
KSN GOVERRNMENT DEGREE COLLEGE FOR 

WOMEN, ANANTHPURAMU 

CODE OF CONDUCT FOR STUDENTS AND STAFF 

 

Students’ Code of Conduct 

Dos    

 Use only deferential and polite language and behave with decorum 

with the faculty, staff, students, guests and visitors of the college. 

 Conduct induction programs for newly admitted students, bridge 

courses for difficult subjects and remedial classes for slow learners and 

daily study hours for all the students. 

 Inculcate and encourage zealous and ambitious attitude among 

students. 

 Respect the Philanthropist and founder of college, parents and 

stakeholders. 

 Read and adhere to the notices/circulars displayed on the college 

Notice Board/Website. 

 Failing to read any notice/circular thus displayed shall not be accepted 

as an excuse for non-compliance with the directions contained therein. 

 All vehicles should be parked in the reserved parking space only. 

 While participating and performing in college functions, and while 

representing college at other institutions students will conduct 

themselves in such a manner as to earn laurels for themselves. 

 Be regular, punctual and disciplined in attending classes and while 

participating in all activities concerned with the college.  

 The students are expected to attempt all assignments, tests and 

examinations of this college sincerely and try to perform their best. 

 Each student of this college must always possess and carry Identity 

Card with their photograph affixed on it and duly attested by the 

Principal. 



 Utilization of the institutional resources such as Library, Virtual Labs, 

Digital Classrooms, Laboratories, Computers, Laptops, Electricity, etc. 

judiciously and effectively. 

 Reporting of any genuine grievances to the concerned authority 

without fear and hesitation. 

 Be regular and punctual to the college. 

 Post attendance in the biometric machines provided in the college. 

 Attend college in prescribed uniform. 

 Always wear Identity Card while being in college. 

 Be diligent in the class. 

 Interact with teacher and other students in the class in a polite 

manner. 

 Seek clarifications in academic matters. 

 Approach concerned ward counselors if any counseling is required. 

 Complete and submit your assignments and the projects in time. 

 Do apply for scholarships in time. 

 Pay College fees in time. 

 Procure books & material suggested by your teacher. 

 Take active participation in peer teaching & peer learning activities. 

 Participate in all co-curricular and extra curricular activities organized 

in the college. 

 Keep the premises and classrooms clean. 

 Maintain silence while the class is going on. 

 Collect & segregate waste papers and plastic for their proper disposal. 

 Use laboratories properly. 

 It is the property of the college. Utilize it judiciously and ensure that 

it is passed on to your juniors in perfect condition. 

  Follow the system of queues in the college mess, while recording 



attendance in bio metric devices  

     and while collecting drinking water. 

 Switch off fans & lights while leaving classroom 

 Attend study hours regularly at the specified timings. 

 Maintain library timings 

 Use sports arena when you have leisure. 

  Enthusiastically participate in NCC/NSS activities. 

  Keep wash rooms neat and clean. 

 Flush properly after every use. 

 Use dustbin for disposing off your litter. 

 Used sanitary napkins should be dumped in the trash can only. 

 Inculcate friendly and helping nature towards your classmates and 

room mates. 

 Use the canteen for refreshments and maintain cleanliness. 

 Be in time for examinations. 

 Utilize the supporting services offered by the college in moulding 

your future and career. 

       Apply and take part in summer coaching programs for students          

offered by college and other  prestigious  institutes. 

 Be punctual and disciplined in attending the college. 

 

DON’Ts 

 All shall abstain from indulging in violence and anti social activities. 

 Shall not speak or behave in any manner that would bring disgrace to 

the College. 

 Assembling in groups on the road, entrance, exit and pathways is 

strictly forbidden. 

 Should not leave the class or attend it late under the pretext of paying 

fees, visiting the library, visiting the labs, etc. 

 Smoking and consumption of all kinds of alcoholic drinks/drugs inside 

the college is strictly prohibited. 



