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POLICIES OF DEPARTMENT OF.{DMIN ISTRATION

12. OFFICE COMMUNICATION POLICY

This policy is formulated to strearnline oflicial corununication within the institution by

establishing clear procedures and responsibilities. It aims to ensure consistency, professionalism,

tuid iicouritnbility in ill iiit€ni iuid Ext0niil coiiiriiuriiiitioriS.

Purposc

This Office Communication Policy establishes clear guidelines for effective, professional, and

timely communication within the institution. The policy aims to promote ascuracy, transparency,

collaboration, and a positive work environment while ensuring all communications align with

instirutional values and regulatory standards.

Scope

This policy appties to all employees and covers every lorm of o[ficial communication, including

writtcn, digital, and vcrbal cornmunication within thc institution and with cxternal stakcholdcrs.

Communication Guidelines

o Communication is a key professional competence, and all ernployees are expected to

communicate charly, respectfully, and effectively.

. Official commuoication includes written correspondence, emails, circulars, notes, online

communication, meetings, and vertal instructions.

. Emplo)€es must understard and fbllow cornrnnnication procedures to efisure

profcssionalism, clarity, and smooth administrativc functioning.

Channcl of Communication

. All official communication must be routed through the proper channel.

. Suitable communication channels must be used depending on the nature, urgency, and

confidentiality of the matter.
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Slgning Authority

The principal, or a person authorized by the principal, is rhe signing authority for all offrcial

documents and communications.

Confidentiality & Professionalism

o Confidcntial information must not bc sharcd without propcr authorization.

. Employees must maintain professionalism in tone, language, and behavior across all

communication platforms.

. Personal use ofofiicial communication channels is prohibited unless authorized.

Documentation

o All-importanl communications must bc documeDtcd, rcrordcd, and filed in accordancc

with institutional documentation procedures.

. Communication rccords must bc traccablc and availablc for audit whcn rcquircd.

Complience

All staffmembers must adhere to this policy. Non-compliance may lead to conective action as per

institutional rules.
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. Rcgucsts should bc subrnittcd to thc Principal; upon vcrification, thc principal shall forward

them to the chief Administrative officer and then to the appropriate section (Academic or

Accounts).

. All file notes, letters, and offrcial correspondence should be drafted and typed only as

directed by the Principal/Chief Administrative Officer.

. communications from regulatory bodics (KUHS,NMC/othcr govemment authoritics)

nrust be printed, recorded, and filed appropriately in respective ollice records.

. All communication must follow the institutional code of conduct, values, and approved

lormats.
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Review

This policy will be revie'rved periodically and updated as needed to ensure relevance and

compliance with institutional and regulatory requirements.

Purpose

Thc purposc ol this policy is Lo cstablish clcar guidclincs and slandardizcrl proccdurcs lor thc

secure and timely dispatch ofdocuments within the inslitution. It ensures confidenliality, accuracy,

and c{Iicicncy in handling all oi1icial corrcspondcncc and scnsitivc information.

Authorized Pcrsonnel: Only designated personnel are authorized to dispatch documents on behalf

of the institution. These individuals are responsible for orsuring that all docurnents are properly

handled, recorded, and delivered securely in compliance with this policy.

Classification ol Docurnents: Documents shall be classified based on their level of sensitivity,

confidcntialit-v. and urgcncy. Thc rnodc of dispatch---such as by hand. couricr. post. or clcctronic

transmission-shall be selected accordingly to ensure security and prompt delivery.
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13. FOLICY FOR DISPATCH OF DOCUMENTS

Inward and Dispatch Rcgisterr

The [nward Register and Dispatch Rcgister scrvc as offrcial records for tracking thc rcceipt and

dispatch of all documenls. packages. and communications within the organizalion. Maintaining

these registers ensures accountability, traceability, and transparency in document management.

Inward Register

Thc lnward Rcgistcr is maintaincd to rccord all documcnts rcccivcd by thc institution. lt scrvcs as

official cvidcncc ofreccipt and facilitatcs propcr tracking and rcfcrcncing.

Thc rcgistcr shall typically includc thc following dctails:

l. Datc ofreceipt

2. Subject line / Description ofthe docurnent

3. Name of the person receiving the document

4. Signature of the pcrson recciving th€ document
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This policy outlincs thc proccdurcs, rcsponsibilitir"-s, and rcgulations govcrning thc collcction of
fees from students at Amala Instirute of Medical Sciences (AIMS), in accordance with the norms

of thc Fcc Rcgulatory Committee for Mcdical Education (FRC) and thc Kcrala Univcrsity of
Health Sciences (KUHS).

Fee SEucture and Fixation

Dispatch Register

The Dispatch Register is maintained to record all outward documents sent from the institution. It

serves as proof of dispatch and enables verification and follow-up.

