaching. The teaching category includes principal,
Faculties, Coordinators, and Educators. While nonteaching otaff includes. Lab Assistant, system Administratar Libranan
Admin & support staff of the foundation Depending on the profile the staff members wiil be offered a proper work station,
C. .puter with internet, Lockers, waste bin etc. The following things will be provided in the Welcome Kit!

i, Teaching Staff:
A, Welcome Note - By Chairman
B. AEF Brochure
C. HR Manual
0. Stationary
« Notepad [/ Diary
s Pen, Pencils, Eraser, Sharpener
« Stapler
s  Punch Maching
o List of Intercom numbers
s School Policy bookiet, which will be avaitable with concerned A.C.

AL

£( pupis/cs/ &
© \ 1432009 )}g
AN Vs
S )

£, Micro planning

Plot.No.585/2, 169-1 72, Nanadanvan Estate, Near Chandsi Village, Anandwalli, Gangapur Road. Nashik-422003, Maharashtra, India

Tel.: +91 D253 6689561  achesy seledu.in www.gches. edu.in



Ashoka Education Foundation’s

N SHOM .

Recognized by Government of Maharashtra, Affiliated to Savitribai Phule Pune University (ID No. PU/NS/CS/143/2009)
AISHE Code C-42104 NAAC Accredited with B+ Grade Minority Institutions (Linguistic)

fon ol £ et [ o
t EEE SRR T r - FATAE D

s SUP, Vision & Nassion
o Syilabius

F Interad tiok) withy the edfi alors o g e phavope | syllahue, overall develapment of the studeots b

1 efwrecion

L & Ji WD Sy
Monteachiog Stath: The foboveme imps el b peoatibedd o the Welcorne Kt ta Adimm staft
A Welrome Note
R AFF Brochuee
C .l:-r.][il:.lrl.jll""
«  Notepad/ Diary
o Mo, Peacils, |oowt Sharpener
- shaplen
- List @f tntercoes mandanis
& HE Manudi
D, mteraction with the teant and fori Landing over the harge to fab assistants& steres in charge

C. Hierarchy and Reporting Systemn ¢

Category | Reporting To
Director General Chairman

Ditecton, Human Resource Managier, acditor. Budpet Officer. Clief e ’
- Dhrector Goperal
Accountant, Faod Sereces, Purchase O e

Faculties / 08/ Accountants / Account £ fficer / Cashier 7 Clerks Principal, Durector
| |

System Administrator / Supportie: stal [ A y other sttt/ brarsan HOD & #iincipal
| Purchase & Store Department Purchase Manager

MR Executo [ Adiun Executive / Staft of the Mepartmtont HR Maragar
| I

Accounts staff not related with the nstitutes 1 Chief Accountant

b b FrasE

Auditor

| Audits staff not related with the Institutes

0. Pelicy for Issuing Letter

intent: To ssue  Offer/Appeintment/Confirenation/ine rement/Warning  letter/ffetter  of appreciationfany oo
memarandm, as per the reguirement

il  Offer Letter

¢ The HR Officer will issue the Offer Lotter to the newly recruited employes/ after the final interview with the
Admin Manager/ Principal/ Director General. After confieming receipt of all the required dicuments

* Personal file of the employee will be created by the HR Officer and a copy of the duly signed Offer Letter will be
filed in it {along with assessment sheet and demo sheet which is mandatory)

i} Appeointment Letter

¢ HR will issue the Agpomtment Letter to the new armployes on his/her date of joining duly signed by the Principal)
Director General eathin seven days

s The Appointment Letter shall contain ali the terms and conditions of the employment,

* A copy of the signed Appointment letter will be tiled i the Personal file of the concerned employes by the HR

Plot.No.585/2, 169-172, Nanadanvan Estate, Near Chandsi Village, Anandwalli, Gangapur Road, Nashik-422003, Maharas
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i) Confirmation/Ipgiement ietter

