


 

 

 

  

 

 

 

 

 

 
 

 

 

 

 

 

4.4.2(7) 
Policies and Procedures  

 



Classroom Policies 

 

Infrastructure facility 

Infrastructure in the class room has been allocated as per the admission of the students in 

each department. Most of our class rooms are equipped with glass boards and few are 

smart classrooms. Everyday class rooms cleaned before pursuing the classes.  

Timing of the Classes: 

Our classes starts onward 9 AM to 5 PM and there is one hour lunch break (1PM to 2 PM) 

throughout the academic session.  

 

Class attendance  

Faculty members are taking attendance regularly on the register as well as on the ERP at 

each college level. They are conducting classes as per the scheduled time. Time allocated 

for each class is one hour. Regular class attendance is the basic requirement of the all 

courses. Students are fulfilling the criteria of 75 per cent of the attendance. Otherwise, they 

are not allowed to appear in final examination. All instructors are giving warning to all the 

students in first class regarding the attendance requirement of the course. If students have 

valid reason to miss their classes, instructors are taking into consideration with 

consultation of Dean of the respective college. Instructor are giving course outline to 

students in the first class which  includes introduction, objectives of the course, chapter 

wise distribution of the all course contents, distribution of marks in mid-term, assignment, 

final exam and the respective time period of each examination. 

 

Cell Phones & Eatables 

Cell phones and eatables are not allowed for students in the class rooms.  

 

Dress Code 

Dress code is mandatory for only UG students in different colours at each college level. 

 

Course Withdrawal 

In case of non-attendance faculty do not withdraw students. It is the responsibility of the 

students to withdraw the courses officially before the withdrawal deadlines. 
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Laboratory Policies 

 

Scope: All laboratories in Eternal University. 

Policy Statement:  

Eternal University is committed to ensuring the safety of its students and employees; and 

complying with all applicable regulatory environmental, health, and safety requirements. All 

the departments should to ensure that a minimal level of protection is maintained, all 

laboratory operations must satisfy all Governmental regulations as well as any guidance 

developed by Eternal University designated with the authority to do so. 

Procedure:  

A. General  

1. Each faculty member, principal investigator, lab in-charge, lab supervisor or designated 

responsible authority is responsible for the safety of the individuals working within his or 

her laboratories.  

2. Students should reserve time on the equipment by signing the appropriate schedule. 

3. All students must sign and date the log-books for the equipment each time they use it. 

Faculty in-charge will review the log books on a weekly basis. 

4. Food and drinks are strictly forbidden in laboratories. 

5. Always keep the laboratory equipment under lock and keep. 

6. No laboratory equipment should be removed from the lab without prior permission from 

faculty in-charge. 

7. Appropriate uniform must be worn in laboratories at all times. Long pants and closed-toe 

footwear are required attire when using any hazardous material or working with 

animals. Clothing and hair must be secured properly to avoid accidents.  

8. An appropriate level of Personal Protective Equipment (PPE) must be worn at all times 

when hazardous materials such as chemicals, biological materials, radioactive materials, 

animals or equipment, are used. 

9. Proper labeling and storage of all hazardous materials are required and essential for a 

safe laboratory work environment.  
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10. Faculty members, principal investigators, lab managers, lab supervisors or designated 

responsible authorities are responsible for ensuring that all individuals working in their 

laboratories have been adequately trained.  

11. Individuals working in laboratories must have to read and understand all written 

guidelines, manuals, plans, policies, programs and standard operating procedures that 

pertain to their activities.  

12. Faculty members, principal investigators, lab managers, lab supervisors or designated 

responsible authorities must follow disposal procedures in compliance with all 

government regulations and prevent the release of contaminants through sound best 

management practices for waste generation, handling, and disposal.  

13. Safety Data Sheets (SDS) for all laboratory chemicals is required to be maintained in the 

laboratory.  

14. The entrance to each laboratory in which hazardous materials are used or stored shall be 

posted with the names and phone numbers of the Principal Investigator, Lab Manager, or 

Lab Supervisor and any other designated personnel who can be contacted in the event of 

an emergency.  

15. The availability and use of a number of types of safety equipment are essential to the 

practice of safe science. Safety equipment, such as biosafety cabinets, fume hoods, safety 

showers, fire extinguishers and emergency eyewashes, should be present in well-marked, 

highly visible, and easily accessible locations in or near all laboratories that use 

hazardous materials.  

