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SCOPE AND DEFINITIONS 
 

Service Rules, called Sophia Girls‟ College (Autonomous), Ajmer 

Employees service rules which were effective from 2015 have been 

modified from time to time. 

These Service rules come into effect from July 2021 since the previous 

service rule of 2015 is amended and these shall be applicable to all the 

employees both teaching and non-teaching of Sophia Girls‟ College 

(Autonomous), Ajmer. 

1. These Service Rules are not exhaustive, and may be modified by 

the management and Governing Body of Sophia Girls‟ College 

(Autonomous), Ajmer as and when found necessary from time to time. 

Such modifications will come into effect from the date of notification. 

Such modifications in rules and regulations shall apply immediately to 

all the employees of the college superseding the rules and regulations in 

force at the time of appointment. 

2. All employees shall by their work and conduct further the aims 

and objectives for which the college has been established and is managed 

by the Educational society of Sophia Girls‟ College (Autonomous), 

Ajmer.  

3. These service rules are applicable to all employees of the 

educational institutions established and managed by the Sophia Girls‟ 

College (Autonomous), Ajmer which is a Registered Body.  

4. As situations and circumstances change, these rules and 

conditions of service may be suitably amended. Such amendments shall 

become binding on all employees when communicated to them, through 

notification on the Notice board and or through Official circulars.  

5. Conditions which are not mentioned in the individualcontract or 

employment letter, but which are mentioned herein, shall be 

automatically applicable to all the employees.  
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6. Besides these service rules or the Contract of the employment or 

any other law currently in force, the General provisions of the Minority 

Character of the Institution shall be applicable to the management and 

employees. 

 

DEFINITIONS 

1. Society means the body duly Registered under the Society 

Registration Act 1958 and the Reg no is 219 dated 1970-71. having its 

own Memorandum of Association and Rules and Regulations. 

2. The President: The Superior General of the Institute of the 

Mission  Sisters of Ajmer (MSA) is the President of all the Registered 

Societies under her Jurisdiction. 

3. Vice President: The Provincial Superior of the Institute of the 

Mission Sisters of Ajmer, St. Francis Province is the Vice President of all 

the registered societies of the Province under her Jurisdiction.  

3. Management: The Governing Body of Sophia College 

Education Society, Ajmer which is a Registered Society, registered under 

the Societies Registration Act of 1958. Registration No. 219 dated 1970 -

71 is responsible for its affairs. It includes one or more of the following: 

President, Vice President, Manager, Principal, Treasurer and Members of 

the Governing Body 

4. Manager: The local Superior appointed by the Superior 

General/ Provincial Superior of the Mission sisters of Ajmer. She is 

responsible to the Society, for the implementation of its policies in the 

formal and non-formal education section of the Institution. 

5. Principal: Head of the formal and non-formal Education Section 

for the Individual School, who is appointed by the  President /Vice 

President of the Society and  is responsible for the day to day 

administration of  the school.  

6. Grievance Redressal Cell: Consist of the Manager, Principal, 

Vice Principal, Coordinator, other Teaching Staff and students 

representatives nominated by the Principal. 
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7. Disciplinary Committee: A committee of three persons 

constituted by the Society to ensure disciplinary measures.   

8. Appellate Authority: A committee of three persons constituted 

by the President /Vice President   of the Society. 

9. Selection committee: A committee of persons constituted by the 

Education Society for the selection of teaching, non-teaching and class 

1V  employees. 

10. Salary: means the monthly basic pay and  allowances sanctioned 

from time to time by the  Management and drawn  by the employee. 

 

CLASSIFICATION OF EMPLOYEES  

 

A. The Teaching Staff 
1. The teaching staff includes all the employees appointed/hired by the 

Management for the purpose of teaching the students. 

2. They are under the direction and supervision of the Principal. 

3. During the absence of the Principal they will be under the 

supervision of the Vice-Principal/Authorized staff. 

4. Hours of Duty: 7 hours per day . 

B. The Office Staff 
The office staff includes the PA to the Principal, Accountant, 

account Assistant, Lab Assistant, Librarian, Receptionist, Nurse and 

PRO. They should be :- 

1. Courteous and helpful to all, especially to the parents, the public and 

others who visit for one reason or the other. 

2. Collaborative and team-driven, friendly, approachable and altruistic 

in the sense that they enjoy helping children, their parents and others 

at the workplace. 
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3. Calm, hardworking, adaptable, bright, accurate and have an excellent 

eye for details. 

4. Proficient in spoken and written English and local languages.  

competent in the use of Information Technology and in human 

resource management and administration 

5. Hours of duty- 7 hours 30 minutes. 

(a)  The Clerks 
1. The clerks will carry out all the duties assigned to her/him by the 

Principal. She/He will assist the Principal in her office work such as 

correspondence, maintaining of records, confidential files, 

monitoring visitors, conveying messages, preparing different 

certificates, maintaining Scholar Register, Admission Register, 

Service Books, Staff-attendance Register, Acquaintance Register, 

Leave Records, etc. 

2. Will look after the day-to-day functioning of the entire office staff 

and report to the Principal on daily basis of the same. 

3. Will act as a PRO, liasoning between the Principal and the 

public/staff/students/parents. 

4. Will send SMS's to parents and students whenever it is necessary 

authorised by the Principal. 

(b) The Accountant 
1. She/he come under the direct supervision of the School Principal and 

Treasurer with regard to the financial matters of the school. 

2. To maintain all files and correspondence records pertaining to all 

financial matters and carries out all clerical duties. 

3. To maintain all school ledgers/registers and financial documents 

4. To maintain all school accounts and relevant files. 
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5. To collect and deposit in bank school fees and prepare all documents 

connected with collections, deposits and accounting of school fees. 

6. To prepare fee summaries and monthly fee reconciliation statements. 

7. To keep the leave account of the school staff. 

8. To prepare and maintain the salary register of the staff on monthly 

basis. 

9. To carry out all tasks allotted by the Manager, Principal/ 

Administrator. 

In general, She/he will be responsible to assist the Principal/Vice-

Principal in carrying out the administrative duties of the college. 

(c)The Receptionist 
A receptionist is often the First Official Contact one may make in the 

schools. She/he is expected to be calm, courteous and of professional 

nature and demeanor at all times, regardless of whoever the visitor and 

whatever his/her behavior may be. She/he should be attentive, have a 

well groomed appearance, creative, loyal, discreet and positively 

oriented. The job may be demanding and stressful, there to against the 

fact that one is called to interact with people of different backgrounds, 

personality traits and cultural ethos and yet be efficient and effective with 

respects to the task in question. 

The duty of a receptionist includes the following: 

1. To answer visitors' enquiries about the school matters and its 

services, directing visitors to their destinations, sorting and handling 

out mail, answering incoming calls on single and multi-line, setting 

appointments, filing, records keeping, key boarding data entry and 

assisting variety of other task assigned by the Principal. She/he is 

also expected to organize to keep the lobby area clean and tidy. 

2. To coordinate security related functions for the school by verifying 

employees' identification, issuing visitor passes, and gate passes 

observing and reporting to the Principal any unusual happenings, 
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injury of the students or staff and presence of suspicious persons or 

activities. 

(d). The Librarian 
1. To be courteous and helpful. 

2. To ensure that there is adequate seating arrangement in the library 

and enough light for reading. 

3. To maintain proper records of all the books received in the library in 

the Accession Register. 

4. To see that all the books are allotted accession numbers and class 

numbers and to ensure that they are stamped with school library seal  

on the decided pages. 

5. To prepare the catalogue cards required for a particular book and 

properly file them in the catalogue cabin. 

6. To arrange books properly in the library and display them at a height 

convenient to the readers. 

7. To issue and receive back books from the readers according to the 

system followed in the library. 

8. To see that no books are lost or stolen from the library or tampered 

with. If the books are lost or damaged, she is liable to make good the 

loss/damage. 

9. To ensure that complete silence is maintained in the library. To  

provide reference services for the readers. 

10. To attend book fairs and read book reviews so as to recommend and 

select good books suitable for the school children and thus build up 

the library. 

11. To recommend purchase of adequate books for the library for the 

reading interest of different age groups of the children. 

12. To provide basic information of book retrieval from the book shelves 

or catalogue cabinet to the children from the primary classes. 
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13. Is a non-vacation staff and has 7 hours thirty minutes duty including 

lunch break and should be available after school hours and even on 

holidays other than Sundays or Gazetted holidays. 

14. She/He may be assigned other duties by the Principal when free from 

library work. 

(e). The Lab Assistant 
1. To ensure safe practice and procedures are maintained. 

2. To conduct regular physical checks on science lab equipments to 

ensure that the equipments are in working order. 

3. To prepare and get the science labs for secondary/senior secondary 

science practical. 

4. To set up necessary apparatus for the practical.  

5. To administer emergency first aid to the students. 

6. To monitor the science area for hazardous conditions, unsafe 

practices and other safety concerns. 

7. To ensure labeling, handling, storage and disposal of hazardous 

materials. 

8. To prepare solutions and stock chemicals so that chemical 

compatibility is maintained at all times. 

9. To clean up chemical spills including the maintenance and use of 

emergency spill kit. 

10. To monitor and assist students work in the Secondary/ Senior 

Secondary science lab setting. 

11. To carry out and report on a quarterly safety inspection. 

12. To monitor the security of the natural gas supply in the science lab. 

13. To assist in the development of new lab procedures. 

14. To maintain inventories for science lab purchases, supplies and 

equipments. 
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15. To use science related computer software if necessary. 

16. To assist teachers in planning classroom science activities. 

17. To assist in marking students' work. 

18. To duplicate/collate/file and record material and data. 

19. To perform other assigned duties that is within the area of knowledge 

and skills required by the job description. 

20. To make sure cleaning, setting and arranging the apparatus are done 

in the laboratory. This includes cleaning of items used in Chemistry 

laboratories. To issue/receive back apparatus and maintain proper 

account of the same. 

21. To get the cleaning of the laboratory and dusting of its furniture done 

on daily basis. 

22. To carry the apparatus to the classrooms as required by the teacher 

concerned. 

23. To collect materials, if required, for practical work from outside the 

campus of the school. 

24. To maintain botanical garden, aquarium, etc. 

25. To make sure that repairing/painting/polishing of apparatus/furniture 

are done on time. 

26. To carry out any other relevant/appropriate task assigned to her/him 

by the Principal. 

27. She/He is a non-vacation staff and has an eight-hour duty including 

lunch break and should be available after school hours and even on 

holidays other than Sundays or Gazetted holidays. 

(f). Counsellor 
1. She/He is a person trained to give guidance on personal or 

psychological problems. 

2. She/he is the one who directs a person to arrive at solutions for 

coping with stress and other negative emotions. 
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3. She/he should have a degree from a competent Authority /University. 

C. The Class 1V Employees (Support Staff/ 

Maintenance Staff) 
1. The school office remains open every day of the calendar year and 

the staff are to be on duty except on public/gazetted holidays, which 

are sanctioned by the management of the School. 

2. The employee can be on earned leave for 30 days during vacations 

unless her/his services are utilized fully like on any normal working 

day. No accumulation of Earned leave or encashment is allowed. For 

utilization of the service of an employee during vacations on a 

regular basis, there should be specific work allotted. If the service of 

an employee is required to complete the pending work during 

vacations, it shall not be construed as additional or extra work and 

such services cannot be treated for the purpose of overtime. 

3. If the work is not completed at any given time, the employee should 

put in extra time to complete the work without claiming extra wages. 

4. Every employee shall put in minimum of 8 hours' work daily.  

5. The duties and the hours of duty of the Class 1V employees will be 

assigned by the Manager/Principal/Administrator. 

(a)Watchmen/Security Guards 
The general purpose of Watchmen/Security Guards is protection of the 

people and property of the organization where they work. 

His duties will be as under: 

1. To ensure that all rooms have been locked properly and the keys 

deposited with the Principal or the person who is authorized by the 

Principal. 

2. To ensure that nothing belonging to the school, teachers or the 

students that has been left behind, is stolen. He will report to the 

Principal if any item of the school property or that of any student or 
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teacher has been found outside. He will keep such thing in his 

custody till the next day. He should hand over the article to the 

school office to be handed over to the concerned teacher/student and 

inform the Principal of the same. 

3. To lock the main gate and all the gates of the school campus. 

4. To keep a watch on the school premises and  the entire  campus and  

report to people in-charge if any untoward incident takes place. 

5. To be responsible for the safe custody of all the belongings of the 

school campus and if anything is lost, appropriate legal/disciplinary 

action will be taken against him. 

6. To routinely inspect the campus for any suspicious activities which 

are criminal and of malicious nature, such as vandalism, arson, theft, 

immoral activities and illegal drug deals. 

7. To comply with all gun safety regulations, if they carry arms. 

8. To communicate with immediate effect to the Principal and if 

necessary, the agencies such as fire and ambulance services, in case 

of a fire or serious calamity. 

9. To carry out any other tasks assigned to him by the Principal. 

10. To make sure that acquaintance register is maintained at the gate 

regularly and the same to be submitted to the office. 

11. Not to let any student go out of the campus without the written 

permission granted by the Principal/Vice Principal/Section-in-

charge. 

12. To ensure that the identity of all the visitors is verified before they 

are allowed to enter the campus while school is on. 

(b)Attendant/Peon 
1. To work as a messenger or run an errand for the Principal and the 

school office. 
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2. To carry out all tasks befitting a peon, assigned to him by the 

Principal including running errands for school work and delivering 

hand-post and carrying of documents, etc. 

3. To carry out the cleaning, dusting, arranging of class rooms, 

furniture, premises, arranging for functions, school assembly, 

supplying drinking water etc., as per routine or whenever required. 

4. To be responsible for the opening and closing of the doors and 

windows of the classrooms and office rooms. 

5. To carry out any other task assigned to him/her by the Principal. 

6. To ensure that all buildings including administrative blocks, 

academic blocks, staff quarters, the laboratories, library, washrooms 

and play grounds are cleaned every day. 

7. To perform all other duties assigned by the Manager/Principal /Vice 

Principal and Supervisors. 

