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The Institution has a prescribed code of conduct for students,
teachers, administrators and other staff and conducts
periodic programmes in this regard.

S.No. | Topic P. No.
01 Code of Conduct 02-28
02. Abhigyata Parv (Induction Program) 29-41

Institute website link for code of conduct

https://iimr.indoreinstitute.com/wp-content/uploads/2023/01/Code-of-
Conduct.pdf
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CODE OF CONDUCT
Dear Contmbutors,

Message from Director General

Education. 1n essence, should bring to the fore
the inner and inherent potential of the student
Educational instirute, therefore, has to distnguish
itself by providing sound infrastuchure for
higher education to leverage knowledze and
innovation. More so, since the society and the
naten Jook up to these centers for fulfilment of
their aspirations and expectations. Education, be
it primary or higher, need to go beyond its scope
of merely imparting informatien and skill It is
precisely here that educanonal instinutes have to
play a pivotal role It is nghtly said that the child
15 not vessel to be filled but a lamp to be lit
Besides proactively providing an environment
conducive to foster and rurture the inhezent
potential of the students, the insttute need to
censciously premete an mquisiive spint among
the students. The students would then be atle to
get acquainted with latest and upcoming research

Shri Arun 5. Blamagar and mventions in science and tachnelogy. Heance,
(IRS, Ex. Principal Commissioner) the institute has the onus of providing a platform
Exe. MBA, IIM (B) for overall development of ethical meral and
Director General (IIST, IIP, IDMR) human aspects of the personalizy of the students.
arunsbhiatnagaraindoreinstitute.com The teachers are to be epitoms of all that 15 good
Ph: 0731-4010365 and need to mamtam a professional demeanor by

embracing traits ke honesty, integmiy and
sincenty. This would go long way in bnnging
about quantitabve and qualitative expansion of
the student personality. Let us, therefore, pledze
ourselves to rebuilding our institution and thus
live up to the expectations and the trust reposed
in us. Let us make concerted and sincere efforts
to restore the glory and emmence to this mstitute,
Together we march ahead to achieve the
excellence.
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Message from Principal At IDMFP. we stnve to provide students and

environment where they have an eanchmgz and
Life changzing expenence and “leam with fm”
through vanous padagozical tools like Jectures,
presentations.  discussions.  guest  lectures.
mdustry visis, case studies,  intemslups,
research projects alonz with host of co-
cumicular and extra-cumcular actvites Lke
SIGs. cerufications. manazement quizzes, ad
campaien etc. The case based and project-based
learmung helps students to gzet the simulated
practcal expermure aleng with the underhynz
theorv. The challenzes o the modem world
require funre managers to be famuliar with
latest technology and design systems which are
affordable  and sustunable. We focus en

converting younz. embhusiastic indimviduals to

Dr. Rishi Dub

- dynamic managers who can create and manage
figipal D socially  responsible and  sustamable
- F249 - .
_ Principal. . orzamizatons.
prncipaliimramndereimstinite com 5

Educaton, without values 15 of no relevance to
society. The value system 15 inculeated m owr
sudents through honest systems and procedures
Students are also encourazad 1o nke serice
projects which not enly broaden their honzon but
also make them understand other's need and the
importance of coexistence, We are commutted to
munwe vyouns nunds throush wnparalleled
expenence which aqups students with the latest
management techniques to qude them in their
profezaozal as well as personal jowney 1mvte
sadents from  diverse backgrounds to this
jowmey of discovenng eneself

In the everchanzinz and complex busimess
scenano, manazemen: educanon 15 expected to
develop young munds to becoms industry ready,
enhightened and responsible professionals who
can take up the challenzes with confidence and
excel m thetr careers.
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CODE OF CONDUCT FOR STUDENTS

It is incumbent upon srudents to abide by this Code of Conduct and Professional Ethics (heremafer
teferred 1o as the “Code™) and the nghts, responsibilities including the resmetions flowng fromt.
The insttute endeavors by means of enforcing tus Code. to pioneer and admunister a student
disciphine process that 15 egalitanian, consciennous, effectual and nme bound: and to provide a
system which promotes student growth Urough individual and collective responsibility. All
Students are requested to be well conversant with this Code, which can be also viewed on the
official website of the Institute.

L1 DISCIPLINE

The student onst ebserve and strictly follow the dicciplinary rules and regulations set down by the

institute from bce to ume. Any act of indiscipline or misbehavior by any smdent will armact
punishment as par the nules.

= The smdent <hould follow the academic calendar as per the mstructiens of Head of the
DeparmmantPrncipal of the instirute.

* Students must reach their lecture halls five nunutes before the scheduled time,

» Damage to msutute’s property due to neghigencedack of care'malicious action would attract
puishment and compensaticn for loss caused

* Students shall only wse the waste bms for disposing waste materials in classzooms, hostels and
offices to make the college campus free from plastic and other Litier

* Students have to park their vehucles in parking zone only. Any student found breaking the rule will

be purushed.
* Stadents are smctly prohibited to bring and park four wheeler ie. cars in the campus of the
nstitute.

* Students may not wmvite any person(s) to the mstitution to address o parucipate in any type of
event without the prior permussion of the appropriate insinute avthorities.

* Students are prolubited om indulging n anu-mstutonal, anti-natiomal, antisocial, communal,
tmmoral or polit:zal expressions and activities withun the campus and hostels

* Disciplinary action wll be imtiated against students indul@ng 1 eve-teasing, molestation, razgng,
harassment, bullying and any other untoward ncidents.

« All Educanonal tows or Industnal visits shall be accompanied by the faculty members after
obtamng necessary undertaking from the Parents’Guardian of the students and with the written
consent of the concemed authonty

—_— - Plgl's —————— e
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* Unauthonzed entry of outsiders into the campus as well as hostels 15 smetly prohibited
» Without specific pernussion of the authontnes, students shall net bnag outsiders to the campus
schools, kostels or other facilites

= Any case of cnounal actvaty or violaton of law and order in the Campus will attract stnct action
and if need be, reperted to the police.

