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Purpose:  

NIMS aims to provide an environment where there are no barriers to student’s success and 

progression. The Institute values the human capital and very sincerely wishes to help build 

personal qualities of its students as well; so that when they graduate, they are better placed to pay 

back the society by becoming a citizen who is good for humanity. 

Human behavior is of immense importance for peace and prosperity of a given society. NIMS 

believes that a student’s behavior has impact on others in feeling safe, secure, respected and can 

greatly help them learn effectively in an educational institution. Hence, there is a need to 

effectively channelize behavior of students through a well thought out regulatory framework as 

detailed hereunder. 

Thus, since the students would be guided to understand institutional norms, they would be saved 

from situations having consequences of various types which may arise in case of their violation. 

Scope:  

The Policy on Conduct of Students; applies to all students who are enrolled for a program of study 

offered by Nova Institute of Modern Studies NIMS, Islamabad. 

This includes programs which are externally validated, as well as all programs leading to 

Institutional awards. This policy is applicable in any circumstances and in any location in which 

the student has been granted access by virtue of his or her status as a member of or is acting as a 

representative of the Institute. For the purposes of clarity, student’s conduct will be monitored in 

two broad categories viz, academic and non-academic. Areas where a violation may attract a 

disciplinary consequence; have been identified for each category for ensuring comfortable and 

objective stay of students at NIMS. Similarly, the range of consequences; has also been elaborated 

so that none is taken by surprise.  

In case of any doubt about appropriate behavior, students must immediately consult any member 

of the faculty or their principal. The Institute expects all its students to take responsibility of their 

actions on campus as well as off-campus. Their behavior should reflect respect for law, their 

contractual obligations, a consideration of the rights of others, the Institute’s code of conduct in 

academic and non-academic matters, and shared standards of considerate and ethical behavior. 

Students at NIMS are aided in their academic pursuits by various individuals and groups, including 

faculty, academic advisors and staff at Student’s Support Office. However, each student is 

ultimately responsible for knowing and complying with all the information, policies, procedures 

and deadlines listed in this handbook. For the purpose of knowing the latest, students are advised 

to consult official website of the Institute on regular basis. 
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Principles of Policy: 

Every student is required to: 

a). Maintain a minimum of 75% attendance in an academic calendar.  

b). Conduct himself as responsible and decent person 

c). Make full use of learning opportunities 

d). Participate purposefully in extracurricular activities 

Expected norms: 

a) To be punctual for official engagements as late comings would have consequences  

b) Avoid unauthorized early leaving the campus 

c) Provide medical certificates to NIMS if sick leave is availed 

d) Except in emergencies, obtain leave in advance 

e) Provide documentary evidence with regard to any leave availed in case of emergency, if 

and when demanded by the Institute 

f) Attend NIMS on last and first day before and after vacation 

g) Ensure that tests and examinations are not missed except under special circumstances, duly 

approved; as the failure to attend the final examination may lead to the repetition of the 

same class in the next academic year 

h) Maintain decorum and etiquette and adhere to accepted social norms while interacting with 

peers, faculty members, guest speakers and the staff at NIMS 

i) Dress up as per uniforms for official engagements and decently for other extracurricular 

activities as per notifications 

j) Avoid disruptive and indecent behavior on campus or in any outdoor activity planned by 

the institute 

k) Refrain from causing intentional damage to property or repute of the Institute 

l) Not to smoke or take any liquor or drug on campus 

m) Avoid use of mobile phone during any on campus academic / professional activity  

n) Take food and refreshments in roof top thematic cafeteria only 

o) Help keep campus environment clean and conducive for educational purposes 

p) Follow the notified policies and procedures of the Institute 

q) Students are not encouraged to invite guests to the NIMS 
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campus except under special circumstances as notified 

r) It is the student’s responsibility to ensure that the security, rules, regulations and behavioral 

norms of the Institute are not violated by their guests. 

