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UnitedGroupofInstitutions 

CODEOFETHICALCONDUCTFOREMPLOYEES 
 
 

.INTRODUCTION 

 
Education is the fundament of personal and societal development and United Group of 
Institutions (UGI) is committed to provide best of it for its students to meet the global standards. 
This policy of Ethical Conduct for Employees and students is to achieve the Vision of UGI. 

1. APPLICATION 

 
The provisions contained in this schedule shall apply, without exception to all employees of the UGI 
whetherad-hoc,probationary,part-time,contractual,permanentorvisitingandshallbeliabletostrict 
disciplinary action including suspension and or termination for the breach of any provision(s) of the 
codeofethical conduct. 

Definitions 

EmployeeofUGI: 

Any person, who has been appointed by UGI and directly or indirectly receives compensation regularly 
from UGI for services rendered, shall be considered the employee of UGI. 

Every employee of UGI is a whole time employee, unless otherwise specifically mentioned in the 
appointment may be called upon to perform duties assigned by Competent Authorities, beyond Institute 
Hours and holidays. 

“The internal group of stakeholders of UGI” consists of Governing Council Members, 
Administrators, Academic Staff, Technical staff, Administrative staff, support staff and students. 
The employees are categorized as follows: 

 Academic: This shall include Director/Principal, Professor Emeritus, Senior Professor, 
Professor, Dean, Training & Placement Officer, Associate Professor, Assistant Professor, 
Controller of Examination, Visiting Faculty, Workshop Superintendent, Assistant Lecturer, 
System Manager, Scientific Officer, Librarian and such other academic post as may be 
decidedbythe“GoverningCouncil”. 

 Technical: This shall include Supervisor, Foreman; Instructor (Workshop), Laboratory 
Technician,JuniorTechnician,JuniorEngineer,Mechanic,LaboratoryAssistants, Computer 
Operator, Stores Assistant, Medical Staff, Maintenance Staff and such other technical staff as 
may be decided by the “Governing Council”. 
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 Administrative and Others: This shall include Registrar, Administrative Officer, Assistant 
Registrar,AccountsOfficer,AuditOfficer,StoresOfficer,EstateOfficer,MedicalOfficer, 
Programmer, Sports Officer, Store Keeper, Transport Officer, Office Superintendent, Personal 
Assistant, Steno Typist, and such other administrative and other staff as may be decided by 
the “Governing Council”. 

 Housekeeping and other staff: This shall include Security Guards, Gardeners, Safai 
Karamchari,SkilledandUnskilledattendants,Peonsandsuchotherstaffasmaybedecided 
bythe“GoverningCouncil”. 

 

 
“Membersofthefamily”inrelationtoanemployeeincludes- 

o Wife, children or step-children of such employee residing with and dependent on him and in 
relation to an employee who is a woman, the husband residing with and dependent on her. 

 
o Any other person related, whether by blood or by marriage to the employee or to such 

employee‟s wife or husband and wholly dependent on such institute‟s employee, but does not 
include a wife or husband legally separated from the employee or child or step child who is no 
longer in any way dependent upon him or her, or whose custody, the employee has been 
deprived of by law. 

 

 
Students 

 Students: This shall include the individuals who have taken admission in any course run by the 
UGI,enrolledatalltimetillthecompletionofthecoursetowhichadmissionhasbeengranted OR are 
associated with UGI in any other form. 
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UGIisunconditionallycommittedtomaintainaconductshowingexcellenceandscholarly 
responsiveness and expects its members to uphold these in their acts. 

CODEOFETHICALCONDUCT 
 
 

 

 
 

2. GeneralRulesforEmployees 

AllEmployeesofUnitedGroupofInstitutions(UGI)shall: 

 AbidebylawsofstateofUttarPradeshandthatofIndia.

 BewellversewithInstitute’svariouspoliciesandabidebyit.
 

 Atalltimesbedevotedtowardshis/herduty

 Adhereto,moralandethicalprinciples.(Integrity)
 

 Tell the „Truth‟, and not lie, in all their communications within or outside the UGI system, so as 
to become trustworthy. (Truth)

 
 Avoid any form of fraud, theft, gambling, cheating, lying, plagiarism, violation of copyright, 

misuseofsocialsites,extortionorotherdishonestbehaviourswithinoroutsidetheUGI 
system. (Honesty)

 
 Dependinguponthetypeofinformation,betransparentwithinUGIsystem.(Transparency)

 
 Protect and honor the confidential, private, proprietary, non-disclosure agreements, copyrighted 

materials, patented ideas generated / acquired by the UGI during the course of his 
employment. (Privacy)

 
 Beresponsibleforexecuting,theirpowersproperly.(Accountability)

 Becourteousandimpartialwhiletreatingothers(Staff,Studentsandmembersofpublic)and free 
from dishonesty or discriminating practices in relation to age, disability, gender and gender 
identity,race,ethnicity,religion&belief,placeoforigin,social&culturalbackgroundand sexual 
orientation. (Fairness and Respect for Others)

 Providetheirunconditionalcommitmentinachievingeducationalprovisionofhighestquality.
 

 Inform the Management / Head of the Institution, if he/she is working for / in any other 
organization,inanyform.

 
 Notapplyforanyotheremploymenttoanyotherorganizationwithoutpriorapproval/ 

forwarding of the competent authority of UGI.
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 Not under any circumstances whatsoever, participate or support or instigate, directly or 
indirectly, any other employee / student / other in relation to age, disability, gender and gender 
identity,race,ethnicity,religion&belief,placeoforigin,social&culturalbackgroundand sexual 
orientation either in UGI premises or outside.

 Not refuse under any circumstances, to receive any communication from his/her supervisor or 
any authority of the Institute.

 Not do anything to abstain from work/ work under protest OR incite other employees to abstain 
fromwork/workunderprotest OR obstructother employeesfrom going on duty OR obstruct 
anywork of theInstitute.

 
 Be punctual in attendance in respect of his/her scheduled hours of work and any other work 

assigned to him / her by the Head of the Institution / immediate supervisor and abide by the 
rules and regulations of the Institution.

 
 Attend the meetings ofall the committees ofUGI to which,he has been appointed as a 

member

 Attend the meetings of all the committees of Dr. A P J Abdul Kalam Technical University, Uttar 
Pradeshtowhichhe/shehas been appointed/nominatedbeinganemployeeofUGI.If,he/she 
isnotabletoattendthemeeting,foranyreasonwhatsoever,hemust informtheChairmanor the 
Convener of the committee with a copy to Head of the Institution, he/she is employed.

 
 Participate in co-curricular, extracurricular, extension activities and community services to 

strengthen and encourage teamwork.

