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From the Principals Desk 

 

 

In these days of knowledge 

economy, the higher education is 

extremely concerned with the 

strengthening of human resource potentials for better contribution towards nation 

building. Indoctrinate the moral values, ethics, discipline, patriotism, sense of 

belonging and integrity among its stakeholders has now become an integral part of 

any educational institution. In view of this, it gives me an immense pleasure to 

present this handbook depicting the code of conduct and standard operating 

procedures of Padmashri Vikhe Patil College of Arts, Science and Commerce, 

Pravaranagar. The given code of conduct provides a set of rules and norms of proper 

practices for an individual. 

I wish that, all the stakeholders of the institution will abide by this code of 

conduct and follow the standard operating procedure to substantiate the harmony 

for holistic development on campus.   

Dr. P. M. Dighe 
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Code of Conduct for: 

Governing Body 

1. To ensure that the institute is well run, meets the needs for which it has been 

set up. 

2. To use reasonable care and skill in their work as members of the governing 

body and must seek professional advice where appropriate. 

3. To attend regular meetings of the governing body and the committees on which 

they serve, and acquire appropriate knowledge to contribute effectively to 

decision making. 

4. Make such provisions, as may enable institute to undertake specialized studies 

with proper provision for laboratories, libraries. 

5. Establish colleges, institutes of higher learning, research in specialized studies, 

departments, schools and hostels. 

6. Present the budget estimates as received from the finance and accounts 

committee with modifications, if any, to the principal for its final approval. 

7. Provide infrastructure, premises, furniture, apparatus, consumables and other 

means needed for the smooth conduct of the work of the institute. 

8. Consider the perspective plan for the academic development of the institute. 

9. Take overall responsibility for student welfare. 
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Principal  

The Principal should: 

1. Act in accordance with the valid laws, rules, and regulations prescribed by the 

governance. 

2. Take actions with proficiency and strive to proceed for competence. 

3. Dedicate time and thought to the duties and responsibilities to be able to 

provide efficient and commendable service. 

4. Recognize Goals, vision, mission and Policies of the institution and fruitfully 

contribute to achieve the same.   

5. Uphold the secrecy of confidential information that infringes upon ones right 

to privacy and not expose the secured information to the personal or 

monetary gain.   

6. Refuse to accept any gift, favor, service, or other item of significant value from 

any person, group, private business, or public agency which may affect the 

impartial performance of one’s duties.   

7. Do not get engaged in the dealings that disobey the morality controlled by this 

code of conduct. 

 

 

 

 

 



   Padmashri Vikhe Patil College of Arts,  
                           Science and Commerce, Pravaranagar 

 

7 

Faculty: 

1. All the faculty members should know the vision, mission, objectives and 

policy of the institution. 

2. Faculty members should believe that he is accountable to shape the future of 

students. As every enrolled student is not self- motivated, teacher has to 

counsel the student and take efforts to motivate him for independent 

learning.   

3. The faculty members must deliver well prepared lectures and conduct well 

planed practical.  He must use suitable teaching aids and adopt innovative 

teaching methods to smoothen the teaching-learning process. Participation 

of every student must be ensured in the discussion. Teacher should have 

command on the language of instruction and he should possess thorough 

knowledge of the subject.  

4. Members of the faculty must develop an appropriate methodology to develop 

and improve upon the system in view of maintaining an academic excellence. 

5. Every teacher must be a good counselor and facilitator.  He should help, 

guide, encourage and assist the student to ensure that he should understand 

the content of the curriculum thoroughly.  

6. Teacher should carry out different curricular, co-curricular, extracurricular 

and organizational activities that may be assigned to him. 

7. Teachers must adjust their classes and show the consent of the substitute 

teacher to the HoD while applying for leave.  

8. Faculty members must follow the dress code guidelines and do the thumb 

impression in given time. 

9. Teachers should not unnecessarily argue with the authorities, colleagues, 

supporting staff and students. He should polite and his  behavior should be 

decent. 
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10. It may happen that the student is not at fault. Thus, teacher should 

communicate with the student politely so that a good rapport with him gets 

maintained.  

 

11.  If any in disciplinary act is noticed by the faculty member while on campus, 

he should interrupt the same and make an effort to maintain the law and 

order.  

12.  Teachers are not expected to keep any inappropriate material with them 

other than reference and/or text books, teaching aids, class notes and the 

related material like answer sheets.  

13. Faculty member must remain present either in the department or within the 

campus of the institute and must avoid holding private meetings with other 

faculty/staff members during the college hours. 

14.  While on the campus, the faculty member should not get involved in 

detrimental talks. 

