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CONDUCT RULES

Every employee shall maintain cordial relations with the pupils and their
parents, the Director/Principal of the Institute, other employees,
Management of the institute, other wings of ACEIT as well as the Affiliating

University and the Government Officers concerned.

Unless otherwise provided for, the whole-time employee shall be at the
disposal of the Institute and shall serve the Institute in such capacity and at
such places as he may, from time to time, be directed by Director / Principal,

subject to such conditions as may be laid down by the Affiliating University.

The Director/Principal and all the teachers shall be obliged to do any
examination work (Invigilation work, Setting of Papers, Evaluation of scripts
and conduct of Practical Examinations) that may be assigned to them by

the Affiliating University.

The Director [ Principal and all the teachers shall also extend necessary
cooperation to the Affiliating University in carrying out such other
assignments as members of the Inspection Committee, Admission
Committee or to act the University Observer, etc as assigned to them by the

University.

No employee in the Institute shall apply for any other job or scholarship
without the previous sanction of the Director/Principal or in case of the
Director [ Principal without the previous sanction of the Governing body.
Provided that a person appointed on contract basis may apply for a job if
the job for which he is applying is to commence from a date after the expiry

of the period of conduct.

No employee shall, own wholly or in part, or conduct or participate in editing
or managing of any newspaper or any periodical, or act as correspondent
of a newspaper. However, this will not apply to literary and academic

journals.

(vii)No Full-time employee shall, except with the previous sanction of the

Director/Principal, engage directly, in any trade, occupation or business or

undertake any employment or private tuition work. Provided that an
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employee may, without such sanction, undertake honorary work of a purely
social or charitable nature or occasional work of a literary, artistic or
scientific character, subject to the condition that his official duties do not
thereby suffer, but he shall not undertake or shall discontinue such work, if
so desired by the Director/Principal and in case of the Director [ Principal if
so directed by the Governing Body. For examination work for which
additional emoluments are accepted the previous permission of the

Director / Principal shall be necessary.

e An employee shall be required to observe the scheduled hours of working
during which he/she must be present at the place of his/her work. No
employee shall be absent from duty without prior permission. Even during
leave or vacation, no employee shall leave the college except with the prior

permission of proper authority.

« No employee shall be a member of a political party or shall take part in
politics or be associated with any party or organization which takes part in
political activity, nor shall subscribe in the aid or assist in any manner and

any political movement or activity.

*  No employee shall make any statement, publish or write through any media
which has the effect of any adverse criticism of any policy or action of the

college.

e An employee who commits any offence or dereliction of duty or does any
act detrimental to the interests of the college is subject to an enquiry and
punishment by the competent authority.

« No employee shall engage in strike or incitements thereto or similar
activities such as absence from the work or neglect of the duties or
participation in hunger strike etc., violation of this rule will amount to

misconduct and attract deterrent punishment.

e Abide by the rules and regulations of the institute and also show due

respect his/ her higher authority.

e On every working day sign the staff attendance register, and punch his
finger at the time of arrival and to the time of leaving the institute located at

the gate and be ready at least, five minutes before the commencement of
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classes.

e Be responsible for the discipline of students even outside the classrooms.
Since supervision during the break or off time is vital for the protection of the
property of the institute and its students employees may, from time to time,

be allotted such duties to maintain discipline and orderliness at the institute.

e Be responsible for the proper care, operation and maintenance of all
equipment and machinery, learning aids, furniture and fixtures and sports
equipment etc. under their care. The appropriate authority should
immediately be informed of any damage cause or any
repairs/replacements that may be required.

« Ensure that no student indulges in ragging. Canvassing and/or cause
harassment of any kind to other student by what so ever name called, as it

is strictly prohibited under law.
A. Do's:Anemployee at all times, shall
e Abide by the rules and regulations of the institution.
e Maintain absolute integrity and devotion to duty.
e Attend the college regularly and punctually.
e Engage classes, both theory and practical, punctually and effectively.
e Check the assignments and lab records systematically.

e Be meticulous in submitting the question papers and marks of the internal

tests.

* Warn the students concerned for their irregular attendance and poor

performance in the internal tests.
e Be honest, impartial in dealings and be courteous with others.
e Promote dignity and discipline among staff and students.

e Acquire professional competence and enhance interpersonal competence
among the staff and students.

e Facilitate team work and reinforce the feeling of oneness.



CONDUCT RULES www.aryacollege.in

Cooperate with the administration in complying with the imposed

restrictions.
Behave like a true academician.
Don’ts : Knowingly or willfully neglect duties

Propagate communal or sectarian outlook or incite / allow any student to

indulge in communal or sectarian activity

Discriminate against any person on the grounds of caste, creed, language,
place of origin, social and cultural background.

