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GURUKUL BAYLOR CAMPUS
STUDENT ADMISSION CRITERIA AND POLICY

1. ENROLLMENT CRITERIA

Student Enrollment is the first and essential part for any student who want to study in Gurukul
Baylor Campus (GBC). GBC offers Bachelor of Business Studies (BBS) course for those who
have completed Grade 12 or SLC level from Nepal government or its equivalent. Following
the policy of Nepal government, any student who have completed SLC (Grade 12) with at least
D+ grade in all the subjects can enroll in this campus for the course of BBS from Tribhuvan
University (TU). Those who have completed the equivalent level of grade 12 from outside
Nepal have to submit their equivalent paper from National Examination Board (NEB).

2. ENROLLMENT POLICY
Gurukul Baylor Campus (GBC) has its own enrollment policy for the students. Various types
of scholarship and free ship schemes are developed for those who have high esteem and great
hunger for education.

3. ENROLLMENT PROCEDURE
The students have to go through the following procedure for getting enrollment in GBC:

1. Fill up the form for Entrance Test
Students have to fill the form online or submit hard copy in the campus office.

2. Entrance test in the written form
They have to participate in the entrance test as provided by campus administration.

3. Interview

Interviews are mostly taken with the parents. If parents are not available to come with
the students, other guardians can accompany with the students. General information
about the parents' roles are clarified during this interaction with the parents. The
students are well informed about their code of conduct as well as do's and don'ts during
this interaction. All the students have to provide their basic information like their phone
number, e-mail, parent's names, parents' phone numbers, permanent address, present
address, the schools they have studied, the grades or marks they have obtained in junior
classes and so on. This information is confidential and will not be shared with anyone
others.

4. Admit in the campus
All the students who have successfully completed the written test and passed the
interview have to pay registration charge and yearly charge to the campus to join the
campus first. This process is called the admission process
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GURUKUL BAYLOR CAMPUS

ADMISSION CRITERIA AND POLICY FOR INTERNATIONAL STUDENTS

The International students are divided into two types for admission and study:
1. Students from India
2. Students from other countries

Their Admission Procedure are provided as below:

1. Students from India
The students from India have to provide their equivalence certificate with their grade 12 or
equivalent certificate. The other criteria for the student of India are similar to Nepalese students
as Indian student do not need any visa to study and work here.

2. Students from other Countries
The other foreign students have to go through the following admission procedure.

a)

b)

©)

d)

e)

f)

g)

h)

3

Educational Qualifications:

e Applicants must have completed their secondary education with a recognized
qualification equivalent to the local standards.

Language Proficiency:

e Proficiency in the language of instruction (often English) is essential. International
students may need to provide standardized test scores such as TOEFL or IELTS.

Academic Transcripts:

e Submission of official academic transcripts from previous educational institutions
attended is required.

Visa Requirements:

o Fulfillment of visa requirements is necessary. International students must obtain the
appropriate student visa to study in the host country.

Financial Documentation:

o Providing proof of financial capability to cover tuition fees, living expenses, and other
related costs is crucial. This may include bank statements or sponsorship letters.

Health Insurance:

o International students are often required to have health insurance coverage throughout
their period of study. Proof of adequate health insurance is mandatory.

Letter of Intent or Statement of Purpose:

o Submission of a well-articulated letter of intent or statement of purpose explaining the
student's motivation, academic goals, and reasons for choosing the specific institution.

Letters of Recommendation:

e Furnishing letters of recommendation from teachers, professors, or other relevant
individuals who can attest to the student's academic abilities and character.

Entrance Exams:

o Some institutions may require international students to take standardized entrance exams
specific to the course or program they are applying for.

Interviews:

 Participation in interviews, either in-person or through virtual platforms, may be part
of the admission process to assess the student's suitability for the program.

Support Services for International Students

International students bring diversity and cultural richness to educational institutions, and
providing support services to facilitate their transition and enhance their overall experience is
crucial. Gurukul Baylor Campus (GBC) recognizes the importance of these services and offers a
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range of support programs to help international students thrive academically and personally. Below
are some key support services provided to international students at GBC:
1. International Student Service Office:

a)

b)

Dedicated Office: GBC houses a dedicated International Student Service Office (ISSO)
staffed with experienced professionals who are well-versed in addressing the unique needs
and concerns of international students. This office serves as a central hub for all matters
related to international students.

Visa and Immigration Assistance: ISSO plays a pivotal role in assisting international
students with visa applications, renewals, and other immigration-related processes. They
provide expert guidance, ensuring that students have the necessary documentation to legally
stay and study in Nepal.

Orientation Programs: ISSO conducts comprehensive orientation programs designed to
ease the transition for international students. These sessions cover various aspects of
campus life, academic procedures, local customs, and available support services. They aim
to help international students acclimate to their new environment.

2. Special Accommodation:

a)

b)

¢)

Accommodation Options: GBC recognizes the diverse accommodation needs of
international students and offers a range of options, including on-campus housing and
assistance in finding suitable off-campus residences. These accommodations are selected
with international students' comfort and convenience in mind.

Cultural Sensitivity: The special accommodation arrangements are tailored to be
culturally sensitive, providing a safe and inclusive environment where international
students can feel at home while respecting their cultural backgrounds.

Accessibility: GBC's accommodation services also cater to students with specific needs,
such as disabilities. The goal is to ensure that every student has access to suitable and
comfortable living arrangements.

3. Induction Courses:

a)

b)

Academic Orientation: GBC's induction courses are thoughtfully designed to acquaint
international students with the academic system. They cover important topics such as
course expectations, academic resources, and strategies for success. These courses aim to
empower international students with the knowledge needed to excel academically.
Language Support: Recognizing the importance of language proficiency, induction
courses may include language support programs to enhance international students' English
language skills. This support helps students effectively engage in their academic studies
and communication.

Cultural Awareness: Beyond academics, these courses often incorporate cultural
sensitivity training to promote cross-cultural understanding. This prepares international
students to navigate Nepalese culture and fosters a respectful and inclusive campus
environment.

4. Socio-Cultural Activities:

a)

b)

Cultural Exchange: GBC actively promotes cultural exchange by organizing a variety of
socio-cultural activities. These events serve as platforms for international students to share
their own cultures and traditions while learning about Nepalese culture.

Celebrating Diversity: Throughout the academic year, GBC hosts events and activities
that celebrate various cultural festivals, ensuring that international students feel connected
to their own cultural heritage and get a chance to experience local customs and traditions.
Social Integration: Socio-cultural activities are instrumental in helping international
students form lasting social connections with peers from diverse backgrounds. These
connections contribute to a sense of belonging and inclusion within the GBC community.
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5. Welfare Program:

a)

b)

¢)

Health and Well-being: GBC's welfare program prioritizes the health and well-being of
international students. It includes comprehensive health insurance coverage, ensuring that
students have access to necessary medical care during their stay in Nepal.

Counseling Services: Mental health and counseling services are readily available to
address the emotional and psychological needs of international students. Trained
professionals provide support, helping students navigate the challenges of studying abroad.
Emergency Assistance: GBC maintains a robust system for providing emergency
assistance to international students facing unexpected challenges, such as accidents or
unforeseen personal difficulties. This support network ensures that students receive timely
assistance and guidance during critical situations.

6. Policy Clearance:

a)

b)

Policy Guidance: International students may encounter unique challenges related to
campus policies, academic regulations, and local laws. GBC's policy clearance services
offer guidance to help students understand and comply with these requirements. This
ensures that international students are fully aware of their rights and responsibilities.
Legal Compliance: GBC assists international students in obtaining necessary clearances
and permits to ensure compliance with local and national regulations. This includes support
for visa and residence permit applications, helping students maintain their legal status
throughout their academic journey.

7. Visa Support:

a)

b)

¢)

Visa Application Assistance: GBC's ISSO provides expert guidance throughout the visa
application process. They assist international students in gathering the required
documentation and ensure that applications are submitted accurately and on time.

Visa Renewal: For students with long-duration programs, the ISSO offers guidance on visa
renewal procedures and requirements. This support simplifies the process, allowing
students to maintain their legal status in Nepal.

Immigration Compliance: GBC is committed to helping international students maintain
valid immigration status throughout their academic journey. The ISSO monitors
immigration regulations and provides ongoing support to ensure compliance with all
relevant requirements.

These comprehensive support services for international students reflect GBC's commitment to
creating a welcoming and inclusive environment. By addressing various aspects of academic and
personal needs, GBC aims to enhance the educational experience, promote cross-cultural
exchange, and help international students succeed academically and socially. Continuous feedback
mechanisms are in place to assess the effectiveness of these services and make improvements as
needed to better serve international students.
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GURUKUL BAYLOR CAMPUS
ALUMNI ASSOCIATION CONSTITUTION OF GBC - 2080

1. Name:
The name of the Association shall be "ALUMNI ASSOCIATION OF GBC" (hereinafter
referredto as “AAGBC" or "The Association”, as the case may be).

2. Aims and objectives of The Association:
The Association will be a non-profit making Society with the following aims and objectives:

2.1 To uphold the democratic and inclusive traditions of GBC and to strive for their
furtherance, through all the activities of AAGBC, including the organization of Annual
and periodic Lectures/Seminars/Symposia etc. centered around themes that deepen our
understanding and appreciation of the values enshrined in the Preamble of the University;

2.2 To foster close relationship between GBC Alumni and the University;

2.3 To recognize and identify the role of GBC Alumni as important stakeholders in the
continuing quest to provide excellence in education by way of academic and technical
collaborations;

2.4  To realize the enormous benefits that may come from the engagement of GBC
Alumniwith the University and seek their support in identifying strategic directions
for GBC;

2.5 To provide opportunities for community service and to act as good will ambassadors of
GBC within Nepal and abroad;

2.6 To serve as effective interlocutors in upholding the cause of peace and disarmament
andin promoting friendship and co-operation between peoples and nations across the
world and in providing appropriate material and intellectual support to the University,
particularly in locating and augmenting its frontline research areas;

2.7 To provide academic and professional interaction and networking among GBC
Alumniand endeavor to create career opportunities for the GBC student community;
2.8 To organize socio-cultural events and interactions between Alumni and their family
members;
2.9 To honor distinguished Alumni of GBC who have excelled and contributed in
theirrespective domains; and,
2.10 To have “Chapters of The Association” within Nepal and outside Nepal for
furtherance ofthe objectives of The Association;

3. Seat of AAGBC office
The seat and office of The Association shall be located within GBC main campus and the
operations of The Association shall be carried out through this office.

4. Eligibility for Membership of AAGBC
The Membership of AAGBC shall be open to those:

4.1 Who have been full-time former students of GBC and have acquired a graduate/
post-graduate or M. Phil./Ph.D. degree from GBC;
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4.2
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4.5

Who have been former students and remained continuously registered for at least four
full semesters in a single specified academic programme of GBC. (It is clarified that
thosewho were students of the Institutions affiliated to GBC and/or have obtained degree
in that capacity are not eligible to be members of AAGBC);

In case these former students re-register in GBC for completion of an academic
programme they may continue to be the member of AAGBC only after the completion
of their academic programme;

Who have worked in GBC as a post-doctoral fellow for at least two years in continuity;

Who have been conferred honorary degrees by GBC. However they will not have any
voting rights;

PROVIDED THAT the Vice Chancellor of GBC shall be “Ex-officio Patron of
AAGBC”and in that capacity shall enjoy all the privileges of a member. However, he/she
will not have the voting rights in any of the meetings of The Association;

PROVIDED FURTHER THAT the Chief Advisor (Alumni) should be a faculty member
and a former student of GBC and a member of AAGBC.

5. Membership Registration and Fee

Those who qualify for the membership of AAGBC, under Clause 4 of the Constitution may
register themselves, with the office of AAGBC, by filling up a registration form (either
personally or electronically) and by making a payment of Rs. 500 as annual and Rs. 5,000 as life
membership. The Non-Resident members living outside Nepal shall pay US$100 or equivalent
as life membership fee.

6. General Body

6.1

6.2

6.3

6.4

6.5

6.6

The General Body, consisting of all the registered members of AAGBC, shall be the
supreme body of The Association and shall meet at least once in a year at campus.

One tenth of the total membership will form the quorum of the General Body meeting.
In case there is no quorum at the prescribed date, time and venue of the meeting, the
meeting shall be adjourned and shall be resumed after 30 minutes when no quorum will
be required.

PROVIDED THAT in case of the meeting meant for carrying out any amendment
in the Constitution of AAGBC, there must be a quorum of one sixth of the membership
at the beginning of the meeting and then the amendment(s) may be carried out with two
third of the members present and voting in favor of the amendment(s).

The General Body shall have the power to consider and decide all matters relating to
AAGBC and provide a broad policy framework towards the functioning of AAGBC.
The General Body shall also elect an “Executive Committee” (hereinafter referred to as
“EC”) to carry on with the activities of AAGBC. The tenure of the elected E.C. will be
two years, from the date on which it assumes the charge.

All the registered members of AAGBC will have voting rights and will be eligible
to beelected to the Executive Committee. No member should be elected to EC for
more thantwo terms consecutively.

The agenda of the meeting shall be prepared by the General Secretary, with the approval
of the Executive Committee. However, the members of General Body can also get an
item(s) on agenda included by making a written request in advance or by raising the
pointat the end of the meeting, under “Any Other Item with the permission of the Chair”.

7. Executive Committee

7.1

The management of AAGBC shall be vested in an Executive Committee comprising
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7.2

7.3

ofeleven members elected by the General Body for two years.

It shall meet as many times as it may deem fit to carry out effectively the activities
ofAAGBC; provided that it shall meet at least twice a year.

The composition of EC shall be as under:

(@) President (One)

(b) Vice President (One)

(c) General Secretary (One)

(d) Joint Secretary (One)

(e) Treasurer (One)

(f) Chief Advisor, Alumni Affairs, GBC (ex-officio member, without voting right)

PROVIDED THAT those who are office-bearer of any employees/staff association of
GBC or are part of GBC administration shall not be members in the Executive
Committeeof AAGBC.

8. Vacancies and Expulsions
Vacancies: In case of a vacancy arising in the EC, the same may be filled i) by

nomination,in case the remaining period of the EC is less than 6 months; ii)
by election, in case the remaining period of EC is 6 months or more.

Expulsions: In case a member is found to work against the interest(s) of AAGBC or is found

involved in serious misbehavior, he/she may be suspended by the Executive
Committee of AAGBC, after serving him/her Show Cause Notice, providing
opportunity to explain his/her conduct. This would be subject to further
consideration of the next General Body meeting which may decide to revoke the
suspension or expel him/her from the EC or the primary membership of AAGBC
for a period specified by the GBM.

9. Powers and Functions of the Executive Committee
The Executive Committee shall have the following powers and functions:

9.1

9.2

9.3

9.4

9.5

It shall have the power to nominate GBC Alumni as Special invitees. These special
invitees shall have no voting rights in EC.

All decisions in the EC will be taken by simple majority of the members present
andvoting, except in case of disciplinary action against a member which will be decide
by the two third of the members present and voting;

The agenda of the meeting shall be prepared by the General Secretary, with the approval
of The President. However, the members of EC can also get an item(s) on agenda
included by making a written request in advance.

The EC shall have financial powers to carry out its activities, subject to the provision in
theAnnual Budget placed before the General Body. The EC shall have the powers to (i)
open abank account; (ii) to receive and spend money and to maintain proper accounts
The EC shall frame Rules and Guidelines under this Constitution for AAGBC as well as
for theChapters of AAGBC.

10. Duties and powers of the Office Bearers

10.1

a.

President

The President shall be the custodian of the property and interests of The Association and
shall have all the powers to manage and promote the ‘Aims and Objectives’ of The
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10.2

10.3

10.4

Association, in accordance with this Constitution and the Rules to be framed hereunder.
He/she shall decide the date, time and venue of the meeting(s) in consultations with the
General Secretary, and accordingly the General Secretary shall convene the meetings of
EC/ General Body/ Extra ordinary meeting/requisitioned meeting.

PROVIDED THAT in case a requisition is made for the meeting of the General Body,
he/she must take a decision fixing the date, time and venue, within fifteen days of the
receipt of the request in this regard.

He/she shall preside over the meetings of EC, General Body and the Extra Ordinary/
Requisitioned meetings of the Association.
PROVIDED THAT while presiding the meetings he/she will have “Casting Vote” only.

