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PART-I 

SOP HITEC GIRLS HOSTEL NO. 3 
 
 
1. Introduction.  HITEC Girls Hostel has been established for the outstation National and 

International students. The hostels are providing hygienic & pleasant environment and are 

equipped with all amenities for standard living.  The management makes a sincere endeavor 

to provide all the needed facilities and comforts to include the following:- 

 a. Peaceful and comfortable environment. 

 b. Good meals, prepared under hygienic conditions. 

 c. Internet Facility 

d. Games (outdoor & indoor) 

 
 

2. Allotment of Hostel Accommodation 

a. Admission in hostel is a privilege and not a right.  Students seeking admission in 

hostels shall apply for a seat through their parent institution on prescribed form, 

available at the Warden office. 
 

b. Seats shall be allotted by the HITEC Management in accordance with rules, 

subject to the availability of space. 
 

c. Hostel accommodation will be allotted on merit. 
 

d. In case of non-availability of accommodation / space, name of the applicant will 

be included in the waiting list. 

 

3. Hostel Dues 

 a. Hostel Charges. The charges will remain subject to revision from time to time 

 keeping in view the market inflation and direct / indirect costs. A board of officers 

 constituted by HITEWT will review the same and will recommend any changes 

 thereto for final approval. For the time being, following will be charged:- 

  (1) Hostel Security (Refundable)- Rs 60,000/- (equivalent to two months 

        fee) 

(2) Monthly Charges  -  Rs 30,000/- (Payable in advance) 
     *Rs. 14,000/- (food charges)    

      *Rs. 16,000/- (staff pay & allowances, 
     transportation, allied (electricity & sui 
     gas bills), internet, laundry, repair & 
     maintenance charges etc.       
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 b. Payment of Dues 

(1) Students /parents / guardians are responsible for the timely deposit of the 

fee in the account mentioned in the fee voucher.  

(2) Monthly dues are required to be paid on monthly / quarterly basis in 

advance before the due date mentioned on the voucher. The fee 

vouchers will be generated on the 1st of every month and can be collected 

from the respective warden’s office and send on WhatsApp too. 

(3) Fee paid after the due date is subject to a surcharge / fine as specified on 

the fee bill i.e on daily basis @ of Rs 100/- per day. 

(4) Fee defaulters of more than one month will not be accommodated. 

They will be expelled from the hostel on completion of second 

month of default.  

(5) Fee discount in case of official holidays notified by the institutes shall be 

granted in feeding charges only.  

(6) If withdrawal from hostel is made after the 1st of the month, then fee is 

payable for the entire month. 

(7) Student’s security amount can be claimed within 2 x months of leaving 

the hostel after which it will become time barred. 

 (8) Students must maintain a record of all payments and furnish on demand. 

(9) Attach security deposited fee voucher with security refund application 

alongwith hostel admission form, CNIC.  

(10) Any student who leave the hostel between 1 to 15th of month will be 

granted 50% of rebate in feeding charges.  

4. Mess Rules 

a. Boarders will dine in their respective hostel dining hall only. No room service will 

be allowed (other than genuine medical reason). 

b. Mess Committee comprising of Manager Hostel, Wardens / Asst Warden and 3-

4 student reps, will prepare menu and ensure both quality / quantity of food 

within prescribed catering limit / budget. 

c. All boarders will interact with mess staff in a courteous manner and abide by 

mess regulations. 

d. Proper dress will be worn in side dining hall, TV and sports / recreation rooms. 
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5. Medical  

a. Medical facility available at HIT Hospital, can be utilized on proper sick report 

form through hostel warden / asst warden. 

b. In case a student falls sick, he / she should immediately inform the warden / 

assistant warden, who would take him / her to HIT hospital. Aya must 

accompany the patient. 

c. Student suffering from infectious / contagious diseases will not be permitted to 

stay in the hostel.   

d. Charges of medicines and indoor treatment will be borne by the students 

themselves. 

e. In case of admission / acute sickness, parents are responsible to take their ward 

to home / hospital at their own. Management will have no liability in this regard. 

6. Chronic Medical Problems / Psychological Issues 

a. Any student suffering from some chronic illness or psychological problems will 

 not be accommodated in the hostel. However, only those cases may be 

 entertained if medical fitness certificate furnished by the Medical Specialist.  

b. Students suffering from acute psychological issues due to any reason will not be 

  accommodated. 

c. Parents / guardians must provide such information at the time of admission. Any 

  wrong information in this regard will render the admission cancelled. 

7. Attendance.   Attendance will be taken on daily basis in the morning and evening.  If a 

boarder is absent from hostel for more than 07 days without prior written information, her 

hostel allotment will be cancelled. 
 

8. Visitors Room  

a. Maintenance 

(1) The Visitors Room should be properly maintained, with regular dusting 

and cleaning. 

(2) The room should be kept tidy and organized at all times. 

 

b. Amenities 

(1) A water dispenser should be installed and regularly refilled. 

(2) Tissue paper should be available for visitors' use. 

(3) Writing materials (e.g., pens, paper) should be provided. 
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c. Hospitality. Upon arrival or at dispersal, tea and biscuits, along with cold water, 

should be offered to hostelites' parents/guardians. 

d. Record-Keeping. A record of visitors, including their names, arrival and 

departure times, and purpose of visit, should be maintained. 

e. Daily Cleaning and Maintenance. The Visitors Room should be cleaned 

and maintained daily to ensure a comfortable and welcoming environment for 

visitors. 

 

9. Conduct.  Students are advised to be always dress up well while moving in the hostel / 

campus.  Student’s general behavior, dress and conversation in the Hostels must be decent.  

Shouting by the students is not allowed. Any kind of misconduct will be dealt sternly. 

 

10. Out Pass / Weekend / Leave 

a. Students are not allowed to stay out of hostel for any purpose without prior 

permission of parents / guardians and Parent institution.  

b. Students are allowed local out pass to visit HIT market / CSD etc with written 

permission (out pass) by the respective Warden Hostel. 

c. Any one desirous to go on weekend / leave or out of the campus, will submit 

written permission of parents / guardians and parent institution (HITEC-IMS / 

University).  

d. Violation of above rules will render the student to be expelled from hostel without 

serving any notice / warning. 

e. Owing to the fragile security environment in the country, the students are 

advised to get back from weekend / leave before 2200 hours, after which gates 

are closed and no one is allowed entry in the campus. 

 

11. Trips / Parties / Dinners Out of Campus. As the hostelites of different institutions 

are residing in the hostel having varied schedules, therefore, no such activity can be arranged 

by the hostel management. However, in case institutions or class / group of students have 

planned any such activity, the respective institute will inform in writing alongwith the 

permission of the parents, minimum three days in advance and security / administrative 

arrangements are the responsibility of the parent institute, outside the HIT premises.  
 

