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Introduction to the Academic Division 

The two main responsibilities of the Academic Division consist of Student 

registration and the other academic management matters of the University. 

The Academic Division is responsible for organizing and convening the Senate, 

the main academic authority of the University, and Senate Standing Committees 

regularly, namely Curriculum, Learning and Teaching Evaluation Committee 

(CULTEC), Appeals Committee, Admission Committee, Credit Transfer Board, 

Honorary Degree committee, etc. Apart from these, organizing and convening, 

     nd other Ad hoc committees of the 

University are also among the regular tasks of the Academic Division. Related to 

these meetings, the Division is responsible for the preparation of the agenda, 

recording the minutes of the meetings and communicating decisions of the 

meetings to the relevant entities and any other action required to facilitate the 

implementation process of their decisions. Apart from this, the Academic 

Division involves in the preparation of academic calendars, and follow up for 

obtaining approval for new study programmes . 

Student Registration consists of the enrollment of Students of the New Intake 

for the relevant academic year, and the administrative registration of senior 

students for each academic year until graduation, and registration of students 

to Certificate and Diploma Courses. Processing the holding of the Students 

Appeals Board and communicating its decisions, processing the selection of 

recipients for Scholarships and Medal Awards recommended by the Senate are 

other tasks within the purview of the Academic Division. In addition, issuing ID 

cards and record books, issuing letters of studentship, and related services are 

also among the responsibilities of the Academic Division. 

when required, the Dean’s Committee and other Ad hoc committees of the 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Any Other Task assigned by HoD 

iv 
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01. Student Registration New Intake 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

*Each step in the time frame depicts the time taken to complete each step after completing the previous 

step. 

0.Organizing the 
inauguration ceremony for 

the new students 

Issue students with printed ID 

cards 

07. Generate Temporary 

Student ID Cards by email. 

Process. 

01. Receive Decision from 

the Faculties on the expected 

intake and the allocation of 

resources 

02.Send the Relevant 

information to UGC 

04. Generate Temporary 

Student number and send it 

to students along with 5 

other relevant documents. 

03.Receive from the UGC via 

email the list of students 

selected for the University 

06. Generate student 

numbers and e-mail it to 

students. 

05.Enroll the new students 

to the University allocating 

to respective Faculties 

 

 
2 Weeks 

2Weeks from the date 

UGC letter is received 

 
 
 
 

2 Weeks 

 

5 Weeks 

 
 

 
2 Weeks 

 
 
 

4 Weeks 

Deans of the 

Faculties 

 
 
 

DR/SAR/Academic 

DR/SAR of 

Academic Branch 

Nominated team 

of clerical staff 

Dean/SAR/AR 

Academic/ 

Dean/AR 

Faculties 

 
 
 
 
 

 
DR/SAR/Academic 

a)  Deans approved 

expected intake 
 

b)  Admission 

Committee 

Decision 

Manual 

Registration 

Instruction Set 

× Student should 

produce original 

document. 

*Online 

Registration 
 

× Students 

should upload 

the certified 

copies to the 

system using 

the provided 

link 

Annexures. 
 

1.1. User Manual 

for online 

Registration 

1.2. The documents 

sent to students. 
 

a)  Letter from VC 
 

b)  The instruction 

sheet including the 

link 

c) Letter to Medical 

Officer 

Rules & Regulations Responsibility Time Frame. 
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02.  UGC Handbook & Senate Standing Committee for Admission 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

¶ Step 5 may be implemented before step 3 depending on the deadlines given by UGC. 

 
*Each step in the time frame depicts the time taken to complete each step after completing the previous 

step. 

01.Request 

Faculties to inform 

proposed no of 

students for 

respective intakes 

Process. 

 

03.Convene the 

Admission 

Committee. 

 
02. Compile the 

data received from 

Faculties 

 
 
 
 

Within Two 

Weeks from the 

date the request 

from UGC is 

received. 

Time Responsibility. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

The criteria specified 

by UGC for respective 

year. 

 

 
Annexures. 

2.1. Criteria specified 

by UGC (latest) 

Rules & Regulation. 

 
 

04.Table at Senate 

for approval. 

Next of Senate 

from the date of 

Admission 

Committee. 

 
 

One Week. 

 
 
 
 
 
 

Academic Division. 

 

 
Academic/ Deans 

Faculty. 

 
 
 
 
 
 

Deans of Faculties/ 

DR/SAR/Academic/UGC 

 
Within one week 

after the Senate 

meeting. 

 

05.Communicate 

the details to UGC. 
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03.   I. Administrative Registration for Senior Students- Manual 

 

a. Ensuring Registration for previous Academic Year. 
 
 
 

 
 
 

 

× Students are required to upgrade administrative registration every year until 

graduation. 

× Annual Registration was converted to an automated system W.E.F. February 2022. 
 
 

*Each step in the time frame depicts the time taken to complete each step after completing the previous 

step. 

01. Check if the 

student is eligible for 

registration. 

I. Is the studentship 

active? 

ii. Has the student 

registered for the 

previous Academic 

Year. 

02. If yes, proceed to 

current year 

registration 

03. If not, the student 

has to pay the arrears 

and renew registration 

for both previous 

Academic Year & 

current academic 

year. 

*Add surcharge 

Process. 

 
 
 
 
 
 
 
 

 
The date of 

commencement of 

year registration to 

be fixed by 

Academic Division 

annually. 

Time Frame. 

 
 
 
 
 
 
 
 
 
 

 
Academic Division/ 

Students. 

Responsibility. 

 
 
 
 
 

Senate approved 

guidelines on 

Annual Registration. 

Annexures. 

2.1. a) Sample 

voucher 

b) Formats 

2.2. Senate 

approved 

document. 

Rules & Regulations. 
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b. Registration for current Academic Year for Senior Students 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

*Each step in the time frame depicts the time taken to complete each step after completing the previous 

step. 

Process. 