L. CARD

« Every student must camry insttute Icard every day while atending lectwes and appeanng for
vanous examinations

* The student should carry identiry card with him / her regularly and the idennty card should be
produced when demanded by the authorized persens of the Insiiute

* [-Card wall be 155ued as per the given scheduls after the student has fulfilled all requirements.

» The swdent should have lus'her Identity Card and Library Card issued for lending of books from
the library at the becnming of the vear.

« Stadects should obey the rules set down by the library in bomowing/retum/maintenance of books.

* At the nme of 1ssumng a book. the Idenary Card must be presented along wath the Library card.
Without I-Card the reader may be refused the use of the library

« If student has lost Lbrary card or I-.Card, it should be reported immediately to the principle of the
institute along with an application

II. HUMAN VALVES

Be scrupulously honest in all academic activities and with all the stakeholders of the mstrute. Be
arennve, fair and cooperative towards vour teachers and peers in vanous academic and nen-
academuc activities, Practice empathy and shanng towards your fellow citizens and care towards
youwr swroundings

III. DRESS CODE
We belisve 1z meulcating a sense of discipline, belonzingness and commutment in students throush

the smct maintenance of decorum on campus, 1 dress, speech and action Students are expected to
dress appropnately while i the msorunon and while representing the institution

- - P;‘ea S ————
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CODE OF CONDUCT

» Unauthorized entry of outsiders into the campus as well as hostels 15 smaetly prohubited
« Without specific pernussion of the awthonnes, students shall not bnng outsiders to the campus
schoels, hostels or other facilities

« Any case of crinunal actvity or violation of law and order m the Campus will attract strict action
and if need be, reported to the police.

1. CARD

s Every smudent must carry institute l-card every day while anending lectures and appeanng for
Vanous exXaminations.

« The student showld carry :denury card with lum / her regularly and the idennty card should be
produced when demanded by the authorized persons of the [nstitute

o I.Card will be issued a5 per the given schedule afer the student bas fulfilled all requirements

« The student should have lus her Ideatty Card and Library Card 1ssued for lending of books from
the library at the beznning of the year,

« Studexts chould obey the nules set down by the Library in bomrowing/return‘maintenance of books.

« At the time of 1eswing a book, the Idenaty Card must be presented along with the Library card.
Without I-Card the reader may be refused the use of the hbrary

« If srudent has lost Lbrary card or I-Cazd, it should be reported immediately to the principle of the
institute along with an application

IL HUMAN VALUES

Be scrupulously hozmest in all academic acnivines and with all the stakeholders of the insttute. Be
amentve, fair and cooperative towards your teackers and peers m vanous acadenuc and non-
academic activities. Practice empathy and shanng towards your fellow citizens and care towards
your swroundings.

III. DRESS CODE
We believe i mculcating a sense of discipline, belonzingmess and commitment in students through

the smict mamtenance of decorum on campus. in dress, speech and action Students are expected to
dress appropnately while 1 the insbtunon and while representing the mstitution

S — Page6
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CODE OF CONDUCT

IV. MOBILE PHONE & ELECTRONIC DEVICES

* The student should switch off their mobale phones while in the classroom. laboratory, library, ete.

* Mebile phone 15 strictly prohibited in the exam hall dunng the examination. Mobile phones/other
electronic devices such as sman watckes, etc. shall not be allowed mside the examination hall

* Loss or theft of mobiles. modern means of commumcatons. valuables and other belongings are at
students’ nsk.

V. ATTENDANCE

» Students should be regular in attendance for all sessions dunng the day.

* Srudents should have at least 75% attendance in the Lectures of every subject. If the student
15 found e qular tn attendance, disciplinary action will be taken

* The student comung late shall not be allowed 1o enter the class.

* The student must repoct about any type of 1llness to the Institution

*On no accownt will students be allowed to remam absent for any mid-semester, term-end
examination conducted by the Insutute or continuous assessment conducted by faculty in class.
The student will be entirely responsible for such absence. This may be demmental to the overall
performance and results of the snudent

* The student should complete all the Practical's, assignments and Projacts as per the rules set down
by the instiute, Examunation section and the unversity.

V1. SOCIAL MEDIA USE

Students are expected to use the social media caredully and responsibly. They cannot post derogatory

comments about other indiiduals fom the Instirution on the social media or ndulge i any such
related activabies wcluding eyber bullyng, or any other activity on social media which may have
grave ramifications on the reputation of the Institute

VII. ANTI-RAGGING

Action will be taken azamst students ndu!png and abetunz in Raggmng
down by the Univernty Grants Commusmon in “Remulations
ragany in

whe

a5 per the regulations set
on Cwding the menaze of
Higher Eduzanional Instinations 2009" updated up o the 3rd Amendment of 2015,
¢ displaved on the institute’s website Raggng is legally banzed It is a pumishable
offence. In view of the increasmg number of events of ragang. the Umversity Grants Commission
bas passed the “UGC Regulations on Cubing the Menace of Ragamg 1 Higher Educational

Page 7 ——
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CODE OF CONDUCT

Institutions, 2009. Ragging is any conduct by “any student or students whether by words spoken or
Walten or by an act wiuch has the effect of teasing. treating or handling with rudeness a fresher o
any other student, or ncluding in rowdy er undisciplined activaties by any studsnt which causes or
15 Lkely to cause anoyance. hardship or psychologcal harm or to rapse fear or apprehension
thereof 1n any fresher or any other student or asking any student to do any act which suchstudent
will not m any ordinary cowrse do and which has the effect of causmg or generating a sense of
shame, or torment or embarrassment 5o as to adversely affect the physique or psycheof such
fresher or any other student, with or without an intent to derive a sadistic pleasure or showng of
power, authonity or supenority by a student over any fresher or any other student "

Also “Any act of physical or menta! abuze (including bullving and exclusion) targeted at another
student (fresher or otherwise) on the ground of colour, race. relizion. caste, ethnicity, gender
(including transgender), sexual crstation, appearance, nationality, regional origins, linzuisnc
identity, place of burth. place of residence or economic background ™ is censidered as ragzing.

