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1. Introduction

A code of conduct is a set of rules, guidelines and principles that outline acceptable
behaviours, actions and ethical standards for members of an organization, group, or
community. It serves as a framework for maintaining discipline, ensuring fairness and
promoting respect and integrity within the group.

A code of conduct typically includes:
» Expected behaviour - This is considered as appropriate or respectful behaviour.
» Unacceptable conduct — Unacceptable actions such as discrimination, harassment or
dishonesty.

The idea of establishing rules for ethical behaviour is deeply rooted in ancient civilizations to
maintain order and fairness. With the rise of professional organizations, formalized codes of
conduct became widespread. Its evolution reflects changing social norms, technological
advancements and the growing importance of global interconnectedness.

In the modern era, especially with the rise of globalization and increasingly diverse
workforces, codes of conduct have become essential for maintaining inclusivity, preventing
discrimination and promoting ethical standards across different cultures and societies.

A code of conduct at the workplace is essential to ensure a cohesive and ethical work

environment. These codes help to manage employee relations, prevent workplace
harassment, establish safety protocols and create fair and transparent practices. In higher
educational organizations, a code of conduct is not just a set of rules but a vital tool that
supports the institution's mission of providing quality education, promoting ethical behaviour,
and maintaining a respectful and inclusive environment.

Following are several key reasons why a code of conduct is essential in higher education:

. Promotes academic integrity

. Ensures a safe and inclusive environment

. Establishes clear expectations and responsibilities

. Fosters a positive learning environment

. Promotes professionalism

. Protects the reputation of the institution

. Ensures compliance with legal and regulatory standards
. Encourages Accountability

. Enhances institutional culture

OCO~NONBEBWN=

PCCoE is an autonomous institute that envisions being in the top 100 institutes at the National
level. Establishing clear expectations and guidelines for behaviour by implementing a code of
conduct, ensures that all students can thrive and contribute positively to the collective goals of
PCCoE.
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While preparing a ‘Code of Conduct for Faculty and Staff of PCCoE’, a systematic and
inclusive methodology is applied to ensure that the final document is comprehensive, effective
and aligned with the values and goals of the institution. Below is the methodology followed in
preparing a code of conduct:
» Define scope and objective
Review existing policies and best practices
Develop detailed guidelines and expectations
Draft code of conduct
Seek feedback and revise
Approve from BoG
Implement and educate
Monitor and enforce
Revise

vV V V V V V VvV V¥V

The ‘Code of Conduct’ for Faculty, Technical & Non-technical supporting staff, Attendants &
Peons is as follows:

All faculty and staff of PCCoE shall adhere to the “Code of Conduct” as mentioned in this
document. The code of conduct is only indicative and not exhaustive. Non-adherence or non-
compliance to the code will be treated as dereliction of duties and suitable disciplinary action
will be initiated like verbal or written warnings, temporary or permanent suspension of duties
and other disciplinary actions as per institutional policies.
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2. Code of Conduct- Faculty

2.1.Faculty members must conform to and follow the rules & regulations in effect from time
to time.

2.2.Faculty members shall conduct themselves in a professional and befitting manner.

2.3.Faculty members must be punctual to duty. The reporting time for faculty members is
from 09:00 AM to 05:00 PM. Any deviations must be approved by the concerned Head
and informed to the Administrative Office beforehand.

2.4.Faculty members should report to the college at least 10 minutes before the
commencement of working hours. Consideration of Buffer Time (15 Minutes) is for
contingency only and should not be availed on multiple occasions.

2.5. Faculty members must be available on campus during working hours. If they wish to
leave the campus during working hours, entries in the movement register with due
approval are mandatory.

2.6.Faculty members must wear decent and presentable clothing. Their clothing should
always be neat, clean and well-maintained. Faculty members should avoid wearing
offensive, revealing or inappropriate attire in an academic environment. Suggested
dressing is as follows:

2.6.1. Males: Formal shirts with trousers and polished/closed-toe shoes.
2.6.2. Females: Sarees, salwar suits or western formal wear.

2.7.Faculty members should always carry their ID-card when on campus.

