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CRITERIAY

7.1.10 The Institution has a prescribed code of conduct for students, teachers, administrators
and other staff and conducts periodic programmes in this regard.

1. The Code of Conduct is displayed on the website

2. There is a committee to monitor adherence to the Code of Conduct

3. Institution organizes professional ethics programmes for students, teachers,
administrators and other staff

4. Annual awareness programmes on Code of Conduct are organized

DVV Clarification

Please provide scanned images of 1. Highlighted portion of handbook, manual and brochure on
professional ethics/ human values programs, attested by Principal. 2. Details proceedings of the
monitoring committee and its composition, attested by Principal. 3. Minutes of the monitoring
committee meetings, attested by Principal. 4. Reports of various awareness programs on code of
conduct and professional ethics, in support of the claim, attested by Principal. 5. Please provide
the web-link for the code of conduct documents of the college published in the website /
screenshot of the same.
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CODE OF CONDUCT FOR TEACHERS

PART Il - EMPLOYEES

20. Classification ofEmployees
There shall be three categories of employees: probationary, confirmed and temporary.

(a) Probationary : A direct recruit for any post, except the Principal and Vice Principal
posts,” shall serve as a probationer for a period of one year for regular appointment.
The probationary period may be extended if his/her work and conduct during the
period is deemed unsatisfactory.

(b) Confirmed : An employee shall be confirmed as regular by the Governing Body if
his/her work and conduct during the probationary period is deemed satisfactory.

(c) Temporary: A temporary employee is an employee who is employed for a short

period to fill a vacancy or to complete a specific project. Temporary employees shall
be paid a consolidated salary.

21. RecruitmentProcedure

(@) Vacancies to various posts shall be filled through direct recruitment. Such vacancies
shall be notified through advertisement. The Governing Body shall constitute a
Selection Committee in accordance with the NU/UGC norms and shall appoint
employees'® as per the recommendation of the Committee.

(b) The Head of Department shall be appointed from amongst the senior regularised
teachers on rotation basis for a term of three years.

22. Eligibility
Employees'* shall be under College norms.

(a) Faculty

A candidate to be eligible to the post of Assistant Professor' should have a good
academic record from matriculation to graduation, at least55% marks in Master s Degree
and NET. Preference will be given to those who have M.Phil. or Ph.D.

(b) Library Staff

(i) Librarian:'~ A Master’s Degree holder in Library Science, with work
experience of five years or more and quallfymg NET, can apply for the post of
Librarian.

(i1) Assistant Librarian: A Graduate or Master’s Degree holder in Library Science
can apply for the post of Assistant Librarian.

(iii) Library Assistant: A diploma certificate holder in library management or a
degree holder in any stream can apply for the post of Library Assistant.
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24,

25.

(c) Technical, Laboratory, Clerical and Fourth Grade staff shall be appointed as per
College norms.

Probation

(a) All direct recruits shall be appointed on probation for one year.

(b) The College Authority may, by serving one month’s notice in writing, dispense with
the service of a probationer if he/she is considered to be unfit for regular appointment.

(c) The probationer shall not be entitled to any compensation in the event of his/her
service being dispensed.

Confirmation

(a) The service of an employee shall be confirmed, if the Govering Body is satisfied
with his/her work and conduct during the probationary period.

(b)  If the confirmation of an employee is delayed, on account of his/her failure to qualify
for such confirmation, he/she shall lose the benefit in the order of seniority vis-a-vis
his/her juniors who may be confirmed earlier than him/her.

Promotion" ¢ s
(a) Stage | Assistant Professors who have completed six years of service and having a
Ph.D.

degree, or seven years of service and having an M.Phil., or eight years of service for
those without Ph.D./M.Phil. may apply for promotion to Stage 2.

(b) Stage 2 Assistant Professors who have completed sixyears of service in Stage 2 may
apply for promotion to Stage 3.

