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Annex 245, Guidelines of Public Information Cell
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PUBLIC INFORMATION CELL (PIC) GUIDELINES- 2077

Preamble

Public Information Cell plans, develops, puts into place and evaluate information and
communication strategies that present an organization to the public, clients and other
stakeholders. It also promotes good information, directs and coordinates the various public
affairs programs of the Campus, integrates the Campus’s communications and public relation
programs and initiatives into a cohesive effort that conveys a consistent message in support of its
mission, strategic goals and objectives and serves as strategic advisor to the campus management
with respect to communications and public affairs initiatives.

1. Short Title and Commencement

1.1.This guideline is called as the “Public Information Cell ( PIC) Guidelines2077”

1.2.This act shall come into force on the date of approval from Campus Management
Committee.

2. Definitions

Unless the subject or the context otherwise requires, in this guideline:
2.1. “University” means the Tribhuwan University.
2.2. “Campus” means Koteshwor Multiple Campus.

2.3. "Management Committee” means the Campus Management as referred to the section ()
of the campus regulation.
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2.4.
2:5:

2.6.

3.1

3:2.
3.3.

4.1:
4.2.

4.3.

&ﬂm

e
“Campus Chief *“ means the campus chief of Koteshwor Multiple Campus. ;fé‘
S
“Assistant Campus Chief” means the assistant campus chief of KMC. %@5,‘,{,"%&?’
fag ¥

” Coordinator” means the coordinator of the Public Information Cell.

Establishment of the Cell
The cell will be formed inside the campus to co-ordinate all the campus informations.
The cell will be established after the approval of the management committee.

The benefits of the coordinator and cell members will be as per the facilities approved by
the management committee.

Management of the Cell
For the operation of the cell, a ........... members committee will be formed.

The Committee should be formed by the Campus Chief and approved by the management
committee.

The Composition of the committee should be as follows:

Assistant Campus Chief - Coordinator 1
Campus Faculty - Member 3 (Including one Female)
Information Officier - Member Secretrary 1

Role, Responsibilities and Rights of the Cell
The role, responsibilities and rights of the cell are:

Initiates and oversees the establishment of integrated strategies, plans and programs
designed to ensure that all communication and public relations effort are cohesive,
consistent and effective in supporting the mission and advancement goals of the campus.
Plans, develops, directs and coordinates comprehensive communication programs,to
include media, public affairs and publications, in close collaboration with other
institutional communications and/or public relation activities.

Provides direct and proactive advice ,consultation and assistance to campus chief as well
as the campus management committee regarding public information matters, to include
providing direct assistance in regarding, providing information and developing messages.
Serves as the designated spokesperson for the campus.

Co-ordinates surveys, evaluation and assessments of external communication activities in
order to determine the effectiveness of the campus’s communication plans.
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6.

6.1.
6.2.

8.1.
8.2.

9.1
9.2,
9.3;

&%

Assures quality and appropriateness communication programs and
initiatives, whether internally or exterivaif ced.

Represents the campus to various institulfgﬁél\ﬁivisions as well as externally to
government agencies, community, students and their parents, and/or the general public.
Recommends and participates in the development of the campus policies and procedures,
may serve on campus planning and policy making committees.

May develop and submit annual reporting budget for the operation of the cell.

Performs miscellaneous job-related duties as assigned.

Build strong connections with government agencies and other institutions.

Manage public relations in planning, co-coordinating and executing public relations
activities and event at the campus to promote a positive image.

Supervise production, delivery, distribution and dissemination of campus’s publications
such as annual reports, prospectus, printed program brochures, audit reports, news and
other media report.

Approves writing and distributing news releases announcing important campus
information and events, updates and maintains the campus website.

Terms of Office
Members of the cell including the cell coordinator serve for terms of up to two years.

An appointed external member may be appointed to serve for additional terms as per the
approval of the management committee of the campus.

Quorum

The quorum for meeting of the cell shall be above 50% of the membership of the cell.
Meeting Schedule

The cell should meet at least once a month.

The coordinator is responsible in determining if more meetings are required.
Reporting

The cell will report to the campus chief by way of its minutes.

The cell shall submit annual report of its progress to the IQAC.

The brief of annual reports should be considered for inclusion in the annual campus
report.
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10.

10.1.

10.2.

10.3.

&5

Review and Disestablishment of Cell %?
o
The cell will be reviewed in every two years. oon frg. O

The review criteria shall be:

Whether the research output over the period of the review satisfies the expectations of the
campus as defined at the time the entity was established or at the time of the last previous
review.

The potential for continuation of output at a satisfactory level,

The cell will be subject to standard campus financial controls and governance policies.
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Annex 246, Minutes of Public Information Cell
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Annex 247, Minute Parents' Teachers' Association
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Annex 248, Minute of CMC for response to KMC
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Annex 249, Minute of Administration & students Union for response
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Annex 250, IQAC Guidelines
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Annex 251, Decision of IQAC related to the impact analysis report that
increased positive impact from public information
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Annex 252, Photos of Classroom

i

I3

L AU B
= | o

lf_“ =

e

an

%]
2
o,
Q
=
O
c
@]
e—
o
=
)

1481



@3 hot on OnePlus

1482