2.8.Faculty members should fulfill assigned responsibilities in teaching, research,
consultancy and administration diligently with honesty and unbiasedness and in total
commitment.

2.9.Faculty members must attend and participate in the meetings and activities
called/assigned by the HOD, Dean(s), Coordinators, and Director.

2.10. Faculty members should not accept/proceed to undertake any duties/works
outside the institute without prior approval of the concerned authorities (HOD, and/or
Director).

211. Whenever a faculty is deputed/permitted to take up an assignment outside the
institute, he/she should submit proof of attendance, which should be recorded in the
department.

2.12. Faculty members should take precautions to protect the institute's property, such
as books, equipment, materials and other facilities.

213 Faculty members should not indulge in rude or abusive behaviour, gossiping,
provocative discussion, comments against superiors and other colleagues, make
verbal attacks that are personal, threatening, abusive and irrelevant, or go beyond fair
and professional conduct.

2.14. Faculty members must adhere to the hierarchy of reporting. They should not
approach higher authorities without the knowledge/permission of immediate authority
for reporting.
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2.15. Faculty members should follow designated emergency procedures to respond
effectively to various types of emergencies, including natural disasters, fire, medical
emergencies and security threats.

2.16. Faculty members shall protect students' confidentiality and refrain from
favouritism.

2.17. Faculty members shall avoid any form of exploitation, abuse or inappropriate
relationships with students.

2.18. Faculty members can avail of leaves (CL, EL, ML, Maternity, Study, sabbatical,
etc.) as per the institute’s policy.

2.19. Faculty members who wish to take leave must apply in advance making proper
alternative arrangements. In case of emergency, the HoD or the next senior faculty
must be informed with appropriate alternate arrangements.

2.20. Only for genuine reasons and medical reasons, leaves can be applied
immediately after reporting for duty by providing an appropriate document or original
medical certificate. Telephonic intimation to HOD and other concerned authorities is a
must for these leaves. Applying for backdated leaves is permitted up to a time of one
day only.

Z2.21. Faculty members shall refrain from unauthorized sharing of confidential or other
institutional documents, printed material, etc.

222 Faculty members shall desist from falsifying/tampering with any institutional
records or documents.

2.23. Faculty members should avoid participating in any activity that could harm the
institution’s reputation or interests

2.24, Faculty members shall report any unethical practices, misconduct or violations of
rules and regulations within the institution.

225 The faculty shall desist from exhibiting non-ethical behaviour that jeopardizes the
ethical standards of the institution.

This Code of Conduct aims to establish a culture of excellence, respect and accountability
among the faculty.
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3. Code of Conduct- Staff

3.1.The staff members should adhere strictly to the laws, regulations, and policies
governing the institution.

3.2.The staff members should conduct themselves in a professional, cooperative and
ethical manner.

3.3. The staff members must be punctual to duty. Reporting Timing for staff members is set
by the HoD or Administration office. Any deviations are to be approved by the Head
concerned and informed to the Administrative Office beforehand.

3.4. Laboratory Assistants must report 15 minutes priorto the reporting time.

3.5. Laboratory Attendants / Attendants / Peons to report 30 minutes prior to the reporting
time.

3.6. Availability of staff members at respective work desks/workstations/academic premises
is mandatory during working hours.

3.7.Staff members must be available on campus during working hours. If they wish to
leave the campus during working hours, entries in the movement register with due
approval is mandatory.

3.8.Roaming in the premises except for official tasks, creating disturbances for others and
not following discipline protocols are behaviours that are condoned by the institute.

3.9.Unnecessary and excessive usage of mobile phones for personal work during working
hours is strictly prohibited.

3.10. Staff must ensure that they are dressed decently and appropriately and that they
take necessary safety measures for the tasks they undertake.

&y B Staff must adhere to specific safety norms regarding dress codes (apron,
goggles, safety shoes) while in labs/workshops. Loose or flowing clothing should be
avoided to prevent accidents in mechanical or electrical workshops.

