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Central Institute of Business Management Research &
Development, Nagpur.
RULES & CODE OF CONDUCT

For Students

GENERAL CODE OF CONDUCT:

Self-discipline is the best discipline. All students are expected to observe rules & regulations so
as to ensure the smooth functioning of the college. Violation of the rules will invite disciplinary
action

Students should come to the college in formal Attire as prescribed by the college. Students are
expected to avoid any form of attire or behavior which could be considered indecent/unsuitable in
the judgment of any faculty or member.

Students are required to display the ID cards given by the college during their stay on the Campus.
The security persons in this regard will have the full authority to check the ID cards and personal
belongings. Refusal by a student to produce an ID card as and when demanded shall result in
disciplinary actions.

While on campus, student behavior must at no point disturb the conduct of the lecture.

It is the responsibility of the student to read notices regularly.

Smoking, Drinking, and gambling in any form within the campus premises is strictly prohibited.
Cell phones/Mobiles phones or other such device should not be used within the college premises
except in the Canteen or the Boys/Girls Common room.

75% attendance is mandatory; Students are warned that in case this is not met then their names
are liable to be strike off from the college

In case of illness student must inform the teacher in charge and must produce the necessary
medical certificate within 7 days.

Students should refrain from any type of unruly/undisciplined/indecent behaviour either inside or
outside campus and be only concerned about enhancing the reputation and image of the College.
Any unwelcome behaviour brought to the notice of the management will invite disciplinary action.
Students are NOT allowed to occupy or use Director’s room, Faculty rooms, Conference rooms
or Administrative department without the explicit permission from the concerned authority.

Prior permission from the management is required to be taken for organizing any Get together/
Function/ Party or any other event and use of college facilities.

Ragging in any form is strictly prohibited within the premises of the college/department/classroom
as well as on public transport. Any individual or group of individuals who indulge in an act or
practice of ragging constitutes gross indiscipline and such individual/ groups shall be dealt with
as per the ordinance. This includes individual or collective acts or practices that involve physical
assault or threat or use of physical force, which violate the status, dignity, and honour of any
student. Any complaints regarding ragging should be brought to the notice of the Prevention
of ragging committee members. The names and the telephone numbers of the members are
displayed in the Campus.



14. Sexual Harassment is an important issue. In case of such issue the students are requested to

no

contact the PREVENTION OF SEXUAL HARASSMENT committee. The names and the
telephone numbers of the members are displayed in the Campus.

ACADEMIC RULES AND DISCIPLINE:

On all working days the lectures sessions are scheduled to start as per mentioned timetable or as
per Schedule determined by the teaching faculty. The specific schedule for each lecture session
will be mentioned in the timetable displayed on the notice board.

Students are expected to be in the classrooms at least 5 minutes before start of a lecture session.
No student can enter or leave the lecture session while the lecture session is in progress, without
the permission of the concerned faculty.

Students must conduct themselves in an appropriate manner during a lecture session so as NOT
to disturb the proceedings of an ongoing session.

During the progress of various lecture sessions all students should maintain silence in the campus
premises.

A student is expected to attend all lecture sessions barring unforeseen circumstances. 75%
attendance in mandatory for appearing in the end term examination. There will be no relaxation
of this rule and the decision of the management will be final.

Some days are likely to be earmarked for guest lectures, debates, cultural activities, Group
assignments; workshop etc. students are expected to attend all guest lectures, industry seminars,
cultural functions etc. organized by the college. Unauthorized absenteeism from such program
would invite disciplinary action.

Resorting to unfair means of any type in any evaluation process or examination is a serious
offence. Any such act will

For Teachers:

Teachers are expected to adhere to the following standards of conduct:

¢ Be punctual and disciplined in all the works assigned by the institution.

e Keep updating with new knowledge in their domain.

e Adopt skills for making teaching-learning process more enjoyable for the learners.

e Teachers should adopt ICT based Teaching-Learning process.

e Research work should be promoted.

e Knowledge of soft skills should be attained gradually.

e To inspire and motivate the students and support in all their efforts.

e Teachers should treat all the students equally making no discrimination with respect to gender,
caste, region, religion, social status and disability.

e Always try to inculcate positive attitude and maintain cordial relationship with students and all
the other stakeholders.

e To inspire the students to use learning resources in the e-library to enhance their knowledge,
e Healthy atmosphere to be maintained amongst the staff. e Teachers should cooperate with the
administration, management, and other public bodies in the interest of the institution, the
students and the society.