12. Damage to The Property.   All students are expected to cooperate for taking care of 

the hostel property.  Hostel property for example furniture, TV (LEDs), cutlery and crockery 

etc. will not be removed by students from the hostel.  Any student found guilty of damaging or 
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breaking items of hostel will be made to pay the cost of the item in addition to the fine / 

penalty. 

 

13. TV Room Guidelines for Girls Hostel (Maintenance and Usage) 

a. The TV room will be open from 6:00 PM to 9:30 PM daily. 

b. A single remote control will be available for use. 

c. To accommodate various channel preferences, a schedule will be created and 

displayed outside the TV room by the warden 

d. Hostelites are expected to respect the scheduled timings and channel 

selections. 

e. Seating arrangements should not be disturbed or rearranged. 

 

14. Hostelites' Personal File: Essential Documents  

 The following documents must be included in each hostelite's personal file: 

a. Institution's request letter for hostel accommodation allotment 

b. Hostel admission application form 

c. List of authorized visitors (weekends only, subject to management approval on 

a case-by-case basis) 

d. CNIC copies: 

e. Hostelite's own CNIC 

f. CNICs of authorized visitors and emergency contacts 

g. CNICs of individuals the hostelite is allowed to visit 

h. Room allotment number (may be shared) 

i. Warning/Caution letters (if applicable) 

j. Copy of monthly payment vouchers 

k. Deposited copy of original fee voucher (reflecting refundable security details) 

l. Hostel leaving application form (when applicable) 

 

15. Room Transfers for Hostellites 

a. No hostelite is allowed to shift from one room to another without prior approval 

from the hostel management. 

b. If a room transfer is necessary, the hostelite must submit an application with 

reasons through their respective institution. 

c. The application will be forwarded to the hostel management for consideration. 
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d. Room transfers will only be carried out after approval has been granted by the 

hostel management. 

 

 e. Special Events 

(1) On special occasions like cricket matches, the Warden may grant 

 permission for extended viewing hours. 

(2) An Assistant Warden must be present during these events to ensure 

orderly     conduct. 

  f. Rules 

(1) No eatables are allowed inside the TV room. 

(2) No littering or trash will be tolerated. 

(3) Hostelites are responsible for maintaining the cleanliness and tidiness of 

the TV room. 

 

16. Penalties. It is mandatory to comply with the timings and orders spelt out in these 

instructions and those issued from time to time. Necessary disciplinary action will be taken 

against the students for each minor or major violation. Following action will be initiated against 

defaulters:- 

a. Incident report will be submitted by the Warden to the Management for 

misconduct, breach of discipline, any damages / breakages. After necessary 

probe / investigation following disciplinary action will be taken:- 

 (1) Minor discipline cases (Misbehaving with staff, use of abusive language, 

 making noises, taking crockery/cutlery to rooms etc) – Warning plus 

 information to parents 

 (2) Major discipline cases (Quarrels / man-handling, thefts, use of contraband 

 items etc) – Expulsion from hostel 

 (3) Breakages / damage to property – Cost of the item plus fine upto           

 Rs. 5,000/- 

 (4) Leaving campus without permission – Expulsion from hostel 

 

17. Vacating the Hostel.    Whenever a student wishes to vacate hostel, she must inform 

in writing to the Warden (Hostel) minimum of a month in advance. Dues will be paid and 

clearance will be obtained before leaving hostel. Before leaving the hostel, room keys must be 

deposited in Warden (Hostel) office. 
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18. Discipline. Best state of discipline is expected from the boarders, a few aspects of 

discipline are highlighted here:- 

a.  Ragging.    Ragging in any shape which causes physical or psychological harm 

or raises apprehension of fear, shame or an embarrassment to the new student, 

including teasing, abusing, shouting, playing practical jokes or causing hurt to 

such students or asking the new student to do any act or to perform such things 

(which such student will not be willing to do ordinarily) is strictly forbidden. It is 

expected that senior students will help the juniors in their settle down process. 

Anybody found involved in ragging will be dealt severely. 

b.  Smoking.  Hostel is declared as a free smoking zone. Smoking is prohibited in 

the rooms as well as in the hostel premises.  

c. Undesired Activities.  Following will be considered unlawful activities:- 

  (1) Joining banned organizations or involvement in anti state activities. 

 (2) Creating trouble in hostel premises including instigation for wrong doings,

 organizing strike and inviting others for strike or printing /writing 

 /distributing  pamphlets/handouts etc. 

  (3) Giving threats to any student or staff member. 

 (4) Misuse of hostel facilities. 

  (5) Bringing / inviting non entitled persons/ Day Scholars in the hostel. 

  (6) Gambling in any shape. 

  (7) Playing loud music. 

19. Inspections 

a. Surprise checking / inspection by the Hostel Management will be carried out as 

and when felt necessary. The checking will include rooms, almirahs and trunks / 

bags etc and will be done without any advance notice.  

b. Weekly / monthly inspection will be carried out by Wardens. 

20. Laundry Services.  A laundry shop has been established in the hostel for provision of 

washing and pressing of clothes facility to hostelites. 

21. Transport / Conveyance. HITEC S&C provides transport for conveyance of boarders of IMS 

(MBBS & Dental). Payment to this effect shall be paid through cheque by the management.  
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22.    Fine / Expulsion Policy for Resident Students 

a.     Keeping arms, explosives, intoxicants, drugs or any other prohibited item: The 

defaulter shall be expelled from the hostel forthwith.  

b.    Student indulging in use of abusive / threatening language, physical fights, use 

of force to get unfair act accomplished, damaging hostel property and gambling / 

or any serious crime will be punished / fined ranging from: Rs 5,000/- to Rs. 

10,000/- (depending upon gravity of the offence) and expulsion from the hostel. 

 c.  Indulgence or participation in political, regional, ethnic, caste or sectarian based 

 activities. Fine up to a maximum of Rs. 10,000 and / or expulsion from the hostel. 

 d.  Causing disturbance in the hostel by playing loud music, using fire crackers or by 

  any other means, fine up to a maximum of Rs. 10,000/- 

e.  Misbehavior with hostel administration, hostel staff, or other fellow students: Fine 

up to a maximum of Rs. 5,000/- and a show cause notice / expulsion from 

hostel. 

f.   Pasting posters / notices, wall chalking etc. without prior permission of the hostel 

 warden: Fine up to a maximum of Rs. 5,000/- and or expulsion from the hostel.  

 g.  Damage / theft or misuse of hostel property: Recovery of loss and fine up to a 

  maximum of Rs. 10,000/- and expulsion from the hostel.  

h.  Failing in fee deposit for two consecutive months will also lead to 

expulsion of the boarder without serving any notice. 

23. DO’S AND DONT’S 

 a. Do’s  
  (1) Pay Salam to fellow hostelites, staff and faculty.  

