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Standard Operating Procedures
ForAdmissions

* The students apply online/Offline on the University Admissions portal of their choice withinthe
periodgiven by NSU.

o UndertheleadershipoFatcachen‘cpresemativeworkingaslhc(.‘oordinatoro[hdmissionsl(‘ounselIing
offices.variousdepartmentaladmissioncommitteesformulatethecut-offsandother  criterion  for
different courses and categories of students.

. [fthestudentﬁllﬁlIstheadmissioncriterionoﬁhecolIegeandstream.ihccligiblecandidalesapproachthe
admissions/Counselling offices. The admission committee checks
themarksandcertificatesofthecandidatesandensuresthatthestudentful filstheadmissioncriteria.

® The non-teaching staff again examines the students form and physically verifies thecertificates.
The confirmation of admission is duly notified to thecandidatevia a telephonic
message/ WhatsApp as well as e-mail.

The student then submits the fees and is now considered admitted provisionallytothe college.

Note:

In case a student wishes to cancel his/her admission, she/he is required to submit the
handwritten application get it signed from Admission in-Charge (TIC), S.0.Admin, Admission
Committee/ Convener She/he will get her/his originals bygiving receipt of the same after
cancellation . Then fee may be refundedas per Universityrules.
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Standard Operating Procedures
ForExamination |

¢ Allenrolled/admittedstudentsfilluptheexaminationformsalongwiththeexaminationfees as per
notification by Examination Cell.

e TheUniversityprovidestheexamination date-sheetonits websitewell inadvance.
e Beforeexamsadmitcardsare distributed.

e TheExamination Controllersassignstheinvigilationduties.laysdowntheseatingplanandlooks
into various other aspects concerningthe examinations.

e TheanswersheetsaredulycollectedandsenttotheUniversityonsessionbasis. Thesescriptsare
examined at the Universityexamination centres.

e Specialwritersareprovidedfor thevisuallychallengedstudents.

e Visuallychallengedandotherphysicallychallengedstudentsaregivenextratimeasper
Examination rules of NSU.

e TheexaminationbranchoftheUniversityprovidesthematerialandotherfacilitiesaswellas
financialaid towards the smooth conductofthe exams.
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Standard Operating Procedures
ForLaboratory

ChemistryLaboratory

ProcurementofEquipment/Chemicals/Glassware
e Internalpurchasecommittee isconstituted.

¢ Requisition from faculty for requirement of equipment/ Chemicals / Glassware in
everyacademicyear is taken.

e Thelab-in-chargesinformtheteacher-in-chargeabout thestockofchemicals.

¢ Callfor quotationsare putup on thewebsite orpurchased underlimited quotations.

¢ Comparativestatementispreparedonthebasisofpricequotedandrequiredspecifications.
¢ OrderisplacedthroughAccounts section with the approval of Procurement committee..

® The equipment and chemicals are entered in the main stock register of the store alongwith
bill number and on the bill, page number of the stock register under the headconsumablesand
non- consumables.

e Issueslip booksare keptineachlab whereteachers fillup their requirements.

The required chemicals and equipment’s are then deducted from the main stock register.

IssueofGlasswaretostudents
e [ssueformsareissued tothe students.
e Teachersverifythem.

* Lockers are issued to the students and the number of the locker is noted down againsteach
studentin a register.

¢ (Glassapparatus are issued to thestudents which are kept in thelocker.

* A breakage register is maintained in each lab where broken equipment is recorded
withthestudentsand teachers signature.

e Chemicalpreparedin eachlabis alsomaintainedinaregister.

Recordofapparatusissuedon dailybasis arerecorded ina separateregister. §
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Standard Operating Procedures
ForLaboratory

Maintenance

e Dustingofequipment andworking area arecarried out ona regular basis.
e Maintenanceofequipmentiscarried outeverytwomonths.

e Workingconditionofequipment isroutinelychecked.

CentralComputerLaboratory

e Serialnumberof issuedcomputers areenteredintheregister.

e Anumberisassignedtoeachcomputeragainsttheirserialnumber.
e Thestudentsdulyenter theCheck-intimeand Check-outtime.

e Thecomputersare maintainedona regularbasis.
MathematicsLaboratory

e Thecomputers areissued fromthe office.

e Secrialnumberoflssued computersareentered intheregister

Anumberisassignedtoeach computeragainsttheirserialnumber.

e Thestudentsdulyenter theCheck-intimeand Check-outtime.

Thecomputersare maintainedona regularbasis.

PhysicsandElectronicsLaboratory

ProcurementofEquipment

e Internalpurchasecommittceisconstituted.

e Requisitionfromfacultyforrequirementofequipment’sineveryacademicyearistaken.
 Callfor quotationsare putup on thewebsite orpurchased underlimited quotations

e Comparativestatementispreparedonthebasisofpricequotedandspecifiedtechnicalspecifications.