¢ Rules for leave will be observed as per Maharashtra Government.



e Allotted University duties will be the part of Teachers’ duty.
¢ Active and sincere support in the work expected by IQAC of the institution.

Code of conduct for Non-Teaching Staff:

e To follow the office timings and remain present in the office during office hours.

e Treat all the stakeholders of the institution like students, teachers, parents, members of the
management and the visitors with due respect and dignity.

e In order to provide best services Non-Teaching staff should keep themselves update with the
knowledge and skills and the technologies to keep pace with time and change.

e Maintain punctuality, discipline, accountability, and ethics of honesty.

e Non-teaching staff should follow the norms and regulations of the institution, the state
government and the parent university.

e Do not engage in such activities which are against the interest of the institution or that damage
the reputation of the institution

e The non-teaching staff should practice and encourage transparency, efficiency, courtesy,
decency and professionalism in its work

e The non-teaching staff should diligently contribute to the management and maintenance of
records, facilities, equipment and resources on the college campus

Code of conduct for Principal:

The principal is the academic and administrative head of the institute and works for the growth of
the institute.

e The Principal should take all necessary disciplinary actions as and when required to maintain
the discipline in the institute.

¢ The Principal monitors admissions, examinations and evaluation process for smooth functioning
of the system.

e The Principal is authorized to nominate coordinators, members and other administration
functionaries in various committees.

e The Principal should encourage Faculty Members to update their knowledge by attending
Seminars / Workshops / Conferences.

e The Principal should encourage Faculty Members to publish text books, research papers in
reputed International / National Journals / Conferences.

e Polite behavior is expected from the Principal with the staff and the parents on the college
campus.

¢ Organization of Programmes and Activities in the institution under the guidance of the principal.
e The Principal should coordinate and motivate the faculty and the supporting staff, so as to play
their respective roles more effectively.



e The Principal should deal with the academic and financial administration as per the rules and
regulations as well as the norms laid down by RTM Nagpur University, UGC, State Government
and the Governing body of the college.

e In matters related to decision implementation, Principal will be assisted by the Governing Body
of the Institution.



Rashatrasant Tukadoji Maharaj Nagpur
University, Nagpur

-

R A
P D By
/&7 \\
A \=

HE \
\2\ ' jéf

N o/
T

Handbook of Code of Ethics in Research
For
Research Students, Teachers, Support Staff, Head
of Departments of University and Statutory Officers
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1.

Objectives and Scope of Code of ethics

The purpose of this set of guidelines is to provide a positively oriented set of practical
suggestions for maintaining integrity in research. It is applied to whole research activities
conducted in RTMNU platform i.e. Ph.D research, research proposal for funding, defining
research questions and allocating resources for research, conducting research, data
collection, storage and retrieval interpretation, sharing of data and result; presenting and
publishing of results; training and mentoring of students and contributing to the

professional community.

Not only does the ethical conduct of science satisfy a scientific moral code; it also leads to
better scientific results because the adherence to ethical research practices leads to more
attention to the details of scientific research, including qualitative analysis and quantitative
and statistical techniques, and to more thoughtful collaboration among investigators. Also,
the credibility of science with the general public depends on the maintenance of the highest

ethical standards in research.

Execution of these guidelines will help an investigator avoid departures from accepted
ethical research practice and prevent those most serious deviations that constitute research
misconduct. Research misconduct is defined as fabrication, falsification, or plagiarism,
including misrepresentation of credentials, in proposing, performing, or reviewing research,
or in reporting research results. It does not include honest error or differences of opinion.
Misconduct as defined above is viewed as a serious professional deviation that is subject to
sanctions imposed both by the University, by many professional associations, and, in the

case of research proposed to or funded by government and non-government agencies.