8. The Manager/Principal will follow up cleanliness needs of the 

campus and assign duties to the peons. Negligence of any sort with 

regard to the assigned duties will invite disciplinary action. 

(c) Gardener 
The Gardener/Mali will ensure the upkeep of school lawns and 

gardens. He/She will plant seasonal flower seeding well in time after 

obtaining the approval of the Administrator / Manager / Principal. 

He/She will keep the lawns and hedges trimmed at all times. On 

horticultural matters, he/she will carry out the instructions of the 

Manager / Principal. 

(d)Driver 
1. To be responsible for all acts, omissions and non-compliance of rules 

and regulations for vehicles driven by him. If any fine or penalty, is 

to be paid by the institution on the account of driver's negligence, it 

shall be made good by him. 
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2. To ensure proper maintenance and upkeep of the vehicle. 

3. To comply with all instructions/directions that may be given to him 

from time to time. 

4. His continuation in employment will always be subject to his 

remaining physically and mentally fit and alert. The Management 

shall have every right to get him medically examined or re-examined 

at any time by a registered medical practitioner or eye-specialist of 

its choice, whose finding will be final and binding on him. 

5. Not to drive the vehicle in a drunken state or under the influence of 

any other intoxication or drugs. 

6. Should strictly observe and comply with the traffic rules and 

regulations. 

7. Should keep the vehicle clean and good and in a working condition 

at all times. 

8. To report delays and accidents, to keep operational records and to 

report defects or problems with the vehicle to the Supervisor / 

Manager / Principal and to ensure that the vehicle meets regular 

maintenance schedules. 

9. To be responsible for the safe custody of the vehicle driven by him 

and in case of damage or loss due to his negligence he will be held 

responsible to make good such loss or damage. 

10. To make sure that the vehicle is properly locked in the garage or at 

the usual parking place and to hand over its keys to the person 

authorized at the close of his duty. 

11. To maintain proper account of purchase/consumption of petrol/diesel 

and lubricant oil and to make proper entries in the log book, which 

shall be kept in the vehicle and to produce the same for inspection as 

and when required. 

12. Neither to leave the premises of the Institution nor to take the vehicle 

anywhere unless permitted by the Management. Not to allow any 

unauthorized person to travel in the vehicle or drive the vehicle. 
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13. To wear neat, clean and ironed uniform and to keep the driving 

license with him, while on duty. 

14. To take the vehicle for out of station journeys as and when required. 

Unless there is proper arrangement for the safe custody of the 

vehicle, he will sleep in the vehicle itself. 

15. His duty hours will be regulated from time to time purely at the 

discretion of the Management as per expediency of service. 

16. To replace a peon when he/she is absent or on leave. 

17. When not on driving duty, he will be assigned other duties as per the 

need. 

18. In addition to the duties enumerated above, the Manager, 

Principal/Sister In-charge may assign any additional duty to any 

member of the class 1V staff, as deemed fit. 

 

CODE OF CONDUCT 
(also refer to the Code of Conduct and Ethics Policy) 

A person who chooses Teaching as a career assumes the obligation to 

conduct herself at all times in accordance with the highest standards of 

the teaching profession, aiming at quality and excellence in her work and 

conduct, setting an example which will command the respect of the 

students, the parents and colleagues 

Teaching, in its true sense, is not mere instruction but influence. The 

teacher's duty is not merely to communicate knowledge in specific 

subjects but also to help students grow to fullest stature, develop suitable 

attitudes, draw out their talents and unfold their personality. 

In this responsible task, what matters most is the personal example of the 

teacher, her attitude, contribution, out-put and effort. 

Every Employee will observe the following Code of Conduct: 
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•Sign the attendance register twice daily the first while reporting for duty 

in the morning and the second time while leaving the campus at the 

prescribed time in the afternoon.  

•Be present for his/her duty on time and fulfil the prescribed hours of 

work. Every four times of not completing the prescribed hours of 

work will be considered a dereliction of duty or a half a day of casual 

leave.  

•When an employee needs to go out of the premises during working 

hours for any work he/she should obtain prior permission of the 

Principal / Vice Principal. While going out during for any assignment 

he/she should mark in the movement register.  

•Teachers should be punctual for their classes. They should be present at 

their classroom at the stroke of bell for the classes and begin the 

classes without delay. Teachers should not dismiss the classes earlier 

than the close of the assigned hour. They shall not cancel any class 

without the prior permission of the Head of the Institution.  

•Teaching Faculty taking leave shall arrange the classes with the consent 

of the Head of the Department  

•The Teaching Staff shall devote their time to develop and improve their 

academic and performed competence by availing themselves of all 

opportunities to attend and participate in Academic Programmes such 

as Research, Seminars, Paper Presentations, Orientation Courses and 

in service programmes.  

•Teachers shall regularly maintain the work diary and it should be signed 

by the Principal every six months.  

•Annual evaluation of the teachers will be made to assess their individual 

performance.  

•In addition to the duties of teaching and allied activities, every teacher 

shall strive to make himself / herself available to the students / 
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Institution and Management by organizing useful and relevant 

programmes, Co-curricular and extra-curricular activities.  

•The workload of teacher shall be prepared within the guidelines of  

University / Government from time to time. However the 

Management may, depending on the specific needs of the Institution 

and students increase or decrease the work load of Staff Members.  

•The working hours of Non-Teaching staff will be specified at the time 

of appointment and if changed, will be made known to them through 

written or oral communication.  

•No teacher shall discriminate against students on political, social, 

religious grounds or for other reasons and shall not incite students 

against other students or other teachers, colleagues or the 

Management.  

•No member of the staff shall approach the higher authorities of the  

Institution or of the Education Department or of the Government in 

connection with any matter connected with the Institution except 

through the Principal.  

•Every staff member shall attend the institution dressed in a manner 

befitting his / her profession, being prescribed by the Management.  

•All staff members shall help the Institution authorities to maintain 

discipline and inculcate good habits among the students.  

•An employee should not engage himself / herself in any act prejudicial 

to the interests of the Management or Institution.  

•An employee is not permitted to join any association or trade within or 

outside the Institution.  

•No employee shall except with the prior sanction of the Management 

engage directly or indirectly in any trade occupation or business.  

•No employees shall except with the previous permission of the  
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Governing Body participate in the editing or managing of any 

newspaper or periodical or act as a correspondent of newspaper or 

periodical.  

•No employee shall keep in person or take out of the office, any 

document of the institution either original or copies, without the 

explained written permission of the Principal/Management. 

•Employee should not represent the College without the prior permission 

of the Principal/Management.  

•No employee should sign any document or financial vouchers on behalf 

of the Institution unless authorized by the Principal /Financial 

Administrator/Management in writing. 

•No teacher shall engage in any kind of private tuitions to the students of 

our College or regular teaching in any other Institution. If any faculty 

is found doing so disciplinary action will be taken. 

•No employee is ordinarily permitted to bring his / her children to the 

office or place of work during the working hours. 
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SELECTION AND APPOINTMENT  

OF THE EMPLOYEES: 

1. Teaching  Staff  are appointed on the recommendation of the 

selection board consisting of: 

i. Principal  

ii. Secretary 

iii. Management Representative 

iv. Subject Expert 

2. Non-Teaching Staff is appointed on the recommendation of the  

selection board consisting of: 

i. Principal  

ii. Vice-Principal 

iii. Financial Administrator 

3. Selection process 

a. Teaching Staff 

• Advertisement  

• Interview 

• Demonstration, if any  

b. Non-teaching Staff 

• Interview 

4.  Probation and Confirmation 

• After interview, on initial appointment, the staff will be on probation.  

The period of probation is for a period of one year. This period may be  

extended for a further period of one year at the discretion of the 

Management. If the service is unsatisfactory, after the extension of the  

period of probation, the services of such a person can be terminated by  

giving one month's notice or payment of one month's salary in lieu of  

notice. 

• On a satisfactory completion of the period of probation, if the post on  

which the concerned employee was appointed is not abolished and  
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exists or is likely to exist permanently, the employee shall be 

confirmed and thereafter she/he shall be entitled to all the benefits 

that accrue from confirmation under these rules of policy of the 

Management.  

•The Management may terminate the services of an employee after 

he/she is confirmed for reasons stated in the 'violation of code of 

conduct'. Three months' notice or three months' salary in 

compensation in lieu of notice.  

5.  Age of admission 

No person who is less than 18 years of age should be appointed to any 

post. c. Job Description: 

•Every employee should be provided with a job description of his/her 

specific assignment. The job description may be changed or modified 

by the Management as per the need of the Institution. 

•All are expected to carry out their responsibilities faithfully and to the 

satisfaction of the Management. Any Failure to carry out his/her 

provided duty will be treated as misconduct. 

d. Hours of work: 

•The working days and holidays will be as per Society Rules.  

•The working hours will be such as may be specified from time to time 

by the Principal.  

•Working hours may be different for teaching and non-teaching staff.  

•As and when required an employee may be assigned any special duty 

even if it is to be done beyond the normal working hours in the 

interest of the institution.  

•An employee is also required to conduct and organize co-curricular 

programmes and perform other duties even beyond the normal 

working hours.  

e. Feedback and Evaluation: 

•Performance Appraisal and evaluation is made annually for current and 

future reference and to take steps, wherever needed. 
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•For Teaching Faculty, student's evaluation is taken at the end of each 

year. The Principal shares the summary of the student feedback with 

the Teaching Faculty. 
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f. Salary: 

• Salary  of an employee is fixed as per the salary structure of the 

Management. 

• Salary of the employees shall be paid not later than 7 working days of  

the month following that for which salary is due. 

• Statutory deductions towards Income Tax, Professional Tax, Provident  

Fund or any other tax payable by the employees will be deducted at  

source. 

6.1  Increment : 

• The annual increment is one step higher in the scale of pay applicable to  

employees. 

• An  employee will be eligible for increment based on satisfactory 

performance of his /her responsibilities during the procuring year. 

• The management reserves its right to withhold increment if it is not  

satisfied with the performance of the staff members. 

6.2 Provident Fund: 

All the administrative and supporting staff should join the Provident Fund  

after confirmation once the probationary period is over.  
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RESIGNATION/ RETIREMENT / 

SUPERANNUATION /TERMINATION 

•In the interest of the students and to maintain overall administrative 

efficiency no staff member shall leave service in the middle of the 

academic year. 

•A staff member may resign his/her post by giving due notice for the 

time period prescribed in the appointment order or salary in lieu of 

their Resignation. It becomes effective only when it is accepted by 

the Management. 

•A confirmed employee shall resign after giving three months notice or 

paying three month salary in lieu of notice. 

•An employee on Probation shall resign after giving one month's notice 

or paying one month's salary in lieu of notice. 

Retirement / Superannuation: 

•Staff shall retire from the service of the Institution on completion of 60 

years of age. 

•The retired faculty member may be re-employed by the Institution, up to 

the age of 65 years on yearly contract basis or as per the sole 

discretion of the Management. Such an employee will be appointed 

as a fresh appointment and will be paid a consolidated salary as per 

the decision of the Management. 

•A staff who retires or leaves services/resign with due notice, but not 

discharged for misconduct on convicted for a criminal offence, shall 

be entitled to gratuity provided the total number of years of services 

from the date of confirmation is not less than 5 completed years. For 

a year's service 15 days salary to be given as Gratuity. Gratuity is 

paid for maximum period of 33 years or Rs. 10 Lakhs whichever is 

lower.  

Termination: 
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•The services of a staff in the probationary period may be terminated 

after giving one month's notice or paying one month salary in lieu of 

notice. 
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• The services of confirmed staff may be terminated for any of the  

following reasons. 

 If the employee becomes unsound mind or physically incapacitated.  

 If the employee is a part of any criminal offence inside or outside  

campus.  

 Moral turpitude. 

 Dereliction of duty. 

 The employee absent from duty for more than 15 consecutive days  

without prior intimation/ leave or overstays beyond the sanctioned  

leave without intimation / and sanction of leave. 

 Non – discharge of duties in relation to the assigned examination work. 

 Negligence of academic or extracurricular or clerical or other duties  

that have been assigned by the Head of the Institution. 

 In spite of repeated instructions, failure to keep up to date in academic  

assignment of duties. 

 Unsatisfactory services. 

 Misconduct or wilful and persistent neglect of duty. 

 If the employee indulges in such acts of conduct which are prejudicial  

to the interests, objectives or reputation of the institution such as  

• Sexual harassment Defamation of fellow employees 

• Use of Physical violence, Participation in a strike, abetting 
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DISCIPLINARY ACTION 
The code of conduct shall be applicable to all employees, teaching and 

nonteaching staff. The management shall see that the employees conform 

to the letter and spirit of the code of conduct as well as rules applicable to 

the Institute. 

a. Misconduct 

A Misconduct is an act or conduct which is incompatible with an 

effective employer-employee relationship, in the context of the Rules 

and Regulations guiding her/him to carry out the tasks under. 

b. Acts of Misconduct 

Without prejudice to the general meaning of the terms of 

misconduct, the following acts and/or omissions, which are 

illustrative and not exhaustive, shall be treated as serious 

misconduct. 

c. The following list of misconducts is in addition to the provisions of 

the Code of Conduct for the employees of the college. 

1. Insubordination, maligning, deliberate delaying of work, adopting 

„work to rule‟ or refusing to carrying out the orders/instructions of 

those in authority. 

2. Habitual neglect of work or negligence in work. 

3. Carrying College's goods, files or office documents home or any 

other place outside the College premises without prior permission in 

writing of the Management. 

4. Submitting of false Medical Certificate for availing of leave.  

5. Leaking out any information relating to official matters or question 

papers or results, as they are confidential. 

6. Furnishing false or incomplete information or suppressing any 

information regarding name, age, date of birth, father's name, 

qualifications, ability, previous service, conviction in a court of  law, 

dismissal, removal or compulsory retirement by  a previous 
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employer  or any other matter  relevant to the employment either  at 

the time of employment or at any time during the course of 

employment. 

7. Habitual late attendance and/or absence without leave, or similar 

omissions of leaving the College premises before duty hours. 

8. Interference, tampering with records, attendance registers, etc., either 

pertaining to herself / himself or to any other employee / students. 

