




























 

 

 

 

 

 

CODE OF CONDUCT FOR 

GOVERNING BODY 



 

 

 

A Code of Conduct for Governing body 

 

• Integrity and Honesty:Governing body members should act with honesty and integrity in all 

their dealings, both internally and externally. 

 

• Objectivity and Impartiality:Decisions should be made objectively, free from personal bias 

or influence, prioritizing the best interests of the organization. 

 

• Confidentiality:Members must maintain the confidentiality of sensitive information obtained 

during their tenure, respecting the privacy of stakeholders. 

 

• Professionalism:Conduct themselves in a professional manner, demonstrating respect for 

others and upholding the organization's reputation. 

 

• Competence and Diligence:Members should possess the necessary skills and knowledge to 

fulfill their duties effectively and diligently.  

. 

• Transparency and Accountability:Decisions and actions should be transparent and 

accountable, with clear documentation and communication to stakeholders. 

 

• Respect and Collaboration:Members should treat each other and other stakeholders with 

respect, fostering a collaborative and productive environment. 

 

• Compliance with Laws and Regulations:Members must ensure that the organization 

complies with all applicable laws, regulations, and ethical standards. 

 

• Reporting and Disclosure:Members should report any suspected violations of the code of 

conduct or any other wrongdoing to the appropriate authorities. 



 

 

 

 

 

 

CODE OF CONDUCT FOR 

ADMINISTRATIVE STAFF 



 

Code of Conduct for Administrative Staff 

1. The administrative staff must maintain high standards of honesty, punctuality and professional 

ethics 

2. They should work within the institutional policies, practices, to satisfy the vision and mission 

of the institute 

3. They should be properly aware of the duties, responsibilities and limitations of their posts. They 

should properly study the pros and cons of the work so that they could facilitate the 

requirements of the teaching staff, general administration and students. 

4. The staff should cooperate and collaborate with colleagues and external agencies, necessary to 

support the development of the college. 

5. The administrative staff should maintain the decorum, dignity and curtsy in their speech and 

behavior. They should imbibe skill of tactful communication. They should follow the maxims 

of cooperation and politeness in their verbal and non -verbal communication. 

6. Administrative staff should act in a professional and congenial manner towards colleagues, 

irrespective of their related position, gender or status within the institutional hierarchy. 

7. The administrative staff should maintain harmonious relations with other staff and students 

8. The administrative staff should maintain confidentiality in conduct of examination and any 

other policy related information, unless asked to reveal by the institutional authority. 

9. The administrative staff must strictly follow directions and instructions of the authority. It 

should constructively contribute towards the development of college and students. It should 

maintain sanctity of academic environment. 

10. The administrative staff should properly maintain records of respective portfolio. 

11. The administrative staff should make effort for the continuous development through training 

programme, workshops and skill development activities. 

12. The administrative staff should respect and maintain the hierarchy in the administration. They 

should be sensitive in following the norms of protocol in the institute. 

13. All the administrative staff maintain integrity and fairness in all activities. they should exercise 

self-discipline, restrain at all times and deal positively with staff, students and public. 

14. The administrative staff should strictly avoid divulge official secrets, mutilate, expunge, 

conceal, alter of forge official documents of receipts. They must not intercept or misappropriate 

college resources. 

15. They should avoid spending time on social networking site during the working hours &should 

not waste office time for personal reasons. 

16. They should remain away from party politics 

17. They should assign proper time limit for completing usual requirements of the students. They 

should also display the tentative time required and the due procedures of receiving varied 

documents. 

18. They should avoid procrastination of the daily office work. They should adopt the zero pending 

files policy. They should keep pro-active and speculative working strategies. 

19. The office staff should not indulge in any form of addiction during the office hours 

20. They should not remain absent from duty without official approval or approved leave. 

  