(c) Stage 3 Assistant Professors who have completed five years of service in Stage 3 and
possessing Ph.D. may apply for promotion to Stage 4 and shall be designated as

Associate Professor.
(d) Stage 4 Associate Professors who have completed five years of service in Stage 4 and
possessing Ph.D. may apply for promotion to Stage 5 and shall be designated as

Professor.
(¢) Movement from one level to the next higher level is subjected to:

(i) Satisfying the required credit points as per Academic Performance Indicators
(API) based on Performance Based Appraisal System (PBAS) methodology:

(ii) Assessment by a duly constituted selection committee; and

(iii) Availability of sanctioned posts in the College.
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26.

28.

29.

30.

(f) A teacher who wishes to be considered for promotion under Career Advancement
Scheme (CAS) may submit in writing to the college, with three months in advance of
the due date, that he/she fulfils all the required qualifications under CAS and submit
to the college the Performance Based Appraisal System Proforma.

(g) Any employee who completes eight years in the same scale of pay and does not
qualify for promotion to the next higher scale of pay will be given two extra yearly
increments, and after which one extra increment for six years of continued service and
followed by one extra increment for every five years of continued service in the same
scale.

(h) The provisions of Section 25(g) shall be applicable to the administrative staff and
laboratory assistants from the date of appointment to the respective post.

Retirement
(@) Anemployee, who attains the age of sixty years, shall retire from service.

(b) Retention of any employee beyond the age of service limit is the prerogative of the
Governing Body, provided he/she is physically and mentally fit and capable.

Scale of Pay andAuowla;\cu
(a) The basic scale of pay and allowances for the employees shall be as per College
norms.

(b) Extra allowance may be given to any employee who is officially entrusted with
extra/additional responsibilities.

Incentives

Three' and one advance increment shall be admissible to those who hold Ph.D. and M.Phil.
degrees respectively at the time of recruitment, or as and when a teacher acquires these
degrees in his/her service time in the College.

Selection Committee - ..
The Selection Committee shall comprise of:

(a) President of the Governing Body or his/he_; Representative as Chairman;
(b) NU Nominee as Subject Expert;

(c) PﬁncipalN ice Principal as Secretary;

(d) One or more nominees of the Governing Body;

(e) Head of Department of the concerned subject in the College.

AppointingAuthority
The Goyeming Body is the sole appointing authority of the College employees.

oy 9
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31.

32.

General Duties and Responsibilities

(a)

(b)

(c)
(d)

(e)

)

No employee shalljoin or continue to be a member of any association, the objectives
or activities of which are prejudicial to the objectives of the College and public order
or morality.

No employee shall engage himself/herself in any other gainful employment without a
written permission from the Governing Body.

The Faculty and the Heads of Department shall report to the Academic Dean.

Every employee should be punctual in the morning on all working days, failing which
he/she would be penalized by deducting one day Casual Leave for every four'® times
of being late.

Every Faculty Should be in the College ten minutes before the commencement of
classes and be in College till the last period of the day on all working days. A
conditional proyision of leaving the College after the fifth period is granted to the
Faculty who do not have classes in the sixth and seventh periods.

Every non-teaching staff should be in the College twenty minutes before the

commencement of classes and be in College till the last period of the day on all
working days.

Leave

1

2)

General:
(@) Leave is authorized absence from duty.

(b) The Col(é_ge Authority reserves the right to grant or decline ‘or revoke leave on
exigency ground.

(c) Leave should be applied and sanctioned in advance.

(d) Any leave not sanctioned by the College Authority will be treated as leave
without pay.

(¢) Every employee must be present on the closing day and re-opening day of the
College before and after summer break, winter break and major holidays, failing
which the concerned employee’s salary will be deducted three days each for the
closing and the opening day or six days for both the days."”

Casual Leave:

(a) There shall be twelve days Casual Leave for regularised Faculty and fifteen
days Casual Leave for regularised non-teaching staff in one calendar year.

(b) A Faculty'may avail a maximum of six days Casual Leave and a non-teaching
staff eight days Casual Leave in the Even Semester. However, in the event of
exigency, discretion of the granting Authority prevails.

*lbid.
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3)

4)

5)

(c) A regularised employee can avail a maximum of three days Casual Leave at a
stretch, without preﬁxmg or suffixing to holidays.

(d) Casual Leave take?\) in excess of three days shall be treated as leave without pay.
(e) Casual Leave shall be non-cumulative.

