Chapter 12
LCWU HOSTEL RULES
LCWU Hostel Rules
Title and commencement of the rules
1. Title of the rules is ‘LCWU Hostel Rules’.
2. These rules will come into force immediately after the approval of Competent Authority.
3. These rules after approved by Competent Authority would be notified by the chief warden.

Definitions
i. “LCWU” means Lahore College for Women University Lahore.
ii. “Hostel” means the accommodations provided by the University to its enrolled students belong to the cities of Pakistan other than Lahore and the students come from overseas.
iii. “Chief Warden” means the chief warden of all hostels of LCWU.
iv. “Wardens” mean the wardens of respective hostels to manage the affaire of that hostel.
v. “Boarders” means the students of LCWU obtain the hostel residing facility.
vi. “Student Committee” means the committee consists of boarders of the hostel to coordinate with the hostel management.
vii. “Hostel Workers” mean the workers of the hostels to assist for running the hostel.
Aims and Objectives
1. To establish a strong link of harmony and cooperation between the hostel management and the boarders.

2. To provide the boarders safe, supportive and developmental atmosphere.

3. To support the boarders live in a disciplined community.

4. To help hostel body to manage the living and mess matters.

Accommodation Type
Lahore College for Women University Lahore Campus provides accommodation to the students belong to distant cities and other countries on limited seats. Number of seats available in each hostel is as follows:
1. Habiba Hall: 90 (For Intermediate Students) Rooms Type: Six bed Double (for 2 persons)
2. Jaffery Hall: 256 (For Undergraduate Students)Rooms Type:  Quad (for 4 persons)
3. New Bushra Mateen Hall: 200(For Post Graduate Students)Rooms Type:  Triple (for 3 persons), Cubical Rooms
4. PhD Students and Bachelor Faculty Hostel: 64 Seats
5. Foreign Faculty Hostel: Visiting Foreign Faculty will stay here till approved period of their educational tasks. The period of their stay and terms and conditions of their stay will be decided by concerned departments with approval of the Vice Chancellor’s office.   
Students who live in Lahore cannot avail hostel facility. Married Students are not allowed to get admission in hostels.
Hostel Rules for boarders are available on website: lcwu.edu.pk
Hostel Body
The hostels will be run under the supervision of Chief Warden. The administrative structures constituted by the Vice Chancellor on the direction of Syndicate will support Chief Warden to look after management and purchase for the hostels. The policy decisions and frame works related to the hostels will be decided by the administration. There will be one warden and one assistant warden in each hostel. Number of wardens and assistant wardens may be increased as per workload by the order of Vice Chancellor. University will provide residential rooms to unmarried wardens and assistant wardens in hostels while the married wardens and assistant wardens will perform their duties from 08:00 am to 04:00 pm. In extraordinary circumstances they can apply to the office of the Vice Chancellor for permission to stay in hostel. Mess will not be free for non-resident wardens and assistant wardens. Wardens and assistant wardens will avail one off-day per week on alternate days. Wardens and assistant wardens will report to chief warden. Behavior of wardens and assistant wardens to the boarders needs to be polite and comfortable. Following is the detail of current hostel body.
Duties of Chief Warden:

· Overall management and supervision of all hostels o LCWU
· Arrangement of all purchases of hostels

Duties/responsibilities/SOPs of wardens
· To look after matters related to residences of the students

· To look after matters related to mess

· To maintain discipline of hostel workers

· To resolve the complains of boarders

· Room allotments

· Keep  record of boarders in and out
· Issuance of gate pass and home pass to the boarders 
· Maintain stock registers
· Maintain students attendance registers
· Maintain cleanliness  indoor and outdoor of the hostel premises
· Check gate register
· Prepare demand orders
· Prepare Fee Vouchers
Duties/responsibilities/SOPs of Assistant wardens
Assistant wardens will assist wardens in performing duties as mentioned in SOPs. 
Student Committees
These Committees will coordinate with management and students. For this purpose following student committees are constituted by the order of the Vice Chancellor: 

