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Administrative Mattery

Initiation of Disciplinary Action:

Any violation of conduct Rules attracts the provision of AP(

action against such employee S(CCA) Rules, 1991 for initiation of
PO o 1 b, !
disciplinary

35, GUIDELINES TOBE FOLLOWED WHILE DECLARING

THE PERIOD OF PROBATION
IN RESPECT OF GOVERNMENT EMPLOYEES.

I. The Head of the Office has to maintain a Register of Probationers separately for cach category of

' i b a1 : .
isinorder to watch the declaration of Probation in respect of employees who are appointed 1o a post

on regular basis. The register of Probationers should be maintained in the following proforma.

I. Name of the incumbent, Designation and Address.

2. Name of the post and category in which probation is to be declared.

3. Whether a direct recruit or promote to the post,

4. Names of tests, if any, to be passed within the period of probation.

5. Date of passing the tests mentioned in Col. 4 above.

6. Date from which services are regularized (Commissioner’s or J. D’s Process. No. & Date to be
mentioned).

7. Period of Probation prescribed.

8. Period of leave, other than Casual leave availed by the Incumbent during the period of
probation.  from. to.

9, Duty period, which counts for Probation. from. 1o

10. Date of completion of Probation.
Adverse remarks, if any, in the Personal File, or any allegations pending.
mendation of Flead of the Office.

the competent authority who declares the Probation (Proc. No. & Date of
s the Probation is to be mentioned

At Sd/-
Signature of the Head of the Office.
e it by the Head of the Office in the above proforma to the authority
| onofa government employee immediately on completion of

” . Commissionerate of Collegiate Education. AP. Hyderabad
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5 ! y IN LOIJIJPA(’LS

3.16 CODE OF CONDUCT F( )R PERSONNEL WORKING
ere the future of the students is shaped and thereby the destiny of the
1eeds special code of conduct. Along With
aff of the colleges may follow the code of

Educational institution is a place wh
a special pl _
the Government, the teaching st

' ace in the society and 1
nation is carved. Hence it has ace in the Y

general conduct rules prescribed by
conduct given below.

3.16.1 Principal

1. The Principal should conduct himself/herself in such a way that both the staff and the students Jogk

upto him/her for guidance.

2. He/She should be impartial, secular, dignified and punctual in discharging his/her duties.

3. The Principal should be present in the college atleast half-an-hour before the commencement of the
college timings and leave the college after the day’s work is over.

4. He/She should be a pace setter in dress, demeanor, attendance, punctuality etc.

5. He/She should handle the minimum number of classes prescribed in the rules and should endeavor
to be an example as the first teacher in the college.

6. The Principalis;hould be in constant touch with students and residents of the hostel (wherever hostel
is attached) which will greatly solve the problem of indiscipline and discontent in the college and on
the campus.

7. The Principal should be a true academic and administrative leader and assume full responsibility for
discipline in the college.

8. The Principal should exhibit qualities of effective leadership in all academic and administrative
activities of the college.

3.16.2 Teaching staff

I. The members of the teaching staff should be models of decency in. their dress and demeanor,

culture and academic leadership. They should be impartial in dealing with any student problem.

The lecturers should avoid wearing gaudy looking clothes likely to arouse the curiosity, resentment

over. she should not leave the class before the prescribed ime 1

—_—

—— Commissionerate of C. ollegiate Education, AP. Hydel
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He/She <hould go to the class room thoroughly prepared and
_ and maintain ¢
1all acader
n

vledge and acquaintance with the lates ; 4
knowlcdg he latest trends in the subject ic records update

 lecturers should utilise their leisure time for prep
repar

The
he subject.

: ation of the ¢l
knuwlt‘dgc int the class work or to update their

g Sl SYNo Hisol'l-h.. sindes o Sl s J
[xcept 81V ing synop ¢ lecturer they should avoid dictating detailed
slatled notes in the clas
S room.