 
03. Student has to Submit 

completed form & 

voucher to the Academic 

Division 

05.Daily check the updates 

& file a printed record 

04. Update the database 

with the information 

given 

 
 

07.Registration for course 

work  

06.Send the list of 

registered students to the 

relevant Faculty office 

 
After receiving the list 

registered list from 

Academic Branch 

Two weeks 

Two Weeks after the 

closing date of 

student registration 

 
 

 
One month 

 

Throughout the 

registration period 

 
After Completing 

Admin registration 

Academic 

 

Students 

Students 

 

Academic 

Academic 

Branch 

 

a) Only one voucher is 

issued to a student. 
 

b) Student should keep 

the Voucher student 

copy 
 

c) Student should 

ensure that 

registration is recorded 

book when relevant 

documents are 

produced. Voucher will 

not be accepted 

without record book. 

d) Students should sign 

in the relevant 

document after 

handing over Voucher. 
 

e) If it was detected 

that registration for 

previous year is not 

done or voucher or 

form is incomplete, it 

will be rejected. 

f) Students will be 

instructed to complete 

the form and check 

any back logs of 

registration. 

Annexures. 
 

2.II.1. Voucher and slip 

Rules & Regulations 

Respective 

Deans office of 

Faculties/ 

students 

 

Academic 

Time Frame. 

02.Student to obtain 

relevant from & vouchers 

01Advertise in the notice 

board 

Responsibility 
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c. Registration after interruption of Academic Registration. 
 
 

 

 

  
 
 

 
*Each step in the time frame depicts the time taken to complete each step after completing the previous 

step. 

2.Deferment. 

Student should 

produce relevant legal 

documents to renew 

registration. 

 

1.Suspension. 

Upon expiry of the 

suspended period, the 

student should 

produce relevant legal 

documents to renew 

registration, 

Rules & Regulation 

 

3.Medical Reason. 

Student should 

produce relevant 

medical documents 

with the 

recommendation of the 

UMO to renew 

registration. 

4.Cancellation. 

Registration is not 

allowed after 

cancellation of 

studentship. 

Responsibility 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
No fine is 

charged if legal 

document is 

produced. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Students/ 

Academic. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
One week from 

the date of 

submitting legal 

document. 

Process. Time Frame. 
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03.ll. Administrative Registration - Online 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

*Technical support, if required will be provided throughout the process. 

*Student Should make the payment only to the 16 digit codes generated by MIS. 

* The system enables the registration only if the previous year registration is completed. 
 

*Each step in the time frame depicts the time taken to complete each step after completing the previous 

step 

 
1.Enable on-line admin 

registration for respective 

academic year. 

 
Before the given deadline 

 
 

Accounts. 

2. Student should make 

the payment via online or 

upload the bank slip. 

 
4. Monitor the progress of 

registration weekly. 

 
 

DR/Academic 

Faculty office 

Or 

ICCMS 

6. Proceed with Academic 

/Course registration of the 

student. 

Within 2-week 

commencement 

of academic year. 

within 2 weeks 

after the 

deadline. 

5.Share the list of 

registered students with 

the relevant Faculty and 

the Centres 

 
 

DR/Academic 

 
 
 

On a Daily via MIS. 

Until and the 

payment are 

verified 

 
Student 

 
 
 
 
 
 
 

RTI Act & 

Policy Decision 

accepted by the 

Council of the 

UOK 

Section 11 & 

12Chapter XX of 

Establishments 

code 

Annexures. 

22.1. Policy 

Document on 

Student register. 

22.2. Policy 

decision 

 

 
DR/Academic 

Before one month from 

the commencement 

academic year, a date 

decided by academic 

division. 

Rule & Regulation. Responsibility Time Frame Process 
 

 
3. Verify the payment 
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04.  Registration for Certificate & Diploma Courses 
 

l. Registration for Certificate Courses (Part l). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

*Each step in the time frame depicts the time taken to complete each step after completing the previous 

step. 

 
01.Display notice 

calling for applications 

in Faculties. 

Procedure. 

 
03.Collect forms daily 

and enter the 

applications to the 

database 

 

02.Issue form and bank- 

slip to students. 

 
 
 
 
 
 
 

One Week. 

 

 
DR/SAR/ Academic 

One Month 

from the date 

decided by 

Department. 

Time Frame. 

 

 
DR/SAR/ Academic 

Responsibility. 

 
 
 
 
 
 
 
 
 
 
 
 
 

As approved for 

different 

Departments of 

study for respective 

certificate courses. 

 

 
Annexures. 

3.1. Application. 

3.2. Voucher. 

3.3. Slip. 

Rules & Regulations. 

05.When the Exam 

Division displays notice 

for part 1 examination, 

send the list of 

registered students to 

Exam Division. 

04.After the closing 

date of applications get 

printed list of 

registered students. 

 
 
 
 
 
 

One Month. 

 
 
 
 
 
 
 
 
 

 
DR/SAR/Academic 

Nominated team 

of clerical staff. 
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II. Registration for Certificate Courses (Part ll.) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

*Each step in the time frame depicts the time taken to complete each step after completing the previous 

step. 

One Month 

From the date 

fixed by 

Department. 

Time 

 

 
DR/SAR/ Academic 

Responsibility 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

As approved for 

different 

Departments of 

respective certificate 

courses 

Annexures. 

3.1. Application & 

other instructions to 

student. 

Rules & Regulation. 

02.Check part 01 

pass list and issue 

relevant form and 

bank slip to student. 

01.Display notice 

calling for 

applications in 

Faculties. 

 

03.Collect forms 

daily and enter the 

applications to the 

database 

05.When the Exam 

Division displays 

notice for part 2 

examination, send 

the registered 

student list to Exam 

Division 

04.After the closing 

date print the lists of 

registered students 

 
 
 
 
 
 
 
 
 
 

DR/SAR/ Academic 

Nominated team of 

clerical staff 

 
 

 
DR/SAR/ Academic 

 
 
 
 
 
 

 
One month 

 
 
 

 
One week 

Process. 
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llI. Registration for Diploma Courses. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

*Each step in the time frame depicts the time taken to complete each step after completing the previous 

step. 

 

 
01.Display notice 

for applications in 

Faculties. 

Process. 

 
 

 
HOD 

Responsibility. 

 
 
 
 
 
 
 

 
As approved for 

different 

Departments of study 

for respective 

certificate courses. 

Annexures. 