Indulge in or encourage any form of ‘'malpractice’ connected with

examination or any other activity.

Leaving the campus, while on duty in the institute, without prior permission
of the Head of the Institution.

Remain absent from the institution, without leave or without the prior

permission of the Head of the Institution

Pass comments on the students’ religious, regional, personal or cultural
sentiments.

Be a member of a political party or shall take part in politics and committing
an offence or dereliction of duty or does an act detrimental to the interest of

the college is liable for consequences
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PERSONAL CONDUCT

It is expected from employees to achieve and maintain a high standard of

ethics, professional conduct and work performance to ensure that the college

maintains its reputation with all internal and external stakeholders.

Medical Fitness during service : Your continuation in service is subject to
you being medically fit at the time of commencement of your service to the
Institution/University and at any time during your tenure of employment

with the institution/University.

2. Confidentiality of Information You will not at any time, without the written

consent of the Institute/University, disclose or divulge or make public except
on legal obligation any information regarding the Institute/University's
affairs of work carried out whether the same may be confided to you or

become known to you in course of your services or otherwise.

Trade Secrets : You will not keep in your possession nor bring to our
organization any information, materials, documents, charts and the like,
containing any information which is or would be considered confidential or
proprietary, from your present employer's all such information and
proprietary material must not be kept in your possession after you are
relieved from your duties. Please also delete any and all such information
from your personal computers and data banks. We expect you to take
precautions and necessary actions to ensure a clean, honest and fair
transition to your new position. Further, you shall not use any such

information which A you have been privy to in the past in your new position.

In the event of discontinuation from service for any reason you will give a
notice of 3 months in advance or surrender salary of a month before
resigning from the post. However, the management is free, in the interest of
the general discipline of the institute to terminate your service at any time if

required. You will not claim any salary in event of no notice.

You will be responsible for efficient satisfactory and economical operation
in the area of responsibility that may be assigned to you from time to time.
You are expected to maintain high standards of discipline, efficiency,

integrity and abide by the Rules and instructions in force time to time.
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7.

Smoking and drinking is strictly prohibited within the campus. Violating

these norms will be taken very seriously as an act of indiscipline.

Duties can be assigned outside working hours of college such as duties of
anti-ragging squad, counseling in admission etc. and these duties cannot
be declined except on extra ordinary circumstances with permission of
principal. Institute can grant compensation for this extra work, but the

compensation cannot be claimed as a right.

Any act of an employee violating the points as above will be considered an
act of indiscipline and disciplinary action can be initiated by Governing
body against the employee and any suitable action can be taken against
him including termination of his service.

Dress Code: Although the dress choice is a matter of personal discretion yet
in order to maintain academic environment and college reputation,

following dress code is expected from the employees;

Dress for Male Faculty Members and Staff: - Formals with Leather Shoes

Dress for Female Faculty and Staff: - Sari (Salwar suit on Saturday)

As a minimum standard, dress should be clean, neat and professionally

appropriate.

Any Clothing which are not deemed to be decent are disallowed for the purpose

Faculty/ Staff member with inappropriate clothing may be sent home to

change, before returning to college.

1.

12.

Employee Identity Card: Identity card should be issued to all employees
and it should be mandatory for all employees to display it, during the

working hours.

Personal Communications:

d) Phone Callls:

i. Mobile phone should be kept on Vibration/silent mode in college premises.

ii. The making and receiving of personal phone calls must be for limited
duration without disturbing others.

ii. Mobile phones are not to be taken to class room even in silent mode.
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b) Internet and Emaiils:

The internet and email facilities are provided for official use. Email has legal
status as a document and is accepted as evidence in a court of law. It is
therefore important that email and internet is used within the following

guidelines:

i.  Email should mainly by used for official correspondence and care

should be taken to maintain the confidentiality of sensitive information.

ii. Limited private use of email and internet should be permitted, provided

that it does not interfere with or distract from an employee's work.

iii. No material should be sent as email that is defamatory, in breach of
copyright or business confidentiality, or prejudicial to the good standing of
Arya College of Engineering and Information Technology, Jaipur in the
community or to its relationship with students, staff, and any other person

with whom it has a relationship.

c) The following activities, using college's internet access should not be

permitted:

i. Viewing, other than by accident, sites of incoming emails portraying
obscene, violent, defamatory and unlawful material and material that could
cause college to be in breach of equal opportunity or anti-discrimination

legislation, verbally, in writing or pictorially.
ii. Downloading or printing material as described above.

