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() Necessary expenditure will be borne from QMT] funds.
6. Procedure for Reception of Families at Later Dates.

(a) Based on allocation of quarters to all desired students after reporting to QMTI and
as per availability, students on request will be provided the utility of the QMTI Bus for
receiving their families from Pune Railway Station.

(b) The students will process their request for éwe provision of bus through their
nominated Instructor for final approval by Dean & Dy CEO.

(c) The carriage of voluminous packages and oversized metal trunks in the bus will be
duly monitored by the Ex ‘Q" and driver to prevent any damage to the interiors or seats of
the bus.

Dispatch of Students on Termination of Course.

7 The procedure for the dispatch of students on termination of course / OJT / Apprenticeship
will be similar as what was followed for Reception. The following will be borne in mind :-

(a) As far as possible, dispatch will be collective and limited to maximum four days

(b) Batches will be made as per train reservations done by the students for collective
move to the railway station.

(c) One ALS / 2.5 ton will be detailed by Station Workshop Khadki for carriage of
personal belongings to the Railway Station along with QMTI bus.

(d) Responsible students will be detailed to accompany as co - driver of both vehicles.
The students will be mandatorily in OG or combat uniform.

(e) Maximum four trips of the QMTI bus will be made to Pune or Khadki Railway i
Station. The timings of the trips will be finalized by the Dean & Dy CEO as per batches i
made and train timings.

(f) One Instructor / Staff will be detailed by QMTI to monitor the dispatch of students
and families as also bid farewell on behalf of QMTI. No student with family will be
allowed to board the bus by the driver and the nominated Instructor without
checking the final clearance certificate issued by Dean & Dy CEO.

(9) For students residing in CILQ under own arrangements, the QMTI bus as per
detailment will reach the nearest stop on the main road (only) for picking up the student /
family enroute to Railway Station.

(hy Transport of two wheelers for booking to the Railway Station will be under the
arrangements of individuals themselves and space permitting in the accompanying ALS.

@) The above drill will also be followed in cases the families are being dispatched by E
students prior to termination of the course. In such cases, the student, in uniform, will be |
the co — driver of the Bus and will be jointly responsible for the safe transit and return of the
base along with the QMT] driver.
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8. Stay Arrangements during Course Duration. All students before reporting to QWT! for
any course will refer to the ‘QMTI Training and Course Administration Policy 2018’ for the rules
governing following issues:-

(a)  Stay Arrangement of Single Soldiers.

(0] Armed Forces Serving Single Soldiers

(i) CAPF Serving Single Soldiers.

(iiiy Dependents of Ex-servicemen

(iv) Messing arrangements for single students.

(b) Married Hostel Accommodation.

(i) For Armed Forces Soldiers.
(i) For CAPF Soldiers.
(c) Accommodation under Own Arrangements and procedure for the same.

(d) Documents required for Course Documentation

CONCLUSION

9. This SOP is to be foliowed as a procedure and also as a guideline. The SOP will be
reviewed every year by the CEO and Dean and Dy CEO for revision and amendments so as to
ensure the reception and dispatch of students along with their stay in QMT| is comfortable,
respectful and dignified. This is the minimum QMTI can accord to our brave combatants as they
prepare for their future rehabilitation after dedicating their best services to the organization and
towards their duty. For any unseen circumstances all students and functionaries will contact the
Dean & Dy CEO or CEO for directions.

10 This SOP will be reviewed every year in November after reception of new trainees and
dispatch of old students for review and necessary amendments.
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RECEPTION OF NEW TRAINEES AND GENERAL MISC GUIDELINES

QmTl
1 General. Queen Mary's Technical Institute (QMTI) Khadki is registered as a charitable

Educational Trust, an autonomous non-governmental organisation (NGO) and is imparting
vocational training to disabled soldiers for their respectable rehabilitation. The admission
processed through Army channels is primarily for the physiclly challenged defence servicemen
and ex-serviceman. Balance vacancies are offered to Central Armed Police Forces (CAPF)
personnel and direct dependents of serviceman / ex-servicerhan in above priority. On an average
70 - 80 serviceman, 25 - 30 CAPF personnel and 40 dependents take admission every year in July
— August. The soldiers from respective units spread all over India report to QMTI Khadki for the
necessary training within the duration of 25 July to 05 August for courses commencing with effect
August every year. To ease their settiing in the Institute in an unknown environment and to
welcome them with honour and dignity, a standard operating procedure (SOP) needs to be
adopted for adherence by all staff and personnel involved in the reception and training at QMTI.

