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The newly inaugurated Kiosk near Gangothri building will be functioning as Reception &

Pass Section of Central University of Kerala, Periye. A comprehensive Visitor Management
System will be instituted to keep a track of the visitors and their whereabouts and also to make
a hassle free system for visitor entry into University Premises without compromising Safety/
Security norms. The procedure for issuing passes will be as follows:-

(a) For Single Day Visit (on working days)

The concerned HoD’s/ Branch Heads/ Section Officer for each department is required to
forward a request for pass by Email to reception@cukerala.ac.in in advance. The
following details are to be furnished in the mail:-

o Date and time of visit.

o) Name, address and mobile no of all visitors and company name if any.
o) Name and department of the host.

o) Purpose of visit.

The visitor will be required to approach pass section for collection of pass with a valid
Govt. Issued ID proof. The visits will be permitted after confirming the availability of
Host. Visitor pass for Teaching block | & Il will be issued from Payaswini Gate (Main
Gate)

Entry to the particular building will be allowed only after due verification of visitor pass.
On completion of Visit, the host has to countersign the pass along with seal.

The visitor is required to deposit Visitor Pass at Payaswini Gate(Main Gate) at the time
of exit.

Passes will be issued only up to 1600 Hrs on working days.

(b) For Contractors/ Vendors with Work Order

Pass for contractors will be issued by Security Wing after receiving a recommendation
from the contract awarding department along with a copy of work order. The following
details are to be furnished along with it:-

o) Duration for which permission is required.

o Approximate number of laborers allowed and details of Supervisor / Authorized
person who will identify the laborers during muster infout.

o) Any additional permission required such as working beyond University Working
Hours /Permission to work on Saturday / Sunday, and any other gate permission

etc. All such additional permission will be accorded only with the approval of
Registrar, CUK.
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o Temporary pass will be issued to Contractor/ Supervisors by Security Wing and
daily entry pass is not required for them on submission of relevant documents.
However an entry will be made in the respective register during entry/ exit.

(c) For working on Holidays/ beyond working hours of University

(d

All Such request shall be forwarded to Registrar, CUK along with justification and
confirmation regarding availability of departmental representative for supervision.

) For Emergency Works when forwarding EMAIL is not feasible
In case of emergency works when forwarding of email request is not feasible, the
respective HoD’s/ Branch Heads/ Section Officer may telephonically intimate the matter
to Security Officer/ Inspector. However it shall be the responsibility of the respective
stakeholder to forward an email in the next available opportunity to Registrar for
ratification.

) For Guest of Staff residing in Transit accommodation within the campus

The respective holder of accommodation may telephonically intimate the details of their
Guest to Pass Section/ Security Inspector.

The same procedure will be applicable to visit of workers/service rep/mechanic etc to
the respective residences.

However it shall be the responsibility of the host to ensure that these Visitors are not
proceeding to any other areas of the campus.

For Government Officials

The same procedure for daily visitor pass shall be applicable. However there is no
requirement for making pass for Government officials on official visit. Their details will
be recorded on the register kept at Payaswini Gate.

(g) For Guest of Students

All such requests shall be routed through respective HoD and DSW with full details of
visitors and duration along with prescribed place of meeting.

(h) Eor all Meetings/Seminars/Functions

The necessary entry procedures will be intimated to the concerned department after
examination of venue, no of attendees etc. The concerned department has to obtain
security clearance from Security Wing prior to distribution of Invitation.

The guards on duty will not entertain any telephonic calls/communication in person

from the visitors/ Hosts. All such telephonic communication shall be made only with Security
Inspector/ Security Officer. However, if the visitor doesn’t know whom to meet for a particular
purpose, it shall be the responsibility of pass section to establish a communication with the host
and visitor. There after normal entry procedure may be followed. All Visitors’ entry/ exit will be
through Payaswini Gate (South Main Gate) only.
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All Staff/ Students of the University shall voluntarily disclose identity cards during entry

exit. Also they shall follow all Safety/ Security/ Traffic/ Health protocols promulgated from

O time.
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4. This is issued with the approval of the Vice Chancellor.
5. Hindi version follows.
/
Registrar
No: CUK/SECURITY/Gen Cor/2020 Dated 16" June 2020
To

The PS to Vice Chancellor.

The PS to Pro Vice Chancellor

All the Deans of Schools.

The PS to Finance Officer

The PS to Controller of Examinations
All HoDs

The Deputy Librarian

All Deputy Registrars

. Executive Engineer

10. All Assistant Registrars/ Medical Officer/ System Analyst/ Hindi Officer
11. All Section Officers/ Security Officer
12. All Teaching/ Non-teaching staff.

