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INSTITUTIONAL CODE OF CONDUCT FOR STUDENTS'
1.1 DISCIPLINE

» The student must observe and strictly follow the disciplinary rules and regulations of
the Institute.
» The student should follow the academic calendar as per the instructions of Head of the
' ~ Department.

o » Any act of indiscipline or misbehavior by any student will attract severe punish\ment.

> Damage to Institute & campus property due to negligence/lack of care would attract
punishment and compensation for loss caused.

> Students shall only use the waste bins for disposing waste materials in classrooms and
offices to make the college campus free from plastic and other litter.

» Students are prohibited from indulging in anti-institutional, anti-national, antisocial,
communal, immoral or political expressions and activities within the Campus and
hostels.

> Disciplinary action will be initiated against students indulging into eve teasing,
molestation, ragging, harassment, bullying and untoward incidents.

> All Educational tours or Industrial visits shall be accompanied by the faculty members
after obtaining necessary undertaking from the Parents. |

o Guardian of the students’ and with the written consent of the management

> Unauthorized entry of outsiders into the campus is strictly prohibited. Without specific
permission of the authorities, students shall not bring outsiders to the College.

> Any case of criminal activity or violation of law and order in the College Campus will be

reported to the police.

1.2 I-CARD

» Every student must carry college I-card every day while entering college premises, while

attending lectures and appearing for various examinations. The student should take his
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The details required for the ID Cards should be submitted on time to avoid further
delay.

Student should provide correct details for the ID Cards. (Specially care should be taken
while mentioning the blood group, Emergency Contact no and Address)

The student should collect his / her I- Card within 5 days from the date disbursal notice.
The student should carry identity card with him / her regularly and the identity card
should be produced when demanded by the authorized persons of the Institute. ~
At the time of issuing a book, the Identity Card must be presented along with the
Library card. Without I- Card the reader may be refused the use of the Home Lending
facility.

If student has lost library card or I-card, it should be reported immediately to the
coordinator with an application.

» Student will be charged in case of reissuing the lost ID Card.

1.3 HUMAN VALUES

> Be scrupulously honest in all academic activities and with all the stakeholders of the

Institute.

Be attentive, fair and cooperative to your teachers and peers on various academic,yd
non-academic activities.

> Believe in loving, sharing and caring.

1.4 MOBILE PHONE

> The student should switch off their mobile phones while in the classroom, Laboratory,
Library etc.
» Mobile phone is strictly prohibited in the exam hall during the examination. Loss or

theft of mobiles, modern means of communications, valuables and other belongings are
at students’ risk.
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1.5 RAGGING

ACTION TO BE TAKEN AGAINST STUDENTS INDULGING AND ABETTING IN
Ragging as per the Directions of Hon’ble Supreme court of India.

MAHARASHTRA ACT NO. XXXIII OF 1999, THE MAHARASHTRA PROHIBITION OF
RAGGING ACT, 1999. (As modified up to the 29th August 2012)

> Cancellation of admission and also debarred from taking admission in any institution in
India.

> Suspension from attending classes.

> Withholding/Withdrawing scholarship / fellowship and other benefits. >

Debarring from appearing in any test/examination or other evaluation process. >

Withholding results. o .

> Debarred from representing the institution in any regional, national or international
meet, tournament, youth festival etc.

> Suspension / expulsion from the institution.

> Collective punishment if larger numbers of students are involved in the act of ragging.

> An FIR filed without any exception with local police station

1.6 ATTENDANCE

> Student should be regular in attendance for all sessions during the day. > Student
should have at least 75% attendance in the Lectures in every subject as per university rule
to be eligible for appearing the examination
> If the student is found irregular in attendance, disciplinary action will be taken.
o The student coming late shall not be allowed to enter the class.
> The student must report about the sickness to the Institute.
> On no account will students be allowed to remain absent for any mid-semester, term end
examination conducted by the Institute or continuous assessment conducted by faculty

in class. The student will be entirely responsible for such absence. This may be
detrimental to the overall performance and results of the student.

> The student should complete the entire Practical and Term work such as Journals,
Assignments and Projects.
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1.8 EXAMINATION

> Candidates must appear at the examination hall 20 mins before the commencement of
the examination.

