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Code of Conduct for Teaching and Non-Teaching Staff

Code of Conduct for the Teaching and Non- Teaching Staff

The code of conduct for both teaching and non-teaching staff within a college establishes

the foundation for professionalism, respect, and ethical behavior within the educational

environment. It mandates adherence to high standards of integrity, honesty, and fairness in
all interactions with students, colleagues, and the wider community. The code emphasizes
the importance of continuous professional development, compliance with relevant policies
and regulations, and the responsible use of college resources to fulfil their roles effectively
and contribute positively to the college community.

General Code of Conduct
1. Attendance: Both teaching and non-teaching staff must ensure their punctuality

using the Biometric Machine.

Leave Approval: Prior approval from the principal is necessary before applying for
leave, except in emergencies.

Movement Record: Staff members should document their movements outside the
college premises during work hours in the Movement Register, with permission from
the principal or, in the absence of the principal, from the vice principal.

POSH Committee: A POSH Committee is formed for addressing any issues pertaining

to Prevention of Sexual Harassment.

For Teaching Staff
> Staff Advisor: A staff advisor is appointed to facilitate communication between the

Head of the Institution and the faculty.

Office Manager: An office manager is to facilitate communication between Head of
the Institution, teaching, and non-teaching staff for the purpose of sharing detailed
information of students, to look into examination related matters, college admission
related matters, to maintain staff service register. -

HOD Appointments: Heads of Departments (HODs) are-appointed for law and

S| OR B
e S

humanities depart N ‘u,:'\
partments to ensure smooth funciianing o ‘classes and to address

student-related issues.
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Class Arrangements: Faculty must make arrangements for their classes in case of

absence to ensure the smooth functioning of the regular classes.
Work Diary: Faculty are provided with work diaries to maintain records of their
classes and other administrative tasks on a daily basis.

Dress Code Compliance: Faculty are responsible for ensuring that students adhere to
the college's dress code.

Student Attendance and Behavior: Faculty are responsible for monitoring student

attendance and on-campus behavior.

For Non- Teaching Staff

> Office Manager: Office manager is to facilitate communication between the Head of
the Institution, teaching, and non-teaching staff.
1. The office manager looks over the functioning of the college office under the

supervision of the Head of the Institution.
The office manager is responsible for the distribution of work among the non-
teaching staff, maintenance of the college facilities.
The maintenance of the service register of all staff members to ensure
accurate records of employment history within the institution.

Allotment of works to the office staff and execution of the same.

AL
Shri Dharmastha#a Manjunatheshwara
Law College, Mangaluru
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Reports of Meetings
*The Highlighted Areas Reflect References to Code of Conduct, Discipline
2023-2024
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Proceedings of the Online Faculty Meeting held on 07-05-2024 at 12.00 noon

1. AIll faculty are instructed to engage the classes uyntil the last working day. Faculty to keep one

unit (last) for discussion after the payment of exam fees by the students.

In the previous semester names of 08 students have been removed from the attendance register

due to attendance shortage. Therefore, their attendance shall not be called in the classes.

Few students have not settled admission fees even after the financial year (March 2024).
Therefore, their names have been marked with pencil in the attendance register & their names
shall not be called in the classes. However, teachers shall keep in mind their attendance as the
same may counted retrospectively on payment of fees.

Time table adjustment will be Mrs.Ujwala and in her absence Mr.Amith S.M. All faculty
applying for CL shall get the initials of the concerned above faculty in their leave note before

the submission of leave note (in the columns alternate arrangements/ 225 :sdmg)

Faculty undertaking University duties shall obtain Prior permission from the college before

reporting to the University external examination duties. Fic

Except pre-scheduled events no activities, programmes to be conducted by any cell/committee

in this semester

Syllabus copy available in the college office/library.

Based upon bio-metric report late coming & early going timings if exceeds 08 hours as per
management strict direction one CL. will be deducted from this semester onwards.

The class teachers to monitor cleanliness of the classes, counsel the students & maintain
academic records of the students.