 Ifworkingonasupervisorypost
 

o Takeallpossiblestepstoensuretheintegrityanddevotiontodutyofallemployees 
underhis/hercontrolandauthority 

o Act with his/her best judgments in the performance of his official duties or in 
theexercise of powers conferred on him 

 
 Not remain absent from the Institution without sanctioned leave or overstay the sanctioned 

leave without informing the concerned authority or through email and phone
 

 Refrainfromcominglate/frequentabsence/lingeringofwork
 

 Notknowinglyorwillfullyneglecthisduties

 Not do defiance of orders / directions, insubordination or disobedience of his supervisor or any 
other competent authority of the Institute.

 
 Maintain confidentiality and privacy of information and records of UGI to which he/she had 

accessduringtheiremployment.

 Refrain from, attending duty under the influence of drugs / alcohol or any other similar 
intoxicating substances.
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 Notindulgeinactsofsexualharassmentwhichincludes(Illustrativeonlyandnotexhaustive) unwelcome 
sexually determined behavior (whether directly or by implication) such as:

 
 Physicalcontactandadvances 
 Ademandorrequestforsexualfavours 
 Sexuallycolouredremarks 
 Showingpornography 
 Anyotherunwelcomephysical,verbalornon-verbalconductofsexualnature 

. 
 Notmisbehavewithanyparent,guardian,studentandotheremployeeofUGI

 Not encourage or incite any students, faculty or other employee to behave in a rowdy or 
disorderly manner in the premises of the Institution or outside

 Notindulgeinanyviolence,orconductinvolvingmoralturpitude
 

 Not
 

 ShowdisorderlyordisruptivebehaviourinInstitutepremises 
 Use indecent language, high tenor or threatening voice with any one in 

Institute premises 
 Involve in fraud, theft, misappropriation of funds, selling of equipment, devices 

etc,inthenameoftheinstitute,damagingortamperingofanypropertyofthe 
Institute 

 Borrow/lendmoneyfrom/toanypersonwithwhomhe/sheislikelytohave 
dealingfor worksof UGI 

 Connecthimself/herselfforanyactivitieswithpress,radioorTVetcwithout 
permissionoftheDirector/Principal,exceptforactivitieswhichcontributein purely 
scientific, artistic or literary character. 

 Not communicateany document or information of the institute with any one unless otherwisehas 
been asked to do so by competent authority.

 Not try to influence by any means the UGI authorities for the purpose of furthering his/her 
own interest

 NotcriticizeoractagainsttheUGIpolicies
 

 Not furnish false informationpertinenttoemploymentatthe timeofemploymentorduring the 
service

 
 Obtain permission in writing from the competent authority, if he / she had been detained in 

police custody for more than 48 hours on criminal or any other charges, before joining his 
duties.

 NotpropagateorsubmitanyfalseinformationtoUGI/anyemployeeofUGI/anyauthorityOR
aboutUGI/anyemployeeofUGI/anyauthoritywithincampusoroutside. 

 
 Notaccessand/orusewithoutauthorizationtoInstitute‟sservices,facilitiesandproperties
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 NotuseUGI‟sorpersonaldata/telecommunicationnetworksinviolationofrules,regulationsof UGI or 
law of the land for improper or illegal purposes

 Not usesocialmedia /platformsin violationofrules,regulationsofUGIorlawofthelandfor 
improperorillegalpurposes

 Notengageinorincitingotherstoengageinmisuseofsocialsitesandrecordingof 
images/videousingelectronicorotherdevicewithoutknowledgeofapersonorgroupof 
personsforillegalpurposes

 Notsubmit/provideincomplete,falseormisleadinginformationtoUGIauthoritiesoroffices

 NotforgeoralterInstitute‟sofficialrecordsordocumentsorconspirewithorinduceothersto forge or 
alter Institute‟s official records or documents

 Not interact, on behalf of the Institute, with media representatives or invite media persons on to 
thecampusorprovideaudioandvideoclippings/recordingsofanyactivityonthecampusto media 
or any other without the permission of the UGI authorities.

 Not steal or abuse of the electronic resources or its part thereof such as computer and 
electronic communications facilities, systems, and services including unauthorized entry , use, 
tampering, damaging, hacking etc. of UGI property or facilities, offices, classrooms, computers 
networks, and other restricted facilities and interference with the work of others

 
 Maintainobjectivityanddevotiontodutyandshallnotdoanythingwhichisunbecomingofan 

employee of UGI.
 

 Putuphiscasethroughproperchannelonlyandshouldnotapproachhigherauthorityunless the 
lower authority has either rejected the matter or delaying the matter for more than three 
months, for seeking any claim or redressal of grievance

 
 Disclose potential conflicts of interests in a recorded form (written, email, whatsapp) to 

appropriate authorities for promoting credibility
 

 If during the term of his/her employment, an employee shall make any inventionsor innovationsor 
improvements of products, all rights in respect of such inventions or innovations or 
improvement shall belong to the institute, and he/she will, if required, at the cost of the institute 
cause such inventions or innovations or improvements to be patented in such countries as the 
institute may desire & shallat like costif any,when required to do & concur in allthings 
necessary to cause or procure any patent or patents so obtained, to be vested in the institute oras 
may be added, and in the mean time hold such patents intrust for the institute.
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"Betterthanathousanddaysofdiligentstudyisonedaywithagreatteacher." 

Teachers are the backbone of any country, the pillar upon which all 
aspirations are converted into realities. The purpose of teaching is to 
create nation building capacities in students.DR.A. P.J.Abdul 
Kalam 

CODEOFETHICALCONDUCT(Faculty) 
 

 

 

General 

Everyfacultyshall 

 BewellversewiththeInstitute‟spoliciesandabidebyittovalueandsupportaninstitute 
community which is diverse in gender, cast & creed, religion, social & family background, 
educational background, language and culture, skill, talent andlearning diversity

 
 Modelhonesty,fairnessandethicalconduct,goodsocialskills,leadershipandcivic 

responsibility
 Modelacaringattitudeandpromotepositiveinter-personalrelationships

 Modelcorrectuseoflanguage,oralandwritten

 Fosterstudentself-control,self-disciplineandresponsibilitytoothers

 Demonstrateskill whenmanagingstudent behaviour, interveningandresolving discipline 

problems

 Beintimetotheinstituteandpunctualandregularintheclass

 Act as a mentor to enhance the students‟ academic performanceand also help students in their 

personal and behaviour problems.