(f) Encashment of un-availed Casual Leave shall be credited along with the
December salary.

(g) No Casual Leave shall be granted on the closing or re-opening day of the
College before and after summer break, winter break and major holidays.

Leave for Unconfirméd Employees

Employees appomted on probation or temporary basis shall be entitled to Casual
Leave of one day for one month served. Casual Leave which is nottaken in a
particular month may be carried over to the next month and so on. However,
he/she shall not take more than three days Casual Leave at a stretch.' Excess
leave taken against one’s leave credit shall be leave without pay.

Medical Leave:
(a) There shall be ten days Medical Leave in one calendar year.

(b) The minimum nymber of days for availing Medical Leave at a stretch is four
days. ‘
Vo

(¢) Medical Leave sha]l be granted only on the ground of major illness, which must
be confirmed/verified by the College Authority.

(d) Extension of Medical Leave may be granted without pay, subject to approval of
the College Authority.

(e) Medical Leave may be prefixed or suffixed to holidays, if situation demands.

Maternity Leave: d
(a) Materity Leave'shdll be granted for sixty days with full pay.
(b) Extension of Matemnity Leave beyond sixpy days shall be leave without pay.

(c) Total Maternity iﬁj&ve should not exceed three months. However, if situation
demands, extension of Maternity Leave beyond three months may be applied
for, but granting such extension shall be the discretion of the College Authority.

(d) Matemity Leave is applicable up to the second child.

" |bid. 11
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6) Paternity Leave:

(2)

(b)

Seven' days Patemity Leave shall be granted to a male employee on his
spouse’s delivery.

Paternity Leave is applicable up to the second child.

7)  Duty Leave:

Duty Leave may be granted to an employee delegated by the College for representing
the College in any events and bodies outside the College premises.

8) Special Leave:

(a)

(b)
(©)

(d)

(e)

(H
(2)

Special Leave may be granted to an employee for attending courses,
conferences, meetings, seminars, symposia, and committees.

It shall be based on seniority and first come first serve basis.

Not more than one Faculty from a Department shall be granted Special Leave at
a time.

A member of the Faculty or staff may be permitted to attend refresher courses
once in every three years.

Duration of Special Leave shall correspond to the duration of the course, but to
the maximum of thirty days.

Special Leave shall be leave with pay.

A candidate, who wants to avail Special Leave, shall apply two months in
advance or surrender two months’ pay in lieu of failure to do so.

9) Study Leave:

(a)

(b)

(c)

The College encourages its employees to enhance knowledge, skills, and values
while in service.

Study Leave can be availed by an employee who has served a minimum of three
years in the College.

Study Leave shall be granted only for pursuing M.Phil. or Ph.D. and for the
specified period of the course, two years for M.Phil. and three years for Ph.D.,

basing on the nature of application and sanctioning of leave by the College
Authority.

It shall be based on seniority and first come first serve basis.

 Amended by Second Amendment 2020. | % Ibid 12
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33.

35.

36.

(d) Not more than one Faculty from a Department shall be granted Study Leave at a
time. ‘

(¢) An employee who has served a minimum of five years in the College may
avail financial assistance of twenty-five percent of the current pay, or full pay if
the UGC or any other agency sponsors a substitute during the study period.

(f) He/She, who wishes to avail such financial assistance, should sign an
undertaking with a responsible guarantor.

(g) He/She should serve a minimum of five years in the College after completion of
the study or course, failing which he/she shall have to pay the College the
capital incurred on him/ her, with three percent simple interest per month.

(h) An employee®, who wants to avail Study Leave, should apply two months in
advance or surrender two months’ pay in lieu of failure to do so.

(i)  Seniority in service shall be maintained for employees who availed study leave
under this provision.

Absence from Duty without Permission™

Absence from duty without permission from the competent Authority shall be treated as
leave without pay, which shall be outside the purview of Casual Leave, and dlsclplma!y
action shall be taken against the employee.

Employee Provident Fund®

(a) All confirmed employees shall be entitled to the benefits of Employee Provident Fund
(EPF). L2 ‘

(b) The contribution of the employee and the College shall be 12% (twelve percent) and
13% (thirteen percent) each as per the provisions of EPF.

