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7.1.1 Measures initiated by the institution for the promotion of 

gender equity during the last five years.  

Other relevant Information 

S.No Particular Page No. 

1. 
Minutes-of-sexual-harassment-and-

anti-ragging 
2 

2. 
Handbook-on-sexual-harassment-of-

women-at-workplace 
63 

3. SOP - Security, Amity University Rajasthan 93 







S.No. Case Date of 
Complaint Members of Redressal Committee Action Taken Case 

Status 

1
Ms. Nikita Saraswat V/S Mr. Devender 
Kumar, Mr. Akhilesh Yadav, Mr. Yogesh 
Chaudhary

6/2/2020

Chairperson- Prof. Vinita Agrawal 
Member- Dr. Jayati Sharma Member- 
Mrs. Vigi Chaudhary Proctor- Dr. 
Rahul Tripathi

Case investigated report 
submitted to the registrar Closed

2 Ms. Manishs Singh V/S Mr. Nikhil Gupta 23/10/2019
Chairperson- Prof. Vinita Agrawal 
Member-Dr. Pankaj Kumar Pandy 
Member- Dr. Rahul Tripathi

Case investigated report 
submitted to the registrar Closed

3 Ms. Aishwarya Singh V/S Mr. Ankit 
Gangwar 28/9/2018

Chairperson- Prof. Vinita Agrawal 
Member- Dr. Jayati Sharma Member- 
Dr. Preeti Gupta  Member- Dr. 
Komal Verma Member- Dr. Puneet 
Bafna  Member- Mrs. Vigi Chaudhary

Case investigated report 
submitted to the registrar Closed

4 Ms. Isha Choudhary V/S Mr. Vutukuru 
Jyothindar 19/9/2018

Chairperson- Prof. Madhu Shastri  
Member- Dr.Durgesh Batra Member- 
 Dr. Preeti Gupta  Member- Mrs. 
Vigi Chaudhary 

Case investigated report 
submitted to the registrar Closed

5 Ms. Chandrika Bhati V/S Mr. Dinesh 
Singh Shekhawat 18/9/2018

Chairperson- Prof. Madhu Shastri 
Member-Dr. Nitin Bhardwaj 
Member- Dr. Durgesh Batra  
Member- Mrs. Vigi Chaudhary 

Case investigated report 
submitted to the registrar Closed
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6 Ms. Shambhavi V/S Dr. Deepak Salvi 21/2/2018

Chairperson- Prof. Uma Joshi 
Member- Prof. Madhu Shastri 
Member- Dr. Nitin Bhardwaj 
Member- Dr.Durgesh Batra Member- 
 Dr. Preeti Gupta  Member- Mrs. 
Vigi Chaudhary 

Case investigated report 
submitted to the registrar Closed

7 Ms. Tapal Almira V/S Mr. Ishan Trivedi 17/4/2017

Chairperson- Prof. Uma Joshi 
Member- Prof. Madhu Shastri  
Member- Dr.Durgesh Batra Member- 
 Dr. Preeti Gupta  Member- Mrs. 
Vigi Chaudhary 

Case investigated report 
submitted to the registrar Closed















































REGULATIONS

FOR BANNING RAGGING &

ANTI RAGGING MEASURES

TO BE ISSUED TO ALL STUDENTS

For Strict Compliance by Students

AMITY UNIVERSITY 
RAJASTHAN





1. SPECIAL  ADVISORY TO FRESHERS
 (a) Freshers should not hesitate or feel shy of reporting any incidence of    

ragging either as a victim or as a witness.
 (b) Freshers (particularly the hostel freshers) should move in groups. They    

should be advised that they may resist individually or collectively any    
attempt by senior(s) towards bullying or ragging and also immediately    
Report to any of the authority whose contact numbers are made available to   
them.

 (c) The important contact numbers should be entered and saved in their respective   
mobile phones.

2. ANTI RAGGING COMPLAINT BOXES
 Each Department and Director Administration will place Anti Ragging Complaint  

Boxes in the Departments and in the Hostels for students who may drop in their    
 complaints on any incidence of ragging which has not otherwise been reported for  

necessary action by the Anti Ragging Committee/Squads. The complaint   
Boxes will be checked daily by the Department/Warden/Director Administration  

IMPORTANT EMERGENCY CONTRACT NUMBERS (Round-the-Clock)

(i) Anti Ragging Control Room : 01426-405657

(ii) AUR Ambulance    : 9829576744 (Working : 24x7) 

(iii) Anti Ragging Monitoring Cell : 

BANNING RAGGING & ANTI RAGGING MEASURES
AMITY
UNIVERSITY

Maj. Gen. C. P. Singh (Retd) , Dean Student’s Welfare Convener  9461283545

Brig. G. S. Rathore (Retd), OSD  to Chairperson  Member 8875030070

Gp. Capt Ajoy Mudaliar (Retd), Director, Admin  Member 9602102551

Col. Prahlad Singh (Retd), Director, Hostel    Member 9784995091

Mr. Ashish Kumar, Director, DP& E, Dy. Director, ABS Member 9636742261

Prof. Deepshikha  Bhargava, Director, AIIT   Member 9828513311

Mr. Mahendra Singh , Dy. Director, Security   Member 9549419888

Dr. Dipa Chakrabarti, Coordinator, ASL   Member 9772557736

Mr. U C Srivastava, Dy. Director, Admin   Member 9549001555

Mr. Vikas Chauhan, Dy. Director, Admin   Member 9001767457

Ms. Jasbeen Chawla, Asst. Director, ASCENT  Member 9929092600

Ms. Shweta Sharma, Asst. Prof., ASET   Member 8239163927

Mr. Poonam Chaudhary,  Sr. Sports Officer   Member  9829493067

Mr. Mal Singh Khangarot, Marshal    Member 9571717709



BANNING RAGGING & ANTI RAGGING MEASURES

All fresher’s are advised to save these Mobile Numbers
in their Mobile Phones for any future need.

Other Important Telephone Nos. : 

AMITY
UNIVERSITY

Prof.  G. K. Aseri, Dy. PVC (FA) & Director , AIMT Member  9680001706

Mr. Sanjiv Singh Bhal, Proctor  Member  9828289458

Dr. Vinod Singh Gaur, Associate Prof., AIB Member  9414914732

Dr. Rahul Tripathi, Associate Prof., ALS Member  9928787767

Dr. Ratandeep Roy, Associate. Prof., ASET Member  9549141569

Dr. Rajni Parmar, Asst. Prof. , ALS Member  9309360600

Mr. Vinod  Sharma, Asst. Prof., ASET Member   9929939938

Mr. Deepak Panwar, Asst. Prof., ASET Member  7725928669

Mr. Nithin K, Asst. Prof., ASCo  Member   8891008303

Mr. Dharmendra Thakan, Sr. Hostel Warden – Boys Member  9829013327

Ms. Pooja Choudhary, Hostel Warden, Girls Member  9785060777
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REGULATIONS FOR BANNING RAGGING & 
ANTI RAGGING MEASURES

1. Aim
 To ensure that no ragging takes place in the University and make Amity University 

Rajasthan Campus ragging free by instituting stringent Anti Ragging measures and 
provisions for strict punishments to defaulters.

2. Terms of  Reference
  (a) Supreme Court Orders
 (b) UGC Draft Regulations and Guidelines

3. What Constitutes Ragging
  (a) Any disorderly conduct whether by words spoken or written or by an act   

which has the effect of listening, treating or handling with rudeness or any other 
student.

 (b) Indulging in rowdy or indisciplined activity which cause or is likely to cause   
annoyance, hardship or psychological or physical harm or to raise fear or   
apprehension thereof in a fresher or any other student.

 (c) Asking the students to do any act, perform something which such student will   
not do in the ordinary course and which has the effect of causing or generating a  

  sense of shame or embarrassment so as to adversely affect the physique or   
psyche of a fresher or any other student.

 (d) Teasing, embarrassing, humiliating, assaulting or using criminal force or   
criminal intimidation, wrongful restraining or confining or causing grievous   
hurt, kidnaping, extortion or molesting or committing unnatural offences or   
causing death or abetting suicide, use of criminal force, criminal trespass and   
intimidation.

4.  Prohibition of  Ragging
 (a) Ragging within the University Campus including its Institutions/Departments   

and Hostels is strictly prohibited. 
 (b) Ragging in any form is prohibited also in the private lodges/buildings where   

these University students are staying.  
 (c) Ragging in any form is prohibited in Hostel, Mess, Canteen, Cafeteria &   

Transport (College & Private).

5. Punishment
 Ragging is a cognizable offence under the law and the punishment to be meted out   
 has to be exemplary and justifiably harsh to act as a deterrent. It may include one or  
 more of the following :-
 (a) Cancellation of admission, suspension, rustication or expulsion from the   

University / Hostel. 
 (b) FIR with the police and arrest. 
 (c) Collective punishment may be imposed where involved persons are not identified.
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6. Measures for Curbing Ragging
 (a) Before Admissions
  (i) Application form and especially the Registration Form at the time of    

Registration for a semester will require two Affidavits on Rs. 10/-     
Non Judicial Stamp Paper each, duly notarized, one signed by the     
student and the other signed by the parent. Draft of the Affidavits     
required are given at:-
Ÿ Annexure I - By the student
Ÿ Annexure II - By the parent  

  (ii) A student will not be admitted/registered until the Affidavits mentioned    
above are submitted. 

  (iii) Students who are allotted Hostel Accommodation are required to 
submit the details of parents and local guardian along with their 
photographs on the form as at Annexure III. Students will not be 
registered and assigned Hostel seat until the above documents are 
submitted at the time of registration for the Hostel.

 (b) On Admission & Registration
  (i) Every student, at the time of Registration  will be given the Leaflet    

giving details of Anti Ragging Regulations for which he/she will sign    
having received it and its Record will be maintained in the     
Institution.

  (ii) The Leaflet will have a ‘Section for Freshers’ which will give     
instructions on whom to contact in case of incidence or attempt at     
ragging. This would include contact mobile numbers of Proctorial    
Board, selected persons from General Administration. Anti Ragging    
Committees/Anti Ragging Squads and the Anti Ragging Control Room.

 (c) Particulars Required at the Time of Registration:
   (i) Every non-hostel student, at the time of Registration will provide full    

particulars of his stay during the semester, whether staying with parents,    
relatives, friends, hired hostel/PG accommodation. The details will    
include full address, name and contact number of the person at the    
address in the forms as given below:-
Ø  Registration cum Enrollment Form for Freshers- Annexure IV
Ø  Registration Form for Second Semester onwards- Annexure V

  (ii) Only one copy is recommended from the students. Institute wise     
information can be provided to Proctor and at Main gate.

7. General Instructions   
 (a) Anti Ragging Committees
  (i) Each Department will form an “Anti Ragging Committee” headed by    

the Director/Deputy Director/Programme Coordinator. It will comprise    
of selected faculty members, parents, students from the freshers 
category as well as seniors and selected Non-teaching staff.
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(ii) This Committee will be fully and totally responsible to ensure that no incidence 
of ragging as given in this regulations takes place and will also   
monitor and ensure that the instructions of this “Regulations must be  
followed” .

 (iii) The Committee will also maintain alert vigil at all times and ensure that the  Anti 
Ragging Squads of the Institutions carry out their functions properly.