> AIM. To lay down an SOP and guidelines for the reception of new trainees when they
report to QMTI, their stay during the training and for the dispatch of soldiers to their respactive
units after completion of their training.

8 The SOP is broadly grouped into four headings namely information that are to be included
in the call / joining letter, reception / attachment, coordination for stay arrangements and course
documentation.

4. Info to be included in Call Letters.

(a) Based on admission schedule three consecutive dates earmarked for reporting will
be mentioned in the letter. A Reception Centre will be functional for these three days only.

(b) The Reception Centre will be established on Platform No 1, near the main gate of
Pune Railway Station. All trainees will be required to report to this Centre. Students arriving
in Pune by bus will also report to this Reception Gentre.

(©) Mobile No of the Reception Centre I/C and senior most student of the reception.

(d) All new students will be instructed to intimate their ETA details in fuil to the
Reception Centre I/C mobile number and by email in gmtioffice@gmail.com

(e) All Army soldiers will be instructed to come with movement order in the name of Stn
HQ Khadki, Pune. They will be further attached to local units.

(U] All CAPF soldiers will come with movement order in the name of QMTI. They will
be staying in QMTI single students barrack.

(9) Students will also be intimated to seek permission to bring their family in the station.
The necessary permission will be accorded, based on merit, by QMTI.

5 Establishment of Reception Centre and Duties of Reception Committee.

(a) Reception team comprising of one Instructor/Staff (Reception I/C), six old students
(including NCOs) and QMT| bus with driver will be detailed by Dean & Dy CEQ. The six old
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students will operate in two batches. The nominated six students will be mandatorily in OG
or combat uniform for the duration of their duty in the Reception Centre.

(b) One 2.5 ton for carriage of boxes will be detailed by Stn Wksp Khadki to be placed
under comd of Reception I/C.

(c) The Reception Counter will be established on platform no 1 near main entrance at
Pune Railway Station. Reception Notice Board, ngcessary table and chairs for the
Reception Committee members and students who have to wait for the bus will be carried
from QMTI. Reception Centre IC will carry out necessary liaison with the Station Master for
earmarking of a waiting area and parking of the Bus and 2.5 ton. Students arriving in Pune
by bus will also report to the Reception Centre established at Pune Railway Station.

(d) The Reception Counter will be functional from 0730h till 2130h.
(e) There will be drinking water, tea & biscuit arrangement at the Reception.

® Two students will be continuously present at the Reception Counter and third one
will act as co-driver.

(@) If it is meal time, the new trainee will be guided to railway canteen, the expenses of
which will be borne by the individual

(h) Bus will ferry thrice a day at 10 AM, 4 PM and at 9.30 PM from Pune railway station
to QMTI.

(i) At QMTI, during working hours of QMT! (till 1700h) the co-driver will guide the
student to the Dean & Dy CEO for initial interaction and guidance to the attached unit.

()] Based on arrival / reporting data prepared by QMTI from prior info given by students
to QMTI, the details of attached units will be obtained by QMTI from Stn HQ Khadki. The
QMTI bus accordingly will drop the students at their respective designated attachment
units.

(k) For all students reporting to QMTI after 1700h, arrangements will be made by Ex‘Q
QMTI to stay in single students barrack for the night. Their meals will be in the QMTI
Cafeteria under own arrangements of the students. Their attachment process will
commence next day morning wherein they will be taken to Stn HQ Khadki for endorsement
of attachment and thereafter will be dropped at the attached unit. The QMTI Bus will be
utilized for the same.

[0} The movement of the bus to / from railway station and for escorting students to Stn
HQ Khadki and further to their attached unit will be planned by QMTI for maximum
efficiency and comfort of students while ensuring economy of fuel and movement.

(m) Reception of Students Arriving with Family. For all students granted permission
to arrive with family in the designated dates as above, the procedures mentioned above will
be adhered. After reporting at QMTI and post interaction with Dean & Dy CEO, the Ex ‘Q’
will earmark and handover family guest rooms to them till allocation of permanent quarter.

(n) All students will report to QMTI with all their personal documents for course
documentation on the next day of their arrival at 0830h-and report to their Class Instructor
for further briefing and action.