> Mobile phone and electronic watch/device is strictly prohibited in the exam hall during
the examination. Mobile or any electronics device if seized by any authority (Invigilator,
Supervisor, External Sr. Supervisor, SPPU ﬂying Squad) of Savitribai Phule Pune

University, it will not be returned in any circumstance.
> Candid

3
ates should not communicate, transfer and pass on any cheating / copy / writing material
to one another in any manner during the examination.

> Borrowing of any material like pen, pencil, eraser, sharpener etc. is strictly prohibited
during the examination.

> A candidate is permitted to bring the following items to an exam: pen, pencil, and, if
specifically permitted, non-programmable calculators. All equipment’s brought to the

examination must be placed on the candidate’s desk and kept in view during the
examination.

> All students should follow the rules of university ordinance No. 257 dated on s5th

October 2017 published by university examination department.

> The candidate should have the discretion of opting for his own scribe/reader/lab 1fc)
assistant or request the Examination Body for the same. The examining body may also

identify the scribe/ reader/lab assistant as per the requirements of the examination.

* Insuch instances the candidates should be allowed to meet the scribe two days
before the examination so that the candidates get a chance to check and verify
whether the scribe is suitable or not.

e Incase the examining body provides the scribe/ reader/lab-assistant, it shall be

ensured that qualification of the scribe should not be more than the minimum
qualification criteria of the examination.

\w
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INSTITUTIONAL CODE OF CONDUCT FOR STAFF

1.1 DISCIPLINE

» All staff of the Institute is responsible for protecting and taking reasonable steps to
prevent the theft or misuse of, or damage to Institute assets including all kinds of
physical assets, movable and immovable property.

» All the staff Members should follow the rules and regulations of the Institution as

7 prevalent from time to time.
» All staff shall devote their time and their best efforts for the progress of the Institute.

» Staff should contribute to the vision, mission and goals of Institute through engagement

of working hours.

» Staff must be punctual, sincere and regular in their approach.

% Staff must attend all functions of the college as assigned or instructions by class
coordinators and Head of the respective departments. '

» Staff must refrain from any form of harassment or unlawful discrimination based on
existing legislative requirements relating to:

o gender/ sexuality/age/marital/ caste/race status

o pregnancy or likelihood of pregnancy
C o physical features, disability or impairment (physical disability or medical status)

» Staff should work in cooperation and collaborative manner with others through
academic and administrative activities to achieve Institutional goals.

» Every staff should maintain the conﬁdentialify regarding the College’s affairs and the
affairs of its constituents and should not to divulge, directly or indirectly, any
information of confidential nature either to a member of the public or of the College’s
staff, unless compelled to do so by a judicial or other authority or unless instructed to
do so by a superior officer in the discharge of his/her duties.

> The Faculty Member should show no partiality to any segment / individual student.
2.2 LEAVES

» Staff shall get leaves as per the leave policy of Arihant Education Foundation.
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CODE OF CONDUCT FOR TEACHING-STAFF
3.1 DISCIPLINE

» The Faculty Member should report to the college sharp at commencement of college

timing,
Once the subject is allotted the staff should prepare lecture wise lesson plan.
The work plan/Teaching plan of teaching staff should be ready before the beginning of

regular classed of semester. 1??’

> The Staff should get the lesson plan and course file - approved by HOD and Principal.

The course file should be maintained as per the prescribed format.

The Faculty must ensure, in the most productive manner, with regard to the roles, jobs
and targets assigned to them by the Head of Department/ Institution/ Coordinator/
Committee.

> Self Involvement of staff in every assigned activity, task or committee is must.

Faculty member should follow the hierarchy for reporting activities
demands etc.

Y

, issues, suggestions,

Faculty should obey the Deadline given for the tasks.
Syllabus should be completed within given time span.

The activities of the Faculty should be in sync with the Academic Calendar. @
Faculty shall strictly conduct the lectures as per the timetable.

vV V V V V

Clashes of lectures if any should be immediately resolved from the time table
department.

> It is the responsibility of the faculty to engage the students or to adjust the lecture with
other faculty in their absentee for any reasons. .