T . i » - o 1 ' I ) |
. Qo completion of pre Bt it e i Ll SppeaRname nt Eotter, Use reviow GF bl g { (I
came ] Drinir 'l
pmpiyer will he 1aken by the concerned L0 aordinator [/ Admin Ranager Prineig
g tneeysatsr ¢ 1% furcirud sat o i thee o Wy 4 dPiraal oy et P aan (T ol B Nofonasnd g TLATRT R e peimgH
5 ] i | i
(3 i
- feahation peesoid can i il fa TS ol | ) g Y1 ¥ ¥ viisne Al ealor ! ¥ 1 !
e (TP THAL (b Py visly TO € oFal T ey L asi
’ il ey ¢ i
- O teview 0f perlormange Of the Jutd v reaneand s awardpd dusag 1he fexl acadermm year L8 Apol 10 flareh
fv} Warning tefter
- it any employes sioies v act of wdiscgine ke havioet, insybiosdicate Oof fails 10 pertann i haer dhirties et
are Bikely 10 have negatove ¢hfegls ©f S TER I AN ALl cortiel and ot abehity of te ket ve, o WCATTRORE e
weilh b issued to suth pimployes/ employses tu this effect
- Qnby Prndip b il PASNGERT a5 (T tivis Aot et will dhpcwte Foyr veEnig Wit L pgtgnes naed wiorm R
Dopartmen? 10 ESuE S b It ers
- Mt depactment hall il such fellers the sy sional Tyl of CONCE s empoyee
- Oirector Genet b may Al Uhe mcreinenT as et g abie Pl rrsang Apgprassal sysirmn o2 s lamsis o sl
lettess
L] Cod of Lominct wonilid Be sped every (Tarfy shpevesd Ly S Ry vl Laume oy A PTG |

fibizdt o the ped sl Lite

v) Appreciation Letiee
. I any employee pertorns any extranrdinary (o0 whitch has a positve eftect on management conteat and

profitabitity al the rganizaton s fher oftorts witl e apprecated by issunng an AP jation etten 1o the

pinployire/ oRployens
¢ pd TECIY bt ped ‘;!.-‘_,i it N

- Principal, Admin Manage! and MR [/ Aafiman Giticis will decice for pauing appeec

l.'@.*p-::ntfmm! 1o ey SEch lettes

- Wit Deoartment shall file such letten an the rroond File of Cond wrord empliyee
o 0 3HT NV ¥

sirsctor General may alter the increment 4% por regulas Performance Appraisal Systum on the Hass af suth letien

Concurrent employment
Consistent with apphcable laws, any emphayee ot Al
I pinsponsabihty fsi b a% g consgiant or 3 gdirers b

shatl not, without the requaste, attically wotten approval of the

ity vy ot g bitaite

foundation, sccept pmployingant or a PHRET T 4

fpdn provide frepianie SETVICES 1 anyone, witii o W v el derevaaigr @tadin. in the case of a fall Teeree G tor o the civet
peocutive, sikch approval must b2 abtained from the boad of direclon of the foutidation Moderats spreihes, whiting

sorisl activities, political affiliatinn 1s ped ront bl

%‘\é\neﬁs
S
g i Ve
21 puNSCS 7
1432002 }
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«
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Crmblicrs af lafoavpmety
Setiitmn b siealeh LB RE

Employees should not allow their responsibilities outside of work to create a conflict of interest. If an employee has an
appertunily o serve on antther hoard or comenttes prafessionliy they shoudel Hrst seiph the possbality of conflict #

LS W e i G v elibes  CEVEY £ s L p § i i
I Lased wehere fanily mrembiess of wimaodtyeas pe pygegest | v e BN s iy " " o "
e ler sl Yoy vt s ot
requiired to notiby humion rascarees by A foresl nebificanios of weel assogiadion

Maon Disclosure

All erhployees at one time or another will roceive o b cxposed ko personal, privilesed and/or contirlenta] infermition
That intormation may toncern sther employers e loundation's gperations, ret tg}lr'-i_ custarmer lists, foundatice sHairs
product development, trade secrets, business madels ar othee organizations with whom we do business. You are oble 1;(-:l
1o ensure that this information remains confidential and is not disclosed. This is teue regardiess of whether you dre .'tt.i.:-.'-"!\;
emplayed, anleave or your employment with the feundation ends (for any reasen). Employvess who disclose such senstwe
information will be disciplined, up to and including immediate termination or legal action.

