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Dr. Ambedkar College of Law

CODE OF CONDUCT HANDBOOK FOR STUDENTS, TEACHING STAFF, THE
PRINCIPAL, HEAD LIBRARIAN AND ADMINISTRATIVE STAFF

INTRODUCTION:

Welcome to Dr. Ambedkar College of Law, our Code of Conduct stands as a
cornerstone, shaping our collective commitment to excellence. This code serves as a guiding
framework, promoting integrity, respect, and responsibility among our students, teachers,
administrators, and administrative staff. As members of this esteemed institution, we value
academic honesty, inclusive behaviour, and a supportive learning environment. This code
outlines the expectations we have for ourselves and each other, ensuring a space that promotes
learning diversity and mutual respect.

As we embark on this academic adventure together, let the principles embedded in
our code of conduct inspire us to create a college experience characterized by excellence,
integrity, and a shared commitment to the values. It has been drafted to comply with College
Policies and Procedures. "Code of Conduct" has been prepared to make all the staff know the
rules and regulations and code of conduct that exists in the College. It is expected that all the
teaching, non-teaching staff, and students should strictly adhere to the rules and regulations
and code of conduct mentioned in this document. The committee reserves the right to
change/modify the policies and code of conduct as and when deemed to be changed.

All Staff members are requested to read this Code carefully and consider the issues
which it raises. The Principal should also ensure that all staff are aware of the Code's contents
and are fully briefed on its implications. Investigations of alleged breaches of this code will be
covered under the College's Disciplinary procedures and related codes of practice.

This Handbook lays down the standard procedures and practices of Dr. Ambedkar
College of Law College, for all students enrolling with the College to pursue varied courses.
All students, Teachers, and Administrative Staff must know that they must abide by this Code
of Ethics and Conduct and the rights, and responsibilities including the restrictions arising from
it.
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10.

1.

12.

13.

14.

15.

16.

Code of Conduct and Ethics for Students

. Admission will be given strictly on a merit basis.

Students should respect the teachers and office staff and should enter or leave the lecture
hall with the permission of the teacher.

Students should behave properly with his/her fellow students.

Students should take proper care of the college property any damages to furniture, fitting,
gardens, window glasses, walls, etc. will be treated as a breach of discipline and will be
liable to punishment/ fine.

Students should take proper care of college library books and journals.

Students should not be found loitering during college hours. They should get their official
work done by standing in a queue at the respective windows of the office.

Students should be properly and neatly dressed within the college premises.

Students must always carry their identity cards and present it for inspection as and when
required.

Students must attend their classes regularly. They must attend at least 75% of lectures of
all the concerned subjects.

No student will commit any wrong inside or outside the college that will in any way
interfere with the orderly administration and discipline of the college.

No student will be allowed to take part in politics or organize meeting, processions, or any
movement without the prior permission of the Principal.

Any guest for any programs and the topics for any debate, etc. will be decided with the due
consultation and permission of the Principal

No student shall communicate any information about any matter concerning the college to
the press.

No excursion trip shall be organized by any student without due permission of the Principal.
Such trips will be accompanied by the teachers only. All the expenditure on such trips and
other incidental charges will be borne by the students concerned.

The student council will be constituted as per rules and regulations and all the programmes
and celebrations will be held as per our college traditions.

The students not attend lectures regularly, do not submit assignments, and practicals on

time, and do not appear for college tests will be fined.
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17.

18.

19.
20.

21.

22.
23.
24.

25.
26.

27.

The students are required to attend their classes in the prescribed uniform i.e. white shirt &
black pant for boys anwhite shirt black salwar with Black Odhani or White saree with a
black blouse for girls.

Entering the college campus after consumption of intoxicating material or consuming the
same on the college campus is strictly prohibited.

Smoking, chewing tobacco, and spitting in college premises is strictly prohibited.
According to the Maharashtra Prohibition of Ragging Act, 1999, UGC notification, the direction of
the Supreme Court of India, and the recommendation of the Raghavan Committee, measures are
taken to prevent ragging. Ragging is strictly prohibited inside the college campus. Students
involved in ragging will be dismissed from the college.

The principal reserves the right to refuse or cancel the admission of any student if he feels
that any student may cause or has caused the breach of the rules of discipline in letter and
spirit.

All should be punctual about the cleanliness of the college campus.