 Damaging the building or any other property of the college in any way 

is strictly prohibited. 

 Stealing or utilizing institutional resources for personal work is strictly 

prohibited. 

 Indulging in Ragging and Eve Teasing are crimes and are strictly 

prohibited by an act enforced by the Government of Andhra Pradesh 

 Don’t be disrespectful to your teachers and class IV employees. 

 Misdemeanor during examination, submission of false 

information or documents for admission purpose and the failure to 

return material borrowed from the college woul be seriously dealt with. 

 Don’t write anything on benches. 

 Don’t involve, either directly or indirectly, in any form of politics 

neither in the College nor outside, during the period of study. 

 Use of mobile phones/other electronic gadgets such as ipod, iphone 

within the classrooms, laboratories, seminar halls, hostel and 

auditorium is strictly prohibited.  

 Violation of this rule by any student would result in confiscation of 

the devices and stringent disciplinary action. 

 Don’t wear expensive ornaments. 

 

THE PRESCRIBED CODE OF CONDUCT FOR NSS VOLUNTEERS 

 All volunteers shall work under the guidance of a group leader 

nominated by the Programme Officer 

 They shall make themselves worthy of the confidence and cooperation 

of the group/community leadership. 

 They shall scrupulously avoid entering into any controversial issues. 

 They shall keep day to day record of their activities/experience in the 

enclosing pages  of the diary and submit to the Group 

Leader/Programme Officer for occasional guidance. 



 It is obligatory on the part of every volunteer to wear the NSS Badge 

while doing  

service. 
 

 

 

 

 

 College: Dos 

 

 Use only deferential and polite language and behave with 

decorum with the faculty, staff, students, guests and visitors of the 

college. 

 Be regular, punctual and disciplined in attending classes and while 

participating in all activities concerned with the college. 

 Read and adhere to the notices/circulars displayed on the college 

Notice Board/Website. 

 Failing to read any notice/circular thus displayed shall not be 

accepted as an excuse for non-compliance with the directions 

contained therein. 

 All vehicles should be parked in the reserved parking space only. 

 Conduct induction programs for newly admitted students, bridge 

courses for difficult  subjects and remedial classes for slow learners 

and  daily study hours for all the students. 

 Inculcate and encourage zealous and ambitious attitude among 

students. 

 Display alumnae performance, contributions and amenities 

available in the college  and vision and mission of the college at 

prominent places. 

 Respect the Philanthropist and  founder of college, parents and 

stakeholders. 

 Arrange gender sensitization and awareness programs frequently. 



 While participating and performing in college functions, and while 

representing college at other institutions students will conduct 

themselves in such a manner as to earn laurels for themselves. 

 The students are expected to attempt all assignments, tests and 

examinations of this college sincerely  and try to perform their best. 

 Each student of this college must always possess and carry Identity 

Card with their photograph  affixed  on it and duly attested by the 

Principal. 

 Utilization of the institutional  resources such as Library, Virtual 

Labs, Digita Classrooms, Laboratories, Computers, Laptops, 

Electricity, etc. judiciously and   effectively. 

 Reporting of any genuine grievances to the concerned authority 

without fear and hesitation. 

 

       DON’Ts 

 

 All shall abstain from indulging inviolence and anti social 

activities. 

 Shall not speak or behave in any manner that would bring 

disgrace to the College. 

 Assembling in groups on the road, entrance, exit and pathways is 

strictly forbidden 

 Should not leave the class or attend it late under the pretext of 

paying fees, visiting the library, visiting the labs, etc. 

 Smoking and consumption of all kinds of alcoholic drinks/drugs 

inside the college is strictly prohibited. 

 Damaging the building or any other property of the college in any 

way is strictly prohibited 

 Stealing or utilizing institutional resources for personal work is 



strictly prohibited. 

 Indulging in Ragging and Eve Teasing are crimes and are strictly 

            prohibited by an act enforced by the Government of Andhra Pradesh. 

