
STUDENT SECTION 
 Aim: The Student SecƟon Department our insƟtute is a vital administraƟve unit dedicated 

to addressing the needs, concerns, and overall well-being of the student body. Its primary 
objecƟve is to create an inclusive, supporƟve, and engaging environment that fosters 
academic success, personal growth, and holisƟc development among students. 

 

 Student Services: The department oversees various student services, including admissions, 
registraƟon, and enrolment processes. It assists students in navigaƟng administraƟve 
procedures, resolving issues related to academic records, and accessing support services 
such as counselling, disability accommodaƟons, and financial aid. 

 

 Roles and Responsibilities: 

 Scholarship AdministraƟon: Managing scholarship programs is another vital responsibility. 
This involves disseminaƟng informaƟon about available scholarships, assisƟng students 
with the applicaƟon process, evaluaƟng candidates, and disbursing funds to eligible 
recipients. 
 

 Bus Pass DistribuƟon: For students who rely on public transportaƟon, the insƟtute 
facilitates the distribuƟon of bus passes, ensuring they have access to affordable and 
convenient transportaƟon to and from campus. 
 

 Railway Passes: Similar to bus passes, the insƟtute also assist students in obtaining railway 
passes, parƟcularly for those commuƟng from distant locaƟons. This service can 
significantly alleviate the financial burden associated with transportaƟon costs. 
 

 Bonafide CerƟficate Issuance: Bonafide cerƟficates are oŌen required for various 
purposes, such as applying for internships, scholarships, or government schemes. The 
insƟtute handles the issuance of these cerƟficates promptly and accurately, ensuring 
students have the necessary documentaƟon when needed. 
 

 Marksheet DistribuƟon: AŌer exams, the department plays a crucial role in distribuƟng 
mark sheets to students. This process involves coordinaƟng with academic departments, 
ensuring accuracy in the records, and organizing distribuƟon events or methods to ensure 
all students receive their marksheets in a Ɵmely manner. 
 

 Fee Payment Assistance: The department provides assistance to students regarding fee 
payment processes, including clarifying fee structures, facilitaƟng instalment plans, and 
addressing inquiries or concerns related to financial transacƟons. 
 

 Document VerificaƟon: Students oŌen require various documents to be verified for 
academic or employment purposes.  

 InformaƟon Desk Services: Serving as a central point of contact for students, the 
department operates an informaƟon desk where students can seek guidance, assistance, 
or clarificaƟon on a wide range of maƩers related to college life, academics, and 
administraƟve procedures. 