(2) Be humble and respectful to your colleagues and hostel staff / 

management & security staff at gates. 

  (3) Always use parliamentary language.                . 

(4) Keep your room in neat and tidy condition. 

(5) Be security conscious and take care of your valuables especially cash, 

  Mobile Phones and Laptop etc. Take your valuables along when you 

  proceed on leave etc. 

(6) Always clear Hostel & Mess Dues well in time.  
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(7) All notices / instructions issued from time to time must be religiously 

followed. 

(8) Take care of hostel property. 

(9) Always enter your name in IN / OUT register i.e. while going out / coming 

back to the Hostel. 

(10) Be present at the given time / place for attendance.  

(11) Preserve / economize on utilization of water, electricity and gas and 

ensure water tabs are properly closed if not used. 

(12) Put off all the electric switches, gas appliances and water taps while 

leaving the room.  

(13)     Read the notice board daily. 

(14)  In case of any emergency or illness, immediately report to the Warden 

Hostel, who shall make necessary arrangements for medical assistance.  

(15) Always be well dressed and hair must be properly trimmed.   

b. Dont’s 

  (1) Keeping of prohibited medicines, drugs without doctor’s prescription. 

(2) Possession of following items is totally banned:- 

(a) Fire arms and daggers etc. 

(b) Alcohols, Toxic drugs, sheesha, gutkha and hashish / heroin etc. 

(c) Crackers, explosives and ammunition etc. 

(d) Objectionable material in the shape of videos, books or 

photographs. 

(3) Making noise and raising slogans. 

(4) Keeping electric appliance in the room except refrigerator and room 

cooler for which prior permission will be sought. 

(5) Structural additions or alterations in the rooms or anywhere in the hostel. 

(6) Collection of Chanda / charity etc on any account.  

(7) Ragging of juniors inside / outside the rooms and hostels. 

(8) Occupying or interchange / swapping the room without permission of 

Warden Hostel. 
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(9)   Giving tips or making any other kind of payment / loan / cloths to the 

sanitary worker or any other Hostel staff. Avoid quid-pro-quo.  

(10) Entering / opening the door of another fellow’s room without permission. 

(11)     Using the belongings of other residents without their consent. 

(12) Borrowing and lending money among the students. 

(13) Visiting roof top. 

(14) Cooking in the room under any circumstances. 

(15) Keeping pets or animals in the room. 

24. Hostel Administration HITEC-IMS (Medical College). Hostel administration / 

management is as under:- 

a. Principal 

b Manager Coordination 

c. Warden 

d. Assistant Wardens 

e. Accommodation NCO 

f. Mess Supervisor 

g. Assistant Mess Supervisor 

 

25.  Certificates / forms as given below duly signed by the student and countersigned by 

the father / mother / guardian are required to be submitted by the student to the Manager 

(Hostel) at the time of hostel joining. 

26. SOP shall be taken as an executive order and be implemented in true letter and spirit. 

 

 

Note: Boarders / Staff must immediately report to the hostel management about any 

suspicious activity if any boarder found missing / absent from hostel. 
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PART-II 

CHARTER OF DUTIES 

1. WARDEN  

 The duties of Warden are as under: - 

a. Oversee the overall management of the hostel. This includes ensuring that the 

hostel is clean, safe and well-maintained. Throughout the day and all orders and 

SOPs, are displayed in all notice boards  

b. Oversee the hostel's food service and ensure that students are consuming meal 

as per the stipulated time. 

c. Enforce the hostel's rule and regulation. This includes maintaining discipline and 

preventing any harmful or illegal activities from taking place. 

d. Provide guidance and support to students. This includes helping them with their 

studies, providing counselling, and resolving any personal problems they may be 

facing. 

e. Act as a liaison between the students and the hostel administration. This 

includes communicating the student’s needs and concerns to the administration 

and vice versa. 

f. Conduct bimonthly inspections of the hostel (Rooms, TV room, Study room, 

Visitor’s room, Dining Hall and Sitting Room etc) to ensure that these are worth 

sitting, clean, safe and well-maintained. 

g. Communicating with the students' parents or guardians if need arises also 

maintain list of parent contact numbers. Any hostilities get sick and admitted in 

the hospital, their parents be informed immediately.  

h. All hostelites should be present in the hostel before 10 PM in summer and 09 

PM in winter. 

i. Keep a check that all hostelites consume their meal on daily basis and notify if 

someone is missing the meal regularly. 

j. Ensure all Wall Clocks are synchronized and running as per Pakistan Standard 

Time.  

k. Hostelites should clear their monthly bill before 10th of every month and defaulter 

may be intimated to the administration 11/12th of every month. 

l. Distribute your under comd staff / employees / sweeper as per floor and notify. 

m. Keep updating charter of duties of all employees / staff as per requirement. 
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n. Put up hostel complaint register on daily basis. 

o. No private unofficial trip outside the HIT/HITEC premises is allowed. 

p. No private functions are allowed in the hostel. 

q. Monitor the CCTV cameras. Take action if any abnormal / suspicious activity 

take place in the hostel / or any floor.  

r. Hostelites can’t keep money more than Rs. 3000/- at a time in their personal 

custody. Preferably they should avail ATM facility available in HIT / HITEC. 

s. No Pets / gold jewelry allowed by the hostelites.   

t. All hostelites are directed to deposit their medicine alongwith prescription with 

Hostel Warden and shall ensure to give the medicines as per prescription in her 

prescience and maintain the record in the register.  

u.  No hostelites will keep any medicines with her. Defaulter shall face serious 

 consequences that may be expulsion from the hostel. 

v. Hostelites should be back into the hostel after classes not later than 1600  hours 

daily.  

w. Hostelites shall go for out pass in the form of group and accompanied with aya. 

x. Hostelites shall get proper out pass from Assistant Wardens of the respective 

institutes.  

y. Detail / maintain the duty roster of the reception, all hostel floors, dining hall / 

toilets & wash rooms so to give a fair chance of duty at all the places. 

z. Ensure that you don’t perform your duty on the principal of “Quid-Pro-Quo”.  

aa. Warden/Asst warden be present in the dining hall at the meal/tea timing as 

notified. 

bb. Keep a check that no financial contribution and activities among the staff shall 

not take place  

cc. Out Pass Timing: - 

(1) Summer upto 9pm (1st April to 30th September) 

(2)  Winter upto 8pm (1st October to 31st March)   

 

dd. Learn how to operate the Fire Extinguishers, hydrants and other fire appliances. 

ee. Train your entire staff how to operate fire appliance and use to extinguish the 

fire. 

ff. In case fire breaks out, immediately intimate HIT Fire Brigade, HIT Control 

Room, School and College control room.  
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gg. Hostelites can go to purchase from 1700 hours to 1800 hours alongwith Aya or 