The Anti-Ragging Commiugee may. depending on the narure and gravty of the guilt. award, to
those found guilty, one or more of the followinz punishments namely;
L Suspension from attending classes and academic privileges
i Withhelding / witkdrawing scholarship / fellowship and other benafits.
ui.  Debarmng from dppeanng 1n any test / exanunation or other evaluation process.
v, Withholding results,
V. Debamng from representing the instinition in any regional. national or international meet,
townament, youth festival, etc.
vi.  Suspension‘expulsion from the hostel.
vii.  Cancellation of adnvission
vui. Rustication from the institetion for period ranging from one to four semesters
ix.  Expulsion from the mstinution and consequent debamng from admission to any other
mstitutien for a specified pened
X Provided that where the persons commiming or abering the act of ragaing are not identifisd.
the instirution shall resort to collective puzishment.
xi. Al shadents and therr parent’zuardian must sign the anti-razgzing affidavit. The students are
advised to contact the Anti-Pazzing Committee in case of emergency.

1) EXAMINATIONS

The nles concemung examinations are notified by the instinute as well a3 by exam controller in every
semester'year The students must smctly follow thase nides The matinute puesues a zero tolerance
policy concerning violaton of examunation rules and rezulanons

Page§ ——08o— 000
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u} HOSTELS

* Visitors are not permitted 1o stay in the hostel after $.00 p.m ard guests are not allowed to stay m
the hoste] except wath prior peruszion of the Warden / Admin office.

* Ragging is banned iy the campus and anyone indulging in ragging will be punished, which may
include fine with a public apelogy. suspension from the Institute or class for a linuted penod. or
even expulsion from the Instinute Broadly speaking, mgang s "any disordesly conduct whether
by words spoken or written or by an act which kas the effect of teasing, weating or handling with
rudeness any other srudent, indulging in rowdy or undisciplined acavities which causes or is likely
to cause amnoyance, hardship or psycholozical harm or to raise fear of apprehension thereof in a
fresher or a junior student or asking the students 1o do any act er perform something which such
student will not do 1n the ordinary course and which has the effect of Causing or generating a sense
of shame or embarrassment so 23 to adversely affect the physique or psyche of a fresher or a Junior

student”. Any studest who is subject to ragging or is aware of any such incident should report the
same immediately to

1. Hostel Warden (Boys hostel) - M. Santosh Upadhyay
2 Hostel Warden (Gurls Hostel) — Mrs Kirm Choubey

3. Welfare Officer - oo,

Prof In Charge (Hostels) - Dy Punset Duggal

HOSTEL MESS RULES:

= Enrry into the kitchen is stctly probubuted, except for the Resident Warden and mess commirtee
members

* Smudents are required to wear decent attire in the Mess Dinng area and shall maintun the
disciphne.

* Food should rot be taken to the rooms.
warden

» Complaints regarding the quality of food and suggestions showld be entered in the sugzeston
[complaint rezister available in the mess i

* Avoid wastage of food and water,

except 1n case of illness, with the specific permussion of

o 2 Page‘} -
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RULES FOR VACATING ! LEAVING THE HOSTEL:

1.5tudents who wish to vacate the Rostel are permitted to leave on 30th Jun and 31st Dec in the
acadenuc year

2 Srudents appiying for vacation of hoste]
conversation with warden

3.In case hosteller wishes 1o vacate hostel on dates other than that quoted 1n Para | above, he/she
will have to pay 2y one of the follovang amounts, whichever s Jess.
4.(2) Boarding chares for additional two months

(b) Boardung charges fo the days lest ull 30 Juze/31st Dec,

3. Hostellar nyust PWiup apphicanon for vacating hostel sving valid grounds. Application

must be subnutted minimum oge month earlier to the desired date o fvacation

6.0n approval of appheation by Prof In Charge - Hostel. ke/she will be issued no dues Performa by
the respective wardens for gemng clearance from various departments/section

T.Afer receiving No dues Perform

a duly completed and clearance from admin, the hostellers name
will be deleted from the hogte] records

§ Failing 10 adopt above said procecuse name of hosteller will continue in the hostel records. He'she
will need to pay ull the date of submussion of complete no dues certificates

9 Application submirted by the hosteller will be considered If srounds Samed in e application are
genuine and reasomable thep only he'she will be permitted 1o vacate hostel Decision of the
authonities will be final. Students expelled on Discipline grounds will be dealt separately.

st take consent of hus father in wntng or by telephoruc

(¥ scanned with OKEN Scanner



[/ Indore Institute of

I Fasas
4 Do biwdiiib ol M 'l ' I ‘I "‘Hn Unl & Hesca rCh
MI‘“P'II"""‘M & Nansainl At ated 1o Gm ekt n) B Aggueengoed beg - A DR (R athi)

| Indoro Instituto of
Managomont & Research

(L P T e L O Ll B S e

irdia g wabd e ol

. .I
bR I
f ‘( . Wt sqrimit b Bioman b

f
{ 4 ¥ CEL RS TR TN

CODL OF CONDUCT

X LOODEOL CONDUCT FOR EMPLOYEES
o Rwbes andd Regulations for the 1 inplayees

n"‘l""l"“' of these iles 15 10 lay down the patterns of broad employee behavior expected at
SEWS, which are

o Expectanions related 1o work place discipline while interacting with superiors, collengues,
subordinates clients and cnstoners Gstudents & parents ele )

o Al employees ar all levels are expected 1o Lehave in o manner befitting o higher technological
atiition of relevatice 1 the state of BIY as a shining example of politeness, dignity and
commitiient [1is expiected that they shall alwaye temember that even when they are not on official
duty they stll earvy the responsibility of building SO1's unage i every situation, - professional or
personal