 Pursue relevant opportunities to grow professionally and keep up-to-date about the state of 

artknowledge and research in the subject area

 BewellversewithNewEducationpolicyofthecountryandoutcomebasededucation

 Respecttherightanddignityofstudentsinexpressingtheiropinion

 Beaffectionate&impartialtostudentsandshouldnotholdanygrudgestowardsanyofthem 
foranyreason whatsoever

 Comply with requirements for the safety and supervision of students inside and outside the 
classroom

 Upholdasafe&secureandorderlyenvironmentfavourabletolearning

 ProtecttheUGIrecords,equipment,materials,andfacilities

 Participate responsibly in faculty meetings, improvement initiatives and other collaborative 

assignments
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“Educationists should build the capacities of the spirit of inquiry, creativity, 
entrepreneurial and moral leadership among students and become their 
role model” Dr. APJ Abdul Kalam 

 Demonstrate the ability to carry out other responsibilities, good work habits, reliability, and 

follow-throughoncommitments

 Serve as a launching pad for the students‟ academic success, personal endeavors, 

entrepreneurship and placement in the national & global arena.

 Provideandacceptevaluativefeedbackinaprofessionalmanner

 Attend the parents of studentscordially, respectfullyandpatiently, cleartheirdoubts 

andanswer queries.

 

 

 
Everyfacultyshall 

 
 Plan / define the COs (Course Outcomes), their attainment target, mapping with POs 

(ProgramOutcomes),PEOs(ProgramEducationalObjectives),PSOs(ProgramSpecific 
Outcomes)andtheirmapping.

 Planandpreparetheassignedcoursesandlecturesaheadandappropriately

 Conductassignedclassesatthescheduledtimes

 Share with students about course specifications, learning expectations from them and 
COs, POs, PSOs and PEOs concerned with the subject.

 Demonstrate competence in classroom instruction and should teach in the most innovative 
and effective way keeping in view the learning diversity of students

 Use modern and state of art educational technology methods while delivering lectures / 
seminars etc.

 Implement effective classroom management practices and organize every class in well 
structured, interactive and involving student cohort

 Completethedesignatedcurriculuminduetimeandasperacademiccalendar.
 Plan,design and implementeffective strategies to develop self-responsible/independent 

learners and to work collaboratively with others
 Provide opportunities for students to access and use current technology, resources and 

information to solve problems and apply and practice what is learned
 Engage students in active, hands-on, creative problem-based learning and 

interdisciplinary learning experiences
 Encourage students' intrinsic motivation by giving them worthwhile and increasingly difficult 

learning opportunities, such as self-exploration, questioning, making decisions, setting 
goals, planning and organizing, implementing, self-evaluating, and showing initiative in 
tasks and projects.

 Encouragecontinuousintellectualdevelopmentofthestudents
 Change instructional roles (such as teacher, coach, facilitator, co-learner, and audience) in 

accordance with the subject matter, learning objectives, and needs of the students.
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Assessment 

 Evaluate students‟ performances in an objective, fair and timely manner usingappropriate 
multiple assessment tools and methods 

 Assignreasonableassignmentstostudentsanddiscusswiththemafterevaluation 
 Report timely the results of quizzes, assignments, mini-projects, projects, mid semester 

examinations as per institute schedule. 
 Notshowsustainedneglectinassessmentandevaluationofclass-workorassignments done 

by students; 
 Notindulgeinorencourage,anyformofmal-practiceconnectedwithinternalorexternal 

examinations of any other institute activity; 
 Usestudentassessmentdata to guidechanges ininstruction andpracticefor improving 

student learning 
 Submit the course file as per the format decided along with the attainment of CO, PO, PSO 

and PEO in the beginning of immediate next semester. 
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“It is the supreme art of the teacher to awaken joy in creative expression and 

knowledge.” Albert Einstein 

“Theonlywaytodogreatworkistolovewhatyoudo.”-SteveJobs 

CODEOFETHICALCONDUCT(Students) 
 

 

 
The purpose of the code is to develop, implement and maintain a culture of conduct that a student must 

upholdandformadisciplineprocedurethatshowsintegrity,fairness,respect,equity,diligence, 

efficiency and excellence and also offers a system that encourages student development through 

individual and group accountability. 

 
UGI shall have the jurisdiction over the conduct of its students and to take cognizance of all acts of 

misconduct listed as follows, which are taking place on its campus and / or in connection with the 

Institute related activitiesand functionsand / or occurring off campus considering it as if it has occurred on 

campus 

 Anyactofraggingwhichisbannedbylaw

 Any act of violence / vandalism as defined in the law of theland, which endangers or threatensthe 

life, health, safety, welfare or property of another person (campus residents, colleagues or any 

other person)

 Possession,use,manufacture,saleordistributionofweapons,explosivesoranydestructive 

devices / substances that can be used as weapon, alcohol, drugs or any other intoxicating 

substance

 Anyotherconductoractivityconstitutinganuisancetosociety

 Any violation of Sexual Harassment of women at Workplace (Prevention, Prohibition and 

Redressal) Act

 Anyviolationofthelawofland

 
This CODE OF ETHICAL CONDUCT shall apply to all kinds of students’ conducts that occurs on 

the UGIpremise in anyactivityorganised /sponsored or any off-campus conduct that has or 

mayhaveseriousconsequencesoradverseimpactontheInstitute’sinterestsorreputation. 
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EverystudentofUGIshall 
 

 Be well verse with the Institute’s policies, rules & regulations and abide by it to value 
and support and breaking or improper use of any of these may lead to disciplinary 
action(s)

 
 Be courteous while treating others (Staff, Students and members of public) and free from 

dishonestyordiscriminatingpracticesandshouldnotengageinverbalorphysicalbehavior that is 
directed at an individual or group based on age, disability, gender and gender identity, race, 
cast & creed, ethnicity, religion &belief, place of origin, social & cultural background and 
sexualorientation

 
 Communicate to others in fair manner and voice differences of opinion (if any) in respectful 

tone

 Follow“BetterEnvironment, BetterTomorrow”andassuchnoactshouldpollutethe 
environment

 
 Adheretogoodhealthandsafetypractices

 PutinthebestefforttomakeUGIasafeplacetoworkandlearn

 Be dressed in dressed in respectable attire, follow the dress code and should not wearclothing 
withoffensive, sexually explicit, profane, or graphic messages that demonstrate bias or 
discrimination against any individual or group

 AlwayscarrytheIDcardsandshow/produceitwhenaskedforandshouldnotrefuseor 
misrepresent

 
 ParticipateinvariousCo-curricular,Extracurricular,Extensionactivitiesandcommunity 

services within and outside UGI premise following the Code of Ethical Conduct

 Be punctual and regular in attending theory, tutorials & practical classes, internal and external 
examinations

 Not fail in obtaining the required attendance percentage, non-submission of assignments and 
absence from internal and externalexaminationswithoutany genuine reasonmaybe treatedas 
misconduct