15.  Faculty members must follow the law and order. He should not be involved 

in any activity which can be damaging the reputation of the institute. 

16.   Teacher must follow the professional ethics and should not exhibit sexual   

misconduct.    

17.   Teachers have to avoid addiction. 
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Administrative and Support Staff 

1. All the staff members should know the vision, mission, institutional policies, 

systems and procedures. They must follow and adopt the same.  

2. Staff members should exhibit the maximum possible standard of professional 

ethics.  

3. They should co-operate with their colleagues by providing them support, 

help and guidance whenever needed. They must follow the instructions of 

their authorities. 

4. Any member should not use his institutional position for personal benefits. 

5. Staff of the institute is accountable for caring and taking reasonable steps to 

stop the theft and exploitation of, or damage to institutes’ assets. 

6. Staff members must be punctual, earnest and regular while on the duty. 

7. Staff members must follow the dress code guidelines and do the thumb 

impression in given time. 

8. Members of the staff have to avoid addiction. 

9. All staff members of the institute must observe the professional ethics and 

should not exhibit sexual misconduct. 

10. Each and every staff member of the institute should follow the rules and 

regulations prescribed by the institute. 

11. Staff members should avoid words and actions that might undermine 

colleagues in the perception of others.  

12. Staff members should maintain the confidentiality regarding institutional 

affairs. 
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Students: 

1. Students shall strictly observe the disciplinary rules and regulations of 

the institution. Any act of indiscipline or misbehave of the student will 

attract punishment.  

2. Students shall strictly follow the dress code guidelines made by the 

institution. 

3. Students should wear identity cards while on the campus and also while 

participating in any college related activities outside the campus. I-Cards 

are to be worn round the neck.  

4. Students should not use mobile phones during the hours of teaching and 

practical. 

5. Students have to park their vehicles in parking zone only. Parking on the 

public road around the campus is strictly prohibited.  

6.  Students are anticipated to read notices, circulars, paper cuttings, 

schedule of events displayed on the students’ notice board and college 

website.  

7. Spitting, smoking, gutkha and / or tobacco chewing while on the campus 

are strictly prohibited. Avoid possessing / consuming /distributing 

alcohol, harmful drugs, narcotics and chewing gums. Disciplinary actions 

will be taken against the student if he fails to follow the same.  

8. Students are suggested to carefully handle the books and journals 

available in the departmental and central library. 

9. Students are not allowed to possess any kind of firecrackers while on the 

campus. 

10. Drawing desks, black boards or on the walls of the college is not allowed.  

11. Students are not allowed to enter in the office without prior permission of 

the concern authoroty.  

12. Utmost care should be taken by the students not to harm the reputation 

of the institute by any means.  
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13. Damaging or destroying the belongings and property of the institute is 

punishable.  

14. It is mandatory for the students to attend Independence Day and 

Republic Day ceremony. Students who remain absent for these activities 

has to pay fine. 

15.  Students should protect the plants on the college campus. Injuring the 

plants is punishable. 

16.  Students are not allowed to collect funds on the campus without prior 

permission of the authority. They are not permitted to arrange any kind 

of inappropriate meetings on the campus.  

17. It is not allowed to the students to report any activity of the institute to 

the press or board-casting agencies without any prior permission of the 

principal. 

18. Students are not allowed to be a part of any union, organization or group 

which is not related to the curricular, co curricular and extracurricular 

activities of the institute.  

19. Any move to form unauthorized unions or groups will be treated as an 

offence. Students are not allowed to get engaged in any political activity. 

Unnecessarily gathering in groups on the roads, at entrance, footpaths, 

etc, is not allowed.  

20. Students have to pay for travelling and halting expenses during the study 

tours and industrial visits.  

21.  Unauthorized entry of outsiders in the campus is strictly prohibited. 

Without specific permission of the authorities student shall not bring 

outsiders to college or hostel. 

22. Any criminal activity or violation of law and order by students on the 

campus will be reported to the police. 

23. Students have to avoid addiction. They should not exhibit sexual 

misconduct. 



   Padmashri Vikhe Patil College of Arts,  
                           Science and Commerce, Pravaranagar 

 

12 

Duties and Responsibilities  

Principal 

1. Over all control on all activities related to financial, academic and 

administration of the institute.  

2.  To carry out the admission as per the policy of Savitribai Phule Pune 

University, Pune and Management. 

3.  To attend meetings called by the Secretary and Management. To implement 

the decisions taken in those meetings at institute level. To submit action 

taken report with respect to the minutes of the meetings. 

4.  To prepare the budget of the institute for approval of the governing body 

and the Management. 