¢ OrderisplacedthroughRegistrar office with consultation with concerned department.
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Standard Operating Procedures
ForLaboratory

Issueofequipment tothe student

 [romeachlaboratory.therequiredapparatusisthenissuedtothestudents(keepinglcardasa record)

after duly enteringin a register.

¢ Abreakageregisterismaintainedineachlabwherebrokenequipmentisrecordedwiththestudentsan

d teachers signature.
Maintenance
* Dustingofequipment andworking area arccarried out ona regular basis.
e Maintenanceofequipment iscarriedout everytwomonths.

e Workingconditionofequipment isroutinelychecked.
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STEP1: ApprovalFor The Book Purchase



Standard Operating Procedures
ForLaboratory

I. Submissionoflistofbooksrecommendedbytheteachersofdifferentdepartmentsandstudentsto
the library.

[

Recommendationsarechecked byPA (Library)forduplicate,availability.etc.

3. Approvalis taken for therecommended books by Librarian with approval of Library
Advisory Committee..

4. Finally.sanction is takenfromthe Registrarfor purchase.
STEP2:OrderPlacement andPhysicalVerificationOf PurchasedBooks
5. Placingthe orderof bookssatisfying theterms andconditionofthe library.
6. Submissionof challanby vendoralong withthe books.

7. Physical verificationandcheckingofbooksreceivedagainst theorder.

8. Submissionofbill byvendorto theDepartments.
STEP3: Processingof theBill

1. Accessioningof booksin the accessionregister ofLibrary.

2. Finally,thebillisprocessedandsubmittedtoaccountssection, throughprincipalforrelease
ofpayment.
STEP4:TechnicalProcessing

1. Technicalprocessing ofthe booksincluding classificationandcataloguingis done.

2. PhysicalProcessingofthebooksincludingpastingofpropertyslips,placingthebarcodedtags
and stamping is carried out.

3. Thenthebooksareplacedinshelvesaccordingtotheirclassificationnumberbythelibrarystaff,
Note:

Placementofbooksin shelvesforthose bookswhichare incirculation:

1. Booksare returnedat thecirculationcounter.

2. Fromthere,thebooksareplacedinshelvesaccordingtotheclassificationnumberbylibrarystaff.

A STEP1:Noting theAccessionNumber

I. Checkcardargissued to librarystafffor writingof accession numberon them. \
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Standard Operating Procedures
ForLaboratory

3. Whilenotingtheaccessionnumbers,booksarephysicallycheckedandifthebookisdamaged/be
yondrepair is taken out of shelf..

STEP2:VerifyingthestockthroughLIBWARE

1. Oncetheworkofnotingdownof accessionnumbersof
booksisover.allthecheckcardsarepooled togetherandarranged as per accession no.

2. Theaccessionnumbers arcthen inputintoan excelfile.

3. Excelfileuploadedonthe LIBWARE(LibraryManagementSoftware)

4. Areportoflistofmissingbooksisgeneratedusing.LIBWARE(LibrarymanagementSoftware).
STEP3:Re-verificationof themissing books

1. Listof booksareagain checkedwithcollection.

2. Thefinal listof missingbooks isrcportedtotheRegistrar..
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Flowchartforthe IssuePolicyofLibrary Books
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CirculationofLibraryBooks

FlowchartfortheReturn Policy ofLibraryBooks

ReturnPolicy
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StandardOperatingProceduresforPrev
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As per UGC letter No — F-6-1/2018 (SCT) dated 3 December 2020 for the compliance of the order
of Hon’ble Supreme Court dated 15.12.2017 in WPC No — 292 of 2006, the following Committee
has been reconstituted. The Committees are as follows:

The following are the members of the Steering Committee of

INTERNAL COMPLAINT COMMITTEE

Sl POSITION IN NAME DESIGNATION Email I1d ADDRESS
No. THE CELL
Chairperson Dr, Dhirendra Kumar Vice Chancellor, NSU vicechancellor @ nsuniv.ac.in
[ Mohapatra
Co-chairperson Prof(Dr.) Acharya Rishi Ranjan Pro Viee Chancellor, NSU provicechancellor@ nsuniv.ac.in
Coordinator Mr. Nagendra Kumar Registrar, NSU nagendra’@ nsuniv.ac.in
2. Members Mr. Dilip Shome Dean Academics d.shomeinsuniv.ac.m
Miss Y. Jyoti Laxmi Chief Finance & Accounts y.jyotin@rediffmail.com
Officer
Mr. Ranjan Kumar Mishra Director, IQAC ranjannsuniv.ac.in
Dr_lyoti Prakash Swain Principal, B.Ed. principal b ed@nsuniv.ac.in
Dr, Prasanta Das Principal Pharmacy drpdas2008i@ gmail .com
Dr.Pramod Kumar Singh Dean Research pramod.raju2 |t gmail com
MdMajib Ashral HoD BHM mojibensuniv.ac.in
Mr. Om Prakash Sharma Chief Controller of opsharmai@@nsuniv.ac.in
Examinations (1/C)
Mr. J. Rajesh Dean Administration Jrajeshi@nsuniv.ac.in
Dr, Vijay Kant Pandey HoD Agriculture pandeyvijay00iogmail.com
Miss. S. Aiswarya Rao Office Assistant aish96rao @ gmail.com

By the order of Chancellor
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ImplementationofAnti-ragging

e Ananti-
raggingcommitteeisformedbythestaffcouncil. Themembersnameandnumbersaredisplayed at
prominent locationin the college.