In case of any ambiguity in the interpretation of any clause or sub-clause of AAGBC the
interpretation decided by the majority of the EC members shall be operative.

The President or the Secretary will be co-signatory with the treasurer for issuing cheques
and the President will also be a co-signatory for the annual statement of the account of
the Association, Annual report of the Association and the Annual budget.

Vice President

In the absence of President the Vice President shall exercise all the powers and functions
ofthe President.

He/she shall perform such other duties and functions as may be entrusted to him by the
EC.

General Secretary

The General Secretary shall carryout the decisions of the EC and General Body of The
Association.

He/she shall convene the meetings of the EC, General Body and Special/requisitioned
meetings, as per the date, time and venue in consultation with the President and shall
recordthe minutes of the meetings.

He/she shall maintain the Register of names, addresses and occupations of the AAGBC
and EC members.

The General Secretary shall make all correspondences, and coordinate the preparation
and distribution of publications of The Association.

He/she shall maintain all the records, documents minutes of the meetings of the General
Body, EC and Annual Reports etc.

He/she shall be a co-signatory with the Treasurer in financial matters such as Annual
Statements of Accounts, Annual Budget and cheques etc. and shall ensure the audit of
accounts of The Association carried out by the Auditor, appointed by the EC.

He/she shall prepare Annual Report of the Association, every year, for presenting in the
meetings of EC and General Body.

Joint Secretary

The Joint Secretary shall work with the General Secretary in the management of The
Association.
The Joint Secretary shall act for the General Secretary in his/her absence.
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C. He/she shall also perform such duties and functions as may be entrusted to him/her by
theEC.

10.5 Treasurer
a. The Treasurer shall be responsible for the maintenance of the financial records and

accounts of The Association.
b. The Treasurer shall operate the funds of The Association jointly with the General

Secretary/President.

C. He/she shall be a co-signatory with the General Secretary / President in financial
matterssuch as Annual Statements of Accounts, Annual Budget and cheques etc.

d. He/she shall prepare and present the Annual Budget, Annual Statement of Accounts in

themeetings of the EC / General Body

11. Accounts of the Association
The Accounts of the Association shall be maintained in a nationalized bank, jointly operated by
theGeneral Secretary/President with the Treasurer. All the decisions in this regard are vested
with the EC.

11.1 Auditor

The accounts of The Association shall be audited at least once a year by an Auditor. The Auditor
shall ordinarily be appointed by the General Body.

11.2 Audit of the accounts
An auditor shall examine the Annual Statement of accounts of The Association and shall have
access to accounts and vouchers and related records during the audit. The auditor having
examinedthe accounts shall submit a separate and independent report to the General Secretary
for placing it in the EC / General Body.

12. AAGBC Logo and Website

Information relating to the activities of AAGBC, including membership details, will be made
available online on AAGBC website. AAGBC website shall form part of the official GBC
website and it shall haveits own logo with GBC insignia scripted on it. If required, AAGBC
may have an independent website also. No other body or agency shall, without due authorization
from AAGBC shall use GBC alumni insignia.

13. Amendments

13.1 The amendment in the Constitution of AAGBC can be made in by the General Body by
not less than two third of the members present and voting.

PROVIDED THAT no amendment will be deemed to have been carried out unless there
isa quorum of one sixth of the AAGBC membership, at the beginning of the General
Body meeting.

13.2  The notice for the meeting, along with the amendment proposed by the EC shall be
issuedat least 30 days before the date of the meeting. It may also be uploaded on
the AAGBCwebsite.

13.3 The members of the General Body will have right to suggest changes in the
amendment(s) proposed by the EC in writing and in advance to the EC.
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14. Rights and Privileges of the members
The members of The Association:

14.1

14.2

14.3

14.4

14.5

Will be provided an alumni photo-identity card with the membership number
inscribedon it.

Will have privilege to use the infra-structural facilities like GBC libraries, swimming
pools, sports complex, gymnasium, canteens, convention halls and other general
facilities that are accessible to the general community of GBC on payment of the
applicable fee, if any.

Will have the privilege of participating in conferences, seminars, cultural activities,
memorial lectures etc. organized by GBC.

Will have the privilege to obtain a temporary car sticker upon request of alumni member
asper applicable rules.

Will have a complimentary subscription to ‘GBC News’ upon request by the member.

15. Meetings of AAGBC

15.1

15.2

15.3

15.4

15.5

15.6

At least one meeting of The Association shall be held during each calendar year which
will be called ‘Alumni General Body Meeting’ by giving 45 days notice with the
agenda ofsuch meetings to all the members and also specifying the date, time and venue.
The detailed agenda note, if required may follow.

Other ‘General’ or ‘Extra ordinary’ meetings of General Body may be called by the
General Secretary in consultation with the President by giving 14 days prior notice along
with the agenda of such meeting to all the members and also specifying the date, time
and venue.

The General Body meeting/ Extra-ordinary meeting can also be requisitioned by
makingwritten/on line request, by at least 50 members. Such a request to be
addressed to thePresident of the Association and he/she on receipt of such a request shall
ask the
General Secretary to convene the requisitioned meeting within a month.

One tenth of the total members should be the quorum required for the meeting. In case,
there is no quorum at the prescribed time, date and venue, the meeting may be adjourned
and may be resumed after 30 minutes when no quorum would be required. However,
incase of the meeting which may have Amendment(s) in the Constitution of AAGBC on
its agenda, the quorum of one sixth of the total members of AAGBC, would be
required evenwhen the adjourned meeting is resumed after 30 minutes.

The minutes of the meetings, recorded by the General Secretary, shall also be signed by
thePresident and circulated to all the members, within one month of the meeting, either
by placing it on the website of AAGBC or by sending it through e-mails or both.
Objections, if any, may be communicated by the member(s) to the General Secretary
within a month.

The minutes of the previous meeting should be placed in the next meeting by the General
Secretary for confirmation, along with a brief action taken report on those points on
which action by the EC may be required.

16. Call for AAGBC meetings and decision making

The meetings of The Association mentioned herein above under clause 9, 13 and 15 shall
be convened in the manner as specified therein. However, emergency meetings may be
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called at a shorter notice as determined by the Executive Committee.

All the decisions in The Association or EC meetings will be taken by majority of votes of
the members present and voting. In case of equal voting the Chairperson will have the
casting vote.

17. Chief Advisor, Alumni Affairs, GBC
The Chief Advisor (Alumni Affairs) nominated by the GBC Administration shall be the ex-
officio member of the EC and shall form an official link between the Alumni and the GBC
community in furthering the purposes of AAGBC. He/she should be a former student of
GBC who is serving in GBCin his/her capacity as a faculty or academic staff member.

All correspondences with AAGBC may be made at:
Alumni Association of GBC
(AAGBC) Alumni  Affairs
Office
Banepa-7, Kavrepalanchok
E-mail:
Phone nos.
Website:
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GURUKUL BAYLOR CAMPUS
CAREER GUIDANCE AND EMPLOYMENT CELL GUIDELINES - 2080

INTRODUCTION

CAREER GUIDANCE AND EMPLOYMENT CELL (CGE Cell) of Gurukul Baylor
Campus has been functioning since its establishment-2013. It offers career guidance and
Counseling to students on all aspects of career planning and higher studies. This Cell also
provides individual counseling to all the students towards reaching their goals. Objectives of
cell imparts Outcome Based Education (OBE), which works in guiding the students’ career
growth path. This leads to three possible outcomes the student finally faces when the student
completes his/her bachelor level course 1. Further Education, 2. Employment and 3.
Entrepreneurship.

The CGE cell Guides the students by providing relevant academic, employment, career
information to enable them in making and implementing informed educational and
occupational choices. It also assists advices and keep them informed about latest
developments in making them the architects of their own future. The Cell of the campus is
composed of a convener and three faculty members. The CGE Cell team manages all
activities/events and gives quality advices to students. It keeps students updated about the
latest employment/recruitment notifications and entrance exam announcements.

FORMATION OF CGE CELL

The formation of CGE Cell of GBC is as given below:

1.  Co-ordinator Campus Chief 1
2.  Member Assistant Campus Chief 1
3. Member Faculty Member 1

CAREER GUIDENCE FUNCTIONS:

1.

2.

3.

Sl

\© %0 N

To assist students in their career planning and provide information that helps the students
to get direction to their aspirations and interest.

To guide the students for competitive exams after Bachelor Level and to provide
information regarding entrance exams for further studies

To conduct awareness programs on career paths and professional opportunities in private
and public sector organizations,

To provide information about further studies/programs, financial aid, academic planning
guidance for entrance/competitive examinations etc.

To conduct career counseling /guidance through seminars by experts from industry.

To conduct programs, highlighting the prerequisites for various recruitment processes so
that the students can prepare well in advance to get selected.

To conduct motivational programs periodically on career growth, career choice etc.,

To provide information about the skill set required for chosen career/profession.

To provide info about higher studies in India and abroad with and without aid.

10 To create awareness about job opportunity in various sectors.
11. To provide information about overseas employment opportunities.
12. To arrange training /coaching for entrance/competitive examinations.

EMPLOYMENT FACILITATION FUNCTION

1.

The CGE Cell of the campus shall assist in the placement of 3rd and 4th year bachelor
students for jobs in various areas or sectors of the Job market.
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10.

The cell shall perform all activities including liaison with Corporate and Companies. It shall
identify companies hiring fresh graduates of the campus and invite companies to the
campus for campus recruitments through phone calls and sending invitations along with the
campus profile by mail.

As per the requirements of each company, the student data to be shortlisted and send if
asked for and a suitable date in consultation with the company to be finalized for pre-
placement talks and campus procedure.

Recruiting companies to visit the campus and need be give a detailed presentation to the
students interested to attend the interview process and conduct the selection process as per
their norms.

The CGE Cell shall only facilitate and provide guidance to the students but getting a
Placement shall be the sole responsibility of the students. Under no circumstances, Training
& Placement shall assure Placement to all the students who apply for the job.

The activities by the cell to be performed in conjunction with the respective department
faculties like

— Interaction with potential recruiters

— Conducting recruitment survey(s)

— Placement Presentation (s) of Companies if required

— Organizing resume Writing/GD/Interviews skills development sessions

— Guiding students for the preparation of resume

— Coordinating all the activities related to Placement

— Monitoring the progress of Placement activities at regular intervals

The participation of entire batch in the Placement activities is not mandatory. The
Verbal/Written offer received first is mandatory to be accepted i.e. once selected by a
Company, the student would be considered as placed irrespective of the Company / Job
profile or job location or salary offered.

The participating student(s) in Campus Drive shall be required to be present in the Institute
in campus uniform.

It is the student(s) responsibility to see the Placement notice and submit his/her resume or
get himself / herself registered in the Placement Cell as specified in the notice. No resume
will be accepted after the deadline date.

Students are expected to behave professionally with all employees. Any misconduct or
misbehavior will be dealt with seriously and could lead to disqualification from all
Placement related assistance from the Institute.
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GUIDELINES OF
EDUCATION MANAGEMENT INFORMATION SYSTEM
(EMIS) Cell 2080 B.S

Approved Date: 2080/03/29
This guideline will be operational after approval from the IQAC cell and endorsement by the
campus management committee. The EMIS Cell at the Gurukul Baylor Campus is established as
per the guideline on Quality Assurance. This cell acts as a coordination among the other cell and
also responsible to conduct data management and analysis of education management.
The guidelines provided in the following section will guide and facilitate the institution in the
creation and operation of the EMIS Cell. This cell is responsible to conduct data management and
analysis of the education management information of students, faculties and others on behalf of
the campus. The long-range vision of EMIS is to establish a demand-responsive and self-
sustainable education management information system (EMIS) that is based on integration of
decentralized and distributed sub-systems guided by partnership of stakeholders at both college
and regional education level supported by technically competent bodies. The other policy and
guidelines are mentioned below:

1. Short Title and Commencement
1.1. This guideline is called as the "Education Management Information System(EMIS) 2080"
1.2. This act shall come into force on the date of approval from the Campus Management
Committee.
2. Definitions
Unless the subject or the context otherwise requires, in this guideline:
2.1. "University" means the Tribhuvan University.
2.2. "Campus" means the Gurukul Baylor Campus.
2.3. "Management Committee" means the Campus Management Committee as referred to
in Section (10) of the campus regulation.
2.4. "Campus Chief" means the campus chief of the campus.
2.5. "Assistant Campus Chief" means the assistant campus chief of the campus.
2.6. "Cell" means the Education Management Information System cell as referred to by
this referred guideline.
2.7. "Coordinator" means the coordinator of the EMIS Cell.
3. Establishment of the Cell
3.1. EMIS is specially designed to monitor the performance of education programs offered by
the campus and to manage the distribution and allocation of educational resources. Of
course, in the field of education, EMIS has specific roles to help an educational institution
Srow.
3.2. The cell will be established after the approval of the management committee.
3.3. The benefits of the coordinator and cell members will be as per the facilities approved by
the management committee.
4. Management of the Cell
4.1. For the operation of the cell, a three member committee will be formed,
4.2. The committee should be formed by the campus chief and approved by the management

committee.
4.3. The composition of the committee comprises of 3 members and should be as follows:
Co-ordinator ~ Campus Faculty Selected by CMC 1
Member Campus Faculty Selected by CMC 1
Member Exam Head 1
Member IT Head 1
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Member Account Head 1

5. Objectives of EMIS Cell
The major objectives of the EMIS Cell is to promote educational development in the campus
through informed decision-making practices by increasing demand for information use and to
collect, organize and report accurate, relevant and timely data for planning and decision making
purposes.
The specific objectives of the EMIS cell are:
a) To create an organized unit within the campus that can collect, process, analyze, publish,
store, disseminate, and provide efficient services of educational information for users.
b) To promote the use of education information, both internally and externally, by increasing
its quality.
¢) To create a network of users and producers and increase the role of information in the
development of education.
d) To cultivate the ability of EMIS cell personnel in the areas of analysis and use of
educational information, and managing, monitoring, and evaluating the EMIS activities
e) To strengthen the overall management of EMIS unit of the campus.
6. Roles and Responsibilities of EMIS Cell.
The EMIS cell has a coordinator role, connecting major stakeholders in partnership and
experience-sharing programs, while at the same time introducing new innovations to all
stakeholders. Hence, EMIS of the campus must carry out the following:
6.1. Survey administration of campus - instrument design, testing, redesign distribution, and
collection
6.2. Organizing, processing, compiling, and cleaning of data
6.3. Analysis, interpretation, and use of educational information
6.4. Publication, distribution, and dissemination of the outputs to users of educational
information
6.5. The overall management and planning of EMIS activities, and the promotion of decision
making support systems
6.6. Monitoring and evaluating of all EMIS activities Training of all levels of EMIS personnel
7. Terms of Office
7.1. Members of the cell including the cell coordinator serve for terms of up to two years.
7.2. An appointed external member may be appointed to serve for additional terms as per the
approval of the management committee of the campus.
8. Quorum
The quorum for meetings of the cell shall be above 50% of the membership of the cell.
9. Meeting Schedule
9.1. The cell should meet at least once within 2 months.
9.2. The coordinator is responsible for determining if more meetings are required.
10. Reporting
10.1. The cell will report to the campus chief by way of its minutes.
10.2. The cell will submit annual report of its progress to the IQAC. The brief of annual reports
should be considered for inclusion in the annual campus report.
11. Review and Disestablishment of Cell
11.1 The cell will be reviewed every two years.
11.2 The review criteria shall be:
a) Whether the education management information system output over the period of the
review satisfies the expectations of the campus as defined at the time the entity was
established or at the time of the last previous review,
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b) The potential for continuation of output at a satisfactory level,
11.3 The cell will be subject to standard campus financial controls and governance policies.
Gurukul Baylor Campus
Tribhuvan University
JOB DESCRIPTION: EDUCATION MANAGEMENT INFORMATION SYSTEM (EMIS)
COORDINATOR

Position Title ; EMIS Coordinator

Reports to : IQAC

Tenure : Two years (Subject to renewal)

Benefits X As approved by the campus management committee

Primary Role

Working in a team environment, the EMIS coordinator is responsible for providing vision,
direction, and operational oversight of the Education Management Information System. The
coordinator is a technology evangelist on campus and helps to identify technology solutions to a
wide range of administrative and pedagogical challenges. The coordinator is expected to
understand, support, and implement the vision and goals of the campus.