 Notimpersonateduringrollcalloranywhereelse
 

 Carefully follow the Notices put up on the Notice Board (both offline & online through email or 
through group messages on social media)

 
 Notaccessand/orusewithoutauthorizationtoInstitute‟sservices,facilitiesandproperties

 
 Not use UGI‟s or personal data / telecommunication networks in violation of rules, regulations 

of UGI or law of the land for improper or illegal purposes
 Notuse socialmedia/platformsinviolation ofrules,regulationsofUGIorlaw ofthe land for 

improperorillegalpurposes
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 Notengageinorincitingotherstoengageinmisuseofsocialsitesandrecordingof 
images/videousingelectronicorotherdevicewithoutknowledgeofapersonorgroupof 
personsforillegalpurposes

 
 Notsubmit/provideincomplete,falseormisleadinginformationtoUGIauthoritiesoroffices

 
 NotforgeoralterInstitute‟sofficialrecordsordocumentsorconspirewithorinduce othersto forge 

or alter Institute‟s official records or documents.

 Not interact, on behalf of the Institute, with mediarepresentatives or invite media persons on to 
thecampusorprovideaudioandvideoclippings/recordingsofanyactivityon thecampusto media 
or any other without the permission of the UGI authorities.

 
 Not steal or abuse of the electronic resources or its part thereof such as computer and 

electronic communications facilities, systems, and services including unauthorized entry , use, 
tampering, damaging, hacking etc. of UGI property or facilities, offices, classrooms, computers 
networks, and other restricted facilities and interference with the work of others

 
 Notdoanyact,whichviolates“UttarPradeshProhibitionofRagginginEducationInstitutions Act 

2010” as Ragging is banned and is a punishable offence and the following acts 
constitutes “Ragging”

 
 Any conduct by any individual student or group of students, whether bywords spoken 

or written or by an acthavingthe effectofteasing, treating or handlingwithrudenesstoa 

student

 Causingannoyance,hardship,physicalorpsychologicalharmortoraisefearor 
apprehensionthereofinanyotherstudentdue torowdyorundisciplinedactivitiesby any 
individual student or group of students

 Askinganystudenttodoanyactwhichsuchstudentwillnotintheordinarycoursedo and 
which has the effect of causing or generating a sense of shame, or torment or 
embarrassment so as to adversely affect the physique or psyche of such a student

 Any act by a senior student that prevents, disrupts or disturbs the regular academic 
activity of any student

 Exploitingtheservicesofastudentforcompletingtheacademictasksassignedtoan 
individualoragroupofstudents

 Anyactoffinancialextortionorforcefulexpenditureburdenputonastudentbyother 
students;

 Any act of physical abuse including all variants of it: sexual abuse, stripping, forcing 
obscene and lewd acts, gestures, causing bodily harm or any other danger to health or 
person

 Anyactorabusebyspokenwords,emails,post,publicinsultswhichwouldalso include 
deriving perverted pleasure, vicarious or sadistic thrill from actively or passively 
participating in the discomfiture to any other student

 Anyactthataffectsthementalhealthandself-confidenceofanyotherstudentwithor 
without an intent to derive a sadistic pleasure or showing off power, authority or 
superiority by a student over any other student.
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AcademicIntegrity 
 

UGI,a premier institution committed to fosteran intellectual and ethical environment,values 
academic integrity and expects its students to abide by it intrue spirit. 

 
Academic integrity isessential for thesuccess of theInstitute‟s vision and mission and its‟ 

violations constitutes a serious offence leading to disciplinary actions, as its violation 
threatensboththereputationoftheUGIandthevalueofthedegreesawardedtoits 
students.Itis expected thatevery studenttreatsallotherstudents inan ethical 
manner, respecting their integrity and right to pursue their studies to achieve their 
goalspeacefullyandwithoutanydisturbanceandinterferenceandupholdsthe 
highest standards of academic integrity. 

 
AcademicIntegritymeansthatastudentshould 

 
 Ensurethatallworksubmittedanywhereashisorherownhasbeenproducedwithout the 

aid of impermissible materials (ONLINE or OFFLINE)
 Properlyacknowledgeandciteother‟suseoftheideas,results,materialorwords
 Properlyacknowledgesallcontributorstoagivenpieceofwork.
 Not cheat which includes Ignoring, permitting or facilitatingcopying by unauthorized 

material or otherwise
 DuringExaminationbothinternalandexternal 
 Assignments,projects,termpaperetc. 

 Impersonation
 Manipulatingoralteringdataetc,andusing/reportingtheminprojectandthesis
 Toalterevaluatedmarks/grade
 Toplagiaries,whichhavebeendetailedasfollows:

 
“Plagiarismisprocessing,practicingorcopyinganotherperson‟swork(material,figures,codeor 
data[Text, Audio, video])or ideas from another sourceandpretending that it isyourown, with 
or without consent of the original author or without full acknowledgement. All published 
andunpublishedmaterial,whetherinmanuscript,printedorelectronicform,iscoveredunder this 
definition, as is the use of material generated wholly or in part through use of artificial 
intelligenceIt also include re-using your own work without citation.” 

Plagiarismisoffollowingtypes: 
 

Direct Plagiarism: word-for-word transcription of a section of someone else‟s work, without 
attribution and without quotation marks 

SelfPlagiarism:Submittinghisorherownpreviouswork,ormixingpartsofpreviousworks 

Mosaic Plagiarism: Borrowing phrases from a source without using quotation marks, or using 
synonyms or rephrasing or patching 

 
Accidental Plagiarism: Neglecting to cite their sources, or misquoting their sources, or 
unintentionally paraphrasing a source by using similar words, groups of words, and/or sentence 
structure without attribution 
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DisciplinaryPunishmentsandPenaltiesforBreachofCodeofConduct 
 

Note:Oneormoreofthefollowingactionsmaybetaken,ifastudentisfoundofguiltyforviolatingthe Ethical 
Code of Conduct: 

 
WARNING: Indicating that the reported action of the said delinquent student was in violation of the 

Code and repetition of the same act or any further acts of misconduct shall result in severe disciplinary 
action. 

MONETARY FINE: Reprimanding along with a monetary fine to be deposited in the Institute and /or 
suspension of Scholarship / fellowship for a specific period of time. 

RESTRICTIONS of Privileges: Reprimanding and Restricting access to various campus facilities for a 
specific period of time. This may include campus placement 

SUSPENSION: For a specified period of time, the delinquent student‟s enrolment is cancelled and 
he/she shall not be allowed to participate in student related activities such as classes, programs, library, 
computing facilities, placement etc. 