(b) Anti Ragging Squads
 (i) Each Director/Deputy Director/Programme Coordinator will constitute a  

number of Anti Ragging Squads. The number of squads will be based on the 
number of blocks/floors and strength of the students so that the Anti Ragging 
Measures can be effectively implemented.

 (ii) Anti Ragging Squads will comprise of senior faculty members and responsible 
representatives of senior and fresher students. Its function will include going 
around / patrolling the Department and the Campus common areas, maintain 
vigil at all times on all days by rotation as decided by Director/Deputy  
Director/Programme Coordinator and take action if they notice any incidence of 
ragging either in their Department or any other Department/or in the Campus.

 (iii) The Squads will also have the responsibility to investigate incidences of ragging   
and to report to the Anti Ragging Committee / Anti Ragging Control Room for   
immediate action/punishment wherever required.

 (iv) Director/Deputy Director/Programme Coordinator will forward the Names of   
Anti Ragging Committee and Squad  to Chairman Anti Ragging Monitoring Cell 
and Proctor of the University.

 (v) On the report of Anti Ragging Squad or any other person who witnesses the   
incidence of ragging or on the complaint of any fresher student, immediate   
action will be taken by the Anti Ragging Committee to decide appropriate   
punishment from the list of punishments in the Regulations and award it with   
intimation to the University Administration.

8. Instructions specific to Hostels

 (a) The hostels for the fresher students will be in separate hostel blocks. The fresher      
  hostel blocks will be barricaded by boundary walls/barbed wire fences and entry   

into the freshers hostel will be manned by security staff round the clock.
 (b) No one, particularly senior students will be permitted to enter the freshers hostel  

at any time. Similarly fresher students are not permitted to visit hostels of senior     
students. The responsibility for ensuring the above instructions will be of the  
security guard / guards on duty at the entry points to the freshers hostels.      
Responsible security guards will be detailed by Director Security. The duty 
roster of the security guards for freshers hostel will be given to Anti-   
Ragging Control Room.

 (c)  All students will report back in their respective hostel rooms latest by 09:00 PM.
 (d) Proper attendance of hostel students both freshers and seniors will be taken at 9:30 

PM daily by members detailed from the Anti Ragging Squads and the     
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  attendance report will be submitted to - Anti Ragging Control Room   
and one copy each to Director Hostel  & Registrar on daily basis.

 (e) All hostel students will abide by the Hostel Rules in addition to the Anti   
Ragging Regulations.  

 (f) All Day Scholars are required to leave the Campus latest by 05:00 PM /   
  presence of Day Scholars in the Campus will not be permitted beyond 05:00 PM    
  and on holidays unless specifically allowed under the authority of  the respective 

Director/Deputy Director/Programme Coordinator. Strict disciplinary action   
will be taken if a day scholar is seen in the Campus after 05:00 PM or on holiday   

  without proper authority. The timings for reporting back into the hostel for 
hostlers and entry/ presence in the Campus of day scholar may be reviewed and 
revised after 30th September.

9.  Anti Ragging Patrols
  Anti Ragging Patrols will  be detailed by the Registrar.  These   

patrols will operate 24 hours on all days in the campus, hostel (both inside &   
outside the campus) particularly where freshers are staying.

10. Anti Ragging Control Room (Tele No. 01426-405657)
  (a) One Anti Ragging Control Room will be established in Campus under    

the direction of AUR Anti Ragging Monitoring Cell. The control Room 
will be manned 24 hours based on the duty roster issued by the Monitoring 
Cell. It will be manned by one faculty member and one security guard in 
each shift.

  (b) Anti Ragging Control Room will be equipped with land line and mobile    
telephone numbers which will be made widely known to all concerned.

11. Anti Ragging Monitoring Cell
The Anti Ragging Monitoring Cell will be established at the University level and 
will be totally and fully responsible to ensure that all Anti Ragging Rules, 
Regulations and Measures are strictly followed. The Monitoring Cell will also 
ensure that appropriate action is taken in all incidences of ragging. Its endeavor 
will be to make Amity University Rajasthan “Ragging Free”.

12. Anti Ragging Execution Cell
  The Anti Ragging Execution Cell will function directly under the directions of 

the Monitoring Cells and Coordinate its activities with the Anti Ragging 
Committees, Anti Ragging Squads & Patrols.

13. Responsibilities and Reporting
  (a) The Anti Ragging Monitoring Cell and Proctorial Board will be    

responsible for implementation of all Regulations and functions under the   
overall direction of the Vice Chancellor.

  (b) The Anti Ragging Execution Cells will be responsible to function under   
the direction of the Monitoring Cells/Anti Ragging Control Room and will 
coordinate with the Anti Ragging Committees, Anti Ragging Squads and 
Patrols.
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14. Action Procedure
  (a) Anti Ragging squads and Anti Ragging Patrols will immediately report   

any incidence of ragging or abetment of ragging noticed by them to the   
Anti Ragging Control Room immediately and also to the Anti Ragging   
Committee of each Department.

  (b) Faculty in-charge of the Anti Ragging Control Room will recommend    
the action as per the situation which may include(s):
Ÿ Immediate suspension of involved students
Ÿ Sending reinforcements or any medical help, if required. 
Ÿ Forward the report of incident to the Anti Ragging Committee and the 

Monitoring  Cell.
  (c)  The Anti Ragging Committee of the concerned Department will examine   

the report and recommend appropriate punishment which will be awarded   
after the approval of the Monitoring Cell. 

 15. Freshers Introduction/Induction
  A systematically organized Freshers Introduction Get together party will be 

organized by various Departments as per policy issued by the VC which would 
conform with the decorum and dignity as expected by the University and act as a 
forerunner for introductions and ice breaking between seniors and freshers.

********
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AFFIDAVIT BY THE STUDENT
(ON Rs. 10/- STAMP PAPER)

I, ____________________________________________________________________  

S/o / D/o of Mr / Mrs _____________________________________________________

Resident of ____________________________________________________________

do hereby solemnly affirm and declare as under:

1. That I am a student of Amity University Rajasthan in its____________________ 

 ________________________________________________________ Course/ 

 Programme.

2. That I have received and gone through and understood the Amity University 
Regulations for Banning Ragging and Anti Ragging Measures, on curbing the 
menace of Ragging, to be followed by all the students.

3.  I hereby solemnly affirm that

Ø I will not indulge or involve myself in any behavior or act that may come      
under the definition of ragging.

Ø I will not participate in or abet or propagate ragging in any form.

Ø I will not hurt anyone physically or psychologically or cause any other harm.

4. I have fully understood that if found indulging or guilty of any aspect of ragging 
within or outside the University Campus. I may be punished as per the provisions 
of the Amity University Rajasthan Regulations for Banning Ragging and Anti 
Ragging Measures, Maintained above and / or as per the law in force and for 
which I will be solely responsible and shall not claim any compensation 
whatsoever from the University, or its office bearers.

 Deponent

VERIFICATION: Verified at __________on this _______day of _________ 20 _____,

that the above affidavit is true and correct.

   Deponent

Name:     Address & Contact No. :
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AFFIDAVIT BY THE PARENTS
(ON Rs. 10/- STAMP PAPER)

I,  ___________________________________________________________________

S/o / D/o of Mr./Mrs. ____________________________________________________

Resident of ____________________________________________________________

do hereby solely affirm and declare as under:

1. That my son  / daughter/ward Mr./ Ms/ _______________________________

 _______________________  is a student of Amity University Rajasthan in its 
____________________________Course/Programme.

2. That I have gone through and fully understood the Amity University Regulation & 
for Banning Ragging and Anti Ragging Measures, on curbing the menace of 
Ragging, to be followed by all the students.

3. I assure you that my son / daughter / ward will not be involved or indulge in any act 
of ragging that may come under the definition of ragging.

4.  I have fully understood that in case my son / daughter / ward will be found 
indulging or involved in Ragging within or outside the premises of the University, 
he / she shall be appropriately punished for which he / she shall be solely 
responsible. I or my son / daughter shall not hold liable the University or any of its 
officials for any loss (s), damage (s) and shall not claim any compensation from 
the University or its office bearers.

 Deponent

VERIFICATION: Verified at ____________on this _________day of ___ ___20 _____,

that the above affidavit is true and correct.

   Deponent

Name:     Address & Contact No. :
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Annexure - III
Form No ...........................

AMITY HOSTEL
REGISTRATION / RE-REGISTRATION FORM 20___-20___

(Last date for submission along with receipt for Hostel Fee __________)
(PLEASE USE CAPITAL LETTERS)

Personal Particulars

 Name ........................................................................................ 

 Programme ...............................................................................

 Batch ........................................................................................

 University/Institution Enrolment No. .......................................

 Mobile No. ...............................................................................

 Email ID ...................................................................................

 Blood Group ............................................................................. 

 Medical History (deserving special attention) ...........................

 .................................................................................................. 

Type of Accommodation  (Please tick) :  AC  Non AC

Family Particulars

 Father 

 Name ........................................................................................

 Occupation ...............................................................................

 Address .................................................................................... 

  ...................................................................................... 

 Mobile No. ................................................ Tel. ......................... 

 Email ID....................................................................................
 

 Mother

 Name ........................................................................................

 Occupation ...............................................................................

 Address .................................................................................... 

  ...................................................................................... 

 Mobile No. ................................................ Tel. ......................... 

 Email ID....................................................................................

 

 

Photo

Photo

Photo
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Photo

Local Guardians
 Local Guardian 1

 Name ........................................................................................ 

 Relationship .............................................................................

  Occupation ..............................................................................

 Address .................................................................................... 

  ...................................................................................... 

 Mobile No. ................................................ Tel. ......................... 

 Email ID....................................................................................

 Local Guardian 2
 

 Name ........................................................................................

 Relationship .............................................................................

 Occupation ...............................................................................

 Address .................................................................................... 

  ...................................................................................... 

 Mobile No. ................................................ Tel. ......................... 

 Email ID....................................................................................

UNDERTAKING 
 1.  I hereby affirm that I have read and understood the Rules and Regulations   

of  Hostel and of the Amity University  Rajasthan and will abide by them.
 2. I convey my willingness to accept the Hostel Accommodation ON/OFF Campus   

as allotted to me.
 3.  My aggregate attendance is ............ or above for the last academic year (for  

seniors only). 
 4. I affirm that I was not involved in any indiscipline case nor in any such case   

pending against me (for seniors only).
 5. I certify that the above information is correct. My hostel allotment may be   

cancelled if any of the above information is found to be incorrect.
 6. I will inform the Hostel Administration promptly if there is any change in the   

status of the above information.

 (Signature of Student)    (Signature of Parent)

 Name: ________________________  Name: _____________________

 Date :  ________________________  Date : ______________________

 For Hostel Office use only

 Date & Time        Received By            Hostel Warden

Photo
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Annexure - IV

AMITY UNIVERSITY
RAJASTHAN

REGISTRATION-CUM-ENROLMENT FORM

(FOR FRESH STUDENTS)

Name of the Institute
Programme Enrolled For  ...............................................................
Academic Session  .............................................................. 
Admission Category  ..............................................................
Full Name of the Student  ...............................................................
Father’s Name   .............................................................. 
Father’s Occupation  ..............................................................
Mother’s Name   .............................................................. 
Mother’s Occupation  ..............................................................
Nationality   .............................................................. 
Date of Birth   ............................................................... 
Sex    .............................................................. 
*Category    .............................................................. 
 