2. ETHICAL CONCERN IN RESEARCH

2.1 Plagiarism

Authors who present the words, data, or ideas of others with the implication that they are
their own, without attribution in a form appropriate for the medium of presentation, are
committing theft of intellectual property and may be guilty of plagiarism and thus of

research misconduct. This statement applies to reviews and to methodological and
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background/historical sections of research papers as well as to original research results or
interpretations. If there is a word-for-word copying beyond a short phrase or six or seven
words of someone else's text, that section should be enclosed in quotation marks or
indented and referenced, at the location in the manuscript of the copied material, to the
original source. The same rules apply to grant applications and proposals, and to student
papers submitted for academic credit. Not only does plagiarism violate the standard code
of conduct governing all researchers, but in many cases it could constitute an infraction of
the law by infringing on a copyright held by the original author or publisher. An author
should cite the work of others even if he or she had been a co-author or editor of the work

to be cited or had been an adviser or student of the author of such work.

The work of others should be cited or credited, whether published or unpublished and
whether it had been written work, an oral presentation, or material on a website. Each
Journal or publisher may specify the particular form of appropriate citation. One need not
provide citations, however, in the case of well-established concepts that may be found in
common textbooks or in the case of phrases, which describe a commonly used

methodology. Special rules have been developed for citing electronic information.

Members of a research group who contribute to work that is later incorporated into a
proposal or protocol are entitled to be consulted and informed as to what their role will be
if the proposal is funded or the protocol approved. A charge of plagiarism in the proposal
or protocol on grounds that such members are not later included as part of the team that
conducts the approved or funded research, however, can usually not be sustained. Such
researchers who are excluded from subsequent research are entitled, however, to be

considered for co-authorship in publications if their contributions merit it.
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2.2 Misuse of Information
One particularly serious form of plagiarism is the misuse of information taken from a
grant application or manuscript received from a funding agency or journal editor for peer
review. In such a case, the plagiarism is a serious matter of theft of intellectual property
because it not only deprives the original author of appropriate credit by citation but could also
anticipate  priority of first publication or use of the original idea to
which the source author is entitled. Also, one who breaches confidentiality by showing a
privileged unpublished document to an unauthorized person can be held to a shared
responsibility for any subsequent plagiarism of the document committed by that unauthorized
person.
3. RESEARCH DATA: KEEPING AND MAINTAINING FOR RELIABILITY
Fabrication and falsification of research results are serious forms of misconduct. It is a
primary responsibility of a researcher to avoid either a false statement or an omission that
distorts the research record. A researcher must not report anticipated research results that
had not yet been observed at the time of submission of the report. In order to preserve
accurate documentation of observed facts with which later reports or conclusions can be
compared, every researcher has an obligation to maintain a clear and complete record of

data acquired.

All data should be recorded contemporaneously with the production or observation of the
data. If some data are obtained as printouts from instruments or computers, these printouts
should be appropriately labeled and pasted into the notebook or, if pasting is not possible,
stored securely and referenced in the notebook as to storage location. If unique critical
materials, such as cell lines, archeological artifacts, or synthetic chemical intermediates, are

prepared or discovered, they should be preserved and appropriately labeled, and explicit
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instructions should be written in the notebook as to where they are stored. Extensive data
sets may be stored either as hard copy or on disks. In such cases, carefully documented
definitions for codes should be included, together with rules for applying them to the

experimental, clinical, or field data and notes.

The use of computers in research laboratories is a necessity, and managing the data
generated and stored is becoming a challenge to the investigator. In
establishing a process to protect the data and ensure that the data are formatted so that they
could not be modified, one suggestion would be to write the data to a CD-ROM (CD-R)
where they could not be modified or overwritten.
4. AUTHORSHIP AND OTHER PUBLICATION ISSUES

Publication of research results is important as a means of communicating to the scholarly
world so that readers may be informed of research results and other researchers may build
on the reported findings. In fact, it is an ethical obligation for an investigator at the
University to make research findings accessible, in a manner consistent with the relevant
standards of publication. The reported data and methods should be sufficiently detailed so
that other researchers could attempt to replicate the results. Publication should be timely but
should not be hastened unduly if premature publication involves a risk of not subjecting all
results to adequate internal confirmation or of not considering adequately all possible
interpretations.

e Criteria for Authorship: Publication must give appropriate credit to all authors for
their roles in the research. If more than one person contributes significantly, the
decision of which names are to be listed as co-authors should
reflect the relative contributions of various participants in the research. Many

professional associations and research journals have specified criteria for authorship.
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One common standard appearing in many of these statements is that each author
should have participated in  formulating the research  problem,
interpreting the results, and writing the research paper, and should be prepared to
defend the publication against criticisms.