Failure to comply with these instructions should be considered as a disciplinary
offence and would be subject to appropriate investigation. In serious cases, the

penalty for an offence, or repetition of an offence, may include dismissal.
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STUDENT'S RULES & REGULATIONS

Students should wear their ID cards when they are in the campus.

Students should not allow to park two wheelers inside the college premises.

Vehicles must be parked outside the campus in parking zone.

Students should not leave the campus during working hours. If they need to

leave, they should get permission from the HOD/ Principall.

Students should not use Mobile phone/ I-Pod/ MP3 Player/Camera in the

classrooms and laboratories.

Students should not damage the college property. Heavy penalty will be

imposed on the student/s for the damaged property.

Students are forbidden from going to canteen or loitering along the corridor

during the class hours.
Students should utilize their free-time for creative activities or visiting library.

Ragging in any form is a punishable crime. It is strictly forbidden inside or

outside the campus.

Students should not shout, hoot or whistle during study hours and in
function conducted by the institute. They must maintain strict discipline

within the campus as required from time to time.

Writing on walls, pillars, toilets, bathrooms, furniture’'s and class room boards
is strictly prohibited.

Students are required to dispose of the empty packets [ papers [ disposable

materials into the dustbins only.
Students should be decently dressed in campus.

Students should not come late to class.( Late comers should get permission
from the Principal / HOD)

Students should not absent without prior permission.
Strict silence should be maintained in the classrooms.

Throwing paper arrows and small articles are forbidden in the classroom.
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26.

27.

28.

29.

Chewing bubble gum, chocolate and any eatable item inside the class

room is strictly prohibited.

The attendance in the institute shall start from the first day of the session
and if a student is absent in any lecture in any particular day, she/he may

be marked absent for that day /class.

As per the rules and regulations of the RTU no student will be allowed to
attend sessional [Mid-Term / University Examination unless he [ she secures
75% of the attendance in lectures [ labs, tutorials and other academic

activities.
Students securing 100% attendance will be duly honored.

For any kind of leave, students must take permission of the concerned HOD

[/l Year In-charge through their mentor.

All applications for leave on medical ground must be supported by an
authentic Medical Certificate and should reach the Mentor within a week of
student's return, failing which he/she shall not be considered eligible for
such leave. The benefit for the leave/s on medical ground is restricted to 10%
of the total classes held. Students must make up their attendance in
subsequent classes so that they can be allowed in Mid-Term Tests and

University examination.
Absolute silence should be maintained in the library.
Students are required to use the library only for reading/reference work.

Documents | books are to be handled with great care, as they are costly

and valuable.

Students are advised not to hide books in the shelves. The students who take
out the book from the shelf can keep/put the same on the library table or at

the specified place in the rack.
Students should not tear and deface the date slip.

Students should endorse themselves in the entry register available at the

library gate.

It is essential for every member to get the issued books checked by the

guard at the gate.
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44,

45.

46.

Guard can check any member anytime/ randomly in case of doubt. No

objection in this regard will be accepted.

Nobody will be allowed to visit social networking sites in digital library

otherwise he/she will be penalized.

Violation of library rules or misconduct by any reader may result in

cancellation of membership from the library.

Keep the hostel rooms, veranda neat and tidy.

Maintain an eco- friendly environment.

Switch off all electrical appliances when not in use.

Use of electrical iron and room heaters is prohibited in the hostels.

Share your suggestions and difficulties with the Warden concerned either

personally or through suggestion book.

In case of any night stay outside the hostel, written permission from the

warden is obligatory.

Any ragging attempt or anti- law activity inside or outside the campus will
invite suspension from the college on one hand and police action on the

other.

Do not damage the hostel property. Do not scribble anything on the table,

furniture and walls.
Do not use fire crackers, even during festival times inside the hostel.

Do not invite any guests other than parents/guardians into the hostel

without prior permission.
Do not enter the hostel, during working hours of college without permission.

Smoking, consuming alcoholic drinks, using tobacco products is strictly

prohibited inside the campus.

Wastage of food is an unsocial deed. It should be avoided. Students are

advised to take only required quantity.

Students should vacate the Mess hall on or before the allotted time.
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47. Permission has to be taken from the hostel warden while going on leaves

[holidays.

48. For the safety of belongings, students are required to lock their rooms while

moving out of the hostel.

49. Girls are not allowed to enter the boys' hostel, similarly not any boy is

allowed to enter in Girls' Hostels.

50. Hostellers are strictly prohibited to argue with college guards and mess

worker. Any complain against them may be given to the hostel warden.
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