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2.Organizational structure :

TheBoys'hostelwillaccommodatec';:.,-":"'-isrudentsandGirls',hostelu'ill
accommodate only girls students in a single c. : -'- In case of Girls Hostel' a lady

Assistant Superintlnient and Warden and in ca-< . . Bol's Hostel a male person will be

engaged as a Hostel Assistant Superintendent a:.: i' ,:den. Manpower for various types

of hoit"ls to be engaged is given below'

2.1 BoYs'Hostel:

o Assistant Superintendent (One) for one hos:'

. Warden (One) for each hostel'

o support staff/ housekeeping support staff fc': -:ch 100 seated hostel (2nos)'

e Cook-cum-Attendant and Helper (1+1) for i seated hostel'

. Security personnel (3nos)

2.2 Girls' Hostel:

o Assistant Superintendent (One), Preferabll L::J1-for one hostel'

. Warden (Two) Preferably Lady for one hoste'

. suppo 1L stafflhousekeeping support staff for each 100 seated hostel (2nos)'

. Cook-cum-Attendant and Heiper (1+1) for i [r''i 5sated hostel'

o Security personnel (6nos)

3. Roles and responsibilities of the Human Resources engaged in the Hostels:

?. nt Su t

Assistant superintendent shall be in overall charge of the hostel and will be

accountabre for efficient and effective management of the hostel. she/he will reporl to the

welfare Extension officer (srEO). She/he wiil stay in the hostel and dine with the

boarders and should discharge the following responsibiiities:

r. Maintenance of hostel building and surrounding: (Shefte should ensure that

buitding is in good condition, the water supply in the hostel is regular and

hygienic, the electrification is in proper condition without posing any danger to

the boarders, there is proper drainage of water from bath room and kitchen with out



env \^/ateriogging inside the hcstel, and tha . -.:rciurding of the irostel remaics neat,

cieaa and hygierric. she/ire shculd identif ,:,riastructurai gaps, if any, and bring

rhe same to tire notice of the appr"opriat; ;',rt-hoi'ities (wEclDwo) and get it

redressedinapromptmanner 1i; - '---1 'rtheirosteiuncler

tr. conduct the adinission pi'ocess a'nd allct rcc-:.s to the applicants tl

the direct guidance of the i{oste r s,+perirte- :--rri. ;\.t rhe tin'le +f admission to the

host*i, he sirourd obtain personar cia'"a oi :ie stiidsnts ili a i:rescri'ned foruat

contair:.ing, inter a]ia, address, and phcne n:'.lli,.gr cf parer,ts . P,acnaar }'unrber ci

the st*cients and an undeftaking fionr the par:irts/Guardian t* tire eifect tliat they as

rn,eli as tire boaiders siiall abide i:y the ruies aio iegulations of the hcstei'

Itt. ProPer tvfess management

iv. Main-tenance of cleanliness of ttrre ir*stei a:,i ensuring hearti: ,ft, Ii,vgiene af tiie

Lroaiiers

Atrenc i.o the sick boarders and rei.ei. sericusil, iii stucients to tire hcspitai for

treatnrent. uncier nc circumstance-c ti:e bcarcers should be sent home it aiiing

c*.-riitrii.ion. ln case of irospitalization tkie parerrtsllocai guarciaris rca3'be irrfc'unecl

in:ln*diarel;, abo'"rt the treat*lent of the studeilrs and i:e intirnat*<i to remain present

zir1#t* hcsPital'

To e;:sure proper health screening cf aii the iot-rarders for fever. maiai'ia. diar:rhea,

chickei-: pclx, acLrie respiratory ir:fectiots aliii su'';ii others inciuding adolescent

re1_,;*ductive E. se:;r.ral i:.ea3h issurs (Arts.i b;' At{h4sfueobiie heaiih canip

crganized by the iocai h4edicai Authoril' on a iegi;iar basis'

To ens*re Safety and Securit-v of tho troarders

Tii;reii,Disiri'n'utioi:af,Toiietriestclicusekeepirrgsrafffcrc'eaningoftoile'tsetc'

Diiige*t maiiitenan*e of presci'ibed Recorcs {Acmission }t-ecords' 
-Joarder

Attcn*ance registcr, BPL rice piocurenient Register' Ccnsurepticn Register' Stock

f,s lssu* F-egiste;., Iiec:rcl of p&{s, Ar,nenities'cosrrerics ciis-r"ri'n-;iicn Register' sicll

F.egister, E.erl ltegister, Gate Eook:, lncoming & outgoing Regs,rer' Visit itegist*t",

VI.

\ill.