5.  To check the proposals prepared for different grants from the staff. 

Continuation of approval, variation of intake or addition of new course.  

6.  To get affiliation for all existing courses from the affiliating body by 

submitting the proposal in time.  

7.  To arrange governing body meetings of the institute by performing all 

formalities such as preparation of agenda, minutes of meeting and 

implementing all decisions taken in the meeting. 

8.  To initiate disciplinary action against the stall and faculty as and when 

required or when the concerned HOD. 

9.  Follow up of all proposals pending with various departments, govt . offices 

as well as PRES Loni.  

10.  To submit proposals to the Management with full functioning about the 

requirement with respect to faculty, other staff, Equipments, furniture, store 

material etc. Along with all necessary details such as specification and 

company. 

11.  To prepare institute for applying for accreditation. 
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12.   To take suitable policy decisions with respect for improvements of 

performance of students.  

13.  To initiate suitable action for training & placement of the students. 

14.  To identify the faculty for deputation for higher studies, training & for 

attending workshop, seminar and conferences. 

15.  To sanction various types of leave as per the policy of govt . PRES. 

16.  To create ragging free environment , to maintain discipline within staff and 

student land to take all necessary measures to enhance the social & academic 

reputation of the institute. 

17.   To promote public relations and interaction with community.  

18. To be responsible for all legal issues arising out of the Management of the 

institute. 

19. To teach at least one subject to student and as the academic leader to 

establish close interface with students, staff and faculty. 

Vice- Principal 

1. To Prepare the departmental academic calendar time table, individual time 

table and monitor 

2. Monitoring of academic work of science faculty. 

3. Management of guest visitor of college search as LIC committee. 

4. Controlling examination (Savitribai Phule Pune University Pune and college) 

5. Attestation of documents 

6. To work as the in charge Principle of the institute in the absence of principal 

7. To carry out the work /activity related to administration of the institute 

assigned by the principal from time to time. 

8. Monitoring of academic work of all faculties 

9. Sanction casual leave of the faculty 

10. To solve problems of teaching, non-teaching, ladies staff as well as students. 

11. To organize non-academic program. 
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12. Attestation of bank forms and approve it 

13. To monitor daily and monthly attendance of students. 

14. to organize annual social gathering and Prize Distribution function in 

consultation with the principal. 

15. To carry out the work /activities related to administration of the institute 

assigned by the principal from time to time. 

Head of the Department 

1. To prepare the departmental academic calendar, time table, individual time 

table and monitor the same. 

2. To teach at least two paper as per departmental workload and provided 

academic leadership to the faculty of department. 

3. To monitor attendance and academic progress of student. 

4. To organized meeting of the departmental faculty. 

5. To ensure maintenance of laboratory, departmental library and promote 

innovative practices and writing of manuals. 

6. To plan and implement academic programmes such a seminar, workshop 

conference, faculty development programme etc. 

7. To maintain discipline in the member and staff. 

8. To participate at organize curricular, co-curricular activity and maintain 

records. 

9. To carry out work such as sitting question paper assessment of answer sheet 

and moderation. 

Assistant Professor 

1. To teach and insure attendance of students as per norms. 

2. To plan and implement instructions, assess and evaluate students. 

3. To develop resource material for teaching & learning, curricular, co-

curricular, extra-curricular activities & maintain records. 

4. To publish research papers at least one in one academic year. 
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5. To participate at least one seminar / conference / workshop in an academic 

year. 

6. To participate in departmental administration. 

7. To contribute to the benefit of accrediting the institute.   

8. To participate in examination work. 

9. Any other duties assigned by the Principal and HOD from time to time. 

Physical Director 

1. To plan & conduct sport activities in each academic year.  

2. To motivate students to participate in various games & remain present on 

the ground with students.  

3. To select students for inter collegiate/ University sport competition.  

4. To take practice of students for different games, organize sports competition.  

5. To constitute students council & conduct meeting. 

6. To maintain discipline among student during sport & cultural event. 

7.  To assist the principal in event management.  

8. To prepare budget estimate of the sport and Gymkhana. 

9.  Any other duties assigned by the principal from time to time. 

Librarian 

1. To be responsible fully to manage the library effectively, issue library cards 

Identity Cards to students. 

2. To enrich the book-bank facilities for students. 

3. To make a list of reference and text book and put before the library 

committee for approval and arrange to place to the party. 

4. To prepare the annual budget of library. 

5. To process the books and periodicals as per standard practice and keep the 

same on the self for issue to the members. 
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6. To insure discipline and minimum noise level in the library. Maintain 

cleanliness in the library. 

