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SOP: GREETING ALUMNI Standard Operating Procedure (SOP) for Greeting Alumnus

1. sets up the process through which an alumnus visiting an Institution shall be welcomed and

entertained,
2. The Public Relations (PR) team shall get in touch with the alumnus to arrange travel well

in advance.
3. The head of the institution shall ensure that the preparation for welcoming of alumnus is

complete at least one week before the scheduled date of the visit.

4. Arrangements for snacks/meals shall be made.
3. Alumnus shall be taken for a visit around the institution to showcase recent developments.

6. Inthe event the alumnus is to deliver a lecture or conduct a session, arrangements shall be

made well in advance by informing the target audience.
7. Feedback shall be taken from the alumnus regarding their experience.

SOP: GREETING STUDENTS Standard Operating Procedure (SOP) for Greeting Students
establishes the steps for welcoming new students

Parents/guardians of the student shall be notified via written communication about the date

of commencement of the academic term. An invitation for the induction day program shall

be sent with the notification.

2. A booklet containing the rules and regulations of the organization (Common Policies) as
well as specific rules of individual institutions shall be intimated to the parents/guardians.

3. Head of the institution shall ensure that the preparation for induction

programme/welcoming of students is complete at least one week prior to the scheduled

date of the event.
4. Information Technology (IT)/Audio Visual (AV)/Menu check is to be performed gileast

two weeks prior to scheduled date for the event.










CODE OF CONDUCT FOR STUDENTS
1. Students are expected to maintain the highest standards of discipline and dignified behavior

2.

3.

Sih

inside and outside the campus.
They shall abide by the rules and regulations of the institute and should act in a manner

that highlights the discipline and esteem of the institute.
Students shall come to the campus wearing approved uniforms only. Students shall not
make any alterations to the uniform issued by the college without the permission of the

concerned Principal, HOD
Any violation of this provision will attract a fine and repetition of the ounce could result in

suspension from the institute.
Students shall wear their identity cards such that they are well displayed
Students are expected to use the class rooms. library or the demarcated arcas of the
academic building for independent study. They shall not occupy staircases, corridors, and
other passages meant for movement of people '

Students are expected to maintain silence in the academic buildings. Deviant behavior such
as hooting, whistling, loitering etc. will be treated as an instance of indiscipline.

Access to academic buildings beyond the mentioned timing and on holidays without
written permission from the concerned faculty will be treated as a case of indiscipline.
Students must maintain the cleanliness of the campus and should dispose waste in waste
paper baskets only. Any violation of this provision shall invite a fine.

Activities such as consumption of intoxicants / psychotropic substances in any form,
smoking, or chewing gum or pan masala etc. are strictly prohibited.
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