3.II.1. Instruction to 

student. 

a) Application. 

b) Voucher. 

3.II.2. Sample ID. 

Rules & Regulation. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Two Weeks. 

Time Frame. 

02.Check the 

documents and 

enter the details of 

applicants . 

 

DR/SAR/ Academic 

Nominated team of 

clerical staff. 

03.Prepare the ID 

cards and submit to 

relevant 

Departments. 

 
 
 
 
 
 
 

DR/SAR/ Academic 

04.Send the list of 

registered students 

to Examination 

Division when 

examinations are 

scheduled. 
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05. Issuing Student IDs. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

*Each step in the time frame depicts the time taken to complete each step after completing the previous 

step. 

With effect from 2021 student IDs are issued including QR code 

Process. 

Immediately 

after registration 

of new entrance 

Time Frame. 

04.Notice the 

dates for issuing 

IDs for different 

Faculties 

05.Issue the IDs 

06.IDs are issued 
to every 

registered 

student. 

07.If student ID is 

lost submit a 

request with a 

police report. Pay 

RS 500/= to the 

University Shroff 

counter and submit 

the receipt 

03.Verify student 

Information given & 

Print the IDs 

02.Request for 

stationery items to 

print student IDs 

01.Obtain Complete 

list of newly 

registered students 

 
 

One months 

 

Three Month 

 
Two Weeks 

 
 
 

 
DR/SAR/ Academic 

Division 

 
 
 
 
 
 
 
 
 
 
 
 
 

Academic Division 

 
 
 

Two Weeks 

One month 

 
 

 
One Day 

Academic Division 

 
 
 
 
 
 
 
 
 
 
 
 

*Student ID is 

issued to every 

registered student. 

*Students are 

required to keep it 

safe and produce to 

university 

authorities to prove 

the identity. 

 

 
Annexures. 

4.1. Specification & 

sample ID. 

Rules & Regulation. Responsibility. 
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06. Issuing Student Record Book 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

*Each step in the time frame depicts the time taken to complete each step after completing the previous 

step. 

01.Soft-copy of 

specification is sent to 

Deans of Faculties for 

verification. 

Process. 

 
 

One Month 

 
Dean 

Responsibility. 

 
 
 

One Day 

Rule & Regulation. 

 
 
 
 
 

Two Weeks 

Time Frame. 

06.If the Record Book 

is lost, the student 

should submit a 

request with an 

affidavit and pay Rs 

250/= to University 

Shroff counter and 

submit the receipt 

05.Issuing Record 

Books 

Two Weeks 

 

Three Weeks 

 

SAB/ Supplies 

Branch 

 

 
Dean/ Heads of the 

Departments 

 

Academic Division 

 
 

 
DR/SAR/ Academic 

Divisions 

Academic Division/ 

department of study 

 
 
 
 
 
 
 
 
 

*Student record 

book is issued to 

each registered 

student. 

*Administrative 

registration is 

recorded here for 

each Academic Year. 

 

 
Annexures 

5.1. Sample 

specifications 

a)  Sample pages. 

b)  Request to 

Supplies Branch with 

specifications 

04.Recording basic 

student information in 

the Record Books 

03.The proposed 

specifications are sent 

to the Supplies Branch 

for calling for 

quotations and 

printing. 

02.Soft-copy of sample 

specifications is sent to 

the Heads of 

Departments by the 

Deans for verification. 
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07. To Change the Name. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

*Each step in the time frame depicts the time taken to complete each step after completing the previous 

step. 

01.Student should 

submit a written request 

letter with Birth 

Certificate, and affidavit 

to the Academic Branch. 

Process. 

04.Updating the 

record to the MIS 

system. 

03.Granting approval 

to change the name 

 
 
 
 
 

Student 

Responsibility. 

02.Any change to the 

name must be made 

before sitting for the 

final exam. 

 
 
 
 
 

 
*The name of a 

student will be 

included in the 

degree certificate, 

only as indicated in 

registered records. 

*The name recorded 

in the University will 

be changed, only if it 

is recorded in column 

13 of the birth 

certificate 

Required 

Documents 

a. Request letter 

b. Affidavit 

c. Evidence to prove 

the name change 

 

 
Annexures. 

6.1. UGC Circular 

09/2021 

6.2. Format of the 

letter 

Rule & Regulation. 

At the Earliest 

convenience 

after amendment 

to 13th column 

Time Frame. 

05.Communicate 

relevant Divisions as 

follows. 

Dean/SAR/AR 

Faculty 

Director /ICCMS (If 

Faculty of 

Humanities & 

Social Science) 

Librarian Chief 

Medical Officer 

Director/Sports 

Director/Informatio 

n and 

Communication 

Technology Centre 

SAR/Examination 

SAR/Examination 

DR/SAR Academic 

Branch 

 
 
 
 
 
 
 
 
 
 

DR/SAR Academic 

Division 

Academic Division 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
One month 
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08. I. Visa Process for Foreign Students. 

a). Entry Visa Process. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

*Each step in the time frame depicts the time taken to complete each step after completing the previous 

step. 

 

 
01. Academic 

Division receives 

from Department 

the relevant details 

Process 

 
 

 
DR/SAR/ 

Academic 

 
 
 
 
 
 
 

 
DR/SAR/ 

Academic 

Vice Chancellor 

04.Submit the 

letter with 

necessary 

documents 

03.Obtaining 

signature of Vice 

Chancellor 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
2 days 

 
 
 
 
 
 
 
 
 

Documents to be 

submitted by Student 

a).  Application for an 

entry visa 

b).  Student passport 

copy 

c).  Recommendation of 

Dean of the Faculty 

d).  Police Clearance 

certificate 

 

 
Annexures 

 

7.1.  Application for 

Issuing visa/Extension 

(with relevant 

annexures) 

7.2.  Letter to controller 

of Immigration. 

7.3.  Vice Chancellor's 

Letter seeking security 

clearance CA s 

applicable. 

 

2 weeks 

Time frame 

Head of the 

Department 

through Deans of 

the Faculties 

Responsibility Rules & Regulation 

02.Preparation of 

letter to The 

Controller of 

Immigration and 

Emigration. 