Typical Duties and Responsibilities

a) Oversee the EMIS cell goal setting and work with the other cell coordinator to make
important technology decisions for Gurukul Baylor Campus.

b) Work with the EMIS team to develop and implement technology solutions and support for
faculty, staff, and students.

c) Work with the EMIS team to develop and plan support for academic and administrative
technology training and development.

d) Work with the EMIS team, IT assistant and Public Information Cell to coordinate and
develop web-based applications.

e) Plan and manage budgets to support departmental and campus-wide technology endeavors.

f) Work within other cell to build virtual and physical communities to support enhanced
learning via communication and collaboration.

g) Act as an external entity for IT and IT related programs.

h) Perform related duties as assigned.

Supervision Required / Given
This position is supervised by the IQAC of the campus in collaboration with
the management. This position supervises campus employees that manage computer
lab, classroom, and office technology and IT facilities. This position also supervises
class representative and works cooperatively and  collaboratively with campus
administration, management and IT facility providers.
Position Qualifications
a) Proficiency in ICT management
b) Having experience working with the integration of technology in an academic setting.
¢) Knowledge and experience in personal computer support, course management systems,
software licensing, enterprise-wide software development and implementation, and
other technology support systems.
d) An understanding of web integration and web portal technologies.
e) Demonstrated success in working with faculty and administration in a wide range
of disciplines to reach mutually agreed upon goals.
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h)

)

k)

Experience in working in a team environment, including shared goal
identification, shared planning, shared evaluation, and consensus decision-making.
Experience in managing multiple, sometimes competing priorities and
identifying courses of action that maximize economic return.

Must be able communicate effectively both orally and in writing to both a technical and
non-technical audience.

After hours and on call support is required for emergencies and planned
maintenance intervals.

Should have a strong sense of responsibility and integrity due to the level of
system access required for this position.

Should have ability to process the EMIS information, analyze and prepare a report
as and when necessary.
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GURUKUL BAYLOR CAMPUS
IQAC Guidelines - 2080

1. Preamble
This guideline will be operational after approval from the campus management committee and
endorsement by the annual general meeting of the campus as per section 2.2 'j' of the campus
regulations - 2070. The campus IQAC acts as a monitoring, supervisory a
nd control body for maintaining the overall holistic academic quality and excellence of the
campus. The prime task of the IQAC is to develop a system for conscious, consistent and
catalytic improvement in the overall performance of campus.
The guidelines provided in the following section will guide and facilitate the institution in
the creation and operation of the Internal Quality Assurance Cell (IQAC). The work of the IQAC
isthe first step towards internalization and institutionalization of quality enhancement
initiatives. Its success depends upon the sense of belongingness and participation it can inculcate
in all the constituents of the institution. It will not be yet another hierarchical structure or a
record-keeping exercise in the institution. It will be a facilitative and participative voluntary
system/unit/organ of the institution. It has the potential to become a vehicle for ushering in
quality enhancement by working out planned interventionist strategies to remove deficiencies
and enhance quality.

1.1 This guideline is referred as the Internal Quality Assurance Cell (IQAC) guidelines - 2080.
1.2 The term campus is referred to the Gurukul Baylor Campus,
1.3 The term IQAC stands for Internal Quality Assurance Cell of the campus.
1.4 As per the guidelines, the campus shall commit for continual improvement in its
quality according to the following principles:
1.4.1 Comply with all applicable statutory laws and regulations.
1.4.2 Continuously improve the effectiveness of the quality management system and
make the best use of resources in all quality matters.
1.4.3 Review performance against the quality objectives throughout the campus
regularly.
1.4.4 Adopt a forward-looking view on future expansions of higher education, which
may have a positive impact on quality and demand in higher education.
1.4.5 Produce competent and skilled graduates with professional standards.

2. Objective

The primary aim of IQAC of the campus is:

2.1 To develop a system for conscious, consistent and catalytic action to improve the academic
and administrative performance of the campus.

2.2 To promote measures for functioning of the campus towards quality enhancement through
internalization of quality culture and institutionalization of best practices.

2.3 To develop, institutionalize and conduct periodic academic and administrative audit of the
campus.

3. Strategies
IQAC shall evolve mechanisms and procedures for:
3.1 Ensuring timely, efficient and progressive performance of academic, administrative and
financial tasks.
3.2 Relevant and quality academic/ research programmes;
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3.3 Equitable access to and affordability of academic programmes for various sections of
society;

3.4 Optimization and integration of modern methods of teaching and learning;

3.5 The credibility of assessment and evaluation process;

3.6 Ensuring the adequacy, maintenance and proper allocation of support structure and
services;

3.7 Sharing of research findings and networking with other institutions in Nepal and abroad.

4. Responsibilities of IQAC

The responsibilities of IQAC are:

4.1 The IQAC shall liaise regularly and closely with the campus chief and academic council
of the campus.

42 The IQAC shall assist the administration of student surveys/feedback,
employer, stakeholder meeting proceedings and other surveys.

4.3 The IQAC co-ordinates and guides all quality assessment related activities within the
campus and report quarterly to the academic council.

4.4 The IQAC shall co-ordinate the facilitation of identifying and sharing of good practices
between academic departments, administration and campus cells.

4.5 The IQAC assists the campus chief in the preparation of quality assessment
rélated guidelines and manuals for use within the campus.

4.6 The IQAC shall assist the campus chief to implement quality assessment reviews/audits
and follow up action.

4.7 The IQAC shall co-ordinate the quality and performance appraisal as well as feedback
system of the campus.

4.8 The IQAC shall ensure the necessary academic regulations/by-laws are in place, within the
campus if not make recommendation for remedial action.

4.9 The IQAC shall maintain a repository of evidence at departmental level for the institutional
reviews and programme reviews.

5. Functions

The IQAC of the campus has the following functions:

5.1 Development and application of quality benchmarks

5.2 Parameters for various academic and administrative activities of the campus;

5.3 Facilitating the creation of a learner-centric environment conducive to quality education
and faculty maturation to adopt the required knowledge and technology for participatory
teaching and learning process;

5.4 Collection and analysis of feedback from all stakeholders on quality-related institutional
processes;

5.5 Dissemination of information on various quality parameters to all stakeholders;

5.6 Organization of inter and intra institutional workshops, seminars on quality related themes
and promotion of quality circles;

5.7 Documentation of the various programmes/activities leading to quality improvement;

5.8 Acting as a nodal agency of the Institution for coordinating quality-related
activities, including adoption and dissemination of best practices;

5.9 Development and maintenance of institutional database through EMIS for the purpose of
maintaining /enhancing the institutional quality;

5.10 Periodical conduct of Academic and Administrative Audit and its follow-up

5.11 Preparation of the Annual Quality Assessment Report

6. Benefits
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IQAC will facilitate / contribute to:

6.1 Ensure clarity and focus in the campus's functioning towards quality enhancement;

6.2 Ensure internalization of the quality culture;

6.3 Ensure enhancement and coordination among various activities of the campus
and institutionalize all good practices;

6.4 Provide a sound basis for decision-making to improve campus functioning;

6.5 Act as a dynamic system for quality changes in the campus;

6.6 Build an organised methodology of documentation and internal communication.

7. Composition of the IQAC

7.1 IQAC will be formed in the campus under the coordination of the campus chief with heads
of important academic and administrative units and senior faculties. The IQAC will
comprise of 9 members as given below:

Coordinator: Head of the Institution (Campus Chief) 1
Members:
Assistant Campus Chief
Management Committee Representative
Research Head
Teacher Representative
Account Head
Exam Head
Student Representative 1

7.2 The committee will help the campus in planning and monitoring. IQAC also gives
stakeholders or beneficiaries a cross-sectional participation in the institution's quality
enhancement activities.

7.3 The membership of committee members shall be for a period of two years. The IQAC
should meet at least once in every quarter. The quorum for the meeting shall be two-third
of the total number of members. The agenda, minutes and Action Taken Reports are to be
documented with official signatures and maintained electronically in a retrievable format.

7.4 1t is necessary for the members of the IQAC to shoulder the responsibilities of generating
and promoting awareness in the institution and to devote time for working out the
procedural details.
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8. Duties and Responsibilities IQAC Coordinator

The role of the coordinator of the IQAC is crucial in ensuring the effective functioning of all
the members. The duties and responsibilities of the IQAC coordinator are:

8.1 To formulate policies, plans and strategies for enhancement of quality of academic standard
of campus of business.

8.2 To supervise and monitor academic and administrative quality of the campus.

8.3 To establish the culture of quality orientation in all activities of the campus.

8.4 To periodically review the status of educational quality of the campus.

8.5 To offer leadership for imparting shared vision among stakeholders of the campus
for collaborative effort towards academic excellence.

8.6 To ensure quality in academic activities undertaken by the campus.

9. Meetings and Reporting
9.1 The IQAC shall meet at least once a month and report the progress of its activities.
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9.2 The cell needs to submit yearly the Annual Internal Quality Assurance Report (IQAR) to
the CMC.

9.3 The IQAR may be the part of the campus's Annual Report. The report shall be approved
by the CMC.

10. Implementation and Monitoring of Recommendations made by the IQAC
10.1 Each academic and administrative entity shall be responsible for implementing the
recommendations made by the external reviewers, as to quality improvement.
10.2 The IQAC shall monitor the implementation of such recommendations by the relevant
academic and administrative entities and report the progress to the academic council
periodically.
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GURUKUL BAYLOR CAMPUS
Library Policy - 2080

1. Introduction

The dynamic shifts in Library and Information Services on a global scale, especially with the
integration of Information and Communication Technologies (ICT), have significantly
influenced the operations of academic libraries. The advancements in ICT have transformed
users' expectations from academic libraries, altering the methods of gathering information and
sharing knowledge. To effectively address the needs and expectations of end-users, academic
libraries must identify and embrace best practices and benchmarks that elevate the value-centric
services provided by libraries.

2. Vision and Mission

Vision

The Gurukul Baylor Campus Library aspires to become a globally acclaimed facility, serving
as a cornerstone within the institution's educational framework. It aims to enhance the teaching-
learning experience and facilitate research excellence, positioning itself as a source of
institutional pride and gaining international acclaim. The library is committed to empowering
end users through accessible, innovative, and responsive services, supported by a diverse range
of high-quality resources and a dedicated team of professional staff members.

Mission

Gurukul Baylor Campus Library is dedicated to fostering inspiring education by providing
exemplary learning resources and creating optimal research environments. Our mission is to
serve as a gateway to accurate and pertinent resources, backed by a service culture that is
enabling and user-focused. We are committed to ensuring that end users experience seamless
and timely access to a diverse array of high-quality information resources.

3. Working Hours:
The Library is kept open from 6:30 am to 12:30 pm in all campus opening days.

4. Technology
All concerned members visit a library to read, consult and borrow reading and reference
materials. Hence, the atmosphere in the library should be inviting, which is ensured through
cleanliness of areas in and outside the library. Maintaining a calm and neat atmosphere in the
reading and stack areas is essential for concentrated reading and searching of materials. GBC
Library aims to provide the users with clean and green atmosphere including dust-free
environment in the stack and reading areas.

5. Library Advisory Committee (LAC).

5.1 Formation,
Library Advisory Committee is formed with the following members:

Co-Ordinator: Campus Chief 1
Member Faculty Member Representative 1
Member Student Representative 1
Member CMC Representative 1
Member Secretary Librarian 1
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5.2 Roles and Responsibilities of Library Advisory Committee (LAC).

a)

b)

c)
d)

e)

Strategic Guidance: The library advisory board plays a crucial role in providing
strategic guidance to ensure the library aligns with the institution's overall mission and
goals.

Policy Formulation: It contributes to the development and review of library policies,
ensuring they are in line with current trends, user needs, and institutional objectives.
Resource Allocation: The board assists in determining budgetary allocations for the
library, helping prioritize investments in collections, technology, and infrastructure.
Community Engagement: It fosters community engagement by representing diverse
perspectives, advocating for the library's value, and promoting outreach initiatives to
enhance its impact.

Continuous Improvement: The advisory board actively participates in assessing
library services, suggesting improvements, and monitoring performance metrics to
ensure the library's ongoing enhancement and relevance.

6. General Rules and Regulations:
GBC Library provides the best information services to student and faculty and scholars. These
rules and framed to ensure that all the members may take the maximum utilization of the Library
facilities.
The students, faculty members, research scholars and staff members of GBC are automatically
eligible for membership of the library. By using any facility of the Library, a user/member
agrees to abide by the following rules and regulations.
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General Rules and Regulations

Library Membership

Book Borrowing and Renewal Rules
Return of the book after the due date
Loss and damage of Library resource
Document Scanning facilities

Digital Library access facilities

Video Conferencing facilities

Library Information and Digital Notices

6.1 General Rules and Regulations:

6.1.1 Rules in General

a) Strict and absolute silence shall be observed in the library.

b) Wearing ID card is mandatory.

c) Speaking through mobile phone is strictly prohibited. Use of cell phones is
allowed only for academic activities and they are advised to keep them on their
mobile phones on silent mode.

d) Academic decorum should be maintained in the library premises.

e) Using mobile phone in the library is strictly prohibited.

f) Group discussions /combined studies should be made in the discussion rooms on
prior permission.

g) Open discussion should be avoided in the open reading halls.

h) Non-academic discussions, meetings should not be conducted in the library
premises. Defaulters will be viewed seriously.
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)
k)
1)
n)

0)
P)

Bags, Helmets, Water Bottles and other Eatable Items, Big handbags, Raincoat,
Jerkin and casual wears are strictly prohibited inside the library. Users are
advised to keep all the above said items in property counter/cloak room.

Library users are strictly prohibited from carrying the borrowed and stamped
books inside the library after issue of books.

If the due date falls on a holiday for the library, the next working day will be
taken as the due date.

New books and journals received will be on display for a week.

Reference books, Newspapers, Magazines, Journals should not be taken out.
Library timings and other relevant information are displayed on the library
display Boards.

Unpublished student Reports and CD/DVD's are not for lending.

In case of minor disruption, the user will be first warning and they have to be
entered in the first warning entry register, if the member again do the same, the
members name will be forwarded to the campus administration.

Improper use of Library facilities by User(s) will lead to the block the entry of
the library for certain period or will be handed over to the campus administration.
Bringing inside or use of eatables, drinking and sleeping in the library are strictly
prohibited.

Project materials such as circuit boards, batteries and any other experimental
equipment's are strictly not allowed inside the library premises.

6.1.2 General Administration and Management:

Library and Information System Management is the fundamental and core facility
which helps the users in identifying and accessing various knowledge resources
available in the library, in print and electronic forms.

The Library Advisory Committee (LAC), headed by the Campus Chief and
consisting of faculty and student representatives meets periodically to review the
functioning of the library and assess the requirements pertaining to Library facilities
and services.

6.2 Library Membership:
GBC Faculty members, staff and students are eligible to become members of the library.
However, they have to take the membership card of the library to use library.

6.3 Book Borrowing and Renewal Rules:

a)
b)
c)
d)

€)

The Policy: Book Borrowing/Circulation Policy will help and support to the library
users for their academic and teaching learning activities, research and reference work.
Due Date: If the book due date falls on holiday of the Library, the next working day
will be taken as the due date.

Damage or Loss Responsibility: The Borrower is responsible for any loss or non-
return of any books issued against his/her membership Card.

Borrowing Period: Borrowers are allowed to keep a book for a specified period,
typically two weeks. It is the responsibility of the borrower to return the book by the
due date.

Renewal Options: Borrowers can renew a book for an additional period if there are no
pending requests from other users. Renewals can typically be done online, by phone,
or in person at the library.
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f) Overdue Fines: Late returns may incur fines. It is essential for borrowers to adhere to
due dates to avoid penalties. Fines may vary based on the duration a book is overdue.

g) Reservation System: If a book is currently on loan, users can place a reservation. Once
the book is returned, it will be held for the requester, who will be notified for timely
collection.

6.4 Return of the book after the due date

a) Overdue charges for late submission.

b) The following over-due charges will be collected from the all the library members if
the book(s) are not returned by them on due date.

c) First week Rs.1 per day per book

d) Second week Rs.2 per day per book

e) If the member does not return till 2 months, the double the cost of the book will be
collected.

f) Initially the defaulters list of students will be kept in the library office. If the member
rejects to pay his/her name will be sent in the account section.