* Pules and procedures for initiating disciplinary action and provisions for appeal agamnsl the

proposed punishment for deviant behavior are essential requiements to momtor the expected
Leliavior

D Appolntment Letter & Employment

o Every pemianent employee 1 given an Appottinent Letter as per requirement of the place of work
i e form which may e introduced by the Management from tme to time and will form a
jrerimanent contract ol service

o Recmitment for the seivice m 5G1 will be made by the competent authonty  Every candidate
seehing an employmient thall make a wntten application m the prescnbed fonm

o A candidate selected foi aii appoitinent 15 required to submit to the Medical Exanunation which
will lie apranized by G atthe cost of the company Medically wifit person may be rejected even if
fornd sintabile professionally

o Appomtments tequinng technical biowledge and <hills (particulatly i faculty postions) the
candidate way wdergo piactical test of teaching Funally, the appomtment of the candidate 15
subject 1o the niles of AICTEDAVV and il appomted he'she will be a probationer

o Unless i any case it is otherwise distinctly provided. the whole time of the employee shall be at
the disposal of SO0 and hie/the shall zerve on such a capacity and at such place and e, as may
e from tine to e be diected

Papge 11 -
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CODE OF CONDUCT

* Undertaking outside employment (even part-time) 15 considered breech of service conditions and
Liable for disciplinary action

i) Perzonal Record: & Record of Age

Adminiszatien'HP. deparument would maistain Service Book of all employee Thus essentally wall
mclude the record of academic accomplishments/qualifications and related cernficates of
expenence and espertise a5 well 25 the periodic performance reperts and also 25s¢siment and
apprasal records - ucluding promotions, etc comespendence related to administative actions.
This 15 a kind of dossier for each of the employze

AtSEWS, special impertance is @ven to the records of age of each of the employee. SEWS may, at
any tme acks the employes to produce any of the following documents to support hus age:

* Burth Cernficate

* Sthool Leaving Cenificate &

» Ioswrance Policy wherein the Date of Burth has been duly attested / adnurted,

In cases of any disputes, the emplovee-age a5 recorded at the time of hus employment or later
(whichever being the earliest nme), shall be treated 25 conclusive and shall be binding.

An employee who 15 unable to produce Ongnal Documertary evidence of his age, shall state his age

in the Applicaticn for employment and shall also give an Affidavit to the fact that the age as stated
by him in the application is correct

i) Change of Addre:s

Each employee will kave to notify to SEWS tumed:ately of any change of his address, otherwise
communication forwarded by the employer on the address gven by the employee shall be rezarded i
sufficient for the purposes of ziving any notice or any other communication.

e —— - — — Page 12 —_— -
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CODE OF CONDUCT

i) Working Systeins & Diz¢ipline

The following are the working rules that

the operational system of teaching & re
effective functioning of $GI

govem the behavior and conduct of the employees during
search as well as suppon facilitation activities essential for |

i) Attendance & Identity Card

* Every employee shall be gwen an attandance card (Smant Card) which shall contam his particulars
and he 15 expected to carry it with him to mask his attendance through the computenzed system for
subsequent use i all adminiswative puposes. Thus 15 also to serve as idennty card for him

* If an employee loses his Identity Card. 1t shall be his duty to notify about its loss immediately to

adminiszaton in writng and get a Duplicate Card 155ued for which. he will be liable to pay Rs.
100/~ (Rupees Hundrad only).

* Management would reach to all em
keeping Machine and at or near th
specify:

ployees (faculty & staff) through notices displayed at the Time-
¢ Main Enzance of the mstitution building blocks Such rotices

7 The starung, re-starting, alteration and disconfinuance of working times;

» The closure and reopening of the Department or Division or Section of a Department;

# Notices specifying (a) the days chserved by SGI as Holiday, and (b) Pay Day, Englisk or Hind:
shall be displayed on the Notice Board maintainsd at or near the Entrance of the Establishment and
at the Time.keeping nachme

7 The closure and reopenuing of the instinztes: a day on which the salary-disbursement were dus but
not paid on the usual day

# The weekly holiday & compensatory holiday;

7 Any employes reporting for work after the grace tme (not more than 15 minutes from the
appomted nme) must first seek the approval of the persen in charge for admirance. Fabimal late
attendance shall be weated as Major Misconduct

7 The emplovee who is not at lus werk place by the appomted tinze or any time during the day. will
lose his salary for the said period. in addition to other disciplinary action that may be taken against
Eim

7 An employee who remains absent conanuously for
sanctioned. he shall be deemed to have left the se
name will be removed from the Rolls aft
satisfactuen of the Management

10 days or more without getung any leave
nices of the company of his own accord and his
er g1v1ag him an oppormunmty to explain the reasons to the
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22 Entry - Exit and Search

= No employee shall enter without the smart card or leave the prenuses of the nstitute/campus with
the authonzed gate pass. signed by the person appointed for the purpose; otherwise it will be
counted as a majer Miscenduct.

= A employee who is ofY lus duty or has resigned or has been discharged. suspended or declared by a
competent Medical Authonity to be suffenng from a contagious or infectious disease shall
mamediately leave the campus and shall not enter any pant of it except for bona-fide purpose and
with the express permission of the Manazement

* No employee will bnng with him any person(s) who are w1sitors without proper authonzation and
no employee will take with hun any such visutor mside the deparments/instinutes

* Any amcle belonging 10 an employee (either of high value or objecticnable in normal conditions in

an academic mstitution), he wizhes to bring mside the campus; he shall get the said article entered
i the Gate Register, when permitted.

