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Code of Conduct Manual

Code of Conduet for Students

PREAMBLE

Vikas College of Engineering & Technology is commitied to maintain, endorse a culture of conduct

that showcases excellence, intellectual openness, inclusiveness, justice, integrity, fairness, respect,
‘ equity and accountability. It expects students to uphold these standards in their day-to-day decisions,

actions, and interactions. The code of conduct is necessary to mark the boundaries of this needed

order. Students continue to be subject to the laws of the land while at the campus, and violations of

those laws may also constitute violations of the code.

Students are expected to align their behavior with the Code of Conduet.

RESPONSIBILITIES OF STUDENTS

| Shall read, understand and comply with institutes policies and take responsibility for actions
Shall abide by the institutions policy to value and support an institute community that is diverse in

(e

gender, caste, creed, religion, region, nationality, educational background, talent, skill, and

experience.

STUDENT COMMITMENT

|. Shall be in time to the institution.

2. Shall wear the 1D card and follow dress code.

3. Shall be regular and punctual 10 the classes and maintain75% attendance to be able to appear for
final examination.

4. Follow the instructions of the teacher carefully in the classrooms.

3. Maintain perfect order and strict silence inside the lecture hall/ drawing hall/laboratories/clubs and

the corridors.
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Be anentive in class, to bring calculators, drafter, charts and data handbooks as per the schedule of
the classes.

Meet all deadlines of assignments, submission of projects and lab records.

Abide by the rules of various laboratories and not damaging the equipment’s.

Cultivate the habit of looking at the notice boards of the institute/department every day.

). Attend all counseling sessions convened by their mentors and feel free to explain their

academic/personal/career difficulties and seek solutions.

. Maintain silence in the library and utilize its resources and space without causing damage.
. Not 1o be in the canteen during working hours of the institute.

ACADEMIC MISCONDUCT

. To note, to follow principles of progressive discipline and any violence on the campus, destruction

of the institute’s property, manhandling of a person in the campus, and misbehavior with girl
students will be viewed seriously. Erring persons will be liable for academic or financial
consequences, if sustained they will be liable to disciplinary action such as suspension or rustication
for specific period etc.

Note that defacing of the campus buildings, walls by writing on them or sticking bills, posters is
prohibited. Also damaging the notices and posters displayed in the departments is forbidden.

DISCIPLINARY MISCONDUCT

Academic imtegrity must be maintained while pursing academic studies. To falsify or alter records of
academic performance is an academic misconduct. To note that all types of malpractices and unfair
means in the examination hall inclusive of the  assault on invigilators, misbehaving in the
examination hall, enabling other students to be dishonest and impersonation are serious and
punishable offences as the malpractice guidelines of INTUK, Kakinada.

Participate in various events, seminars, workshops organized by the institution and contribute

1owards their success.

Student participation is encouraged and must be strengthened through the involvement of students in

all levels of college governance.
When attending events outside the campus and representing the institution, the code of conduct will

still be in effect.
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CAUSING DISREPUTE TO OTHER STUDENTS

1. Communicate opinions to others in a fair and constructive manner.

2. Voice any differences of opinion respectfully and directly to those members with whom you disagree and not

I COmMmMOon areas,

s

Shall dressed in respectable attire, keep personal hygiene, tidiness, be well groomed and wear the
institutes identification cards at all times.

4. Use Institutes resources (facilities, equipment, supplies, vehicles) lawfully

5. Avoid use of mobile phones in classrooms and common areas.

6. Not to form any formal and informal groups on the basis of caste, community and religion.

7. To note that the scholarship amount will be released only when all the scholarship holders put in
75% attendance.

. To furnish in their own interest, the change in the address/ mobile numbers of parent/ guardian, if
any, to the office/department.

9. Violation of University rules is strictly prohibited.

10. Promote sustainability and reduce the impact on environment in all our actions.

11. Make the institution a safe place to work and learn. Adhere to good health and safety practices and

comply with all health and safety laws and regulations. All students of the institution should abide

by this policy. The institution will not tolerate misconduct and violations are subject to disciplinary

actions.

2. The aggrieved student would submit in writing his/her grievance to the HOD/Principal.

PUNISHMENT AND PENALTIES

Warning, suspension, monetary fines, dismissal, upholding of degree are the programme of actions

which may be taken when a student has been found to have violated the student code of conduct.
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CODE OF CONDUCT FOR TEACHERS
This Code of Conduct applies to the teaching members of the institute.