Aya may bring the required items for hostelites as requested by the boarders.  

hh. Lake view and Cantonment Board parks are out of bound for all hostelites. 

ii. No Hostelite will use the bicycle. 

jj. All Hostelites student will not go out without college card (Warden to ensure). 

kk. Must endorse timing in the register while going out and coming back. 

ll. Will wear decent dress. 

mm. All hostelites are directed to sleep in their respective allotted rooms.  

nn. The violators shall face serious consequences. 

oo. You have to supervise the Ground Floor and surrounding areas of main building, 

all rooms are properly cleaned and tidy condition and things are kept at 

appropriate place 

pp. Register should be maintained as per their respective floors as per Anx A.   

qq. Hostelites can be allowed to stay in the hostel only if the respective institutes 

intimate in writing to the administration and hostel warden. 

rr. No outsider student is allowed to stay in the hostel. 

ss. Warden shall perform the duties in the absence of Assistant Warden University.  

tt. Maintain, check & signs the Complaint Register and hand over the building NCO 

to bring in the administration office for resolving the complaints.  

uu. Ensure hostel property is protected and no damage is caused by the hostelites 

or staff. 

vv. Check and sign the attendance in / out register of the respective institute that all 

the hostelites have endorsed the attendance while leaving the hostel (to attend 

the classes / out pass / duty). 

ww. Must give consolidated report by 09:00 AM if any hostelite is not leaving the 

hostel for classes / duty. 

xx. Get the medicines from the hostelites who are regularly using alongwith the 

prescription form and ensure you give the medicines to the hostelite patient in 

your presence as per prescription form.  

yy. Ensure all CCTV cameras are functional and also prepared a diagram as per 

location. 

zz. Distribution of hostelites for pic & drop in the morning 

aaa. Meal timing be displayed on notice boards 

bbb. Follow and implement official orders given by superior 
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ccc. Maintain the hostelites data i.e names, cell number address of parents and        

siblings 

ddd. Process hotel clearance form / security clearance application. 

eee. No male member is authorized to enter in the hostel area without your 

permission.  

fff. Smoking is prohibited 

ggg. Implement any orders given by the superiors 

hhh. Discount list (supported with leave certificates / in / out register) of the 

hostelites on leave during the official notified holidays be furnished to the 

management / administration. 

 

2. ASSISTANT WARDEN 

 The duties of Assistant Warden are as under: - 

a. Are responsible for the cleanliness of their respective institute floors, rooms, 

stores, common rooms, toilets & wash rooms regularly before 1100 hrs daily. 

b. Learn how to operate the Fire Extinguishers, hydrants and other fire appliances 

(fire extinguishers, Crow Bar, Fire Beater, Sand / Water buckets, Axe, Pick & 

Shovel. 

c. Give three signed copies of Out Pass / Leave Pass to your institute’s boarders / 

HOs and maintain the record. Distribution is as under :- 

(1) Assistant Warden Copy 

(2) Security Check Post Copy 

(3) Hostelite’s Copy 

d. Maintain the family / relatives list who have been authorized to meet / pick the 

hostelites by the parents. 

e. Collect CNIC copy & verify the relative who has come to pick the boarders from 

the hostel for the Out Pass / leave as intimated by their parents on mobile. 

f. To assist and oversee the overall management of the hostel. This includes 

ensuring that the hostel is clean, safe, and well-maintained. 

g. Give Daily OK Report to warden at 10 PM and also mentioning the boarders who 

have gone on leave or out pass. 

h. To act as warden in her absence and perform all duties as per duty roster in 

addition to your own duties. 

i. Have to be very tact full, polite while dealing the hostelites.  
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j. Enforce rules and regulations are implemented in the true letter and spirit. 

k. Conduct bimonthly inspections of the hostel to ensure that it is clean, safe, and 

well-maintained. 

l. Keep a check that all hostelites consume their meal on daily basis. 

m. Hostelites should clear their monthly bill before 10th of every month and 

defaulter may be intimated to the administration 11/12th of every month. 

n. No private unofficial trip outside the HIT premises is allowed. 

o. Hostelites can’t keep money more than Rs. 3000/- at a time in their personal 

custody. Preferably they should avail ATM facility available in HIT. 

p. Perform your duty as per roster in the dining hall and your physical presence is 

mandatory and ensure students should not waste the food.  

q. Follow orders and instructions given by the Warden in true letter and spirit. 

r. No Pets / gold jewelry allowed by the hostelites.   

s. Intimate warden (Miss Fozia Shaheen) while going on leave/out pass and also 

intimate the pending work to your reliever.  

t. Assistant Warden Medical & Assistant Warden Dental shall perform their duties 

vice versa in your absence.  

u. If Warden goes on leave then Assistant Warden Dental shall act as Warden in 

addition to her own duties.  

v. Asst warden must obey the hostel warden. 

w. To assist the warden.  

x. Carry out all activities in coordination with hostel warden and give Ok report after 

checking physically of the hostilities at 0930 PM (summer) & 0900 PM in winter.  

y. The distribution of floors are as under :- 

(1) Ground Floor  - Dental College 

(2) Second Floor  - HITEC University 

(3) Third & Fourth Floor - Medical College 

z. You have to supervise respective floors, all rooms are properly cleaned and tidy 

condition and things are kept at appropriate place  

aa. Maintain in the Daily Record of late arrival hostelites from Out Pass / Leave and 

intimate administration for punitive action. 

bb. Ensure departure of all boarders before 08:20 AM to their respective institutes 

for attending the classes, take a round on all floors and check for girls who did 

not go to college and state reasons for it and immediate intimate the 

administration on WhatsApp / message. 
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cc. Complaint Register should be maintained as per their respective floors.  

dd. Never use abusive language. 

ee. Ensure hostel property is protected and no damage is caused by the hostelites 

or staff. 

ff. Hostelite shall endorse the attendance while leaving the hostel (to attend the 

classes / out pass). 

gg. Must report by 09:00 AM if any hostelite is not leaving the hostel for classes / 

duty.  

hh. Smoking is prohibited 

ii. Implement any orders given by the superiors 

jj. Discount list (supported with leave certificates / in / out register) of the hostelites 

on leave during the official notified holidays be furnished to the management / 

administration. 