EXPULSION: Expulsion of a student from the Institute permanently indicating prohibition from entering 
the Institute premises, hostels and campus residences etc. 

 
OTHERPENALTIES:Anyotherappropriateactionmaybetakenbythecompetentauthorities. 

 
 
 

 
APPEAL: If the aggrieved student wants to represent againstthe imposition of any 

oftheaforementionedpenalties,he/shemayappealtotheInstitute 
Management through the Director / Principal for reconsideration. 
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CODEOFCONDUCTFORADMINISTRATIVEOFFICERS 
 

Introduction 
 

The administration of the UGI is mid-level leadership responsible for daily business and for 
implementation of the directives and suggestions from the “GoverningCouncil” in the best interest of 
respective Institutions. All administrative officers are responsible for sustaining and integrating highest 
ethical standards in terms of integrity, honesty and fairness in teaching & learning, research and other 
services of this institution. 

Purpose 

This Code is theInstitute‟s commitment to uphold theethical, professional and legal standards as basis for 
all short and long term decisions and actions. All administrative officers must be abreast and work in 
accordance with relevant Institute‟s policies, standards, laws and regulations in dispensing their work 

 
Each administrative officer is responsible for their own individual actions, and as administrative officer 
of the Institute are all jointly responsible for maintaining thesestandards of conduct andfor adheringto 
allrelevantlawsandpolicies. 

 
Followingaretheresponsibilitiesofvariousadministrativeofficers. 

 
Director/Principal 

Director/PrincipalofanInstituteofUGIistoprovideleadership,directionandcoordinationwithinthe Institute 
being the overall administrative, academic and executive head of the Institute as authorized by 
“Governing Council” and shall 
 Ensure that directives issued by the“Governing Council” are strictly complied and 

implemented 
 Periodically review all the policies of the UGI including this Code of Practice of Ethical Conduct 

and may suggest any modification, inclusion or deletionto the “Governing Council” 
 InteractwithInstitutemanagementregularlyanddiscussthegoalsandobjectivesofthe 

Institute, development plans and give feedback regarding utilization of the available resources, 
activities conducted and progress and requirements of the Institute. 

 Carry out the necessary requirements as per the communications received from AICTE, UGC, 
Affiliating University and Government of Uttar Pradesh etc. through various Deans, Head of 
Departments, Incharges and other committees / bodies of the Institute. 

 Overseeand monitor theadministration oftheacademicprograms,administration,accounts and 
other sections for the academic and overall growth of the Institute 

 AdministerallactionsintheinterestofInstitutetoensureefficiencyandgoodorder 
 Shall plan the budgetary provisions and take financial decisions as per powers granted to him 

by “Governing Council”and go through the financial audited statements of the Institute, if 
need be 

 Ensure that the long-term and short-term development plans of the Institute are duly processed 
and implemented through relevant authorities and staff. 

 Facilitate an effective academic environment and ensure that quality in education and 
academicservicesaremaintained 

 Form various institute-level committees and Officer in charges necessary for the day to day 
affairs and development of the Institute. 
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 Encouragefacultymembersand technical stafftoupdate theirknowledge by improvingtheir 
qualifications, attending and organizing seminars/workshops/conferences, publishing research 
papers, patents, books etc. 

 
 Be responsible and look into routine matters of Faculty, Staff, Students and Infrastructure 

(Class Rooms, Laboratories, Library& other facilities) of the institutethrough relevant 
authorities and staff. 

 
 Beresponsiblefor 

 Allaspectsoffaculty,administratorsandstaffoftheInstitute 
 Allaspectsofstudentsoftheinstituteincludingthehostel. 
 Facultyandstaffrecruitment,developmentandpromotion 
 ExchangeProgramsofbothfacultyandstudents 
 Research,consultancyanditsdevelopment 
 ProcurementofResearchGrant 
 Establishment and all works of Centre of excellence, Incubation & Innovation, 

Collaboration, Entrepreneurship and community services 
 Adherence to Academic Calendar, Examination, participation in various activities under 

the aegis of Affiliating University 
 AdmissionsintheinstituteandFeecollection 

 
 Ensure that no woman employee is subjected to sexual harassment including unparliamentary 

determined behaviour, physical contact, sexual advances, coloured remarks, showing 
pornography,sexualdemand,requestforsexualfavoursoranyotherunwelcomeconductof 
sexualnature whether verbal, textual,physical,graphicor electronicor byanyotheractions, 
which may include, – 

 Impliedorovertpromiseofpreferentialtreatmentinemployment;or 
 Impliedorovertthreatofdetrimentaltreatmentinemployment;or 
 Impliedorovertthreataboutthepresentorfutureemploymentstatus; 
 Conductwhichinterfereswithworkorcreatesanintimidating oroffensiveor 

hostileworkenvironment;or 
 Humiliatingconductconstitutinghealthandsafetyproblems 

 
 Plan the preparation for all works relatedto Dr APJ Abdul Kalam Technical University, AICTE, and 

NBA for Affiliation, Extension, Accreditation and NIRF. 

 Take all the necessary disciplinary action as and when required to maintain discipline in the 
Institute as per authority invested in him 

 Conveneregularmeetingsofanyoftheauthorities,bodiesorcommittees,asandwhen 
considersitnecessarytodoso. 

 
 Issueordersforpurchasesunderhispowersandprovisions. 

 
 Interact with parents, faculty, students, staff and other stake holders for establishing healthy 

environment and trust amongst all stake holders. 
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HeadoftheDepartments 
HeadoftheDepartmentsshallprovideleadershiptoachievegoalsandobjectivesofthevisionofthe 
department and Institute. He is academic and administrative head of the department and shall be 
responsible for maintaining discipline and decorum in the department and campus. He shall inform 
Director / Principal about any indiscipline inside the department / campus for requisite action. 

 
Headofdepartmentsshall 

 Plan the academic activities as per the Institute‟s academic calendar well before the start of the 
semester 

 
 Carryouttheacademicauditofthedepartmentaftertheendofeverysemester 

 
 Plan the laboratory and class room requirements well before the start of academic session and 

send it toDean (Academics), Director / Principal for further necessary actions 

 Getthelaboratoriesandclassroomsupdatedwellbeforethestartofacademicsession 
 

 Plantherequirementsoffacultyandlaboratorystaff,supportedbyteachingload,wellbefore the 
start of academic session and send it to Director / Principal for further necessary actions 

 Be well versed with the Outcome Based Education (OBE), Program Educational Objectives 
(PEOs), Program Specific Outcomes (PSOs), Program Outcomes (POs) and Course 
Outcomes of all the courses offered by the department 

 Get subjects allotted to the faculty members of the department after discussing in the 
departmental meeting, well before the start of the semester. 

