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STUDENT’S LEAVE APPLICATION

(More than 3 days)

Apply in the prescribed
format (Form 2) to the

Marks in the attendance
Register

Keeps in the File

Tutor forwards to the
HoD with




MEDICAL LEAVE

Inform the Tutor in
advance

Apply in Form2 along
with Medical Certificate

Forward to the HoD

Mark in the Attendance
reaister

Keep in the File Medical
Leave




CONDONATION

.

Office intimates the
students concerned

(Those who do not have

\

J

|

Student fills in the
prescribed (available

|

Get recommendation
from the Tutor/HoD

Pay fee

Submit to the A2 Section
in the office

Office forwards to the
University




STUDENTS’ GRIEVANCE

details in the Form 3 to
the HoD

( N
Student submits required

HoD forwards to the
Principal

7

Principal forward to the
University with cover
letter

\




RE-ADMISSION

(After Maternity Leave/ Sem-out, etc.)

Apply in Form-4 to the
HoD

HoD forwards with
recommendation to the
Principal

Principal Accepts/Rejects

( N

If accepted, admits the
student and intimate the
University




INTER-COLLEGE TRANSFER

College notifies the vacancies
in the News Papers

Office hands over the A
applications to the
departments concerned for
. indexing )

HoDs submit rank list to the
Office (A2)

4 Eligible candidates fill in the A
prescribed form for Inter
Collegiate Transfer (available
in the University website)
submit to the office
. J

Forwards to the University for
sanctioning




TRANSFER CERTIFICATE

Fill in the TC application form ]

Collect ‘No Dues’ from
concerned authorities

Get HoD recommendation

Submit to the Section A2 in
the office

Office takes steps to issue TC




SUGGESTIONS/ REQUIREMENTS

Submit written request with
details to the IQAC

é )

IQAC places before the
IQAC meeting

Places before the College
Council if required

Action follows




RAGGING

Inform the Tutor

Tutor collects the complaint in
writing

Hand over it to the Anti-Ragging
Committee

The committee conducts
preliminary enquiry

If found genuine forward to the
College Discipline committee

Discipline committee submits
report to the Principal

Principal reports to the Police. (If\
found the complaint not coming under the
purview of ‘ragging’ the matter may be
settled by the committee/Principal.




GRIEVANCE REDRESSAL

4 )
Submit written complaint

to the Convenor of the

Grievance Cell
\_ )

The committee conducts a
preliminary enquiry

( )
If found genuine, submit a

report to the Principal

Principal takes required
action
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PROPOSAL FOR PURCHASE

( )

Office notifies the
departments regarding
Govt. Notification

Departments discuss their
requirements

\ 4

HoD Submits the proposal
to the Principal

\ 4

Principal places the
proposals before the
purchase committee

v

The Committee
consolidates all proposals
and forward to the Section
A3 in the office

l

Office forwards to the DCE

\. J
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PURCHASE OF ITEMS

~\
Submit written complaint

to the Office intimates
purchase committee about
the sanctioned fund

Committee reviews the
proposals from the

4 N
Committee recommends

purchase of items with
specifications

( )
Principal takes required

Principal places orders as
per govt. Norms.
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CASUAL LEAVE/SPECIAL CL/OD/ DL/ COMMUTED LEAVE

Application in the
prescribed form

Submit to the HoD for
recommendation

HoD forwards to the
Principal

register

Enters in the CL Register

Keep the Application in
the File

| |
| |
[ Marks in the Attendance ]
| |
| |
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LWA

Application in the prescribed form
(preferably in advance)

Submit to the HoD for recommendation

HoD forwards to the Principal

[ |
[ Duly signed by the applicant ]
[ |
[ |

( N
Principal rejects /accepts and forwards to

the DCE/ Mark in the Attendance register

[ Relieve the applicant from Duty ]
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MATERNITY LEAVE

Application in prescribed form

HOD recommendation

Sanction & Forward

to AG/DC

| |
| |
[ To the principal ]
| |
| |
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Application in the prescribed
form (preferably in advance)

[ Duly signed by the applicant ]

Submit to the HoD for
recommendation

l

HoD forwards to the Principal

Principal forwards to the DCE
with recommendation
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PROPOSAL/INNOVATIVE PLANS

(by Individual/Dept. to be implemented in the Dpt./ college)

Submission to the principal in
the prescribed form (Form 1)

Principal places before the
council (if necessary)

Makes the decision for
iImplementation

17



GRIEVANCE

Written submission to
Tutor/HoD

Forwarding to the
Principal

A

Places before the council
(if required)

|

Principal takes the action
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DISTRIBUTION OF PURCHASED ITEMS

4 ™
A3 Section assign numbers and

enters the delivered goods in the
Master Stock register office
intimates HoDs concerned

4 ™
HoDs submit request letter to

the Principal

l

HoDs receive and enter them in
the Departmental Stock register.
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REQUESTING FOR HELPS (MONETARY) FOR OUTSIDERS

" A
Submit written request to the

Principal detailing the necessity
and whereabouts of the
incumbent

Principal discusses with NSS
Officer &/ Student Union
Chairman or Secretary (as the
case may be) and fixes date and
mode of collection.

The NSS/ Student Union leads
collection drive

Document amount details and
hand over to the Principal

Principal handovers to the
person(s) concerned
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STUDENT PROGRAMMES

Gets the request recommended
by the HoD (if related to any
particular department)

\.

to the Principal with exact
details regarding time, date,
venue, rationale, beneficiary,
outsider participation, etc..

(Submit the request (two copies)\

J

Principal rejects / suggests
modification /accepts

21



STUDENTS PROTEST/ STRIKE

Submit written request (two

copies) to conduct procession/

protest/ rally/ strike detailing

the authority who called for,
date & time

Principal (after consulting
College Council if required)
rejects/ modifies / accepts

22



College Election (Student Union)

The Principal appoints a Faculty
member (after consulting the Council
if required) as Returning Officer

University Notifies the
Election Dates

RO notifies the College election in
the Notice Board

Calls all party meeting to

List of Candidates

. .. . brief the code of conduct and
Published Nominations are scrutinised Nomln.atlons are other related election rules.
filled
Final List of Candidates All Party meeting to finalise Campaign is strictl
Withdrawals submitted : Campaign Time, Venues for paign 1s strictly
published observed by the RO &
Flags, Posters and Banners, his Team
otr
_ Allocation of booths and Staff Meeting t(.) oriet .
[ Election ] Distribution of polling materials conduct of Election and Ballots are Printed ]
Individual duties
Arrangement of Counting Collection of Ballot Box & —
Station Polling Materials ) » Publication of Results ]

First General body Meeting of the Victory Day Oath Taking
Students Union
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