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STANDARD OPERATING PROCEDURE (SOP)
RE-ACTIVATION OF YEAR BACK STUDENTS

. Purpose: The purpose of this SOP is to define a standardized process for marking

students as year -back student status and activation process in the ERP system and

outlining the procedure for reactivation of such students.

Scope: This SOP is applicable to all students of Teerthanker Mahaveer University,

except for first-semester students and those enrolled in Medical College.

. Criteria for marking a student as year back: A student will be marked as year-back

in the ERP as per conditions given in Annexure-1

. Process for reactivation of year - back student of the concerned programmes

marked in Annexure-1.

i

iii.

Student Request: The students must submit a formal application for
reactivation to the principal of their respective college.
Principal/HOD/Director Approval: The application is reviewed and approved
by the College Principal, Head of Department (HOD), or Director.

Forwarding to Director-Admission: Once approved at the College level, the

~ request is forwarded to the Director-Admission. The Admission Cell will initiate

vi.

the reactivation process in the ERP system.

Academic Review by the Controller of Examinations (COE): The COE will
verify the academic eligibility of the students and grant approval based on the
academic record.

Fee Clearance/Accounts Department Action: After COE approval, the
student’s academic details will be reflected in the ERP. The Accounts
Department will process the applicable fee based on the updated information.
The student must clear all pending dues as per University policy.

ERP Status Update: Upon completion of the above steps, the student’s status
will be updated as “Active” in the ERP system.
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vil.

Notification to Stakeholders: A formal email notification will be sent to the
concerned Principal/Dean/Director, ERP Coordinators, Examination Cell;
associate dean academics/dean academics office and ERP Cell for information

and necessary updates.

5. Implementation & Compliance:

This SOP must be followed uniformly across all academic units to ensure
accuracy and transparency in the student record.

The ERP system should be regularly updated to reflect changes in the student
status, ensuring real time access to accurate records for faculty, administration,
and students.

6. Review & Amendments:

This SOP will be subject to periodic review and amendments as per the
directives of the University administration.

‘hhav Rig I.\'ug
Joirt Registyzr

teertanker Mahaveer Jniveis
(Dr. Vaibhav asfﬂéﬁadabﬁd

Joint Registrar

Annexures enclosed-
I- Flow Chart for Students’ Promotion
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Flow Chart for Students’ Promotion in Various Programmes (Annexure-l)

[ Student Enrolled in the Programme (Except Medical College)j

Examination
Form Filled

Filled the Examination form in
continuation of two semesters or
a year with the applicable fine.

Result
declared

Passed Having Backlog

in Course(s)

Promoted
to next Year

Apply the
Promotion Criteria
as per ordinance
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Pharm.D. &
D.Pharm.

M.Pharm.

B.Sc. Nursing

o |f a student
clears all
courses of the
1st year (both
semesters),
He/She will be
promoted to
the 3rd year.

* If a student
clears all
courses up to
the 2nd year
(semesters |-
1V), He/She will
be promoted to
the 4th year.

F

Post B.Sc.,
M.Sc. Nursing
(2 Yrs. duration)

BDS
(Yearly Program)

.

If a student

"~ has more

than 2
backlogs in
the
mentioned
yearly
programs,
He/She will
not be
promoted to
the next
year.

General
criteria as
mentioned
for other
Colleges.

A student will be
promoted under
any
circumstances
up to the 8th
semester.
However,
He/She will only
be eligible to
appear for the
5th-semester
exams after
clearing all
courses up to
the 4th
semester.
Similarly, He/She
will be eligible for
the 7th-semester
exams only after
clearing all
courses up to
the 6th
semester.

Y

A student will
be promoted
to the 2nd
year under
any
circumstance
s in the
mentioned
yearly
program.
However,
He/She will
only be
eligible to
appear for
the 2nd-year
exams after
clearing all
courses of
the 1st year.

If a student has
one backlog in
a year, He/She
will be
promoted in
next year and
fill the exam
form of the
supplementary
exam.
However, if
he/she fails to
clear the
backlog, he/she
shall join the
supplementary
batch, and
his/her
promotion to
the next year
will be reverted.
If a student has
two or more
backlogs in a
year, it is
mandatory for
him/her to join
the
supplementary
batch.

Other Colleges/
Programs

All programs except A, B, C

4

Students
enrolled under
NEP/Non-NEP
program from

the 2024-25
academic year
onwards will
only be
promoted if
they achieve a
minimum CGPA
of 4.0 and clear
at least 40% of
the total credits
for that
particular year
of the program.

R

Students
enrolled
befare the
2024-25
academic
year will be
promoted to
the next year
as per the
prevailing
ordinance.

Page-4




Promoted & Reported

Promoted but not Reported

%

Student will pay tuition fee
and report for the regular
classes in the College.

If a student was eligible for
promotion for the next
academic session but did not
report to the concerned College
in the entire session, he/she will
be required to submit his/her
tuition fee along with the
readmission fee upon reporting
in the next academic session.

Students’
Promotion in next
Academic session

No

v

Not Promoted

If a student is not promoted due to
failure to meet the promotion
criteria, they will be considered as
Ex-Student or year back student.
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