 

3. HOSTELITES  

Duties and responsibilities are as under:- 

a. Clear your hostel dues before 10th of every month or before due date. 

b. Warning shall be given if don’t deposit your fee in time.  

c. Hostelite shall be expelled if gets two warning on any account of discipline breach 

d. Smoking is prohibited 

e. Follow the hostel rules, regulations and instructions in true letter and spirit.  

f. You will be asked to vacate the hostel, if you fight or misbehave with your 

colleagues / staff. 

g. In case of expulsion from the hostel, four working days will be given to find the place 

outside HIT premises. 

h. Hostelites can go for purchase from the market from 1800 hours to 1900 hours in 

Summer, and 1600 hrs to 1700 hrs in Winters alongwith Aya or Aya may bring the 

required items for hostelites as requested by them. 

i. Lake view and cantonment Board parks are out of bound for all hostelites. 

j. It's your Personal responsibility to learn how to use the fire extinguisher so you 

should be able to operate in case of emergency 

k. No guest is allowed to stay in the hostel 

l. Hostelites will follow the route from hostel as under:- 
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HITEC Girls Hostel No. 2 

Common Gate (HITEC & HIT SECURITY), take right turn and follow the road in 

between Lawn Tennis, Basket Ball Ground and girls hostel number 2, take left 

turn, follow the road and Cross Over Quaid-e-Azam Avenue and again take right 

turn and go in front of Adm Directorate and then take left turn, follow the Atta 

Muhammad Utra road, then left turn and follow Atta Muhammad Utra road, 

Hospital Chowk, Allama Iqbal Avenue, Coffee Castel, Cantt Board Market and 

vice versa.  

IMS Girls Hostel (AFNS) 

From hostel, Hospital out gate, Hospital Chowk, Allama Iqbal Avenue, Coffee 

Castel, Cantt Board Market and vice versa. (Hospital canteen route shall not be 

followed). 

m. No Hostelites will use the bicycle. 

n. All hostelites student should be in possession of institute cards (Medical, Dental & 

University), security card / CNIC all the time (Warden to Ensure). You may be asked 

to prove your identity by the security echelons.   

o. Must endorse timing in the register while going out (classes / out pass / duty / leave) 

and coming back. 

p. They should not keep money more than Rs 3000/- in their personal custody and you 

have no claim, if money is stolen by someone.  Preferably avail the ATM facility. 

q. No Gold / Jewelry or any other value able items is to be kept inside the hostel. 

r. Misusing the transport by the hostelites who pretends sickness instead going to 

hospital they go to the market / Coffee Castle, shall be warned / fined. 

s. Any hostelite going to hospital shall give his prescription / medicine form to hostel 

warden on return.  

t. Will wear decent dress and no pets are allowed. 

u. Medicines should be deposited with hostel warden alongwith the prescription form 

so warden should give you medicine in her presence and no self-medication is 

allowed. 

v. Follow the laundry timings for handing / taking over clothes as per timing. 

w. No Iron / heater / blower is to be kept inside the room. 

x. Cooperate with Warden / Assistant Warden / Female Security during the surprised 

check and keep your doors and cupboards open. 
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y. Medical excuse (SIQ) should be signed by the specialist preferably HoD. 

z. Any hostelite damage the hostel property intentionally or un-intentionally shall be 

charged three times more than the actual cost. 

aa. No tempering / fiddling with the electrical appliances is allowed and tempering in the 

electricity bill shall face the serious consequences. 

bb.No room shifting is allowed without administration decision.  

cc. All hostelites are directed to sleep in their respective allotted rooms. 

dd. The violators shall face serious consequences.  

ee. Any hostelite ask to leave the hostel on discipline grounds are at will, shall not be 

allowed to avail the facility for at least six months. After six months desirous student 

can give the application to the head of the institution for considerations, however 

final authority for re-allotment hostel facility remain with the management.   

ff. University Students Out Pass Rules 
 

 (1) Library Visit 
  (i) Hostelites must obtain an out pass signed by the Assistant Warden 

   (Ex-University) to visit the library 
  (ii) The out pass must be signed by the Library Incharge on arrival and 

   departure, with a stamp affixed on the reverse side 
  (iii) Hostelites must return to the hostel within 15-20 minutes 

 
 (2) Out Pass Timing 

  (i) For visiting "Food 4 U" is until 7:30 PM in Summer and 5:15 PM in 

   Winter  
 
 (3) Weekend Out Pass (Outside HIT premises) 

  (i) For leaving the HIT premises & hostel premises are only allowed 

   on weekends (Saturday / Sunday & gazetted holidays). 

(ii) Hostelites must submit an application to the Assistant Warden at 

least two days prior to departure. 

(iii) Hostelites will only be allowed to leave if their parents or Guardian 

sends a message from a notified mobile number to the Warden or 

Assistant Warden. 

gg. No hostilities shall lock the rooms once going to classes or staying in the room.  

 

hh. Out Pass Timing :- 

(1)  Summer upto 10 PM (1st April to 30th September) 

(2)  Winter upto 09 PM (1st October to 31st March) 
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ii. Meal Timings :- 

(1) Breakfast (Summer / Winter)  06:50 AM to 08:15 AM 

i. MBBS 1st& 2nd year    06:50 AM to 07:20 AM 

ii. BDS 1st, 2nd. 3rd year & All HOs  07:20 AM to 07:50 AM 

iii. MBBS 5th, 3rd & Uni Students  07:50 AM to 08:15 AM    

(2) Breakfast (Saturday / Sunday)  09:00 AM to 11:00 AM 

 

(3) Lunch      03:00 PM to 04:30 PM 

(4) Tea Break     05:00 PM to 06:00 PM 

(5) Dinner  (Summer)    07:30 PM to 09:00 PM 

(6) Dinner (Winter)    07:15 PM to 08:45 PM  

 

jj. Pick Up Timings (1 x Coaster & 1 x Bus) 

(1) MBBS 1st & 2nd Year   07:40 AM 

(2) BDS 1st, 2nd & 3rd Year + All HOs  07:55 AM 

(3) MBBS 3rd Year & Final Year  08:10 AM  

kk. Weekend Out Pass (Outside HIT premises):- For leaving the HIT premises &   

 hostel premises are only allowed on weekends (Saturday / Sunday & gazetted 

 holidays). 

4. MESS SUPERVISOR  

Duties of Mess supervisor are as under:- 

 

a. Ensure the quality food preparation and distribution. 

b. Scrutiny of dry and fresh ration on fortnightly basis. 

c. Purchase all items required at least four days prior to the exhaustion of the requisite 

items. 

d. Repair, maintenance of complete hostel 

e. Maintain leave record register of all employees. 

f. Timely processing of Minute Sheet.  

g. Report any incident occurrence.  

h. Display Accommodation plan on the Notice Board. 

i. To assist accommodation NCO  

j. On orders, act as Accommodation NCO  

k. Ensure functional ability of the support services like electricity, water, Gas & geyser. 

l. Learn how to operate the Fire Extinguishers, hydrants and other fire appliances. 
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m. Proper stacking should be ensured 

n. Smoking is prohibited 

o. Implement any orders given by the superiors 

p. Maintain Bin Cards 

5. ASSISTANT MESS SUPERVISOR  

a. The Assistant Mess Supervisor will assist the Mess Supervisor in overseeing the 

overall functioning of the hostel, including: 

b. Ensuring the proper maintenance and repair of electrical appliances and equipment 

c. Training staff on fire safety and ensuring that fire fighting appliances are in good 

working condition 

d. Addressing and resolving hostelite’s complaints promptly 

e. Monitoring and recording electrical unit consumption from all meters and notifying 

students accordingly 

f.  Maintaining the cleanliness and upkeep of lawns and outdoor areas 

g. Arranging transportation in emergency situations to transport hostelites to the 

nearest embarkation point 

h. Keeping accurate records of staff leave and ensuring adequate staffing levels 

i. The Assistant Mess Supervisor will play a key role in supporting the smooth 

operation of the hostel and ensuring the comfort and safety of hostelites." 

