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GANDHI INSTITUTE OF ENGINEERING AND TECHNOLOGY UNIVERSITY,

ODISHA, GUNUPUR

General Code of Conduct for Teachers//Faculty

Being a faculty member, which is seen by the outside world as a responsible member
of the University, it is desired that a teacher should exercise necessary caution/restraint,
while about the matters related to the University.

People at large are observing a faculty member as a distinguished teacher of GIETU
and a teacher’s general conduct and behaviour in public should be in keeping with the
expectations.

It is expected that a teacher will maintain cordial and professional relation with other
faculty & staff members of the university.

Teaching 1s a noble profession and GIETU is an equal opportunity employer. Hence a
teacher should not make any distinction among teachers, students and colleagues on

account of their caste, creed, religion, language or sex.

Visit the site for Employee Handbook
https://www.giet.edu/wp-content/uploads/2020/06/Employees-Handbok.pdf
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GANDHI INSTITUTE OF ENGINEERING AND TECHNOLOGY UNIVERSITY,
ODISHA, GUNUPUR

RULES REGARDING ATTENDANCE IN CLASSES

A student needs to attend a minimum of 80% of classes in Theory and Practical
separately to make him/her eligible for appearing mid-sem/Sem. examinations.
Attendance is to be counted from the date of commencement of classes of the respective
courses urespective of the reporting date of the individual students.

The rule 1s irrevocable and under no circumstance a student can claim exemption from
attending classes. In case of certain emergencies, a student has to take prior permission
from the concerned authority for remaining absent from the class. The decision of the

authority 1s final and binding on these matters.
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GANDHI INSTITUTE OF ENGINEERING AND TECHNOLOGY UNIVERSITY,

ODISHA, GUNUPUR

CLASS ROOM MANNERS

Students should be polite, dignified, neat and obedient.

Students are expected to be seated in the Lecture hall five minutes before the
commencement of the class.

Students should stand up as a mark of respect when a faculty enters or leaves the
classroom.

Students should maintain discipline & silence inside the lecture hall / drawing hall /
labs / workshops.

Student’s movement outside the classroom in between the lecture class is strictly
prohibited.

Students should bring their own calculators, drawing instruments, charts, data book etc.,
whenever needed.

Students are expected to take care of their belongings.

Students are instructed not to bring any valuable items to the college.

Using MOBILE / WALKMAN / CAMERA inside the college campus is strictly
prohibited.

Avoid chewing bubble gum, chocolate inside the class room during lecture hour.
Students should wear their own lab coats and bring observation notebooks to the
laboratory classes regularly.

Record of Experiments done in a particular class should be submitted in the next lab
class.

Students who do not submit the record note in time will not be allowed to do the next
experiments and will not be given attendance for that laboratory class.

Students will not be allowed to leave the laboratory until they complete the experiment
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GANDHI INSTITUTE OF ENGINEERING AND TECHNOLOGY UNIVERSITY,

ODISHA, GUNUPUR

DRESS CODE FOR THE STUDENTS

For creating a feeling of identity and dignity and promoting fellow feeling among the students,

GGI, Gunupur prescribes dress code for all its students keeping in view the standard practice

in all the educational institutions and as per the prescribed code of conduct. As per the dress

code, the institute provides dresses of specific colours to the students of a particular batch and

course. Student should wear the prescribed uniform from the beginning to the end of their

respective courses.

1. Dress Code for Male Students:

Should wear formal full pants and full sleeve shirts along with ties, badges, and identify
cards while attending classes and on other formal occasions.

Should wear formal shoes & socks and avoid using hawai / bathroom Chappell while
attending classes or any official functions.

Piercing of nose, ears or eyebrows and using ornaments like earrings etc. are strictly

prohibited.

Should not flaunt long hair.

2. Dress Code for Female Students

Should wear formal salwar suits along with badges, and identity cards while attending
classes and other formal occasions.

No one 1s allowed to attend classes or any official functions wearing Jeans, T-Shirts, or
sleeveless dresses.

Should avoid using costly ornaments made of gold, diamond etc. for security reason.

The institute will not take any responsibility in case of loss or theft of the said items.