16. The prompt reporting of hazardous material spills to proper University authorities is an 

essential element in the protection of the health and safety of faculty, staff, students, 

visitors, and patients. Follow the spill procedures for chemical, biological, or radiological 

spills as necessary.  

17. Employees are required to report all occupational injuries, illnesses, or incidents to their 

work supervisor. Following a report of an incident, the Designated Medical Service 

Provider for the respective campus shall provide a confidential medical evaluation and 

follow-up to the employee. 
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B. Responsibilities   

a. University Environmental Health and Safety (UEHS) is responsible for:  

1. Developing, implementing, and maintaining all university programs concerning safety and 

environmental compliance while maintaining appropriate scientific knowledge of the 

materials, techniques and practices utilized, in collaboration with researchers and experts 

in the fields UEHS regulates. 

2. Assisting faculty members, principal investigators, lab manager, lab supervisor or 

designated responsible authority with risk assessment and risk mitigation including 

recommending or requiring safety equipment and PPE as necessary.  

3. Performing periodic inspections to confirm compliance. 

4. Providing and documenting generally applicable training for laboratory employees 

concerning the requirements of this policy and their responsibilities;  

5. Providing guidance for the preparation of documents and lab-specific training programs 

required by this policy;  

6. Maintaining current knowledge concerning the requirements for storage and use of 

regulated materials in the laboratory;  

7. Investigating injuries, illnesses, or incidents in laboratories and communicating 

recommendations to appropriate personnel;  

8. Participating in research oversight committees and reviewing protocols for safety and 

compliance; 

9. Arranging for individualized medical screenings, surveillance and occupational health 

services as required; 

10. Acting as the point of contact between Indiana University and the governmental entities 

charged with enforcing the regulatory requirements represented in this policy; and 

11. Halting work in laboratories where lack of compliance with requirements represents a 

danger to individuals 

b. Deans, Directors, and Department Heads are responsible for: 

1. Ensuring that all departmental faculty and staff members understand and take seriously 

their roles in implementing the requirements of this policy; and 

2. Ensuring an appropriate and safe workspace is provided for work being performed 
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c. Faculty Members, Principal Investigators, Laboratory Managers, and Laboratory 

Supervisors are responsible for: 

1. Taking overall responsibility for the safety and supervision of individuals working within 

his or her laboratories; 

2. Ensuring that each individual working within the lab is provided with appropriate training 

on safety and regulatory requirements and ensuring that their laboratory personnel receive 

the appropriate procedure-specific instruction and are proficient at performing those 

procedures; 

3. Ensuring that each individual working within the lab is provided with any needed medical 

surveillance and/or medical support services required by their work; 

4. Ensuring that required safety equipment and personal protective equipment are provided, 

maintained, and used; 

5. Ensuring that specific standard operating procedures incorporating safety considerations 

are developed and observed; 

6. Ensuring that prompt action is taken to correct any unsafe acts or conditions which have 

been observed or reported, whether through inspections or other routes; 

7. Notifying IUEHS in the event of an injury or illness that occurs in the laboratory; and 

8. Being familiar with reading, understanding, and implementing all requirements associated 

with specific programs.  

d. Individuals within Laboratories are responsible for: 

1. Complying with all safety requirements for the work being performed; 

2. Participating in required training and medical programs 

3. Wearing appropriate lab apparel and using personal protection equipment (such as lab 

coat, safety glasses, gloves, etc.); 

4. Utilizing the appropriate safety equipment properly (such as the fume hood); 

5. Reading, understanding, and following the established standard operating procedures; 

6. Obtaining information prior to using an unfamiliar hazardous material or performing a 

new task; and 

7. Informing the faculty member, principal investigator, lab manager, lab supervisor or 

designated responsible authority of any accident or unsafe conditions. 

 



COMPUTER LAB RULES 

Come in to the lab quietly and go to your assigned computer. Do not touch other 

keyboards or mice on the way to your computer. Read board and begin assignment 

if one exists or wait for instructions before you do anything. 

Only visit approved internet sites and only when you have permission to do so. Do 

not download anything unless told to do so. Never give out personal information. 

Do not share your passwords with anyone other than your parents or teachers, if 

college related. If you see anything that makes you feel uncomfortable turn off 

monitor and let your teacher know immediately. Do not show to your friends first. 

Make sure you leave your workspace as you found it. Exit out of all programs. Hang 

up your headphones. Straighten your keyboard and mouse. Push in your chair/stool. 