 Get the time table prepared and distributed to faculty members, laboratory staff and students at 
least one week before the start of the semester 

 AlsopublishthetimetableondepartmentalwebsiteandsendacopytoDean(Academic 
Affairs) for necessary assessment arrangements etc. 

 Distributetheteachingcontacthoursandworkload(minimum)asfollows: 
 HeadofDepartment/Professor 04to06hours/week 
 AssociateProfessor 10to12hours/week 
 AssistantProfessor 14to16hours/week 
 Note:Facultyworkloadshouldnotbelessthan40hours/week 

 
 Ensureevenlydistributionofteachingloadtoeveryfaculty. 

 
 Fix the targets to be achieved of course outcomes (COs) of every course before start of the 

semester in consultations with Dean (Academic Affairs) and Principal / Director and inform the 
faculty members. 

 
 GettheattainmentcalculatedofCOs,POs,PSOsafterthedeclarationofresultsofeach 

semester and inform Dean (Academic Affairs) and Principal / Director 
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 Identify the weaker and bright students in each class as per the process fixed in the department 
andrecommendthesuitableremedial/appreciativeactionsinconsultationswithfaculty 
members to the Deans and Principal / Director 

 
 Findoutthe gapsleft,ifattainmentsare notattained inthe meeting ofallfaculty membersof the 

department and recommend the measures to be taken to Dean (Academic Affairs) and 
Principal / Director 

 
 

 Plan and arrange for modern and state of art educational technology facilities to be used for 
deliveringlectures/seminarsetc. 

 
 

 Convene the meeting of department at least every fortnight to discuss the progress of 
academicandadministrativeworksofthedepartment,recorditsminutesandsendittoDean 
(Academic Affairs) and Principal / Director 

 
 Monitor the academic schedule / attendance / syllabus completion and internal examinationetc as 

follows: 

 Registrationofthestudentsofallsemestersbeforethestartofthesemester 
 Creation the attendance register of every class subject wisefortheory andlaboratorywise 

for practical at least one week before the start of the semester 
 DisplayofattendanceeveryweekonSaturdayafterauthenticatingitfordatafilled. 
 Display the list of debarred / detained students as per the criteria fixed well before 

thestartofinternalexaminations. 
 Coursecoverageforeachsubjectandeachclass 
 Punctuality,disciplineandcontentdeliveryintheclass 

 
 Ensurethateverystudentclearshis/herduestimelyandregularly. 

 
 EnsurethemarkUpdationonERPanddisplayasandwhenrequired 

 
 EnsuretheUpdationandstorageoffollowingrecordsSemesterandyearwiseofeverybatch: 

 
 Students,activityrecordofeveryyear 
 Placementdataincludingofferlettersandjoiningletters 
 IndustrialvisitsandTrainingdata 
 Highereducationwithinandoutsidethecountry 
 Entrepreneurshipdata 
 Startupsdata 
 RecordofProfessionalSocietyactivities 
 Miniproject/Projectdataandrecords 
 Recordsoffacultypublications,patents,conferences/seminars/workshops/FDPs 

organised /attended and other achievements 
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 Keeptherecordofleaveoffacultyandstaffofthedepartments 
 

 Ensurethequalityofprojectworkdonebystudentstobeskillbasedandproductoriented 
 
 

 Sendandcollectfeedbackresponsesoffacultyfromstudentsbeforetheendofevery 
semester, analyze it and send the report to Director / Principal 

 
 Sendand collectfeedback responsesofparents,alumni andemployers regardingqualityof 

teaching learning process and suggestions to improve it 

 Communicate withparentsofstudentsregularlyandkeepDean (academics)and Principal/ 
Director 

 RecommendtheleaveofthefacultyandstafftoDirector/PrincipalorRegistrarasperleave rules of 
the Institute 

 GettheAnnualConfidentialReport(ACR)filledbyallfacultyandstaffofthedepartment 
 

 Encouragefacultymembersto 
 

 PrepareaquestionbankasperBloomsTaxonomy 
 Update their knowledge by attending and organizing workshops / seminars / 

conferences / lectures from eminent speakers etc 
 Publishresearchpapers,books,patentsetcasperresearchpolicyofUGI 
 Procureexternallyfundedresearch/consultancyprojects 
 Developresourcematerialforteachingandlearning 

 
 Appoint,ifneeded,thefollowingfromthefacultyofthedepartmenttomanagethe 

departmental works and assign them appropriate responsibilities to assist him 

 
 ProgramCoordinator 
 ClassCoordinator 
 ERPIncharge 
 LectureplanandCoursefileIncharge 
 LaboratoryandinfrastructureIncharge 
 InchargeStudentProject 
 DepartmentalExaminationController 
 InchargeStudentDues 
 DepartmentalTrainingandPlacementrepresentative 
 InchargeWorkshop/seminar/conferences/FDPetc 
 InchargeNBArelateddataandactivities 

 
 
 

 CarryouttheresponsibilitiesassignedtimetotimebyDirector/Principal/Management 
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Dean(s) 

Few faculty members are appointed as Dean and given additional responsibilities for assisting Institute 

management, Director/Principal in different matters as detailed below. Deans may also be assigned any 

other work by the Director / Principal and Institute Management in the interest of the Institute. 

 

5.31DeanAcademics 

 
DeanAcademicsisresponsibleforestablishingandencouragingOutcomeBasedEducation(OBE)inthe Institute 

for removing the disparity between various levels of pedagogy and for promoting academic 

excellencethroughalearnercentricenvironmentconduciveforqualityeducation.He/Sheshallalso be 

responsible for the efficient and timely conductof all academic activities pertaining to curriculum and 

faculty development. Dean Academics is responsible for strengthening the academics for holistic 

developmentoftheInstitute. 

He / she shall discuss every decision, he is likely to take, with Director / Principal and concerned (or all) 

Head of Departments. He should also maintain all the records of all academic activities of the institute, 

both online as well as offline. 

 
DeanAcademicsshall 

 
 

 Ensure high standards of teaching & learning, methods of evaluation of teaching- learning 

processandgradingpractices 

 Ensuretheimplementationofeffectivemethodsof 

 Instructionalstrategiesandauthenticassessment 

 Integrationofeducationalinitiativesandresources 

 Identificationofcurriculargapsandinitiativestofulfillthosegaps 

 Prepare the Academic Calendar of the Institutein line with that of the affiliating Universityandget it 

approved by Director / Principal and circulate it to all concerned 

 Gettheregistrationofstudentsdonebeforestartofeverysemester. 

 Completetheprocessofbranchchangewellwithintime. 