Emergency Contact No.  ...............................................................

 Correspondence Address
Address  .......................................................................................................
City   .......................................................................................................
State   .......................................................................................................
Pin   .......................................................................................................
Tel.   .......................................................................................................
Fax   .......................................................................................................
Mobile   .......................................................................................................
Email ID:  .......................................................................................................
 

Permanent Address
Address  .......................................................................................................
City   .......................................................................................................
State   .......................................................................................................
Pin   .......................................................................................................
Tel.   .......................................................................................................
Fax   .......................................................................................................
Mobile   .......................................................................................................
Email ID:  ....................................................................................................... 

Photo

(*SC/ST/OBC/SOBC
Student is required to submit a 

certificate issued / counter signed by
district magistrate in proof thereof)
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 Local Guardian(s) duly authorized by the parents of the student to be Contacted in 
emergency
Full Local Guardian Name ...................................................................................................

Address   ...................................................................................................

City    ...................................................................................................

State    ...................................................................................................

Pin    ...................................................................................................

Tel.    ...................................................................................................

Fax    ...................................................................................................

Mobile    ...................................................................................................

Email ID:   ...................................................................................................

Place of Stay during this semester (Non-Hostellers)
With Parent / Guardian  Own arrangement
Address   ...................................................................................................

City    ...................................................................................................

Pin    ...................................................................................................

Tel.    ...................................................................................................

Contact No. ..................................  Tel. ................................ Mobile ................................ 
Email ID: ...................................................... 
Details of Educational Qualifications (from High School onwards)

Any type of sickness that your are prone to and the line of treatment ..................................
...........................................................................................................................................
Any particular Doctor to be contacted in case of your sickness ...........................................
Full Name of Doctor  ...................................................................................................
Address   ...................................................................................................
City    ...................................................................................................
State    ...................................................................................................
Pin    ...................................................................................................
Tel.    ...................................................................................................
Mobile No.   ...................................................................................................
Fax    ...................................................................................................

Email ID   ...................................................................................................
Your Blood Group  ...................................................................................................

School/College Board/University Class/
Division/
Grade

Name of 
Qualifying 
Exam

Year of
Passing

Subject / Stream
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UNDERTAKING
I solemnly affirm that the above information made and furnished by me is true and 
correct. Further, I am being admitted to the above stated Programme entirely on my 
request and I agree to abide by all the rules and regulations of the Institution /University 
which I have read and understood. I was given opportunity to clarify any doubts I had and 
I shall not hold the Institution/University responsible for not understanding the same. In 
the event of suppression or distortion of any fact like educational qualification, 
nationality, etc. made in the Registration-cum-Enrolment Form, I understand that my 
admission is liable for cancellation.

I have full knowledge of the fact that in case my attendance in any subject falls below 
75%, I shall not be allowed to appear in the end term Examinations.

Date .......................................

Place .......................................

 (Signature of Student)

Office Seal

 (Name & Signature of the Verifying Faculty)

Date ......................................

For office use

Enrolment No. Allotted

Date:

Place:

 (Signature of Authorised Officer)
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Annexure - V

AMITY UNIVERSITY
RAJASTHAN

(RE-REGISTRATION FORM)

(SECOND SEMESTER ONWARDS)

Name of the Institute: ........................................................................................................

Re-Registration for Semester ................................... Enrollment No. ................................

Name (In Capitals): ...........................................................................................................

Program: .............................. Class of : ............... Age: ............ Date of Birth : ...................

E-mail ID : ........................................................................................................................

Contact Address : ..............................................................................................................

Pin Code : .........................Phone ..........................Mobile ...................... Fax ...................

Father’s Name (In Capitals) : .............................................................................................

Permanent Address : ..........................................................................................................

...........................................................................................................................................

...........................................................................................................................................

Pin Code : .................................. Phone ................................... Fax ...................................

Place of stay during this Semester (Non-Hostellers) :

Previous Semester :    Hosteller/Non-Hosteller

With Parent / Guardian  Own Arrangement

Address : .................................................................................................................

City  : .................................................................................................................

Pin  : .................................................................................................................

Contact No. ..................................... Tel. ................................ Mobile ..............................

E-mail ID : .........................................................................................................................
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Date of payment of fees and fee receipt number : ...............................................................

Are you staying in AUR Hostel? ........................... If yes, Room No. ................................

Are you having any evaluation pending for the previous semester? ...................................

If yes, mention the course(s) and reason(s) for it ................................................................

...........................................................................................................................................

I understand that my registration for the Semester mentioned above is provisional and it 

will stand cancelled in case I do not fulfill the requirements for promotion to the same as 

per the academic regulations. I also certify that I do not have any payment of dues to AUR 

and I have met all academic deadlines till now.                                    .

Date ..............................     (Signature of the Student)

(Name & Signature of the Verifying Faculty)
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AMITY UNIVERSITY 
R A J A S T H A N  

Kant Kalwar, NH-11-C, 

Jaipur (Rajasthan) 303002 

Tel: 01426- 405678, 

Fax: 01426- 405679 

 

Amity City Office: Amity House, C-119, Lal Kothi Scheme, Behind Vidhan Sabha, Jaipur–302015 (Raj.), Phone - 0141-4735000, 2744350 

Ref No:  AUR/REG/5529        Date: 16/07/2021 

Anti-Ragging Monitoring Cell 

Anti-Ragging Monitoring Cell at Amity University Rajasthan is hereby re-consitituted as under: 

1. Mr. Sanjiv Singh Bhal Dean - Student's Welfare : Chairperson 9828289458 

2. Prof. Saroj Bohra Director – ALS : Member 9828251573 

3. Prof. Anurag Varma Director – ASAP : Member 9810101334 

4. Prof. Sanjeeb Pal Director – ASH : Member 9765900211 

5. Col. Prahlad Singh (Retd.) Director – Security : Member 7589135136 

6. Lt. Col. Mukul Bhatia (Retd.) Director – Hostels : Member 9351340206 

7. Prof. Rahul Tripathi Proctor & Coordinator-ASLA : Member 9928787767 

8. Prof. Dipa Chakrabarti  Coordinator- ASL : Member 9772557736 

9. Prof. Pankaj Kumar Pandey Coordinator- ASET : Member 7665831426 

10. Prof. Swapnesh Taterh Coordinator - AIIT : Member 9413171401 

11. Prof. Shruti Mathur Professor- AIB : Member 9166844606 

12. Dr. Padam Bhushan Assistant Professor- ABS : Member 9571975631 

13. Ms. Sangeeta Shekhawat Assistant Professor- ASET : Member 9785175826 

 

The cell will ensure that the university becomes a Ragging Free Zone with Zero Level of Tolerance 

towards Ragging. 

 

Letter no. AUR/REG/5262 dated 04/03/2021 on the subject matter is hereby superseded. 

 

 

 

Dr. Nitin Bhardwaj 

Registrar 





AMITY UNIVERSITY 
R A J A S T H A N  

Kant Kalwar, NH-11-C, 

Jaipur (Rajasthan) 303002 

Tel: 01426- 405678, 

Fax: 01426- 405679 

 

Amity City Office: Amity House, C-119, Lal Kothi Scheme, Behind Vidhan Sabha, Jaipur–302015 (Raj.), Phone - 0141-4735000, 2744350 

Ref No:  AUR/REG/6612        Date: 25/07/2022 

Anti-Ragging Monitoring Cell 

Anti-Ragging Monitoring Cell at Amity University Rajasthan is hereby re-constituted as under: 

1. Mr. Sanjiv Singh Bhal Dean - Student's Welfare : Chairperson 9828289458 

2. Prof. Saroj Bohra Director – ALS : Member 9828251573 

3. Prof. Tanaya Verma Director – ASAP : Member 9910636888 

4. Prof. Sanjeeb Pal Director – ASH : Member 9765900211 

5. Col. Prahlad Singh (Retd.) Director – Security : Member 7589135136 

6. Lt. Col. Mukul Bhatia (Retd.) Director – Hostels : Member 9351340206 

7. Prof. Rahul Tripathi Proctor & Coordinator-ASLA : Member 9928787767 

8. Prof. Dipa Chakrabarti  Coordinator- ASL : Member 9772557736 

9. Prof. Pankaj Kumar Pandey Coordinator- ASET : Member 7665831426 

10. Prof. Swapnesh Taterh Coordinator - AIIT : Member 9413171401 

11. Prof. Shruti Mathur Professor- AIB : Member 9166844606 

12. Dr. Komal Khandelwal Associate Professor-ABS : Member 9756923215 

13. Dr. Renu Upadhyay Assistant Professor- ASAS : Member 9012250801 

14. Dr. Usha Jain Assistant Professor- ASET : Member 9468524330 

 

The cell will ensure that the university becomes a Ragging Free Zone with Zero Level of Tolerance 

towards Ragging. 

 

Letter no. AUR/REG/5529 dated 16/07/2021 on the subject matter is hereby superseded. 

 

 

 

Dr. Nitin Bhardwaj 

Registrar 

 



Process to lodging the complains by SC/ST students to prevent the caste based discrimination (2016-17) 

 

1- Login your Amizone Account (https://www.amizone.net ) 

2- Click on the link Complain/ Suggestion Box 

3- Choose the complain area as prevent the caste based discrimination 

4- Write your problem in the specified field 

5- And then finally click on the submit button.  

 

 

If you face any problem then contact to your competent authority. 

    Please click here to continue 

https://www.amizone.net/
https://www.amizone.net/










































































  

 

STANDARD OPERATING PROCEDURES: SECURITY 
AMITY UNIVERSITY RAJASTHAN 

 
 
Introduction 
 
1. Security is an important aspect of any organization which includes safety of men, 
material and information. Amity University being one of the Top Global Universities with 
many unique achievements to its credit and education with other curricular activities 
beyond the normal standards prevailing in other Universities warrants the best security 
practices for keeping 24X7 vigil in AUR, Campus to thwart any threat of any nature. 
 
Aim 
 
2. The aim of these Standard Operating Procedures is to highlight, define and 
streamline the procedures for deployment of Security Guards and other Faculty and Staff 
in an emergent security scenario in AUR, Campus.  
 
Responsibility 
 
3. (a) The Director Security has the primary responsibility of ensuring that these 

SOPs are implemented and remain adequate for their intended purpose and also 
keep them up to date. 

 
(b) Security Guards are responsible for the safety and well being of staff, 
students, contractors and visitors on University premises.  

  
(c) Security Guards duties include: - 

   
(i) The prevention and investigation of crimes against the person e.g. 
assaults, offensive behavior, indecent exposure, trespass. 

   
(ii) The prevention and investigation of property crimes e.g. willful 
damage, theft, burglary. 

  
(iii) The maintenance of public order ensuring staff, students and visitors 
comply with relevant government and University statutes, regulations, 
policies and guidelines whilst on University premises. 