Implementing mechanism: 

Policy will be implemented by a Grievance Redressal Committee in line with its policy guidelines. 

Security refund: 

Security amount taken from a student at the time of admission to NIMS will be refundable in the 

following fashion: 

a) He has successfully completed his educational program at NIMS 

b) There is no disciplinary action pending against him 

c) Various notified departments / units have issued respective clearance certificate in his favor 

Security deposits will be refunded within 30 days from completion of aforementioned steps. 
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Attendance protocols: 

Students are expected to attend all classes to take full advantage of the learning opportunities. They 

also need to avoid missing surprise quizzes so that the course grade is not negatively affected.  

Leave if required, have to be sanctioned in advance except in emergencies which will be accepted 

only when properly supported by documentary evidence. 

Examination protocols: 

a) Students are required to take examinations as scheduled.  

b) During an examination, a student may not leave the auditorium without the permission of 

the invigilator. 

c) If allowed, only one person at a time is allowed to go out of the room.  

d) No question papers and answer books are to be taken out of the examination room during 

the examination. 

e) All students are required to bring their “Student Identity Card” to the examination. The 

invigilator and/or instructor reserves the right to check the ID of the students. 

f) Mobile phones and other communication devices are not allowed in the examination venue. 

g) Duration of an internal examination is determined by the principal and no extension in the 

time is given unless allowed by him/her.  

h) Students are not allowed to enter the examination room if they are late by more than 30 

minutes. 

i) No extra time is granted. · Students may not leave the auditorium till 45 minutes of the 

examination time has elapsed. 

j) In case of natural / medical emergencies, students may be allowed to leave the examination 

room accompanied by an invigilator. 

Mis-conducts: 

For the purpose of easy understanding, violations under this Policy have been divided into two 

main categories Viz, academic and non – academic as detailed below: 

Acts of academic misconduct: 

Following will be considered acts of academic misconduct:  

Cheating: 

The most common form of cheating is looking at someone else’s work during an exam or test, 

but it can also involve most of the other types of misconduct listed here.  
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Plagiarism: 

This involves using the thoughts, ideas, or writings of another person and passing them off as your 

own (adapted from the Oxford English Dictionary definition). It can involve taking credit for ideas 

that were not your own or using the words of others without properly citing them. 

Self - Plagiarism: 

Self-plagiarism is submitting the same piece of work for more than one course without the 

instructor’s permission. You are not allowed to receive course credit for the same work twice. This 

means that you can’t use an essay from a course you took last year in one of your current courses, 

even if the topic is the same. 

Impersonating another person in a test or exam: 

This includes having another person show up to write a test or exam in your place (or being the 

person who writes the test in someone else’s place), but it also includes having someone else write 

an online test for you (or taking an online test for someone else). 

Buying or otherwise obtaining term papers or assignments: 

If you submit work that someone else wrote, whether you paid for it or not, it is academic 

misconduct. 

Falsifying, misrepresenting or forging an academic record or supporting document: 

This includes the materials that you submitted to the Institute when you applied for your program. 

If you are found to have changed, omitted, or forged any of those documents, your offer of 

admission can be revoked (even if you have begun your program already). Forging doctor’s notes 

is also considered to be academic misconduct. 

Use of unauthorized aids during a test or exam: 

Unauthorized aids include anything that has not been cleared with your instructors as being 

allowed during the exam.  

Improper access / obstruction of materials / systems: 

Improper access and/or obstruction of materials and systems involves hiding or destroying 

materials available to all (e.g., library or course materials), overloading an online or digital system 

to prevent the completion of an assignment or test, stealing a term paper or test, or improperly 

obtaining and then selling/distributing a term paper or test. 

Distribution of faculty intellectual property: 

Distribution of faculty intellectual property, either independently or through a third party, without 

the consent of the instructor/author is considered academic misconduct. 