1. Maintenance Committee
2. Mess Committee
3. Cleanliness Committee
Hostel Workers
1. Electrician

2. Plumber

3. Mali

4. Carpenter

5. Sanitary workers

6. Mess workers
7. Gate Keepers

All the hostel workers will perform any duty assigned by wardens or Chief Warden. Their duty hours will also be set by the wardens and chief wardens.
Duties of Hostel Workers
     Electrician
1. Repair and take care of each electric good of the hostel
2. Resolve boarders complains written by the boarders on complain register to repair/replace their bulbs, switches, switch boards, fans, wires etc. in their rooms.
Plumber
1. Repair, replace  and take care of each water and gas  good of the hostel
2. Resolve boarders complains written by the boarders on complain register to repair/replace the water taps, pipes etc. in washrooms and gas stoves, pipes etc. in their kitchens.
Mali

1. Take care of each green area inside the hotels or in front of the hostels.
2. Plant seasonal plants in the lawns of hostels.
Carpenter
1. Repair the wood doors, windows and wardrobes in the hostels
Sanitary Workers
1. Cleaning of the rooms of boarders

2. Cleaning of the hostel offices

3. Cleaning of the corridors
4. Dusting of the doors, windows, furniture of offices

5. Cleaning of washrooms
Mess Workers
1. Work in the mess with wearing their coats and caps

2. Cooking three meals daily

3. Cleaning of the utensils

4. Cleaning of the dining halls

5. Cleaning of the mess stores

6. Serving the meals

Gate Keepers
1. Present/keeping eye  on the hostel gate

2. Fetching boarders’ luggage from University gates

Check and Balance
There is a set mechanism of check and balance in University about management, admission, discipline, accounts, purchase, budget utilization etc. The University Syndicate has directed the University to manage hostel by constituting committees in the University. Following committees are working in this regard.

1. Hostel Management and Purchase Committees
A body for each hostel consisting of Chairperson of all committees (Vice Chancellor), Conveners of committees (One Professor), Members (One Assistant Professor and two boarders of concerned hostel) and Secretary of all committees (Purchase Officer).  
Purpose of the Committees
i. Ensure the management done smoothly and transparently.
ii. Provide plan including events, maintenance, list of purchase items and permanent articles quarterly for hostel.
iii. Prepare budget and finance record.
iv. Ledgers of daily consumption of grocery and food items.
 Purpose of Committee
To look into all matters related to hostels
Accounts and Purchase
University policy of accounts and purchase is purely in line with the Punjab Government Procurement Rules. The hostel fund regulations and utilizations are also practiced by the hostel management in the same way. 
Purchase Inspection
Committees of purchase physical inspection of the University consist of Convener One Professor, Member one senior faculty member and senior estate officer, Secretary purchase officer. The committees inspect all purchased items in the presence of wardens before the clearance of payment. 
Admission Policy
One top merit student resident of other cities of each discipline has the right to live in the hostel.  Other provinces quota policy for boarding is as per Punjab Government instructions. Admission will only be done in physical presence of real parents or their authorized relative. Present practice of seats specification is as under (changeable by the order of VC).

1. New/Bushra Mateen Hall Seats Division
MS  Disciplines:  One seat for top merit student for each discipline.

Other Provinces/Backward Area Quota: 
04 Students of each province 
Sports Students Quota:            10 students 

Old Student/Kinship/Sharing/Special/Distance:  15
Total BSIII, BS IV Vacancies: 16x4=64

Total MS Disciplines: 

28
Quota:




35
Sports: 



05

Total MS Vacancies:  

68x2=136



Grand Total New Hall Vacancies = 136+64=200
2. Jaffery Hall Seats Division
BS Disciplines: 

One seat for top merit student for each discipline.