 

6. ACCOMMODATION SUPERVISOR 

a. Keep maintaining the room inventory and obtain signatures of the hostelites/staff 

concerned. 

b. Maintain hostel property ledger 

c. Any complaint regarding building/fixtures be intimated to your superior and resolved. 

d. Daily put up complaint register to the concerned and ensure to obtain Warden’s 

signatures. 

e. Maintain hostel property stores and bin cards be displayed 

f. Ensure all fixtures in building is operative/functional  

g. Act as Mess Supervisor in his absence 

h. Proper stacking should be ensured 

i. Ensure you are properly dressed up 
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j. Smoking is prohibited.  

k. Implement any orders given by the superiors 

l. Maintain Bin Cards 

 

 

7. CATERING SUPERVISOR  

Key duties are as under :- 

a. Duties and Responsibilities: 

(1) Oversee food preparation, presentation, and serving 

(2) Manage ration demand, procurement, and storage 

(3) Ensure hygienic cooking practices and maintain kitchen cleanliness 

(4) Supervise staff, including cooks, helpers, and cleaners 

(5) Plan menus, considering dietary needs and preferences 

(6) Monitor food quality, taste, and presentation 

(7) Maintain inventory and order supplies as needed 

(8) Ensure proper waste disposal and recycling 

(9) Manage the dining hall, including seating, cleaning, and ambiance 

(10) Coordinate with hostel administration for events and special meals 

(11) Ensure compliance with food safety regulations and hostel rules 

b. Ration Demand and Stacking: 

(1) Calculate and submit ration demands based on the number of residents   and 

menu plans 

(2) Receive and inspect deliveries, checking for quality and quantity 

(3) Store rations in a clean, dry, and organized manner 

(4) Rotate stock to ensure first-in, first-out usage 

(5) Maintain accurate records of inventory and consumption 

c. Hygienic Requirements: 

(1) Ensure all staff maintain personal hygiene and wear appropriate attire 

(2) Cleanliness and sanitization of kitchen, equipment, and utensils 

(3) Proper storage and handling of food, including labeling and date tracking 

(4) Regular pest control measures 

(5) Adherence to food safety guidelines and regulations 
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d. Fire Safety: 

(1) Familiarize yourself with fire safety equipment and procedures 

(2) Ensure fire extinguishers are easily accessible and inspected regularly 

(3) Develop a fire evacuation plan and conduct regular drills 

(4) Train staff on fire safety and emergency response 

e. Serving and Cleaning: 

(1) Ensure food is served hot, fresh, and in a timely manner 

(2) Monitor serving areas for cleanliness and organization 

(3) Supervise staff in collecting and washing utensils, plates, and equipment 

(4) Ensure thorough cleaning and sanitization of the dining hall after each meal 

f. Preparing the Dining Hall: 

(1) Coordinate with staff to set up the dining hall for each meal 

(2) Ensure tables, chairs, and floors are clean and tidy 

(3) Arrange for decorative elements, such as flowers or centerpieces 

(4) Prepare for special events or theme meals as needed 

g. Smoking is prohibited.  

h. Implement any orders given by the superiors 

i. By following these guidelines, a Catering Supervisor can ensure the smooth 

operation of the hostel's food services, providing a safe, healthy, and enjoyable 

dining experience for the residents 

8. RATION STORE MAN 

He is responsible for: - 

a. Responsible for preparation of Ration Demand. 

b. Responsible for issuance of Ration on daily basis to cook house. 

c. Maintain issue record of Ration. 

d. Responsible for local purchase if required. 

e. Responsible to maintain Grocery items record purchase from authorized shop.  

f. Responsible to maintain Local purchase demand record. 

g. Responsible to maintain Dray / Fresh Ration record. 

h. Proper stacking should be ensured 

i. Smoking is prohibited 

j. Implement any orders given by the superiors 

k. Maintain Bin Cards 
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9. AYA / ATTENDANT 

 Duties are as under:- 

a. Be polite, duty full, responsible, punctual and truth full in performance of duty. 

b. Plan your leave and put up at least two days in advance for approval 

c. Proper maintenance, dusting of rooms, TV room, Study Room, Common room, 

offices, Dinning Hall, reception and etc. 

d. Proper dusting of Hall and TV Lounge  

e. Perform the duties as and when assigned by the Warden/ Assistant Warden  

f. Perform duty as per Duty Roster 

g. During Lunch and Dinner Time will present in Dining Hall for serving the students. 

h. Assist dish washing after every meal. 

i. Clean Microwave Oven, Refrigerator, Deep Freezer, Dispenser on weekly basis or 

as directed by superior. 

j. During duty hours no one is permitted to use Cell Phone. 

k. Aya will perform duty at Main Door of Girls Hostel and no male member un 

authorized person is allowed to enter in the Girls hostel. 

l. You should wear neat and clean and dignified dress 

m. Learn how to operate the Fire Extinguishers, hydrants and other fire   

 appliances. 

n. Implement any orders given by the superiors 

o. Smoking is prohibited. 

p. Anything belonging to hostel shall not be taken outside the hostel premises i.e food, 

 clothes or gifts given by the hostelites.  

 

10. SWEEPER / SWEAPRESS  

The Sweeper is responsible for: 

a. Ensuring the cleanliness and hygiene of toilets, washrooms, and bathrooms 

b. Maintaining the tidiness and organization of girl’s bedrooms, common rooms, TV 

lounge, Dining Hall, Study room, Kitchen, Stores, offices etc keeping personal 

belongings in order 
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c. Safeguarding and caring for boarders' belongings, avoiding any loss or 

misappropriation 

d. Adhering to assigned timings and schedules, demonstrating punctuality and reliability 

e. Follow instructions and orders from superiors, displaying obedience and respect 

f. Refraining from engaging in personal business or gossip with coworkers, maintaining 

professional boundaries 

g. Understanding that punitive actions will be taken if duties are neglected or misconduct 

occurs 

h. Upholding a good character, demonstrating politeness, humility, and a strong work 

ethic 

i. Implementing any orders or instructions given by superiors, ensuring efficient and 

effective service 

j. Utilizing cleaning materials judiciously, avoiding wastage and ensuring economical use 

k. Handing over any found belongings to the Assistant Warden of the respective institute, 

ensuring their safekeeping and return to their rightful owners." 

l. Cleaning of living rooms and wash rooms. 

m. Cleaning of rooms,  

n. Removal of waste from Dust Bins and wash it on daily basis. 

o. Don’t use Cell Phone during the duty  

p. Smoking is prohibited.  

