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1. Professional ethics 

Code of conduct 

For Teaching and Non Teaching Staff 

1.Dress code: 

To Maintain Dignity and Grace of Post it is Mantdatory: 

 For Female Staff:To Wear Saree And 

 For Male: To Wear Formal Paint And Shirt 

2.For Attendace: 

 Since Classes start from 7:30 AM 

 Staff must be come before 7:30AM 

 Attendance after 07:30 AM will be considered as late 

 To maintain punctuality among the staff , institute has made some rules 

against late comers, where 03 days late attendance will be considered as one 

CL or leave without pay (in case where no further CL is left). Prior intimation 

for late attendance will be considered in special cases, and will be at the 

complete discretion of the principal. 

 Half day permissions: – A member of the staff shall be allowed to take half-day 

only. in the second half and with prior permission of the principal. Any half day 

leave availed shall be part of casual leave. 

3.Casual Leave 

 In an academic session, 13 days casual leave is available for regular staff & 11 

days casual leave for ad-hoc staff 

 Submission of application is mandatory. Non submission of application within 

02 days will be considered as a violation of the code of conduct. 

 4.Optional Leave  

 In an academic session, 03 days optional leave shall be available for regular 

and ad-hoc staff. Prior sanctioning of optional leave is mandatory for all. 
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5.HeadQuarter Leaving Permission 

 In case of leaving headquarter in working days or vacation, headquarter 

leaving permission is mandatory to be obtained from college authority. 

6. National Festivals 

 Presence in national festivals is mandatory .In case of urgency, prior intimation 

will be considerable. Absence without intimation will be considered as in-

disciplinary act and administration is authorized to take action 

7. For Academics programs: Orientation programs / Refresher programs / 

Conference /Workshop / Seminar / symposium or equivalent programs (as per 

the UGC guidelines): 

a. A teacher will be relieved for only one Orientation course during his/ her 

service tenure 

b. A Teacher will be relieved for two refresher course or program equivalent to 

refresher course during his / her service tenure 

c. A teacher will be relieved for only one program mentioned in a and b above, in 

one academic session 

d. At a time, only one teacher from each department will be permitted to attend 

the above-mentioned programs 

e. For attending state/ university / national / international level  symposium 

conference / workshops as resource person or as participants or for paper 

presentation, permission will be given according to the needs of the institution. 

Only one teacher from one department will be allowed at one time for these 

programs. The participant must give prior information with necessary documents 

(Invitation letter, acceptance etc.) at least 8 days before the programs so that 

decision could be taken timely. Relaxation in this point is at the discretion of the 

principal. 
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f. After participation in any of the above-mentioned programs, the participant is 

required to submit a self-attested copy of certificate provided by the program 

organizers. 

g. The participant is also needed to circulate a program summary and any relevant 

information / techniques they learnt during the program for the benefit of other 

staff of the institution within four days after completion of programg. The 

participant is also needed to circulate a program summary and any relevant 

information / techniques they learnt during the program for the benefit of other 

staff of the institution within four days after completion of program 

8. Duty Leave: 

a. Sanction of duty leave for academic purposes such as s, external examiner in 

practical exams, delivering guest lecture, University assigned duties, attending 

conference/ seminar/ workshop, shall be at the complete discretion of the 

principal and can be refused, if the staff is needed in the college. 

b. In one academic session maximum 04 day’s duty leave as practical examiner 

will be sanctioned to a teacher. 

c. A teacher is required to be physically present in the institution for the 

sanctioning of duty leave. He/she can only go for the assigned job, after sanction 

of duty leave from the institution. Without sanction of duty leave by the college, 

he/she will be considered as absent and will be subjected to leave without pay. In 

special cases, sanction of duty leave will be at the discretion of the principal. 

d. During university examination, Govt. examination conducted by the college, 

internal examinations of the college or any other scheduled or unscheduled 

college programs, participation of every staff is mandatory. Sanction of any type 

of leave during this period will be at the discretion of the principal in accordance 

with the needs of the institution. 
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9. General Administration: 

a. In case of applying for job in any other government / autonomous or private 

organization, information to the employer with all the necessary documents and 

permission from employer is mandatory for regular teaching and non-teaching 

staff. 

b. Regular teaching and non-teaching staff is required to take permission from the 

employer for higher studies through proper channel. 

c. If any of the regular teaching and non-teaching staff is resigning, he/she is 

required to inform the institution three months prior or deposit 03 months salary 

in lieu of the notice period. In special cases, final decision will be of the employer. 

10. Salary Disbursement: 

The institution disburses salary through state bank of india . All the teaching and 

non-teaching staff is required to open a salary account in state bank of india. The 

college will not pay salary to any staff by any other means. 

11. EPF Basic: 

EPF contribution of management will be given with respect to minimum EPF basic, 

as per government notification. 

12. ESI (Employee Social Insurance): 

ESI is applicable only to those staff whose monthly salary is less than or equal 

21000/- per month. 

