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UNDER THE MANUAL OF ETHICS

I. Particulars Shri Vijaysinha Yadav Arts and Science College Functions and Duties:

1) Name of the Office

2) Address

3) Head of the Office

4) Government Dept.

5) Administrative Dept

6) Area

7) Functions

Shri Vijaysinha Yadav College, Peth VVadgaon.

Latawade Road, Peth VVadgaon, Tal.
Hatkanangale, Dist. Kolhapur

The Principal, of the college is empowered to

work as head of the office and of the institution

The Higher and Technical Education Department,

Government of Maharashtra

Shivaji University, Kolhapur

The Joint Director of Higher Education, Kolhapur
Region Government of Maharashtra

Peth VVadgaon

As laid down below




ORGANISATION, FUNCTIONS AND DUTIES

The Principal of the College is the Administrative and Academic Head of Shri Vijaysinha Yadav
Arts and Science College and she exercises control and supervision over all aspects of admission,
teaching and conduct of internal and University examinations, with the assistance of the teaching,

clerical or administrative and other staff under he / her control. There are:

Associate Professors
. Assistant Professors
. Ad-hoc Assistant Professors

. Librarian

. Librarian
. Head Clerk

. Senior Clerk

1.
2
3
4
5. Office Superintendent
6
7
8
9

. Junior Clerks
10. Laboratory Assistants
11. Laboratory Attendants
12. Library Attendants
13. Peon




Il. THE POWERS & DUTIES OF OFFICERS & EMPLOYEES

1. POWERS OF PRINCIPAL

Subject to the supervision and general control of the Shivaji University and the

Government of Maharashtra, the Principal as an administrative and academic Head of the College shall
be responsible for:

a) The Academic growth of the College.

b) The teaching, research and extension programmes of the College.

c) The assisting in planning and implementation of academic programmes such as seminars etc. for

enhancing the academic competence of the Faculty Members.

d) The admission of the students and maintenance of discipline of the College.

e) The management of the College library, computer rooms etc.

f) The observance of the provision of the Accounts Code.

g) The correspondence relating to the administration of the College.

h) The administration and supervision of curricular, co-curricular/extra-curricular activities.

1) The observance of the Maharashtra Public Universities Act, and the Statutes, Ordinances,

Regulations, Rules and other orders issued by the Shivaji University from time to time,

especially as under the Statutes.

J) The Supervision of College and University examinations, assessment and moderation of answer

papers and such other work pertaining to the examinations as assigned.
k) The Assessing of reports of teachers and maintenance of service books and of other records of the
College.
I) Any other work relating to the College as may be assigned to him by the competent Authority
from time to time.
. TEACHERS AND THEIR RESPONSIBILITIES - Teachers are expected to:

a. Adhere to a responsible pattern of conduct and demeanor expected of them by the community.

b. Manage their private affairs in a manner consistent with the dignity of the profession.

c. Make professional growth continuous through study and research.

d. Express free and frank opinion by participation at professional meetings, seminars, conferences
etc. towards the contribution of knowledge.

e. Maintain active membership of professional organizations and strive to improve education and




their profession through them.
f. Perform their duties in the form of teaching, tutorial, practical, seminar and research work

conscientiously and with dedication.

g. Co-operate and assist in carrying out functions relating to the educational responsibilities of the

college and the University such as: assisting in appraising applications for admission, advising
and counseling students as well as assisting the conduct of University and college examinations,
including supervision, invigilation and evaluation; and
h. Participate in extension, co-curricular and extra-curricular activities including community service.
3. TEACHERS AND THE STUDENTS - Teachers are expected to:

. Respect the right and dignity of the student in expressing his / her opinion
. Deal justly and impartially with students regardless of their religion, caste, political, economic,
social and physical characteristics
. Recognize the difference in aptitude and capabilities among students and strive to meet their
individual needs.
. Encourage students to improve their attainments, develop their personalities and at the same time
contribute to community welfare.
. Inculcate among students a scientific outlook and respect for physical labour and the ideals of
democracy, patriotism and peace.
f. Be affectionate to the students and not behave in a vindictive manner towards any of them for any
reason.
g. Pay attention to only the attainments of the student in the assessment of merit.
. Make themselves available to the students even beyond their class hours and help and guide
students without any remuneration or reward.
i . Aid students to develop an understanding of our national heritage and national goals and refrain
from inciting students against other students, colleagues or administration.
. TEACHERS AND COLLEAGUES - Teachers are expected to:

a. Treat other members of the profession in the same manner as they themselves wish to be treated.
b. Speak respectfully of other teachers and render assistance for professional betterment.
c. Refrain from lodging unsubstantiated and mala fide allegations against colleagues to higher

authorities; and




d. Refrain from allowing considerations of caste, creed, religion, race or gender in their
professional endeavor.
5. TEACHERS AND AUTHORITIES - Teachers are expected to:

a. Discharge their professional responsibilities according to the existing rules and adhere to
procedures and methods consistent with their profession in initiating steps through their own
institutional bodies and / or professional organizations for change of any such rule
detrimental to the professional interest. Refrain from undertaking any other employment and
commitment including private tuitions and coaching classes which are likely to interfere with
their professional responsibilities.

