DENTAL COLLEGE HITEC — INSTITUTE OF MEDICAL SCIENCES

DEPARTMENTAL SOP

SOP for Attendance Record & PTM

1. PURPOSE

The purpose of this policy is to ensure regular student attendance, maintain
academic discipline, and comply with the mandatory attendance standards
issued by NUMS and PMDC for undergraduate dental education

2. RESPONSIBILITIES

Role / Responsibilities

» Provisioning of required resources and
monitoring to assure overall effective

Principal iImplementation of this procedure at all levels.

» review and approval of performance data / action

items

» Ensure that all formalities are completed on time.

_ _ The required communication must be
Director Admin & _ o _
_ established and maintained among and with
Operations and MR -
every member and every decision must be

completely implemented on time.

Associate Prof. /
HOD / Functional

Teams

» Ensure the overall the standardized process is

effectively implemented in true letter and spirit.

» Taking effective part in actual implementation of
QA Team / DQR / _ _
_ the procedures, systematic generation of
Functional Team o _
relevant records and periodic reporting to the
Members _
respective management.
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3.

PROCESS

Attendance Monitoring & Reporting

» Biometric attendance for lectures will be recorded and managed by the

Student Affairs (SA) office.

» Departments will maintain independent attendance records for:

e |ectures

e Practical/lab/clinical sessions

>

4.

Departments must submit their records monthly to Student Affairs,
which will compile and tally them against the biometric data to ensure
accuracy.

Monthly attendance reports will be shared with:

Year coordinators

Students (Notice Board)

Parents/guardians (through WhatsApp group)

POLICY DESCRIPTION

A minimum of 75% attendance is mandatory in:

Theory classes

Practical/Lab sessions

Clinical rotations

Students with less than 75% attendance in any component (theory or
practical/clinical) will NOT be allowed to appear in the university
examinations.

Approved leaves (medical, emergency, or official duties) will be counted
within the 25% allowable absence margin.

The attendance sheet provided by the department will be kept in record
if given in soft copy form for future references.

The monthly and annual academic attendance report will be

countersigned by the Head of the Student Affairs Department. Students

Document Code Version No Date Page

DC-HITEC — SAD-POL01-15 02 01-02-2024 2/5




DENTAL COLLEGE HITEC —= INSTITUTE OF MEDICAL SCIENCES

DEPARTMENTAL SOP

SOP for Attendance Record & PTM

are responsible for ensuring their biometric attendance is properly
recorded.

e Daily issues with the biometric system must be reported the same day
to the concerned department

e The attendance of the batch will be filed separately both in hard and soft

copy form.

5. ERROR & OMISSION

Any errors reported by the students, will be consulted by the Head of Student

Affairs department and with the concerned HOD and it will be corrected and

recorded on time to evade errors in final compilation by the Student Affairs

6. LEAVE POLICY

Students must submit written leave requests with supporting documentation

for:-
e Medical leave
e Family emergencies
e Official academic duties
All leaves will be consider as absentees and will be considered in part of the

25% allowable absence, and cannot exceed the overall absence limit.

1. EXAMINATION ELIGIBILITY

e Students have to meet the minimum 75% attendance in both theory and
practical/clinical components to be eligible to appear in university
professional examinations

e Students failing to meet the attendance requirement will not be allowed
to sit in examinations.

e No exceptions will be granted beyond the NUMS/PMDC mandated 75%.
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8.1

8.2

INTEGRATED BLOCK EXAMINATION ATTENDANCE POLICY

In compliance with PMDC and University regulations, a minimum of 75%
attendance is mandatory for eligibility to appear in all Integrated Block
Examinations just like subject wise examinations. This policy applies to
all students and will be strictly enforced.

Students must attain at least 75% attendance in each subject that is
integrated within a block.

Attendance must be fulfiled separately for theory and practical
components of every integrated subject.

Block-wise Eligibility Criteria

A student who fails to meet the 75% attendance requirement in any
subject of an integrated block, whether theory or practical, will not be
permitted to sit for the respective block exam.

Eligibility will be determined subject-wise, not on cumulative attendance
alone.

Attendance Compilation and Verification

The Student Affairs Office shall compile attendance subject-wise for the
integrated block theory and practical sessions.

Attendance records will be compiled and shared with the respective
Heads of Departments at the end of each block.

Only the block-wise attendance compiled by Student Affairs will be
considered final.

This verified attendance will be used for submission of examination

admittance forms to the University at the end of the academic session.

MANDATORY COMPLIANCE

This attendance policy is mandatory for all block examinations and

applies equally to theory and practical assessments.
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10.

Non-compliance will result in ineligibility for block or university

examinations regardless of academic performance.

PARENTS TEACHERS MEETING (PTM):

The parent’s teacher meeting will be organized by the student affairs
department.

PTM will be held after 2" block exam however parents can visit college
as and when required to know about the progress of their wards.

If due to any reason parents failed to attend the PTM they can come any
time when required to know about the progress.

College will dispatch results via mail, calls, and through WhatsApp with
the parents on cell number registered with the college.

Parents of the students who are weak in studies or not performing as per
the desired will be intimated on the whatsapp group as well as on phone
calls by the Head of Student Affairs Department.

The test of every subject will be shared with parents on whatsapp group
by the Student Affairs Department however the compiled report will be

shared after every module/sendup along with their attendance.
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