Ik addition, employees are not permitted to photograph, record, phatocopy, or otherwise presesve foundation forms, listy
or other materials belonging 1o the toundation without prior authernzation. This is especiatly critical for nems that were
prepared or saved for an emplayee's dwn or sameone else’s current or future use

Personnel Records:

Bastc infarmation of staft will be cotlected and mamntmned by the HR depatment i separate statf pecsonal frkies

vl Hles of pach stald

Foallivaninsg documents are to e mundanad ay e
Applisation tor the Post with resumie
2. kg Bepoen
Seit Attested copies of Certibicates [ Mk sheeis ol ddi ational quakitic at@n, Expeience Lo
erdorsed by the Administrator of AEF after the verticotion of the onginals
4 Original Relieving Letter from previous emgloyes

titivares which yhiouid be

Fan Card
6 Pecmanent Address Froet
T Qegnal Last Pay Shp
X 2 lotest calourend Phatographs
Agreement/ Contract letter provided by the HR department i .’\n"j
v Subsequently the following will be added to the persoual file
~ Copy of certificate : seminar, conference, workshop, FOP attended, paper preseatabon / papet publication
r Copyof reponts on training programs artended by the srafl
# Leave Records
» Porsondl data upgate foom (Lo be filed by consemed fauuity/staft as and when Changes otcar i s, hiet e s
thatu)

Working Hours & Days:

| There will be Six full working days in a week ([ 1e. Monday te Saturday)
7 The total working hours for the teaching staff will be of 615 hrs. & 1or nopteac hitig staff witl be & Brs wath hatf hour
tunch break Howewer it may be altered during the wacation or as per the change in management pohoy

. Working hours far AET employees are from 906 am to 5.00 pm with luinch break Tor hall an hour trom 1.30 prh 10
2.00 pm. However the timings for the inctituti will he as follows

I, You are requied 1o clack in for your soheculad start biae ang cdock oul at the end of your scheduwled shaft Sour
recarded tme is o legal evidence of the hours you are at work and your pay cheek is based on the time recorded in
the biometric system/attendance register
Reporting for work regularly and on time is essential, sincé unpunctuality of absence interferes with the daily runnog
of the FOUNDATION and places an extra workload on your fellow employees. Please use your persanal days to
schedule husiness, medical, dental and other appaintments which conflict with your work schedule

A
pd/”";{"c;/
1432009 I
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Attendance ;

1. Attendance record is maintained in & manaet that the recard remains authenticated and tnguestionahle

Zo Attendance register should be maintained along with biometric {fingerprint] attendance system. The office duty
timings are mandatory for all stafl memiers

Every staff member should report on duty betore the prescribed time as per the working timings of the Institute The
register should be sent 1o the Director / MR Manager after 8 00 am_ €min'oyees reporting late than the reporting Hime,
¥ concession for fiest three times shall be gves Tvery forth late corng wall amount tor hait day deduction trom the
salary tor all the employees

4. 1f the same observed repeatedly, HR Dot of concern branch will send warning letter or strict agtion shall be tawen

td

against lhe employee,
Every stalf member is expectad to perform his / her duties at the seheduled time, unless sfhe has prevaoushy obtamed
special peroissicn for late attendance
fr Sanilarly leaving the office sarly will e saly with due permassion of the Directodg/Poncipal and eall be allowed 0
exceptional cases of emergencies unly. 7 Hrs late sremrcling or 2 Hrs, parly leaving s aflowed only once 1 a moath
the register will be svalndained unde i peroanat supenasion of the L Head whe will see that eatves gre magde
correctly. Strict medsures are taken for the cinlorcement of punctuality. HR officers chould be very particular m
serutinizing the attendance register
8. casg of staffs that leave office early withowt permission hefore the time for closing of oftice, he/fshe s reated a5
absent
4. In the event employees are on tour & if </he return late fight, reporting time o relaxed as follows
Before 10.00 pm - Normal reporting timing
After 10:00 pm - befora 00:00 hrs- 1 by, late 1o reporting timings
After 00:00 hrs - next day Half Day leave will be given

Holidays & Leave:

. All leaves shall be calculated from date of joming ot the employee as per the academic year
Leave structure tor Teaching & non Teaching is as follows

