
SHRI BINZANI CITY COLLEGE
Umrer Road, Nagpur

CODE OF CONDUCT foT ADMINISTRATIVE STAFF:

The Administrative Staff is an important pillar of the Institution. They are as

essential as the other stakeholders and should adhere to the following:

1. Every staff employed in the College must discharge his/her duties to the

best of his/her abilities. They should be effi.cient, punctual and dedi8hted
.-rtl, 

;''..
towards their work 

,., i 
,ni, ,,,

2. Every staff must obey and follow the orders of the Head 
"T.ftq\***ri,,i*1""

in doing office-related duties. 
^ 

'," ' '. ^'

3. Every Staff must carry their I-car d. at ail.times. ,,,,. 
i', 

,,$

4. No Staff will remain absent from duty with-o*ll,prioiipermission from the

Head of the Institution. In case of any medifulle4fu, the staff should submit
,,,lilil1y11, '\i[Llf

Medical Certifi.cate within one week':a$,'ioining back in the prescribed

format. 1

5. Lunch Break will before half pn-'hqu duration every day. Other than this

duration, the staff is .r,pqstgd"qb"'bE. on duty. In case of any work outside the

Institution, the ,tuf-f o$il, 
'"bEx reqoired to make suitable entries in the

Movement Regi.,s tqe. --*
, ', ;'

No staff $alkng?d'd in any political activity, canvassing or contesting arry
,:l

' ' 1:r-l 'polrfical gfq,C,tson.
'. i'r

No staff ShdI criticize or denounce the policies of the Government either
,ir,. iti .,jrr,,

aufoqUy+t indirectly or participate in activities which will bring disrepute to

the Gooernment.
,:1, i , l'

'8i 'i"Every staff is expected to behave politely with the students and

parents/guardians and to resolve their grievance in a time-bound fashion.

9. The Staff should maintain good relations with each other. They should help

students, in general, and Dir,lranglan,in particular.
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6.

7.
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10. Every staff must rcfratn ftom smoking, consuming tobacco, alcohol and

other narcotics in and around the campus. They should also promote Solid

waste management and e-$7aste management practices.

1,1,. Every staff is expected to extend help to the teaching fraternity regarding

College work for smooth functioning of the Institution.

12. In the absence of any Administrative Staff member, the othqrffieff
r. ' ,r. 

'

members should cooperate in discharging his/her duty. ,u" 
**"{l; ''i

r..*' .' :, .,:
Every Staff is expected to maintain the infrastructure of tfr..fqsufu$on and

!.!r. -i. 
',,"'

also maintain cleanliness in and around the Institution,:,He"fSlte is expected
ti. .,ii'to prevent any action as would be hazardous to \the'"r'bputation of the

institution '

Every staff is expected to conserve eiectric eh,e{g$;"d use water cliligently to

1,3,

1,4.

pfesefve natufe.

"lii 
**n:' "
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CODE OF CONDUCT fOT ADMINISTRATIVE STAFF:

The Administrative Staff is an important pillar of the Institution. They are as

essential as the other stakeholders and should adhere to the following:

l. Every staff employed in

best of his/her abilities.

towards their work.

2. Every staff must obey and follow the orders

in doing office-related duties.

the College must discharge his/her duties to the

They should be efficient, punctual and dedicated

:: , , ,:..

of the Head of the Institution

3. Every Staff must carry their I-card at all times.

4. No Staff will remain absent from duty without pr.ior permission from the

Head of the Institution. In case of any medical leave, the staff should

submit Medical Certificate within ono' week of joining back in the

prescribed format.

5. Lunch Break will before half an hour duration every day. Other than this

duration, the staff is expected to be on duty. In case of any work outside

the Institution, the staff will be required to make suitable entries in the

6. No staff shall en$age in any political activity, canvassing or contesting
l

any political election.

7. No staff shall criticize or denounce the policies of the Government either

directly or indirectly or participate in activities which will bring disrepute

tb the Govemment.

8,, Every staff is expected to behave politely with the students and

parents/guardians and to resolve their grievance in a time-bound fashion.

9. Every staff must refrain from smoking, consuming tobacco, alcohol and

other narcotics in and around the campus. They should also promote

Solid waste management and e-Waste management
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10.

11.
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Every staff is expected to extend help to the teaching fraternity regarding

College work for smooth functioning of the Institution.

Every Staff is expected to maintain the infrastructure of the Institution

and also maintain cleanliness in and around the Institution. He /She is

expected to prevent any action as would behazardous to the reputation of

the institution.

12. Every staff is expected to conserve electric energy and use water

diligently to preserve nature.
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