3. Dress Code in Winter:

e Both the male and female students are provided blazers with the institute logo by the

college. All students are required to attend classes as well as other formal occasions in
winter wearing blazer. No one is allowed to use any other fancy winter clothes for this

purpose in any circumstances inside the institute.
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GANDHI INSTITUTE OF ENGINEERING AND TECHNOLOGY UNIVERSITY,
ODISHA, GUNUPUR

GUIDELINES FOR ON/OFF CAMPUS BEHAVIOUR

Discipline: Discipline is the bridge between the goals and accomplishments. GGI attaches
much importance to reach goals and never absolves unsavoury conduct of any student on the
ground that he has achieved the highest goal. On the other hand, it believes the one who reaches
the highest observes strict discipline in every step and leaves behind a legacy to be emulated.
This belief drives the institute to enforce strict discipline to produce highly successful sons and
daughters for their parents and ethical citizens for mother land. GGI, Gunupur expects students
to go through the following rules and regulations regarding discipline and follow them with
letter and spirit.

Be courteous to the members of the faculty, employees of the institution and fellow
students.

Should take care of the institutional property like furniture, laboratory equipments,
electrical fitting, transport, etc. without damagmng them.

Should follow the rules framed by the institution regarding the use of the library, laboratory,
transport, hostel etc.

Should not try to adopt unfair means in the examination.

Should preserve the beauty and sanctity of the institution by maintaining cleanliness of the
class rooms, laboratory etc. Should not ever spoil walls, furniture etc. by writing or spitting
at them.

SHOULD NOT USE ADDICTIVE SUBSTANCES AT GGIL Gunupur. Use of tobacco,
alcohol, chewing of betel leaves, and chewing gums etc. are strictly prohibited, on & off
the campus.

Should not organize or take membership of any union or association without prior
permission from the institution.

Should not organize or attend any unauthorized meeting on the campus or in the hostels.
Should not use mobile phones in the academic area or during study hours in the hostels.
Ragging of any sort 1s strictly prohibited on and off the campus

NB: Violation of any of the above mentioned rules shall be treated as an act of indiscipline and
misconduct such act will invite strict disciplinary action.
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GANDHI INSTITUTE OF ENGINEERING AND TECHNOLOGY UNIVERSITY,
ODISHA, GUNUPUR

POLICY ON SUBSTANCE ABUSE

Objective: To prevent substance abuse and to create a secure, conducive atmosphere for
learning among the students on the campus. The Institute strictly adheres to the following guide
lines concerning the possession, use and / or distribution of substances of abuse. Cannabis,
Heroin, Benzodiazepines, barbiturates, Flunitrazepam, Cocaine, Ketamine, Psilocybin,
Lysergic acid diethylamide, Amphetamine, Methamphetamines, MDMA, Phencyclidine,
GHB, Methaqualone, Inhalants and other drugs and substances mentioned in The Narcotic

Drugs and Psychotropic Act 1985.

1. The Possession, use and/or distribution of substances of abuse are prohibited on premises
owned or controlled by the Institute.

2. The Institute squads will carry out random checks on students/ residential premises for
substances of abuse.

3. Possession, use and/or distribution of substances of abuse will attract appropriate
disciplinary action which may include expulsion. Offenders will also come under the
purview of Narcotic Drugs and Psychotropic Substances Act 1985 (NDPS Act) and will be

liable for penal action
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GANDHI INSTITUTE OF ENGINEERING AND TECHNOLOGY UNIVERSITY,
ODISHA, GUNUPUR

DISCIPLINARY PROCEDURES

A student violating the Institute, policy on substance abuse will face:

1. Immediate suspension from the college, pending enquiry.

2. Parent/legal guardian will be informed immediately and will be expected to meet the HOD
at the earliest.

3. The Institutional disciplinary committee will conduct an enquiry and submit the report to
HOD who will initiate further action in consultation with the Higher Authorities of the

Institute.