[ | h'mhmg ﬁmﬂ .'m days} T——m'cmto:-cmr‘n'm;, HR& Admm Hn dayr.; J
f Types of Leoves : - f el
1 Noo | » ! ‘ EoSermmaneeat ) f m;u,m v Permanent | Froby :r.m?
i . v SRS ML e e | T P
A | Cosual Leoves (CL) _ 15 i 15 5 15 15
— - . o, E— s v PSp———
! B8 Sick Leave {SU 07 T 07 f 07 a7 |
-u—_— e - e —— e e - - 1 E o — _r_._ S — i T ___'_— - 1
( }aumcfhwwﬂs (EH o0 o ' i5 07 :
E 3] 4 Mnu'{mw Lteave (ML) il . A, ' 90 A I
e e e T ettt AN et . R Aem—— ey P B e T e T T G
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Note Teaching Staft wil mot be entitied for the Famed leave, they will be piven a vacahon instead. The vatatian

sehedule will be evalyed by the competaant aniiionues, so o the counseling for the new admpsinns will b

continued. However H anv of the facuity i undergoing some additional course for the carcer advancement,
txis/her vacation schedole may b altired walh the terins ot of Sasress Vacation sehedule

femrteteaediieg wball s eatitied i the carted dea fies ear il emdver gobe 26 Lasipaalites] o Ui el e tir G
days worked, ve. 1 day will e Crediten 1ot caypiyeey ac count alter searkog of 16 days S0, itota they @il be

petling 25 T i one atademy vdar Loty catt avarl 1% diys ©asne] bovawe f By Pt distretion aftoer thy

approval of competent authonities qe o] oo poriing shie e Thie test ol 30 days vacatin /e Bl to avarl

0 POT THE SUTHMeT VAo 30Rn S losstiade proesvie vifpoadd Ly the Grgamratn

Employee may accumulate the carned leave maximum for 3 years, there after the earned leave

will be lapsed (Balance Earpcd Leaves are converted into cash entittements at the time of

superannuation)
L vacation Structure Tor Teaching & non Teaching

T s " Yeaching Stajf (indays) | Nenteaching, HR & Admin (in days) |
TWE' ﬂf Leaves g A, (peerde 25 Relimmanl Sl B H = B i, S

Mo, [ Permonent | Probation { Permonent Probetion I

SSRGS RN s e B : 3/

A | Diwalr Vacation 07 | 07 1 07 i 07 [
! 1 = = | RREIE e . AR | e p—— =F |
i i 4 A
i 8 | Term Ead Vovation i% 1 on | oo ;
< - i e . R .
%‘_ € i Summer Vocation Leave 1 month \ 15 az i

4. Casual leave may be prefixed &jar \.ll.“l-!(ﬁ(‘l totitay and Suorday

S The quanturm of unavailing leave at the emd of the year deems 1o b lapsed

6. Sunday & holiday fallmg during a pera witl not be treated as & part ol Casual loave

The leave of concern staff will Bave wrileo apgs oval on the leave apphcation foamn o ase eof feaving the head guarter
the candidate will have to seek poor approval and aoli Dave To mention the telephone number & leavd addrass

5 The concerned staft will give prior sfonmalion 1o lus/hee SUpenorn even in tdse of availing casual leave . Tetephonically

- ] - i1
1% ) S LR R L LAY

sanction 18 1o be reguanzed by written sanclionwithin 24 hours
$|f Sick Leave exceeds more than 2 days, vimployee have to submit Medical Certificate
[0 Any ledve over and above the casual leave will be 1reated as Leave withoul pay.
11 Director will be the competent authority for sanctioning/ approving (eave withyut pay for any
| 2 Only Permanent employee can avall maternity ieave, Maternidy leave cdh be availed only twice in a service perind. Thg
writteri application shall be submitted to the HE Depl. No one &5 dllowed 1o take 3 motecnity leave for third child o
thereafter, (2 Leaving Children)
Al employees are entitled for Exammation Leave ra
maximurn & days only in each semestier. These lvave will be approved on production of vriginal hall ticket & submission

nstitute) college staff

{ated to acadmmic development & these leave can be availed

-

of seif endorsed Xerox copy o front of competent gutbority
14,5 days special paid leave will be given i case of death of biood relatives {father, mother, spouse, brother, sister, son
and daughter). It is applicable for Confirmed as well as employess on probation at the discretion of the management
The leave shall be given from the date of the incidence. The applicant shall apply for leave w the leave form
mentioning the leave as special paid leave, the employees those who are not confirmed can subaut a wntten
application.
LCompensatory OFf can be avaited during that academic year only, Lgng - May) which the employee has worked
Compensatory Off has to be availed within two momhs. After thal it will get automatically lapsed if not availed
Compensatory Off can be availed by Permanent as wefl as employees on probatipn Cocoordinator, Department Head,
Managess, Principal are not entitled for the compensatory off. Compensatory off shall not be encashed.
A record of all the leave and leave without pay availed by the concernpd staff member will be maintained m the
persannel records of the staff
17.1n case any staff member remains absent from duty for more than 5 days without any mtimat:on to the concerned
authorities, is liable for the disciplinary action. The disciplinary action involves the memo 1o the concerned staff,