9. Hiding away or attempting to hide away any articles, documents of 

the College. 

10. Willful disfigurement, destruction or alteration or forgery of any 

record/file of the college. 

11. Obtaining or attempting to obtain leave of absence on false 

pretension. 

12. Refusal to accept a charge sheet, an order or any other 

communication from the management either in person, post or 

through courier 

13. Refusal to act on the accepted terms and conditions of service. 

14. Writing of anonymous or pseudonymous letters criticizing the 

College or any other member of the office staff and making false 

reports regarding misconduct of colleagues and authorities or 

defamatory remarks against the College/Management.  

15. Refusal to work on holidays or on off days when required to do so, 

refusal to work beyond college hours, in the exigencies of College's  

work or function notwithstanding any statutory provision.  

16. Assaulting, abusing or intimidating any employee of the College 

either within the premises or at any other place. 

17. Refusal to work on a job or a mission, which does not call for any 

additional skill or experience and can be done by the employee/ 

officer without adversely affecting her/his service conditions.  
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18. Organising, attending or holding meetings within the boundaries of 

the premises or in any of the premises owned by the College or in 

front of the premises of the officers of the College and in its complex 

without previous written sanction of the Management.  

19. Making personal telephone calls from the class/college/work 

premises or receiving Visitors without prior permission of the 

Principal/Sister in charge. 

20. Indiscipline or breach of  rules or instructions for the maintenance 

and /or instructions for the running of any department or maintaining 

its cleanliness. 

21. Refusing to undergo training as and when required by the 

Management of the College. 

22. Doing private or personal work within the work premises without the 

previous permission of the Management.  

23. Absence from place of work without the permission of the  

Principal/Sister- in charge. 

24. Falsifying or refusing to give testimony when an accident, 

misconduct or other matters are being investigated.  

25. Making statements about the Institution to the press or other media 

without prior permission of the management of the College. 

26. Bringing or possessing drugs, or using alcoholic drinks, tobacco. 

bhang, or gutkha, within the College's premises or reporting for work 

while under the influence of alcoholic drinks, drugs or narcotics, also 

Smoking in the college campus. 

27. Entering illegally, remaining in the work premises after the 

permissible/authorized hours of duty.  

28. Publication of any article relating to the work of the College and 

delivering speech in public without obtaining prior written 

permission. 
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29. Habitual breach or gross and/or deliberate violation of the Service 

Rules and internal regulations. 

30. Handling or attempting to handle any machine, equipment, apparatus 

or vehicle not entrusted to the charge of the employee. 

31. Interfering in the work of other employees and/or the Management. 

32. Deliberate disturbance to the proper functioning of the College. 

33. Photo or otherwise copying and taking the extracts of official 

documents with a view to keeping/storing them.  

34. Any act which is prejudicial or detrimental to the interests of College 

or against the studies of the students and the college. 

35. Breach of confidentiality or a loss of confidence by any act against 

the interests of Management of the College. 

36. Using abusive language or slogans against any superior officer or 

any officer of the College. 

37. Giving false evidence against the Management/Authority which 

she/he knew to be false. 

38. Willful damage or breakage to the property of the Institution or items 

or goods belonging to the Institution. 

39. Any act which constitutes an offence under any law/act in force. 

40. Striking work or adopting go-slow methods, either singly or along 

with others in contravention of these Service Rules or any statute, 

law, agreement, memorandum of settlement agreed from time-to-

time and for the time being in force. 

41. Collection or canvassing or the collection of any money, whatsoever, 

for purpose not authorised in writing by the College within the 

premises of the College. 

42. Drunkenness, fighting, riotous, indecent or disorderly behaviour or 

conduct likely to cause breach of peace or conduct endangering the 

life or safety of any other person. 
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43. Any act subversive of discipline and efficiency, and any act 

involving moral turpitude committed within the premises of the 

College, and outside if the same has bearing on the services of the 

employee. 

44. False complaint before any authority against the Management or any 

Superior Officer. 

45. Distributing or exhibiting inside the premises of the College any 

newspaper, and bill(s), pamphlets or poster(s) without the approval 

of the Management.  

46. Sale or canvassing for the sale of any book, stationary or commodity 

within the premises of the College. 

47. Resorting to picketing, hunger strike against any officer whether 

within the premises of the College or outside it, relating to in the 

matters concerning the College. 

48. Not wearing dress prescribed by the Management during working 

hours or wearing the uniform improperly while on duty.  

49. Misbehaviour during the pendency of disciplinary action instituted 

against her/him. 

50. Unauthorised removal or defacement of notices or displaying any 

notice or news reports on the notice board of the College. 

51. Participating in violent demonstration within 500 meters of the 

precincts of the College.  

52. Not disclosing/intimating to the College any infectious or 

sexual/skin/any other disease/contagious disease from which the 

employee is suffering. 

53. Every employee of the College shall sign and abide by the POCSO 

Act. 

54. Having immoral relationship with employee or student of either sex.  

55. Eve-teasing in the premises of the College or transport provided by 

the College, if any.  
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56. 'Sexual Harassment' which means and includes such unwelcome 

sexually determined behaviour (whether directly or by implication) 

as:   

(a) Physical contact or advances. 

(b) A demand or request for sexual favours. 

(c) Sexually coloured remarks. 

(d) Showing pornography. 

(e) Any or other unwelcome physical, verbal or non-verbal conduct 

of sexual nature. 

(f) Indulging in or abetment of any act of Sexual harassment within 

the college premises. 

57. Impertinence, dereliction of duty, disobedience or refusal to work or 

obey, whether alone or in combination with others, of any lawful and 

reasonable order of Superior, including an order which may be 

issued by the management of the College.  

58. Theft, embezzlement, fraud, misappropriation or dishonesty in 

connection with the property of the College, or of any workman 

within the premises of the College.  

59. Committing any offence within the meaning of the Indian Penal 

Code, or committing any act of commission or omission within the 

premises of the College or outside, whether amounting to an offence 

or not, which would tend to have the effect of or result in impairing 

the reputation, public confidence, discipline or prestige of the 

College.  

PROCEDURE FOR DISCIPLINARY ACTION 

Following are the various steps that will be followed against an 

employee guilty of misconduct. 

1. The show cause notice: If there is a  reason for believing that 

misconduct has been committed, or on receiving any complaint the 

concerned employee shall be given a show cause notice by the head 
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of the Institution clearly stating the allegations against her/him and 

asking for a written explanation within the period indicated therein. 

 Consideration of the employee's reply to the show cause notice: the 

explanation of the show cause notice will be considered and if found 

satisfactory, the matter will be dropped. 

If unsatisfactory, and the matter is serious enough warranting a 

major punishment, the Principal will refer the matter to the 

disciplinary committee. 

2. Suspension: 

After the matter is referred to the Disciplinary Committee the 

employee may be put under suspension, during which she/he will be 

required to mark her/his attendance at the gate to claim Subsistence 

allowance during the enquiry. 

If the Disciplinary Committee is of the opinion that further enquiry  

or action is warranted, a charge sheet   shall be served  setting forth 

the charges appearing against her /him and direct the employee  to 

submit her /his reply within a specified time. 

3. Enquiry / Enquiry Officer 

1) If the Disciplinary Committee  after considering the reply is of the 

opinion that enquiry is needed, the Disciplinary committee will 

appoint an enquiry officer to conduct the enquiry and also appoint a 

Presenting Officer and inform the employee accordingly. 

2) The enquiry Officer will inform of the first date of enquiry.  A 

detailed charge sheet will be served to her/him and direct the 

employee to submit her/his reply within a specified time. 

3) The Enquiry Officer will give sufficient opportunity to the employee 

and to the Presenting Officer to enable her/him to submit the reply as 

also to produce evidence that she/he shall be permitted to cross 

examine any witness on whose evidence the charge rests and to 

produce other evidence in her /his defence. No legal practitioner 

shall be allowed to represent either the employee or the management 
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committee of the Institution in the proceedings before the enquiry 

Officer. The employee has the right to appoint his representative 

from among the employees of the College. 

4) At the conclusion of the enquiry the Enquiry Officer will prepare a 

report of the proceedings of the days of enquiry regarding her/his 

findings on each of the charges and submit the same to the 

Disciplinary committee, and obtain the signature of the Presenting 

Officer and the representative of the employee  and submit the same 

to the  Disciplinary committee. 

5) On receiving the report of the Enquiry officer  the copy of the same 

will be sent  to the employee by the Disciplinary committee and 

direct the employee to submit her/his submission within specified 

time, if she/he desires. 

6) The Disciplinary Committee shall consider the findings of the 

Enquiry officer and submission of the employee and place it before 

the Managing Committee to decide whether a major or a minor 

penalty is to be imposed. 

7) If the Managing Committee proposes  to impose a major penalty, it 

shall give  the notice of the  penalty proposed  in writing to the 

employee, calling  upon her /him to submit  within a specified   time, 

such representation made  that she /he wished to make  against the 

proposed action. After considering carefully the representation made, 

the Managing  Committee  shall  arrive at a decision as to what   

penalty, is to be  imposed. 

IV Ex-parte Decision 

If the employee concerned fails to appear before the Enquiry Officer at 

the appointed time and place nor does she/he gives reasons for her /his 

absence, it would imply non-cooperation. If such be the case, the 

Enquiry/Officer should not fail to continue with the proceedings. She/he 

should continue to fix the next date of hearing with a notice of 30 days 

till the normal Domestic Enquiry period of 90 days. The subsistence 

allowance would be paid during the suspension period. 
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V Subsistence Allowance 

A charge sheeted employee placed under suspension and under Domestic 

Enquiry, will be entitled to 50% of her//his salary towards Subsistence 

which can be reduced or refused if the suspended employee fails to 

participate in the enquiry or adopts delay tactics. To be precise, if the 

enquiry is delayed by the employee for whatsoever reasons beyond three 

months, the suspension allowance shall be reduced to 25% and if the 

delay is extended beyond six months, the employee shall not be entitled 

for any suspension allowance. Similarly, the delay is attributable to the 

management beyond three months, the suspension allowance shall be 

raised to 75% of the wages and if the delay is beyond six months, the 

employee shall be entitled for full wages. The enquiry officer shall be 

within rights to refuse adjournment(s) if in her/his opinion the said 

adjournment is likely to cause delay necessitating the enhanced or 

reduced suspension allowance as explained above. 

VI  Punishment for Minor Misconduct   

1. Warning  letter. 

2. Imposition of fine maximum of 5 days salary 

3. Withholding yearly Increment 

4. Or any other punishment which the Managing Committee deems 

proper. 

VII  Major Penalties   

1. Stoppage of increment(s) 

2. Demotion  

3. Discharge from duties 

4. Compulsory retirement. 

5. Dismissal 

6. Or any other punishment which the Managing Committee deems 

proper. 
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Code of Conduct and Ethics Policy 

1. Preamble 

Sophia Girls‟ College, (Autonomous) Ajmer trusts in Divinity, fosters 

Integrity, serves the Society, strives for Excellence, and sustains the 

highest ethical standards and values. It incorporates values like 

integrity, honesty and fairness into all its programmes and activities. 

The character of the Institution is built on discipline and morality 

which has been harmoniously blended in the functioning of the 

College. The Code of Conduct and Ethics Policy of Sophia Girls 

College, Ajmer is a shared statement of our commitment to uphold 

the ethical, professional and legal standards in the Institution. This 

policy is formed and communicated to strike the balance between 

freedom and responsibilities, rights and duties, in pursuit of 

knowledge along with respecting all the individuals. 

The staff and students must be cognizant of, and comply with, this 

policy, standards, laws and regulations and are collectively 

accountable for upholding these standards of behaviour and for 

compliance with all applicable laws and policies. 

The purpose of the Code is to express the Institutional standards of 

honesty, respect for persons and property, and responsible use of 

freedom. The Code of Conduct and Ethics Policy reflects the 

College‟s mission and identity, and exists to guide our conduct, and 

in safeguarding and promoting the College‟s educational activities. 

The Staff and students must read and review this Code of Conduct and 

Ethics.  It develops in them understanding towards their 

responsibilities which will be reflected in their day to day conduct in 

the Institution.  
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2. Code of Conduct for the Governing Body 

Sophia Girls‟ College, (Autonomous) Ajmer   shall be managed by 

the Governing Body of the Sophia College Education Society. 

The composition, functions and other conditions pertaining to 

the Governing Body shall be as prescribed in the Directive 

Principles made and accepted by the Management. 

Code of Conduct: 

 Decisions and resolutions made by the Governing Body are 

obligatory. 

 The members of the Governing Body shall maintain their 

character, transparency and good image. 

 No property of the Society will be used for personal benefits. 

 If any member of the Governing Body needs any primary 

information from the Institution, he/she will communicate to 

the Principal and will not have any oral or written 

communication with the employee. 

 If any misbehaviour and action by the employee defames the 

Institution, it will be communicated to the Secretary orally or in 

writing. 

 The Governing Body will receive all communication in writing 

only from the Principal, in the same way the Governing Body 

will reciprocate their decision to the Principal. 

 

3. Code of Conduct/Ethics for Employees (In General) 

 

 Sophia Girls‟ College, (Autonomous) Ajmer believes that for an 
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institution to succeed, grow and excel, it needs to be anchored to its 

values and beliefs and to motivate all its employees to follow these 

values in the course of their daily interactions. 

 

 The Code of Conduct and Ethics, articulated below, embodies the 

Institution‟s Values and Beliefs and endeavours to lay down guidelines 

for employees to follow in their day to day professional life. 

 

 All employees are expected to follow the Code of Conduct and Ethics 

in letter and spirit, so as to maintain the highest ethical standards in 

their conduct to attain the Institution‟sObjectives. 

 

 The Institution‟s Values and Beliefs shall act as the guiding principle 

in the enumeration, interpretation and periodic review of the Code of 

Conduct andEthics. 

  

 Objective 

 To provide guidelines for professional, ethical, legal and socially 

responsible behaviour that the institution expects from its employees. 

 

 Applicability 

 All employees on the regular rolls of the Institution, including Part 

Time employees are governed by thisPolicy. 