(c) Anemployee can'claim E.P.F. as per the provisions of EPF.

Workload
(a) Every Faculty should be ready to take up three to four periods daily.

(b) Every non-teaching staff shall camry out his/her responsibilities conscientiously,
diligently and responsibly.

(c) All employees should be ready to take up additional responsibilities assigned by the
College Authority when necessity arises.

Rangn*hon

If any employee wishes to resign from the College, he/she should serve two months’ prior
notice or surrender two months’ pay in lieu of sych notice.
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CODE OF CONDUCT FOR GOVERNING BODY

MODEL CHRISTIAN COLLEGE
KOHIMA: NAGALAND

EMPLOYEE HANDBOOK

The Governing Body of Model Christian College is honoured to lay the following rules for
the College.

PART I - GENERAL

1.  Name
These rules shall be called “Model Christian College Employee Handbook.”

2. Commencement

These rules shall come into force from the date of notification by the Goveming Body of
the College.

PART II - ROLES AND RESPONSIBILITIES

3.  Sponsoring Body
The Ariicho Society for Human Transformation and Research shall be the Sponsoring Body
of Model Christian College.'

4.  Governing Body
(a) Composition:

(i) The Govermning Body shall consist of the Members of the Ariicho Society for
Human Trapsformation and Research, the Nagaland University Representative,
the Principal and other eminent members from different walks of society to be
nomipated by the Ariicho Society for Human Transformation and Research.

(il) The President of the Ariicho Society for Human Transformation and Research
or his/her Representative shall be the President of the Governing Body.

(ili) The Principal shall be the Secretary.

' Amended by Second Amend 2020, 1
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(b) Quorum:

(©)

One-third of the Members shall constitute the quorum.

Powers of the Governing Body:

(1)

(ii)
(iii)
(iv)

The Governing Body shall lay down rules and regulations for the employees
and administration of the College.

It shall appoint or dismiss employees of the College.
It shall take decision on any issue not covered by the Employee Handbook.

Its decision shall be final on all matters concerning the College.
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CODE OF CONDUCT FOR ADMINISTRATION

6. Managing Director
(a) T_he President of the Ariicho Society for Human Transformation and Research or
his/her Represf:mamc shall be the Managing Director of the College, and he/she shall
be the overall in charge of college properties and assets.
(b) The Managing Director shall be in charge of all accounts and financial matters. o
(c) He/She, in consultation with the Administrator and the Principal, shall prepare the
annual budget and present the same to the Governing Body.
(d) He/She shall instruct and advise the Administrator, Principal and Vice Principal on all
matters of college administration
7.  Administrator
(a) The Administrator shall oversee the overall administration of the College
(b) He/She shall work under the direct advice of the Governing Body and the Managing
Director
(c) He/She shall be a member of the Governing Body.
(d) He/She shall assume the responsibilities and role of the Managing Director in the
absence of the latter.
8.  Principal
(a) The Principal is the Head of the Institution.
(b) He/She shall maintain the Annual Confidential Report of all the employees of the
College
(c) He/She shall be the Secretary of the Goveming Body, the College Management
Council and the Selection Committee.
(d) He/She shall be'the sole signing authority for all documents and correspondences of
the College.
(¢e) He/She shall allocate delegate works and assignments to the Vice Pnincipal, Deans
and other employees
()  Any work not allocated/delegated to other employees shall be his/her responsibility
(g) He/She shall grant all types of leave to the employees of the College i consultation
with the President of the Governing Body.
(h) He/She shall consultinform the Managing Director or President of the Governing
Body and Administrator on all matters of college administration.
9.  Vice Principal

(a)
(b)

(c)
(d)
(e)

The Vice Principal shall work directly under the Principal.

He/She shall also perform responsibilities assigned by the Managing Director and the
Administrator.

He/She shall oversee the maintenance of students’ discipline in the College

He/She shall assist in teaching when required.