2.3 Closure of Department or Course/Tustitute

The Management may, at any time in the event of adverse exzollment of students, difficwlt market
conditions be called upon either to tnmncate or close down 1 courss or a branch/department. It
would do 5o by giving due consideration to the employess affected by such an action - such as
redeployment through re-taining and lay-off (temporary & permarent with adequate
compensanon as per the rules) ete. However, due advance notice would be gven to ene and all in
cases of such developments. No compensation would be awarded to a laid off employee, incase,

» 1f an emplovee refuses to accept any altematve emplovment situated in the same place or situated
p-oy )] 3 P
within a radius of ten mules,

* Il he does not present humself for work at the new place at the appointed time dunng nommal
working hours, at least once a day dunng lay off penod.

24 Transfer

The management may transfer an employee from one depariment to anather, one institute to another,
whether in Rau, Indore or any other place, providad further that the salary-grade, continuance of
serice and other conditiens of service are not adversely affected by such transfer.

. PJng-‘ —
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2.5 Retirement

Retirement age of Pnncipal will be 65 vears and for other faculty 1t will be 70 years. But on acceunt
of physical or mental incapacity he may be reted earlier too.

The Management may in its discretion zive any further extension of service beyond the retining age
for such period as it thinks fit to any employee.

2.6 Basic Code of Conduct at SEWS

i) Work Ethics

At the basic level, SEWS expects its employees follow cemain dictums of discipline, namely.
commng to work on time, behaving with respect and digury in relation to suberdinates, colleagues
and supeniors, staying at the work place during working hours, not wasting other employess’ time
by wanderning around for fruitless chatter, ete.

At the hughest level work ethic is about commitment and accountability, when the employes is
expected to demonstrate his full responsibility of the task assigned to her / him and does make all
possible efforts to complete 1t in time and in a satisfactory manner.

Towards, protecung the intezests of SEWS, employees should not denizrate their orgamzanon to
outsiders. not creating poor morale within the organization by negative comments and pot doing

anything i relatien to the organizaton that could create problems for the organization if the action
was made public.

ii) Personal Conduct - General Guidelines

The basic senvice conditions are as specified 1 the conmact of employmext, ie., the Appointment
Letter and what's expected from them is given m the Role/Job-chart or job-deserippon. All
employees are expected 1o sign secrecy-cum-service agreemant at the tiwe of jou:ng the service of
SEWS and the management reserves the night to alter the terms and conditions alonz with a wnren
and up-dated job desenpuon.

» Allemployees m principle are whole time employees of SEWS and theyare  expected 1o be
avatlable on call, imespective of the formal working hours

e — Pige 15§ — —_——
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CODE OF CONDUCT

« No Employee (Class III & above) shall leave the station (where they are posted) without prior
pemussion of hus superior Before leaving station, the out-station contact address must invanably
be left wath the inumediate supenor

« No Employee shall accept outside work o1 get himself engaged i any business or calling. paid o
bonorary, directly er indirectly, without prior wnitten pernussion of Management /Charman

* No Employee shall have any private financial dealings with the persons / firms / organizations who
or which have commercialiprofessional relations with SGI for the sale or purchase of any matenal
or equipment or supply of labor 7 services or for any other purpose

* No employee shall divulge any information / document that comes into her / his possession as a
result of her / his work with the institutes to anyene else. He shall treat all information and its work
as confidential and classified Disclosure of information for pecumuary gain or otherwise 15 a major
misconduct and severely punishable o

* Employees must know and accept the SEWS's Mission - Vision - Objectives and its FR Policy in
respect of all matters and follow and support in effective implementation of the nues and
procedures laid down to camry out these policies

« Employees are expected to serve SEWS with utmost honesty and faithfully and shall always
endeavor to promote the interest of the company.

« Safety and Secunty of the SEWS properties, fire protection, pollunon control, maintaining
disciphine, cordial relations and healthy work environment are the personal and collecnve
responsibility of all

» Employees are responsible for safe keeping and in returmable condition. all the equpments,
instruments, tools, books, PCs, Laptops, etc. which may be given to lum for use, custedy or
charze The company shall have the nght to deduct the cost of all suck items from ks dues and
take other acnion as may be deemed proper in the event of falwe to account for such property and
returming the same, when due.

* Desktop/laptop computers provided to employees for discharge of their work respons:bulitias
skould be used wath care and diligently (without vielating any rule or law) considenng the
counTy’s Cyber Laws & IPR. Act Unauthonzed use of company’s emal facibity 15 smetly
prohibited

s Ereployee (i particwlar the fazulty) must keep themselves technically competent at all times He
must keep herself / Rimself updated with the technological innovation of his field through study.
training courses and other means kzown as CPD

* Superising employees lke Managers’EODs & Prncipals must be far, firm. impartal and
equitable 1o takinz decisions, dismbunne werk, rewards and in distursing jusace. They must lead
by example and influence subordinates” behavior as deswred by SGI

+ All employe2s need to give special attention to 155u¢5 of cwbing ‘Student Ragzing” as per the
renewed statues brought out by the government and promote camaradene and teamwerk as an
essential pant of the SGI environment

——————————— Pagelf ———
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* Enployees while dealing with female employees, lus behavior and conduct does not violate nules
and guidelnes set by Goverument of India for putting a check en sexual harassment of female
employees at workplace. In case of any such emor, the company shall be free to take suitable

fecowrse to penal action as per the law of the land. apart from 1ts own disciplinary procedure.

iii) Free /Drug Free Workplace

SGI commits itself to maintain completely Smoke Free / Drug Free Work Environment in Indore

iv) Dress Code

Employee dress must align with SEWS and hence appropriate dress code acceptable to the student
commuguty need be followed Some restrictions on Attire at Work

* Too tight, 100 locse of too shont clothing.

* Un-tucked shirs

* Toa colowrful clothes (Attire that is too bright, too faded and too trendy)
* Poorly matched outfits

* Clothes that are wem for partying, exercising

* Rugged outdoor wear

¢ Clothes that are wom keking, picnicking, camping, painting, slesping.

