
SOP OF THE STUDENTS ADVISORY COMMITTEE 

Composition: One Convenor and one representative from each department 

Scope: This committee deals with: 

1. Fee Concession offered to students by the college 
2. CR election 
3. Grievance/query redressal during admission process 
4. Open Day 
5. Orientation program and Freshers welcome for 1st year students 
6. Any other discussions or deliberations in the interest of students 

SOP for fee concession: 

Online Process: 

1. The committee decides the based on which the fee concession will be given 

2. A notice is issued to all the students through college website asking for applications, relevant 
proofs and bank account details.  

3. each department coordinators of the committee screens the applications based on the decided 
criteria 

4. Each department coordinators submits the final list of student’s department-wise. 

5. The committee approves the list. 

6. The list of students is submitted to account section with due approval of principal for further 
approval and disbursement through RTGS  

Offline Process: 

1. Notice to be displayed on the college website and notice boards of all the 
departments inviting applications from students belonging to economically weaker 
sections. Photocopies of important documents (and Bank Details of the Applicant) 
needed to be submitted with the notice are as follows: 

a. Marksheet of last exam given. 
b. Aadhar card 
c. Income certificate 
d. Ration card 
e. Bank Account Details of the Student. 

2. Students to submit the application with supporting documents mentioned above. 
3. The student advisory committee to hold meeting after receiving the applications. 

The applications are distributed to respective faculty representatives from each 
department of the college.  

4. Faculty representative to screen the applications as per the decided criteria and 
interact with the students with respect to missing documents (if any) or any other 
related matter. 



5. Faculty representatives to submit the list of students, department wise as per the 
decided criteria. 

6. The list of selected candidates is finalized by the committee and sent to the Principal 
for approval. 

7. Finally, the approved list of candidates is sent to account office for sanction of fee 
concession and the sanctioned amount is transferred to the students account 
through RTGS. 

Fee concession is given after verifying the following documents: 

1. Income Certificate 
2. Aadhar Card 
3. College ID card 
4. Bank account Details 
5. Attendance record of the student etc. 

 

 

SOP for grievance addressed during admission: 

1. Students who have queries regarding admission, send their queries at 
grievance@bcas.du.ac.in.  

2. All the students advisory committee members and PA to principal are given access to the 
email id 24x7. 

3. Grievance duty is divided among the members and grievance is address both in online as 
well as in offline mode (during admission hours). 

4. The grievance mails are replied within 24 hrs. 

SOP for other activities like: Open Day, fee submission and scholarship applications etc are done 
as per the instructions given by the college authority 

SOP for CR election: 

1. Permission is taken from the Principal for conducting CR elections. 
2. All the departments invite nominations from the respective classes for CR positions. 
3. Department Teachers finalise the nominations depending on attendance, regularity and 

class performance of the nominated students. 
4. CR Election is done in online mode (through Google Form) on a designated day on online 

mode. 
5. The CR list is approved by the Principal. 
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