> Mobile usages sHould be kept to minimum in college and should strictly avoid
during Invigilation.

> Lastly Faculty is highly expected to be part of solution of problem than rather to be part
of problem.
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» Whenever a Faculty Member who intends to take leave, should get the leave sanctioned
in advance and with proper alternate arrangements made for class / lab / invigilation.

In case of emergency, the HOD and Principal must be informed with appropriate

alternate arrangements suggested.

3.3 CONTINUOUS ASSESSMENT

N » Faculty should conduct internal exams as per the schedule mentioned in the Academic
Calendar.

» Paper checking should be done as per the guidance and within the deadline given by the
Internal CAP Director under the policy/guideline of Savitribai Phule Pune University.

» The Staff should not involve himself/herself in any unethical practice while doing
continuous assessment. '

» Faculty shall maintain all the necessary record of Internal as well as External marks
Evaluation.

» The Faculty Member must strive to prepare him/ her academically to meet all the
challenges and requirements in the methodology of teaching so that the input may be
useful for the student community at large.

C » The staff should get the feedback from students and act / adjust the teaching
appropriately.

» The staff should interact with the Head of the departments or student counselor and
inform him / her about the habitual absentees, slow learning and any objectionable
behavior of the student.

» Every Faculty Member should maintain academic record book of the assigned subject.

3.3.1 CLASSROOM TEACHING

» The staff should engage the full 45 minutes lecture and should not leave the class early.

» The staff shall use “Information Communication Technology (ICT)" for effective
delivery of lectures.

» The staff should encourage students asking doubts / questions.
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»> The staff should take care of slow learner students and pay special attention to thei
needs in remedial coaching classes.
» The staff should motivate the students and bring out the creativity / originality in the
students and should malke him/her available for doubt clearance.
> Every teaching staff demonstrate a high standard in teaching and learning by:
o engaging students in their learning
o working to achieve high level outcomes for all students maintaining records to
manage, monitor, assess and imprové student learning
o using research and student achievement data to inform professional practice ~
o engaging in reflective practice and developing their professional knowledge and
teaching skills
o supporting the personal and professional development of others
o providing constructive feedback to colleagues that is considered positively and
become helpful for further growth and development
o assisting in developing and mentoring less experienced staff members

o accepting responsibility for their own professional learning and development

3.3.2 COMPUTER/ELECTRONIC/LANGUAGE LAB

» The staff should involve themselves in the preparation of experimental/software setup
and upgrade the laboratory. ~
> The staff should involve themselves in demonstration device/programs and their

working, for better and improved interaction with students.

3.3.3 INVIGILATION AND INTERNAL SENIOR SUPERVISION

> Invigilator should report 30 minutes early in the Exam Department to collect exam
material then immediately have to go to directed/ assigned block.
> Invigilator of exam should arrive 20 minutes before the commencement of the exam.

> Invigilator shall check hall-tickets as well as their ID proof of the candidates in the exam
hall.
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» They must instruct students as they enter the exam room to leave any unauthorized aids
(backpacks, study notes, textbooks, mobile, electronic gadgets, smart watch etc.)
outside the examination hall and if necessary check for the same during exam.

> Implementing the exam rules and regulations and remaining vigilant throughout the
examination duration. '

» Faculties should be assisting the candidates before, during and after the examination by
directing them to their seats, advising them about possessions permitted at examination
venues and dealing with queries raised by candidates etc.

» Invigilating carefully, making sure that candidates do not talk inside examination
venues and also responding to any examination irregularities immediately.

ﬁ » Checking attendance during examinations, notifying exam department of any late
arrivals and ensuring that proper seating plans are followed.

» Politely escorting candidate outside examination hall when detecting any unauthorized
materials inside the examination hall along with candidate.

» Delivering and collecting scripts carefully at the start and end of the examination in
accordance with strict examination procedures.

» Assisting with the packing of examination scripts, stationery and other equipment from
the examination hall/venue. _

» Supervising candidates in leaving the examination venues in a quiet and disciplined
manner and ensuring that candidates do not remove equipment or stationery from the
examination venue without the permission of the authority.

» Faculty shall not use mobile phones nor will they carry any textbook, book or any work
material in the examination hall.

