OP Jindal University, Raigarh

Standard Operating Procedure (SOP)

For

Hostel Admission Process & Room Allotment

Hostel Management
The following officers constitute the Hostel Administration Committec (HAC):
a) The Chief Warden
b) Warden
c) Asst. Warden
d) Caretaker

Each hostel is managed by a Warden in a regular position in the Institute. The students must
follow proper protocol for help, guidance, and grievance. Representations to higher officers
must be forwarded through proper channels.

Hostel Admission ‘and Room Allotment Rules

1. Students should make hostel fee payments in the Admission department using the QR code
provided by the institute.

2. An E-receipt will be generated after the completion of the payment.

3. Hostel Application form will be available in the student section. The filled Application form
and the payment receipt will be submitted to the warden's office of Hall of Residence -2 for
Room allocation.

4. Hostel accommodation shall be available to only registered students of the Institute.

5. Admission to the Hostel is year-wise. After the completion of the first year, the hostel room
needs to be vacated.

6. There is a provision for single, double, and triple occupancy in the hostels with AC and non-
AC facilities.

7. B.Sc., M.Sc., and Diploma students can be occupied in four-seater non-AC rooms.

8. Students will be admitted on a first-come, first serve.

9. Students shall occupy a seat/room only during the semesters and for a maximum of four
years. Students may be permitted by the hostel authorities to stay on request if he/she is
doing any course work/project work/Institute work/Hostel work with prior approval from
the hostel authority.

10. All the students must vacate the hostel at the end of their program

11. Accommodation would be provided only after paying the requisite fees and rent.

12. No student can stay in the Hostel without formal admmmn
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Any non-resident student can stay in the hostel to complete the official work on P

approval for not more than 1 week on a payment basis of Rs. 2400/d

ay, excluding food.
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The rules and regulations of the hostel will be circulated to oIl the students during

admission.

Documents:

1) Filled hostel form

1) Copy of the hostel fee deposited.

ii1) Copy of Aadhaar Card.

1v) Undertaking forms from the parents & students.

- Occupancy of rooms shall be given to the students on the submission of the following
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Maintenance

Standard Operating Procedure

Document Title | SOP of Maintenance (For Hostel Students and Faculty & Staff residing in

Colony)

Sersssnsntesecannnneses ssssssssssassassssnunry
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A) For Hostel Students:

L. Register complaint in the Maintenance file/register.

* Hostel caretaker/Assistant warden compiles the complaint and

send it to maintenance@opiju.ac.in.

Maintenance incharge (Admin) compile such mail and post it to
local whatsapp group (consists of Plumber, Carpenters, electrician,
painter, mason and civil work).

All member in group work as per message received and respond to
message and inform the completion of work.

2. Complaint resolve between 24 hrs. to 3 days.

* After completion of work, care taker /assistant warden get signature

of student adjacent to complaint lodged. It signifies the redressal of
the grievances.

B) For Faculty & Staff:

1. Register complaint through maintenance@opiju.ac.in.

* Maintenance incharge (Admin) compile such mail and post it to

local whatsapp group (consists of Plumber, Carpenters, electrician,
painter, mason and civil work).

¢ All member in group work as per message received and respond to
message and inform the completion of work.

2. Complaint resolve between 24 hrs. to 3 days.

* After completion of work, complainant respond to his/her
mail that work is completed.
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