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ADMISSION COMMITTEE

STANDARD OPERATING PROCEDURE
1. Objective
The Admission Committee SOP aims to establish clear guidelines and procedures for
the efficient and transparent management of the admission process at the dental
college. It outlines the roles. responsibilities, and protocols to ensure fair and
equitable admission practices in accordance with institutional policies and regulatory
requirements.
2. Composition of the Admission Committee
The Admission Commitiee comprises kev members responsible for overseeing
various aspects of the admission process. Members may include:
#  Chairperson of the Admission Committee (Principal or appointed representative)
»  Admission Coordinator
»  Faculty Representatives as members
»  Administrative ST
Committee constitution:
The following will be the members of the Admission Committee with effect from

06/10/2023. The committee shall be effective for three years tfrom the aforementioned

date.
S.No | Name 7 Dcsrign_atib;/l)epzlrtment Position held T
I Mr. Ranmnuﬁh_\r _ | Admission Office ! (_‘hairperszm
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2 Mrs. Vani | Admission Office Admission
l Coordinator
3 | Dr. Madhan CG | P;'oibgéal',_—l')cpar-t_ina{t of Co Convenor
| Pediatric and Preventive
| Dentistry J
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4 Dr. George Samyo Senior lecturer, Department of | Member
Oral & Maxillofacial surgery

S Dr. Mohammed Senior lecturer. l)—epw;tme_nt_ ol | Member

Wasim bari - Conservative dentistry &

. Endodontics

6 Mrs. Andal | Admission Office Member
7 Mrs. Meenakshi | Admission Office Member

Sundaram - e e

3. Roles and Responsibilities

3.1 Chairperson of the Admission Committee

Provide leadership and direction to the Admission Committee.

Ensure adherence to institutional policies and regulatory requirements.

Represent the committee to higher authorities.

3.2 Admission Coordinator

Oversee the day-to-day operations of the admission process.

Coordinate communication with applicants. faculty. and other stakeholders.
Maintain records and documentation related to admissions.

Prepares agenda in discussion with the Chairperson and convenes meetings. Records
the minutes of the meetings

3.3 Faculty Representatives

Participate in the evaluation of academic qualifications and credentials of applicants.
Contribute to the development and review of admission criteria.

Provide insights into the academic requirements of the dental programs.

3.4 Administrative Staff

Handle administrative tasks related to application processing.

Coordinate logistics for admission events such as interviews and exams.

Maintain databases and records related to admissions.

Functions
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> To prepare college brochure / leatlets and disseminate information on admissions
in various platforms

»  To improve the admissions quality with well-defined policy

» To disseminate and comply with all the rules and regulations of admissions as

prescribed by Govt and statutory agencies.

To create a brand value and awarcness about the mstitute.

3

» To provide best counselling to students and parents who come to seek admission.
» To guide the students and parents in making effective decisions.

» To guide admitted students to complete the admission procedure like paving fees.

getting roll nos.. getting hostel admission. getting ID-card. fullilling eligibility
criteria. getting time tables etc.
5. Admission Process
5.1 Application Submission
Establish an online or physical application submission process.
Clearly communicate admission requirements. deadlines, and procedures to applicants.
5.2 Application Review
Assign committee members to review applications based on predetermined criteria.
Ensure a systematic and fair evaluation ot academic and non-academic qualifications.
6. Decision-Making
6.1 Schedule of committee Meetings
Schedule regular committee meetings biannually to discuss applications and make
admission decisions.
Maintain confidentiality and integrity in decision-making processes.
6.2 Final Approval
Obtain final approval for admission decisions from the Principal or relevant authority.
Communicate decisions o successful and unsuccessful applicants in a timely manner.
7. Communication with Applicants

Develop standardized communication templates tor notifying applicants.

401/
PRINGIPAL

6 8 HOSPITAL
MADHA N\ALCOLLEGE |
M?’%&%E%E\THUR, CHENNAI - 600069