6.5 Loss and Damage of the Library Resources:

a) The borrower will be responsible for loss of any book(s) and other resources issued
against his/her membership card.

b) If any book is lost or damaged beyond repair, the borrower shall replace it with a new
copy or pay double the cost of the recent price and handling charges or as may be
decided by the library advisory board.

c) Ifamember loss or damages of Library resources, he/she should report the loss through
e-mail or orally immediately. Otherwise he/she have to pay the fine from the date of
documents are due for return.

d) If the lost item does not have any price, the borrower will be charged the requisite
replacement cost.

e) If the item's original price is in foreign currency, the compensation will be calculated
based on the current exchange rate.

6.6 Document Scanning facilities:

The document scanning service is provided in the Central Library as per the need and
requirement of the students, scholars. This service is strictly followed by the copyright act.

6.7 Digital Library access facilities:
The modern thin client desk-top system is available in the digital library for the accessing
of teaching notes, subscribed electronic resources through authorized e-gateway single sign
login credentials. Students can log in from their own computer or mobile phone to get into
the e-library.

6.8 Library Information and Digital Notices:

a) All the Library information and circulars and notices will be displayed in Library digital
display units.

b) Except the approval of the library authority, notices, bulk chart papers, hand bills,
personal newspapers or any other materials may not be displayed in the library.

¢) User(s) should inform the library as soon as possible of any other situations such health
disorder which might affect their use of library and their ability to comply with the rules
and regulations and the library authorities has the direction to grant special permission
on the basis of compassionate background.
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d) Enforcement of these rules for users may take the form of any of the following actions
depending on the severity of the misconduct

e) The library rules and regulations may be changed or modified from time to time and
shall be binding on all concerned.

7. Library Resource Collection and Development:

Major activities of the Library include procurement of new books, subscriptions to Journals
(print and online) and procurement of e-books and other resources.

8. Book Procurement Policy

a) Book procurement is based on the online book recommendation form which is available in
login page.

b) Faculty members can also send e-mail requests to the University Librarian in special
circumstances.

c) Under special circumstances, faculty members may procure resources externally and get it
reimbursed through the library.

d) The syllabus based text and reference book collection is a major aspect of the library. Apart
from these, the Llbrary procures general reading collections, general reference materials,
literature books, novels, fictions, etc.

e) Also, the library procures resources recommended by TU from time to time. The library
accepts book donations/gratis presented in good condition.

f) The Book purchase will be made through the approved vendors and normally receives the
quote from different vendors based on the ease of the campus.

9. Subscription of Print Journals/Magazines:
Print subscription is based on the recommendations received from the faculty and students.
Further, it follows the norms of Nepal Government for subscription of printed national and
international journals (discipline-wise). General magazines are subscribed regularly.
Complimentary copies of various newsletters, magazines are also accepted.

9.1 New Subscription:
The recommendation of new subscription of periodicals may be submitted by the individual
with recommendation of the Head of the Department and Dean of the School in the month
of September/October.

9.2 Renewal Subscription:
Every year the renewal subscription process starts in the month of Shrawan.

9.3 Subscription of Online databases/e-Journals and E-Books-
(E-Resources) subscribes the electronic resources (Online databases/ e-Journals and e-
books) as per the need and requirement of the faculty members, scholars and students for
their academic, teaching and research activities.

9.3.1 Use of Electronic Resources and download policy
a) All the members of GBC library shall adhere to the following policies while
downloading the e-resources (e-Journal articles and book chapters) and electronic
content.
b) Access to Licensed e-Resources (e-books, e-Journals and other digital resources) is
governed by the Terms of Use as per the license agreement between GBC and the
respective publishers. Copyright Law, in addition to individual license agreements,
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governs the use of the subscribed Electronic resources. Any violation of these is
subject to judicial action under these laws.

c) Library users are requested to make appropriate and judicious use of the subscribed
e-resources. The articles downloaded from e-Journals, book chapters of e-books,
etc. should be used only for academic and research purposes. Members are advised
not to share these resources via e-mail or any other manner with their friends or
acquaintances studying /working in other institutions, as all subscribed contents
employ digital watermarking technology. Any such sharing is against the copyright
act and violates the license agreement between GBC and its various
publishers/aggregators.

d) Downloading or printing of a complete e-book or an entire issue or a volume of one
or more journals is not recommended. Large chunks of electronic content
(systematic downloading) should not be downloaded and is strictly prohibited.
Within a particular time frame, members should not access or download any content
continuously in large volumes.

e) Use of software or tools, robots, spiders or intelligent agents to access, search and/or
engage in systematic download from these resources is also strictly prohibited.

f) Please be aware that systematic downloading will cause the publisher to block the
entire users from accessing the subscribed resources.

g) We have licensed for many e-resources, which have more detailed terms and
conditions for use. Each member of GBC is responsible for complying with the
terms and conditions of these licenses and is automatically governed by these laws.
Misuse or failure to do so can result in the loss of access to a resource for the entire
GBC members. If a user fails to comply with this policy, GBC reserves the right to
restrict, suspend or revoke the individual user's access to our subscribed electronic
resources.

h) Further, the downloaded content or article should not be uploaded in any website or
multimedia resource on a website, electronic distribution list, community or subject
forum, etc. available to the public. Social networks such as Facebook, blogs, twitter,
etc. should not be used as forums for commercial gain including reselling,
redistributing or republishing of the GBC subscribed licensed content.

i) Any violation of this policy will be viewed very seriously and suitable action will
be initiated against the erring member.

j) Systematic Downloading is Strictly Prohibited (downloading or printing of
complete e-book or an entire journal issue or bulk number of articles continuously
downloading a volume of one or more Journals). The digital content should not be
published in the public portals, blogs and should not be shared through e-mail to
other non-members.

k) All the members are eligible to access the electronic resources both on/off-campus
during their tenure period only.

10. Procurement and Maintaining of the other Resources:

Depending upon requirements, the Library procures other media resources such CD/DVDs
collections, e-content repositories (government initiatives). It also stocks the e-content materials
developed by GBC faculty members and holds institutional repositories, etc.

11. Library Classification and Cataloguing System:
a) The library classification is a system of knowledge organization by which library resources
are arranged and ordered systematically. The library has been using the Universal Decimal
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Classification (UDC) for book classification for bibliographic information and
documentation since inception.
b) The Library follows the Anglo-American Cataloguing Rules (AACR 2).

12. IPR and Copyright Policy
Members are permitted to download e-content/photocopy printed resources solely on the basis
of the Intellectual Property Rights (IPR).

13. Report Submission:
At the time of proposal submission and final report submission, the students must submit a soft
copy in a single file

14. Books/Journals Donation Policy:

a) Ingeneral, library will accept the good quality/condition of the books accepts as a donation
and Journals/magazine are not accepted.

b) The library accepts donation of manuscripts, books, periodicals, etc., from donors. Such
donations once accepted will become the absolute property of the University.

c) Students' used books with good condition accepted as donation for STAR Book Bank
Collections for STAR students.

d) There is no prescribed form or format the above said policy, the donor may submit to the
University Librarian in the form of normal letter or e-mail with complete details of the book
and other material.

e) An appreciation letter or e-mail be issued to the donor by the University Librarian.



GURUKUL BAYLOR CAMPUS

PUBLIC INFORMATION CELL (PIC) GUIDELINES 2080
Approved Date: 2080/06/14

Preamble

Public information cell plans, develops, puts into place and evaluate information and
communication strategies that present an organization to the public, clients and other
stakeholders. It also promotes good information, directs and coordinates the various public
affairs programs of the campus, integrates the campus's communications and public relations
programs and initiatives into a cohesive effort that conveys a consistent message in support of
its mission, strategic goals, and objectives, and serves as strategic advisor to the campus
management with respect to communications and public affairs initiatives.

1. Short Title and Commencement
1.1 This guideline is called as the "Public Information Cell (PIC) Guidelines 2080"
1.2 This act shall come into force on the date of approval from the Campus Management
Committee.

2. Definitions
Unless the subject or the context otherwise requires, in this guideline:
2.1 "University" means the Tribhuvan University.
2.2 "Campus" means the Gurukul Baylor Campus.
2.3 "Management Committee™ means the Campus Management Committee as referred to in
Section (10) of the campus regulation.
2.4 "Campus Chief" means the campus chief of the campus.
2.5 "Assistant Campus Chief" means the assistant campus chief of the campus.
2.6 "Cell™ means the Public Information Cell as referred to by this guideline.
2.7 "Coordinator" means the coordinator of the Public Information Cell.

3. Establishment of the Cell
3.1 The cell will be formed inside the campus to co-ordinate all the campus information.
3.2 The cell will be established after the approval of the management committee.
3.3 The benefits of the coordinator and cell members will be as per the facilities approved by
the management committee.

4. Management of the Cell
4.1 For the operation of the cell, a three members committee will be formed.
4.2 The committee should be formed by the campus chief and approved by the management

committee.
4.3 The composition of the committee should be as follows:
S.N. Designation From No.
1. Co-ordinator Selected by CMC 1
2. Member Campus Chief 1
3. Member Account Head 1

5. Role, Responsibilities and Rights of the Cell
The role, responsibilities and rights of the cell are:
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a) Initiates and oversees the establishment of integrated strategies, plans, and programs
designed to ensure that all communication and public relations efforts are cohesive,
consistent, and effective in supporting the mission and advancement goals of the campus.

b) Plans, develops, directs, and coordinates comprehensive communication programs, to
include media, public affairs and publications, in close collaboration with other
institutional communications and/or public relations activities.

c) Provides direct and proactive advice, consultation, and assistance to campus chief, as
well as the campus management committee, regarding public information matters, to
include providing direct assistance in researching, providing information and developing
messages.

d) Serves as the designated spokesperson for the campus.

e) Coordinates surveys, evaluations and assessments of external communications activities
in order to determine the effectiveness of the campus's communications plans.

f) Assures quality and appropriateness of institutional communication programs and
initiatives, whether internally or externally produced.

g) Represents the campus to various institutional divisions as well as externally to
governmental agencies, community, students and their parents, and/or the general
public.

h) Recommends and participates in the development of the campus policies and
procedures; may serve on campus planning and policy-making committees.

i) May develop and submit annual operating budget for operations of the cell.

J) Performs miscellaneous job-related duties as assigned.

k) Build strong connections with government agencies and other institutions.

I) Manage Public Relations in planning, coordinating and executing public relations
activities and events at the campus to promote a positive image.

m) Supervise production, delivery, distribution and dissemination of campus publications
such as, annual reports, prospectus, printed programs brochures, audit report, news and
other media report.

n) Approves writing and distributing news releases announcing important campus
information and events; updates and maintains the website.

6. Terms of Office
6.1 Members of the cell including the cell coordinator serve for terms of up to two years.
6.2 An appointed external member may be appointed to serve for additional terms as per the
approval of the management committee of the campus.

7. Quorum
The quorum for meetings of the cell shall be above 50% of the membership of the cell.

8. Meeting Schedule
8.1 The cell should meet at least once a month.
8.2 The coordinator is responsible for determining if more meetings are required.

9. Reporting
9.1 The cell will report to the campus chief by way of its minutes.
9.2 The cell will submit annual report of its progress to the IQAC.
9.3 The brief of annual reports should be considered for inclusion in the annual campus report.

10. Review and Disestablishment of Cell
10.1 The cell will be reviewed every two years.
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10.2 The review criteria shall be:

a) Whether the research output over the period of the review satisfies the expectations
of the campus as defined at the time the entity was established or at the time of the
last previous review,

b) The potential for continuation of output at a satisfactory level,

10.3 The cell will be subject to standard campus financial controls and governance policies.
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Gurukul Baylor Campus (GBC)
Tribhuvan University
JOB DESCRIPTION: PUBLIC INFORMATION CELL (PIC) COORDINATOR

Position Title  : Coordinator

Reports To . Internal Quality Assurance Committee (IQAC)
Tenure : Two Years (Subject to Renewal)

Benefits :As Approved by the Campus Management Committee

POSITION PURPOSE

The purpose of this job description is to provide direction on the duties and responsibilities of
coordinator of the public information cell of GBC. It applies to the duties and responsibilities
of research the cell coordinator. The coordinator shall normally be appointed for a term of two
years. Searches and reappointments shall be carried out under the terms of the human resource
recruitment policy of the campus.

The cell coordinator, under the direction of the IQAC, leads the public relations functions of the
campus. He should also plan and execute a comprehensive, proactive public relations strategy
that advances the campus's mission and goals by building support for the institution and an
understanding of its unique role. Additionally, the position also requires working with different
campus units to plan and implement public relations strategies that support efforts to reach and
engage target audiences, which include the community, government policy makers, the media,
alumni and friends, students, employees and business and philanthropic leaders.

DISTINGUISHING CHARACTERICS

The Public Information Cell coordinator serves as the campus's Public Information Officer
(P10), and is the key spokesperson to local, state and national media in all \campus matters. The
coordinator leads the campus public relations strategy, carrying out operating policies and
procedures with a focus in the area of public relations, media relations, community relations,
and communication programs, coordinating efforts with the campus administration for the
greatest efficiency, impact, and strengthening of campus communications.

TYPICAL DUTIES AND RESPONSIBILITIES

1. In collaboration with the campus administration, provides leadership for the media and
public relations components of the campus's Integrated Marketing and Communications
Plan. Manages media relations for the campus, developing and implementing a strategic
media relations campaign to ensure a positive public image for the campus. Works with
state and national associations to promote media awareness of community campus issues.

2. Plans external audience special events for the campus, aggressively seeking opportunities
to "make news" that generates coverage. Provides guidance and support to departments and
campus's planning events and other public relations activities. Represents campus
administration at public relations strategy meetings with business and industry, education,
other partners and with media outlets for shared promotional efforts. Represents campus
administration at public events, press conferences and meetings, and assists leaders with
public appearances.

3. Develops and disseminates public relations materials, including press releases, media
packets, contents for the campus website and magazine, social media content and internal
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communication pieces. Researches and helps develop communications and talking points
for campus leaders.

Serves as the campus's public information officer and principal spokesperson to the public
and the media.

Confers with campus management, faculties and staff teams to provide public relations
consultation. Develops related strategies and provides training on how to implement
strategies.

Establishes priorities for work assignments, monitors progress, reviews work products and
ensures products are delivered in a timely manner.

Represents the campus at local, regional and national meetings related to the area of media
and public relations.

PREFERRED KNOWLEDGE AND SKILLS
Knowledge of:

a)
b)
c)
d)

e)
f)

Media and public relations principles and practices;

Public information principles and practices;

Supervisory principles;

Community campus operations and administration principles and practices. Crisis planning
and communications;

Project management principles and practices;

Social media principles and practices

Demonstrated Skills in:

a)
b)
C)
d)
e)
f)
9)
h)

i)
)
K)
1)

Developing public relations strategies;

Developing and maintaining relationships with members of the community,

media, business and industry;

"Pitching” story ideas and getting earned media;

Planning and executing special events;

Developing and monitoring budgets;

Communicating effectively through oral and written mediums.

Developing creative concepts and messages to achieve desired objectives and campus
branding;

Facilitating meetings;

Handling multiple tasks simultaneously;

Managing projects;

Working with diverse academic, cultural and ethnic backgrounds of community campus
students and staff;

m) Communicating effectively with all levels of management, management committee, staff

n)
0)

p)

and external individuals and groups, including media representatives;

Analyzing and interpreting data and information and making appropriate recommendations
based on findings;

Preparing a variety of written materials, including speeches, presentations, magazine and
web articles; blog posts, news releases and media advisories.

