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CODE OF CONDUCT FOR THE ADMINISTRATIVE STAFF

The Code of Conduct for Administrative Ste\lff:’at‘_ St. Ignatius College of Education
outlines the principles and standards of behaviour expected to maintain a professional,
ethical, end supportive work environment. uBy embod);ing the ICM charism of "Passion for
God and Compassion for God’s People" and the motto "Virtue is our Sfrongest Shield,"
administrative staff play a crucial role in fostering a .,positiveﬂ atmosphere for students,
faculty, and the broader college community. This eode_serves as a guiding framework to

enhance the effectiveness and intégrity of adminiStra{ive practices within the institution.
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e Administrative staff must familiarize themselves with college policies relevant to their
responsibilities, ensuring compliance and effective ﬁJnetioning within the institution.

e They are responsible for maintaining a suppdrfive and inclusive environment for both
working and learning, fostering a sense of community and collaboration.

e Continuous updating of knowledge and skills iosbessential for administrative staff to
enhance their cbntributions’ to the institution’s goals and. objectives.

- Computing and commumcatlon facilities .and serv1ces should be used solely for

| authorized purposes allgnmg with institutional standards and ethical practices.

e All equgpment and stationery provided by the college must be used and maintained
with due care,_‘reﬂectmg a cornmltment to stewgrdshlp and resource management.

e Administrative staff should demonstrate courtesy, respect, patience, and a willingness
to assist students and stakeholders in every context, embodymg the ICM charism of

"Passion to God and Compasswn to God’s People
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Maintaining confidentiality regarding college affairs is crucial. Administrative staff
must not disclose any confidential ‘informartion directly or indirectly unless instructed
by a secretary of the institution. }

They should actively participaté in training sessions and workshops to stay-updated
on best practices in admi_nistratibn and management. ’4
Administra;iVe wst;ffv r;;u;t I)afnalrefavl‘l 'i-n;-luriri/es and corﬁplal;lts with professionalism
and efficiency, ensuring timely respohses a;nd solutions.

They should collaborate effectively with faculty and other staff'members to support
institutional gc;als and enhance {he overall educational experience.. b 'S
Promoting a culture of respect and understanding among colleagues and stakeholders
is vital for creating a positive workplace eI}Vironnient.

Administrative staff should adheré to health and safety regulations, ensuring a safe
and secure working environmenot forall. '

They must derﬁonstrate accountability and responsibility in all their tasks, maintaining
high standards of performance and ethical behaviour.

By embodying the motto "Virtue is our S/tronges“t Shield," administrative staff will
uphold the integrity and values of St. Ignatius College of Education, contributing to a

positive and ethical work environment.
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