
 

 

 

HOSTEL POLICY 

1. Introduction 

Objective and Purpose of the Policy 

This policy aims to establish clear and consistent guidelines governing the administration, management, and student conduct 

within the hostel facilities of the institution. It is designed to ensure safety, equity, and well-being among all residents while 

maintaining a conducive environment for academic and personal development. 

Applicability 

This policy applies to all students availing hostel facilities, including Undergraduate (UG) and Postgraduate (PG) students, 

across all genders. Specific rules may vary slightly based on hostel blocks designated for boys and girls. 

Scope and Definitions 

 Hostel Resident: Any student officially allotted accommodation in the hostel. 

 Warden: Designated authority overseeing the hostel. 

 Visitor: Any person not officially residing in the hostel. 

 Mess: Centralized dining facility available to residents. 

2. Hostel Admission Policy 

Eligibility Criteria 

 Full-time enrolled UG and PG students. 

 Priority to outstation students. 

 Adherence to academic and disciplinary standards. 

Application Procedure and Allotment Process 

 Online/offline application submission with supporting documents. 

 Allotment based on availability, eligibility, and priority criteria. 

Priority Criteria 

 Distance from permanent residence. 

 Year of study (first-year students given preference). 

 Students with medical or financial need (on case-by-case basis). 

Renewal of Hostel Admission 

 Students who renew their hostel admission for the next academic year must pay the full hostel fee in advance and 

store their luggage in the designated storeroom at their own responsibility before proceeding on vacation. 
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 Renewed annually-wise based on performance and conduct. 

 Reapplication required during designated renewal period. 

Withdrawal and Cancellation Policy 

 No refund will be issued in case of hostel seat cancellation 

3. Hostel Fee Structure and Payment 

Fee Details 

 Accommodation Fee 

 Mess Charges 

 Caution Deposit (refundable) 

Payment Schedule and Mode 

 Annual payment structure. 

 Online or bank transfer preferred. 

Refund Policy 

 Caution deposit will be refunded only after the resident vacates the hostel and submits a “No Dues” certificate. 

 In case of withdrawal, the refund will be processed after adjusting any dues or penalties. 

 Any damage or disfigurement of hostel property (e.g., furniture, electrical fixtures, walls, etc.) will lead to deductions 

from the caution deposit. 

 Deductions will be made as per the officially approved “Hostel Damage Fine List” maintained by the hostel 

management. 

 If damages exceed the caution deposit, the resident will be liable to pay the balance amount separately before leaving 

the hostel. 

Penalty for Late Payment 

Hostel seat allotment will be done only after the full payment of the prescribed hostel fee. 

 No partial payments or instalments will be accepted. 

 The full fee must include accommodation charges, mess fees, and caution deposit (if applicable). 

 Seat confirmation is subject to realization of the complete payment before the last date mentioned in the admission 

schedule. 

 Failure to pay the full amount within the stipulated deadline will result in the cancellation of the application and loss 

of seat claim. 

4. Room Allocation and Occupancy Rules 

Room Allotment Process 

 The Boys' Hostel has 3-seater rooms. 



 The Girls' Hostel has 4-seater rooms. 

 Room allotment will be done based on batch year and branch-wise grouping, to encourage academic 

collaboration and better peer interaction. 

 Students from the same academic year and department will be preferably housed in the same or nearby rooms/floors. 

 Allotment is subject to availability and hostel capacity. 

 Special cases (e.g., medical needs or disciplinary concerns) may be considered separately at the discretion of the 

warden. 

 Specific blocks may be designated for male/female students. 

Change of Rooms 

 Allowed under special conditions (medical, conflicts, etc.). 

 Formal application required; subject to warden’s approval. 

Guests and Visitors Policy 

 Only authorized visitors allowed during visiting hours. 

 Overnight stays strictly prohibited unless prior approval is obtained. 

Room Inspection Protocol 

 Periodic inspections by wardens for cleanliness and safety compliance. 

Vacation and Temporary Leave Procedure 

 Students who do not renew their hostel admission within 3 days after the final examination must vacate the hostel 

by submitting their cupboard, almirah, and room keys, and filling out the hostel vacating form at the Warden's office. 

 Gate passes for students will be issued either: 

o Online, or 

o Manually, with prior permission from parents/guardians. 

 Unauthorized Absence: 

Students who leave the campus without obtaining a gate pass or without prior parental permission will be 

considered absent without authorization. 

 Disciplinary Action: 

In such cases, the school/college reserves the right to take appropriate disciplinary action as per institutional 

norms. 

 

 No refund for short-term absences. 

5. Code of Conduct for Residents 

General Behaviour and Discipline 

 Respect fellow residents, staff, and hostel property. 

 Obey hostel rules and institutional code of conduct. 

 



Curfew Timings and Attendance 

 Entry/Exit Timings: 

o Boys: Entry/exit restricted from 9:00 PM to 6:00 AM 

o Girls: Entry/exit restricted from 8:00 PM to 6:00 AM 

 Residents must return to the hostel before the designated curfew time. 

 PG students may request adjusted curfew timings for academic or professional reasons, subject to prior approval 

by the warden. 

 Daily attendance may be recorded through biometric systems or manual registers. 

 Violation of curfew rules may result in disciplinary action. 

Prohibited Items and Activities 

 Smoking, alcohol, drugs, weapons, and unauthorized electrical items. 

 Ragging or harassment is strictly prohibited. 

Dress Code in Common Areas 

 Hostel residents are expected to dress modestly and appropriately in all common areas, including corridors, mess, 

reading rooms, common rooms, and reception. 