¢ Anti-raggingwarningsaredisplayedatprominentlocationsinthecollege(nearthecanteen).
e Ananti-raggingundertakingistakenfromthestudentsat thetimeofadmission.

* Proctorialboardmembersarevigilanttopreventincidentsofraggingbytakingfrequentroundsin
the college.
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StandardOperatingProcedure for
Placementand Career Counselling

Placementandcareercounseling
e Thereisa placementcellin thecollege.
e Theyinvitedifferentcompaniesforcampusplacement.
¢ InterestedstudentsapplywiththeirCV.

e Theyarescrutinizedbythecompaniesandshortlistedcandidatesareinterviewed. Thereafter.the
final selectiontakes place.

o Careercounselingisroutinelycarriedoutbytheteachers expertsarealsoinvitedoccasionally.

FacilitatingHandicappedStudents

e Collegebuildingisdisabledfriendlywithrailsandramps

e BrailleSoftware/facilitiesareavailable

e RestRoomsaredisabledfriendly

e Scribesforexaminationareprovided

o Examinationfccscxempteduas subject to decision of Honorable Chancellor
e Annualfees/collegefeesischargedwithintheframeworkofUniversity

e Many typesofspecial assistivedevicesand softwareareavailable.

o PWDstudentsliaisonofficerisappointedtocoordinatewiththestudentswithdisability. SC/ST/de
prived section

e Para-gamesandworkshops.sensitizingprogramsarcheldfromtimetotime.
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StandardOperating Procedures for Sports
Facilities

e The Sports facilities include a huge and well-maintained Sports Ground with lush
greengrass.

o The facilities include a Football court, a Handball court, two Cricket pitches for
matches,twopracticeCricketnets(cementedandturf).200-
meterstandardsixlanetracks.astandardLong Jump pit. one ThrowingCircle, one Javelin
throw Area.

e Coaching is provided for Cricket, Handball and Volleyball. Students from other
collegesunderDelhi University also use thesefacilities.

e The Sports department maintains a stock issuing register to issue the required
sportsequipment’sto studentsagainst their college I card.

e Students are selected for participation in various games through a rigorous
screeningprocess.

e A large number of intra-college competitions are regularly held, and an Annual
InterCollegeathletic meet is held every year.
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StandardOperating Proceduresfor other
CollegeFacilities

Classrooms
e AllClassRoomsarecleanedeverydaybeforetheclassescommence.
e TheClassRooms arewell knitandlighting facilitiesareregularlyinspected.
e Mostof theclassroomshavewhite boards.
e Wi-Fifacilityisavailableinalltheclassrooms.

® ManyroomsarelCTenabled LCDprojectorsareusedtoaidandimprovetheteaching-learning
process.

e Cleanlinessofthecollegecampusis maintainedthroughdulyappointedSafaiKaramcharis.
e Strictschedulesforcleaningcorridors,Laboratories,pathwaysetc.areadheredto.
e Washroomsarecleanedregularly.

Gardenmaintenance&Beautification
. G.:ﬂ_l_rdeningcommitteeis dulyconstituted bytheStaff Council_
 Dulyappointedgardening staffmaintains greeneryin thecampus.
» Gardeningsuppliesareroutinelyprocuredthroughthestandardprocedureforfinancialmatters.
e Thecampus beautificationisconstituted bytheStaffCouncil.

e Suggestionsareinvited fromtheteachers.

o AllaestheticsareaddressedbyCampusBeautificationCommitteesuchassitemaps,signage.Braill
esignage’sforthevisuallychallenged, wallofdemocracywhichisadedicatedspace createdfor
thestudents toexpress theirviewsonvarious currentissues.
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FirstAid/ EmergencyMedicine

ThecollegehasafullyfurnishedMedicalRoomwithabed.weighingmachine, firstaidbox, BP
measurement, Sugar Measurement.

Atrainednurse hasalso beenappointed.
[cepack forsports injuries isavailable.

Healthandhygienecommitteeperiodicallyorganizeshealthcheckupcampsforthestudentsandstaf
fmembers.

StudentsarealsoofferedmembershipofhealthCentre.

Forseriouscasualties,the students aretaken tothehospital.
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