. Co-operate in the formulation of policies of the institution by accepting various offices and
discharge responsibilities which such offices may demand.

c. Co-operate in the formulation of policies of the institution and accept offices.

d. Co-operate with the authorities for the betterment of the institution keeping in view the interest
and in conformity with dignity of the profession.

e. Perform to the best of their ability in accordance with generally accepted professional standards
of the teaching profession, to ensure there is no breach of their contract.

f. Give and expect due notice before a change of position is made

g. Refrain from availing themselves of leave except on unavoidable grounds and as far as
practicable, with prior intimation, keeping in view their particular responsibility for completion of
the academic schedule.

6. TEACHERS AND NON-TEACHING STAFF:

a. Teachers should treat the non-teaching staff as colleagues and equal partners in a co-operative

undertaking within the institution.
7. TEACHERS AND GUARDIANS:

a. Try to maintain contact with the guardians of their students, send reports of their performance
to the guardians whenever necessary and meet the guardians in meetings convened for the
purpose for mutual exchange of ideas and for the benefit of the institution.

8. TEACHERS AND SOCIETY

a. Recognize that education is a public service and strive to keep the public informed of the

educational programmers which are being provided.

b. Work to improve education in the community and strengthen the community’s moral and




intellectual life.
c. Be aware of social problems and take part in such activities as are conducive to the progress of
society and by extension, the country as a whole.

d. Refrain from taking part in or subscribing to or assisting in any way activities which tend to

promote feeling of hatred or enmity among different communities, religions or linguistic groups

but actively work for National Integration.




Duties and Responsibilities assigned to Non-teaching Employees mentioned in

the Standard Code 1984 of Maharashtra Government and Maharashtra Civil

Service Rules.
1. SUPERINTENDENT:

a. The Superintendent shall be in-charge of the College office and shall be personally
responsible for the smooth conduct and working, for the allotment of work to his
subordinates who shall be directly responsible to him with the prior approval of the
Principal.

. He shall convene regular meetings of the office staff and laboratory Assistants and shall
determine the time dimensions of each of the tasks assigned and supervise the overall
working as per the prescribed norms if any.

. He shall issue Memaos and reprimands of erring employees. He shall inspect the attendance
register of the non-teaching staff and take such action as he may deem fit in case of
habitual late comers or those who habitually remain absent, by issuing warnings in writing
and recommending to the Principal to take disciplinary action, in case the same employee
shows no improvement.

. It shall be the duty of the Superintendent to maintain cordial public relations and to attend
to the queries of the members of the public and students and supply information through
the Principal to Government authorities as per requirements. It shall also be the duty to
help the members of the public to solve their difficulties concerning office work, and to
entertain complaints, if any, against the staff subordinate to him, in the College.

. He shall carry out the duties and responsibilities in a just manner without any
discrimination and motivate his staff to take their work seriously and willingly and shall
pay personal attention to their welfare.

. He shall be responsible for the work of a highly confidential nature that may be undertaken
by his section. He shall be responsible for preserving of the documents, etc. concerning his
section.

g. The Superintendent shall personally look into the court cases concerning the College and
obtain orders/instructions from the Principal wherever necessary.

h. The Superintendent shall mark and distribute letters in the name of assistants or to the




Heads of the Departments in the College. He shall exercise a check on and follow up of
letters received from the Government, University Grant Commission, University,
Management etc.

i. He shall draft notes and deal independently the cases which are of a routine nature. He
shall also draft notes essentially with reference to relevant rules, regulations, precedence
and implications etc. or special cases and submit to the higher authority i.e. Registrar or
the Principal and give interim replies.

j. The Superintendent shall point out mistakes or mis-statements, if any, and draw attention

wherever necessary to the statutory or customary practice and point out rules where they

are concerned.

k. The Superintendent shall be responsible of examination work pertaining to the Degree
College in the overall supervision of the Principal.