> If any candidate is creating chaos should be reported to exam department. Not in any

O case Invigilator will engage himself /herself in the argument and such cases should be
handled with utter care.

» Mistake in report filling or any other should be conveyed to exam department
immediately.

» Distribution of question paper should be done according to pattern opted by candidate
and with utter precaution to avoid any further complications.

» For optional paper Invigilator are supposed to check hall-ticket of the candidate to
verify the question paper to distribute.

> Invigilator should strictly avoid standing at door/outside the door and )
comim
with other invigilator of other block. unication

» Masking of the answer-sheets should be done 30 minutes before the end of the exam for
particular paper.

> He/she should fill report with utter precaution and same should b .
before the end of the exam. e checked 20 minutes
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block.

3.3.4 APPRAISAL REPORT

> All the staff members are required to submit their Self Evaluation Report at the end of
every term of the academic year in the pfescribed format to their Head of the
Department.

» Faculty Members are expected to update ‘their knowledge by attending

seminars/workshops/conference, after obtaining necessary permission from the Head

i
{ *

of the Department and Principal. S
» In addition to the teaching, the Faculty Member should take additional responsibilities

as assigned by HOD / Principal in academic, co-curricular or extra-curricular activities.
» Faculty Members should attempt to publish research papers and articles in reputed

International / Indian Journals, Magazines and Periodicals. Further they should also

author and coauthor textbooks as per changing curriculum.

-----------------------------
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CHAPTERV

CODE OF CONDUCT FOR CLASS COORDINATOR

» Class Coordinator shall maintain the report of all the lecture of all the week for all the
subjects, exams conducted and activities for the class.

» Class Coordinator shall maintain proper list of student of the class and is responsible to
distribute teaching plan/attendance book along with student list pasted on it to
respective subject faculty of the class.

D » He/ She shall twice in a month i.e. after every 15days; check status of syllabus from
every faculty of the respective class and report the same to HOD if proper prescribed
format.

% Class Coordinator shall collect the feedbacks of all the subjects for every
semester/academic year and submit the same to HOD.

» In case of staff's emergency leave he/she shall do the adjustment of lecture and same
should be informed to HOD.

> Coordinator shall compulsory fill daily Lecture report and submit it to HOD.

» If found; any staff have not taken lecture .for the day shall be questioned by the
respective coordinator and same should be informed to HOD.

> He/ She shall identify slow learners, advanced learners and normal students from the

(\ respective class and should structure the courses (Bridge, Certificate, Add-On etc.)

accordingly for the students.

> They shall maintain the record of the courses offered to the students during the
Semester/Academic year.

» Coordinator shall encourage students to participate in more and more activities
conducted by the Institute/College or by other Institutes/Colleges.

» They shall call parent meeting twice in the semester and maintain the record for the
same and shall collect the feedback Institute/College from the parents.

» Any changes in syllabus, curriculum should be conveyed to the faculties and students.
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CODE OF CONDUCT FOR HEAD OF DEPARTMENT

> The work load (teaching and departmental) of all the staff should be fixed by the Head

of the department.

The Head of the Department should be responsible for academic planning and

academic audit of the department and implementation of academic policies approved
by the Principal. .

The teaching load should be allotted by the HOD after taking into account of the Facglh%
Member’s interests/choices. L

The Head of the Department should arrange the weekly meetings of the staff to appraise
the progress of academic and administrative work.

The Head of the Department should encourage Faculty Members to update their
knowledge by attending seminars/workshops/conference.

The Head of the Department should encourage Faculty Members to author text books
and publish research papers in reputed International / Indian Journals / Conferences.

The Head of the Department should arrange for feedback responses from the students,
and the parents on quality-related department processes.

The Head of the Department should write confidential report for all staff members of
his/her department and submit it to the Principal.

Head of the department should take decisions regarding the leave, outside duties, e&&
duties of the faculties in the department.

HOD should distribute extra duties to staff according to the skills they have.
HOD shall be responsible for the overall development of own staff of the department.

HOD shall involve every staff and align their activities to achieve Insti

tute goal and
objectives.