 Ensurethateverystudenthasclearedhisdues(ifany),preferablyatthetimeofregistration. 

 Decide about the number of sections with number of students in each theory andpractical 

classesof all the coursesand all the yearsdepending upon the students‟ strength ina class 

and manage the time table accordingly 
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 GeneratestudentdatarequiredforStudentInformationSystem 

 Monitorthefollowing” 

o Adherencetotheacademiccalendarbyall 

o Regular,timelyandeffectiveconductanceoftheclassesbyfacultymembers 

o AttendanceofstudentsofallclassesintheInstituteincoordinationofHeadof 

Department 

o StudentmentoringinconsultationwithHeadofDepartments 

o Studentcounselingsessionsorganizedbydepartments 

o Internalexaminationsanditsevaluation 

o Grievanceredressalmechanismfollowedbydepartments 

 Issue guidelines for setting up the internal examination papers, assignments, quizzes etc, 

ensuring the quality and standardization of question papers with coverage of minimum two 

unitsasperthecurriculum 

 Issueguidelinesforevaluationsystem 

 Prepareandissuetimetableforinternalexamination 

 Checkthesessionalmarks,beforebeingsenttotheaffiliating 

 Inform the students and faculty about affiliating university‟s norms and guidelines issued from 

time to time 

 Analyze the final results of the classesbefore startofevery semester and the attainment statusof 

COs, POs, PSOs and PEOs and discuss with the departments the reasons for poor 

performance (if any), non-attainment (if any) and also for valuing the good performance. On the 

basis of poor performance and non attainment of outcomes, he / she shall also propose the 

remedial action for improving and achieving the target. The recorded analysis shall be 

discussed with Director / Principal, who will discuss the same with Institute management 

 Ensure the collection and analysis of teaching– learning appraisal of faculty by students before the 

start of semester examination of University and send it to Director / Principal for further 

necessary actions 

 Issueguidelines,measuresforimprovingthequalityofteaching. 

 Disseminate information regarding various quality parameters as defined by national level 

agencies for assessment and accreditation 

 Organize induction programs for newly admitted students and newly inducted faculty towards a 

commitment to high expectations from them 
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 Facilitatetheorganizationofseminars/workshops/conferencesonstateofartqualitythemes 

 Promote and coordinate research activities to continuously improve the research and teaching- 

learning 

 Coordinate for collecting feedback responses from the faculty, non-teaching staff, students, 

parents and employers for quality related institutional processes. 

 Meet thestudents andtheir parents /guardians regardingtheiracademic performanceor anyother 

issue e.g. attendance etc along with the concerned Head of department 

 Develophumanresourcesbothteachingandnon-teaching(Technical) 

 Ensurethattheinstitutepoliciesregardingacademicsareimplementedineverydepartment and 

sections. 

 DecideandapprovetheCRTload. 
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5.311ControllerofExamination(COE) 

 
The Controller of Examinations shall be the in charge for the conduct of all examinations of the 

Institute and it he / she shall make arrangements for its scheduling and conduct. He / she shall also 

take care of all other contingent matters connected with examinations. COE should make earnest 

efforts to see that all examinations are conducted as per the schedule mentioned in the academic 

calendar of the Institute / Affiliating University and are free from any malpractices. 

COEshouldperiodicallyreporttoDean(Academics)andDirector/PrincipaloftheInstitute. 

 
ControllerofExaminationsshall 

 
 Ensureethicsandconfidentialityinallthemattersrelatedtoalltheexamination 
 Communicatewiththeaffiliatinguniversityandfollow-upthemattersconcerned 
 Prepare and publish the examination schedule, room / hall allocation and seating arrangements 

for all examinations includinginternal sessional examinations 
 Collect the list of eligible and debarred / detained students from the departments, year wise and 

subject wise 
 AppointHallInvigilators,flyingSquadetcandprepareandpublishHallChart,Seating 

arrangements etc for smooth conduction of the examination 
 Collect the Question Papers from the departments and ensure the proper distribution of CO 

and Bloom Taxonomy levels as per the norms decidedfor the internal sessional examinations 
 Getthequestionpapersprintedanddistributedatthetimeofexaminationasperschedule. 
 Arrangeforthecollectionofanswerbooksandsenditforevaluation 
 Fix the evaluation schedule and deadline for showing it to students and returning it to office 

ofCOE 
 CollectPracticalexaminationschedulefromthedepartmentsandmonitor 
 Ensure theappointmentofExternalExaminersbyAffiliatingUniversityforallpractical 

examinations and conduction of the practical examinations as per schedule 
 Ensurestudentsattendancepercentageduringsemester. 
 Monitorstudentsattendanceandfollow-upattheaffiliatinguniversityportalasperschedule 
 Prepare and publish the examination schedule, room / hall allocation and seating arrangements 

for special internal sessional examinations, if required and evaluation etc. done in time. 
 Verify the sessional marks verified from the records before it is uploaded and sent to 

affiliatingUniversity. 
 PreparetheMISforalltheyearssemesterwise 
 Publish the End Semester Examinations schedule as soon as it is notified by the affiliating 

University, to let all the students and faculty be aware withthe same 
 Ensure that students do not face any problems at the examination centers during 

examinationdays 
 Collectthemarksheetsfromtheaffiliatinguniversityanddistributetostudents 
 Assiststudentsinany othermatterrelatedtoexaminationas 

pertheInstitute/.affiliatingUniversity rules 
 EntertainthemattersofBranchChangeasperrulesandscheduleoftheaffiliatingUniversity 
 Maintaintherecordsofallexaminationsyearwiseandsemesterwiseincludingexamination 

papers, answer books (Sessional Examinations), attendance record etc 
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Dean(PlanningandDevelopment) 

 
Dean(PlanningandDevelopment)isresponsibleprimarilyforplanningthecontinuousdevelopment and 

growth of the Institute to achieve the global standards through Institute vision and mission. 

 
Dean(PlanningandDevelopment)shall 

 Prepare the long term development plan and policy for continuous development and growth ofthe 

Institute 

 Coordinateallthe mattersrelatedtoadministration,establishmentandbudgetofallthe 

sections of the Institute 

 Coordinate and follow up the activities related to AICTE approvals, Affiliation of Technical 

University, Accreditation, Ranking, Outreach etc and establish connect with the government 

agencies at both state and central governments. 