Other Provinces/Backward Area Quota: 
04 Students of each province 
Sports Students Quota:        03 students 
Old Student Quota/Kinship/Sharing/Special:
 Subject to availability of seats


Total Disciplines: 


41

Quota:



          20

Sports:              

          03

Total Vacancies: 


 64   64x4=256

3. Habiba Hall Seats Division
FA/FSc, General Science, ICS, ICom, Home Economic, Special

Total Vacancies: 
45
FA:


12Top Merit students
FSc:   


14Top Merit students
General Science: 
05 Top Merit students
ICS:  


06     Top Merit students
Home Economics: 01Top merit student
Sports Quota:      

02Students
Special Student Quota: 
 03    Students
Overseas Student Quota: 02 Students
Total Vacancies: 

45x2= 90 Vacancies
4. PhD Students and Bachelor Faculty Hostel
Total PhD Vacancies: 16x4=64

Hostel Free ship
Need base free ship can be availed by students only after getting approval from scholarship committee of the University. Maximum 05 students each year can avail free ship in hostels.
Facilities
Room Facilities: Bed, Mattress, Wardrobe  

Common Facilities:

· Ambulance

· Filtered Water

· Refrigerators

· Electric Geysers 

· Wi Fi

· Room Coolers

· Laundry

· Visiting Room

· Common Room /Television Room

· Complaint Register

· Notice Board

· Microwave  Oven
· Security Cameras 
Health Care Arrangements
Two MBBS Doctors remain available in the University dispensary to attend boarders and selected medicines are also provided to them.  
Boarding Rules
Rooms
1. Cleanliness of room is the responsibility of boarder
2. Electric heater is strictly prohibited to use in the room
3. Bad behavior of boarders with their roommates will not allowed
4. Willful damage to hostel property will be punishable
5. Any complain about room repair will be noted by the boarders on complain register.
6. Only allotted boarder can stay in the room

7. No day scholar or outsider can enter or stay in the hostel
Common Rooms
1. Boarders can watch TV till 11:00pm.
2. Boarders can study in common room any time.
3. Any combine activity can only be planned in common room with the prior permission of warden.
Washrooms
1. Water is precious natural asset and boarders are expected to save it while using the washrooms

2. Any complain about washroom repair will be noted by the boarders on complain register

Kitchens
1. Boarders are not allowed to directly interfere in the work of kitchen workers

2. Any complain about kitchen will be registered to the wardens or to chief warden
Mess
1. Every boarder will mark her attendance in mess register daily at breakfast, lunch and dinner time

2. One plate of each size will be issued to every boarder  at the time of admission

3. If a boarder has some medical issue then by the recommendation of duty doctor she can order her special menu

4. Any suggestion about  mess menu will be welcomed by the mess committee
Gate Pass
1. Only parents or guardians can allow a boarder to avail self-pass
2. Boarder will get her gate pass from the warden or assistant warden
3. Boarders can go outside the University for research purposes only with the recommendation of their COD.
4. Boarders can avail self-pass only on specified days. Chief warden will specify the days.
5. Boarder will be back to hostel at 07:00 pm in summer and 05:00 pm in winter.
Hostel Dues
1. Boarder is required to submit her dues till 10th of every month

2. Increase or concession in the hostel dues can only be done by the approval of the Vice Chancellor.
3. Hostel dues will be submitted by the boarder in the National Bank University Branch in the specified account of their hostel.

Details of the dues are as under
	Sr. No.
	One Time Charges at the time of Admission
	Amounts

	1
	Security (Refundable)
	3,000/-

	2
	Breakage
	600/-

	 
	Sub Total
	3600/-

	
	
	

	Annual Charges

	3
	Room Rent
	2420/-

	 
	Sub Total
	2420/-

	
	
	

	Monthly Charges

	4
	Utility Bills
	1820/-

	5
	Janitorial Services
	600/-

	6
	Maintenance
	2180/-

	7
	Laundry
	240/-

	8
	Mess Charges
	4840/-

	9
	Generator Charges (backup supply)
	600/-

	 
	Sub Total
	10,280/-

	
	