 

11. COOKS 

 

Duties of Cooks are as under: - 

a. They will responsible for preparation of Break Fast, Lunch, tea break and Dinner in 

time. 

b. 1 x Cook is responsible to get the Ration from Ration Store at 0900 hrs daily. 

c. Responsible for proper cleanness of Hostel Kitchen / store. 

d. They shall responsible for proper dressing and lay out of Kitchen 

e. Assist dish washers to clean the utensils used for cooking of meals. 

f. Don’t use cell phone during duty hours 

g. They should be medically fit and their nails should be clipped weekly basis and 

maintain proper haircut and Khat of Beard.  
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h. Responsible for your personnel hygiene.  

i. Wear proper Appron and Cap while preparing the food and also make use of hand 

glove, while making food. 

j. Smoking is prohibited. 

k. Implement any orders given by the superiors 

 
 

12.  SECURITY GUARDD CHECK POST 

 

a. Ensure you are properly dressed up 

b. Be polite, alert and firm in accomplishment of duty 

c. Maintain the hostelites rerecord of IN/OUT rec 

d. Endorse all hostelites data while going for out pass/leave 

e. Hostelites guest be Intimated to warden. 

f. Check their identity and ensure their names are included in the guest list 

g. Orders given by your superior be implemented in true letter and spirit 

h. Smoking is prohibited.  

i. Implement any orders given by the superiors 

 

13. DISH WASHER 

Duties are as under :- 

a. Be polite, duty full, responsible, punctual and truth full in performance of duty. 

b. Don’t use cell phone during duty hours 

c. Ensure you are properly dressed up  

d. Take care of your personnel hygiene (Haircut, Beard Trimming, Khat, nail 

 clipping) 

e. Smoking is prohibited.  

f. Properly wash crockery.  While washing ensure their corners are not damaged.  

g. Cutlery should be properly cleaned and washed.  

h. Properly stacking of crockery and cutlery. 

j. Implement any orders given by the superiors 
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14. DRIVER 

 

a. Safely transporting students to and from the hospital for medical treatment as 

needed 

b. Ensuring the vehicle is well-maintained, clean, and in good working condition 

c. Being available and responsive during night duties, keeping your mobile phone on 

at all times 

d. Maintaining an accurate record of patients transported to the hospital, including 

dates, times, and destinations 

e. Accompanying the Assistant Warden and patients to the hospital, providing support 

and assistance as needed 

f. Adhering to all traffic rules and regulations, ensuring safe and responsible driving 

practices 

g. Understanding that punitive actions will be taken if duties are neglected or 

misconduct occurs, including:- 

(1) Reckless or irresponsible driving 

(2) Failure to maintain vehicle safety and cleanliness 

(3) Neglecting night duties or failing to respond promptly 

(4) Failing to maintain accurate records or follow protocol" 

h.   Smoking is prohibited.  

i.    Implement any orders given by the superiors 

 

15. WASHERMAN 

 

Duties of Washerman are as under: - 

a. Be respectful, humble and courteous 

b. Efficient / Timely provision of the washing service.  

c. Proper ironing service to all concerns. 

d. Correct / Timely collection and handing over of ironed / washed clothes from / at 

collection point's i.e Dhobi Shop.  

e. Efficiently handling of user complaints through Manager Coord ex HITEC-IMS. 

f. Employment of individuals should be security wise cleared and having sound moral 

character. 
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g. Use / application of hygienically / quality wise good washing material for washing 

purpose (not damaging / discolour the clothes). 

h. Provision of neat and clean environment all times while handling the washes / 

ironing. 

i. Students on weekend and on leave upto 5 days will be counted as present and it 

will be counted as full strength. 

j. 50% payment shall be made on official leave as notified by the institutes. 

k. Smoking is prohibited 

l. Implement any orders given by the superiors 

 

16. MALI (GARDENER) 

a. Planting new flora, including trees, shrubs, and flowers, as directed 

b. Watering plants according to requirements in Summer and Winters 

c. Implementing the orders and directives of the supervisor or warden, ensuring 

efficient garden maintenance 

d. Maintaining the beauty and tranquility of the garden, ensuring a welcoming and 

peaceful environment 

e. Performing tasks such as pruning, weeding, and fertilizing to promote healthy plant 

growth 

f. Monitoring and reporting any issues or concerns related to garden maintenance 

g. Collaborating with other staff members to ensure the overall upkeep and 

appearance of the garden 

h. Proper gross cutting / maintenance of lawns  

i. Smoking is prohibited.  

j. Removing weeds, leaves, and other debris from the garden area and walkways 

k. Ensuring proper disposal of garbage and keeping the surroundings clean 

l. Implement any orders given by the superiors 

 

17. FEMALE SECURITY GUARD 

 

 The duties are as under:                             

a. To assist and obey the warden’s order as and when are given. 
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b. Upon return from holidays, students' luggage must be inspected to prevent the 

introduction of prohibited items, including contraband, drugs, or unauthorized 

medicines, into the hostel premises. Any discoveries or recoveries made during 

these searches must be promptly reported and notified to the appropriate 

authorities." 

c. Learn how to operate the fire fighting equipment, hydrants and other fire 

appliances (fire extinguishers, Crow Bar, Fire Beater, Sand / Water buckets, 

Axe, Pick & Shovel. 

d. Collect CNIC copy & verify the relative who has come to pick the boarders from 

the hostel for the Out Pass / leave as intimated by their parents on mobile. 

e. Get the list from warden regarding hostelite parents / relatives who can meet / 

pick / drop the students  

f. Remain vigilant, alert and petrol the hostel and also ensure that duty aya is 

present during your course of duty. 

g. Be polite, punctual and firm in discharging the duties.      

h. Never use abusive language          

i. Ensure the safety and security of the students and staff while entering / exiting 

the hostel 

j. Prevent any unauthorized access or suspicious activity.  

k. Monitor CCTV cameras and respond promptly to any alerts or incidents. 

l. Control access to the hostel, screening visitors and ensuring only authorized 

individuals enter no relative can stay inside the hostel. 

m. Aya on duty should escort hostelites students to and from the hostel, especially 

at night or in emergency situations (visiting hospital) assistant warden must 

accompany the patient at night and she will keep posted the administration. 

n. Respond to distress calls, alarms, or reports of incidents, taking appropriate 

action and informing hostel warden. 

o. Maintain order and discipline within the hostel, addressing any disruptive 

behavior. 

p. Once ordered conduct regular room checks, ensuring students' safety and well-

being. 

q. Provide assistance and support to students in need, including first aid if 

necessary. 

r. Keep accurate records of incidents, security breaches, and notable events. 

s. Maintain the emergency numbers list.   
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t. Lock all the entry point / gates 

u. Participate in training and drills to enhance security skills and preparedness. 