 Ensure the implementation of all the policies and rules of the institute issued by the institute 

management/GoverningCouncil 

 Ensure the faculty recruitment, as per the requirement received from the departments, 

preferably before the start of everyacademic year or as and when required 

 EnsurethefacultypromotionsandincentivesaspertheInstitutepolicy 

 ChairthestudentGrievanceredressalCellasperInstitutepolicy 

 Regularlymonitorfacultyconductandethicsas per“Codeofethicalconduct”forfacultyand 

alsothebiometricattendance 

 EnsuretheproperworkingandUpdationofERP 

 EnsuretheUpdationoflaboratories, seminar halls, faculty rooms, computersandsoftwareasper the 

requirements of the departments well before every semester oras and when needed 

 RegularlymonitortheworkingofCentreofExcellencesandInnovationandIncubationCenters. 

 Organizeand monitorstudents‟trainingactivitiessuchassummertraining (During Summer 

vacation), I-in-house technical training during 5thand 6thsemester 

 OrganizetheFDPs,STPs,workshops,seminarsandconferencesatleastoneperyear 
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Dean(StudentAffairs) 

Dean (Student Affairs)isresponsibleforstudentdisciplineinInstitutecampusandshallencourage 

healthy living and cordial relationship among students and campus community. He/she is also 

responsible to make the campus ragging free. 

 
Dean(StudentAffairs)shall 

 
 

 Shallincoordinationwithhostelwardensmaintainpeaceandharmonyinthehostels

 Bethechairpersonofthecommitteetopreventragging

 BetheCoordinatorofallthemattersofScholarshipsofthestudents

 ShallbetheChairpersonforstudentgrievancescommittee

 BetheFacultyadvisorforallcocurricular,extracurricularandextensionactivitiesofstudents and 

plan and coordinate dates, timings, budget and provision of fundsfor these activities

 Shallfacilitatestudentcounseling

 Shallcoordinatethestudenthealthcaresystem

 Shall plan and facilitate student activities such as debate, essay writing, painting, role play, 

fresher‟sday,Institutedayetc

 Shall Coordinate with Wardens of the Hostels regardingquality and appropriateness of facilities in 

the hostels and messes
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Dean(ResearchandConsultancy) 

 
Dean (Research and Consultancy) is expected to demonstrate his / her capabilities in creating an 

ecosystem of Research, consultancy and Industry Institute Interaction. He / She should make every 

effort in identifying research ability and potential of faculty and students having the aptitude for 

innovative research. He / She should implement the research policy of the UGI and propose 

amendments if required from time to time. 

 
.Dean(ResearchandConsultancy)shall 

 
 

 Makeeveryefforttoachievenationaleminenceinidentifiedkeyresearchareas

 Stimulate, enhance and promote the research culture among the faculty, scholars and studentsby 

fostering new and multidisciplinaryresearch initiatives and collaborations

 Work to facilitate and promote quality research in the Institute and strengthen the research 

laboratories, incubation centers and innovation centers to be always ready for state of art 

technologies

 Develop and maintain liaison with relevant international, national and regional agencies / 

organizations / groups / individuals / industries for financial support and promotion of quality 

research in UGI.

 Motivate, coordinate and facilitate submission of research project proposals by faculty 

members to various state and central government funding agencies and suggest 

incentives/other initiatives as per the research policy of UGI.

 Keep track of research / visiting schemes advertised by various funding agencies, both 

national and foreign, and shall sensitize the UGI faculty, research scholars and students to 

utilize the opportunity for promoting their talent and professional career

 Review and recommend the project proposals for submission inline with the terms and 

conditions of funding agency and also that of UGI, if any

 Encourageandfacilitateinteractionformulti-disciplinaryresearch

 IdentifytheareasofexpertiseavailableinUGIand publicizethe sameforobtaining the 

consultancy services and also for community services.

 Organizethevisitsofandknowledgesharingwitheminentresearchersandindustryexperts.

 Promote and organize International / National conferences in emerging areas with sponsors 

such as IEEE, ACM, Springer and Taylor-Francis etc



29  

 Invite the details of research initiatives taken by thefaculty, staff and students nad recommend 

the initiatives as per Research Policy of UGI.

 Setatargetforresearchpublicationsperyearbythefacultyandstudentsofeachdepartment in reputed 

journals and conferences.

 Maintain a database of research activities including but not limited to paper publication, paper 

presentation, writing and publication of books and award of patents etc.

 MakeeveryefforttoestablishchaptersofprofessionalsocietiessuchasIEEE,IETEetcand 

encourage faculty to be member of at least one body.

 Takeallnecessarystepstocheckmalpracticesandplagiarisminresearchactivities.

  Make every effort to startpublication of at least one research journal of the UGI as soon as 
possible



30  

Chief Proctor 
 

Chief Proctor, who is the head of Proctorial system is responsible for maintaining thelaw and 

order and ensureZero toleranceof indiscipline in the UGI campus for carrying out academic 

activities smoothly. The system is also for preventing the students from indulging in any antisocial 

activities in and off the UGI campus. The proctorial system shall foster moral as well as social 

values amongst students and if required reform and rehabilitate students through counseling and 

meditation. 

 
ChiefProctorshallputinbestefforts 

 
 Tomaintainsustainablecongenialatmosphereinthecampusforteachinglearningprocess

 TopreventRAGGINGinthecampus

 TomaintainlawandorderandensureZerotoleranceofindisciplineintheUGIcampus

 Toensurethatallacademic,examinations,admissions,sportsandculturalevents/activitiesorganized 

in UGI campus are hassle free

 Topreventtheentryofunauthorizedpersonsinthecampusbysecurity

 Toensurethatnostudentisroaminginthecampusduringclasstimings

 Recommend the reward / punishment in the form of sessional marks or any other suitable 

actionas per UGI rules

 Toresolvedisputeamongstudentsthroughcounseling,mediationandconciliations

 Ifnecessary,followfollowingprocedureforGrievanceRedressalofstudents:
 
 

o On the receipt of complaint from the student(aggrieved),an inquiry Officer /committeeis 
appointed to inquire into the matter mentioned in the complaint by 

 
o Providefullandfairopportunitytoaggrievedtodetailsoftheincidentandtobolsterhis 

/hercomplaintbygivingfactsandcircumstances 
 

o Issuing a Show-Cause Notice to the student (s) / person (s) against whom the 
complaint has been made, to reply within a specified time 

 
o Based on the fact findings, the inquiry officer / committee shall prepare the detail report 

and submit it to Chief Proctor for further necessary action 
 

o Ifprima-faciecaseofseriousmisconductismade outinthereport,thematteris 
referredtotheProctorialBoard,whichaftergivingfullchancetothestudent(s)/ person 
(s) against whom the complaint has been made, to defend himself / herself 
findsthechargesframedtobeproved,thedelinquentstudent(s)is(are)subjectedto 
theappropriatepenaltyas perUGIrules 
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o If the complaint is found to be false, the student who has made it may also be 
subjected to the appropriate penalty as per UGI rules 
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