Using dustbins to throw waste papers, and defacing the walls are punishable offenses.

Use of mobile inside the classrooms is not permitted; lengthy and unnecessary conversation
anywhere on campus is disallowed.

Students read notices regularly on the notice board and do not ignore the instructions.
Absolute silence should be maintained during teaching hours in the classroom and also in
the library.

No student should leave the classroom during lecture hours without the permission of the

lecturer.
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Code of Conduct for Teaching Staff

1. The service conditions of this category of staff shall be regulated by the rules of the
University but wherever the service condition which is not covered by the University

rules, shall be governed by these regulations.

2. Every member of the teaching staff shall put in the prescribed hours of teaching every
week. No member of the teaching staff shall remain absent without the knowledge of
the principal and the absence due to the reasons beyond his control shall be intimated

to the principal at his earliest convenience.

3. For the purposes of these regulations, officers shall be placed into two Divisions.
Division I shall comprise of permanent officers, namely, Vice- Principal, Professors,
Assistant Professors, teachers, Demonstrators, Tutors, Fellows, Physical Instructor and
other members of the teaching staff, the librarian, the Registrar and such other officers
as may be appointed by the Governing Body to this Division. Division II shall comprise
of temporary officers and officers on probation and officers employed on tenure basis

and part-time Professors or lecturers or demonstrators.

4. Appointments shall come into force unless otherwise specifically provided from the

day on which the officer reports himself for duty at the college.

5. Within three months of entering upon his duties, every officer shall be required to

sign an agreement form specifying the conditions under which he is employed.

6. A person appointed as a teacher in the college may be required to put in a maximum

period of two years’ service as a probationer before he is confirmed.

7. Unless otherwise specified in his agreement or unless an extension of service has
been granted by the Governing Body, an officer of the college shall retire from service

on the date of his attaining the age of 58 years.




1.

The same incumbent shall be eligible for reappointment.

8. The Professors, Asstt. Professors and Lecturers shall be appointed in the first instance
for a probationary period of two years after which the appointment is confirmed, shall
continue till the date of his attaining the age of 58 years or till the termination of his
service according to law and/or the provisions of the Regulations for the time being in
force. This provision shall not apply to an officer who is governed by the terms of a
special contract. It shall, however, be open to the Governing Body inspecial

circumstances to restrict the tenure of appointment to a stated period.

9. Professors Lecturers and other members of the teaching staff shall be permitted to
serve as Examiners on behalf of University and other institutions with the consent of
the Principal. The Principal shall report the names of Examiners so recommended and

appointed every year to the Chairman.

10. Any member of the teaching staff wishing to apply for service elsewhere shall be
bound to send his/her application through the Principal. The Principal shall not forward

such an application without the prior consent of the Chairman.

11. The daily hours of work of the staff other than the teaching staff of the college shall

be laid down by the Principal in consultation with the Chairman of the Governing Body.

12 Every member of the teaching staff shall attend the college for atleast four hours
every day. In addition, he shall be bound to perform such other duties as may be
assigned to him by the Principal for carrying out the general administration of the

college.

Code of Conduct for Principal

The Principal shall be Head of the Institution. He shall be responsible for the smooth

running of the Institution. The post of the Principal shall be a tenure post of 3 to 5 years.
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10.
11.

12.

The Principal shall carry on the business of the Institution in accordance with the Standing
Orders and Regulations of the Society and the directions of the Governing Body and of the
Executive Committee and the Statutes, Ordinances and Regulations of the University and

Government authorities.

Where in any emergency, the Principal may have found it necessary to take action without
express’ authority, in any matter for which there is no provision in the Standing Orders and
Regulations he shall bring the same to the notice of the Governing Body through the

Chairman.

The Principal shall be incharge of the day to day administration of the Institution and
subject, to the right of appeal to the Chairman of the Governing Body, shall take such
disciplinary action as may be necessary against any members of the staff whether engaged

in teaching or otherwise.

He shall be responsible for discipline among the students and the staff of the institution for

the safety and security of the furniture, science apparatus, library books and fittings.

He shall have the power to permit members of his staff to serve as Examiners and sanction
short periods of absence not exceeding 15 days.

He shall be responsible for writing annual Confidential Reports of the staff under him and
submit them to the Chairman by 31%' March every year.