 Employees are the representatives of the Institution and hence are 

expected to demonstrate a high degree of discretion and astute judgment 

in theirdealings. 

 

 Although due care has been taken to address most conceivable 

situations, it is not possible for this Code to cover every situation that 

may arise. In circumstances where employees are unable to consult an 

appropriate person in the Institution, they are expected to use sound 

reasoning and good judgment in handling the situation in the interest of 

the Institution and itsValues. 
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 National Interest: 

 Sophia Girls‟ College, (Autonomous),  Ajmer is committed in all its 

actions, to promote quality education and will not engage in any activity 

that would adversely affect such an objective, and shall not undertake 

any activity or project which is detrimental to nationalinterests. 

 

 Use of the name of Sophia Girls’ College, Ajmer:  

 The use of the name, logo and trademark of Sophia Girls‟ College, 

Ajmer (Autonomous) shall be governed by rules of the Institution. No 

employee, third party or joint venture shall use the Sophia Girls‟ 

College, Ajmer (Autonomous) Brand for any purpose without 

specificauthorization. 

 

 Quality of Services: 
 Sophia Girls‟ College, Ajmer (Autonomous) is committed to deliver 

services of world class quality based on the requirement of its 
stakeholders and has been built in concordance with National and 
Internationalstandards. 

 

 Equal Opportunities: 

Sophia Girls‟ College, Ajmer (Autonomous) shall provide equal 

opportunities to all employees and treat them with dignity. No 

discrimination shall be made based on the basis of race, colour, gender, 

community or creed.  

  

 Confidentiality and Non-disclosure: 

 Employees shall ensure that all information available to them in the 

course of employment in the Institution  are kept strictly confidential and 

she/he shall not  disclose to any party except to the extent necessary for 

the purpose of due performance of her/his service/discharge of her/his 

duty to the Institution. 

  

 Falsification or Destruction of Information: 
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Employees shall not make any statement or do any act that leads to 

unlawful, untimely, false or intentional misrepresentation, concealment 

or destruction of information in order to deceive ormislead. 

 

 Using equipment and consumable resources: 

 Employees shall make sure that all equipment, resources, and 

consumable items of the Institution are used only for the work and 

business of the Institution. 

  

  

 Using the Internet, Intranet, and Electronic Mail: 
Employees shall avoid the use of the Institutions‟ computers for sending, 

receiving, and/or copying inappropriatematerial. 

 

 The transmission of information viacommunication and information 

networks and devices are done only if authorized to do so and in 

accordance with the relevant institutional protocols. 

 

 Employees will restrict themselves from sharing of password with 

another person, share another person's password/s, or record password/s 

which can bemisused. 

 The Department monitors the use of these networks and devices, and an 

employee may be called upon to explain her/his use ofthem. 

 

 Protecting the Institute’sAssets:  

  

 Misuse of Resources: 
 Employees shall not misuse the property or resources of the Institution 

for their own personal or business purposes. 
  

 Theft: 
 Employees shall avoid any unauthorized removal or acquiring taking of 

supplies, equipment, furniture, fixtures, products, cash, merchandise or 
other tangible property of theInstitution. 
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 Unethical Transaction: 

No employee shall assist in the misuse of the Institution‟s funds, 

irrespective of the amount involved, including, the misappropriation of 

such funds for her/his personal benefit, or customers. 

 

 Gifts and Entertainment:  Except in connection with and specifically 

pursuant to programs officially authorized by the Institution, no 

employee shall accept; directly or indirectly or  take any money, objects 

of value, or favours / discounts from any person or other 

company/institute/organization that has or is doing or seeking business 

with the Institution. All employees must disclose authorized 

transactions of this nature to the higherauthorities. 

  

 All payments or transactions must be consistent with applicable laws 

and accepted practices and must be accurately recorded in the 

Institution‟s books andrecords.  

  

  

 Public Representation: 
 No employee shall, without the permission of the principal, call for 

Press Meets, brief the Press or speak to the Media or participate in 

discussions, forums etc. in the media, to discuss any issues related to the 

activities of the Institution or future prospects or projections of 

theInstitution. 

 

 Political Activity:  

 No employee shall directly or indirectly be involved in any political 

activity. 

 

 Ethical Conduct: 
Sophia Girls‟ College, Ajmer (Autonomous) expects its employees to 

maintain high moral and ethical standards of honesty, fairness, equity in 

interpersonal and professional relationships as well as in their day-to-day 
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activities.  

  

 Dress Code: 

 Sophia Girls‟ College, Ajmer (Autonomous) expects its employees to 

follow a Dress Code which helps them to work comfortably at the 

workplace and at the same time project a professional image. Hence, it 

is essential that all employees take pride in her/his appearance and 

maintain a proper Dress Code and general appearance during office 

hours. Employees should dress neatly and decently. 

  

 Substance Abuse: 
 To meet our responsibilities to employees, the College shall maintain a 

healthy and productive work environment. Misusing / banned/illegal 

substances or selling, manufacturing, distributing, possessing, using or 

being under the influence of illegal substances and alcohol on the job is 

absolutelyprohibited. 

 

 No Smoking: 
 Smoking is strictly prohibited in the premises of Sophia Girls‟ College 

(Autonomous) Ajmer. Strict actions shall be taken against any person 
found violating the policy of this code. 

  

 Threats and Physical Violence: 

 Employees are strictly prohibited to use threatening words, or assault or 

commit acts of violence or possess weapons, firearms, ammunition, 

explosives or inflammatory devices in the workplace, on the premises 

orelsewhere. 

The policy also prohibits the following behavior:  

 Causing physicalinjury 

 Making threateningremarks 

 Aggressive or hostile behaviour that creates a reasonable fear or  

injury to another person or subjects another individual to 

emotionaldistress 

 Intentionally damaging the employer's property or property of another 
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employee 

 Committing acts motivated by or related to sexual harassment or 

domesticviolence. 

  

 Sophia Girls‟ College, Ajmer (Autonomous) recognizes that Sexual 

Harassment violates the Fundamental Rights of Gender Equality, Right 

to Life and Liberty and Right to Work with Human Dignity as 

guaranteed by the Constitution of India. The Institution shall adopt strict 

measures to avoid, eliminate and if necessary impose punishment for 

any act of sexual harassment as per the College‟s Policy against Sexual 

Harassment. 

 The College prohibits harassment of one employee by another 

employee or group of employees on the basis of race, colour, marital 

status, religion, national origin, physical or mental disability and/orage. 

 

 Harassment includes but is not limited to slurs, epithets, threats, 

derogatory comments, unwelcome jokes andteasing. The purpose of this 

policy is not to regulate our employees‟ personal morality, it is to assure 

that in the workplace, and no employee harasses another. 

 

Relationship between Employees and Authorities: 

 An employee should not engage himself/herself in any act prejudicial 

to the interests of the Management or Institution.  

 An employee is not permitted to join any association or trade union 

within or outside the Institution.  

 No employee shall, except with the prior sanction of the 

Management engage directly or indirectly in any trade occupation or 

business.  

 No employee shall, except with the previous permission of the 

Governing Body participate in the editing or managing of any 

newspaper or periodical or act as a correspondent of a newspaper or 

periodical.  

 The employee should not represent the College without the prior 

permission of the Principal.  
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 No employee should sign any document or financial vouchers on 

behalf of the Institution unless authorized by the / Management   

Principal /Financial Administrator 

 No employee shall keep in person or take out of the office, any 

document of the institution either original or copies, without the 

explicit written permission of the Principal/Management. 

 No employee is ordinarily permitted to bring his / her children to the 

office or place of work during the working hours.  

 All employees should record/sign the attendance register twice daily: 

the first while reporting for duty in the morning and the second time 

while leaving the campus at the prescribed time in the afternoon.  

 Every employee should be present for his/her duty on time and fulfil 

the prescribed hours of work. If an employee has not completed the 

prescribed hours of work four times, it will be considered a 

dereliction of duty or half a day of casual leave. 

 When an employee needs to leave the premises during working hours 

for any work he/she should obtain prior permission of the Principal. 

While going out during college hours for any assignment he/she 

should register in the Staff Movement Register 

 

Disciplinary Action:  
All employees of the Institution are required to adhere to the principles 

and rules laid down in this Code. Disciplinary action shall be taken 

against the employee who is found to contravene theseprinciples. 

If any employee is guilty of  misconduct or violates the Code of Conduct, 

the concerned employee shall be issued Show Cause Notice which will 

give details of misconduct and the  concerned employee shall be given 

seven days time from the date of receipt of Show Cause Notice to submit 

the explanation. In case the explanation is not found to be satisfactory 

then a penalty shall be imposed by issuing the order in writing. 

Disciplinary action may include immediate cessation/termination of 

employment or any other action as deemed fit by the Institution‟s 

sole discretion. The Institution will recover any loss suffered by it 
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due to violation of the provisions of this Code by anyemployee. 

 

 

4. Code of Conduct for Principal 

The Principal as the head of the Institute is solely responsible for 

addressing and resolving all issues concerned with the stakeholders 

of education. This code of conduct provides an explicit definition of 

the standards of professional conduct expected form the Principal as 

the Head of the College. 

Responsibility of the Principal: 

Subject to the supervision and general control of the Management, the 

Principal as the principal Executive and Academic Head of the 

College, shall be responsible for- 

 Academic growth of the College. 

 Participation in the teaching, research and training programmes of 

the College. 

 Assisting in planning and implementation of academic programmes 

such as refresher/orientation courses, seminars, in-service and other 

training programmes organized by the University and the Institution 

for academic competence of the faculty members. 

 Admission of students, maintenance of disciplines of the Institution. 

 Receipts, expenditure and maintenance of true and correct accounts. 

 The overall administration of the Institution, Library and Hostel. 

 Correspondence relating to the administration of the Institution. 

 Administration and supervision of curricular, co-

curricular/extracurricular or extra-mural, students‟ welfare activities 

of the Institution as well as maintenance of records. 

 Observance of the Act, Statutes, Ordinances, Regulations, Rules and 

other Orders issued there under by the University authorities and 

bodies, from time to time. 
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 As Chief Controller of Examination, the Principal will perform 

supervision of the examination, setting of question papers, 

moderation and assessment of answer papers and such other work 

pertaining to the examination of the College. 

 Maintenance of Self –Assessment Reports of teachers and their 

Service Books. 

 Any other work relating to the administration of the Institution as 

may be assigned to her by the Management from time to time. 

5. Code of Conduct for Vice- Principal 

 Vice Principal acts as a pillar of support to the Principal in the 

academic and administrative matters entrusted to her by the Principal 

 The Vice-Principal shall, in the absence of the Principal, assume the 

duties and responsibilities of the Principal. 

 Work  closely with the Principal to ensure the smooth overall 

administration of the College  

 Teach classes, develop rapport with the students, handle discipline 

issues and fill in for the Principal when required. 

 Resolve conflicts between students, teachers, parents etc. 

 Assist in yearly teacher evaluations, provide guidance to staff and 

students, and help to maintain a positive climate in the College. 

 Direct  assemblies and  other events in the absence of the Principal 

 Bring to notice of the Principal any of the acts of the staff or the 

students, if prejudicial to the College and/or are not in the interest of 

the Institution. 

 Any other tasks as assigned by the Principal 

6.  Code of Conduct for Deans 

There are four Deans in the College; Academic Dean, Cultural Dean, 

Dean of Student Welfare, Research Dean. The College Deans 
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provide leadership to the College. The College Deans are responsible 

for Academic planning, enhancement of programs, curriculum, 

teaching, scholarship and service, professional and regional 

accreditation, faculty development and evaluation, student 

recruitment, developing Research milieu and allocation of resources. 

The Deans shall be responsible for- 

 Providing leadership, working with the faculty, to achieve the 

mission of the college in the areas of teaching, scholarship, and 

service. 

 Representing and promoting the College both internally and 

externally. 

 Implementing Academic policies. 

 Providing leadership in the area of faculty development and 

professional growth. 

 Maintaining open, positive channels of communication with all 

college stakeholders. 

 Responding to student academic concerns and seeks resolution at the 

faculty level. 

 Performing other such duties as assigned by the Principal. 

 Seeing to the cultural growth of the students 

 Encouraging Research among Staff and students. 

7.  Code of Conduct for Controller of Examination (COE) 

The Controller of Examination heads the examination office and is 

accountable for the fair conduct of the examinations as per the 

academic calendar, which is prepared in consultation with the 

Principal. 

 The COE shall be responsible for- 



47 

 

SGCA/AQAR/2020-21/6.2.2 

 Conducting examination, tests and the declaration of results. She/he 

shall discharge his/her functions under the direct supervision, 

direction and guidance of the Principal.  

 The Controller of Examinations shall be responsible for making all 

the arrangements necessary for holding examinations, tests and 

timely declaration of results. It shall be his/her responsibility: 

 To take disciplinary action wherever necessary against the 

candidates, paper setters, examiners, moderators or any other persons 

connected with examinations and found guilty of malpractices in 

relation to the examinations. 

 To review from time to time, the results of examinations and forward 

report thereon to the Academic Council. 

 To ensure confidentiality and to make assessment/ improvement in 

the process of the college examination/ evaluation; 

 To finalize the mode of examination for different courses in 

consultation with concerned Faculty/ Department/Academic Council. 

8.  Code of Conduct for IQAC Coordinator 

The role of the coordinator of the IQAC is crucial in ensuring the 

effective functioning of all the members and efficient execution of 

the decisions of IQAC committee. 

The IQAC Co-ordinator shall be responsible for- 

 Dissemination of information on various quality parameters of higher 

education 

  Documentation of the various programmes / activities leading to 

quality improvement 

 Co-ordination of the quality-related activities of the institution 

 Co-ordination in preparation of the Annual Quality Assurance Report 

(AQAR) to be submitted to NAAC based on the quality parameters. 

 Conduction of Internal Academic as well as Administrative Audits. 
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 Development of Quality Culture in the institution; 

 Organization of inter and intra institutional workshops, seminars on 

quality related themes. 

 Arrangement for feedback response from students, parents and other 

stakeholders on quality-related institutional processes. 