7. To maintain feedback register and notify the action taken on feedback, 

organize annual physical stock verification and write off outdated and 

damaged books. 

8. To circulate catalogs and book reviews for the information staff and students. 

9. To initiate digitization of library to ensure effective library services. 

10. To make availability of important news paper cutting. 

11. Any other duties assigned by the Principal from time to time. 

Placement Officer 

1. To prepared data Bank of potential industries for summer & final placements 

& keep updating. 

2. To initiate correspondence with industries and organize recruitment 

process.  

3. To organize at least one meet with corporate world in the academic year.  

4. To obtain feedback from industries regarding performance of placed student. 

5. Counseling of students regarding emerging areas of job opportunities.  

6. To organize talk by experts to motivate student to seek job opportunities in 

emerging areas. 

7. To participate curricular, co-curricular, extra-curricular activities. 

8. Any other duties assigned by the principal from time to time. 

Duties and Responsibilities of Administrative Staff: 

Office Superintendent 

1. To be responsible for managing the administrative section of the college. 

Efficiently, effectively & ensure the student, staff, faculty, parents & visitors 

have the service rendered by the section.   
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2. To supervise and maintain a personal file of staff.  

3. To keep discipline and work schedule of Class IV employees. 

4. To maintain the movement register. 

5. To Supervise daily report received from watchman section and other section 

of the college  

6. To prepare various notices given by the Principal. 

7. To follow up the Govt. office, University 

8. To supervise and maintain a personal file of staff. 

9. To keep discipline and work schedule of Class IV employees 

10. To maintain movement register. 

11. To supervise daily report received from watchman section and other section 

of the college. 

12. To prepare various notices given by the principal. 

13. To follow up the Govt. office, University. PRES Office & other agency. 

14. To maintain the attendance record, leave report, forwarding for the account 

section for preparation of pay sheet. 

15. To maintain the general discipline and healthy relation between the staff. 

16. To supervise all the departments running in the college. 

17.  Any other duty assigned by the Principal from time to time. 

Head Clerk 

1. To maintain the teaching & Non teaching personal files. 

2. To maintain service book of the staff. 

3. To prepare proposal for approval of staff to Savitribai Phule Pune University, 

Pune. 

4. To keeping record of teaching and non-teaching staff up to date. 

5. To prepare the proposal of pension case for submission to government. 
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6. To attend the different workshop arrange by Savitribai Phule Pune 

University, Pune, Joint director higher education, Pune and other Govt. 

agency etc. 

7. To carry out any other duties assigned by the Principal from time to time. 

8. To prepare affiliation continuation, natural growth of the faculty. 

Accountant 

1. To maintain records pertaining to construction. 

2. To prepare budget, cash flow, MIS, maintenance and take periodical review. 

3. To keep up-to-date fee structure records as per guidelines Savitribai Phule 

Pune University, Pune and PRES, Loni. 

4. To prepare cash book daily and signed by principal. 

5. To update daily different types of voucher. 

6. All statutory books e.g. Dead stock, cash book, ledger, advance register 

should be kept up to date. 

7. To enter different types of grant, their utilization time to time. 

8. Maintain cash box. 

9. To fill different types of Govt. taxes. 

10. Any other duties assigned by the principal & OS from time to time. 

Accountant Assistant 

1. To prepare pay bill month to month & send to Joint Director. 

2. To prepare pay sheet of teaching & non teaching aided & unaided staff. 

3. To send salary into the Bank & distribute different cutting from the staff 

salary. 

4. To prepare salary TDS statement & submit to Chartered Accountant. 

5. To maintain the staff provident fund. 

6. To attend different camp organizes by Joint Director, Savitribai Phule Pune 

University, Pune. 
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7. Any other duties assigned by the principal & OS from time to time. 

In-charge Boys Section 

1. To prepare and display different time table, notice related to Exam, Boys 

section and Scholarship. 

2. To prepare & display different time table, notice related to Exam, Boys Sect & 

Scholarship. 

3.  To control all departments related to Exam, Boys Sect & Scholarship. 

4. To attend different camp allocated by Govt., Savitribai Phule Pune University, 

Pune, Joint director higher education, Pune. 

5.  To see the circular related to exam on the internet. 

6.  To ensure the stationery requirement of SPPU Pune & PRES. 

7.  To ensure the admitted students as per SPPU Pune, Govt of Maharashtra 

(category wise). 

8.  To give different certificates for the student time to time (T C, Bonafied, 

Attempt, Concession etc ). 

9.  Any other duties assigned by the principal & OS from time to time. 

Boys Account Clerk 

1. To maintain the stamp account. 

2.  To maintain all the original documents in individual folder neatly. 

3.  To ensure the fee charged for the student. Issue the challan to the students. 

4.  After receipt of the bank challan & enter in fee module software and prepare 

individual fee account. 