Utilizing computer technology for communication, data gathering and reporting activities.
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GURUKUL BAYLOR CAMPUS

EXAM POLICY - 2080
Approved Date: 2080/06/14

1. PREAMBLE
The Exam Policy Unit at GBC is dedicated to formulating, implementing, and assessing
comprehensive policies and procedures related to examinations within the institution. Tasked
with the responsibility of ensuring fair, transparent, and efficient examination processes, the
Exam Policy Unit plays a pivotal role in upholding the academic integrity and standards of the
campus.
The unit is committed to crafting and maintaining a robust exam policy framework that aligns
with the institution's educational values, objectives, and regulatory requirements. It endeavors
to communicate these policies effectively to students, faculty, and other stakeholders, fostering
a shared understanding of the principles that govern examinations at GBC.
In collaboration with relevant departments, the Exam Policy Unit coordinates and streamlines
various facets of the examination system, aiming to create a unified and seamless experience
for all stakeholders involved. Furthermore, it serves as a key advisory body to the campus
management on matters pertaining to exam policies, ensuring alignment with the overall
mission and strategic goals of the institution.
Through strategic planning, continuous evaluation, and proactive communication, the Exam
Policy Unit strives to maintain an environment conducive to academic excellence and integrity.
It is dedicated to promoting a standardized approach to examinations that reflects the values and
goals of GBC while meeting the evolving needs of the academic community.
The purpose of the Exam Code of Conduct is to create an ethical environment for examinations.
Failure to abide by the Exam Code of Conduct can result in disciplinary action.

2. GURUKUL EXAM UNIT
Gurukul Exam Unit is a team of teachers and exam section staff that makes exam policy and
implements properly.

2.1 FORMATION
a) The formation of Exam Unit at GBC is as given below:

1.  Co-ordinator Faculty Member selected by staff meeting 1

2.  Member Faculty Member selected by staff meeting 1

3. Member Exam Section Head 1
2.2 FUNCTION

a) Policy Development and Implementation: Develop, review, and update examination
policies to ensure they align with academic standards, institutional goals, and regulatory
requirements. Implement these policies across various programs and academic disciplines.

b) Logistical Coordination: Manage the logistics of examinations, including scheduling,
venue allocation, and distribution of examination materials. Coordinate with relevant
departments to ensure smooth and organized conduct of exams, minimizing disruptions and
optimizing resources.

c) Integrity Assurance: Implement measures to safeguard the integrity of examinations,
preventing cheating, plagiarism, and other forms of academic misconduct. Develop and
enforce security protocols for the handling and storage of examination papers to maintain
the confidentiality of assessments.
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d)

g)

h)

Communication and Guidance: Communicate examination policies, procedures, and
schedules to students, faculty, and other stakeholders. Provide guidance and support to
address inquiries, concerns, and challenges related to examinations. Foster a transparent
and collaborative environment for all involved parties.

Technology Integration: Explore and implement relevant technologies to streamline
examination processes, such as online examination platforms, grading systems, and
plagiarism detection tools. Ensure the efficient use of technology while maintaining the
security and validity of assessments.

Data Management and Analysis: Collect and manage data related to examination results,
student performance, and feedback. Conduct analyses to identify trends, areas for
improvement, and opportunities to enhance the overall quality of examinations. Use data-
driven insights to inform decision-making and policy adjustments.

Professional Development: Facilitate training and professional development opportunities
for faculty involved in the examination process. Stay informed about best practices in
assessment and examination methodologies, incorporating innovative and effective
approaches to enhance the quality of assessments.

Continuous Improvement: Engage in regular evaluation and review of examination
processes. Solicit feedback from students and faculty to identify strengths and weaknesses
in the current system. Implement continuous improvement strategies to address challenges
and enhance the overall effectiveness of the examination unit.

3. CODE OF CONDUCT FOR STUDENTS

a)
b)
9)
d)
e)
f)
g)

m)

n)

Admit card is compulsory to enter into the examination

Students should follow college dress code.

Mobile phones / books / bags are not allowed in the examination hall.

Possession of mobile phones during an examination will be treated as unfair

Strictly follow the seating

Take the respective seat before 15 minutes of the examination

Gossiping / talking will not be allowed in the examination hall. In case of repeated act,
student will be expelled from the examination

Students found cheating in the examination hall will be expelled from the examination.
Student’s misbehavior with faculty members / supervisors will be reported to Exam
Exchange of pens / pencils / drawing instruments / calculators, tables, are not allowed.

Do not write anything on tables and question paper except roll number on question
Temporary absence from examination hall will not be allowed. In case of emergency
conditions students can leave the examination hall for 5 minutes for using latrine after 1 hour
of commencement, students can leave examination hall after submission of answer book after
one hour.

In case of any grievances regarding question paper will be clarified by concerned faculty
member

In case of absence in terminal examinations students should appear the re-examination
scheduled by the college paying Rs 1000 per subject as penalty.

4. CODE OF CONDUCT FOR INVIGILATORS

a)
b)

All invigilators must report within the stipulated time to exam office, and must reach the
respective Examination hall atleast]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
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2)

h)

3

k)

D

must be asked to leave their belongings including mobile phone, not required for the
Examination in their bags.

Students are not permitted to wear smart watch during Examinations.

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 use mobile phones to the Examination hall under any circumstances.
Distribute the answer books to 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.

The invigilators are required to sign the main answer books after checking the students
information with admit card 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 exam co-coordinator. 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.

m) Invigilators must be vigilant and should not engage in any other work throughout the

n)

0)
p)

)

s)

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 attendance sheet, additional answer books, staplers, graph sheets necessary for the
examination will be sent to the examination halls. Distribute the additional answer book,
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 examination office. The
invigilator will be held responsible for any loss of the answer book.

In case of any discrepancies, the matter may be brought to the notice of the exam coordinator.

CODE OF CONDUCT FOR EXAMINERS

i
b)

©)
d)

e)

Treat all candidates with dignity and respect.

Ensure that each candidate is treated equitably and fairly with even application of academic
standards.

Judge each candidate on the basis of performance without being influenced by any
extraneous factors.

Assess each candidate in accordance with prevailing regulations and accepted guidelines and
conventions.

Be devoid of conflicts of interest and adhere to examination rules and principles of natural
justice.
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6.

)

k)

Familiarize themselves with the format, scheme of marking, scoring system and pass-fail
criteria of the relevant examination (e.g., make sure whether 40% or50% is the pass mark.)
Attend the briefing sessions conducted by the Chief Examiner.

Ensure that grades or marks awarded are compatible with the candidate’s academic
performance and it is not influenced by non-academic factors.

Consult and discuss with Chief Examiner in borderline and other difficult cases before
reaching a final decision or giving the final mark unless there is a requirement of independent
marking.

Hand over the marking books and answer books to Examination office at the end of the
session, duly certified and signed with all entries complete.

Report any incident to the Chief Examiner.

INTERNAL EXAM POLICY

There will be 3 internal exams in each year: First term, second term and pre-board exams as
mentioned below:

6.1 FIRST TERM EXAM

e First terminal examination will be conducted after three months of class commencement
of each year.

e Question submission by faculties for the examination is 5 days prior to the
commencement of examination.

e Marks submission by faculties is at the 10th day from last exam date.

e Result publication is at the 13th day from last exam date.

6.2 SECOND TERM EXAM

e Second terminal examination will be conducted after six months of class commencement
of each year.

e Question submission by faculties for the examination is 5 days prior to the
commencement of examination.

e Marks submission by faculties is at the 10th day from last exam date.

e Result publication is at the 13th day from last exam date.

6.3 PRE-BOARD EXAM

e Pre-Board examination will be conducted after nine months of class commencement of
each year.

e Question submission by faculties for the examination is 5 days prior to the
commencement of examination.

e Marks submission by faculties is at the 10th day from last exam date.

e Result publication is at the 13th day from last exam date
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GURUKUL BAYLOR CAMPUS
EXTRA CURRICULAR ACTIVITIES (ECA) GUIDELINES - 2080
Approved Date: 2080/06/14

PREFACE

Extra-curricular activities (ECA) are activities that take placeoutside regular class teaching and
yet are related to student learning. As such, they fall within the scope of the campus curriculum.

ECA take care of the students’ different developmental needs such as their sense of moral values
and attitudes, skills and creativity. Through their participation in ECA, students can learn to
communicate, to co- operate with other people and in addition to enrich their life experience. If
students are given the opportunities to organize ECA, they will gain first-hand experience of
program planning and leadership, thus enabling themselves to discover and develop their
potential.

This set of guidelines has included basic concepts related to the planning and organization of
activities. It is hoped that both Primary and Secondary Campus may make reference to the
guidelines with a view to implementing their ECA programs efficiently. In view of the
differences in Campus’ settings and the fact that students’ maturity varies at primary and
secondary levels, Campus are advised to draw on their own experience and professional
knowledge to best realize their goals.

CHAPTER ONE
ECA UNIT FORMATION

ECA Unit will be formed to regulate the ECA activities in GBC
1. Formation
The Unit will have the following Structure:

Co-ordinator ~ Campus Faculty Selected by Staff meeting 1
Members Campus Faculty Selected by Staff Meeting 2
Advisor CMC Member Representative 1
CHAPTER TWO
FUNCTIONS

2. ECA should have the following functions:

1. reinforcing classroom learning and allowing students to put theirknowledge and skills
into practice;

2. facilitating the teaching of certain skills and the inculcation of certainvalues which may
present difficulties in a formal classroom setting;

3. . promoting students’ personal development by broadening their interests, developing their
potential and providing opportunities for character formation and leadership training;

4. promoting students’ social development by offering opportunities for the broadening of their
social experiences, the practice of social skillsand the internationalization of moral and social
values; and
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5. making campus life more challenging and interesting.

CHAPTER THREE
RESPONSIBILITIES OF ECA COORDINATORS AND ADVISORS

3. General duties of ECA Coordinators

In the prevailing campus system, there is the established post of ‘ECA Coordinator’. He/she is
responsible for organizing the ECA of the campus, helping to arrange and to coordinate inter-
campus activities and major campus functions. He/she participates in the setting up of goals,
directions and policies for the implementation of ECA. The ECA coordinator also guides
students towards proper concepts and encourages them to participate in the activities. As part of
the middle management in campus, the ECA Coordinator is accountable to the campus Campus
Chief in carrying out the following tasks.

a) Manpower planning

The ECA coordinator is responsible for recruiting the necessary personnel for the
implementation of ECA. He/she should understand the strengths, interests and abilities of
his/her fellow colleagues with a view to suggesting to the campus Campus Chief the
distribution of work for ECA. He/she should also pay attention to the performance of the
teachers-in-charge with a view to providing them with assistance and encouragement. The
campus may set up an ECA committee in this regard to help the ECA Coordinator with his/her
work.

b) Activity planning

The ECA coordinator is responsible for drawing up a yearly plan for ECA in campus. He/she
needs to coordinate both intra-mural and extra-mural activities, bearing in mind the time
schedule and the arrangement of facilities. It is important to ensure that students enjoy a well-
balanced campus life through their participation in ECA. The yearly plan is normally planned
during the summer vacation. When campus starts, the ECA Coordinator should consult other
teachers-in-charge of the activities, fine tune the yearly plan, work out the timetable and
ensure that it is

implemented. Nonetheless he/she should be flexible and be alert to any need for adjustment
as and when required. At the planning stage, the ECA coordinator should avoid jamming the
activities too closely together, so as not to pressurize teachers and students.

¢) Use of resources
The ECA coordinator should give suggestions to the campus Campus Chief regarding the
utilization of finances, the allocation of resources and the equipment needed for the running
of ECA. Administratively, the campus Campus Chief may authorize the ECA coordinator to
plan the financial budget, to control the expenses of various activities or to assist in
administering the ECA fund.

d) Training and support
The ECA coordinator is responsible for promoting the ECA of the campus. He/she should
participate in setting up campus clubs and in promoting new activity plans. In the course of
an activity, he/she is required to acquaint himself/herself with the operation in order to assist
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in problem-solving and to ensure achieving the pre- set objectives. He/she should pay
particular attention to safety measures and remind teachers/staff to abide by the safety
guidelines. The ECA Coordinator should organize leadership training courses to prepare
students to guide activities in order to provide the teachers- in-charge with effective
assistance.

e) Monitoring
In the course of an activity, the ECA Coordinator should make sure that the members play
their respective roles and attend to safety measures to protect the participants. He/she should
pay particular attention to the handling of monetary matters and make sure that the records
are complete and in good order. The ECA Coordinator should also remind members to
conduct regular stock- taking for all assets and facilities in order to safeguard the proper use
of finances and resources.

f) Evaluation and appraisal

The ECA Coordinator should design an evaluation and appraisal system for the proper
assessment of various activities, campus clubs, staff and student performance. This will help
improve the planning of future activities. On the basis of such evaluation, the ECA
Coordinator should submit a report to the campus Campus Chief at the end of the campus
year.

The points mentioned above are the general duties of an ECA Coordinator. The campus is
free to make adjustments in the light of its own circumstances. Furthermore, the ECA
Coordinator should exercise his/her professional knowledge and administrative skills to lead
fellow colleagues in achieving the goals set by campus.

g) Record

The ECA Coordinator should, at the end of the activities, file a report that may include the
theme of the activities, the content of the meetings, the list of participating organizers,
members and students, a summary of income and expenses, and the feedback from the
participants.

The above-mentioned duties fall into the general responsibilities of an ECA Coordinator.
However, the points listed are not exhaustive, since the duties of an ECA Coordinator are by
nature wide-ranging and complex. The campus is advised to make adjustments according to
its own circumstances.

4. Duties of ECA Advisors
The campus management committee can appoint a member as ECA advisor to guide the ECA
Team. The ECA advisor, being the of the CMC, is works as a bridge between CMC and ECA
Coordinator.

CHAPTER FOUR
IMPLEMENTATION OF ECA IN CAMPUS

5. Setting goals
Since ECA are part of the curriculum to promote life-wide learning, they can be seen as a means
of accomplishing the goals of education. It follows that before carrying out ECA, we should set
up distinct goals according to the environment of the individual Campus and the needs of
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students. These goals should include aspects related to intellectual, physical, social and
personality development. After the establishment of the goals, appropriate activities should be
selected, with due consideration paid to the format and content which will enable the participants
to best achieve these goals.

Evidently, not only do ECA fulfil the developmental goals of students, they also contribute to
the growth of the curriculum, campus and teachers. These are important means to promote cross-
curricular activities in civic education and moral education, to foster the relationship between
teachers and students, and to create a harmonious campus climate.

6. Manning ECA

Following the setting of the goals, format and content of the activity, suitable personnel should
be enlisted to plan and carry out the work. These include ECA advisors, teachers, students,
alumni, voluntary helpers from local community, as well as parents and other staff in campus
(see 4.2). The ECA Coordinator should serve as a link among the different parties. It is most
important of all to train the students to organize activities. Not only does this help the activity
to continue for a longer period, it also develops the students’ leadership ability, which remains
one of the ECA goals.

7. The scheme of activities
This does not simply involve devising activities and following up with the recruitment of
participants. It also represents a stage in campus development that should take into account
students’ interests and orientations in order to achieve the goals of education.

8. Planning and running activities
Whether or not an activity can be run smoothly depends firstly on a comprehensive plan. The
plan includes distribution of work, timetabling, budgeting and programs. After completing the
job of planning, it is necessary to keep the students informed of the activity via proper channels.
There are several common ways, such as bulletins, posters, banners, public announcements,
newsletters and personal contacts. In the course of carrying out an activity, attention and
counselling should be given to the students as appropriate.

9. Arrangement of an encouraging awards scheme
One of the important aspects in the implementation of ECA is to make them self-rewarding for
the participants. To achieve this objective, students should first of all be encouraged to take part
in ECA and to gain experience from the process. Once students have been stimulated to try out
the activities, they should be further motivated to do so by various means. An awards scheme is
one of the best motivators.

According to the nature of each activity, awards can comprise praise, certificates, merit points,
etc.

Problem-solving: Problems seem to be inevitable in the course of carrying out an activity. If one
is equipped with problem-solving skills and ready with contingency plans, the chance of a
problem and any unexpected consequences is no doubt minimized. In general, problems can be
classified as due to poor students’ attitude, inadequate contacts, communication problems, and
poor time management. These problems could in fact be reduced, if not avoided, by looking
into the students’ needs, working out detailed plans and ensuring close communication among
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all the parties involved, before planning an activity. In the long run, ECA should start a snowball
effect by raising the professionalism of advisors, increasing in-service training for teachers,
strengthening the support of both campus and parents, and creating a harmonious campus
climate. It is also the ECA Adviser’s responsibility to strike a proper balance, to ensure effective
monitoring and to attend to needs for counselling.