 
(d) Standard operating procedures will be incorporated into instructions and 
training materials which will be made available to security personnel. All security 
personnel are to be fully conversant with these procedures prior to commencing 
duties at the University. 
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Organization of Security Department 
 
4. The organization chart of Security Department is as under: -  
 
      Director Security (01) 

 
       
      Dy Director Security (01)    
 
 
  
 
Security           Computer    Camera    Office           Electrician    FGF       HOSHI    Dog 
Supervisors     Operators    Monitor     Assistant     cum              Guards   Guards   Squad 
(AUR)    Observers                 Technician               (FGF) 
   (03)                  (02)              (02)         (01)          (01)  
             
 
5. FGF (First Grade Force) and HOSHI are the two main security agencies providing 
manpower to AUR Campus and look after the Security aspect of the entire Campus.  
 
Deployment / Requirement of Security Guards 
 
6. (a) In Main Campus 
 
  S.No Name of Post Day Guard Night Guard  Remarks 
 
  (i) Main Gate  12*  08** *Excluding Supervisors- 
          02 (Day) 
         **Excluding Supervisor- 
         02 (Night) 
         *** As mentioned below (e) 
  (ii) ABS Block I  01  01 
   

(iii) ABS Circle  01  - 
   

(iv) Neem Forest  01  - 
   

(v) Faculty Flats  01  01 
   

(vi) ASET Building 01  01 
   

(vii) SRC Building  01  01 
   

(viii) Hostel H-1 & H-2 02  02 
   

(ix) Hostel H-3  02  02 
   

(x) Hostel H-4  02  02 
 



  

 

3 
 

   
(xi) Hostel H-5  02  02 

   
(xii) Staff Quarters 01  02 

   
(xiii) Academic Block-V 01  01 

   
(xiv) Main Parking  01  - 

   
(xv) JP Post  01  01 

   
(xvi) Patrolling  02  02 

   
(xvii) RIICO Gate  03  03 

   
(xviii) ASET Circle  01  - 

   
(xix) DG-2   01  01 

   
(xx) Solar Plant  01  02 

   
(xxi) Bamboo Forest 01  - 

   
(xxii) Ahuja   01  - 

   
(xxiii) QRT    06  - 

          ________ ____________ 
   Total   46  32 (Including Supervisors) 
          ____________________ 

(b) In MTC Area 
   

(i) MTC Area  06  08 
          ________ ____________ 
   Total   52  40 
              ____________________  
 (c) Dog Handlers 
   

(i) Dog Handlers 07  - Same individuals in night also 
  

(d) City Office 
   

(i) City Office  02  - Same individuals in night also 
     _______________________________ 
   Total   61 + 40 = 101 
     _______________________________ 
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(e) Details of Duties at Main Gate ***  
 
In Gate / Out Gate (Each) 

   
(i) 01 - To open Main Gate 

   
(ii) 01 - To open Boom Barrier 

   
(iii) 01 - At turnstile to check validity of cards 

   
(iv) 01 - To make entries for out pass / in pass / vehicle  

    data / visitors 
 

  (v) 01 - To open side gate 
 

(f) University Employed Security Supervisor    They will assist the Director 
Security to ensure that all security instructions, SOPs etc. issued from time to time 
are followed by all in letter and spirit and report nonadherence of same to Director 
Security.  Their charter of duties is also given to them. 

 
Duties of Security Guards   
 
7. (a) The Security Department is mandated to protect the University property as 
well as ensure that there is law and order. The general security guidelines put forward are 
enacted by the staff of the Department round the clock. The duties and activities of the 
Department are carried out in accordance with the rules and regulations governing the 
University. Dealings by the Security Guards should be polite but firm.  The core activities of 
the Security Department include: - 

 
(i) Control of movement of men and material out of the University gate. 

   
(ii) Handling students’ discipline. 

   
(iii) Conducting of security patrols. 

   
(iv) Handling of visitors. 

    
(v) Disaster preparedness. 

  
(b) Process for Handling Students  

   
(i)  Entry and exit of students to main campus shall be only using Smart 
Card or Car Sticker as may be the case through Turnstile or Boom Barrier 
installed at the Main Gate. 

   
(ii)  Entry and exit of hostellers to Hostels shall be through the Hostel 
Gates only. 

 
(iii) Students ‘I’ Card and Out Pass shall be checked at Main Gate. 
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(iv) Ensure no student is in possession of any intoxicant / banned items 
like cigarettes, drugs, liquor, firearm, marijuana etc. 

 
(v) Frisking of suspects shall be done at Main Gate. 

 
(vi) Pooled car / Auto rickshaws will be permitted with instruction to return 
after dropping the occupants. 

 
(vii) Ensure out pass timings are adhered to by the students.  Report late 
comers to Director Hostels. 

 
(viii) Hosteller will not be permitted to bring vehicle without prior approval of 
competent authority. 

 
(c) Process of Handling Parents & Relatives  

 
(i) With Appointment 

 
(aa) Details of Parents / Relatives will be recorded. 

    
(ab) HOD / Director of the student will be informed about the 

 visit and if permitted. 
 

(ac) Parents to park their car at designated parking area. Parents 
issued with visitor slip and visitor card and sent inside in their own 
vehicle / foot. 

    
(ad) Visitor returns and informs guards. 

 
  (ii) Without Appointment 
 

(aa) Details of parents recorded. 
 
   (ab) Concerned student to come and identify parents / relatives. 
 
   (ac) Parents / Relatives issued with visitor card & visitor slip. 
 

(ad) Parents may be permitted to proceed in their vehicles on foot 
as desired. 

 
   (ae) Students entry by smart card. 
 
   (af) Parents returns and inform guards. 
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(d) Process of Handling Hostel Visitors 
   
  (i) Working Days  
   
   (aa) Student to give particular of his / her parents at Main Gate. 
 
   (ab) On arrival of parents the students to identify parents. 
 
   (ac) Parents issued with visitors pass & slip. 
 

(ad) Leave their card in the parking area. Parents sent in their own 
vehicle / foot and return by the same. 

 
   (ae) Parents not allowed entering Hostel Room. 
 
   (af) Parents to return by 7:00 PM. 
 

(ag) Defaulter’s name forwarded to the respective Director for 
disciplinary action. 

   
  (ii) ON Saturdays, Sundays & Holidays.     Same as above. 
 
 (e) Process of Handling Faculty and Staff 
 

Entry and exit of Faculty and Staff to main campus shall be only by the use of 
Smart Card or Car Sticker as may be the case through the Turnstile or Boom 
Barrier installed at the Main Gate. 

  
(f) Process for Handling of Visitors 

 
(i) Security staff members at main gates register all visitors coming into 
the University. 

 
(ii) The visitors give their details including that of vehicle, if any, as well as 

 the form of identification. 
   

(iii) Security staff members give the visitors a gate pass which is displayed 
whenever they are within the University premises. 

 
(iv) Security staff or any other officer available to do so direct visitors to 
the office of interest from the main gate. 

 
(v) The visitor surrenders identification documents and signs out at the 
main gate. 

 
(vi) The host to visitor signs the visitor’s pass as proof of his having visited 
him. 

   
(vii) VIPs will be escorted to the main office by one of the security guards. 
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(g) Process for Traffic Control and Parking Vehicles 

 
  (i) Entry and exit of goods carrying vehicle shall be through the Main gate 

only. 
 
(ii) Speed limit of the vehicles is 30 kmph within the university premises. 
Anyone found over speeding, his Driving License will be confiscated by the 
Security Deptt. and Disciplinary action initiated.  

 
(iii) Entry of unwanted private vehicles inside the university area is 
restricted. 

 
(iv) Visitors / Employees vehicles are to be parked only at the designated 
areas (Academic Block ‘A’ and Academic Block ‘B’, ‘C’ & ‘D’). 

 
(v) Day Scholars should park their vehicles at the designated parking 
area near RIICO Gate (Rear Gate). 

 
(vi) Employees four wheelers will be allowed to enter the university 
premises on proper vehicle gate pass. Security Pass will only be issued if the 
vehicle is registered in the employee’s name. 

 
(vii) No driver of private vehicles without valid license will be allowed 
inside.  Vehicle should be in possession of all the documents i.e. RC, 
Insurance, PUC, etc. 

 
(viii) Security staff will locate improperly parked vehicles and inform the 
owner before its presence causes obstruction to other vehicular movement. 

   
(ix) All staff & students are advised to follow proper traffic rules while 
driving   2 / 4 wheelers within the AUR, Jaipur campus.  

 
(x) Use of Helmets is compulsory for two-wheeler driver and pillion rider 
both. 

 
(xi) Hosteller will not be permitted to bring vehicle without prior approval of 
Competent Authority. 

 
(h) Process for Movement of Material out of the University Gate 

 
(i) Each person signs a gate pass for items being moved outside of any 
University gate and same should be duly countersigned by the Director 
Administration / HOD.  Format for Material Gate Pass is attached at 
Appendix ‘A’. 
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(ii) HODs authorize the gate pass to prove where the items are 
originating. 

 
(iii) Security staff checks & countersigns the gate pass at the gate to 
confirm that items going out correspond to the ones appearing on the gate 
pass. 

 
(iv) The mover retains a copy and hands over the other for filing at the exit 
point / gate. 

 
(j) Process for Conducting Security Patrols and Searches 

 
(i) Security staff members subject all vehicles and visitors coming into 
and out of the University to safety search. A guard of same gender conducts 
body search, while vehicle search is conducted by a guard of either gender 
using metal detectors. 

 
(ii) Security staff members instruct both internal and external customers 
to declare their items as they come into the University and as they go out. 

 
(iii) The supervisors and Guards do stop and ask for identification if they 
suspect someone. 

   
(iv) Both plain clothes and company uniformed guards conduct patrols. 

   
(aa) The Route chart for area patrolling shall be determined by the 
Director / Deputy Director Security. 

 
(ab) Vehicle Patrolling.  Vehicular Patrolling is to be conducted 
round the clock; more focused patrolling will be conducted inside 
university premises during  night times in view of the vulnerability of 
the area for intrusion. 

 
(ac) Foot Patrolling.   To be followed during Day & Night shifts 
(dusk to dawn). 

  
(ad) Dog Patrolling.  Route chart for patrolling shall be determined 
by the Dir / Dy Director Security, any unusual occurrences / 
observations / incidents noted shall be recorded and in the incident 
report and forwarded to the Director/Deputy Director Security. 

 
 
 (k) Surprise Night Checks 
 

(i) Director / Deputy Director Security will make sufficient arrangements 
for surprise night checking by judicious mobilization of the resources at their 
disposal. 
 
(ii) Alternate arrangement will be made to avoid any post falling vacant. 
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(l) Surveillance & Intelligence 
 

The security personnel in the normal course of operations shall collect 
information pertaining to: - 

 
(i) Conspiracy by any student / outsider / group, inside / outside the 
enclosed area to sabotage, commit any act of violence & trespassing which 
is against the interest of the university. 

 
(ii) Information on the socio/political development in the town, 
neighbourhood, village etc., which is likely to have adverse effect on the 
functioning of university, person or property belonging to the university. 

 
(iii) The information so collected shall be communicated to the Director / 
Deputy Director Security, who in turn after due verification of authenticity of 
information shall take necessary steps to apprise the senior management on 
the implications of such information. 

   
(iv) The Security Department upon advice from senior management shall 
initiate necessary steps to secure the interest of the university from the fall-
out of such incidents. 

