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Code of Conduct

Code of Conduct for College Office Staff

College staft should

1

Familiarize themselves with college policies that are relevant to their responsibilitics.

Adhere to those policies to the best of their ability.

. Assist and encourage others to adhere to the facultics (for example, directing a student to

the appropriate channels).

. Draw any kind of problem to the attention of the appropriate authority.
. Not to use abusive or obscene language.

. Not to make remarks or engage in behaviors that might reasonably be constructed as a

violation of Human Rights code.

. Not to be engaged in behavior or remarks that could reasonably be interpreted as

threatening and will intervene if they witness such behavior.

8. Not to be disrespectful of others or intolerant of orders.

9. Not to promote their personal religious, political, social or business agendas.

10. To refrain from using work-time to -promote personal, religious, political, social or
business agendas.

11,

. They must use computing and communication facilities and services only for the purposes

14.
15,
17.

All staff must apply professional and ethical standards while in their activities.

for which they are authorized.

. Technologies must not be used to access, use or distribute obscene, vulgar materials

which might be perceived by others as halassment or intimidation.
They should maintain a supportive environment for working and learning.
Provide the Head of the Office with appropriate notice of requests for leave.

Ensure that college services such as photocopying and postage are used only for college
purposes.

. Support staff will demonstrate courtesy, respect, patience and willingness to help in all

their interaction with students, teachers, guardians, administrative personalmes. general
public in any context.

. Strive actively to avoid conflict between themselves and any student.
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