	

	Seasonal Charges

	10
	Room cooler (April to September) per month
	600/-

	 
	1. At the time of admission
	 

	 
	2. (April to September) per month
	 

	 
	Sub Total
	600/-

	
	
	

	Note
	
	

	Monthly charges at Sr. No. 4 to 7 shall be received in lump-sum on

 half yearly basis


 Hostel Leaving Rules

Boarders will be bound to leave the hostel immediately after completion of their degree. Boarders will clear their remaining dues before leaving the hostel. At the time of their departure and after submission of their dues they will get their hostel security back from fee branch.
Punishments
1. Verbal Warning

2. Written Warning 

3. Fine 

4. Rustication 

5. Foreign Faculty Hostel

Objectives:

· Availability of lodging facilities for visiting faculty to promote research and development culture in University.

· To make it profitable.

Accommodation at Faculty Hostel 

The hostel is equipped with 09 air conditioned Suites, TV Lounge, Dining area and spacious parking area. All these areas are designed to offer maximum comfort, privacy and security. Internet facility is also available throughout the hostel. These delightful rooms have beautifully furnished separate sitting area; bed room, ample wardrobe space and deluxe marble bathroom, finely decorated to make the stay even more comfortable. 

Accommodation Type
Executive Suites:

3-bedrooms with double bed - 3000/- 

2-bedrooms with single bed - 3000/- 

Foreign Faculty Hostel Workers
1. Receptionist                        (01)

2. Cook


       (01)

3. Attendant        

       (01)

4. Attendant (second time)   (01)

Duties of Hostel Workers
Receptionist
· Receive guests to the hostel by greeting them warmly.

· Inform guest of the services and accommodation rates.

· Keep clean & comprehensive record of guest room bookings and all billing for accountability and future reforms.

· Report issues of maintenance.
Cook
· Prepare three meals for guests.

· To do cutting, chopping, wash utensils.

· To wash napkins.

· To clean refrigerator & deep freezer.

Attendant
· To work effectively under time pressure and for long and extended hours.

· To do multitasks i.e. Dusting, room service.

· To pick and drop official letters.

· To clean fans & lights.

· To change bed linens.
Room Booking
· All rooms to be charged on per night basis. 

· Booking to be placed with information of guest’s profile, check in timing and first day’s meal consumption to sabahatsana@hotmail.com (menu attached).

· Room Cancellation to be done at least 24 hours prior to arrival. One night stay will be charged in the case of ‘no show’. 

General Rules
· There is no room service in the hostel. Kitchen is equipped with cooking utensils to be used on self-service basis. All used utensils must be washed and placed properly immediately after usage.

· It is the sole responsibility of the permanent resident guest to protect their valuable own goods. No security claim can be admitted after the incident.

· Any damage in room, kitchen and common room would be charged.

· It will be the responsibility of the residents to maintain cleanliness and hygiene standards within the room and FF-Hostel. 

· The Foreign Faculty Hostel manager has the authority to issue a written warning on non-observance on any of the above disciplinary rules.

· Foreign Faculty Hostel reserves the right to change the above mentioned rules, revise the room charges.

·  TV will be provided to permanent resident guests.

· Resident guests will only be facilitated by basic room furniture, maintenance and cleaning services.

· Residence permit will be renewed annually.

· Two packages for permanent resident guests:




· Rs30, 000 for a month whether resident guests stay the whole month or not. 

· Rs3,000 per night will pay for respective stay.

Grievance Redressal Procedure:

Any subordinate boarder if vulnerably aggrieved due to the attitude or behavior of hostel management can report his/her grievance to student committees, wardens, chief warden, registrar and the Vice Chancellor. They will hear and resolve their complaints immediately. If the complaint could not resolve then a special committee will be constituted to investigate about complaint. The committee decision will be obeyed by the respondent and the complainant.  Boarders can use the complaint boxes fixed in all hostels. 
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