7 | [e/She muhsl be present durilng the working hours of the college and if requi

be presentin the college until the work assigned is completed required he/she should also
¢ HelShe should not smoke, chew pan during the college hours and s :
v . s and sho "
ndiscipline. uld not indulge in any act of

o He/She should alwaystry {0 command the respect of the student community

10. The lecturer :should be absent only with the prior permission of the Principal and prior intimation to
he lecturer-in-charge of the department, without which the alternate arrangement for running the

JJasses is not possible.

11, The lecturer should not engage private tuitions and should not take up any assignment part-time or

full time in any other organization.

12 The lecturers working in a college should forma disciplined and purposeful team, subordinating
d fit into a harmonious

their individual interests and caprices to the college academic purpose an
organizational frame work. They should help the Principal in maintaining the discipline in the college-
3.16.3 Administrative Officers in Govt. Degree Colleges
orking in the Govt. Degree

Adminislrativc Officers w
rvision and control of the

The following are duties/ powers delegated to the
81 under the overall supe

Colleges vide Proc. Re. No. 116-k1-4/80 dr 12.3.19
Principal.

| Responsible for all fee collections and other collections Jue from students and others.
2. Signing the cash book (General and special) and all subsidiary records relating 1© them.
3. Cancellation of vouchers. e
i _ations to be given oy
4. Drawing the salary bills of the Teachers and Non-teaching Sta{l’. (All s.anf.tluns tobe g
drawing and disbursing Officers.
dical

Principal), Administrative Officers will ¢ |
ements and all perio

g : ters, C.C.B Stat
> Preparation of Admission Registers- Term Fee Registers
retums s
| . : incl er higher authoritics.
> At n Servi Regiswré after sanction by the principal orother hig
- Attestation of entries in Service ;
1 | ion, AP H_rdembad
55l Collegial® Education:
E J 'Comm.cs:anera!e of
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7. Prcpurulimmfﬂmlgcl estimates, Revised Estimates, Num
with them.

8. Rccuncilia!innufcxpcndilum with the Treasury ﬁgurc.s;mdrcconCilialic)nofpa_%l -
figures (the Principal will operate : "’lT&\’

onal holidays and Compensatory Leaveto non-teaching

the PD. Account)

9. Sanction of Casual leave, Opti
the rank of U.D. Clerks.

10. Attestation of non-teaching staff Attendance Registers daily.

11. Incharge of Stationery and Forms, Indents, Issue of Stationery and maintenance of
L) M

records.

Routine correspondence not involving policy matters and signing of fair copies
The Administrative Officer is accountable to the Principal of the College

14. Principals s erify cas
Pr:na;lpals should verify cash book and pass books and other important records at least onee
mont ¢ i1 ; |
nth regularly and sign on them as a token of verification to ensure updating and g
COrTectness.

16. . .
6.4 DUTIES AND RESPONSIBILITIES OF SUPERINTENDENTS

The Superi 1S '
uperintendent is head of the section/college office and controls the functioni
10ning of assistanss

[}l

He/ She should gui -
e iﬁi rtliglc Offncc(rjs/ Principal with correct and latest rul
correct decision. Strule position on the subject

properly and stric(]y j
£ Y macco P
attended to promply rdance with the laid down proced
. ure and also see that the ¢
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Officer/ Principal., atters

7. He/ She should supervise the remainder f; '
er files maintais '
. 1ed by assistants
Ssistants,
The Superintendents workine in «
g l| O orking in a college should also supervise the Service Regi
accounts ol the stall working i » colle i ' | i i 5 PR
orking in the college and guu.lclhcl’rincipal inprupcrdixmsj:l f the | e
] ! 5d1 Ol the i1ssues.
i the preparation of (he budget and
accordance with rules in vogue.

9. He/ She will assist the Principal

allotted to the college strictly in also in spending the budget

10. He/ She will guide the Principal in the operation of the Gove

and the funds/ grants received from any other agency.
that this money is spent strictly

rmment budget, special fee collection
: He/ She will assist the Principal in ensuring
n accordance with the rules and regulations.

. He/ She will supervise the maintenance of all records pertaining 1o accounts, stocks, cash books

elc.,

. The Superintendent will attend to the inspection parties and audit parties visiting the college and
help the Principal in answering the audit objections. He/ She will also maintain the Register of Audit
objections and help the Principal interviewing them every month and sending the replies to the
Commissioner.