 
 

(m) CCTV Cameras 
 

(i) CCTV cameras are installed all around the university campus to have 
effective surveillance of all nook and corners of the campus round the clock. 
Presently 29 PTZ and 275 Fixed Cameras are functional and their relocation 
etc should be continuously examined on need basis. All camera recordings 
to be monitored by the Camera Observers in CCTV Room and immediately 
report any untoward incidence noticed. A footage of such incidence will be 
saved till the logical conclusion of the incident. CCTV Room will remain out of 
bounds for all, and permission will be granted only by Hon’ble Vice 
Chancellor / authority delegated by him / Director Security, if required. 

 
(ii) CCTV Room shall be manned 24 x 7 on all days including Sundays / 
Holidays / Weekly Offs. 

 
(n) Post wise duties of each guard duly written in Hindi, the language they 
understand, has been handed over to them. 
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PROCEDURE FOR ACCESS CONTROL 
 
 

8. Introduction.    The first and foremost function of security setup is Access Control. 
It is a matter of who, where and when. An access control system determines who can 
enter or exit. This helps security to stop the unauthorized movement of personnel and 
vehicles at the entry level itself. At AUR different levels of security are placed to facilitate 
smooth movements and prevent any unauthorized entry into the campus. 

 
9. Objective.   The aim of this SOP is to provide guidelines on granting access to 
authorized personnel and vehicles and to keep away the unauthorized entry into the 
campus. 
 
10. Scope.   Personnel coming to AUR campus including Management, Faculty, 
Employees, Staff, Students, Hostellers, Visitors, Contractors, Vendors, Trainees, Parents, 
VIPs, Government officials and all types of vehicles and personal come within the purview. 
 
11. Operating Guidelines 
     

(a) Students 
 

(i) Hostellers 
 

(ii) Day Scholars 
 

(iii) Ph.D Scholars 
 

(b) Employees  
 

(c) Dependant / Family Member of Employee  
 

(d) Vendor & Contractual Staff 
 

(e) Visitor   
 

(f) VIP & Government Officials  
 

(g) Traffic & Vehicle Movement 
 

(h) Confiscation of Unauthorized Material 
 
          (j)  Lost & Found Material 
  

Access Control of personnel and vehicles are the two important security functions that 
this SOP highlights. 
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12. Students  
 

(a) Hostellers (Green ID card).   Issued to all hostellers from IT Department 
after receipt of duly filled application form from respective Departments during 
admission process.  

 
(b) Hostellers are authorized entry through main gate only. (No access 
authorized from Rear Gate).   During movements of hostellers to campus all are 
obliged to show their identity cards at gate, then punch on turnstile at the Main 
Gate, along with appropriate permission and move out. 

 
(c) Before entry in campus students are liable to be frisked / checked as per 
current security procedure.  Also make entry in “IN Register”, show Original ID card 
and punch on turnstile. 
 
(d) Entry and exit of hostellers to Hostels shall be through the authorized Hostel 
Gates only. 

 
(e) While coming after vacation / leave student’s taxi / parent’s vehicle is allowed 
till hostel parking area with driver only. 

 
(f) Forget ID card.   Access shall be given after confirmation from hostel 
warden and concerned Mentor and same will be endorsed in remarks “Permission 
granted by Hostel Warden / Mentor”. 

 
(g) Entry after 2100 hrs in campus without appropriate permission will 
considered late entry.  Late entry rules should apply as per procedure. Overnight 
stay outside without permission shall also constitute violation and be reported to 
Director Hostel. 

 
(h) All kinds of prohibited items (intoxicants like liquor, cigarettes, hukka, firearm, 
food from outside, pets etc.)  are strictly prohibited on campus & shall be 
confiscated and deposited with Control Room who shall ensure proper record of 
confiscated items in Register kept for the purpose. 

 
(j) While exiting from campus appropriate permission is required along with 
physical ID card at exit lane, on duty guard to ensure proper entry in Register and 
student to punch ‘I’ card at turnstile machine. 

 
(k) During working days - As per local instructions from time to time. 

 
(l) Valid out pass issued from hostel is mandatory for smooth exit at main gate 
with ID card on person and proper entry in exit register. On duty supervisor ensure 
proper record in Register and punch at turnstile of student’s card. 

 
(m) Misuse of ID card is violation of policy and liable to be fined ₹ 1000/- each 
involved individual (Use of Fake / other’s ID card).  Office assistance will ensure 
proper record of violation details in registers. 
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(n) Damaged / defaced ID card will not be considered as authorized ID. (Student 
should get the ID card replaced as per policy on the issue).  Violation of access 
control procedures lead to disciplinary action.     

 
13. Day Scholars.    Orange color ID card issued to all day scholars from IT 
Department after receipt of duly filled application form from respective departments during 
admission process.   
 

(a) All Day Scholars are given access to AUR campus from Main Gate, and 
during movements all are obliged to show their identity card at gate and then punch 
on turnstile is must. 

 
(b) Day scholars using vehicles can make entry through Rear Gate till gate 
students parking area (Student vehicles not allowed inside campus except 
exceptional circumstances like medical issue etc.)  

 
(c) Students entering through Rear Gate with vehicle obliged to show their 
identity card before entering campus.  On duty guard will ensure proper record of 
vehicle details in register maintained for the purpose. 

 
(d) Frisking of suspects shall be done at Gate to ensure no student is in 
possession of any intoxicant / banned items like cigarettes, drugs, liquor, firearm, 
marijuana etc. 

 
(e) Day scholars’ entry on holiday / weekends and after working hrs is 
prohibited, students must leave campus after working hrs.  For any additional stay 
after working hours, written / verbal permission from HOD / Director is must. 

 
(f) On events/sports meet/special class after working hours or weekends access 
to day scholar will be given on departmental permission.  

 
(g) Forget ID card. If student forget to bring ID card, access will be provided for 
particular day only with temporary slip after due confirmation of credentials of 
student.  On duty visitor section staff ensures proper record of forgot ID in the 
register. 

 
(h) Forget ID card facility should be available maximum 3 times in a month. 
Continuous reporting without ID card will be considered as lost case / violation of 
access control. 

 
(j) Loss of ID card should not be entertained / treated as Forgot Id Card entry 
process. 

 
(k) Loss of ID card. If a student loses Identity card, he / she shall submit duly 
filled form at IT Department and obtain new card. 
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14. Ph. D Scholars’ Smart Card & Pass   
 

(a) All day Ph.D scholars are given access to AUR from Main Gate / Rear Gate 
and during movement all are obliged to show their identity card at gate and to the 
on duty guard and should punch on turnstile for access. 

 
(b) Frisking of suspects shall be done at Main Gate to ensure no scholar is in 
possession of any intoxicant / banned items like cigarettes, drugs, liquor, firearm, 
marijuana etc. 

 
(c) No Ph.D scholar under the influence of liquor / drugs / narcotics will be 
permitted to enter the campus. 

 
(d) All traffic rules on speed limit and helmet are applicable to all resident 
Scholars also and are expected to maintain highest standards of discipline as 
applicable in AUR. Any act of indiscipline will be severely dealt with by Proctorial 
Board as in case of other students.  

 
(e) Out Pass.   There is no requirement of out pass for research scholars to 
leave the campus. They should be in possession of Identity Card and make proper 
entry at the Main Gate. 

 
(f) For Night Out Pass.  The research scholar should take written permission 
from their guide / HOD and preferably, parents should be consulted in case of 
female scholars. 

 
(g) Research scholars will NOT be permitted to leave/ enter the campus after 
9.30 PM unless in exceptional circumstances. Main Gate will telephonically take 
permission from guide / HODs to permit them to come in. 

 
(h) Moving out due to medical reasons will be governed by rules as applicable to 
other students. 

 
15. AUR Employees.    Three types of smart cards are issued by the IT Department on 
joining of an employee for identification purposes (White ID card: - For senior members & 
Faculty staff, Blue ID card: -   Office Staff and Gray ID card: - Junior Staff & peon). 
 

(a) Main gate is access point for all employees on campus and during 
movements all are obliged to show and punch their identity card. 
 
(b) Employees coming in hired vehicles should stop at gate and show their 
identity cards. After security check, vehicles are allowed to enter. 

 
(c) Employees access with own vehicle are allowed with valid vehicle pass / 
sticker and individuals ID card. (Employee should punch his / her card at boom 
barrier card identification machine for vehicle access.) On duty guard will ensure 
recording of vehicle details in the register kept for the purpose. 
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(d) Employees coming by staff bus are obliged to show their identity card to on 
duty guard inside bus and on duty guard will ensure Bus details are recorded in the 
register kept for the purpose.  

 
(e) Employees from other Amity campuses, consultants, head office etc. who 
possess ‘I’ cards are given access after checking ‘I’ cards. In case of without ‘I’ 
card, individual should be treated as visitor and the pass procedures are completed 
as per the Visitor Access Control. 

 
(f) Any employee who forgets to bring Identity card, access will be given after 
confirmation from his / her Department Head or HR office, if not identifiable by 
security staff.   
 
(g) Employee who wants to go out temporarily during working hrs for any 
reasons shall follow AUR policy. 
 
(h) Access from Rear Gate will be provided with permission only & Exit is 
allowed for all AUR campus residents till 2100 hrs. On duty guard will ensure 
vehicle details are entered in the register kept for the purpose. 

 
(j) Pedestrian general movement is prohibited from Rear Gate. 

  
(k) Violation of access control procedures taken on serious note. 

 
16. Dependant / Family Member of an Employee 
  

(a) For smooth access of the dependants of an employee a pass is issued from 
security pass section after receipt of duly filled form from the employee. 

 
(b) Dependants / resident individuals may enter / exit from any gate but with Id     

           Pass. 
 

(c) During movements all dependants are obliged to show their pass to on duty 
guard and guard will punch on turnstile for access. 

 
17. Vendor & Contractual Staff 
 

(a) For smooth access of vendor’s staff / Contractual staff a pass is issued from 
security pass section after receipt of duly filled form which includes police 
verification of the individual and or the vendor undertaking declaration till police 
verification is received.  

 
(b) During movements all vendors staff is obliged to show their pass to on duty 
guard and guard will punch on turnstile for access. 

 
(c) Vendor Staff entry will be ensured by the concerned Supervisor / Vendor    
In-Charge in front of security staff and counter checked by Security Supervisor. 

 
(d) Frisking of suspects shall be done at Gate to ensure no one is in possession 
of any intoxicant / banned items like cigarettes, drugs, liquor, firearm, marijuana etc. 
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(e) Vendor staff found / caught without valid pass inside campus will be 
considered as violation of access control and leads to disciplinary action against the 
vendor and blacklisting of the individual staff. 
 
(f) Daily report of total vendor staff members needs to be updated by on duty 
Security Supervisor and submitted to the Control Room In-Charge same day and 
prepare monthly record.  Director / Dy Director share the monthly record with 
concerned Departments. 

 
(g) For new staff members temporary pass will be provided with validity of one 
month. 

 
(h) Validity of vendor pass is maximum for one year and afterwards yearly 
renewal is mandatory. Office assistant will ensure details of all vendor staff and their 
details in register are maintained properly and correctly. 

 
(j) Lost and non-deposit of pass leads to penalty as per policy. 

 
(k) Casual worker and temporary labor will be provided temporary pass for a 
maximum of 07 days. 

 
(l) Frisking while leaving campus may be carried out to ensure no AUR property 
/ item is taken out of campus without proper material pass. 
 