 

9. Code of Conduct for Head of the Department 
 

The prime role of the Head of an Academic Department is to provide 

strong academic leadership. 

The Head of Department is required to lead, manage and develop the 

department to ensure it achieves the highest possible standards of 

excellence in all its activities.  

The Head of the Department shall be responsible for: 

 Setting and advancing the academic strategy of the Department in 

line with faculty and college strategic plans and direction 

 Being a  convenor  of the Board of Studies and contributing to the 

overall leadership and management of the Faculty 

 Developing and sustaining appropriate structures for management, 

consultation, decision-making and communication with staff and 

students 

 Promoting and representing the College both internally and 

externally. 

 Ensuring the best possible student experience through the fulfilment 

of the college‟s responsibilities concerning students in respect of 

their admission, instruction, progress and examination. 

 Refreshing and developing new programmes in order to attract new 

students. 

  Ensuring the highest levels of quality, integrity and ethics in all 

research undertaken. 
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 Creating  a dynamic and forward looking research environment for 

both staff and students 

 Deciding the workload and timetable of the Department and 

supervising the classes are going as per time-table or not. 

 Ensuring that staff performance is managed appropriately and in a 

way that is consistent with the expectations of the college, and that 

fair workload allocation processes are in place. 

 Ensuring all staff has access to the necessary support to enable them 

to contribute fully and develop their skills and experience. 

 Engendering a culture of excellence, co-operation and respect both 

within and beyond the department.  

10.  Code of Conduct for Teaching Staff 

The success of Sophia Girls‟ College (Autonomous) Ajmer depends on 

the quality of its teachers, which, in turn, depends on the effective 

teaching / learning process. Teachers play the most crucial role in the 

development of the institution as a whole and also in imparting and 

maintaining its high standards. The Teaching Staff of the College is 

expected to    imbibe the Code of Conduct and Ethics of the College 

and to follow it in letter and spirit and maintain the highest standards 

of values in their conduct to achieve the Institution‟s objectives. 

I. Classroom Teaching 

 Teachers should be punctual for their classes. They should be present 

in their classroom at the stroke of the bell for the classes and begin 

their lecture without delay. 

  Teachers should not dismiss the classes earlier than the close of the 

assigned hour. They shall not cancel any class without the prior 

permission of the Dean, Academics. 



50 

 

SGCA/AQAR/2020-21/6.2.2 

 Teachers should complete the syllabus in time. Teachers should 

strive for good results in the subjects taught by them and are 

accountable for the same. 

 The Staff should use “Information Communication Technology 

(ICT)” for effective delivery of lectures. 

 Mentor-Mentee System must be effectively implemented. Teachers 

shall monitor the respective group of students who are assigned to 

them. 

 Teaching Faculty taking leave shall arrange the classes with the 

consent of the Head of the Department.  

 The workload of a teacher shall be prepared within the guidelines of 

the University/Government from time to time. However, the 

Management may, depending on the specific needs of the Institution 

and students increase or decrease the work load of Staff Members.  

 In addition to the duties of teaching and allied activities, every 

teacher shall strive to make himself/herself available to the 

students/Institution and Management by organizing useful and 

relevant programmes, co-curricular and extra-curricular activities.  

 The Staff should recognize the difference in aptitude and 

capabilities among students and strive to meet their individual 

needs;  

 The Staff should interact with the Head of the Department and 

inform him/her about the habitual absentees, slow learner 

objectionable behaviour etc.  

II. Grievance Redressal 

 No member of the staff shall approach the higher authorities of the 

Institution or of the Education Department or the Government in 

connection with any matter connected with the Institution except 

through the Principal. 

 The College Management may, however, at its sole discretion 

provide an opportunity to the teaching staff for presenting his/her 

case through a personal hearing before taking a final decision. The 

decision of the Management will be final and binding.  
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III. Performance Appraisal 

 All the staff members are required to submit their Self Appraisal 

Report at the end of every academic year in the prescribed format.  

 Annual/Biannual evaluation of the teachers will be made to assess 

their individual performance. 

 The Teaching Staff shall devote their time to develop and improve 

their academic performance/competence by availing themselves of 

all opportunities to attend and participate in Academic Programmes 

such as Research, Seminars, Conferences, Workshops, Paper 

Presentations, Orientation and Refresher Courses and in service 

programmes.  

 Faculty members should attempt to publish research papers and 

articles in reputed International/Indian Journals, Magazines and 

Periodicals. Further they should also author and co-author reference 

books in keeping with the changing curriculum.  

IV. Commitment to the Community 

 All the Staff Members are required to adhere to a responsible 

pattern of behaviour accepted by the community for professional 

persons. 

 They should perform the duties of citizenship, and participate in 

community activities with due consideration. 

 Staff members should respect the community in which they are 

employed and be loyal to the nation, community and college 

 They should work to improve the literacy of the community and to 

strengthen the community‟s moral, spiritual and intellectual life. 

 They should co-operate with approved agencies concerned with 

Student Welfare. 

V. Relationship between Teachers and Students 
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 No teacher shall discriminate against students on political, social, 

religious grounds or for other reasons and shall not incite the students 

against other students or other teachers, colleagues or the 

Management. 

 A Teacher shall respect the right and dignity of the student in 

expressing his/her opinion;  

 A teacher shall encourage, improve and excel; develop  their 

personalities and at the same time contribute to community 

welfare;  

 A teacher shall inculcate among students a scientific outlook and 

respect for physical labour and ideals of democracy, patriotism 

and peace;  

 A teacher shall be affectionate to the students and not behave in a 

vindictive/ partial manner towards any of them for any reason. 

VI.  Relationship Between Teachers And Colleagues 

Teachers should: 

 Treat other members of the profession in the same manner as they 

themselves wish to be treated.  

 Speak respectfully of other teachers and render assistance for 

professional betterment. 

 Refrain from lodging unsubstantiated allegations against colleagues 

to higher authorities.  

 Refrain from allowing considerations of race, religion, creed, caste, or sex 

in their professional endeavour. 

 No teacher shall engage in any kind of private tuitions to the students 

of our College or regular teaching in any other Institution. If any 

faculty is found doing so disciplinary action will be taken.  

11. Code of Conduct for Office Superintendent: 

 The Office Superintendent manages the administration and management 

of the college. 
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The Office Superintendent shall be responsible for: 

 Providing  guidance to college administrative staff on all phases of 

budget development, preparation, monitoring and management;  

 Assisting in projection of budget needs and provides data on current 

and prior years expenditures and assists in strategic planning for the 

college. 

 Maintaining an effective oral and written communication process 

between college administrators and their staff regarding fiscal and 

other matters. 

 Acting as a liaison among the college, accounts, purchase, and 

payroll departments; ensuring college compliance with policy and 

procedures. 

 Administering processes for inventory control, disbursements, and 

staff continuing education programs. 

 Preparing financial and statistical reports. 

 Evaluating administration of fiscal, inventory and other systems 

developed to achieve institutional goals regarding internal controls, 

overall administrative efficiency, and fiscal policy compliance. 

 Developing and implementing procedures within the college that 

support internal control regarding all phases of fiscal management 

including, but not limited to: budget preparation, assets control, 

expense authorization, and reconciliation of college accounts. 

 Ensuring security arrangements and safety requirements at the 

Campus. 

 Keeping account of all the financial transactions related to repair, 

maintenance, purchase etc.   

 Disbursing salaries for the employees of the College 

 Preparing the annual account. 

 Dealing with banks and other financial institutions regarding loans 

etc. 
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12.  Code of Conduct for Administrative Staff 

The Administrative Staff shall be responsible for- 

 Maintenance and upkeep of the records of student and staff 

members. 

 Maintenance and upkeep of record related to salary, sponsorship and 

projects. 

 Recording the attendance of college staff, keeping count of leaves 

thereof. 

 Checking and following up the incoming letters received from the 

University Department/Colleges/Students etc.  

  Submitting notes/drafts for approval of the officers through the 

Superintendent.  

  Ensuring the prompt dispatch of letters. 

  Arranging filing of the papers and files in order, year-wise and 

subject-wise.  

 Attending to such other work that may be assigned to them by the 

Principal. 

13. Code of Conduct for Maintenance Staff 

 Maintenance  Staff of Sophia Girls‟ College, (Autonomous),  Ajmer, 

should follow and observe the following to be a person of 

professional conduct: 

 Should understand and work according to the policies of the 

institution and should sincerely and diligently carry out the duties 

delegated to them. 

 Leave of absence should be intimated to the supervising authorities 

and the Institution well in advance. 

 Should not work in any other capacity in other places during 

working hours and also should not be a part of a reason or part of 

any small business activity within the institution 
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 Should not be a part of political, anti-secular activities and such 

other conduct which will hamper the institutional policies 

 Should treat the peers, Supervisors, Principal, Management and 

students with 

  utmost respect and should not engage in activities hurting the 

sentiments of the group or an individual 

 Should be punctual in their work to fulfil the need of their presence 

and smooth functioning of the day 

 Should handle the equipment carefully for the longevity and proper 

functioning of the same 

 Should not indulge in abuse of drugs, tobacco, paan chewing or 

alcohol. 

 Should not divulge any official matters of importance (which they 

have proximity by virtue of their position) to anybody 

 Should not falsify any original document which they may have 

access 

 Should have honesty and integrity in executing the duties 

 Should not develop emotional relationship with students or their 

parents/guardians 

 Should respect the decision of the Management and any conflict 

should be settled amicably 

 Should be present with neat appearance 

 Should be responsible for the cleanliness of the rooms/labs/ 

premises of the concerned departments 

 Should not allow any unauthorized persons to enter the departments 

/ office without proper verifications 

 Mutual trust and goodwill created among all the group of employees 

will generate a harmonious environment in the campus and no 

individual should be a hindrance by way of their activities in action, 

word orthought. 
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14. Code of Conduct for Students 

Admission: 

After admission, if a student is found having submitted false 

documents/given false information/deliberately hidden important facts, 

then her admission can be terminated. 

 If a student leaves the college in mid-session or is terminated mid-

session, fees paid shall not refunded according to the norms of the 

College 

 

Attendance: 

 Students are expected to attend lectures punctually as the 

attendance is registered biometrically for each class.  

 Attendance during examinations is compulsory.  

 75% attendance in every subject is a must. Defaulters will not be 

allowed to appear for the End Semester Examinations in the 

subject they have short attendance. 

 When absenting from class, the leave record in the diary duly 

signed by the Parent should be submitted to the Principal on the 

day of return. 

 Students going for sports/NCC/NSS/cultural competition/extra-

curricular activities/seminars as on duty should get prior 

permission from the Principal through the Faculty- in-charge of 

these programmes. 

 In case of prolonged absence on account of medical reasons; a 

medical certificate ought to be submitted to the Principal within 

ten days of absence. 

 

Discipline: 
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 Every student shall maintain the decorum of the College and 

be polite to the Principal, Vice-Principal, the Teaching, Non-

teaching and Maintenance staff and also to their peers. 

 No student is allowed to leave the lecture hall without the 

Lecturer‟s permission or until the class is dismissed. 

 There should be complete silence in the corridors during 

class hours. Students must not loiter in the corridors during 

class hours. 

 Students are liable to disciplinary action (even dismissal) if 

found smoking in and around the campus/ in possession of, 

or under the influence of tobacco products, drugs or alcohol. 

 Students are forbidden to bring fire crackers and Holi colours 

to the campus. Students found doing so are liable to 

disciplinary action. 

 Insubordination, habitual inattention, neglect of work, 

unbecoming language or conduct, obscenity in word or deed 

render a student liable to temporary or permanent dismissal. 

 Students are expected to conduct themselves with dignity and 

maturity. They must observe the norms of decency and 

propriety. 

 Though the College is not responsible for the conduct of its 

students outside the premises, it will take note of any serious 

misconduct of students outside the campus.  

 Outsiders are not permitted to attend College functions 

without invitation from the College 

 Posters and notices must not be put up without the 

permission of the Principal. 



58 

 

SGCA/AQAR/2020-21/6.2.2 

 Printed matter, photographs/videos/audios not approved by 

the Principal are not to be brought to the College. 

 The campus must be kept clean at all times. Littering, 

defacing the walls or desks, damaging College property etc. 

are offences. Every class under the guidance of the class 

representative will be responsible for the cleanliness of the 

room allotted to it.  

 In case of any damage to the property of the college - 

identified students/whole class / batch will be given 

punishment.  

 Vehicle Parking will be allowed on all working days from 

8:00 a.m. to 4.00 p.m. The College will not take 

responsibility of vehicles parked in the premises after 4:00 

p.m. 

 No money is to be collected from students without the prior 

permission of the Principal. 

 If students have any difficulty that needs to be addressed they 

can forward the same through their representative in a 

disciplined and peaceful manner to the teacher and if very 

necessary to the Principal. They can also contact their mentor 

teacher or the Grievance Redressal Cell. However, they 

cannot by any means contact any outsiders. 

 Students shall not indulge in any political activity on the 

college campus. Violence of any kind shall not be tolerated.  

 Students shall not involve in any immoral/criminal activity. 

In case of any such involvement, strict action shall be taken. 

 Posters, banners or flags are not to be kept or exhibited 

anywhere in the campus. No pamphlets/leaflets may be 
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distributed inside the campus without the prior permission of 

the authority. 

 After class hours students are not expected to remain on the 

campus unless there is a function/programme 

/rehearsal/games practice. 

 Students must cultivate the use of the Library. They are 

expected to spend their free time in the Library or in the 

Reading Room where they can refer to books, magazines, 

newspapers, journals and e-resources. 

 

Punctuality:  

Students must observe punctuality. If a student is regularly late for 

classes, she may not be permitted to attend classes. If the 

concerned lecturer is absent, students are expected to go to the 

library, e- resource laboratory or re-arrange the class. 

 

Daily Assembly: 

It is mandatory for all the students to attend the Daily Assembly. 

All important information is disseminated at the Assembly. 

 

Identity Cards: 

Students must wear their Identity Cards issued by the college at all 

times in the campus. In the absence of ID-Cards, students shall not 

be permitted to enter the college, or participate in any college 

function nor will they be allowed to issue library books. In case of 

loss of original identity card, a duplicate will be provided on 

payment. 