Collect and throw away any trash on your way out. Take your belongings and 

anything you have printed with you when you leave. 

Print only if you have permission. Only press the print option once. 

Use only your assigned computer. Do not move the icons on the desktop. Do not 

change any system settings without permission. Do not edit files that do not belong 

to you. Help others with your mouth and not their mouse. 

Treat your classmates your teacher and all equipment with respect. Help your 

neighbor if they need help. Do not talk when your teacher is talking. Come to the 

computer lab with clean hands. If you have just had recess or lunch please wash and 

dry your hands before you come to the lab. No banging your mouse, or banging the 

keys on your keyboard, 

Eat and drink outside of the lab only. No food or drink allowed in the lab. 

Read the screen before asking questions. 



 

 



























University Library Rules 

 

i. Maximum of two books will be issued to undergraduate students for a period of 10 (Ten) 

days. 

ii. Maximum of three Books will be issued to postgraduate students for a period of 14 

(fourteen) days. 

iii. An overdue charge @Rs.5/- per day will be levied after the expiry of due date. 

iv. Reserve textbooks are issued only for an overnight from 7.00 pm to 9.00 pm and are to be 

returned in the morning before 9.00 am. Overdue fine for such books is Rs 50/- per hour. 

v. The overdue charges can only be reduced or remitted by the Vice Chancellor or his 

nominee. 

vi. Books having same title will not be issued simultaneously. 

vii. A book once returned by a student will not be issued to the same student on the same day. 

viii. Reference Books, Previous Years Question Papers, Syllabus, Magazines/ Journals will be 

issued for Photostat purpose only for 30 minutes. 

ix. Students must carry their Identity Card with them at all times in the Library. On their 

cards if a member of staff requests them to do so, it is mandatory to show at the time of 

Issue – return of books. 

x. Any book damaged, marked, misplacing of pages etc. should be brought in the notice of 

Librarian at the time of issuing otherwise person who gets it issued will be responsible. 

xi. Books can be recalled at any time in case of an urgent demand for the same, by the other 

users. 

xii. The Librarian may amend the library rules and regulations as and when necessary with 

the consultation of Library Committee. 

 

Lost / Damaged Library Documents 

 

i. Student will be fully responsible for loss or misuse of book. If the book is lost, an 

immediate report should be made to the Librarian to enable appropriate action to be 

taken. 

ii. In case of lost or damage of the book, borrower has to pay double the cost of book along 

with overdue and other charges applicable as per rules. 

iii. Entire volume cost will be recovered for the document which is a part of multi 

volume/issue/set. 

Library Timings 

i. The library will remain open on all days of the year except on national holidays i.e. Jan 

26th, Himachal Day April 15th, August 15th and Oct 2nd. On working days, it will open 

from 8.30 am to 9.00 pm and on Sunday from 8.30 am to 5.30 pm. 



ii. Books Issuing/Return Timings: Monday to Saturday (9.00 am to 12.30 noon) and (4.00 

pm to 6.00 pm); on Sunday (9.00 am to 12.30 noon) 

Scientific Journals (Use Online): 

Eternal University Library has renewed the J-Gate portal of e-Journals from 25.08.2020 to     

24.08.2021. This portal of e-journals includes huge range of articles on the following subjects 

*Agricultural & Biological Sciences 

*Basic Sciences 

*Biomedical Sciences 

*Engineering & Technology 

* Social Sciences 

 

  

 

 



Sports Policy 
 

Eternal University has constituted a sports committee. The aims and 

objectives of the sports committee are as:  

 
1. To organize and regulate sports activities within the jurisdiction of the University, and 

inter University tournaments. 

2. To promote the best type of sportsmanship and team spirit among the alumni of the 

University. 

3. To conduct Annual Tournaments in various sports events for students to all the colleges 

of the university in accordance with the rules made by the sports committee and ratified 

by Academic Council. 
4. To Promote drug free sports. 

 

 Rules for Participants: 

 

1. Participants will carry their own sports kit as per their sports activity. 

2. A participant can compete for maximum 3 activities during athletic meet. 

3. Wearing of proper kit is compulsory for all the participants to compete.  

4. All the interested participants will register themselves with respective sports coordinator 

at least four days before the event. 

5. Presence of all the participants is mandatory; in case of absence, their candidature will be 

cancelled. 

6. The decision of 3-member committee for Jury in case of any misunderstanding is final. 

 

 