. Teachers in-charge of Practical Training shall ensure that all aspect of practical training shall
be completed before the last working day. Batches of two faculty members can be clubbed
together to conduct Mock Trials.

_The observation in the student feedback such as completion of syllabus, revision of syllabus
after completion of the syllabus, discussion of case laws in the class to be looked into. Apart
from this, teachers are expected not to share their personal opinions about their achievement,

ideology with the students in connection with academics shall not disturb the neighbouring

classes.
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Non-Teaching Staff
2023-2024

Non-Teaching staff meeting held on 13 -11-2023 in the Principal Chamber at 11.00a.m.
Distribution of Work for Office Staff

1. Classroom Maintenance: Daily inspections and cleaning are to be managed. Any issues
should be reported and addressed promptly.

2. Floor Duty: Staff are responsible for monitoring cleanliness and maintaining order in
common areas. A duty schedule will be distributed.

3. Additional Duties: Tasks include collecting absentee lists from classrooms and ensuring the
timely ringing of the bell for class hours.

The meeting concluded with a vote of thanks.

Staff members present.
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Non teaching staff meeting held on 30.03.2024 at Staff Room at 3.00p.m.

Meeting Agenda: Review of Office Operations and Audit Preparations

Review of Office Operations (January to March ):

1. Evaluate the work completed by the office staff during the period from January to March.
2. Identify and discuss any flaws or areas needing improvement and develop corrective measures.

Preparations for Audit of Books of Accounts:

1. Make necessary preparations for both internal and external audits.
2. Ensure all financial records are up-to-date and in compliance with audit requirements.

Meeting ended with Vote of thanks.
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Non-teaching staff meeting held on 15- 06-2024 at Principal Chamber at 3.00p.m.

Meeting Agenda: Admission Process, Infrastructure Maintenance, and Internal Assessment

Admission Process and Queries:

1. Ensure prompt and efficient responses to all admission-related queries.

2.
3. Infrastructure Maintenance:

Streamline communication channels for better query management.

Prioritize and address any necessary repairs.
Internal Assessment Examination:

1. Organize classroom arrangements for the internal assessment exams.

2. Allocate classrooms according to student registration numbers.

Staff members present.
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Non teaching staff meeting held on 05-08-2024 at Staff Room at 3.00p.m.

Meeting Agenda: NAAC Accreditation Assistance for Teaching Staff

Assistance with Documentation:
1. Provide support to teaching staff in gathering and organizing necessary documents for NAAC

accreditation.

2. Ensure all required materials are accurately compiled and ready for submission.

Preparations for NAAC Accreditation:

1. Assist in the preparation of reports, presentations, and other materials required for the

accreditation process.

2. Coordinate with relevant departments to ensure all criteria are met and properly documented.

Meeting ended with Vote of thanks.

Staff members present.
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Principal welcomed all the Non-Teaching staff to the staff meeting on 07-10-2023
at 4.30a.m.

1. Meeting called in connection with next academic year admission
process/formalities printing admission applications, seat allotment criteria’s /
procedures etc.

Discussions in respect of printing prospectus, college calendar, admitting
students to next higher classes/semester on the basis of their eligibility and
performance.

Meeting regarding the visit to Dharmasthala alongwith first year newly joined
students and meeting our President for his blessings.

Discussed regarding the work allotment among the office staff and other
arrangements to be made in connection with maintenance of class rooms repairs
of electrical equipment’s/fitting, plumbing work, garden maintenance etc.
Meeting ended with vote of thanks.
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Principal welcomed all the Non-Teaching staff to the staff meeting on 08-09-2023
at 4.00p.m.

1. Meeting held in connection with the University Examination Preparing eligible
candidates list for the ensuing examinations, uploading internal marks in KSLU
online portal and receiving examination fees.

Receiving and remitting semester examination fees, preparing duty list of

invigilators, class room and seating arrangements for the ensuing examinations.
Meeting ended with vote of thanks.
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