Dress Code: 
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There is no specific dress code as such but students are expected to 

dress decently inside the campus. 

Mobile phones: 

 Students are permitted to bring mobile phones and laptops to 

the College 

 Mobile phones and laptops can be used only for academic 

purposes during class hours 

 Mobile phones should be in silent mode while on the College 

campus. 

 Students indulging in inappropriate use of mobile phones or 

laptops on campus will have to face disciplinary action 

prescribed by the College. 

 

 

 

 

 

Examination: 

No Dues Certificate:  

 All the candidates who appear for examinations shall obtain No 

Dues Certificate from the Department, Hostel, Library, 

Physical Director and the laboratory concerned. 

Hall Tickets:  

All those candidates who appear for examinations shall be issued 

Hall Tickets only when they produce “No Dues Certificate” 

from the various offices as mentioned above. No candidate will 
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be permitted to appear for semester examinations without the 

Hall Ticket. 

15. Code of Conduct for Parents/Guardians 

 Parents/guardians of the students should be active partakers in 

the formation of good character and holistic development of 

their children/wards and should cooperate with the College 

authorities in this regard. 

 Outsiders or relatives should not interfere with matters of the 

students unless it is duly informed by the parents in an 

officially assigned format and procedure. 

 Parents/guardians of the students should uphold the vision, 

values and ethos of the College. 

 Parents/guardians should maintain a good relation with the 

Staff and Management of the College.  

 Parents/guardians should maintain courteous and respectful 

attitude towards the staff (teaching and non-teaching) of this 

College 

 Parents/guardians should help the College authorities to 

maintain good discipline and high academic standards. 

 Parents/guardians should attend the Parent Teacher Meetings 

whenever it is held 

 Parents/guardians should meet the mentors and Principal 

regarding the conduct and overall performance of the 

children/wards. 

 Parents/guardians should inform the Principal when a student is 

on leave due to ill health for more than 15 consecutive days 
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 Parents/guardians can approach any teachers of the staff only 

with the prior consent of the Principal 

 Parents/guardians should not enter the classroom of their 

children. In case of emergency they can meet the student in the 

parlour with the permission of Principal 

 Parents/guardians are not allowed to meet other students in the 

campus without the permission of the Principal.  

 In matters of discord and grievances, the parents/guardians are 

advised to meet the Principal. 
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ADMISSION POLICY 

Sophia Girls‟ College (Autonomous), Ajmer is committed to a fair 

transparent ethical human and consistent admission process. It 

aims at providing quality education for girls with values and 

social commitment. The policy abides by the Vision, mission, 

core values, ethics and code of conduct of the Institution. The 

Institution shall ensure equity, accessibility and inclusiveness 

in the admission of students to College programs. No donation 

/ capitation fee is collected other than the fee prescribed by the 

Institution. The admission to the College is open to all girls 

irrespective of caste, creed, geographic, linguistic and 

communal background. 

Admission Policy: 

The policy applies to the admissions of Undergraduate & 

Postgraduate Programs of the College leading to the award of a 

degree.  

The objectives of this policy are: 

 To provide a framework to ensure the integrity of selection and 

admission decisions.  

 Set clear responsibilities and accountabilities pertaining to 

admissions.  

 Ensure that selection and admissions processes are transparent 

and decisions are consistent and fair.  

Scope: 

This policy and guidelines are applicable to prospective 

candidates‟ admission in Sophia Girls‟ College (Autonomous), 

Ajmer 
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Admission Committee: The Admission Committee will be 

constituted under the direction of the Principal who is the 

Chairperson of the Committee. The Committee is responsible 

for the implementation of the Admission Policy following the 

guidelines. Fairness shall be observed by the members of the 

committee in all admission related matters. 

The members of the Admission Committee shall be as follows: 

Principal  - Chairperson 

Coordinator   - Senior Faculty 

Faculty Members   - Members from 

Different Departments 

 

Functions of the Admission Committee:  

The Admission Committee performs the following functions: 

 They define and modify the Admission Policy as per the 

guidelines of the Commissionerate of Higher Education, 

Government of Rajasthan.  

 They implement the eligibility criteria, reservation criteria and 

other policies for all the Programs of the Institution. 

 They scrutinize and review the admission process every year. 

 

Reservation Policy:  

The Institution has by and large adopted an inclusive Admission 

Policy for providing equal opportunities to students, 

irrespective of their economic, social or regional backgrounds 

provided that she fulfils the minimum eligibility criteria for the 

course.  
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The Institution abides by the following reservation norms specified 

by Commissionerate of Higher Education, Government of 

Rajasthan for admission to Undergraduate & Postgraduate 

Programs. 

 

Category Reservation (%) 

SC 16 

ST 12 

OBC 21 

MBC 5 

 

Minority: 

Sophia Girls‟ College (Autonomous), Ajmer being a Catholic 

Christian Minority Institution follows the Government 

Minority reservation policy in its admissions for Catholics and 

Christian students applied for admission. However, no 

applicant belonging to the Christian minority community shall 

be denied admission and application forms shall not be refused 

to any candidate if she fulfils the minimum eligibility criteria 

for the course.  

Divyangjan: Students who are Differently abled– 5% 

Defence: Students belonging to Defence background - 10%  

Sports/NCC/NSS: Students with outstanding achievements at 

International/ National Level in Sports, NCC, and NSS are also 

given preference. 

NOTE: When the number of applicants for admission in any of the 

above categories is less, the remaining seats are filled based on 

merit. 
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Eligibility Criteria: 

The Institution shall abide by the eligibility criteria of UGC and 

the affiliating University for admissions to the Undergraduate 

and Postgraduate Programs. 

 

Eligibility Criteria for Undergraduate Programs : 

A candidate who has passed the 10 + 2 examination from a 

recognised Board approved by the affiliating University and 

fulfils the minimum eligibility criteria for the course shall be 

eligible to apply for Undergraduate Programs of the Institution. 

 

Eligibility Criteria for Postgraduate Programs: 

A candidate who has passed the qualifying degree exam from a 

recognised University approved by the affiliating University 

and fulfils the minimum eligibility criteria for the course shall 

be eligible to apply for Postgraduate Programs of the 

Institution. 

Admissions are based on the Eligibility Criteria which are as 

follows:  

Under Graduate Programs: 

S.No. Program Eligibility XII
th

 

1. Bachelor of Arts (Pass Course) Minimum 45% 

2. B.A. Honours (English) Minimum 50% 

3. B.A. Honours (Economics) Minimum 50% 

4. Bachelor of Science (Biology) Minimum 48% 
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5. Bachelor of Science (Mathematics) Minimum 48% 

6. Bachelor of Commerce (B.Com.) Minimum 48% 

7. Bachelor of Commerce (Honours) 

(B.Com. Hons.) 

Minimum 50% 

8. Bachelor of Business Administration 

(B.B.A) 

Minimum 50% 

9. Bachelor of Computer Application 

(B.C.A) 

Minimum 50% 

10. Integrated M.Sc. C.S. Program Minimum 50% 

11. Bachelor of Library & Information 

Science (B.L.I.S) (Only for 

Graduates) 

Minimum 45% 

 

Post Graduate Programs: 

S.No. Program Eligibility 

Graduation 

1. M.A.- English Literature (*Graduation from 

any faculty) 

Minimum 48% 

2. M.A.- Political Science (*Graduation from any 

faculty) 

Minimum 48% 

3. M.A.- Sociology (*Graduation from any 

faculty) 

Minimum 48% 

4. M.A.- History (*Graduation from any faculty) Minimum 48% 

5. M.A. / M.Sc. - Geography (*Graduation from 

any faculty) 

Minimum 48% 

6. M.Sc.- Computer Science (*Graduation from 

any faculty) 

Minimum 50% 
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7. M.Sc.- Chemistry (*The student can choose 

M. Sc Chemistry only when she had 

Chemistry in Graduation) 

Minimum 50% 

8. M.Com. - A.B.S.T (*The student can choose 

M.Com ABST only when she had ABST 

in Graduation) 

Minimum 48% 

 

 

 

 

Note: 

A weightage of 5% in Post Graduate Courses shall be given to a 

student from Honours in B.A / B.Com in that particular 

subject.  

A weightage of 5% in M.Sc Computer Science shall be given to a 

student graduating from B.C.A / B.Sc. Computer Science / IT.  

There are a limited number of seats in English Literature, Political 

Science & Geography so admission in these subjects will be 

based on subject merit. Those who do not qualify for these 

subjects in the subject merit will be able to opt for other 

subjects at the time of admission counselling. 

Admission in B.A. English Honours and M.A. English Literature 

will be confirmed only after the candidate clears the entrance 

examination, failing which she can opt for another Program.  

Transfer between Programs:  

The Principal‟s approval is necessary for the student to transfer 

from one program to another Program at the College, subject to 

the following conditions:  
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 The availability of seats as per the Program. 

 During the specific time period allotted for the same. 

 Meeting the prerequisites and other admission requirements for 

the Program 

 The minimum entry requirements for the Program 

 The academic competitiveness of the applicant.  

Transfer from other Autonomous Colleges:   

A student belonging to another Autonomous College can be given 

admission during the middle of a Program if there is 50 % 

equivalence in the course content of previously studied 

programs with the Program in which he /she is seeking 

admission subject to the approval of the Admission Committee. 

However provisional admission is granted, subject to the 

clearance of courses as required by the program and approval 

of the affiliating University.  

 

Cancellation or withdrawal of Admission  

The Principal / Admission Committee may withdraw or cancel the 

admission and enrolment of a student when:  

 The candidate fails to provide the required documents or fulfil 

other requirements within the stipulated time. 

 The admission has been made based on incomplete, inaccurate 

or fraudulent information.   

 In instances of misconduct or unethical behaviour. 

 The Student does not attend College for two or more months 

consecutively without any written permission from the 

Principal her admission stands cancelled. She may be granted 

readmission after seeking approval of the Principal. 
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 Admission Process:  

 The admission procedure is monitored and processed by the 

Admission Committee.  

 Admission Notification is given through College website and 

print media.  

 The student has to fill the form and submit it with the required 

documents online / offline.  

 

Merit list:  

The committee conducts a thorough scrutiny of Application Forms 

from which Merit lists are prepared and displayed (The 

Admission Committee selects only from among applicants 

eligible for consideration under the minimum entry 

requirements approved by the Concerned Authorities).  

Entrance Test is conducted for certain Programs for shortlisted 

students. Based on the results a list of selected students is 

prepared and results declared.  

 

EXAMINATION POLICY 

1. Objective 

 To create a conducive environment for smooth and transparent 

conduction of College Examinations. 

 To establish and develop high tech Examination Cell for 

providing service to students such as online Exam form filling 

facility, generating digital Hall Tickets and providing online 

results on student portal. 

2. Preamble 
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 Assessment of student learning should be a fair and transparent 

process so that students are treated impartially across the 

Institution. 

 Examinations are conducted by the College in the College 

campus itself.  

 Students are provided with a clear indication of how to appear 

in various examinations.  

 Assessments of student learning are transparent, applied 

consistently, and harmonious with course objectives.  

 Students receive prompt and constructive feedback on their 

learning progress at regular intervals. 

 All regulations covering student assessment and examinations 

have been developed into a framework with two levels of 

authority and responsibility: Departments, College.  

 This policy covers policies, rules and procedures governing the 

student assessment, including conduct of examinations. 

 

 

3. Examination Conduction Policy 

The examinations for programmes under CBCS are conducted by 

the College in consonance with the Semester pattern of study. 

There will be two semesters: 

 The Odd Semester- beginning July and ending with Semester 

End Examinations in December 

 The Even Semester- beginning December and ending with 

Semester End Examinations in April/ May. 

The Examinations Committee will be responsible for the 

conduction of the Internal and External Examinations as well as 

handling the concerned duties. The Principal is the Superintendent 

and Chief Controller of Examinations. The Faculties are appointed 

as Additional Superintendent, Flying Squads and as Invigilators. 
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The Controller of Examinations is the overall incharge of the 

examinations. The Committee shall take all the necessary decisions 

and execute them throughout the session for the smooth conduction 

of the examinations. 

4. Malpractice cases 

A student indulging in any unfair means/misconduct/illegal 

practices during or after the examination will be considered to 

have committed malpractice and is liable for punishment as per 

the scheduled rules of the College. 

In such cases, the Assistant Superintendent must inform the Centre 

Superintendent / Controller of Examination immediately.  

a. The student shall be called upon to surrender the unfair means 

material found in his or her possession, if any, and his/her 

answer-book to the Superintendent. 

b. Signature of the concerned student shall be obtained on the 

relevant materials and the form. 

c. Concerned Invigilator and the Superintendent shall also sign on 

all the relevant materials and documents. 

d. Statement of the student and her undertaking in the prescribed 

format and statement of the concerned Invigilator on duty shall 

be recorded in writing by the Superintendent.  

e. If the students refuse to make a statement or to give 

undertaking the concerned Invigilator and Superintendent shall 

record accordingly under their signatures.  

f. The Superintendent shall take one or more of the following 

decisions depending upon seriousness/gravity of the case:  

1. Confiscate her answer-book, mark it as “suspected unfair 

means case” and not allow her to appear for that particular 

or/and the remaining examination as per the decision of the 

Unfair Means Committee.  
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2. In case the student runs away from the examination room/ 

hall along with her answer sheets, immediately an FIR shall 

be lodged within the nearest police station having proper 

jurisdiction and the candidate shall be charged under 

malpractice as per the provisions of Rajasthan Act No. 27 

of 1992. 

3.  A copy of FIR shall be enclosed with the Malpractice 

report and the candidate will be debarred for the rest of the 

examinations. 

5. Unfair Means Committee and its Functions 

 All the instances of malpractices relating to the examinations 

that will be detected and reported by the invigilators shall be 

examined and discussed by an Unfair Means Committee. 

 This Committee consists of the Principal, Controller of 

Examination, Assistant Controller of the Examination, 

Assistant Superintendent, Head of the Department (concerned 

subject), and Invigilator and is responsible for investigating the 

cases of malpractice.  