= Amure that remains unaffected by changing fashion styles,

* Hats / caps of any kund, unless Recessary considenng nature of work

* Oversized accessones

+ Durty sport shoes

All employees are requested to stnctly adhere to the dress code, whereby Jeans, Sweat Shirrs,
Sceakers, Tennis Shoes and garish colored clothes should not be worn in office.

Lades are advised to wear conservanve Indian or Western clothung The Class IV staff are provided
with SGI's stipulated uruform
Winter dress code for all male emplo

yees 15 prescribed the use of neck tie. On all werking
Sanudays, employees can use casual ¢

lothing like jeans: sweat shins and sports shoes etc.

— Pagel? ———
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CODE OF CONDUCT

Presentable attirs

v) Misconduce

ha £ 2
Misconduyct Mizconduce means all acts of nmusconduct and other acts, or omussions specifically
Provided herein below (lustrative and not an exhausnve)

. In?ubordumtwn. refusal to work of disobedience whether alons or with others, of any lawsyl and
Feasonable order of Supenors

* The, fraud of dishonesty in connection with the academic PUrswits in the Instinitions izcludmg

Plazansm g wauthenized retennoniyza of SGI property (Hardware and Soitware & IPR
K.nm\']'edge)

. Soligitz‘ng or collecting financig) benefits from students & parent; and other

stakekolders towards
admissions, Concessions and certifications, award of contracts ape.

* Ristous, da:order!}' OF Indesent behayjor Or Wronzfully inmfenng with the work of other
emwployees o any improper actincludmg Preaching or 10CItng viplence

. _Hl.:nge_r stnke within the Instiutions, Ge-slow, Dhama, Stay-in-Strike O any reasop Whatsoever:
including mumidanng, beating, threatening ang behayq

: 122 In a disorder]y: i
eroutside with gther exployees = erly manner insida tha campus

* Distnbupion or extubition or Bulls, Pamy

. hlets, Postars and / or ther thi
'0 SGL including majing filse, derogart, ot et B other thing;

rogatory, deramalorj'or m2licion

£ Qusing disrepyre
* Statement agying Insttunonsg
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All employees interfacing extemal stakeholders are expected to enswe appropriate. formal and
presentable attire

v) Misconduct

Such a conduct, if they are subversive of discipline falls within the puniew of the general meaning
of Misconduet. Misconduct means all acts of misconduct and other acts, or omissiens specifically
provided herein below (illustrative and 10t an exhaustive):

* Insubordination. refusal to work or disobedience whether alone or with others. of any lawful and
Teasonable order of supenors

* Theft, fraud or dishonesty in connection with the academic pursuits in the Institutions including

Plagansm & wauthorized retention/use of SGI property (Hardware and Software & IPE.
Knowledze)

* Habinal absence witkout leave or absence without leave cr overstaying the sanctoned leave
without sufficient cause and also habitual late atendance for more than 3 nmes in a month:
including willful absence from du ty or making application for leave on false grounds.

* Soliciting or collecting financial benefits from students & parents and other stakekolders towards
adnussions, concessions and certifications, award of contracts efc.

* Engazing in trade ucluding morey lending or borrowing within the campus without the written
pernussion of the Management

* Riotous, disorderly or indecent behavior or wronzfully interfenng with the work of other
employees or any improper act includin ¢ preaching or inciting violence.

* Hunger stmke within the institutions, Go-slow, Dhama, Stay-in-Strike or any reason whatsoever,
including intinudating, beating, threatening and behaving in a disorderly manner insida the campus
or outside with other employees

* Distnbution or exhibition or Bills, Pamphlets, Posters and / or such other things causing disrepute
to SGI, including making false, dero 2atory. defamatory or malicious statement azamst Instrunens

. Page 13 ettt — -—
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* Disclosing to any unauthorized person any

wformation i regard to SGI's Line of activity -
partcularly in the admission process, fee and p

ersonnel matters, policies and programs

* Willful falsification, defacement or destruction of records of SGI

* Smoking in the premises of the
duty. ;

institute buldings & Sleepinz. napping or dozing while on

* Conviction by a Court of Law for any offense mvolving moral furpitude.

* Commitung or including in ant-social

or involvement m an act of moral nupitude. making passes
and obscene remarks with oppos

Lie sex (in pasticular - indecent remarks to fersale employees)

* Borrowing money from a subordinate.

* Dnumkenness or mtoxication or gambling while on duty.
Papers etc_ on dury inchiding unlawful use of internet

Reading of Novels, Magazines and Naws
* Refusal to undergo Tawming for CPD
* Refusal to receive official commniunications

* Making false complaints, star

¢IRents, representations to anybody which is likely to bring disrepure
to the person and SGI,

* Refusal to be mansferred from one

Position to another, from department to another, from one
mstitute to other campus.

* Divulzing of official secret or made secret or f1ning out information on IPR. of SGI
vi)Punishinents

If an employee 15 found gulty of the Major .-\ﬁscouducl, the following punishment can be
adnumistered:

* Dismissal or Discharge from the service

T Pagel9 ———
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» Suspension without wage (as per the rules)

» Demotion to the Lower Grade or Cadre

+ Stopping. witkholding of increments and promotions for a period of a few years.
» Waming (for which a Domestic Enquiry shall not be a must)i

vii) Procedure for Taking Disciplinary Action

Where a disciplinary proceeding agunst an employee 15 contemplated. the employee 15 put under
suspension; however, a charge sheet has to be served on him within 10 days frem the date of
suspensicn and an enquiry committee 15 constituted

Employee is given an opportunity for explaming the circumstances alléged agamst him. In case ef
resusal of acceptance of charge-cheet and employee net appearing to participate (even with another
emplovee of his choice), the enquiry wall proceed ex-parte.