Department of 

Immigration and 

Emigration, 
 

Through: 

Secretary/MOHE, 
 

Though: Chairman 

/UGC 
 

With Copies to 

Dean/Faculty and 

Head /Department 

. 
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b) Extension Visa Process 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

*Each step in the time frame depicts the time taken to complete each step after completing the previous 

step. 

 
 

01. Department 

Submission of 

required 

information to 

the Academic 

Division 

Process 

 
 
 
 

2 weeks 

Time frame 

 
 
 
 

Deans of the 

Faculties 

Responsibility 

Extension Visa letter. 
 

Complete 3 copies of 

applications titled 
 

''APPLICATION FOR 

RECOMMENDATION OF 

EXTENSION OF 

RESIDENCE VISA'' 
 

Recommended by the 

Head of the Department 

and Dean of the Faculty. 

* Student passport copy 
 

* Police Clearance 

certificate for some 

countries 

* The controller of 

Immigration and 

Emigration, 
 

Department of 

Immigration and 

Emigration 

 
 
 

 
Annexure. 

1.Application Format 

Rules & Regulation 

 
 

02. Prepare the 

required letter 

and obtain the 

signature of Vice 

Chancellor 

 
 
 
 
 
 

2 days 

 
 
 
 
 

2 days 

 
 
 
 

 
DR/SAR/ 

Academic 

 
 

 
DR/SAR/ 

Academic 

Vice Chancellor 

 
 

 
03.Submit to 

The Controller of 

Immigration 
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09. Scholarships and Medals  

I. Approval of New Criteria 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

*Each step in the time frame depicts the time taken to complete each step after completing the previous 

step. 

Head of the 

Department 

 

Head of the 

Department 

Responsibility Rules & Regulation 

 
 
 
 
 
 
 
 
 
 
 
 

 
Senate approved 

guidelines. 

Annexures 

8.1. FC guideline 

01/1999 

25.02.1999 

8.2. Senate 

recommendation 

177th senate 

20.10.2005 

Time frame 

02.Submit to the 

Faculty Board for 

its 

Recommendation 

01.The 

Department 

formulates the 

scholarship 

criteria 

Process 

04.Submit to the 

Council for its 

Approval 

03.Table the 

Scholarship 

criteria to the 

senate for its 

recommendation 

 
Two Weeks 

 
 
 
 
 
 
 
 
 

One month 

DR/SAR 

Academic 

Branch 

 

 
Dean/Faculty 

Academic 

Division 
Two Weeks 05.Communicate 

the decision to the 

Department 

06. Department to 

continue the 

process 

 
One month 

Head of the 

Department 
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II. Selection of the Scholarship grantee. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

*Each step in the time frame depicts the time taken to complete each step after completing the previous 

step. 

Process Time frame 

 
 
 

One month 

 
 
 
 

One month 

 

 
DR/SAR 

Academic 

Branch 

 
 
 
 

Head of the 

Department 

 
 

 
Academic 

Division 

 
 
 
 

Two weeks 

 

 
03.Communicate 

the Decision to 

the relevant 

Faculty 

 
 
 
 
 
 
 
 
 

Annexure: 

8.II.1 Guideline 

Amended by the 1st 

Finance Committee 

for the year 1999 

held on 25.02.1999 

Responsibility Rules & Regulation 

 

 
02.Submit to the 

Senate and the 

Council for its 

approval 

01.The 

Department 

proceed to select 

the student as per 

the Guideline and 

then submit to the 

Faculty Board for 

its 

recommendation 
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III. Payment Procedure (cash prize) 
 
 

 

 
*Each step in the time frame depicts the time taken to complete each step after completing the previous 

step. 

 
 
 
 
 
 

a. Financial 

Guidelines 

b. other criteria 

stipulated by the 

scholarship as 

applicable. 

Rules & Regulation 

 

 
One Week 

Time frame 

03.Produce 

cheque to the 

Department 

02.Submit the 

voucher to the 

Payments 

Division 

 
04. Cash prize to 

be awarded to 

the recipient by 

the 

Faculty/Departm 

ent 

 
Faculty /HOD 

DR/SAR 

Academic 

Branch 

01.Preparation 

of payment 

voucher with 

attached 

relevant 

documents 

Process 

 
One month 

 
 
 

 
One day 

DR/SAR 

Academic 

Branch 

DR/SAR 

Academic 

Branch 

Responsibility 
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   IV. Gold Medal 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
*Each step in the time frame depicts the time taken to complete each step after completing the previous 

step. 

 
 

Head of the 

Department 

Responsibility 

 
 

One month 

 

 
One month 

Time frame 

Head of the 

Department 

03.Submit the 

criteria for 

Senate 

recommendatio 

n 

02.Submit to the 

Faculty Board for 

its 

recommendation 

 

01.Department 

Formulates the 

criteria for the 

Gold Medal 

Process 

04.Submit to the 

Council for its 

Approval 

 
Two Weeks 

 

 
One month 

DR/SAR 

Academic 

Branch 

 

 
Dean/Faculty 

DR/SAR 

Academic 

Branch 

Two Weeks 
 

Send decision to 

the Examination 

Branch 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Criteria As per 

the suggestions 

of the Donor. 

Annexures. 

8.IV.1. University 

approved criteria. 

Rules & Regulation 
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V. Selection of the suitable candidate 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
*Each step in the time frame depicts the time taken to complete each step after completing the previous 

step. 

 
 
 
 
 
 

 
Annexure: 

8.V.1 Senate 

approved criteria 

regarding Medals 

Rules & Regulation 

Two weeks 

 
One month 

 
 

Next Senate 

meeting from the 

date of fb 

 
 

 
One month 

Time frame 

 
 

DR/SAR 

Academic Branch 

 

DR/SAR 

Academic Branch 

 
 
 

Dean/Faculty 

 
 
 

Head of the 

Department 

02.Selected list of 

students 

submitted to the 

senate with the 

recommendation 

of the Faculty 

Board 

01.The 

Department 

Selects the 

student as per the 

Guidelines. 

Submitted to the 

Faculty Board for 

its 

recommendation. 