Delay in payment of dues: 

Students are expected to behave responsible in payment of 
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educational dues to the Institute within notified dates. Delay up to two weeks will attract per day 

fine as notified while delay beyond a month will freeze attendance and student may face 

complication in continuity of his educational program. 

Sanctions for academic misconduct: 

Notwithstanding penalty for delay in payment of dues to the Institute, the Grievance Redressal 

Committee may recommend either of the following penalties for imposition. However, quantum 

of penalty will depend on seriousness of the misconduct and its possible impact on overall 

objectives of the Institute.  

a) Issuance of a warning letter 

b) Fine up to Rs. 10,000 

c) Withholding of recommendation for university examination 

Acts of non-academic misconduct: 

Following actions will constitute acts of non-academic misconduct which are likely to lead to 

disciplinary proceedings. This list is indicative and not exhaustive: 

a) Violent, disorderly, threatening, insulting or offensive behavior whilst on campus premises 

or engaged in an off campus official business 

b) Failure to respect the rights of others to freedom of speech, belief, orientation or practices 

c) Acts of fraud, deceit or dishonesty in relation to the Institute or any member of it 

d) Willful action which may cause damage to asset, dignity or welfare of fellow students, 

employees, Directors or guests of NIMS 

e) Any willful act which causes damage to reputation of NIMS or an act which is in violation of 

any notified policy or procedure of the Institute as in vogue 

f) Disruption or improper interference with academic, administrative, sporting, social or other 

activities of the Institute 

g) Intimidating behavior or harassment towards any student, staff member or visitor of the 

Institute 

h) Theft from other members of the Institute or from Institutional property (this includes 

unauthorized removal of texts or equipment from classrooms or other on campus facilities; 

notwithstanding whether it belongs to the Institute or someone else) 

i) Misuse of Institute’s equipment / assets 

j) Display of offensive and unethical material 

k) Unauthorized use of the Institute’s brands, logos or address 

l) Possession, selling or use of illegal drugs or substances as 
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defined by the law of land 

m) Possession of any dangerous object or weapon, including knives, firearms or explosives as 

defined by Pakistani law 

n) Any other act which is socially unacceptable or is in clash with law of the land 

Sanctions for non-academic misconduct/offense: 

Non – academic misconduct may expose members of the NIMS community to either of the below 

mentioned penalties: 

Warning: A formal admonition that may be taken into account in judging the seriousness of any 

future violation. 

Censure: Censure indicates the Institute's desire to underscore the seriousness of the violation and 

the absence of mitigating circumstances and to convey seriousness in response to future authorized 

inquiries about the given individual's conduct or character. 

a). Fine up to Rs. 50,000 

b). Withholding of recommendation for university exam 

c). Expulsion from Institute; which would mean permanent removal from the Institute without 

hope of readmission to the community 

Procedure and process of penalizing: 

Reporting: 

Where a student engages in any activity which may constitute misconduct under the definition 

outlined above, and it is not possible and / or appropriate to deal with the issue at a local level then 

the issue should be drawn to the attention of the principal in writing under intimation to the student. 

Determination: 

The principal shall consider the gravity of the misconduct and shall determine whether: 

a) The misconduct is minor and a written warning needs to be issued under intimation to 

Director Administration to update personal file of the student with such warning letter. 

b) An investigation is required to gather further details 

c) If so, the matter will be perused as per procedure detailed in Grievance Redressal Policy 

of NIMS. 

Communication: 

In all matters, written intimation will be provided to the concerned. Any student participating in 

an investigation arising under this procedure has the right to be accompanied by a witness 

concerned with the matter. 
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Conflict of interest: 

Any potential conflict of interest between any member of Grievance Redressal Committee 

(hereunder referred to as Committee) and the student (s) to appear before the Committee will result 

in that member being replaced by an alternate with whom there is no such conflict. All members 

of the Committee will be provided with the evidence related to the allegation or investigation and 

any statements from the student that the allegation is against.  