An employee placed under suspension paid a suspension Allowance at the rate of half the 'bas:cs.
wages & DA and other compensatory allowance ete. for the first 90 days of suspensioz and % of
basic beyond

On the conclusion of the enquiry of the cniminal proceedings and on the basis of recommendaticns
of the commuttee, the mamagement (after applying its discretion) will pass suitable punishment
order.

viii) Termination of Service & Recignation

Where it becomes necessary to termunate the senvice of a permanent werkman due to such reasons
other than Misconduct, Reenchment or close down, develops senous defect in eye-sight or
heanng or mental deficiency, etc . 3 months’ netice in wniing shall be @ven by the Management
or salary m Lieu thereof to the employee concerned, 2long with other benefits 25 gven w0 2
remrenched employee.

The senices of a permanent employee may be terminated by the Management by 3 month’s notice
on the grounds of continued ill-health, loss of confidence or any other benafide reasons

——————————— -~ Page20 —————— ——
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Dunng tke prebation period, the employment can be terminated by either side with one month notice
or salary 1n lieu therzof. However, the notice period shall be for 3 months or salary in lieu of that if
the emplovment 15 ternunated by either side after the confirmation of the 2mployes.

In €ase where an employee resizns and his resiznation is accepted then, it will be necessary sead hum
a letter accepting the resignation, may be after an exit mterview. A resignation ence submitted
cannot be withdrawn except with the consent of the Management and @ving reasons in support of
the withdrawal before the acceptance.

ix)Job Responsibility of the Teaching Emplovees

Job Responsibiliries and Duties of Professor / Dean/ Hod

* Providizg leadership in both postzraduate and under graduate in relevant feld of specialization

* Research and research suidance.

« Consultancy services.

* Teaching. including laboratory development & wniting of books & monograph

* Evaluations of rutorials, assignments, journals, answer papers.

» Interaction with industry.

* Contimung eduzation activities.

 Student’s counsehing

» Interacien with other institutions, Universities at state, national and mtemational levels.

* Organizing senunars, workshops, summer schools and winter schools for teachers and
professionals.

» Publishinz papers in national and mtematicral journals.

= Fellowsh:p of professionals’ bodies.

* Review of acadenuc actinaties of the department periodically,

» Maintenance of dead stock, senu consumable, consunable rezsters with the help of lab in charges.

* To prepare & display notices, mark sheets anendance sheets ete. pertaining to the students of the d
epartmzent

* To send arendance records, letters regarding artendance, discipline and other  activities with the h
elp of class teachers

» To crgamze for accred:tation and make presentations to the Visiing expert terms,

T — PageZl R
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* To undertake and mmplement consultancy projects to idennfy vanous funding agencies and hamess
fund; for the development of the departmentinstitutions

* Any other dutes assigned by the Pnncipal from time to tume.

* Organize parents meetHR meets 1n assocation with T & P.

Job Respousibilities of Associate Professor/Assistant Professor

* Teaching and ensunng attendance of students as per University norms.

* Planning and implemertation of instructions received from Head principal

* Student’s assessment and evaluation

* Developing resource material for teaching and learming.

» Extension of services to the industry and conxmunity.

» Continuing educaton activities.

« Co-cumcular and extra-cwricular activities.

= Snudents counseling/ mentonng scheme tmplementation.

* B & D wotk on mdustrial preblems & consultancy.

» Liaison with parents and conumumity,

= Publication of research papers, at least one 1n a semester2 in a year.

« Parucipate at leastin one semunar/confarence’svorkshop in an academic year.

» Pamcipation in departmental adnunistranon (Lab Management)

* Shall become member of at least two relevant professional bodzes at his'her own cost,

= Contmbute to the activities sustaining accreditation of the institute.

» Assistin summer and final placement activities

» Exanunation work pentaining to College University such as organizing supervision and assessment
etc 18, Amanzement of remedial classes.

* Generanon of resources Fom vanous fiunding agencies

* Upgading of quahfications.

* Wntng of bocks & monogaphs.

* Any other duties assigned by the Management and Principal from time to time

Page 22 — —
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3. CODE OF CONDUCT FOR NON-TEACHING EMPLOYEES

Job Responsibility of the Non -Teaching Employees
Job Responsibilities of Placement Officer

* Prepaze a data bark of potential industries for placements and keep updating.

* Initiate correspondence with indusmies and crganize recruitment process for placements.

* Orzanize HR meet to strensthen relatonship with corporate world.

» Orgamize printing of placement Brochures/soft copies of information regarding student’s placemen
5.

* Obtain feedback from: industries regarding strength and weaknesses of sudents who have been pla
ced fnally

* Obtain feeddack from mdusmes regarding performance of placed students (one year or more) and
obtaw tputs additional rainng/groonunz of cwrent students.

* Groomung the students for placements by orzanizing soft skl wanings.

« Counseling of students regarding emerging areas of job oppornumities.

* Orzanize talks by experts to mouvate students to seek job oppormunities in emerging areas

* Give feedback to the faculty about strength & weaknesses of students to enable them to

Lutiate appropriate grocmung activities

* To pay remudaz visit to mdustmes & establish close repo with placement/consultancies /R& Ditraini
ng and establishmeent of Linkages under udance of principal

* Any other duties assigned by the principal from time to hme

Job Responsibilities of Systemn Adininistrator

* To mamtam the network and PCs

* To allecate lozin and passwerds to students and staff.

* To attend any complaints received from smdents and staff rezarding PC or nenwork.
* To maintam penpherals like pnnters. scanners etc in serviceable condinon all time
* To assist the management m procurement of hardwares, softwares and equipments
* To ennwre back up of cnucal informanen regularly and at speaific intervals.

» To mantamn discipline in the lab and the server room

—_— e Page 23 - =
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* To maintam internet connectivity and take steps to prevent misuse.
* To assist faculty member 1n conducting lab sessions of their students.
* Any other duties assigned by the Principal Head Profassor

Job Responsibilities of Librarian

« To prepare and issue of Library cards to students and staff.