 It shall award punishment, if in its opinion the student is proved 

guilty by the support of evidence available, such as, the 

prohibited material, reports of Assistant Superintendent / 

Invigilator member and explanation of the student admitting 

her guilt. 

 A student found guilty by the committee the committee shall be 

responsible for deciding the further course of action. 

 If any unfair means is detected during the evaluation process of 

the answer copies by an internal/external examiner, he/she 

should report it to the Controller of Examinations. The same 

shall be referred to the Controller of Examinations to determine 

if there is a prima facie case. If the COE finds that there is a 

prima facie case, it shall be referred to the Unfair Means 
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Committee. The Committee shall make relevant 

recommendations after getting the answer copies re-evaluated, 

and giving a reasonable opportunity to the student(s) in their 

defense. However, no such opportunity is to be given to the 

student(s) if it is group malpractice. 

 In case, at any stage if it is brought to the notice that a student 

is suspected to have indulged in any misconduct/illegal practice 

even after the conduction of examination, her case shall be 

referred by the Controller of Examinations to the Unfair Means 

Committee. On the basis of such evidences, the committee 

shall recommend the punishment to be awarded to the 

student(s), after giving reasonable opportunity to her in 

defense. 

 If a candidate is found guilty of malpractice after declaration of 

the result, her result shall be cancelled and she shall be entitled 

for a rectifying measures decided by the Unfair Means 

Committee decides. 

 If any other act of unfair/illegal means or misconduct is caught 

during the course of or even after the examination, not 

contained in this provision shall be dealt strictly by the Unfair 

Means Committee with respect to the principles of justice and 

make necessary recommendations for the case. 

6. Provision for writer’s help (scribe) or extra time for the 

examination 

 The students are expected to write their examination by 

themselves but in case, if any student requests to provide a 

writer or extra time on the basis of certain health issues or the 

disability to write, then the Chief Controller of Examination 

can allot a writer or extra time to the student. The COE shall 

verify the student‟s medical reports in such cases. 
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 The qualification of the writer needs to lower than the person 

for whom the exam is being written. In most of the cases the 

writer shall be provided by the College. No blood relation is 

allowed to appear as a writer for any candidate.  

 The qualified writer needs to submit the following Documents 

to the examination cell: 

1. Application signed by the Center Superintendent and the 

COE. 

2. Proof of her Educational background 

3. Any authentic photo ID Proof (Aadhaar Card, Driving 

License, PAN Card, Ration Card Etc.) 

7. Withholding of the Results 

If the student has not paid the semester fees to the College at any 

stage, or has dues pending due to any reason, or if any case of 

indiscipline is pending, the result of the student may be kept on 

hold. In this case the student will not be promoted to the next 

semester. The award or issue of the degree may also be 

withheld in such cases. 

8. Amendments of Results 

a. Due to errors 
In any case where it is found that the result of an examination 

has been affected by errors, the Controller of Examination shall 

have power to amend such result in such manner as shall be in 

accordance with the true position and to make such declaration 

as is necessary with the necessary approval of Principal. 

Error Means: 

a. Error in computer/data entry, printing or programming and 

the like.  

b. Clerical error, manual or machine, in totalling or entering 

of marks on ledger /register. 
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c. Error due to negligence or oversight of examiner or any 

other person conned with evaluation, moderation and result 

preparation. 

 

b. Due to fraud, malpractices etc. 
In any case where the result of an examination has been 

ascertained and published and it is found that such result has 

been affected by any malpractices, fraud or any other improper 

conduct whereby an examiner has benefited and that such 

examiner, has in the opinion of the Controller of Examination 

been party of privy to or connived at such malpractice, fraud or 

improper conduct, the Examination Cell shall have power at 

any time notwithstanding the issue of the certificate or the 

award of a Prize or Scholarship, to amend the result of such 

examiner and to make such declaration as the Examination Cell 

considers necessary in that behalf.  



77 

 

SGCA/AQAR/2020-21/6.2.2 

ANTI RAGGING POLICY 

 

Sophia Girls College, (Autonomous) Ajmer is known for its 

discipline and moral values. The Institution has zero tolerance 

towards anything that goes against and degrades these values. 

Ragging is against the human and ethical values which our 

institution upholds. In order to obliterate ragging in all its 

forms from the institution, an Anti-Ragging and Vigilance Cell 

was established in 2014 as per the guidelines of the UGC. 

Ragging consists of one or more of the following acts: 

  Any conduct by any student whether by words spoken, written 

or by an act which has the effect of teasing, treating, and 

handling with offensiveness a fresher or any other student. 

 Engaging in improper activities by any student or students 

which causes annoyance, hardship, physical/psychological 

harm, or to raise fear, apprehension thereof in any fresher or 

any other student. 

 Any action by a senior student that prevents disrupts or disturbs 

the regular academic activity of any other student or a fresher.  

 Any act or abuse by spoken words, emails, posts, public insults 

which would also include deriving wrong  pleasure, distorted  

or  a callous  thrill from actively or passively participating in 

the discomfiture to a  fresher or any other student 

 Any act that affects the mental health and self-confidence of a 

fresher or any other student with or without an intent to derive 

a sadistic pleasure or imposing superiority by a student over 

any fresher or any other student. 
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  Asking any student to do any act which the  student will not in 

the ordinary course do and which has the effect of causing or 

producing  a sense of humiliation, or distress  or agony so as to 

adversely affect the physique or psyche of such fresher or any 

other student.  

 Exploiting the services of a fresher or any other student for 

completing the academic tasks allotted to an individual or a 

group of students.  

 Any act of financial blackmail or forceful expenditure put on a 

fresher or any other student by the students. .  

Ragging in any form is totally banned in the entire Institution and 

strict action is taken against those found guilty of ragging. All 

complaints pertaining to any kind of ragging by any 

student/group of students of the College inside or outside the 

College campus may be reported to  the Anti-Ragging and 

Vigilance Committee by sending a mail to 

antiraggingcell@sophia.college.in or putting a slip in the 

Grievance Box. The students may also fill the online Grievance 

Form when in need. They may also approach the members of 

the Committee or their mentors as per their comfort level.  The 

phone numbers of the Anti Ragging Committee are displayed 

on the College Notice Board as well the website. 

 

Anti Ragging Measures  

In conformity with the Supreme Court judgments and 

directions, UGC Guidelines and State Government 

Instructions, our College follows a ‘Zero-Tolerance Policy’ 

towards ragging. Any student of Sophia Girls College Ajmer 
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(Autonomous) if accused and found guilty of ragging, will be 

severely dealt with as per the College’s Policy against 

Ragging. 

The Institution shall punish a student found guilty of ragging by: 

 Suspension from attending classes and academic privileges.  

 Withholding/withdrawing scholarship/fellowship and other 

benefits.  

 Debarring from appearing in any test/examination or other 

evaluation process. 

 Debarring from representing the institution in any international, 

national or regional meet, tournament, youth festival, etc.  

 Suspension/Expulsion from the hostel.  

 Cancellation of admission. 

 Expulsion from the Institution and consequent debarring from 

admission to any other Institution for a specified period 
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ANTI SEXUAL HARASSMENT POLICY 

 

The Supreme Court issued guidelines in 1997 to ensure the basic 

human right of gender equality and guarantee against sexual 

harassment and abuse, more particularly against sexual 

harassment at work places.  Sophia Girls‟ College, 

(Autonomous),Ajmer has constituted an Anti Sexual 

Harassment Committee and  Anti Sexual Harassment Policy in 

2014 and strictly follows the guidelines laid down by the 

Supreme Court to combat sexual harassment in the workplace. 

The Anti Sexual Harassment Policy of Sophia Girls‟ College 

(Autonomous) Ajmer is based on the Policy against Sexual 

Harassment of women at workplace in accordance with 

Hon‟ble Supreme Court's guidelines with Vishakha vs. State of 

Rajasthan case. This policy seeks to maintain and create an 

academic and work environment free of sexual harassment for 

students, academic and non-teaching staff of the Institution.  

Sophia Girls‟ College( Autonomous) Ajmer has committed itself to 

provide a congenial and conducive atmosphere in which 

students, teachers and non-teaching staff can work together in 

an environment free of violence, harassment, exploitation, and 

intimidation. The Institution condemns and strictly prohibits all 

forms of gender violence, sexual harassment, and 

discrimination on the basis of gender and it strongly supports 

gender equality. 

Declaration of Policy 

Sophia Girls‟ College (Autonomous) Ajmer shall uphold the 

dignity of every individual, specially women, work towards the 

enhancement of the development of its human resources, 

ensures full respect for human rights, the full enforcement of 
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“Fundamental Rights” under articles 14, 15, 19(1) (g) and 21 

of the Constitution of India, and defend the dignity of workers, 

employees, applicants for employment, students or those 

undergoing training, instruction or education. The Institution 

declares here by that all forms of sexual harassment in the 

employment, education or training environment are unlawful 

and offensive and punishable. 

 

Objectives of the Policy 

 As per the directive of the Supreme Court, as well as the UGC 

directives, to implement a policy against sexual harassment in 

the institution. 

 To develop a mechanism for the prevention and redressal of 

sexual harassment cases and other acts of gender based 

discrimination and violence in the institution. 

 To make sure the implementation of the policy both in letter 

and spirit through quick response to the complaints and their 

follow-up procedures. 

 To create an environment free of gender-based discrimination. 

 To guarantee equal access of all facilities and participation in 

activities of the College. 

 To ensure   a secure physical and social environment which 

prevent acts of sexual harassment. 

 To promote a social and psychological environment that will 

raise awareness about sexual harassment in its various forms. 

 

Definition of Sexual Harassment 

Sexual harassment is defined by law from the perspective of the 

person who feels they have been harassed and it occurs if the 
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person feels offended, humiliated, or intimidated. Sexual 

harassment also refers to any unwelcome sexual advance; 

request for sexual favours or other unwelcome conduct of a 

sexual nature whether directly or by implication as: 

Sexual harassment includes such unwelcome sexually determined 

behaviour (whether directly or by implication) as: 

 A demand or request for sexual favours 

 Sexually coloured remarks 

 Physical contact and advances 

 Showing pornography 

 Any other unwelcome physical, verbal or non-verbal conduct 

of sexual nature 

 

Jurisdiction 

 

The rules and regulations stated in this policy shall be 

applicable to all complaints of sexual harassment made: 

 By a member of the institution against any other member, if  

the harassment is alleged to have taken place within or outside 

the campus. 

 By a non member against a member of the college or by a 

member of the College against a non member of the institution, 

if the sexual harassment is alleged to have taken place within 

the premises of the College. 

 By a member of the Institution against an outsider if the sexual 

harassment is alleged to have happened outside the College 

campus. In such cases the Committee shall recommend that the 

Principal initiate action by making a complaint with the 

appropriate authority. 
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Role and Responsibility of Anti-sexual Harassment 

Committee: 

 To provide an educational and social environment that is free 

from sexual harassment. 

 To take appropriate steps (active and preventive in nature) to 

prevent the harassment from occurring. 

 To address any oral/written complaint about  unwelcome 

sexual advances, unsolicited acts of physical intimacy, 

unwanted  requests for sexual favours or other unwanted  

conduct of a sexual nature. 

 To equip all staff and students with the information of what 

constitutes sexual harassment and about their responsibility not 

to sexually harass other staff and students. 

 To  provide information and training to staff and students by 

conducting orientation programmes and workshops to make 

them aware of their responsibilities in relation to maintaining a 

work and study environment free from sexual harassment. 

 To ensure that complaints/ processes are clearly documented, 

explained to all employees and to offer both informal and 

formal options for resolution. 

 To address complaints in a manner that is fair, timely and 

confidential and based on the principles of natural justice. 

 To provide clear guidance on internal investigation procedures 

and  record keeping. 

 To ensure that no student or employee be victimized or 

disadvantaged for making a complaint. 

Internal Complaints Committee (ICC) 

The Internal Complain Committee is constituted to be easily 

available to the stake holders to express and lodge complaints 

about any form of sexual harassment  and to prevent or dissuade 
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the acts of sexual harassment and to ensure  the procedures for the 

resolution, settlement or prosecution of acts, of sexual harassment 

by taking all steps required. 

 

Powers of the Committee:  

 The Committee shall have the power to call for witnesses and 

call for documents or any information from any student/ 

employee. 

 Where any relevant document or information is recorded or 

stored by means of a mechanical, electronic or other device, the 

Committee shall have the power to direct that the same be 

produced. 

 Upon submission of document /information called for by it, the 

Committee shall have the power to  

a) Make copies of such documents/information or extracts 

there from; or  

b) Retain such documents /information  

 The Committee shall exercise the power to issue interim 

directions to/ with regard to any person participating in the 

proceedings before it. 

 The Committee shall recommend the action to be taken against 

any person found guilty of  

a) Sexually harassing the complainant; 

b) Retaliating against/victimizing the complainant or any 

other person before it;  

c) Making fake charges of sexual harassment against the 

accused person. 
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Functions of the Internal Complaint Committee (ICC) 

 To ensure a safe environment that is free of sexual harassment 

 To encourage behaviour that creates an atmosphere of gender 

equality and equal opportunities. 

 To provide a mechanism for registering complaints to be safe, 

accessible and sensitive. 

 To make quick response to the complaints about sexual 

harassment, to conduct enquiries, to provide assistance and 

redressal to the victims and to recommend penalties. 

 To advise the competent authority to issue warnings or take the 

help of the law to stop the harasser, if the complainant 

consents. 

 To ask for medical, police and legal intervention with the 

consent of the complainant. 

 To make arrangements for appropriate psychological, 

emotional and physical support (in form of counselling, 

security and other assistance) to the victim if so desires. 

Procedure to be followed by the Committee 

 Complaint may be received by any member of the Committee 

and the  

 Committee shall meet as and when any complaint is lodged. 

 The Committee may ask the complainant to prepare and submit 

a detailed statement of incidents if the written complaint lacks 

exactness and required particulars. 

 The Committee shall direct the accused student/ employee(s) to 

prepare and submit a written response to the 
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complaint/allegations within a specified period as per the 

decision of the Committee.  

 Each party is permitted to have a copy of the written 

statement(s) submitted by the other. 