(m) On duty guard shall ensure proper exit record in register and if any staff who 
wants to go out during working hrs for any reasons shall not be considered as full 
day presence. 

 
(n) Rear Gate access shall be provided to those vendor staff who reside nearby 
villages only after appropriate permission from security office.  On duty guard will 
ensure vehicle / personal details recorded in register kept for the purpose. 

 
(o) Only authorized vehicle of vendor staff will be granted access on campus 
and needs to follow campus traffic rules.   

 
18. Visitors.   To ensure continuous safe and secure environment to all campus 
residents, visitors entry on campus shall be streamlined.  Following Standard Operating 
Procedures shall be followed by all residents and their dependants / guests: - 
 

(a) Visitor section at Main Gate will issue visitors pass with confirmation from 
concerned employee. 

 
(b) For smooth access and to avoid inconvenience to visitor / guest, host should 
intimate the details to visitor section in advance either in person or on intercom or 
through the mail. 

 
(c) Mandatory details like name, Id proof, address, host etc. of visitor are needed 
to update on visitor portal & register for issuing pass by visitor section. 
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(d) Any Visitor not in possession of Identity Card may not be permitted to enter 
the campus on his / her own. The faculty / staff will have to escort such guest from 
the Main Gate. Therefore, need to apprise the visitors in advance to bring their 
identification document. 

 
(e) Details of Guests staying overnight on campus must be informed to Security 
Control Room for extension of pass validity & reconciliation.   

 
(f) Visitor pass is valid for 01 day only (Maximum 10 days in month visitor pass 
will be issued to an individual). 

 
(g) Visitors pass duly signed by host is mandatory to be deposited at out gate 
while exiting. On duty supervisor will ensure reconciliation of all visitors slips and 
contact through mobile who did not deposit pass at Main Gate. 

 
(h) Any employee found violating the above instructions, will be viewed as per 

 policy. 
 

(j) Vendor Staff / worker are not authorized to call visitors inside campus for 
personal meetings. 

 
(k) Student’s parents & relatives allowed after confirmation of concerned student 
and pass will be generated on behalf of warden. 

 
(l) Visitor section staff shall ensure proper record of all visitors and record and 
submit report on regular basis.  

 
19. VIP, Government Officials & Others      

 
(a) On information of VIP movement, Main Gate team shall provide smooth 
access with pilot or escort facility to desired location and inform Director / Dy 
Director Security / Registrar office and concerned coordinator. 

 
(b) On arrival of government official at main gate (without intimation) the 
identification shall be established, and Director / Dy Director Security and Registrar 
office informed and later accompanied till destination either by a Guard or 
Supervisor. 

 
(c) Main Gate In-charge to confirm and update control room regarding every VIP 
/ Government official movement for proper monitoring. 

 
(d) Police personnel in uniform report at main gate be provided access after 
checking of ‘I’ cards and immediately inform the Director / Dy Director Security and 
escort with patrolling vehicle. 

 
(e) Every Police / Government official movement needs to be informed to 
Registrar office immediately.   

 
(f) Behavior of on duty guards should be very polite but firm with officials. 
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20. Access Control Vehicle 
 

(a) All vehicles are subject to mandatory checking at the Main Gate.  
 

(b) Authorized vehicles are allowed only with valid VAPs. Drivers should have 
valid entry pass and license. 

 
(c) All riders & drivers should be aware of boom barrier operations. (On duty 
guard must take extra precautions while the vehicle crossing the barrier to avoid 
any mishap).   

 
(d) Speed limit on campus shall be 30 Kmph. 

 
(e) Parking on road / student passage is strictly prohibited. 

 
(f) Rash and negligent driving is a serious traffic violation on campus.  

 
(g) Helmet is mandatory for two-wheeler rider and pillion rider both. 

 
(h) Provision of penalty is applicable for violation of traffic rules. 

 
(j) On duty guard will ensure proper record of vehicle details at Main Gate & 
Rear Gate in register kept for the purpose. 
 
(k) Surprise checks of staff buses will be conducted under supervision of 
Security Supervisors regularly. Any student found without ID card shall be debussed 
at main gate for further process. 

 
(l) Internal Shuttle (E- Rickshaw) movement is prohibited out of campus. 

 
(m) Smooth movement of Ambulance shall be ensured.  Relevant details will be 
recorded properly when Ambulance returns.  On duty guard shall ensure proper 
records. 

 
(n) Amity vehicles. The driver while going out / coming in shall punch at the 
boom barrier and provide details of Out / In Kilometer reading of the vehicle.  On 
duty guard must re-check and enter the details of Kilometer reading along with the 
passenger/s, if any.   

 
21. Confiscation of Unauthorized Material.  Commonly prohibited items are classified 
& listed below: 
  

(a) Prohibited Items 
 

(i) Any form of tobacco products. 
 

(ii) Alcohol. 
 

(iii) Arms & ammunitions. 
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(iv)      Food from outside including Non-Veg Product. 
 

(v)      Contrabands. 
 

(vi)      If anybody found in possession of unauthorized material during 
frisking are liable for investigation and disciplinary action. Supervisor shall         
conduct the preliminary investigation and inform concerned HOD and     
Proctor. 

 
     (vii)  Confiscated material record to be maintained at security office.   
  

(viii)      Disposal of confiscated material shall be carried out as per directions 
of Management.  

 
22. Lost & Found Material 
 

(a) Complaint about Lost Items 
 

(i) Any material that is reported lost by staff or students shall be 
registered in Lost & Found file. 
 
(ii) On duty Control Room In-Charge shall enquire about the lost material 
and try to find out the owner through CCTV & get manual search through 
guards. 
 
(iii) If the material is found and ownership established, inform the 
concerned, ask him to prove the legitimacy of his ownership and get 
acknowledgement from him before handing over the item.  

 
(iv) Control Room In-Charge should update the records for reference. 

 
(b) Information about Discovered / Found Items 

 
(i) Any material that is reported discovered / found by any one on 
campus shall be deposited and registered in Lost & Found Register with 
Security Department. 

 
(ii) On duty Control Room In-Charge shall gather more information about 
the material and the person who is reporting. 

 
(iii) On duty Control Room In-Charge shall put up a notice at the notice 
board of the found material without disclosing the details / identity of the 
material. 

 
(iv) Person who claims the material shall prove the legitimacy of his/ her 
ownership. 

 
(v) If the said material is not claimed over a period, it shall be disposed of 
as per the guidance of Director. 
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23. Responsibility.   Security Supervisors will be responsible to ensure and check that 
security related activities like visitors in / out, vehicle in / out, forgot ‘I’ card, confiscated 
items, list of suspended / expelled students are being maintained at required places 
especially at both the Gates. 
 
24. Records 
 

(a) Students Entry / Exit Record Registers (Retention Period 01 year) 

(b) Vehicle Entry Register (Retention Period 01 year). 

(c) Daily Vendor Entry Form (Retention Period 01 year) 

(d) Forgot I-Card Register (Retention Period 01 year). 

(e) Visitor Entry Pass Register (Retention Period 01 year). 

(f) Visitor Badge (Retention Period 03 months). 

(g) Lost and Found Register (Retention Period 03 years). 

  
 
BREACH OF BOUNDARY WALL, LAND ENCROACHMENT AND TRESPASSING 
 
 
25. Operating Guidelines     
 

(a) As an institution of higher education, the Amity University is open to the 
general public. However, the university has the authority to clarify rights, define 
expectations, and establish responsibilities related to an individual’s presence on 
university property. The university retains the right to restrict access to university 
property due to safety concerns relating to our students, faculty, staff, and visitors. 
This policy describes the circumstances under which access to or presence on 
university property may be restricted. 

 
(b) Persons who are not current students or employees of the university and 
who are on university property without specific permission or authorization or 
without an appropriate purpose may be deemed guilty of trespass.  

 
(c) A person shall be deemed to be on university property ‘without an 
appropriate purpose’ whenever their presence is not reasonably related to the 
university's educational function, or an approved university related activity.  

 
(d) A person shall be deemed to be on university property ‘without specific 
permission or authorization’ from and after such time as they are requested to leave 
the property. 

 
 
 
 
 
 



  

 

20 
 

(e) When it is determined that a person who is not a student, faculty or staff 
member, or in any way affiliated with the university participates in any behavior 
defined within or poses an ongoing threat to the campus, the university may issue a 
No Trespass Notice restricting that person from property owned, leased, controlled 
or operated by the university.  

 
(f) If a person returns to campus after a notice against trespass is served, that 
person commits the offense of trespass. 

 
26. Breach of Boundary Wall, Land Encroachment and Trespassing will be 
controlled through access control SOP for all authorized users as per detailed guidelines.  
Entry control includes the regulation of movement of personnel & vehicles through facility 
access portals i.e. perimeter or internal and inside the complex including buildings/ offices 
etc. as managed by the access control. Appropriate preventive measures taken to control 
Breach of Boundary Wall, Land Encroachment and Trespassing: - 

 
(a) Routine fence patrolling. 
 
(b) Guard post on remote locations.  
 
(c) Vehicle patrolling on campus. 
 
(d) Night Patrolling & Dog deployment. 
 
(e) Proper land marking of area. 
 
(f) Appropriate illumination of area with help of security lights. 
 
(g) No right of way inside campus periphery. 
 
(h) Routine patrolling carried out near fencing area to control movement through 
fencing. 
 
(j) Security posts are established and manned near threat prone area to prevent 
unauthorized access on campus. 
 
(k) If any unidentified or suspicious personnel observed near or inside premises 
QRT team activated to act, as briefed. 
 
(l) Coordination with local police for further assistance in case suspicious 
observation noted. 
 
(m) Strictly following access control SOP for smooth control.  

 
27.  Course of action on Breach of Boundary Wall, Land Encroachment and 
Trespassing: - 

 
(a) Immediately rush to location and divert QRT. 
 
(b) Inform Security Control room for further communication to all concerns. 
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(c) On duty supervisors rush to location. 
 
(d) Deny access in AUR premises, if entered proper investigation & interrogation 
carried out for RCA. 
 
(e) Immediately contact concern officials incase ay dispute or confusion. 
 
(f) If forceful attempt observed extra manpower deployed on location. 
 
(g) Coordination with local police for required support. 
 
(h) Forceful entry / encroachment case handed over to police. 
 
(j) Management to be kept informed of such event / incidents. 
 
(k) Extra deployment made in affected area / location. 

 
 

ENTRY OF UNDESIRED ELEMENTS TO THE CAMPUS 
 
 

28.   The first and foremost of security business function is Access Control. It is a matter of 
whom where and when. An access control system determines who can enter or exit. This 
helps security to stop the unauthorized movement of personnel and vehicles at the entry 
level itself. At AUR different levels of security are placed to facilitate smooth movement 
and prevent any unauthorized entry into the campus.  Access is denied to persons 
who: - 
 

(a) Appear to be under the influence of alcohol or drugs. 
                 

(b) Refuse to submit to an inspection. 
               
  (c) Have contraband items in their possession. 

 

 
(d) Do not possess valid credentials authorizing entry to an AUR Campus. 
The articles listed below are prohibited on AUR campus unless approved by 
appropriate authority. inspections are conducted to detect the following prohibited 
articles: - 

  
(i) Firearms. 

 
(ii) Dangerous or deadly weapons such as bows and arrows, nunchakus, 
sling shots, machetes, or knives with blades longer than 4 inches. 