A person's name should not be listed as author without his or her knowledge,
permission, and review of the final version of the manuscript that includes the names
of all co-authors.

Self-citations: In citing one's own unpublished work, an author must be careful not
to imply an unwarranted status of a manuscript. A paper should not be listed as
submitted, in anticipation of expected submission. A paper should not be listed as
accepted for publication or in press unless the author has received galley proof or
page proof or has received a letter from an editor or publisher stating that
publication has been approved, subject perhaps only to copy-editing.

Duplicate Publication: Researchers should not publish the same article in two
different places without very good reason to do so, unless appropriate citation is
made in the later publication to the earlier one, and unless the
editor is explicitly informed. The same rule applies to abstracts. If there is
unexplained duplication of publication without citation, sometimes referred to as
self-plagiarism, a reader may be deceived as to the amount of original research data.
Early Release of Information About to be Published: It is unethical to release
scientific information contained in an accepted manuscript
prior to the publication. An exception may be made if a public health issue is

involved and the editor agrees to an advance release.
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CONFLICT OF INTEREST

There are some circumstances in which conflicts of interest could compromise the integrity
of research or even lead to research misconduct, for example, by the distortion of research
outcomes as a result of personal financial interests of a researcher. The annual disclosures
of outside interests by researchers required under the University's Conflict of Interest Policy
and the review of these disclosures by academic administrators are intended to avoid the
escalation of conflicts into improper behavior or misconduct and to avoid even the
perception of improper behavior. Possible preventive measures provided under that policy
include divestiture, public disclosure of outside interests, reduction of the conflicted
researcher’s role in the research, and internal monitoring of the research within the
University. A notice of conflicting financial interests must be included, possibly as a
footnote, in publications, in research proposals and reports. Many journals and funding
agencies require such disclosures. A faculty member must also disclose to research students
and members of the research staff the existence of his or her financial interests in activities
related to the research. When asked to enter into peer review of a manuscript or proposal, a
researcher must disclose any conflict of interest with respect to the matter under review.

* In the special case where University researchers are considering or are involved in
commercialization of an invention, for example through a start-up company or by
licensing technology to an established company, researchers should consult the
Conflict of Interest Policy for Faculty, Scholars, Researchers, Research
Staff/Coordinators.

e Faculty may be allowed to engage in outside professional activities such as
consulting or service on a scientific advisory board, but approval of each such
activity from management council must be obtained in advance.

* In no case are University facilities to be used in the conduct of an outside activity,
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and the University name and logo may be used by outside entities only with advance
permission of management council.

6. OBLIGATIONS IN USE LABORATORY ANIMAL IN RESEARCH:

° Research subjects — human, animal — should be handled with due respect and
care. The health, safety or welfare of a community or collaborators should not be
compromised. Researchers should be sensitive to their research subjects.
Protocols that govern research into human subjects must not be violated.
Animals should be used in research only after alternative approaches have
proved inadequate. The expected benefits of such research must outweigh the
harm or distress inflicted on an animal.

. Investigators who use laboratory animals are obliged to follow procedures so as
to minimize animal pain, suffering, and distress and to use no more animals than
absolutely necessary.

B Wherever possible, alternative protocols which do not require the use of animals
should be considered, and if practicable, adopted.

. Written approval must be obtained from the Committee for the Purpose of
Control and Supervision of Experiments on Animals (CPCSEA), Govemment of
India prior to the initiation of any research or teaching that requires the use of
animals.

7. Conclusion:
The code of ethics documents to provide basic guidelines to conduct good research practices
at RTM Nagpur university. It can be changed as per need by consent of management

council.
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