In the absence of the Principal, he/she shall assume the responsibilities ‘of the
Principal.
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CODE OF CONDUCT FOR STUDENTS

EXCERPTS FROM COLLEGE PROSPECTUS

CODE OF ETHICS POLICY DOCUMENT

o' 03/2'021

{ - L.UKE RYMBAI
. - Kohima, India
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COMPOSITION OF DISCIPLINE MONITORING
COMMITTEE AND MEETING MINUTES

EXCERPTS FROM DISCIPLINARY COMMITTEE REGISTER
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COMPOSITION OF DISCIPLINE MONITORING COMMITEE

2019-2022
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MEETINGS MINUTES OF THE MONITORING COMMITTEE

EXCERPTS FROM DISCIPLINARY COMMITTEE REGISTER

‘f Fl 1o (1) Dot - )J“‘TJZI Dort
« Mownr | ;40 b
| -nubt\lw !
¢ Hnto: Aams Doty el

1. o "]‘W]&:\;M‘(,’ja,‘( \'e ?vmd]-;«‘Q C\if’ 7
o2 ? ajufo Meho l’la/n/gn ﬂ»

Fi Mkokog® adah  momben Q/

* K. MISHAN SIAGH  Maudbes w@/
| £ I, ﬂomo /@am?SL Mewbsen @ﬁ,—f,‘,

6. At At 0 W %A‘

‘ 7,
v
2 L
g fadlhon Do T
?ﬁ :ﬂ,.«o J . e _p”ufc
w The ¥ "(7 Sz o sod
(mrrrwrf‘i —hetd e ,

oJeqontid Bha ‘han
e B M “
) RS

S|gned by: LUKE RYMBAI

2. Mendare v E% n
- «./4}140‘“’&”‘“"' ? bocay nl\ﬁgclg]ogzgj(gle 117 PM)

16



Signed by: LUKE RYMBAI
es ’ Reason: NAAC
W Location: Kohima, India

Date: 26-May-2022 (06:20 PM)

17




Ce.
SW Location: Kohima, India

Gl . sz B &rf

g 0 - Prinlepal -
e A%m.\% {eumsn \/V u{
e &M,Guﬁm %"7 d
Afhf 3k frt %

Sl ppott. Rnile %7(7;—'

\=

2. Wi Olivia Ridia
5o bk Medo

Qe
A o : :
2(;, g’k/‘w‘?‘:‘ﬂ 2N MLE.QA'J’ '( - 0 $
WK T SR -
) & DQW.W-JJ N ol
0 [ v Fns
9 . puge @ O T e e

ST

\x‘;“q“":'vdﬂ FJ_‘_ Send v TCe

3) (.%V‘Q‘ ~b it s o
s - g a=y’
‘ZL“* :51 zhﬁ?; et 1
V\L’ ( N
/N}A NE;M C&L»OJ \AJ. \_i‘ ""“ x 71/

4

Signed by: LUKE RYMBAI ~—
Reason: NAAC

Date: 26-May-2022 (06:20 PM)

18



.4 10 4
‘fﬁ wh 2018 F-to (4)
. 1240 fam -

Aot

; : |
l glds 'ii’w' ) f&‘*ﬂqf\“tf’” _@L"_’t;i
£ Vikahy Solhu _ M

2 b Aniche / Afonin 57,{,4]2 > ) [(:4/,
Ao Falke Mdeo
. 5 b Apsua~ SaH M
L ;
3‘1 4,01(,(‘044? )w»/[ Jﬂuﬁ" &9(;:"
l' M “Thw s M*ﬂ (q Jo'g J
(ol o -
ifo P ‘/W )"‘””“7 T T

j’L‘ f-‘—»o%&m\ M —*‘(’7 ] fw
f ALAN P {Z ‘ Vow»ém'r:?b«i(;o e
0\/""4 5’?" “)‘""3 i~ = A
Cém«qvm .
Ik ;}awia? 8 st i, | Oy i
| oz P (‘Auaf\r
| J i . ’[&L&n:w on oK ’ﬁc)aoj:f
’ &7 wf Ji. e colle . shatt

‘l?j Awd o «L‘w\a fb‘unf'/v&a/\fa

Signed by: LUKE RYMBAI
es Reason: NAAC
W Location: Kohima, India

Date: 26-May-2022 (06:34 PM)