 
(iii) Explosives, incendiary and explosive devices. 

 
(iv) Controlled substances including illegal drugs & associated 
paraphernalia of less prescription medicines. 
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(v) Alcoholic beverages. 
 

(vi) Other articles that may be used to cause damage to property or injury 
to person. 

 
(vii) Other items prohibited by law. 

 
(e) Violation of access control procedures by existing students leads disciplinary 
action by proctorial board.      

(f) Routine patrolling carried out near fencing area to control movement through 
fencing. 

 
(g) Security posts are established and manned near threat prone area to prevent 
unauthorized access in campus. 

 

(h) If any unidentified or suspicious personal observed near or inside premises 
QRT team divert to look into. 
 
(j) Coordination with local police for further assistance in case suspicious 
observation noted. 

 
(k) Strictly following access control SOP for smooth control.  

 
 

 

TERRORIST ATTACK 
 

29. Introduction 
 

The aim of this SOP is to lay down guidelines and procedure for preventing and 
dealing with extremist attack on university. However, these are general guidelines. Every 
terrorist related incident is different, and the action should be taken by all concerned 
keeping in mind the specifics of each situation, keeping in mind these general guidelines   
 
30. Objective 
 
To lay down the system for providing support during any terrorist attack on Campus. 
 
31. Scope 

 
This procedure covers all the course of action at the site during terrorist attack. The 

specifications which are being covered in this procedure are Security, Safety checks and 
controls. 
 
32. Preventive Measures 
 

(a) Details of telephone number of the Police Control Room and local police 
station are maintained and updated regularly. These details are displayed at 
prominent places so that in case of crisis, the Staff, students, staff or any one from 
the campus may contact the Police. 
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(b) Security Control room updated with police station contact details. 

 
(c) There is proper illumination along the perimeter so that nobody can jump 
over the wall/fencing into campus in the night for any nefarious activity  

 
(d) Installation of CCTV systems with the boundary as well as some additional 
locations inside the premises, to monitor the movement of any suspicious person 
with 24/7 hrs monitoring. 

 
(e) AUR authorities conduct the briefing of the teachers/ students/ staff as well 
as the mock drill to ensure that everybody knows his/ her role in such an 
eventuality.  Local Police in their Mock Drill.   

 
(f) A copy of lay out plan of the campus provided to the local police station. 

 
(g) On receipt of information about location and type of emergency in the 
Security Operations Centre, under mentioned actions will be initiated. 

 
(h) One Emergency Response Team, consisting of one Security Supervisor 
along with Four Security Associates, will report site of Emergency immediately. 

 
(j) Security ensures the following: -  

 
(i) Traffic Control.   All the Vehicular Traffic will be diverted to other 
roads and only for police & Emergency vehicle will be allowed to go to the 
Emergency Site.  

 
(ii) Rescue & Relief Operations.   Injured Personnel will be removed 
from the Site with the help of relief personnel to safer place or hospital. 
Augmented supplies will be allowed to reach the place of emergency. 

 
(iii) Bringing Specialists / Required Support / Equipments at the 
campus.    On the instruction of Incident Controller, Security will help in 
bringing the specialist / Police at the Site with the required Equipment’s for 
attending the Emergency.    

 
(iv) Helping in Communication.    Security will help in conveying the 
directions of Incident Controller through Vehicles / Willkie Talkie / Nearest 
Telephones etc.  

 
(v) Any Other duty.    Security Associate present at spot will work on the 
instruction of Incident Controller in the best interest of the organization. 

 
33. Debriefing & Lessons Learnt.    After the Emergency is over, Duty Officer will 
attend the meeting of Co-Ordination Committee to discuss shortcomings / lacunas noticed 
while attending the emergency so for better Coordination and elimination of Shortcomings. 
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34. Responsibility 
 

(a) Security in-charge will be responsible for availability of manpower, their 
deployment and smooth functioning of the security operations. He is also 
responsible for security of employees during the emergency/ attack. 

 
(b) Security supervisor will organize traffic control, guidance of outside agencies 
to incident site and assist in emergency coordination.  

 
(c) Security Control room will monitor the communication of all ERTs & QRT and 
will stay in contact with incident Controller, regarding the status. He will implement 
and attend the emergencies as per procedure, ensure compliance and keep the 
Records. He will pass on all information to all concerned and arrange logistic 
support in coordination with respective department. He shall maintain event 
logbook, step wise from the time the call is received till normalization of situation, for 
reference in future. 

 
(d) Security Personnel will act as per the directions of the Security in-charge or 
Incident Controller. 

 
 

ATTACK ON CAMPUS VEHICLES AND COMMUTERS OUTSIDE THE CAMPUS 
 

 
35. Introduction.      Team Security is committed to provide support in case of any 
attack on campus vehicles and commuters outside the Campus. 

 
36. Objective.       To lay down the system to provide appropriate support during any 
emergency or attack on campus vehicles and commuters outside the Campus. 

 
37. Scope.      This procedure covers all traffic relevant accidents or emergencies 
outside the Campus. The specifications which are being covered in this procedure are 
attack on campus vehicles and commuters outside the Campus: -   
 

(a) Security Control room to be manned 24 x 7 to attend call on 01426- 405651. 
 

(b) Emergency helpline numbers circulated to all students & staff members. 
Same needs to be updated periodically and provided to new students and staff. 

 
(c) Emergency contact number also mentioned on each ID card back side.  

 
38.  Course of Action after Incident  
 

(a) Immediately inform nearest Police Station for response & support. 
 

(b) From the Campus, immediately QRT or on duty guards respond to incident 
location for further support. 

 
(c) Inform to control room for further communication to all concerned i.e. DSW / 
Proctor / Director Administration / Director Hostel / Registrar/ VC / PVC. 
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(d) Spare vehicle & transport arrangement to ferry the stranded persons. 
 

(e) Coordination with local police team for detailed investigation and analysis of 
incident and its root cause. 

 
(f) If required Support for FIR process shall be provided from campus. 

 
(g) Coordination with Ambulance & Hospital for assistance. 

 
(h) Information to concerned authorities regarding incident. 

 
39. Rescue & Relief Operations.     Injured Personnel will be shifted from the site with 
the help of relief personnel to safer place or hospital. Augmented supplies will be allowed 
to reach the place of emergency. 
 
40. Helping in Communication.      Security will help in conveying the directions of 
Incident Controller through Vehicles / Walkie Talkie / Nearest Telephones etc.  
 
41. LFI Communication.    To avoid same incident in future and educate others, share 
LFI (Learning from incident). 
 

 
ROAD ACCIDENTS ON CAMPUS 

 

 
42. Introduction.     Team Security responsible to provide smooth traffic movement in 
campus, during any Emergency or accident in campus, respond immediately on location. 
   
43. Objective.     To lay down the system for providing support during any traffic 
accident or emergency at AUR campus. 

 
44. Scope.     This procedure covers all traffic relevant accidents or emergencies at the 
site. The specifications which are being covered in this procedure are Security, Safety 
checks and controls. 
 

(a) Access Control Vehicles on Campus 
 

(i) All vehicles are subject to mandatory checking at the Main Gate.  
 

(ii) Authorized vehicles are allowed only with valid VAPs. Drivers should 
have valid entry pass and license. 

 
(iii) All riders & driver should aware and keep in mind of boom barriers 
operation. (On duty guard take extra care of every movement while crossing 
barrier).   

 
(iv) Speed limited to 30 Kmph inside campus. 

 
(v) Parking on road, students’ passage and in front of buildings 

                 prohibited. 
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(vi) Rash and negligence driving is serious traffic violation in campus.  
 

(vii) Helmet is mandatory for two wheelers rider and pillion rider inside 
campus. 

 
(viii) Provision of penalty is applicable for violation of traffic rules. 

 
(ix) On duty guard will insure proper record of vehicle details at main gate 
& Back gate in register. 
 
(x) Internal Shuttle (E- Rickshaw) movement prohibited out of campus. 

 
(xi) Ambulance movement monitor closely and smooth exit while going out 
with patient, relevance details will record properly when Ambulance return. 
On duty guard insure proper records. 
 
(xii) Amity vehicles during movement concern driver punch ID card on 
boom barrier and current kilometer of vehicle should be noted down by on 
duty guard in the Register, same will follow while return /entry of amity 
vehicles. Note down of KM and details of passenger.   

 
(b) Preventive Measures 

 
(i) Limited access of vehicles inside campus. 

 
(ii) Students’ vehicle not allowed on regular basis. 

 
(iii) Hostellers are not allowed to keep vehicle on Campus. 

 
(iv) Day scholars are provided dedicated gate and parking space at Rear 
Gate only. 

 
(v) Two wheelers are mandatory to wear helmet. 

 
(vi) Speed limit inside campus 30 KMPH. 

 
(vii) Deployment of guards for monitoring traffic violations. 

 
(viii) Proper illumination on road during night. 

 
(ix) Marking and speed breakers to control speed. 

 
(x) Violators shall be dealt appropriately.  

 
 
(c)  Course of Action when Road Accident Reported on Campus  

 
(i) Immediately QRT or on duty guard respond on accident location. 

 
(ii) Inform to control room for further communication to concern. 
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(iii) Call Ambulance for assistance. 
 

(iv) Roadblock and traffic divert, if required. 
 

(v) Provide appropriate support for medical or transport relevant. 
 

(vi) Crowd control on site to avoid confusion. 
 

(d)  Traffic Control.    All the vehicular traffic will be diverted to other roads and 
only ambulance will be allowed to go to the Emergency Site. 
 
(e)  Crowd Control.    Complete area will be cordoned off & kept clear from 
onlookers / crowd. 

 
(f)  Rescue & Relief.    Injured Personnel will be removed from the Site with the 
help of relief personnel to safer place or hospital. Augmented supplies will be allowed 
to reach the place of emergency. 
 
(g)  Bringing Specialists / Required Engineers / Equipment at the Site.   On 
the instruction of Incident Controller, Security will help to bring Equipment for attending 
the Emergency.    

 
(h)  Helping in Communication.    Security will help in conveying the directions 
of Incident Controller through Vehicles / Walkie Talkie / Nearest Telephones etc. so 
that emergency / fire is put under control. 
 
(j)  LFI Communication.     To avoid same incident in future and educate 
others, share LFI (Learning from incident). 

 
 

THEFT & ROBBERY 
 
 
45. Introduction.   It is the responsibility of all staff and students at the University to 
report all activity, suspected or real, of a security/safety nature. Incident reporting is crucial 
to the identification of patterns of criminal activity and risk analysis. It permits investigation 
and recommendations to be made to prevent a recurrence. Comprehensive reporting of 
incidents provides an accurate picture of the level of crime or incidents throughout the 
University and thus ensures that adequate resources are provided to combat the impact on 
the University community. Success in the University’s fight against crime, and the general 
welfare of the University community is greatly enhanced by fast, efficient, and detailed 
reporting 
 
46. Objective.   To lay down the system for providing support during any theft & 
robbery incident in Campus. 
 
47. Scope.   This procedure covers all the course of action at the site during theft & 
robbery. The specifications which are being covered in this procedure are Security, Safety 
checks and control.  Theft – Each reported case needs proper attention by security team. 
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(a) Activate control room for CCTV observation pre & past activity at theft 
location. 