5.  Typing All the letters pertaining to the section & at the time of emergency 

typing work assigned by the principal, OS & other officer. 

6.  Any other duties assigned by the principal & OS from time to time.  
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Account Clerk Scholarship 

1. To received scholarship form EBC, and ST, SC, NT,OBC, SBC students and 

submit to respective officer. 

2. To give the utilization of above scholarship. 

3. To recover the college fee from scholarship. 

4. Typing all the letters pertaining to the section & at the time of emergency 

typing work assigned by the principal, OS & other officer. 

5. Any other duties assigned by the principal & OS from time to time. 

Assistant Exam Clerk 

1. To prepare & display time table, notice related to examination, Hall ticket 

Eligibility, Etc. 

2. To filled the exam form on line & off line, college as well as university of 

Pune. 

3. To give hall ticket to the students. 

4.  To maintain the eligibility form of first time admitted student along with the 

necessary certificate. 

5.  To see the circular related to exam on internet. 

6.  To prepare seating arrangement for examination. 

7.  To submit exam form in time to University of Pune. 

8. Typing all the letters pertaining to the section & at the time of emergency 

typing work assigned by the principal, OS & other officer. 

9. Any other duties assigned by the principal & OS from time to time 

Store in-charge 

1. The store keeper shall be fully responsible for safe custody & prompt issue of 

all the item of store received by Institution. 
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2. It is the responsibility of the store keeper to receive & store the items of store 

neatly on shelves/racks/trays etc. 

3. It is the responsibility of the store keeper on receipt of store items to counter 

sign challan and acknowledges the receipt of store item if any dough. He 

immediately contact to Principal, Vice Principal, HOD. 

4. The store items which received in college is enter to GPR & Classify & 

transfer to consumable, non consumable, semi consumable as per item wise 

register, dead stock register. 

5. To dead stock items received shall no. before the same to the issued user. 

6. All the store items issued by indents. 

7. Store keeper not to allow casual visitors and unauthorized person in the 

store. 

8.  Store keeper should maintain GPR / Item wise / dead stock records. 

9. Any other duties assigned by the principal & OS from time to time. 

Inward / Outward Clerk 

1. To maintain Inward Outward register. 

2.  To distribute different letter to concern staff marked by Principal. 

3.  To post the letter given by departmental staff. 

4. To ensure the different type of leave. & maintained leave record. To keep 

correspondence to PRES &College for checking record.  

5. Any other duties assigned by the principal & OS from time to time. 

Duties and Responsibilities of Technical Staff: 

Maintenance Supervisor 

1. To ensure cleanliness of all the academic & administrative building and 

premises by developing adequate number of dry and wet Sweepers. 
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2.  To ensure regular and neat cleaning of toilets. Urinals and bathrooms 

provided in all administrative academic buildings. 

3.  Take daily round of all buildings & ensured that all the premises are 

maintained neat, clean & hygienic. 

4. To maintain lawns, gardens, Trees and plants to keep the campus eco-

friendly and prevent loss of water by leakage and carelessness. 

5. To make a daily report to the principal on all aspects of maintenance 

cleanliness and hygiene of the campus. 

6. Any other duties assigned by the principal & OS from time to time. 

Computer Operator 

1. To maintain all computer &  its application in well condition 

2. To solve the problem which are held in computer operation, vriddhi 

software, internet and different in department of the College. 

3.  To work as in charge of Govt. courses run by the computer department. 

4. To keep record at incoming and outgoing student, staff in computer lab. 

5. Any other duties assigned by the principal & OS from time to time. 

Wireman 

1. To check the regular electrical supply for building. 

2. To provide electric supply all the department of the college. 

3. To ensure no any fault of electricity happens in working hours. 

4. To start & stop the electrical motor to fill water supply tank, water for garden 

etc. 

5. To make change over when electricity supply change. 

6. Any other duties assigned by the principal & OS from time to time. 

Security Officer 

1. To remain present at their required destination as per their scheduled. 
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2. To keep continuous watch and vigilance of institute campus. 

3. To take care of students staff cycle, motor cycle and other vehicle. 

4. To keep record at incoming and outgoing materials vehicles. 

5. To keep record at incoming and outgoing staff of the institute during office 

time. 

6. To prevent entrance of unauthorized person in the premises of the College / 

institute. 

7. In case of theft and pilferages report the matter to the management and 

lodge FIR with the police if necessary. 

8. Any other duties assigned by the principal & OS from time to time. 

 


