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RAJIV GANDHI NATIONAL AVIATION UNIVERSITY

Administrative Notification No. RGNAU/030/2026 Dated 15" May 2026

Subject: Issuance of Duty ‘SOP’ for Security Guards.

The undersigned is to convey that the Competent Authority has approved the Duty

‘SOP’ for Security Guards deployed in the University Campus, Hostel/Residential areas and
the same is attached herewith as Annexure-I (English) and Annexure-II (Hindi) for cognizance
of all concerned.

Encl: As above.

s

UNIVERSITY/HOSTEL NOTICE BOARD

To,
1)
2)
3)
4)
5)
6)
7)
8)
9)

All Deans/Heads/Coordinators of the Departments/Schools/Sections/Units

Finance Officer

Controller of Examinations

Librarian (Officiating)

All Deputy Registrars

Deputy Registrar (Meeting) — to report it to the Executive Council in its next meeting.
Officer on Special Duty (AAE&HR)

Warden, RGNAU Hostel

System Analyst — please upload it on the University website.

10) Hindi Officer
11) Medical Officer
12) Security Officer — with the request to ensure that ibid SOP is complied with in letter

and spirit by all the deployed Security Guards.

13) PS to the Vice Chancellor
14) PS to the Registrar
15) Office Order File
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DUTY ‘SOP’ FOR SECURITY GUARDS  /mexwse-T

Duty Reporting & Handover

Report on duty, on time in proper uniform with visible ID card. Biometric attendance is

mandatory.

o Properly take over and hand over duty charge and make entry in duty reglster
¢ Do not leave duty post without reliever and permission.

General Duty Responsibilities .
Remain alert, vigilant, and disciplined at all times.

Be polite and helpful to students, staff, faculty, residents, and visitors.
Safeguard University property and infrastructure.
Keep the security post and surrounding area clean.

While on duty, do not use mobile phone for viewing unnecessary content/ social media sites.

Use mobile phone only for official purposes.

« Consumption of alcohol, drugs, tobacco, cigarettes, gutkha is strictly prohibited.

o & & & o & 0

Immediately report suspicious activity or unattended items to Security Officer.

Gate Duty & Access Control

Verify 1D cards of students, staff, and authorized persons.

Register names of visitors, vendors, contractors and issue visitor passes.
Check vehicles entering and leaving the campus.

Prevent unauthorized entry of persons, vehicles, or materials.

Keep gates closed during low-movement hours.

Ensure helmet use and traffic rule compliance.

Verify gate pass for material movement.

Academic Area Duty

Hoist and lower the National Flag daily as per protocol.

Conduct regular foot patrols in academic buildings, labs, parking. areas, and roads.
Open classrooms and offices as per instructions only.

Ensure lights, fans, and ACs are switched off after working hours.

Maintain proper key records.

- Enforce speed limit of 30 km/h and proper parking.

Hostel & Residential Area Duty

Enforce hostel entry / exit timings and visitor rules.

Do not allow students outside hostel floors after 10:00 PM.

Prevent unauthorized entry into hostels and residences.

Conduct frequent patrolling, especially at night.

Students are not allowed to keep motorized vehicles.

No loud music or speaker is permitted after 10:00 PM.

Do not allow entry or feeding of animals.

No overnight parking of non-resident vehicles.

Maintain lost and found register properly.

Banners, posters, photography/ videography only with prior permission.

Emergency Duty

Be familiar with fire, medical, disaster emergency procedures.

In case of fire, raise alarm and assist evacuation.

Provide first response in medical emergencies and inform M| Room.
Stay calm and guide people to safety.

Prohibited Conduct _

Do not accept gifts, tips, or favors.

Do not engage in arguments or physical altercations.

Do not share confidential or security-related information.

Do not post University matters on social media without permission.

BY ORDER
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