DISCIPLINARY COMMITTEE

As the institution attaches utmost importance to discipline, it has constituted disciplinary
committee to look into any act of indiscipline on and off the campus. In case of any breach of
discipline reported by a student, faculty member, hostel staff, student welfare officer, or HOD
etc. the committee investigates the matter and decides corrective of purifier measures. The

decision of the Disciplinary Committee is final and binding.

RAGGING FREE CAMPUS

The ugly monster of RAGGING is a nightmare for all students and their parents. The Institute
fully understand the gravity of the situation and have ensured an absolute RAGGING FREE
CAMPUS. Proud to announce that not a single incident of ragging has occurred in the Institute

and assure to maintain this impeccable record all in the, times to come.
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GANDHI INSTITUTE OF ENGINEERING AND TECHNOLOGY UNIVERSITY,
ODISHA, GUNUPUR

DOs AND DONOTs FOR STUDENTS:

DOs:

Wear the prescribed uniform while in the college premises.

Always carry the ID card and produce it if demanded by the concerned authority at any
time.

Attend all classes observing discipline and decorum befitting the dignity of the institution.
Take care of the Institutional property such as furniture and fixture, laboratory equipment,
electrical fittings, transport garden around etc.

Preserve the cleanliness of the campus.

Strictly follow the guidelines while using resources like library, internet laboratory,
dispensary, swimming pool, transportation etc.

Cooperate with the Class Teachers/Proctor and furnish necessary information to them as &

when required / asked for.

Students should come up individually, not in a group to solve his/her problems

DONOTs:

Don’t get involved in ragging or related activities.

Don’t cause damage to institutional property like laboratory equipment, electrical fittings,
furniture and fixtures, transport facilities etc. garden / greenery maintained around.

Don’t spoil walls, furniture, stair case etc. by spitting or writing anything absurd.

Don’t adopt unfair means during examination.

Don’t attend classes or any official occasions without proper uniform and shoes.

Don’t use mobile phones in the academic area.

Don’t use tobacco, alcohol, betel leaves, chewing gums and or any other addictive
substances.

Don’t invite any outsiders including friends and relatives to the Institute hostels without

prior permission.
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GANDHI INSTITUTE OF ENGINEERING AND TECHNOLOGY UNIVERSITY,
ODISHA, GUNUPUR

Don’t misbehave with anyone in the classroom, during meeting, sports events, or any other

such occasions.

Don’t violate any guidelines while using resources like library, health club, swimming pool,

dispensary, transportation etc.

Don'’t treat your personal problem as a common problem.
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GANDHI INSTITUTE OF ENGINEERING AND TECHNOLOGY UNIVERSITY,

ODISHA, GUNUPUR

DOs AND DONOTs FOR PLACEMENT

DOs:

Attend placement drives in complete formal dress.

Carry College ID Card and Registration Card.

Carry attested copies of all relevant documents like certificates etc. along with a latest
resume.

Keep all your documents properly arranged in a file.

Maintain proper discipline keeping in mind the dignity of the Institution.

Keep mobiles in switched on mode while you are out of station for easy communication.
Switch off the mobile phones at the time of written examination, attending Personal
Interview or corporate presentations.

Follow the instruction of the concerned authority accompanying you while going for a

campus outside Gunupur.

DONTs:

Don't wear casual dress while attending the placement drive.

Don't use tobacco, alcohol or any other addictive substance.

Don't use vulgar or obscene language while traveling during campus drive.

Don't spit in the bus, damage properties of the bus, shouting or misbehaving with staff

members while traveling.

N.B: Violation of all or any of the above mentioned rules and regulation will be treated as gross

misconduct and will invite disciplinary action, which may lead to debarring from attending

campus interviews in future.
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GANDHI INSTITUTE OF ENGINEERING AND TECHNOLOGY UNIVERSITY,
ODISHA, GUNUPUR

CONDUCT WITHIN THE LIBRARY

Maintain silence inside the library.

Spitting, smoking, sleeping, gossiping inside the Library are strictly prohibited.
Combined or group study / discussion is not allowed in the library reading room.

The library premises must not be used for any purpose other than reading.

No person shall write on books, journals & periodicals, either for the purpose of correcting
an error or otherwise or make any marking on publications belonging to the library.

Don't damage any books, journals, magazines or any of the materials available in the
library.