13. Maternity Leave: 

Two continuous months of salaried maternity leave for regular female staff as per 

decision of governing body 

14. Medical Leave: 

Staff is eligible for 10 days medical leave in an academic session. Governing body 

meeting dated 05/06/2021 to approve. 

15. Special Leave: 13 days special leave for Teaching and Non-Teaching Staff in 

case of special condition in family. 
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CODE OF CONDUCT FOR STUDENT 

 1.The conduct and behavior of students should be in accordance with the grace 

and reputation of college. 

2.Mandatory to away from involvement in any type of violence, terror, religious, 

frenzy, intoxication anti-social and immoral activities. 

3. If above allegations are proved than suspension and expulsion from college will 

be in accordance with section 13 of M.P. University Code. 

4. Cleanliness of college premises and rooms & safety of college property is duty 

of every student. In case of any type of damage provision of punishment is 

reserved with college authority. 

5. It is mandatory for students to participate in all activities of college. 

6. 75% attendance is mandatory.  

7. Continuous absence for more than 20 days without intimation may be result in 

cancellation of admission  

8. Mandatory to deposit fees / dues on time. Non submission of fees and dues 

may be result in cancelation of admission.  

9. Mandatory for students to get their Identity Card with them in college.  

10. In case of loss duplicate Identity cards will be issued from office with Rs. 100.  

11. Mandatory to appear in INTERNAL EXAM conducted by college in the month 

of January.  

12. In case of absence and failure in INTERNAL EXAM disciplinary action will be 

decided by college authority  

13. Mandatory to park vehicles and cycles in vehicle and cycle stand.  

14. College authority will not be responsible for any type of loss of vehicles 

standing out of stand.  
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15. For duplicate T.C., application with affidavit for loss of T.C. is mandatory.  

16. Caution money will be refunded after completion of graduation or post-

graduation.  

17. Caution money will be refunded within 3 years of completion of studies.  

18. No dues from all departments is mandatory before annual examination.  

19. Fees will not be refunded in case of dropping-out.  

20. Use of cellular phone is completely prohibited during college hours.  

21. Ragging is punishable offence and involvement in ragging activities is 

completely prohibited in college.  

22. College is self-financed so all rights related to finance is reserved to college 

authority.  

23. For post matric SC, ST, OBC scholarship cast certificate, income certificate and 

domicile certificate is mandatory.  

24. As scholarship amount is disbursed through bank so eligible students must 

have their own bank accounts.  

25. As per govt. notification it is mandatory for all students to register in National 

Academic Depository (NAD) for opening Academic Locker. 
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2. DETAIL OF EVENTS RELATED OF GENDER &HUMAN VALUES:- 

   



9 | P a g e  

 



10 | P a g e  

 

 DATE - 10-11-18 

PROGRAM NAME- GENDER EQUALITY 

PLACE- PANDIT RAVISHANKAR SHUKLA UNIVERSITY RAIPUR 
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3. SYLLABUS OF ENVIORMENT STUDY:- 
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4.ADMISSION,SCOLARSHIP ,CULTURAL ACTIVITY IN BEGINNING OF 

SESSION, FRESHER PARTY, FAIRWELL PARTY 

4.1  SYSTEMATIC ADMISSION 
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4.2 FRESHER PARTY:- 
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5.EDUCATIONAL PROGRAM:- 
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6.ANTI RAGGING COMMITTEE:- 
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7.CULTURAL ACTIVITY  OF SESSION:- 
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7.1 ANNUAL ACTIVITY:- 

 

 

  



35 | P a g e  

 

8.PIC OF CLASSROOM STUDIES :- 
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9.VARIOUS CLUBS AND COMMITTEES:- 
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10.EDUCATIONAL TRIP:- 
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11.NSS ACTIVITIES AND YOGA. 

DATE-30/10/2021 

PROGRAM NAME-LEGAL AWARENESS CAMPAIN 

   PLACE-KUTCHERY CHOUK RAIPUR 

 

 



47 | P a g e  

 

 

 

 



48 | P a g e  

 

DATE - 02/10/21 

PROGRAM NAME- SWACHH BHARATH ABHIYAN  

PLACE- RAIPUR CHHATTISGARH 
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DATE - 24/09/21 

PLACE - SMT PRAMILA GOKULDAS DAGA GIRLS COLLAGE, RAIPUR 

PROGRAM - LAW AWARENESS PROGRAM 
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DATE        : 28-04-2022 

SUBJECT : MENSTRUATION  ( MENSTRUAL  CYCLE) - HYGIENE DAY 

PLACE      : VIRTUAL PROGRAM 
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DATE - 25/06/2020 

SUBJECT - COVID 19 AWARENESS- MASK DISTRIBUTION 

PLACE – RAIPUR 
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DATE- 29-10-19 

PROGRAM NAME- GRAM SAMPARK YOJNA 

PLACE- DONDE KALA , RAIPUR 
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DATE -21-06-18 

PROGRAM NAME- YOGA DIWAS 

PLACE - PANDIT RAVISHANKAR SHUKLA UNIVERSITY RAIPUR 
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12.WELL EQUIPPED COMPUTER LAB SCIENCE FACULTY 

Computer lab1
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