19



2 \l-"kw (0 A M

‘ « . za&ﬁe H L‘;;"o w 'H@)
® Ay s HA N SINQH e

g O
/rV"ﬂl"

Aws 1ML A 4 Jol¥

NG ‘
(MV) '(,u\ /w 0"\/ 74}; ‘ o
by e RS eiNie

e et i
Q/LI f O# : poh\’/ T(?W = f =
ad spiting " o
[r;vw»qy“o ' L9an ~med

Ik ;jdl»o /lm) Fe 2 elelion

» 2 L ‘\r
\‘((,uf 2 L&rl;\o s (& *J

- 9 w
A}WCT L e bneco on wile Febok
) (;"» Vol ‘VY%: '\(7 . - tk (‘0(( (_3';‘ ( Wﬁ{
[ (&LI( L o L 2
e

Govod o Aning panent /Aiged

eS s Reason: NAAC
‘W Location: Kohima, Indig

Date: 26-May-2022 (06

Signed by: LUKE RYMBAI

17 PM)




0 (5)
M/.}wul & S0l FeA ﬂ“‘f"“"f?f’"
) ed o A IM/J?‘Jw
ad/fwf g (008 [~ N s
??W i

Signed by: LUKE RYMBAI
65 ’ Reason: NAAC
‘W Location: Kohima, India

Date: 26-May-2022 (06:17 PM)

21




4™ fl 009 F.010 (6)
Tt + 1 4p fm -
I Mw : \
o } M v Sonia 09 2
L Aot it (irorsh)

m i (o 52)
5 s g VD bt~

lermoﬂq e I

o Sl An A, Al Coness
and Auedd @

&P"& \/'L_e—k,(w\, AJ}
; S LemMuJ Lidle Hon Bu R
- 1y
® | m > Led m?vd Ao m
’ ‘f}w« opad s QH/\M Ao one Lok
‘® - ‘)j'uzj S 2 (m’VVL\_:] ﬁy\:e:::}_
D Brs - m.“; o P
’ — TAnf,vru—,Cﬁp o hfn‘ﬁu ans- %
&= Llodent Qmﬂ““7 \Q&JJ:):’
d"-l-/T Lo C. V45 boc T é}ugm

CQNA
o Biwadd i oS

> (u» .
Ry -
endn 65 . Signedby: LUKERYMBAI

Reason: N
Location: Kohlma India”

22



Teferrid - e Aoy W B M-
e Al prineipd - chainmman -
o 2. Deams (sw) - Hembor debeog

Signed by: LUKE RYMBAI
eS s Reason: NAAC
‘W Location: Kohima, India

Date: 26-May-2022 (06:17 PM)

23



Mg Mol

doprdac o Consed - o Ehackivg
o waw Hoced 4(7 :m (Jzki
éﬁ(fu A £ et Ayatt L«vg 7&%«» Fd\,

Signed by: LUKE RYMBAI
es s Reason: NAAC
W Location: Kohima, India

Date; 26-May-2022 (06:17 PM)

24




AWARENESS PROGRAMME ON CODE OF CONDUCT

EXCERPTS FROM CHRONICLE: COLLEGE AND OTHER OFFICIAL
PROGRAMMES/ACTIVITIES
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REPORT OF ANNUAL AWARENESS PROGRAMME ON CODE OF CONDUCT

EXCERPTS FROM CHRONICLE: COLLEGE AND OTHER OFFICIAL
PROGRAMMES/ACTIVITIES
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ORIENTATION PROGRAMME

MODEL CHRISTIAN COLLEGE
Lower A.G. Colony, Kohima

Orientation for 1" Semester 2018

Venue: Auditorium Date: 13-06-2018

Time: 10:30am

Chairperson: Mr. Vikhoho

Resource Persons:

*  Managing Director

¢ Academic Dean

®  Vice Principal

e CEO Northeast App

e Principal

* Vote of thanks (Chairperson)
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ORIENTATION PROGRAMME

Date: 26-May-2022 (06:20 PM)
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AWARENESS PROGRAMME ON CODE OF CONDUCT

Managing Director and Principal Orienting the students on the first day of the college

| 3 " J.h— .

N

Staff and Faculty Meeting
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