Introduction:

Vikas College of Engineering & Technology s striving for academic excellence, and progress of
Engineering. Education, research has been conducted in alignment with our national needs and
priorities and ensures that our mission, objectives make contributions to global needs.

Teachers should enjoy full civic rights of our democratic country. Teachers have a right to just

conditions of service and professional independence.
THE CODE OF CONDUCT

TEACHERS

Shall read. understand and comply with institutes’ policies.
Shall abide by the institutes’ policy to value and support an institute community that is diverse in

gender, caste, creed, religion, region, nationality, educational background, talent, skill, and
experience.

Shall be in time to the institute.

Shall be regular and punctual to the classes.

Maust conduct the scheduled period of class and take attendance in the beginning of class.

Daily lesson should be planned ahead and taught in the most effective and innovative way.

(Class should be well structured, interactive and involving student cohort.

Notes of units should be included in the course file.

TEACHERS AND THE STUDENTS
Teachers should prepare students for their examinations, hence be well versed with objectives and

outcomes of each unit and the related scheme and policies of the INTUK, Kakinada.

Syllabus completion should be according to academic calendar,
Students learing should be assessed periodically and modification of teaching and assignments done
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Shall maintain the course file with all necessary documents including previous year question papers and
their answer keys.

Mentorship shall be fulfilled in order to enhance students’ academic performance.

Do not show partiality or hold grudges towards students/colleagues.

The weacher 15 In-charge of students duning the class,

Be impartial when discharging one's duties and not offer preferential treatment to any student,
instead should be motivating, comforting, listening to and encouraging students and radiating
enthusiasm.

A teacher finding a student committing any act of academic or non-academic misconduct within the
college campus shall be responsible 1o immediately report to authorities concemed. In case of un-suits of
the behavior if it is against the code then the matter should be discussed with deans, HOD or

principal

. Shall be a spnnghoard for the students’ academic success, personal growth and placement in the

national and global arena.

TEACHERS AND THE PARENT

Shall attend 10 the parents’ queries as a true representative of the institution, clarify their doubts,
give them freedom to express their views and help them understand the institute’s framework.
Teachers shall observe good personal conduct in terms of:
Follow Dress code-Shall be in respectable attire, befitting the society’s expectations.
Shall never appear untidy, through style of dressing, grooming of hair or in respect of any other
omament one wears and also maintain personal hygiene at all times.
Every stafl member shall discharge the duties allotted to them within the department or other units or
events with professionalism and honesty,
Shall endesvor 10 assist Fellow teachers 1o discharge their duties effectively and make adjustments
flexibly.
Act within the range of an allowed individual authority in all matters and in the best interests of the
institute.

Inform the suthorities and take consent, if availing the leave, the early exit and late entry facility,

- Use Institutes resources (facilities, equipment, supplies, vehicles, and students) lawfully, efficiently
and by finding innovative solutions,

Page 5

L
VIKAS EEEE OF ENGG.ATECH

HUNMA VIJAYAWADA AURAL
Krishna Dt., A.P.



£ Ensure that the highest standards of scholarly conduct and academic integrity are understood and
practiced. Complete the work on time, document research and citing the work of others.

9. In-charge faculty should ensure faimess and honesty in relationships with suppliers and purchasers
of the Institute's goods and lab suppliers, Transact Institutes business in compliance with all
applicable laws and institutes policies and procedures.

10. Refuse any gift/favor that could place individual or institute in embarrassing position.

TEACHERS AND COLLEAGUES
1. Communicate opinions to others in a fair and constructive manner and respect the rights and dignity
of others regardless of our differences and different perspectives.

Fd

. Voice any differences of opinion respectfully and directly to those colleagues with whom we

disagree and not in common areas and manage conflicts appropriately.

3. Exercise professional exemplary competence, teamwork, objectivity, dignity, innovative teaching
methods, diligence.

4. Make the institution a safe place to work and learn. Adhere to good health and safety practices and
comply with all health and safety laws and regulations.

5. Protect the confidential, proprietary, and private information generated by the Institute or acquired in
the course of an individual’s association with the Institute; information will be used for official or
legal purposes only and not for personal or illegal advantage, during or after the individual's
association with the institute.

6. Adhere to the institutes grant, contractual and legal obligations and comply with all laws and
regulations governing the receipt and disbursement of sponsored funds.

"'. Promote sustainability and reduce the impact on environment in all our actions.