Process 

 
04.Send decision 

of the Council to 

Examination 

Division and the 

relevant Faculty 

03.Submitted to 

the Council for 

approval 

Responsibility 
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VI. Payment procedure for the Gold Medal 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

*Each step in the time frame depicts the time taken to complete each step after completing the previous 

step. 

 
 

DR/SAR Academic 

Branch 

Responsibility 

 
 

 
One Week 

Time frame 

DR/SAR Academic 

Branch 

 
02.Submit the 

voucher to the 

Payments Division 

01.Preparation 

of Advance with 

relevant 

documents 

attached 

(relevant 

approval) 

Process 

04.Handover the 

Medal to the 

Examination 

Division to be 

awarded at the 

Convocation. 

03.Hand-overcher 

the cheque to the 

Department 

 

DR/SAR 

Academic 

DR/SAR 

Examination 

DR/SAR 

Academic Branch 

DB/Payment 

 
 
 
 
 
 
 
 
 
 

One day 

*If amount is less 

than Rs 5000/= 

process with an 

advance 

 

 
*If the amount is 

more than Rs 

5000/= follow 

procurement 

guidelines 

*If the student 

had already been 

graduated by the 

time the 

Department 

requests the 

medal, such 

medal will be 

handed over to 

the Department 

of study 

Rules & Regulations 
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10. Student Appeals 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

*Each step in the time frame depicts the time taken to complete each step after completing the previous 

step. 

DR/SAR/ 
Examination 

Responsibility Rules & Regulation 

Two weeks before 

Appeals Committee 

Time frame 

 
 
 

03.Convene the 

Appeals Board 

02.Forward the 

appeals to the 

relevant Deans for 

their 

recommendation 

DR/SAR/ 
Academic 

Deans of the 

Faculties 

01.Appeals 

collected Exam 

Division are handed 

over to the 

Academic Division 

Process 

 

1st Friday every 

month 

 
 
 
 
 
 

One week 

 

 
05.Communicate 

the decision to the 

relevant students & 

Examination 

Division 

06.Forward the 

minutes of the 

Appeals Board to 

the Senate 

 
 

Academic 

Division 

Within one month 

after confirmation of 

minutes at next 

meeting 

1-week after 

confirmation of 

minutes at the 

next meeting 

 

Academic 

Division 

 

Academic 

Division 

04.Table the 

recommendations 

at the Appeals 

Board 

 

DR/SAR/ 

Academic 

 
 

 
a) Prescribed format 

at the Examination 

Division for appeals. 

b)  Faculty approved 

criteria. 

c)  Composition 

approved by the 

Senate. 

d)  Approved criteria 

for student appeal by- 

laws. 

Annexures. 

9.I) Prescribed 

Application –Exam 

branch. 

9.ii) Committee 

Guidelines. 

9.iii) Composition 

9.iv) Registration 

Guidelines. 

9.v) Proposed 

criteria for Appeals 

process. 
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I. Request to complete the Degree Programme 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

*Each step in the time frame depicts the time taken to complete each step after completing the previous 

step. 

Process 

 
 

 
One month from 

the date of 

request 

Time frame 

 
 
 

 
DR/SAR/Academic 

Responsibility 

 

01.Verify whether 
the studentship is 
within 10 years. 

 
 

Table at Appeals 

Board with 

recommendation 

of the Dean 

Annexures. 

9.I.1 Senate 

decision for ten 

years period. 

340 senate 

27.02.2020 

Rules & Regulation 
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II. Deferment of the Academic Year 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

*Each step in the time frame depicts the time taken to complete each step after completing the previous 

step. 

Process 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
One month 

Time frame 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
DR/SAR/Academic 

Responsibility 

If not, submit to 
UCMO for 
recommendation 

01.On Medical 
ground 
If the medical 
report issued by 
a government 
entity, then 
submit to the 
Appeals Board. 

Table at Appeals 
Board 

Recommendation 

of the Dean 

02.For Financial 
reason 
recommendation 
of Dean 

Table at the 
Appeals Board 

On Medical reason 

student should send 

government medical 

If medical is private, it 

should be forwarded 

to University Medical 

Officer. After 

recommendation of 

the medical officer 

and Dean appeal 

should be tabled to 

Apples Committee. 

 
 

 
On Financial reason 

Student should send 

appeals with a 

certified letter of 

Divisional secretary 

and Grama seva 

Niladari 

Rules & Regulation 
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11. Senate 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Prepare documents to 

be submitted to the 

Senate 

Documents Tabled at 

Senate 

1. Minutes of Faculty 

Board meetings 

2. Documents 

submitted for the 

Approval of the Senate 

i.  The reports and memos 

of committee meetings 

chaired by the VC with 

the Senate members and 

memos to appoint 

members/ 

representative to the 

subcommittee meetings 

ii.The exam results of 

UOK and affiliated 

Institutes 

01.Preparation of the 

Senate meeting 

agenda with relevant 

annexures 

Process. 

03.Organize holding of 

the Senate meeting 

02.Circulation of the 

convening letter and 

the agenda with 

annexures and 

minutes of the 

previous meeting 

As per the year 

planner 

 

 
One Month 

 

DR/SAR/ Academic 

Responsibility. 

 
 
 

 
Academic 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Annexures. 

10.1. Section 26 (46) 

University Act. No.16 

of 1978 as amended 

by section 26 (46) 

UGC Act. No 07 of 

1985 

Rule & Regulation. 

 

Two Weeks 

Time Frame. 

 
 

Secretary to the 

Committee 

 
 

SAR/AR of Faculty 

 
 

 
SAR/ Exams 
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s/Units 

iii.The requests to appoint 

members for selection 

committees and 

appointment of Senate 

representatives relevant to 

all Academic Depts. 

 

 
Iv.The appointments to 

senate subcommittees and 

the reports of sub 

committee meetings 

 
 

v.The list of candidates 

selected to Diploma / High 

Diploma & Postgraduate 

Diplomas 

 

3) Documents of 

Recommendations for the 

Approval of the Council 

a)  Revision of 

syllabus 

b)  New syllabus 

c)Criteria by Laws 

d)List of Examiners 

e) Name Change 

f)  Assessment 

methods 

g)New 

Centres/Units 

 
 

 
04.Forwarding the 

recommendations of Senate 

for approval of the Council 

 

 

DR/Academic 

Establishment 

AR/SAR/ of Faculty 

HOD /Dean 

 
 

Secretary to the 

Committee 

 
 
 
 

DR/Academic 

Division 

 
 
 
 

One weeks from the 

date of Senate 
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j*It 

 

   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

It is the responsibility of relevant secretary of Committee/HOD/Director of center/ Institute/ to 

submit the document to Senate before the Specified date. 
 