 

 

 

 

Code of Conduct for Teaching Faculty 

Do’s 

 Be well prepared before you stand in front of the students. 

 Prepare a teaching plan in advance and try to adhere to that. 

 Be aware of student’s previous knowledge and abilities, while planning 

         and conducting curricular and co-curricular activities. 

 Follow decent and proper dress code and  be well groomed. 

 Adopt Blended Mode of teaching and incorporate learner centric 

methods. 

 Use teaching methods appropriate to the topic and student ability. 

   Use teaching methods appropriate to the topic and student ability. 

 Inculcate interest in subject using case study methods and involving 

the Students in activities. 

 Prepare video lessons as per your student requirements and upload 

them on LMS platform of the college and the CCE. 
 Inform student’s progress to parents from time to time and conduct 

parent- teacher meetings at least twice during the academic year. 

 Cater to the  students’ academic needs with a pleasant smile and 



positive attitude. 

 Try to integrate students’ comments and opinions in the lecture. 

 Inculcate positive body language. 

 Elucidate student feedback and responses during the lecture. 

 Try to identify and call students by their names. 

 Give clear instructions while setting an assignment or conducting an 

activity. 

 Follow the proverb “The art of teaching is the art of assisting 

discovery” 

 Offer objective feedback according to the students’ performance and 

encourage them to excel themselves 

 Acknowledge students’ strengths and positive attributes. 

 Provide opportunity to the students for their holistic development 

 

    DON’Ts 

 Don’t be late to class 

 Maintain appropriate proximity while teaching 

 Don’t be harsh and unsympathetic towards students 

 Don’t deviate much from your curricular teaching plan 

 Don’t be over confident 

 Don’t be monotonous 

 Don’t stand rooted at one place while teaching 

 Don’t punish the whole class because of one student 

 Don’t invade into students’ privacy 

 Don’t make prior assumptions about students’ knowledge and 

abilities without testing them and giving them opportunity to share 



their knowledge with the class 

 Never lose your love of learning 

 Don’t find fault with the students for your shortcomings 

 

 

 

 

Non- Teaching/Class IV Employees 

 
   Do’s 

 Maintain absolute integrity at all times in all administrative 

matters. 

 Be dedicated towards the specified duties and responsibilities 

always. 

 Be independent and impartial while discharging duties. 

 Inculcate a responsible and decent behavior and approach in 

private life. 

 Offer prompt and polite service to the students and be courteous 

towards them. 

 Observe proper decorum during lunch break. 

 Respect your Organization, colleagues and students and abstain 

from gossip and spreading  rumours. 

 If any legal proceedings are initiated against you regarding the 

recovery of an debt, damage or for declaring you as insolvent, 

report the full facts of such proceedings and grievances to the 

immediate competent authority. 



 

 Act in accordance with the institutional policies. 
 

 Fulfill official duties, with utmost integrity, communicate 

information to a person in accordance with the ‘Right to 

Information Act, 2005′ and the rules mentioned there under. 

 

 Maintain all records properly 

 Update all records for auditing at 

the end of financial year 

 Maintain the scholarship records of students separately 

 Extend sincere cooperation and coordination in maintaining 

positive and vibrant environment in the office. 

 Procure funds from available resources for the development of 

College 

 Uphold the cordial and academic ambience in College 

 

DON’Ts 

 

 Don’t demand bribe from the students, parents and other 

stakeholders. 

 Don’t impose your ideas and opinions on others forcefully. 

 Don’t bully the students. 

 Do not engage in private consultancy work. 

 Never neglect official work.  

 Do not consume any intoxicants while on campus. 

 Do not make public appearance in an inebriated state. 

 Do not make public appearance in an inebriated state. 



 Do not indulge in any act of sexual harassment. 

 Do not use your official position or influence directly or indirectly 

to secure employment for any member of your family in any 

company or firm. Maintain absolute devotion towards duty 

always. 