Teachers are expected 1o align their behavior with the institute’s Code of Conduct. Violations will
lead 10 seeking of explanations, warnings and eventually penalties,
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Code of Conduct for Vikas College Of Engineering & Technology Employees
The term employee includes non-teaching stafl and other staff which come under this purview,

Ihe following code of conduet applies to all of the employees mentioned above:

1. General Rules:
5. Every employee shall, at all times, be devoted to his‘her duty and shall maintain absolute
integrity, discipline, impartiality and a sense of belonging and accountability
b, Every employee holding a supervisory post shall take all possible steps to ensure the integrity
and devotion to duty of all employees under his control.
¢ An employee should at all times be courteous in histher dealings with other members of the
staff, students and members of the public. Hister behavior should be reflecting good values.
d. Unless otherwise stated specially in terms of appointment, every employee is a whole- time
emplovee of the college, and may be called upon to perform such duties, as may be assigned to
him by competent authority, bevond scheduled working hours and on closed holidays and
Sundays.
e. An employee shall be required to observe the scheduled hours of work, during which he/she
must be present at the place of his'her duty.
f  The institute is committed to maintain endorse a culture of conduct that showcase excellence,
intellectual openness, inclusiveness, justice, integrity, faimess, respeet, equity and accountability.
lt expects members to uphold these standards in their day-to-day decisions, actions, and
interactions.
g Taking part in politics and election: Mo emplovee shall take part in politics or be associated
with any party or organization which takes part in political activity, nor shall subscribe in aid or
assist fn any manner any political movement or activity.

2. Confidentiality:
a Protect the confidential, proprictary, and private information generated by the Institute or
acguired in the course of an individual's association with the Institute; information will be used for
official or legal purposes only and not for personal or illegal advantage, during or after the
individual's association with the institute.
b. Honor non-disclosure agreements; abide by all rules and laws governing the use of copyrighted

materials, patented ideas, licenses, and proprietary information,

X Giifess
g Ensure faimess and honesty in relationships with suppliers and purchasers of the Instituie’s
goods, do not take favors from students in any form and avoid financial transactions, refuse any
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gift that could place individual or institute in embarrassing position, avoid being biased in dealings

with lab and other suppliers.

4. Private employment or trade and investment:
a. No employee shall engage in any other work agreement directly or indirectly and if have 1o
engage there should be prior sanction from management,

5. Attendance at Meeting:
a. An employee who is appointed as a member of any duly constituted committee of the
University must attend all meetings of such committees. b. If, for unavoidable reasons, he/she is
unable to attend any meeting, he/she should send a previous intimation to concerned authority in
order to arrange a substitution.

6. Consumption of intoxicating drinks and drugs:
a. An employee of the college shall not consume, or be under influence of any intoxicating drinks
and drugs in the college campus premises.

7. Misconduct:
a. Furnishing false information regarding name, age, father’s name, qualification, ability or
previous service or any other matter germane to the employment at the time of employment or
during the course of employment.
b. Acting in a manner prejudicial to the interests of the Institution.
¢. Willful insubordination or disobedience, whether or not in combination with others, of his/her
superior
d. Defiance of orders or direction of higher authority, writing letters with a high tone and tenor to
the higher authorities.
e. Absence without leave or over-staying the sanctioned leave for more than four consecutive
days without sufficient grounds of proper or satisfactory explanation.
f. Neglect of work or negligence in the performance of duty including lingering or slowing down
of work.
g Damage to any property of the Institution.

8. Explanation:

For the purpose of this rule “Sexual harassment™ includes such unwelcome sexually determined
behavior, whether directly or otherwise as:

a. Physical contact and advances;

b. Demand or request for sexual favors:
Sexually colored remarks:

d. Showing any pornography; or

"
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CODE OF CONDUCT FOR ADMINISTRATORS

Introduction and Purpose

1.

As members of VIKAS COLLEGE OF ENGINEERING & TECHNOLOGY College
community, all administrative officers are responsible for sustaining highest ethical standards
of this institution, and of the broader community in which they function. The college values
integrity, honesty and faimess and strives to integrate these values into its teaching, research
and Extension practices.

Purpose In that spirit, this Code (the "Code™) is a shared statement of the College's commitment 1o
uphold the ethical, professional and legal standards as basis for daily and long-term decisions and
actions. It helps disseminate awareness to all involved to create an educational environment
characterized by clarity, transparency and affinity.