13. The Superintendent should monitor the reconciliation of accounts from the treasury and the banks.

14. The Superintendent has to perform any other duties entrusted to him/ her by the Principal/ Supervising
Officer.

15. The Superintendent is accountable to the Administrative Officer and the Principal.
3.16.5 DUTIES AND RESPONSIBILITIES OF SENIOR/ JUNIOR ASSISTANTS

The Assistant should enter all tappals received in the inward register and submit them to
Superintendent for distribution to the concerned assistants.

Aftter receiving tappals they should be entered in the personal register ( maintained in the prescribed
format) by the concerned assistant.

While registering the currents they will be sorted out in two groups, the new currents and reference
received on old currents.,

All details of the new currents be clearly entered in the PR. in the columns prescribed. The references
on old currents need only to be indexed in one line indicating from whom it isreceived. The subject
needs to be clearly mentioned in the references.

5 The assistant should initiate the note pointing out the facts and the rule position in the note file
opened on the current. The note file is continuous with page numbers and para numbers. The

Commissionerate of Collegiate Education, AP. Hyderabad
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currents on the subject ar¢ maintained in curr
together in the same file pad. 9,
Jtain a ‘Remainde

iintained. It is the
d enter the same in the reminder dairy.

¢ Diary’ in prescribed proforma. Month y;,
e,
rd

6. The assistant should mair | " |
uty of the assistants 3

duty a (s to verily the femipg, o

tr‘h

reminders to be sent should be mé
the day and issue them promptly ai
7. The assistant should also maintain the register of court cases and register ()f'disL.ip“nm_y )
' [ ASes |
given proforma. in(fy
8. The assistant should bring forward all undisposed files to the current years personal fije
» ) :
N the IT‘

April every year.
When the file is disposed of finally the assistant should send it to record room by roun;
INg off
Ul

9.
current number in PR with red ink. The type of disposal be noted on the file before sepg;
— ng ity

stock.
10. The assistant should dispose off the file with in three working days of its receipt by him/,
er.

11. jor and Junior Assis
The Senior and Junior Assistants are accountable to the Superintendent of the offic
g

3.16.6 RULES OF CONDUCT AND DISCIPLINE FOR STUDENTS:

g

g .

& Asg
Sper G.O.Ms.No. 154, dated 17

. ks 1. s
Casing or similar actj vity prohi 1964 4clion can be lak ;
prohi Ch against students who indulge I"

bite
donthe college premiges

g (_'orn”“'\.‘_fo
s¥ion g
erate dff_aﬁegfare ﬁ'du{.aﬁ.on AP Hyderdb”‘!
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e promolc discipiReassTe the students not only through the disciplinary approach but also through
av-1 - SreL1asi ey $0 throu
the day-1n and day-out persuasion. Great care should be taken in following the procedure wh
s 1C AW L .. o b > 2aurc w
melr,hITlCm is awarded. This will avoid future litigation and complications il

, Beforeany student is punished for any act ol indiscipline, the Principal should:
1. Order an enquiry tobe conducted by at least three stafl members,
7_Issue a show Cause notice to the student and parent or guardian,
3. Obtain the explanation, if possible and place the matter before the staff council for advice.

o After following the procedure and fulfilling the prerequisites the Principal may impose suitable
punishment under intimation to the Commissioner of Collegiate Education.

+ Itmay benoted that in all cases of imposing punishment on students for acts of indiscipline, the

Principal should observe the prescribed procedure carefully.

Annexure

REVISED STAFF PATTERN OF NON TEACHING STAFF IN GOVT / PRIVATE AIDED
COLLEGES IN THE STATE (PROCEEDINGS NO. 957/ADMN. 1- 12000 DT.01.1 1.2000)
For Colleges having a student strength of

of the troubles in life are

'"NO and YES are short words which need long thoughts. Most

the result of saving VES too soon and NO too late."

Commissionerare of Collegiate Education, AP. Hyderabad
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