


















































I.T.S. CENTRE FOR DENTAL STUDIES & RESEARCH 

Delhi – Meerut Road, Murad Nagar, Ghaziabad 
 

Code of Conduct for Employees 
 

 

Your Rights 

 

1. To be treated respectfully without any discrimination. 

2. To seek information and clarity on work responsibilities, key deliverables & performance 

indicators. 

3. To avail informed leave as per rules. 

4. To be paid salary as applicable. 

5. To know required details of performance appraisal.  

6. To be appraised for growth and development within the organization based on merit. 

7. To register a complaint or file a grievance.  

8. To choose not to continue working with the organization by serving the notice period as 

applicable 

9. To have a safe workplace.  

 

Your Responsibilities 

1. To arrive at work on time.  

2. To treat all with respect and never discriminate or harass others at workplace. 

3. To follow the dress code policy of the institute. 

4. To plan leaves well in advance and if unable to do so in case of an emergency/medical 

condition, inform the reporting authority at the earliest possible time.  

5.  To maintain discipline and professional ethics.  

6. To not share any other valued information gained during the employment to any other 

individual or institution while in service or even after leaving the service.  

7.  To use the given e-mail for official purpose only. 

8. To value office resources: ensure office stationery is not misused, switch off 

fan/A.C/light/Computer etc. while leaving the work place.  

9. To inform the human resource department about change in name, address, telephone number 

or any other change in personal information.  

10. To not converse in local vernacular language while in patient care areas. 

11.  To maintain complete confidentiality of patient's information. 

12. To immediately report workplace injuries or accidents. 

13.  To complete vaccination as per laid down protocols.  

  



 

I.T.S. CENTRE FOR DENTAL STUDIES & RESEARCH 

Delhi – Meerut Road, Murad Nagar, Ghaziabad 

 

Code of Conduct for Patients 

 

Your Rights 

 

1. To receive high quality patient care with dignity and regardless of socio economic status, 

color, race, religion, caste, gender &/or age.  

2.  To know the name of your doctor. 

3.  To be explained in an understandable manner about the diagnosis, treatment options, 

expected costs, risks, benefits and expected outcome.  

4. To be explained in an understandable manner about procedure/ treatment to be done and to 

give informed consent only after proper explanation of the procedure. 

5. To be informed about pain & relief measures and to be educated about medications, diet & 

preventive aspects of care.  

6. To request for a second opinion about the diagnosis and treatment plan. 

7. To refuse a treatment/investigation and be informed about likely consequences of refusal. 

8. To receive information on follow up care needed and know whom to contact in case of 

emergency. 

9. To expect safety and protection against physical abuse or neglect. 

10.  To have access to your clinical records. Right to expect that all the communications and 

records pertaining to your case will be kept confidential. 

11. To make complaints, to be heard and to provide suggestions. 

 

 

 Your Responsibilities 

 

1. To provide complete information about your present complaint, past medical & dental history, 

medications, allergies and any other relevant details. 

2. To follow the pre & post treatment instructions given by a doctor  

3. To follow the appointment schedule and notify if you are unable to do so 

4. To treat hospital staff and other patients with dignity & respect and not conduct any activity 

that will disrupt the functioning of the hospital.  

5. To respect that hospital is a no smoking zone. 

6. To abide by hospital rules. Keep the hospital clean. Do not bring alcohol, unauthorized drugs 

or weapons in the hospital. 7 

7. To pay the hospital bills on time.  

 

 



ITS Centre for Dental Studies & Research 

Delhi-Meerut Road, Muradnagar, Ghaziabad201206 

Rules & Regulations and Duties Governing the Internship 

Programme 

 

Welcome to the compulsory rotator internship porgramme (CRIP) for the year 

2021-2022, Internship is a phase of training wherein graduate is expected to 

conduct actual practice of dental health care and acquire skills under supervision so 

that he/she may become capable of functioning independently. 

The following is summary of the rules, regulations and duties governing the interns 

of ITS-CDSR 

Timings- 

 The daily duty timings are 8.30 AM to 3.00PM.  No intern will be allowed 

to punch the biometric earlier than 08:15 AM failing which they will be 

marked for that day absent. 

 Strict adherence to the above is mandatory. 

 No permission to report later than 8.30 AM and to leave earlier than 3.00PM 

shall be given. 

Attendance 

 The interns shall register their attendance via biometric in college and 

concerned departments and get their attendance card signed by the 

department.  

 Every department shall also maintain a register to mark their attendance on a 

daily basis. 

 The intern’s card should be signed by the authorized faculty (department co-

ordinator/HOD) at the end of each day. 

 The card should be deposited with the department only. The intern shall not 

keep it in his possession. 



 There shall be strict monitoring of the attendance on a daily basis. 

 A summary of the attendance shall be submitted (by department co-

ordinator/HOD) TO THE APO at the end of every month. 

Rotatory Internship posting schedule. 

 All interns shall complete their CRIP in accordance to the DCI guidelines. 

 Every intern is required to COMPLETE his/her posting (INCLUDING 

EXTENSION IF ANY) in the concerned department before reporting to the 

subsequent department. 

 Every intern shall maintain a LOG BOOK of the work done in the 

department This shall be verified and certified by the HOD/department co-

ordinator. 

Dress Code- 

 The interns shall report to duty only in formals 

 Girls are allowed Salwar-Kameez, Churidhar-Kurta, Formal trousers and 

tops only. Jeans, T-shirts, skirts and other casual wear are strictly prohibited 

 All interns should wear their identity cards/name plates at all times. 

 Strict action shall be taken against those Interns not abiding by the dress 

code. 

Leaves- 

 Every intern is entitled to the following leaves 

 

I. 12 Casual leaves/year 

II. 15 Medical leaves/year 

 The above leaves can be availed ONLY with prior written permission from 

the HOD/Department co-ordinator. 

 The medical leaves should be supported by a medical certificate from a 

registered medical practitioner with a copy of prescription given by the 

doctor. 

 