10. Feedback, evaluation and improvement

It will not be possible to evaluate unless goals are established (Annex I). Once set, the success
of each activity depends on the appreciation of its goals. It is essential to know why a goal
cannot be reached. If an activity is run within a long period of time, one may use formative
evaluation to examine the planning and implementation of the activity quantitatively and
qualitatively. Quantitative measures include attendance records and activity records, whereas
qualitative measures include various kinds of feedback, like chatting and observations. Other
measures, such as whether the plan is followed, participants’ responses and a mid-year review
can also be considered. There should be a summative evaluation for each ECA at the end of the
campus year. The target group may include any of the following: participants, observers,
planners, advisors and non-participants. The purpose of the evaluation is to further improve the
activity in the long run. Any significant information about the conduct of an activity may be
retained in a data bank for ECA; the keeping of such information, will also facilitate long term
planning.

11. Retention and utilization of records
Records must be kept for all activities to serve as future reference. The campus should also keep
for each student an activity record, listing in detail the activities the student has joined as well
as his/her performance. These records will be useful in writing student references and
recommendations. The ECA Coordinator can thus make use of these reports to assess the
feasibility of new activities or to have his/her attention drawn to areas requiring notice.

CHAPTER FIVE
MANAGEMENT OF RESOURCES

12. Human resources
There should be no shortage of human resources in campus. Yet to effectively implement ECA,
demanding skills are required. The ECA Coordinator needs to mobilize various parties,
including teachers, staff, students, social workers and professional instructors, and to tactfully
assign their duties with a view to deriving maximum benefits from valuable human resources.

13. Leadership training in campus
Leadership training for students in secondary campus is of considerable importance. Not only
can it strengthen the promotion of ECA in Campus, but it also helps to prepare the youngsters
for society. With sound planning and suitable training, leaders will be trained up for the campus.

14. Help from voluntary sectors
Many similarities exist between campus activities and youth services. If the campus authority
collaborates with the voluntary sectors, resources can be saved. Most social workers in the youth
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services of the voluntary sector have received professional training and can assist Campus in
organizing activities suited to the students’ developmental needs.

15. Hiring of professionals and instructors with special skills
The campus can, according to its own needs, hire part-time staff (professionals) to help run
activities such as ball games, gymnastics, track and field events, drama, dance, and musical
instrument playing. However, the campus should explain to them their roles and liabilities.

16. Venue resources

At the beginning of each campus year, the ECA Coordinator should consult the campus
Management committee and teachers concerned to set up a timetable for use of campus venues.
To best utilize resources, consideration can be given to using classrooms for activities requiring
comparatively less space than others. For example, the rehearsal of activities such as drama,
singing or choral speaking can take place in other special rooms instead of the campus hall. It
follows that the campus hall will not be needed until the final stage, hence making it available
for the use of other activities.

17. Equipment

a) Purchase of equipment: The campus should purchase appropriate equipment for the
effective running of ECA. When selecting items of equipment, the campus should pay
special attention to their safety devices and their durability.

b) Hiring of equipment: Owing to space and resource constraints, Campus are advised not to
purchase and store equipment unless absolutely necessary. Examples may include
floodlights and special sound systems, props, backdrops and costumes. If necessary,
Campus can either hire or borrow these items from the relevant authority.

c) Self-made equipment: Campus may encourage teachers and students to make equipment
themselves. If the minor staff in campus are good at carpentry, metal work etc., they may
be enlisted to give assistance.

CHAPTER SIX
MATTERS REQUIRING ATTENTION IN ORGANIZING ECA

18. Detailed planning
The campus will plan carefully when organizing ECA. They should let the participants know
about the nature and content of the activities. For activities that are held outside campus, teachers
should be familiarized with the details of the event, the route to the venue, the venue itself and
the safety facilities provided. In particular, they should prepare a contingency plan with
possibilities well anticipated.

19. Notifying parents
The campus will inform parents of the details of organized ECA. Special attention should be
paid to outdoor activities for which campus should ask in writing for the parental consent of the
participants. Letters to parents should state the date of the activity, time, venue and teachers- in-
charge, etc. Teachers must confirm the agreement of parents and collect the notes duly signed
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indicating their consent. After the activity, these notes on parental consent should be kept for a
period of time for record purpose.

20. Safety precautions

The campus will ensure that all ECAs are conducted safely. For ECA held in campus, the campus
should arrange for sufficient teachers to be on duty to invigilate the activity. Teachers-in-charge
should also make reference to the safety guidelines in special rooms and laboratories to ensure
that all facilities are safe for use. Facilities, equipment and safety devices should be constantly
checked to ensure proper working conditions and to avoid accidents. Teachers-in-charge should
also be cautious in conducting outdoor activities and adhere to the “Guidelines on Outdoor
Activities” published by the Education Bureau. In the case of activities requiring special
attention, teachers should be reminded to follow the safety measures closely.

21. Handling of accidents
In the case of an accident, ECA In-Charge should take good care of the victim to prevent further
mishap. (For example, he/she must be sent to hospital if injured). They should also notify the
campus and parents in the first instance, report to them the condition of the student and what
have been done so far to relieve the parents from unnecessary worries. It is advisable that ECA
In-charge should carry with them on outings (e.g. picnics, residential camps, visits)

22. Responsibility and legal problems
The campus and teachers assume a parental role to take care of their students, as a parent should
normally do.
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GURUKUL BAYLOR CAMPUS
GENERAL CODE OF CONDUCT FOR STUDENTS

1. Enrollment and Registration
1.1 Enrollment Criteria

Student Enrollment is the first and essential part for any student who want to study in
Gurukul Baylor Campus (GBC). GBC offers Bachelor of Business Studies (BBS) course
for those who have completed Grade 12 or SLC level from Nepal government or its
equivalent. Following the policy of Nepal government, any student who have completed
SLC (Grade 12) with at least D+ grade in all the subjects can enroll in this campus for the
course of BBS from Tribhuvan University (TU). Those who have completed the equivalent
level of grade 12 from outside Nepal have to submit their equivalent paper from National
Examination Board (NEB).

1.2 Enrollment Policy

Gurukul Baylor Campus (GBC) has its own enrollment policy for the students. Various
types of scholarship and freeship schemes are developed for those who have high esteem
and great hunger for education. They have to take entrance test both in the written form
and interview. Interview is mostly taken with the parents. If parents are not available to
come with the students, other guardians can accompany with the students. General
information about the parents' roles are clarified during this interaction with the parents.
The students are well informed about their code of conduct as well as do's and don'ts during
this interaction. All the students have to provide their basic information like their phone
number, e-mail, parent's names, parents' phone numbers, permanent address, present
address, the schools they have studied, the grades or marks they have obtained in jounior
classes and so on. These information are confidential and will not be shared with anyone
others.

All the students who have successfully completed the written test and passed the interview
have to pay registration charge and yearly charge to the campus to join the campus first.
This process is called the admission process. The students must go through admission
process to join BBS in GBC.

2. TU Registration
The students have to fill their registration form of Tribhuban University with the criteria
provided by TU. They have to submit the following documents along with registration form
to register in TU.

Photocopy of SEE or Equivalent Marksheet
Photocopy of SEE or Equivalent Certificate
Photocopy of Character Certificate of SEE
Photocopy of Grade 12 Marksheet

Photocopy of Grade 12 character certificate
Photocopy of Grade 12 Provisional Certificate
Original Copy of Grade 12 Migration Certificate
Two auto size photo of their own in a formal dress.

XN R WD =

(SX=Y



The Migration copy has to be submitted original and it will not be returned. If they want to
quit the study from TU or they want to move to another university, they can go to TU
Examination Board by themselves with proper application and get their migration from TU.
The campus administration will provide necessary support for this, but does not take
initiation for getting any student's migration from Exam board.

The campus will collect their registration number from TU and provide it to students. They
can take their registration slip after they complete the study in this campus or they want to
transfer to another college/campus. They have to come with formal application for getting
this registration slip. they will be provided this slip based on campus rules and regulation.

3. Attendance and Punctuality
Students have to be present regularly to participate all the curricular and extra-curricular
activities. The class begins at 6:15 am and ends at 9:45 am all days except Saturday and public
holidays. The academic calendar is prepared by campus administration. It is the responsibility
of all the students to follow the calendar that shows their class days, exam days holidays and
other necessary information.

Students have to enter campus gate before the class starts. Those who are late more than half
an hour are not allowed to enter the gate that day.

Students cannot go outside campus premises without the permission of campus administration
until all the classes are over. If they want to go out for emergency or for any personal work,
the campus administration will provide temporary pass for the needy student. Students of
Bachelor level can go out after 8:30 if they have job far from campus. However they have to
show the proof of their job and have to give application with their parent's consent.

Students must have at least 80% attendance to continue the study in GBC.

4. Library Policy
Library is a place for learning and scholarly reflection. The library staff and administration
strive to provide such a place for our users. Thus, we expect our library users to follow all
library policies and procedures mentions below;

Food, drink and cell phone are not allowed inside the library.
Engage with library staff in a respectful and courteous manner.
Treat other library users with respect.

Avoid loud conversations and disruptive behavior.

Avoid using library for non —academic or non-research purposes.
Respect the rights of other users to access library materials.
Intentional misplacement of library materials is prohibited.
Deliberate postponement of returning library materials is prohibited.

AR N AR A o e

Library materials should not be written on or defaced in any way. Users are responsible

for the care of library items.

10. Care for library equipment, furniture and facilities. Leave library furniture in its place.

11. The library is not responsible for lost or stolen of personal items. So, never leave personal
items unattended.

12. Never enter areas designed "STAFF ONLY" without an appointment.
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13. Not allowed to sleep in the library.
14. Return books on time (maximum 2 weeks) and can be renewed once.
15. Can borrow 2 bookd at a time. (1 reference and 1 text book)
16. Charge of Rs.50 will be taken if not returned on time and increased on the daily basis.
Consequences
1. The library will conduct meeting with Library Management Committee if a library
user does not follow the code of conduct.

2. The library will bill the library users for lost, missing, deface items including a
processing fee.

5. Student Quality Circle
Student Quality Circle (SQC) is a small group of six to eight students from the same academic
institution that meets once a week for an hour to discuss and solve problems relating to their
educational activities. SQC entails connecting students and transforming their learning and
understanding of one another. Every student has an equal point of view and opinion. The
foremost purpose is to meet and discuss educational quality concerns, challenges, and
solutions on a daily basis.

5.1 SQC Obijective, Formation, Meeting & Duration of SQC
a) To ensure the contribution of students to enhance the quality of education
b) To assist the college administration to solve the issue and challenges in teaching-
learning with an innovative suggestion a recommendation in relation to quality
education.

5.2 Formation
The SQC coordinator will be the Male from the board meeting last year program,
appointed by the college management committee. The members of the SQC will be the
class representatives (CR) of all classes.

5.3 Duties & Responsibilities of SQC:

a) Create exchange knowledge and skills among each other on communication, learning
capacity, use of technology, teamwork and leadership.

b) Analyze the faculty teaching-learning process and behavior and share the program
director / college chief for the better of the student.

¢) Provide observation and feedback on regularity, class time, use of academic calendar,
course plan and lesson plan by the faculty to the program director /college chief.

d) Share problem in the teaching-learning process.

e) Provide observation and feedback staff behavior towards the student.

f) Discuss the corrective measure for students who are irregular, inactive and disturbing
in the class.

g) Develop plan jointly with the Program Directors to help student who are achieving
lower than normal in the internal examination.

h) Suggest the program director for the non-credit and credit course and program that are
highly needed for the current market.

1) Share the challenges in the curriculum to the program directors.

j) The class CR as the part of SQC runs class in relation to support the student for holistic
development in the leisure time or period.
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k) Develop the list of book and reference materials demanded by the student to the Library

)

Management Committee through program director / college chief.
Create new plan and activities for the student development.

m) Assign task to different students or group to ensure sense of responsibilities.
n) Maintain the meeting minutes in separate minutes book.
o) Provide the narrative and financial report in the prescribed format (Annex 20) with-in

15 days of new academic year.

6. General Campus Rules for Students
The students code of conducts applies to all Gurukul Baylor’s Students:

a)

b)
©)

d)

e)
f)
g)

h)
i
i)
k)
)

The student shall care-fully read, understand and sign the code of conduct during the
induction program.

The student shall come to college wearing college’s uniform.

The student shall wear a decent and formal dress in college function and program in
request to wear other dress than uniform.

The student shall enter the college within the given time and study in the college till the
stipulated time.

The Student shall maintain at least 85% attendance throughout the academic session.
The Student shall enter the classroom five minutes before the class start-time.

The student shall not leave the classroom during class hour without permission from
the faculty.

The student shall ask permission with faculty to leave classroom during class hour.
The student shall share the dissatisfactions and complains in a dignified manner as per
the Feedback & Grievance Handing Guideline.

The student shall show respect to the faculty, staff, peer, junior and senior student of the
college.

The student shall treat classmates with courtesy and respect.

The student shall respect diversity and inclusion and shall not bully any student and
staff.

m) The student shall respect and follow the rules and regulations of the college.

n)
0)
p)
q)

r)
s)

t)

The student shall show the identity card to enter the college and keep ID card with them

during the time of stay in the college.

The student shall not make noise in college premises, classrooms, lab and libraries, and

to be disciplined.

The student shall not enter the college consuming tobacco, smoke, drug, alcohol and

other prohibited items.

The student shall not carry or consume tobacco, smoke, drug, alcohol and other

prohibited items in the college.

The student shall not conduct any illegal, unlawful or sexual activity in the college.

The student shall not use/wear/carry valuable jewelry and electronic devices inside the

college. The college shall not be accountable for any loss or damage.

The student shall protect the physical property, equipment, tools etc. owned or operated

by the college.

The student shall abide by the ICT Policy. The student shall organize a study tour,

picnic, travel etc. only with the permission of the college.

The student shall receive approval from the Extra-Curricular, Co-curricular, Extension
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& Sports Unit (ECCCESU) to form any group, committee, association and
organization.

w) The student shall participate in program and events after the formal approval from
College Chief and/or Program Director and/or Extra-Curricular, Co-curricular,
Extension & Sports Unit (ECCCESU) and/or Counseling, Placement & Tracing Cell
(CPTO).

x) The student shall not write or post anything that damages the reputation of the college.

y) The student shall not make any false statement about the college.

z) The student shall take written approval from the Public Relation, Promotion and
Communication Management Unit before any media interview and speech representing
the college.

7. Uniform
A uniform code of conduct helps maintain a sense of unity and professionalism among students
while representing the university in a positive light. It's important to be mindful of these
guidelines and to contribute to a respectful and inclusive campus environment.

a)

b)

g)

h)

)

k)

D

Students must wear proper uniform while entering the campus. They are given two
choices: 1) Shirt, pant, coat tie, leather shoes or 2) Track suit and shoes. Dress is optional
in certain occasion like in sport days.
Adherence to Dress Code: Follow the university's dress code policy, which may specify
attire requirements for various settings such as classrooms, laboratories, and formal
events.
Respect for Uniform Rules: Understand and respect any specific uniform guidelines
provided by your department, faculty, or the university. This includes rules regarding
uniform color, style, and accessories.
Personal Grooming: Maintain personal hygiene and grooming standards while wearing
the uniform. This includes cleanliness, neatness, and appropriate hair and personal care.
Uniform Consistency: Ensure that your uniform is in good condition and well-maintained.
Replace or repair items as necessary to maintain a professional appearance.
No Alterations: Avoid making unauthorized alterations to the uniform, such as cutting,
sewing, or adding non-standard items, without permission.
Uniform Off-Campus: Abide by the university's guidelines for wearing the uniform off-
campus, if applicable. Some institutions may have rules regarding when and where the
uniform should be worn.
Professional Conduct: Maintain professional behavior and attitude while in uniform, both
on and off-campus. Remember that you represent your institution when you wear it.
Uniform Identification: Wear your uniform in a way that clearly identifies you as a student
of the university, such as displaying the institution's logo or name appropriately.
Uniform in Formal Events: Wear the uniform when required for formal events,
ceremonies, or academic functions, following the university's guidelines.
Reporting Violations: If you witness any violations of the uniform code by fellow students,
report them to the appropriate university authority rather than addressing the issue
personally.
Safety Considerations: Ensure that your uniform does not compromise your safety,
especially in laboratory or practical settings. Follow safety guidelines provided by your
department.
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m) Respect for Diversity: Be sensitive to cultural and religious differences related to

n)
0)
p)

Q)

uniforms. Respect individual choices and beliefs regarding attire.