Violations Adherence to this Code also makes all members responsible for bringing suspecied
violations of applicable standards, policies, laws or regulations to the attention of the appropriate
cognizant office. Act within the range of an allowed individual authority in all matters and in the best
interests of the institute. Equity and Justice People are to be treated fairly — not discriminated against,
abused or exploited. Justice is concerned with power sharing and preventing the abuse of power. In an
equitable community all members can access opportunities that allow for their full participation in that
community.

The institute will not tolerate harassment (and personal harassment), discrimination, unsafe work
practices, fraud, or other unethical conduct. Members are expected 10 align their behavior with the
institute's Code of Conduct.

Discrimination-direct or indirect, Under Equal Opportunity legislation, discrimination occurs when a
person, or a group of people, are treated less favorably than another persen or group, in the same or
similar circumstances, because of irrelevant attributes such as their age; race (including color, descent,
national or ethnic origin); sex; marital status, pregnancy, or family responsibilities; disability; political
or religious conviction; and sexual orientation or gender history.

Prevention and Resolution of Campus Ragging/Bullying The institution acknowledges that all
employees and students have the right to work and study in an environment free from bullying, The
college has a duty of care to all members of its community and violence, aggression and bullying are

unacceptable. A workplace situation may be identified as bullying if an employee or employees are
harmed, intimidated, threatened, victimized, undermined, offended, degraded, or humiliated, whether
alone or in front of other employees, students or visitors to the college,

Sexual harassment is unwelcome, unsolicited and unreciprocated conduct with a sexual component
which offends, intimidates, embarrasses or humiliates a person.
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8. Academic freedom is recognized and protected by college as essential to proper conduct of teaching,
research and scholarship. Freedom of intellectual thought and enquiry and open exchange of ideas and
evidence are a college core value.

9. All members of the Institution must act lawfully, comply with all relevant legislative and industrial
requirements, act within their delegations of authority, and comply with college policies.

10, Staff members who have access 1o official college documentation and information must take care to
maintain the integrity, confidentiality and privacy of such information to protect any individual
concerned. Members of the college should also underiake to maintain privacy of ol communications
where that has been requested.

1. Personal and Professional Responsibility

a. The college Policy on Fraud and Cormruption, in conjunction with the Guidelines for Dealing
with Fraud and Corruption at Vikas College of Engineering & Technology, clarifies the
responsibilities of all college staff in creating an honest, ethical and professional workplace,
and outlines the requirements and protocols for raising issues of suspected fraud and
corruption and the conducting of investigations.

b. Vikas College of Engineering & Technology expects all those engaged in research to
observe high ethical standards in the conduct of that research and, when relevant, to comply
with the obligations imposed by the codes of practice as outlined by the college and other
relevant funding bodies. Ethical clearances must be gained where approprinte.

12. Recruit with a commitment to diversity and inclusion.

13. Communicaie opinions fo others in a fair and constructive manner,

14. Vikas College of Engineering & Technology recognizes that it must earn and maintain a reputation
for integrity that includes, but is not limited to, compliance with laws and regulations and its
contractual obligations. Even the appearance of misconduct or impropriety can be very damaging to
the institution.

|5. All college accounts, financial reports, tax retumns, expense must be pocurate, clear and complete. All

entries in the college books and records, including departmental accounts and individual expense
reports, must accurately reflect each transaction.
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Declaration for Ethies of Code of Conduct

Student Declaration

Upon registering at VIKAS COLLEGE OF ENGINEERING & TECHNOLOGY, a student has
initiated a contract with the Institute and is bound by the following declaration:

"1 S/o.Dio hereby accept and submit myself to the
rules and regulations, codes, and policies of VIKAS COLLEGE OF ENGINEERING &
TECHNOLOGY, and | pledge to observe the same. [ understand that as long as | am a student, | will
abide by the code of conduct of this institution.”

Students name: Signature:
Date:

Wndemis e seguared 10 mfarm ihemsslves of ihe code of comdus of the collepe and also the university

P —————————————
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Declaration for Ethies of Code of Conduct
Employee declaration

Emplovee declaration that Faculty/StaffAdministrator will be in compliance with the code of
conduct of Vikas College of Engineering & Technology during your service io the institution. Once

completed, please sign the form then submit to HR for approval.