 
*Each step in the time frame depicts the time taken to complete each step after completing the previous 

step. 

 
 
 

05.Communicating the 

Senate decisions of 

respective parties. 

 

 

 
Within two weeks 

from the 

confirmation of 

minutes of the 

respective Senate 

 
 
 

DR/SAR/ Academic 

Division 

HoD 

DR/Academic 

Within 2 weeks of 

obtaining council 

decisions 

*Council decisions are 

issued by Registrar’s 

office upon 

confirmation of 

minutes of the 

respective council. 

07. Submission of relevant 

applications to UGC with 

the approval of VC via 

Centre of Quality 

Assurance for the following 

matters 

1. New Degree 

Programmes 

2. Establishment of new 

Faculties /Academic Depts. 

3. Name Changes of 

existing degrees/ 

Departments 

4. Major revisions of 

curriculum 

5. Fallback qualifications 

/Early exit/Lateral entry 

06.Communicating 

decisions of the Council 

regarding matters 

submitted for Council 

approval. 

One Week from 

the date the 

Council decisions 

were received 

 
 

HoD 



27 
 

 
 
 

12. Curriculum, Learning and Teaching Evaluation Committee 

(CULTEC) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

*Each step in the time frame depicts the time taken to complete each step after completing the previous 

step. 

 
 

Academic 

DR/SAR/ 

Academic 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
Section of the Act 

46 (6) (VII) (A) 

Rules & Regulation 

 

One week 

 
two Week 

03.Organize 

conducting meeting 

02.Circulation of the 

convening letter and 

agenda with 

annexures and 

minutes of previous 

meeting 

01.Preparation of 

the Agenda CULTEC 

with relevant 

annexures 

 
05. CULTEC 

Prepare 

recommended 

documents to be 

submitted to the 

Senate 
 

06. Follow-up 

Decisions of CULTEC 

04. Faculty 

recommended 

Documents 

Revision of syllabus 

New syllabus 

Criteria By-Laws 

Assessment methods 

One week from the 

date of CULTEC 

 
 
 
 
 
 

As per the year 

planner 

With in two weeks 

from the date of 

Senate 

 

DR/SAR/Academic 

Division 

 
 
 

DR/SAR/AR of 

Faculty 

Academic 

Relevant HOD 

Process Time frame Responsibility 



28 
 

 

13. Dean Selection 

 

01.Convene the 
special Faculty 
Board chaired by 
VC 

02.Call for the 
nomination for the 
Dean by VC 

Process 

 
 
 
 
 
 
 
 
 

 
Once in 3 years 

 
 
 
 
 
 
 
 
 

*Once the date by 

special Faculty 

Board in fixed the 

process take place 

during the Faculty 

Board 

Time frame 

 

Relevant Dean 

Responsibility 

 

03.If there is more 

than 1 Nomination, 

an Election has to 

be declared. 

 
 
 

06. Vote cast by all 

the permanent 

Academic staff of 

the Faculty 

* Count the votes 
in the presence of 
nominees & 
Representatives 

05.Prepare 
relevant 
declaration Papers 

according to the 
Universities Act. 

04.Prepare ballot 
papers 

 

 
Vice Chancellor 

 

Vice Chancellor 

 

Read by Vice 

Chancellor 

SAR/Academic 

 
 
 
 

Registrar 

SAR/Academic 

Appointed officers 

for the task 

 
 
 
 
 
 
 
 
 
 
 
 

 
Annexures. 

12.1. Relevant 

section of the Act. 

University Act No 16 

of 1978 Section 

49(3) Amendment 

Act No .07 1985 

Section 29(a)(2) 

12.2. Declaration of 

election by VC. 

12.3. Calling 

nominations. 

12.4. Declaration of 

results of election. 

12.5. Letter to DR 

AE. 

Rules & regulation 
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Academic 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

*Each step in the time frame depicts the time taken to complete each step after completing the previous 

step. 

08.Submit the 

report to the next 

Senate Meeting 

07. The Vice 

Chancellor declares 

the results and the 

name of the elected 

Dean. 

 
Academic 

Registrar 

SAR/Academic 

Appointed officers 

for the task 

 

09.Communicate the 

decision to 

Academic 

Establishment to 

prepare the 

appointment letter 

and report to council 

 

Academic 

Establishment 

Division 
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14. Nomination of 2 Senate Representatives for the Council. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

*Each step in the time frame depicts the time taken to complete each step after completing the previous 

step. 

Process. 

Once in every 3 

years 

The process take 
place during the 

Senate meeting 

Time Frame. 

DR/Academic 

Responsibility. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

University Act No 16 

Of 1978 44 (1) (iv) & 

Amendment 24 (a) (i) 

(iv) 

Annexures. 

13.1. Relevant 

Section of the Act 

13.2. Declaration of 

election. 

13.3. Calling for 

nomination. 

13.4. Declaration of 

results. 

13.5. Letter to 

DR/AE. 

Rule & Regulation. 

05.Prepare relevant 

declaration Papers according 

to the Universities Act. 

04.Prepare Ballot Papers 

06.Vote by all the Senate 

members and counting 

process is followed 

 

 
SAR/ Academic 

Read by Vice 

Chancellor 

 

Within one 

month after the 

Election 

 
 

DR/ Academic 

Establishment 

SAR/Academic 

DR/ Academic 

Establishment 

 
Registrar 

Once the Council 

approval in 

received 

Deputy Registrar 

Academic 

Establishment 

 
 
 

Vice Chancellor 

01. Table the memo to 

Senate for Nomination of 

Representative for the 

Council n CULTEC 

02.Call for the nomination 

for the Senate 

Representative 

03.If there are more than 

two Nominations, declare 

of an election 

 

07.VC declares the 2 

representatives who 

receives highest no of votes 

 

08.Submit to the following 

Senate meeting & Council 

Meeting the 

recommendation of the 

Senate. 