HOD shall yearly revolve the tasks of the department making sure that no one is left out
of getting experience in it.

HOD must give clear guidance regarding conducting the practical /unit test/term end
exam and ensure the same has been followed by the staff,

PHné€ipal
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1 - General Guidelines

i. This document shall be called as ‘Arihant Collg:ge Hr Manual’.

ji. These Hr Manual shall apply to all employees OfiArihant"College of Arts, Com & Science,
Camp. . e

iii. Arihant College reserves the right to amend (delete, add or modify) these Hr Manual from
time to time and such amendment shall be binding on all the employees from its effective date.

2 — Arihant College- Vision statement

“Arihant College aims to constantly strive and provide compréhenswe academic education in a
healthy learning environment, nurturing leaders for the competitive world.
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Mission

s - cive work culture with highest |y

“To provide the best educational opportunities in the most conducive w orll\ aultdrt hig 1est leve)
C S ressively enhanced manner™.

of professionalism and dedication to develop leaders in a progressn ely enha

4- Arihant College- Values
Our Values:

O Integrity

O Commitment

U Discipline

O Research &Innovations

U Healthy Learning value

S- Arihant College - Quality Policy

At Arihant College educationalist are involved in the mission of evolving Quality education
System for institute growth and better tomorrow. In our institute, students perceive value
of total aspects of satistaction.
This shall be achicved through,

O Continual improvement in all areas of operations..

0 Applying for NAAC

U Development of human resources through training and motivation.

6- Health, Safety and Environment Policy

Protection of health, safety and the prevention of pollution to the environment are primary
goals of the Institute. The Institute will strive to develop and provide products and
services that have no undue environmental impact and are safe in their intended use,

efficient in their consumption of energy and natural resources and can be recycled, reused or
disposed of safely.

N\




7- Arihant College Staff working Policy

Thfa Institute, its subsidiaries and affiliates
ofits employees. As such, the Institute has
the fundamental rights of its employees.

, Tecognize its responsibility to respect and protect the rights
adopted the following guidelines as part of its goal to respect

The Institute:

a Shall obey and comply with AICTE & SPPU norms practices and maintain good working
relationships with its employees.

0 Shall seek to provide a safe and healthy work environment.

O Shall not engage in nor support the use of corporal punishment, mental or physical
coercion, or verbal abuse.

O Prohibits discrimination of employees based upon sex, race, national ori
beliefs, or religion and maintains a discrimination-free work environment.

0 Prohibits, and complies with laws prohibiting acts of sexual ha
workplace.

0 Shall comply with 'applicable institutional standards -relating to work h

8 - Arihant College Work Place Employment Policy

¢ Equal Employment Opportunity
Institute policy prohibits all unlawful discrimination against any employee or applicant
The Institute is committed to providing equal opportunity to all qualified individua ts |
promotion policies. The Institute will Endeavour to create a workforce that is a reflectiol 6 85
population ofthecommumities irwhictritoperaes———————————————

o Harassment o
The Institute believes that all employees® workers, staff should be treated with dignity and respect. It is

the policy of the Institute to provide a work environment which is free from harassment.

As used in this policy, harassment includes sexual, racial, ethnic, and other forms of harassment,
including harassment based upon disability. Some examples, depending on the facts and circumstances
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Universities Act, and the Statutes, Ordinances, Regulations and the Rules of the

H 1. Employee services will be governed by the provisions of the Maharashtra
University and as will be amended from time to time by the University and the

regulations.

2. Employee will be on a contractual appointment from the date of joining of the services in
this Arihant college till the end of Contract. Appointment is strictly subject to fulfillment
of minimum eligibility criteria & the experience required for the said post as per the
AICTE & UNIVERSITY OF PUNE norms. If employee do not fulfilled the required
qualification during the academic year or during services are not found suitable, employee
services can be discontinued without assigning any reason and without any notice.

3. Appointment is purely on Ad—Hoc basis for the period mentioned in the appointment letter
of which it shall stand terminated automatically without any notice. Also this order has no
legal standing to claim for continuation of service and will not assign any authority to

employee to fall under any jurisdiction against this notice. Employee has to give one
salary in lieu of the notice, to the institute while resigning
session.