Job Title: Emplayee 1D

LDeMr/Mrs__ declare that | accept and submit myself to the rules

and regulations, codes, and policies of Vikas College of Engineering & Technology. | understand
(hat as long as | am in the service, | will abide by the code of conduct of the institution,

Employee name: Signature:
Date:

#
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MEMBERS OF COMMITTEE OF CODE OF CONDUCT

Code of conduct members is same as Anti-Ragging Committee and Anti-Ragging

squad members

CENTRAL Dr. B. Ramana
COORDINATOR
4 )
5 & H: Dr.Mogalali Raju
C5E:B. Prasanna Kumar
=~ DEPARTMENTAL COORDINATOR MECH:MUY Bhaskara Kao
ECE:B.V. Reddy
EEE:B. Lakshmana Mayak
MBA: T Suresh
1 COMMITTEE MEMBERS FROM FACULTY L. &
I'r Cr. B. Ramara K,
B, Reddy
B. Lakshrnana Nayak
K. Chngndraischss Readdy
LT
"| ¥. Drgagpnissd
B Hima Aindu
G Managa
T.Srinfvasa Rao
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FUNCTIONS :
The functions of the code of conduct commitiee

Code of conduct of Vikas College of Engineering & Technology engineering college clarifies
instituie’s mission, vision and principles. linking them with standards of professional conduct.
The code articulates the values the organization wishes to foster in its administrators, staff, students
and other emplovees and, in doing so, defines desired behavior,

FACILITY: Any noncompliance with the code of conduct should be reported 1o grievance cell.
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N Year - 11 Semester

PROFESSIONAL ETHICSAND HUMAN VALUES

Course Objectives:

“To give basic insights and inputs to the student to inculeate Human values to grow as a
responsible human beings with proper personality,

*Professional Ethics instills the student 1o nuintain ethical conduct and discharge their

professional duties,

UNIT I: Human Valyes:

Morals. Values and Ethics - Integrity ~Trustworthiness - Work Ethics - Service Learning -
Civic Virtue - Respect for athers — Living Peacefully - Caring - Sharing - Honesty —
Courage - Value Time Co-operation - Commitment - Empathy - Self-confidence -
Spiritaality- Character,

UNIT: 1L Principles for Harmony:

Truthfulness — Customs and Traditions -Value Education — Human Dignity — Human Rights
- Fundamental Duties - Aspirations and Harmony (I, We & Nature) -~ Gender Bias -
Emotional Intelligence — Salovey - Mayer Model - Emotional Competencies —
Conscientiousness.

UNIT IlI: Engineering Ethics and Social Experimentation:

History of Ethics - Need of Engineering Ethics - Senses of Engineering Ethics- Profession
and Professionalism —Self Interest - Moral Autonomy - Utilitanianism — Vinye Theory -
Uses of Ethical Theories - Deontology- Types of Inquiry —Kohlberg's Theory - Gilligan's
Argument ~Heinz's Dilemma - Comparison with Standard Experiments — Leaming from the
Past ~Engineers as Managers - Consultants and Leaders — Balanced Outlogk on Law - Role
oF Codes ~ Codes and Experimental Nature of Engineering.

UNIT IV: Engineers® Responsibilities towards Safety and Risk:

Concept of Safety - Safety and Risk - Types of Risks — Voluntary vislnvoluntary Risk -
Consequences - Risk Assessment — Accountability - Liability - Reversible Effects -
Threshold Levels of Risk - Delayed visImmediate Risk - Safety and the Engineer - Designin g
for Safety - Risk-Benefit Analysis-Accidents,

UNIT V: Engineers’ Duties and Rights;
Concept of Duty - Professional Duties ~ Cal legiality - Techniques for Achieving Collegiality

Confidential and Proprietary Information - Conflict of Interest-Ethical egoism - Collective
Burgaining - Confidentiality - Gifis and Bribes - Problem solving-Occupational Crimes.
Industrial Espionage- Price Fixing-Whistle Blowing
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UNIT VI: Global lssues:

Globalizanon and MNCs ~Cross Culture lIssues - Business Ethics - Media Fthics -
Emvironmental Ethics — Endangering Lives - Bio Ethics - Computer Ethics - War Bthics -
Research Ethics -Intellectual Property Righis,

* Related Cases Shall be dealt where ever necessary.

Ouicome:
*It gives a comprehensive understanding of a variety issues that are encountered by

every professional in discharging professional duties,
*It provides the student the sensitivity and global cutlook in the contemporary world 1o

fulfill the professional obligations effectively.
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