 

09.Communicate the 

decision to Academic 

Establishment Division 
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One month 

 

15. Granting Emeritus Professor Status 
 
 
 
 
 
 

  

 
 

In Keeping with 

UCG Circular 960 & 

12/2021 

Annexures. 

14.1. UGC 

circular.12/2021 

  

 
*Each step in the time frame depicts the time taken to complete each step after completing the previous 

step. 

Head of the 

Department 

/Dean 

Responsibility 

 
 

One month 

Time frame 

 

 
DR/SAR/Academic 

02.Submit to the 

Senate Meeting 

01.Request at the 

Faculty Board by 

the relevant Head 

of the 

Department 

Process 

 
Senate Sub 

Committee 

 
 

 
DR/SAR/Academic 

 

05.Prepare a 

Senate Sub 

Committee Report 

and submit to the 

Senate and the 

Council for 

approval. 

04.Organize a 

Senate 

Subcommittee to 

consider granting 

of the post. 

03.According to 

the U.G.C Circular 

appoint a Senate 

sub committee 

06.Appointment 

letter prepared & 

issued by the 

Academic Division 

with the signature 

of the Vice 

Chancellor 

 

After obtaining 

Council approval 

 
 
 
 
 
 
 
 

One month 

 

DR/SAR/Academic 

Vice Chancellor 

Rules & Regulations 
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16. Awarding Honorary Degree. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

*Each step in the time frame depicts the time taken to complete each step after completing the previous 

step. 

Process. 

 
02.Submit at the Senate 

Meeting for its 

recommendation. 

 
 
 

 
Head of the 

Department/ Dean 

Responsibility. 

 
 
 
 
 
 
 
 
 
 
 

 
UGC Circular 908 

Annexures. 

15.1. Circular 908 

15.2. Guideline. 

15.3. Appointing 

Subcommittee 

member. 

15.4. Subcommittee 

report. 

Rule & Regulation. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Once Month 

Time Frame. 

04. Follow Senate Sub 

Committee decision for 

granting Honorary Degree 

07.Awarding the Honorary 

Degree at the Convocation 

06.If approved, submit 

Senate & Council decision 

to Examination Division 

05.Prepare Senate Sub 

Committee Report and 

submit to the Senate and 

Council and get the approval 

 
 
 
 
 

 
Senate Sub 

Committee 

 
DR/SAR/Exam 

DR/SAR/Academic 

Next available 

convocation 

01. Nomination of a 

person out of the 

institution proposed by 

Head of Department at 

the Faculty Board 

 

03.According to UGC 

Circular Appoint a Senate 

Sub committee 
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17. Approval for New Degree Programmes. 
 

¶ Internal Undergraduate Degrees/ Internal Postgraduate Degrees /External Degrees 

 

 

 
Head of the 

Department 

Responsibility 

 

 

 

 

 

 

 

 

 
SLQF Guidelines 

Annexures. 

16.1. Relevant SLQF 

Guideline list. 

(Downloadable from 

UGC QAC web.) 

16.2.QAC Check list. 

16.3. Council 

approve guideline. 

01.New Degree 

Programmes 

introduced by the 

relevant 

Department 

Process 

03.Submit to the 

proposal to the 

CULTEC With 

completed QAC 

02.Submit to the 

Faculty Board and 

get Approval 

 
Dean /Director 

QAC 

04.Submit the 

proposal to the 

Senate with CULTEC 

recommendations 

included. Senate will 

appoint 2 External 

Reviewers . 

 

 

 
 

DR/SAR/ Academic 

 

 

 
 

One month 

 

 

 

 

 

 

 
One month 

Rules & Regulations Time frame 
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*Each step in the time frame depicts the time taken to complete each step after completing the previous 

step. 

One month 
 
 

Submit 2 sets of 

documents to 

Director/QAC with a 

soft copy for 
processing 

After QAC Approval, 

submit the proposal to 

standing committee- 

UGC 

Prepare Two sets of 
documents (bound) 
with all Senate 
Recommendations, 
Council Approval, 
Action plan, Cooperate 
plan Reviews reports 
(with signature QAC 
Director, Dean/ Vice 
Chancellor) 

 
One month 

When the review 

reports are 

submitted 

Submit the proposal 

to the Council for 

Approval 

After getting the 

Reviewers Report, 

submit again to 

Senate and get its 

recomendation 

QAC 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

DR/Academic 
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18. Name Change of the Degree Programmes. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
*Each step in the time frame depicts the time taken to complete each step after completing the previous 

step. 

 

02.With the 

recommendation of the 

Faculty it should be 

submitted to the CULTEC 

and Senate for 

Recommendation 

04. Submit the proposal to 

the UGC with a covering 

letter signed by Vice 

Chancellor 

03.Submit to the Council 

for approval 

 
 

Head of the 

Department/ Dean 

Responsibility. 

 
 
 
 
 
 
 
 
 

 
Annexures. 

17.1. SLQF 

September 2015 

Rules & Regulation. 

 
 

When the need 

arises 

Time Frame. 

3 months 

*Time may 

extend if 

revisions are 

proposed by 

these boards 

 
 
 
 
 
 
 

DR/SAR/Academic 

Within one month 

from receiving 

Council decision 

Process. 
 

01. To change the name 

of a Degree programme the 

proposal must be 

Submitted to the relevant 

Faculty Board 
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19. Establishment of New Faculty/New Department / Name Change of 
Department. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
*Each step in the time frame depicts the time taken to complete each step after completing the previous 

step. 

02.Submit to the Faculty 

Board for 

recommendation 

 

 
Head of the 

Department/ Dean 

Responsibility. 

 
 
 
 
 
 
 
 

Annexures. 

18.1. Relevant 

Guideline 

*UGC Application 

with effect from 

01-03-2011 

Rule & Regulation. 

 
 

 
One Month 

*Time may 

extend if 

revisions are 

proposed 

Time Frame. 

