
JMJ College for Women:: Tenali

Code of Conduct for Employees of the Institution

1. Code and conduct of employees are mainly governed by A.P government rules and

Acharya Nagarjuna University Statute.

2. During the period of service all the members of the staff shall abide to the rules of

the institution laid by management governing body.

3. No members of the staff shall engage in political activity within the college

campus.

4. All the members must attend at the appointed time and shall not leave before the

stipulated time.

5. If any member enters the campus 15 minutes late than the appointed time without

prior permission shall be recorded as late attendance.

6. For every 3 late attendances can be calculated as one day casual leave for which

the employee is eligible.

7. All the members of Teaching and Non-Teaching must sign regularly in the

attendance registers, which are to be maintained by the head of the institution.

8. Every member shall be available in the institution on all working days and shall

perform the additional duties assigned to them.

9. The number of teaching hours is as per the UGC rules and State Government rules.

The management may increase the working hours as per the need of the hours.

10.The normal working period for the clerical and supporting staff shall be 9AM to

5PM with 45 minutes lunch break on all working days.

11.In pursuance of the general interest of the college all shall staff shall be required to

attend duties on any National and Festival Holidays, according to the occasion of

celebration to be organized by the college.
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