Heads of the Departments shall be responsible to the Principal in their respective sphere
and the Principal shall allot them such duties as he considers necessary in the interest of the
smooth working of the institution.

Vice-Principals and Assistant to Principals shall be responsible to the Principal and shall
perform such duties as are allotted to them by their respective Principals.

He shall act as an ex-officio Secretary of the Executive Committee of his institution.

It shall be the duty of the Principal to see that the system of tutorials is fully beneficial to
all students in general and Scheduled Castes or Neo- Buddhist in particular.

It shall be the duty of the Principal to see that the results of his college in general and
Scheduled Castes and Neo-Buddhists in particular are fairly high. He shall report about

these matters to the Chairman periodically.
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13. The Principal shall have such other powers as are possessed by Principals in similar

Government Institutions in all academic matters.

Code of Conduct for Head Librarian

1. The Librarian shall hold the qualifications as per regulations of the University concerned.

2. Librarian shall be assisted by the Asstt. Librarians and staff in the library and shall have general

supervision over the staff working in the library.

3. It shall be his duty to keep the accessories required and the catalogue of books purchased or donated
up-to-date.

4. Librarian shall be responsible for the proper maintenance of books and for the loss of books, articles,
furniture etc. in the library.

5. The Chairman shall have the power to combine the duties of any two of these posts, make any

change in the duties or combine a set of staff for one or two institutions of the Society.

Code of Conduct for Administrative Staff

1 Head Clerk :- Save and except when he is promoted, he shall be recruited by the Selection Board.
He shall hold a degree of recognised University. He shall work under the head of the Institution and
shall discharge all the functions as directed by the Principal.

2 Senior Clerks, Assistants, Clerks shall assist the Head Clerk in the discharge of his duties. Their

qualifications shall be prescribed by the Governing Body from time to time.

3. Typist:- He shall do the typing work and his minimum average output of typing shall be 2500
words per day. He shall work under Head Clerk.

4. Stenographer:- He shall take the dictation and typing work as directed by the Registrar and

Principal.

LEAVE RULES
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No leave shall be claimable as a matter of right; but shall be granted at the discretion of the
sanctioning authority with due regard to the interests of the college. The sanctioning
authority shall be the Chairman of the Society in every case except as regards a short period
of absence not exceeding 15 days which may be sanctioned by the Principal at his

discretion.

All employees of the Society shall be entitled to casual leave for 15 days in a year in the
aggregate and for not more than 10 days at a time or for the number of days as prescribed
by the University, provided that unless permitted by the Principal, he shall not be entitled

to have such leave prefixed or affixed to Sundays and public holidays or vacation.

Members of the Teaching Staff who have vacations shall not be entitled to privilege leave.
Those who do not have such vacations shall be entitled to one month’s privilege leave for

every eleven months of completed service.

A member of the teaching staff who is entitled to have vacations but who is required to
work during a vacation shall be entitled to privilege leave calculated on the basic of one-

third of the period for which he has worked during the vacation.

All employees of the Society shall. In addition to any privilege leave earned under para 3
above, be entitled in a year to sick leave on medical certificate for 15 days on full average

pay or 30 days on half average pay.

An officer although not required to be present during vacation continues to be in charge of
and responsible for his department wherever he may be, excepting when another officer

has been appointed to act for him.

The Principal shall not absent himself during vacation without the permission of the
Chairman. The Principal may retain any member of the staff for the annual verification of
the stock in the department during the vacation and the person so retained on duty shall get
the benefit of leave vacation on full pay for one-third of the period which he is retained on

duty.
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10.

11.

The Principal can avail himself of 4 days leave on his own authority after making over
charge to the Vice-Principal or in the absence of the Vice-Principal to another member of

the staff.

The Secretary, Registrar, Asst. Secretary Administrative Staff, Accounts Staff, Librarian
and the class IV staff shall not be eligible for the summer vacations. They may, however,
be granted leave on full pay to the extent of one month for each completed year of service.

Such leave may be allowed to accumulate up to a maximum of three months.
The Governing Body may change the regulations at its own discretion and its

interpretations of the meaning of any of them in the case of dispute shall be final.

Leave other than the casual leave shall be applied on the prescribed form. Leave account
of all the staff shall be maintained in the offices of the Heads of institutions on the

prescribed forms.
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