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STANDARD OPERATING PROCEDURE FOR
ORGANIZING AND CONDUCTING ORIENTATION PROGRAM

Objective:
To elaborate the procedure for organizing first year’s orientation program

Responsibility:
= Principal of the institution.
e All the Heads of the Departments.
e Heads of the various organizing committees
= Mentor of First year classes.
e All the teaching/non-teaching staff members.

Procedure:
SN Activiti Responsibilit Target |
=0 Sk p y Dates/Days |
| Orientation program date to be finalized Principal gggi‘;‘:Of J
" . 5 wenk of l
) Chief Guest to be finalized Coordinator and Principal 2" week of October

Formation of Committees-Seating ,Stage,
3 Reception , Transport ,Food and Information Principal 3" week of October

Committee

Heads of respective A
p 3" week of October

4 Road map pamphlets (depanmgnl wise) department
Communication
To inform newly admitted students and their Committee ,Faculty in rd .
5 i . . i hare 3" week of October
parents about orientation Program charges
. e = —
PRI - Organizing 15 days before
itati p ¢ Principal B ; B
6 Invitation and Agenda F{nallzafl?f Eu cip , Committee head. orientation
Principal, Organizing
Meeting of committee members with the Committee head and i .
15 days before

7 Organizing Committee head to discuss about their | Committee Members

roles and responsibilities. GHEIAHON
Committee Head and
8 Meeting with the transport committee 10 finalize the| Transport Committee | 5daysbefore
bus routes and timings. members orientation




Meeting with the seating committee to finalize the ~Comminee Head and 15davsbefore
i3 S IeT

9 Seating arrangements for students e e
S $ nis . parents .guests  Sealing COMMIee
and for the press. = bers onentanon
Commitiee Head and
10 Meeting with the Reception Committee Reception Commitiee | Sctmyscione
members OTICTIAN0N
Meeting with the Food Committee to finalize Comminee Headand Food |0 ¢
11 - Tjhe menu for lunch and the list of volunteers. Committee members a’_ﬂ‘;]_ .
= Number of participants o
Meeting with the stage committee to finalize .
12 the flow of events on stage Stage decoration. Commities Head and S22¢ <4y chefore
£ 3 Commitiee members S

- Arrangement of design of stage back drop and
the Introduction videos.

- Finalization of academic schedule for academic . Jweek before
13 year Principal& HoDs orientation
14 To check the readiness of all commities works gnrfcw fﬁ . Ldavshefore

with committee Heads and Members u :ammi'= . OrieNtELIon
Sending Timetable. Academic schedule. Princi HoD e
15 Sv1labus and course information to students through pal =i _d_a} ’b?fim
¢ orieTiION
telegram messenger
Final meeting with all the organizing Commitze head and
16 - HoDs

committees.
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