Analysis of the matter: 

At all stages the student (s) shall have the right to be present while evidence is being heard, to 

receive copies of all documentary evidence to be presented, and to be accompanied by a 

representative who is not attending in any legal capacity. 

If, after hearing the evidence, the Committee decides that the evidence does not support the 

allegation against the student; the allegation will be dropped and concerned informed accordingly 

with right of appeal available to either party to the conflict. 

Conclusion: 

If, after considering the evidence, the Committee finds that the evidence supports the allegation, 

they will determine the severity of misconduct while making recommendation to the Dean to make 

a decision. However, no recommendation will be made till parties to the conflict have been heard 

in person by the Committee. Recommendations shall be made in form of written report having 

following distinct segments: 

a) Issue – explains the allegation to contextualize the report 

b) Evidence – means all evidence which has been examined to judge the allegation 

c) Findings – includes observations which have been formed after having examined the 

evidence. It should reflect upon authenticity of evidence which has been put forth for 

consideration of the Committee  

d) Conclusion – this segment concludes the findings to indicate the ultimate result which has 

been formed after due assessment of the evidence. It must say whether the evidence 

authenticates the allegation or not   

e) Recommendation – is the ultimate proposal for disposal of the complaint. If an allegation 

is proved; there should be a clear recommendation of penalty and if it is not proved, the 

recommendation may be to close the case. 

Disposal: 

In either case, the Dean in his own wisdom; may agree or disagree with the recommendation and 

may pass any such order as he may deem suitable. However, if he disagrees with recommendation 

of the Committee, he will give reasons in writing for such 

disagreement.  
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Record: 

If student is penalized, copy of the final order and supporting documents while go to the personal 

file of the student concerned. Such record will generally remain intact till student has graduated or 

delineated from the Institute or as per policy instructions to the contrary, if issued by the Board of 

Directors. 

Appeal: 

Board of Directors (BoD) will act as Appellate Committee for all appeals arising out of orders of 

the Grievance Redressal Committee. 

Any aggrieved party has a right to appeal against the order concerned.  New evidence may be 

considered at the discretion of the Institute provided that there is a cogent reason as to why the 

evidence was not provided at the beginning of the disciplinary proceedings. 

In such cases, the grounds for the appeal should be clearly stated in writing and sent to the Secretary 

to the Board of Directors for consideration by the Board. 

The BoD will review the appeal and decide whether there is new evidence that has come to light 

or whether the process for grievance redressal has not been followed appropriately. 

The Institute reserves the right not to progress any appeal which is submitted outside of the given 

deadline. An appeal without adequate grounds and evidence will be dismissed. 

The Secretary to the BoD will acknowledge receipt of the application for appeal within 02 working 

days. If, after reviewing the application, the BoD deems that the student has sufficient grounds for 

an appeal and has provided sufficient evidence, he / she will, in the majority of cases, 

independently decide upon an appropriate course of action. However, if this is not possible and/or 

appropriate then the BoD may either: 

a). Reconvene the Grievance Redressal Committee in the light of new evidence and inform the 

student of this in writing by recorded post. 

b). Decide the matter itself in light of evidence available in front of it. 

c). BoD will not decide the matter unless the accused has been provided reasonable 

opportunity of personal hearing. 

Monitoring of the policy: 

The principal will maintain a Disciplinary Log of all cases related to the students and file an annual 

report to the Dean, copied to the Director Administration on: 

a) The number of students who were dealt with for various violations 

b) Nature of allegations 

c) Nature of disposal 

d) Nature of penalties imposed 
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e) Appeals filed and  

f) Nature of decisions on such appeals 

g) Any other information deemed appropriate 

h) Any recommendations for amendment to the policy and procedures 

Review of the policy: 

The effectiveness of this policy will be reviewed annually by Board of Directors. 

Training in disciplinary procedures will be made available to members of Grievance Redressal 

Committee. 
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