ST ANTONY’S COLLEGE PERUVANTHANAM

Standard Operating Procedures



STUDENTS LEAVE APPLICATION

[ APPLY IN THE PRESCRIBED FORMAT }

A

[ TUTOR FORWARDS TO THE HOD ]

|

MARKS IN THE ATTENDANCE
REGISTER

[ KEEPS IN THE FILE ]




TRANSFER CERTIFICATE

FILL UP THE TC APPLICATION FORM

COLLECT ‘NO DUES’ FROM CONCERNED
AUTHORITIES

GET HOD RECOMMENDATION

SUBMIT TO THE SECTION A1 IN THE OFFICE

OFFICE TAKES STEP TO ISSUE TC




RAGGING

INFORM THE TUTOR

TUTOR COLLECTS THE COMPLAINT IN WRITING

HAND OVER IT TO THE ANTI-RAGGING
COMMITTE

IF FOUND GENUINE FORWARD TO THE
COLLEGE DISCIPLINE COMMITTEE

DISCIPLINE COMMITTEE SUBMITS REPORT
TO THE PRINCIPAL

|
|
|
|

PRINCIPLE 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

REDRESSAL AT TUTOR - LEVEL-1

REDRESSAL AT PRINCIPAL -LEVEL-3

{ REDRESSAL AT HOD- LEVEL-2

\—/;/;/

REDRESSAL AT UNIVERSITY -LEVEL-4




STUDENT PROGRAMMES

GETS THE REQUEST RECOMMENDED BY THE
HOD (if related to any particular
department)

SUBMIT THE REQUEST TO THE PRINCIPAL

WITH EXACT DETAILS REGARDING TIME,

DATE, VENUE, RATIONALE, BENEFICARY,
OUTSIDER PARTICIPATION, etc..

PRINCIPAL REJECTS / SUGGESTS
MODIFICATION / ACCEPTS




CONDONATION

OFFICE INTIMATES THE STUDENTS
CONCERNED
(THOSE WHO DO NOT HAVE)

APPLY ONLINE IN THE MG
UNVIVERSITY WEBSIT

|
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PAY FEE ONLINE

APPLICATION AND FEE RECEIPT

SUBMIT IN THE OFFICE

OFFICE FORWARDS TO THE UNIVERSITY
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