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Version: 01 

Policy w.e.f: 2019-20       Revised on: 

Prepared by: Dr. Priya Rao & Mr. Someshwar Mankar 

 

STANDARD OPERATING PROCEDURE FOR TRAINING AND 

PLACEMENT ACTIVITIES 

Preamble: 

The following policy document shall be applicable for all activities under the 

purview of Training and Placement Cell. 

Expert Lectures 

Training sessions 

Workshops 

Placement Drives 

Industrial Visit 

HR Meet 

 



 

 

MODUS OPERANDI 
PRE-EVENT: 

Step Process to be followed Responsibility Link to 
Proforma/template 

1 
Day 0 

Request letter in case of Industrial 
Training, Industrial Visit, HR Meet, 
Placement Drive 
Invitation letter in case of Expert 
Lecture, Training Session and workshop 

Placement Officer 
Training Officer 

Request Letter: 
https://bit.ly/2L9dbvY 
 
Invitation Letter: 
https://bit.ly/2MCm0Sy 

2 
Day 1 

Issue of student notice once step 1 
confirmation is got 

Placement Officer 
Training Officer 

Student Notice 
Industrial Visit:  
https://bit.ly/30xU8SO 
Student Notice 
Placement Drive: 
https://bit.ly/2Hodtya 
Student Notice Expert 
lecture/Training 
session/Workshop: 
https://bit.ly/2ZqQN6H 

3 
Day 1 

Issue of staff circular once step 1 
confirmation is got (Kindly note that as 
per availability, staff shall be assigned 
with duties across any operation as event 
coordinator, one lady teacher mandatory 
for all tours/industrial visits). 

Placement Officer 
Training Officer 

Staff Circular: 
Industrial Visit: 
https://bit.ly/2HpmfMn 
Placement Drive:  
https://bit.ly/2KVtQEB 
Expert lecture/Training 
session/Workshop:  
https://bit.ly/2KSsDh7 
 

4 
Day 1 

Arrangement of Logistics & Financial 
arrangements 

Placement Officer 
Training Officer 
Principal 
Accountant 

Email 

5 
Day 2 

Undertaking from students Class Teacher 
Tour Coordinator 

Undertaking Form: 
https://bit.ly/33WgkYR 

https://bit.ly/2L9dbvY�
https://bit.ly/2MCm0Sy�
https://bit.ly/30xU8SO�
https://bit.ly/2Hodtya�
https://bit.ly/2ZqQN6H�
https://bit.ly/2HpmfMn�
https://bit.ly/2KVtQEB�
https://bit.ly/2KSsDh7�


 

 

 

DURING-EVENT: 
Step Process to be followed Responsibility Link to 

Proforma/template 
6 

Day 0 
Attendance of students 
In case of Industrial visit 
and tour, 1 attendance to be 
taken prior to departure and 
1 to be taken on arrival 

Tour Coordinator Attendance: 
https://bit.ly/2NxjnRh 
 
 

7 
Day 0 

Thanking letter Placement Officer 
Training Officer 
Principal 
 

Thanking Letter: 
https://bit.ly/2Hp73i6 
 

8 
Day 0 

Feedback of students Placement Officer 
Training Officer 
Principal 
 

https://bit.ly/2ZeKcAX 
 

9 
Day 0 

Feedback from resource 
person/HR/Expert 

Placement Officer 
Training Officer 
Principal 
 

https://bit.ly/2Pe8XZp 
 

10 
Day 1 

Visit Report Tour Coordinator 
Class Teacher 

https://bit.ly/2zjiJ1s 

11 
Day 1 

Student Report Class Teacher 
 

https://bit.ly/2L5eeNC 

12 
Day 1 

Updating in activity register Placement Officer 
Training Officer 
 

https://bit.ly/2ZeKcAX 

 

https://bit.ly/2NxjnRh�
https://bit.ly/2Hp73i6�
https://bit.ly/2ZeKcAX�
https://bit.ly/2Pe8XZp�


 

 

POST-EVENT: 
Step Process to be followed Responsibility Link to 

Proforma/template 
12 

Day 0 
Newspaper Article Publicity In charge 

Tour Coordinator 
NA 

13 
Day 0 

Social Media Update Publicity In charge 
Tour Coordinator 

NA 
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