T T T T T T T s TIPS P S b AL

month’s notice or one month’s
the job. It is desirable that one does not Jeave the job during the teaching

The chairperson however has discretion to relax this condition.

5. Employee will report to the concerned Head of the Department/Principal and have
to shoulder the responsibilities in analyzing etc. of the activities/curriculum/Department

and the Institute.

T T T T ST e TR s

6. Employee services shall be discontinued without any notice & non-assigning any reason,
due to loss of confidence, gross negligence, in-efficiency at work, non deliverable
performance at work or any willful act of misconduct on employee part without any notice
and any time during the said tenure and if so in such case employee will be paid the salary

only till employee’s last working day with the organization.

) O
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7. Employee appointment is subject to approval from the University of Pune. Employee has
to fulfill all the required qualifications & experiences for the said post according
to the AICTE & Pune University norms time to time. If the University objects about any
point with respect to qualification, NET/SET/ experiece, age requirement etc. then in such
case the university and Arihant College decision will be final and any claim on the said
post after or during the service period will not be considered.

T T ey e W ——
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10- Work Days, Institute Timings & Attendance System

RS

Scope — All employees of Arihant College.

1. Teaching Staff: Working days are from Monday to Saturday.

Sunday is a weekly off.
Non Teaching Staff : Working days are from Monday to Saturday.

i . Sunday is a weekly off.
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7% <. Ihe work timings of Arihiant Collcge 1s as Tollow:

U For Teaching staff: 09.00 am to 03.30 p.m.
0 For Non Teaching Staff : 9:30 am to 05:00 p.m.

3. Lunch Time - 1.30 pm to 2.00 pm
Applicability: Employees who are present in the Institute.

For Teaching and Non Teaching staff,: Lunch break is for 30 Minutes

4 Grace Time, Half day & late coming
Grace Time

0 Up to 10 minutes grace time is available for employees reaching late to their respective work
place after their official in-time.

Late Coming

O Any employee coming after grace time shall be considered as late.

O Three (3) late marks shall attract deduction of a half day’s leave.

O Employee must inform his / her Reporting Authority if he / she is coming late..

O Employee must inform his / her Reporting Authority if he / she won’t be coming to work due to any
reason or emergency — immediately he / she is coming to know about his emergency.

Half day .
Half day shall be defined as 4 hours of work excluding the lunch.

5 Employees may require working on weekly off, Holidays and on non working days as per the

decision of Management. . . .
In an event employees are required to attend college on Institutional holidays for duties

related to your appointment i.e. staff developmental programs /special lectures, conducting
exams, seminars, conferences, sports and games, college day celebrations etc. employee shall
attend duties without fail and no extra remuneration will be payable for the same.

In such scenario, Compensatory Benefits policy shall be applicable.

6 Attendance System

It is mandatory for all the Employees to mark their attendance daily in “Attendance Register™.

7 Verification and Calculation of Attendance '

The attendance shall be verified and calculated based on attendance records present in
Attendance system. (Bio Metric Attendance system and / or Attendance register as per the
applicability)

8 Out-Door

Definition:
Out-Door means Employee going for official work during regular working hours.

Important Points:

O If Out-Door is necessary, Employee must take an approval from their Reporting Authority in
advance, via E Mail / such request must also be marked cc to HR Department.

O The Reporting Authority must approve this request on the same day of the request made.




O In case of verbal approval for Out-Door (due to attending ofﬁcial work w‘ithout coming to
work place in case of emergency), an e-mail must be sent to Reporting Authority of Employees
with cc to Human Resource Department within 48 hours of coming to work place. Those not
having email facility shall have the written approval from HOD to HR prior to his outdoor work.

0 If the Reporting authority requests an employee for Out-Door in the morning, He / She need
to inform the HR via E Mail about it and submit OD form to Admin Department..

O Any Out-Door without advance intimation and approval shall be treated as absent.

11— Public Holiday Policy

Scope — All employees of Arihant College.

Public Holidays — National & Festival Holidays are declared by SPPU.

12- Compensatory Benefit Policy
Scope — All employees of Arihant College.