 The following guidelines apply: 

o Clothing must be clean, decent, and non-revealing. 

o Nightwear, bathroom slippers, or short shorts are not permitted in the mess, lobby, or other shared 

spaces. 

o Students should wear appropriate footwear (no barefoot entry in common areas unless otherwise 

specified). 

o Special attire (e.g., religious/cultural wear) is permitted as long as it respects the decorum of the hostel 

environment. 

 Non-compliance with the dress code may result in a warning and, if repeated, further disciplinary action. 

Use of Electrical/Electronic Devices 

 Personal devices permitted within safety limits. 

 High-power devices subject to approval. 

6. Mess and Dining Facilities 

Mess Timings and Menu Guidelines 

 Breakfast: 8:15–9:15 AM, Lunch: 12:45–2:00 PM, Snack: 4:30-5:30 PM, Dinner: 8:00–9:00 PM. 

 The semester menu is curated by the Mess Committee in consultation with student representatives and relevant 

stakeholders. 

Food Quality Monitoring 

 Regular inspections. 

 Feedback system in place. 

Special Diets and Medical Requirements 

 The campus provides support for special dietary requirements upon submission of valid medical prescriptions 

or recommendations. 



 A Health Centre is available on campus for basic medical assistance and regular check-ups. 

Mess Committee and Feedback Mechanism 

The committee will conduct monthly meetings to gather and review feedback from students regarding food quality, variety, 

and overall dining experience. 

 Suggestions and concerns will be addressed in a timely manner to ensure continuous improvement in mess services. 

 Suggestion box and online feedback portal available. 

7. Safety, Security, and Health 

Hostel Entry and Exit Protocols 

 ID verification at gates. 

 Biometric or register entry for in/out tracking. 

Security Staff and Surveillance 

 24x7 security personnel and CCTV in common areas. 

Emergency Contact Information 

 Displayed on notice boards and provided during orientation. 

First Aid and Medical Assistance 

 First Aid kits are maintained and readily accessible in the hostel office. 

 In case of medical emergencies, the student will be immediately taken to the nearest hospital, and 

parents/guardians will be informed promptly. 

Fire Safety and Evacuation Procedure 

 Fire extinguishers installed. 

 Drills conducted every semester. 

8. Infrastructure and Facilities 

Furniture and Fixtures Provided 

 Bed, Study table, chair, cupboard, Almirah, fan/light. 

Housekeeping and Maintenance 

 Common areas (such as corridors, staircases and lounges) are cleaned daily to maintain hygiene and 

cleanliness. 

 Student rooms are cleaned on alternate days by the housekeeping staff. 

 Residents responsible for cleanliness of personal rooms. 

Laundry Services 

 Washing machines are provided for students to wash their clothes independently. A designated drying area is also 

available for their convenience. 

Internet and Wi-Fi Usage Policy 

 Internet for academic use only. 

 Misuse may lead to suspension of access. 

 



Common Rooms 

 TV room, Reading room, Gym, and Indoor Games area accessible during designated hours. 

9. Grievance Redressal Mechanism 

Complaint Registration Process 

 Written or online complaint portal is available for students. All complaints are addressed within 48 hours and 

attended to on a priority basis. 

 Anonymous submissions allowed for sensitive issues. 

Roles of Warden and Hostel Committee 

 Warden: Primary point of contact. 

 Committee mediates and recommends actions. 

Escalation Matrix 

1. Warden 

2. Principal 

Confidentiality and Response Timeline 

 All complaints handled confidentially. 

 Response within 7 working days. 

10. Disciplinary Action and Penalties 

Violations and Types of Misconduct 

 Minor: Late return, noise, cleanliness. 

 Major: Theft, violence, substance abuse. 

Disciplinary Procedures 

 Inquiry by hostel committee. 

 Right to a fair hearing. 

Penalties and Fines 

 Students may be subject to warnings, monetary fines as per the fine list approved by the management, and 

suspension of certain privileges based on the severity of the violation.  

Suspension or Expulsion 

 Severe or repeat misconduct can result in termination of hostel residency. 

Appeal Process 

 Appeals to be submitted in writing to Warden within 7 days of decision. 

11. Roles and Responsibilities 

Duties of Residents 

 Maintain discipline, hygiene, and respect others’ rights. 

Roles of Wardens 

 Supervision, discipline enforcement, student welfare. 

Hostel Committee / Student Representatives 



 Act as liaison between students and administration. 

Role of Security Staff 

 Enforce entry/exit protocols and maintain round-the-clock vigilance. 

12. Visitors and Parents Policy 

Visiting Hours 

 9:00 AM – 5:00 PM (weekdays); restricted hours on weekends. 

Visitor Entry and Verification 

 Must sign visitor log and carry valid ID. 

Overnight Stay Rules 

 Not permitted except in designated guest rooms with prior approval. 

Policy for Parents/Guardians 

 May visit during designated hours. 

 Not permitted to stay overnight in student rooms. 

13. Sustainability and Environment 

Energy and Water Conservation 

 Switch off appliances when not in use. 

 Report leaks immediately. 

Waste Management Practices 

 Segregation of waste into dry/wet. 

 Recyclable materials encouraged. 

Noise and Pollution Control 

 Maintain silence during study hours. 

 Avoid playing loud music in rooms or corridors. 

14. Review and Policy Update 

Policy Review Frequency 

 Reviewed every academic year. 

Procedure for Amendment 

 Feedback from residents and staff considered. 

 Approval from Hostel Advisory Committee. 

Authority Responsible 

 Warden in coordination with the Principal of Student Affairs.                                      