I. Any other work assigned to the Superintendent by the Principal from time to time.

2. ACCOUNTANT:

a. The Accountant shall inform periodically on the financial position of the College to the
the Principal of the College and examine and ensure that the code and financial norms are
followed by the section or department. He shall prepare and present budget estimates,
with the help of Heads of Departments in the College. Prepare the budget and income
and expenditure statements, maintain all accounts and get them audited.

b. He shall attend to all the Government scrutiny, inspections and audit.

c. He shall be responsible for the proper implementation of the financial transactions as per
rules, Accounts Code, Statutes, Ordinances, Rules and Regulations made in that behalf
and monitor the finances of the College as per directions of the Registrar and place before

the College Finance Committee the financial position of the College such as its receipts,
payments Government grants and balance from time to time.

d. He shall scrutinize all bills of expenditure before recommending payment, and maintain
the cash-book, ledger, bank pass-books. He shall watch over the progress of the
expenditure and receipt of fees and Government grants in time.

e. If there is no post of Superintendent in the College or if the Superintendent proceeds on
leave the Accountant shall carry out the duties of the Superintendent in addition to his

own duties.




f. The Accountant shall carry out any other work entrusted to him by the Principal or
Registrar from time to time.
3. HEAD CLERK OR DEPUTY ACCOUNTANT:
a. Head Clerk shall perform the duties as may be assigned to him from time to time, by the
Principal, the Registrar or the Superintendent.

b. He shall be in charge of the unit or section and shall be responsible for its normal and
smooth working. He shall assist the Superintendent in the disposal of his duties and shall
look after the day to day work in the office of which he is in charge as per the instructions

received from the higher authorities from time to time.

c. He shall ensure and maintain proper co-ordination and follow up with the other
departments or section of the College.

d. He shall be responsible for the smooth, efficient and effective working of the office and
timely disposal of cases, letters, bills, reports, returns etc. and decide and maintain proper
filing procedure. He shall also ensure that the cases or letters requiring immediate and

urgent disposal are dealt with immediately.

e. He shall train the members of his department and provide guidance to all.

f. He shall dispose of important cases where relevant regulations are clearly applicable and
forward otherwise the same to the Superintendent or the Registrar with clear and specific
comments.

g. He shall keep exhaustive and self-contained notes of important papers passed down and
facilitate their movement till final disposal and also consider the proceeding of the work.

h. He shall exercise constant vigilance on expenditure, quantitative disposal of work, safety
of the records, furniture, fittings of the College, regular and orderly behaviour of the staff
under him.

i. He shall attend meetings, issue notice of meetings, prepare agenda and draft minutes of

the meetings and take follow up actions.

J. He shall inspect the racks and tables of assistants working under him and satisfy himself

that no paper or files have been overlooked and that there are no old receipts or bills lying
un-disposed off.

k. He shall submit notes or drafts for approval of the authorities through the Superintendent.




I. He shall attend to audit queries and reply to audit report, and also submit necessary
statement of accounts.

m. He shall recover grants due from the Government etc. and shall prepare the requirement of
furniture, other equipment, stationery etc. with the consultation of the Higher Authority.

n. He shall be responsible for the examination work of the Junior College unit with overall
supervision of the Superintendent.

0. If the post of Accountant does not exist in the College the Head Clerk or Deputy
Accountant shall also perform the duties of the Superintendent or the Accountant as the
case may be.

p. He shall attend to any other work assigned to him from time to time by the Higher
Authorities.

4. ALL OTHER NON-TEACHING STAFF:
The Principal shall assign duties as per the needs or requirements of the concerned College from
time to time in respect of any other non-teaching staff.
5. LIBRARIAN:
The Librarian’s post is a teaching post. The Job responsibilities of a Librarian are as follows:

1. Planning new services for the Library.

. Making rules for the Library

. Acquisitions and Gift books selection

. Classification

. Catalogue entries - checking & keywords
. Software for Library

. Library Committee

. Correspondence
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. Signatory for all bills , correspondence notices .

10. HRD special issues

11. Maintaining Discipline in Library

12. Replacement of Library books lost
13. Assigning work to the Library Staff
14. Weeding out

15. Reference to teachers, students , visitors




16. Reports to be submitted to Auditors, UGC/IQAC, Principal

17. Library Annual Report

18. Library Orientation Lectures & Tours

19. Honours in Library Science

20. Training Staff
. ASSISTANT LIBRARIAN:

The Job responsibilities of an Assistant Librarian are as follows:

a. Gift Book Processing

b. Catalogue - Data entry

c. Library Notices - Drafting, putting up notices on the Library Notice board

d. Displays

e. Binding of Books & Journals

f. Journals - General supervision

g. Discipline in the Library

h. Solar System & Panel

I . Library Clearance

j . Correspondence - Print & Dispatch

k. Library Maintenance - Liaison with Administrator

| . Hardware & Network - Liaison with Knowledge Centre

m.HRD day to day

n. Library Statistics

0. Library Membership

p. Summer cleaning administration

g. Weeding out

r. Reference

s. Printing of Spine / Book/ Barcode Labels

t. Library Orientation Tours

u. Any other work assigned by the Librarian from time to time.
. LIBRARY CLERKS:

a. Journal subscription, renewal, receipt of current issues, reminders Journal binding, Journal

accessioning & data entry




b. Display of recent arrivals of books, binding of old books

c. Plastic binding of new books, printing of Journal Labels

d. Library Shelf / Stack guides

e. Library Membership

f. Printing of Spine / Book / Barcode Labels

g. Stationery - Purchase & Distribution

h. Printing of Stationery & circulation

I . Liaison with Administrator

j . Liaison with Knowledge Centre

k. Circulation - overdue books - Phone reminders

| . Multimedia Management

m. Assisting Librarian in acquisition work

n. Typing & Other Assistance to Librarian

0. Any other work assigned by the Librarian from time to time
. LIBRARY ATTENDANTS:

a. Issue / Return of books

b. Writing statistics of issue / return

c. Label pasting (Spine, Book & Barcode) d. Shelving of Books & dusting

e. Shelving of Journals

f. Summer cleaning

g. Physical Verification of Books

h. Any other work assigned by the Librarian from time to time




The particulars of facilities available to citizens for obtaining information, including the working hours
of a Library or reading room if maintained for public use:
1. Visiting time for the Principal : 10.30 a.m. to 12.30 p.m.

2.30 p.m. to 3.30 p.m.

2. Website : WWW.Vympv.ac.in
3. Telephone Nos. : 0230-2471599
4. Library Time : 09.00 a.m. to 5.00 p.m.

Generally the Library facility is available only to students of the College but a person coming from

outside the College can access the Library facility with the prior written permission of the Principal.




CAMPUS CODE OF CONDUCT

Students are expected to maintain the highest standards of discipline and dignified manner of
behavior inside as well as outside the College campus. They shall abide by the rules and
regulations of the College and should act in a way that highlights the discipline and esteem of the
College.

A six day working schedule from Monday to Saturday is followed. Classes are scheduled from
7.30 a.m. to 5.10 p.m. At 10:45 am National Anthem will be played through audio. The students
shall stand in attention till the National Anthem ends. Those who are standing outside the
classroom are also expected to follow this.

All the students are expected to be present in the class well -within time and late coming will
attract a fine of Rs 100. Late coming will also result in loss of attendance for the corresponding
hour.

Students shall rise from their seats when the teacher enters the class room and remain standing
till the teacher takes her/his seat or they are allowed by the teacher to sit. Silence shall be
observed during class hours.

Teachers shall be greeted appropriately with "Good Morning Sir/Miss" or "Good Afternoon
Sir/Miss" and a "Thank you Sir/Miss" when the teacher leaves the class room.

No student shall enter or leave the class room when the session is on without the permission of
the teacher concerned.

Students having lab sessions have to report to the lab directly in time and they are not expected to
go to the class room.

In the events of Student seminars/project presentations etc., it is compulsory that all the students
of the concerned class be present for the entire session.

All students shall leave the classes immediately after the class is over. No students shall wander
or gather in verandah, corridor, and staircase etc. Do not spend much time in canteen, coffee

shops etc.

All leave applications (Regular & Medical) shall be submitted in time, for sanction by HoD and

concerned teachers. Application for medical leave shall be accompanied by valid medical
certificates.
Students shall come to the college in approved uniforms with formal shirts tucked into trousers

with black belt and black shoes or semi covered chappels. Hawai type rubber or plastic chappals




are not permitted. In addition, lady students will have a dupatta over their kameej. Besides those
who are in laboratories shall wear their respective lab-coat.

Students shall not make any alterations to the Uniform issued from the college without the
permission of the concerned HoD and any violation of this will attract a fine of Rs300 and
repetition of this could result in suspension from the college.

All the students are expected to attend all college functions in college uniform unless otherwise
specified.

All the students shall wear their identity cards, well displayed. Identity badge is a public
document and any teaching staff and non teaching staff shall have the right to peruse it. Denial of
that alone invites disciplinary action.

All kinds of tattooing, body piercing, hair styling etc. that goes against the existing social norms
and which could go against the spirit of VYC academic values will be referred to the discipline
committee.

Any dress code violation noticed within the campus will attract a fine of Rs.300 and could

initiate further disciplinary actions.