 
(b) Reach on location and get all relevant details regarding missing item / theft. 
 
(c) First line search carried out with help of on duly team. 

 
(d) Use Sniffer dog. 

 
(e) Record all inputs & check CCTV recordings. 

  
(f) Start investigation in appropriate manner. 

 
(g) Reconciliation of all relevant aspect included at theft location/ item.  

 
(h) Take optimum use of automation system to find missing links. 

 
(j) Report to police as per managements direction.    

 
(k) Robberies occur at predictable times. 

 
(l) Report suspicious activity. 

 
(m) Good visibility allows employees to be aware of suspicious activities outside. 

 
(n) Response to Robbery During the Robbery  

 
(i) Remain calm.   Most robbers do not wish to harm their victims. They 
are only interested in getting money or property. The calmer you are, the less 
chance there is of the robber becoming agitated or dangerous. This also 
increases your chances of getting a more accurate description of the robber 
and being of greater assistance in the robber’s apprehension.  
 
(ii) Do not Argue, Fight, Surprise or Attempt to use Weapons against 
a Robber.  He has already taken a major risk by entering your store and is 
usually as frightened as you are. Because of this, additional provocation on 
your part could make the situation worse. Therefore, give the robber exactly 
what he or she wants and do it quickly. Don’t take unnecessary chances with 
your life.  

 
(iii) While You Should Cooperate with Robbers, Don’t Volunteer any 
Assistance. Don’t give all the money if the robber only asks for Rs1000’s. 
Don’t give checks voluntarily.  
 
(iv) Watch the Robber’s Hands. If the robber is not wearing any gloves, 
anything he touches might leave good fingerprints. 

 
(v) Be Systematic in Your Observations. Look the robber over 
carefully. Mentally note as many details as possible until you can write them 
down. Compare the robber with yourself. Is he taller, heavier, older…and so 
on? 
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(vi) Notice the Type and Description of any Weapons used. Glance at 
the weapon only long enough to identify it. Look at the robber from then on. 
Make no sudden moves and don’t be heroic. 

  
(vii) If it can be Done Safely, Observe the direction the thief takes in 
leaving the scene. Where a vehicle is involved, concentrate on the make, 
model, year, color, license plate number and issuing state. 

 
(o) Action after Theft & Robbery 

  
(i) Telephone police immediately. If you act quickly, police might be able 
to catch the suspect and recover. Then briefly indicate to the call taker what 
the problem is, when it happened, where you are, who did it, who needs help 
and whether there were injuries or weapons involved. Remember to stay on 
the phone with the emergency call taker. After calling the police, keep your 
telephone line clear until the police arrive. The officers may need to call you.  

 
(ii) Lock all doors and allow no one in. Ask witnesses to remain on the 
premises until police arrive. Do not touch anything the robber may have 
touched.  

 
(iii) Do not discuss what happened with any other witnesses. Your own 
impressions should be kept untainted until you have talked with authorities. 

  
(iv) Complete your incident-suspect-vehicle description form while waiting 
for police to arrive. The responding officer will want this information 
immediately to broadcast to other police team in the area. Be as complete as 
possible 

 
(v) Remember that robbery response strategies require planning and 
coordination between employees and management. Give some thought to 
how you might react in a robbery situation and discuss your concerns with 
co-workers and employers. Common sense, caution, and adherence to 
established policies and procedures can reduce the amount of money stolen 
and minimize the chance for injury and loss of life. 

 
Quick Reaction Team (QRT) 
 
48. A QRT comprising of one Security Supervisor, one Gypsy with driver and three 
other Security Guards will always be stand to at the Main Gate to handle any unforeseen 
eventuality. QRT must mobilize within 2 to 3 minutes maximum and reach the site of 
incident immediately thereafter. 
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Powers of Director / Deputy Director Security 
 
49. (a) Director / Deputy Director Security is authorized by the Vice Chancellor, or 

his delegate, to regulate the access and behavior of persons on university 
premises. 

 
(b) Director Security / Deputy Director Security can make enquiries and take 
reasonable  action, in compliance with this procedure, to regulate the access and 
behavior of staff, students  visitors and members of the public whilst they are on 
university premises to maintain a safe and secure environment. 

 
Power of Search 
 
50. (a) Security personnel do not have a general power to search a person’s body or 

property without that person’s consent except in the following circumstances: 
 

(i) Where the search is a condition of entry to premises or to an event 
and appropriate signage is clearly displayed at the entrance notifying people 
that their persons or their bags may be the subject of a search 

 
(ii) Where a screening device is used as a condition of entry and the 
device indicates that the person may be carrying a prohibited or hazardous 
item 

 
(iii) Where it may be necessary to confiscate any weapons or items which 
may be used to cause harm to the person or to others. 

 
(b) Security personnel must comply with search procedures detailed in the 
standard operating  procedures when undertaking a search.  

 
Daily Reporting System 
 
51. The AUR Security Supervisor as well as HOSHI / FGF Supervisors will daily report 
twice at 0730 hours and 2130 hours to Director Security and provide feedback on any 
unusual activity in Campus and in an emergency must provide information immediately on 
occurrence. 
 
University Identification 
 
52. University Staff, Students and Contractors will be issued with AUR identity cards, 
which  they should always carry with them and show on demand. 
 
Police access to University Premises 
 
53. (a) Police is permitted to enter University premises: - 
 

(i) In response to a call for assistance from staff, students, or a member 
of the public. 

 
   (ii) In an emergency.  
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   (iii) To conduct routine patrols.  
  
  (iv) As part of their commitment to community safety. 
 

(b) Security personnel must inform security management immediately  police 
 have been called to university premises. 

 
(c) Staff, students, and members of the public should notify security of  any 
emergencies where police are called. 

  
(d) The Dean Students welfare / Proctor will coordinate and expedite  police 

 attendance at the emergency site. 
 
(e) The Dean Students welfare / Proctor must ensure police are notified of any 
criminal incident on campus, including those relating to the loss or damage of 
personal property. 
 
(f) All non-emergency security incidents which occur on campus should be 
reported to security personnel. 
 
(g) Security personnel must immediately notify security management when they 
become aware that a political protest or demonstration is planned or taking place. 
 
(h) Police should only enter University premises in relation to protest  action or 
demonstrations when requested to do so by the Vice-Chancellor or  his nominee. 

 
(j) Police may from time to time, conduct specific operations on university 
premises. However, the police must notify the University prior to any planned 
operations taking place. 

 
Handling Media / Press 
 
54. This being a sensitive issue, no security personnel will directly handle / 
communicate with Media / Press but immediately inform the Director Security / Registrar. 
 
Closing of all Entrance Gates except Main Gate 
 
55.       All entrance gates to AUR Campus EXCEPT Main Gate will remain closed from 
1900 hours to 0700 hours on all days and will be opened only in an emergency. Security 
Supervisor will ensure the same and keys will be kept at Main Gate. 
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Documentation 
 
56. The following documents / registers will be maintained and checked periodically by 
Director Security / Deputy Director Security: - 
 

S.No Office Register 
(a) Attendance Register Office 
(b) Temporary Identity Card Register (Staff & Faculty) 
(c) Temporary Identity Card Register (Students) 
(d) Entry Pass Register (Contracted Employees) 
(e) Vehicle Pass Register 
(f) Student Car Pass Register 
(g) CCTV Incident Register 
(h) Visitor CCTV Control Room Register 
(j) Complaint Register (Electrician) 
(k) Key Register 
(l) Security Lights Register 

(m) Record wall of Fame Register at ABS 
   

S.No Office Files  
(a) CCTV Monthly Monitoring Report 
(b) Details of CCTV Cameras 
(c) Camera Monitor Observer Duty Schedule 
(d) Attendance (FGF & HOSHI) 
(e) Permanent ID Card (Receipt) 
(f) Temporary ID Card (Receipt) 
(g) Vehicle Gate Pass (Sticker) 
(h) Lost and Found Records 
(j) Indiscipline Cases & Incident (Security Staff) 

 
S.NO Main Gate Security Register  

(a) FGF Duty Register 
(b) FGF Attendance Register 
(c) HOSHI Duty Register 
(d) HOSHI Attendance Register 
(e) Handing Taking Register 
(f) Dragon Torch Register 
(g) Girls Day Out Pass Register 
(h) Girls Night Out Pass Register 
(j) Boys Day Out Pass Register 
(k) Boys Night Out Pass Register 
(l) Girls Saturday Out Pass Register 

(m) Boys Saturday Out Pass Register 
(n) Amity Vehicle Register 
(o) Returnable Gate Pass Register 
(p) Non-Returnable Gate Pass Register 
(q) Material In Register 
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(r) Contact Bus Register 
(s) Visitor Entry Register 
(t) Academic 1 Key Register 
(u) Academic 2,3 & 4 Key Register 
(v) Daily Duty Checking Register 

 
S.No Main Gate Files  
(a) Material Gate Pass File 
(b) Vehicle Data File 
(c) Employee Gate Pass File 
(d) Office Order File 

 
S.NO Dog Unit Register  

(a) Daily Duty Register 
(b) Attendance Dogs Register 
(c) Attendance Staff Register 
(d) Daily Temperature Register 
(e) Dog Ration Issue Register 
(f) Dog Material Record Register 
(g) Dog Weight Register 

 
Conclusion 
 
57. It is imperative on part of all AUR employees that all security activities are managed 
effectively as per compliance of University and Governments’ Statutory Policies, 
Procedures and Regulations and strive to provide a safe and sound environment to all its 
residents.  
 
 
 
 
 
 
 
 
 

                                                                     
  Director Security, AUR 

AUR, Jaipur 
 
25 Feb 2022   
 
 
 
 
 
 
 



  

 

       Appendix ‘A’ 
       (Refers Para 7 (h) (i) of SOP 
 

AMITY UNIVERSITY RAJASTHAN 

MATERIAL GATE PASS 

                                                                                           

Date____________ Time________ 

Kindly permit Mr./ Mrs _______________________________ Mobile No.____________________ 

Department/Address _____________________________________ to carry the following items out 

of Amity University Rajasthan, Jaipur Campus: - 

 

S.No. 

Description of items  Quantity Purpose/ Reason Remarks 

      

      

      

      

  

 

(Sign of carrier)                                                                           (Sign of concerned       

      (HOD / HOI / Registrar)  

CHECKED BY 

 

(Sign of Security Guard)                                                         (Sign of Security Supervisor)  

 

 

 

           

 

AMITY UNIVERSITY RAJASTHAN 

MATERIAL GATE PASS 

                                                                                           

Date____________ Time________ 

Kindly permit Mr./ Mrs _______________________________ Mobile No.____________________ 

Department/Address _____________________________________ to carry the following items out 

of Amity University Rajasthan, Jaipur Campus: - 

 S.No. Description of items Quantity Purpose/ Reason Remarks 

     

     

     

     

  

 

(Sign of carrier)                                                                            (Sign of concerned       

      (HOD / HOI / Registrar)  

CHECKED BY 

 

(Sign of Security Guard)                                                           (Sign of Security Supervisor)  

 
 
 

 (Office us) 

      DATE OF RETURN ___________________                                PASS NUMBER ____________________ 

 (Office us) 

      DATE OF RETURN ___________________                                    PASS NUMBER ____________________ 
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