Uniform Replacement: Notify the university or your department if your uniform is lost,
stolen, or damaged beyond repair. Follow the procedures for obtaining a replacement.
Good Judgment: Use good judgment and common sense when wearing the uniform. Avoid
situations that could reflect negatively on the university or yourself.

Non-Discrimination: Ensure that uniform policies do not discriminate against students
based on gender, religion, ethnicity, or any other protected characteristic.

Feedback: Provide feedback on the uniform code and its implementation to the university
or relevant authorities to help improve uniform policies and practices.

8. Textbook and Stationery
Students must come to campus with necessary textbooks and stationery like copy, pencil or
calculator.

a)

b)

c)

d)

g
h)
i)
k)
k)

D

Textbook Use: Ownership and Responsibility: Treat textbooks as valuable resources.
Understand that you are responsible for the care and condition of the textbook assigned to
you.

Cover and Protection: Use book covers or protective materials to prevent damage to the
textbook's cover and pages.

No Defacing: Do not write, highlight, underline, or otherwise deface textbooks unless
explicitly allowed by the instructor or institution.

Handling with Clean Hands: Ensure your hands are clean when handling textbooks to
prevent smudging or staining pages.

Storage: Store textbooks in a safe and dry place when not in use. Avoid exposing them to
moisture, extreme temperatures, or direct sunlight.

Return and Accountability: Return borrowed textbooks on time and in the same
condition as received. You may be responsible for replacement costs if a textbook is lost
or damaged.

Sharing and Borrowing: Be respectful when sharing textbooks with classmates, and
return borrowed textbooks promptly and in good condition.

Stationery Use: Personal Stationery: Bring your own stationery items (e.g., pens, pencils,
erasers, rulers, etc.) to class to avoid unnecessary disruptions.

Sharing Stationery: If you lend or borrow stationery, do so responsibly and return
borrowed items promptly.

Noise Control: Use stationery items quietly and avoid creating noise or distractions
during class.

Waste Reduction: Minimize waste by using stationery efficiently and avoiding
unnecessary doodling or writing on non-essential surfaces.

Proper Disposal: Dispose of stationery waste, such as pen caps or pencil shavings, in
designated trash bins, not on the classroom floor or desks.

m) Respect for Classroom Property: Do not damage or vandalize classroom furniture or

n)
0)

property using stationery items.
Organization: Keep your textbooks and stationery organized within your workspace to
minimize disruptions and distractions.
Preparation: Ensure you have the required textbooks and stationery items for each class
to facilitate active participation and learning.
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p) Respect for Others: Avoid distracting classmates by tapping or clicking stationery items
during lectures or discussions.

q) Cleanliness: Keep your workspace clean and tidy. Dispose of trash properly and maintain
the overall cleanliness of the classroom.

r) Respect for Shared Resources: If classroom stationery or materials are provided by the
institution, use them responsibly and return them to their designated storage areas after
use.

s) Feedback: Provide constructive feedback to instructors or institutions regarding the
availability and condition of classroom textbooks and stationery.

9. Behavior to others
Students should behave politely and friendly to everyone they find in the campus. Personal
relations are secondary within campus premises and there should be formal environment in the
campus.

10. Mobile phone and other electronic devices

Students can come to campus with mobile phone. However, they are not allowed to use mobile
phone during campus hour. This is the facility given to them in case some emergency comes
related to their home affairs or job affairs. If students are found taking out mobile phone in
class or outside unnecessarily, they will be banned to take phone in campus again. If students
are found doing video recording or uploading any content in social media like tiktok, their
mobile might be sieged too. In case of any use of illegal activity with mobile phone, they are
responsible by themselves for the consequences.

11. Bus Use
Students can use campus bus for coming to campus and going back to their homes. Glacier
Education Foundation have provided bus in almost all surrounding cities for the students of
school level as well as campus level. Students who want to use bus have to fill up the bus use
form and the transport in charge will provide the facilities.

By following this code of conduct, students and other passengers can ensure a safe,
comfortable, and respectful environment while using the bus transportation system. It also
helps maintain the integrity of the service and ensures the safety and well-being of all
passengers. The following are the considerations for bus use:

11.1 Boarding and Exiting the Bus

a) Timeliness: Arrive at the designated bus stop on time to ensure the bus operates
efficiently and stays on schedule.

b) Queue Management: Form a orderly line while waiting to board the bus. Avoid
crowding or pushing.

c) Priority Seating: Give priority seating to individuals with disabilities, the elderly,
pregnant passengers, or anyone in need.

d) Boarding Order: Allow passengers to exit the bus before boarding. Wait for others
to disembark first.

e) No Rushing: Avoid rushing to secure a seat. Wait your turn in an orderly manner.
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11.2 Behavior Inside the Bus:

a) Respect for Others: Maintain a respectful and courteous demeanor while on the
bus. Refrain from loud conversations or disruptive behavior.

b) No Harassment: Do not engage in any form of harassment, bullying, or offensive
behavior towards fellow passengers or the bus staff.

c) Seat Availability: Do not occupy more than one seat unless it's necessary for
personal space, and there are available seats.

d) No Eating or Drinking: Consume food and beverages outside the bus. Eating and
drinking on the bus can create mess and odors.

e) Music and Devices: Use headphones when listening to music or watching videos
to avoid disturbing others.

f) Trash Disposal: Dispose of trash in designated bins or containers, if available. Keep
the bus clean.

g) No Vandalism: Do not deface or damage the bus in any way. Report any issues or
damage to the bus staff or authorities.

11.3 Safety and Emergency Procedures:
a) Seat Belts: If seat belts are provided, use them. Safety should always be a priority.
b) Emergency Exits: Familiarize yourself with the location of emergency exits and
exit procedures on the bus.
c) Evacuation: Follow the instructions of the bus staff in the event of an emergency
evacuation.

11.4 Payment and Fare Rules:
a) Payment: Pay the appropriate fare or present valid transportation passes or IDs
when boarding the bus.
b) No Fare Evasion: Do not attempt to evade fares or use fraudulent methods to ride
the bus.
c) Ticket Validation: If required, validate your ticket or pass properly to avoid
penalties.

11.5 Compliance with Rules and Regulations:
a) Follow Transit Authority Policies: Abide by all rules and regulations set by the
transportation authority or bus company operating the service.
b) Report Incidents: Report any issues, concerns, or incidents to the bus staff or
appropriate authorities.
c) Feedback: Provide constructive feedback to the transportation authority regarding
the quality of service and any improvements needed.

12. Do's and Don'ts in Campus
12.1 Students should do the following in the campus

a) Show Punctuality: Come to campus on time and go out of campus on time.

b) Use Proper Uniform: Wear proper uniform while coming to campus.

¢) Carry on needed materials: Come to campus with books and stationery as
needed.

d) Show politeness: Behave politely respectfully and friendly with all the people
they come in contact within campus premises.
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e) Use IT properly: Use IT materials gently and without making a damage

f) Follow Rules: Follow all national and international laws properly.

g) Attend Classes Regularly: Attend all your classes punctually. Regular attendance
is often a requirement for eligibility to sit for exams.

h) Respect Faculty: Show respect to your professors and instructors. Address them
with proper titles and maintain a polite attitude.

i) Engage in Discussions: Participate actively in class discussions and ask questions
when you have doubts. This helps in better understanding and retention of the
subject matter.

j) Submit Assignments on Time: Meet assignment deadlines. Late submissions
might lead to grade deductions.

k) Use the Library: Make use of the campus library and its resources for research
and study purposes.

1) Respect Campus Rules: Follow all campus rules and regulations, including dress
codes, if applicable.

m) Be a Responsible Citizen: Contribute positively to the campus community and
the wider society. Get involved in community service or extracurricular activities.

n) Seek Academic Support: If you face academic difficulties, seek help from tutors,
academic advisors, or student support services provided by the university.

0) Maintain Integrity: Avoid plagiarism and cheating in exams or assignments.
Maintain academic integrity at all times.

p) Stay Informed: Keep yourself informed about important dates, academic
schedules, and announcements. Check the campus notice board or official website
regularly.

12.2 Students should not do the following in the campus

a) Make noises: Do not make a noise outside or inside class

b) Show carelessness: Do not use computers or multimedia equipment carelessly

¢) Insult others: Do not Insult or humiliate anyone within campus premises.

d) Misuse Mobile Phone: Do not take out mobile phone and use it anywhere they
like

e) Bunk Classes: Do not bunk the class and go to other places during class hour.

f) Skip Classes: Avoid skipping classes without a valid reason. Excessive
absenteeism can lead to academic penalties.

g) Disruptive Behavior: Do not engage in disruptive behavior during classes or on
campus premises.

h) Academic Dishonesty: Never engage in cheating, plagiarism, or any form of
academic dishonesty. It can result in severe consequences.

i) Procrastination: Avoid procrastinating on assignments and studying. Last-minute
cramming can be detrimental to your learning.

j) Use of Unauthorized Materials: Do not bring unauthorized materials or
electronic devices into the examination hall.

k) Disrespect for Others: Show respect to your fellow students, staff, and faculty
members. Avoid disrespectful language or behavior.
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Violence and Harassment: Do not engage in any form of violence, harassment,
or bullying on campus.

m) Alcohol and Substance Abuse: Campus policies often prohibit the use of alcohol

and illegal substances on university premises. Comply with these rules.

n) Misuse of Campus Facilities: Use campus facilities responsibly. Do not damage

0)

or misuse property, equipment, or resources.
Ignoring Campus Notices: Pay attention to campus announcements and notices.
Ignoring important information can lead to problems down the line.

13. Electronic Device Use Related Policy Use Policy
13.1 Personal Electronic Devices (includes phones, cameras, laptops, tablets,
music/media devices etc.)

a)
b)
©)
d)
e)
f)

g)

h)

Students bringing their own devices (BYOD) to campus do so at their own risk
and must take full responsibility for these devices.

The campus accepts no responsibility for the safe storage, recharging, loss or
damage to these devices when at, or travelling to and from campus.

Teachers will decide how, when and where these devices will be used at cmpus,
particularly in classes.

Students must not use these devices to disrupt the learning environment or the
operation of the campus.

It is expected that phones and media players must be switched off and remain out
of sight during class time.

Misused devices may be confiscated by teachers. If confiscated, devices will be
stored at the campus office until the end of the day. In repeat cases parents will be
required to collect the device from the office on behalf of the student.

Devices must not be connected to any campus equipment or network infrastructure
without the express permission of campus staff.

Students using these devices to threaten, bully, intimidate or otherwise harass other
people at any time can expect disciplinary and/or police action to result.
Inappropriate use of these devices will be dealt with under the campus discipline
policy. Consequences may include suspension and restrictions on access for
periods of time.

13.2 Using the Campus Computers, Network and Student Netbook Computers.

a)
b)

©)
d)
e)
f)

Keep your password secure — do not give it to anyone. Change it regularly.

Any vandalism to the schools’ computer hardware or software systems will result 1
n the cancellation of system privileges and other disciplinary action.

Inappropriate use of the internet or cyber bullying will result in the cancellation of
system privileges and other disciplinary action.

Students are responsible for the charging, maintenance and security of their netboo
ks

Students who are suspended for a computer related offence will penalized or their
personal device permissions and access to the network withdrawn.

The period of suspension will depend on the violation they have made.
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g) The students or staff of the campus are strictly warned that they should not do any
illegal activity through computer or internet. They are responsible for themselves if
they perform any illegal activity including cyber-crime.

14. Multimedia Room Policy
By adhering to this code of conduct, students can create a conducive and respectful
environment in the multimedia room, ensuring that it remains a valuable resource for their
educational needs

a)
b)
c)

d)

g
h)
i)
)]
k)

)

Respect for Scheduled Sessions: Use the multimedia room only during scheduled
class or study sessions. Avoid unauthorized access to the room.

Prior Reservation: Reserve the multimedia room in advance if required for group
activities or presentations. Respect the reservation schedule.

Equipment Care: Treat the computer, projector, and other equipment with care.
Report any technical issues or malfunctions promptly to the appropriate authority.

No Unauthorized Downloads: Do not download or install software, apps, or files on
the computer without permission from the university or the designated staff.

Internet Usage: When using the internet, limit browsing to educational websites,
resources, and relevant content. Avoid accessing inappropriate or non-educational
material.

Responsible Content: Do not display or share offensive, discriminatory, or
inappropriate content on the projector screen. Respect the diversity of the university
community.

Volume Control: Keep the volume at a level that does not disturb other users in
adjacent areas. Use headphones if necessary.

Tidy Workspace: Maintain a clean and organized workspace. Dispose of trash
properly and leave the room in the same condition as you found it.

Security: Log out of any personal accounts and clear browsing history after use to
protect your privacy and the security of the computer.

Collaboration: Encourage collaborative learning by sharing the equipment and space
with fellow students when appropriate. Be respectful of others' needs for the room.
Silence in Study Areas: If the multimedia room is in close proximity to quiet study
areas, maintain a quiet and focused environment to avoid disturbing others.

Proper Shutdown: Shut down the computer and turn off the projector when finished.
Ensure all lights and equipment are turned off before leaving the room.

m) Reporting Issues: Report any damage, technical issues, or misconduct you witness in

n)
0)
p)

q)

the multimedia room to university staff or the appropriate authorities.

Compliance with University Policies: Follow all university policies and guidelines
regarding the use of multimedia rooms, computers, and technology resources.
Respect for Time: Start and end your multimedia room sessions on time to allow other
students to use the facility as scheduled.

Emergency Procedures: Familiarize yourself with emergency procedures and exits in
the multimedia room. In case of an emergency, follow university protocols.
Feedback: Provide constructive feedback regarding the multimedia room's facilities
and functionality to university authorities to help improve the learning environment.
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15. Classroom Behavior

a)

b)

g)

h)

1))

k)

)

Punctuality: Arrive to class on time and avoid disruptions by being punctual. Late arrivals
can disrupt the flow of the lecture.

Respect for the Professor: Show respect for your professors and instructors by listening
attentively, asking questions politely, and refraining from side conversations during
lectures.

Active Participation: Engage in class discussions and activities actively. This not only
benefits your learning but also contributes to a positive classroom environment.

Use of Electronics: Follow university and classroom rules regarding the use of electronic
devices like laptops and smartphones. Generally, they should be used for academic
purposes only.

Preparation: Come to class prepared by doing assigned readings or homework. This
ensures that you can actively participate in discussions and benefit from the lecture.
Respect for Peers: Treat your fellow students with respect. Avoid talking over others or
making derogatory remarks. Be open to diverse viewpoints.

Noise Control: Keep noise levels in check, especially if your class has a lecture-hall
setting. Private conversations, loud whispering, or disruptive behavior can be distracting.
Note-Taking: Take effective notes during lectures. This will help you in understanding
the material and preparing for exams.

Attendance: Attend classes regularly. Consistent attendance is often a requirement for
success in university courses.

Feedback: If you have concerns or suggestions related to the course or the professor's
teaching methods, provide constructive feedback through appropriate channels, such as
course evaluations.

Cleanliness: Keep your personal area clean and tidy. Dispose of trash properly, and help
maintain the overall cleanliness of the classroom.

Respect for University Property: Treat university property, including desks, chairs, and
equipment, with care and respect.

m) Compliance with Academic Integrity: Adhere to the university's policies on academic

n)
0)

p)

integrity. Plagiarism and cheating are serious offenses and can result in severe
consequences.

Professionalism: Approach your university education with professionalism. This includes
dressing appropriately for classes and being mindful of your conduct.

Etiquette during Exams: If you have exams in the classroom, follow the exam rules and
maintain silence to avoid disturbing others.

Exiting the Classroom: When the class is over, exit the classroom quietly and in an
orderly manner. Avoid rushing or creating noise as you leave.

16. Extra-curricular Activities Policy
Extracurricular activities can provide valuable opportunities for personal growth and skill
development. Adhering to a code of conduct ensures that these activities remain positive and
enriching experiences for all participants.

a)

Respect for Rules and Regulations: Students should familiarize themselves with and
adhere to the rules and regulations set forth by the university for extracurricular activities.
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b)

g)

h)

)

k)

D

Inclusivity: Extracurricular activities should be open to all interested students, regardless
of their background, gender, or other personal attributes. Discrimination or exclusion
based on such factors is not allowed.

Safety First: Prioritize safety during extracurricular activities. Follow safety guidelines,
wear appropriate gear (if applicable), and report any safety concerns promptly to the
organizers.