Personal books, photocopied materials etc. are not allowed mside the library.

If any publication is lost / damaged or any page is removed by a reader, he / she must

replace it by a new copy or pay three times the cost of that volume and pay any fine that

may be imposed on him / her by the authorities.

If someone loses a book, he / she must report the matter to the Librarian on the same day.

Otherwise late fine will be added with the amount payable for the lost book.
If one volume of a set is lost by a user, the whole set shall have to be replaced by him/her.

Before leaving the library each person shall return the books/ documents taken for reference

/ reading in the reference counter.
The gatekeeper or watchman may search any student at the library exit gate.

Book bank facility is provided by the central library at intervals with the stipulated rules &

regulations.
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GANDHI INSTITUTE OF ENGINEERING AND TECHNOLOGY UNIVERSITY,
ODISHA, GUNUPUR

CODE OF CONDUCT STAYING OUTSIDE THE CAMPUS

They should put up 80% attendance in classes or else the competent authority of the
Institute may take punitive action against them as may be deemed fit and proper.

They will neither join in any coercive agitation / strike for the purpose of forcing the
authorities of the institute to solve any problem, nor they will participate in any activity
which has a tendency to disturb the peace and tranquillity of life of Institute and or its hostel
premises.

They shall be solely responsible for their involvement in any kind of undesirable /
indisciplinary activities outside the campus and shall be liable for the punishment as per
the law of the land. The institute shall in no way provide any support to them and will not
be held responsible for their any such action.

They will not involve nor instigate in any of the activities, which hampers the image and
the reputation of the Institute, in such cases if they are found to be guilty they shall be liable
for punishment as deemed fit and proper. The Institute authorities have the liberty to visit
the mess off and on and take action against them if they are found guilty in any unlawful
activity.

They will not use any vehicle (Two Wheeler or Four Wheeler) for their personal
conveyances.

They have to abide by the admissible rules and regulations, concerning discipline,
attendance etc. of the Institute and also to follow the code of conduct prescribed for the
Students of the Institute, as in force from time to time and subsequent
changes/modifications/amendment made thereto

They must maintain dignity and decorum. of themselves, their parents and Institution

during their entire state in the mess.
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GANDHI INSTITUTE OF ENGINEERING AND TECHNOLOGY UNIVERSITY,
ODISHA, GUNUPUR

OFFICE OF THE CONTROLLER OF EXAMINATIONS

CODE OF CONDUCT FOR THE STUDENTS APPEARING FOR EXAMINATIONS

1. The Hall Ticket is issued to the Student satisfying the attendance and other requirements as per rules,
regulations and instructions issued by the University from time to time.

2, Students shall take their allotted seats in the respective Examination hall at least fifieen minutes before the
commencement of Examination.

3. Students shall not be allowed to leave the Examination hall before the expiry of 60 minutes from the
commencement of Examination.

4,  Stirict silence should be maintained in the Examination hall.
Students who are not properly attired will not be admitted to the Examination hall. Please ensure that you
comply with the dress code of the University.

6.  Students are required to bring their own pens, pencils, calculator and eraser. Students should use only blue or
black ink while answering their papers.

7. After receiving the answer book the Student shall verify his/her Register number, Semester number, Course
code, Course name, Session and Date of examination printed on the first page of the answer book..

8.  Writing of register number elsewhere in the answer book will entail rejection of the answer book/ treated as
malpractice.

9. Candidates are prohibited from writing on or tampering the Barcodes as they lead to rejection of answer
booklets from evaluation.

10. Siudents are not allowed to cxceed the prescribed time assigned to cach question paper.

11, Students shall not talk/ask questions of any kind during the Examination.

12. Students shall not carry any written/printed matter, any paper material, watch, cell phone, pen drive, I-
pad, programmable calculator, any unauthorized data sheet/ table into the Examination hall and if
anything is found in their possession they shall be liable for disciplinary action.

13. No Student shall pass any part or whole of answer papers or question papers to any other Student. No
Student shall allow another Student to copy from his/her answer paper or copy from the answer paper
of another Student. If found committing such malpractice, the involved Students shall be liable for
disciplinary action.