The register shall typically include the following details:

[. Date of dispatch

2. Subjcct linc / Dcscription ofthc documcnt

3. Namc of thc rccipicnt or rccciving authority

4. Signaturc ofthc dispatching pcrsonncl

Acceuntrblllty and Reerd Maintcnanee
By mainlaining accuratc and upno-datc rccords in both thc Inward and Dispatch Registers, thc
institution ensures effective management of all incoming and outgoing corrcspondence. This
practice upholds accountability, transparency, and security in handling offrcial, sensitive, and
valuable docurnents.

14. FEE COLLECTION POLICY

Purpose

. All fces collcctcd from studcnts arc fixcd by the Fcc Rcgulatory Committcc for Medical

Education (FRC), an independent body appointed by rhe Covernment of Kerala.

. The institution collects Tuition Fee, Special Fee, and Hostel Fee (only for students availing

hostel facilities) as per FRC orders.

. A refundabls caution dcposit of t10,000 is collccted from hostcl inmatcs at thc time of

admission.

. Textbooks and uniforms are purchased directly by students from suppliers.
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Fee Register and Software l\{anagement

The fee registers and all collection records are maintained through the HOMES Software

(Version 1.0.0) wrth complete data control managed by AIMS.

Accounts Assistants shall generate fee bills through the software imrnediately after the fee

notice is published.

The accountant shall verif and reconcile all fee bills with the approved fee structure of

respective batches.

Annual Fee Notification

. The Fee Notice for each academic year is issued at the beginning of the respective year.

. A grace period ofone month is allowed for fec payment.

. Financially constrained students l ay request an additional one-month extension for

payment.

. Fee demand notices will be displayed on the institution's notice board and shared in the

lVhatsApp groups of rcspcctivc batchcs.

Payment Modes

Studcnts may pay fccs through any of thc following modcs:

NEFT / RTGS

Net Banking
Cheque / Dernand Draft

QR Code Scanning (UPI)

Receipt ofpayment will be provided either as:

. Printed softwtre-generirtetl reieipts, oi

. Electronic receipts via e-mail (on request).
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Univcrsity Fccs

University-related fees such as student registration fee, sports alfiliation fee, union fee, and

certificate verificadon fee are included in the Special Fee fixed by FRC.

The institution remits these fees to KUHS online before the due date.
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Annual provisional affiliation/administrativc fccs for rcspcctivc courscs arc also paid

online.

Additional university fees including examination fee, title & synopsis proposal fee,

dissertation fee, etc. are collected and remitted as per KUHS norms.

Losh Assistance

Students requiring educational loans will be issued the approved fee structure and

neccssary institutional rccognition documcnts (NMC. KUHS) upon rcqucst.

Scholrrshtps ind Concesslons

The Management provides scholarships to deserving students fron economically weaker

backgrounds.

Eligible reservation category studena (SC/STiOECiOBC=BH) shall apply for e:gnmts

thfough the institution.

Thc sanctioncd amount is crcditcd dircctly to thc studcnt's bank account by thc

Government.

Students must remit the grant amount to the institution's bank account within seven

ri/orking days, as directed.

Monitorlng Bnd Fee Default

The Accounts Manager will regularly verifu fee receipts and identify defaulters.

Parcnts of dcf'aultcrs will bc contactcd with a gcntlc rcmindcr to cnsurc timcly lbc paymcnt.

Awrrds rnd Recognition

Students achieving academic excellence-such as University Ranks. Subject Toppers,

Distinctions, ctc.-will bc honourcd with:
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Prizc Moncy

Gold Coins

Certificates

Mementoso

Thc Intcmal Audit Dcpartmcnt will pcriodically audit all fcc-rclatcd transactions rccordcd

in the HOMES software.

Any discrepancies identified will be reported to the Accounts Department for timely

correction. ensuring compliance with FRC and KUHS norms.
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as decided by the Management.

Intcrnrl Audit

15. ACADEMIC TR{NSCRIPT POLICY

Prcamblc

The Academic transcript is an oflicial summary which reflect the total, unabridged academic

performance and progress of the student at the institution. Transcript from Amala lnstitute of
Medical Sciences is a comprehensive, chronological record of personal details, aclilemic

attendance percentage, clinical postings attendcd, gradcs obtained and intemship details.

Policy details: -

r The Academic Transcript provided to Undergraduates and Post graduate sludenls at our

institution is as pcr thc norms of affiliating Univcrsity- Kcrala Univcrsity of Hcalth

Scicncc.

e The candidates are eligible for tlre academic transcript only on subrnitting an application

to the principal stating the purpose for the transcript. along with scanned copy of
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