P

]

BB GR{nd e

143/ 2009

tra, India
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ormenl. may take appropriate step if the explination guven not found sutable. Any staff receving U
g perod of a montioeall Be termaaled nnrcdiat ty
1% All Casual & Sick leave will be credited to the | o5tafl's Vg b Begmmng of V yed he led
eerrviangnese Al the end Of the yedr WUl STOmasin oy irpss Thidee s Y oy 1 i i foarwea T el
| it

Competent Authority to sanction leave & vacations:
Darector General, Pon i|r.t| & Adavicistrator ace competent (D sanclioan irave & vacation to staft workig unger therm

Leave & vacabion of statlh will be sand tiened by Pragesi Lo

Public holidays:

AEF will reinrain Closed on Sundays and all public b LiYS ..:I--p'-a-:l by the Tk

Lniversiy/Uniersity b Page & ross e free b

any holidays, it 1s mandatory for all concarm statl men
the compensatory off thereafter  In exceptional (ases director may allow any employee 10 av ul compensatony off

called for work on subseguent dates. However if any hohday talls o Sunday,

pefore working & s/Me may be

compensatory off will De gnven

List of Public Halidays:

Makar Sankranti Good Fraday Ganesh € Im:_ur!rn
Hfl;}tlhi’ﬂ. Day | Dr. Ambedkar foyant) ! Mahatma Gandin Jayani
“Mahashivratri ' Maharashica Day / Labour Day - Dasera
i{.}f?,‘{.‘"|'hl|.|f-__tl-h"-‘-! R ik shabaniihan Bakr 1D
Gudipadva lsdenendence Liay [

Yahiawvr lavant Ramran 1D Gusgnanak b
0 Vear Peclared Yy Collegtor (I Ay hrist 1

special Duty Leave (SDL) :
in addition to leave pohcy, special DUTY LEAVE (DU} may be pranted to ALT stall for academi pursuit & adinistrative
pursuit including attending workshops, conferences, Administrative work at University, DTE, and AICTL. i's mandatory
for all approved staff of the college o attend the Unprersity related work without fail as per the orders issugd by the

Mirector / Prncipals

Co-Ordinator
nternal Quality Assurance Cell {IQAC)
Ashoka Center for Business & Computer
Sludies, Nashik-422 003.
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CODE OF CONDUCT FOR FACULTIES

Code of conduct form an integral part of culture of the institution. Faculty should follow code of
conduct strengthening duties, responsibilities towards colleagues, students, parents, government and
general populace.

Followings are the different aspect of code of conduct described in details.

1.

L

n

Treating students, parents and colleagues with courtesy and sensitivity to their rights, duties
and aspirations

Protecting students from harm

Being committed to students and their learning

Organizing learning to take account of the diverse social, cultural and special learning needs of
their students

Working in partnership with parents and guardian

Acting against any form of harassment or unlawful discrimination

Teachers demonstrate a high standard in teaching and learning by:
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9.

Engaging students in their learning

Working to achieve high level outcomes for all students

Maintaining records to manage, monitor, assess and improve student learning

Using research and student achievement data to inform professional practice

Engaging in reflective practice and developing their professional knowledge and teaching
skills

Providing constructive feedback to colleagues that is considered and helpful

Assisting in developing and mentoring beginning teachers

Working cooperatively and collaboratively with others to achieve institutes and its system
goals

Accepting responsibility for their own professional learning and development

Teachers should also:

1. Accept responsibility for high quality teaching

2. Act with probity in their daily work activities and decision-making

3. Exercise efficient and effective resource management

4. Teachers’ relationships with pupils/students, colleagues, parents, school management and the
public are based on trust. Trust embodies fairness, openness and honest

5. Honesty, reliability and moral action are embodied in integrity. Teachers exercise integrity
through their professional commitments, responsibilities and actions.

6. Teachers’ practice is motivated by the best interests of the pupils/students entrusted to their
care. Teachers show this through positive influence, professional judgment and empathy in
practice.
=
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