14, Students found guilty of using unfair means of any nature shall be liable for disciplinary action.

15. Students will have to hand over the answer books to the Invigilator/Hall Superintendent before leaving the
Examination hall.

16. Hall Ticket is an important document. If the hall ticket is lost/ or not brought by the candidate, he / she shall
apply for temporary hall ticket on payment prescribed fee.

17.  Students should have the University ID card for regular and back paper examinations.

A Student who breaches any of the Examination Regulations will be liable to disciplinary action
including rbut not limited to) suspension or expulsion from the University.
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OFFICE OF THE CONTROLLER OF EXAMINATIONS
Code of Conduct for faculty during Examination

Examination duty is mandatory to all Professors, Associate Professors and Asst. Professors. In case
of emergency, alternative arrangement has to be made.

All invigilators must report within the stipulated time to COE office, and must reach the respective
Examination hall at least 15 minutes before the commencement of the Examination.

The invigilators must instruct the students not to keep any printed or written material with them and
not to write anything on the question paper which leads to malpractice. The students must be asked
to leave their belongings including mobile phone, not required for the Examination in their bags.

Question papers should be made available in the Examination hall before 10 minutes from the
commencement of the Examination.

Invigilators are advised to maintain silence in the examination hall, so as to provide conducive
environment for the smooth conduct of the Examination.

Invigilators should not carry mobile phones to the Examination hall under any
circumstances.

Distribute the answer books tc the students 10 minutes prior to the commencement of the
Examination and ask them to fill all the details in the answer book,

Invigilators should check whether the students have occupied their allotted seats as per the seating
arrangements.

Distribute the question paper to the students 5 minutes before the commencement of the
Examination.

Verify the ID card and Hall ticket of the students in the Examination hall.

The invigilators are required to sign with date in the main answer books in the space provided. The

number on the main answer book is to be mentioned in the candidates’ attendance sheet and the
candidate’s signature should be obtained in the attendance sheet.

No invigilator shall leave the Examination hall unless a reserve occupies his / her place as per the
instructions of the COE. A reserve will be sent only in case of emergency.

The invigilators are required to instruct the candidates not to write their Registration number
anywhere except in the space provided in the first page of main answer book.

Invigilators must be vigilant and should not engage in any other work throughout the Examination.
Invigilators should move around in the Examination hall to prevent indiscipline / any type of
malpractice.

Students should not leave the Examination hall during the Examination.

Other invigilators / faculty are not allowed to enter into other Examination halls without the consent
of the concerned Hall Invigilator.

The code books / data books and other books necessary for the examination will be sent to the

examination halls. Distribute the Data Books/ graph sheets to the students when the students
request for. The invigilators are required to count and return the same at the end of the
Examination.

Once examination is completed, answer books should be collected by the concerned Invigilator
from the students and should be handed over to the COE office. The invigilator will be held
responsible for any loss of the answer book.

In case of anv discrenancies. the matter may be brought to the notice of the COE immediately.
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GANDHI INSTITUTE OF ENGINEERING AND TECHNOLOGY UNIVERSITY,
ODISHA, GUNUPUR

Mechanism on malpractice issues and disciplinary action:

Any student, indulge in malpractice during the examination shall be referred to the Committee that monitors

the Malpractices, comprising of three semor Professors and CoE. Based on the assessment, penal actions are

taken as per GIET University norms.

GUIDELINES FOR AWARDING PUNISHMENTS TO ALPRACTICE CASES OF STUDENTS

S.No.

Nature of Malpractice

Maximum Punishment

1

Appeal by the candidate in the answer script to
show mercy by way of awarding more than
deserving marks

The candidate writing his/her name in the answer
script.

The candidate writing his/her registration
number/college name in places other than
specified in the answer script.

Any special marking in the answer script by the
candidate.

The candidate commumicating with neighbouring
candidate orally or non- verbally: the candidate
causing suspicious movement of his/her body.

Irrelevant writing by the candidate in the answer
script.

paper of another candidate or passing lus question

paper to another candidate with the question
paper contamning no additional writing on 1t.