Eligibility: Having worked on non-working day.
Benefits :

Arihant College acknowledges the contribution of its employees who have gone all the way and shown

the dedication to the work by working on any of the non working day. To value this dedication, Institute
offers as a compensatory benefit.

Employee can opt for leave for one day against worked on Non-working day.
This option shall be availed within 30 days* of working on non-working day.

13 — Salary, Increment

¢ Salary will be paid on or before 7th of every month.

o It is advisable for employees to have a savings account with Bank as per the communication
from HR in this regards so that the salary can be directly transferred to the respective savings
account of employees.

o The Details of Salary and Increment shall be kept confidential.

14- Employee Facilities, Employee Recreational activities
Scope: — All eligible employees of Arihant College.

Following facilities, benefits and Employee Engagement programs are offered by Arihant College to its
Employees

Facilities

U Employees Provident Scheme to applicable employees

O Identity Card

U Uniform to eligible employees




mployee Engagement Programs
' O Festival Celebration

0 Traditional Day

Safety

O First Aid Box

0 Fire Extinguisher

0 Hand gloves

0 Nose Mask

~a_

15- Discipline, Decorum & Code of Conduct
Employees must adhere to the following guidelines

* Identity Card
e Arihant College shall issue Identity Cards to all eligible employees.

o Wearing Identity card is compulsory in Institute premises, on duty in a manner that it is
| visible

é o Employees must return their Identity card at the time of separation from the
% Institute

o Itis expected that employees do not misuse the Identity card in any manner.

- Dress Code

g e As a member of the Arihant College family, each employee is expected to present ina
professional appearance at all times. All men are expected to wear Business Casuals i.e. Formal
% Trousers, Shirt, and Smart Formal Polished Shoes.

g e While the range of ladies® business attire is broader, they must maintain

g comparable standards i.e. Sari, Salwaar-Kameez.

- For Teaching staff: Sari, Salwaar-Kameez

For Non Teaching staff: Sari, Salwaar-Kameez
16- Performance Review and Training

e Performance Review

o All Employees performance shall be reviewed using Appraisal System. It is mandatory for each
employee to exercise Appraisal Systems implemented by Arihant College and contribute to the
Growth of Institute. Arihant Collegeh as implemented performance Review System as below.

e Annual Appraisal System: The rating of all semester Appraisals shall determine the annual
performance ratings of an employee.

o This Annual Appraisal is also coincide with Increments as per the eligibility.

Training
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* Arihant College believes in constantly upgrading the skills of its employees by providing regular

training. To achieve this objective, the Institute has initiated Faculty Development Program -
(FDP).

It's very important and compulsory to attend all the training programs as applicable
and assigned by SPPU & the Management.
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17. Resignation:

18.

Commerce & Science (ACACS)

Solapur Bazar, Camp, Pune - 411 001

» Employees can resign from the services of Arihant College by giving notice applicable ag
mentioned in the appointment letter of Arihant College Hr Manual, which may be revised from
time to time.

e Itis preferred and expected that the Employee must talk with his / her Reporting Authority or
with the Management on the reason/concerns before giving formal intimation for resignation.

* Final dues shall be settled after 30 days from the last working day after ensuring that the

employee has completed with his / her obligations to Arihant College of Arts, Commerce &
Science.

o Employees not giving proper one month notice, hand over or failing to meet any process as laid
down in the aforesaid “Exit Process may not be relieved, and settlements due to such
employees may be withheld and / or forfeited.

o The Mar}agement shall have the right to refuse to accept the resignation of any employee when
any disciplinary action is contemplated or pending against him/her and / or any task assigned to
the concerned employee is incomplete or pending.

Notice Period

* The resignation letter must be submitted in writing with sufficient notice of minimum 30
days or as mentioned in the letter of appointment.

e Termination / Dismissal

e The services of an employee are liable to be terminated in the following cases:

e Major misconduct '(as per definitions under the AICTE & SPPU.

e Unsatisfactory performance (as decided within the performance appraisal & in
conjunction with the Management)

e Giving false statements about his / her personal / professional background or suppression of
relevant facts during the selection process / at the time of joining.

e Involvement in criminal offence(s).

e Violation of the terms, contract and undertaking given at the time of joining / thereafter.
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