\rlli.

rY

I

---I



CashBook,AdvanceRegister.AllotrrrentRegister,GuardFileforkeepingall

hostel notices, Depafiment circulafs etc' anO keeping them up to date along with

supportive vouchers. All expenses to be incurred following due procedure and

exercising financial Prudence'

x. To distribute work among Subordinate staffs (warden' support stafi ccA etc)'

andmonitortheirperfomance.(Undertakeueeklyreviews).

)o. To sensit ize all staff about the rules and regulations, quality management and

implications of non-adherence of the same'

xlr. Issue unique Identification Number/Identitl' cards to all staff'

xIIt. Obtain police verification reports of a1i the staff'

XN. To meet the student,s inmates from time to time on daily basis to know and solve

their probiems. Ensure that the boarders do not indulge in undesirable activities

such as tagging, PhYsical

inconvenience to other inmates

any of the rules and regulation

assault, damage to hostel propefiy' causlng

etc., and make them aware that non-compliance of

of the hostel may lead to punishment like expulsion

from the hostel.(Take regular updates)'

xv. Engage Peer LeaderslRoom Monitors'

xvr. To ensure an atmosphere in the hostel conducive to study as well as development

of extra-curricular activities' of boarders'

xvrr. Must act as a role model for the boarders and endeavor to inculcate high moral

values among them'

\\ ril rn case of any untoward incident rcase of sexual abusel teenage pregnancy or any

other related matter s,/he should act pfomptl,v and adopt protocols/mechanisms

shared b1. Departrnent and share information/reporl to the supervisory officer

rvithin the sPecified timeline'

xrx. Give permission to the Guests (parents of the boarders/inspecting officials) to meet

the student inmates in the hostel on the request of the boarders/authorities on case

I

to case basis.



-I

xXI.

x. To adciress grievances of parents in accori..:: ri-itit the R.ules and reguiatioris oi

the irostel.

XXII.

Cooperate w-ith Officiais rvh.o are authorize j ,o ieai<e mcnitoring/surprise visits to

the hosteis.

Displa;, schooi/collegeiinsiitutions raiise i.r11- studeni/boarder infari:ration at

office, meilit charl in diniilg area anC irxp.:i3.t phone nl.rmbers at conspicuous

places fiom where it can be accessed t'y ali.

Place a cor::piaint/suggestion box anci institti-,: a mechanism o recire-"s grievance of

the boarders in an efficient cianner.

Eirsure prailer functioling of Hotiine Pirone CCT\'-s r,l'herever instaiieci r'vith due

adherence to SOPs.

Attend ciiff-erent meetings and capaciry building programs orga*ized 
-b"v 

the

Deparrmen#SCSTRTtr fcr effective anC effici-'nt management cf the ircstel.

XXIU.

XXIV

)o(v

E:" \&7ar-ele;::

r. The role of the Warden in tl;e hostei is to assist the Assisiant Superintendeiit in ,Ja-:i

to day fiinctioning cf the hostei.

rr. The E:'arrien is to sta,r, inside the hcstel in a roofli earmarked for hirnlirer"

rr. To ensure cleanliness of dormitory, tcilet, L,atliroom, hcstei sun'oundings taiiing the

aici ciL/CCAs.

I\'. Check entl-v of any ';nauthcrized perscn' into the hostei premises'

\i. Tc l-iaison w-ith ailing giri boarders anci ANfui. Il need arises infcrrn Asst

Si;ptlSuperintenCent for im::reaieJe shifting cf sick boarders tc iocal Cc'vern:eett

lio s1-^.itai fcr hi gher ti"eatinenl

\/I. To ta!:e pei:sonal care of the aiiing boarciers foi treatment.

vrr. Ta ensure tirat boariiers dcn't remain it hostel during school/coliege holll's and

sl:a.il attenci to girls \','hc aire sicliretur,r to hostgi.

v1r. 'J-o ensure fhat Hostel roo*:s shauid be iockeci during normai collegeischooi time

t
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XI.

i Maintain a first aid kit to address to emerge:.:.. health problems of the boarders for

treatment..

Will accompany sick boarders to hospital'

Ensure reguiar health screening of the boarj:rs and maintain the health card of

each of the boarders with the help of AN]I ,robile health unit of local Health

Authority.

During night after closure of the day' s business monitor the presence of each of the

XVI.

boarders by making personal round to the hostel rooms'

He/She wili keep the keys of the hostel with her'

Keep a record of the absentee boarders'

She,{He will maintain inventory stock register and will periodically check the

furniture, cots, lights, water points, bathing spots, kitchen rooms' damaged

electricai wiring, roof leakage etc. and bring to the notice of the superintendent if

there is anY'thing wrong.

