
Best Practice - II 

TITLE OF THE PRACTICE 

“University Duty Officer” 

 
Objectives of the Practice: 

 

 For the smooth and efficient running of all its academic and administrative 

departments, Amity University Madhya Pradesh appoints a weekly University Duty Officer 

who observes, monitors, checks and evaluates the various operations of the 

University.Where needed, the University Duty Officer also makes suitable 

recommendations for enhancing the performance of the University. The practice also aims 

to nurture a sense of belongingness and ownership amongst the faculty  by entrusting them 

with such grave responsibility and thereby grooms  them for future leadership roles. The 

University Duty Officer functions as an authorized representative of the University for a 

period of one week. 

 

The Context: 

 

Amity University Madhya Pradesh is committed to providing quality education to its 

students. To meet this objective, it is imperative that the University has the right ambience 

and academic support system in terms of  policies, practices, procedures and state of the art  

infrastructural facilities such as   laboratories, libraries, hostels, play grounds and mess etc.  

 

The efficient running of all these facilities and processesdepends not only on 

formulation of policies/ SOPs/ Statutes/ Ordinances etc. but also on how well the same are 

being implemented on ground. There is a need to carry out surprise checks on some of the 

aspects to ensure that orders/ instructions/ policies are being implemented on ground and all 

infrastructural support is in order.  

 

The Practice: 

 

To address this issue, the University appoints a weekly University Duty 

Officer(UDO) on roster basis from different schools/ institutes of the University. The UDO is 

the representative of the Vice Chancellor and takes instructions from the Vice Chancellor. To 

ensure the freedom to report fearlessly, at the end of his/her tenure, the UDO submits the 

confidential report directly to the Vice Chancellor.   

 

Duties And Responsibilities: 

 

1. The duties of the UDO commence on Monday and end onthe following Sunday. 

2. To assist him/ her in discharging   the assigned duties,the UDO is given a structured 

template that has columns for remarks on Mess, University Premises including 

Laboratories, Hostels, Canteen, Classrooms, Security and for any other Specific Tasks 

Assigned by the Vice Chancellor. 

3. During the course of the week, the UDO conducts at least 3 surprise checks on the 

Hostel Student’s  Mess to check the quality of food and adherence to menu.The UDO is  



also instructed to check the quality and quantity of stored groceries and general hygiene 

of the kitchen, the washing area as well as the dining area.  

4. The RO systems of the University are regularly checked by the UDO of the week, both 

in the Academic/ Administrative Blocks as also in the Hostel blocks.  

5. He/ She also conducts surprise checks on the cafeteria (located within academic blocks 

A, B & C) to ensure that the items are being sold at appropriate rates and are not past 

their expiry date.  

6. In addition to the above, the UDO also conducts surprise checks in Security area at the 

gate and within the campus, particularly at night, at timings specified by the Vice 

Chancellor during the briefing.  

7. It is the mandate of the UDO to randomly check if the documents are being maintained 

professionally in the various depts, laboratories and stores. 

8. The UDO checks the Attendance and due diligence of housekeeping staff. 

9. The functionality of fire fighting equipment, safety of AC plants, generators, diesel 

storage areas are regularly checked.  

10. The UDO also observes if all Classes are being conducted as per schedule and time.The 

task is specifically given by the Vice Chancellor for a particular Academic Block in 

rotation.  

11. In addition to the above, the Vice Chancellor assigns one particular task to each UDO 

that may not be specified in the template. 

Evidence of Success 

 

This measureof the University has had positive results on the environment.The entire 

University is always in a state of readiness as the UDO could conduct a surprise check at 

any moment of time. The most positive result has been on the Mess, which received the Eat 

Right India Five Star Ranking,conducted by Food Safety and Standards Authority of India. 

Further, there has not been a single security lapse since the inception of the University, as 

all the security guards are always vigilant. The students are not charged exorbitant prices or 

sold articles past their shelf life since the vendors are being constantly monitored. As the 

stock registers and other documents are also subjected to random scrutiny and lapses are 

reported to the Vice Chancellor, all department take  suitable measures to keep their records 

updated. There is neither any wastage of water through dripping/malfunctioning faucets 

nor is there any non working faucet or water cooler in the campus. All Washrooms are 

regularly surveyed and hence all remain fully functional all the time.UDOs are specifically 

instructed to check the state of the firefighting equipment, the readiness of ambulance and 

availability of its driver to prevent any mishap. The UDOs also pay particular attention to 

the infrastructure within the classrooms that supports learning and hence all OHD 

projectors, light bulbs, boards, benches and tables are in the perfect state of repair. 

 



Problems Encountered and Resources Required 

 

 In the implementation of this practice of appointing University Duty Officers, one major 

problem that the University encountered was in conducting surprise checks in the middle of 

the night. Since the UDOs come from all parts of the cityand are nominated irrespective of 

their gender, some of them  found it inconvenient to commute to and from the University. 

The University is also concerned about the safety and wellbeing of its faculty particularly 

during night commute.  In order to overcome these, the UDO is extended the facility to stay 

overnight in the University Hostel and his/ her boarding is also taken care of by the 

University.  
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Duty Roster (Mr. Sachin K Sharma) 

 

 
 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 


