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College of Nursing: NAAC Accredited




            Email ID: con.cihsr@gmail.com		                               Phone No: 03862242555

CODE OF CONDUCT FOR EMPLOYEES OF CIHSR
WORKING HOURS
GENERAL SHIFT
	DAYS
	TIMINGS
	HOURS PER DAY
	BREAK
	TOTAL HOURS PER WEEK

	MON- FRI
	8:00 AM - 4:30 PM
	8 HOURS
	
LUNCH – 30 MINUTES
	40 HOURS

	SATURDAYS
	8:AM – 1:00 PM
	5 HOURS
	
	5 HOUR

	TOTAL
	45 HOURS


	
RULES ON ATTENDANCE & LATE COMING:
· Should report for duty on time.
· Must sign in and sign out - Five Finger Print Attendance Machine available in the campus
· Grace time of 15 minutes.
· Every third day of late coming in a month = half day leave on loss of pay.
· Signing off as per departmental processes.
· Failure to sign = loss of pay for the day/adversely impact performance.	

EMPLOYEE RIGHTS
1. To be aware of the Hospital wide policies
2. To be treated considerably and respectfully without any discrimination
3. To be aware of the terms and conditions of his/her employment before joining the organization.
4. If any one believes that he/she has been victim of any kind of harassment, or knows of another employee who has the right to, report it immediately to the HR department.
5. To seek clarity on the targets to be achieved and the roles/ responsibilities associated with the task to be performed.
6. To have access to their salary slip & seek clarification.

EMPLOYEE RESPONSIBILITIES
1. Employees are expected to work on their duty hours to support the hospital 24 X 7 operations and are also required to work overtime when the workload necessitates.
2. Employees shall be responsible for the equipment allocated to them and maintain it in accordance with the standard operating procedures.
3. Employees are expected to maintain proper discipline, professional ethics.
Employees are expected to plan leave well in advance and if unable to report to work on schedule he/she shall intimate to the department head as soon as possible.
4. Employees are responsible to maintain complete confidentiality of patient’s information.
5. Employees are expected to maintain proper dress code.
6. Employees are to keep the premises of the institute clean and tidy.
7. Telephone, internet and such other facilities may be used only for official purposes.
8. Employees to devote their full-time attention and efforts to the business of the Institute 
9. Employees shall endeavor to represent a positive image of CIHSR to the external world and shall refrain from behaving or performing any action, whether intentionally or otherwise, which may harm the reputation of the institute. Refrain from making any statements or comments to the media or general public about the state of affairs of CIHSR
IDENTIFICATION CARDS 
It is important for all staff to carry a CIHSR identification card with your name, title, and photo, which will be issued to you when you begin employment. If your identification card is lost or stolen, you must pay a fee for a replacement. You are required to wear your identification card in clear view at all times while on duty as well as times when you may need to enter the building when you are off duty. This card is also very important for identification of staff in case of any disasters or emergencies. 
DRESS CODE & ID CARD
· All Staff (clinical and Non-Clinical-staff) are required to wear their prescribed uniforms.
· Other staff must wear formal and presentable clothes.
· Must ensure cleanliness and good grooming in dressing.
· All staff are required to wear their ID Cards.


[bookmark: _GoBack]NO OBJECTION CERTIFICATE 
All employees of CIHSR are required to obtain a No Objection Certificate from the Management before applying for job elsewhere or for further studies.
Staff needs to give Full-time Attention to the Institute.
USE OF EQUIPMENT & FACILITIES & IT’S SAFEKEEPING
Retain good working condition of facilities and equipment's.
Keep the premises of the institute clean and tidy.
Telephone, internet and such other facilities may be used only for official purposes.
Any breakage, damage or deterioration of such equipment or facilities must be notified immediately to the administrative department.
WORK RELATED ACCIDENT OR INJURY
If you experience any work-related injury or illness, you should report this immediately to your supervisor and you and your supervisor will be required to present a formal letter to the HR Department and to the Director (in case of serious injury) reporting on the incident as well as detailing the injury sustained, within 48 hours of such incident. This will enable HR to initiate necessary action that may be required in this regard.
PERSONAL VISITORS
Staff are not permitted to have visitors at work, unless approved by the supervisor. With the exception of emergency situations, no one may enter the work area unless working, being treated or conducting business with the institute. Staff may not ordinarily bring their children to work while on duty, except for special programs approved by Human Resources Department. This is to avoid accidents and to allow the employee and fellow employees to perform their jobs without interruptions and distractions.
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