Security Office

STANDARD OPERATING PROCEDURE (SOP)

Display of Stickers, Posters, Banners, Flyers, and Standees on Campus
1. Objective

To regulate the display of stickers, posters, and banners on campus in order to
maintain cleanliness, safety, and institutional decorum.

2. Scope
Applicable to:

Students

Faculty & staff

Student bodies/clubs
External agencies/contractors
Market complex vendors

3. Definitions

o Sticker: Small adhesive display on surfaces

o Poster: Printed notice (paper/flex)

« Banner: Large display (flex/cloth) for events/announcements
e Standees: A freestanding, rigid advertising display

4. General Principles

Display only at designated locations

Prior approval is mandatory

Content must be non-offensive and lawful
No damage to institute property

5. Approval Authority

Student events: Dean of Students Affairs (DoSA) / Student Affairs Office
Official notices: Administration/Registrar Office

External agencies: Estate Office / Security Office

Department seminars/conferences/Institute colloquium: HoD or Dean
(Academics)

6. Permitted Locations

e Notice boards

« Designated display panels

o Event-specific approved areas for standees
« Big digital display boards

7. Prohibited Locations

Academic buildings (walls, doors, glass panels)

Trees, electric poles, traffic signs and all signage boards
Near fire safety equipment (hydrants, hose cabinets)
Main gates and security installation



8. Display Guidelines

e Must include:
o Organizer name
o Event date & validity period
e Size restrictions (as approved)
e Use non-damaging materials (no permanent adhesives)

9. Duration & Removal

o Posters/banners must be removed within 24-48 hours after the event
o Expired displays should be removed by the organizing team.

10. Stickers Policy

o Strictly prohibited on walls, vehicles, furniture, and public property
without approval
o Allowed only on designated boards or personal items

11. Responsibility

o Organizing entity responsible for:
Installation

Maintenance

Removal

Disposal at designated location

O O O O

Inform the Security and Estate office well in advance before the display of Stickers,
Posters, flyers, banners, and standees on Campus

12. Penalty for Violations
o Immediate removal of unauthorized material by the organizers
« Fine of ¥ 500 per violation of the rules.
« Disciplinary action for repeated offenses.

13. Special Provisions

o During festivals/events, temporary relaxation may be granted with approval
o Safety and emergency signage shall not be obstructed

14. Enforcement

« The Security Office and Estate Office shall monitor compliance
e Periodic inspection of campus areas

15. Review

This SOP may be revised periodically by the Institute Administration.