Educate yourself with regards to operate fire extinguisher, hydrant hose pipe and 

fire equipment  

v. Close the main entrance 9:50 PM in Summer and Winter. 

w. Will open / check the parcels to ensure no contraband items or forbidden 

electrical appliances like heaters, iron, drugs or weapons inside the parcels. 

x. Smoking is prohibited 

y. Implement any orders given by the superiors 
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Anx ‘A’ 

HITEC GIRLS HOSTEL NO. 2 SOP AWARENESS CERTIFICATE 

 

 

 

It is certified that HITEC Girls Hostel No. 2, SOP have been read by the undersigned 

and confirms that these will be followed in true letter & spirit. On any violation of these 

policies, necessary fine, disciplinary action, expulsion may be taken against me. 

Name: ____________________________________________________________________ 

Father’s / Guardian’s Name: ____________________________________________________ 

Institution: __________________________________________________________________ 

Discipline: __________________________________________________________________ 

Hostel: ____________________________________________________________________ 

Room No: __________________________________________________________________ 

 

Date: ___________                                                                                
               _________________

                      (Student Signature) 

                       

Countersign By 

Date: ___________           

                              (Father/Mother/Guardian) 

   Name: _____________________ 

           CNIC No:  __________________ 

 

 

 

 

Photo 

(1”x1”) 
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Anx ‘B’ 
 

 

STUDENT AND PARENTS INFORMATION 
(Before filling form, Parents/Guardians to read the instructions carefully) 

Student Information 

1. Full Name (as per Certificate) :_______________________________________________ 

2. Date of Birth (As per CNIC):_________________________________ 

3. Disability (ifany):__________________________________________________________  

4. Student CNIC / Form B No: Identification Mark:____________ 

5. Emergency Contact No (Mobile):___________________Landline: ___________________ 

6. Religion: ___________________ Nationality: ___________________________________ 

7. Email of Father/Mother/Guardian:___________________________ 

8. Do you have any allergies to any food: ________________________________________ 

9. Do you have any medical /psychological issues: (If yes, then give complete details & 

history alongwith Dr’s opinion / prescriptions) ___________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

Parents Information 
 

1. Father’s Name:______________ Profession: ____________ Contact No:____________ 

2. Mother’s Name: ______________ Profession: ____________Contact No:____________ 

3. Guardian(if applicable):___________Profession:___________ Contact No:___________ 

4. Guardian’s Relation with student:_________________ 

5. CNIC No(Father): _____________________CNIC No (Mother):______________________ 

6. CNIC No Guardian:____________________ 

7. Status of Parents (Deceased, split, divorced etc):___________________ 

8. Detail of all siblings: 

a.______________________  d.______________________   

b.______________________  e.______________________ 

c. ______________________  f. ______________________ 

9. Present / PostalAddress: ____________________________________________________ 

___________________________________________________________________________ 

10. Permanent Address: _______________________________________________________ 
___________________________________________________________________________ 
 

______________________                                          ______________________________ 

Signature  of Student        Signature of Father/Mother /Guardian 

Date: ____________     Date:_____________ 

Note. Attach copies of CNIC, father, mother, brother or guardian.
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Anx ‘C’ 

UNDERTAKING BY PARENTS / GUARDIANS 
 
 

1. I, (Mr / Mrs) Father/ Mother/ Guardian of ________________________________ 

do Solemnly declare that my daughter namely ________________________________ 

will abide by all SOPs, Rules / Regulations, of HITEC Girls Hostel No. 2, issued time to 

time.  
 

2. I further declare that I shall not challenge the decision / Policies of Hostel in any 

court of law regarding any matter including administrative / financial and discipline 

matters. 
 

 

3. I have read the hostel fee structure, fee / funds and will pay them accordingly. In 

case of default for 2 months in hostel fee, authorities may expel my son / daughter / 

ward from the hostel without any notice. 
 

4. I further agree to pay for any loss/ damage / breakages to property by my son / 

daughter / ward. 
 
 

5. I shall ensure timely deposit of the fee every month. In case the default exceeds 

two months, my son /daughter / ward will be liable to be expelled without serving any 

notice. 
 

6. Fee paid after the due date is subject to a surcharge / fine as specified on the fee 

bill. Fee bills are normally issued with a “due date” of 07 days. After the expiry of “due 

date” the fee bill can be deposited with the late fee fine which is charged on daily basis 

@of Rs. 100/-. 
 

7. Student’s security amount can be claimed within 3 x months of leaving the 

institution after which it will become time barred. 
 

8. Fee is subject to annual review due to inflation and increase in direct and indirect 

costs. 

9.  Any misconduct or indecent behavior on the part of the student or his parents / 

guardian may lead to expulsion of the student from hostel without any notice. 
 

10. I further agree that my inability to contact hostel management / authorities as and 

when required shall authorize the management to take any decision in respect of my 

son / daughter / ward and that will be binding on me. 

11. I am bound to inform the hostel management / authorities (in writing) if my child 

has a known psychological / medical/ health problem or has been in contact with 

infectious diseases. 
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12. While the hostel management / authorities take every precaution to prevent 

accidents, injuries occasionally do occur. In this context I give an undertaking absolving 

the hostel management / authorities from any liability in such an eventuality. My 

signature on this form is my signed “release” to the hostel management / authorities. 

 

13. In case my daughter /ward commits any act where he /she injures himself/ herself 

on any pre-text, I hereby give an undertaking absolving the hostel management / 

authorities from any liability in such an eventuality. My signature on this form is my 

signed “release” to the hostel management / authorities. 

 

14. I have read and understood all instructions/ terms & conditions enlisted in this 

form and agree with it. Violation of any rule / condition will authorize hostel management 

/ authorities to take any decision in respect of my ward including expulsion from hostel. 

 

15. As the contraband items are strictly prohibited in the hostel, therefore, shall ensure 

that my daughter doesn’t carry such items. 
 

16. I undertake that the data given in admission form is 100% correct and false 

submission of data will result into cancellation of admission in the hostel. 

 

17. The hostel management / authorities reserve the right to revise and make 

amendments to the rules and policies at any point of time without any advance notice. 

 
 

 

 

 
 

 

 

 

 

 

Signature by Parents  

 
Name       :      _____________________ 
 
Signature :      _____________________ 
 
Date       :   _____________________ 
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