Respect for Authority: Show respect and cooperation toward the faculty, staff, and
volunteers who oversee extracurricular activities. Follow their instructions and guidance.
Maintain Academic Balance: Extracurricular activities should complement academic
commitments, not hinder them. Students should balance their participation in these
activities with their studies.

Ethical Behavior: Uphold ethical standards and sportsmanship in all extracurricular
activities. Cheating, unethical conduct, or engaging in any form of misconduct is strictly
prohibited.

Responsible Use of University Resources: If the activity involves the use of university
facilities or resources, use them responsibly and ensure they are left in the same condition
as they were found.

Commitment: If a student commits to an extracurricular team or project, they should
honor that commitment and attend practices, meetings, and events regularly.

Conflict Resolution: If conflicts arise within the group or during activities, attempt to
resolve them through constructive communication and, if necessary, involve a faculty
advisor or mediator.

Financial Responsibility: If there are financial commitments associated with an
extracurricular activity, such as membership fees or event expenses, students should fulfill
these obligations promptly.

Public Image: Be aware that your conduct during extracurricular activities reflects on the
university. Maintain a positive image and represent the institution with pride.

Social Media Etiquette: Use social media responsibly and avoid posting content that
could harm the reputation of the university or fellow students.

m) Environmental Awareness: In outdoor activities or events, practice environmental

n)
0)

p)

responsibility by disposing of waste properly and minimizing the impact on natural
surroundings.

Alcohol and Substance Use: Abide by university policies regarding the use of alcohol
and substances. These should not be used during or before extracurricular activities.
Reporting Misconduct: If you witness or are aware of any misconduct, violations of the
code of conduct, or unethical behavior during extracurricular activities, report it to the
appropriate university authority.

Feedback: Provide constructive feedback to the organizers and faculty advisors to help
improve the quality and effectiveness of extracurricular activities.
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17. Co-curricular Activities Policy
Co-curricular activities can enhance your university experience by providing opportunities for
leadership, personal development, and networking. Adhering to a code of conduct ensures that
these activities remain beneficial and enjoyable for all participants.

a)

b)

g)

h)

D

k)

)

Purposeful Participation: Engage in co-curricular activities with a clear understanding
of their educational or skill-building objectives. Recognize that these activities are meant
to complement your academic pursuits.

Respect for Diversity: Co-curricular activities often involve working with a diverse
group of peers. Show respect for differing backgrounds, opinions, and perspectives
within the group.

Commitment: If you commit to a co-curricular activity, honor your commitment by
attending meetings, rehearsals, or events regularly and being actively involved.
Leadership and Responsibility: If you hold a leadership position within a co-curricular
group, lead by example and take your responsibilities seriously. Promote a positive and
inclusive environment.

Conflict Resolution: If conflicts arise within the group or during activities, address them
through constructive communication and, if necessary, seek guidance from faculty
advisors or mentors.

Ethical Behavior: Uphold ethical standards, honesty, and integrity in all co-curricular
activities. Plagiarism, cheating, or any form of dishonesty is not acceptable.

Use of University Resources: If co-curricular activities involve the use of university
facilities, equipment, or resources, use them responsibly and follow university policies
for their use.

Financial Accountability: Be responsible for any financial commitments associated
with co-curricular activities, such as membership dues, event expenses, or fundraising
efforts.

Attendance and Participation: Attend co-curricular activities regularly and actively
participate. This contributes to the success of the group and helps you gain the most from
the experience.

Public Image: Your conduct during co-curricular activities reflects on the university.
Maintain a positive image, exhibit good sportsmanship, and represent the institution with
pride.

Social Media Usage: Use social media responsibly and avoid posting content that could
harm the reputation of the university, fellow students, or the co-curricular group.
Health and Safety: Prioritize your health and safety during co-curricular activities.
Follow safety guidelines and report any concerns promptly to organizers or advisors.

m) Environmental Responsibility: Practice environmental consciousness during outdoor

n)

0)

p)

activities or events. Dispose of waste properly and minimize environmental impact.
Alcohol and Substance Use: Adhere to university policies regarding the use of alcohol
and substances during co-curricular activities. Such use is typically discouraged or
prohibited.
Feedback: Provide constructive feedback to the leaders, advisors, or faculty overseeing
co-curricular activities to help improve the quality and impact of these experiences.
Continual Learning: Use co-curricular activities as opportunities for personal growth,
skill development, and learning. Reflect on your experiences and consider how they
contribute to your overall education.
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18. Involvement to social organization

a)

g
h)
i)
)]
k)

)

Involvement in social organizations: Involvement in social organizations can be a deeply
rewarding and impactful experience. By adhering to these points, students can make a
positive difference in their communities while also gaining valuable skills and perspectives
that enhance their education.

Purposeful Engagement: When getting involved in social organizations, have a clear
understanding of their mission, goals, and the impact they aim to achieve in the community.
Alignment with Values: Choose social organizations that align with your values and
beliefs. Your involvement should be meaningful and personally fulfilling.

Time Management: Balance your academic commitments with your involvement in social
organizations. Prioritize and manage your time effectively to fulfill both responsibilities.
Commitment and Consistency: If you commit to a social organization, honor your
commitment by attending meetings, events, and volunteering consistently. Reliability is
crucial for the success of these organizations.

Leadership Opportunities: Seek leadership roles within social organizations if you have
the interest and capacity. Leadership experiences can be highly rewarding and provide
valuable skills.

Collaboration: Work collaboratively with other members of the organization. Respect
diverse viewpoints and contribute positively to team dynamics.

Empathy and Compassion: Approach social work with empathy and compassion for those
you aim to serve. Recognize the dignity and worth of all individuals.

Advocacy and Awareness: Use your involvement in social organizations as a platform to
advocate for important causes and raise awareness about social issues.

Ethical Behavior: Uphold ethical standards, honesty, and integrity in all social work and
interactions. Transparency and trust are vital.

Cultural Sensitivity: Be culturally sensitive when working with diverse communities.
Respect local customs, traditions, and practices.

Community Engagement: Engage with the community you are serving in a respectful and
empowering manner. Listen to their needs and involve them in decision-making.

m) Health and Safety: Prioritize the health and safety of both yourself and those you are

n)
0)
p)

q)

assisting. Follow safety guidelines and seek guidance when necessary.

Documentation and Reporting: Maintain accurate records of your social organization's
activities and impact. Report progress and challenges to the organization's leadership.
Advocacy for Change: If you encounter systemic issues or barriers to social change,
advocate for policy changes or reforms that can address the root causes of problems.
Reflection and Self-Care: Regularly reflect on your involvement in social organizations.
Take time for self-care to prevent burnout and maintain your own well-being.

Continuous Learning: Use your involvement in social organizations as a learning
opportunity. Seek to expand your knowledge and skills related to the social issues you are
addressing.

Feedback and Evaluation: Provide feedback to the organization and participate in
evaluations to improve the effectiveness of its programs and initiatives.

Networking: Build a network of like-minded individuals and professionals in the field of
social work. Networking can open doors to future opportunities and collaborations.
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19. Rights as a student of GBC
These rights serve as the foundation for a fair, inclusive, and supportive educational
environment, and institutions should ensure that students are aware of and can exercise these
rights without fear of reprisal.

a)

b)

c)

d)

g)

h)

1))

k)

)

Right to Access Education: All campus students have the fundamental right to access
educational programs and resources provided by the institution.

Equal Opportunity: Campus students should be provided equal opportunities regardless
of their gender, race, religion, disability, or other protected characteristics.

Freedom of Expression: Students have the right to express their opinions and ideas freely,
both in and out of the classroom, as long as it does not disrupt the educational
environment.

Academic Freedom: Students have the right to engage in open and critical discussions,
explore diverse viewpoints, and pursue research and scholarship without censorship or
undue interference.

Privacy: Students have the right to privacy in their personal and academic matters,
including the confidentiality of their educational records.

Non-Discrimination: Campus students should not face discrimination, harassment, or
retaliation based on their protected characteristics or their exercise of their rights.

Right to Fair Evaluation: Students have the right to fair and impartial evaluation of their
academic performance. Grading should be based on merit and objective criteria.

Access to Services: Students have the right to access academic and support services, such
as counseling, career guidance, and disability accommodations.

Safety and Security: Students have the right to a safe and secure campus environment,
and institutions should take reasonable steps to ensure their safety.

Access to Information: Students should have access to information related to their
courses, academic policies, and institutional decisions that affect their education.

Due Process: Students have the right to due process in disciplinary matters, including a
fair and impartial hearing, the right to be informed of charges, and an opportunity to
present their side.

Freedom from Retaliation: Students have the right to report violations of their rights
without fear of retaliation or adverse consequences.

m) Financial Rights: Students have the right to clear and transparent information about

n)
0)
p)

q)

tuition, fees, and financial aid, as well as the right to request financial assistance when
needed.
Complaint Procedures: Students have the right to a clear and accessible process for filing
complaints or grievances related to their education or campus life.
Access to Campus Facilities: Students should have access to campus facilities, including
libraries, laboratories, and recreational areas, as needed for their education.
Freedom from Harassment: Students have the right to be free from harassment,
including sexual harassment, bullying, and intimidation.
Right to Representation: Students may have the right to representation, such as a student
advocate or advisor, in certain institutional processes.
Cultural and Religious Freedom: Students have the right to practice their cultural and
religious beliefs, and institutions should respect these rights.
Right to Protest: Students have the right to engage in peaceful protests and
demonstrations, subject to reasonable time, place, and manner restrictions.
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20. Canteen

Rules about canteen use are as given below:

a)
b)
¢)
d)
e)
f)
)
h)
i)
)
k)

)

Respect for Staff: Treat canteen staff with respect and courtesy. They are providing a
service, and polite behavior fosters a positive atmosphere.

Queue Etiquette: Follow the queue system while waiting to order food. Cutting in line
disrupts the orderly process and can lead to conflicts.

Hygiene: Maintain personal hygiene when entering the canteen. Wash hands before
eating, and ensure cleanliness while dining.

Cleanliness: Dispose of waste properly by using designated trash bins. Keep the dining
area clean by picking up after yourself.

No Wastage: Order only what you can consume to minimize food wastage. Wasting food
is not only disrespectful but also contributes to environmental issues.

Payment and Billing: Pay for your food promptly and honestly. Do not attempt to evade
payment or engage in theft.

Respect for Other Patrons: Keep noise levels down in the dining area to allow for a
peaceful atmosphere. Avoid playing loud music or engaging in disruptive behavior.

No Smoking or Alcohol: Refrain from smoking or consuming alcohol within the canteen
premises, as these activities are typically prohibited.

Table Sharing: Be open to sharing tables, especially during peak hours when seating is
limited. This promotes a sense of community.

Respect for Dietary Restrictions: Be considerate of fellow students with dietary
restrictions or allergies. Avoid bringing restricted items into the canteen.

Feedback: Provide constructive feedback to the canteen management regarding food
quality, service, or any concerns you may have. This helps improve the dining experience.
Timeliness: Respect the canteen's operating hours. Arriving late may result in limited food
options, as some items may have run out.

m) Personal Space: Respect the personal space of other diners. Avoid crowding or

n)
0)
p)
q)

r)

unnecessarily encroaching on others' areas.

Cultural Sensitivity: Be culturally sensitive when it comes to food choices and dining
practices. Respect diverse culinary preferences.

Safety: Follow safety guidelines, especially in self-service areas where hot or heavy items
are involved. Report any safety hazards immediately.

Canteen Policies: Familiarize yourself with and adhere to any specific canteen policies
or rules set by the institution.

Compliance with Health Guidelines: Follow any health and safety guidelines provided
by the canteen management, especially during health emergencies.

No Unauthorized Commercial Activity: Do not engage in unauthorized commercial
activities, such as selling products or services, within the canteen.

21. Drop Out and Transfer

21.1 Drop Out Condition
This policy emphasizes the university's support for students' individual choices while
ensuring that the withdrawal process is clear and fair. It promotes open communication,
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respects the privacy of the student, and maintains the possibility of future re-admission to the
university if desired.

Creating a policy regarding students who wish to leave the university for various reasons like
pursuing foreign study, employment, starting a business, or other personal choices should be
focused on providing guidance and support rather than imposing strict penalties. Here's a
framework for such a policy:
a) The student is considered to have been dropped out in any of the following condition
1. S/he is absent from campus for a month without any formal notice or information in
the campus.
2. The student does not fill up the board exam form
3. The student does not take board exam in any paper in the studying year.
4. The student informs the campus that s/he is voluntarily being dropped out from the
campus

b) The campus is not responsible for any academic activity for the dropped-out student.

c) Re-Admission: The student who was withdrown previously can join the campus for
further study based on the TU Rule.

d) The withdrawn student have to pay the concerned fee according to campus policy if s/he
needs any kind of support from campus like getting registration card or taking the
marksheet recommendation letter or like that.

21.2 Transfer and go to another campus
Any student who wants to transfer to another campus can transfer from GBC with the
procedure provided by Management dean office, TU. The person has to go through the
following process

a) Get letter from the receiving campus and submit it to GBC
b) Come with the application with proper cause to transfer the campus.
c) Pay all the necessary charges to GBC including the fee due.

21.3 Come to GBC by transferring from another Campus
Any student who wants to transfer to GBC from another campus can transfer has to come
with the application with proper cause to transfer to GBC. The campus administration will
take the basic test in written form and will take an interview along with his/her guardian. If
the person is eligible to get transferred legally and has a good character, s/he will be
admitted with admission and annual charges. S/he will have equal rights and responsibilities
to other students who have joined the campus since the beginning of the academic session.

22. Exam Policy
The exam policy of the student is as mentioned in "Exam Policy - 2080"

Students can view the policy in the campus website.
23. TU Board Exam Policy
a) Students must fill up the form of board exam on time when the notice is published. GBC
needs some days for work. So they have to submit their exam form before two days of the
final date.
b) Late arriving forms will not be accepted.
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c¢) Students have to fill their exam form by themselves. They should not blame any one else
for wrong paper submission in the form.

d) Some instructions are written at the back of the form which they get as an entrance card.
Students have to read the instructions provided in the card thoroughly before filling up the
form and before going to exam hall.

24. Certification Policy
The student who has passed all the subjects in board exam can take his/her transcript from
Tribhuvan University. They can take their character certificate from campus as mentioned
below:

a) They have to take library clearance from GBC library
b) They have to take account clearance from GBC account.
¢) They have to pay the character certificate charge

d) They have to fill up the form

e) They have to submit two pp size photos in formal dress

25. Fee Payment Policy
Generally, the class runs for 12 months in a year and the students have to Pay fee of 12 months
every year. However, it can be some more or less because of the routine made by Tribhuvan
University. A student has to pay fee every month. If they have problems with paying fee every
month, they can pay fee with registration form and with examination form. They should pay
fee of the whole year before they submit the exam form.

26. Scholarship and Free ship Policy
The scholarship policy of the student is as mentioned in "STAJ[x T fgHTae! — Jo¢0"

27. Migrating from TU
If a student wants to migrate from TU, s/he has to go to Examination Controller’s office in
Balkhu, Kathmandu and has to apply by himself/herself with necessary charge. Taking
Migration from TU means that s/he has no longer continued as a student in TU. The campus
will facilitate for providing necessary documents for migration. Students who want to take
migration has to pay all dues of the date they take migration. They have to clear other
responsibilities like library book too.

28. Research and Report

28.1 Academic Report for BBS Fourth Year

Every BBS fourth year student has to prepare a research report. A facilitator is provided
to support for the report. Student have to prepare PowerPoint slide about the report and
submit with the report. After finalizing the report, the student has to submit 2 copies of
hardcopy. They should send the soft copy of report and PowerPoint slide in campus e-
mail. The students have to give PowerPoint presentation with research team including
external evaluator.

The marking scheme of the research report will be as provided by Management Dean
Office of TU.
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The pass marks for this report as provided in the website is 40%, or 20 marks.

28.2 Research in scholarship

If a student wants to do research in the issue of national or international importance, s'he
can apply to campus with his/her proposal for some support from campus. The campus
management committee will study the proposal and can provide some financial support
if the CMC thinks that s/he really deserve for it.

29. Student Alumni
The policy of participating as alumni member is as mentioned in " Alumni Association
Constitution of GBC -2080"
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