3.12. The staff should wear uniforms provided (if any) while on duty.

3.13. The staff should carry an ID-card when on campus.

3.14. The staff should fulfil the responsibilities diligently with honesty and
unbiasedness in total commitment.

3.15. The staff should take up other responsibilities prescribed by the superiors from
time to time and assist/carry out their work with a view of meeting the deadlines
notified by the competent authority.

3.16. The staff should handle college property, tools and equipment responsibly to
avoid damage or misuse.

3.17. The staff are expected to adhere to safety protocols within the campus and
report any safety hazards, security concerns or incidents immediately to the
appropriate authorities. Take proactive measures to prevent accidents or mishaps in
the workplace.

3.18. The staff should not act in a manner amounting to insubordination, breach of
trust, fraud etc.
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3.19. The staff should follow designated emergency procedures to respond effectively
to various types of emergencies, including natural disasters, fire, medical emergencies
and security threats.

3.20. The staff should not indulge in rude or abusive behaviour or gossiping. and
should not be involved in verbal attacks (personal, threatening, provocative, abusive
and irrelevant), which goes beyond fair and professional conduct.

3.21. The staff must adhere to the hierarchy of reporting. Staff members should not

approach higher authority without knowledge/permission of immediate authority for
reporting.

3.22. In case of any dispute/difference of opinion, the following hierarchy will work
towards resolving the dispute: immediate reporting authority, HoD /Section In-charge,
Registrar, Deputy Director, Director.

3.23. The staff should abstain from activities like smoking, drinking alcohol or
gambling on campus.

3.24. They must treat students and faculty with respect, patience, and
professionalism.

3.25. Avoid favoritism, biasness or inappropriate behaviour toward students.

3.26. Staff members can avail leaves (CL, EL, ML, Maternity, Study, sabbatical, etc.)
as per the institute’s policy.

327. Staff members who wish to take leave must apply in advance by making proper
alternative arrangements. In case of emergency, the HoD or the next senior faculty
must be informed with appropriate alternate arrangements.

3.28. Only for genuine reasons and medical reasons, leaves can be applied
immediately after reporting for duty by providing an appropriate document or original
medical certificate. Telephonic intimation to HOD and other concerned authorities is a
must for these leaves. Applying for backdated leaves is permitted up to a time of one
day only.

3.29. Staff should maintain and safeguard the confidentiality of institutional,
examination related and personal information obtained during the course of their work.
They should not reveal this information unless asked by the competent authority.

3.30. Staff members should refrain from unauthorized distribution of confidential or
other institutional documents, printed material, etc.

3.31. Staff members should desist from falsifying/tampering with any records or
documents.

3.32. Staff members should avoid participating in any activity that could harm the
institution’s reputation or interests

3.33. Staff members shall desist from exhibiting non-ethical behaviour that jeopardizes
the ethical standards of the institution.

This Code of Conduct is designed to provide supporting staff with a framework for ethical
behaviour, professionalism and workplace conduct. Their role is critical in ensuring the smooth
operation of the institution and fostering a positive environment.
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4. Misconduct and Disciplinary Action

All employees shall follow the rules and regulations and standards of courtesy, conduct,
cooperation, ethics and etiquette.
Following are the actions which are unacceptable and may result in strict disciplinary action:

»

vV V V V V V V V V V V V VvV V¥V

Insubordination

Theft

Bringing discredit to the institute

Falsifying, grafting or forging of any record, report or information

Discourteous behaviour

Any other misconduct that interferes with the performance of the institute
Unauthorized absence from the assigned work area

Sleeping during duty

Negligence

Interfering with the work performance of another employee

Willful damage to the equipment or property of the institute.

Continued failure in performing assigned duties

Failure to report absence

Any behaviour which is not in line with the vision and mission of the institute.
Furnishing false information regarding name, age, father's name, qualification,
academic/research credentials or previous service at the time of employment will
also amount to misconduct.

It would be at the discretion of the disciplinary authority (Secretary, Executive Director,
Director, Deans, HODs) to furnish one or a combination of the punishments based on the
situation and gravity of the misconduct.

»

Counselling

Verbal Warning

Wiritten Warning

Cutting off of a portion from the salary

Freezing one or more increments

Disqualification/denial from a particular opportunity for a certain period
Loss of seniority in service

Termination from service
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