 Never disclose confidential data to external parties. 

 Don’t distract students’ concentration by conveying irrelevant 

information. 

 Do not indulge in any kind of sexual harassment and avoid 

making offensive comments. 

 Avoid using your official position or influence directly or indirectly 

to secure employment for any member of your family in any 

company, organization or firm. 

 Don’t be rude to students. 

 Never procrastinate the work 

Do’s and Don’ts in Labs 

Do’s 

 Follow the safety policies and procedures. 

 Ensure that all the students who are using the lab follow the safety 

procedure. 

 Know the precise location of all safety and emergency equipment 

available in the Laboratory 

 Practice the fire drill procedures occasionally and have knowledge 

about safe exits. 

 Familiarize yourself with all lab procedures before doing the lab 

exercise. 



 Report all accidents, hazards or chemical spills to the instructor 

(no matter how small). 

 Keep you work area clean and clutter free. 

 Turn off the equipment and heating apparatus before leaving the 

lab.  

 Ensure that there are no flammable chemicals in the surrounding 

area before lighting 

           the burners. 

 Tie back long hair and remove dangling  jewellery during 

experiments. Always    ensure   that electrical equipment is in the 

off status before plugging it into a socket. 

 Use extreme care while handling sharp objects. 

 Dispose off all chemicals, broken glass and other lab material  into 

the proper containers   as specified. 

 When heating liquids in a test-tube always point the test-tube 

away from other students. 

 Keep all flammable material away from fire and electricity. 

 Never work alone in the laboratory. 

 Clean the equipment after using. 

 Have a first aid kit readily available in case of emergency. 

 Handle the lab equipment with extreme care. 

 Wash the apparatus before the commencement and after the 

experiment is completed 

 Make sure that all glass apparatus is in perfect condition before 

using. Avoid using low quality glass apparatus or damaged 

apparatus for avoiding any adverse reaction. 

 Check your burner the rubber tube for leakage of Gas before 

igniting the burner. 

 Avoid chemical splashes on body from corrosive substances such 



as strong acids and    alkalis  by wearing goggles, spectacles and 

gloves. 

 Laboratory coats (if available) must be worn during the entire 

course of the experiments. 

 Burners must be extinguished immediately after the experiment is 

performed. 

 Strong acids and alkalis should not be mouth pipette as there is 

every chance of getting  poisoned. 

 If fire is observed an alarm must be raised, the laboratory must be 

evacuated  immediately.  

 Before using the fire extinguisher, the gas and electricity must be 

put out. 

 Handle the hazardous chemicals in the lab very carefully. 

 Avoid spilling the reagents and store them after using. 

 In case of any mishap, use the available first aid, and consult a 

doctor immediately. 

 Sophisticated equipment must be operated only under the guidance 

of the Instructor. 

 Place the Fire Alarm and Fire Extinguishers at easily accessible 
location. 

 Be aware of all the safety devices. Even though the instructor will 

be available, in case  of emergencies, one should know where to 

find the first aid kit.  

 Wash hands before leaving the lab. 

 Work silently without disturbing other students. 

 Unauthorized experiments should not be performed 

 DON’Ts 

 Never experiment in the absence of Lab In-charge. 



 Do not eat or drink in the lab. 

 Do not touch, smell or taste chemicals. 

 Do not use or spill water near electrical equipment. 

 Do not mix chemicals before seeking permission and guidance 

from the instructor. 

 Do not replace unused chemicals to original containers. 

 
  

 

 

 IN CASE OF ACCIDENTS: 

 In the event of any mishap, don’t panic. 

 If a small portion of your clothes catches fire put it out by using 

extinguisher. 

 If a large portion of clothes catches fire one needs to 

drop down to  the   ground and roll, douse the flames 

with water showers or cover the victim with a wet 

blanket. 

 Extinguisher should not be used on any person. 

 In case of chemical fire, water should be avoided 

 

 

 

 

 
 