Fine of Rs.1000/- per subject.

The candidate possessing cell phones /
programmable calculator(s) / any other electronic
storage device(s) containing incriminating
materials.

Fine of Rs.2000/- per subject and cancellation of
that subject.

The candidate facilitating the other candidate(s)
to copy from his‘her answer script.

Invalidating the examination of the particular
subject written by the  candidate.

The candidate possessing any incrinnnating
material(s) (whether used or not). For example:-
Written or printed materials, bits of papers
containing written information, writings on scale,
calculator, handkerchief, dress, part of the body,
Hall Ticket, etc.

The candidate Possessing cell
phone(s)/programmable calculator(s)/any other
electronic storage device(s) and containing
mcriminating materials (whether used or not)

Invalidating the examination of the particular
subject or more subjects depending on the
quantum of malpractice.

If the candidate has registered for the arrear
subjects only, mvalidating the examunations of
that subject or all the arrear-subjects registered by
the candidate.

The punishment does not include project work
and the subjects with 100% mternal evaluation.
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GANDHI INSTITUTE OF ENGINEERING AND TECHNOLOGY UNIVERSITY,
ODISHA, GUNUPUR

of serial no.10 to 19 for the second or subsequent
times.

12 | The candidate possessing the question paper of
another candidate with additional writing on it.
13 | The candidate passing his/her question paper to
another candidate with additional writing on it.
14 | The candidate passing incriminating materials
brought info the examination hall
15 | The -candidate copying from neighbouring
candidate.
16 '“_Vul_garszéns;e wam.gs,_lay the candidate n | _In\v'aﬁati_ng the examinations of all the Eeory and
the answer script. practical subjects of the current semester and all the
17 The candidate posse&‘;-i-ug the answer scﬁ"pt. i o b
of another candidate.
18 The candidate passing his‘her answer script to
another candidate.
19 Appeal by the candidate in the answer script
coupled with a promise of any form of
considerafion.
20 | The candidate misbehaving in the examination | For candidates who have not completed the
hall. rogramme:
21 | Involved in any one or more of the malpractices | @ The examinations of all the theory and the

practical subjects ol the cuirent semester and
all the arrear subjects registered by the candidate
is invalidated.

s Further, the candidate 1s  debarred  from
continung  his’her studies for one vyear
1.e for two subsequent semesters.

e However, the student is permitted to appear for
the examination in all the arrear subjects up fo
the last semester during the debarred period.

For candidates who have completed the
programme:

e The examinations of all the arrear subjects
registered by the candidate are invalidated.

e TFurther, the candidate is prevented from writing
the examinations of the arrear subjects for the
two subsequent semesters.
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GANDHI INSTITUTE OF ENGINEERING AND TECHNOLOGY UNIVERSITY,
ODISHA, GUNUPUR

The Institute 1s one of the premiere technical institutes of India, aspires to produce technocrats
par excellence and tries to impart quality education for producing skilled, committed and
responsible citizens who can hold the banner of our nation high. This lofty mission of ours can't
be realized without the active support of the parents. So we call upon the parents to work hand
in hand with us in nurturing the talent of students and enabling them to realize their full

potential.

Parents are requested to:

Please « Be vigilant and have a strict follow up on the attendance of their wards to ensure that
their wards attend all their classes.

Please « be in regular touch with class teacher to know regarding their sons/daughter academic
progress of ward’s.

Please + advise their wards regarding value of discipline punctuality and sensitize / educate
them about importance in building a meaningful career.

Please * contact the Proctor class teacher, Head of the Department and Principal if they feel
their ward 1s not progressing academically as per their expectation.

Please « make it a point to respond promptly to any written or oral communication sent to them
by the Institutions.

Please « ensure timely deposit of college/other related fee.

Please « sign an undertaking at the time of admission that they will abide by the rules and
regulations of the Institution.

Please « avoid giving big amount of pocket money to their wards as it has the potential of
distracting the attention of the ward and drag them to go astray from their path.

Please * Avoid giving costly mobile phones.

Please « take a note that the decision of the management on all matters regarding rules &

regulations shall be final and binding as these are beneficial for their wards.
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