13. Office Copy.
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1. ¥ Harg et TRET % e wed & U 90 w9 ¥ 3T e, S
TH T AT F BT FAATAT ST | AR A S0 S-S T AL TEA F
forT s e wEst & wwetar o e feafEere afEme # anigs F 9699 g
T TR TOIE AT % (o0 U AN Ter SOreit ied R ST | 9r| st
T i skt T Reifea 2R |

() e armee (F fREwi #)

o TEAT FreRITETE /T SHE/aeash T AHRT sl F 9 & o
u faed TEe arsHe-reception@cukerala.ac.ingTaT SRATHT FIAT AALTF § |

T SRR o AW, TAT AL HrETSe GG¥ T FEIAT H A9, A0 37 |
o HSET [ T AT 9T |
o FANTHA FT 29T
o T W ¥ [0 ARG T WA GCHT T AT 99 ASEL. TH F A TH
FTATT | TE=T A2 | AT T ST=edr 67 G2 it S F 12 AFGen! H
S e e L B 2 LA e R e O e G e o

ST (53T STTUAIT |

o FETAF TH T FAMFT FATI & a7 & H(aq AHET § Taer A et &
STO(T

o FEEE HI I T A1E A H1 ITH & TAGEATHR F4H AIGL AT AR |

o FEAEI AT AFE ¥ A9T TAEEAT A2 (THF 2) H ANGH T A1 AR 2 |

o FF 239 ¥ 1600 i T 919 ST<[ AT SITUAT |
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(&) FR-3MS AT SHAT/ ATl (AT

o SHETI ol ST THTH T Tl Tt 7 FrewTiver qom & swaer &t giafer ama
Y % ATE AT TRy g I A AT ST | R fEeer gae AT
TEqT o0 ST |
o Tohae a9 = & [0 erqHfa amasT s g |
o AT & TS ATATHT TGl il GCAT AT A/ ATeHd Afh & [@awo
STT &ATT-ST ah oGl il TgaTd o |

o Ife FreT stfafi sqafa =nfew S & Reafeenes & sE-aag | St
F FAT g/aFary/Ea § #19 31 & Jqafa < a7 & e % o
FqATT anfe =TfRT a1, 08 gt sifafies Jqafa Faq goaared, o3 564
fereafa=me= & STHIE & AT T&TT &l ST |

o SHEATY/THAFRI HieT HT FEATAA Teqd [h0 S U2 STt IT9 H{LaT
FEEFRT 5T T 3T STo SR = % forw &fRe woer e i raeIsan
TBl g | TATMT T/ T & S0 Sarerd qrordi § TEfe sl St |

() g2t % ea/fraftenes & w-a99 & T H1% 34 & ™

o UH T (HaaT T 39 & fif=red T 70T FTd gU qAT THaaw & fow fowni
gfatere #i STRIR & e & a1 THEtag, T wead [deateenad &
T 3T ST |

(%) STITAHRISAIT FH % [T (o0 S $-HS ST GHT A5l 8t

o FITTHRAITATAL UL S T-H T AT HHF gl @I, qehld F FT &
Hatad EuETSE/aTET /I AiER g AT & W0 HIHA 6
AT AEEr/Adas ® g G smoo qurfe, g |@d9tem aEEnn &
STANA BN & o Jqawdd & O Faa=a & 3 3uaed Ja9L § UF

()IET T HIaE ITEHA (a9 H qaaare FHEA] heid ol & g

o HSTH & HATHT ALHATT ATAT T AT, T ATHAI/FTAT e I TATT

F Fi9U H=9d (AT ST | M
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o THTH TIHAT Aergx/FaT Yiatafay/w=T=e sfe i dafdq fam & &1 & ™w Ay
BT |

o TATMH I FRTHT FLAT AT T ITLGTAE BRI o6 ¥ ARIF THAT & A
AT H TRl M 8 |

() IR FHEATRAT * T

e IF® ANGH UTH il FATT THEHATE AR R | TATY, TLHRT SHATAT
QIR ATHTT o [oT0 ITE T AALIRAT Fal g | TATeast 4 § vt =T oSt &
IR FEaoT &1 0 ST |

(@) et % afafEE

o UH AWl [MaET, HATHIT sqATRT T U4 ANGH & Y f6awor T a9amafe &
| HeTed AAmTeaey o7 1. 09,5507 & A0 Iua o ST |

(1) =+t sshiAMRE/AaRE % e
o T UF IURIT A =l G&AT 3 FT ST F34 & A1 Ga1d TR FrmrasTs

T AT o a1Y H e o Sroa | [ faia &3 @ uger qean &g 9
AT AT TTH HEAT 3 |

2. SRTAHI/HSTATHT o T GLET TS AT =T F HiTE GEATT FIeT/EDTT Tl FeT
| U T ZTATUS G el qeAT THerh /AaT afeermy & arer fm s | Sy
T 2, A(= ARqF T2 Tl saar g Fo el fRfore seeamst frr =< & qomsm
FIAT 8, UH FAFAT IT A AT ARGH & 9 THT FLA 0 SEHERT 99
AIAT 97 997 2 | 9g90d AT YS9 AT FT U AT S | 'l
ARTIHT T T390/ Faet qaea=1 T (FFeroft 3er T2) T 2 |

3.FratE=n=m < T o 99 Ud S & S g 4 ugE 9 ke
SHE STl 3 79 G TF TS0 GAT/ATAET/C e STarehiel T g T |

4. FZ TG B ATAT o AT 4T AT 2 |

FAH=E



H.H /A N /ATET.T=T./2020 famife, 16 S 2020

oaT
1. FATT &1 (T qfeeg
2. qH FAqld &l st A=
3. o+t FE=mdis staermar
4. fa=r srtdreerr =t St gf=e
5. 9LreT W= &7 A /e
6. Tt e

7. 3T TEAHTAATEAR

8. a+ft 37 Ferat=a
9. HYITAS ATSHAT

10.94T HETE® FAe=a/ Hfehear ateeri/aoret fEae/Eer srfaamrt
11, FHT ATART ATARTLT /AT ATEHTT

12. THT SreAforn/Ae-greatore =y

13.FHIAT T

.