Immediately repofi if there is sudden beha'ioral changes of inmates especially if

one is upset emotionally/subjected to depression'

Superuise student's arrival and depatture'

Ensure proper storage of necessary items/assets of the hostels'

EnsureprivacyofthegirlsstudentsresidinginGirl,shostels'

Ensure adolescent boarders staying in Girl's hostels use incinerators/ or properly

dispose of sanitary naPkins.

Ensure locking of the hostel gate by securit-v personnel at night and keep proper

vigii over boarders (surprise checks)

Ensure proper upkeep of Hotline Phone, ccTV, ROiAqua guard, TV' and other

assets and items installed/provided in the hostels'

XII.

XIII

XN

XV

XVII.

XVIII.

xx.

xx.

)ofi.

)c(tl.
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c. Suppcrt Stgffls:

The role of a sucport staff in the irostei is :o assist the Assistant Sr.iperi:rtelident

& War:den in day to day functioning of ti:e irostel

To supervise and ensure cleaness in and around kitchen dining area dcli:ritcry,
toiiet, be.tirroorr, corridcr and hostel cailp'.rs.

Assist tire Warden in locking the rcoms oi tire boarciers cluring coliege time.

Bring to the notice of Vvlarcien, if, tirere is an;rtliing \>/rong with the fumiture,

cots, Iights, water points, bathing sp*ts. l:itchen rocms, electrtcal lviring, roof
etc. and snpelvise student's airilrai anci <iepaiture and maintain in ar:c1 out

registei'.

To have ciose r.vatch over perscns cr:ming and going out cf the hos:el. Shouid

neither sll6.";,, any unauthorized prrson to eirter into ihe hostei nor etrtertain ar4'

outsidei: insicis the irostei canipus.

Faciii'rate bcarders to meet their pai'entsigu-aiiians only on the eiays sp-.ified. br,

the Superinreacient only r^,,ith tlre r,;i'itten Eennission cf the A.qst. Superintendei:i
or \\'arcieii.

Shc,uia tark-e sirecial effart Io see that i:oar"isrs don't I-'tsc guti(a, pan masaia or
things cf tlre like in the hcstei canlp*s,

Irrmeciiateiv repo{ to tire Asst. Superirtendett or \&''ai'den if sudden

behaviourai change is noticed in anv of the boarders espe :iailv if cne is upset

emotianally cr subjected to eiepressicn.

To ensur* privacy of the girls stud*nts.

Tc ensui'e praper upi<eepin*e cf Hctiine Fhone, CCTV, ,F'Ci \>r;ater Pu;:ifiei". TV.
."vashing n:acirine and otirei assets and items in:talied in hc.'st3is.

d. Secrtrilr, Fif*ff's

r. Tc ensure that outsiders, <icgs, cc\\rs, kittens do .rot enter in tc the campus.

tr. fu shirts ,:ne has to be at tire main gat.e anci ii:aintain the gate en:i*r,-exit book.

rir. T'o stav ir:side the hostei 24x7 da-vs during their duty houi'.

e. Cq-q[qt*E=4!1en-rieili :

CCA siruil oery?tnti tleefoiia*,ing duiies.

i. i{eceive raiioii (Grocery anC Vegetabies} ioi: cc,oking cn daily basis 1}'oi:: tl:e

Assi stant superin'i endent.

II. Cook lcoci as per the meriu in tiure.



,r. Serve the food on time to boarders

rv. Leftover food is not to be kept in kitchen or' hostel premises and served to the

students again. She,4re should bury the \\raste food at a distance place away from

the cooking place and living area. wastes like vegetable peels, rice starch etc' can

be used to make bio-fertilizer fot kitchen garden of the hostel'

v. Maintain a kitchen garden and water them regr-rlarly.

vr. Wash the utensils used for cooking properly before next use'

vrr. Maintain personal hygiene (fingernails regularly trimmed/hair combed and

properly tieda4ust not chew tobacco, betei, khaini etc.) during preparatory w'ork'

cooking and serving. Should use apron, cap and mask while cooking and serving'

i Peer leader/Room Monitor:

I. To instill leadership attitude among the boarders, Assistant superintendent should

select peer leaders from among senior boarders (Class-XI and above) in each room

on rotational basis to act as room monitor. The room monitor shall have the

following duties besides her/his own routine:

II. Ensure discipline among inmates of the roofil and make them aware of the rules

and regulations of the hostel. Lead the inmates to the prayer class and see that

instructions of the superintendent are implemented properly.

m See that all inmates keep their belongings in proper place and maintain the room

neat and clean. (On weekly basis the best neat &' clean room should be

acknowledged in Sunday evening prayer by the superintendent and the room

monitor along rnith all the inmates of the room be applauded by all in pubiic')

C. Mess Management

It is the sole responsibility of the hostel superintendent to ensure adequate, safe'

healthy and nutritious foo4 to the boarders. Though s/he may fix accountability on