 The Committee shall give both parties reasonable opportunity 

of presenting their case. However, should the accused choose 

not to participate in the proceedings, the Committee shall 

continue the proceedings in the  interest of complainant. 

 The Committee shall ask both parties to produce relevant 

documents and witnesses to support their case. Documents 

produced by either party shall be attested to certify the 

document as original/true copy. 

 The documents /witnesses   produced by the parties shall be 

entitled to cross-examination. 

 The Committee shall record and consider the evidence 

produced by both parties. 

 As far as possible, all proceedings of the Committee shall take 

place in the presence of both parties. 

 Minutes of all proceedings of the Committee shall be recorded   

and duly signed by the members of the Committee. 

 The Committee shall make all efforts to complete its 

proceedings within a period of seven (7) days from the date of 

receipt of complaint. 

 In case the Committee finds that the facts disclose the 

commission of a criminal offence by the accused person, this 

shall be specifically mentioned in the Committee‟s report. 

 If the Committee has the clear evidence and is satisfied that a 

prima facie case of sexual harassment is made out against the 
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accused employee(s)/student and that there is any chance of the 

repetition of any such action, or that it is required to do so in 

the interests of justice, it may, on the request of the 

complainant or otherwise, initiate disciplinary action in the 

form of:- 

a) Warning 

b) Written apology 

c) Bond of good behavior 

d) Adverse remarks in the confidential report 

e) Debarring from supervisory duties 

f) Denial of membership of statutory bodies 

g) Denial of re-employment/re – admission 

h) Stopping of increments/promotion/denying admission ticket 

i) Reverting, demotion 

j) Suspension 

k) Dismissal 

l) Any other relevant mechanism 

 

If, the Committee has sufficient proof that any person has 

retaliated against/victimized the complainant or any person 

assisting the complainant as a result of the complaint having 

been made or such assistance having been offered, the 

Committee shall report the same in writing, to the Principal 

with recommendations of the action to be taken against such 

person. 

If, the Committee is satisfied that the complainant has knowingly 

brought false charges of sexual harassment against any person, 

it shall report the same in writing to the Principal, with 

recommendations of the action to be taken against such person.  
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GRIEVANCE REDRESSAL POLICY 

 

The College   aims to provide a strife free environment so that the 

students experience a harmonious atmosphere necessary for their 

holistic development. The College   constituted the Grievance 

Redressal Cell in order to maintain a trustworthy and consistent 

system for redressal of various issues faced by students. The 

Grievance Redressal Cell desires to develop and promote a 

responsive and accountable attitude among all the stakeholders in 

order to maintain a friendly and peaceful educational atmosphere 

in the institute. 

The Grievance Cell meets periodically, examines the nature and 

pattern of grievances and redresses it accordingly. 

 

Objectives  

 To uphold the dignity of the College   by ensuring strife free 

environment in the College   by encouraging the students to 

freely express their grievances/problems without any fear. 

 To provide approachable, accountable and convenient system 

for the redressal of grievances.  

 To solve all the grievances very effectively and promptly. 

Role and Functions  

 To provide information about the Cell's objectives and mode of 

operation through the website and handbook.  

 To inform students of the process for registering of grievances 

in the Induction Programs 

 To make all necessary arrangements for receiving grievances 

from students.  
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 To address the complaints within the stipulated time period. 

 To review all cases and act accordingly as per the policy of the 

Grievance Redressal Cell. 

 

Procedure  

 The students may lodge their grievances in the prescribed form 

available on the College (Online procedure) or drop it in boxes 

placed in the College   (Offline procedure). 

 The Grievance Redressal Cell can redress the grievances of the 

following issues: 

a) Academic issues pertaining to teaching, learning and 

evaluation activities. 

b) Grievances related to  library and  IT services 

c) Grievances related to infrastructural maintenance  

 The Grievance Cell organizes Grievance Redressal Cell 

meeting periodically. 

 A student representative is also a member of Grievance 

Redressal Cell so she can put forth the problems of students in 

the meeting. 

 Grievances pertaining to internal evaluation shall be redressed 

at individual / Faculty / HOD/ Principal level. 

 The committee will make efforts to resolve the grievances 

within 15 days by the Principal issuing warning letters and 

reformation remedies where necessary. 

 The grievances pertaining to women harassment and ragging 

are forwarded to the respective committees as per the 

prescribed procedure. 
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RESEARCH ETHICS POLICY 

The Code of Ethics of the Sophia Girls‟ College (Autonomous), 

Ajmer is a common set of values which act as the foundation 

stone for every researcher to build their professional and 

scientific work on campus. The Research and Advisory 

Committee is keen to embed and endorse a culture of honesty 

and transparency in all its institutional activities through its 

ethical dealings. The code is intended to provide both the 

principles and the rules to cover professional situations 

encountered by researchers. Sophia Girls‟ College 

(Autonomous), Ajmer is committed to promoting and 

maintaining high standards of integrity and accountability in 

the conduct of academic research.  

The Institution is dedicated to guaranteeing a free academic 

environment to conduct research for both staff and students. 

Adhering to a set of ethical standards for Research Scholars 

work, the Code of Ethics has been formulated to provide a 

clear statement of the Institution‟s expectations from staff and 

students in respect of academic matters and research behaviour.  

The following ethics serve as a guide for researchers in 

determining ethical courses of action in various contexts.  

 Research Scholars are expected to maintain the highest levels 

of competence in their research works.  

 Research Scholars are expected to be honest and respectful of 

others in their activities- in research, practice and service. 
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 Research Scholars are accountable for their research work and 

their course of action and should not be questionable in any 

case. 

 Research Scholars must uphold academic integrity, respect the 

rights, dignity and worth of all people and take care to do no 

harm to life and property in the conduction of their work.  

 Research Scholars shall ensure that work is based on original 

research and the manuscript can be examined by anonymous 

reviewers. 

 Research Scholars shall not falsify data, data source, finding, 

claims or credentials. 

 In their publications and presentations, Research Scholars shall 

explicitly identify credit and reference the author when they 

take data or material verbatim from another person‟s work, 

whether it is published, unpublished or electronically available. 

 The Research committee scrutinizes all research activities, 

proposals and projects initiated in the Institution and approve 

the same.   

 Research Scholars shall ensure that personal and confidential 

information shall be protected. 

 Research Scholars shall not engage in harassment of any 

person, including students, supervisors, employees or research 

participants. 

 Research Scholars shall not involve in any act of discrimination 

based on an individual‟s gender, caste, race, religion or 

religious beliefs, colour, region, language, disability or sexual 

orientation, marital or family status, physical or mental 

disability. 
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 Research Scholars shall not be associated with any political 

parties or alleged for any criminal cases. 

 Research Scholars are expected not to interact with media on 

behalf of institute or invite media persons on to the campus 

without the permission of the institute authorities. 

 Research Scholars should be regular and must complete their 

assigned research work in the stipulated duration. 

 Research Scholars shall maintain uttermost discipline in the 

Institution. 

Note: If there is a case against a researcher for a possible breach of 

Code of Ethics, then the Ethics Committee will recommend a 

suitable disciplinary action and shall inquire into the alleged 

violation and accordingly suggest the action to be taken against 

the said scholar or staff.  
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ECO - FRIENDLY CAMPUS POLICY 

Sophia Girls‟ College Management is earnestly committed to 

reduce the carbon footprint and to make its campus „Green and 

Clean‟. It is located on the outskirts of Ajmer city, adorning the 

foothills of the Aravalli Range. Consequently, rich biota of the 

range is preserved in the aesthetically pleasing and soul 

enrapturing campus of the institution. The College conserves 

the environment with its green campus initiative and pollution 

free campus. 

The policy document of Sophia Girls‟ College, Ajmer comprises of 

following parameters: 

Parking Policy: 

 Sophia College has adequate number of parking areas for staff 

and students. All are instructed to park their vehicles in the 

appropriate parking lots. 

 It is mandatory for both Staff and students to wear their identity 

cards for identification. 

 Wearing helmet is compulsory for those coming on two 

wheelers. 

 Similarly those who commute via four wheelers need to fasten 

their seat belts. 

 PUC check is mandatory for all the vehicles. 

 Entry of vehicles is restricted to the parking area. 

 Use of mobiles while driving is prohibited. 

 Limit for shared pooling on two wheelers is maximum two 

girls. 

 Staff and students are encouraged to use bicycles, electric 

powered vehicles and shared pooling. 
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 Only registered vehicles are allowed inside the Campus. 

Plastic-Free Campus Policy: 

As an institution, which is sensitive and caring towards 

safeguarding nature and in consonance with the Indian 

Government‟s notification on Ban on single-use plastic, the 

Administration of Sophia Girls‟ College Ajmer has banned the 

use of single-use plastic in College premises. 

 The  ban is applicable on plastic items like- plastic carry bags, 

cups, plates, forks, spoons, bottles, straws etc which are thrown 

after single use. 

 It is mandatory for all the students and employees of the 

institution to avoid the use of non-biodegradable plastic items 

in the premises. 

 All are encouraged to use environment- friendly substitutes like 

cloth bags, paper bag, steel lunch boxes etc. 

 The canteen authority shall also abide by the policy to not use 

plastic utilities. 

Green Initiatives Policy: 

 Annual plantation drives to augment the flora of the Campus. 

 Entry in gardens is restricted for the students. 

 Plucking of flowers and leaves is not allowed without prior 

permission. 

 Guests are felicitated in the College by presenting saplings. 

 Clubs and forums to organise awareness programs for 

environment protection and conservation. 

 Periodic soil testing to check the quality of the soil. 
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Energy Conservation Policy: 

Sophia Girls‟ College (Autonomous), Ajmer fulfils its cent percent 

energy demand through solar energy. 

 Use of renewable energy resources like solar cell, solar water 

heater and solar lights. 

 Use of Biogas Plant in the hostel. 

 Switch off the lights and fans when not in use. 

 Minimum use of AC. 

 Screen time saver for minimizing energy consumption. 

 Maximum use of natural light. 

 Well ventilated Classrooms. 

 More usage of LED lights. 

 Purchasing star rated appliances for energy conservation. 

Water Management Policy: 

Sophia Girls‟ College (Autonomous), Ajmer adopts a 

multipronged approach for the use and conservation of water 

resources on the Campus. 

 To save every single drop of water the college has a rain 

water harvesting tank with a capacity of one lakh cubic 

litres. 

 All roof top water is directed to bore wells in order to 

replenish them. 

 Being concerned towards the health and safety of our staff 

and students, we provide purified (RO aqua-guard) drinking 

water facilities on the Campus. 

 Regular water testing is done to check the quality index of 

water. 
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 Awareness programs by Clubs and Forums on water 

conservation. 

 Regulars checks for leak detection and repair of leaks. 

 Landscaping with drought tolerant plants. 

 Reuse of kitchen waste water in gardens.  

Waste Management Policy: 

 Sophia Girls‟ College (Autonomous), Ajmer believes in the 3 R‟s 

policy. 

 Maximize the use of ICT and minimize the use of paper. It 

helps towards creating „Paperless Office‟. The paper is reused 

and the waste is collected and sent for recycling. 

 Using both sides of the paper is encouraged. 

  Solid waste is turned into fertilizer through vermi-compost on 

the Campus. 

 „Use me‟ Dry and Wet dust bins are placed on the College 

Campus to keep it clean. 

 Periodic rallies and road shows are organized to generate 

awareness on waste management. 

 Burning of garbage is strictly prohibited on the Campus. 

 Solid waste like files, papers, glass, damaged electrical 

appliances and e-waste are sold to local vendors annually. 

 Annual recycling of swimming pool water. 

 Sewer water is directed to Biogas Plant. 

 Waste food is directed to Biogas Plant. 

 LPG is used for cooking purpose in the Hostel and Home 

Science Labs. 

 Automation of Library. 
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 Outreach Programs like „Buy one - Donate one‟ to enhance 

social responsibility and reduce consumerism. 

 Refilling of cartridges of printers to minimize generation of e-

waste. 

 Reuse of working components of damaged computers. 

 Regular service and maintenance of computers by the technical 

staff on Campus. 

 Up- gradation of computers by installation of latest software. 

By adopting the above policy Sophia Girls‟ College 

(Autonomous), Ajmer has achieved 100% renewable energy 

dependence. Air, soil and water quality indices are much below 

permissible limits. All the above initiatives and policies 

validate our status of a „Green and Clean Campus‟. 
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POLICY FOR DISABLED 

Sophia Girls‟ College (Autonomous) Ajmer recognizes that 

persons with disabilities are valuable human resource for the 

society and seeks to create an environment that provides them 

equal opportunities, protection of their rights and full participation 

in the activities of the College. For this purpose Sophia Girls‟ 

College (Autonomous), Ajmer has adopted a policy for the 

disabled students. 

 

Admission: 

 No academically qualified applicant will be denied admission 

in the College on the grounds of disability alone. All 

reasonable adjustment will be made and opportunity will be 

provided for full consideration of the specific support or 

facilities required for disabled candidate. 

 Reservation for the differently-abled students shall be ensured 

in the Admission Policy as per University and Government 

norms. 

Support Services: 

The College shall make sure that disabled students have equal 

opportunity to utilize the support services. The following facilities 

will be provided by the College for the benefit of such students 

 Ground floor classrooms shall be provided for differently abled 

students by reshuffling the time-table. 

 Human assistance shall be provided  

 Rehabilitation equipment like canes, crutches and wheel chair 

shall be made available  

 Provision  shall be made for easy access to buildings, rooms 

and toilets  
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  Disabled students  shall have access to friendly paths, specially 

prepared walkways  

 Fully equipped infirmary shall be made available 

 Ramps at prime locations  are available for the students 

 Easy approachable seating in the classroom shall be ensured.  

 Sensitization Programmes shall be organized through Value 

Education to develop a sense of responsibility among all 

students for their differently-abled classmates. 

Assessment and Examination 

The College shall make reasonable adjustment and appropriate 

arrangements for disabled students in lectures, seminars, 

practical sessions, assessment and examination. Time 

relaxation shall be allowed and scribes shall be provided to 

differently- abled students for examination. 

 

 

 