 

04.Submit the proposal to 

the UGC with a covering 

letter signed by Vice 

Chancellor 

03.Submit the Proposal to 

the Senate and the Council 

for approval 

 
 
 
 
 

DR/SAR/ 

Academic 

 
Dean 

Two months 

*Time may 

extend if 

revisions are 

proposed 

 

Within one month 

from receiving 

Council decision 

Process. 
 

 
01.Preparation of the 

proposal by the Head of 

the Department 
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20. Central Dispatch Unit. 
 

I. Incoming letters 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
*Each step in the time frame depicts the time taken to complete each step after completing the previous 

step. 

02.Record all the 

incoming letters in the 

register. 

 
Cycle Order 

Responsibility 

 
 
 
 
 
 
 
 
 
 
 
 

 
Applies to normal 

& Registered 

letters alike. 

Steps 2 & 3 are to 

be done 

simultaneously. 

Rules & Regulations 

 
9.30 AM 

Time Frame 

 
04.Collect the letters of the 

respective sections and 

sign register. 

03. Classify the letters and 

put them to the relevant 

cells. 

 
05.Deliver the letters to 

respective Divisions and 

Faculties. 

 
 
 
 
 
 

Works Aid of 

faculties 

 
 
 
 
 

As each office aid 

come and collect 

letters. 

 
 
 

Cycle Order and 

WA of mail unit 

 
 
 

 
1hours 

Process 
 

01. Bring all the letters 

from the Post Office 

Kelaniya. 
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II. Out-going letters 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
*Each step in the time frame depicts the time taken to complete each step after completing the previous 

step. 

Time Frame 

 
 

04. Remit internal letters to 

respective cells. 

 
 

Work Aid of 

relevant sections. 

 
 

Work Aid of 

relevant sections. 

 
 

05. Collect & deliver the 

letters to relevant sections. 

 
Cycle Order & 

Work Aid of Mail 

unit 

 
As and when 

internal letters are 

received. 

Cycle order and 

Work Aid. 

 
2.30 PM 

03. Hand over all the 

external letters to the Post 

Office Kelaniya. 

02. Sort letters for 

Internal distribution and 

external delivery. 

 
 
 
 
 
 
 
 
 
 
 
 

If the letter handed 

over by a particular 

division exceed the 

postage value, of 

10,000 LKR per day. 

A special 

justification to be 

given by relevant 

HOD. 

 
 
 

 
Work Aide of 

different 

Faculties/Centers 

 
 
 

 
As and when WAs 

of different units 

reach the mail unit. 

Rule & Regulations Responsibility Process 
 

01. Collect letters 

from different 

sections/ units 
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III. Deposit Stamp Money 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

*Each step in the time frame depicts the time taken to complete each step after completing the previous 

step. 

Responsibility 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Issuing the Voucher 

& cheque are 

subject to approved 

financial guidelines. 

02. Prepare a voucher 

addressed to Postmaster 

General 

 
 

04. Issue the cheque 

03. Obtain the approval of 

DR/SAR for the voucher. 

 
 
 
 
 

1 day 

 

When the available 

stamp money goes 

below the limit of 

75,000 LKR. 

Time Frame 

 

 
Cycle Order 

 

 
Cycle Order 

 

05.Hand over the cheque 

to postal department and 

deposit (cash) money to 

the stamp machine. 

 

 
DB/Payments 

 

 
5 days 

 
 
 
 

 
DR/Academic 

 

 
Cycle Order 

Rule & 

Regulation 

Process 
 

 
01. Identify the need to 

deposit money. 
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21. Record Room 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

*Each step in the time frame depicts the time taken to complete each step after completing the previous 

step. 

Time Frame 

 
 

04. Hand over to record 

room with details of the 

content 

03. Obtain the approval of 

Registrar and Council. 

Upon expiry of 

active usage 

06. Issue Records on 

request by the relevant 

HOD 

HoD to provide evidence 

of need 

 

Whenever a request 

is submitted 

 
 

Respective 

HOD 

 

Record Keeper 

or Work Aide 

Respective 

HOD 

Within 2 weeks 07. Return the records 

back to Record Room 

Upon handing over 

to record room, on 

request of HOD. 

05. Issue a note of 

acceptance, locate the 

relevant category & Keep 

files in safe Conditions 

One week Respective 

HOD 

Respective 

HOD 

At the earliest 

convenience 

Respective 

HOD 

Immediately after 

active time is 

expired. 

02. Segregate the 

documents to be 

transferred to record room. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

RTI Act & 

Policy Decision 

accepted by the 

Council of the UOK 

Respective 

HOD 

Rule & Responsibility Process 
 

01. Identify the documents 

no longer in active usage. 

 

I. Acceptance of Documents to Record Room 
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II. Disposal of Records 

Process 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

3. Obtain approval of 

Registrar/Council for 

disposal. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

*Each step in the time frame depicts the time taken to complete each step after completing the previous 

step. 

 

4. Appoint a committee to 

scrutinize documents to be 

disposed. 

Appointed 

Committee/HOD 

DR in charge of 

record room 

5.Take action to dispose 

of the documents under 

the vigilance of the 

committee 

Registrar 

DR/SAR in charge 

of Record Room 

 
 
 

Within 1month of 

obtaining 

approval. 

Within 2 weeks of 

preparing and 

finalizing the list 

DR/SAR in charge 

of Record Room 

Respective HOD 

2. Prepare a list of 

documents to be disposed. 

Upon expiry of 

record period. 

Respective 

HOD 

 

Periodically or Case 

by Case basis of 

documents 

1.Inform the HOD when 

record period is expired. 

*For documents as 

stipulated by the RTI 

Policy 

 
 
 
 
 

RTI Act & 

Policy Decision 

accepted by the 

Council of the 

UOK 

Section 11 & 

12Chapter XX of 

Establishments 

code 

Annexures. 

20.1. RTI 

(Relevant 

section.) 

20.2. Discarding 

document 

Relevant section 

and 

Establishment 

code. 

 
DR/SAR in 

charge of 

Record Room 

Rule & Regulation. Responsibility Time Frame 

6. Record of disposed 

documents shall be 

retained by respective 

Departments. 

 
Immediately after 

disposal 

 
HOD 