* To receve demand slips from students and issue books to students as per their demand
and library rules

» To follow up return of boeks 15sued to students and staff membaers

* To mawntaim fize collecton register and instrict students to depasit the fine.

* Torecerve requisitions and issue and receive books from students, staffs by
followmg complete procedure.

* To display new amvals by phetocopy of the cover page of the books and joumals

* To receve mtematcnal journals & magazines and highlight imponant amcles, newsitempertarning
to managentent education’ mstitutes etc.

* Toupdate and ma:ntam files of paper cuthinzs.

* To compile back volumes of jounals and periodicals and arrange for binding and stackinz

* To see that Iibrary is 0 a presentable and tiéy condstion at all the tme

* To attend to problenss of the staff members, if any, and redress the same promptly.

* To maintamn the day wise records of v1sits of students /stafY faculty members in library.

* Display of custings of news papers on education /social maiters on notce boards.

+ To conduct the meetng of library comminee as per guideline & work as a secretary of library com
mittee.

* To Compile requirement of bocks & penedical penodically & submit to the prncipal for further pr
ocurement.

* To take care of Lbrary automation & update the same fom bme to time

* To cammy out 100% annual venficanon prepare list of book which one outdated & damagad beyo
nd use

* To regularly under take binding of books which are damaged

* To make report to HOD/secton heads boeks not at all referred by faculty and students

* Toreceives expert comnuttee & present to them effectvely.

* Any other marter assizned by Prncipal rom ame to tme
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Job Responsibilities of Sports Officer

Sports officer of IIST s tasked wth creating and implem

acuvity among students He develops and deliverinz a vaned range of sporting actities. avents
and competitions at nodal. state. and national level He makes requiremsents and prepares budzes
for all kands of sports and gt approvals Tom the Prncipal Fe manazes all i house and owr side
PO achivites He works with NGBs clubs and plan and implements different activives for
secial cause, kealth mimatives and ewaroment awareness. He mamtains records and produces
Whllen repents. and press releases of all activities. Eis work can be demanding, with |
and some evening. weekend and public hol:day work

sanag programmes which encourage sports

ong hours

Job Responsibilities of Hostel Warden

IIST 15 having well facilitated separate Hostels for Boys and surls.
warden for both the hostels {(boys & Girls
completely responsible for allomment of Tooms to the students, mamtenancs of the hostels. lacks
after the quality of food served in the Bostels, Keep stact discipline among snuderts of the bostels,
reports to the Princapal 1 case of any ndisaipline or musbehaviowr by the students. locks into the
grisvances complaints of the smudents if found genuwne and responsible for students safely and
secunty and takes care of their basic needs 100,

The instinte appoints separare
) for taking care of everything The wardens ar

al
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CODE OF CONDUCT

4. CODE OF CONDUCT FOR ADMINISTRATION
Job Responsibilities of Principal

Overall responsibility for academic and admunisative functtomng of an institution in its discharmng
the role and responsibilities as well as conmbution as 3 hizher-technical msttution to its
stakebolders under the relevant stanite of a state’‘country. Emjoys the authoninies vested in the
positon as per the statute in the acadenuc and technical admimsmanon of the mstimiton and
essentally includes coordimation with students (admussions, teaching. cwmicular actmites &
examunations etc). faculties (teachinz & research. padagozy and other mnsummions activities of
excellence), parents (comtact & liason for student welfare & development): managzement
(productivity & effective policy formulation and enhancing the ethical & soctal bekavier -CSP).
higher awthontes and govt offictals (comphance and adherence to niles and remulatons,
mantamng sound acadenuc and adnunistrative behavior in the envronment) and governmental &
non-govemnmental agencies (accomplish distinctions and scholarstups and promete harmony and
developmert and 1mage bulding etc.) and also liaison with the med:a and related public agencies.

-

Admissions-admmistration/supporung directing counseling and admission process with pecessary
techmical cum academic personnel & also dealing with parests and students etc to achieve the set
targets of admussions.

Advising and getting the academ:c adminsstration organized through preparation of calendar, tme
tables and allocanon of faculty for acadenuc work - teaching. practical and field work, rutonals,
extenal educanon, mcluding engaging of external pant-ume faculry erc

Overseenz and superasion of the clasi<onduct and exannmng and reviewmsz teachinz recerds.
lesson plans and student perfonuance and nenworlang and mteracting with smudents for gemting
realistic feedback for further improvement and taking up teacking the subjest of specialization
Monztonng and puding and improving upon e staff performance and facilitanve support of the
non-teaching functonanes

Undertaking performance analyss of student’s performance vis-i-u1s mveolvement of the faculey
Ensunng peaceful cenduct of exams (Intermal Umiversity) and good student behavior & smooth
functiorung of the msunite a5 a whele and develop an academuic brand 1n the academuc circles
Conducting senunars. workshops and discussion & preserzation meetings deparmentally so as to
enharce the continuous learmung process of the faculty deparment (subject wize or branch wise)
and promote self-learmung by faculry and students, by constmnng technical clubs ete.

.

-
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CODE OF CONDUCT

« Conducting penodic meetings to evolve stategies for academ:c enhancement as well as R&D m
the deparmments so as to enhance the quality of academic actwvity & student professioral
development. in addition to taking up research and developmental projects

« Evolving statezes and plans for improvement of academic and laboratory as well as research
facihtaien & wnfrastructure and implementing the same with the support of the management

» Ensunng that the personality development as well a5 oomung of the smidents takes place taking
suppon from intermal student development depanment and also fom external sources‘experts etc

« Ensunng the placement of all students and enswre that the output from the msttute 15 fit for the
macket as well as placement activity results in 100% placement before the student leaves the
mstitute,

« Handling comespondence and specific academic and admimismative issues with statutory
mstitutions lke RGPV, DAVV, AICTE etc. and also with governmental agencies

—_———————————— Page2? — -
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