As per the Govt. order, students shall not bring powered vehicles inside the campus, unless they
are not having license

Students are expected to maintain silence in the academic buildings to maintain the decorum and,
any deviant behavior such as hooting, whistling, loitering etc. will be treated as an instance of
indiscipline.

For independent study, students are expected to use the class rooms, library or the demarcated
areas of the academic building and shall not resort to sitting in staircases or circulation areas
where they could interfere with the free movement.

Students are encouraged to make use of the library, common computing facilities and to involve
in professional body activities or any program authorized by the college beyond class hours.
However under normal circumstances students shall retreat to residences by 6.00PM.

Access to academic buildings beyond the above timing and on holidays without written

permission from the concerned HoD will be treated as a case of indiscipline.

All the students are advised to follow the VY C Mobile phone policy and bring to the notice of

the authorities violations if any.




Keep the campus neat and clean. Do not put any waste anywhere in the campus except in the
waste baskets kept. Any violation of this shall invite a minimum fine of Rs. 100/-.

Consumption of intoxicants / psychotropic substances in any form or smoking or using chewing-
gum, panmasala etc. are strictly prohibited.

It is strongly advised to refrain from activit ies such as scribbling or noting on walls, door or
furniture which could deface the college and destroy the academic ambiance.

Carefully handle the furniture, equipments, fixtures and appliances of the college and lab.
Careless handling/misuse of the above could result personal injuries or damage to property
Follow safety precautions near moving machines and electrical installations. In the event of
damage of property, the responsible students will have to bear the cost of replacement/repair with
fine.

Students are not permitted to arrange any unauthorized celebrations and decorations of any
magnitude in the campus.

Students are not permitted to distribute or display (both physically and electronically) material
such as notices, banners, etc. in the campus without the permission of the competent authority.
Students are expected to make use of academic, co-curricular and extracurricular facilities
available to the optimum levels. This will certainly make them physically fit, academically
competent, mentally alert and socially sensit ive.

Students who intend to represent the college in intercollegiate events shall take prior permission
from the concerned head of the department and the selection will be based on parameters such as
academic performance, attendance, character, existing academic pressure and competence of the
student in the proposed event for participation.

On duty leave applications will not be entertained beyond 10 working days from the actual date
of leave under any circumstance. The maximum number of on duty leave admissible is restricted
to 10 days per semester.

During internal examinations of 2 Hr period, students are not allowed to leave the hall wit hin
one hour from the beginning of the exam, and students have to occupy the seat 5 minutes before
the commencement of the examination.

Political activity in any form is not permitted in the College campus. Unauthorized meetings,

propaganda work, processions or fund collections are forbidden within the College and outside

the college.




Harassing juniors, ill treatment to other fellow students or any such form of ragging is
objectionable and liable to be treated as criminal offence by the law enforcing agencies as per the
directives of Hon'ble Supreme Court of India.
Misbehavior towards girl students, use of threat or violence against members of the staff or
fellow students will be considered as very serious cases of misconduct.
Pay fees in advance or in time, which will avoid fines.
Any violation of the above rules will invite penalty in the form of warning, fine, bringing of
parents or any course of corrective measure as found suitable by any staff member or higher
authority of the College.
In case of any instance of noncompliance of existing rules or any observed matter/behavior that
deviates from the vision and mission of VYC, all the staff members are empowered to initiate
disciplinary procedure by filling in a standard form which in turn may lead to the constitution of
an enquiry committee and further proceedings.
1 Fine policy of VYC: The money collected from the students as fine on instances of noncompliance
with the rules and norms will be kept in a separate account and will be utilized for purposes such as
charity, scholarship, student co-curricular activities and renovation/maintenance in case of damage

to property.

1 1 Mobile Phone Policy : Introduction
The purpose of this policy is to establish clear cut guidelines regarding the usage of

mobile phones inside the campus. This policy is applicable to all those who enter the

campus.

Mobile Phone Policy
Realizing the importance of communication and the possible impact of mobile phone

usage inside the campus, the following guidelines are arrived at.

1 Students are not permitted to use mobile phones within the campus.
] Students who are staying in college hostels should not bring the mobile phones

to the college.




Day scholars carrying mobile phones to the college shall deposit the same in
the designated place before 8.55 AM and can collect the same after 4.10 PM.
The mobile phones shall be kept in silent mode while depositing in the
designated place.

All the staff members are empowered to confiscate mobile phones found with
students violating the above rules.

Students violating the above rules will be fined an amount of Rs 1000/- and

the confiscated mobile phones will be returned to the students only after the

completion of their course.

Staff members are allowed to use mobile phones in their respective cabins.




